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OFFICE OF THE SECRETARY

Presently, the Office of the Secretary is responsible
for the records maintained by four units. They are:
Secretary's Files, Planning and Research and
Management Information Systems, Attorney General, and
Public Information. Each of .the above units has a
series of records which will be listed and described
below.

SECRETARY'S FILES

General Correspondence
1 i

The documents maintained in this file include,
but are not limited to the following:

Q - Internal memos pertaining to the
Affairs of the Department;

£> - Documents related to the Managment
of the Juvenile Justice System;

C ~ Miscellaneous documents pertaining to • '
Policies and Regulations; and

Q - Correspondence with other government
or the public.

Legislative Correspondence

This record series concerns documents relevant to
the Maryland Legislative Branch of Government. It
includes, but is not limited to letters, copies of
memos, and general correspondence.

Reports and Statistics

Material in this series includes, but is not

Screen annually.
Retain items 1-B and
1-C permanently;
transfer periodically
to the Maryland State
Archives. Retain
items 1-A and 1-D
until no longer needed
for current business,
then destroy.

Screen annually.
Destroy material no longer
needed for current
business.
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4.

limited to the following concerning the various
Department's programs:

- Reports
- Assorted Supporting Documents
- Statistical Data (Monthly, Quarterly,

and Yearly)

Program Plans

This series concerns plans to provide services
to meet the needs of Maryland's troubled youth.
It includes, but is not limited to the following

- Department's Three-Year Plan
- Master Facility Plan
- Short-term Program Plans

Retain permanently;
transfer periodicaHy
to the Maryland State
Archives.

Retain permanently;
transfer periodically
to the Maryland State
Archives.

5.

6.

PLANNING AND RESEARCH AND MANAGEMENT INFORMATION
SYSTEMS

This unit is the resource of research and
statistical data that is used for long-range
planning. Records maintained by this unit
are the following:

General Correspondence

This record series of Planning, Research, and
MIS includes, but is n'bt limited to the
following:

- Inter-office memos
- Letters to the public
- Correspondence
- Miscellaneous documents

Purchase -Requisition /Contracts

i

This record includes supply purchase requistions,
contracts, and other documents related to the
same. ' \

7. [Management Information Source Documents

This record includes assorted management
information source documents.

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

Retain for five (5) years, or
until audited, whichever is
first* then destroy.

Retain for ten (10) years,
then destroy.

V I - J*.
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Research Documents

This record series concerns all documents
related to research and includes, but is not
limited to the following:

- Surveys
- Research reports
- Census data

Planning Source Documents

This record series includes all source documents
(population counts, survey, etc.) that are used
in designing the Master Facility Plan and
Program Plans.

Retain for ten
then destroy.

;iO) years,

Retain for ten
then destroy.

(10) years,

'•TO. Grants

This record series includes grants and all
documents used - in obtaining Federal Government
Grants and other State or local government grant

Retain for ten
, then destroy.

(10) years,

11

12.

13.

ATTORNEY GENERAL

General Correspondence

This record series of the Office of the Attorney
General includes, but is not limited to:

- Inter-office memos
- Letters to the public
- Copies of Policies or Regulations
- Miscellaneous documents

General Files

This series covers non-litigation subject
matter, and includes, but is not limited to:
Copies of budgets, regulations, and depart-
mental procedures and policies.

• Case Files

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

Retain for five
then destroy.

(5) years,

This series includes all documents related to
court cases that are either open or closed.

14. ! Legislation Files

This file consists of copies of Legislative Bill
from the Maryland House of Representatives and j
the Senate. I

Retain for thirty (30) years.
then destroy.

Retain for ten (10) years,
then destroy.
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15. Chronological Files

This record contains chronologically all
external correspondence in the Attorney
General's Office.

Retain for five
then destroy.

(5) years,

16.

17.

18.

4

PUBLIC INFORMATION

-General Information

This record series of the Office of Public
Information includes correspondence, memos, and
miscellaneous documents.

Legislative Information

This file consists of Legislative Bills and
Legislative Correspondence.

Press Releases

This record consists of video taped press
releases.

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

Retain for five
then destroy.

(5) years-,

Retain for five (5) years,
then destroy.

OFFICE OF THE DEPUTY SECRETARY

The Office of the Deputy Secretary is responsible
for the records maintained by four units. They are:
Deputy Secretary's files, Property Management,
Inspector General, and Policy and Regulations.

DEPUTY SECRETARY'S FILES

19. Investigations

This file consists of Investigation Reports on
youth incidents within the Department, including
but not limited to routine monitoring reports of
Department programs.

| 20. | Deputy Secretary's General Correspondence

I ! This file includes, but is not limited to
correspondence, memos, budget documents, and
miscellaneous documents.

Retain for five (5) years,
screen and destroy all
materials no longer needed
for business.

Retain for five (5) years,
then screen and destroy all
material no longer needed
for business.
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21. Management Reports

This file consists of Monthly Management Reports
and related documents relative to Department
programs.

Retain for five
then destroy.

(5) years,

22.

23.

24.

25.

26,

27.

V

PROPERTY MANAGEMENT

General Correspondence

This file of the Property Manager consists of
correspondence, memos, and miscellaneous
documents.

General Construction/Bond Program

This file consists of General Construction
documents, including those related to the
Department Bond Program.

Capital Projects

This file consists of documents relating to-
Annual Capital Project requests from the
Department.

Industrial Hygienist

This record consists .of Building Completion
Reports showing the location of asbestos, and
pipe area that requires asbestos removal.

Contracts

This file contains copies of external work
contracts for the Department, including
renovation projects and service contracts.

Plant Management/Work Projects

This file contains internal documents relative
to plant management and in-house work projects
completed by Department of Juvenile Services
Maintenance staff.

Screen annually. Destroy
material no longer needed
for current business.

Retain for ten
then destroy.

Retain for ten
then destroy.

(10) years.

(10) years.

Retain for thirty (30) years
then destroy.

Retain for ten (10) years,
then destroy.

Retain for five (5) years,
then destroy.

i ».!28.' Fleet Management

This file contains memos, Fleet Management
Regulations, copies of invoices, and
miscellaneous documents relative to the manage-
ment of the Department fleet of cars.

Retain for five (5) years, j
then destroy. i
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29.

30.

31

32.

INSPECTOR GENERAL

General Correspondence

This file of the Inspector General consists of
tnemos, correspondence, copies of Department
Policies and Regulations, and assorted documents

Investigations

This file contains documents related to
Investigations conducted by the Inspector
General's Office, of incidents and issues
relative to the Department.

Inspection and Incident Reports

This record series includes documents for
inspections of various Department Programs
developed for youth, and also Youth Incident
Reports.

Child Advocacy Grievance Reports

This record consists of documents related to
Youths' Grievance Reports prepared by the
Department's Child Advocate.

Screen annually. Destroy
all material no longer needed
for current business.

Retain for ten
then destroy.

(10) years;

Retain for ten
then destroy.

(10) years,

Retain for ten
then destroy.

(10) years,

33.

34.

POLICY AND REGULATIONS

CHIEF'S FILES

This file includes, but is not limited to:
Correspondence, memos, copies of drafts of
policies or, regulations, old copies of budgets,
and miscellaneous documents.

Surplus State Property

This file contains State documents concerning
information on the availability of land for sale
or use by State Agencies, in coordination with
the Maryland Office of Planning.

Retain for three (3) years,
then destroy.

Retain for ten
then destroy.

(10) years,

35.; A-95 Grant Proposals

i This file contains documents concerning the
coordination with the Office of State Planning
of proposals for federal funding .for research or
demonstration projects (often alcohol or drug
related.) •' .

Retain for ten
then destroy.

(10) years.



SEPARATE FORM FOR EACH NEW OR
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•JITH RECORDS RETENTION SCHEDULE
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7275 WATERLOO ROAD
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I rvL_^ui\jjo i it v i_ii i ur\ i

PACE i OF .35

1 . DEPARTMENT/AGENCY

Juveile Services

2. DIVISION

Office of the Secretary

3. UNIT

Secretary

ITION-RECORD S E R I E S - * O R O U I* O r RELATED RECORDS NOBMALLV FILED AND USED AS A UNIT FOR
WKFERENCZ A» WglX AS RETENT I OH AXD Olap-Qg I T I ON PUnPO3E3 •

I. RECORD SERIES TITLE

Secretary's File - General Correspondence

5 . EARLIEST YEAR/LATEST YEAR

1987 TO 1990

S. RECORD SERIES DESCRIPTION J B R ' r F U Y DESCRIBE THE TYPES OP" IN FORMAT I ON/DOCUWENT3/FORWS PTXJND
IN THE SERIES. INCLUDK THE PURPOSE OH FUNCTION OF THE SERIES)

General correspondence, memos, miscellaneous documents, relative to the management

of the Statewide Maryland Juvenile Justice System.

7. RECORD SERIES FORMAT(S)

I LETTER SIZE 0 MICROFILM

3 LEGAL SIZE E COMPUTER TAPE

O BOUND BOOK D FLOPPY DISK

t^AUDIO TAPE D VIDEO TAPE

^^•HER( SPEC 1FY)

8. RECORD SERIES SEQUENCE

D ALPHABETICAL

O NUMERICAL

B CHRONOLOGICAL.

O GEOCRAPHICAL

Q OTHER(SPECIFY)

11 ' FILE IS USED

1 DAILY D WEEKLY D MONTHLY

13. CURRENT LOCATICN(S) ( BLXXJ. .FLOOR,ROOM)

321 Fallsway, Baltimore, Maryland, 5th Flooi

15. ACCESS RESTRICTIONS D YES B NO
(IF YTS, CITE UAH(S) a RSOULATION(S)

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

BRIEFLY AKD DESCRIBE- ANY HARDWARE./SOFTWARE )

Q YES S NO

1». NAME AND TITLE OF PREPARER

^Ridy:iAdams, Program Specialist

i

9 . VOLUME
B FILE DRAWER(S)
0 MICROFILM REEL(S)

3 , CD COMPUTER TAPE(S|
NUMBER Q O T H E R ( S P E C I F Y )

10. ANNUAL ACCUMULATION

2 FILE DRAWER(S)

Q MICROFILM REEL(S)

NlAtklfti a COMPUTER TAPE(S)
• OTWPPKPrrtFVl

1 2' FILE BECOMES INACTIVE AFTER Varies }

nmrez*- D M C ^ ( S ) s YEAR(S) |

14. IS RECORD SERIES DUPLICATED ELSEWHERE?
tlF YES, SPECIFY AOENCY OR OFFICE)

' D YES D NO

16. AUDIT REQUIREMENTS

B NONE O STATE D FEDERAL O INDEPENDENT

18. RECOMMENDED RETENTION

Screen annually. Destroy material no
longer needed for current-business.

2 0. TELEPHONE NUMBER

333-6731

21. DATE

' •• " "10/30/90

DCS 3 5 0 - 4 (REVISED 2 / 8 7 )
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(DOS 330 - t }

RECORDS MANAGEMENT DIVISION

727S WATERLOO ROAD
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PACE OF 35

I. DEPARTMENT/AGENCY

^ Juvenile Services

2. DIVISION

Office of the Secretary

3. LNIT

Secretary

ITION-RECORD SERIES- * O R O U I " O | r RCCORDB NORMALLV FILED ANO USED AS A UNIT

WFERENCt A» WELJ. Ag RBTINTIOW ANP DlflF-OBITtON PURPOSES

*. RECORD SERIES TITLE

Legislative Correspondence

3. EARLIEST YEAR/LATEST YEAR

1987 TO 1990

5. RECORD SERIES DESCRIPTION lBRtKrur "MCRIBB THE TYPEB OF INFORMATI ON/DOCUMENTS/ FORtn fOUHD
IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE

Copies of memos, letters and other correspondence with Maryland Legislative
branch of government.

7. RECORD SERIES FORMAT(S)

2 LETTER SIZE O MICROFILM

• LEGAL SIZE D COMPUTER TAPE

St BOUND BOOK D FLOPPY DISK

)IO TAPE D VIDEO TAPE

(SPECIFY)

8. RECORD SERIES SEQUENCE

D ALPHABETICAL

D NUMERICAL

0 CHRONOLOGICAL

O GEOGRAPHICAL

D OTHER(SPECIFY)

9. VOLUME

NUMBER

FILE DRAWER(S)
MICROFILM REEL(S]
COMPUTER TAPE(S)

Bookshelf

10. ANNUAL ACCUMULATION
O FILE DRAWER(S)
D MICROFILM REEL(S]
D COMPUTER TAPE(S)

U . FILE IS USED

i? DAILY WEEKLY MONTHLY

. , Bookshelf
1 Z * FILE BECOMES INACTIVE AFTER V a r i e s

NUMBER
MCMTH(S) YEARfSi

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

321 Fallsway, Baltimore, 5th Floor

14. IS RECORD SERIES DUPLICATED ELSEW-ERET
tlF YES, SF-ECIFY AOEKCY OR OFFICE)

' D YES P NO

IS. ACCESS RESTRICTIONS D YES g NO
(IF YES, CITE LAB(S) a RKQUUATiON(s)

16. AUDIT REQUIREMENTS

$ NONE D STATE D FEDERAL C3 INDEPENDENT

1 7 . I S AN INDEX SYSTEM USED? ( i p Y t S . E t f U I N
BRIEFLY AND DESCR I Be ANY HARDWARE/SOFTWARE )

Q YES (X NO

18. RECOMMENDED RETENTION

Screen annually. Destroy material no
longer needed for current business.

R

NAME AND TITLE OF PREPARES

udy" Adams, Administrator

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

2 0 . TELEPHONE NUMBER

792-7416

2 1 . DATE

5/13/91



FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
fl-TH RECORDS RETENTION SCHEDULE
(DOS 330 -I J

RECORDS MANAGEMENT DIVISION

7273 WATERLOO ROAD

P.O. BOX 273

JESSUP, MARYLAND 20794

invi_mur\i

PAGE OF 35

1 . DEPARTMENT/AGENCY

juvenile Services

2. DIVISION

Office of the Secretary

3. UNIT

Secretary

1T1CN-RECORD SERIES-* O R O U P Or R*«-*TEO RECORDS NORMALLY FILED AND USED AS A UNIT FOR
WKFEBPICt AM WELL. A« RETENTION AMD DISPOSITION PURPOSES ;_

4 . RECORD SERIES TITLE

Reports, Stat is t ics

3 . EARLIEST YEAR/LATEST YEAR

1982 TO 1990

5 . RECORD SERIES DESCRIPTION ( B R | r F l - ' r DESCRIBE THE TYPES OP" INFORMAT I ON/DOCUMENTS/FORMS FO4JND

IN THE SERIES. INCLUDE THE PURPOSE OH FUNCTION OF THE SERIES]

Documents, reports, and statisticsdon the various Department's programs.

7. RECORD SERIES FORMAT{S)

S LETTER SIZE ° MICROFILM

Q LEGAL SIZE D COMPUTER TAPE

G BOUND BOOK 0 FLOPPY DISK

^^UDIO TAPE O VIDEO TAPE

^B^THERf SPECIFY)

8. RECORD SERIES SEQUENCE

B ALPHABETICAL

d NUMERICAL

H CHRONOLOGICAL

Q GEOGRAPHICAL

D OTHER(SPECIFY)

11 ' FILE IS USED

S DAILY D WEEKLY O MONTHLY

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

321 Fallsway, StrnFlioor.

15. ACCESS RESTRICTIONS • YES IS NO

(IF Y*S, CITE LAW(S) & REOULATION(S)

17. IS AN INDEX SYSTEM USEDT (|p YCS.U7LAIN

BRIEFLY AND DESCRIBE ANY HARDWARE./SOFTWARE )

D YES ffl NO

1^ NAME AND TITLE °F PREPARER

^^ludy Adams, Administrator

9. VOLUME

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

1 D COMPUTER TAPEIS)
NUMBER D OTHER( spec FYJ

I 0. ANNUAL ACCUMULAT1 ON

B FILE DRAWER(S)

5 a MICROFILM REEL(S]

F/bUbEV D COMPUTER TAPE(S)
D OTVFBKPfrlFYl

1 2 • FILE BECOMES INACTIVE AFTER 1

If) ° MCNTHlSl B YEARfS) f
NUMBER

i
14. IS RECORD SERIES DUPLICATED ELSEWHERE?

tlF YES, SPECIFY /.OENCY OR OFFICE )
' D YES B NO

16. AUDIT REQUIREMENTS

B NONE Q STATE O FEDERAL Q INDEPENDENT

[
IB. RECOMMENDED RETENTION

Ten (10) years then destroy

20. TELEPHONE NUMBER

792-72*16"

21. DATE

5/13/91

DGS 3 5 0 - 4 [REVISED 2 / 8 7 )



S£PARAT.E FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
fl.TH RECORDS RETENTION SCHEDULE
(DGS S30 - t )

RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD

P.O. BOX 273
JESSUP, MARYLAND 2 0 7 9 4

PACE 4 OF 35

I. DEPARTMENT/AGENCY

Juvenile Services

2. DIVISION

Office of the Secretary

3 . UNIT

Secretary

ITICN-RECORD SERIES-* O H O U P O r M L * T E D RECORDS NORMALLY FILED AND USED AS A UNIT
REFERENCE A» WELL A« RETENTION AND DISPOSITION j»URPO3g5

*. RECORD SERIES TITLE

Program Plans

3 . EARLIEST YEAR/LATEST YEAR

1988 TO 1991

S. RECORD SERIES DESCRIPTION .BRIEFLY DESCRIBE THE TYPES Or
•IN THE SERIES.

INPORMATION/DOCUMENTS/FORMB FOVND

INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES]

Department Program Plan such as 3 year plan, Master Facility Plans and other plans
relative to the plan to provide services to meet the needs of Maryland's troubled
youths.

7. RECORD SERIES FORMAT(S)

M LETTER SIZE D MICROFILM

a LEGAL SIZE E COMPUTER TAPE

0 BOUND BOOK D FLOPPY DISK

5_AUD1O TAPE O VIDEO TAPE

?( SPECIFY)

8. RECORD SERIES SEQUENCE

D ALPHABETICAL

Q NUMERICAL

H CHRONOLOGICAL

• GEOGRAPHICAL

D OTHER(SPECIFY)

9. VOLUME

FILE DRAWER(S)

MICROFILM REEL(S]

COMPUTER TAPE(S)

0 OTHER(SPECIFY]

10. ANNUAL ACCUMULATION

3D FILE DRAWER( S ]
^ D MICROFILM REEL(S)

NUMJSE3) D COMPUTER TAPE(S)
• D nTVFa(«=;pcriFy)

11 . FILE IS USED

S DAILY WEEKLY MONTHLY

1 2' FILE BECOMES INACTIVE AFTER

10 O MCMTH(S) B YEAR(S]
NUMBER

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

321 Fallsway, 5th Floor

14. IS RECORD SERIES DUPLICATED ELSEWHERE?

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

15. ACCESS RESTRICTIONS Q YES g NO

I IF YTS, CITE LAV(s) ft REOULATION(S)
16. AUDIT REQUIREMENTS

£ NONE n STATE • FEDERAL U INDEPENDENT

17. IS AN INDEX SYSTEM USEDT ( I F YES . EXPLA IN

BRIEFLY AND DESCRIBE ANY HAROlARc/ SOFTWARE )

Q YES B NO

!8. RECOMMENDED RETENTION

Ten (10) years then destroy.

\3_. NAME AND TITLE OF PREPARER

Rudy Adams,-Administrator

DCS 350-4 (REVISED 2/87)

20. TELEPHONE NUMBER

792-7416

21. DATE

5/13/91



FORM FOR EACH NEW OR
REVISED. RECORD S E R I E S . FORWARD
JITH RECORDS RETENTION SCHEDULE
[DGS 3 B 0 - I ]

RECORDS MANAGEMENT D I V I S I O N

72 7 5 WATERLOO ROAD

P . O . BOX 2 7 5

J E S S U P , MARYLAND 2 0 7 9 4

ur\

PACE OF 35

1. DEPARTMENT/AGENCY

Juve.nile Services

2. DIVISION

Qfifice of the Secretary
3. UNIT
Planning & Research & MIS

IT1ON -RECORD SERIES-* O R O U P O r R K L A T E D RECORDS NORMALLV FILED AND USED AS A UNIT
HEFERKNCE A» »gl-L A« RETtWTlOW AND DlarOJITION

-t . RECORD SERIES TITLE

General Correspondence

5. EARLIEST YEAR/LATEST YEAR

1985 TO 1990

5. RECORD SERIES DESCRIPTION ( B R ' I C F l - r DIBCJIIBB THE TY1-K8 OF" INrORVATION/DOClWENTS/fOmia FOUND
•IN THE SERIES. . INCLUDE THE FUKFO3E OH FUNCTION OF THE SERIES!

i

Correspondence,memos, and miscellaneous documents.

7. RECORD SERIES FORMAT(S)

5J LETTER SIZE D MICROFILM

O LEGAL SIZE • COMPUTER TAPE

Q BOUND BOOK • FLOPPY DISK

C^^DIO TAPE O VIDEO TAPE

I^mER( SPEC 1FY)

8. RECORD SERIES SEQUENCE

D ALPHABETICAL

B NUMERICAL

H CHRONOLOGICAL

Q GEOGRAPHICAL

D OTHER(SPECIFY)

11' FILE IS USED

K DAILY n WEEKLY D MONTHLY

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

321 Fallsway, 4th Floor

!5. ACCESS RESTRICTIONS D YES B NO

(IF YES, CITE LA>(aj a R E G U L A T I O N S )

7. IS AN INDEX SYSTEM USEDT (IF YIS.EjymiN

BRIEFLY AND DESCRIBE ANY HARDWARE./SOFTWARE )

n YES H NO

^^lAME AND TITLE OF PREPARER

Rudy Adams, Program Specialis

i

9. VOLUME

£ FILE DRAWER(S)

O MICROFILM REEL(S)
4 D COMPUTER TAPE(S)

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

I 0. ANNUAL ACCUMULAT1ON

K> FJLE DRAWER(S)

^ D MICROFILM REEL(S)

NUMBER D COMPUTER TAPE(S)

1 2 • FILE BECOMES INACTIVE AFTER Varies [

• MCNTH/Sl B YEARfS) !
NUMBER '

t
14. IS RECORD SERIES DUPLICATED ELSEWHERE?

tlF YES, SF-ECIFY /.OENCY OR OFFICE)

n YES ]? NO

16. AUDIT REQUIREMENTS

IP NONE D STATE D FEDERAL D INDEPENDENT

18. RECOMMENDED RETENTION

Screen annually. Destroy material no
longer needed for current~b"usiness..

20. TELEPHONE NUMBER

t 333-6781

21. DATE

10/30/90

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



SEPARATE FORM FOR EACH NEW OR
^EVISEQ RECORD SERIES. FORWARD
1ITH RECORDS RETENTION SCHEDULE
(DOS 330 - I J

RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD

P.O. BOX 273

JESSUP, MARYLAND 207 94

IXU I r\[_*~ui\uo 111 v i_11 i ur\ i

1. DEPARTMENT/AGENCY

tuvenile Services

2. DIVISION

Office of the Secretary

3• UNIT

Planning & Research & MIS

1TICN-RECORD SERIES-
A GROUP Or RELATED RECORDS NORMALLY FILED AMD USED A» A UNIT FOR

HBFEHEWCr A» WELL A» RgTINTION AND DI3P-OSITION PURPOSES

*. RECORD SERIES TITLE

Jiiirchase - Requisions/Contracts

3. EARLIEST YEAR/LATEST YEAR

5. RECORD SERIES DESCRIPTION lB*1Krt-r D M C R I " T H E TYPES OP" 1NFORUATION/DOCUWENTS/FORWB FOVND
•IN THE SERIES. . INCLUDE THE PURPOSE OR rUNCTION OF THE SERIES)

Supply purchase requisitions, Contracts and other documents related to the same.

RECORD SERIES FORMAT(S)

LETTER SIZE D MICROFILM

LEGAL SIZE Q COMPUTER TAPE

BOUND BOOK Q FLOPPY DISK

TAPE a VIDEO TAPE

J( SPECIFY)

8. RECORD SERIES SEQUENCE

a ALPHABETICAL

D NUMERICAL

R CHRONOLOGICAL

Q GEOGRAPHICAL

D OTHER(SPECIFY)

9. VOLUME

NUMBER

FILE DRAWER(S)
MICROFILM REEL(S;
COMPUTER TAPE(S)
OTHER(SPECIFY)

I 0. ANNUAL ACCUMULATI ON

35 FJLE DRAWER(S)
n MICROFILM REEL(S]
D COMPUTER TARE ( S )
D

'. 1 FILE IS USED

g DAILY WEEKLY MONTHLY

12. FILE BECOMES INACTIVE AFTER
.5 •

NUMBER
MCNTH(S] YEAR(S)

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

321 Fallsway, 4th Floor

14. IS RECORD SERIES DUPLICATED ELSEWHERET
tlF YES, SPECIFY AOENCY OR OFFICE)
O YES J? NO

:5. ACCESS RESTRICTIONS O YES H NO

(IF YES, CJTE LAH(S) a REBULATION!S)
16. AUDIT REQUIREMENTS

B NONE O STATE ° FEDERAL INDEPENDENT

1 7 . I S AN INDEX SYSTEM USED? ( | p Y C S . U 7 L A 1 N

BRIEFLY AKD DSSCR I B e ANY HARDIARe/ SOFTWARE )

a YES a NO

18. RECOMMENDED RETENTION

Retain for five (5) years or until audi
whichever is first, then destroy.

ted,

NAME AND TITLE ° F PREPARER

Rudy Adams,. Administrator

2 0. TELEPHONE NUMBER

792-7416

21. DATE

10/30/90

DGS 330-4 (REVISED 2/87)



SEPARATE FORM FOR EACH NEW OR
REVISED. RECORD S E R I E S . FORWARD
5ITH RECORDS RETENTION SCHEDULE
; D O S 3 3 0 - i )

RECORDS MANAGEMENT DIVISION
7273 WATERLOO ROAD

P . O . BOX 273
JESSUP, MARYLAND 2079 4

MUU'ILI f\E_v-UI\DO

! . DEFARTMENT/ACENCY

Juvenile Services

2. DIVISION

Office of Secretary

3. UNIT

Planning & Research & MIS

;EFTNIT ION-RECORD SERIES-* a R O U P O F RELATED RtCORDS NORKALLV FILED AND USED AS A UNIT FOB
HtFERENCt A» lfELL A3 RCTtNTION ANC DISPOSITION PURPOSES •

i . RECORD SERIES TITLE

Management Inforamtion Source Documents

5 . EARLIEST YEAR/LATEST YEAR

1985 TO 1991

. RECORD SERIES DESCRIPTION lBRlK1'l-y' "8CRIBB THE TYI»«B OP" INFORMATION/DOCUHENTS/FOFttW FOUND
•IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SEFTIES)

• Management Information source documents for the Department of
Juvenile Services.

7. RECORD SERIES FORMAT(S)

S LETTER SIZE Q MICROFILM

0 LEGAL SIZE D COMPUTER TAPE

D BOUND BOOK D FLOPPY DISK

O^^DIO TAPE Q VIDEO TAPE

£^R-£R( SPEC IFY)

8. RECORD SERIES SEQUENCE

n ALPHABETICAL

• NUMERICAL

B CHRONOLOGICAL.

D GEOGRAPHICAL

0 OTHER(SPECIFY)

1l' FILE IS USED

B DAILY O WEEKLY O MONTHLY

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

321 Fallsway, 4th Floor

IS. ACCESS RESTRICTIONS D YES # NO
(IF YES, CITS LAB(I) at REBULATION(S)

7. IS AN INDEX SYSTEM USED? [rF YtS.E}7LAIN
BRIEFLY AND DESCRIBE ANY HAROIARE./ SOFTWARE )

° YES 01 NO

^^tAME AND TITLE OF PREPARES

Rudy Adams, Administrator

9. VOLUME
f FILE DRAWER(S)
D MICROFILM REEL(S)

5 O COMPUTER TAPE(S)
NUMBER Q O T H E R ( S p E c l F Y )

10. ANNUAL ACCUMULATION

S FJLE DRAWER(S)

1 0 MICROFILM REEL(S)

RTjEfBeTr ̂  COMPUTER TAPE ( S )

1 2 > FILE BECOMES INACTIVE AFTER

14. IS RECORD SERIES DUPLICATED ELSEWHERE?

t»F YES, SPECIFY MEKCY OR OFFICE }

n YES s NO

16. AUDIT REQUIREMENTS

B NONE O STATE Q FEDERAL n INDEPENDENT

18. RECOMMENDED RETENT1ON

Ten (10) years then destroy.

20. TELEPHONE NUMBER

792-7416"

21. DATE

10/30790

DCS 350 -4 (REVISED 2 / 8 7 )



SEPARATE FORM FOR EACH NEW OR
REVISED. RECORD SERIES. FORWARD
fITH RECORDS Rfcl'l tNT I ON SCHEDULE
DCS 3S0 - I ]

RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD

P.O. BOX 273

JESSUP, MARYLAND 207 94

r\L_>-UI\L/O 1 I 1 V L H I U A I

8 35
PACE . OF .•

!. DEPARTMENT/AGENCY

^Juvenile Services

2. DIVISION

Office of Secretary

3. UNIT

Planning & Research & MIS

3E IT1CN-RECORD SERIES-* ° R O U P Or

WBFEBPICt AS tgU.

RECORDS NORMALUV FILED AND USKD AS A UNIT FOR

AJ RETBNTIOW AMO PlgrOSlTION

RECORD SERIES TITLE

Research Documents
3 . EARLIEST YEAR/LATEST YEAR

1975 TO 1991

5. RECORD SERIES DESCRIPTION (BRIEFLY DESCRIBE THE TYPES OW

IN THE SERIES.
INFORMATION/DOCUVENTS/FORWS FOUND

INCLUDE THE PURPOSE OH FUNCTION OF THE SEfTIES'

Research documents including surveys, population data .resource library,
research reports and census data.

•• RECORD SERIES FORMAT(S)

51 LETTER SIZE D MICROFILM

• LEGAL SIZE Q COMPUTER TAPE

5? BOUND BOOK D FLOPPY DISK

TAPE n VIDEO TAPE

l SPEC IFY J

8. RECORD SERIES SEQUENCE

n ALPHABETICAL

Q NUMERICAL

E CHRONOLOGICAL

O GEOGRAPHICAL

D OTHER(SPECIFY)

9. VOLUME

NUMBER

J} FILE DRAWER(S]

Q MICROFILM REEL(S)

D COMPUTER TAPE(S)

s OTHER(SPECIFY]
Library

10. ANNUAL ACCUMULATION

D FJLE DRAWER(S)

O MICROFILM REEL(S)
a COMPUTER TAPE(S)
D OTWTPl QP^rlPYl

KuMKB"

1' FILE IS USED

H DAILY 0 WEEKLY O MONTHLY

1 2 - FILE BECOMES INACTIVE AFTER

10 D MCNTH(S) J? YEAR(s;
NUMBER

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

321 Fallsway, 3rd Floor

14. IS RECORD SERIES DUPLICATED ELSEWHERE?

tlF YES, SPECIFY /.OEKCY OR OFFICE )

n YES X) NO

.5. ACCESS RESTRICTIONS Q YES g NO

(IF Yta, C I T B L A B ( S ) & REOUI_ATION( S )

16. AUDIT REQUIREMENTS

1? NONE D STATE D FEDERAL D INDEPENDENT

7. IS AN INDEX SYSTEM USED7 ( , r YES . U 7 L A IN

BRIEFLY AND DESCRIBE ANY KARDIARc/ SOFTWARE )

C YES OS NO

1 8 . RECOMMENDED RETENTION

Ten (10) years then destroy.

AND TITLE OF PREPARER

Rudy Adams, Administrator

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

2 0 . TELEPHONE NUMBER

792-7416

2 1 . DATE

10/30/90



i^PARATE FORM FOR EACH NEW OR
REVISED. RECORD SERIES. FORWARD
JITH RECORDS RETENTION SCHEDULE
(DOS 3S0 • t J

RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD

P.O. BOX 27S
JESSUP, MARYLAND 207 94

ur\

PAGE OF

1. DEPARTMENT/AGENCY

Juvenile Services

2. DIVISION

Office of Secretary

3. UNIT

Planning & Research & MTS

3EFTNITION-RECORD SERIES-* O R O U I" O r R K L A T E B RECORDS NORMALLY1 FILED AND USED AS A UNIT FOR
REFERENCE A» tgLL A« RETENTION AND DlarOSITION fUHPOSH •

*. RECORD SERIES TITLE

Planning Source Documents

3. EARLIEST YEAR/LATEST YEAR

1985 TO ]QQ1

5. RECORD SERIES DESCRIPTION .BRIEFLY DESCRIBE THE TYPES OP"
•IN THE SERIES.

INFORMATION/DOCUMENTS/FORMS FOUND
INCLUDE THE PURPOSE ©« FUNCTION OF THE SERIES]

Planning source documents, master facility plan documents and program plans.

RECORD SERIES FORMAT(S)

LETTER SIZE • MICROFILM

LEGAL SIZE • COMFUTER TAPE

BOUND BOOK ° FLOPPY DISK

TAPE D VIDEO TAPE

( SPEC IFY)

8. RECORD SERIES SEQUENCE

D ALPHA^TICAL

n NUMERICAL

K CHRONOLOGICAL

Q GEOCHAPHICAL

O OTHER(SPECIFY)

9. VOLUME

NUMBER

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

I 0. ANNUAL ACCUMULATI ON

E FILE DRAWER(S]

n MICROFILM REEL(s;

° COMPUTER TAPE(Sj
n fyn-ypf s p c r i F V '

.

11 FILE IS USED

B DAILY D WEEKLY MONTHLY

1 2 • FILE BECOMES INACTIVE AFTER
10 Q MONTH(S) B YEAR(S

NUMBER

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

321 Fallsway, 4th Floor

14. IS RECORD SERIES DUPLICATED ELSEWHERE?
tlF YES, SPECIFY /.QENCY OR OFFICE)
D YES B NO

13. ACCESS RESTRICTIONS • YES B NO

(IF YTS, CITE LAH(SJ * REGULATION!s)

16. AUDIT REQUIREMENTS

]? NONE D STATE D FEDERAL INDEPENDENT

17 IS AN INDEX SYSTEM USEDT ||F Y U . U 7 U I N

BRIEFLY AND DESCRIBE ANY HARDWARE/ SOFTWARE )

D YES H NO

I 8. RECOMMENDED RETENTION

Ten (10) years and then destroy

AND TITLE OF" PREPARER

Rudy Adams, -Administrator

DGS S50-4 (REVISED 2/87)

2 0. TELEPHONE NUMBER

"~ 792-7416

21. DATE

10/30/90



SEPARATE. FORM FOR EACH NEW OR
REVISED. RECORD SERIES. FORWARD
flTH RECORDS RETENTION SCHEDULE
;DOS 380 -I }

RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD

P.O. BOX 273

JESSUP. MARYLAND 207 94

r \ n -u i \ uo i i i v i_n i ur> i

PACE 10 OF 35OF

! . DEPARTMENT/AGENCY

Juvenile Services

2. DIVISION

Office of Secretary

3. UNIT

Planning & Research & MIS

T JON-RECORD S E R I E S - * O R O U P O r «*LATED RECORDS NORMALUY1 FILED AND USED AS A UNIT FOR
REFERENCE A» WEU- Ag RgTTTNT I ON AND O l a P O a l T I O N PURPOSES •

RECORD SERIES TITLE

Grants
3 . EARLIEST YEAR/LATEST YEAR

1985 TO 1991

> . RECORD SERIES DESCRIPTION /BR'*rl-Y DESCRIBE THE TYPES OF" 1NFORMATI ON/DOCWENTS/FORM» FOUND
•IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES)

Federal government grants, and other department grants.

". RECORD SERIES FORMAT(S)

5 LETTER SIZE D MICROFILM

a LEGAL SIZE a COMPUTER TAPE

Q BOUND BOOK O FLOPPY DISK

a^^DIO TAPE Q VIDEO TAPE

°^R^ER( SPEC IFY)

8. RECORD SERIES SEQUENCE

n ALPHABETICAL

G NUMERICAL

B CHRONOLOGICAL.

• GEOGRAPHICAL

a OTHER(SPECIFY)

1' FILE IS USED

S DAILY D WEEKLY D MONTHLY

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

321 Fallsway, 4th Floor

.5. ACCESS RESTRICTIONS O YES H NO

(IF YES, CITE LAI|«| a RKOULATION(S)

7. IS AN INDEX SYSTEM USEDT ( IF YES.EXPLJMN

BRIEFLY AKD DESCRIBE ANY HARDWARE./SOFTWARE )

a YES 5 NO

a^NAME AND TITLE OF" PREPARER

Rudy Adams, Administrator

i

9. VOLUME

J? FILE DRAWER(S)

a MICROFILM REEL(S)
1 , a COMPUTER TAPE ( S )

NUMBER Q O T H E R ( s p E C I F Y )

10. ANNUAL ACCUMULATION

8 FILE DRAWER(S)

^ a MICROFILM REEL(S)

NUMBER a COMPUTER TAPE(S)

1 2' FILE BECOMES INACTIVE AFTER I

10 • MCNTHISl « YEARfS) (
NUMBER

14. IS RECORD SERIES DUPLICATED ELSEWHERE?

tlF YES, SPECIFY /.OtNCY OR OFFICE)

a YES » NO

16. AUDIT REQUIREMENTS

B NONE D STATE a FEDERAL a INDEPENDENT

18. RECOMMENDED RETENTION

Ten (10) years then destroy

20. TELEPHONE NUMBER

792-7416

21. DATE

10/30/90

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



SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD

JITH RECORDS RETENTION SCHEDULE

(DGS SSO - t ]

RECORDS MANAGEMENT DIVISION
727S WATERLOO ROAD

P.O. BOX 275
JESSUP, MARYLAND 2 07 94

r\t_v-ui\ijo

PAGE 11 OF 35

1. DEPARTMENT/AGENCY

^Juvenile Services

2. DIVISION

Secretary

3. UNIT

Attorney General

2EFTN1T1ON-RECORD SERIES-* a R O U P O r M L A T E D RECORDS NORMALLY FILED AMO USED AS A UNIT FOR
ngrengxct A» WELL AS RETBNTION AMP DigpogmoN PURPOSES •

4. RECORD SERIES TITLE

General Correspondence
S . EARLIEST YEAR/LATEST YEAR

1984 TO 1991

5. RECORD SERIES DESCRIPTION /BRIK''l-Y DMCHI8B THE TYPES OP" INrORMATION/SOCUWENTS/CORWS FOUND
•IN T+E SERIES. . INCLUDE THE PURPOSE OH FUNCTION OF THE SERIES'

Correspondence, memos, copies of policy deregulations and miscellaneous documents.

7. RECORD SERIES FORMAT(S)

8 LETTER SIZE 0 MICROFILM

O LEGAL SIZE D COMPUTER TAPE

Q BOUND BOOK D FLOPPY DISK

t^^DIO TAPE O VIDEO TAPE

I^KKER( SPECIFY) ~

8. RECORD SERIES SEQUENCE

n ALPHABETICAL

Q NUMERICAL

IS CHRONOLOGICAL

D GEOGRAPHICAL

D OTHER(SPECIFY)

1l• FILE IS USED

H DAILY O WEEKLY D MONTHLY

i3. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM)

321 Fallsway, Room 306

IS. ACCESS RESTRICTIONS • YES 8 NO

(«F Yta, CITE LAH(S) a RSOULATION(S)

:7. IS AN INDEX SYSTEM USEDT (IF Yis.WLAIN

BRIEFLY AND DESCRIBE ANY HARDWARE./ SOFTWARE )

n YES a NO

'^^NAME AND TITLE OF PREPARER

^ ^ Rudy Adams, Administrator

9. VOLUME

1? FILE DRAWER(S)
0 MICROFILM REEL(S)

3 O COMPUTER TAPE(S)
NUMBER Q OTHER!SPECIFY]

10. ANNUAL ACCUMULATION
ff FILE DRAWER(S)
° MICROFILM REEL(S)

Nui*kE3? D COMPUTER TAPE(S)

12> FILE BECOMES INACTIVE AFTER Varies

C3 MCNTH(S) B YEAR(S)
NUMBER

t
14. IS RECORD SERIES DUPLICATED ELSEWHERE?

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

16. AUDIT REQUIREMENTS

B NONE D STATE D FEDERAL O INDEPENDENT

18. RECOMMENDED RETENTION

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

2 0. TELEPHONE NUMBER

792-7416

21. DATE

5/13/91

DCS 550-4 (REVISED 2/87)



^SPARATE FORM FOR EACH NEW OR
REVISED. RECORD SERIES. FORWARD
SITH RECORDS RETENTION SCHEDULE
[ CXiS 3S0 - 1 J

RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD

P.O. BOX 275

JESSUP, MARYLAND 20784

DEPARTMENT/AGENCY

Juvenile Services

2 . DIVISION.

Office of Secretary

3. UNIT

Attorney General

;£FnTlTlCN-RECORO SER1ES- A ° R O U P O r MI-ATBD RECORDS NORHALLV FILED AND USSQ AS A UNIT TOR
A» WgI_L A« RETSHTIW AMD OIBPOatTION

RECORD SERIES TITLE

General F i l e s
5 . EARLIEST YEAR/LATEST YEAR

1,984 TO 1991

RECORD SERIES DESCRIPTION ( BRIEFLY DESCRIBE THE TYPES OF
•IN THE SERIES.

INFORUATION/BOClWCNTS/FORVS FOUND

INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES)

General Files on non-litigation subject matter, including budgets, regulations,
Department procedures and policies.

". RECORD SERIES FORMAT(S)

a LETTER SIZE O MICROFILM

}| LEGAL SIZE D COMPUTER TAPE

D BOUND BOOK • FLOPPY DISK

a^UDIO TAPE a VIDEO TAPE

°^m-JER( SPEC IFY)

8. RECORD SERIES SEQUENCE

n ALPHABETICAL

H NUMERICAL

W CHRONOLOGICAL.

Q GEOGRAPHICAL

D OTHER(SPECIFY)

1' FILE IS USED

•P DAILY O WEEKLY D MONTHLY

2. CURRENT LOCATICN(S) (BLDG.,FLOOR,ROOM)

321 Fallsway, Room 306

: S. ACCESS RESTRICTIONS D YES S NO

(IF YTS, CITE LAB(S) a REGULATION!S)

7. IS AN INDEX SYSTEM USEDT (IF n s . U V U I N

BRIEFLY AND DESCRIBE ANY HARDVARE/ SOFTWARE )

O YES H NO

^^iAME AND TITLE OF PREPARER

Rudy Adams,. Administrator

t

9. VOLUME
35 FILE DRAWER(S)
D MICROFILM REEL(S)"

4.5 Q COMPUTER TAPE ( S 1
NUMBER n OTHER{spEclFY,

I 0. ANNUAL ACCUMULAT1ON

f FILE DRAWER(S)

j Q MICROFILM REEL(S)

kufabefR D COMPUTER TARE(S)

1 2 • FILE BECOMES INACTIVE AFTER !

5 D MCNTHISl TO YEARfSJ (
NUMBER

i
14. IS RECORD SERIES DUPLICATED ELSEWHERE?

t IF YES, SPECIFY AOENCY OR OFFICE)

n YES j NO

16. AUDIT REQUIREMENTS

J? NONE n STATE D FEDERAL 0 INDEPENDENT

18. RECOMMENDED RETENTION

Retain for five (5) years, then destroy.

20. TELEPHONE NUMBER

792-7416

2 1 . DATE

"5/T3/91 ""

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



i^PARATE FORM FOR EACH NEW OR
?£VISED- RECORD SERIES. FORWARD
J1TH RECORDS RETENTION SCHEDULE
fDGS 3 3 0 - 1 )

RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD

P.O. BOX 273

JESSUP, MARYLAND 2 07 94

i r\t_<~ui\uG H I v I_M i ur\ i

PAGE 13 OF .35

I . DEPARTMENT/AGENCY

Juvenile Services

2. DIVISION

Office of Secretary

3. UNIT

Attorney General

-EFTNITION -RECORD SERIES-A a R O U P O F RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR
REFERENCE A» WELL A» RETENTION AND PIBrO8ITION rUBPOSM •

•* . RECORD SERIES TITLE

Case Files

3. EARLIEST YEAR/LATEST YEAR

1984 TO 1991

5. RECORD SERIES DESCRIPTION innlKrur DESCRIBE THE TYPKS OF" !NPOR*IAT I ON/DOCUWENT3/FOR«S FOUND
IN THE SERIES. . INCLUDE THE PURPOSE OW FUNCTION OF THE SERIES)

Documents related to court cases that are either closed or opened.

7. RECORD SERIES FORMAT(S)

3 LETTER SIZE • MICROFILM

15 LEGAL SIZE O COMFUTER TAPE

0 BOUND BOOK O FLOPPY DISK

Cjg^DIO TAPE Q VIDEO TAPS

a^m«j?( SPEC i FY )

8. RECORD SERIES SEQUENCE

D ALPHABETICAL

O NUMERICAL

K CHRONOLOGICAL.

° GEOGRAPHICAL

O OTHER(SPECIFY)

11 ' FILE IS USED

° DAILY R WEEKLY 0 MONTHLY

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

321 Fallsway, Room 306

13. ACCESS RESTRICTIONS Q YES {? NO
(IF YES, CITE LAB(S) & REQULATION(S)

•7. IS AN INDEX SYSTEM USEDT [lFns.E>7UIN

BRIEFLY AND DESCR 1 Be ANY HARDIARC/ SOFTWARE )

n YES a NO

^^^iAME AND TITLE OF PREPARER

^ ^ - Rudy- Adams, Administrator

9. VOLUME

55 FILE DRAWER(S)

D MICROFILM REEL(S)

3.5 D COMPUTER TAPE(S)
NUMBER n

10. ANNUAL ACCUMULATION

P FJLE DRAWER(S)

^ Cl MICROFILM REEL(S)

ktUMBÊ ) ̂  COMPUTER TARE ( S )

1 2' FILE BECOMES INACTIVE AFTER

14. IS RECORD SERIES DUPLICATED ELSEWHERE?

tlF YES, SPECIFY AOEKCY OR OFFICE)

n YES B NO

16. AUDIT REQUIREMENTS

8 NONE E STATE D FEDERAL O INDEPENDENT

18. RECOMMENDED RETENTION

Thirty (3l') years then destroy

20. TELEPHONE NUMBER

792-7416

2 I . DATE

5/13/91

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



SEPARATE FORM FOR EACH NEW OR
?CEV1SED. RECORD SERIES. FORWARD
HTH RECORDS RETENTION SCHEDULE
(DCS SSO- t )

RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD

P . O . BOX 273
JESSUP, MARYLAND 2 079 4

i n v i _ n i u r \

PACE I 4 OF 35

I . DEPARTMENT/AGENCY

Juvenile Services

2. DIVISION

Office of Secretary

3 . UNIT

Attorney General

T I CN-RECORD SER1ES- A a R O U I > O r M U T B D RECORDS NORMALLY FILED AND USKD AS A UNIT FOR
WFEBgWCI A» WE1-L A8 RETENTION AND DIBrOglTtON PURPOSES

*. RECORD SERIES TITLE

Legislation Files

1. RECORD SERIES DESCRIPTION (""""^ DKCRIBE
•IN THE SERIES.

Copies of Legislative Bills from
and the Senate.

THE

the

TYPES or

INCLUDE

Maryland

3. EARLIEST YEAR/LATEST

1984 TO 1991
YEAR

INPORMATION/DOCUMENTS/PORMS FOUND

THE PURPOSE On FUNCTION OF THE

House of Representatives

SERIES )

7. RECORD SERIES FORMAT(S)

Q LETTER SIZE D MICROFILM

g LEGAL SIZE Q COMPUTER TAPE

° BOUND BOOK D FLOPPY DISK

O^^DIO TAPE O VIDEO TAPE

C^R^ER( SPEC IFY)

8. RECORD SERIES SEQUENCE

O ALPHABETICAL

Q NUMERICAL

g CHRONOLOGICAL.

n GEOGRAPHICAL

D OTHER(SPECIFY)

1J * FILE IS USED

I DAILY a WEEKLY Q MONTHLY

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

321 Fallsway, Room 306

15. ACCESS RESTRICTIONS • YES H NO

(IF YES, CITE LAH(S) a RBQULATION(S)

7. IS AN INDEX SYSTEM USEDT ( | r YES. EXPLAIN

BRIEFLY AND DESCRIBE ANY HARDWARE./SOFTWARE )

O YES 5 NO

^^tAME AND TITLE OF PREPARER

^ ^ Rudy Adams, Administrator

I
9. VOLUME

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

4.5 D COMPUTER TAPE(S)
NUMBER Q O T H E R ( s p E c l F Y ]

1

10. ANNUAL ACCUMULATION

f FILE DRAWER(S)

j O MICROFILM REEL(S)

KtUMBÊ t ^ COMPUTER TAPE ( S )

1 2 • FILE BECOMES INACTIVE AFTER }

1
14. IS RECORD SERIES DUPLICATED ELSEWHERE?

tlF YES, SPECIFY AOEKCY OR OFFICE)

n YES B NO

16. AUDIT REQUIREMENTS

8 NONE D STATE D FEDERAL C3 INDEPENDENT

18. RECOMMENDED RETENTION

Ten (10) years then destroy

20. TELEPHONE NUMBER

792-7416

21. DATE

5/13/91

DGS 350-4 (REVISED Z/87)



FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
TITH RECORDS RETENTION SCHEDULE
;DGS 350-1 )

RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD

P.O. BOX 275
JESSUP, MARYLAND 20784

1I1VL.I1 I UT\ I

DCFARTMENT/ACENCY

.Juvenile Services

2. DIVISION

Office of Secretary

3. UNIT

Attorney General

DEFINITION-RECORD SER1ES-A OROUf Or RXLATTB RECORDS NORMALLY FILED AND USED AS A UNIT FOR

REFERENCE A» IELL A« RCTgNTION AND DISPOSITION fUWfO3E3 •__

RECORD SERIES TITLE

Chronological Files

5 . EARLIEST YEAR/LATEST YEAR

1984 TO 199!

RECORD SERIES DESCRIPTION {«""«"
rl-Y °KBCRIBB THE TYPES or INPORMAT I ON/DOCUWENTS/FOR*™ FOUND

•IN THE SERIES. . INCLUDE THE PURPOSE O« FUNCTION OF THE SERIES j

Copies of all external correspondence from Attorney General's Office

RECORD SERIES FORMAT(S)

LETTER SIZE D MICROFILM

LEGAL SIZE E COMFUTER TAPE

BOUND BOOK E FLOPPY DISK

TAPE O VIDEO TAPE

( S P E C i FY J

8. RECORD SERIES SEQUENCE

D ALPHABETICAL

n NUMERICAL

K CHRONOLOGICAL

n GEOGRAPHICAL

D OTHER (SPECIFY"}

9 . VOLUME

NUMBER

3? FILE DRAWER(S)
D MICROFILM REEL(S]
0 COMPUTER TAPE(S)
D OTHER(SPECIFY]

10. ANNUAL ACCUMULATI ON
$ FJLE DRAWER(S)

I a MICROFILM REEL(S)
D COMPUTER TARE(S)
D

FILE IS USED

B DAILY WEEKLY MONTHLY

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

NUMBER

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

321 Fallsway, Room 306

14. IS RECORD SERIES DUPLICATED ELSEWHERE?

tlF YES, SPECIFY AOENCY OR OFFICE)

n YES B NO

. ACCESS RESTRICTIONS • YES J3 NO
(IF YES, CITE LAV(S) * RKOULATION(S)

16. AUDIT REQUIREMENTS

B NONE D STATE D FEDERAL INDEPENDENT

IS AN INDEX SYSTEM USEDT ( I F YES.EXPLAIN

BRIEFLY AND DESCRIBE ANY HARDWARE./ SOFTHARJt )

D YES H NO

1 8 . RECOMMENDED RETENTION

Retain for five (5h years, then destroy.

^^tAME AND TITLE OP PREPARER

Rudy Adams, Administrator

2 0 . TELEPHONE NUMBER

792-7416

21. DATE

5/13/91

DCS S30-4 (REVISED 2/87)



FORM FOR EACH NEW OR
RECORD S E R I E S . FORWARD

IITH RECORDS RETENTION SCHEDULE
(DCS J J O - I J

RECORDS MANAGEMENT D I V I S I O N

7 2 7 8 WATERLOO ROAD

P . O . BOX 27S

J E S S U P , MARYLAND 2 0 7 9 4

I t \L .uu i \ .uo i n v i _ n i u r \

PACE 1-6 OF 35

1 . DEFARTMENT/ACENCTif

luvenile Services

2. DIVISICN

Office of Secretary

3. UNIT

Public Information

DEFINITION-RECORD SERIES-* aROUI* O r W L A T E D RECORDS HOUHALUy FILED AND USED AS A UNIT FOR
REFERENCE AS WELL Ag RETBNTION AND DISPOSITION PURPOSES

* . RECORD SERIES TITLE

General Correspondences
5. EARLIEST YEAR/LATEST YEAR

5. RECORD SERIES DESCRIPTION .BRIEFLY DESCRIBE THE TYPES OP"
•IN THE SERIES.

INFORWATION/DOCUWENT3/FORWS FOUND
INCLUDE THE PURPOSE OH FUNCTION OF THE 8EFTIES)

Correspondence, memos and miscellaneous documents.

7. RECORD SERIES FORMAT(S)

3 LETTER SIZE • MICROFILM

3 LEGAL SIZE O CCMFUTER TAPE

0 BOUND BOOK O FLOPPY DISK

Q^^DIO TAPE O VIDEO TAPE

D^DTHERfSPECIFY)

8. RECORD SERIES SEQUENCE

D ALPHABETICAL

0 NUMERICAL

H CHRONOLOGICAL

0 GEOGRAPHICAL

D OTHER(SPECIFY)

1 l ' FILE IS USED

B DAILY D WEEKLY 0 MONTHLY

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

321 Fallsway, 5th Floor

13. ACCESS RESTRICTIONS D YES H NO
(IF Y E S , CITE LAH(S) a. RKOULATION(S)

7. IS AN INDEX SYSTEM USED T ( 1 F Yes . E*I»LA 1N
BKIEFLY AND DESCRIBE ANY HAROIARe/ SOFTWARE )

D YES d NO

.^^NAME AND TITLE OP PREPARER

Rudy Adams, Administrator

i
9. VOLUME

j? FILE DRAWER(S)
Q MICROFILM REEL(S)

1 Q COMPUTER TAPE[S)
NUMBER D OTHER(SPECIFY)

10. ANNUAL ACCUMULATION
J? FJLE DRAWER(S)

^ D MICROFILM REEL(S)
NUMiaET* D COMPUTER TAPE(S)

12 • FILE BECOMES INACTIVE AFTER Varies
I

D MONTH(S) D YEAR(S)
WUMB£R

t
14. IS RECORD SERIES DUPLICATED ELSEWHERE?

tlF YES, SPECIFY /.(3ENCY OR OFFICE)
n YES 55 NO

16. AUDIT REQUIREMENTS

B NONE D STATE ° FEDERAL E INDEPENDENT

18. RECOMMENDED RETENTION

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

20. TELEPHONE NUMBER

"792-7416

21. DATE

5/10/91

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



i^PAKATE FORM FOR EACH NEW OR

REVISED- RECORD SERIES. FORWARD

JITH RECORDS RETENTION SCHEDULE

; D G S 3 s o -1 }

RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD

P.O. BOX 273

JESSUP, MARYLAND 2 07 94

i ur\

PACE 17 OF 35

I. DEPARTMENT/AGENCY

luvenile Services

2. DIVISION

Office of Secretary

3. UNIT

Public Information

DEFINITION-RECORD SERIES-* O R O U P O F RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR
REFERENCE A% WELL A« RETENTION AND DlgF-OSITION

i . RECORD SERIES TITLE

Legislative Information

5. RECORD SERIES DESCRIPTION ( *"* ' I t ' ' U Y DESCRIBE THE TYFCS OF" INPORUATI ON /DOCUMENTS/ FORMS FOUND
•IN THE SERIES. . INCLUDE THE FURFOSE OK FUNCTION OF THE SERIES]

3. EARLIEST YEAR/LATEST YEAR

Copies of Legislative bills, and copies of Legislative correspondence.

5?

RECORD SERIES FORMAT(S)

LETTER SIZE n MICROFILM

LEGAL SIZE Q COMPUTER TAPE

BOUND BOOK • FLOPPY DISK

TAPE Q VIDEO TAPE

SPEC IFY J

8. RECORD SERIES SEQUENCE

n ALPHAEETICAL

n NUMERICAL

5? CHRONOLOGICAL

Q GEOGRAPHICAL

D OTHER(SPECIFY)

9. VOLUME

8 FILE DRAWER(S)

0 MICROFILM REEL(S;

1 -0 Q COMPUTER TAPE(S)
NUMBER 0 OTHER(SPECIFY)

10. ANNUAL ACCUMULATION

£ FILE DRAWER(S)

,- D MICROFILM REEL(S)

V a COMPUTER TAPE(S)
• QTVFPl ̂ PC-r* 1 PC \

FILE I S USED

O DAILY WEEKLY MONTHLY

12. FILE BECOMES INACTIVE AFTER

NUMBER
MCNTH(S] YEAR(S]

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

321 Fallsway, 5th Floor

. IS RECORD SERIES DUPLICATED ELSEWHERE?

tlF YTS, SF-ECIFY /.SEKCY OR OFFICE)

n YES S NO

:5. ACCESS RESTRICTIONS Q YES B NO
(IF YES, CITE LAH(S) a REOULATION(s)

1 6 . AUDIT REQUIREMENTS

H NONE D STATE D FEDERAL O INDEPENDENT

IS AN INDEX SYSTEM USED7 ( | P m . E } 7 U I N

BRIEFLY AND DCSCR I BE ANY HARDWARE/SOFTWARE )

n YES a NO

I 8. RECOMMENDED RETENTION

Five (5) years then destroy

^^(AME AND TITLE OF PREPARER

Rudy Adams

2 0. TELEPHONE NUMBER

792-7416

21. DATE

5/10/91

DCS 350-4 (REVISED 2/87)



SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
Ji tH RECORDS RETENTION SCHEDULE
(DCS 330 - I }

RECORDS MANAGEMENT DIVISION
727 5 WATERLOO ROAD

P.O. BOX 273
JESSUP, MARYLAND 2 07 94

! . DEFARTMENT/ACENCY

^Juvenile Services

2. DIVISION

Office of Secretary

3 . UNIT

Public Information

NITION-RECORD SERIES-* anOUT" Or ™"-*TED RECORDS NORMALLY F1LBD AND USED AS A UNIT
A» WEU. A« RETENTION AND D lg fOJITION

*. RECORD SERIES TITLE

Press Releases

3. EARLIEST YEAR/LATEST YEAR

1987 TO 1991

5. RECORD SERIES DESCRIPTION lBRIItIrUY DESCRIBE TME TYPES OP" INFORMATION/DOCUMCNTS/ FORMS FOUND
IN THE SERIES. INCLUDE THE fUWOSE OR FUNCTION OF THE SERIES]

Copies of video taped DJS press releases.

7. RECORD SERIES FORMAT(S)

3 LETTER SIZE ° MICROFILM

• LEGAL SIZE D COMPUTER TAPE

E BOUND BOOK O FLOPPY DISK

t^fUDlO TAPE E VIDEO TAPE

•WiERj SPEC IFY J

8. RECORD SERIES SEQUENCE

n ALPHABETICAL

Q NUMERICAL

g CHRONOLOGICAL

Q GEOGRAPHICAL

0 OTHER(SPECIFYJ

1l' FILE IS USED

° DAILY H WEEKLY D MONTHLY

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

321 Fallsway, 5th Floor

IS. ACCESS RESTRICTIONS O. YES H NO

( IP YES, CITE LAB(s) » RSQULATION(S)

17. IS AN INDEX SYSTEM USEDT (iPns.B^UIN
BRIEFLY AND DESCRIBE ANY HARDIARe/ SOFTWARE )

O YES H NO

l^^NAME AND TITLE OF PREPARER

Rudy Adams, Administrator

i

9. VOLUME
IS FILE DRAWER(S)
D MICROFILM REEL(S)

2 D COMPUTER TAPE(S)
NUMBER pi

10. ANNUAL ACCUMULATION

o FILE DRAWER;s)

r a MICROFILM REEL(S)
NUMBER ° COMPUTER TAPE(S)

12 • FILE BECOMES INACTIVE AFTER !

5 • MCNTHfS) B YEAR(S1 !
NUMBER

14. IS RECORD SERIES DUPLICATED ELSEWHERE? j

tlP YES, SPECIFY /.OENCY OR OFFICE)
D YES D NO

16. AUDIT REQUIREMENTS

B NONE CI STATE D FEDERAL O INDEPENDENT

I 8. RECOMMENDED RETENTION

Five (5) years, then destroy.

2 0. TELEPHONE NUMBER

792-7416

21. DATE

5/10/91

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



INSTRUCT I QMS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD

RECORDS. RETENTION SCHEDULE
580-1 )

DEPARTMENT OF CENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 278

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PACE 1.9 or 35

1. DEPARTMENT/ACENCY
Juvenile Services

2. DIVISION
Office of Deputy Secretary

a. UNIT
Deputy Secretary

DEFINITION-RECORD SERIES A GROUP OP RKI-ATKD RECORDS NORMALLY PILED AND USED AS A UNIT FOR
REFERENCE AS WE LA. AS RETENTION AND DISPOSITION PUMPOSEB •__

4. RECORD SERIES TITLE
Investigations

8. EARLIEST YEAR/LATEST YEAR
1989 TO 1991

j 9. RECORD SERIES DESCRIPTION (BRIItFl-Y BMCRIMC THK TYPES OP1 I NFORMAT I ON/DOCUMENTS/FORMS FOUND
•IN THE SERIES. . INCLUDE THE PURPOSE OR FUNCTION OP THE SERIES)

Investigation Report on incidents within the Department, including but not limited to
routine monitoring reports of Department programs.

7. RECORD SERIES FORMAT(S)

3 LETTER SIZE Q MICROFILM

^B_ECAL SIZE a COMPUTER TAPE

• BOUND BOOK O FLOPPY DISK

• AUDIO TAPE • VIDEO TAPE

D OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

O ALPHABETICAL

O NUMERICAL

B CHRONOLOGICAL

a GEOGRAPHICAL

D OTHER(SPECIFY)

9. VOLUME

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

10. ANNUAL ACCUMULATION

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

11. FILE IS USED

& DAILY 0 WEEKLY MONTHLY

1 2 • FILE BECOMES INACTIVE AFTER
5 ° MONTH(S) 8 YEAR(S)

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

321 Fallsway gh\k\

14. IS RECORD SERIES DUPLICATED ELSEWHERE?
tlP YES, SPECIFY AOEKCY OR OFFICE)
D YES B NO

IS. ACCESS RESTRICTIONS D YES & NO

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

& NONE O STATE Q FEDERAL ° INDEPENDENT

17. IS AN INDEX SYSTEM USED! (|F YES.EXPLAIN
BRIEFLY AKD DESCRIBE ANY HARBIARC/SOFTWARE)

O YES B NO

18. RECOMMENDED RETENTION

Retain for 5 years then screen and
destroy all material not needed
for business.

IS. NAME AND TITLE OF PREPARER

Rudy Adams, Administrator

20. TELEPHONE NUMBER

792-7416

21. DATE

May 2, 1991

DCS SSO-4 (REVISED 2/87)



INSTRUCT IONS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD

RECORDS RETENTION SCHEDULE
580-1 )

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE 20 OF 35

1. DEPARTMENT/AGENCY

Juvenile Services

2. DIVISION

Office of Deputy Secretary

3. UNIT

Deputy Secretary

DEFINITION-RECORD SERIES mA OROUF OF RELATED RECORDS NORMALLY Ft LSD AND USED AS A UNIT FOR
REFERENCE AS IEU. AS RETENTION AND DISPOSITION PUWPBggg •

4. RECORD SERIES TITLE
Deputy Secretary General Correspondence

8. EARLIEST YEAR/LATEST YEAR

9. RECORD SERIES DESCRIPTION (BRIKFUY O««CR1BE THE TYPES OF INPORMATION/DOCUMENTS/PORMS POUND
•IN THE SERIES. . INCLUDE THE PURPOSE OR FUNCTION OP THE SERIES)

Correspondence, memos, budget documents, and miscellaneous documents.

7. RECORD SERIES FORMAT(S)

LETTER SIZE B MICROFILM

LEGAL SIZE • COMPUTER TAPE

BOUND BOOK • FLOPPY DISK

AUDIO TAPE D VIDEO TAPE

OTHEK(SPECIFY)

8. RECORD SERIES SEQUENCE

D ALPHABETICAL

O NUMERICAL

£ CHRONOLOGICAL

• GEOGRAPHICAL

O OTHER(SPECIFY)

9. VOLUME

N U M B "

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

10. ANNUAL ACCUMULATION
•& FILE DRAWER(S)

2.0 D MICROFILM REEL(S)
NUMB0R D COMPUTER TAPE(S)

D
11 FILE IS USED

B DAILY WEEKLY MONTHLY

12. FILE BECOMES INACTIVE AFTER
5

NUMBER
MONTH(S) YEAR[S)

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

i 321 Fallsway

14. IS RECORD SERIES DUPLICATED ELSEWHERET
I IP YES, SPECIFY AOEKCY OR OFFICE)
D YES B NO

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

16. AUDIT REQUIREMENTS

S3 NONE C3 STATE • FEDERAL • INDEPENDENT

17, IS AN INDEX SYSTEM USEDT (IF VEB.E>?LAIN

BRIEFLY AKD DESCRIBE ANY HARDBARE/SOFTWARE)

B YES B NO

18. RECOMMENDED RETENTION

Five (5) years then screen and destroy
all material not needed for business-

19. NAME AND TITLE OF PREPARER

Rudy Adams, Administrator

20. TELEPHONE NUMBER

333-6781

2 I . DATE

5, 1991

DCS 350-4 (REVISED 2/87)



INSTRUCT I QMS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD

RECORDS RETENTION SCHEDULE
880-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD

P.O. BOX 278
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

21 35
PACE OF

1 . DEPARTMENT/AGENCY
Juvenile Services

2. DIVISION
Office of Deputy Secretary

3. UNIT
Deputy Secretary

' DEF IN IT I ON-RECORD SERIES-A O H O U F O F ™LATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR
• REFERENCE AS WBLL AS RETENTION AND DIMPOSITION WIKPO8E8 •

4. RECORD SERIES TITLE
Management Report

5. EARLIEST YEAR/LATEST YEAR
1989 TO 1991

6. RECORD SERIES DESCRIPTION fBRIK|ri-V DESCRIBE THE TYPES Or INPORMATION/DOCUMENTS/PORMB POUND
•IN THE SERIES. . INCLUDE THE PURPOSE OR FUNCTION OP THE SERIES)

Monthly management reports relative to DJS programs.

7.

a
RECORD SERIES FORMAT(S)

LETTER SIZE O MICROFILM

:GAL SIZE O COMFUTER TAPE

BOUND BOOK D FLOPPY DISK

AUDIO TAPE D VIDEO TAPE

OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

D ALPHABETICAL

D NUMERICAL

£ CHRONOLOGICAL

O GEOGRAPHICAL

D OTHER(SPECIFY)

9. VOLUME

N U M B B R

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

10. ANNUAL ACCUMULATION

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

D COMPUTER TAPE(S)
D PrHFB(RPFrlFV)

II. FILE IS USED

D DAILY WEEKLY MONTHLY

l 2 > FILE BECOMES INACTIVE AFTER
5 ° MONTH(S) B YEAR(S)

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

; 321 Fallsway

14. IS RECORD SERIES DUPLICATED ELSEWHERE?
tlP YCS, SPECIPY /.OEKCY OR OFFICE)
D YES X> NO

15. ACCESS RESTRICTIONS O YES 0 NO

(IF YES, CITE LAR(B) ft RBOULATION(S)

16. AUDIT REQUIREMENTS

S NONE B STATE D FEDERAL INDEPENDENT

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

BRIEFLY AND DESCRIBE ANY HARDBARE./ SOFTWARE)

YES NO

18. RECOMMENDED RETENTION

Five (5) years.

19. NAME AND TITLE OF PREPARER

Rudy Adams, Administrator

20. TELEPHONE NUMBER

792-7416

2 I. DATE

May 2, 1991

DCS 5S0-4 (REVISED 2/87)



SEPARATE FORM FOR EACH NEW OR
7CEV1SED RECORD SERIES. FORWARD
*1TH RECORDS RETENTION SCHEDULE
(DOS SBO -I ]

RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD

P.O. BOX 275
JESSUP, MARYLAND 20794

IIHVLH IUIM

PAGE - 2 2 O F 35

J . DEPARTMENT/AGENCY

Juvenile Services

2. DIVISION

Deputy Secretary

3. UNIT

Property Management

ITION-RECORD SERIES- A Q H O U P O r M L A T E D RECORDS NORMALLY FILED AND USCD AS A UNIT FOR
A» WELL A« RCTINTIW AXO DlaPOSITION FUBPOSEg •

*. RECORD SERIES TITLE

General Correspondence
5 . EARLIEST YEAR/LATEST YEAR

3 . RECORD SERIES DESCRIPTION ; B R l l c F l - Y OEBCRIBB THE TYFES OF INFORMATI ON/DOCUMENTS/ rORMS FOUND
•IN THE SERIES. INCLUDE THE FURFOSE O« FUNCTION OF THE SERIES'

Correspondence, memos, and miscellaneous documents.

7. RECORD SERIES FORMAT(S)

21 LETTER SIZE ° MICROFILM

3 LEGAL SIZE Q COMFUTER TAPE

D BOUND BOOK O FLOPPY DISK

^^UDIO TAPE O VIDEO TAPE

^WrH£R( SPECIFY)

8. RECORD SERIES SEQUENCE

n ALPHABETICAL

O NUMERICAL

R CHRONOLOGICAL.

n GEOGRAPHICAL

D OTHER(SPECIFY)

11 * FILE IS USED

5? DAILY D WEEKLY 0 MONTHLY

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

321 Fallsway, Mezzanine

IS. ACCESS RESTRICTIONS Q YES g NO

(IF YES, CITE LAH(S) a REOULATION(s)

17. IS AN INDEX SYSTEM USEDT ( | r YKS.EXPLAIN

BRIEFLY AND DESCRIBE ANY HARDWARE/ SOFTWARE )

D YES B NO

l^. NAME AND TITLE OF PREPAREH

^ B Rudy Adams
Program Specialist

t

9. VOLUME

8 FILE DRAWER(S)

n MICROFILM REEL(S)
3 D COMPUTER TAPE(S)

NUMBER >-•

t 0. ANNUAL ACCUMULATION

g FILE DRAWER(S)

^ O MICROFILM REEL(S)

NUMBE"H D COMPUTER TAPE(S)

I2- FILE BECOMES INACTIVE AFTER "a>"ieS

D MCNTH/S) B YEARfSl
NUMBER

14. IS RECORD SERIES DUPLICATED ELSEWHERE?
tlF YES, SFEC1FY /.OENCY OR OFFICE)

' Q YES JP NO

16. AUDIT REQUIREMENTS

j£ NONE n STATE Q FEDERAL Q INDEPENDENT

I 8. RECOMMENDED RETENTION

Screen annually. Destroy materials no
-longer needed for current business.

2 0. TELEPHONE NUMBER

._ "333-6781 • -

21. DATE

4/22/91

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



ScPAKA.TE FORM FOR EACH NEW OR
rCEVISED RECORD SERIES. FORWARD
14TH RECORDS RETENTION SCHEDULE
(DOS 350-1 )

t. DEFARTMENT/AGENCY

^L Juvenile Services

. RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD

P.O. BOX 27S
JESSUP, MARYLAND 20784

2. DIVISION

Office of Deputy Secretary

MOL.I.HL1 l \ L L U l \ L M — 1 H V Lit 1 U H 1

PACE 23 OF 35

3. UNIT

Property Management ;

EIPIN IT ION-RECORD SERIES-* OFIOU^ O F WtI-*TED RECORDS NORMALLY FILED AMD USED AS A UNIT rOR
mrenENCE AS IEU. A* RETENTION AND D I S M S I T I O N runrosirs

•« . RECORD SERIES TIT1-E

General Construction/Bond Program

3. EARLIEST YEAR/LATEST YEAR

J. RECORD SERIES DESCRIPTION (BRIrFS-r BMCRIBB THE TYPES Or 1NFORMATION/DOCUVENTS/FOWW rOWD
•IN THE SERIES. . INCLUDE THE fUWOSE OH FUNCTION OF THE SERIES]

General construction document, including documents relative to Department
Bond program documents.

7 .

a

a

1

11

13

1 5

17

t 9

RECORD SERIES FORMAT(S)

LETTER SIZE O MICROFILM

1 FfSAI. SIZE • COMPUTER TAPE

BOUND BOOK • FLOPPY DISK

^UDIO TAPE O VIDEO TAPE

R K E R ( SPECIFY)

8.

" FILE IS USED

° DAILY 8 WEEKLY D

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

321 Fallsway, Mezzanine

. ACCESS RESTRICTIONS • YES O
(IF YXS , CITE LAH(S) a RKOULATION!

RECORD SERIES SEQUENCE

D ALPHABETICAL

D NUMERICAL

R CHRONOLOGICAL

<3 GEOGRAPHICAL

D OTHER (SPEC IFY")

MONTHLY

ROOM)

NO

8 )

. IS AN INDEX SYSTEM USEDT (|F YES.U7LAIN
BRIEFLY AND DESCRIBE ANY HARDWARE./ SOFTWARE )

D YES g NO

.NAME AND TITLE °F PREPARER

Rudy Adams-,Administrator

20.

i
9. VOLUME

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

_ 1 _ O COMPUTER TAPE(S)
NUMBER B VTMZR[spzclrY]

Books

10. ANNUAL ACCUMULATION

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

NUMBER a COMPUTER TAPE(S)

12 • FILE BECOMES INACTIVE AFTER
TO D MCNTH(S) R YEAR(S) [

t

14. IS RECORD SERIES DUPLICATED ELSEWHERE?
tlF YES, SPECIFY /.aENCY OR OFFICE)

' 13 YES D NO DBFP

16. AUDIT REQUIREMENTS

E NONE E STATE a FEDERAL D INDEPENDENT

1

18. RECOMMENDED RETENTION ~~"

Retain for ten (10).years, then destroy.

TELEPHONE NUMBER

792-7415

21. DATE.

5 / 3 / 9 1 •--• —

DGS 330-4 [REVISED 2 / 8 7 )



SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
*ITH RECORDS RETENTION SCHEDULE
(DCS SSO -1 )

1. DEPARTMENT/AGENCY

^ B ^ Juvenile Services

. RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD

P.O. BOX 275
JESSUP, MARYLAND 20794

2. DIVISION

Deputy Secretary

24 35
PACE OF J 0

3. UNIT

Property Management

1TICN-RECORD S E R I E S - * O R O U F O r W t l - * T E D RECORDS NORMALLY FILED ANO USED AS A UNIT FOR

A% WELL, Ag RCTENTIOW AMO D I B P O a m O N PURPOSES •

*. RECORD SERIES TITLE

Capital Projects
5. EARLIEST YEAR/LATEST YEAR

5. RECORD SERIES DESCRIPTION , BRIEFLY DESCRIBE THE TYPES OF" INFORVATION/DOCUHCNTS/MRva FOUND

•IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES]

Annual Capital Project request from the Department.

". RECORD SERIES FORMAT(S)

0 LETTER SIZE D MICROFILM

• LEGAL SIZE D CCMFUTER TAPE

& BOUND BOOK 0 FLOPPY DISK

j^AUDIO TAPE D VIDEO TAPE

^ m i E R ( SPECIFY) ~

8. RECORD SERIES SEQUENCE

n ALPHABETICAL

Q NUMERICAL

IS CHRONOLOGICAL

O GEOGRAPHICAL

D OTHER(SPECIFY)

11 # FILE IS USED

° DAILY H WEEKLY 0 MONTHLY

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

321 Fallsway, Mezzanine

IS. ACCESS RESTRICTIONS • YES H NO

(IF YES, CITE LAB(S) Bt REBULATION(S)

17. IS AN INDEX SYSTEM USED7 {IF YES.E>^LAIN

BRIEFLY AND DESCRIBE AJOT HARDIARE/ SOFTWARE )

° YES B NO

1^. NAME AND TITLE OF PREPARER

joidy Adams, "Administrator" " '

i

9. VOLUME
B FILE DRAWER(S)
D MICROFILM REEL(S)

1 a COMPUTER TAPE|S)
NUMBER Q O T H E R ( s p E c l F Y ]

10. ANNUAL ACCUMULATION

f FILE DRAWER(S)

„ o 0 MICROFILM REEL(S)

NUt/aeV D COMPUTER TAPE(S)
D OTVFBI^PfrlFYl

1 2' FILE BECOMES INACTIVE AFTER

10; D MCNTHIS1 B YEARfSl !
NUMBER

14. IS RECORD SERIES DUPLICATED ELSEWHERE?
tlF YES, SPECIFY /.QEKCY OR OFFICE)

' S YES D NO DBFP

16. AUDIT REQUIREMENTS

H NONE Q STATE D FEDERAL O INDEPENDENT

1
J8. RECOMMENDED RETENTION

Retain for 10 years then destroy

20. TELEPHONE NUMBER

792-7416

21. DATE

5/3/91

DGS 550-4 (REVISED 2/87)



SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD

*1TH RECORDS RETENTION SCHEDULE

(DCS S50 - 1 )

RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD

P.O. BOX 273

JESSUP, MARYLAND 20784

IUi\

PACE . OF 35

1. DEFARTMENT/AGENCY

Juvenile Services

2. DIVISION 3. UNIT

Property Management

-RECORD SERIES- A a R O U P O F RELATED RECORDS NOIWALLV FILED AND USED AS A UNIT FOR
HtrCRPtCI A* WEL-L. AJ RETENTION AMD DIBFOSITtON PUnrO3E3 •

*. RECORD SERIES TITLE

Industr ia l Hygienist
3 . EARLIEST YEAR/LATEST YEAR

1975 TO 1991

S. RECORD SERIES DESCRIPTION (BRII"rl-Y BK8CRIBK THE TYPEB OF- INFORUAT16N/DOCUWNTS/FORMS FOUND

•IN THE SERIES. INCLUDK THE rUWOSE On FUNCTION OF THE SCFT1ES

Building completion report, showing locations of asbestos, pipe
area that requires asbestos removal.

RECORD SERIES FORMAT(S)

LETTER SIZE ° MICROFILM

LEGAL SIZE • CCMFUTER TAPE

BOUND BOOK 0 FLOPPY DISK

TAPE t3 VIDEO TAPE

( SPEC IFY J

8. RECORD SERIES SEQUENCE

D ALPHABETICAL

D NUMERICAL

K CHRONOLOGICAL

D GEOGRAPHICAL

Cl OTHER (SPECIFY)

9. VOLUME

NUMBER

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

D O T H E R ( S p E c l F Y ]

10. ANNUAL ACCUMULATION

p FILE DRAWER(S)

, D MICROFILM REEL(S)
D COMPUTER TAPE(S)

11 FILE IS USED

5? DAILY O WEEKLY O MONTHLY

1 2 - FILE BECOMES INACTIVE AFTER
, 3 0 D MONTH(S) XI YEAR(S)
NUMBER

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

321 Fallsway, Mezzanine

14. IS RECORD SERIES DUPLICATED ELSEWHERE7

tlF YES, SPECIFY /.OBKCY OR OFFICE)
D YES 3P NO

13. ACCESS RESTRICTIONS Q YES H NO

{IF TTS, CITS I_AW{S) a REOULATION(S)
1 6 . AUDIT REQUIREMENTS

{9 NONE O STATE D FEDERAL D INDEPENDENT

17 IS AN INDEX SYSTEM USEDT (IF YKS.EXPLAIN

BRIBFL.Y AND DSSCR 1 BS AHTf HARDIARC/ BOFTHARK )

n YES H NO

18. RECCMNOENDED RETENTION

Thirty (30) years then destroy.

NAME AND TITLE OF PREPARER

Rudy Adams, Administrator

2 0. TELEPHONE NUMBER

792-7416

2 I . DATE

5/3791

DOS 330-4 (REVISED 2/87)



SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD

*1TH RECORDS RETENTION SCHEDULE

(DGS 330 - t J

RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD

P.O. BOX 273

JESSUP, MARYLAND 207 94

fuTUuTviJo i ur\

PACE 2 6 OF 3 5

1 . DEPARTMENT/AGENCY

Juvenile Services

2. DIVISION 3. UNIT

Property Management
ITION-RECORD S E R I E S - A O R O U P O r RELATED RECORDS NORMALLY FILED AMD USED A» A UNIT FOR

AS wen. A« RETENTION AMP D

*. RECORD SERIES TITLE

Contracts

3 . EARLIEST YEAR/LATEST YEAR

1975 TO 1991

3. RECORD SERIES DESCRIPTION (BRII"rl-Y OKSCRIBE THE TTfPKS Of INFORMAT I ON/DOCUMENTS/ FORMS FOUND
•IN THE SERIES. INCLUDE THE F-URFOSE OH FUNCTION OF THE SERIES)

Copies of external work contract for the Department including renovation
projects, and service contract.

7. RECORD SERIES FORMAT(S)

^ LETTER SIZE • MICROFILM

a LEGAL SIZE D COMPUTER TAPE

a BOUND BOOK E FLOPPY DISK

^^UDIO TAPE n VIDEO TAPE

^RnER( SPEC IFY)

8. RECORD SERIES SEQUENCE

D ALPHABETICAL

D NUMERICAL

B CHRONOLOGICAL.

Q GEOGRAPHICAL

D OTHER(SPECIFY)

11' FILE IS USED

8 DAILY Q WEEKLY O MONTHLY

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

321 Fallsway, Mezzanine

15. ACCESS RESTRICTIONS O YES g NO
(IF YKS , CITE LAH(S) a REGULATIONS)

17. IS AN INDEX SYSTEM USEDT (IF Yts.UJ>LAtN
BRIEFLY AND DESCRIBE- ANY HARDWARE./SOFTWARE )

a YES 5 NO

1^. NAME AND TITLE OF PREPAREH

^W- -Rudy Adams, Administrator

9. VOLUME
S3 FILE DRAWER(S)
D MICROFILM REEL(S)

3 D COMPUTER TAPE|S)
NUMBER Q O T H E R ( s p E C I F Y l

10. ANNUAL ACCUMULATION

}P FILE DRAWER( S)

I n MICROFILM REEL(S)

NUMBEV ° COMPUTER TAPE(S)
O OTVP'tPf qpcn VY*

1 2 • FILE BECOMES INACTIVE AFTER

10 E MCNTHfSl IS YHARfSi !
NUMBER '

i
14. IS RECORD SERIES DUPLICATED ELSEWHERE?

tlF YES, SP-ECJFY AOENCY OR OFFICc)

B YES Q NO some at DBFP

16. AUDIT REQUIREMENTS !

X) NONE D STATE D FEDERAL E INDEPENDENT

18. RECOMMENDED RETENTION

Retain for ten (10) years, then destroy.

2 0. TELEPHONE NUMBER

792-7416

2 1 . DATE

5/3/91

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



SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
yjITH RECORDS RETENTION SCHEDULE
(DOS 330 - t )

RECORDS MANAGEMENT DIVISION
7273 WATERLOO ROAD

P.O. BOX 273
JESSUP. MARYLAND 20794

I hLtUIUJO lliVLIIIUrxl

1. DEPARTMENT/AGENCY

Juvenile Services

2. DIVISION 3. UNIT

Property Management

IT1ON-RECORD SERIES-
A OROUP OP1 RELATED RECORDS NORMALLY KILED AND USED AS A UNIT TOR

AS WELL AJ RETENT ! ON AMD OlgPOatTION PURPOSES

*.. RECORD SERIES TITLE

Plant Management/Work Projects

3. EARLIEST YEAR/LATEST YEAR

i. RECORD SERIES DESCRIPTION (BRnt|rl-Y BMCRIBE THE TYMS OF" IHFORUATION/DOCUMENTS/FORKB
IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES

Internal documents relative to plant management and in-house work, projects
completed by Dept. of Juvenile Services Maintenance staff.

7. RECORD SERIES FORMAT(S]

5 LETTER SIZE D MICROFILM

• LEGAL SIZE E COMFUTER TAPE

D BOUND BOOK O FLOPPY DISK

q_AUDIO TAPE n VIDEO TAPE

^^THER( SPECIFY) ~

8. RECORD SERIES SEQUENCE

• ALPHABETICAL

0 NUMERICAL

H CHRONOLOGICAL

0 GEOGRAPHICAL

0 OTHER(SPECIFY)

1 J ' FILE IS USED

g DAILY • WEEKLY D MONTHLY

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

321 Fallsway, Mezzanine

IS. ACCESS RESTRICTIONS Q YES R NO
(ir YES, CJTE LAH(S) a REOULATION(S)

17. IS AN INDEX SYSTEM USEDT { I r YES .U7LAIN
BRIEFLY AND DSSCR I Be ANY HARDIARC/BOFTBARK )

Q YES (S NO

19. NAME AND TITLE °F PREPARER

^^F Rudy Adams., Administrator

i

9 . VOLUME
f FILE DRAWER(S)
D MICROFILM REEL(S)

2 D COMPUTER TAPEfSl
NUMBER Q OTHER(spec1FY)

I 0. ANNUAL ACCUMULATI ON
j? FILE DRAWER(S)

,- n MICROFILM REEL(S)
KuwbElh D COMPUTER TAPE(S)

. D QTWFR^peTIFVI
1 2 • FILE BECOMES INACTIVE AFTER !

5 •• • MCNTHlSl B YEARfS) 1
NUMBER

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

' O YES Bl NO

16. AUDIT REQUIREMENTS

B NONE D STATE O FEDERAL Q INDEPENDENT

i
18. RECOMMENDED RETENTION

Retain for five (5) years, then destroy.

2 0. TELEPHONE NUMBER

792-7416

21. DATE

5/3/91 :

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



SEPARATE FORM FOR EACH NEW OR
REVISED RECORD S E R I E S . FORWARD
•*ITH RECORDS RETENTION SCHEDULE
(DGS 3 S 0 - t )

RECORDS MANAGEMENT D I V I S I O N
7 2 7 5 WATERLOO ROAD

P . O . BOX 2 7 5
J E S S U P , MARYLAND 2 0 7 9 4

I r\L.v-u'i\Lio i ur\ i

PACE _J8_ OF . ,35,

I. DEPARTMENT/AGENCY

Juvenile Services

2. DIVISION 3 . UNIT

Property management

ZEFTNITION-RECORD S E R I E S - * O R O U P Or »KLATED RECORDS NORMALLY1 FILED AND USED AS A UNIT FOR
ngFERENCg A» W E U AS RETENT I ON AND P I 8 P Q 5 I T 1 ON PUBPOSH •

*. RECORD SERIES TITLE

F l e e t Management
5 . EARLIEST YEAR/LATEST YEAR

1975 TO 1991

3. RECORD SERIES DESCRIPTION JBRI*FUY °«CHIBB THE TYPES OF" INFORMATI ON /DOCUMENTS /FORMS FOUND
•IN THE SERIES. . INCLUDE THE PURPOSE O« FUNCTION OF THE SEFTJES)

Documents, memos, Fleet Management regulations, copies of invoices and

miscellaneous documents relative to the management of the Department Fleet.

7. RECORD SERIES FORMAT(S)

35 LETTER SIZE D MICROFILM

3 LEGAL SIZE Cl COMPUTER TAPE

D BOUND BOOK D FLOPPY DISK

O^^JDIO TAPE Q VIDEO TAPE

S R H E R ( SPECIFY)

8. RECORD SERIES SEQUENCE

<3 ALPHABETICAL

D NUMCRICAL

B CHRONOLOGICAL

1=1 GEOCRAPH1CAL

D OTHER(SPECIFY)

1 J ' FILE IS USED

59 DAILY • WEEKLY D MONTHLY

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

321 Fallsway, Mezzanine

15. ACCESS RESTRICTIONS O YES B NO

(IF YTS, CITE LAV(S) a RKOULATION(S)

17 . IS AN INDEX SYSTEM USED? ( ( r YX8.EXPLAIN

BRIEFLY AND DESCRIBE ANY HARDWARE./ SOFTWARE )

D YES IS NO

I^^NAME AND TITLE OF PREPARES

^ ^ ^ Rudy Adams, Administrator

i

9. VOLUME
B FILE DRAWER(S)
D MICROFILM REEL(S]

5 D COMPUTER TAPE(S)
NUMBER D O T H E R ( S P E C I F Y )

10. ANNUAL ACCUMULATION

$ FILE DRAWER(S)

I D MICROFILM REEL(S)

kuUkeV D COMPUTER TARE(S)

1 2 • FILE BECOMES INACTIVE AFTER

D MCNTH(S) 0 YEARfSl ,'
NUMBER '

1
14. IS RECORD SERIES DUPLICATED ELSEWHERE?

tlF YES, SPECIFY AOEKCY OR OFFICE)
D YES £ NO

16. AUDIT REQUIREMENTS

g NONE O STATE • FEDERAL n INDEPENDENT

I 8. RECOMMENDED RETENTION

Retain for five (5) years, then destroy.

20. TELEPHONE NUMBER

- -792-741-6

2 I . DATE

5/3/91

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



i^PARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
*ITH RECORDS RETENTION SCHEDULE
(DGS SSO - t )

RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD

P . O . BOX 275
JESSUP, MARYLAND 207 94

fM-UUIMJO 1I1VLI1IUIM

I . DEPARTMENT/AGENCY

Juvenile Services

2. DIVISION

Deputy Secretary

3. UNIT

Inspector General

iTION-RECORD S E R I E S - A O H O U I " o r B E L A T l : D RECORDS NOWMLUV F I L E D AND USED AS A UNIT FOR

n g r E R P i e g A» WE1-L A» RETENTION AMD DISPOSITION PURPOSE? •

*. RECORD SERIES TITLE

General Correspondence
3 . EARLIEST YEAR/LATEST YEAR

1987 TO 1991

5. RECORD SERIES DESCRIPTION (BRIIt|rl-Y DESCRIBE THE TYPES Or INPORVATI ON/DOCUWCNTS/FORHB FOUND
•IN THE SERIES. . INCLUDE THE PURPOSE OH FUNCTION OF THE SERIES I

j

Correspondence, memos, copies of Department Policies and Regulations.

7. RECORD SERIES FORMAT(S)

£X LETTER SIZE D MICROFILM

0 LEGAL SIZE • COMPUTER TAPE

D BOUND BOOK D FLOPPY DISK

O^UDIO TAPE D VIDEO TAPE

°^m^ER( SPEC IFY)

8. RECORD SERIES SEQUENCE

Q ALPHABETICAL

D NUMERICAL

K CHRONOLOGICAL.

O GEOGRAPHICAL

D OTHER(SPECIFY)

1l' FILE IS USED

B! DAILY n WEEKLY O MONTHLY

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

321 Fallsvzay, 2nd Floor

IS. ACCESS RESTRICTIONS O YES IS NO

I IF YES, CITE LAw(s) ft RSGULJkT I ON ( 8 )

17. IS AN INDEX SYSTEM USED? [ t r n s . E } 7 U I N

BRIEFLY AND DESCRIBE ANY HARDWARE./ SOFTWARE )

D YES IS NO

.^^AAME AND TITLE OF PREPARER

^^Kudy Adams, Administrator

9. VOLUME

» FILE DRAWER(S)

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

NUMBER D O T H E R ( s p E C I F Y ]

10. ANNUAL ACCUMULATION

19 FJLE DRAWER(S)
, n MICROFILM REEL(S)

KTJSSSR" D COMPUTER TAPE ( S )
• QTVTPKPcrlFVI

1 2 • FILE BECOMES INACTIVE AFTER Varies [

D MCNTHISI H YEAHfSl !
NUMBER

•
14. IS RECORD SERIES DUPLICATED ELSEWHERE? j

tlF YES, SPECIFY AOENCY OR OFFICE)
D YES Xl NO j

16. AUDIT REQUIREMENTS j
1

B NONE E STATE • FEDERAL 0 INDEPENDENT

l
i

I 8. RECOMMENDED RETENTION

Screen annually. Destroy"all materials no
longer needed for current business.

2 0. TELEPHONE NUMBER

792-7416

21. DATE

5 / 1 3 / 9 1 . • • - ••-"

DCS 550-4 (REVISED 2/87)



iSPARATE FORM FOR EACH NEW OR
=C£V1SED RECORD SERIES. FORWARD
ri'TH RECORDS RETENTION SCHEDULE
EXiS 3 S 0 - t )

RECORDS MANAGEMENT DIVISION
72 7 5 WATERLOO ROAD

P.O. BOX 275
JESSUP, MARYLAND 207 94

i u r \ i

PACE ,30 OF 35

DEPARTMENT/AGENCY

Juvenile Services

2. DIVISION

Office of Deputy Secretary

3. UNIT

Inspector General

ITICN-RECORD SERIES-
A O I * O U P O r

REFERENCE A» WELL

RtCORDB NORMALLY FILED AND USKO AS A UNIT FOR

» RFTgNTION AND DISPOSITION

RECORD SERIES TITLE

Investigations

5 . EARLIEST YEAR/LATEST YEAR

1987 TO 1991

RECORD SERIES DESCRIPTION IBR1I"'S-Y DESCRIBE THE TYPES OP" IN FORMAT I ON/DOCUVENTS/FORWS FCXJND
IN THE SERIES. . INCLUOK THE PURPOSE OH FUNCTION OF THE SEP1ES]

Investigations conducted by the Inspector Generals Office, of incidents, issues
relative to the Department.

'. RECORD SERIES FORMAT(S)

S LETTER SIZE E MICROFILM

O LEGAL SIZE G CCMFUTER TAPE

Q BOUND BOOK E FLOPPY DISK

O^^DIO TAPE O VIDEO TAPE

E^RlER( SPECIFY)

8. RECORD SERIES SEQUENCE

n ALPHABETICAL

H NUMERICAL

IS CHRONOLOGICAL

E GEOGRAPHICAL

E OTHER(SPECIFY)

1 * FILE IS USED

8 DAILY D WEEKLY E MONTHLY

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

321 Fallsway, 2nd Floor

. S. ACCESS RESTRICTIONS G YES H NO

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

7. IS AN INDEX SYSTEM USEDT (,r YES.EXPLAIN

BRIEFLY AND DESCRIBE ANY HARDlARc/ SOFTWARE )

D YES Qi NO

^^iAME AND TITLE OF PREPARER

^ ^ Rudy Adams, Administrator -

i

9. VOLUME

35 FILE DRAWER(S)

D MICROFILM REEL(S)

2 D COMPUTER TAPE(S)
NUMBER •-.

t 0. ANNUAL ACCUMULAT1ON

JP FJLE DRAWER( S)

i D MICROFILM REEL(S)

NliUb'E7 D COMPUTER TAPE(S)
D DTV^Pf «5P«̂ rM TY \

1 2 • FILE BECOMES INACTIVE AFTER !

1Q D MCNTH(S) XI YEAR(S) j

14. IS RECORD SERIES DUPLICATED ELSEWHERE?

tlF YES, SPECIFY /.OENCY OR OFFICE)
X3 YES n N O Deputy Secretary's Office

16. AUDIT REQUIREMENTS

B NONE E STATE D FEDERAL D INDEPENDENT

18. RECOMMENDED RETENTION

Ten (10) years then destroy

20. TELEPHONE NUMBER

792-7416

2 I . DATE . .

5/13/91

DGS 3 3 0 - 4 (REVISED Z / 8 7 )



FORM FOR EACH NEW OR

REVISED RECORD S E R I E S . FORWARD

JITH RECORDS RETENTION SCHEDULE

(DOS 3 5 0 - 1 )

RECORDS MANAGEMENT D I V I S I O N

7 2 7 8 WATERLOO ROAD

P . O . BOX 2 7 3

J E S S U P , MARYLAND 2 0 7 9 4

1 I H L I 1 I U 1 M

! . DEPARTMENT/AGENCY

Juvenile Services

2. DIVISION

Deputy Secretary

3 . UNIT

Inspector General

S E R I E S - * a H O U P O r M L A T E D RECORDS NORMALLY FILED AND USED AI A UNIT TOR
REFERENCE A» WELL A« RETENTION AND D I S P O S I T I O N PURPOSES •

*. RECORD S E R I E S TITLE

Inspections and Incidents Reports
3 . EARLIEST YEAR/LATEST YEAR

1987 TO 1991

i . RECORD S E R I E S DESCRIPTION ( B R I * r l - Y DESCRIBE THE TYPES O r 1NPORWATI ON/DOCUMENTS/ FORHS FOUND
•IN THE S E R I E S . INCLUDE THE PURPOSE OJ» FUNCTION OF THE SEFTTE5 1

Program inspection and incident report developed.

RECORD SERIES FORMAT(S)

LETTER SIZE • MICROFILM

LEGAL SIZE D COMPUTER TAPE

BOUND BOOK • FLOPPY DISK

TAPE O VIDEO TAPE

SPEC IFY J

8. RECORD SERIES SEQUENCE

G ALPHABETICAL

O NUMERICAL

B CHRONOLOGICAL

O GEOGRAPHICAL

O OTHER(SPECIFY)

9. VOLUME

B FILE DRAWER(S)

D MICROFILM REEL(S)

a COMPUTER TAPE(S)
Q

10. ANNUAL ACCUMULATION

H FILE DRAWER(S)
^ a MICROFILM REEL(S)

a COMPUTER TAPE(S)
D QTPFPlqpcr1 FV 1

11 FILE IS USED

5! DAILY O WEEKLY D MONTHLY

1 2 • FILE BECOMES INACTIVE AFTER

10 D MCNTH(S) ff YEAR(S
UM

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

321 Fallsway, 2nd Floor

14. IS RECORD SERIES DUPLICATED ELSEWHERE?
tlF YES, SPECIFY AOEKCY OR OFFICE)
D YES B NO

13. ACCESS RESTRICTIONS • YES 8 NO

(IF YES, CITE LAB(S) & REOULAT1ON ( S)

16. AUDIT REQUIREMENTS

g NONE D STATE D FEDERAL D INDEPENDENT

: 7 ,IS AN INDEX SYSTEM USED? (tF YXS.EXPLAIN

BRIEFLY AND DESCRIBE ANTT HARDWARE,/SOFTWARE )

D YES tt NO

18. RECOMMENDED RETENTI ON

Ten (10) :years then destroy.

AND TITLE OP PREPARER

Adams, Administrator

DGS 3 5 0 - 4 (REVISED Z / 8 7 )

20. TELEPHONE NUMBER

792-7416

2 1 . DATE

5/13791



SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
J1TH RECORDS RETENTION SCHEDULE
( D G S 3 5 0 - t )

RECORDS MANAGEMENT DIVISION
7 2 7 5 WATERLOO ROAD

P . O . BOX 275
JESSUP, MARYLAND 2 07 94

MUCPIL I 1 I U L I U U I M

PACE 32 OF 35

1. DEFARTMENT/ACENCY

Juvenile Services

2. DIVISION

Deputy Secretary

3. UNIT

Inspector General

lT I CN-RECORD SERIES-* a R O U I " O F RECORDS NORMALUy F1 LJCD AMD USED AS A UNIT FOR

HBFEREWCt A» WEUl. A« RETENTION AMD D I gPOg I T I ON FUBPOSEi

*. RECORD SERIES TITLE

Child Advocacy Grievance Reports

5. EARLIEST YEAR/LATEST YEAR

1987 TO 1991

5. RECORD SERIES DESCRIPTION ( B " ' r F U Y DttBCHIBK THE TYPES OP" INFORMATI ON/DOCUMENTS/ MRHB POUND
IN THE SERIES. INCLUDE THE PURPOSE OH FUNCTION OF THE SERIES]

Copies of client Grievance Report prepared by the Department's child advocate.

7. RECORD SERIES FORMAT(S)

25 LETTER SIZE D MICROFILM

O LEGAL SIZE D COMFUTER TAPE

D BOUND BOCK • FLOPPY DISK

TAPE Q VIDEO TAPE

( SPEC IFY)

8. RECORD SERIES SEQUENCE

D ALPHABETICAL

O NUMERICAL

H CHRONOLOGICAL

• GEOGRAPHICAL

D OTHER(SPECIFY)

9. VOLUME

NUMBER

J5 FILE DRAWER(S)

D MICROFILM REEL(S)

d COMPUTER TAPE(S)

D OTHER!SPECIFY)

I 0. ANNUAL ACCUMULATION

K-'FiLE DRAWER( S)

j D MICROFILM REEL(S]

NUMBEffc ° COMPUTER TAPE(S)

11 . FILE IS USED

B DAILY WEEKLY MONTHLY

I 2' FILE BECOMES INACTIVE AFTER

10 D MCNTH(S) 5 YEAR(S]
NUMBER

.2. CURRENT LOCATION(S) (BUDC.,FLOOR,ROOM)

321 Fallsv/ay, 2nd Floor

14. IS RECORD SERIES DUPLICATED ELSEWHERE?
tlF YES, SPECIFY AOENCY OR OFFICE)
D YES J5 NO

:S. ACCESS RESTRICTIONS O YES R NO

( «F YES, CITE l_AB(s) * RBQULATI ON ( S )
16. AUDIT REQUIREMENTS

B NONE E STATE O FEDERAL INDEPENDENT

7. IS AN INDEX SYSTEM USEDT (|Pns.E>7UlN

BRIEFLY AND DESCRIBE ANY HARDMARE/SOFTWARE )

n YES B NO

18. RECOMMENDED RETENTION

Ten (10) years then destroy.

. ̂ ^iAME AND TITLE OF PREPARER

Rudy-Adams, -Administrator

2 0. TELEPHONE NUMBER

792-7416

21. DATE

5/13/91

DCS 550-4 (REVISED 2/87)



INSTRUCT ION?--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SCRIES. FORWARD

RECORDS RETENTION SCHEDULE
BBO-I )

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

727S WATERLOO ROAD
P.O. BOX 27S

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

1. DEPARTMENT/AGENCY

Juvenile Services

2. DIVISION

Office of Deputy Secretary
3. UNIT

Policy and Regulations

I DEFINITION-RECORD SERIES-* OIIOU* O F »««-ATED RECORDS NORMALLY FILED AND USKD AS A UNIT FOR
' REFERENCE AS BEU. AS RETENTION AND DISPOSITION PURPOSES •

4. RECORD SERIES TITLE Chief's Files 5. EARLIEST YEAR/LATEST YEAR
1988 TO 1990

9. RECORD SERIES DESCRIPTION (BRIKPL>V DESCRIBE THE TYPES OP INPORMATION/DOCUMENTS/FORM8 FOUND
•IN THE SERIES. . INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES)

Correspondence, Memos, Copies of Drafts of Policies
Budgets >and Miscellaneous Documents

Regulations, Old Copies of

7.

•

a

a

a

RECORD SERIES FORMAT(S)

LETTER SIZE O MICROFILM

LEGAL SIZE D COMPUTER TAPE

BOUND BOOK O FLOPPY DISK

AUDIO TAPE • VIDEO TAPE

OTHER(SPECIFYJ

8. RECORD SERIES SEQUENCE

& ALPHABETICAL

B NUMERICAL

O CHRONOLOGICAL

O GEOGRAPHICAL

O OTHER(SPECIFY)

9 . VOLUME

XKFILE DRAWER(S)
• MICROFILM REEL(S)

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

10. ANNUAL ACCUMULATION
& FILE DRAWER(S)

1 • MICROFILM REEL(S)
D COMPUTER TAPE(S)

D CTHFPl RPFrl FVl
11 FILE IS USED

H DAILY WEEKLY MONTHLY

12 • FILE BECOMES INACTIVE AFTER
O MONTH(S) V YEAR(S)

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

! 321 Fallsway, Room 309, Baltimore, Md.
14. IS RECORD SERIES DUPLICATED ELSEWHERET

tlP YES, SPECIFY /.OEKCY OR OFFICE)
Q YES Q NOFiles of Policy & Regulations are

15. ACCESS RESTRICTIONS • YES £ NO
(IP YES, CITE L_AB(S) & RBOUUATI ON ( S )

16. AUDIT REQUIREMENTS

B NONE • STATE ° FEDERAL

this unit."

INDEPENDENT

17. IS AN INDEX SYSTEM USED? (IF YES.CXPI.AIN
BRIEFLY AKD DBSCRIBB ANY HARDBARc/SOFTWARE)

D YES Q NO

18. RECOMMENDED RETENTION

Three (3) years, then destroy

19. NAME AND TITLE OF PREPARER

Don Dailey, Management Analyst

DCS 550-4 (REVISED 2/87)

20. TELEPHONE NUMBER

333-6337

2 I. DATE

6/14/90



•

INSTRUCT ION?--TYPB OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DCS BBO-I )

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

727» WATERLOO ROAD
P.O. BOX 278

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE

1. DEPARTMENT/AGENCY

Juvenile' Services

2. DIVISION

Office of Deputy Secretary

3. UNIT

Policy and Regulations

| DEFINITION-RECORD SERIES A GROUP OP RELATED RECORDS NORMALLY PILED AND UKKD AS A UNIT FOR
REFERENCE AS IEU. AM RETENTION AND DISPOSITION PUWPOBE8 •__

A. RECORD SERIES TITLE

Surplus State Property

». EARLIEST YEAR/LATEST YEAR

1985 TO 1990

«. RECORD SERIES DESCRIPTION (BRII"'1-r O M C R I M THE TYPES OF" INFORMATION/DOCUMENTS/FORMS POUND
•IN THE SERIES. , INCLUDE THE PURPOSE Oil FUNCTION OP THE BURIES

State documents concerning information on the availability of land for sale or use by
State Agencies, in coordination with the Maryland Office of Planning.

7. RECORD SERIES FORMAT(S)

tt LETTER SIZE <=> MICROFILM

D LEGAL SIZE Q COMPUTER TAPE

D BOUND BOOK O FLOPPY DISK

B AUDIO TAPE O VIDEO TAPE

D OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

• ALPHABETICAL

O NUMERICAL

8 CHRONOLOGICAL

n GEOGRAPHICAL

D OTHER(SPECIFY)

9. VOLUME

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

10. ANNUAL ACCUMULATION

W FILE DRAWER(S)

1/2 D MICROFILM REEL(S]

RUBBER" D COMPUTER TAPE(S)
D

II .
I FILE IS USED

1 O DAILY CK W E E K L Y MONTHLY

12. FILE BECOMES INACTIVE AFTER
1 0 D MONTH|S) S YEAR(S)

NUMBER

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

i 321 Fallsway, Room 309, Baltimore, Md.

14. IS RECORD SERIES DUPLICATED ELSEWHERET

tlP YES, SPECIFY AOENCY OR OFFICE)

a YES xx NO

15. ACCESS RESTRICTIONS • YES f&NO

(IF YES, CITE LAV(S) Bt RKOULAT I ON ( 8 )
16. AUDIT REQUIREMENTS

5 NONE O STATE • FEDERAL D INDEPENDENT

1 7 . I S A N I N D E X S Y S T E M U S E D T ( I F V K 8 . B > 3 > L A I N

BRIEFLY AKD DESCRIBE ANY HARDBARC/SOFTWARE)
18. RECOMMENDED RETENTION

Ten (10) years, then destroy

D Y E S NO

19. NAME AND TITLE Of PREPARER

Don Dailey, Management Analyst

20. TELEPHONE NUMBER

333-6337

2 I. DATE

• t/14/90

DCS 550-4 (REVISED 2/87)



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

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE ^_ OF
35

1. DEPARTMENT/AGENCY

Juvenile Services

2. DIVISION

Office of Deputy Secretary

3. UNIT

Policy and Regulations

I DEFINITION-RECORD SERIES A GROUP OF RELATED RECORDS NORMAI.LV FILED AND USED AS A UNIT FOR
REFERENCE A* HEU. AS RETENTION AND DISPOSITION PURPOSES •__

4. RECORD SERIES TITLE

A-95 Grant Proposals

5. EARLIEST YEAR/LATEST YEAR
1985 TO 1990

0. RECORD SERIES DESCRIPTION lBRIIt|r|"Y DESCRIBE THE TYPES OF" INFORMATION/DOCUMENT8/FORHB FOUND
•IN THE SERIES. , INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES

Documents concerning the coordination with the Office of State Planning of proposals
for federal funding for research or demonstration projects (often alcohol or drug
related).

7. RECORD SERIES FORMAT(S)

R LETTER SIZE D MICROFILM

) O LEGAL SIZE • COMPUTER TAPE

' O BOUND BOOK D FLOPPY DISK

B AUDIO TAPE B VIDEO TAPE

B OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

Q ALPHABETICAL

D NUMERICAL

El CHRONOLOGICAL

O GEOGRAPHICAL

D OTHER(SPECIFY)

11 " FILE IS USED

, D DAILY B WEEKLY ^MONTHLY

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

1 321 Fallsway, Room 309, Baltimore, Md.

IS. ACCESS RESTRICTIONS O YES » NO
(IF YEB, CITE LAV(S) a REGULATION!s)

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

D YES ^ NO

>

IB. NAME AND TITLE OF PREPARER

Don Dailey, Management Analyst

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

2 D COMPUTER TAPE(S)
NUMBER D OTHER { S P E C FY,

10. ANNUAL ACCUMULATION
jp FILE DRAWER(S)

1/2 n MICROFILM REEL(S)
NUMlagh 0 COMPUTER TAPE(S)

D OTHFUf c?PCT-lirYl

1 2 • FILE BECOMES INACTIVE AFTER
10 D MONTHfSl BXYEARfSl

NUMBER

14. IS RECORD SERIES DUPLICATED ELSEWHERET
tlP YES, SPECIFY AOEKCY OR OFFICE)
O YES 2£> NO

16. AUDIT REQUIREMENTS

% NONE O STATE D FEDERAL O INDEPENDENT

18. RECOMMENDED RETENTION

Ten (10) years, then destroy

20. TELEPHONE NUMBER

333-6337

21. DATE

6/14/90

DCS 550-4 (REVISED 2/B7)


