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Description

{tem

Supersedes Schedules 670
No. .

Retention

By Act of the General Assembly in 1966, a Department
of Juvenile Services was established to coordinate
and administer Maryland's juvenile institutions and
programs (Annotated Code of Maryland, 1957 Edition as
amended, Art. 52A, Sec. 1-18). The Department
incorporated into a state-wide program juvenile
investigation, probation and after-care services
provided by the counties, Baltimore City, the
Department of Social Services (Public Welfare),

and the State Department of Parole and Probation.

This General Schedule includes all activity involving
field operations of the Department of Juvenile
Services in the 24 jurisdictions (all of the Counties
and Baltimore City) of the State.

HEADQUARTERS RECORDS - Office of the
Assistant Secretary for Field Services

This series encompasses all records maintained at
321 Fallsway and includes all activity dealing with
confidential issues with the Office of the Secretary
and Deputy Secretary; inter and intra-state issues
and policies involving Federal, state and local
agencies; and matters dealing with the Judicial
Branch of Government Court. Examples of files
maintained at Headquarters are listed as follows:

— Files on Areas I-V including, but not limited to,
issues of personnel, contracts, lease information,
special incident reports, reports, documents,
publications and all correspondences received from
the Area Directors. '

— Research documents concerning the operation.of the
Department and field offices.

1 retain permanently for

Séreen annually. Destroy
materials no longer :
needed for current busines%

Directives and other mater

relating to planning and
policy or that illustrate :
the development of the ageney,

Lals

eventual transfer to the
Md. State Archives.

Retain permanently. Transfe
periodically to the Md. State
Archives.
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l;:: Description - Retention
creen annuslly. Destroy
— Correspondences and memoranda completed by - terials no longer
Assistant Secretary responding to the issues eeded for current business
regarding the internal organization as well as irectives and other materigls
the external environment. elating to planning and
‘ olicy or that illustrate
— All correspondences received from the Office of the khe development of the agendy,
Secretary, Deputy Secretary and Assistant etain permanently for
Secretaries, as well as administrators at ventual transfer to the
Headquarters including, but not limited to, . State Archives.
special programs, projects, issues involving the
Legislature, policies and procedures defining
intake, probation and aftercare, and other
related issues. :
— From November 1988 through December 1989, all Retain for thirty (30)
matters concerning the operation of the four DJS years, then destroy.
detention facilities (Boys' Village, Noyes, .
Carter and Waxter), and (2) Holdover Facilities in
‘ Western Maryland, and activities of Community
Detention Program.
2. ) INTERSTATE COMPACT UNIT

The Maryland Interstate Compact for Juveniles is
responsible for the tracking and transferring of
juveniles across state boundaries while serving the
ends of justice, the welfare of the youth, and the
protection of the community. Specific
responsibilities include: (1) the return .of those
youth who leave Maryland or those youth who enter
Maryland from another state; (2) tracking Maryland
youth under courtesy surveillances in another state;
(3) assuring that youth ‘are transported'securely to
BWI Airport.

. Schodule Agpreved by Dopertment, . ..
- Agency, ot Divislen Ropnunn‘ﬁn
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Files consist of, but are not limited to, the-
following:
~ Pre-dispositional Investigation Long Form Retain for three (3) years
~ Rules of Probation . after case closed, :or
—~ Disposition Order : ‘ youth's 21st birthday,
~ Application for Compact Services then destroy.
— Memorandum of Understanding and Waiver
— Request for Placement Investigation and/or -
Out-of-State Supervision ‘ )
~ Correspondences from other states advising status
of youth
— School Report Cards, transcripts
- Psychological, psychiatric, medical evaluations
— Social Histories
3. |PERSONNEL FOLDERS
q This series includes all standard personnel forms as
well as other personnel media which provide
supporting. data for both special and general personnel
records. :
Upon selection for employment within the Department
of Juvenile Services, either as a new hire, transfer,
reinstatement or temporary employee, a.personnel
folder is prepared. This folder may contain all or
some of the following documents:
— Application Retain for five (5)
- Appointment"LetteF, S ' - years after termination
— Correspondence Relating to New Appointment of employment; then
- Personnel Payroll Form destroy.
— Personnel Position Action Request
— Personnel Récruitment Screening Report
— Personnel Transaction Form
~ Employee Withholding Exemption Certificate -
— Designation of Beneficiary Form - = -
- Retirement Form
—~ Affirmative Action Pl
Schedile Appreved by Depertment, Schedule Autherized by

Ageney, ot Divislen Representetive
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PERSONNEL FOLDERS — Contd
During continued employment, the folder may contain
the following:

— Police Checks
— EAP Referral Letters and Correspondence
— Grievance Actions
— Orientation Program
- MS 22
- MS 100 :
— Employment History .
— Commendations
— Counseling Sessions
— Efficiency Ratings
- General Correspondence
— Health Insurance Benefits Forms
- Leave Forms
— Probation
‘ ~ Promotions
— Resumes
— Reclassifications
— Training Information
— Sick Leave Control Conference Forms
— Substance Abuse Policy Acknowledgement of Receipt
— Summer Employment ' '
- Suspension Actions

The final documents in the folder are a personnel
payroll form and the following:
i. Letter of Resignation
ii. Retirement
 ii. Transfer
ive Dismissal

4. |GENERAL FILES

- Copies-of bills, expenses,- and related documents : _|Retain for five\(S) years,
relating to the following: ) then destroy.

.Copy machine - » A o '

Schedyle Appreved by Depertment, Sq_.-hlhlz_hrhodid by
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General Files - Contd

Office rent
beeper system
telephone
typevriter maintenance contract .
Janitorial Services Contract
~ Monthly Reports of Accident, Slck Leave, Vacancy
— Law Related Information
— Clinical Services
— Form Letters
— Sign In/Sign Out Sheets
— Correspondence and Memos .
- General Information Not Pertaining to Juvenile
Cases
— Inventory Records
— Outdated or Obsolete Forms
— Interdepartmental Letters and Memos
Expense Reports
State Car Mileage Forms
~ Supply Requests
— Correspondence and Memos on Programs and
Facilities -
- Vélunteer Coordinator Information

— Job Announcements of Maryland State Government
— Certificates of Records Disposal

~ Monthly Caseload Reports

— OSHA Documents

— Grievance Documents

- Intake Material

— ISYS Printouts

~ Restitution Information
— Reference Correspondence

—— — ——

&h«bhlﬂ&«h.‘ﬁ
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S. | MASTER CONTROL CARDS
This record of 5" x 8" cards applies to the Retain for thirty (30)
Department of Juvenile Services offices that maintain| Yyears, then destroy.
ongoing records of children referred to the local :
jurisdiction. These cards will contain all or part
of the following information:
A. Informatlon System Number
B. Child's Name ’
C. Sex )
D. Race .
E. Date of Birth
F. Address
G. Phone Number
H. Case Number
I. Date of Offense
‘ J. Offense
K. Court Information
L. Judge's Name —
M. Juvenile Counselor's Name o
N. Investigation Information ' -
0. Disposition Information ' o e
6. | INTAKE FILES

-~ F Case Notes_xg,b,y,,;,q;-ﬁgs&;;

This series applies to cases handled informally
(i.e., Out-of—Court). The file may contain all
or some of the following:

— Police Reports :

- Intake Interv1ew/Dec151on Report

— Correspondence Relatlng to the Case

— Intake Referrals B

~ School Reports

— Referrals to Other Agencies'or Programs
- Reports of Progress from Other Agen01es

%W‘g
Schedule Appraved by Deparmaent, .
‘,‘ - Agency, st Divisien Representefive .

Retain for three (3) years
after case is closed, or
youth's 21st birthday.
Then destroy.
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INTAKE FILES -~ Contd

— Information System for Youth Services
(1ISYS) Forms and Printout

— Standard Intake Forms

- Face Sheet

— Notice of Hearing

~ Notice of Decision

-~ Parent and Victim Letters

~ Estimates for Restitution

— Consent for Informal Adjustment -

—~ Community Service Referral

— Disposition Letters

— Master Card

7. CASE FOLDERS

This series applies to the Department of Juvenile Retain for three (3) years
‘1 Services case files that are maintained on children |after case is closed, or

who are referred to our office. These files will ¢. |youth's 21st birthday.
contain part if not all of the following: Then destroy.

— Police Reports

- Private Citizen Complaints

— Board of Education Complaints

~ Parents Complaints

— Intake Disposition Forms

- Intake Process Forms

—~ Appointment Letters

— Disposition Letters

— Restitution Information/Victim Impact Statement
- Risk/Needs Forms ‘ :
- Petitions ’ o
— Court Orders

— Pre-Disposition Investigations

— Waiver Investigations

— 1SP and Orientation Forms

- Conditions of Probation

~

Shedule Appreved by Depertmant, sf."l“l.'_‘““d:“ b d
Agency, ar Divislon Representetive :
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CASE FOLDERS -~ Contd

— Consentual Agreement

— Informal Supervision.Consent Forms

~ Psychological Evaluations

— Computer Printouts

— Vendor Reports

— Correspondence

— Detention/Shelter Care Forms

— Psychiatric Evaluations - .

— Drug and Alcohol Assessments

— Social Histories

— Medical Information

~ Educational Information

— Vocational Information

— Computer Printout Data

— Release of Information Forms

- Court Summaries '

‘ —~ Placement Progress Reports
— Interstate Compact Documents

8. COURT FILES

This series applies to cases referred to Juvenile {Retain for three (3) years
Court by the Juvenile Intake Counselor and their after case is closed, or
disposition thereafter. This folder may contain youth's 21st birthday.

all or some of the following documents. Then destroy.

— Police Reports

— Juvenile Petitions
— School Records

~ Psychiatric and Psychological: Evaluations

— Progress and Conduct Reports

- Social History. Investigations

— Court Orders

— Probation Agreements.

- Related Correspondence

- Termination Summaries e e e e i
- Field Notes R oo

Schadule Appraved by Depertment, S;d\_._d;l_._ﬁoﬂnd:ﬂ by

Agency, ot Division Representetive
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COURT FILES - Contd

(ISYS) Printouts

— Release Orders

— Progress and Conduct Reports

— Miscellaneous Correspondence

— Case Notes

— Adjudication Orders ' .
— Prior Record of Contacts

— Index Card File (5" x 8")

9. PROBATION AND AFTERCARE CASE FOLDERS

q following documents:

— Court Orders

- Correspondence relating to case.
— Case Notes '
— School Reports

— Police Reports

— Petitions

- ISYS forms

— Court Related Reports

— Computer Printouts

~ Treatment Plan

— Release Orders

— Terminated Summaries

— Probation Agreements ~
— Index Card File (3" x 5")

Schedule Appreved by Depertment,
Agency, or Divislon Reprosentetive

— Information System for Youth Services

— Individual Service Plan and Orientation Forms

. This series applieé to DJS and includes all
standard probation forms and all or some of the

- Social Histories, and other reports to the Court.
- Evaluations, psychological and/or psychiatric

— Referrals to other agencies or programs
- Progress Reports from other agencies or programs

Retain for three (3) years
after case is closed, or
youth?’s 21st birthday.
Then destroy

Schedule Authedzed by
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10.| RESTITUTION DATA CARDS
This series consists of index cards summarizing
Court Costs and/or restitution owed by the youths.
It contains the following information:
~ Youth's name and address
— Victim's name and address Retain for twelve (12)
— Restitution/Court Costs Collection Data years, then destroy.
~ Assigned Counselor
11.] RESTITUTION CASE FILES
This file is for both formal and informal cases in Retain for twelve (12)
which the youth is ordered/required to pay Court years, then destroy.
Costs and/or restitution. Folders may include any
or all of the following:
— Restitution Input Document
‘ — Copies of Receipts
- General Correspondence
~ Court Orders
— Informal Agreements
— Payment Records
- Input Documents ,
— Payment Authorizations
—~ Intake Forms :
— Contract for Hours to be Worked
— Parents Wajver for Liability
~ Worksite Time Sheet
-~ Worksite Evaluation Form
— Final Status Report
12. | TIMEKEEPING RECORDS
This series concerns the time worked by personnel. Retain for five (5)
Ttems may include .some or all of the following: years or until all audit
‘ . ' - requirements have been
~ Time Sheets completed daily by each employee - fulfilled, then destroy.
- Copies of Time Sheets forwarded weekly to
Headquarters.

Shedsle Topteved by Deportment,
Agemey, or Divislen R-pm.nn.ﬁn
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l;::' Detcription Retention
TIME RECORDS — Contd
—~ Leave Cards
— Physician verification of sick leave usage
- Accident Reports
— Vacancy Reports
— Memo and Directives
— Correspondence
— Notices of Appointments for Doctor's Visits
13. | SUPPLY REQUISITIONS
This series applies to ordering office supplies and Retain for five (5)
equipment. "Folders may contain all or some of the years, then destroy.
following documents: o
— Requisition Forms
‘ ~ Receiving Reports
— Memos from the Chief of Contract Services
— Memos from the Accounting Chief
— Memos from the Fiscal Specialist
- Related Correspondence —
14. |RESOURCE INFORMATION

Placement packets are retained on each child in care,
and contracts and purchase orders outline the scope
of services, clients population and billing
information. A drawer is also provided for the
minutes of LCC meetings, school information, and a
resource book.

— Local Coordinating Council Information

— Brochures

Placement Materials - in, and Out—of—State
Budget Packets

School Information

Contracts

Retain for five (5)
years, then destroy.

&tmhhf’ﬂ‘““foﬂﬂﬁunﬁ
Agency, st Dividien Represontetive
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RESOURCE INFORMATION - Contd

Purchase Orders

Invoices

Program Material

Requests for Proposal : _
Regulations for State Coordinating Council
Monthly Reports

Negotiated Rates of Payment

Files on Youths Previously in Placement
Related Correspondence

SUPERVISOR'S RECORDS

— Government Policies and Procedures - Retain for five (5)
— State years, then destroy.
— Departmental ‘
~ Local '

State Vehicle Statistics
— Sample Forms
— Descriptions of Vendor Programs

— Personnel Information
— Applications
- Yearly Evaluations

Employee Memos
—~ Leave Documents
—~ Employee Commendations
—~ Employee Reprimands

Caseload Statistics
— Population Counts
— Case Assignments L

-Notes of Meetings and Conferences - -°

-General Correspondence

CHILDREN IN NEED OF SUPERVISION
[CINS) FILES

‘ : . | Retain for three (3) years
— Referrals for Services from: ‘ after case is closed, or
— Board of Education . youth's 21st birthday.
" — School Services o : Then destroy

— Families .
hedols Apprered by Schadule Autherized by

Schedule Appraved by Depertmant,
Agqency, ot Divislen Representetive
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CHILDREN IN NEED OF SUPERVISION — Contd
(CINS) FILES
—~ Police Reports
— School Reports
— Psychological Evaluatlons
= Psychiatric Evaluations
— Case Notes
— Correspondence Regarding the Case .
17. | CHILDREN IN NEED OF ASSISTANCE
(CINA) FILES -
— Referrals for Services from: Retain for three (3) years
- Board of Education after.case is closed, or
— School Services youth's 21st birthday.
— Families Then destroy.
— School Reports
‘ - Psychological Evaluations
— Psychiatric Evaluations
— Case Notes .
— Correspondence Relating to the Case
18. | CLOSED ADOPTION HOME STUDY RECORDS
— Court Orders Retain for twenty (20)
—~ Caseworker's Notes years, (files and cross-—
- Adult Criminal Record Checks referenced on juvenile
— Family Income Information - delinquency cases), then
— Completed Report with Recommendations destroy.
— Correspondence
19. |CLOSED CUSTODY STUDY CASE RECORDS S
' Retain for twenty (20)
— Court Orders years, (files are Cross—
— Caseworker's Notes referenced on juvenile
~ Adult Criminal Reécord Checks delinquency cases and
- Family Income . Informat1on custody cases may be re-
opened by the Court),
then destroy.

Schedyle Appraved by Depertment,
Agency, ot Divisien MM-‘@"

. ; Date .

Schedule Authedzed by
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CLOSED CUSTODY STUDY CASE RECORDS - Contd
— Motor Vehicle Administration Record Checks
— Completed Report with Recommendations

— Correspondence

20. | COMMUNITY SERVICES UNIT FILES

Fiscal Records Retain for five (5) years,
-~ Monthly Expenditures from Purchase X 'then destroy. '

of Care, Service, or Clinical
Vendor Files
— Informational Data on Placements
Foster Care Files '
~ Individual, Licensed Foster Care Files
Contracts
-~ Long Form Contracts for Local Services
(Shelter Care and Group Home)
Child Files ] '
— Individual Child Care Files for Youth in
Placement ) T

21. |APPLICATION FOR MEDICAL ASSISTANCE

—~ Application Form o Reétain for three (3)
- Citizenship/Alien Form ’ years, ifter case -closed

- Fraud Form or youth's 21st birthday.
— Birth Certificate Then destroy,

— Copies of Social Security Card
— Record of Eligibility
— Related Correspondence

22. |TRANSPORTATION FILES - ‘ A

— Statistical Reports . Retain for five (5)
- Trip Tickets _ years, then destroy.
— Mdnthly Chlendar o
- Overtime Vouchers
— Receipts '

W-—
Schadule Appreved by Depertment, . S:_:I\:_&I‘o_.hrboﬂld by
Agency, or Division Ropresentetive
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Mo. ssertp
TRANSPORTATION FILES - Contd
— Expense Accounts
— Sign-in/Sign-out Sheets
— Related.Correspondence
23. | LOG BOOKS
These books contain a log of all referrals made to
a local office by the Maryland State Police,
Sheriff's Department, Board of Education, Parents,
etc., which includes the date received, youth's Retain for thirty (30)
name, offense, offense number, and date of birth. years, then destroy.
24. | PROGRAM FOLDERS

25.

This series applies to programs f11ed in alphabetical
order containing materials and brochures of various
programs utilized by the Department of Juvenile
Services in the treatment of juveniles.

BUSINESS RECORDS AND INVOICES

This series consists of documents relating to bills,
expenses, invoices and receipts for the following:

Automobile Maintenance
Equipment Maintenance
Telephone Usage
Invoices for Purchases
Supply Requests
Vouchers

26.

Related Correspondence

INTERGOVERNMENTAL AGREEMENT GRANTS/STATISTICS

- Bills
- Budgets

Retain permanently,
transfer periodically
to -State Archives.

{ Retain for three (3) years
and audit, then destroy.

Sereen annually. Destroy
materials no longer needed
for current business.

o=
Schedule Appreved by Department,
Agency, st Divislon Ropresentutive
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INTERGOVERNMENTAL AGREEMENT GRANTS/STATISTICS — Contd

- Transportation Reports
— Statistical Reports

— Monthly

— Quarterly

— Annually

— Related Correspondence

27. | _AREA.DIRECTORS FyLES

These files are used for projected management reports | Retain for ten (10)
and planning (statistical and budgetary). Folders years, then destroy.
contain all or some of the following:

— Workload Information
Budgetary Information
Child Related Statistics
‘ — Staff Related Information
— Physical Plant Information
Related Correspondence

!

28. | OPEN ADMINISTRATIVE PROBATION RECORD

Records in this series are the case folders of Retain for three (3) years

juvenile probationers who are currently under after case is closed or
courtesy probation supervision in another youth's 21st birthday.

jurisdiction, but were ordered on supervision by the |Then destroy.
County Court System. These folders contain such -
information as the following:

— Court Orders .

~ Social Histories and Evaluations
— Psychological Reports

- Case Memorandums

- Police Reports

- Interstate or Inter-region

- Correspondence and Forms T ,
- Computer Printouts

M——
Schedule Appreved by Deportment, \ ’ S_dn_:&l.o_hﬁndlo‘ by
Agency, or Divislen Ropresentative
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29. DEPARTMENTAL MEMORANDA, POLICIES ANb PROCEDURES
— Department Memoranda Retain pefmanentiy.
— Policies, Procedures, and Regulations Transfer pﬂiOdically to
~ Community Resource Information A Md. State Archlves.
— Minutes of Meetings
—~ Unit Information
30. CASE FILES/ARBITRATION
This file consists of reports and forms used in the Retain for three (3) years
arbitration process. Documents include, but are not years, -after case closed
limited to, the following: or youth's 21st birthday.
Then destroy. '
— Police Reports
- Arbitration Reports
— Restitution orders
'- — Related Correspondence

31. |JUVENILE COUNSELOR'S CASE FILES ' o . |

This series applies to client cases assigned to | Retain for three (3)
specific Juvenile Counselors. Documents include, years, sfrer case closed
but are not limited to, the following: or youth's 21st birthday-:

. Then dest roy.
~ Monthly Printouts of the Information System for

Youth Services (ISYS) : :
— Face Sheets : !
- Social Histories

— Case Notes

—- Computer Printouts

- Contact Sheets

-~ Psychiatric Reports

L Psychological Reports
- Addiction Records, and
- Related Correspondence

Schedule Autherized by

Schedule Appraved by Depertmant,
Ayency, s¢ Olvislon Regresentetive
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- o— e Pbake, b 8T he MIRI D BENEMAL SERVICES \ h
SEPARATE FORM FOR EACH NEW OR RECORDS MANAGEMENT, DIVISION AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD 7275 WATERLOO| RCAD
¥ITH RECORDS RETENTION SCHEDULE .0. BOX 273

il - PAGE _1 _ ©OF _3]
({DGS 580-1}) JESSUP, MARYLAND 20794
1. DEFARTMENT /AGENCY 2. DIVISION 3. WNIT
Ig;of Juvenile Services Field Services Headquarters

e 1T ror

ce ITION-RECORD SERIES.? OROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UN
REFERENCE AS WELL AN RETENT!ION AND DISPOS|TION PURPOSES
4. RECORD SERIES TITLE = ) 5. EARLIEST YEAR/LATEST YEAR
' - 1988 Present
Office of Assistant Secretary — Headquarters To

§. RECORD SERIES DESCRIPTION (PR!XFLY DEBCRIEE THE TYPES OF INFORMATION/DOCUMENTS/FORMS FOUND
4N THE SERIES. . INCLUDE TME PURPOSE OR FUNCTION OF THE SEFIES)
The Assistant Secretary for Field Services is responsible for the coord
of intake, probation, and aftercare of juvenile offenders.
administrative activities involving the field operations in
inter-state issues and procedures involving federal,
tive matters dealing with confidential issues with the Office of the Secretary and Deputy
Secretary; matters dealing with the Executive, Judiciary and Legislative Branches of
Government. Other materials might include, but are not limited to: Files for Areas I-IV;

Research Documents; Internal Organization; and Correspondence relating to Treatment Programs
on Detention Facilities. : )

ination of all aspects

Files are maintained for all

the 24 jurisdictions of the state;
state and local agencies; all administra—

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
. ‘ - g .
O LETTER Si1z= O MICROFILM . O ALPHAEETICAL FILE DRAWER(S)
O MICROFILM REEL(S)
O LEGAL SIzE 0O COMFUTER TAPE O NUMERICAL 4 O COMPUTER TAPE(S)
NUMBE .
O BOUND BOOK O FLOPPY DISK O CHRONOLOGICAL . U OTHER(SPECIFY)
, - _
fi::; TAPE O VIDEO TAPE GEOGRAPHICAL {0. ANNUAL ACCLMULATION
{ SPECIFY) C OTHER(SPECIFY) O FILE DRAWER(S) -°
' 1 O MICROFILM REEL(S)

RUMBEER U COMPUTER TAPE(S)
O OTHER{SPECIEY]

i 11+ pFrLE 1S useED _ "12. FILE BECOMES INACTIVE AFTER
E , 5
= a o o O MONTH(S) ® YEAR(S)
DAILY WEEKLY MONTHLY ROREET ‘
. b
' 13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? '

i vyes, sPreciFY raENCY OR OFFicCE)
OvYEsS B NO

15. ACCESS RESTRICTIONS & YES O NO 4 16, lAUDIT REQUIREMENTS
(1" yes, ci1TE LAW(S) & rREGULATION(S)
Annotated Code of Maryland; Courts and . ® NONE O STATE O FEDERAL 0O INDEPENDENT

—Judiecial Preoceecdi o 2. 090
LA TOCCCUTITE Oy J IOz
17. 1S AN INDEX SYSTEM USED? {ir YES.E:PLAIN

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

OvyEs ¥ No . z Retain for thirty (30) years, then destroy.
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMEER 21. DATE

on Dailey 333-6337 : 11/30/90

anagement Analyst

DGS 350-4 (REVISED 2/87)

et el P e e v, . - . L - .
SRR Rt e REYR Re T  a e




INSTRUGCTIGNS - -TYPE OR PRINT A DEFARTMENT OF GENERAL SERVICES s
SEPARATE FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD 72783 WATERLOO RQAD
WITH RECORDS RETENTION SCHEDULE P.O. BOX 273 PAGE 2 oF 31
{DGS 3580-1) . JESSUP, MARYLAND 20794 -
1. DEFARTMENT /AGENCY 2. DIVISION 3. UNIT

. of Juvenile Services Field Services Inter—State Compact

A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR
CEFINITION-RECORD SERIES-
REFERENCE AS WELL AS RETENTION AND DiSPOS ©

4. RECORD SERIES TITLE - _ 5. EARLIEST YEAR/LATEST YEAR
Inter-State Compact — Headquarters 1370 1o _Present

6. RECORD SERIES DESCRIPTION (PR!EFLY DESCRIBE THE TYPKS OF INFORMATION/DOCUMENTS/FORMS FOUND

‘N THE SERIES. . INCLUDE THE PURPOSE OR FUNCTION OF THE SEFIES)
The Maryland Interstate Compact for Juveniles is res
of youth across state boundaries while serving the ends of justice, the welfare of the youth,
and the protection of the community. Files generally consist of all correspondence between the
various states involved, the field offices, and this unit. Files consist of, but are not
limited to, the following: Pre-dispositional Investigation Long Form; Rules of Probation;
Disposition Order, Application for Compact Services; Memorandum of Understanding and Waiver
Request for Placement; Investigation and/or Out-of-State Supervision; Correspondence from other

States; Report Cards and Transcripts; Psychological, Psychiatric, and Medical Evaluations; and
Social Histories. ' '

ponsible for the tracking and transferring

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

@ LETTER SIZE O MICROFILM . & ALPHAEETICAL Q FILE DRAWER(S)
O MICROFILM REEL(S)

O LEGAL si1zE 0O COMFUTER TAPE 0 NMMERICAL 12 O COMPUTER TAFPE(S)
NUMBER OTHER(SPECIFY)

0 pouND BOOK O FLOPPY DISK O CHRONOLOG|CAL .

D.:lo TAPE U VIDEO TAPE 0 GEOGRAPHICAL 10. ANNUAL ACCUMULAT ION

0 OTHER(SPECIFY) O OTHER(SPECIFY) O FILE DRAWER(S}
' — 0 — 0O MICROFILM REEL(S)
RGREPE O COMPUTER TAPE(S)
0 OTHER(SPECIEY)

| 11- FiLe 1S useD 12. FILE BECOMES INACTIVE AFTER
' ® DAILY O WEEKLY O MONTHLY rowdey | MONTH(S) & YEAR(S)
| 13. CURRENT LOCATION(S) (ELDG.,FLOOR, ROOM) 14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?

tir vyes, spEcIFY raENcY OR OFFicE)
B yES O NoO

15. ACCESS RESTRICTIONS ! YES 0 No 16. AUDIT REQUIREMENTS
{tr yes, ciTE LAW(S8) & rREGULATION(S) ,
Annotated Code of Maryland - Courts and R NONE O STATE O FEDERAL 0O INDEPENDENT

17. IS AN INDEX SYSTEM USED? (1P YES.E>PLAIN

18, RECCMMENDED RETENTION
BRIEFLY AND DESCRIBE ANY HARDWARE./SOFTWARE)

a Ygs ® No ' _ ' Retain for three (3) years after case
- e closed, ‘or‘youth's 21st birthday.

1 AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

n Dailey 333-6337 11/30/90
Management Analyst

DGS 350-4 (REVISED 2/87)




INSTRYCTIGNS - -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

7275 WATERLOO ROAD
P.O. BOX 278
JESSUP, MARYLAND 20794

PAGE 3 oOF _31

1. DEFARTMENT /AGENCY

« of Juvenile Services

2. DIVISION

Field Services

3. WNIT

Local Offices

ZCORDS NORMALLY FILED
CEFINITION-RECORD SERIES.A 9ROUP OF RELATED R

4. RECORD SERIES TITLE

Personnel Records

REFERENCE AS WELL AS RETENTION AND DISPOSs

AND USED AS A UNIT FOR
(v}

5. EARLIEST YEAR/LATEST YEAR
1967 10 Present

ing: MS22; MS100;
Screening Report;
Beneficiary Form;

4N THE SERIES.

special and general personnel records.

BRIKFLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS FOUND
6. RECORD SERIES DESCRIPTION (™! / /
INCLUDE THE PURPOSBE OR FUNCTION OF THE 88”1!8)

Files include all standard personnel forms as well as other media which support data for both
Files may include, but are not limited to, the follow-
Appointment Letter, Payroll Forms; Position Action Request; Recruitment
Transaction Form; Withholding Exemption Certificate; Designation of
Retirement Form; Affirmative Action Plan; Police Checks; Grievance Actions;
Orientation Program; Employment History; Commendations; Counseling Sessions; Efficiency Ratings;
Health Insurance Benefits; Leave Cards; Probations; Promotions; Resumes; Reclassifications;
Training Information; Sick Leave; Substance Abuse; Suspensions; Temporary Employment; Letters
of Retirement; Resignation, Transfer, on Dismissal; General Correspondence; etc.

7. RECORD SERIES FORMAT(S)

X LETTER S1ZE 0O MICROFILM

0 LEGAL S1ZE 0O COMFUTER TAPE
0 pounD POOK O FLOPPY DISK
D.uo TAPE 0O VIDEO TAFE

o OTHER( SPECIFY)

8. RECORD SERIES SEQUENCE
B ALPHAEETICAL
0 NUMERICAL

O CHRONOLOGICAL,

9. VOLUME
& FILE DRAWER(S)

39 O MICROFILM REEL(S)

O COMPUTER TAPE(S)

NUMB E '

=R 0 oTHER(SPECIFY)

O GEOGRAPHICAL

0O OTHER(SPECIFY)

10. ANNUAL ACCUMULAT ION

® FILE DRAWER(S)
O MICROFILM REEL(S)
O COMPUTER TAPE(S)
O CTHER|{SPECIFY )

Renwew

1. piLE 1S USED

X pAalLY O wEEKLY

12,

C MONTHLY

RUREEY

FILE BECOMES INACTIVE AFTER
O MONTH(S)

® YEAR(S)

All Local Offices in State

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

xyEs D nNO

14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?
tir vy=s, seeEciry saEncy or orrice)

DJS Headquarters

15. ACCESS RESTRICTIONS

—Annotated Code of Maxyland

O YES & NO

BRIEFLY AND DESCRIBE ANY HARDIARE/!OFTUARE}

X YES 0O No 16. AUDIT REQUIREMENTS
(1" yEs, ciTe LAW(S) & REGULATION(S)
State Government Article Section 10-616 FNONE O STATE O FEDERAL U INDEPENDENT
17. 1S AN INDEX SYSTEM USED? (I1r YES.EXPLAIN ‘lB. REC ED RE 1ON

Retain for five (5) years after
termination of employment, then destroy

1 AND TITLE OF PREPARER

on Dailey
Management Analyst

20.

333-6337

TELEPHONE NUMEER

21. DATE
11/30/90

DGS 350-4 (REVISED 2/87)




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

REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE

DEFARTMENT OF GENE‘RA.L SERVICES
RECORDS MANAGEMENT DIV1SION
7278 WATERLOO ROAD
P.O. BQX 275

AGENCY RECORDS INVENTORY |

PAGE __4 oF __31

{DGS 330-1)

JESSUP, MARYLAND 20794

1. DEFARTMENT /AGENCY

[.. of Juvenile Services

2. DIVISION

Field Services

3. WINIT
Local Offices

a or LATED RECORDS NORMALLY PFILED AND USED AS A UNIT FOR
CEFINITION-RECORD SERIES.? ROUP RE

REFERENCE AS WELL AS RETENTION AND DISFOS|TION PURPOSESR
4. RECORD SERIES TITLE ) )
General Files

5. EARLIEST YEAR/LATEST YEAR
19671 To _Present

6. RECORD SERIES DESCRIPTION (27%!XFLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS|FORMS FOUND

. ) ‘IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES)
Release Documents used for supportive information. Record series may include, but is not
limited to, the following: Bills for supplies; equipment, or services; Monthly Accident Reports;
Law Related Documents; Form Letters; Inventory Records; Outdated or Obsolete Forms; Clinical
Services; Interdepartmental Letters and Memos; Expense Reports; Mileage Forms; Supply Requests;
Correspondence and Memos on Programs or Facilities; Volunteer Coordinator Information;
Departmental Policies and Regulations; Job Announcements; OSHA Documents; Certificates of

Records.. Disposal; Monthly/ Caseléad Requests; ISYS Printouts; Minutes of Meetings, and Assorted
Correspondence.

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

X FILE DRAWER(S)

0 MICROFILM REEL(S)
0 NUMERICAL 124 0 comPUTER TAPE(S)
NUMBER OTHER( SPECIFY)

X LETTER SIZE O MICROFILM O ALPHAEETICAL
0 LEGAL sS1zE 0O COMFUTER TAPE

0O BouND BOOK O FLOPPY DISK 3 CHRONOLOGICAL

C.Dlo TAPE 0O VIDEO TAPE 0 GEOGRAPHICAL

O OTHER(SPECIFY)

10. ANNUAL ACCUMULAT ION
R FILE DRAWER(S)
64.5 O MICROFILM REEL(S)
RGRBER O COMPUTER TAPE(S)
0 OTHER(SPECIEY)

O OTHER(SPECIFY)

FILE 1S USED 12.
X pAlLY O WEEKLY O MONTHLY

FILE BECOMES INACTIVE AFTER

H‘Q O MONTH{S) 0 YEAR(S)

14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?

tir vyes, sepeciry saEncy or orFrice)
O YyEs XnNO

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

All Local Offices

15. ACCESS RESTRICTIONS & YES O No 16. AUDIT REQUIREMENTS
(1 yes, ci1Te Law(s) & rEGuLATION(S)

State Government Article Section 10-616 O NONE R STATE 0O FEDERAL 0O INDEPENDENT

—Annotated Code of Maryland -
17. 1S AN INDEX SYSTEM USED? (1P vmg.E>PLAIN
BRIEFLY AND DESCRIBE ANY HARDIARE/BOFTIARR)

s

18. RECOCMMENDED RETENTION

Cyes 8 no - ‘ Retain permanently

1 AND TITLE OF PREPARER 20. TELEPHONE NUMEER 21. DATE
Don Dailey 333-6337 -11/30/90
Management Analyst

DGS 350-4 (REVISED 2/87)




ISTRUCTIQNS --TYPE OR PRINT A
SZPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
¥ITH RECORDS RETENTION SCHEDULE
(DGS 580-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO RQAD
P.O. BAX 275
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE 5 oF 31

t. ARTMENT | AGENCY

« of Juvenile Services

2. DIVISION

Field Services

3. NIT

Local Offices

A GROUP OF RELATED RECORDS NORMALLY FILED
CEFINITION-RECORD SERIES-
N REFERFNCE AS YELI AS RETENTION AND DISPOS

4. RECORD SERIES TITLE

Master Control Cards

AND USED AS A UNIT PFOR

1TION PURPOSES
5. EARLIEST YEAR/LATEST YEAR
1968 To Present

§. RECORD SERIES DESCRIPTION (™7

This record of 5"x8" Cards applies to all 1
children referred to a particular jurisdict

following information for each

Date of Birth; Address; Phone Number;

Judge's Name;
Information.

KFLY DEBCRIBE THE TYPES OF INFOMTION/DOCMTS/FOM rOUND

THE SERIES.

ion.
child: Information

INCLUDE THE PURPOSE OR FUNCTION OF THE BEI.’TZS)

ocal offices that maintain ongoing records of
These cards may contain all or some of the

System Number; Youth's Name; Sex; Race;
Case Number; Date of Offense;
Juvenile Counselor's Name;

Offense; Court Information;

Inves;igation Information; and Disposition Papers

7. RECORD SERIES FORMAT(S)

J LETTER SIZE O MICROFILM

Jd LEGAL S1zE O COMFUTER TAPE
0 pouND BOOK O FLOPPY DISK
O‘I'blo TAPE O VIDEO TAPE

R OTHER( SPECIFY)

5"x8" Index Cards

8. RECORD SERIES SEQUENCE
G ALPHABETICAL
O NUMERICAL
0 CHRONOLOGICAL
O GEOGRAPHICAL

0 OTHER{SPECIFY)

8. VOLUME

X FILE DRAWER(S)
262.5 O MICROFILM REEL(S)
- O COMPUTER TAPE(S)
NUMBER OTHER(SPECIFY)

10. ANNUAL ACCUMULATION

8 FILE DRAWER(S)
19 U MICROFILM REEL(S)
ROWEER O COMPUTER TAPE(S)
O OTHER{SPECIFY )

FILE 1S USED 12. FILE BECOMES INACTIVE AFTER
= a o Age 21+5 O MONTH(S) ® YEAR(S)
DAILY WEEKLY MONTHLY e

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

All Local Offices

14. IS RECORD SERIES DUPL ICATED ELSEWHERE?

tir vyes, sepeciry raency or orrice)
O YEs &NO

15. ACCESS RESTRICTIONS

5 YES

(1P vyes, ciTe Law(s) & rEGuLATION(S)

Annotated Code of Maryland; Courts and
s s ; 29

8 No 16.

AUDIT REQUIREMENTS

§ NONE O STATE O FEDERAL O INDEPENDENT

'17. IS AN INDEX SYSTEM USED?T (1r ymS.mE>PLAIN
BRIEFLY AND DESCRIBE ANY HARDWARE/ SOFTWARE )

OyEs & NoO

RECOMMENDED RETENT ION

Retain for thirty (30) years, then destroy.

1 AND TITLE OF PREPARER
on Dailey

Management Analyst

20. TELEPHONE NUMBER
333-6337

21. DATE

11/30/90

DGS 3350-4 (REVISED 2/87)




w INSTRUGTIGNS - -TYPE OR PRINT A
5ZPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
¥1TH RECORDS RETENTION SCHEDULE
(DGS 380-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

727% WATERLOO RQAD
P.O. BQX 2753
JESSUP, MARYLAND 20794

PAGE _6  ofF 31

1. ARTMENT /| AGENCY

« of Juvenile Services

2. Division

Field Services

UNIT

Local Offices

3.

A GROUP OF RELATED RECORDS NORMALLY FILED
CEFINITION-RECORD SERIES-
REFERFENCE AS WELL AS RETENTION AND DISPOS

4. RECORD SERIES TITLE

Intake Files

AND USED AS A UNIT FOR
ITION PURFPOSES

5. EARLIEST YEAR/LATEST YEAR
1976 T _Present

Decision Report;

Sheet; Notice of Hearing;

and Master Card.

4N THE SERIES.

The purpose of this series is to monitor and track
may contain, but is not limited to,

Parent and Victim
Community Service

youth under DJS supervision.
the following documents: Police Reports;
Correspondence Relative to the Case;
Referrals to Other Agencies or Programs;

Information System for Youth Services (IS

BRIKFLY DESCRIBE THE TYPES OF [INFORMATION/DOCUMENTS /FORMS FOUND
6. RECORD SERIES DESCRIPTION | / /
INCLUDE THE PURPOSE OR FUNCTION OF THE SEFIES )

The series
Intake Interview/

Intake Referrals; School Reports;

Reports of Progress from Other Agencies; Case Notes;
YS) Forms and Printouts;
Notice of Decision;
Restitution; Consent for Informal Adjustment;

Standard Intake Forms; Face
Letters; Estimates for
Referral; Disposition Letters;

7. RECORD SERIES FORMAT(S)

% LETTER S1ZE U MICROFILM

d LEGAL S1zE 0O COMFUTER TAPE
0 pouND BOOK O FLOPPY DISK

C‘:lo TAPE O VIDEO TAPE

0 OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
& ALPHAEETICAL
O NUMERICAL
O CHRONOLOGICAL
O GEoGRAPHICAL

O OTHER(SPECIFY)

9. VOLUME
X FILE DRAWER(S)
O MICROFILM REEL(S)
267.5 O COMPUTER TAPE(S)
NUMBER 0 orHER(SPECIFY)

ANNUAL ACCUMULAT 1ON
8 FILE DRAWER(S)
O MICROFILM REEL(S)
O COMPUTER TAPE(S)
0 OTHER(SPECIEY)

10.

11. piLE 1S USED

X pAlLY O WEEKLY

12.

Age ilES

0O MONTHLY

FILE BECOMES
O MONTH(S)

INACTIVE AFTER
& YEAR(S)

All Local Offices

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

tir yes, se
O YEsS & NO

14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?

ECIFY 2.GENCY OR OFFICE)

15. ACCESS RESTRICTIONS

@ YES
(1r yes, ciTe Law(s) & rEcuLATION(S)

a No 16.

AUDIT REQUIREMENTS

B NoNE 0O STATE O FEDERAL 0O INDEPENDENT

17..

OyeEs X NO

Annotated Code of Marz;and; Courts and Judicial

IS AN INDEX SYSTEM USED? (1r YRS.EXPLAIN
BRIEFLY AND DESCRIBE ANY HARDWARE/SOFTWARE )

RECOMMENDED RETENT ION

Retain for three (3) years, after 18th
or 21st birthday, case closed.

1 AND TITLE OF PREPARER

on Dailey
Management Analyst

20. TELEPHONE NUMEER

333-6337

21. DATE

11/30/90

DGS 550-4 (REVISED 2/87)




INSTRUCTIGNS - -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
7275 WATERLOO ROQAD
P.O. BQX 2753

AGENCY RECORDS INVENTORY

|
-

PAGE __7 OF
(DGS 350-1) JESSUP, MARYLAND 20794
1. ARTMENT /| AGENCY 2. DIvIisION 3. INIT ]I
Dg-. of Juvenile Services Field Services Local Offices

A {~] QF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR
CEFINITION-RECORD SERIES-A 9ROUP

REFERENCE AS WELL AS RETENTION AND DISPOS[TION PURFOSES

4. RECORD SERIES TITLE

5. EARLIEST YEAR/LATEST YEAR

Case Folders 1965 To _Present

R IPTioN (BRIEFLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS FOUND

IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SEFIES)
Series contains pertinent information on youth inv
may include, but are not limited to, the following: Police Reports;
Education Complaints; Parents' Complaints;
Appointment or Disposition Letters;
Petitions; Court Orders;
Consentual Agreements;

olved in the juvenile justice system. Document

Citizen Complaints; Board of
Intake Disposition Forms; Intake Process Forms;
Restitution/Victim Impact Statements; Risk/Needs Forms;
Investigations; ISP and Orientation Forms; Conditions of Probation;
Informal Supervision Consent Forms; Psychological/Psychiatric Evaluations;
Computer Printouts; Vendor Reports; Detention/Shelter Care Forms; Drug and Alcohol Assessments:
Social Studies; Medical and Education Information; and Related Correspondence. ’

S

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
® s
X LETTER SiZE O MICROFILM @ ALPHAEETICAL FILE DRAWER(S)
780.5 O MICROFILM REEL(S)
d LEGAL SI1ZE 0O COMFUTER TAPE 0 NUMERICAL = O COMPUTER TAPE(S)
NUMBER 0 orppR(sPECIFY)
0 BoUND BOOK O FLOPPY DISK O CHRONOLOGICAL d
J‘IO TAPE 0O VIDEO TAFE 0 GEOGRAPHICAL 10. ANNUAL ACCUMULAT ION
O OTHER(SPECIFY) O OTHER(SPECIFY) ¥ FILE DRAWER(S)
196 O MICROFILM REEL(S)
RUNMBEER O COMPUTER TAPE(S)
0 orHER(SPECIEY) [
11. riLE 1S UsED 12. FILE BECOMES INACTIVE AFTER
& pAILY O WEEKLY O MONTHLY Agenﬁﬁg. O MONTH(S) ® YEAR(S) {

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

tir yes, seeciry raENCY OR OFFice)

All Local Offices OvYeEs ® NO

15. ACCESS RESTRICTIONS & YES O No
(1" yes, ciTe LAw(S) & rEGuULATION(S)

Courts and Judicial Proceedings, Sec. 3-828

16. AUDIT REQUIREMENTS

B NONE 0O STATE 0O FEDERAL 0O INDEPENDENT

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

18.
BRIEFLY AND DESCRIBE ANY MARDWARE/SOFTWARE)

RECCMMENDED RETENT JON

0YEsS X NoO Retain for yp e (3) years after case

closed or 21st birthday.

20. TELEPHONE NUMEER
333-6337

21. DATE

11/30/90

n.m: AND TITLE OF PREPARER

Don Dailey
Management Analyst

DGS 550-4 (REVISED 2/87)




![45[&119‘:(§--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
W{TH RECORDS RETENTION SCHEDULE
(DGS 3850-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7275 WATERLOO ROAD

.0. Bax 278
P PAGE _8

or 31

JESSUP, MARYLAND 20794

1. DEFARTMENT /AGENCY

2. DIVISION 3. WNIT

Field Services

. of Juvenile Services

Local Offices

a Q D RECORDS NORMALLY & D AND USKED AS A UNIT FOR
CEFINITION-RECORD SERIES.M 9ROUF OF RELATE LY FILE

4, RECORD SERIES TITLE

Court Files

REFERFENCE AS WELL AS RETENTION AND DISPOS|T[ON PURPOSES

5. EAFH-'XEST YEAR/LATES-K'. YEAR
1980 T™O Pragent

‘IN THE SERIES.

Documents include, but are not limited to,
School Records; Psychiatric and Ps
History Investigations; Court Orders;

Index Master Cards; and Related Correspondence.

This series consists of cases referred to Juvenile

| 4.4 D R1B THE TYPES OF INFORMATI!ION/DOCUMENTS/FORME MFOUND
6. RECORD SERIES DESCRIPTION (°7!XFLY DESCRIBE / /

INCLUDE TME PURPOSE OR FUNCTION OF THE SEL’!!S)

Court and their disposition thereafter.

the following: Police Reports; Juvenile Petitions;
ychological Evaluations;

. Probation Agreements;
Information System for Youth Services (ISYS) Printouts;

Forms; Progress and Conduct Reports; Adjudication Orders;

Progress and Conduct Reports; Social
Termination Summaries; Field Notes;
Individual Service Plan and Orientation
Prior Record of Contacts; Case Notes;

X LETTER SIZE O MICROFILM
d LEGAL SizE O COMFUTER TAPE O NUMERICAL
0O BouND BOOK O FLOPPY DISK

C.:lo TAPE O VIDEO TAPE

0 OTHER(SPECIFY)

& ALPHAEETICAL

O CHRONOLOGICAL
O GEOGRAPHICAL

O OTHER(SPECIFY)

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

® FILE DRAWER(S)
75 O MICROFILM REEL(S)
C COMPUTER TAPE(S)

NUMBER 0 orppp(sPECIFY)

10. ANNUAL ACCUMULAT ION
B FILE DRAWER(S)
31 0 MICROFILM REEL(S)
RGNEER O COMPUTER TAPE(S)

O OTHER(SPECIFY )

1. piLE IS USED

X pAILY 0 WEEKLY O MONTHLY

12. FILE BECOMES INACTIVE AFTER

. ;a O MONTH(S) R YEAR(S)

13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM)
All Local Offices

14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?

tir yes, sreciFy sraENCY OR OFFicE)
O vyEs § NO

15. ACCESS RESTRICTIONS ® YES 0 No

" (1r yes, ci1TE LAwW(s) & rEGuULATION(S)
Courts and Judicial Proceedings, Subtitle 8,
—Seetion—3-828 :

16. AUDIT REQUIREMENTS

# NONE O STATE O FEDERAL O (NDEPENDENT

17. IS AN INDEX SYSTEM USED? (1p vES.E>PLAIN
BRIEFLY AND DESCRIBE ANY HARD.ARE/!O"'ARE)

Oyes & No

18. RECCMMENDED RETENTION

Retain for tfiree’ (3) years after case:

closed or 21st birthday.

1 (AME. AND TITLE OF PREPARER 20,
n Dailey
Management Analyst

333-6337

TELEPHONE NUMEER

21. DATE
11/30/90

DGS 550-4 (REVISED 2/87)




ISTRUCTIQNS - -TYPE OR PRINT A
SZPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
¥ITH RECORDS RETENTION SCHEDULE
(DGS 380-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO RQAD
P.O. BOX 275
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE 9 oF _31

1. DEFARTMENT /AGENGCY
‘. of Juvenile Services

2. DIVISION

Field Services

3. NIT

Local Offices

’ GROUP OF RELATED RECORDS NORMALLY FILED
CEFINITION-RECORD SERIES-?
. REFERENCE AS WELL AS RETENTION AND DIXFOS

4. RECORD SERIES TITLE

Probation and Aftercare Case Folders

AND USED AS A UNIT MFOR
LTION PUBPOSES
5. EARLIEST YEAR/LATEST YEAR

—3970- T° _puegent

. RECORD SERIES iPTion (PR!EFLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS FOUND

’ ‘4N THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SEF1ES)
applies to youths under court probation.
the following: Court Orders, Social Histories and Other Reports to the Court;
and/or Psychological Evaluations; Case Notes; School Reports; Referrals to Other
Programs; Progress Reports from Other Agencies or Programs; Police Reports;
Petitions; ISYS Forms; Court Related Reports; Computer Printouts; Treatment Plans; Release
Orders; Terminated Summaries; Probation Agreements; Index Master Cards; and Related

This series
limited to,
Psychiatric
Agencies or

Correspondence.

v

Documents include; but are not

7. RECORD SERIES FORMAT(S)

§ LETTER SizE O MICROFILM

d LEGAL SI1ZE O COMFUTER TAPE
0 poND BOOK O FLOPPY DISK
G‘I’nc>wnps 0O VIDEO TAPE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
& ALPHAEETICAL
O NUMERICAL
a CHRONCLOGICAL
O GEOGRAPHICAL

0 OTHER(SPECIFY)

9. VOLUME

X FILE DRAWER({S)

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

NUMB E ( )

R O oTHER(SPECIFY)

¥

10. ANNUAL ACCUMULATION

B FILE DRAWER(S)
38 O MICROFILM REEL(S)
RUMSPR O COMPUTER TAPE(S)
O OTHER(SPECIFY)} |

1. FILE 1S usED

8 pAlLY O $EEKLY

12.

O MONTHLY

- mueer

FILE BECOMES INACTIVE AFTER
O MONTH(S)

& YEAR(S)

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

All Local Offices

14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?

ti1r vyes, sprciry raency or orrice)
O YyES & NO .

15. ACCESS RESTRICTIONS & YES

{1r yes, ci1TE LAwW{8) & rxGguLaTION(S)
Article of Courts and Judicial Proceedings,

g No 16.

AUDIT REQUIREMENTS

X NONE O STATE O FEDERAL 0O INDEPENDENT

17.

OYEsS & No

IS AN INDEX SYSTEM USED? (1pr vyRS.E>PLAIN
BREIEFLY AND DESCRIEE ANY HARDUARE./SOFTWARE )

RECOVMENDED RETENT JON

Retain for three-(3) 'years after case. .
closed or 21st birthday.

1 v AND TITLE OF PREPARER
on Dailey

Management Analyst

20. TELEPHONE NUMEER

333-6337

21. DATE

11/30/90

DGS 350-4 (REVISED 2/87)




|£{SIMIIQI§-‘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

. of Juvenile Services

Field Services

¥ITH RECORDS RETENTION SCHEDULE P.O. BOX 275 il 10 o 31
(DGS 3850-1) JESSUP, MARYLAND 20794
1. DEFARTMENT /AGENCY 2. pDlvision 3. UNIT

Local Offices

CEFINITION-RECORD SERIES-

A GROUPF OF
REFERFENCE AS WELL AS RETENTION AND DIsPros

RELATED RECORDS NORMALLY FILED

4. RECORD SERIES TITLE

Restitution Data Cards

AND USKED AS A UNIT FOR
ITION PURFOSES

5. EARLIEST YEAR/LATEST YEAR

-1985.. T© _Present

by youths.

and Assigned Counselor.

tN THE SERIES.

BRIKFL, DESCRIBE TYPES OF INFORMATION/DOCUMENTS /FORMSE FOUND
§. RECORD SERIES DESCRIPTION ( o P / /
INCLUDE THE PURPOSE OR FUNCTION OF THE SEPIES )

This series consists of index cards summarizing court costs, and/or monetary restitution owed
Information contained on the card include, but is not limited to,
Youth's Name and Address; Victim's Name and Address;

the following:

Restitution/Court Costs Collection Data;

7. RECORD SERIES FORMAT(S)

0 LETTER SIZE O MICROFILM

J LEGAL sS1zE 0O COMFUTER TAPE
0 pouND BOOK O FLOPPY DISK
q‘l}uo TAPE 0O VIDEO TAPE

8 oTHER(SPECIFY)

5"x8" Cards

8. RECORD SERIES SEQUENCE
R ALPHAEETICAL
O NUMERICAL
0 CHRONOLOGICAL
O GEOGRAPHICAL

O OTHER(SPECIFY)

9. VOLUME

O FILE DRAWER(S)
O MICROFILM REEL(S)
7 O COMPUTER TAPE(S)
NUMBER o OTHER(SPECIFY)
5"x8" File Boxes

10. ANNUAL ACCUMULAT ION

O FILE DRAWER(S)

O MICROFILM REEL(S)
n%ﬁégg‘ﬂ COMPUTER TAPE(S)
§ OTHER(SPECIFY)

1. piLE 1S USED

X palLY 0 WEEKLY

12.

O MONTHLY

-

FILE BECOMES INACTIVE AFTER
O MONTH(S)

B YEAR(S)

Some Local Offices

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

O YES XENO

i4, 1S R.ECORD SERIES DUPL ICATED ELSEWHERE?
tir yes, sPeciry raENcY OrR OFFiceE)

15. ACCESS RESTRICTIONS 8 YES

OyEs & NO

(1 yes, ciTe LAw(s) & rxGuLaTION(S)

Annotated Code of Maryland, Article of Courts
17 n lsuAhl‘cllgDD(roce n&ﬁ.’n‘?eﬁ'r 3;1832.8n:ru IN

BRIEFLY AND DESCRIBE ANY HARDWARE/SOFTWARE )

ag No 16, AUDIT REQUIREMENTS
ONONE @ STATE O FEDERAL O INDEPENDENT
18. RECOMMENDED RETENT ION

Retain for

destroy.

twelve (12) years, then

1 AND TITLE OF PREPARER
Don Dailey
Management Analyst

20. TELEPHONE NUMEBER

333-6337

DATE

11/30/90

21.

DGS 550-4 (REVISED 2/87)




LSTRUCTIGNS - - 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

727% WATERLOO RQAD
P.O. BQX 275
JESSUP, MARYLAND 20794

PaGE 11 orF 31

1. DEFARTMENT /AGENCY

. of Juvenile Services

2. DIVIsSIOn
Field Services

3. NIT

Local Offices

CEFINITION-RECORD SERIES.”N 9NCUP OF RELATED RECORDS
. REFERENCE AS WELIL AS RETENTION AND DlﬂPog

NORMALLY FILED

4. RECORD SERIES TITLE

Restitution Case Files

AND USED AS A UNIT FOR

ITION PURPOSESN
5. EARLIEST YEAR/LATEST YEAR
1978 _ To Present

court costs and/or restitution.

N THE SERIES.

Documents may include, but are

DESs BE 8 O o ON FORMS PFOUND
§. RECORD SERIES DESCRIPTION (IRIIPLY CR1! THE TYP ~ IN RMATI! /DOCWTB/
INCLUDE THE PURPOSE OR FUNCTION OF THE SEFTES )

This file for both formal and informal cases in which the youth is required or ordered to pay

not limited to, the following:

Restitution Input Documents; Copies of Receipts; Court Orders; Informal Agreements; Payment
Records; Input Documents; Payment Authorizations; Intake Form; Contract for Hours to be Worked;
Parents Waiver for Liability; Worksite Timesheet; Worksite Evaluation Form; Final Status
Report; and Related Correspondence.

7. RECORD SERIES FORMAT(S)

9 LETTER SIZE 0O MICROFILM

d LEGAL SIzZE 0O COMFUTER TAPE
0 pounND BooK O FLOPPY DISK

C’IO TAPE O VIDEO TAPE

0 OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
F( ALPHAEETICAL
0 NUMERICAL

0 CHRONOLOGICAL

9. VOLUME

® FILE DRAWER(S)
32 O MICROFILM REEL(S)
0 COMPUTER TAPE(S)
NUMBER 0 orppp(sPeciFy)

0 GEOGRAPHICAL

O OTHER(SPECIFY)

10. ANNUAL ACCUMULAT ION

# FILE DRAWER(S)
12 O MICROFILM REEL(S)
RUMEER O COMPUTER TAPE(S)
O OTHER(SPECIEY)

FILE IS USED
X pAlILY

@xl.

O wWEEKLY

12.

0 MONTHLY

FILE BECOMES INACTIVE AFTER
O MONTH(S)

& YEAR(S)

Local Offices

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

O YEs & NO

14. IS R.ECORD SERIES DUPL ICATED ELSEWHERE?
tir vyEs, specirFy raEnNcY or oOFrFice)

15. ACCESS RESTRICTIONS

17.

OyEs & NO

& YES

(1" yEs, ciTe raw{s) & reguLaTION(S)
Annotated Code of Maryland, Courts and

IS AN INDEX SYSTEM USED?T (I1r yES.EXPLAIN
BRIEFLY AND DESCRIBE ANY HARDIARE/BOF‘I’IARS)

0 No 16.

AUDIT REQUIREMENTS

R NoNE O STATE O FEDERAL 0O INDEPENDENT

RECOMMENDED RETENT ION

Retain for twelve  (12) years, then destroy.

{ AND TITLE OF PREPARER
on Dailey

Management Analyst

20. TELEPHONE NUMEER

333-6337

21. DATE
11/30/90

DGS 550-4 (REVISED 2/87)




[!y5152$119ﬂ§;-TYPE OR PRINT A DEFARTMENT OF GENERAL SERVICES _ .
SEPARATE FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORYARD 72783 WATERLOO RQAD

TITH RECORDS RETENTION SCHEDULE P.O. BQX 2738 PAGE 12 OF 31

{DGS 380-1) ‘ _ JESSUP, MARYLAND 20794

1. DEFARTMENT /AGENCY 2. DIviIsSIOnN 3. UNIT

D‘ of Juvenile Services Field Services Local Offices

A GROUP OF RELATED RECOARDS NORMALLY FILED AND USED AS A UNIT FOR
CEFINITION-RECCRD SERIES- ]
- REFERENCE AS WELL AS RETENTION AND DISPOS]TION PURPOSES

4. RECORD SERIES TITLE | ‘| 5. EARLIEST YEAR/LATEST YEAR
Employee Timekeeping Records ' 1985 1o _Present

. BRIKFILY DEKSBCRIBE THE TYPKES OF INFORMATION/DOCUMENTS /FORMS FOUND
6. RECORD SERIES DESCRIPTION (2™} : / /
’ ‘IN 'ﬂ’E SERIES. ‘ INCLUDE THE PURPOSE OR FUNCTION OF THK SEPTIES )

This series concerns the time worked by personnel. Documents may include, but are not
limited to, the following: Time Sheets Completed Daily by Each Employee; Copies of Timesheets
Forwarded Weekly to Headquarters; Leave Cards; Physicians' Verification of Sick Leave Usage;

Notices of Appointments for Doctor's Visits; Accident Reports; Vacancy Reports; Memos and
Directives; and Related Correspondence.

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE { 9. VOLUME
=
% LETTER SI1ZE O MICROFILM O ALPHAEETICAL FILE DRA¥ER(S)
O MICROFILM REEL(S)
QO LEGAL SIZE O COMFUTER TAPE O NUMERICAL 2.5 0 COMPUTER TAPE(S)
NUMBE
o
0 pounD BOOK O FLOPPY DISK §# CHRONOLOGICAL ] OTHER({ SPECIFY)
a .
G‘Mo K o vibEo T ¢E0 lcAL. 10. ANNUAL ACCUMULAT ION

0 OTHER( SPECIFY) 0 OTHER(SPECIFY) ’ . B FiLE DRAWER(S)
’ ) 1 O MICROF ILM REEL(S)
RGNEER O COMPUTER TAPE(S)
C oTHER{SPECIFY)

11.

FILE IS USED ' 12. FILE BECOMES INACTIVE AFTER
O palLy & WEEKLY 0 MONTHLY rodEme C MONTH(S) 8 YEAR(S)
13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) =~ 14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?
., tir yes, spEciry sgencY or orFrice)
- All Local Offices

O YES X NoO

15. ACCESS RESTRICTIONS g YEs & No 16. AUDIT REQUIREMENTS
(1" yEs, ci1Te LawW(s) & REGULATION(S) -
’ 0O NONE B STATE O FEDERAL DO INDEPENDENT

. Is 1 . > .

17. IS AN INDEX SYerM USED? {1r ves.=rLAIN 18, RECOMMENDED RETENTION
BRIEFLY AND DESCRIBE ANY HARDWARE/SOFTWARE) L ]

. : Retain for five (5) years, or until all

OYES B pNO , audit requirements have been falfilled,
L - thén destroy.

1 AND TITLE OF PREPARER 20. TELEPHONE NUMEER 21. DATE
on Dailey
Management Analyst 333-6337 11/30/90

DGS 550-4 {(REVISED 2/87)




IE!S[&[ lal§~-TYPE OR PRINT A
"SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
¥ITH RECORDS RETENTION SCHEDULE
(DGS 380-1)

S comos Masnconm Drvision | AGENCY RECORDS INVENTORY
7278 WATERLOO RQAD
P.O. BOX 273
JESSUP, MARYLAND 20794

Pace _13 of 31

1. DEFARTMENT/AGENCY 2. DIVISION
l‘. of Juvenile Services

Field Services

3. UNIT
Local Offices

CEF!NIT]Q‘ RECORD SERIES- A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR

4.,

RECORD SERIES TITLE

Supply Requisitions

REFERENCE AS WELL AS RETENTION AND nlsposﬁ:lgu_zynzgazzg

5. EARLIEST YE.A.R/LATEST‘ YEAR
1987 TO _Preosent

‘IN THE SERIES.

6. RECORD SERIES DESCRIF’T]W (BRIKFLY DESCRIBE THE TYPES OF INFOMTION/DOCWTB/FOM FOUND

INCLUDE TME PURPOSE OR FUNCTION OF THE SKP‘IES)

This series concerns monitoring the ordering of office supplies. Folders may contain all or
some of the following documents: Requisition Forms; Receiving Reports; Memos from the Chief

of Contract Services; Memos from the Accounting Chief or Fiscal Specialist; and Related
Correspondence.

@ LETTER SiZE O MICROFILM

E’:lo TAPE 0O VIDEO TAPE

0 OTHER(SPECIFY)

O GEOGRAPHICAL

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

O ALPHAEETICAL ® FILE DRAWER(S)

O MICROFILM REEL(S)

Q0 LEGAL SI1ZE 0O COMFUTER TAPE O NUMERICAL 1 O COMPUTER TAPE(S)
NUMEER 0 orppp(spectFy
0 oD POOK 0O FLOPPY DISK B CHRONOLOGICAL, . ( )

10. ANNUAL ACCUMULAT ION

0 OTHER({SPECIFY) @ FILE DRAWER(S)

1 O MICROFILM REEL(S)
KRUKESPE C COMPUTER TAPE(S)

a OTHFR(SPECIEY )

i 11.

FILE 1S USED
O pAailLYy 0 wveEALY X MONTHLY

12. FILE BECOMES INACTIVE AFTER

b 13.

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

: 2 O MONTH(S) . ® YEAR(S)

14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?

BRIEFLY AND DESCRIBE ANY HARDIARE/ SOFTWARE )

OyEs ® NoO

Some Local Offices N tir yEs, seeciFy raEncY OR oFrice)
O YES & NO
15. ACCESS RESTRICTIONS g YEs & NoO 16. AUDIT REQUIREMENTS
(1" vyEs, ciTe LAwW(s) & rREGULATION(S)
.ONONE R STATE 0O FEDERAL 0O INDEPENDENT
17. 1S AN INDEX SYSTEM USED? (1pm vzs;n:ruxu

18. RECCMMENDED RETENTION
Retain for five (5) years, then destroy.

AND TITLE OF PREPARER 20. TELEPHONE NUMEER 21. DATE

on Dailey

Management Analyst 333-6337

12/30/90

DGS 350-4 (REVISED 2/87)




] INSTRUCTIGNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
¥ITH RECORDS RETENTION SCHEDULE
({DGS 380-1)

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

AGENCY RECORDS INVENTORY

14 31
PAGE OF

1. DEFARTMENT/AGENCY
. of Juvenile Services

2. Dlvision

Field Services

3. UINIT

Local Offices

CEFINITION-RECORD SERIES-

A GROUP OF RELATED RECORDS NORMALLY FILED
REFERENCE AS YELL AS RETENTION AND DISPOS

4. RECORD SERIES TITLE

Resource Consultant Information

AND USED AS A UNIT FOR
ITION PURPOSES
5. EARLIEST YEAR/LATEST YEAR

—198]1_ TO _Present

DJS supervision.

Related Correspondence.

‘IN THE SERIES.

BRIKF DEBCR!BE 3 OF INFORMATION/DOCUMENTS /FORMS PFOUND
8. RECORD SERIES DESCRIPTION | inid < THE TYI / /
’ INCLUDE THME PURPOSE OR FUNCTION OF THE BEHESl

This file pertains to information on programs available for possible placement of youth under
Documents may include, but are not limited to, the following: LCC Information
Brochures; Placement Materials — In,and Out-of-State; Budget Packets; School Information;
Contracts; Purchase Orders, Invoices; ProgramsMaterial; Requests for Proposal; Regulations for
SCC; Monthly Reports; Negotiated Rates of Payment; Files on Youth Previously in Placement; and

7. RECORD SERIES FORMAT(S)

& LETTER SIZE U MICROFILM

d LEGAL S1zE O COMFUTER TAPE
0 BoUND BOOK O FLOPPY DISK
0’:10 TAPE O VIDEO TAPE

0 OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
O ALPHABETICAL
0 NUMERICAL
R CHRONOLOGICAL
O GEOGRAPHICAL

O OTHER(SPECIFY)

9. VOLUME

B FILE DRAWER(S)
O MICROFILM REEL(S)
63 O COMPUTER TAPE(S)

NUMBER § orppp(speciFy)

10. ANNUAL. ACCUMULAT ION
# FILE DRAWER(S)
10 O MICROFILM REEL(S)
RUKEER O COMPUTER TAPE(S)
Q orHER(SPECIEY) |

1. pILE 1S USED

X palLY 0 wEEKLY

O MONTHLY NUREEE

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

® YEAR(S)

Local Offices

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

14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?

t1r vyEs, seECIFY raENCY OR OFFicE)
O YES & NO

15. ACCESS RESTRICTIONS

Q YES
(1" Y8, ciTx LAw|s) & rEGuLATION(S)

& NO 16. AUDIT REQUIREMENTS

O NONE & STATE O FEDERAL 0O INDEPENDENT

CYEs & nNO

17. IS AN INDEX SYSTEM USED? {IPF vysS.EOPLAIN
BRIEFLY AND DESCRIEBE ANY HARDIARE/!OFT'ARK)

#

18. RECOMMENDED RETENT ION

Retain for five (5) years, then destroy.

t AND TITLE OF PREPARER 20. TELEPHONE NUMEER 21. DATE
Don Dailey
Management Analyst 333-6337 11/30/90

DGS 3550-4 (REVISED 2/87)




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

REVISED RECORD SERIES. FORWARD
#1TH RECORDS RETENTION SCHEDULE
{DGS 380-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7275 WATERLOO ROAD
P.O. BAX 278
JESSUP, MARYLAND 20794

PAGE 15 ofF 31

1. DEFARTMENT/AGENCY

N

D . of Juvenile Services

2. DIVISION

Field Services

3. UINIT
Local Offices

CEFINITION-RECORD SERIES-

A GROUP OF RELATED RECORDS NORMALLY FILED
REFERENCE AS WELL AS RETENTION AND DISPOS

4., RECORD SERIES TITLE

Supervisor's Records

AND USED AS A UNIT FOR

ITION PURPOSES
5. EARLIEST YEAR/LATEST YEAR

1924, TO _Present

Departmental,

4N THE SERIES.

This series contains assorted documents which are kept by the supervisors.
include; but are not limited to,

the following: Government Polic

Caseload Statistical; Popula
and General Correspondence.

BRIEFLY DEECRIBE THE TYPES OF INFORMATION/DOCUMENTS /FORMS FOUND
¢. RECORD SERIES DESCRIPTION ( / /
‘ INCLUDE THE PURPOSE OR FUNCTION OF THE BEFRIES)

The documents
ies and Procedures (State

and Local); State Vehicle Statistics; Sample Forms; Descriptions of Vendor
Programs; Job Application Forms; Yearly Evaluations; Employee Memos;
Commendations; Employee Reprimands;
Notes of Meetings and Conferences;

Leave Documents; Employee
tion Counts; Case Assginments;

7. RECORD SERIES FORMAT(S)
X LETTER SI1ZE O MICROFILM
0 LEGAL S1ZE O COMFUTER TAPE
0 pounD BOOK O FLOPPY DISK
O‘lo TAPE O VIDEO TAPE
0 OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
8 ALPHABETICAL
0O NuMERICAL

0 CHRONOLOGICAL

9. VOLUME

® FILE DRAWER(S)
O MICROFILM REEL(S}
11 O COMPUTER TAPE(S)

NUMBER 0 omipp(sPECIFY)

O GEOGRAPHICAL

O OTHER({SPECIFY)

ANNUAL ACCUMULAT ION
8 riLE DRAWER(S)
.5 O MICROFILM REEL(S)
ROEER U COMPUTER TAPE(S)

10.

FILE 1S USED

® DAILY 0 WEEKLY

12.

O MONTHLY

ROREEr

FILE BECOMES
O MONTH(S)

INACTIVE AFTER
R YEAR(S)

O oTHER(SPECIFYY ]

(1r yES, ci17TE taw(s) & rEGuULATION(S)

13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPL |CATED ELSEWHERE?
Local Offices "~ t1r vEs, seEciry raency or orrice)
OYES &NoO
15. ACCESS RESTRICTIONS a ves & NO 16. AUDIT REQUIREMENTS

XNONE O STATE O FEDERAL O [INDEPENDENT

17.

Ovyes ® NoO

IS AN INDEX SYSTEM USED? (1r YRS.EXPLAIN
BREIEFLY AND DESCRIRBE ANY HARDWARE/ SOFTWARE )

18.

RECOMMENDED RETENT ION

Retain for five (5) years, then destroy.

19, AND TITLE OF PREPARER

on Dailey
Management Analyst

20. TELEPHONE NUMEER

333-6337

21. DATE

11/30/90

DGS 350-4 (REVISED 2/87)




IE‘S[%[IQ(§--TY‘PE OR PRINT A
‘'SEPARATE FORM FOR EACH NEW OR
REVISED RECORD ‘SERIES. FORWARD
¥ITH RECORDS RETENTION SCHEDULE

DEFARTMENT OF GENERAL SERVICES
RECORDS MAMAGEMENT DIVISION
7278 WATERLCO ROAD

P.O. BOX 27%

AGENCY RECORDS INVENTORY

16 31

PAGE OF
({DGS 550-!) JESSUP, MARYLAND 20794
1. DEFARTMENT /AGENCY 2. DIVISION 3. UNIT
D . of Juvenile Services Field Services

Local Qffices

CEFINIT!ON-RECCORD ERIES'A GROUP QF RELATED RECORDS NORMALLY FILED

AND USED AS A UNIT FOR

4., RECORD SERIES TITLE

Children in Need of Supervision (CINS)

REFERENCE AS WEL!L AS RETENTION AND DISPOS|TION PURPOSES

5. EARLIEST YEAR/LATEST YEAR
1985 _ T _Present

4N THE SERIES.

$. RECORD SERIES _DESCRIH‘W (SRIIPLY DESCRIAE THE TYPES OF INPOMTION/DOCWTB/FOM FOUND

This series contains documents for those youths found in need of supervision.
include, but are not limited to, the following: Referrals for Services from the Board of
Education, School Services, or Families; Police Reports; School Reports; Psychological and/or
Psychiatric Evaluations; Case Notes; and Correspondence Regarding the Case.

INCLUDE THE PURPOBE OR FUNCTION OF THE sxm:s)

Documents

7. RECORD SERIES FORMAT(S)
X LETTER SI{ZE O MICROFILM
d LEGAL SIZE 0 COMFUTER TAPE O NUMERICAL

0 pouND BOOK O FLOPPY DISK

D.Jlo TAPE 0O VIDEO TAFE

J OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

& ALPHAEETICAL

O CHRONOLOGICAL
O GEOGRAPHICAL.

U OTHER{SPECIFY)

9. VOLUME

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

I,S O COMPUTER TAPE(S)
NUMBER 0 orHER(SPECIFY)

10. ANNUAL ACCUMULAT ION

# FILE DRAWER(S)
O MICROFILM REEL(S)
ROMEPE O COMPUTER TAPE(S)

O oTHER({SPECIFY) [

FILE 1S USED
& palLYy

? 11.

0O WEEKLY O MONTHLY

12. FILE BECOMES INACTIVE AFTER

3 O MONTH(S) X YEAR(S)

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

Local Offices

14. 1S RECORD SERIES DUPL ICATED ELSEWHERE? !

el' YES, SPECIFY JGENCY OR OFF{CE)

® yEs 0O No Tri-County Youth Services
Bureau

15. ACCESS RESTRICTIONS G YES g No

(1" yes, ciT Law({s) & rEGuLATION(S) )
Courts and Judicial Proceedings, Sec. 3-828

16. AUDIT REQUIREMENTS

B NonE O STATE O FEDERAL 0O INDEPENDENT

17. IS AN INDEX SYSTEM USED? (IP YES .EOPLAIN
BREIEPLY AND DESCRIBE ANY HARDBARE/ SOFTWARE )

QOYeEs & NoO

18. RECCOMMENDED RETENTION

Retain for thrée (3)-years after cisé

closed or youth's 21st birthday.

1 : AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE
n Dailey
Management Analyst 333-6337 11/30/90

DGS 350-4 (REVISED 2/87)




IHSTRUCTIQNS - -TYPE OR. PRINT A
'SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
¥YITH RECORDS RETENTION SCHEDULE

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIV1SION
7278 WATERLOO ROAD
P.O. BOX 273

AGENCY RECORDS INVENTORY

{DGS 3850-1)

JESSUP, MARYLAND 20794

PAGE 17 ofF 31

1. DEFARTMENT /AGENCY

2.
.t. of Juvenile Services

DIVISION.

Field Services

3. UINIT

Local Offices

: : RDS NO
CEF!NITIQI-RECO@ SRIES-A GROUP OF RELATED RECO NORMALLY FILED

AND USED AS A UNIT FOR

REFERENCE AS WELL AS RETENTION AND DISFOS]T]ON PURFQSES

4. RECORD SERIES TITLE

Children in Need of Assistance (CINA)

5. EARLIEST YEAR/LATEST YEAR
1972 .o Present

TYPER O NFO 10N /DOC TS /FORMS FOUND
6. RECORD SERIES DESCRIPTIW (BRIIRLY DEBCRIBE THE 2 OoF 1 RMATION/ UMEN /F

4N THE SERIES.

This series applies to Children in Need of Assistance (CINA) cases.
but are not limited to, the following: Referrals for Service

School Services, and Families; School Reports;
Case Notes; and Correspondence Relating to the

INCLUDKE THE PURPOSE OR FUNCTION OF TKE BBMBS)

Documents may include,
s from the Board of Education;

Psychiatric and Psychological Evaluations;
Case.

7. RECORD SERIES FORMAT(S) .-

&% LETTER SIZE O MICROFILM

O LEGAL SI1ZE 0O COMFUTER TAPE 0 NUMERICAL

Q BOUND BOOK

C‘I'Dlo TAPE

O OTHER( SPECIFY)

U FLOPPY DISK

0O vIDEO TAPE

8. RECORD SERIES SEQUENCE

& ALPHABETICAL

O CHRONOLOGICAL
O GEOGRAPHICAL

~ O OTHER(SPECIFY)

9. VOLUME

® FILE DRAWER(S)
A O MICROFILM REEL(S)
0 COMPUTER TAPE(S)
NUMBER 1 OTHER({ SPECIFY)

10. ANNUAL. ACCUMULAT ION

& FILE DRAWER(S)
O MICROFILM REEL(S)
RUMSER 0 COMPUTER TAPE(S)

\

1. piLE 1S USED

Q palLY

R WEEKLY 0 MONTHLY

12. FILE BECOMES INACTIVE AFTER

3 ) 0O MONTH(S) ® YEAR(S)

. O oTHER(SPECIEYY |

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

Local Offices

14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?

elP‘YE!, SPECIFY 2GENCY OR OFFICE)
O YyEsS & NO

15. ACCESS RESTRICTIONS X YES 8 No
{1 vyes, ciTe LA®W({S8) & REGuULATION(S)

Courts and Judicial Proceedings, Sec. 3-828

16. AUDIT REQUIREMENTS

§ NoNE O STATE 0O FEDERAL O INDEPENDENT

. Is I SYSTEM USED K> .- ‘ i
17. 15 AN INDEX EM ?lir s, mpLan 18. RECOMMENDED RETENT ION
BRIEFLY AND DESCRIBE ANY H.AﬂD-ARE/ BOFTHARE )
q Ygs & no ) Retain for three.(3). years after case
. closed or youth's "2tst birthday.
1 AND TITLE OF PREPARER 20. TELEPHONE NUMEER 21. DATE

n Dailey
Management Analyst

333-6337

11/30/90

DGS 550-4 (REVISED 2/87)




W INSTRYCTIGNS - - TYPE OR PRINT A
SZPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
YITH RECORDS RETENTION SCHEDULE
({DGS 3B0-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.O. BAX 27%

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

Pace _18 oF 31

1. DEFARTMENT /AGENCY

&. of Juvenile Services

2. DIVISION

Field Services

3.

UNIT

A QRO QF RELATED RECORDS NORMALLY FILED
CEFINITION-RECORD SERIES- ur -
. - REFERENCE AS WELL AS RETENTION AND DiSpOS

4. RECORD SERIES TITLE

Closed Adoption Home Study Records

AND USED AS A UNIT PFOR
ITION PURPOSES
5. EARLIEST YEAR/LATEST YEAR

Local Offices—

1969 _ TO _Present

Related Correspondence.

INCLUDE THME

: o o ro FOUND
5. RECORD SERIES DE 1PTioN (PRVXFLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS|FORMS

. L ‘4N THE SERIES. .
Records in this series are the case folders for closed adoption home stu

include, but are not limited to the following: Court Orders;
Criminal Record Checks; Family Income Information;

PURPOSE QR

Caseworker's Notes; Adult
Completed Report with Recommendations; and

FUNCTION OF THE SERTES)
dy cases. Documents

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

d LEGAL S1ZE O COMFUTER TAPE

8. RECORD SERIES SEQUENCE

# ALPHABETICAL

i

VOLUME

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

RUREER

O NUMERICAL 6 O COMPUTER TAPE(S)
NUMBER 0 orHER(SPECIFY)
O BouND BOOK O FLOPPY DISK O CHRONOLOGICAL )
a o '
C.mo TAPE VIDEO TAPE GEOGRAPHICAL 10. ANNUAL ACCUMULATION
O OTHER(SPECIFY) O OTHER(SPECIFY) ¥ FILE DRAWER(S)
‘ 1 O MICROFILM REEL(S)
RUKEER U COMPUTER TAPE(S)}
O OTHER{SPECIFY)
1. piLE 1S uUsED 12. FILE BECOMES INACTIVE AFTER
G DAILY 0 WEEKLY O MONTHLY 5 MONTH(S) O YEAR(S)

15223 0l1ld Marlboro Pike

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

" Upper Marlboro, Maryland 20770

O vyEs Q nNO

14. 1S R'ECORD SERIES DUPL ICATED ELSEWHERE? !
tir yes, serEciry saEncy or orrice)

15. ACCESS RESTRICTIONS

& YES
(1r yEes, ciTE LAw({s) & rmcuLaTION(S)
Court and Judicial Proceedings, Sec. 3-828

g NO

16. AUDIT REQUIREMENTS

53( NONE O STATE O FEPERAL 0O [NDEPENDENT

17. 1S AN INDEX SYSTEM USED? (1P YyRS.EPLAIN 18. RECCMMENDED FRETENT ]ON

BRIEFLY AND DESCRIEE ANY HARDRARE./SOFTWARE )

o yes % nNo . Retain for twenty (?0) years (files and cross-
x referenced on juvenile delinquency cases),
then destroy.

t AND TITLE OF PREPARER 20. TELEPHONE NUMEER 21. DATE

Don Dailey
. Management Analyst 333-6337 11/30/90

DGS 350-4 (REVISED 2/87)




INSTRUCTIGNS - -TYPE OR PRINT A DEFARTMENT OF GENERAL SERVICES

'SEPARA.TE FORM FOR EACH NEY OR RECORDS MANAGEM.EP(T DIVISION AGENCY RECDRDS INVENTURY
REVISED RECORD SERIES. FORWARD ) 7273 WATERLOO ROQAD
¥1ITH RECORDS RETENTION SCHEDULE P.O. BQX 275 19 31
PAGE OF
({DGS 550'1) . JESSUP, MARYLAND 20794
1 . DEFARTMENT/AGENCY 2. DlVISIOnN 3. UINIT
. _of Jﬁvenile Services Field Services Local Offices

CEFINITION-RECORD SER!ES-A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT PFOR

REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSES

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

3 1269 TO Present

(-]
§. RECORD SERIES DESCRIPTION ‘BRIKHLY DESCRIBE THE TYPES Lo lNFORHAT!ON/DOCmTB/POM FFOUND
’ IN THE SERIES. INCLUDER THE PURPOSE OR FUNCTION OF THK BEFIES )

Records in this series are the case folders for closed custody study.cases. Documents in the
series include, but are not limited to, the following: Court Orders; Caseworker's Notes;
Adult Criminal Record Checks; Family Income Information; Motor Vehicle Administration Record
Checks; Completed Report with Recommendations; and Related Correspondence.

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

% LETTER SiZE O MICROFILM §% ALPHABETICAL ® FILE DRAWER(S)
O MICROFILM REEL(S)

0 LEGAL sS1ZE O Cmﬂ TAPE O NuERICAL 4 0O COMPUTER TAPE(S)

NUMBE

0 pouND BOOK U0 FLOPPY DISK 0 CHRONOLOGICAL . O COTHER{SPECIFY]

C.:lo TAPE O VIDEO TAFE O GEOGRAPHICAL 10. ANNUAL ACCUMULAT ION

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

’ O MICROFILM REEL(S)
O COMPUTER TAPE(S)
0 OTHER{SPECIEY)
| 11 piLE 1S USED 12. FiLE BECOMES INACTIVE AFTER
& DAILY 0 WEEKLY O MONTHLY dﬁﬁi!ﬂr & MONTH(S) O YEAR(S)

13. CURRENT LOCATION(S) (BLDG. » FLOOR , ROOM ) 14. 1S R:ECORD SERIES DUPLICATED ELSEWHERE?
15223 01d Marlboro Pike tir vyes, serEciry sraency OrR oOrFrice)
Upper Marlboro, Maryland 20772 8 YEs R No

15. ACCESS RESTRICTIONS & YES g No 16. AUDIT REQUIREMENTS
(1" yes, cite Law{s) & rEguLATION(S)

W NCNE O STATE O FEDERAL 0O [NDEPENDENT
Court and Judicial Proceedings; Sec. 3-828

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

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

Retain for twenty (20) years (files are cross—:
referenced on juvenile delinquency cases and

custody cases may be re-opened by the Court),
then destroy.

ZvyEs O nNoO

1 AND TITLE OF PREPARER 20. TELEPHONE NUMEER 21. DATE

on Dailey

Management Analyst 333-6337 11./30/90
DGS 350-4 (REVISED 2/87) ’




HbIR_l&I SfS--TYPE OCR PRINT A

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

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7278 WATERLOO ROAD

t. of .Juvenile Services

Field Services

WITH RECORDS RETENTION SCHEDULE P.O, BOX 2758 PAGE 20 oF 31
(DGS 380-1) JESSUP, MARYLAND 20794
1. DEFARTMENT /AGENCY 2. plvision 3. UINIT

Resource Consultant Unit

A QRO o RELATED RECDRDS NORMAL. FILED
CEFINITION-RECORD SERIES- ur or Ly
REFERENCE AS WELL AS RETENTION AND DISPOS

4. RECORD SERIES TITLE

Community Services lnit Files

AMND USED AS A UNIT FOR
ITION PUBPOSES

5. EARLIEST YEAR/LATEST YEAR

L0ge_ To _1991

Community Services Unit Files
1.

‘IN THE SERIES.

Clinical
2.
3. Foster—-Care Files - Individual,
4.
5.

Vendor Files - Informational data on placements

licensed Foster—-Care files.

BRIEFLY EBCRIBRE. THE TYPES OF INFORMATION/DOCUMENTS /FORMSE PFOUND
¢. RECORD SERIES DESCRIPTION (2% e / /
INCLUDE THE PURPOSE OR FUNCTION OF THE s!P1!8)

Fiscal.Records - Monthly expenditures & invoices from Purchase of Care, Service,

Contracts - Long form contracts for local services (Shelter—Care & Group Home)
Child Files — Individual child care files for youth in placement

7. RECORD SERIES FORMAT(S)
U LETTER SI1ZE O MICROFILM
% LEGAL SI1ZE 0O COMFUTER TAPE
0 polND BOOK

q‘l’oua TAPE

O OTHER( SPECIFY)

O FLOPPY DISK

C VIDEO TAFE

8. RECORD SERIES SEQUENCE
& ALPHABETICAL
O NWERICAL
O CHRONOLOGICAL
O GEOGRAPHICAL

0. OTHER(SPECIFY)

9. VOLUME
& FILE DRAWER(S)
O MICROFILM REEL(S)
O COMPUTER TAPE(S)
NUMBER 0 oTHER({SPECIFY)
10. ANNUAL ACCUMULAT ION

8 FILE DRAWER(S)

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

O OTHER(SPECIEY)

1. piLE 1S uUsED

& palLY O wEEKLY

12.

O MONTHLY

RUREEE

FILE BECOMES
O MONTH(S)

INACTIVE AFTER
# YEAR(S])

13. CURRENT LOCATION{S) (BLDG.,FLOOR,ROOM) 14. IS RECORD SERIES DUPL ICATED ELSEWHERE?
200 North Washington Street t1r vyes, seecirFy rgEncY or orrice)
Snow Hill, Maryland 21863 O YES GNo

15. ACCESS RESTRICTIONS O YEs & NO 16. AUDIT REQUIREMENTS

(1" vyes, c1TE LAW(S8) & recuLATION(S)

O NONE & STATE 0O FEDERAL O INDEPENDENT

17.

OYEsS § NoO

IS AN INDEX SYSTEM USED? (1r YRS.E)PLAIN
BRIEFLY AND DESCRIBE ANY HARDIAR:/SOFTIAR!)

v

RECCHMMENDED RETENT ION

Retain five (5) years, thereafter destroy.

DGS 3550-4 (REVISED 2/87)

1 AND TITLE OF PREPARER 20. TELEPHONE NUMEER 21. DATE
on Dailey
Management Analyst 333-6337 11/30/90




ISTRUCTIQNS - -TYPE OR PRINT A
'SEPARATE FORM FOR EACH NEW OR
AEVISED RECORD SERIES. FORWARD
¥ITH RECORDS RETENTION SCHEDULE
(DGS 380-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7275 WATERLOO ROAD
P.O. BOX 275
JESSUP, MARYLAND 20794

PAce 21 of 31

1. DEFARTMENT /AGENCY

. of Juvenile Services

2. Division

Field Services

3. WNIT

Area 111, Washington County

CEFINITION-RECORD SERIES-

A GROUP OF
REFERENCE AS WELL AS RETENTION AND DI!SPrOS

RELATED RECORDS NORMALLY FILED

4. RECORD SERIES TITLE

Medical Assistance Records

AND USED A’_A UNIT FOR
ITION PURPOSES
5. EARLIEST YEAR/LATEST YEAR

1987 TO _1990

N THE SERIES.

§. RECORD SERIES DESCRIPTION (PR}EFLY DEBCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS FOUNED

: INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES)
Application for Medical Assistance, completed forms including citizenship/alien and
fraud form, Birth Certificate and Social Security Card copies, Record of Eligibility.

7. RECORD SERIES FORMAT(S)

& LETTER Si1ZE O MICROFILM

Q LEGAL S1zE O COMFUTER TAPE
0 pouNnD BOOoK O FLOPPY DISK

D‘xo TAPE O VIDEO TAPE

O OTHER( SPECIFY)

8. RECORD SERIES SEQUENCE
Gt ALPHAEBETICAL.
O NUMERICAL
0 CHRONOLOGICAL
O GEOGRAPHICAL

O OTHER(SPECIFY)

9. VOLUME

Gt FILE DRAWER(S)
20 O MICROFILM REEL(S)
O COMPUTER TAPE(S)
NUMBER g OTHER( SPECIFY) .

10. ANNUAL ACCUMULAT ION

B FILE DRAWER(S)
.07 O MICROFILM REEL(S)
ROMEPE O COMPUTER TAPE(S)

O orHER(SPECIEY) |

11« piLE 1S USED

DAILY O WEEKLY

12.

0 MONTHLY

FILE BECOMES INACTIVE AFTER
.0 MONTH(S)

YEAR(S)

5th Floor, 5 Public Square
Hagerstown, Maryland 21740

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

14. IS RECORD SERIES DUPL ICATED ELSEYHERE?
t1r ves, sreciry raEncy orR orrice)
% YES O NO Washington County DSS

15. ACCESS RESTRICTIONS & YES

(1" yes, ci1TE LAw(s) & rEguLATION(S)

Annotated Code of Maryland Title 3-828

a No 16.

AUDIT REQUIREMENTS.

+* § NONE U STATE O FEDERAL U INDEPENDENT

17.

XYES O nNo
Alphabetical Index

IS AN INDEX SYSTEM USED? (1r YES.E>PLAIN
BRIEFLY AND DESCRIBE ANY HARDWARE./ SOFTWARE)

.
18.

RECCHMMENDED RETENT JON

Retain for three (3) years,  sfter ‘case.
- - closed or youth's 21st birthday.

AND TITLE OF PREPARER
n Dailey
Management Analyst

20. TELEPHONE NUMBER

333-6337

21. DATE

11/30/90

DGS 350-4 (REVISED 2/87)




1S 1 -TYPE OR PRINT A
"SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
¥ITH RECORDS RETENTION SCHEDULE
(DGS 3350-1)

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

AGENCY RECORDS INVENTORY

PAGE 22 ofF 31

{. DEFARTMENT /AGENCY

. of Juvenile Services

2. DivisIOn

Field Services

3. UNIT
Local Offices

a RD
CEFINITION -RECORD SERIES- A GROUP OF RELATED RECORDS NORMALLY FILED
REFERENCE AS WELL AS RETENTION AND DISPFOSITION PURFOSES

AND USED AS A UNIT FOR

4. RECORD SERIES TITLE

Transportation Files

5. EARLIEST YEAR/LATEST YEAR
4977 TO _Present

6. RECORD SERIES DESCRIPT!ON (IRIIPLY DESCRIBE THE TYPES OF INFOMTION/DOCU‘ENTSIFOM FOUND

IN TFTHE SERIES.

This series applies to Maryland Fleet Operations and Management Systems.
include; but not limited to, the following: Statistical Reports; Trip Tickets; Monthly
Calendar; Overtime Vouchers; Receipts; Expense Accounts; Sign-in/Sign-out Sheets; and

Related Correspondence.

INCLUDE THE PURPOSE OR FUNCTION OF THE BEP‘!ZS]

Documents to

7. RECORD SERIES FORMAT(S) | s.
XLETTER SIZE O MICROFILM
Jd LEGAL S1ZE U COMFUTER TAPE

0 BOWUND BOOK

G‘I’MC)Tnps

0 OTHER( SPECIFY)

0 FLOPPY DISK

0O vIDEO TAPE

RECORD SERIES SEQUENCE 9.
R ALPHAEETICAL ?
O NuMERICAL
O CHRONOLOGICAL,

O GEOGRAPHICAL

O OTHER(SPECIFY)

VOLUME

g FILE DRAYER(S)
O MICROFILM REEL(S)
1 O COMPUTER TAPE(S)

NUMBER OTHER(SPECIFY)

10. ANNUAL ACCUMULAT ION

£ FILE DRAWER(S)
O MICROFILM REEL(S)

0 COMPUTER TAPE(S)
0 oTHER(SPECIFY) |

1. piLE 1S UsED

g pAlLYy X WEEKLY O MONTHLY

12. FILE BECOMES INACTIVE AFTER

3 O MONTH(S) 8% YEAR(S)

IS RECORD SERIES DUPL ICATED ELSEWHERE?

{
' 13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14. ;
. tir vyes, seeciFry saEncY OR orFrFiceE)
Local Offices O YES 8 NO
15. ACCESS RESTRICTIONS O YEs &NO 16,

{1r vyEs, ci1TE LAW(S8) & rREGULATION(S)

'

AUDIT REQUIREMENTS.

ONonE B sTATE O FEDERAL 0[O INDEPENDENT

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

BRIEFLY AND DESCRIEBE ANY HARDUARE/SOFTWARE)

Ovyes B nNo

18. RECOMMENDED RETENTION

Retain for five (5) years,
then destroy.

13 AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE
Dailey »
Management Analyst 333-6337 11/30/90

DGS 350-4 (REVISED 2/87)




| LSTRVET NS - -TYPE OR PRINT A

'SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
¥1TH RECORDS RETENTICN SCHEDULE
(DGS 580-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROAD
P.O. BOX 275
JESSUP, MARYLAND 20794

AGENCY RECORDS [NVENTORY

PAGE 23 or 31

1. DEFARTMENT /AGENCY

. of Juvenile Services

2. DIvVisIOonN

Field Services

CEFINITION-RECORD SERIES.” 9ROUVF

3. WINIT

Local Office

OF RELATED RECORDS NORMALLY WFILED

REFERENCE AS WELL AS RETENTION AND DisproOs

4, RECORD SERIES TITLE

Log Books

AND USED AS A UNIT FOR
ITION PUBRPOSES

5. EARLIEST YEAR/LATEST YEAR
1970 o 1990

IN

These books contain a log of all referrals made to

Sheriff's Department, Board of Education, Parents, etc., which includes the date received,
juvenile's name, offense, offense number and Date of Birth.

THE SERIES.

BRIKFLY DEKECRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS FOUND
¢. RECORD SERIES DESCRIPTION | / /
’ INCLUDE TME PURPOSE QR FUNCTION OF THE SEFIES )

this office by the Maryland State Police,

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 5. VOLUME
O LETTER SI1ZE O MICROFILM O ALPHAEETICAL & FILE DRA¥ER(S]
O MICROFILM REEL(S)
a LEGAL, SIZE 0O COMFUTER TAPE a NUMERICAL 1/2 0 COMPUTER TAPE(S)
NUMBE
0 BOUND BOOK O FLOPPY DISK % CHRONOLOGICAL . U OTHER(SPECIFY)
C';(o TAPE. O VIDEO TAPE O GEOGRAPHICAL o Jp o
® OTHER(SPECIFY) O OTHER(SPECIFY) 0 FILE DRAWER(S)
Th . bind ' O MICROFILM REEL(S)
ree ring binder 50 pAgeST O c R TAPE(S)
X OTHER(SPECIFY)
1. FiLE 1S useED 12. FILE BECOMES INACTIVE AFTER N/A
o o O MoNTH(S) O YEAR(S)
g DAI.LY WEEKLY MONTHLY NUREEE

Joseph D. Carter Building
First Floor, Room 1040

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

QO YES £ No

14. IS R.ECORD SERIES DUPL ICATED ELSEYHERE?
ti1® ye=s, sPeciry sgencY or oOFrFicE)

15. ACCESS RESTRICTIONS

0 yes
{1r ves, c)TE raw(s) & rEauLaTiON(S)

8 NO 16.

AUDIT REQUIREMENTS

O NoNE & STATE O FEDERAL O INDEPENDENT

17.

Q. YES O nNo

Maryland Annotated Code, Article 54, Section 10

IS AN INDEX SYSTEM USED? (tr vxs.mE>PLAIN
BRIEFLY AND DESCRIBE ANY HARDWARE./SONTWARE )

Information System for Youth Services (ISYS)

18. RECCMMENDED RETENT ION

Retain for thirty (30) years,
then destroy.

1 AND TITLE OF PREPARER

n Dailey .
Management Analyst

20, TELEPHONE NUMEER

333-6337

21. DATE

11/30/90

DGS 550-4 (REVISED 2/87)




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

REVISED RECORD SERIJES. FORWARD
¥1TH RECORDS RETENTION SCHEDULE

DEFARTMENT OF GENERAL SERVICES
RECORDS MAMAGEMENT DIVISION
72785 WATERLOO RQAD

P.O. BQX 273 :

AGENCY RECORDS INVENTORY

4. RECORD SERIES TITLE

b Program Folders

(DGS 380-1) JESSUP, MARYLAND 20794 pace 24 or 31
1. DEFARTMENT/AGENCY 2. DIvVISION 3. WINIT
Field S e Local OEEq
CEFINITION-RECORD SERIES- A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR
REFERENCE AS WELL. AS RETENTION AND DISPOS|TION PURPOSES

5. EARLIEST YEAR/LATEST YEAR
1985 _ TO __1990

tN THE SERIES.

of juveniles.

$. RECORD SERIES DESCRIPTION (BRIIFLY DESCRIAE THE TYPES OF INFOMTION/DOCWTS/FOM FOUND
INCLUDE THE PURPOSE OR FUNCTION OF THE SKPYZS)

This series applies to program filed in alphabetical order containing materials and
brochures of various programs/placements utilized by this office in the treatment

7. RECORD SERIES FORMAT(S) - 8.
X LETTER SIZE O MICROFILM

d LEGAL S1ZE 0O COMFUTER TAPE
0 pouND BOCK O FLOPPY DISK

Cl.lo TAPE 0O VIDEO TAPE

d OTHER(SPECIFY)

RECORD SERIES SEQUENCE 9.
R ALPHAEETICAL
0 NUMERICAL
O CHRONOLOGICAL
O GEOGRAPHICAL

O OTHER(SPECIFY)

VOLUME ,
Gk FILE DRAWER(S)
O MICROFILM REEL(S)

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

10. ANNUAL ACCUMULAT ION

X FILE DRAWER(S)
1/8 O MICROFILM REEL(S)

ROWBEER O COMPUTER TAPE(S)

11 piLE 1S USED

O pailLy Gt YEEKLY C MONTHLY

12. piLE BECOMES

RUReEy

INACTIVE AFTER
O MONTH(S) & YEAR(S)

O oTHER{SPECIFY) |

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

(1" vyes, ciTE LAw(s) & rEcuLATION(S)

Maryland Annotated Code of Maryland, Art. 54,

£ Fa¥
TCC e AV

14. IS RECORD SERIES DUPL ICATED ELSEWHERE?
Joseph D. Carter Building t1® yEs, serecirFy raEncy or orrice)
First Floor, Room 1040 0 YEs K NoO
15. ACCESS RESTRICTIONS g YEs g No 16. AUDIT REQUIREMENTS

O NONE gmxrz O FEDERAL 0O INDEPENDENT

on Dailey
Management Analyst

333-6337

17. 1S AN INDEX SYSTEM USED? o B
L1r yEs. mrLAIN 18. RECCMMENDED RETENTION
BRIEFLY AND DESCRIBE ANY HARDBARE/ SOFTWARE )
o : Retain permanently; Transfer periodically
YES & NO ’ _to State Archives.
1 AND TITLE OF PREPARER 20. TELEPHONE NUMEER 21. DATE

11/30/90

DGS 350-4 (REVISED 2/87)




INSTRUGCTIQMS - -TYPE OR PRINT A

SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD

(DGS 580-1)

¥ITH RECORDS RETENTION SCHEDULE

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO RQAD
P.O. BQX 275
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE 25 ofF 31

1. DEFARTMENT /AGENCY

._of Juvenile Services

2. DIVISION

Field Services.

CEFINITION-RECORD SERIES-

A GROUP

3. T

Focal Offices

OF RELATED RECORDS NORMALLY FILED
REFERFNCE AS WELL AS RETENTION AND DiISspos

4. RECORD SERIES TITLE

Business Records and Invoices

AND USED AS A UNIT FOR
rL'LlQMHBLQ.ﬂE:

5. EARLIEST YEAR/LATEST YEAR

1985 To Present

IN THE SERIES.

reimbursement of work related expenses.

§. RECORD SERIES DESCRIFTION (PR!XFLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS FOUND
INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES)
This series applies to expense account reports submitted to General Accounting for

Documents include, but are not limited to, the
following: Automobile Maintenance; Photocopy Equipment Maintenance; Telephone Usage; Invoices
for Purchases; Supply Requests; Vouchers; and Related Correspondence.

7. RECORD SERIES FORMAT(S)
X LETTER SiZE U MICROFILM
0 LEGAL SI1ZE O COMFUTER TAPE

0 pouND BOOK O FLOPPY DISK

‘8. RECORD SERIES SEQUENCE

O ALPHAEETICAL

0

NUMERICAL

§ CHRONOLOGICAL

9. VOLUME -

& FILE DRAWER(S)

0 MICROFILM REEL(S)

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

(1r ves,

CITE LAW(s8] & rmguLATION{S])
Maryland Annotated Code, Art. 54, Sec. 10

o a [
U’JIO TAPE O VIDEO TAPE GECGRAPH I CAL 1. ANNUAL ACCLMULAT ION
O OTHER(SPECIFY) O OTHER(SPECIFY) 8 FILE DRAWER(S)
' O MICROFILM REEL(S)
0 coMPUTER TAPE(S)
O oTHER(SPECIFYY [
| 11. piLE 1S UsED 12. FILE BECOMES INACTIVE AFTER
O pAlLY X WEEKLY O MONTHLY 2 O MONTH(S) R YEAR(S)
: : . ! i
| 13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?
. t1r yes, sPeciry sraency or orrice)
Local Offices a vyes Gk NO
1S. ACCESS RESTRICTIONS Xyes ONo 16. AUDIT REQUIREMENTS

O NONE G STATE 0O FEDERAL O INDEPENDENT

O0vyEs X NO

17. 1S AN INDEX SYSTEM USED? (1w ves.m>PLAIN
BREIEFLY AND DESCRIBE ANY HARDWARE/SOFTWARE )

Retain

18. RECCMMENDED RETENTION

permanently. -

1 AND TITLE OF PREPAFRER
n Dailey
Management Analyst

20, TELEPHONE NUMEER |

333-6337

21.

11/30/90

DATE

DGS 550-4 (REVISED 2/87)




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

REVISED RECORD SERIES. FORWARD
¥1TH RECORDS RETENTION SCHEDULE
(DGS 380-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROAD
P.0. BOX 27%

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE 26 orF 31

1. DEFARTMENT/AGENCY DJS,
Wa.\gton County Commissioners

2. DlviIisIon
Field Services

3. WNIT
Area III, Washington County

GRO -] LATED RE RD ]
CEFINITIQ{ RECORD SERIES- A GROUP F RELATE RECO 8 NORMALLY FILED
REFERENCE AS YELL AS RETENTION AND DisPros

4. RECORD SERIES TITLE

Intergovernmental Agreement Grants/Statistics

ITION PURPOSES

AND USED AS A UNIT PFOR

5. EARLIEST YEAR/LATEST YEAR
1989 TO _19ag

§. RECORD SERIES DESCR'PTIW (BRIIPLY DESCRIBE THE TYPKS OF INFOMTION/DOCWTB/FOM FOUND

FHE SERIES.

INCLUDE THE PURPOBE OR FUNCTION OF THE 8!"!8)

Intergovernmental Agreement Grants/Statistics including: bills; budgets; transportation
reports; statistics (monthly, quarterly, annually); and Related Correspondence.

7. RECORD SERIES FORMAT(S)
I LETTER SIZE O MICROFILM
0 LeGaL sS1ZzE O COMFUTER TAPE
0 BOUND BOOK

O‘I’Mc>TmP£'

O OTHER(SPECIFY)

O FLOPPY DISK

Q VIDEO TAPE

8. RECORD SERIES SEQUENCE
O ALPHAEETICAL
& NUMERICAL
O CHRONOLOGICAL
O GEOGRAPHICAL

C OTHER(SPECIFY)

8. VOLUME

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

NOWBER 0 oripR(sPECIFY)

10. ANNUAL ACCUMULAT ION

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

RE&'EEF'U COMPUTER TAPE(S)

0 oTHER(SPECIFY) 1

11.

FILE 1S USED 12. F|LE BECOMES INACTIVE AFTER
g pailLy 0 WEEKLY B MONTHLY vk O MONTH(S) ® YEAR(S)

: . . . iR i
| 13. CURRENT LOCATION(S) (BLDG.,FLOOR,M) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

5 Public Square, 5th Floor élF'Ytsé :;zcxry 7.GENCY OR OFFICE)

Hagerstown, Maryland 21740 - YES

15. ACCESS RESTRICTIONS q(YES O NO 16. AUDIT REQUIREMENTS
(1r yEs, ciTe LAwW({Ss) & rEcuLaTiON(S)

Title 3-828 .Maryland Annotated Code

ONONE @ STATE O FEDERAL O INDEPENDENT

17.

OgYyEs & NO

IS AN INDEX SYSTEM USED? (1P YES.EOPLAIN
BRIEFLY AND DESCRIBE ANY HARDWARE./ SOFTWARE )

RECCOVMMENDED RETENT ION
Retain . permanently.

13 y AND TITLE OF PREPARER

on Dailey
Management Analyst

20. TELEPHONE NUMEER

333-6337

21.

DATE

11/30/90

DGS 550-4 (REVISED 2/87)




INSTRUGTIQMNS - -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 ]
¥{TH RECORDS RETENTION SCHEDULE P.O. BOX 2753
pace 27 ofF 31
{DGS 3B0-1) _ JESSUP, MARYLAND 20794 )
1. 'ARTMENT /| AGENCY 2. DIVISION 3. UNIT
_ - ARERS-
t. of Juvenile Services Field Services AllﬁEannq

aro RE RD
CEFINITION-RECORD SERIES-A uP oF LATED RECORDS NORMALLY FILED AND USKED AS A UNIT FOR
- REFERENCE AS WELL AS RETENTION AND DISPOS|TION PURPOSES

4. RECORD SERIES TITLE ' 5. EARLIEST YEAR/LATEST YEAR
Q0 DLV . 1984 To Present
: Files
6. RECORD SERIES DESCRIPTION ‘Bﬂll']—? DEBCRIBK THE TYPES OF INFOMTION/DOCMTS/FOM FOUND
' ‘N THE SERIES. . INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES)

These files are used for projected management reports and planning (Statisticalland Budgetary).
Documents include, but are not limited to, the following: Workload Information; Budgetary
Information; Child-Related Statistics; Staff-Related Information; Physical Plant Information;
and Related Correspondence.

7. RECORD SERIES FORMA'I"(S) 8. RECORD SERIES SEQUENCE 9. VOLUME -

R LETTER SIZE O MICROFILM X ALPHABETICAL X FILE DRAWER(S)
O MICROFILM REEL(S)

3 LEGAL SI2ZE O COMFUTER TAPE 0 NUMERICAL 6 O COMPUTER TAPE(S)
NUMBER 0 oTHER({SPECIFY)
0 pounD BOOK O FLOPPY DISK O CHRONOLOGICAL : . {
lOo TAPE 0 VIDEO TAFE O GEOGRAPHICAL

10. ANNUAL ACCUMULAT ION
O OTHER({SPECIFY) 0 OTHER({SPECIFY) i # FILE DRAWER(S)

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

11.

FILE. IS USED. 12. FILE. BECOMES INACTIVE AFTER
O pAILY ® WEEKLY 0 MONTHLY nuﬁnw O MONTH(S) . ZkYEAR(S)
' 13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?
qRegioﬂai—ngﬁgggfg/office t1r vyes, sreciry sgEncY oR OFrice)
' OYES & NO
ondow Qunglipe C
15. ACCESS RESTRICTIONS OYEs ONo 16. AUDIT REQUIREMENTS
(1 yes, c1T2 LAW{S) & rEGuLATION(S) o :
Maryland Annotated Code, Art. 54, Sec. 10 O NONE § STATE O FEDERAL. 0O INDEPENDENT

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

. ‘18.-,- hscoamman RETENT |ON
BRIEFLY AND DESCRIBE ANY HARDWARE/SOFTWARE)

a Ygs & No ) _ -Retain for ten (10) years,
then destroy.

l'iAME AND TITLE OF PREPARER 20. TELEPHONE NUMEER 21. DATE

Don Dailey

t 333_6337 13430190

DGS 3550-4 (REVISED 2/87)




1 ]

INSTRYCTIGMNS - -TYPE OR PRINT A
SEZPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD
¥1TH RECORDS RETENTION SCHEDULE
{DGS 380-1)

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

AGENCY RECORDS INVENTORY

PAGE 28 oF 31

1. ARTMENT / AGENCY

Dept. of Juvenile Services

2. DIVISION

Field Services

3. WNIT
Local Offices

C:EFINITICN RECORD SERIES- A GROUP OF RELATED RECORDS NORMALLY FILED
REFERENCE AS WELL AS RETENTION AND Dlspos

4. RECORD SERIES TITLE

Related Correspondence.

IN THE SERIES.

supervision by the County Court system.

(0) Administrative Probation Recoitd

AND USED AS A UNIT PFOR

ITION PURPOSES
5. EARLIEST YEAR/LATEST YEAR
1986 1o Present

§. RECORD SERIES DESCRIPT!W (BRIIFLY DEKSCRIBE THE TYPES OF INFOMTION/DOCUHENTB/POM FOUND,
. INCLUDE THE PURFPOSE OR FUNCTION OF THE SEFTES )

Records in this series are the case folders of juvenile probationers who are currently
under courtesy probation supervision in another jurisdiction, but were ordered on
Documents include, but are not limited to; Court
Orders; Social Histories and Evaluations; Psychological Reports; Case Memorandums; Police
Reports; Inter—state or Inter-region correspondence and forms; Computer Printouts and

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

d LEGAL S1ZzE U COMFUTER TAPE

8. RECORD SERIES SEQUENCE

# ALPHAEETICAL

8. VOLUME -

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

Annotated Code, Courts and Judicial Proceedings,

B NONE O STATE O FEDERAL O |NDEPENDENT

0 NUMERICAL O COMPUTER TAPE(S)
NUMBEE o
0 BouND BOOK O FLOPPY DISK 0 CHRONCLOGICAL OTHER(SPECIFY])
IO TAPE 0O VIDEO TAPE * 0 GEOGRAPHICAL
ce ! 10. ANNUAL ACCUMULAT ION
0 OTHER(SPECIFY) 0 OTHER{SPECIFY) B FILE DRAWER(S)
3 O MICROFILM REEL(S)
ROGNEER O COMPUTER TAPE(S)
a O’THER‘ SE:C]_E:Z;_______.
1. riLe 1S usED 12. FILE BECOMES INACTIVE AFTER
O DAILY 0 wEEKLY O MONTHLY O MONTH(S) ¥ YEAR(S)
. i
13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?
fir y=s, srecirFy raEncY or OFFicE)
Local Offices O YES &nNo
15. ACCESS RESTRICTIONS OYES ONo 16. AUDIT REQUIREMENTS
(17 yes, ciTe LAwW{s) & rEGULATION(S)

OEeC .
17,

3-020

OvyeEs & NO

IS AN INDEX SYSTEM USED? (1w vyRS.EXPLAIN
BRIEFLY AND DESCRIBE ANY HARDRARE/SOFTWARE )

18,

RECOHMMENDED RETENT ION

Retaln for three: (3) .years after case
‘closed or youth's 21st birthday.

1 AND TITLE OF PREPARER
on Dailey
Management Analyst

20. TELEPHONE NUMEER

333-6337

21. DATE

11/30/90

DGS 350-4 (REVISED 2/87)




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

REVISED RECORD SERIES. FORWARD
¥1TH RECORDS RETENTION SCHEDULE
(DGS 580-1)

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

AGENCY RECORDS INVENTORY

PAGE 29 ofF 31

1. ARTMENT / AGENCY

t. of Juvenile Services

2. DIVISION

Field Services

3. NIT

Local Offices

GRO
CEFlNlTlm mcom SERIES- A GROUP OF RELATED RECORDS NORMALLY FILED
REFERENCE AS WELL AS RETENTION AND DISPOSs

4. RECORD SERIES TITLE

Departmental Memoranda, Policies and Procedures

AND USED AS A UNI]T FOR
ITION PURPOSES
5. EARLIEST YEAR/LATEST YEAR

1983 T0 _Pregent

‘tN THE SERIES.

6. RECORD SERIES DESCRIPT]W (BRIKFLY DESCRIBE THE TYPES OF INFOMTION/DOCWTS/FOM FOUND
INCLUDE TME PURPOSE OR FUNCTION OF THE SBPXZS,

This series consists of binders which contain, but are not limited to, the following:
Department Memoranda; Policies, Procedures and Regulations; Community Resource
Information; Minutes of Meetings; Unit Information; and Correspondence.

7. RECORD SERIES FORMAT(S)

£ LETTER SIZE U MICROFILM

0 LEGAL sS1ZE O COMFUTER TAPE

QO pounND BOOK U FLOPPY DIsK
10 TAPE O VIDEO TAPE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
& ALPHAEETICAL
0O NUMERICAL
0 cHRONCLOGICAL
O GEOGRAPHICAL

O OTHER({SPECIFY)

9. VOLUME

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

18
NUMBER

10. ANNUAL ACCUMULAT ION

@ FILE DRAWER(S)
a MICROF ILM REEL(S)
O cOoMPUTER TAPE(S)

O oTHER(SPECIFY) |

1. piLE IS USED

O pailLy 8% WEEKLY

12.

O MONTHLY

m?_éggﬁ

FILE BECOMES
O MONTH(S)

INACTIVE AFTER
# YEAR(S)

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

Management Analyst

333-6337

14. 1S RECORD SERIES DUPLICATED ELSEWHERE? i
Local Offices 1P yEs, spEciFY rgENCY OR OFFicE)
0vyes B no
15. ACCESS RESTRICTIONS CYES GNo 16. AUDIT REQUIREMENTS
{1r yEs, ciTE LAwW(s) & rEGuLaTION(S) .
X NONE O STATE 0O FEDERAL O INDEPENDENT
. \
17. 1S AN INDEX SYSTEM USED? . 2 ]
L1r ves . orLaIn 18. RECOMMENDED RETENT ION
BREIEFLY AND DESCRIBE ANY HARDWARE/ SOFTWARE ) ‘
: Retain ‘jermanently.
OyeEs B NO SR o
1 j AND TITLE. OF PREPARER 20. TELEPHONE NUMBER 21. DATE
on Daile
y 11/30/90

DGS 3550-4 (REVISED 2/87)




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

REVISED RECORD SERIES. FORWARD

{DGS 380-1)

¥1ITH RECORDS RETENTION SCHEDULE

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO RQAD
P.O. BQX 275
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE 30 oF 31

ARTMENT /| AGENCY 2. Dlvision

Field Services

3. WINIT

Local Offices

A QGROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR
CEFINITION-RECORD SERIES-
- REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSES

4. RECORD SERIES TITLE

Case Files/Arbitration

5. EARLIEST YEAR/LATEST YEAR
1987 TO Present

IN THE SERIES.

TYP (-} =]
§. RECORD SERIES DESCRIPTION (BRIIFLY DESCRIBE THE £ oF lHFOMT!ON/DOCWTB/P RMEB FOUN

This file consists of forms and reports used in the arbitration process.
include, but are not limited to, the following: Police Reports; Arbitration Reports;
Restitution Orders; and Related Correspondence.

INCLUDE THE PURPOSE OR FUNCTION OF THE BEHZS)

Documents

7. RECORD SERIES FORMAT(S)

3 LETTER SI1ZE O MICROFILM

J LEGAL S1ZE O COMFUTER TAPE

0 BOUND BOOK O FLOPPY DISK
10 TAPE 0O VIDEO TAPE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE 8.
Q; ALPHAEET1CAL
0O NUMERICAL
0 CHRONOLOGICAL
O GEOGRAPHICAL

O OTHER{SPECIFY)

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

32 O COMPUTER TAPE(S)
NUMBER 0 oTHER(SPECIFY)

10. ANNUAL ACCUMULAT ION

!;I(Fn.a DRAWER( S
O MICROFILM REEL{S)

RUKBER O COMPUTER TAPE(S)
O omrER(SPECIEY) |

1. plLE 1S useED

g palLy O WEEKLY B MONTHLY

12. piLE BECOMES

ROmER

INACTIVE AFTER
O MONTH(S) & YEAR(S)

© 13. CURRENT LOCATION(S) (BELDG.,FLOOR,ROOM)

Local Offices.

14. 1S RECORD SERIES DUPL ICATED ELSEWHERE? !

tir yEs, spECiFY raEncY orR oFrice)
O vYEsS £ nNO

15. ACCESS RESTRICTIONS Qg ves O NO
{17 yE8, ci17TE LAw|(s) & rEguLATION(S)

Annotated Code; Sec. 3-828(b), Court and

16. AUDIT REQUIREMENTS

XNoNE O STATE O FEDERAL O INDEPENDENT

Jadicial Proceedings
17. 1S AN INDEX SYS%EM USED? (¥ YES.E)PLAIN

BRIEFLY AND DESCRIBE ANY HARDWARE/SONFTWARK )

OyvEs R nNo

18. RECOMMENDED RETENT JON

Régéiﬁ’fof.tﬁree (3) years after case
closed or:youth's 21st birthday.

X‘AME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE
Don Dailey _ 333-6337 11/30/90
—Management Analy

DGS 350-4 (REVISED 2/87)




INSTRUCTICNMS --TYPE OR PRINT A

SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
¥ITH RECORDS RETENTION SCHEDULE
{DGS 380-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.O. BOX 278
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

31 31

PAGE OF

1. ARTMENT /| AGENCY

t. of Juvenile Services

2. DIVISION

Field Services

3, UNIT
Local Offices !

A Q' CORDS NO D
CEFINITION-RECORD SERIES.? 9ROUF OF RELATED R RMALLY FILE
a REFERENCE AS YELL A8 RETENTION AND DISPrOSs

4. RECORD SERIES TITLE

Juvenile Counselor's Case Files

AND USED AS A UNIT FOR
IT1ON PURPOSES

5. EARLIEST YEAR/LATESI’ YEAR

UN THE SERIES.

1+885— TO pregent

6. RECORD SERIES DESCRIPTION (DR!XFLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS FOUND

. ’ INCLUDE THE PURPOSE OR FUNCTION OF THE sxmzs]
This series applies to client cases assigned to specific Juvenile Counselors, Documents
include, but are not limited to, the following: Monthly Printouts of the Information System
for Youth Services (ISYS) of each probation counselor's caseload; Face Sheets; Social
Histories; Case Notes; Computer Printouts; Contact Sheets; Psychiatric/Psychological

Reports; Addiction Records; and Related Correspondence.

7. RECORD SERIES FORMAT(S)

X LETTER SIzE O MICROFILM

Jd LEGAL SIZE 0O COMFUTER TAPE
0 pouND BOOK O FLOPPY DISK
g {0 TAPE O VIDEO TAPE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
£ ALPHABETICAL
0 NUMERICAL
O CHRONOLOGICAL
O GEOGRAPHICAL

O OTHER(SPECIFY)

2. VOLUME

X FILE DRAWER(S)

O MICROFILM REEL(S)

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

10. ANNUAL ACCUMULATION

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

0 OTHER(SPECIFY} |

FILE 1S USED
&k DAILY

11.

0 §EEKLY

12,

O MONTHLY

RUMEER

FILE BECOMES INACTIVE AFTER
O MONTH(S)

£ YEAR(S)

Local Offices

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

14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?

tir vyES, sPECIFY rGENCY OR OFrFice)
O vyes QnNO

13. ACCESS RESTRICTIONS

@ YEs
{1 vyes, cI1TE LAW(S) & rEGuULATION(S)

Maryland Annotated Code, Title 30828

0O No 16.

AUDIT REQUIREMENTS

O NoNE @ STATE O FEDERAL O [INDEPENDENT

17.

0vyes & nNo

1S AN INDEX SYSTEM USED? (1w YES.EXPLAIN
BRIEFLY AND DESCRIBE ANY HARDWARE/SOFTWARE )

18.

RECOMMENDED RETENT ION :
Retain for three (3) years.after case
closed-or-youth's 21st birthday.

x:‘qm: AND TITLE OF PREPARER

Don Dailey
Management Analyst

20. TELEPHONE NUMEBER

333-6337

21. DATE

11/30/90

DGS 350-4 (REVISED 2/87)




