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DEPARTMENT OF GENERAL SERYICES

Records Management Division
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DEPARTMENT OF JUVENILE SERVICES - COMMUNITY SERVICES
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No.

Description

Retention

.include, but are not limited to the following:

The Community Services Division 1s responsible
for planning, developing and providing direction
and Coordination to residential and
non-residential services for youth in the
community. The division maintains a linkage
between the Department of Juvenile Services and
a full range of community-based service
programs; monitors the programs to ensure that
services are provided; and assists case
managers in identifying and accessing
appropriate services for each youth.

The Community Services Division was reorganized
in February, 1980, and is comprised of five
functional units:

- Contracts and Program Development

- Licensing, Foster Care, Title IV-E and
Training

- Placement

- Non-Residential Programs, and

- Residential Programs

This schedule applies to the records maintained
at the Central Office as well as those held by
the field units.
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Files contain legal agreements between the
Department of Juvenile Services (DJS) and
vendors to operate or run a youth facility,

and/or provide services needed to care for
youth. Documents contained in these files

A. Per Diem Contracts with Program Cost Sheets

r DHR Rate Letter,

W
Schedule Appmved by Depertmant, Sraddle Aurherized br
Agency, s¢ Divislen Repregontetive — ———————" .
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CONTRACTS BETWEFN VENDORS AND DJS (continued)

Standard Contracts with Exhibits Attached
Advance Payments Contracts with Exhibits
Attached

Clinical Agreements

Intergovernmental Agreements

Invitation for Bids, and

General Correspondence

RFP% for Charles Hickey School
Population Reduction Initiative (Hickey
School), and

Purchase QOrders
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FINANCTAL, AND TECHNICAL PROPOSALS

This record series includes financial and
technical invitations by the Department
to Profit and Non-Profit Organizations

to run or operate certain types of

youth programs and/or services. The
files include but are not limited to

the following:

A. Requests for Proposals (REP s)
B. Bidders Response to these Requests, and
C. Correspondence

LICENSING OF APPROVED FACTLITIED

This series contains documentation pertaining
to the licensing of all of the facilities that
have contracted to provide services to
Department youth. Documents include, but are
not limited to, the following:

Licenses of the facility

Budgets of the facility
Inspection forms

Articles of Incorporation

By-Laws

Board of Directors (Names and Addresses)
Program Descriptions

Personnel Information

Health Records of Staff and Youth
Fire and Safety Information
Insurance, and

Correspondence

Retain for five (5)
years after expiration
of contract extensions,
or modifications of
contract, thereafter
destroy.

Retain for five (5)
years, then destroy.

Retain for five (5)
years after facility
is closed, then destroy.
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INSTITUTIONAL PLACEMENTS

This record series contains documents pertaining
to the placement of youth in residential
facilities. It includes, but is not limited to,
the following:

Program Proposal
Admission Criteria
Community Detention
Feasibility Studies
Special Projects

Montrose School Closing
Residential Programs, and
General Correspondence

HOMEDOW>

PERSONNEL STAFE/QFFICE MANAGEMENT

This record series concerns staff and office
management of the Community Services Division.
The record includes, but is not limited to
the following documents:

Resumes

Monthly Reports

Acting Capacity Forms
Affirmative Action Plan Forms
Certificate Forms

Clearance Sheets

Criminal Record Checks, and
General Correspondence

HQEMEDOW>

YOUTH SERVICE BUREAUS (YSB)

YSB'S re state-certified, non-residential
community programs that provide counseling,
referral and information services, crisis
interventicn, suicide prevention, and other
services in accordance with particular
community needs. The documents in this
record series include, but are not limited
to, the following:

Contracts (certification certificates)
Agreements

Statistical Reports tmonthly & yearly)
Monitoring Reports (monthly)

Yearly Reports

Program Evaluations

Incident Reports, and

Correspondence

Retain for five (5)
years, then destroy.

Retain for five (5)
years, then destroy.

Retain for five (5)
years, then destroy.
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DIVERSION PROGRAMS

Community agencies contract with the
Department of Juvenile Services to provide
direct services to youth who are usually
first time offenders. Services are provided
after arrest, but before formal court
adjudication. Documents in this series

(as above for YSB's) include but are not
limited to the following:

Contracts (certification certificates)
Agreements

Statistical Reports (monthly and yearly)
Monitoring Reports (monthly)

Yearly Repcrts

Program Evaluations

Incident Reports. and

Correspondence

O m D 0w

PREVENTTON PROGRAMS

This program includes formal counselinsg,
information, referral, crisis intervention
leisure time activities, Jjobs and job
related activities, community development
and consultation, and other services
tailored to the needs of the community.
Documents in this series are similar to
those for the Youth Service Bureaus and the
Diversion Programs, and include, but are
not limited to, the following:

A. Contracts (certification, certificates)
B. Agreements

C. Statistical Reports (monthly and yearly)
D. Yearly Reports

E. Incident Reports

F. Monthly Monitoring Reports

G. Program Evaluations, and

H. Correspondence

DJS LICENSED/OWNED FACTLITIES

" This record series consists of hard copies

(1.e., paper) of: .

A. Licenses issued to non-DJS owned
residential facilities, and

B. General Correspondence to DJS Ovmed
facilities, which monitor the programe
or servides provided.to youth under
the supervision of.- the Department
of Juvenile Servieces.

Retain ftive (5) years,
then destroy.

Retain for five (5)
years, then destroy.

{ Retain for six (6)
| vears, then destroy.
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10.

12.

DJ5_LICENSED/OWNED FACILITIES

This record series consists of diskettes
(floppy disks) which contain:

A. Licenses to non-DJS owned residential
facilities, and

B. general correspondence to DJS cwnegs==~ - -

facilities which monitor the programs
or services provided to youth under
the supervieion of the Department
of Juvenile Services.

LEGISLATIVE

This record series concerns decuments

pertaining to the Governor or the Legislative.

It includes, but is not limited to the
following:

Executive Fellows Program

Governor s Internship Program
Governor s Project Information Database
Governor s Policy Fellowship Program
Legislative Workplan

Mailing List

Joint Oversight Committee

Legislative (1887-1891), and
Correspondence

BUDGET

HEQEED 0w

This record series consists of documents used
in the budgetary process for the Community
Cervices Division. It includes, but is

not limited to, the following:

Budget Ledger

Capital Budget

FY 1988 - 1991 Budget
General Files

gaur

Retain for six (6)
years, then destroy.

Retain for five (5)
years, then destroy.

Retain for five (5)
years and until all
audit requirements
have been fulfilled,
then destroy.
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ISTRUCTIGNS - -TYPE OR PRINT A DEFARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTURY
LPARATE FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION
EVISED RECORD SERIES. FORWARD 7278 WATERLOO RQAD .
{TH RECORDS RETENTION SCHEDULE P.C. BQX 2753 PAGE : § or 12
PGS 3580-1) JESSUP, MARYLAND 20794
5 JAGENCY 2. DIVISION 3. NIT
mf’ Juvenile Services Community Services Division Contracts € Program Development

A GROQUF OF RELATED RECORDS NORMALLY FILED AND USKED A% A UNIT FOR
ZFINITION-RECORD SERIES-

REFERENCE AS WELL AS RETENTION AND DISPOS[TION PURFPOSES

RECORD SERIES TITLE 5. EARLIEST YEAR/LATEST YEAR

TO _1986
Contract Between Vendors and DJS il

ESCR BRIXKFLY DESCRIBRE THE TYPES OF INFORMAT I ON /DOCUMENTS | FORMSE FOUND
Lo o e ('IN FTHE SERIES. INCLUDE THE PURPASE OR FUNCTION OF THE sSEFriES)

This record series concerns the contracting process for all resident_ial and non-residential services to Department youth., It concerns
contract evaluations, contract negotiations, and the writing and processing of contracts for service.
dpecifically the files contain legal agreements between the Department and vendors to operate or run a youth facility and/or provide

gervices needed to care for youth . Documents contained in these files include, but are not limited to the following:
A. Per Diea Contracts with Program Cost Sheets or DHR Rate Letter, F

: . Invitation of Bids
B. Standard Contracts with Exhibits Attached G. General Correspondence
C. Advance Payments Contracts with Exhibits Attached H. REP's for Charles Hickey School
D. Clinical Agreement 4 I. Population Reduction Initiative (Hickey School), and
. Intergovernmental Agreements : J. Purchase Orders
7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
O ALPHARETICAL % FILE DRAWER(S)
RASTIRN. S13% 1.0 i O MICROFILM REEL(S)
X LEGAL S1zZE 0O COMFUTER TAPE 0 NUMERICAL 5 O COMPUTER TAPE(S)
NUMBER 0 oTHER(SPECIFY)
a BOOK O FLOPPY DISK O CHRONOLOGI CAL e (
= ?: TAPE 0O VIDEO TAPE 0 GEoGRAPHICAL 10. ANNUAL ACCUMULAT ION
d OTHER(SPECIFY) 0 OTHER(SPECIFY) e '-,Lll FILE DRAWER(S)
) :25-‘s "8 MICROFILM REEL(S)
RUKEER U COMPUTER TAPE(S)
a OTHER(SPECIEY )
“1- FILE 1S USED  Daily to Bi-Weekly 12. FILE BECOMES INACTIVE AF;I'ER
O palLY 0 WEEKLY O MONTHLY N'@E;EEE' O MONTH(S) YEAR(S)
13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPLICATED ELSE¥WHERE?
tir yEs, srEciry raEncy or orrice)
DJS Headquarters, Contracts Unit, 3Rd. Floor, Rm. 302

YES 0O no -PJS, Contractual Services Division

15, ACCESS RESTRICTIONS Q yeEs 0 No 16.

AUDIT REQUIREMENTS
(1" yes, ciTe taw{s) & rEguLATION(S]

O NONE X STATE X FERERAL 0O [INDEPENDENT

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

. 18. RECCMMENDED RETENT ION
BRIEFLY AKND DESCRIBE ANY HARDWARE/SOFTWARE )

§YES O No Cross Reference Retain 5 years after expiration of contract, extensions

or modifications of contract, thereafter destroy.

‘AME AND TITLE OF PREPARER 20. TELEPHONE NUMBER © |21. DATE

Valerie Neal, 0ffice Secretary 333-6844 _04/15/91

DGS 350-4 (REVISED 2/87)




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

REV1SED RECORD SERIES. FORWARD
11TH RECORDS RETENTION SCHEDULE
'DGS 580-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7278 WATERLOQ ROAD
P.C. BQX 2753
JESSUP, MARYLAND 20794

PAGE 2 ofF 12

I. ARTMENT /| AGENCY

Department of Juvenile Services

2. DIVISION

Community Services Division

3. INIT

Contracts and Program Development

CEFINITION-RECORD SERIES-

A GROUP OF

RELATED RECORDS NORMALLY FILED

REFERENCE AS WELL AS RETENTION AND DI!SPFOS

{. RECORD SERIES TITLE

Financial and Technical Proposals

AND USED AS A UNIT FOR
ITION PURFOSESX

5. EARLIEST YEAR/LATEST YEAR
—4383_ TO _1986 _

5. RECORD SERIES DESCRIPTION (
’ ‘IN

THE SERIES.

BRIXFLY DESBCRIBE THE TYPEE OF INFOMTlON/DOCWTB/Fom FOUND
INCLUDE THE PURPOSE OR FUNCTION OF THE SEFRTES|

This record series includes financial and technical invitations by the Department to Profit and Non-Profit Organizations to run or
operate certain types of youth programs and/or services. The files include, but are not limited to the following:

A. Requests for Proposals (REP's)
B. Bidders Response to These Requesis, and
§. Correspondence

7. RECORD SERIES FORMAT(S)

O LETTER SIZE U MICROFILM

¥ LEGAL sSi1ZE 0O COMFUTER TAPE

a

BOOK O FLOPPY DISK

a

10 TAPE 0O VIDEO TAPE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
QO ALPHAEETICAL
0O NUMERICAL

o CHRONOLOGICAL

9. VOLUME

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

5 0 COMPUTER TAPE(S)
NUMBER O oTHER(SPECIFY)

O GEOGRAPHICAL

O OTHER(SPECIFY)

10. ANNUAL ACCUMULATION

¥ FILE DRAWER(S)
5 O MICROFILM REEL(S)
RUMBER U COMPUTER TAPE(S)

11,

0O OTHER{SPECIFY )

FILE 1S USED DailyetoyBi-Neekly 12. FILE BECOMES INACTIVE AFTER
o ILY 0O wE D Y 5 O MONTH(S) ¥ YEAR(S)
DA EKLY MONTHL. ROREEE ,
t
13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPL ICATED ELSE¥WHERE1? i
DJS Headguart c s tir YES, SPECIFY sGENCY OR or((c:)_ .
quarters, Contracts Unit, 3rd Fl., Ra. 302 % yEs 0O no DJS, Contractual Services Division
15. ACCESS RESTRICTIONS D YES 0O No 16. AUDIT REQUIREMENTS

(1" yes, ci1TE LAW(S]) & rREGULATION(S)

O NoNE o STATE X FEDERAL 0O INDEPENDENT

i
1
17. IS AN INDEX SYSTEM USED? B '
(1r vyes.e>rLaIn 18. RECCMMENDED RETENT ION
BRIEKFLY AND DESCRIBE ANY HARDWARE/SOFTWARE ) .
. . Retain 5 years after expiration of contract
X yEs O nNo Cross Reference Extensions or Modifications of Contract,
Thereafter Destroy.

1 AND TITLE OF PREPARER 20. TELEPHONE NUMEER 21. DATE I
Valerie Neal, Office Secretary (301) 333-6844 4/15/91 \

DGS 550-4 (REVISED 2/87)
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ISTRUGCTIGNS--TYPE OR PRINT A
IPARATE FORM FOR EACH NEW OR

IVISED RECORD SERIES. FORWARD
{TH RECORDS RETENTION SCHEDULE

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7278 WATERLOO ROQAD
P.C, BOX 2758

PAGE _3

OF _12
2GS 3580-1) JESSUP, MARYLAND 20794
] AGENCY 2. DIvisicon 3. UNIT
Qepartoent of Juv;nile Services Community Services Licensing

A GROUP OF RELATED RECORDS NORMALLY FILED

AND USKD AS A UNIT PFOR

ZIFINITION-RECORD SERIES-

. RECORD SERIES TITLE

Licensing of Approved Facilities

REFERENCE AS WELL AS RETENTION AND DISFROSITION PURFOSES

5. EARLIEST YEAR/LATEST YEAR
A0 TO _Presant

IS

4N THE SERIES.

This series contains documentation
Departaent youth. Documents includ
. Licenses of the Facility

BRIKFLY DKSCRIBE THE TYPKS OF [NFORMATION/DOCUMENTS /FORMS FOUND
5. RECORD SERIES DESCRIPTION |( -

INCLUDE THE PURPOSE OR FUNCTION OF THE 38!?1!8)

pertaining to the licensing of all the facilities that have contracted to provide services to
e, but are not limited to the following types of inforation which are contained in bound books:

G. Program Descriptions

B. Budgets for the Facility H. Personnel Information
C. Inspection Forms I. Health Records of Staff and Youth
D. Articles of Incorporation J. Fire and Safety Information
B. By-lLaws K. Insurance, and
F. Board of Directors (Nazes and Addresses) L. Correspondence
7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
) . % : O FILE DRAWER(S)
9 LETTER SIZE D MICROFILM ALPHAEET1CAL O MICROFILM REEL(S)
J LEGAL SIzE 0O COMFUTER TAPE O NUMERICAL K1)) 0 COMPUTER TAPE(S)
NUMBER Yo oTHER(SPECIFY)
o BOOK O FLOPPY DISK O CHRONOLOGICAL R
o 10 TAPE 0O VIDEO TAPE 0 GEOGRAPHICAL 10. .ANNUAL ACCUMULAT ION
O OTHER(SPECIFY) Q onn-:a(sr_acxn) O FILE DRAWER|{S)
. continuous p MICROF ILM REEL(S)
RUKBER O COMPUTER TAPE(S)
B oTHER{SPECIFY)
. 12. R
1l. piLE 1S USED ‘ FILE seco:zs INACTIVE AF;'E s
& paiLy O WEEKLY O MONTHLY RUREER MONTH( S) YEAR

' 13. CURRENT LOCATION(S) { BLDG. , FLOOR, ROOM)
321 Fallsway - 1st Floor

14. 1S RECORD SERIES .DUPL1CATED ELSEWHERE?

ti1r vyes, sPreEciry. siGENCY OR oOFrFice)
0 YES &No"

© 15. ACCESS RESTRICTIONS O YES g NO

{1 vyEs, ciTE LA®W{8]) & rREGuULATION(S)

16. AUDIT REQUIREMENTS

O NoNE X STATE ® FEDERAL 0O INDEPENDENT

17. 1S AN INDEX SYSTEM USED? (1p yES.EPLAIN

BRIKFLY AKD DESCRIBE ANY HARD'ARE/ SOFTWARE )

o0 vyes X no

18. RECCMMENDED RETENTION

Retain for five (5) years after facility is
closed, then destroy.

.uwz AND TITLE OF PREPARER

Don Dailey

20.

333-6337

TELEPHONE NUMEER

21. DATE

03/15/91

DGS 350-4 (REVISED 2/87)
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ISTRUCTIQNS - -TYPE OR PRINT A
IPARATE FORM FOR EACH NEW OR

IV1SED RECORD SERIJES. FORWARD
ITH RECORDS RETENTION SCHEDULE
2GS 530-1)

DEFARTMENT OF GENERAL SERVICES :
RECORDS MANAGEMENT DIVISION AKSEP‘C\’ REI])RI)S" IP“JED(TO*(Y
7273 WATERLOO RCAD '

, P.O. BOX 273
JESSUP, MARYLAND 20794

PAGE 4 OF 12

. .\er-:N'r/Amm Maryland
Wartment of Juvenile Servicess

-

2. DIVISION 3. UNIT

Community Services Placement ;

ZFINITION-RECORD SERIES-

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

.. RECORD SERIES TITLE

Institutional Placements

REFERENCE AS WELL AS RETENTION AND DISPFOS|T]ON PURPOSES

5. EARLIEST YEAR/LATEST YEAR
1080 TC 1995

EaY

the followring:

Progran Proposal.
Admission Criteria
Community Detention
Feagibility Studies
Special Projects

Hontrose School Closing
Residential Programs, and

Loananal Damnnsnand

Tt S e o R D kxS Do

i DKSCRI THE TYPES OF INFORMATION/DOCUMENTS /FORMS FOUND
5. RECORD SERIES DESCRIPTION (PRIXFLY CRIBE / /
‘4N ‘FTHE SERIES,. . INCLUDKE THE PURPOSE OR FUNCTION OF THE SEFIES)

This record series contains documents pertaining to placement of youth in residential facilities. It includes, but is not limited to,

FevvE
MVHVIWLITVVTTUUPVIIUL UL

7. RECORD SERIES FORMAT(S)

O LETTER SiZE O MICROFILM

U LEGAL SIZE 0O COMFUTER TAPE
g BOOK O FLOPPY DIsK
a 10 TAPE O VIDEO TAPE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE 2. VOLUME

® ALPHAEETICAL R FILE DRAWER(S)]
D MICROFILM REEL(S)
O NUMERICAL 2 O COMPUTER TAPE(S)
NOWBER g orppp(speciFy)
O CHRONOLOGICAL " {

a OGRAPHICAL
o ! 10. .ANNUAL ACCUMULATION

O OTHER(SPECIFY)} X FILE DRAWER(S)
a - ‘0O MICROFILM REEL(S)
: 0 COMPUTER TAPE(S)

FILE 1S USED .
® DAILY 0O WEEKLY

O OTHER(SPECIEY)

12. FILE BECOMES INACTIVE AFTER

321 Fallsway

o 5 O MONTH(S) R YEAR(S)

MONTHLY o |
N . - 2 t
' 13. CURRENT LOCATION(S) {BLDG.,FLOOR,ROOM) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? :

tir yes, seEciry’ s@ENCY OR OFFicE)
® YES O NO Institution Files

1S. ACCESS RESTRICTIONS o YES
{1 vyes, ciTE Law(s) & rrauLATION(S)

0 No 16. AUDIT REQUIREMENTS

@ NONE O STATE O FEDERAL 0O INDEPENDENT

OYyEs @ NO

17. 1S AN INDEX SYSTEM USED? {1 yES.E>PLAIN
BREJIEFLY AND DESCRIBE ANY HARDWARE/ SONTWAREK )

18. RECCMMENDED RETENT ION

" Retain for five (5) years, then destroy.

tAME AND TITLE OF PREPARER

Patt Carter, Support Staff Person

20. TELEPHONE NUMBER ~ _ © .|21. DATE

DGS 3550-4 (REVISED 2/87)

i
333-6841 3f1sfo1 : ’




ISTRUCT QNS - -TYPE OR PRINT A

SPARATE FORM FOR EACH NEY¥ OR

DEPARW OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

Department of Juvenile Services

Community Services

ZYIEED RECORD SERIES. FORWARD 7278 WATERLOO RGAD
ITH RECORDS RETENTION SCHEDULE P.O. BQX 2758 PAGE & oF 19
2GS 550-1) JESSUP, MARYLAND 20794
. [AGENCY Z. DIVISION 3. UNIT
placements

ZFINITION-RECORD SERIES-

A GROUP OF RELATED RECORDS NORMALLY FILED

-+« RECORD SERIES TITLE
Personnel Staff/0ffice Management

REFERENCE AS WELL AS RETENTION AND DISProOs

AND USED AS A UNIT FOR

1TION PURPOSIS

5. EARLIEST YEAR/LATEST YEAR
1989 o 1990

B S A

g1,

‘15, ACCESS RESTRICTIONS

S.

to, the folloming:

Resumes”

Honthly Reports

Acting Capacity Forms
Affirpative Action Plan Forms
Certificate Forms

Clearance Sheets

Crininal Becord Checks, and
General Correspondence

Fummuu-at:snoaaa

YN ‘FHE SERIJES.
This record series concerns personnel staff and o

. BRIKFLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS /FORMS FOUND
RECORD SERIES DESCRIPTIon (®R'™ / /
INCLUDE THE PURPOSE OGR FUNCTION OF THE SEFIES 1

ffice management of the Community Services Division. It includes, but is not limited

7. RECORD SERIES FORMAT(S)

# LETTER Siz= O MICROFILM

d LEGAL SIZE U COMFUTER TAPE
a BOOK 0O FLOPPY DISK
a 10 TAPE 0O VIDEO TAFE

O OTHER(SPECIFY)

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

0 OTHER(SPECIFY)

!

VOLUME
% FILE DRAWER(S)]
O MICROFILM REEL(S)

1 O COMPUTER TAPE|(S)
NUMBER 0 orHER(SPECIFY)

10. .ANNUAL ACCUMULAT ION
‘0 FILE DRAWER(S)
O MICROFILM REEL(S)
ROMGEEER 0O COMPUTER TAPE(S)

[m] IHER({SPECIEY)

FILE IS USED

¥ paiLy O WEEKLY

12.

D MONTHLY e

FILE BECOMES
3 O MONTH(S)

INACTIVE AFTER
& YEAR(S)

" 3. CURRENT LOCATION({S} {BLDG.,FLOOR, ROOM}

321 Fallsway

14. 1S R'ECORD SEBIES ,DUPL:_ICATED ELSEYHERE?
tir vyes, serECirFyY saEncY oR oFFicE)
# yEsS O NO

Personnel

O YES
(1r vyEs, ciTe LaAW(S) & rREGULAT

® NO
ton(s)

16.

AUDIT REQUIREMENTS

ONONE X STATE O FEDERAL O INDEPENDENT

17. IS AN INDEX SYSTEM USED? {ip

BRIEFLY AND DESCRIBE ANY HA

O yes O nNo

YES EDPLAIN

i18.
ROBARE/ BOFTWARE }

RECOMMENDED RETENT ION

Retain for five (5) years, then destroy.

‘IIILUlhﬂi AND TITLE OF PREPARER

PATT CARTER, ,SUPPORT STAFF PERSON

20. TELEPHONE NUMEER

333-6841

21. DATE

4/15/91

DGS 550-4 (REVISED 2/87)




{STRUCTIQNS - -TYPE OR PRINT A
IPARATE FORM FOR EACH NEW¥ OR

IVIEED RECORD SERIES. FORWARD
ITH RECORDS RETENTION SCHEDULE
2GS 380-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOG RQAD
P.O. BOX 273
JESSUP, MARYLAND 20734

AGENCY RECORDS INVENTORY

FU\cé 6 oF 12

JAGENCY 2. DIVISION

Department of Juven&le Services

Community Services Division

3. UNIT

Non-Residential Programs Unit

A QROUP OF
SFINITION-RECORD SERIES-

RELATED RECORDS NORMALLY

FILED AND USED AS A UNIT FOR

. RECORD SERIES TITLE
Youth Services Bureaus (YSB)

REFERENCE AS WELL AS RETENTION ANG DISFOS|TION PURFOSES

5. EARLIEST YEAR/LATEST YEAR
1989 To 1990

+ .

SERIES.

services, crisis intervention, suicide prevention and
this record series include but are not linited to the following:

. Contracts {certification, certificates)
Agreepents

Statistics (monthly and yearly)
Honitoring Reports [monthly)

9 <2 o e

- EFLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS /FORMS FOUND
5. RECORD SERIES DESCRIPTION (®R!X / !/

- . . E .
Youth Service Burcaus are state - certf??ed?}ggn-residential comnunit;
other services in accordance with particular community needs. The documents in

NCLUDEK ‘THE PURPOSE OR FUNGCTION OF THE S!E1ZS)
programs that provide counseling, referral and inforpation

E. Tearly Reports

F. Progran Evaluations
G. Incident Reports, and
B. Correspondence

7. RECORD SERIES FORMAT(S |

% LETTER SiZE O MICROFILM

% LEGAL S1ZE 0O COMPUTER TAPE O NUMERICAL
o BOOK O FLOPPY DISK
a 10 TAPE O VIDEO TAPE

0 OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

Q ALPHABETICAL

O CHRONOLOGICAL, "
O GEOGRAPHICAL
D OTHER{SPECIFY)

9. VOLUME

¥ FILE DRAWER(S)
O MICROFILM REEL(S)
1 0 COMPUTER TAPE|[S)

NUMBER OTHER( SPECIFY)

10. ANNUAL ACCUMULAT ION
B FiLe DRAWER(S)
‘B MICROFILM REEL(S)
RUWMGER 0 COMPUTER TAPE(S ]

0 cMTHER(SPECLEY)

321 Fallsway, 1st Floor

A)

il F{LE 1S USED , 12. FILE BECOMES INACTIVE AFTER
X paiLy O WEEKLY O MONTHLY 5 O MOoNTH(S) ® YEAR(S) ;
RUNEER. . —
) S P
{3. CURRENT LOCATION(S) (BLDG.,FLOOR, ROOM) 14. 1S RECORD SERIES .DUPLICATED ELSEWHERE! '

ti1r ves, sPEciry. 2GENCY OR OFFicE) _
® YES 0O No Youth Services Bureaus Offices

ACCESS RESTRICTIONS Oyes & no
{(1r vyEs, ciTe ram{s) & rEGuLATION(S)

.15,

(-]

16. AUDIT REQUIREMENTS

O NoNE © STATE O FEDERAL 0O INDEPENDENT

17. 1S AN INDEX SYSTEM USED? (19 yES.E>XPLAIN

BRIEFLY AND DESCRIBE ANY HARDIARE/!OFTIARE)

Oyes & NO

18. RECOMMENDED RETENTION

Retain for five (5) years then destroy.

‘CWEANDTITLE OF PREPARER

Cindy L. Hanneman, Office Sec. III

20,

333-2665

TELEPHONE NUMEER

21. DATE ‘

4{15/91

DCS 3550-4 (REVISED 2/87)




|
iSTRUCTIGNS--TYPE OR PRINT A DEFARTMENT OF GENERAL SERVICES

IPARATE FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION . AGENCY RECORDS INVENTURY
IVISED RECORD SERIES. FORWARD 7273 WATERLOO ROAD
ITH RECORDS RETENTION SCHEDULE P.G. BOX 273

PAGE _7 _OF _12

2GS 880-1) JESSUP, MARYLAND 20794

. | AGENCY 2. DlvYision ) 3. WNIT
Ufpartment. of Juvenile Services Community Services Division

Non-Residential Services Unit ;

A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR
ZFINITION-RECORD SERIES-

REFERFENCE AS WELL AS RETENTION AND DIAROSIT]ON PURPQSESN
RECORD SERIES TITLE o 5. EARLIEST YEAR/LATEST YEAR
h ' ~ 1989 oo 1990
Diversion Programs :

- KEFLY DESCRIBE THE TYPES OF INFOMT!ON/DOCMTB/FOM PFOUND
*. RECORD SERIES DESCRIPTION (-;:l THE SERIES. . INCLUDE THE PURPOSE OR FUNCTION OF THE SEFIES)
The Touth Diversion Projects are comnunity agencies which contract with the Department of Juvenile Services to provide direct services
clients. The services are provided to youth who are usually first-tise offenders and between the ages of 10-17. Services are provided
after arrest, but before forsal court adjudication. Diversion services reduce the child's contact with the juvenile justice system and
decrease the likelihood of further delinquent behavior. Documents in this series include, but are not limited to the following:

A. Contracts (certification, certificates)

E. TYearly Reports
B. Agreements - F
§

. Progras Bvaluations
. Incident Reports,,and
B. Correspondence

C. Statistics (monthly and yearly)
D. Honitoring Reports (monthly)

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

‘ X ALPHAEETICAL 8 FILE DRA¥ER(S)
3 LETTER SizE U MICROFILM D MICROF1LM REEL(S)
2XLEGAL SIZE O COMFUTER TAPE O NUMERICAL 1/2 O COMPUTER TAPE(S)

’ ' NUMBE

' . 0 oTHER(SPECIFY)
g BOOK U FLOPPY DISK 0 CHRONOLOGICAL : (
a 10 TAPE 0O VIDEO TAPE 0 GEOGRAPHICAL

10. ANNUAL ACCUMULAT jON
0 OTHER(SPECIFY) ~ O OTHER(SPECIFY) 8 FILE DRAWER(S)

L . 1/2 O MICROFILM REEL(S)
xn;én;g1r O COMPUTER TAPE(S)

0 OTHER(SPECIFY)

1. FiLE 1S UsED , ‘ 12. FILE BECOMES INACTIVE AFTER
O MCNTH(S) @ YEAR(S)
& paiLy O WEEKLY O MONTHLY .
. : }
13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPL1CATED ELSEWHERE? i
t1r ves, sPEciFY sGENCY OR OFFicE)
321 Fallsway, 1st Fleor - X YES DO No Diversion Program Offices
. 15. ACCESS RESTRICTIONS OYES &NO ' 16, AUDIT REQUIREMENTS

xs | E LAw{8) & rEGULATION(S) )
(tr ves, eiv (=) D NoNE B STATE O FEDERAL DO INDEPENDENT

{7. 1S AN INDEX SYSTEM USED? {1r YRES.ESPLAIN

18, RECCMMENDED RETENT ION
BRIEFLY AND DESCRIBE ANY HARDRARE/SONFTWARE)

YRR

N 9 YEs B NO Reetain for five (5) years then destroy.

‘a.mz AND TITLE OF PREPARER 20. TELEPHONE NUMEER ¥ . ]21. DATE

Cindy L. Hanneman, Office Sec. III 33302665 4/15/91

DGS 550-4 (REVISED 2/87)




ISTRUCTIGNS - -TYPE OR PRINT A
IPARATE FORM FOR EACH NEW OR

IVISED RECORD SERIES. FORWARD

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO RQAD

AGENCY RECORDS INVENTORY

) | AGENCY
Department .of Juvénile Services

{TH RECORDS RETENTION SCHEDULE P.O. BQX 273 pace 8 or 12
2GS 8380-1) JESSUP, MARYLAND 207%4
2. DIvVISIOnN 3. UINIT

Community Services Division

Non-Residential Services Unit

ZFINITION-RECORD SERIES-

A GrROUP OF

RELATED RECORDS NORMALLY FILED AND USED AS A UNIT PFOR

.. RECORD SERIES TITLE

Prevention Programss

REFERMNCE AS WELL AS RETENTION AND DISFOS|TION PURFOSES
| ' 5. EARLIEST YEAR/LATEST YEAR
1989 TO __laqq

S,

intervention, leisure time activities
youth advocacy, resource mobilization
are tailored to the needs of the local

. Contracts (certification, certificates)
B. Agreesents

€. Statistics (monthly and yearly)

D. Honitoring Repors (monthly)

BRIXFLY DESCRIBE THE TYPES OF lNFOMTlON/DOCm‘rB/FOW FOUND

RECORD SERIES DESCRIPTION [~ SERIES INCLUDE
These programs provide primary or seconddfy d311nquency prevention,'whicf pay inc
» Job and job related activities, communi

» positive youth development, parent education and special education alternatives. Thege prograp
compunity. Documents in this series include, but are not limited to the following:

THE PURPOSE 0! FUNCTION" oF THE BBH'I:S]
lude formal counseling, information, referral, crisis

ty development and consultation, compunity education,

E. Yearly Reports
F. Program Bvaluations
G. Incident Reports, and

B. Correspondence

-

7. RECORD SERIES FORMAT(S)

% LETTER S1ZE O MICROFILM

% LEGAL S1ZE O COMPUTER TAPE
a BOOK O FLOPPY DISK
‘a !!!:xo TAPE DO VIDEO TAPE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE 9. VOLUME
ALPHAEET I CAL ¥ FILE DRAWER(S)
» O MICROFILM REEL(S)
O NUMERICAL 1/2 O COMPUTER TAPE(S)
NUM ﬁ

BE
-. . O CTHER(SPECIFY)
U CHRONCLOGICAL, - DRI {

g o8 ! 10. ANNUAL ACCUMULAT ION

0 OTHER(SPECIFY) Y FILE DRAWER(S)
N . O MICROFILM REEL(S)

;:uifﬁﬁgfr 0 COMPUTER TAFPE(S)
0 OTHER(SPECIFY)

“il. piLE 1S USED

% paiLy 0O WEEKLY

12. PFILE BECOMES INACTIVE AFTER
5

o s N'quua(s)
RUmEEY MONTH(S)

O MONTHLY

i
1

321 Fallsway, 1st Floor

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

14. 1S RECORD SERIES .DUPL?CATED ELSEYHERE?

tir ves, seEciry sGENCY OR OFFicE)
% yEs O No  Prevention Program Offices

{15, ACCESS RESTRICTIONS Q yes

(1" yes, ciTE LAW(S] & rREGuLATION(S)

® NO 16. AUDIT REQUIREMENTS

O NONE QX STATE O FEDERAL 0O INDEPENDENT

17,

R

0 vyEs O No

IS AN INDEX SYSTEM USED? (1p vEg.EPLAIN
BRIEFLY AND DESCRIBE ANY MARDRWARE/SOFTWARE )

18. RECCMMENDED RETENT ION

Retain five (5) years then destroy.

.’PIMEAND TITLE OF PREPARER

Cindy L. Hanneman, Office.Sec. 111

20. TELEPHONE NUMEER 21. DATE

333-2665 4/15/91

DGS 350-4 (REVISED 2/87)




ISTRUCTIGNS - -TYPE OR PRINT A DEFARTMENT OF GENERAL SERVICES

IPARATE FORM FOR EACH NEY OR RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVENTORY ‘
IVISED RECORD SERIES. FORWARD 7273 WATERLOO ROAD ’
ITH RECORDS RETENTION SCHEDULE P.O. BOX 273 PAGE 9 oF 12
2GS 3B80-1) : JESSUP, MARYLAND 20784 |
._an/;\m 2. DIVISION ‘ 3. UNIT -=

Départment ‘of Juvenile Services Community Services Divicion Residential i

Y » sK % A UNIT FOR
“FINITION-RECORD SERIES.” OROUP OF RELATED RECORDS NORMALL ILED AND USED A
REFERFENCE AS WELL AS RETENTION AND DISPOS|T]ON PURFPOSES

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

1988 TO 1990

Departmento of .duvenile Seruvices | ;ruoad’ln droo>12.-°

URITLVU T avTIILITS

- KLY DESCRIBE TYPES OFf [IMFORMATION/DOCUMENTS/FO o
;. RECORD SERIES DESCRIPTION (®RIXFE IBE THE / [rorss rouN

R . IN 'FHE SERIJES. N INCLUDE THE PURPOBE OR FUNCTION OF THE 8!!‘!!8]
This series consists of :

A. Dicenses issued to non-DJS owned residential f'acilities, and

B. General correspondence to DJ$ owned facilities, which monitor the programs or services provided to youth under the supervision of
the Departaent of Juvenile Services.

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
XLETTER SizE O MICROFILM & ALPHAEETICAL ¥ FILE DRAWER(S)
O MICROFILM REEL(S)
NGMBER [ oripR(sPECIFY)
a BOOK 0O FLOPPY DISK : O CHRONOLOGICAL : PO
a o o] '
AUDIOQ TAPE VIDEO TAPE GEOGRAPHICAL 10. ANNUAL ACCUMULAT ION
0 OTHER(SPECIFY) ) O OoTHER({SPECIFY) , O FILE DRAWER(S)
B 0 U MICROFILM REEL(S)
RGKBER O COMPUTER TAPE(S)
O orHER(SPECIEY )
‘1. FILE 1S USED , ' 12. FILE BECOMES INACTIVE AFTER
2
x =} [s] O MONTH(S) O YEAR(S)
DAILY WEEKLY MONTHLY NOREET
13, CURRENT LOCATION(S) (BLDG.,FLOCR,ROOM) 14. 1S RECORD SERIES .DUF'L:ICATED ELSE¥HERE ?

tir ves, sPEciry. rdENCY OR OFFicE)

321 Fallsway - Headquarters X YE3 O No  Floppy Disk

© 15. ACCESS RESTRICTIONS Q YES X NO 16. AUDIT REQUIREMENTS
(1" yes, ci1TE LAW(8]) & rREGuULATION(S) '
% NoNE O STATE 0O FEDERAL 0O |NDEPENDENT

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

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

Qvyes % No Retain for 8ix (6) years thereafter. destroy.

L

WNAME AND TITLE OF PREPARER 20. TELEPHONE NUMEER % . |z21. paTE ‘

Paula Bazemore, Sec. 333-6860- _4/15/91 . \,

DGS 350-4 (REVISED 2/87) ‘ . . f [




S 15,

. KGS e

1.

3

ISTRUCTIQNS - -TYPE OR PRINT A
IPARATE FORM FOR EACH NEW OR
ZIVIEED RECORD SERIES. FORWARD
ITH RECORDS RETENTION SCHEDULE
2GS 580-1)

ctaa—————

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOG RQAD
P.O. BOX 273

AGENCY RECORDS ' INVENTORY

PAGE 10

Comnunity Services Diyision

OF _12
JESSUP, MARYLAND 20794
. ’\M/Am 2. DIVISION 3. UNIT
o Residents
“Pepartaent of Juvenile Services esidential

TED RECORDS NORMALLY FILE
IFINITION-RECORD SERIES-A 9ROUF OF RELA o

. RECORD SERIES TITLE

REFERFENCE AS YELL AS RETENTION AND DISpPOs

Department of Juvenile Services Licensed/Owend Farilitios

AND USED AS A UNIT FOR

ITION PURPOIES
5. EARLIEST YEAR/LATEST YEAR
1988 1o __1990

‘IN

These records are Diskeites containing:

Department of Juvenile Services.

THE SERIES.

b. Licenses to Non-DJ5 Residential Facilities, and

B. General correspondence to DJS owned facilities which monitor the programs or services provided, to youth under the supervigion of the

B 4 ESCR THE TYPES OF INFORMATION/DOCUMENTS /FORMSE FOUND.
5. RECORD SERIES DESCRIPTION (PRIXFLY D tRE ! / /
INCLUDE THE PURPOSE OR FUNCTION OF THE s!mzs)

7. RECORD SERIES FORMAT(S)

O LETTER SizE O MICROF ILM

d LEGAL SIZE 0O COMFUTER TAPE
g BOOK U FLOPPY DISK
a Io TAPE D VIDEO TAPE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
O ALPHAEETICAL
O NUMERICAL
0 CHRONOLOGIGAL -
O GEOGRAPHICAL |
X OTHER( SPECIFY)

A

Program Specialists

9. VOLUME
O FILE DRAVWER(S)
O MICROFILM REEL(S)

_5___5,0 COMPUTER TAPE(S)
NUMBER o orHER(SPECIFY)

10. ANNUAL ACCUMULAT ION
‘0 FILE DRAWER(S)

O MICROFILM REEL(S)
n-mgm 0 COMPUTER TAPE(S)

O OTHER{SPECIEY)

FILE 1S USED

X pAILY O WEEKLY

12.
O MONTHLY

RuEEE

FILE BECOMES INACTIVE AFTER
O MCNTH(S)

& YEAR(S)

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

321 Fallsway - Headquarters.1 st floor

14. 1S RECORD SERIES .DUPL:_ICATED ELSEWHERE ?

tir vyes, seEciry. sGENCY OR OFFicE)

R YES O NO ' purq Copies

ACCESS RESTRICTIONS O YES g No
{1r YES, ci1TE 1AW({3) & rREGULATION(S)

16.

AUDIT REQUIREMENTS

A NONE O STATE O FEDERAL [ |NDEPENDENT

17. 1S AN INDEX SYSTEM USED? (1® yRS.EOPLAIN

Q yes d( NO

18.
BRIEFLY AKD DESCRIBE ANY HARD'ARE/ BOFTHARE )

RECOMMENDED RETENT JON

.,

Retain

for six (6) years then destroy.

3I

WNAME AND TITLE OF PREPARER 20.

Paula Bazemore, Secretary

TELEPHONE NUMEER

333-6860

21. DATE

4/15/91

DGS 350-4 (REVISED 2/87)




JSTRUCTIQNS - -TYPE OR PRINT A
iIPARATE FORM FOR EACH NEW OR

IVISED RECORD SERIES. FORWARD
{TH RECORDS RETENTION SCHEDULE

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7273 WATERLOQO ROAD
P.O. BGX 273

AGENCY RECORDS INVENTORY

PAGE 11

OF 12
2GS 330-1) JESSUP, MARYLAND 20794
. ‘\m/;\m 2. DIVYISION 3. UNIT
- Placement

Department of Juvenile Services Community' Services Division 1

A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR
REFERENCE AS WELL AS RETENTION AND DISFOSITION PURPOSES

ZFINITION-RECORD SERIES-

-« RECORD SERIES TITLE

5. EARLIEST YEAR/LATEST YEAR
Legislative

1987 TO _Presant

5. RECORD SERIES DESCRIPTION (nnlszY DESCRIBE THE TYPES OFf INFORMATION/DOCUMENTS/FORMS FOUND
4N TFHE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SEFTES)

This record series involves matters pertaining to the Governor or the legislative. Documents in the record include, but are not 1imited
to the following:

Executive Fellows Program

Governor's Internship Program
Governor's Project Information Database
Governor's Policy Fellomship Program
Legislative Horkplan

Hailing List

Joint Oversight Compitiee
Legislative (1987 - 1981)
Correspondence

bl &3 hxd

[ B — I ~ = I~ g

7. RECORD SERIES FORMAT(S])

8. RECORD SERIES SEQUENCE 8. VOLUME
& LETTER S1ZE O MICROFILM ©X ALPHAEET 1CAL % FILE DRAWER(S)
. a MlCRéF’lLM REEL(S)
J LEGAL SI1ZE 0O COMPUTER TAPE 0 NUMERICAL 2 O COMPUTER TAPE(S)
' NUMBER 5 oropisPECIFY
o BOOK O FLOPPY DISK O CHRONOLOGICAL . o OTHER( )
a 10 TAPE O VIDEO TAFE O GEOGRAPHICAL

10. ANNUAL ACCLMULAT JON
% FILE DRAWER(S)
O MICROFILM REEL(S)
ROWETR O COMPUTER TAPE(S)
O oTHER(SPECIEY )

O OTHER(SPECIFY) O OTHER(SPECIFY)

\

‘' FILE 1S useD 12.

FILE BECOMES
d DAILY

xoREET

14. 1S RECORD SERIES .DUPL"IC.ATED ELSEYWHERE? H

t1r vy=s, spEciry. rGENCY OR OFFicE)
X YES D No ‘Governor's Office

INACTIVE AFTER
0 MCNTH(S) A YEAR(S)

0 wEEKLY C MONTHLY

‘ 3. CURRENT LOCATION(S) (m..ﬂm.m’

321 Fallsway - Headquarters .2 St floor.

*15. ACCESS RESTRICTIONS CYES' § No
(i@ vyEs, ciTe LAW(s) & rEGULATION(S)

16. AUDIT REQUIREMENTS

X NONE O STATE O FEDERAL 0O INDEPENDENT

, - |
17. 1S AN INDEX SYSTEM USED? {1 yEs.EOPLAIN '

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

QYyYEsS X NO

Retain for five (5) years, then destroy.

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

4/15/91
Patt Carter, Support staff

333-6841

DGS 350-4 (REVISED 2/87)

uids




|

ISTRUCTIQNS - -TYPE OR PRINT A

IPARATE FORM FOR EACH NEW OR
IVISED RECORD SERIES. FORWARD
{TH RECORDS RETENTION SCHEDULE

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7273 WATERLOO RQAD
P.O. BGX 275

AGENCY RECORDS INVENTORY

PAGE 12

OF 12
2GS 5'0'[) JESSUP, MARYLAND 20794
\RTMENT [ AGENCY 2. DIVISION 3. UNIT
Bgpartment ‘of Juvenile Services Placement

Community Services Division

ZFINITION-RECORD SERIES-

A GROUP OF RELATED RECORDS NORMALLY FILED

AND USED AS A UNIT FOR
ITION PURPOSES

REFERENCE AS WELL AS RETENTION AND DISpPOSs

.. RECORD SERIES TITLE

Budget

5. EARLIEST YEAR/LATEST YEAR
1988 to Present

¢l

TYP RMs D
RECORD SERIES DESCRIPTION (BRIIHLY DEBCRIBE THE 8 oF INFOMTION/DOCWTS/FO FOUN

4N THE SERIES.

This record series consists of documents u

linited, to the following:

A. Budget Ledger

B. Capital Budget

C. FY 1988 - 1991 Budget
D. General Files

INCLUDE THE PURPOSE OR FUNCTION OF THEK 8!}!1!8]

sed inthe budgetary process for the Community Services Division. It includes, but is not

-
#

. RECORD SERIES FORMAT(S]

# LETTER S1ZE O MICROFILM

Q2 LEGAL SizE 0O COMFUTER TAFE
a] BOOK O FLOPPY DISK
3 10 TAPE 0O VIDEO TAPFE

0 OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
X ALPHAEETICAL
0O NUVERICAL
O CHRONOLOGICAL
O GEOGRAPHICAL
O OTHER(SPECIFY)

\

9. VOLUME

® FILE DRAWER(S)
, O MICROFILM REEL(S)
O COMPUTER TAPE(S)

“""_‘.'““ O OTHER(SPECIFY)

10. ANNUAL ACCUMULAT JON
B FILE DRAWER(S)
‘0 MICROFILM REEL(S)
O cOMPUTER TAPE(S)

w] MRLSEECIEY}

1 PiLE 1S USED 12. FILE BECOMES INACTIVE AFTER
@ palLy . O WEEKLY D Y 5 O MCNTH(S) 0 YEAR(S) !

3. CURRENT LOCATION(S) {BLDG.,FLOOR, ROCM)

321 Fallsway, Headquarters 1 St Floor

Y

14. 1S RECORD SERIES ,DUPL:ICATED ELSEWHERE?

tir yEs, srEcIFY sdENcY OR oPricE)
O yes XXno

1

AP Chcamary

5. ACCESS RESTRICTIONS

Q YES
{1 vye8, ciTe LAW(S) & rEGULATION(S)

® NO 16.

AUDIT REQUIREMENTS

O NCNE QX STATE O FEDERAL DO INDEPENDENT

.
H

7. 1S AN INDEX SYSTEM USED? (1w yRS.E>PLAIN
BRIEFLY AND DESCRIBE ANY HARDBARE/SOFTWARE )

0 yeEs & NO

18.

RECCMMENDED RETENT ION

Retain for five (5) years and until all audit’
requirements are fulfilled, then destroy.

7 AND TITLE OF PREPARER

PATT Carter, Support Staff

20. TELEPHONE NUMEER

333-6841

21. DATE

4/15/91

P ——

DeS 550-4 (REVISED 2/87)

t




