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No. Description Retention

INMATE FILE

This Schedule supersedes all items in Schedules
?26 dated 25 April 1958 and 326A dated 23 March
977:

DIRECTOR'S OFFICE

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). '

/o

o

Date

Title 4

Upon release or transfer

of the 1nmate the file
1s sent to the Records
Depariment to be merged
with the Inmate Base
File (item #13 below)

Retain Permanently.
Transfer periodically to
MaryTand State Archives.

3. MINUTES OF THE BOARD OF REVIEW
This is a file of the minutes of the Institutional Retain Permanently.
Board of Review. Transter periodically to
Maryland State Archives.
4. | LEGISLATIVE AUDIT REPORTS
This is a file of reports submitted as a result of ‘Retain three years,
the biennial legislative audit. : then destroy.
5. | PATUXENT INSTITUTION REGULATIONS & PATUXENT
TNSTITUTTON BUCLETINS
This is a file of the originals of all PIR's & PIB's.| Retain Pe?manent]y;?
Transter periodically to
‘ Maryland State Archives.
Schodule Approved by Deperiment, Schodule Authorized by
Ageney, o¢ Division Representetive

:‘"/70 W
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PAGE
No. 2 of 9
‘ Mo Deséription Retention
6. | MARYLAND CORRECTIONAL STANDARDS AUDIT HEPORT Retain Permanently.
7 . Transfer periodically to
This is a file of all feports dnd correspondence MaryTand State Archives.
received from the Maryland Commission on
Correctional Standards
7. ] LAW SUITS AND GRIEVANCE HEARINGS Retain Three years after
‘ final litigation then
. This is a file maintained 1n the office of the destroy.
Administrative Assistant oh eéach individual, inmate
or employee, who files a law suit and/or grievance
against the Institution.
8. | ADMINISTRATIVE SEGREGATION REVIEW ‘
. N A . /' ' 4
This is a file of the results of the monthly Retain three years,
review of inmates on administrative segregation. - then destroy.
9. GENERAL CORRESPONDENCE.FILE
This is a file containing corréspondence of a Retain three years then
general nature not related to6 a specific individual. destroy.
‘ ASSOCIATE DIRECTOR
©FO TENCES
10.| BOARD OF REVIEW FILE CARDS
'Retain 75 y th
This file contains two (2) cards on each inmate years, then
committed to the Institution. Thesé cards cortain gZStIOY Records will not
all information needed for scheduling the inmate's Ba aggsptéd at the State
annual review by the Institutioral Board of Review. Center.
11.1 DIAGNOSTIC STAFF RESULTS
This is a file of the results of the Diagnostic "Retain three years)
‘ Staff Meetings (two per month). then destroy.
RECORDS DEPARTMENT
12.; INMATE RECORD BOOKS ‘
This is a 11st1ng in numerical ordér of the number (Retain i 75 y yeéars, then
assigned to each inmate received into he program. “destroy. Records will not
be accepted at the State
Réohrde Center.

e




i resu]ts of Progress Review Committee, etc.

outside the Institution, results of I1.B.R. hearings,

e RECOKDS RETENTION AND DISPOSAL SCHEDULE scHeDuLE
oL (CONTINUATION SHEET) NO. 1533
: ol 3 0f 9
‘ No l Defciip'i§ﬁ Ny Retention
13. | INMATE BASE FILE .
When an inmate is received frofi the Division of gﬁﬁ:ﬁ: §2§§T§f§Z§I%§}°fg3él
Correction all of their Basé File information is alsd énd prior for thirty .(30)
received. This is a fi1é with partitions allowing | yers, then destroy. Retain
for six filing surface$. The record layout and " a1 oéher Irmate Base Files
filing order is as follows: for five (5) years after
First Filing Surfdce _trahiEZE Eﬁliﬁzesﬁgfﬁ'necoras
Picture and Contr6l Card Center for an additional 15
- yéars; or until microfilmed
Second F1l1ng Sur?ace , WHichever occurs first, then
ATI Psychiatric Réports aind Notes written ldéstroy original. Retain
at Patuxent, all Board of Réview Hearing | 511 microfilm of Irmate Base
Reports, all’ Psychiatric Reports réceived | piles for thirty (30) years,
from other Institutions and a1l Medical then destroy.
Reports. A1l Psychdlogical reports ahd’
Notes writtén at Patuxent and ail
Psychological Reports recéived from other
Inst1tut1ons. .
Third Filing Surfdce
Violation of status repbrts and notices
‘ of status revocatioh hearings, I.B.R.
Status papérs (i.e,, leaves, work/school
Releasé and Parole), Social History data
.rece1ved from other Institutions.
Fourth F11ing Surface .
Correspondence, Movement Orders, Personal
Be]ong1ngs L1st and Educational Reports
Fifth Filing Surface ‘
Tncident Reports; Dfsc1p1inary Reports.
PackagerReceipts and Description Sheet.
S1xth F111ng Surfacé »
Admission Summary, F.B.I. "Rxp Sheet",
State's Version, Pre-Senténce
Investigation and rétords of prior
incarcerations.
14,4 PROGRESS REPORT FOLDER 'y
' This is a file listing in chrono1ogical order all Upon completé release merge
contracts with the inmate, f.e.; all movement with Trmate Base File {iiem

3 above).
i
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16.

17.

18.

19.

|

|

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

FOLDERS, COMMITMENT FOLDERS AND DIMINUTION

OF CONFINEMENT CARDS ARE MICROFILMED AND SENT

TO THE RECEIVING INSTITUTION. THEY THEN
ECOME SUBJECT TO THE RETENTION SCREDULE OF

BEC
D.0.C.
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. A1l changes in cell
assignment and program assignment are recorded on
this card. In 1985 we began keeping the above
information in an automated system (0BSCIS).

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

¢ information relative to criminal sentence, length

of sentence, sentencing jurisidiction and unit
assignment.

™M A RECORDS RETENTION AND DISPOSAL SCHEDULE SCHEDULE
" (CONTINUATION SHEET) NO. 1231
PAGE
NO. 4 of 9
ttem
No. Description Retention
15. | COMMITMENT FOLDER

Upon complete release merge
with Inmate Base File (item

#13 above).

Upon Complete release file
in Inmate Base File (1tem

#13 above].

Retain Permanently. The

retention on the OBSCIS data‘

base 1S permanent.

Retain Permanently.

f
Transfer

periodically to Maryland
State Archives.

Retain three years then
destroy.

|
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' PAGE
NO. 5 of 9
i
t'lo,'. ﬁéicfibiiéﬁ _ Retention }
PERSONNEL DEPARTMENT
20.| POSITION CONTROL CARD
This is a card maintdined on each position in the "Retainﬁfbr ten years,
Institution. Thé card 1ist§ thé current and past then destroy.
incumbents of the position x
21.] INDIVIDUAL EMPLOYEE TIME R(-:coRr‘Js
Individual time records are képt in two ways, i.e Retdin three years or until
Custodial personriél use the £ime clock and all other | audited whichever is lTonger,
personnel time cards filléd out by hand. then destroy.
22.| PERSONNEL HISTORY FOLDER |
This is a file contdining a11 forms and Retain five years after
correspondence, not of a cohfidential nature, on separation then destroy.
all present and formerkémpIOyees
23.| EMPLOYEE BACKGROUND INFORMAT1ON FOLDER
This is a file containing a1l {nforination thdt is Retain five years after
confidential, i.e., finger prints, F.B.I. and State separation then destroy.
Police Reperts, Reference Letters; Credit Chécks, etc
24.] EMPLOYEE HISTORY CARD .
This is a card maintaified on ail employees past Refain for ten years after
and present containing: naié; address, race, séx, étc. ation of employment,
: . - then destroy.
25.] EMPLOYEE LEAVE CARD
i
This i§ & card fof rétb%diﬁg aﬁﬁuai 1eave, sick Retain Five years then
leave and compéns§tory: timé darned ahd used by édch destroy.
employee in a calendék yeér..
INFIRMARY
26| INMATE MEDICAL HISTORY FILE whed tife rmate i cpbietely
rel{ased From Patuxent this
This is a- f11e mainta1hed by the Madical Services TiTéLis sent to the Records
Contractor. They have control of its content while | Department. It is Filed with
; the inmate is incarcerated. It follows the inmate the [Base File and becomes,
. i in all transfers, the Same a8 the Base File (item subject to that Retention and
2 i #13 above). Dysposal Schedqule: -+ - ¢ 2
i o e :
A s
: |
% !
L _
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- RECORDS RETENTION AND DISPOSAL SCHEDULE. SCHEDULE
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PAGE
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No. Description Retention
EDUCATION DEPARTMENT
27.]1 INMATES' EDUCATIONAL AND VOCATIONAL FILE Retain three years after

28.

29.

30,

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

VOLUNTEER SERVICES FILE

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

SPECIAL PROJECTS FILE

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

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.

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 1s longer, then

destroy.

The ledgers are retained
permanently. Transfer
periodically to Maryland
State Archives.

L bt mpA A e
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em .

' No. Description

Purchasing Bureau
(Department of Budget and Fiscal Planning)

Retention

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
A 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

-
-~ emn - -

ro-...-... P
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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.

IVEEIN RECORDS RETENTION AND DISPOSAL SCHEDULE SCHIDULE
" {CONTINUATION SHEET) 12231
PAGE
no. 8 of 9

em .

No. Description Retention

3T.{ MASTER AUTHORIZATION
This is a Statewide form of the Department of Retain three years after
Personnel that authorizes the entry of an employee’'s{ separation or until audited,
name on the payroll and/or any changes in the pay whichever 1s longer, then
rate. It also indicates all payroll deductions. destroy.

32.}] OTHER ACCOUNTING RECORDS '
THESE ARE RECORDS FOR WHICH RETENTION AND DISPOSAL Retained three years or
IS PROVIDED BY A GENERAL RECORDS RETENTION AND until audited, whichever
DISPOSAL SCHEDULE. They are Payroll, Payroll is Tonger, then destroy.
Journal, Payroll Exceptions, Additions and Deductiong
Pay Warrants, Recieving Warrants and Transmittal
Forms.

RESEARCH DEPARTMENT

33.| RESEARCH PROJECTS
The Department carries out various research Retain as long as project
projects and administers tests to inmates and has research value or five
employees. It also monitors research projects years after completion,
undertaken by outside individuals or groups. whichever 1s longer, then

destroy.
TRAINING DEPARTMENT

34.1 This is a file that contains all information about | Retain three years after

training received by each employee. separation then destroy.
© CUSTODIAL DEPARTMENT '

35.] DAILY LOG
This is a ledger used for recording all routine Retain three years after
matters handled by the Custodial Department daily. Tast entry then destroy.

" Entries consist of short notations concerning

employee absence, inmate movement. etc.

36.; VISITORS CARD FILE

Lkt
":.

Upon release or transfér of
inmate send to Records Dept.

for f1ling 1n Inmate Base
File (i1tem #13 above).
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Ho. Deseription Retention |
37. | VISITORS' REGISTER
This is a file used for récording the date; hame, Retain three years after
address, time in and out and purposé of all visitors | release or transfer then
to the Institution. destroy.
IDENTIFICATION DEPARTMENT
38. | FINGERPRINT FILE | |
This is a card containing the inmate's fingérprints; | Retain 20 years after release
picture and other idéntification data. or transfer then destroy.
39.| INMATE SUMMARY BOOK (INMATE § DESCRIPTION) Reétain Permanently. Transfer
Periodically to Maryland
This is & summary of! the de5cr1pt1ve 1nformation State Archives.
on each inmate received into thé proijram. It list
along with the basi¢'descriptivé data physical
appearance, marks and scaPs, drug and alcohol habits
etc. ! , |
‘ ’ > '
MAINTENANCE. DEPARTMENT
40.] MAINTENANCE CONTRACTS |
This is a file of a1l Mainténance contracts. Retaln for three years after
‘ : ¢od'rplei:ion or termination
.of the contract, then
, ‘ ‘destrmy,
CLINICAL: SERVICES
a1 UNIT FILE o
——— % i

e e stmmr e

e v~ ————. e .

This is a file maintained by the Unit Treattient
team. Contains psychiatric evaluations,
psychological eévaluations, social-history reports
as well as progress notés; Board of Review notes
and raw test1ng data (protécol).

Ret31n ﬁor 50 years, then
: destroy Records will not
- be dccepted at the State

' "Records Cehter




JUSTRUGTIGNS - -TYPE OR PRINT A
SEHPARATE* FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD
¥WITH RICORDS RETENTION SCHEDULE
({DGS 880-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROQAD
P.O. BOX 273
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE __ 1 oF 40.

DEFARTMENT /AGENCY
PUBLIC SAFETY &
] CORRECTIONAL SERVICES

2. DIVISion

PATUXENT INSTITUTION

3. UNIT
DIRECTOR'S QFFICE

i
'
f

. DEFINITION -RECORD SERIES-A GROUP OF RELATED RECORDS NORMALLY FILED

RECORD SERIES TITLE
! INMATE FILE (Item #1)

4.

REFERENCE AS WELL AS RETENTION AND DISFOS|TION PURPOSES

AND USED AS A UNIT FOR

5. EARLIEST YEAR/LATEST YEAR
1955, 1o _present

of the Institution.

the Director.

INCLUDE THE

6. RECORD SERIES DESCRIPTION (BRIIFLY SDEIRBICERSI BE THE TYPES OF lNFORﬂATION/DOCU‘IﬂNTS/FOM FOUND
N THE

PURPOSE OR FUNCTION OF THE 88?1!8)

General information about inmates presently under the jurisdiction

This file is maintained for the convenience of

7. RECORD SERIES FORMAT(S)
XX LETTER s1zE O MICROFILM

0 LEGAL SizE 0O COMFUTER TAPE

O pounD BOOK O FLOPPY DISK
'I’.AUDIO TAPE 0 VIDEO TAPE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
XX ALPHAEETICAL
O NUMERICAL
O CHRONOLOGICAL
O GEOGRAPHICAL
0 OTHER(SPECIFY)

9. VOLUME

XX FILE DRAWER(S)
O MICROFILM REEL(S)
O COMPUTER TAPE(S)
0O OTHER(SPECIFY)

2
NUMBER

10. ANNUAL ACCUMULAT ION

O FILE DRAWER(S)

O MICROFILM REEL(S)

O COMPUTER TAPE(S)

C OTHER(SPECIFY)Y

N/A

* FILE 1S USED 12. FILE BECOMES INACTIVE AFTER
¥ DAILY 0 WEEKLY D MONTHLY NomEEE  © VONTHIS) D vear(s) n/A
! 13. CURRENT LOCATlON(S) (BLDG. .FLOOR.MOM) 14. 1S R.ECORD SERIES DUPLICATED ELSEWHERE?
D.C. BUILDING tir vyes, specirFy raENCY OR OFFICE)
.C. ,

1ST FLOOR, ROOM NUMBER 121

X YEs 0O nNo

15. ACCESS RESTRICTIONS

O vEs X# No
{1r vyeS, CciTE LAW(SB) & rREGULATION(S)

AUDIT REQUIREMENTS

&XNONE O STATE O FEDERAL -0 INDEPENDENT

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

0 yes SXno

UPON RE
WITH TH

RECCMMENDED RETENT ION

LEASE OF INMATE FILE. IS SENT

TO THE RECORDS DEPARTMENT TO BE MERGED

E INMATE BASE FILE

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

20. TELEPHONE NUMEER

799-3400 ext. 451

21. DATE

APR 251990

DGS 550-4 {REVISED 2/87)




|

IHSTRUCTIONS - -TYPE OR PRINT A DEFARTMENT Oi-r GENERAL SERVlCE_S s
SEF"QRATE .Eom FOR EACH NEW OR RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVENTURY
REVISED RECORD SERIES. FORWARD 7273 WATERLOO ROAD
¥I'TH RECHRDS RETENTION SCHEDULE P.O. BOX 278 PAGE 2 OF !Q
(DGS 380-1) JESSUP, MARYLAND 20794 —
1. DEFARTMENT /AGENCY 2. DIVISION 3. UNIT
UBLIC SAFETY & PATUXENT INSTITUTION DIRECTOR'S  OFFICE
ORDCATTIAMAML OBV INACS

OUTNNTCTCT TUINARE " JERVICLES
A GROUP D CORDS ORMA AND SED A A UNIT FOR
! DEFINITION-RECORD SERIES- OF RELATED RK N LLY FiLED v s

REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSES

4. RECORD SERIES TITLE ’ ) 5. EARLIEST YEAR/LATEST YEAR
' MINUTES OF THE BOARD OF PATUXENT MEETINGS (Item '#2) 14585 To _present
i Py RECORD SERIES DESCRIPTION ‘HRIIF’LY DESCRIBE THE TYPES OF INFOMTION/DOCWTB/POM FOUND
) ‘sN THE SERIES. . INCLUDE TMNE PURPOSE OR FUNCTION OF THE BERIES )

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

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME _
SXLETTER S1ZzE O MICROFILM O ALPHABETICAL J¥X FILE DRA¥WER(S)
O MICROFILM REEL(S)
0 LEGAL S1ZE 0O COMFUTER TAPE O NUMERICAL 1 O COMPUTER TAPE(S)
’ NUMBER OTHER( SPECIFY)
0 BOUND BOOK U FLOPPY DISK XX cHronNoLOGICAL . )
o (a} ' .
,wmo TAPE VIDEO TAPE GEOGRAPH 1 CAL. 10. ANNUAL ACCUMULAT ION
OTHER( SPECIFY) O OTHER(SPECIFY) O FILE DRAWER(S)
1 O MICROFILM REEL(S)
RGKBER O COMPUTER TAPE(S)
- X® oTHER(SPECIFY])

+ e e e ————y o b~

! 1« FiLE 1S usED 12. £(LE BECOMES INACTIVE AFILR folder

' O pAILY 0 WEEKLY (R XMONTHLY %ﬂ_ O MONTH(S) O YEAR(S)

' 13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) °  14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?

: D.C. Bldg, 1 St Floor, Room 121 tir vyes, sreciry saEncy OrR oFrice) .

O YEs DO NO

15. ACCESS RESTRICTIONS O YES ONo 16. AUDIT REQUIREMENTS
(1" yEs, ci1TE LAW[8) & REGuULATION|S)
O NONE O STATE O FEDERAL 0O INDEPENDENT

17. 1S AN INDEX SYSTEM USED? (1p YES.E>PLAIN

18. RECCMMENDED RETENT ION
BRIEFLY AND DESCRIBE ANY HARDUARE/SOFTWARE ) e ] }

o0 yes WX NO : ‘ Retqin permanently

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMEER ’ 21. DATE

Susan Sherman . 799-3400 ext. 451 APR 251990

Inmate Records Supervisor

DGS 350-4 (REVISED 2/87)




ANSTRUCT QNS - -TYPE OR PRINT A

SEPARATE FORM FOR EACH NEW OR

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

"I'ﬁ#%ﬁﬂMENT/AGENCY
PUBLIC SAFETY &

CORRFCTINNAI SFRYICFS

PATUXENT INSTITUTION

REVISED: RECORD SERIES. FORWARD 7273 WATERLOO ROAD
' WITH RECORDS RETENT ION SCI-EDUI.E P.O. BOX 273 3 40
PAGE OF
(DGS 380-1) JESSUP, MARYLAND 20794 — _—
2. Dlvision 3. WNIT

DIRECTOR"S OFFICE

' DEFIN1TION-RECORD SERIES-A GROUP OF RELATED RECORDS NORMALLY WFILED
REFERENCE AS WELL AS

4. RECORD SERIES TITLE

MINUTES OF THE BOARD OF REVIEW "

RETENTION AND DI1SPOS

AND USED AS A UNIT FOR
LTION PURFPOSES

5. EARLIEST YEAR/LATEST YEAR
1955, To _present

(ftem#3) © & . o

‘IN ‘FTHE SERIES.

6. RECORD SERIES DESCRIPTIW (.RIIFLY DESCRIBE THE TYPES OF INFORHATION/DOCUIENTSIFOM FOUND
INCLUDE THE PURPOSE OR FUNCTION OF THE sxmzsl

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

7. RECORD SERIES FORMAT(S)

B LETTER S1ZE O MIcROFILM

O LEGAL S1ZE U COMFUTER TAPE
BOUND BOOK O FLOPPY DISK
AUDIO TAPE O VIDEO TAPE

0 OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
O ALPHAEETICAL
0 NUMERICAL
)H( CHRONOLOGICAL,

9. VOLUME

8XFILE DRAWER(S)
O MICROFILM REEL(S)
O COMPUTER TAPE(S)
O OTHER(SPECIFY)

3

NUMBE

O GEOGRAPHICAL
0 OTHER(SPECIFY)

10. ANNUAL ACCUMULATION
O FILE DRAWER(S)
-0 MICROFILM REEL(S)

KRUMGPE'0 COMPUTER TAPE(S)

X

1. piLE 1S usED

O pAlLY X¥ wEEKLY

12.
O MONTHLY

Rbtmer:

FILE BEcoMES INacTive aftef folder
D MONTH(S)

O YEAR(S)

13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM)
D.C. Bldg., 1st Floor, Room Number 121

O YES Y3 NO

14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?
t1r ves, spECIFY raEncY OR oOFFice)

15. ACCESS RESTRICTIONS o YEs

(1" vyEs, ci1TE LAW(S) & REGULATION(S)

)H(NO

AUDIT REQUIREMENTS

X NONE O STATE O FEDERAL 0O INDEPENDENT

O YEs aX NO

17. IS AN INDEX SYSTEM USED? (1r vyES.EXPLAIN
BRIEFLY AND DESCRIBE ANY HARD.ARE/'O"'ARE)

Permanent

RECCMMENDED RETENT ION

‘ NAME AND TITLE OF PREPARER

Susan Sherman,
Inmate Records Supervisor

20. TELEPHONE NUMBER

799-3400 ext. 451

21. DATE

APR 2 5 1990

DGS 3550-4 (REVISED 2/87‘)




1S --TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REV I1SED* RECORD SERIES., FORWARD

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7278 WATERLOO ROAD

WITH RECORDS RETENTION SCHEDULE P.O. BOX 273
(DGS 330-1) JESSUP, MARYLAND 20794 paced___or 30
Pdgr?%n%zﬁﬁ?gfwfv 2. DIVISION 3. UNIT
. IRECTOR'S OFFICE
CORRFCTTONAL SFRVICES PATUXENT INSTITUTON D

! DEFINITION-RECORD SERIES- A GROUP OF RELATED RECORDS NORMALLY FILED

4. RECORD SERIES TITLE
LEGISLATIVE AUDIT REPORT

REFERENCE AS WELL AS RETENTION AND DISPFOS

(item # 4)

ITION PURPOSES

AND USED AS A UNIT FOR

5. EARLIEST YEAR/LATEST YEAR
1374 To present

‘IN FHE SERIES.

RECORD SERIES DESCRIPTIW (BRIIFLY DESCRIBE THE TYPES OF INFOMTION/DOCWTS/FOM FOUND
INCLUDE THE PURPOSE OR FUNCTION OF THE s!mzsl

Reports submitted as a result of the biennial Legislative Audit.

7. RECORD SERIES FORMAT(S)

XXETTER SI1ZE O MICROFILM

0 LEGAL SIZE U COMFUTER TAPE
BOUND BOOK O FLOPPY DISK
AUDIO TAPE 0O VIDEO TAPE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
O ALPHAEETICAL
0 NUMERICAL
XX cHronoLoGIcAL

9. VOLUME

¥ FILE DRAWER(S)

O MICROFILM REEL(S)
O COMPUTER TAPE(S)
0O OTHER(SPECIFY)

s

O GEOGRAPHICAL
O OTHER(SPECIFY)

ANNUAL ACCUMULAT ION
X® FILE DRAWER(S)
O MICROFILM REEL(S)
O COMPUTER TAPE(S)

0 oTHER(SPECIFY) |

1. piLE 1S UsED

O DAILY O wEEKLY

12.
XX MonTHLY

e

FILE BECOMES INACTIVE AFTER
O MONTH(S)

O YEAR(S)

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

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

(1" vyes, ciTe Law(S) & rREGULATION(S)

D.C. Bldg., 1st Floor, Room 121 ti1r vyes, sPECIFY raENCY OR OFFicE)
R YEs ONo Dept. of Legislative Audits
15. ACCESS RESTRICTIONS oves Hno 16. AUDIT REQUIREMENTS

X NonE DO STATE O FEDERAL 0O INDEPENDENT

17.
BRIEFLY AND DESCRIBE ANY

Q yes &X NO

IS AN INDEX SYSTEM USED? (1r YES.EXPLAIN

18.
HARDWARE./ SOFTWARE )

RECCMMENDED RETENTION
Retain three years, then

<4
s
i
t
1l

! H
} Ll " M N X

D T o L

'NAME AND TITLE OF PREPARER

Susan Sherman,
Inmate Records Supervisor

20. TELEPHONE NUMEER

799-3400 ext. 451

21. DATE

APR 251990

DGS 350-4 (REVISED 2/87)




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

REVISED'RECORD SERIES. FORWARD
¥IiTH RECORDS RETENT ION SCHEDULE

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 VWATERLOO ROAD

AGENCY RECORDS INVENTORY

P.O. BOX 273 pace 5 or 40
(DGS 380-1) JESSUP, MARYLAND 20794 — T —
‘I'pEPARTMENﬁ!AGENCY 2. DIVISION 3. UNIT
PUBLIC SAFETY &

CORRFCTTONAL SERVICFS

PATUXENT INSTITUTION

DIRECTOR'S OFFICE

', DEFINITION -RECORD SERIES- A GROUP OF RELATED RECORDS NORMALLY FILED

REFERENCE AS WELL AS RETENTION AND DISPOS

4. RECORD SERIES TITLE

PATUXENT INSTITUTION REGULATIONS & BULLETINS

(ifem #5)

AND USED AS A UNIT FOR
ITION PURPOZES

8. EARLIEST YEAR/LATEST YEAR
]QZQ TO __present

6. RECORD SERIES DESCRIPTIW (DRIIFI—Y DESCRIBE THE TYPES OF INPORHATION/DOCMNTS/FOM FFOUND

FME SERIES.

INCLUDKE THE PURPOSE OR FUNCTION OF THE SEFIES)

Originals of all Patuxent Institution Regulations and Bulletins.

7. RECORD SERIES FORMAT(S)

X LETTER S1ZE D MICROFILM

0 LEGAL S1ZE 0O COMFUTER TAPE
BOUND BOOK U FLOPPY DISK
AUDIO TAPE 0O VIDEO TAPE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
O ALPHAEETICAL
¥ NUMERICAL
O CHRONOLOGICAL
0 GEOGRAPHICAL
O OTHER(SPECIFY)

9. VOLUME

XX FILE DRAWER(S)

O MICROFILM REEL(S)

1 O COMPUTER TAPE(S)
NUMBEW o OTHER(SPECIFY)

10. ANNUAL ACCUMULAT ION

" ¥X FILE DRAWER(S)
i; O MICROFILM REEL(S)
RGIEPE O COMPUTER TAPE(S)

11. piLE IS USED

O pAlLY X8 wvEEKLY

12.

O MONTHLY

s

O YEAR(S)

13. CURRENT LOCATION(S) (ELDG.,FLOOR,ROCM)
1st Floor, Room Number 121

D.C. BLDG.,

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

tar YES, SPECIFY 2.GENCY OR OFFicE)
XR YES 0O NO

15. ACCESS RESTRICTIONS

O YEs
(sr vyEs, ci1TE LAW(S) & REGULATION(S)

)B(NO

16. AUDIT REQUIREMENTS

D NoNE X STATE DO FEDERAL 0O INDEPENDENT

17. 1S AN INDEX SYSTEM USED? (Ir YES.EPLAIN

RECCMMENDED RETENT JON

BRIEFLY ARND DESCRIBE ANY HARDIARE/BOFTIARE) 18.
a yﬁs 5 no ’ Permanent
NAME AND TITLE OF PREPARER 20. TELEPHONE NUMEBER 21. DATE
Susan Sherman,
Inmate Records Supervisor 799-3400 ext. 451 APR 25 1990

DGS 5350-4 (REVISED 2/87)

0 OTHER(SPECIFY) |
FILE BECOMES INACTIVE AFTER
O MONTH(S)




J

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

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7273 WATERLOO ROAD
P.O. BOX 273
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

Pace _6 orF 40

DEFARTMENT / AGENCY
PUBLIC SAFETY &

LODDEOTIALAL falod o AWk Ja¥ oFal

2. DIVISION
PATUXENTYINSTITUTION

3. UNIT

DIRECTOR'S OFFIEE

CUNNTCTTIVRAT SERVITES

| DEFINITION -RECORD SERIES-A GROUP OF RELATED RECORDS NORMALLY F!LED

AND USED AS A UNIT FOR }

4. RECORD SERIES TITLE

REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSESR : {

| MARYLAND CORRECTIONAL STANDARDS AUDIT REPORT (item #6)

5. EARLIEST YEAR/LATEST YEAR
1984 o present

|

‘IN THE SERIES.

Reports and

6. RECORD SéRlES DESCRIPT ION (DRl‘FLY DESCRIBE THE TYPES OF INFOR“ATION[DOCUHENTB/FORHS FOUND

correspondence from the Maryland Commission on Correctinal Standards.

INCLUDE THE PURPOSE QR FUNCTION OF THE sxmzs)

7. RECORD SERIES FORMAT(S) 6.
XX LETTER S1zE O MicROFILM

O LEGAL S1ZE 0O COMFUTER TAPE

D BounND BoOK O FLOPPY DISK

‘I’;uuuc:wwps O VIDEO TAPE

RECORD SERIES SEQUENCE 5.
O ALPHAEETICAL
O NUMERICAL
XX cHRONOLOGICAL
O GEOGRAPHICAL

O OTHER(SPECIFY)

VOLWME

X%FILE DRAWER(S)
& MICROFILM REEL(S) !
l O COMPUTER TAPE(S)

RUNBER [ OTHER( SPECIFY)

10. ANNUAL ACCUMULAT JON

XX FILE DRAWER(S) f

1 D MICROFILM REEL(S)
ﬁ%%sgﬁ-u COMPUTER TAPE(S)

: FILE IS USED

O DAILY O WEEKLY X8 MONTHLY

0 OTHER(SPECIFEY)}
FI1LE BECOMES INACTIVE AFTER

Hée O MONTH(S) O YEAR(S)

12.

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

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

14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?

éi' YES, SPECIFY LAGENCY OR OFFICE) o
YES O NO Commission on Correctional

15. ACCESS RESTRICTIONS 0O yEs W®Xno

{1r vEs, ci1TE LAW(S) & REGULATION(S)

16. AUDIT REQUIREMENTS

JXNONE O STATE U FEDERAL O INDEPENDENT

17. IS AN INDEX SYSTEM USED? (1r YES.EXPLAIN

BRIEFLY AND DESCRIEE ANY HARDWARE/SOFTWARE )

O vyes b & NO

18. RECOMMENDED RETENT ION

e e
- e

; L e ErTy m gy
¢ (L'/\: v . -.”L.}‘.'»g.f@

R RN Sy S

Permanent

ISNRVISIPIN Y= TP

.. NAME AND TITLE OF PREPARER 20.

TELEPHONE NUMBER

DGS 350-4 (REVISED 2/87)




JHSTRUCTIQNG--TYPE OR PRINT A
ségAnATE FORM FOR EACH NEW OR
1

REVISED RECORD SERIES. FORWARD
¥WiTH RECORDS RETENTION SCHEDULE
{DGS 330-1) ‘

P.O.
JESSUP,

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROAD

BOX 273
MARYLAND 20794

AGENCY RECORDS INVENTORY

pace _/__or _40

1. DEFARTMENT/AGENCY 2. DIVISICN
UBLIC SAFETY &
ORREFCTIONAL SERVICES

PATUXENT INSTITUTION

3. WNIT
DIRECTOR'S OFFICE

| DEFINITION-RECORD SERIES'A GROUP OF RELATED RECORDS NORMALLY WF!LED

AND USED AS A UNIT FOR

4. RECORD SERIES TITLE

i LAW SUITS AND GRIEVANCE HEARING (item #7)

REFERFMNCE AS WELL AS RETENTION AND DISPOSITION PURPOSES

5. EARLIEST YEAR/LATEST YEAR
1984 _ o _present

4N THE SERIES.

6. RECORD SERIES DESCRIPTION (BRIIFLY DEBCRIBE THE TYPKS OF INPOR“ATION[DOCUH!NTS/FORNB FOUND

INCLUDE THE PURPOSE OR FUNCTION OF THE 8!21!8)

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

7. RECORD SERIES FORMAT(S)
O LETTER SIZE O MICROFILM

RN-EGAL SizE O COMFUTER TAPE 0 NUMERICAL

O pounND BOOK O FLOPPY DISK
AUDIO TAPE O VIDEO TAPE

OTHER( SPECIFY)

8. RECORD SERIES SEQJENCE 9.

O ALPHAEETICAL

X crronoLoG I cAL
O GEOGRAPHICAL

O OTHER(SPECIFY)

VOLUME

XX FILE DRAWER(S)

O MICROFILM REEL(S)

9 O COMPUTER TAPE(S)
NUMBER O oTHER(SPECIFY)

10. ANNUAL ACCUMULAT ION
Y FILE DRAWER(S)

Yy ‘0 MICROFILM REEL(S)

ROUMBER O COMPUTER TAPE(S)
O OTHER(SPECIEY)

| 11.

FILE 1S USED

O palLY

O WEEKLY X6 monmHLY

12. FILE BECOMES INACTIVE AFTER Litigation

a O YEAR(S
RUMEEE MONTH( S) (s)

13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM)
Admin. Bldg. 1st Floor, Room 121

. cegpen e

14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?

tir vEs, sPECIFY r8ENCY OR OFFICE)
0 YES ¥ NO

.?

13. ACCESS RESTRICTIONS O YES Kl)(NO

{ir vyEB, c17TE LAW{S8) & REGULATION(S)

16. AUDIT REQUIREMENTS

X NONE O STATE O FEDERAL 0O INDEPENDENT

17. IS AN INDEX B2
SYSTEM USEDT (1rF vxs.ExrLAIN 18. RECCMMENDED RETENT ION
BREIEFLY AND DESCRIBE ANY HARD!ARE/SOPTHARE)
‘a yes X no Retain three years after final
Titigation then destroy.
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMEER

Susan Sherman
Inmate Records Supervisor

799-3400

21. DATE

- APR 251990

ext. 451

DGS 3550-4 (REVISED 2/87)

A N TR R BTN TR RE L
s T LR et




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

REVISED RECORD SERIES. FORWARD

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROAD

AGENCY RECORDS INVENTORY

WiTH RECORDS RETENTION SCHEDULE P.O. BOX 275 pace 8 or 40
{DGS 380-1) JESSUP, MARYLAND 20794
f . DEFARTMENT /AGENCY 2. DIVISION 3. wIT

PUBLIC SAFETY &

PATUXENT INSTITUTION

CORRECTIONAL SERVICES

DIRECTOR'S OFFICE

| DEFINIT1ON-RECORD SERIES.A GROUP OF RELATED RECORDS NOMMALLY FILED

AND USKED AS A UN!T FOR

4. RECORD SERIES TITLE

Administrative Segregation Review

REFERMNCE AS WELL AS RETENTION AND DISPOSITION PURPOAESN

(item #8) -

5. EARLIEST YEAR/LATEST YEAR
1980 1o _present

i

6. RECORD SERIES DESCRIPTION (IRIIPLY DESCRIBE THE TYPKS OF lNFORﬂATION[DOCUNENTB/FORMS FOUND

‘FHE SERIES.

lNCLUB! THE PURPOSE OR FUNCTION OF THE 8!P1ES)

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

administraive segregation.

7. RECORD SERIES FORMAT(S) 8.
XX LETTER SI1ZE O MICROFILM

0 LEGAL SIZE O COMFUTER TAPE O NUMERICAL
D pounD BOOK O FLOPPY DIsSK

AUDIO TAPE 0O VIDEO TAPE

RECORD SERIES SEQJENCF

O ALPHAEETICAL

X? CHRONOLOG I CAL,
D GEOGRAPHICAL .

o O’I'HER(SPECIFY)

9. VOLUME

O FILE DRAWER(S)
£3 0 MICROFILM REEL(S)
1 file O COMPUTER TAPE(S)

NUMBER 0 oTHER(SPECIFY
folder { )

10. ANNUAL ACCUMULAT [ON

OTHER( SPECIFY) O FILE DRAWER(S)
o] s
12 other © MICROFILM REEL(S)
O COMPUTER TAPE(S)
; pages. 0O OTHER|SPECIEY)
I 11, giLe 1s useD 12. FILE BECOMES INACTIVE AFTER
O paiLY O wEEKLY XX monerHLY O MONTH(S) 0O YEAR(S)

Rfsiey

ey em

13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?
D.C. Bldg., 1. st-Floor, Room 121 tir vyes, seEciry raEncy or orFrice) .
g YEs )6(
13. ACCESS RESTRICTIONS O YEs @ No 16, AUDIT REQUIREMENTS
{1 yES, ci1TE LAW{S) & REGULATION(S) )
RYNONE O STATE O FEDERAL O INDEPENDENT
17. IS AN INDEX SYSTEM USED? Y E: ]
EX DT [1r vxs.mxrLaIn 18. RECOMMENDED RETENT ION
BRIKFLY ARND DESCRIBE ANY HARD'ARE/BOPTIARE)
"0 ves X :
o ves *8 no Retain three years, then destroy. .-
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMEER

Susan Sherman,

Supervisor of Inmate Recorfis 793-3400

21. DATﬁPR 2 5 ]990

ext. 451

DGS 550-4 (REVISED 2/87)

e




rF

INSTRUCTIGNS - -TYPE OR PRINT A DEFARTMENT OF GENERAL SERVICES
SEPARATE' FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD 7275 WATERLOO ROAD
WITH RECORDS RETENTION SCHEDULE P.O. BOX 275 9 4
(DGS 8380-1) JESSUP, MARYLAND 20794 PAcE oF Q
1. DEFARTMENT/AGENCY 2. DIVISION 3. UNIT
_.EUBLIC SAFETY & PATUXENT INSTITUTION - DIRECTOR'S OFFICE
CORRECTIANAL <DV S

1
ACARMAN A ar v ) fa) ST ) oy g g8 3

fall vy
TT
RDS -
! D INITI CORD SER ES‘A GROUP QF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR

REFERENCE AS WELL AS RETENTION AND DISPOS|TION PURPQOSES
4. RECORD SERIES TITLE ’

| General Correspondence File (item #9)
{

5. EARLIEST YEAR/LATEST YEAR
1927 ___ T© _present
6. RECORD SERIES DESCRIPTION (BRIIFLY DEECRIBE THE TYPES 0"INFORHATION/DOCUH!NTS/FORNB FOUND
' _ ‘IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE 8831!8)

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) 8. RECORD SERIES SEQUENCE 8. VOLUME
(YX-ETTER SiZE O MICROFILM O ALPHAEETICAL @ FILE DRA¥ER(S)
. , O MICROFILM REEL(S)
O LEGAL sSi1zE U COMFUTER TAPE 0O NUMERICAL . . 8 O COMPUTER TAPE(S)
NUMBER [ orppp(SPECIFY)
O BOuND BOOK U FLOPPY DisK X¥ cHRoNOLOGICAL ) (
- -D . ) G - . N "
QAumo TAPE VIDEO TAPE - GEOGRAPHICAL f0. ANNUAL ACCUMULAT ION
OTHER( SPECIFY) O OTHER(SPECIFY) ' O FILE DRAWER(S)
: O MICROFILM REEL(S)
h‘&'ﬁtﬁ' O COMPUTER TAPE(S) .
. O OTHER(SPECIFY)
| 11. pe 15 useD 12. FILE BECOMES INACTIVE AFTER
: o pAaILY O wEEKLY O MONTHLY Oy O MONTH(S) O YEAR(S)
! 13. CURRENT LOCATION(S) {BLDG.,FLOOR, ROOM) f4. 1S RECORD SERIES DUPLICATED ELSEWHERE?

D.C. Bldg., lst Floor, Room 121 - e o R Gt Y pasney on ormicE]

i15. ACCESS RESTRICTIONS 0 YEs yP nNo 16.

AUDIT REQUIREMENTS
(1" vyes, ciTe raw(s) & rEGuLATION(S)

XX NonNE O STATE O FEDERAL 0O INDEPENDENT

17. IS AN INDEX SYSTEM USED? (1P YES.EXPLAIN

18. RECCMMENDED RETENT JON
BRIEFLY AND DESCRIBE ANY HARDRBARE/SOFTWARE)

‘0 YES XR NoO Retain three years then destroy -w

SRS

[ PP L o

19. NAME AND TITLE OF PREPARER '20. TELEPHONE NUMEER z21. DA’A~ .
Susan Sherman, i L
Inmate Records Supervisor 799-3400 ext. 451 _ ’{ PR 25‘1990 ‘

DGS 550-4 {REVISED 2/87)




INSTRUCTIQNS --TYPE OR PRINT A DEFARTMENT OIA= GENERAL SERVICES
SEPARATE. FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVENTORY
REVISED R'ECORD SERIES., FORWARD 72783 WATERLOO ROAD
¥WiTH RECORDS RETENTION SCHEDULE P.O. BOX 278 10 40
PAGE OF
(DGS 380-1) JESSUP, MARYLAND 20794
DEFARTMENT / AGENCY 2. DIVISION 3. WNIT
UBLIC SAFETY & PATUXENT INSTITUTION 0ff. of the Associate Director
CORRECTIONAL SERVICES

r—Befhaviorat— Sciences
’ DEF INITION-RECORD SERIES.” OROUP OF RELATED RECORDS NORMALLY FILKD ANUD USED AS A unls rorR
REFERENCE AS WELL AS RETENTION AND DISPOSITION PURFPONESR

4. RECORD SERIES TITLE
! BOARD OF REVIEW FILE CARDS. -

5. EARLIEST YEAR/LATEST YEAR
1954 __ To present .

TYP [ -] D ro
6. RECORD SERIES DESCRIPTION (BRIIPLY DEBCRIBE THE ES OF INFORMATION/DOCUMENTS /FORMS FOUND
‘IN ‘THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SEFIES)

This file’contains”two cards 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) 8. RECORD SERIES SEQUENCE 8. VOLUME
O LETTER SizE O MICROFILM O ALPHABETICAL B FILE DRAWER(S)
. O MICROFILM REEL(S)
O LEGAL SIZE U COMFUTER TAPE O NUMERICAL _ . 4 O COMPUTER TAPE(S)
NUMBER g OTHER( SPECIFY)
O pounDp BOOK O FLOPPY D1SK XXO cHRONOLOGICAL, .
AUDIO TAPE 0O VIDEO TAPE - . - 0 GEOGRAPHICAL

|10. ANNUAL ACCUMULATION
. & FiLe DRAWER(S)
1/3 O MICROFILM REEL(S)
RONBPR O COMPUTER TAPE(S)
O OTHER({SPECIFY)

OTHER( SPECIFY) o 'mn(séscﬁ;v)
3" x 5" file card

FILE IS USED 12. FILE BECOMES INACTIVE AFTER
o O pAilLY Y ¥EEKLY O MONTHLY R&I O MONTH(S) O YEAR(S)
! 13. CURRENT LOCATION(S) {BLDG.,FLOOR,RROCM) 14. 15 RECORD SERIES DUPLICATED ELSEWHERE?

Admin. Bldg., 1st Floor Room number 7-102

ti1r vyES, spEciry saEncy OR OFFicE)
O YES PYNO

15. ACCESS RESTRICTIONS O YES XP NO | 16. AUDIT REQUIREMENTS
(1r ves, ciTE LAw(s) & rEGuULATION(S) '

XX NONE O STATE O FEDERAL O INDEPENDENT

"17. 1S AN INDEX SYSTEM USED? (1" yes.m:PLAIN

18. RECOMWENDED RETENT ION
BRIEFLY AKD DESCRIBE ANY HARDBARE/SOFTWARE )

‘0 ves ¥ no - Retain 75 jears, then destroy. Records
. will not be: accepted at the State Reoords
Center.
2. NAME AND TITLE OF PREPARER '20. TELEPHONE NUMEER . 21. DATE
‘ Susan Sherman APR 2 5 1990
Inmate Records Supervisor 799-3400 ext. 451

DGS 550-4 (REVISED 2/87)

AN DA B A5




INSTRYCTIGNS - -TYPE OR PRINT A
SEPARATE' FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD
¥ITH RECORDS RETENTION SCHEDULE
(DGS 8550-3)

P.O.
JESSUP,

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO RQAD

BOX 273
MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE _11 _orF _A4A0

1 . DEFARTMENT /A 2. DIVISION

GENCY
PUBLIC SAFETY &
CORRECTIQONAI SERVICES

PATUXENT INSTITUTION .

Office of the Associate
Director for
Behavioral Sciences

3. UNIT

! DEFINITION-RECORD SERIES-A GROUP OF RELATED RECORDS NORMALLY FILED

AND USED AS A UNIT FOR

. .

4. RECORD SERIES TITLE

Diagnostic Staff Results (item #11)

REFERENCE AS WELL A® RETENTION AND DIQPOS[LT_W

5. EARLIEST YEAR/LATEST YEAR
-1977 _TO _present

6. RECORD SERlEb DESCRIPTION (BRIIPLY DKBCRIBE THE TYPKS OF INFOMTION/DOCMTSINM FOUND

‘tN ‘FHE SERIES.

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

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

INCLUDE THE PURPOSE OR FUNCTION OF THE SEF1ES)

7. RECORD SERIES FORMAT(S) 8.

YXLETTER SI1ZE O MICROFILM
O LEGAL sS1zE O COMFUTER TAPE

O BouND BOOK O FLOPPY DISK
0 vipeo TAPEi-

"'ruEHOTAbE
OTHER( SPECIFY)

RECORD SERIES SEGUENCE
O ALPHAEETICAL

0 NUMERICAL

X3 CHRONOLOGICAL,

O GEOGRAPHICAL

O OTHER(SPECIFY)

9. VOLUME

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

1 O COMPUTER TAPE(S)
NUMBER' 0 oTHER(SPECIFY)

v b e+ =

10. ANNUAL ACCUMULAT ION
" X FiLE DRAWER(S) :
2/3 O MICROFILM REEL(S)

RGMEPRE O COMPUTER TAPE(S)
0O OTHER(SPECIFYY

11 FiLE IS usED

Q pAILY X¥§ wepxLy O MONTHLY

12. p1LE BECOMES INACTIVE AFTER

Béé O MONTH(S) O YEAR(S)

v s e o e

13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?
: : tir yes, speciry sraEncY or oFFicE) ye
Admin. Bldg., 1st Floor Room Z-102 O YES y@ No
15. ACCESS RESTRICTIONS O yES X? NO 16. AUDIT REQUIREMENTS
(1r yes, cite Law(s) & rEGuLATION(S)

X3 NONE O STATE D FEDERAL O INDEPENDENT

17. IS AN INDEX SYSTEM USED? (1r yRS.EXPLAIN

BRIEFLY AND DESCRIBE ANY HARDRARE/SONFTWARE )

‘Q YES ¥X No

18. RECOMMENDED RETENT JON

Retain three years, then destroy.

19. NAME AND TITLE OF PREPARER
Susan Sherman,

Inmate Records Supervisor

20,

799-3400

TELEPHONE NUMEER

"APR 251990

ext. 451

DGS 350-4 (REVISED 2/87)

LT RSB AT




INSTRYCTIGNS - - TYPE OR PRINT A
SEPARATE' FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD

¥ITH RECORDS RETENTION SCHEDULE

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7273 ¥WATERLOO ROQAD

P.O.

AGENCY RECORDS INVENTORY

(DGS 350-1)

BOX 273

JESSUP, MARYLAND 20794 PAGE 12 or 40
1. b IB\RTHENTF GENCY 2. DiVlSIm 3. UNIT
PosLIL SAFETY & . PATUXENT INSTITUTION RECORDS DEPARTMENT
! DEFINI1T]QN-RECORD SEAIES:k GROUP Of RELATED RECORDS NORMALLY FILED

AND USEKED AS A UNIT PFOR

RECORD SERIES TITLE =

! INMATE RECORD BOOK (item #12)
i

REFERENCE AS WELL AS RETENTION AND DISPFPOS

ITION PURPOSER

5. EARLIEST YEAR/LATEST YEAR
1954 1o _present

‘1IN FHE SERIES.

| This book contains

Institution.

6. RECORD SERIES DESCRIPTION ‘BRIIPLY DEBCRIBE THE TYPKS OF INFORﬂATION/DOCUHENTS/FORN’ FOUND

the names and number assignment of each inmate admitted to the

INCLUDE THE PURPOSE OR FUNCTION OF THE 88P1!8’

7. RECORD SERIES FORMAT|S) 8. RECORD SERIES SEQUENCE 9. VOLUME
O LETTER S1ZE O MICROFILM O ALPHAEETICAL O FILE DRA¥ER(S)
2 otheys M!GROFILM REEL(S)
O LEGAL S1ZzE 0O COMFUTER TAPE XS NUMERICAL ) OLNery compuTER TAPE(S)
NGWEER g oreR(SPECIFY)
YX BounD BOOK O FLOPPY DISK 0 CHRONOLOGICAL RAAKS
a --a ' : N
AUDIO TAPE VIDEO TAPE '0 GEOGRAPHICAL 10. ANNUAL ACCUMULATION
OTHER( SPECIFY) O OTHER(SPECIFY) O FILE DRAWER(S)
O MICROFILM REEL(S)
RGMEER O COMPUTER TAPE(S)
) PAGES . o OTHER({SPECIEY)Y
| 11. pie s useD 12.
Q pailLY

XF WEEKLY O MONTHLY

!
'
!

FILE BECOMES INACTIVE AFTER

_ﬁéé O MONTH(S)

O YEAR(S)

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

Admin Bldg., 1st Floor,

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

tir vyes, sPECIFY s0ENCY OR OFFicCE) -
O YEs R NO

16. AUDIT REQUIREMENTS

X3 NoNE O sTATE O FEDERAL 0O INDEPENDENT

Room Z-135
185, ACCESS RESTRICTIONS Q YES WXNO
{(1r yes, ciTE LA®{S] & REGULATION(S)
17. IS AN INDEX SYSTEM USED? (1r vyas.E)XPLAIN :
BRIEFLY AND DESCRIBE ANY HARDBARE/SOFTWARE )
‘Oyes ™ No
19.

NAME AND TITLE OF PREPARER

18. RECOMMENDED RETENT ION

Retaln 75 yeers, then destroy. Records

will not be zccepted at the State..,
_Records Centgr.. - § i

. w G

'Kﬂ‘f 1

T

.

20.
Susan Sherman,

Inmate Records Supervisor

799-3400

TELEPHONE NUMEER

ext., 451

ad -e\ B i
»
P X%

-
.

,APR 251990

DGS 350-4 (REVISED 2/87)




JUSTRUCTIGNS - - TYPE OR PRINT A
SEPARATE' FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD
¥WiTH RECORDS RETENTION SCHEDULE

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
727% WATERLOO RCQAD
P.O. BOX 278

AGENCY RECORDS INVENTORY

(DGS 350-1) JESSUP, MARYLAND 20794 PacE _13 or __4(
1. p:g:u?ﬂugu}/?cazcy 2. DIVISION 3. wNIT
ic Safety T
ORRECTIONAL . SERVICES PATUXENT INSTITUTION RECORDS DEPARTMEN

| DEFINITION-RECORD SERIES-

A GROUP OF RELATED RECORDS NORMALLY FI!LED

AND USED AS A UNIT FOR

4. RECORD SERIES TITLE

! INMATE BASE FILE (item #13)

REFERENCE AS WELL AS RETENTION AND DISFOSITION PURPOSESR

EARL1EST YEAR/LATEST YEAR
1954 .5 present

i

IN FHE SERIES.

criminal history.

6. RECORD SERIES DESCRIPTION (BRIIPLY DEBCRIBE THE TYPKES OF INFOMTION/DOCWTB/FOM FOUND

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

INCLUDKE TMHE PURPOSE OR FUNCTION OF THK BEFIES)

7. RECORD SERIES FORMAT(S) 8
KXLETTER S1ZE O MICROFILM

0 LEGAL S1ZE O COMFUTER TAPE

O pounD BPOOK U FLOPPY DISK

0 .VIDEO TAFPE

.Aunié TAPE O.
OTHER( SPECIFY)

. RECORD SERIES SEQUENCE 9
X ALPHABETICAL
O NUMERICAL
0 CHRONOLOGICAL
' O GEOGRAPHICAL

O OTHER(SPECIFY)

. VOLUME

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

65
NUMBER

ANNUAL ACCUMULATION .
O FILE DRAWER(S)

' O MICROFILM REEL(S)
;&Eﬁf&-c COMPUTER TAPE(S)

10.

0 CTHER({SPECIFY )

| 11,

(1 yes, ci1TE LAW(B8) & rREGULATION(S)

! FILE IS USED 12. FiLE BECOMES INACTIVE AFTEr release of inmate
8paiLy 0 WEEKLY 0 MONTHLY ROMEEE O MONTH(S) O YEAR(S)
Exa. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?
f Admin., Bldg., 1st Floor, Room Number Z131 é';E;"& N Y ramwey oR orrice]
15. ACCESS RESTRICTIONS O YES XX NO 16. AUDIT REQUIREMENTS

Xt NONE O STATE O FEDERAL 0O INDEPENDENT

17. 1S AN INDEX SYSTEM USED? (1P YES.EXPLAIN

BRIEFLY AND DESCRIBE ANY HARDEARE/SOFTWARE )

‘Q YES §X NoO

18. RECOMMENDED RETENTION - Retain the Micro-
film or ail Immate Bases Files for 1976 and
prior for thirty (30) years, then destroy.
Retain all other Immate Base Files for five '
years after camplete release then, tranéfér to
the State Records Center for an additional 15
years, or until microfilmed whichewver occurs-

19. NAME AND TITLE OF PREPARER 20.

Susan ".Sherman.

Inmate Records Supervisor 799-3400

TELEPHONE NUMBER

21. DATE

APR 251990

ext. 451

DGS 530-4 (REVISED 2/87) #18 — Continued -

first, then destroy original. Retain all

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

T TSR TR




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

REVISED RECORD SERIES. FORWARD
¥WITH RECORDS RETENTION SCHEDULE

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7278 WATERLOO ROAD

-‘IigamunuanvAaaxn
PUBLIC SAFETY &
CORRECTIONAL SERVICES

PATUXENT INSTITUTION

P.O. BOX 278 pacel 4 or 40
(DGS B80-1) JESSUP, MARYLAND 20794
2. DIVISION 3. UNIT

RECORDS DEPARTMENT

DEFINITION-RECORD SERIES-

A GROUP OF RELATED RECORDS NORMALLY FILED

i

I

{l. RECORD SERIES TITLE
PROGRESS REPORT FOLDER

REFERENCE AS WELL AS RETENTION AND DISPOS

AND USED AS A UNIT FOR

ITION PURPOSES
5. EARLIEST YEAR/LATEST YEAR

(item #14)

J9n4__ 10 _present

‘IN THE SERIES.

6. RECORD SERIES DESCRIPTION (BRIIFLY PESCRIBE THE TYPES OF INFORMATION/DOCMNTS/POM FOUND
INCLUDE TME PURPOSE OR FUNCTION OF THE u:mzs)
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)
XX LETTER sS12E O MICROFILM
O LEGAL S1ZE 0O COMFUTER TAPE

BOOK U FLOPPY DISK
AUDIO TAPE 0O VIDEO TAPE

D OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
XX ALPHABET ICAL
0 NUMERICAL
O CHRONOLOGICAL
O GEOGRAPHICAL
O OTHER(SPECIFY)

9. VOLUME

0 ¥FILE DRAWER(S)

O MICROFILM REEL(S)
O COMPUTER TAFPE(S)
O OTHER(SPECIFY)

“MUMBER

10. ANNUAL ACCUMULAT ION
kxFILEIxMIERﬂﬂ
1/4 O MICROFILM REEL(S)
RULEER O COMPUTER TAPE(S)

0 OTHER(SPECIEY)

{ 1. LiLE 1S USED 12. FILE BECOMES INACTIVE AFTER [NMATE REL.
;Lf PYDAILY 0 WEEKLY O MONTHLY RUREEE 0 MoNTH{S) O YEAR(S)

{ 13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROGM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

; Admin. B]dg. . lst F'l oor, Room 2_131 "l' YES, SPECIFY ,GENCY OR OF"CE)

|

O vYes IXNO

15. ACCESS RESTRICTIONS

0 yEs X No
{17 vyEs, ci1TE LAW(S) & rREGULATION(S)

AUDIT REQUIREMENTS

X¥H NONE O STATE O FEDERAL 0O INDEPENDENT

17. IS AN INDEX SYSTEM USED? (Ir yES.EXPLAIN
BRIEFLY AND DESCRIEE ANY HARDBARE/ SOFTWARE )

0ves X No

(item #1

RECOMMENDED RETENT ION

Upon complete re1ea§e merge
with inmate base file

3).

-'NANE AND TITLE OF PREPARER
Susan Sherman,
Inmate Records Super.

20. TELEPHONE NUMEER

. 799-3400

21. DATE

APR 251990

DGS 550-4 (REVISED 2/87)




JHSTRUCTIGNS - -TYPE OR PRINT A
‘SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD

¥WITH RECORDS RETENTION SCHEDULE
(DGS 580-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROAD
P.O. BOX 273
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

Pace _]5 orF 40

' 1. %ﬁmﬂg]ﬁﬁ 8 i. DiVlSlm ) 3. WINIT
‘ CORRECTIONAL SERVICES PATUXENT INSTITUTION RECORDS DEPARTMENT

x 4. RECORD SERIES TITLE B
: ! INMATE COMMITMENT FOLDER (item #15)

i

| DEFINITION -RECORD SERIES-A GROUP OF RELATED RECORDS NORMALLY F]LED
REFERENCE AS NELL AS RETENTION AND DISPOS

AND USED AS A UNIT FOR
1TION PURPOSKES

5. EARLIEST YEAR/LATEST YEAR
1954 1o present

4N THE SERIES.

these documents.

6. RECORD SERIES DESCRIPTION (BNIIPLY DESBCRIBE THE TYPKS OF lNFORﬂAT'ON/DOCMNTB/FOM FOUND
INCLUDE THE PURPOSE OR FUNCTION OF THE BEF1ES )

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

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE

RXALPHAEET I CAL

O NUMERICAL

O LETTER SI1ZE D MICROFILM

d)LEG.J\L. S1ZE 0O COMFUTER TAFE

0 BOUND BOOK O FLOPPY DISK O CHRONOLOGICAL,

‘I'tJlunnc>1mps O VIDEO TAPE O GEOGRAPHICAL

O OTHER(SPECIFY) O OTHER(SFECIFY)

9. VOLUME

YO FILE DRAWER(S)
O MICROFILM REEL(S)
8 O COMPUTER TAPE(S)

"""B‘ﬁ O OTHER(SPECIFY)

10. ANNUAL ACCUMULATION
YO FILE DRAWER(S)

1/4 O MICROFILM REEL(S)
RONMEFR U COMPUTER TAPE(S)

| 11 piLe 15 useD . 12
, XpaiLy 0 WEEKLY O MONTHLY N/A a
!
b—

FILE BECOMES INACTIVE AFTER release

O OTHER(SPECIEY) |

MONTH( S ) O YEAR(S)

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

14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?

§ Admin. Bldg. 1-st-Floor, Room Number Z-135 g';E;E'ﬁ o Chry namwey on orrice]

15. ACCESS RESTRICTIONS Q YEs X% No

» 16. AUDIT REQUI
(1r yEs, ci1TE LAW(S8) & rREGuULATION(S)

b NONE O STATE O FEDERAL 0O INDEPENDENT

REMENTS

17. 1S AN INDEX SYSTEM USED? (1P YES.E)XPLAIN

0o vyes X nNo

18. RECOMMENDED RETENT ION
BRIEFLY AKD DESCRIBE ANY HARDRBARE/SOFTWARE )

SIS XS S T8 )¢
upon complete release.merge &. ¥~ v
with inmate base file.

. AP 3P &

s S —
< frrrerm e cag emm TS g

: ¢ PORCE I
'! k4 et v
{
9. NAME AND TITLE OF PREPARER 20. TELEPHONE 'n 21. D RN
. E . NUMEE . ) CoL
.| Susan Sherman, ﬁbR 2 5 1990
Inmate Records Supervisor 799-3400 ext. 451

DGS 3550-4 (REVISED 2/87)




ANSTRUGCT JQNS - -TYPE OR PRINT A DEFARTMENT OF GENERAL SERVICES
SEPARATE FORM FOR EACH NEW OR RECORDS MANAGEMENT DIV ISI1ON AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD 7275 WATERLOO ROAD
WITH RECORDS RETENTION SCHEDULE P.O. BOX 275
({DGS 3850-1) JESSUP, MARYLAND 20794 PRGE __16.0F __4Q
_ gﬁgmﬁﬁa 2. DIVISION 3. uNIT
CORRECTIONAL SERVICES - PATUXENT INSTITUTION RECORDS DEPARTMENT

{ DEF IN1T1ON-RECORD SERIES'A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR
: REFERENCE AS WELL AS RETENTION AND DISPFOS|TION PURPOSES

4. RECORD SERIES TITLE = ' 5. EARLIEST YEAR/LATEST YEAR
; DIMINUTION OF CONFINEMENT CARD  (item -#16) 1954 _ o present
! 6 RECORD SERIES DESCRIPTION (!RIKFLT DESCRIBE THE TYPES OF INFOMTION/DOCMNTSIPOM FOUND
: ‘tN FHE SERIES. A INCLUDE TME PURPOSE OR FUNCTION OF THE SERIES )

Under Article 27 Sect1on 700 (ACM) each inmate . is: entmt]ed to.-a reduct1on of his®

N_-A ,,,, . 3 sz feesn e vzl .m:.ﬁ_,,.. ~ PR Cmrm A ,., -

or .her. per1odxof conf1nement for good behav1or and, work performance or .

school attendnace. This card determines the Mandatory Release datex.

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
O LETTER SIZE O MICROFILM XR ALPHAEETICAL X% FILE DRAWER(S)
O MICROFILM REEL(S)
O LEGAL S1zE 0O COMFUTER TAPE O NUMERICAL 1/2 O COMPUTER TAPE(S)
NUMBE
0 pounD BOOK U FLOPPY DISK 0 CHRONOLOGICAL ~ O OTHER(SPECIFY)
‘ AUD APE 0O APE a OGRAPH 1 CAL
o T VibEO T & ! 10. ANNUAL ACCUMULAT ION

X% OTHER(SPECIFY) . 0 OTHER(SPECIFY) X® FILE DRAWER(S)

6" x 9" O MICROFILM REEL(S)
nﬁéégs-o COMPUTER TAPE(S)
. O OTHER(SPECIFY)
!ll- FILE IS USED 2. FiLE BECOMES INACTIVE AFTER release of
. #XparLy O WEEKLY O MONTHLY NomEEy D MONTH(S) O vyear(s) 1nmate
F* .
! 13. CURRENT LOCATION(S) (BLDG.,FLOOR, ROOM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?
' . tir vyES, sPECIFY rGENCY OR OFFicE)
i Admin. Bldg. 1 st Floor, Room Number Z-135 o yes X(No
15. ACCESS RESTRICTIONS O YES XP NO 16. AUDIT REGQUIREMENTS

(1® ves, ciTe LAw(8) & rEGuLATION(S)
H NONE O STATE O FEDERAL 0O |NDEPENDENT

17. IS AN INDEX SYSTEM USED? (1r YES.EXPLAIN

18. RECOMMENDED RETENT ION
BRIEFLY AKD DESCRIBE ANY HARDWARE/SOFTWARE )

O YES QX NO Upon complete release file in
Inmate Base File.

. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMEER 21. DATE *_ .. .
' Susan Sherman, APR 2 5 1990
Inmate Records Supervisor 799-3400 ext. 451

DGS 550-4 {REVISED 2/87)




JHSTRVUGT |ONS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES, FORMWARD
¥WITH RECORDS RETENTION SCHEDULE
(DGS 380-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7278 WATERLOO ROAD
P.O. BOX 273

JESSUP, MARYLAND 20794

Pace _1/ or _A40

DEFARTMENT / AGENCY 2. DIVISION
PUBLIC SAFETY &

CORRFCTIANAIL "SERVICES-

PATUXENT INSTITUTION

3. UNIT
RECORDS DEPARTMENT

{ DEFINITION-RECORD SERIES- A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR ] !

4. RECORD SERIES TITLE

! INMATE HISTORY CARD (item # 17)

REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSESR

5. EARLIEST YEAR/LATEST YEAR
1954 4o present

I

‘IN THE SERIES.

(OBSCIS),

6. RECORD SERIES DESCRIPTION (lRlIFLY DESCRIBE THE TYPES OF INFOR“ATION/DOCMNTS/FOM FOUND

This card contains, information about the crime and sentence of each inmate.
In.1985 we began keeping the .above informationiin-an automated.'system
therefore, there will be no further accumulation.

INCLUDE THE PURPOSE OR FUNCTION OF THE BEFIES )

7. RECORD SERIES FORMAT(S) 8.
O LETTER SI1ZE O MICROFILM

0 LEGAL S1ZE O COMFUTER TAPE

0O BOUND BOOK O FLOPPY DISK
‘.I’AUDIO'HWE O VIDEO TAPE

RXOTHER( SPECIFY)
3" x 5" card

RECORD SERIES SEQUENCE 9.

y)f ALPHAEETICAL
O NUMERICAL
O CHRONOLOGICAL
O GEOGRAPHICAL
O OTHER(SPECIFY)

VOLUME

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

1
NUMBER

10. ANNUAL ACCUMULAT ION
O FILE DRAWER(S)

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

O OTHER(SPECIFEY)

° FILE 1S USED

X® DAILY 0 wEEKLY O MONTHLY

12. FILE BECOMES INACTIVE AFTER

még O MONTH(S) O YEAR(S)

| 13. CURRENT LOCATION(S) (BLDG.,FLOOR, ROOM)
1 Admin. Bldg., 1 st Floor, Room number Z-131

14. IS R:ECORD SERIES DUPLICATED ELSEWHERE?
tir ves, sPeciry raEncY OR OFFicE)

X® YES ONo aytomated '.0.B.S.C.I.S.SYSTEM

ovyes OSno
cITE LAW(8) & REGULATION|S)

15. ACCESS RESTRICTIONS
(ir ves,

16. AUDIT REQUIREMENTS

R NONE O STATE O FEDERAL O INDEPENDENT

17. 1S AN INDEX SYSTEM USED? (1r YRES.EXPLAIN
BRIEFLY AND DESCRIBE ANY HARDBARE/ SOFTWARE )

0O YES Oy NO

18. RECOMMENDED RETENT ION

RETAIN PERMANENTLY"

NAME AND TITLE OF PREPARER
Susan Sherman
Inmate Records Supervisor

20.

TELEPHONE NUMEER

799-3400 ext. 451

"™APR 251990 o

DGS 550-4 (REVISED 2/87)




t

SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES, FORWARD

(DGS 880-1)

ANSTRUGTIQNS - -TYPE OR PRINT A

¥ITH RECORDS RETENTION SCHEDULE

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROAD
P.O. BOX 273
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

pace 18 _or __40

DEFARTMENT / AGENCY
PUBLIC SAFETY &
CORRFCTIQNAI SERVICES

2. DIVISION
PATUXENT INSTITUTION

3. WNIT
RECORDS DEPARTMENT

: DEFINITION- RECORD SERIES- A GROUP OF RELATED RECORDS NORMALLY WILED

AND USED AS A UNIT FOR

REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSESR

4. RECORD SERIES TITLE 5. EARLIEST YEAR/LATEST YEAR
! MICROFILM OF INMATE BASE FILE (item number 18) 1976 T _present

6.

A cassette of all inmate base files that were

1976 and updated in accordance with the Records Retention and Disposal
Schedule #325A to date.

RECORD SERIES DESCRIPTION: (BRIIPLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS [FORMS FOUND
‘IN ‘FHE SERIES. INCLUDK THE PURPOSE OR FUNCTION OF THE SER1ES |

in our possession as of

7. RECORD SERIES FORMAT(S)
O LETYTER SIZE % MICROF 1LM

0 LEGAL S1ZE 0O COMFUTER TAPE

0 BouND BOOK O FLOPPY DISK
‘I‘ AUDIO TAPE 0O VIDEO TAPE

O OTHER(SPECIFY)

ETE

8. RECORD SERIES SEQUENCE
O ALPHAEETICAL
0. NUMERICAL
X¥ cHronoOLOGICAL
O GEOGRAPHICAL

O OTHER(SPECIFY)

9. VOLUME
O FILE DRAWER(S)

9 pXMICROFlLM REEL(S)
P (w]
RoWEER COMPUTER TAPE(S)

O OTHER(SPECIFY)

10. ANNUAL ACCUMULAT ION

O FILE DRAWER(S)
1/4  BXMICROFILM REEL(S)
" RGWBER U COMPUTER TAPE(S)

FILE IS USED

BXDAILY O WEEKLY

12.

O MONTHLY

Rt

0 OTHER(SPECIFY)

FILE BECOMES INACTIVE AFTER
O MONTH(S)

O YEAR(S)

T

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

14.

1S RECORD SERIES DUPLICATED ELSEWHERE?®

Admin. Bldg., 1 St Floor, Z-135 tir vyEs, sPpEciryY saenxcy or orrice)
D_ YES D NO
15. ACCESS RESTRICTIONS O YES CXNO 16.

{1r ves,

cI1TE LAwW(8) & rREGuULATION(S)

AUDIT REQUIREMENTS

X® NONE O STATE O FEDERAL 0O INDEPENDENT

17. IS AN INDEX SYSTEM USED?! (i1

BRIEFLY AND DESCRIBE ANY HARDHARE/ SOFTWARE )

0 yes WX no

YES . EXPLAIN 18.

RECCMMENDED RETENT JON

SR B S

Yl
Retain permanent]yr»n-; Lo B&}\K}X ¥

t
1‘. oy =
¥

« NAME AND TITLE OF PREPARER
Susan Sherman
Inmate Records Supervisor

20. TELEPHONE NUMBER

799-3400 ext. 451

- == PR 251990

i
!
§
i
E
%
¥

DGS 550-4 (REVISED 2/87)




INSTRUCTIGNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WiTH RECORDS RETENTION SCHEDULE
(DGS 5850-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7278 WATERLOO ROAD
P.O. BOX 278
JESSUP, MARYLAND 20794

pace _19 or 40

DEPmm#AGE'NcY
@ LTSS
CORRECTIONAL SERVICES

2. DIVISION

3. INIT

PATUXENT INSTITUTION

PERSONNEL DEPARTMENT

{ DEFINITION-RECORD SERIES-* @ROUP OF RELATED

RECORDS NORMALLY PFILED

AND USED A8 A UNIT PFOR

_ REFERENCE AS WELL AS RETENTION AND DISPOS|TION PURPOSES
4. RECORD SERIES TITLE ’ 5. EARLIEST YEAR/LATEST YEAR
! POSITION CONTROL CARD (Item No.4d ) azy: - TO _pregent

UN 'THE SERIES.

This card is kept on each employee current and past.

6. RECORD SERIES DESCRIPTION (BRIIF‘LY DESCRIBE THE TYPES OF INPOMTION/DOCMNTB/POM FOUND
INCLUDE THE PURPOSE OR FUNCTION OF THE BEFIES )

7. RECORD SERIES FORMAT(S)
O LETTER SI1ZE O MICROFILM

O LEGAL S1ZE 0O COMFUTER TAFE

O BOUND BOOK

. AUDIO TAPE

X YOoTHER( SPECIFY)
4 ' x 6"

O FLOPPY DISK

0 VIDEO TAPE

8. RECORD SERIES SEQUENCE
XX ALPHAEETICAL
O NUMERICAL

0 CHRONOLOGICAL

2. VOLUME

XX FILE DRAWER(S)

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

NUMBER [ OTHER(SPECIFY)

O GEOGRAPHICAL
O OTHER(SPECIFY)

10. ANNUAL ACCUMULAT ION

Y&, FILE DRAWER(S)
L O MICROFILM REEL(S)
RGRBER O COMPUTER TAPE(S)

0 OTHER(SPECIFY)

* FILE IS USED

X DAILY O WEEKLY

12.

O MONTHLY

Rt

FILE BECOMES INACTIVE AFTER
O MONTH(S)

0 YEAR(S)

13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?
. t1r vye=s, sPECIFY sraENcY OR oPFicE)
Admin, Bldg., 1lst Floor, Room Number Z-105 O YES @yNo
15. ACCESS RESTRICTIONS 0 yes X& no 16. AUDIT REQUIREMENTS

(1r vEg, cI1TE LAW({8) & rEGULATION(S])

YXNoNE O STATE O FEDERAL 0O INDEPENDENT

17.

0 YES )B(NO

IS AN INDEX SYSTEM USED? (1 yRS.EXPLAIN
BRIEFLY AND DESCRIBE ANY HARDBARE/SOFTWARE )

‘Retain for 10 years, then destroy.

RECOMMENDED RETENT ION

.
13

NAME AND TITLE OF PREPARER
Susan Sherman, Supervisor
Inmate Records

20. TELEPHONE NUMEER

© 799-3400 ext. 451

21. DATEAPR 25 1990

DGS 350-4 (REVISED 2/87)




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

DEFARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVENTORY

7278 WATERLOO ROAD
P.O. BOX 273

ace 20 40
JESSUP, MARYLAND 20794 PAGE —_oF

DEFARTMENT / AGENCY
. PUBLIC SA{:ETY &

CORRECTIONAI SERVICES

2. DIVISION 3. UNIT
PATUXENT INSTITUTION PERSONNEL DEPARIMENT!

1
1

DEF IN1T 10N - RECORD SERIES'A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR

4. RECORD SERIES TITLE

REFERENCE AS WELL AS RETENTION AND DISPOS[TION PURPOSES

5. EARLIEST YEAR/LATEST YEAR

i INDIVIDUAL EMPLOYEE TIME RECORDS (item 2¢) - --..‘--.T° Dbresent
‘ 6. RECORD SERIES DESCRIPTION (-RIIFLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS | FORMS FOUND
: ‘IN ‘FHE SERIES. . INCLUDR THE PURPOSE OR FUNCTION OF THE SEFTES )

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. RECORD SERIES FORMAT(S)
XX LETTER S1ZE O MICROFILM
0 LEGAL snz:: 0 COMFUTER TAPE

0 BOUND BOOK O FLOPPY DISK

‘I’ AUDIO TAPE 0O VIDEO TAPE

8. RECORD SERIES SEQUENCE 8. VOLUME

X)X ALPHAEETICAL Xb FILE DRAWER(S)
O MICROFILM REEL(S)

0 NUMERICAL 15 O COMPUTER TAPE(S)
NUMB!E
O CHRONOLOGICAL . O OTHER(SPECIFY)

a .
ce ! 10. ANNUAL ACCUMULAT ION

O OTHER(SPECIFY) ¥X OTHER(SPECIFY) - Y FiLE DRAWER(S)
social security number " 4.5 © MICROFILM REEL(S)
-RUMBER U COMPUTER TAPE(S)
. 0 OTHER(SPECIFY)
| 11. ¢iLe 1s used 12. FILE BECOMES INACTIVE AFTER
. Y paiLy O WEEKLY O MONTHLY Mpwme  © MoNTH(S) O YEAR(S)
13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?
] - tir yes, speciry raEncy or oFrice)
Admin. Bldg. 1 st Floor, Room Number Z-105 G veEs Y No
15. ACCESS RESTRICTIONS 0O YES XX NO 16. AUDIT REQUIREMENTS
(1" vyEs, ciTE LAwW(S8) & REGuULATION(S)
O NONE i STATE O FEDERAL O INDEPENDENT
17. IS AN INDEX SYSTEM USED? (1r vES.EXPLAIN 18. RECOMMENDED RETENT ION ‘ "
BRIEFLY AND DESCRIBE ANY HARDWARE/SOFTWARE ) . “s_dw,_. e v
) b ’ Q 'i .« ﬁ é ”'iﬁ L
D yes No RETAIN THREE YEARS 'OR UNTIL - AUDITED,
WHICHEVER IS LONGER THEN DESTROY \
z ' %
¥ ‘ ] .
. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMEER 21. DATE . E’

Susan Sherman
Inmate Records Supervisor

l-\PR 2 5"1990

799-3400 ext. 451

DGS 550-4 (REVISED 2/87)




JNSTRUGTIGNS - -TYPE OR PRINT A DEFARTMENT OF GENERAL SERVICES

SEPARATE FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD 7275 WATERLOO ROAD

¥WITH RECORDS RETENTION SCHEDULE P.O. BOX 278

(DGS 380-1) JESSUP, MARYLAND 20794 PAGE Zl..oF A0
‘ EPARTS SAI-IETY ; 2. DIVISION 3. UNIT

CORRECTIONAL  SERVICES PATUXENT INSTITUTION PERSONNEL DEPARTMENT
‘ DEF INIT 10N - RECORD SERIES - A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR
REFERENCE AS WELL AS RETENTION AND DISFOS]|TION PURPOSES

4. RECORD SERIES TITLE ) ) 5. EARLIEST YEAR/LATEST YEAR

| PERSONNEL HISTORY FOLDER (item 2%) B 1954 To present

i

6. RECORD SERIES DESCRIFTION (BRIIFLY DESCRIBE. THE TYPES OfF. INFORNATION/DOCUMENTS /[ FORMS FOUND
N ‘FHE SERIES. , INCLUDE TME PURPOSE OR FUNCTION OF THE SEFIES )

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

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 8. VOLUME
% LETTER S1ZE O MICROFILM X¥ ALPHABETICAL X FILE DRAWER(S)
O MICROFILM REEL(S)
O LEGAL S1ZE 0O COMFUTER TAPE O NUMERICAL 36 g R TAPE(S)
- NUMBE
0 BOUND BOOK O FLOPPY DISK 0 CHRONOLOGICAL ' 0O OTHER(SPECIFY)
‘ AUD APE O APE 0O GEOGRAPHICAL
e VIPEO T & ! 10. ANNUAL ACCUMULAT ION
O OTHER(SPECIFY) 0 OTHER(SPECIFY) X¥# FILE DRAWER(S)
" 3 0O MICROFILM REEL(S)

' KOWBEE O COMPUTER TAPE(S)
0 OTHFR{SPECIEY)

| 11.

! FILE IS USED 12. FILE BECOMES INACTIVE AFTER

] b, s

; X3 DAILY O WEEKLY D MONTHLY — O MONTH(S) YEAR(S)

L — MBI R

F L

! 13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?
: Admin. Bldg. 1st Floor, Room Number Z-105 tir ves, speciry saency on orrice)

; - O vEs XX no

15. ACCESS RESTRICTIONS O YeEs X no 16. AUDIT REQUIREMENTS

(1" vyS, ciTE LAW{8) & rREGULATION(S) X o . a
NONE STATE U FEDERAL INDEPENDENT

17. IS AN INDEX SYSTEM USED? (1w YES.EXPLAIN

18. RECOMMENDED RETENT ION
BRIEFLY AND DESCRIBE ANY HARDWARE/SOFTWARE)

adyes d nNo . Retain five years after separation
' then destroy.

. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DA
Susan Sherman, _ ﬁPR 25 1990
Inmate Records Supervisor 799-3400 ext. 4511

DGS 350-4 [(REVISED 2/87)




JHSTRUGTIGNS - - TYPE OR PRINT A DEFARTMENT OF GENERAL SERVICES

SEPARATE FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD 7278 WATERLOO ROAD
¥ITH RECORDS RETENTION SCHEDULE P.O. BOX 273
(DGS S!O-l) JESSUP, MARYLAND 20794 PAGE 'ZZ'—OF 'JQ'
Dﬁﬁgf?gagﬁéeﬁﬁpgr 2. pDIVISION 3. UNIT
CORRECTIONAL  SERVICES PATUXENT INSTITUTION PERSONNEL DEPARTMENT
! DEFINI1TION-RECORD SERIES-A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR
i : REFERENCE AS WELL AS BEIENTION AND Dl!POgLIlQu_zﬂnzgﬁﬂl,
4. RECORD SERIES TITLE ) . ) 5. EARL!EST YEAR/LATEST YEAR
| EMPLOYEE BACKGROUND INFORMATION FOLDER (item 23) e TOo _present
i 6 RECORD SERIES DESCRIPTION' ‘BRIIFLY DESCRIBE ' THE TYPES OF INFORMATION/DOCUHENTB/PORMS FOUND. -
: ‘IN THE SERIES. i INCLUDE TMHE PURPOSE OR FUNCTION OF THE: 8!P1!8)

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

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

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 8. VOLUME

X% LETTER S1ZE O MICROFILM XX ALPHABETICAL % FILE DRAWER(S)
O MICROFILM REEL(S)

O LEGAL SIZE 0O COMFUTER TAPE 0 NUMERICAL 3 O coMPUTER TAPE(S)
. NUMBER 0 orirp SPECIFY)
O BOUND BOOK O FLOPPY DISK O CHRONOLOGICAL _ . (
('I‘ AUDIO TAPE O VIDEO TAPE O GEOGRAPHICAL

10. ANNUAL ACCUMULAT 10N
O OTHER(SPECIFY) O OTHER(SPECIFY) , XW FILE DRAWER(S)

O MICROFILM REEL(S)
lr./mszra' 0 COMPUTER TAPE(S)

0 OTHER(SPECIEY)

FILE 1S USED 12. FILE BECOMES INACTIVE AFTER
X® DAILY O WEEKLY O MONTHLY Nqéggw' O MONTH(S) ¥ vyEar(s)
! 13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?
Admin Bldg., 1 st Floor, Room Z-105 t1r vyes, sPECIFY raENCY OR OFFicCE)

0 vyes ¥ no

15. ACCESS RESTRICTIONS 0O yEs X)X No 16. AUDIT REQUIREMENTS
{1 vES, ci1TE LAW(S) & rREGULATION(S)
X NONE O STATE O FEPERAL 0O INDEPENDENT

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

18. RECOMMENDED RETENT ION
BEIEFLY AND DESCRIBE ANY HARDWARE/SOFTWARE )

0 yes #X no Retain. five years after
separation then destroy.

. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMEER 21. DA‘ s
Susan Sherman A .ﬁPR 2 5 1990
Inmate Records Supervisor 793-3400 ext. 451

DGS 3550-4 (REVISED 2/87)




INSTRUCTIGNS - - TYPE OR PRINT A
SEPARATE: FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROAD

AGENCY RECORDS INVENTORY

PATUXENT INSTITUTION

¥ITH RECORDS RETENTION SCHEDULE P.O. BOX 2758

PAGE 23 ofF 40
(DGS 380-1) JESSUP, MARYLAND 20794
1. DEFARTMENT/AGENCY 2. DIVISION - 3. WNIT

PERSONNEL DEPARTMENT

_QELIC SAFETY &
RRECTHONAE—SERVEES

| DEFIN1T1ON-RECORD SERlEs.A GROUP OF RELATED RECORDS NORMALLY PFILED

AND USED AS A UNIT FOR

4. RECORD SERIES TITLE o
! .7 -EMPLOYEE HISTORY CARD (item # 2§) "

REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSES

5. EARLIEST YEAR/LATEST YEAR
e ..~ -pg- present

i

4N THE SERIES.

address, race, sex, etc.

6.‘mc°m SERIES DESCRIPT ION ‘BRIIPLY DESCRIBE THE TYPES OF IHFOMTIQN/DOCMNTB/POM FOUND -

INCLUDE THE PURPOSE OR FUNCTION OF THE 88!.’1!8)

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

7. RECORD SERIES FORMAT(S) 8.
0 LETTER S1ZE O MICROFILM

0 LEGAL S1ZE 0O COMFUTER TAPE

8 BouND BOOK U FLOPPY DISK

10 TAPE 0O VIDEO TAPE
OTHER( SPECIFY) .

5 n X 8“

RECORD SERIES SEQUENCE
X)@ ALPHAEETICAL

O NUMERICAL

O CHRONOLOGICAL

O GEOGRAPHICAL

0 OTHER(SPECIFY)

9. VOLUME

@ FILE DRAWER(S)
3 O MICROFILM REEL(S)

O COMPUTER TAPE(S)
NUMBER OTHER(SPECIFY)

10. ANNUAL ACCUMULAT ION

XX FILE DRAWER(S)

‘1;4 O MICROFILM REEL(S)

1. piLE 1S USED

XX paiLy

0 wEEKLY O MONTHLY

0O COMPUTER TAPE(S)
O OYHER(SPECIEY)
12 FILE BECOMES INACTIVE AFTER ‘
Héé 0 MONTH(S) Q YEAR(S)

T

13. CURRENT LOCATION(S) (ELDG.,FLOOR, ROOM)
Adming B]dg., 1 st Floor, Room Z-105

14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?

1P vyEs, sPECIFY raENCY OR OFFicE)
O YES xR NO - : e '

15. ACCESS RESTRICTIONS O YES XR NO
(1r vyes, ci1TE LAW(S8) & REGULATION(S) _

16. AUDIT REQUIREMENTS

XX NONE D STATE O FEDERAL o 'lNDEPENDEI'ﬂ'

17. 1S AN INDEX SYSTEM USED? (Ir vES.EXPLAIN

BRIKFLY AND DESCRIEBE ANY HARDRARE/SOFTWARE )

‘0 YES QX No

16. RECOMMENDED RETENT ION

_Retain for 10 years after t&%n
~employment, “then destroy! P

ination -of

i
NS

4
! i
.
i

~

« NAME AND TITLE OF PREPARER

Susan Sherman
Inmate Records Supervisor

20.

'799-3400

TELEPHONE NUMEER

ext. 451

21. DATEAPR25199@ |

DGS 550-4 (REVISED 2/87)




LNSTRUCTIGNS - -TYPE OR PRINT A
SEPARATE" FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD

DEFARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVENTORY

7273 WATERLOO RQAD

CORDCCTIAMAL CEOVyTIArC

¥W{TH RETORDS RETENTION SCHEDULE P.O. BOX 275 40
(DGS 380-1) JESSUP, MARYLAND 20794 Paceh oF
1. DEFARTMENT/AGENCY 2. DIVISION B 3. wur

PUBLIC SAFETY & PATUXENT INSTITUTION ' PERSONNEL DEPARTMENT

B ATARIAL =ATIN mr SV A L [y sy § my AW 1\;5\)

{ DEFINITION-RECORD SERIES-

GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR

4. RECORD SERIES TITLE

REFERENCE AS WELL AS RETENTION AND DISPOS|TION PURPOSES

3. EARLIEST YEAR/LATEST. YEAR

, "EMPLOYEE LEAVE CARD" (item # 24) - == == = = | —= " o present.

. o D
6. RECORD SERIES DESCRIPTION (BRIIPLY DESCRIBE THE TYPES OF lnreRuAflon/nocuuznry/r RMS FOUN
tN 'FHE SERIES. . JINCLUDE THE PURPOSE OR FUNCTION OF THE SEFIES)

This card is for recording annual Teave, sick leave and compensatory
time earned and used by each employee is an calendar year.

7. RECORD SERIES FORMAT(S)

X)3,LETTER S1ZE O MICROFILM

O pouND BOOK DO FLOPPY DISK
10 TAPE 0O VIDEO TAPFE

.0 OTHER(SPECIFY)

]

8. RECORD SERIES SEQUENCE 8. VOLUME

XA ALPHAEETICAL XX FILE DRAWER(S) '
O MICROFILM REEL(S) i

0 LEGAL SIZE 0O COMFUTER TAPE 0 NuMERICAL : 0 COMPUTER TAPE(S)

NUMBE
O CHRONOLOGICAL ~ O OTHER(SPECIFY)

a .
o ! 10. ANNUAL ACCUMULATION

O OTHER(SPECIFY) X¥# FiLE DRAWER(S) l
1/4 O MICROFILM REEL(S) \
RGWBER © COMPUTER TAPE(S) ;

11 piLe 15 useD

O OTHER(SPECIEY)

12. FILE BECOMES INACTIVE AFTER ' ;

(ir ves, ci1TE tAR({8) & rEGULATION(S)

; *XpaiLy 0 WEEKLY O MONTHLY 5 O MONTH(S) X® YEAR(S)
L - RUNEEE
! .
' 13. CURRENT LOCATION(S) (BELDG.,FLOCR,ROOM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?
! Admin. Bldg., 1st Floor, Room Number Z-105 tir vyES, sPECIFY saENCY OR OFFICE) ae
i o L e o OvyEs XX NO :
15. ACCESS RESTRICTIONS ‘o yes X nNo . 16. AUDIT REQUIREMENTS

- Xb NoNE O STATE O FEDERAL D INDEPENDENT

‘G YES RX NO

17. 1S AN INDEX SYSTEM USED? {ir vyRS.EXPLAIN
BRIEFLY AND DESCRIBE ANY HARD'ARE/SOFTIARE)

18. RECOMMENDED RETENT ION

Retain five years then desthoy..

Susan Sherman

Inmate Records Supervisar

« NAME AND TITLE OF PREPARER '20. TELEPHONE NUMEER . 21.

799-3400  ext. 451 APR 2 51990

DGS 550-4 (REVISED z/az)

TR
Cee N _‘4"




] JNSTRUCTIGNS - -TYPE OR PRINT A DEFARTMENT o# GENERAL SERVICES ' ‘
SEPARATE' FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVENTORY
REVISED RECORD SERIES, FORWARD : 7273 WATERLOO ROAD
WiTH RECORDS RETENTION SCHEDULE P.O. BOX 273 PAGE 25 oF 40
(DGS 350-1) JESSUP, MARYLAND 20794

DﬁﬁﬁfT%Eﬁﬁéﬁﬁﬁ”%T 2. pIvision 3. WNIT
CORRECTIONAL SERVICES PATUXENT INSTITUTION DISPENSARY

: R
| DEFINITION-RECORD SERIES-? OROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FO
: REFERENCE AS WELL AS RETENTI!ON AND nlsmgmmm

4. RECORD SERIES TITI;E _ 5. mua.u:sr YEAR/LATEST YEAR
g INMATE MEDICAL HISTORY FILE  (item number 25) - » e To _present
i

6. RECORD SERIES DESCR]PTIW (BRIIPLY DEBCRIBE THE TYPES OF INFOMTION/DOCMNTS/FOM FOUND .
‘1IN ‘THE SERIES. , INCLUDE TME PURPOSE OR FUNCTION OF THK SEFIES ).

File is maintained by the:Medical Services Contractor. They have control
of its contents:ihile the inmate is incarcerated. It follows the inmate in all

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

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
Yy
YX LETTER SI1ZE O MICROFILM X ALPHABETICAL FXFILE DRA¥ER(S)
O MICROFILM REEL(S)
O LEGAL SIZE 0O COMFUTER TAPE O NUMERICAL 10 O COMPUTER TAPE(S)
NUMBER 0 oTHER(SPECIFY)
O BOUND BOOK U FLOPPY DISK O CHRONGCLOGICAL )
o .
?NJDIO TAPE 0O VIDEO TAPE GEOGRAPHI CAL 0. ANNUAL ACCUMULAT ION
OTHER( SPECIFY) . O OTHER(SPECIFY) O FILE DRAWER(S)
'N/A O MICROFILM REEL(S)
RUNBPR 0 COMPUTER TAPE(S)
; O OYHER(SPECIEY)
! 11« piLE 1S USED ' 12. pFILE BECOMES INACTIVE AFTER
. X& paiLy O WEEKLY D MONTHLY Rgﬁ“. O MONTH(S) O YEAR(S)
= .
! 13. CURRENT LOCATION(S) (BLDG.,FLOCR,ROOM) 14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?
' D.C. Blda. : t1r vyes, sPpECIFY raENCY OR ornc:) o
l .- ig. , §econqu1oor A .8 YEs XR NO
15. ACCESS RESTRICTIONS QYES Y} NO ’ .16. AUDIT REQUIREMENTS

(tr yEs, ciTe LAwW{s) & rREGULATION(S) . ) R : ' '
' YXNONE O STATE O FEDERAL O INDEPENDENT

17. 1S AN INDEX SYSTEM USED? (1w YES.EXPLAIN

. 18. RECOMMENDED RETENT ION
BRIEFLY AND DESCRIBE ANY HARDWARE/SOFTWARE ) ' .

) ) Records follows inmates in all
0 yes X no : transfers. However, when the . .-
inmate is completely released
from Patuxent this file is sent
to the Records Department. It is
file with the Base File

« NAME AND TITLE OF PREPARER '20. TELEPHONE NUMEER 21. DATE

Susan Sherman, 799-3400  ext. 451 | APR 251990

Inmate Records Supervisor

DGS 550-4 (REVISED 2/87)




JHNSTRUCTIGNS - -TYPE OR PRINT A

. DEFARTMENT OF GENERAL SERVICES

SEPARATE: FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD 7275 WATERLOO ROAD

¥Wi1TH RECORDS RETENTION SCHEDULE P.O. BOX 273 PacE 26 oF 4Q

(DGS 530-1) JESSUP, MARYLAND 20794

1. DEFARTMENT /AGENCY 2. DIVISION 3. UNIT

UBLIC SAFETY &
ORRECTIONAL SERVICES

PATUXENT INSTITUTION

EDUCATION DEPARTMENT

| DEFINIT10ON -RECORD SER]ES'A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR

4. RECORD SERIES TITLE

INMATES' EDUCATIONAL AND VOCATIONAL FILE

REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSES

5. EARLIEST YEAR/LATEST YEAR

(item # 29) © . —go To Dpresent

6. RECORD SERIES DESCR]PTION (BRIIFLY DESCRIBE THE TYPES OF INFOR“ATION/DOCUHENTS/PORMS FOUND

“§N FHE SERIES.

File is maintained on each inmate.

INCLUDE TME PURPOSE OR FUNCTION OF THE SEP1ZE)

It contains all information about his

or her vocational and educational activities and or aptitude.

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
X4 LETTER S1ZE O MICROFILM X ALPHAEETICAL XR FILE DRAWER(S)
O MICROFILM REEL(S)
O LEGAL SI1ZE 0O COMFUTER TAPE O NUMERICAL 36 . o comPUTER TAPE(S)
NUMBER OTHER(SPECIFY)
O pouND BOOK 0O FLOPPY DISK O CHRONOLOGICAL .
.o a ‘
’AUDIO TAPE VIDEO TAPE GEOGRAPH CAL, 10. ANNUAL ACCUMULAT ION
OTHER( SPECIFY) O OTHER(SPECIFY) X¥ILE DRAWER(S)
5 0 MICROFILM REEL({S)
"méﬁzw O COMPUTER TAPE(S)

i

.- -

11. piLE 1S usED

RoAaiLY 0 WEEKLY U MONTHLY

0 OTHER(SPECIFY )
12. F|LE BECOMES INACTIVE AFTER

ﬁ O MONTH(S) X8 YEAR(S)

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

School Office 1.

14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?

tir vyes, sPECIFY raENCY OR OFFicCE)
0 YEs )éXNO

15. ACCESS RESTRICTIONS Q YES %NQ

{(ir vyEs, ci1Te LAw{s) & rREGULATION s)»

16. AUDIT REQUIREMENTS

XA NONE O STATE O FEDERAL 0O INDEPENDENT

17. IS AN INDEX SYSTEM USED? (1r ymRS.EXPLAIN

BRIEFLY AND DESCRIBE ANY HARDIARE/SOFTIARE)

UYES ‘Rx NO

18. R:-:cam-:xm:-:p RETENT ION

P R

Retain three years after release. ,iéz
or transfer then destroy" VS PO 2

=

o TieEe mewFl

% RUSpESTUNpp eIy
4
o
’

« NAME AND TITLE OF PREPARER '20. TELEPHONE NUMEER . 21 ATE !

Susan Sherman

Inmate Records Supervisor ~ 799-3400

ext. 451 APR 25 1990 ) o

DGS 350-4 (REVISED 2/87)

+ N — e e g = e v




JHNSTRUCTIGNS - - TYPE OR PRINT A DEFARTMENT OF GENERAL SERVICES

SEPARATE' FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD 727% WATERLOO ROAD
WITH RECORDS RETENTION SCHEDULE P.O. BOX 275 pace 27 or 40
(DGS 550-1) JESSUP, MARYLAND 20794
1. DEFARTMENT/AGENCY 2. pivision 3. wuT
PUBLIC SAFETY &
_Q@“ PATUXENT INSTITUTION CUSTODY, DEPARTMENT

TONITE JLN\Y I

f DEF INIT 10N - RECORD SERIE;EJA GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UN!T FOR
REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSES

4. RECORD SERIES TITLE = ) 5. EARLIEST YEAR/LATEST YEAR
| VOLUNTEERS SERVICES FILE (item # 28) ' 1254 _ro __present
i 6. RECORD SERIES DESCRIFTION ‘BﬂllFLY DESCRIBE THE TYPES OF lNFOMTIQN/DOCMNTS/'Om FOUND .
‘N ‘FTHE SERIES. i INCLUDE TNE 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) 8. RECORD SERIES SEQUENCE 9. VOLUME
P LETTER SI1ZE O MICROFILM ¥X ALPHABETICAL X8 FILE DRAWER(S)
O MICROFILM REEL(S)
O LEGAL Sl1zE 0O COMFUTER TAPE O NUMERICAL 9 O COMPUTER TAPE(S)
NGMBER OTHER( SPECIFY)
0 pounDp BOOK U FLOPPY DISK O CHRONOLOGICAL )
o .
10 TAPE VIDEO TAPE 0 GEOGRAPHICAL 10. ANNUAL ACCUMULATION
0 OTHER(SPECIFY) . 0 OTHER(SPECIFY) X2 FILE DRAWER(S)
1% 0O MICROFILM REEL(S)

RUKEPE O COMPUTER TAPE(S)
O OTHER(SPECIFY)

e
!

FILE 1S USED . 12. F3ILE BECOMES INACTIVE AFTER

‘ DAILY 0 WEEKLY o Y O MONTH(S) X year(s)
: X3 L EKL MONTHL RUMEPE
r’ .
! 13. CURRENT LOCATION(S) {BLDG.,FLOOR,ROOM]) 14. 1S RECORD SERIES DUPL [CATED ELSEWHERE?
| D.D. Bldg. 1st Floor tir m:ss'k SPECIFY AGENCY OR OFFICE) Ve
! Volunteer Services 0Office 0 YES No

15. ACCESS RESTRICTIONS ~ O vyEs Xfmno . . 16. AUDIT REQUIREMENTS

"{ir yES, cI1TE LAW(®) & REGULATION(S) : . :
’ - ’ B(NWE O STATE 0O FEDERAL 0O INDEPENDENT

17. IS AN INDEX SYSTEM USED? (1r vES .EOPLAIN

18. RECCOMMENDED RETENT JON
BRIEFLY AND DESCRIBE ANY HARDWARE/ SOFTWARE ) :

oyes B no Retain three years after

service ends then destroy.

« NAME AND TITLE OF PREPARER 20. TELEPHONE NUMEER . 21. DATE

Susan Sherman, ©799-3400 ext. 451 APR 25 1990

Inmate Records Supervisor

DGS 350-4 (REVISED 2/87)




INSTRUCTIGNS - -TYPE OR PRINT A’

SEPARATE' FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD

DEF‘A.RTMﬁ\IT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROAD

AGENCY RECORDS INVENTORY

i

Wi{TH RECORDS RETENTION SCHEDULE P.O. BOX 273 28 40
PAGE OF

(DGS 880-1) JESSUP, MARYLAND 20794

1. DEPARI'HENT/AGENCY 2. DIVISION 3. UINIT

PATUXENT INSTITUTION

CUSTODY DEPARTMENT

AND USED AS A UNIT FOR

4. RECORD SERIES TITLE

SPECIAL PROJECTS FILE  (item # 24)

"REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSESR

5. EARLIEST YEAR/LATEST YEAR
- 194 __ 10 __present

i

6. RECORD SERIES DESCRIPTION (SRIIFLY DESCRIBE THE TYPES OF INFOMTION/DOCMNTB/POM FOUND

‘IN ‘THE SERIES.

This file contains all information on special project

INCLUDE TME PURPOSE OR FUNCTION OF THE BERIES)

7. RECORD SERIES FORMAT(S) 8.

BXLETTER SIZE O MICROFILM
0 LEGAL SI1ZE 0O COMFUTER TAPE

O BouND BOOK O FLOPPY DISK

‘!’PUDIO TAPE 0O VIDEO TAPE
OTHER( SPECIFY)

RECORD SERIES SEQUENCE
X% ALPHABETICAL

O NUMERICAL

0 CHRONOLOGICAL,

O GEOGRAPHICAL

O OTHER(SPECIFY)

9. VOLUME

XX3 FILE DRAWER(S)
O MICROFILM REEL(S)
80 COMPUTER TAPE(S)
O OTHER|{SPECIFY)

9
NUMBER

T L

10. ANNUAL ACCUMULATION

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

J———

1%

1. piLE 1S USED

X6 paiLy O WEEKLY O MONTHLY

O OTHER(SPECIFY)
INACTIVE AFTER '
0 MONTH(S) XB YEAR(S)

12. p|LE BECOMES

it

T UL

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

Special Project Coordinator's Office
D.B. Bldg., 1 st Floor -

1S RECORD SERIES DUPLICATED ELSEWHERE?

t1r yES, sPECIFY rQENCY OR OFFicE)
0 YES R)XnNO

14.

T

O yES RXNO
cilTE tAwW{s) & rREGULATION(S)

15. ACCESS RESTRICTIONS

(ir vms,

!6. AUDIT REQUIREMENTS

'-——1

X NoONE D STATE O FEDERAL O INDEPENDENT

17. IS AN INDEX SYSTEM USED? (17 vyES.E>:PLAIN

arl:er ARD DESCRIBE ANY HARDNARE/ SOFTWARE )

oyes X no

18. RECOMMENDED RETENTION

Retain three years after
project completion then

destroy. N
« NAME AND TITLE OF PREPARER 20. TELEPHONE Numﬁsn 21. DATE
Susan Sherman 2
Inmate Records Supervisor 793-3400  ext. 451 APR 251390

DGS 530-4 (REVISED z/az)




w--m OR PRINT A DEFARTMENT OF GENERAL SERVICES . '
SEPATATESFORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD 7273 WATERLOO ROAD
WITH RECORDS RETENTION SCHEDULE P.O. BOX 273 29 40
PAGE OF

(DGS 380-1) JESSUP, MARYLAND 20794
1. DEFARTMENT/AGENCY 2. oivnsn;ri 3. UNIT

PATUXENT INSTITUTION ACCOUNTING DEPARTMENT

- .
| DEFINITION-RECORD SERIES-A OROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR
: REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSES

4. RECORD SERIES TlTI;E ) ) ) 5. EAm.'lEST YEAR/LATEST YEAR
! ACCOUNTING "RECORDS (item #30) o ' 1954 1o _present
i P RECORD SERIES DESCRIP*ION (BRIIPLY DESCRIBE THE TYPKS OF INFORHATIQN/DOCUH!NTS/PORNS FOUND
: ‘1IN FTHE SERIES. . . INCLUDER TMHE PURPOSE OR FUNCTION OF THE SEFIES )

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 Transmittals
Distribution of Charges - Certificate of Deposit and Bank (see attachment)
7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
X% LETTER S1ZE U MICROFILM XX aLPHABET1CAL Xb FILE DRAWER(S)
. 0O MICROFILM REEL(S)
0 LEGAL S1ZE U COMFUTER TAPE 0 NUMERICAL 36 O COMPUTER TAPE(S)
NUMBER O oTHER(SPECIFY)
0O pounND BOOK DU FLOPPY DISK D CHRONOLOGICAL, .
10 TAPE [ VIDEO TAPE O GEOGRAPHICAL 10. ANNUAL ACCUMULAT!ON
O OTHER(SPECIFY) - O OTHER(SPECIFY) XXa FiLE DRAWER(S)
' 9 U MICROFILM REEL(S)
ROWeeR O _COMF!ITER TAPE (S}

0 OTHER(SPECIEY)

I 11. pie 1s usep ' 12. FILE BECOMES INACTIVE AFTER
; X DALY O WEEKLY O MONTHLY e O MONTH(S) X@ YEAR(S)
) i
' 13. CURRENT LOCATION(S) (BLDG.,FLOCR,ROOM) 14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?
! . : fir ves, sepEcirFY sreENCY OR OFFicE) e
; Admin, Bldg. 1 st Floor o yES Xé NO
Room Number z-127

15. ACCESS RESTRICTIONS. = O YES X} No : 16. AUDIT REQUIREMENTS
{1r vyES, CcI1TE LAW{S) & rxauLaTION(S) : . S . )
L . XXNONE O STATE O FEDERAL 0O INDEPENDENT

17. 1S AN INDEX SYSTEM USED? (1r YERS.EXPLAIN

18. RECOMMENDED RETENT ION
BRIEFLY AND DESCRIBE ANY HARDWARE./SOFTWARE )

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

The Tedgers are retained permanently.

0 vEs XX No

. NAME A.ND TITLE OF PREPARER 20. TELEPHONE NUMBER . 21. DATE .
Susan Sherman ©799-3400 ext. 451 APR 2 01990
Inmate Records Supervisor ’

DGS 350-4 (REVISED 2/87)

s e




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

OQut-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

Other

(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)

Vendors Invoices

Bank Deposit Slips

Bank Statements

Bank Deposition Receipts
Storeroom Requisitions
Storeroom Requisitions
Storeroom Receipts

Meat Tickets

Cdash Receipts

Inmate Cash Receipts

Petty Cash Vouchers

Inmate Petty Cash Vouchers
Commissary Orders - Inmate
Purchase Requests

A_Réce1vﬁng Reports

Daily Report of Inmates Emp]oyed
Inmate Payroll Sheets
Inmate Account Cards

Pl rryrye?
R AR IO K bt

-

o s W opR e b

g
3
3

i




T INSTRUCTIQNS - -TYPE OR PRINT A
SEPARATE ' FORM FOR EACH NEW OR

REVISED RECORD SERJES. FORWARD
¥WITH RECORDS RETENTION SCHEDULE

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROAD
P.O. BOX 273

AGENCY RECORDS INVENTORY

(oGS 380-1) JESSUP, MARYLAND 20794 PAcE 30 oF ail
1. DEFARTMENT /AGENCY 2. DIVISION 3. WNIT
UBLIC SAFETY &
RRECTIONAL. SERVICES. PATUXENT INSTITUTION ACCOUNTING DEPARTMENT

l DEFINITION-RECORD SERIES- A GROUP OF RELATED RECORDS NORMALLY FILED

AND USED AS A UNIT FOR

4. RECORD SERIES TITLE

REFERENCE AS WELL AS RETENTION AND DISPOS

! MASTER AUTHORIZATION (Exception Time Report)

5. EARLIEST YEAR/LATEST YEAR
—1954 TO _prasent

(item #30)

‘1N FHE SERIES.

indicates all payroll deductions.

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

©
6. RECORD SERIES DESCRIPTION (BRIIPLY DESCRIBE THE TYPES OF INFOMTION/DOCMNTSIF RAMS FOUND

INCLUDE TMHE PURPOSE OR FUNCTION OF THE SEH!S)

This Statewide form of the Department of Personnel authorizes the entryvof

It also

{ir vyEs, ciTE LAW({S8) & REGULATION(S)

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
D LETTER S1ZE O MICROFILM O ALPHAEETICAL XK FILE DRAWER(S)
O MICROFILM REEL(S)
XX LEGAL SIZE O COMFUTER TAPE O NUMERICAL . O COMPUTER TAPE(S)
NUMBE
O BouND BOOK 0O FLOPPFY DISK O CHRONOLOGICAL . U OTHER(SPECIFY]
Gumo TAPE O VIDEO TAPE 0 GEOGRAPHICAL 10. ANNUAL ACCUMULAT ION
OTHER( SPECIFY) X® OTHER(SPECIFY) X FiLE DRAWER(S)
. 6 O MICROFILM REEL(S)
payroll peridd RUWBER O COMPUTER TAPE(S)
: . O OTHER(SPECIFY)
I $1. giLE 1S usED 12. FILE BECOMES INACTIVE AFTER
L XY@ DAILY O WEEKLY O MONTHLY ) O MONTH(S) HXYEAR(S )
— .
! 13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?
! Admin. Bldg. 1 st Floor, Room Number _ ti1® ves, speciFY sraENcY OR OFFicE) .
: g s ber 7-133 0 vEs, ¥XNo
15. ACCESS RESTRICTIONS O YES JKXNO

16. AUDIT REQUIREMENTS

'O NoNE AKX STATE O FEDERAL O INDEPENDENT

17. IS AN INDEX SYSTEM USED? (I1r vyRS,.EXPLAIN

BRIEFLY AND DESCRIBE ANY MHARDBARE/ SOFTWARE )

‘0 YES @y NO

18. RECOMMENﬂED RETENT ION

Retain five years then destroy.

NAME AND TITLE OF PREPARER 20.
Susan Sherman

li.
Inmate Records Supervisor

799-3400

TELEPHONE NUMBER

21. DATE

APR 251990

ext. 451

DGS 350-4 (REVISED 2/87)

O TSRS y e,




INSTRUCTIGNS - - TYPE OR PRINT A
SEPARATE ‘ FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS 350-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7273 WATERLOO ROAD
P.O. BOX 273
JESSUP, MARYLAND 20794

PAGE _231  OF __A(

1. DEFARTMENT/AGENCY
UBLIC SAFETY &

ORRECTIANAL CED\IT(‘EC
TVt O T LUTYT T

2. DIVISION
PATUXENT INSTITUTION

3. wIT
ACCOUNTING DEPARTMENT

nvViwviJd

! DEFINITION-RECORD SERIES-

A GROUP

OF RELATED RECORDS NORMALLY FILED

4. RECORD SERIES TITLE
, OTHER ACCOUNTING RECORDS

REFERENCE AS WELL AS RETENTION AND DISFOS|TION PURPOSES

(item # 31)

AND USED AS A UNIT PFOR

5. EARLIEST YEAR/LATEST YEAR
1984 T© _nresent

i

Transmittal Forms.

‘IN ‘FHE SERIES.

Records and:Retention Schedule.

They are Payroll,

Payroll Journal,

DocC NTS /| FORMS D
6. ECORD SERIES DESCRIPT ION (BRIIFLY DESCRIBE THE TYPES OF INFORMATION/ uwes / FOUN
INCLUDE THE PURFOSE OR FUNCTION OF THHE SEF1 !8)

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

Payroll

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

7. RECORD SERIES FORMAT(S)
O LETTER S1ZE O MICROFILM

0 LEGAL S1ZE 0O COMFUTER TAPE

0 BouND BOOK U FLOPPY DIsSK
O VIDEO TAPE

’uolo TAPE
OTHER( SPECIFY)

8. RECORD SERIES SEQUENCE
O ALPHAEETICAL
0 NUMERICAL
. 0 CHRONOLOGICAL,

9. VOLUME

O FILE DRAVWER(S)
O MICROFILM REEL(S)
0 COMPUTER TAPE(S)

NUMBEW [ OTHER( SPECIFY)

O GEOGRAPHICAL
X)P OTHER(SPECIFY)

'ANNUAL ACCUMULAT ION

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

- _opay. period RGWBER 0 COMPUTER TAPE(S)
; a oTHERLSAﬁclrv\
11. e1te 1s useD 12. F|Le BECOMES INACTIVE AFTER
| - O YEAR(S)
; XX9 DALY 0 WEEKLY O MONTHLY oM 0 MONTH(S)
a .
! 13, CURRENT LOCATION(S) (ELDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?
' . tir vyEs, sPECIFY rGENCY OR orrtcz)
i Admin. Bldg., 1 st Floor, Room Number Z-130 0 yEs O no
15. ACCESS RESTRICTIONS 0 YES XX NO 16. AUDIT REQUIREMENTS
{1 vyEs, ci1TE LAW(S) & rREGULATION(S) ' . S - : :
' . . o ‘0 NONE. ﬂ STATE 0D FEDERAL. ' O INDEPENDENT
17. IS AN INDEX SYSTEM USED? { 1w vES.E>:PLAIN

BRIEFLY AND DESCRIBE ANY HARDBARE/SOFTWARE )

oves X no

RECOMMENDED RETENT 10N

Retain in accordance with General

Schedule.
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMEER . DA
‘ Susan Sherman .ﬁPR 2 5 1990
Inmate records Supervisor 799-3400 ext. 451

DGS 350-4 (REVISED 2/87)




JNSTRUCTIGNS - - TYPE OR PRINT A
SEPARATE’ FORM FOR SACH NEW OR

REVISED RECORD SERIES. FORWARD
¥ITH RECORDS RETENTION SCHEDULE
{DGS s80-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

727% WATERLOO ROAD
P.O. BOX 2738
JESSUP, MARYLAND 20794

pace 32 of 40

H

1. DEFARTMENT/AGENCY
UBLIC SAFETY &
RRECTIONAL SERVICES

2. DIVISION
PATUXENT INSTITUTION

3. UINIT

RESEARCH DEPARTMENT

{ DEFINITION-RECORD SER]ES-A GROUP OF RELATED RECORDS NORMALLY PFILED

AND USED AS A UNIT FOR

4. RECORD SERIES TITLE

RESEARCH PROJECTS  (item #32)

REFERENCE AS WELL AS RETENTION AND DISFOS|TION PURPOSESN

5. EARLIEST YEAR/LATEST YEAR
1954 TOo _present

6. RECORD SERIES DESCRIPTION ( BRIKFLY DESCRIBE THE TYPES OF INFORMATI! ON/DOCMNTS/ FORMS fFOUND

‘IN TTHE SERIES.

The Department carries out various research projects and administers tests to

inmates and employees.

outside individuals or groups.

It also monitors research projects undertaken by

INCLUDE THE PURPOSE OR FUNCTION OF THE BEmZS)

X8 FILE DRAWER(S)
O MICROF ILM REEL(S)
0O COMPUTER TAPE(S)
=" O OTHER(SPECIFY)

ANNUAL ACCUMULAT ION

XX FILE DRAWER(S) :
O MICROFILM REEL(S)

O COMPUTER TAPE(S) :

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
K@ LETTER SiZE O MICROFILM o ALPHARETICAL
0 LEGAL S1ZE 0O COMFUTER TAPE 0 NUMERICAL :
NUMBER i
O BOUND BOOK 0O FLOPPY DIsSK O CHRONOLOGICAL !
‘]'umuo TAPE 0O VIDEO TAPE O GEOGRAPHICAL 1o, I
OTHER( SPECIFY) O OTHER(SPECIFY)
o
}”‘ FILE IS USED 12. FILE BECOMES INACTIVE AFTER
X® palLy O WEEKLY O MONTHLY O MONTH(S)

0 oTWER(SPECIFY)

o - B YEAR(S) |

e g -

13. CURRENT LOCATION(S) (BLDG.,FLOOR,RROOM)
D.D. Bldg. 1 st Floor, Room G 110

14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?

tir yEs, sPpeciry sgENCY OR OFFicE)
O vyes XR NO

*

ACCESS RESTRICTIONS 0 yes Xd Nno
(1» ves, ciTE LAwW(S8) & rREGULATION(S)

16. AUDIT REQUIREMENTS

O NONE XR STATE 0O FEDERAL 0O INDEPENDENT

17. IS AN INDEX SYSTEM USED? (i1» YERS.EPLAIN

BRIEFLY AND DESCRIBE ANY HARODBARE/ SOFTWARE )

O YES £ No

18. RECOMMENDED RETENTION

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

18. NAME AND TITLE OF PREPARER

Susan Sherman
Inmate Records Supervisor

20.

TELEPHONE NUMEBER

799-3400 ext 235

" APR 251990

DGS 550-4 (REVISED 2/87)




JNSTRUGCTIGNS - -TYPE OR PRINT A DEFARTMENT OF GENERAL SERVICES

SEPARATE' FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD 727% WATERLOO ROAD
¥WITH RECORDS RETENTION SCHEDULE P.O. BOX 275 33 40
PAGE OF
({DGS 380-1) JESSUP, MARYLAND 20794
1. DEFARTMENT/AGENCY 2. DIVISION 3. UNIT
__‘fiBLIC SAFETY & PATUXENT INSTITUTION TRAINING DEPARTMENT
CORRECHHONAE—SERHEES

| DEFINITION-RECORD SERIES- A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR
REFERSNCE AS WELL AS RETENTION AND DISPOS|TION PURPOSESR

4. RECORD SERIES TITLE ’ ' ) 5. EARLIEST YEAR/LATEST YEAR
+  EMPLOYEE TRAINING FOLDER  (item #34) - 1954 1o _present

(-]
6. RECORD SERIES DESCRIPTION (BRIIPLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS [ FORMS FOUND
SN ‘THE SERIES. , INCLUDE TNE PURPOSE OR FUNCTION OF THE BEFIES )

This file contains all information about training received by

each employee.

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME

X¥ LETTER S1ZE O MICROFILM XX ALPHAEETICAL X@ FILE DRAWER(S)
O MICROFILM REEL(S)

0 LEGAL SIZE 0O COMFUTER TAPE 0 NUMERICAL 3 O COMPUTER TAPE(S)
NUMBER 0 GrigER(sPECIFY)
0 BouND BOOK O FLOPPY DIsK 0 CHRONOLOGICAL, . (
a o '
’Aumo TAPE VIDEO TAPE GEOGRAPHI CAL 10. ANNUAL ACCLMULAT 1ON

OTHER( SPECIFY) O OTHER(SPECIFY) : O FILE DRAWER(S)

O MICROFILM REEL(S)
RUKBER O COMPUTER TAPE(S)
a mHE&LSEEcLaq_____

B iy e et R R

ill.

! FILE IS USED ‘ 12. FILE BECOMES INACTIVE AFTER )
X® DAILY O WEEKLY O MONTHLY m}gﬁﬁ\s O MONTH(S) X% YEAR(S)
| 13. CURRENT LOCATION(S) (BLDG.,FLOOR, ROOM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

tir vyes, sPEciFry sraency or orrice)
i O vyEsS YXNoO

+

15. ACCESS RESTRICTIONS O YES kaO 16. AUDIT REQUIREMENTS
(1r y8, ci1TE LAW(S) & rREGULATION(S) ’
Xl NONE 0O STATE 0O FEDERAL 0O INDEPENDENT

17. IS AN INDEX SYSTEM USED? (1pr vYRS.EXPLAIN

18. RECOMMENDED RETENT ION
BRIEFLY AND DESCRIBE ANY HARDBARE/SOFTWARE )

i ' Retain three years |
8]
YES RX No after separation then destroy

e
et §

'

-~ r.'un’r\-:

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER . 21. DATE

Susan Sherman - 799-3400 ext. 451 iAPR 2 5 1990
3

Cw e mrrse

DGS 3550-4 (REVISED 2/87)




INS]EQQ[IQ&§--*YPE OR PRINT A DEFARTMENT O? GENERAL SERVICES
SEPARATE EFORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVENTURY
REV ISED RECORD SERIES. FORYARD 7278 WATERLOO ROAD
BWITH RECORDS RETENTION SCHEDULE P.O. BOX 273
(DGS !50-!) JESSUP, MARYLAND 20794 PAGE 3'4_‘0'? 'J'Q'
1. DEFARTMENT/AGENCY 2. DIVISION 3. NIT
DEEII:JI:ETSQAFETY émn,, PATUXENT INSTITUTION CUSTODTAl DFPARTMENT

CURRLUTIUNAL OEKVlUtD
RO
! DEFINITICON-RECORD SERIES- A G UP OF RELATED RECORDS NORMALLY FILED AND USKED AS A UNIT FOR

' REFERENCE AS WELL AS RETENTION ANO DISPOSITION PURPOSBEN

4. RECORD SERIES TITLE ) ) 3. EARLIEST YEAR/LATEST YEAR
‘ DAILY LOG (item #3%) ' 1987 To _present
]
6. RECORD SERIES DESCRIPT]ON (BRIKFLY DESCRIBE THE TYPES OF INPOR“ATION/DOCUHENTB/FORMS FOUND
- 4N FHE SERIES. , INCLUDK THE PURPOSE OR FUNCTION OF THE SEFIES)

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) 8. RECORD SERIES SEQUENCE 9. VOLUME
O LETTER Si1ZzE O MICROFILM O ALPHAEETICAL O FILE DRA¥ER(S)
R O MICROFILM REEL(S)
0 LEGAL S1ZE O COMFUTER TAPE O NUMERICAL : : COMPUTER TAPE(S)
' B‘“ﬁa OTHER( SPECIFY)
XX BouND BOOK O FLOPPY DISK - X¥ cHRONOLOGICAL
. ROY .
a a Bk
,wmo TAPE VIDEO TAPE GEOGRAPHICAL 0. ANNUAL ACCUMULAT1ON 1
OTHER( SPECIFY) O OTHER(SPECIFY) . O FILE DRAWER(S)
10" x9" x 1" : O MICROFILM REEL(S)
RUMBER U COMPUTER TAPE(S)
a QTHERLSPEleilf

13- pie 1s useD 12. FILE BECOMES INACTIVE AFTER

‘ X8 DAILY O WEEKLY O MONTHLY N&%ﬁ!ﬁ' O MONTH(S) X yeAr(s)

! 13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROQM) - 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

' t1r vyEs, sPpECIFY saENCY OR OFFiICE) ar
D.C. BLDG, Control Center

O YEsS KXNO

15. ACCESS RESTRICTIONS Q YES ByNo 16. AUDIT REQUIREMENTS

{1r ves, ci1TE LAW(S) & REGULATION(S)
X0 NoNE O STATE O FEDERAL O INDEPENDENT

17. 1S AN INDEX SYSTEM USED? (1r YRS.EXPLAIN

18, RECOMMENDED RETENT ION
BRIEFLY AND DESCRIBE AKY HAnnnAnzlsorTuAnz) ) L . oL

o YEs X nNo Retain three yéafs after last entry,
‘ then destroy.

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMEER : 21. DATE

‘ Susan Sherman, - : 799-3400 ext. 451 APR 25 1990

INmate Records Supervisor

DGS 550-4 (REVISED 2/87)

I L G SR T T e AR SNTONG LR




NS --TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REY1SED RECORD SERIES. FORWARD
¥WiTH RECORDS RETENTION SCHEDULE
(DGS 380-1)

| ALSTRYSTIGNS,

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO RQAD
P.O. BOX 278
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE 3R OF 40

1. DEPARTHENE/AGENCY
UBLIC SAFETY &

RRECTIONA! SERVICES

2. DiVlSlCN
PATUXENT INSTITUTION

3. WNIT
CUSTODIAL DEPARTMENT

: DEFINIT]ON -RECORD MIES-A GROUP OF RELATED RECORDS NORMALLY #ILED

4. RECORD SERIES TITLE

' VISITORS CARD FILE

REFERMNNCE AS WELL AS RETENTION AND DISPOSITION PURFPOSESR

(item #36)

AND USED AS A UNIT FOR

5. EARLIEST YEAR/LATEST YEAR
A987 _ to __present-

INCLUDE ‘THE

It also has space

§. RECORD SERIES DESCRIPTION (BRIIFLY SDEIRBICERslBE THE TYPKER OF INPOMTION/DOCMNTB/FOM FOUND
IN FHE .

PURPOSE OR FUNCTION OF THHE sxmzs)

This card is maintained on each inmate that lists the names of all persons
authorized to visit that inmate.

to record all visits.

7. RECORD SERIES FORMAT(S)
0 LETTER SIZE O MICROFILM

0 LEGAL S1zZE 0O COMFUTER TAPE

0 BoUuND BOOK O FLOPPY DISK

10 TAPE D VIDEO TAPE
X R{SPECIFY)

55" x 85"

8. RECORD SERIES SEQUENCE
X ALPHAEETICAL
0 NUMERICAL )
O CHRONOLOGICAL,
O GEOGRAPHICAL

O OTHER(SPECIFY)

8. VOLUME

O FILE DRAWER(S)

O MICROFILM REEL(S)
2% cubiC O comPUTER TAFE(S
s quble, =

foot OTl-ti)Eol?(( SPECIFY)

10. ANNUAL ACCUMULATION

O FILE DRAWER(S)
1/4 0O MICROFILM REEL(S)
RGMEER O COMPUTER TAPE(S)
O OTHER(SPECIFY) -

cuhice
EHDI-E

FILE 1S USED
X3P DAILY

IRE

0 WEEKLY

0 MONTHLY N/A

12. F|LE BECOMES INACTIVEOBETER

O MONTH(S) 0 YEAR(S)

.
I
'
H

Main Gate Post

' 13. CURRENT LOCATION(S) (BLDG.,FLOCR,ROOM)

14. 1S RECORD
ti1m ves,

SERIES DUPLICATED ELSEWHERE?
SPECIFY ,.GENCY OR OFFICE) .t

O yEs X@ No

15. ACCESS RESTRICTIONS

O YEs XR NoO
(1" yes, ciTE LAR(S) & rREGULATION(S)

16.

AUDIT REQUIREMENTS

Y NONE O STATE O FEDERAL O INDEPENDENT

Susan Sherman,
Inmate Records Supervisor

799-3400 ext. 451

17. 1S AN INDEX SYSTEM USED? (1 YRS.EXPLAIN 18. REC D RE 1oN
BREIEFLY AND DESCRIBE ANY HARDBARE/SOFTWARE) . ) . o
O ves XX no Upon release or transfer of inmate
send to Records Department for filing
in Inmate Base File
12. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

APR 251990

DGS 350-4 {REVISED 2/87)

O g R PTYA R N 42 et v e
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[

1HSTRYCTIGNS - -TYPE OR PRINT A DEFARTMENT OF GENERAL SERVICES ‘
SEPARATE FORM FOR EACH NEW OR . RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD 7275 WATERLOO ROAD
WITH RECORDS RETENTION SCHEDULE P.O. BOX 275 pace 36 oF 40
(DGS 380-1) JESSUP, MARYLAND 20794
1. m&m{gﬁv 2. DIVISIoN 3. WNIT

ORRECTIONAL SFRVICES PATUXENT INSTITUTION CUSTODIAL.DFPARTMENT

! DEF INIT 10N -RECORD SERIES-A GROUP OF RELATHED RECORDS NORMALLY FILED AND USKD AS A vNIT FOR
REFERENCE AS WELL AS RETENTION AND DISPFOSITION PURPOSES

«

4. RECORD SERIES TITLE ) 5. EARLIEST YEAR/LATEST YEAR
, VISITORS' REGISTER  (item #37) : 1987 _ o _present
]
6. RECORD SERIES DESCRIPT ION (BRIIFLY DESBCRIBE THE TYPES OF INFORHATION/DOCUHENTB/FORMS FOUND
‘IN THE SERIES. . INCLUDE THE PURPOSE OR FUNCTION OF THE SEFIES)

This file is usedfforvrecoﬁding;the;date,Lname,:addness,;timeiintand.out
and purpose of all visitors to the Institution.

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 5. VOLUME
X LETTER S1ZE O MICROFILM O ALPHAEETICAL o 1 FILE DRAWER(S)
i O MICROFILM REEL(S)
O LEGAL SI1ZE O COMFUTER TAPE O NUMERICAL : ) O COMPUTER TAPE(S)
) NUMBE
O BOUND BOOK U FLOPPY DISK ¥X CHRONCLOG I CAL .;(XJ STHER(SPECIFY)
- A
,wmo TAPE O VIDEO TAFE GEOGRAPHI CAL 10. ANNUAL ACCUMULATION
OTHER( SPECIFY) O OTHER(SPECIFY) . O FILE DRAWER(S)
. o
1/4 cub. O MICROFILM REEL(S)
O COMPUTER TAPE(S)
: fool o omErisPEcIFY)
| 11. pite 1s useD 12. FILE BECOMES INACTIVE AFTER
' XP DAILY 0 WEEKLY O MONTHLY N.Qé“. O MONTH(S) WX YEAR(S)
! 13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) ° 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?
' Main Gate Post t1r vyEs, spECIFY raENcY OR OFKicE) "t
. O YES @ No
15. ACCESS RESTRICTIONS O YES ¥§ NO 16. AUDIT REQUIREMENTS

(1" yes, ciTe LAW(S8) & rREGULATION(S)
XXNoNE O STATE O FEDERAL O INDEPENDENT

17. 1S AN INDEX SYSTEM USED? (1w YRES.E>PLAIN

18. RECOCMMENDED RETENTION
BRIEFLY AND DESCRIBE ANY HARDIARE/BOPTIARE) . - . o

0 ves X No ' ' A Retain three years after last entry
then destroy.

9. NAME AND TITLE OF PREPARER 20, TELEPHONE NUMEER ' 21. DATE 251990
Susan Sherman, APR
Inmate Records:Supervisor 793-3400 ext. 451 : :

DGS 550-4 {REVISED 2/87)

B B e R L S B L o

LR STIUD AN L g w0 gt;qm'; TEER I T
. . TR R

e e e— s o— e =




F

IHSTRUCTIGNS - - TYPE OR PRINT A

SEPARATE FFORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD

(DGS 380-1)

¥ITH RECORDS RETENTION SCHEDULE

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7278 WATERLOO RQAD
P.O. BQX 275
JESSUP, MARYLAND 20794

pace _3/_or _40

i . _DEFARTMENT /AGENCY
UBLIC SAFETY &

. CORDCCTTAMAL [aliod s RV ol uff ol

2. DIVISION
PATUXENT INSTITUTION

3

UNIT

IDENTIFICATION DEPARTMENT

VCURNRNLUTIUNAL OLN\VIUVLO

! DEFINITION-RECORD SER]ES-A GROUP OF RELATED REKCORDS NORMALLY FILED

4. RECORD SERIES TITLE
‘ FINGERPRINT FILE

REFERENCE AS WELL AS RETENTION AND DIsPFrOSs

(item #38)

AND USEKD AS A UNIT FOR

ITION PURPOSEN

. EARLIEST YEAR/LATEST YEAR

1954 To _present

identification data.

‘N ‘FHE SERIES.

6. RECORD SERIES DESCRIFTION (BRIIFLY DESCRIBE THE TYPES OF INPOMTION/DOCWTB/POM FrOUND
INCLUDE THE PURPOSE OR FUNCTION OF THE B!FﬂZS)

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

7. RECORD SERIES FORMAT(S)

Susan Sherman
Inmate Records Supervisor

RECORD SERIES SEQUENCE 9. VOLUME
O LETTER SI1ZE O MICROFILM X8 ALPHAEETICAL XR FILE DRAWER(S)
O MICROFILM REEL(S)
0 LEGAL S1ZE 0O COMFUTER TAPE 0 NUMERICAL ) 38 O COMPUTER TAPE(S)
NUMBER O oTHER({SPECIFY)
O pounD BOOK U FLOPPY DISK 0 CHRONOLOGICAL . {
o o :
qlpmxnc>TAP£ VIDEO TAPE GEOGRAPHI CAL 10. ANNUAL ACCUMULATION
OTHER( SPECIFY) O OTHER(SPECIFY) O FILE DRAWER(S)
g " yxg" O MICROFILM REEL(S)
RGMBER O COMPUTER TAPE(S)
: O OTHER(SPECIFEY)
L11. riie 1s usep 12. FILE BECOMES INACTIVE AFTER
¥ DAILY O WEEKLY D MONTHLY Jﬂhﬁﬂﬂr D MONTH(S) O YEAR(S)
! 13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM] 14. IS RECORD SERIES DUPLICATED ELSEWHERE?
' D.C. Bldg, Basement tir vyes, sPECIFY raEncy or oFrice) -
a2 : O YES fNo
Identification Office
15. ACCESS RESTRICTIONS OvYES 0O nNO 16. AUDIT REGQUIREMENTS
{17 vyes, ci1TE LAwW|S) & rEGULATION(S)
X3 NoNE O STATE 0O FEDERAL O INDEPENDENT
17. IS AN INDEX SYSTEM USED? e
L1r ves mreaN 18. RECOMMENDED RETENT ION
BRIEFLY AND DESCRIBE ANY HARDWARE/SOFTWARE) |, . : _ .
a yﬁs x : Retain 20 years after release
No or inmate -transfer then destroy.
’ . A: B oY -'w}
N . o LS . W] i )
IR 108 S
?
P
{ 4 F
9. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMEER 21. DATE ¢ :
: #
H

7--3400 ext. 451

APR 251390

DGS 350-4 (REVISED 2/87)
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JHSTRUGT IGNS - -TYPE OR PRINT A DEFARTMENT OF GENERAL SERVICES

ss:PAﬁATFE FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVENTORY .

REVISED’ RECORD SERIES. FORWARD 727% WATERLOO RQAD

WITH RECORDS RETENTION SCHEDULE P.O. BOX 273 pace 38 of 40 |

(DGS 380-1) JESSUP, MARYLAND 20794 A _
n:ﬁgf}gﬁu;/nséﬁcv 2. DIVISION 3. WNIT ,

SAFETY & IDENTIFICAT P |

CORRECTIONAL SERVICES PATUXENT INSTITUTION ICATION DEPARTMENT

! DEFINITION-RECORD SERIES-A 9ROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR
: REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSES

4. RECORD SERIES TITLE ) ) 5. EARLIEST YEAR/LATEST YEAR
| INMATE SUMMARY BOOK (Inmate's Description)  (item #38) L34 T _present
! 6 RECORD SERIES DESCRIPTION (BRI‘PLY DESCRIBE. THE TYPES OF INFOMTION/'DOCMNTB/FOM. FOUND
: ‘IN TFHE SERIES. , INCLUDHE THE PURPOSE OR FUNCTION OF THE SEFRTES|

This is a -summary of the descriptive;ﬁinfoﬁmatﬁbﬁﬁ each inmate received into
the program. It lists along withthe basic descriptive data physical
Gappearance, marks and scars, drug and alcohol habits, etc.

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
O LETTER S1ZE O MICROFILM O ALPHAEETICAL O FILE DRAWER(S)
— O MICROFILM REEL(S)
0 LEGAL SI1ZE 0O COMFUTER TAPE XR NUMERICAL - ,<ubic fI1 cCoMPUTER TAPE(S)
. : NUMBE
XX BOUND BoOK O FLOPPY DISK O CHRONOLOGICAL _ ¥ OTHER(SPECIFY)
. .
AUDIO TAPE O VIDEO TAPE GEOGRAPHICAL 10. ANNUAL ACCUMULAT ION
O OTHER(SPECIFY) O OTHER(SPECIFY) O FILE DRAWER(S)
1/_8 O MICROFILM REEL(S)
LUD T et 0 comPuTER TAPE(S)
O OTHER(SPECIFY)
V11 pye 1s useD - 12. FILE BECOMES INACTIVE AFTER
; YR pAILY 0 wEEKLY O MONTHLY romEeg D MONTH(S) O YEAR(S)
! 13. CURRENT LOCATION(S) (BLDG.,FLOOR,RROOM) 14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?
1 D.C. Building tir vy=s, spECciFY raENCY OR OFFiIcE)
e 72 D YEs XB No
Identification Department
15. ACCESS RESTRICTIONS O YES KXNo 16. AUDIT REGQUIREMENTS

(1" yES, cITE LAW{S8) & rREGULATION(S])
HNQIE 0O STATE 0O FEDERAL 0O INDEPENDENT

17. IS AN INDEX SYSTEM USED? (1r YES.EXPLAIN

18. RECOMMENDED RETENT ION
BRIEFLY AND DESCRIBE ANY HARDUARE/SOFTWARE )

0 vyes X no Retain permanently... .
. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMEER 21. DATE ,
Susan Sherman, . APR 251990
Inmate Records Supervisor 799-3400 ext. 451 : o

DGS 550-4 (REVISED 2/87)




\
L]E&T_LQ&E--TYPE OR PRINT A
saPARATE FORM FOR EACH NEW OR
REVISED” RECORD SERIES. FORWARD
¥ITH RECORDS RETENTION SCHEDULE
(DGS 380-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7278 WATERLOO ROAD
P.O. BOX 275
JESSUP, MARYLAND 20794

PAGE 39 OF AQ

DEFARTMENT / AGENCY

ERRACTORAT s Bry1ces

2. DIVISION
PATUXENT INSTITUTION

3. INIT

MAINTENANCE DEPARTMENT

| DEFINITION-RECORD SERIES- A GROUP OF RELATED RECORDS NORMALLY FILED

4. RECORD SERIES TITLE
! MAINTENANCE CONTRACTS

REFERENCE AS WELL AS RETENTION AND DISPOS

(item #40)

AND USED AS A UNIT FOR

SPOSITION PURPOSES
5. EARLIEST YEAR/LATEST YEAR
1954 - 1o ° present

i

‘IN THE SERIES.

This is a-file of all Maintenance contracts.

6. RECORD SERIES DESCRIPTION ‘BRIRFLY DESCRIBE.. THE TYPKES OF INFOMTION/DOCMNTBIPOM FOUND
INCLUDE TME PURPOSE OGR FUNCTION OF THE BBP’I!S]

7. RECORD SERIES FORMAT(S)
XF LETTER SI1ZE O MICROFILM

O LEGAL S1ZE 0O COMFUTER TAPE

0 BOUND BOOK 0O FLOPPY DISK

AUDIO TAPE 0O VIDEO TAPE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
0O ALPHAEETICAL
0 NUMERICAL

X2 cHRONOLOGICAL

5. VOLUME
XP FILE DRAWER(S)
, ,a? . O MICROFILM REEL(S)
- @ coMPUTER TAPE(S)
NUMBER 0 orHER(SPECIFY)

O GEOGRAPHICAL
O OTHER(SPECIFY)

10. ANNUAL ACCUMULAT ION

A FILE DRAWER(S)
O MICROFILM REEL(S)
NGREER O COMPUTER TAPE(S)

O OTHER(SPECIFY)

| 11.

: FILE IS USED 12. FILE BECOMES INACTIVE AFTER

; X® pAlLY : 0 WEEKLY O MONTHLY N/A O MONTH(S) O YEAR(S)

F .

! 13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

D.C. Bidg., «lst Floor

tir ves,
0 ves MXno

SPECIFY ,GENCY OR OFFICE)

15. ACCESS RESTRICTIONS

O yEs X® No
(1r vyEs, cive Law{8) & rREGULATION(S)

AUDIT REQUIREMENTS

X8 NONE O STATE O FEDERAL O INDEPENDENT

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

0vyes X no

destroy.

RECCMMENDED RETENT ION

‘Retaln for three years after completion
or termination-of +he contract, then

NAME AND TITLE OF PREPARER
Susan Sherman,
Inamte Records Supervisor

'I'p.

20. TELEPHONE NUMBER

©799-3400 ext. 451

21. DATE

APR 251390

DGS 550-4 (REVISED 2187_)




IHSTRVCTIQNS - -TYPE OR PRINT A DEPARTMENT oé GENERAL SERVICES .
SEPARATE FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVENTORY
REV {SED" PECORD SERIES. FORWARD 7278 WATERLOO ROAD

WITH RECORDS RETENTION SCHEDULE P.O. BOX 273

(DGS 380-1) JESSUP, MARYLAND 20794 pace 40 _ or __4Q

1 . _DEFARTMENT / AGENCY ’ 2. DIVISION 3. WNIT

‘UBLIC SAFETY & PATUXENT INSTITUTION CLINICAL SERVICES

——CORRECTTONAL—SERVICES ‘
. DEFINITION-RECORD SERIES.A 9ROUP OF RELATED RECORDS NORMALLY FILED AND USKD AS A UNIT FOR
RKFERENCE AS WELL AS RETENTION AND DISPOS]TION PURPOSEN

4. RECORD SERIES TITLE ’ ) 5. EARLIEST YEAR/LATEST YEAR
; UNIT TREATMENT FILE (item #49) ‘ 1283 to _present -
‘ 6 RECORD SERIES DESCRIPTION (BRI‘FLT DESCRIBE THE TYPKES OF INPOMTlON/DOCMTB/FOM FOUND
) ‘SN F‘E SERIES. R INCLUDE TMHE PURPOSE OR FUNCTION OF THE BEH‘IZS)

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) 8. RECORD SERIES SEQUENCE 9. VOLUME
XR LETTER S1ZE O MICROFILM FX ALPHAEET I CAL X¥ FILE DRA¥ER(S)
D MICROFILM REEL(S)
0 LEGAL S1ZE 0O COMFUTER TAPE 0 NUMERICAL 46 O COMPUTER TAPE(S) ;
’ NUMBER O oTHER(SPECIFY) i
0O pounD BOOK O FLOPPY DISK O CHRONOLOGICAL, . H
o _
,xumo TAPE 0O VIDEO TAPE GEOGRAPH I CAL 10. ANNUAL ACCLMULATION f
OTHER( SPECIFY) O OTHER(SPECIFY) - X@ FILE DRAWER(S) i
: O MICROFILM REEL(S) )
RUNBER O COMPUTER TAPE(S)
. O OTHER(SPECIEY)
| 11. pite 1s usep 12. FILE BECOMES INACTIVE AFTER ’
XXa paiLy O WEEKLY O MONTHLY Hﬁgﬁﬁﬁl O MONTH(S) O YEAR(S)
' 13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROCM) ° 14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?
' D.D. Bldg., Second and Third Fioor i1 vyEs, sPECIFY sGENCY OR OFFiICE) .
‘ 0 YES ¥)0 NO
15 . ACCESS RESTRICTIONS x¥X YES O no 16. AUDIT REQUIREMENTS
(1r yes, ci17E LAW(a] & rREGULATION(S) - o o a T
. NONE STATE FEDERAL 1| NDEPENDE.
Art. .. 31B. Section 11

17, IS AN INDEX SYSTEM USED? (1r YES.E>PLAIN 18. RECOMMENDED RETENT ION
. BRIEFLY AND DESCRIEER ANY HARDWARE/SOFTWARE ) :
. .- ' Retain for 50 years, then destroy.
D YES X§ NO » Records will not be accepted at the
: - ‘ State Records Center.

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMEER 21. DATE
Susan Sherman,
Inmate Records Supervisor 799-3400 ext. 451 APR 251990

DGS 550-4 (REVISED 2/87)




SPRC --TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENT ION SCHEDULE
({DGS 330-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
72785 WATERLOO ROAD
P.O. BOX 275

AGENCY RECORDS INVENTORY

pace 41 or _41

1 .4@RE PARTMENT / AGENCY
BLIC SAFETY &

CORRECTIONAL, SERVICE

JESSUP, MARYLAND 20794

2. DIVISION

PATUXENT INSTITUTION

3. UNIT
RECORDS DEPARTMENT

L e DS = =4

DEF INITION-RECORD SERIES-A 97°UP

or

4. RECORD SERIES TITLE
ARRIVAL NOTICE

(Item #19)

RELATED RECORDS NORMALLY FILED
REFERENCE AS WELL AS RETENTIOCN AND DISPOS

ITION PURPOSES

AND USED AS A UNIT FOR

5. EARLIEST YEAR/LATEST YEAR
1987 10 present

(-]
6. RECORD SERIES DESCRIPTION ‘BRIIFLY DESCRIBE THE TYPES L lNFORMATION/DOCUNENTB/FORI!B FOUND

N FTHE SERIES. INCLUDE THE PURPOSBE OR FUNCTION OF THE BKP'IESI

This report is a compilation of vital information concerning
sentencing jurisdiction,
Patuxent unit a551gnment and list the Patuxent assigned

sentence length,

I.D. Number

commitment crime,

7. RECORD SERIES FORMAT(S)
BX ETTER S1ZE U MICROFILM
‘0 LEGAL SIZE 0O COMFUTER TAPE
BOOK O FLOPPY DISK
O Aupio TAPE O VIDEO TAPE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

O ALPHAEETICAL

X XUMER I CAL

0 CHRONOLOGICAL,
O GEOGRAPHICAL

O OTHER(SPECIFY)

9. VOLUME

#X ILE DRAWER(S)
D MICROFILM REEL(S)

1 O COMPUTER TAPE(S)
NUMBER O orHER(SPECIFY)

10. ANNUAL ACCUMULAT ION

&%FILE DRAVER(S)
1/8 O MICROFILM REEL(S)
RUNEER O COMPUTER TAPE(S)

1. FILE IS USED

BXweEKLY

12.

FILE BECOMES INACTIVE AFTER

0 OTHER(SPECIFY) |

0 DAILY O MONTHLY Mi';gh' O MONTH(S) ¥X YEAR(S)

13. CURRENT LOCATION(S]} {BLDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?
D.D. Building, First Floor tir ves, speciry raency or orrice)
Records Supervisors's Qfifficee 0YES R No

18. ACCESS RESTRICTIONS O YES 0O no 16. AUDIT REQUIREMENTS

(ir ves, ciTe LAw(8) & rREGULATION(S)

y%mus O STATE O FEDERAL 0O INDEPENDENT

17.

o yes o¥no

IS AN INDEX SYSTEM USED? (I1w YES.E>XPLAIN
BRIEFLY AND DESCRIBE ANY HARDIARE/ BOFTWARE )

18. RECOMMENDED IETENTION k

Retain three years. then- destoryr4l'1

’;% Vg\e\x NS WL

1

IO R et

 19. NAME AND TITLE OF

PARER

/%ﬁd%t. 778

20.

TELEPHONE NUMEER

799-3400 ext. 430

21. DATE T Ty

e ta S

7-23- 90

DGS 330-4 (REVISED 2/87)




