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1
1.

D«»cription

The Community Services Division is 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 reorganised
in February, 1990, 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.

CONTRACTS BETWEEN VENDORS AND DJS

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
-include, but are not limited to the following:

A. Per Diem Contracts with Program Cost Sheets
or DHR Rate Letter, •
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1.

2.

#

3.

1

1

Description

CONTRACTS BETWEEN VENDORS AND DJS fcontinued)

B. Standard Contracts with Exhibits Attached
C. Advance Payments Contracts with Exhibits

Attached
D. Clinical Agreements
E. Intergovernmental Agreements
F. Invitation for Bids, and
G. .general Correspondence
H. RFP% for Charles Hickey School
I. Population Reduction Initiative (Hickey

School), and
J. Purchase Orders

FINANCIAL AND TECHNICAL PROPOSALS

This record series includes financial and
technical invitations by the Department
to Profit and Non-Profit Organisations
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 (RFP's)
B. Bidders Response to these Requests, and
C. Correspondence

LICENSING OF APPROVED FACILITIES

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:

A. Licenses of the facility
B. Budgets of the facility
C. Inspection forms
D. Articles of Incorporation
E. By-Laws
F. Board of Directors (Names and Addresses)
G. Program Descriptions

J • H. Personnel Information
1

•

I I. Health Records of Staff and Youth
j ! J. Fire and Safety Information

j K. Insurance, and
1
j

|
1

I L. Correspondence
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Retention

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. i
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4.

5.

1

6.

1
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Description

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:

A.
B.
C.
D.
E.
F.
G.
H.

Program Proposal
Admission Criteria
•Community Detention
Feasibility Studies
Special Projects
Montrose School Closing
Residential Programs, and
General Correspondence

PERSONNEL STAFF/OFFTOE 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:

A.
B.
C.
D.
E.
F.
G.
H.

Resumes
Monthly Reports
Acting Capacity Forms
Affirmative Action Plan Forms
Certificate Forms
Clearance Sheets
Criminal Record Checks, and
General Correspondence

YOUTH SERVICE BUREAUS fYSB^

YSB'S re state-certified, non-residential
community programs that provide counseling,
referral and information services, crisis
intervention, 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:

A.
! " B.

S c.
1 E.
! F.
! G.

! H.

Contracts (certification certificates)
Agreements
Statistical Reports (monthly & yearly)
Monitoring Reports (monthly)
Yearly Reports
Program Evaluations
Incident Reports, and
Correspondence

Retain
years,

Retain
years,

Retain
years,

t
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Retention

for five (5)
then destroy.

for five (5)
then destroy.

I

(

for five (5) ]
then destroy. |
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7 . 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:

A. Contracts (certification certificates)
B. Agreements
C. Statistical Reports (monthly and yearly)
D. Monitoring Reports (monthly)
E. Yearly Reports
F. Program Evaluations
G. Incident Reports» and
H. Correspondence

8. PREVENTION PROGRAMS

This program includes formal counseljxig,
information, referral, crisis intervention
leisure time activities, jobs 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

9! DJS TJCENSKD/OWNED FACTT.TTTES

This record series consists of hard copies
(i.e., paper) of:

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

B. General Correspondence to DJS Owned
facilities, which moaitor the programs# '
or services provided-to youth under
the supervision of/the Department
of Juvenile ServiGes.

Retain five (5) years,
then destroy.

Retain for five (5)
years, then destroy.

J Retain for six (6)
j years, then destroy.
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Description Retention

11.

i
12.

!

! I

D.TB LICENSED/OWNED FACTT.TTTES

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

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

B. general correspondence to DJS owned"--- -
facilities which monitor the programs
"or services provided to youth under
the supervision of the Department
of Juvenile Services.

T,EETSr,ATTVE

This record series concerns documents
pertaining to the Governor or the Legislative.
It includes, but is not limited to the
following:

A. Executive Fellows Program
B. Governor's Internship Program
C. Governor's Project Information Database
D. Governor's Policy Fellowship Program
E. Legislative Workplan
F. Mailing List
G. Joint Oversight Committee
H. Legislative (1987-1991), and
I. Correspondence

BtJnGET

This record series consists of documents used
in the budgetary process for the Community
Services Division. It includes, but is
not limited to, the following:

A. Budget Ledger
B. Capital Budget
C. FY 1988 - 1991 Budget
D. General Files

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.



^STRUCT ICMS--TYPE OR PRINT A
ZPARATE FORM FOR EACH NEW OR
CV1SED RECORD SERIES. FORWARD
!TH RECORDS RETENTION SCHEDULE
DCS 3 5 0-1 )

DEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION

727S WATERLOO ROAD

P.O. BOX 275

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE _1 OF 1 ^

/AGENCY

• ent-of Juvenile Services

2 . DIVISION

Coaiunity Services Division

3. UNIT

Contracts Z Prograa Development

"F IN 1TI ON-RECORD S E R I E S - * a " O u ^ O r W*l-ATEQ WCDRBB NORMAI.L.Y FJ1_*D ANO USKD A* A UN t T FQN
I H F E H E H C I A« WEia. AJ wgTgNTiow ANo oiaF-oaiTTQN fuwyoaga

RECORD SERIES TITLE

Contract Between Vendors and DJS

S . EARLIEST YEAR/LATEST YEAR

1Q«t TO 1QRR

RECORD SERIES DESCRIPTION ( BRIEFLY DISCRlas TMK TYMS OF
•IN THE SERIES.

I NFOW4AT1 ON /DOCUMENTS /FORMS FOUND

INCLUDE THB FUHPOSE OR FUNCTION OF THE SKFTtCS

1 mI!J!i !!" ' "" "" Mm> ""t"11 : • '• m ' « «" C t a r l « «'=»" School

a

•j

•

; i .

: ^ .

DJS

is .

:7 .

4

RECORD SERIES FORMAT(S) .

LETTER SIZE D MICROFILM

LEGAL SIZE • COMPUTER TAPE

BOUND BOOK ° FLOPPY DISK

^ P l O TAPE • VIDEO TAPE

OTHER( S P E C I F Y ) . - - :

a.

FILE IS USED Daily to Bi-Meekly

O DAILY O WEEKLY C

CURRENT LOCATION(S) (BLDG.,FLOOR,

Headquarters, Contracts Unit, 3Rd. Floor,

RECORD SERIES SEQUENCE

D ALPHABETICAL

Q NUMERICAL

Qt CHRONOLOGICAL

d GEOGRAPHICAL

E OTHER(SPECIFY)

MONTHLY

ROOM)

Ri. 302

ACCESS RESTRICTIONS • YES Q NO

( I F YTS, CITE LAW(a) & RK<3Ut_VrlONl

IS AN INDEX SYSTEM USEDT { i r Y t s . o ^ u i N
BRIKPI.Y AND DESCRIBE AKY HARDIARc/ SOPTSARK )

tjj YES • NO C r o s s Reference

BlAWE AND TITLE OF PREPARES

Valerie Neal, Office Secretary

2 0

1 2 .

1 4 .

1 6 .

1 8 .

9 . VOLUME

* FILE DRA»ER(S)
D MICROFILM REEL(S)

., 5 . _ a COMPUTER TAPE ( S )
NUMBER Q O T H E R ( s p E ( . l i r Y ) j

' ' !

I 0 . ANNUAL ACCUMULATION

• •-+ . • * FILE DRAWER(S)

.'•Z< \ . ^ n MICROFILM REEL(S)

FILE BECOMES INACTIVE AFTER |

5 D ,
NUMBER

« N T H ( S ) O YEAR(S) {

IS RECORD SERIES DUPLICATED ELSEWHERE? j
t l F YES, SPECIFY AQENCY OR OFFICE) j
S YES D NO "-WS, Contractual Services Division |

AUDIT REQUIREMENTS . • '. 1
1

D NONE P STATE W FEDERAL • INDEPENDENT

L

RECOMMENDED RETENTION . *»•-'- !

i
•• • I

Retain 5 years after expiration of contract, extensions I
or •odifications of contract, thereafter destroy.

I

• • . ' • • • . • • • • - . . : • • . . . • - {

TELEPHONE NUMBER

333-6844

2 1 . DATE '
, - I

04/15/91

DCS 350-4 IREVISED 2/87)



1MSTRUCTIQMS- -TYPE OR PRINT A

SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD

fITH RECORDS RETENTION SCHEDULE

DCS 3 S 0 • I ]

DEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD

P.O. BOX 27S

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PARTMENT/AGENCY

Department of Juvenile Services

2 . DIVISION

Community Services Division

3 . UNIT

Contracts and Program Development

DEFINITION-RECORD SERIES A CROUP Or RILATED RECORDS NORMALLY1 FILED AMD USED AS A UNIT FOR
REFERENCE A« WELL KB RETENTION AND DlgPOfllTION PUWPOStg •__

I. RECORD SERIES TITLE

Financial and Technical Proposals
5 . EARLIEST YEAR/LATEST YEAR

1P.R3 TO IQftfi

3 . RECORD SERIES DESCRIPTION ( • " • « r u T « « » • « T K * " n r F « Or INFOMUTION/OOCUWKTS/FOROT FOUND
•IN THE SERIES. . INCLUDE THE PURPOSE OR FUNCTION OF THE BURIES)

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

L Requests for Proposals (RFP's)
B. Bidders Response to These Requests, and
C. Correspondence

7 . RECORD SERIES FORMAT(S)

• LETTER SIZE ° MICROFILM

» LEGAL SIZE E COMPUTER TAPE

a^CUND BOOK B FLOPPY DISK

a ^ R ) I O TAPE Q VIDEO TAPE

Q OTHER(SPECIFY)

8 . RECORD SERIES SEQUENCE

• ALPHABETICAL

• NUMERICAL

3 CHRONOLOGICAL

O GEOGRAPHICAL

• OTHER(SPECIFY)

9. VOLUME

NUMBER

& FILE DRAWER(S)
d MICROFILM REEL(S)
Q COMPUTER TAPE(S)
O OTHERfSPECIFY)

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

NbUagfe ° COMPUTER TAPE(S)
• nTHFP(gPFrlFY)

11 . FILE IS USED DailyetoyBi-Weekly
E DAILY D WEEKLY D MONTHLY

1 2 . FILE BECOMES INACTIVE AFTER
5 Q MONTH(S) 5J YEAR(S)

NUMBER

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

DJS Headquarters, Contracts Unit, 3rd Fl., Rm. 302

14. IS RECORD SERIES DUPLICATED ELSEWHERE?
tlF YES, SPECIFY AOENCY OR OFFICE)
A YES D NO DJS, Contractual Services Division

1 3 . ACCESS RESTRICTIONS U YES D NO
( I F Y E S , C I T E L A W ( B ) * R E G U L A T I O N ! s )

1 6 . AUDIT REQUIREMENTS

Q NONE E* STATE *J FEDERAL ° INDEPENDENT

1 7 . I S AN INDEX SYSTEM USEDT ( I F YKS.EXPLAIN
BRIEFLY AND DSSCRI Be ANY HARDBARe/SOFTWARE)

& YES D NO Cross Reference

IB. RECOMMENDED RETENTION

Retain 5 years after expiration of contnact

Extensions or Modifications of Contract,

Thereafter Destroy.

I SJ^^AME AND TITLE OF" PREPARER

Valerie Neal, Office Secretary

2 0. TELEPHONE NUMBER

(301) 333-6844

2 1 . DATE

4/15/91

DCS 3 5 0 - 4 (REVISED 2 / 8 7 )



JSTRUCTIONS--TYPE OR PRINT A
IPARATE FORM FOR EACH NEW OR
rVlEED RECORD SCRIES. FORWARD
ITH RECORDS RETENTION SCHEDULE
3GS 3 5 0 - 1 )

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P . O . BOX 275

JESSUP, MARYLAND 2 0 7 9 4

AGENCY RECORDS INVENTORY

PACE 3 OF 12

r/AGENCY

Qepartment' of Juvenile Services

2 . DIVISION

Community Seruir.ei

3. UNIT

Licensi nn
"FINITION-RECORD S E R I E S - * O H O V m O r W L * T E D RECORDS NOIWALUt FILXD AND USED AS A UNIT FOR

WtFTRgWei AM WELL Ag RgTZNTlOW AMD DlgPOglTtON PTJWPO3E3 •

RECORD SERIES TITLE

Licensing of Approved Facil it ies

5 . EARLIEST YEAR/LATEST YEAR

1P.7D TO P r . t . . t

5 . RECORD SERIES DESCRIPTION ( B R I * F l - Y DIBCnlBK THE TYFBB OP" INFORMATION/DOCUMENTS/FORMS FOUND
•IN THE SERIES INCLUDB THE PURPOSE OH FUNCTION OF THE BBFTtES]

BMrt .f Director, mm ..d ! « „ „ „ ) J] J " ™ ^

r. RECORD SERIES FORMAT(S)

3 LETTER SIZE • MICROFILM

d LEGAL SIZE D COMPUTER TAPE

£jmUND BOOK a FLOPPY DISK

3^K)1O TAPE D VIDEO TAPE

° OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

* ALPHABETICAL

° NUMERICAL

Q CHRONOLOGICAL

Q GEOGRAPHICAL

D OTHER(SPECIFY)

9 . VOLUME

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

30 D COMPUTER TAPE(S)
K T S J S E 7 r » OTHER(SPECIFY]

Bnnks

1 0 . ANNUAL ACCUMULATION

P FILE DRAWER(S)
continuous D MICROFILM REEL(S)

a COMPUTER TAPE(S)
E OTViP*wf s p y r l P*V \

NUMBER

II . FILE IS USED

^ DAILY n WEEKLY D MONTHLY

12> FILE BECOMES INACTIVE AFTER

, Q MONTH(S) Q YEARfS)
NUMBER

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

321 Fallsway - 1st Floor

14. IS RECORD SERIES .DUPLICATED ELSEWHERE?
tlF YES. BI-eeiFY «EKCY OR OFFICE)
D YES & NO

IS. ACCESS RESTRICTIONS O YES tX N O
(IF YES, CITE L A V ( S ) a RKOULATIONIS)

16. AUDIT REQUIREMENTS

D NONE )0 STATE R> FEDERAL O INDEPENDENT

17. IS AN INDEX SYSTEM USED? ( tr YES .Ê a«l_A IN
BRIEFLY AKD DBBCRIBe ANY HARDWARE/SOFTWARE )

Q YES t$ NO

IB . RECOMMENDED RETENTION

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

AND TITLE OF PREPARER

Don Dailey

2 0 . TELEPHONE NUMBER

333-6337

2 1 . DATE

03/15/91

DCS 550-4 {REVISED 2/87)



<STRVCT)QMS--TYPE OR PRINT A
tPARATE FORM FOR EACH NEW OR
rVlEED RECORD SERIES. FORWARD
ITH RECORDS RETENTION SCHEDULE
3GS S S O - I )

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P . O . BOX 278

JESSUP, MARYLAND 2 0 7 9 4

AGENCY RECORDS INVENTORY

r/AGENCY Maryland
Jartment: of Juvenile Servicess

2 . DIVISION
Community Services

3 . UNIT

Placement

IF IN1TION•RECORD SERIES A OROIff o r MLATKD RECORDS HORMAULV F I LJKD AMD USSO AS A UNIT FOR
WBFERENCt AS WELJ. AS RETENTION AND DISPOSITION POWPOggg •

RECORD SERIES TITLE

Institutional Placements

S. RECORD SERIES DESCRIPTION l B R I K F l- Y DESCRIBE THE TYFB8 OF" INFORMATION/DOCUMENTS/FORMS FOUND
•IN THE SERIES. . INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES)

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

h. Prograa Proposal.
B. fidaission Criteria
C. Connunity Detention
D. Feasibility Studies
E. Special Projects
F. Hontrose School Closing
G. Residential Prograis, and
H. General Corrcopoadefice

•. RECORD SERIES FORMAT(S)

Q LETTER SIZE O MICROFILM

B LEGAL SIZE n COMPUTER TAPE

n^BUND BOOK D FLOPPY DISK

S^TOIO TAPE Q VIDEO TAPE

Q OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

& ALPHABETICAL

Q NUMERICAL

Q CHRONOLOGICAL

° GEOGRAPHICAL

a OTHER(SPECIFY)

9. VOLUME

V FILE DRAWER(S)
a MICROFILM REEL(S

2 O COMPUTER TAPE(S)
N U M B E* 0 OTHER(SPECIFY)

10..ANNUAL ACCUMULATION
tl FILE DRAWERf S)
D MICROFILM REEL(S]

jruTOES* ° COMPUTER TAPE(S)

1 1 . FILE IS USED

B DAILY D WEEKLY D MONTHLY

12. FILE BECOMES INACTIVE AFTER

NUMBETT
D MONTH(S) W YEAR(S)

! 3 . CURRENT LOCATI ON(S) ( BLDG., FLOOR, ROOM)

321 Fallsway

1 4 . IS RECORD SERIES .DUPLICATED ELSEWHERET
t l F YC8, SPECIFY-' /JOEKCY OR OFFICE)
9 YES D NO Institution Files

•! I S . ACCESS RESTRICTIONS Q YES • NO
( I F YES, CITE L A « ( S ) ft REQULATIONis]

16. AUDIT REQUIREMENTS

09 NONE E STATE D FEDERAL D INDEPENDENT

17. IS AN INDEX SYSTEM USED* (IF YES .EXI-J-A IN
BRIEFLY AND DKSCR I BE AXY HARDWARE,/SOFTWARE )

a YES m NO

1 8 . RECOMMENDED RETENTION

Retain for five (5) years, then destroy.

AND TITLE OF PREPARES

Patt Carter, Support Staff Person

2 1 . DATE

3/15/91

DCS 350-4 (REVISED 2/87)



I<STRUCT1QMS--TYPE OR PRINT A
PARATE FORM FOR EACH NEW OR

iTVIEED RECORD SERIES. FORWARD
ITH RECORDS RETENTION SCHEDULE
DCS 9 B 0 - 1 )

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 278

JESSUP, MARYLAND 2 0 7 9 4

AGENCY RECORDS INVENTORY

r/AGENCY

Department of Juvenile Services

2 . DIVISION

Community Seruir.p<:

3 . UNIT
placements

ZrINITION-RECORD SERIES K GROUP Or RELATED RECORDS NORMAU.Y FILED AND USED AS A UNIT FOR
REFERENCE AS WEU. Ag BBTgNTIQW AND DIBMglTION PUWPOSti •__

RECORD SERIES TITLE

Personnel Staff/Office Management
8 . EARLIEST YEAR/LATEST YEAR

1989 xo 1990

5. RECORD SERIES DESCRIPTION iBRIIC''l-'r DIBCRIBK THE TYPES o r INFORMATION /DOCUMENTS /FORKS FOUND
„.. , . "«M TWE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES]

2 ! \ ™ o 1 l ! l £ ! ! C°nCerDS PmOnDel St3ff 3Dd ° f f i C e Bana6efflent °f the C0SBUDit7 Se"ices DiTi8i0D- !t inc1 -̂ but is not Halted
Resumes'
Monthly Reports
Acting Capacity Fores
Affiriaative Action Plan Foris
Certificate Forss
Clearance Sheets
Criiinal Record Checks, and
General Correspondence

7 . RECORD SERIES FORMATS)

& LETTER SIZE Q MICROFILM

3 LEGAL SIZE O COMFUTER TAPE

CljmuND BOOK O FLOPPY DISK

a HTOIO TAPE Q VIDEO TAPE

° OTHER(SPECIFY)

8 . RECORD SERIES SEQUENCE

Of ALPHABETICAL

O NUMERICAL

D CHRONOLOGICAl.

• GEOGRAPHICAL

D OTHER(SPECIFY)

5 1 * FILE IS USED

* DAILY n WEEKLY • MONTHLY

! 3 . CURRENT LOCATION(S) (BLDG. ,FLOOR,ROOMJ

321 Fallsway

1 5 . ACCESS RESTRICTIONS Q YES 09 NO
( I F YES, CITE LAV(S) & RBOUUAT1ON(S)

1 7 . I S A N I N D E X S Y S T E M U S E D ? ( I F Y E S . E X F I . A I N

BRIEFLY AKD DESCRIBE ANY HARDWARE./ SOFTWARE )

D YES E NO

l^BiAME AND TITLE OP" PREPARER

PATT CARTER, .SUPPORT STAFF PERSON

i
9 . VOLUME

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

1 O COMPUTER TAPEfS)
NUMBER a OTHERJSPECIFY)

1 0 . ANNUAL ACCUMULATION
•Ci FILE DRAWER(S)
D MICROFILM REEL(S)

KTJHSgR" ° COMPUTER TAPE(S)
O cyn-iFPf q p r r i irv \

I 2 > FILE BECOMES INACTIVE AFTER
, 5 D MONTHfSl JS YEAR/S) !
NUMBER

• i

1 4 . IS RECORD SERIES DUPLICATED ELSEW-ERET j
t l F YES, SPECIFY AfOEKCY OR OFFICE) j
A YES D NO 'Personnel

1 6 . AUDIT REQUIREMENTS

D NONE 5 STATE 0 FEDERAL ° INDEPENDENT

1 8 . RECOMMENDED RETENTION

Retain for five (5) years, then destroy.

1

i
2 0 . TELEPHONE NUMBER •

333-6841

2 I . DATE

4/15/91

DCS 350-4 (REVISED 2/87)



<STRUCT 1 QMS - -TYPE OR PRINT A
ZPARATE FORM FOR EACH NEW OR
£VISED RECORD SERIES. FORWARD
!TH RECORDS RETENTION SCHEDULE
DCS 350-1 )

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD

P.O. BOX 278
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

["/AGENCY

Department of Juvenile Services

2 . DIVISION

Comiunitv Services niui<:inn

3 . UNIT

Non-Residential Programs Unit

ZFINITION-RECORD SERIES-A OROtff Or RELATED RECORDS NORMALLY F1LXD AND USED AS A UNIT FOR
HgrtFUWCT AM WELL AS RgTBNTIQW AMD DISPOSITION yUHPOSgS •

RECORD SERIES TITLE

Youth Services Bureaus (YSB)

RECORD SERIES DESCRIPTION r B l t I I " r l - Y DESCRIBE THE TYPES Or INPORMATION/DOCUMENTS/PORMS POUND
Youth SerVlOP BlireAllR ArA e + a + o ™,*W A^^ S E R I J E S . . ' , INCLUDE THE PURPOSE OR FUNCTION Or THE SERIES]

A. Contracts (certification, certificates)
B. Agreements
C. Statistics (aonthly and yearly)
D. Monitoring Reports (aonthly)

I. Yearly Reports
F. Prograa Evaluations
G. Incident Reports, and
B. Correspondence

r. RECORD SERIES FORMAT(S)

& LETTER SIZE • MICROFILM

» LEGAL SIZE D COMFUTER TAPE

3auro BOOK o FLOPPY DISK

a ^ R l O TAPE D VIDEO TAPE

a OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

0 ALPHABETICAL

• NUMERICAL

D CHRONOLOGICAL

Q GEOGRAPHICAL

O OTHER(SPECIFY)

9. VOLUME

NUMBER

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

10. ANNUAL ACCUMULATION

fc FILE DRAWER(S)
j El MICROFILM REEL(S]

RTJUBER" O COMPUTER TAPE(S)

O tyr*WFWf 9 P F r l FY]
; l .FILE IS USED

OXDAILY E WEEKLY O MONTHLY

1 2 • FILE BECOMES INACTIVE AFTER

5 0 MCNTH(S) » YEAR(S]
NUMBER i y

7^! 3 . CURRENT LOCATION(S) {BLDG.,FLOOR,ROOM)

321 Fallsway, 1st Floor

1 4 . IS RECORD SERIES .DUPLICATED ELSEWHERET
t i r YES, sre.cirY A'OEKCY OR o r n c E )

O YES O NO Youth Services Bureaus Offices

^ »

IS. ACCESS RESTRICTIONS O YES * NO

( IP YES, CITE LAB(s) & RBGULJVTI ON ( S )
16. AUDIT REQUIREMENTS

n NONE fjf STATE • FEDERAL E INDEPENDeNT

17. IS AN INDEX SYSTEM USED? (|p Y1S.U7LAIN

BRIEFLY AND DESCR I Be ANY HARDBARc/SOFTWARE )

D YES O< NO

1 8 . RECOMMENDED RETENTION

Retain for five (5) years then destroy.

AND TITLE OF PREPARES

Cindy L. Hanneaan, Off ice Sec. I l l

2 0 . TELEPHONE NUMBER

333-2665

2 I . DATE

4/15/91

DGS 350-4 (REVISED 2/37)



<STRUCTIQMS--TYPE OR PRINT A
ZPARATE FORM FOR EACH NEW OR
rVlEED RECORD SERIES. FORWARD
1TH RECORDS RETENTION SCHEDULE
DGS S80-J)

DEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION

727S WATERLOO ROAD

P.O. BOX 275

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

^ ^ A R T M E N T / A G E N C Y

wpartment. of Juvenile Services
2 . DIVISION

Connunity Services Division

3 . UNIT

Non-Residential Services Unit

"F1N1T1ON-RECORD SERIES-A O R O U * O F W S U A ' " ! D RECORDS NOBVALUV FILJEO AMO USKO A * A UNIT FOR
REFERENCE AS WELJ- AS RETENTION AMD DISPOSITION PUBPQSgg •

RECORD SERIES TITLE

Diversion Programs

5 . EARLIEST YEAR/LATEST YEAR
1989 TO 1990

RECORD SERIES DESCRIPTION I B R ' • | r u Y DfBCRIBB THE TYPES OF" INPORMATI ON / DOCUIiOITS / FORVS POUND
.. „ •»* THE SERIES. . INCLUDE THE PURPOSE O« FUNCTION OF THE SEMES )

4. Contracts (certification, certificates)
B. Agreements
C. Statistics (lonthly and yearly)
D. Monitoring Reports (nonthly)

E. Yearly Reports
F. Prograi Evaluations
G. Incident Reports, and
B. Correspondence

7 . RECORD SERIES FORMAT(S)

8 LETTER SIZE Q MICROFILM

3XLEGAL SIZE O COMPUTER TAPE

Q A M D BOOK O FLOPPY DISK

3 SUDIO TAPE D VIDEO TAPE

a OTHER(SPECIFY) "

8. RECORD SERIES SEQUENCE

CX ALPHABETICAL

Q NUMERICAL

n CHRONOLOGICAL.

Q GEOGRAPHICAL

D OTHER(SPECIFY)

9. VOLUME

1/2

& FILE DRAWER(S)

a MICROFILM REEL(S)
E COMPUTER TAPE(S)

K T 5 5 f i E F O OTHER(SPECIFY)

10. ANNUAL ACCUMULATION

& FILE DRAWER(S)

j-/2 D MICROFILM REEL(S]

RTJSSBK" D COMPUTER TAPE(S)
D QTUFO/ ct y.

: t .FILE IS USED

& DAILY a WEEKLY O MONTHLY

1 2 • FILE BECOMES INACTIVE AFTER

mArBETT D MONTH(S) W YEAR(S)

! 3 . CURRENT LOCATION(S) { BLDG., FLOOR, ROOM)

321 Fallsway, 1st Floor

1 4 . IS RECORD SERIES.DUPLICATED ELSEWHERE?
tlF YtS, BPE.CJFY- A'OEKCY OR OFFICE)
a YES D NO Diversion Program Offices

15. ACCESS RESTRICTIONS • YES Ot NO

( If rkB , CITE l_A»(s) ft RSGULATI ON { S )
16. AUDIT REQUIREMENTS

O NONE D STATE • FEDERAL E INDEPENDENT

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

BRIKFUY AND CBBCRIBB ANY HARDBARCL/ SOFTWARE )

° YES 5? NO

1 8 . RECOMMENDED RETENTION

Reetain for five (5) years then destroy.

AND TITLE OF pREPARER

Cindy L. Hanneman, Office Sec. I l l

2 0 . TELEPHONE NUMBER

33302665

2 I . DATE

4/15/91

DCS 350-4 (REVISED 2/87)



<STRUCTI9NS"TYPE OR PRINT A
IPARATE FORM FOR EACH NEW OR
£V1SED RECORD SERIES. FORWARD
1TH RECORDS RETENTION SCHEDULE
DOS 3 5 0 - 1 )

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 278

JESSUP, MARYLAND 2 0 7 9 4

AGENCY RECORDS INVENTORY

^fc*RTMENT

Detriment .of

/AGENCY

•of Juvenile Services
2 . DIVISION

Community Services Division

S. UNIT

Non-Resj Hp"Ha1 'itraiftt llnifr

__,.,._,—, -—-„-— ~r.-,T.- A OROUP Or RELATED WCORDB NORMALLY fiLCD AND USKD AS A UNIT FOR
HBFCRBHCt AS WELL A* RETENTION AMO DISPOSITION PURPOSES ;_

RECORD SERIES TITLE

Prevention Programss

8 . EARLIEST YEAR/LATEST YEAR

1P.RP, TO loon

FOUNDBRIEFLY DESCRIBE THE TYPES OF INFORMATI ON /DOCUMENTS /FORVS
15. RECORD SERIES DESCRIPTION ( • S E R, E S INCLUDE THE PURPOSE O* FUNCTION OF THE SEMES)

These prograas provide pnaary or secondffry defilquency prevention, which say include formal counseling, inforaation, referral, crisis
intervention, leisure tine activities, job and job related activities, coiaunity development and consultation, coasunity education,
youth advocacy, resource mobilization, positive youth developsent, parent education and special education alternatives. These prograi
are tailored to the needs of the local coiaunity. Docuaents in this series include, but are not lisited to the following:

a. Contracts (certification, certificates)

Statistics (aonthly and yearly)
Monitoring Reports (aonthly)

E. Yearly Reports
F. Prograa Evaluations
G. Incident Reports, and
H. Correspondence

RECORD SERIES FORMAT(S]

LETTER SIZE ° MICROFILM

LEGAL SIZE D COMPUTER TAPE

BOOK Q FLOPPY DISK

>IO TAPE D VIDEO TAPE

OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

P ALPHABETICAL

a NUMERICAL

D CHRONOLOGICAL

• GEOGRAPHICAL

Q OTHER(SPECIFY)

9. VOLUME

1/2

5? FILE DRAWER(S)
• MICROFILM REEL(S)
•3 COMPUTER TAPE ( S )

NU**BEft a OTHER( SPECIFY]

10. ANNUAL ACCUMULATION

P FILE DRAWER(S)
• MICROFILM REEL(S)

huifl&ifc ° COMPUTER TAPE(S)
O QTHFW( Cjggr 1E~V )

; i FILE IS USED

^ DAILY n WEEKLY O MONTHLY

1 2 • FILE BECOMES INACTIVE AFTER
5 a MONTH(S) * YEAR(S]

NUMBER

' . 3 . CURRENT LOCATION! S ) { BLDG . , FLOOR, ROOM)

321 Fallsway, 1st Floor

14. IS RECORD SERIES .DUPLICATED ELSEWHERE?
t i F Y E S , SPECIFY AGENCY OR O F F I C E )
& YES D NO Prevention Program Offices

1 3 . ACCESS RESTRICTIONS Q YES IS NO
(IF YES, CITE LAB(S) & RKOULATION!S)

16. AUDIT REQUIREMENTS

O NONE 9 STATE D FEDERAL n INDEPENDENT

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

Q YES Qt NO

1 8 . RECOMMENDED RETENTION

Retain five (5) years then destroy.

r^NAME AND TITLE OF PREPARER

Cindy L. Hanneman, Off ice .Sec. I l l

2 0 . TELEPHONE NUMBER

333-2665

2 1 . DATE

4/15/91

DCS 5S0-4 (REVISED 2/87)



^STRUCT IONS--TYPE OR PRINT A

ZPARATE FORM FOR EACH NEW OR

CYISED RECORD SERIES. FORWARD

ITH RECORDS RETENTION SCHEDULE

3GS 3B0-I }

DEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD

P.O. BOX 278

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

r/ACENCY

Department of Juvenile Services

2. DIVISION

Com•unitv Spruiroc m

3. UNIT

Residential
"FIN1TION-RECORD SERIES-* a H O O F o r WKLATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR

REFERENCE AS WELL AS RgTINTIQW AND DISPOSITION PUWPOSti •__

RECORD SERIES TITLE

Departmento of .Inupnilp Rg :d roeililie!,

5 . EARLIEST YEAR/LATEST YEAR
1988 TO 1990

. RECORD SERIES DESCRIPTION [

This eerieB consists of :

BRIEFLY DESCRIBE THE TYM8 Or
•IN THE SERIES.

INFORMATION/DOCUMENTS/FORMS FOUND

INCLUDE THE PURPOSE O* FUNCTION OF THE SERIES]

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

7 . RECORD SERIES FORMAT(S)

OXLETTER SIZE D MICROFILM

3 LEGAL SIZE N COMFUTER TAPE

3^fejND BOOK 0 FLOPPY DISK

3 AUDIO TAPE D VIDEO TAPE

Q OTHER(SPECIFY)

8 . RECORD SERIES SEQUENCE

& ALPHABETICAL

O NUMERICAL

0 CHRONOLOGICAL.

• GEOGRAPHICAL

D OTHER(SPECIFY)

'' J ' FILE IS USED

B DAILY D WEEKLY 0 MONTHLY

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

321 Fallsway - Headquarters

I S . ACCESS RESTRICTIONS • YES C* NO
( I F Y E S , C I T E L A H ( S ) * R E O U L A T I O N ( S )

1 7 . IS AN INDEX SYSTEM USED? ( I F Y I S . O 7 L A I N
BRIEFLY AKD DESCRIBE ANY HABDBARe/ SOFTWARE )

D YES H NO

^^*AME AND TITLE OF" PREPARER

Paula Bazemore, Sec.

9 . VOLUME
JP FILE DRAWER(S)
Q MICROFILM REEL(S)

5 n COMPUTER TAPE ( S )
N U M B C R 0 CTHER(SPECIFY)

1 0 . ANNUAL ACCUMULATION
D FILE DRAWER(S)

0 D MICROFILM REEL(S)
NukbeTt ° COMPUTER TAPE(S)

0 OTT-fPRf ^P^P"1 FVl
1 2 • FILE BECOMES INACTIVE AFTER

2 0 MONTHfSi D YEABfS] \
NUMBER

14. IS RECORD SERIES .DUPLICATED ELSEWHERE? j
t i F Y E S , SPECIFY AGENCY OR O F F I C E ) j

0 YES Q NO Floppy Disk j

1 6 . AUDIT REQUIREMENTS I

ft NONE D STATE Q FEDERAL n INDEPENDENT

1 8 . RECOMMENDED RETENTION

Retain for six (6) years thereafter destroy.

I

i
2 0 . TELEPHONE NUMBER

333-6860

2 1 . DATE

4/1S/Q1

DCS 350-4 (REVISED 2/87)



JSTRUCTIONS--TyPC OR PRINT A

iPARATE FORM FOR EACH NEW OR

i^lEED RECORD SERIES. FORWARD

ITH RECORDS RETENTION SCHEDULE

DOS 3B0-I )

DEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD

P.O. BOX 27B

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PACE 10 OF 1?

^^ARTMENT/AGENCY

^fepartraent of Juvenile Services
2. DIVISION

Community Services Division

3 . UNIT
Residential

t F IN IT ION-RECORD S E R I E S - * O I * O U F O r MLATED RECORDS NORMALLY1 FILED ANO USED AS A UNIT FOR
HtFEHCTCt AS WELL AS RETENTION AMD DIBKIglTIOH FUHFQSgi •

RECORD SERIES TITLE

Department of Juvenile Services Licensed/OwenH r . r i n n .

-:. RECORD SERIES DESCRIPTION

These records are Diskettes containing:

.BRIEFLY DESCRIBE TKK TYPES Or
•IN THE SERIES.

I NfORMAT I ON/ DOCUUBNTS/ FO W « POUND.

INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES)

a. Licenses to Hon-DJS Residential Facilities, and " ••

'• K E ^ T S E S I Z T f>Ci!Uie' '"Ch 'Ml*°r * ml"" « '"'-' "•*"• '° »-» «-« * » n i . l . of the

7 . RECORD SERIES FORMAT(S]

Z LETTER SIZE D MICROFILM

•3 LECSAL SIZE D COMPUTER TAPE

Z^fejND BOOK tX FLOPPY DISK

a ;CDIO TAPE Q VIDEO TAPE

O OTKER(SPECIFY)

8 . RECORD SERIES SEQUENCE

a ALPHABETICAL

a NUMERICAL

Q CHRONOLOGICAL

a GEOGRAPHICAL

O< OTHER(SPEC1FYJ

Program Specialists

1 1 ' FILE IS USED

Qt DAILY O WEEKLY 0 MONTHLY

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

321 Fallsway - Headquarters 1 st floor

; 1 5 . ACCESS RESTRICTIONS • YES ^ NO

( I F YES, CITE LAB(S) & RBOULATION(S)

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

BRIEFLY AKD DSSCRIBB ANY KARDBARE./SOFTWARE )
i

O YES tf NO

^ ^ i A M E AND TITLE OF PREPARER

Paula Bazemore, Secretary

!
9 . VOLUME

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

5 • COMPUTER TAPE [ S )
NUMBER df OTHER(SPECIFY)

1 0 . ANNUAL ACCUMULATION
B FILE DRAWER(S)
D MICROFILM REEL(S)

NutibgR n COMPUTER TAPE(S)
D ftTWFtj|«;pcriPYl

1 2 • FILE BECOMES INACTIVE AFTER
? D MONTHIS1 di YEJW|S) \

NUMBER

1 4 . IS RECORD SERIES .DUPLICATED ELSEWHERET •
t l F YES, SPECIFY- AOENCY OR OFFICE) j
9 YES D NO •'• H a r d C o p i e s !

1 6 . AUDIT REQUIREMENTS I
!

a NONE E STATE • FEDERAL E INDEPENDENT j

l
1

1 8 . RECOMMENDED RETENTION •

i

Retain for six (6) years then destroy.

1

1

2 0 . TELEPHONE NUMBER

333-6860

2 1 . DATE

4/15/91

DCS 550-4 (REVISED 2/87)



!
STRUCT 1QMS--TYPE OR PRINT A
ZPARATE FORM FOR EACH NEW OR
rVlSEO RECORD SERIES. FORWARD
ITH RECORDS RETENTION SCHEDULE
XSS 380-1 )

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 278

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PACE U. OF 12

^WVRTKENT/AGENCY

Department of Juvenile Services

2 . DIVISION

Community' Seruirp*; niuieinn

J . UNIT
Placement

"FINITION-RECORO SERIES-A OROU'P O r RELATED RICORDB NORMALLY1 FILED AND USKD AS A UNIT POR
REFERENCE AS WELL, AS WTgWTlOW ANO DlgPOSITtOW PUWPO3gH •

RECORD SERIES TITLE

Legislative
5. EARLIEST YEAR/LATEST YEAR

1P.B7 TO pP»..t

i. RECORD SERIES DESCRIPTION (BRIEFLY DISCRIBS THK TYPES OF
•IN THE SERIES.

INFORMATION/DOCUMENTS/FORMS FOUND
INCLUOB THE PURPOSE OH FUNCTION OF THK BKFTTES)

This record series involves natters pertaining to. the Governor or the legislative. Docuaents in the record include, but are not liuitec
to the following:

A. Executive Fellows Prograa
B. Governor's Internship Prograa
C. Governor's Project Infonation Database
D. Governor's Policy Fellowship Prograa
E. Legislative Horkplan

F. Bailing List
G. Joint Oversight Coaaittee
H. Legislative (1987 - 1991)
I. Correspondence

r. RECORD SERIES FORMAT(S)

$ LETTER SIZE D MICROFILM

3 LEGAL SIZE D COMPUTER TAPE

S^kuND BOOK O FLOPPY DISK

3 ;CuDIO TAPE D VIDEO TAPE

a OTHER(SPECIFY)

a. RECORD SERIES SEQUENCE

CX ALPHABETICAL

H NUMERICAL

n CHRONOLOGICAL

O GEOGRAPHICAL

D OTHER(SPECIFY)

9. VOLUME

NUMBER

0 FILE^DRAWERfS)
• MICROFILM REEL(S]
a COMPUTER TAPE(S)
a OTHER(SPECIFY)

10. ANNUAL ACCUMULATION
6 FILE DRAWER(S)
• MICROFILM REEL(S)
O COMPUTER TAPE(S)

.5
NUMBER

1 . FILE IS USED

^ DAILY D WEEKLY D MONTHLY

12. FILE BECOMES INACTIVE AFTER

5 D MONTH(S) « YEAR(S]
NUMBER

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

321 Fallsway - Headquarters I St floor.

14. IS RECORD SERIES DUPLICATED ELSEWHERE?
t l F YES, SPECIFY /iOEKCY OR OFFICE)
DC YES a NO Governor's Office

15. ACCESS RESTRICTIONS D YES $ NO
(IF Yks, CITE LAW(s) & RSOULATION(S)

16. AUDIT REQUIREMENTS

a NONE • STATE • FEDERAL D INDEPENDENT

17. IS AN INDEX SYSTEM USEDT (IF YES.EXPLAIN
BRIEFLY AND DESCRIBE ANY KARDBARE./ BOFTVARK )

a YES ex NO

18. RECOMMENDED RETENTION

Retain for five (5) years, then destroy.

AND TITLE OF PREPARER

Patt Carter, Support staff

2 0 . TELEPHONE NUMBER

333-6841

2 1 . DATE

4/15/91

DCS 350-4 (REVISED 2/87)



<STRUCTICaHS--TYPE OR PRINT A
ZPARATE FORM FOR EACH NEW OR
CVISED RECORD SCRIES. FORWARD
!TH RECORDS RETENTION SCHEDULE
ZXiS 3 5 0 - 1 J

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

727 B WATERLOO ROAD
P . O . BOX 27B

JESSUP, MARYLAND 2 0 7 9 4

AGENCY RECORDS INVENTORY

PACE 12 OF A2

(•/AGENCY

Department of Juvenile Services

2 . DIVISION

Community Semi rug niuicinn

3 . UNIT

Placement

"F1N1TION-RECORO SERIES-* a R O U F o | r R K ' - * T B D MCORDB NORRALLV FILED AMB USKO AS A UNIT FOR
HBFtRgHCT AS K U . AS WBTCNTIOW AMD DISPOSITION yUBPOSgg •

RECORD SERIES TITLE

Budget

5. EARLIEST YEAR/LATEST YEAR
1988 TO Present

RECORD SERIES DESCRIPTION (BRIKrl-Y »"CRIBE THE TYPES OF" INFORMATION/DOCUMENTS/FORMS FOUND
•IN THE SERIES. . INCLUDE THE PURPOSE OJt FUNCTION OF THE 9SP1ES]

uSuTw ZUM£° " im'U "' m> "*<"' "'"' f" Xil C»» i" S»"« ibid.. It Ld.de., but i,following

A. Budget Ledger
B. Capital Budget
C. FY 1988 - 1991 Budget
D. General Files

not

7 . RECORD SERIES FORMAT(S]

01 LETTER SIZE D MICROFILM

3 LEGAL SIZE O COMPUTER TAPE

3 ^ L N D BOOK O FLOPPY DISK

3 AUDIO TAPE O VIDEO TAPE

° OTHER(SPECIFY)

8 . RECORD SERIES SEQUENCE

0! ALPHABETICAL

C3 NUMERICAL

H CHRONOLOGICAL

G GEOGRAPHICAL

B OTHER(SPECIFY)

5 J ' FILE IS USED

B DAILY • WEEKLY 0 MONTHLY

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

321 Fallsway, Headquarters 1 St Floor

1 5 . ACCESS RESTRICTIONS O YES « NO

I I F Y E S , CITE l -AW(s) & REQULAT I ON { S )

17. I S AN INDEX SYSTEM USED? [ I F YKS.E*Fl_AIN

BRIEFUY AND DESCRIBE ANY KARDBARE./ SOFTWARE )

\
' D YES QL NO

^^Afc5E AND TITLE OF PREPARER

PATT Carter, Support Staff

I
9 . VOLUME

» FILE DRAWER(S)
O MICROFILM REEL(S)
• COMPUTER TAPE(S)

NUMBER Q O T H E R ( s p E c l F Y )

1 0 . ANNUAL ACCUMULATION
E FILE DRAWER(S)
Q MICROFILM REEL(S)

Nbifogfc D COMPUTER TAPE(S)
• O T H F P l <?T»C"r" 1 P"Y 1

1 2 • FILE BECOMES INACTIVE AFTER
5 D MONTHIS1 B YEARfSl !

NUMBER
* i

1 4 . IS RECORD SERIES .DUPLICATED ELSEWHERE? j
t l F YES, SF-E.CtFY AOENCY OR OFFICE ) j

n YES a NO ' !
1 6 . AUDIT REQUIREMENTS 1

i
n NONE 9 STATE U FEDERAL a INDEPENDENT j

t

1 8 . RECOMMENDED RETENTION j

Retain for f ive (5) years and unti l a l l a u d i t 1 i

requirements are f u l f i l l e d , then destroy. (

j

I
2 0 . TELEPHONE NUMBER •'•

333-6841

2 1 . DATE

4/15/91

DCS S50-4 (REVISED 2/87)


