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No_.

' Description

Retention .

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 li<ted and described
below.

SECRETARY'S FILES

Schedule hon‘ by Mm’.
. Agency, ot Pivision anunnﬂn

Genera] Correspondence

The documents maintained in this file 1nc]ude,
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- M15ce11aneous documents pertaining to
Policies and Regulat1ons, and -

D - 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 Tonger]
needed for current
business.
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limited to the following concerning the various
Department's programs:

" - Reports
- Assorted Support1ng Documents
- Statistical Data (Monthly, Quarterly,
and Yearly)

Retain permanently;
transfer periodically
to the Maryland State
Archives.

B

4. | 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: 1
- Department's Three-Year Plan Retain permanently;
- Master Facility Plan transfer periodically
- Short-term Program Plans to the Maryland State
Archives.

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:

5. |General Correspnndence
This record series of Planning, Research, and
MIS includes, but is not limited to the
following:
- Inter-office memos Screen annually. Destroy
- Letters to the public materials no longer needed for
- Correspondence current business.
- Miscellaneous documents
6. |Purchase -Requisition /Contracts

This record includes supply purchase requistions, | Retain for five (5) years, or
contracts, and other documents related to the yntil audited, whichever is
same. \ f1rst, then destroy

i : '

7. Management Information Source Documents

This record includes assorted management -

information source documents.

e

o ot
v

Retain for ten (10) years,
then destroy.

33 - J4y
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T0.

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

Grants

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

This record series includes grants and all
documents used - in obtaining Federal Government

Grants and other State or local government grantg.

Retain for ten (10) years,

then destroy.

Retain for ten (10) years,

then destroy.

Retain for ten (10) years,

then destroy.

1.

12.

13.

atadnatanedd e lal ol

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

Case 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.

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

Legislation Files

This file ‘consists of copies of Legislative Bil1
from the Maryland House of Representatives and {§
the Senate. i 1

Screen annually. Destroy

materials no longer needed

for current business.

Retain for five (5) years,

then destroy.

Retain for thirty (30) years,

then destroy.

Retain for ten (10) years,

then destroy.

105 =~ 4.
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This record series of the O0ffice of Public
Information includes correspondence, memos, and
miscellaneous documents.
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15. | Chronological Files
This record contains chronologically all
external correspondence in the Attorney Retain for five (5) years,
General's QOffice. then destroy.
PUBLIC INFORMATION
16. | General Information

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

potara ead -.4.»-

17. | Legislative Information
This file consists of Legislative Bills and Retain for five (5) years,
Legislative Correspondence. then destroy.
18. Press Releases
This record consists of video taped press Retain for five (5) years,
releases. then destroy.
OFFICE QF 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 Timited to routine monitoring reports of
Department programs.

20. ‘Députy Secretary's General Correspondence

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| Retain for five (5) years,
and related documents relative to Department then destroy.
programs.
PROPERTY MANAGEMENT
B 22. | General Correspondence
This file of the Property Manager consists of Screen annually. Destroy
correspondence, memos, and miscellaneous material no Tonger needed
documents. for current business.
23.| General Construction/Bond Program
This file consists of General Construction Retain for ten (10) years,
documents, including those related to the then destroy.
Department Bond Program.
‘ 24.1 Capital Projects
This file -consists of documents relating to- Retain for ten (10) years,
Annual Capital Project requests from the then destroy.
Department.
25.] Industrial Hygienist
This record consists of Building Completion Retain for thirty (30) years,
Reports showing the location of asbestos, and then destroy.
pipe area that requires asbestos removal.
26.1 Contracts
This file contains copies of external work Retain for ten (10) years,
contracts for the Department, including then destroy.
renovation projects and service contracts.
27.{ Plant Management/Work Projects
This file contains internal documents relative Retain for five (5) years,
to plant management and in-house work projects then destroy.
completed by Department of Juvenile Services
Maintenance staff.
28.: Fleet Management :

Poans s nmy o= - —o-‘-

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,
then destroy.
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INSPECTOR GENERAL
29. | General Correspondence
This file of the Inspector General consists of Screen annually. Destroy
memos, correspondence, copies of Department all material no longer needed
Policies and Regulations, and assorted documents| for .current business.
30.} Investigations
"This file contains documents related to Retain for ten (10) years,
Investigations conducted by the Inspector then destroy. ‘
General's Office, of incidents and issues
relative to the Department.
31.; Inspection and Incident Reports
| This record series includes documenté for Retain for éen (10) years,
inspections of various Department Programs’ then destroy.
developed for youth, and also Youth Incident
Reports. '
32.| Child Advocacy Grievance Reports
This record consists of documents related to Retain for ten (10) years,
Youths' Grievance Reports prepared by the then destroy.
Department's Child Advocate.
POLICY AND REGULATIONS
33.] CHIEF'S FILES
This file includes, but is not limited to: Retain for three (3) years,
Correspondence, memos, copies of drafts of then destroy.
policies or regulations, old copies of budgets,
and miscellaneous documents.
344 Surplus State Property
This file contains State documents concerning Retain for ten (10) years,
information on the availability of land for-sale] then destroy.
or use by State Agencies, in coordination with
‘ the Maryland Office of Planning.
35} A-95 Grant Proposals
~ This file -contains documents concerning the Retain for ten (10) years,
coordination with the Office of State Planning then destroy.

Y

oo oo

of proposals for federal funding .for research on
demonstration projects (often alcohol ar drug

related.) :

3 - das



SEPARATE FORM FOR EACH NEW OR . RECORDS MANAGEMENT DIVISION T AUCIUT NCVURDY THNYLOINTUNT
REVISED RECORD SERIES. FORWARD 72735 WATERLOO ROAD

Y1TH RECORDS RETENTION SCHEDULE P.O. BOX 27% . :

: : Pace _1 _ofF _35
(DGS 5850-1) JESSUP, MARYLAND 20794 —— —_—
1. DEFARTMENT /AGENCY 2. DIVISIoN 3. WNIT
~ Juveile Services Office of the Secretary Secretary
QRro o]

—:Ql-rlm-mcom SERXES‘A ROUP OF RELATED RECORDS NORMALLY FILED AND USED A% A UNIT FOR

REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSES

4. RECORD SERIES TITLE ' ' 5. EARLIEST YEAR/LATEST YEAR
Secretary's File - General Correspondence 1987 o _1990

BRIXFLY DEBCRIB E TYPES OF INFO o D
5. RECORD SERIES DESCRIPTION | RIXKF £ TH s ! RMATION/DOCUMENTS | FORMS FOUN
‘1N THE SERIES. . INCLUDE THE PURPOSE OR FUNCTION OF THE SEFRIES)

General correspondence, memos, miscellaneous documents, relative to the management
of the Statewide Maryland Juvenile Justice System.

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLWME .
@ LETTER SI1ZE O MICROFILM 0O ALPHABETICAL B FILE DRAWER(S)
. . O MICROFILM REEL(S)
U LEGAL SIzE 0O COMFUTER TAPE O NuMERICAL O COMPUTER TAPE(S)
R NUMBER
0 BoUND BOOK O FLOPPY DISK H CHRONOLOGICAL . B OTHER(SPECIFY]
o 1 o g ‘
© TAPE VIDEO TAPE ceocaAPm;AL 10. ANNUAL ACCUMULATION.
‘:Lra(sm-:cxn) B 0 OTHER(SPECIFY) X FILE DRAWER(S)
o ' O MICROFILM REEL(S)
pub;?; O COMPUTER TAPE(S)
0 oTHER!SPECIFY)
1. piLE 1S USED - 12. FILE BECOMES INACTIVE AFTER Varies
DA C weE o O meNTH(S 8 YEAR(S
® ILY EKLY MONTHLY e — (s) (s)
13. CURRENT LOCATION(S) {BLDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?

tir yes, sreciry raEncy or oFrice)

321 Fallsway, Baltimore, Maryland, 5th Floor . OYES B No

15. ACCESS RESTRICTIONS .0 yES B No 16. AUDIT REQUIREMENTS
(1" yes, ciTe LAW(S3) & rEGuLATION(S)
B NoNE O STATE O FECERAL O [NDEPENDENT

17. IS AN INDEX SYSTEM USED? (I1r yES.EXPLAIN

18. RECCMMENDED RETENT ION
BRIEFLY AND DESCRIEBE ANY HARDWARE/SOFTEARE )

Cyes & nNo Screen annually. Destroy material no

longer needed for current- business.

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

udy:Adams, Program Specialist 333-6781 T T U1e/30/90

DGS 530-4 (REVISED 2/87)




SEPARATE FORM FOR EACH NEW OR RECORDS MANAGEMENT DIV]SION RUCILT RLLURDO Y LINTURT
REV1SED RECORD SERIES. FORWARD 72735 WATERLOO RQAD |
Y1TH RECORDS RETENTION SCHEDULE P.O. BOX 2753
: pace _2 ofF _35

(DGS 3350-1) JESSUP, MARYLAND 20794 ——
1. DEFARTMENT /AGENCY 2. DIVISION 3. WNIT }

. Juvenile Services Office of the Secretary Secretary ;
:!(ITIW-FECQRD SERXES-A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AE A UNIT PFOR

REFERINCEY AS WELL A8 RETENTION AND DISPOSITION PURPOSIES

4. RECORD SERIES TITLE

Legislative

Correspondence

5. EARLIEST YEAR/LATEST YEAR
1987 To 1990

$. RECORD SERIES

4N TFHE SERIES.

Copies

branch of government.

PBRIXFLY DEKSCRIBE T TYPE INFO <] (+}
DESCRIPT 10N ( [ 4 HE 3 or RMAT? N/DOCU’H!NT!/F RME FOUND
INCLUDE TME PURPOSE OR FUNCTION OF THE 8!’.’1!8]

of memos, letters and other correspondence with Maryland Legislative

7. RECORD SERIES FORMAT(S)

O LETTER S1ZE O MICROFILM
J LEGAL SIZE Dcdan.rrzn TAPE

¥ BOUND BOoOK O FLOPPY DIsK

8. RECORD SERIES SEGQUENCE
O ALPHAEETICAL
O NUMERICAL
® cHRONOLOGICAL

O GEOGRAPHICAL

9. VOLUME

O FILE DRA¥ER(S)
O MICROFILM REEL(S}
2 _ O COMPUTER TAPE(S)

NUMBER B OTHER(SPECIFY)
Bookshelf

jul 10 TAPE 0O VIDEO TAPE
i: VIDE " 10. ANNUAL ACCUMULAT JON
{ SPECIFY) 0 OTHER(SPECIFY) ' O FILE DRAWER(S)
' 1 O MICROFILM REEL{S)
RONBER O COMPUTER TAFPE(S)
X orver(speciey)
11, 12 Booksghelf
* FILE 1S USED : * FILE BECOMES INACTIVE AFTER varies
£ DAILY O WEEKLY o Y O MONTH(S B YEAR(S)
MONTHL NOwEEE {s) (

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

14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?

tir vyes, serEcirFY sraEncy or oFrice)
321 Fallsway, Baltimore, 5th Floor O YES B NoO
15. ACCESS RESTRICTIONS . 0 YES £ No 16. AUDIT REQUIREMENTS

{(1r ys, ciTe LAwW{s) & rREcuLaTION(S)

£ NonE O STATE O FEDERAL 0O INDEPENDENT

17.

Oyes ®d No

1S AN INDEX SYSTEM USED? (1r yEs.EDPLAIN
BRIEFLY AND DESCRIBE ANY MARDWARE/SOFTYARE)

18.

Screen annually.
Tonger needed for current business.

RECCMMENDED RETENT ION

Destroy material. no

i18.

IIR

NAME AND TITLE OF PREPARER

udy Adams, Administrator

20. TELEPHONE NUMEER

792-7416

21. DATE

5/13/91

DGS 550-4 (REVISED 2/87)




SEPARATE FORM FOR EACH NEY OR . l,RECORDS

REYISED RECORD SERIES. FORWARD 7273 WATERLOO ROAD

¥1.TH RECORDS RETENTION SCHEDULE

MANAGEMENT DIVISION HRICINU T NLVUNLDO LYV ITURN

P.O. BOX 273 .
Pacs _3 oF _35

(DGS 5350-1) JESSUP, MARYLAND 20794

1. DEFARTMENT /AGENCY 2. DIVISioN 3. WNIT
fvenilé Services Office of the Secyretary Secretary

PN TIoN -RECORD SERIES.A OROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR

REFERIINCEY AS WELL

AS RETENTION AND DISPFOSITION PURPOSKES

4. RECORD SERIES TITLE

Reports, Statistics

5. EARLIEST YEAR/LATEST YEAR
1882 To 1990

DESBC rr ORMA
S. RECORD SERIES DESCRIPTION (anxerf RIBE THE TYPKS OF INF TION/DOCUMENTS /| FORMSE FOUND
‘N THE SERIES, . INCLUDE THE PURPOSE OR FUNCTION OF THE SERES)

Documents, reports, and statistics.don the various Department's programs.

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 5. VOLLME ‘
S LETTER SI1ZE O MICROFILM 0O ALPHAEETICAL B FILE DRA¥ER(S)
: O MICROFILM REEL(S)
0 LEGAL Si1zx 0O COMFUTER TAPE O NUMERICAL 1 O COMPUTER TAPE(S)
. NUMBER
O pounD BOoK 0O FLOPPY DISK ¥ CHRONOLOGICAL , . U OTHER(SPECIFY)
a 1o T o o : :
‘::ER APE VIDEO TAPE GEOCRAPHICAL 1. ANNUAL ACCLMULATION -
(SPECIFY) ~ O OTHER(SPECIFY) ¥ FILE DRAWER(S)
o 5 O MICROFILM REEL(S)
RUNBER U COMPUTER TAPE(S)
o leSPeCIF'L!
11« FiLE 1S USED - 12. F|LE BECOMES INACTIVE AFTER
® DAILY " 0 ¥EEKLY O MONTHLY wﬁgﬁr 0 MCNTH(S) B yEAR(S)

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

321 Fallsway, 5thi:Floor

14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?

fir yEs, srECIFY saENCY OR OFFicCE)
- B yvyeEs R No

15. ACCESS RESTRICTIONS . 0 YES @ No
(1r yes, ciTe Law(s) & rREcuLATION(S])

16. AUDIT REQUIREMENTS

R NonE O STATE O FEDERAL O INDEPENDENT

17. 1S AN INDEX SYSTEM USED? (| YES.E)PLAIN
BRIEFLY AND DESCRIBE ANY HAROWARE/SOPFTWARE)

Oyes ® NoO

18. RECCMMENDED RETENT ION

Ten (10) years then destroy

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

udy Adams, Administrator

792274167 ’ - 5/13/91

DGS 550-4 (REVISED 2/87)




SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
¥1TH RECORDS RETENTION SCHEDULE
(DGS 3350-1)

RECORDS MANAGEMENT DIVISION AULDL T RLVURDO TRV LN TUR

7273 WATERLOO RQAD
P.O. BQX 273

: pace 4 oF 35.
JESSUP, MARYLAND 20794 — _

REFERENCEZ AS WELL AS RETENTION AND DI!SPrOSITION PURPOSES

!
1. DéPARTMENT/AGENCY 2. DIVISIoN 3. wIT %

_': Juvenile Services Qffice of the Secretary Secretary ]
- I1TION - RECORD SER!ES-A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AB A UNIT FOR

4. RECORD SERIES TITLE

Program Plans

5. EARLIEST YEAR/LATEST YEAR
1988 To _1991

youths.

BRIX DKBCRIBE » MFORMA o
$. RECORD SERIES DESCRIPTION | RIXKFLY CR! THE TYPES OF INFC TION/DOCUMENTS /FORMSE FOUN
tN TFHE SERIES. . INCLUDE THE PURPFPOSE OR FUNCTION OF THE sErIES)

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

7. RECORD SERIES FORMAT(S)

% LETTER SI1ZE O MICROGFILM

0 LEGAL Si1ZzE 0O COMFUTER TAPE
0 oo BOOK O FLOPPY DIsSK
0 AUDIO TAPE 0O VIDEO TAFE

{SPECIFY) ~

8. RECORD SERIES SEGQUENCE 9. VOLLME A
O ALPHAEETICAL K FILE DRAFER(S)
0 MICROFILM REEL(S)
O NUMERICAL 1.5 o coMPuTER TAPE(S)

NUMBER

® CHRONGLOGICAL O OTHER(SPECIFY)

g .
o ! 10. ANNUAL ACCLMULAT JON

0 OTHER(SPECIFY) _ X FILE DRAWER(S)

o O MICROFILM REEL(S)

RUMBER U COMPUTER TAPE(S)
O OTHER(SPECIFY)

11.

(1 yes, c17Te LAW{8) & rEcULATION(S)

FILE 1S USED : 12. FILE BECOMES INACTIVE AFTER
o pAILY o we o Y i0 O MCNTH(S X YEAR(S)
EXLY MONTHL O {s) (
13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?
ti® yeS, sPECcirY raEncy or oFricE)
321 Fallsway, 5th Floor + O YEs R No
15. ACCESS RESTRICTIONS .0 YES 8 No 16. AUDIT REQUIREMENTS

£ NONE O STATE 0O FEDERAL O INDEPENDENT

OyEs R nNoO

17. 1S AN INDEX SYSTEM USED? (1r yEs.=>»PLAIN
BRIEFLY AND DESCRIBE ANY HARDWARE/SOFTWARE )

18. RECCMMENDED RETENT JON

Ten (10) years then destroy.

NAME AND TITLE OF PREPARER

19.

Rudy Adams,- Administrator

20. TELEPHONE NUMEER 21. DATE

792-7416 5/13/91

DGS 550-4 (REVISED 2/87)




SZPARATE FORM FOR EACH NEW OR

'RECORDS MANAGEMENT DiVI1SION RUCALT ALVURDO LNYLINEURT
REVISED. RECORD SERIES. FORWARD 7278 WATERLOO ROAD
fITH RECORDS RETENTION SCHEDULE P.0. BOX 273 5 35
: PAGE _: oF
!DGS 350-1) JESSUP, MARYLAND 20794 —_— — !
1. DEFARTMENT /AGENCY 2. DIVISION 3. WNIT ;
Juvenile Services 0ffice of the Secretary Planning & Research & MIS
)
(=}
-£ IT1CON-RECORD ERIES-A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR

REFERIENCE AS WELL AN RETENTION AND DISPOSITION PURPFPQSES

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

General Correspondence 1885 To _1990

BRIXFLY DKS B PES OF INFORMATION/DOCUMEN CRME POUND
$. RECORD SERIES DESCRIPTION (PRIXF:- CRIBE THE TY r Ton/poc Ts/¥
‘N ‘FTHE SERIES. INCLUDE THE PURPFPOSE OR FUNCTION OF TKE SEFIES )

Correspondence,memos, and miscellaneous documents.

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEGQUENCE 5. VOLUME .
% LETTER SI1ZE O MICROFILM O ALPHAEETICAL ¥ FILE DRA¥ER(S)
: 0 MICROFILM REEL(S)
O LEGAL S1zE 0O CoWMFUTER TAPE O NUMERICAL O COMPUTER TAPE(S)
. NUMBER

O BounD BOOK U FLOPPY DISK ® CHRONOLOGICAL O OTHER(SPECIFY)
a 1 a o :
J'IE;: TAPE VIDEO TAPE GEOGRAPHICAL 10. ANNUAL ACCLMULAT ON

{SPECIFY) ~ O OTHER(SPECIFY) K FILE DRAWER(S)

U MICROFILM REEL(S)
RUMBER U COMPUTER TAFPE(S)
a MRLSPECIF'Y!

‘1« FILE 1S UsED ' 12. FiLE BECOMES INACTIVE AFTER 'aries

o o o : O MONTH(S R YEAR(S
DAILY WEEKLY MONTHLY AOREE (s) (s)

3. CURRENT LOCATION(S) { BLDG. , FLOCR, ROOM ) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? :

: tir yeEs, seEciry raEncYy or OFFicE)
321 Fallsway, 4th Floor '3 YES R No

15. ACCESS RESTRICTIONS . 0 YES B NO

16. AUDIT REQUIREMENTS
{1 yes, ciTE LAW(S8) & rREcuLATION(S)

R NonNE O STATE O FECERAL O INDEPENDENT

7. IS AN INDEX SYSTEM USED? (p YES.EDPLAIN

18. RECCHMMENDED RETENTION
BRIEFLY AND DESCRIEBE ANY HARDWARE./SOFTWARE )

Oyes ® No Screen annually. Destroy material no

Tonger needed for current-business..

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

Rudy Adams, Program Specialigt 333-6781 ' | ~10/30/%0°

DGS 550-4 (REVISED 2/87)




SZPARATE FORM FOR EACH NEW OR

RECORDS MANAGEMENT DIVISION RUCHLE ALVURDO LivLiiuRT |
REVISED RECORD SERIES. FORWARD 7275 WATERLOQ RQAD
f1TH RECORDS RETENTION SCHEDULE P.0. BQX 275 6 35
2 ; PACE oF
(DGS 350-1) JESSUP, MARYLAND 20794 -_—
1. DEFARTMENT /AGENCY 2. pDIVISION 3. WNIT

Office of the Secretary

Planning & Research & MIS

‘Qiue'nile Services
A GROUP OF RELA D RECORDS NORMALLY FILED
EMNITION-RECORD SERIES- ™=

AND USED AZ A UNIT FOR

REFERENCE AS WELIL AS RETENTION AND DISPFOSITION PURPOSES

4. RECORD SERIES TITLE

Parchase - Requisions/Contracts

5. EARLIEST YEAR/LATEST YEAR
1984 To _1991

BRIXFLY b‘BCRlBB THE TYPES OF INFORMATION/DOCUMENTS /FORME FOUND
5. RECORD SERIES DESCRIPTION (°F / /

4N THE SERIES.

INCLUDE THE PURPOSE OR FUNCTION OF THE szmzs]

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

7. RECORD SERIES FORMAT(S)
X LETTER SIZE U MICROFILM
J LEGAL Sli1zE 0O COMFUTER TAPE

0 solxnD POOK U FLOPPY DISK

il‘:;: TAPE U VIDEO TAFPE
{sPECIFY) ~

8. RECORD SERIES SEGUENCE
O ALPHAEETICAL
0 NuvERICAL
® CHRONCLOGICAL
O GZOGRAPHICAL

O OTHER(SPECIFY)

9. VOLUME

R FILE DRAWER(S)

O MICROFILM REEL(S)

1 O COMPUTER TAPE(S)
NUMEER 0 oTHER(SPECIFY)

10. ANNUAL ACCUMULATION

% FILE DRAWER(S)
O MICROFILM REEL(S)
5y 0 COMPUTER TAPE(S)

O orper(SpeciFY)

‘1« FILE 1S USED - 12. FiLE BECOMES INACTIVE AFTER
® DAILY 0 wEEXLY O MONTHLY RO O MoNTH(S) B YEAR(S) .
i
3. CURRENT LOCATION(S) (BLDG.,FLOCR,ROOM) 14, 1S RECORD SERIES DUPLICATED ELSE¥HERE? '
tir vyEs, seEciry raENCY OR CFFicE) {
321 Fallsway, 4th Floor . o
Yo 0 YES B NO 1
:S. ACCESS RESTRICTIONS .OYyES @ NO 16. AUDIT REQUIREMENTS |
(1" vyes, ciTe LAw{3) & rREGuULATION(S])
B NonNE DO STATE 0O FEDERAL U INDEPENDENT
!7. 1S AN INDEX SYSTEM USEDT? cE |
(1P yes. >PLAIN 18. RECCMMENDED RETENT ION
BRIEFLY AND DESCRIBE ANY HARD‘ARE/SOF'I"ARE)
O0Yes @ no Retain for five (5) years or until audited,
- - whichever is first, then destroy.

:aINAME AND TITLE OF PREPARER

'Rudy Adams,.Administrator

20. TELEPHONE NUMBER

792-7416

21. DATE

16/30/90

DGS 550-4 (REVISED 2/87)




SZPARATE FORM FOR EACH NEW OR
£V ISED. RECORD SERIES. FORWARD
f1TH RECORDS RETENTION SCHEDULE

RECORDS MANAGEMENT DIVISION
7275 WATERLOO RQAD

HUCNLT ALUUNRLS LHYLIYIUR

P.O. BQX 27% ' ‘ 7 35
: PAGE . OF
[DGS 550-1) JESSUP, MARYLAND 20794 —
1. DEFARTMENT /AGENCY 2. DIVISICN 3. WIT

Office of Secretary

Planning & Research & MIS ;

# Juvenile Services
:E ITION-RECORD SERIES-

REFERENCE AS WELL AS RETENTION ANDO DISPOSITION PURFOSES

A GROUPF OF RELATED RECORDS NORMALLY FILED

AND USED AS A UNIT PFOR

i. RECORD SERIES TITLE

Management Inforamtion Source Documents

5. EARLIEST YEAR/LATEST YEAR

1985 To 1991

BRIKFLY DIBCRIBE THE TYPES OF INFORMATION/DOCUMENTS /FORME FOUND
‘. RECORD SERIES DESCRIPTION (- / Ts/
INCLUDE TME PURPOSE OR FUNCTION OF THE S!FTES)

THE SERIES.

~Management Information source documents for the Department of

Juvenile Services.

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME _
® LETTER Si1ZE O MICROFILM O ALPHAEETICAL g FILE DRA¥ER(S)
: O MICROFILM REEL(S)
J LEGAL S1zE U COMFUTER TAPE 0O NUMERICAL O COMPUTER TAPE(S)
. NUMBER
O oD BOOK O FLOPPY DISK B CHRONOLOGICAL . ) 0 OTHER|SPECIFY)
a D o '
‘:;: TAPE VIDEO TAFE Gsocmqux. 10. ANNUAL ACCLMULATION
{ SPECIFY) 0 OTHER(SPECIFY) % FILE DRAWER(S)
o _ O MICROFILM REEL(S)
RUMBER O COMPUTER TAPE(S)
0 orrER{SPECIFY)
‘1« FiLE 1S useED : 12. FILE BECOMES INACTIVE AFTER
® DAILY O WEEKLY O MONTHLY 10 O MONTH(S) ® YEAR(S)
. i
13. CURRENT LOCATION(S)} {BLDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? i
tir vyEs, serECiFY raENcY OR OFFicE)
321 Fallsway, 4th Floor ‘O YEsS R NO
!5. ACCESS RESTRICTIONS .0 YES R No 16. AUDIT REQUIREMENTS
(1w yes, ciTx raw{s) & rEcuLaTION(S)

B NoNE O STATE O FEDERAL O INDEPENDENT

7. IS AN INDEX SYSTEM USED? {1 yYRs.EOPLAIN

BRIEFLY AND DESCRIBE ANY HARDNARE/SOFTRARE )

0yes & nNo

18.

RECCMMENDED RETENT ION

Ten (10) years then destroy

9| NAME AND TITLE OF PREPARER 20,

Rudy Adams, Administrator

TELEPHONE NUMEER

792-7416

21. DATE

10/30790

DGS 550-4 (REVISED 2/87)




SEPARATE FORM FOR EACH NEW OR
ZEVISED. RECORD SERIES. FORWARD

RECORDS MANAGEMENT DIVISION RUTINL T NCVURDO LY LINEUR

7273% WATERLOO RQAD

f1TH RECORDS RETENTION SCHEDULE P.O. BQX 278 ' ' 8 35

' : PAGE _____©OF __:
'DGS 330-1) JESSUP, MARYLAND 20794 — —
1. DEFARTMENT /AGENCY 2. DIVISICN 3. wIT

Office of Secretary

Planning & Research & MIS

_!Juveni'le Services
A GROUP O RE RECORD [«] 1T FOR
-£ ITICN-RECORD SERIES- ” LATED 8 NORMALLY FILED AND USED AS A UN

REAFERENCE AS WELL A3 RETENTION AND DISPOSITION PURPOSES

4i. RECORD SERIES TITLE

Research Documents

5. EARLIEST YEAR/LATEST YEAR
1975 To 1991

| ORMA umeE M FOUN
5. RECORD SERIES DESCRIPTION (nmx;—;rszx;znsxax THE TYPES OF INF TION/DOC NTS/FO o
IN T .

INCLUDE THE PURPOSE OR FUNCTION OF THE SBP.'TZS)

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

. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEGQUENCE 9. VOLLME '
& LETTER Si1ZzE O MICROFILM O ALPHAEETICAL L FILE DRA¥ER(S)
. O MICROFILM REEL(S)
9 LEGAL sS1zE O COMFUTER TAPE O NUMERICAL 8 O COMPUTER TAPE(S)
. NUMBER
R BOUND BOOK U FLOPPY DISK B CHRONOLOGICAL . B CTHER{SPECIFY)
. Library
a 10 TAPE 0O O TAFPE o OCRAPHI CAL
D‘:;R T. VIDEO T. e 16 10. ANNUAL ACCUMULAT ION
(SPECIFY) 0 OTHER(SPECIFY) D FILE DRAWER(S)
‘ 0 MICROFILM REEL(S)
O coMPUTER TAPE(S)
O oTHER(SPECIFY)
‘1« FILE 1S useED ' 12. FILE BECOMES INACTIVE AFTER
® DAILY O ¥EEKLY O MONTHLY 10 O MONTH(S) ¥ YEAR(S)

3. CURRENT LOCATION(S) (BLDG.,FL.OOR,ROOM)

321 Fallsway, 3rd Floor

14. 1S RECORD SERIES DUPLICATED ELSE¥HERE?

tir yEs, sepEciry srgENcY OR OFFicE)
‘0 YEsS X No

.5. ACCESS RESTRICTIONS . Q8 yES

8 No
(1r yes, c1Te LAW{3) & rREcuLATION(S)

16. AUDIT REQUIREMENTS

B NonE U STATE O FEDERAL O INDEPENDENT

7. 1S AN INDEX SYSTEM USED?Y (1" yYES.EOPLAIN

BRIEFLY AND DESCRIBE ANY HARDIARE/BOF‘I’!ARE)

Oyes 8 NoO

18. RECCMMENDED RETENTION

Ten (10) years then destroy. i

SINAHE AND TITLE OF PREPARER

Rudy Adamé, Administratot]

20.

TELEPHONE NUMEER 21. DATE

792-7416

10/30/90

#

DCS 350-4 (REVISED 2/87)




SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD

J1TH RECORDS RETENTION SCHEDULE

(DGS 5350-1)

RECORDS MANAGEMENT DIVISION
7273 WATERLOO RQAD
P.O. BOX 27%
JESSUP, MARYLAND 20794

HUCLT NLWUNUY LY LN IUR l

OF

35

PAGE _. 9

1. DEFARTMENT /AGENCY

2. DIVISION

Office cf Secretary

3. WNIT

Planning & Research & MIS

‘QJuvenile Services

A QROUP OF RELATED RECORDOS NORMALLY FILED
g ITICN-RECORD SERIES-
REFERENCE AS WFELL AS RETENTION AND DISFrOSITION PURFPOSES

AND USED AS A UNIT PFOR

.

4. RECORD SERIES TITLE

Planning Source Documents

5. EARLIEST YEAR/LATEST. YEAR

1982 _ To _1991

! KrLyY .DESCRIEK = rES O INFORMATI]ION/DOCUMENTS /FORMS SFOUND
. RECORD SERIES DESCRIPTION (°7! THE TY r 1ton/ /

‘IN THE SERIES. INCLUDE THE PURFOSE OR FUNCTION OF THE SERIES)]

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

7. RECORD SERIES FORMAT(S)
¥ LETTER sS1ZE O MICROFILM
0 LEGAL s1zE O COMFUTER TAPE
0 BolND POOK O FLOPPY DISK

O VIDEO TAFE

[
{SPECIFY) ~

8. RECORD SERIES SEQUENCE
O ALPHAEETICAL
0 NUMERICAL
B CHRONCLOGICAL .
O GEOGRAPHICAL

O OTHER(SPECIFY)

8. VOLUME

B FILE DRAWER(S)

O MICROFILM REEL(S)

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

10. ANNUAL ACCUMULATION

R FILE DRAWER(S)
1 O MICROFILM REEL(S)
RUNMBER © COMPUTER TAPE(S)

1. FlILE 1S USED

B DAILY 0 wvEEXLY

. 12.

O MONTHLY 10

FILE BECOMES INACTIVE AFTER

o] MRLSF"'CIFYL

O MCoNTH(S) B YEAR(S)

{3. CURRENT LOCATION(S) (BELDG.,FLOCR,ROOM)

321 Fallswéy, 4th Floor

14.

1S RECORD SERIES DUPL ICATED ELSEWHERE? !
ti1r ves,
‘0 YEsS R No

SPECIFY ,.GENCY GR OFFi{CE)

15. ACCESS RESTRICTIONS

. 8 YES
{(tr yes, ciTe Law{s] & rEGuLATION(S)

B No 16.

AUDIT REQUIREMENTS

B NoNE D STATE O FEDERAL O INDEPENDENT

17

OyEs ® NO

IS AN INDEX SYSTEM USED? (j1p yxs.eE>PLAIN
BRIEFLY AND DESCRIBE ANY HARD'ARE/BOF'T!ARK)

18.

RECCMMENDED RETENT ION

Ten (10) years and then destroy

L2 NAME AND TITLE OF PREPARER

Rudy Adams, -Administrator

20. TELEFPHONE NUMEER

792-7416

21. DATE

10/30/90

DGS 350-4 (REVISED 2/87)




LZPARATE FORM FOR EACH NEW OR
ZEVISED RECCRD SERIES. FORWARD

S1TH RECORDS RETENTION SCHEDULE

DGS 3550-1)

RECORDS MANAGEMENT DIVISION

7275 WATERLOO RGAD
P.O. BQX 27% .
JESSUP, MARYLAND 20794

MUCNHLUT NLUURDO LIYLINIURN

Pace _10_ o 35

. DEFARTMENT /AGENCY

Juvenile Services

2.

DIVISION

Office of Secretary

3. WNIT
Planning & Research & MIS

QrOuUP
:E!lTlON-RECOR‘D Ser1gs.? @ROUF orF

RELATED RECURDS NORMALLY FILED

REFERENCE AN WELL AS RETENTION AND DISPOSs

AND USED AB A UNIT PFOR
ITION PURPOSES

i. RECORD SERIES TITLE

Grants

5. EARLIEST YEAR/LAT‘EZS' YEAR

1985 10 _1991

3

4N THE SERIES.

Federal government grants, and other department grants.

BRIKFLY DEKSCRIBE THE TYPKS OF |INFORMATION/DOCUMENTS/FORME FOUND
. RECORD SERIES DESCRIPTION ( / /
INCLUDE THE PURPOSE OR FUNCTION OF THE SEFIES)|

"« RECORD SERIES FORMAT(S)

8.

RECORD SERIES SEQUENCE 9. VOLUME _
R} LETTER SI1ZE O MICROFILM O ALPHAEETICAL E FILE DRA¥ER(S)
0 MICROFILM REEL(S)
U LEGAL SI1ZE O COMFUTER TAPE O NUMERICAL 1 O COMPUTER TAPE(S)
. NUMBER
O BOUND BOOK O FLOPPY DISK R CHRONOLOGICAL U OTHER(SPECIFY)
a 10 TAPE O vi APE O GZOCRAPHICAL
D&ﬂ{ VIDEO T. cE l. 10. ANNUAL ACCUMULAT ION
(SPECIFY) 0 OTHER(SPECIFY) R FILE DRAWER(S)
' O MICROFILM REEL{S)
RGMEER O COMPUTER TAPE(S)
O omreplSpeciFY)
‘1« FILE 1S useD . 12. FiLE BECOMES INACTIVE AFTER
X pAILY o a] 10 0 meNTH(S YEAR(S
YEEKLY MONTHLY - (s) .2 (s)

3. CURRENT LOCATION(S) {BLDG.,FLOOR,ROOM)
321 Fallsway, 4th Floor

‘0 YES X NO

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?
tir yes, seeEciFY raency or orrice)

‘5. ACCESS RESTRICTIONS

.QYES
{1" yes, ciTe LAw(3) & rEGuULATION(S)

® No 16.

AUDIT REQUIREMENTS

R NoenE O STATE O FEDERAL O INDEPENDENT

7. 1S AN INDEX SYSTEM USEDT?T (jr ves.E>PLAIN
BRIEFLY AND DESCRIBE ANY HARDWARE/SOFTWARE )

Oyes § No

18.

RECCMMENDED RETENT ION

Ten (10) years then destroy

2. _NAME AND TITLE OF PREPARER

Rudy Adams, Administrator

20.

TELEPHONE NUMEER

792-7416

21. DATE

10/30/90 S

DCS 3550-4 (REVISED 2/87)




SZPARATE FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION RUCNLT ACVURDO LYLIIURT
REVISED RECORD SERIES. FORWARD 7273 WATERLOO ROAD
41TH RECORDS RETENTION SCHEDULE P.O. BOX 273 .
: PAGE }] OF 35
(DGS 550-1) JESSUP, MARYLAND 20794 _— =
1. DEFARTMENT /AGENCY 2. DIVISION 3. WNIT

Secretary

Attorney General

‘*Juvenile Services
A GROUP OF RELATE ECORDE NORMALL
EFINITION -RECORD SERIES- o R Y FiLeo
REFERENCE AR WELL AS RETENTION AND jB8-$n-}-1

AND USED AS A UNIT FOR

ITION PURPFPOIES

4. RECORD SERIES TITLE

General Correspondence

5. EARLIEST YEAR/LATEST YEAR
1984 To 1991

x ' N
5. RECORD SERIES DESCRIFTION (nnx FLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS FOUND

4N THE SERIES.

INCLUDE THE PURPOSE OR FUNCTION OF TKE EszS)

Correspondence, memos, copies of policy oW regulations and miscellaneous documents.

7. RECORD SERIES FORMAT(S)
f] LETTER SIZE U MICROFILM
0 LEGAL SizE 0O COMFUTER TAPE

0 ponND BOOK O FLOPPY DISK

jl!E:: TAPE 0O VIDEO TAFPE
{SPECIFY) ~

8. RECORD SERIES SEQUENCE
O ALPHAEETICAL
O NUMERICAL

M CHRONOLOGICAL

9. VOLUME

# FILE DRAWER(S)

O MICROFILM REEL({S)

3 0 COMPUTER TAPE|S)
NUMBER O oTHER(SPECIFY)

O GEOGRAPHICAL

o orasn(épscxvv)_

10. ANNUAL ACCUMULATION -

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

1
RUMBER O COMPUTER TAPE(S)
[s] m&smmﬂ!
1« FiLE IS USED . 12. FILE BECOMES INACTIVE AFTER Varies
® DAILY 0 WEEKLY D MONTHLY : O MCNTH(S) R YEAR(S)

RUOREER

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

321 Fallsway, Room 306

‘0 YEs R No

14. 18 R.ECOR.D SERIES DUPLICATED ELSEYWHERE?
tir vyes, sepeciry raEncY orR oOFFicE)

15. ACCESS RESTRICTIONS -8 YES

(1w yes, ciTe Lam(s) & rRecuLaTiON(S)

® No 16.

B NONE O STATE O FEDERAL O

AUDIT REQUIREMENTS

INDEPENDENT

17

Oyes B wNO

IS AN INDEX SYSTEM USED? (jp YRS .E>PLAIN
BRIEFLY AND DESCRIBE ANY HARD.ARE/SOFT'ARK)

18.

Screen anhua11y.
longer needed for current business.

RECCVMENDED RETENT ION

Destroy materials no

{ NAME AND TITLE OF PREPARER

Rudy Adams, Administrator

20, TELEPHONE NUMEER

©792=7416

21. DATE

5/13/91

DGS 550-4 (REVISED 2/87)




T ——

SZPARATE FORM FOR EACH NEW OR
XEVISED. RECORD SERIES. FORWARD
f1TH RECORDS RETENTION SCHEDULE
"DGS 550-1)

RECORDS MANAGEMENT DIVISION
7275 WATERLOO RQAD
P.0. BAX 275
JESSUP, MARYLAND 20794

HMUCIILT NLVURLDY LINYLIVIUR

pace _12_or _39

o ii——

!. DEFARTMENT /AGENCY

2. DIVISICN

3. UNIT

Office of Secretary

Attorney General

‘?Iuveni-le Services

- A GROUP COF RELA ECORDS o L

-gF ITICN -RECORD SERIES- TED R NOFRMALLY FILED AND USKED AS A UNIT PFOR
REFERENCE AS WYEFLIL AS RETENTION AND DISPOSITION PURFPOSFS

~. RECORD SERIES TITLE

General Files

5. EARLIEST YEAR/LATEST YEAR
1984 To _1991

‘1N THE SERIES.

Department procedures and policies.

. BRIKFLY 4D‘8CR|B‘ HE PES OF INFORMA [« oCUME. OFfty FOUN
i. RECORD SERIES DESCRIPTION |( THE TY T1ON/DOCUMENTS | ¥ °
INCLUDE TMHE PURPOSE OR FUNCTION OF THE SEFIES ]

General Files on non-litigation subject matter, including budgets, regulations,

O LETTER SI1ZE O MICROFILM
% LEGAL SizZz O CoMFUTER TAPE

O oD BOOK O FLOPPY DISK

i‘l[:: TAPE 0O VIDEO TAFE
=) (sPECIFY) ~

O ALPHAEETICAL
0 NUMERICAL

B CHRONCLOGICAL
O GEOGRAPHICAL

O OTHER(SPECIFY)

. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLIME

X FILE DRAWER(S)

O MICROFILM REEL(S)-

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

10. ANNUAL ACCUMULAT ION
£ FILE DRAWER(S)

O MICROFILM REEL(S)
nﬁ%szﬁ-c COMPUTER TAPE(S)

‘1 FILE 1S USED -

¥ DAILY 0 vEEKLY

O MONTHLY

0O _omreRri SpeciEy)

12. pILE BECOMES INACTIVE AFTER

RO O mcNTH(S) ¥ YEAR(S)

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

321 Fallsway, Room 306

14. 1S RECORD SERIES DUPL ICATED ELSE¥YHERE?

t1® vyes, sreciry raEncy or orrice)
‘O YEsS R No

5. ACCESS RESTRICTIONS . 0 YES B No
{17 yea, ciTE LAW(3) & rREGuULATION(S)

16. AUDIT REQUIREMENTS

B NoNE D STATE O FEDERAL O INDEPENDENT

7. 1S AN INDEX SYSTEM USED? (17 YRES.EO:PLAIN

Qyes ¥ NoO

BRIEFLY AND DESCRIBE ANY HARD‘ARE/ SOFTHARE )

18. RECCMMENDED RETENT JON

Retain for five (5) years, then destroy.

AND TITLE OF PREPARER 20,

Rudy Adams,.Administrator

792-7416

TELEPHONE NUMEER 21. DATE

C5/13/91

DGS 550-4 (REVISED 2/87)




SZPARATE FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION RUCDLT NLWURDS LY L UR
REVISED RECORD SERIES. FORWARD 7275 WATERLOO ROAD

f1TH RECORDS RETENTION P.O. BOX 275 | pace 13 of .35

{DGS 350-1) JESSUP, MARYLAND 20794 —

| . DEFARTMENT/AGENCY 2. DIVISION 3. WNIT

Juvenile Services

Office of Secretary

Attorney General

A GQROUP © LATE ZCORDS O FOLA b :4
:aFlmTlm-chom SERIES- ur or nx DR N LLY FILED

AND USKED ASB A UNIT FOR

REFERENCE AS WELL A RETENTION AND DISFOSITION PURPQSES

4. RECORD SERIES TITLE

Case Files

5. EARLIEST YEAR/LATEST YEAR

4984 to 1991

B ) 4 Y b‘sc n E TYPES OF INFORMATION/DOCUMENTS /FORMS FOUND
5. RECORD SERIES DESCRIPTION (PRIXr- RIBE TH / /

4N THE SERIES.

INCLUDE THE PURPOSE OR FUNCTION OF THE S!F.’XZS)

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

7. RECORD SERIES FORMAT(S)
O LETTER S1ZE O MICROFILM
R LEGAL S1zE O COMFUTER TAPE

0 oD BOOK U FLOPPY DISK

1'l!i;: TAPE 0O VIDEO TAPE
s) {sPECIFY) ~

8. RECORD SERIES SEQUENCE
O ALPHAEETICAL
O NUMERICAL
® CHRONOLOGICAL -
O GEOGRAPHICAL

O OTHER(SPECIFY)

8. VOLUME

¥ FILE DRAWER(S)

O MICROFILM REEL(S)
3.5 O COMPUTER TAPE|S)
NUMBER O oTHER(SPECIFY)

10. ANNUAL ACCUMULATION -

£ FILE DRAWER(S)

O MICROFILM REEL(S)
RUNMBER U COMPUTER TAPE(S)

0 orreRp(sPeEciEY)

1« FiLE 1S USED

O pailLy R ¥EEKLY

. 12.

O MONTHLY 30

FILE BECOMES INACTIVE AFTER

O MoNTH(S) ¥ YEAR(S)

‘3. CURRENT LOCATION(S) (ELDG.,FLOOR, ROCM) 14. 1S RECORD SERIES DUPLICATED ELSE¥WHERE?
(‘IF YES, SPECIFY /JQGQENCY OR OFF(CE)
321 Fallsway, Room 306 ‘"0 YES R No
!5. ACCESS RESTRICTIONS .O0YES R NO 16. AUDIT REQUIREMENTS

(1 yes, ciTe raw({s) & rEcuLaTiON(S)

R NoNE O STATE O FEDERAL 0O INDEPENDENT

7. 1S AN INDEX SYSTEM USED? (1" yYRE.EOPLAIN

BRIEFLY AND DESCRIBE ANY HARDWARE/ SOFTWARE )

Oyes # No

RECCHMMENDED RETENT ION

- ' Thirty (3\') years then destroy

AND TITLE OF PREPARER

’ . Rudy- Adams, Administrator

20. TELEPHONE NUMEER

792-741%6

21. DATE

5/13/91

DCS 3350-4 (REVISED 2/87)




1ZPARATE FORM FOR EACH NEW OR . RECORDS MANAGEMENT DIVISION AUCHNLT ALVURDS LY LIVTUR
REVISEQ RECORD SERIES. FORWARD 7275 WATERLOO RCAD .
J1TH RECORDS RETENTION SCHEDULE P.O0. BOX 273 14 35.
. : PAGE __OF
{DGS 530-1) JESSUP, MARYLAND 20794 — —_—
1. DEFARTMENT /AGENCY 2. DIVISICN 3. WNIT
_'!uvenil'e Services Office of Secretary Attorney General
o
-£ 1T 1N - RECORD SRIES-A GROUP OF RELATED RECORDS NORMALLY WILED AND USED AS A UNIT FoR
REFERFNCE AS YELIL AS RETENTION AND DISPOSITION PURPOSES
4. RECORD SERIES TITLE ) : ) 5. EARLIEST YEAR/LATEST YEAR
Legislation Files 1984 To0 1991

BRIXF DEBCRIR HE TYPES OF [INFORMATION/DOCUMENTS /FORMSE FOUND
5. RECORD SERIES DESCRIPTION (°RIXFLY BT r /poc Ts/
‘1N THE SERIES, . INCLUDE THE PURPOSE GR FUNCTION OF THKE SEFIES)

Copies of Legislative Bills from the Maryland House of Representatives
and the Senate.

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME _
O LETTER S1ZE O MICROFILM D ALPHAEETICAL B FILE DRA¥ER(S)
. 0O MICROFILM REEL(S)
® LEGAL SIZE 0O COMFUTER TAPE 0 NUMERICAL 4.5 O COMPUTER TAPE(S)
. NUMBER
O BOUND BOOK U FLOPPY DISK § CHRONOLOG|CAL . O OTHER(SPECIFY)
a o O ez '
D‘:: TAPE VIDEO TAPE GEOCRAPHICAL 10. ANNUAL ACCLMULAT 10N
(SPECIFY) ~ O OTHER(SPECIFY) f FILE DRAWER(S)
- ' O MICROFILM REEL(S)
RUKEZR O COMPUTER TAPE(S)
o] MHLSPCCIFY)

il.

FILE 1S USED : 12. FiLE BECOMES INACTIVE AFTER
DAILY O WEEKLY o 10 O MONTH(S B YEAR(S)
] MONTHLY NOREET (s) (
i3. CURRENT LOCATION(S} (ELDG.,FLOOR,ROOM) 14. 1S RECORD SER!IES DUPL ICATED ELSEWHERE?
321 Fallsway, Room 306 - tir yes, spEcirFy saency OR OFFicE)

‘0 YEs R 'NO

13. ACCESS RESTRICTXONS . 0 Yes 2 No 16. AURIT REQUIREMENTS
(1r yEs, ciTe Lan({s) & rEcuLATION(S)
B NoNE O STATE 0O FEDERAL 0O INDEPENDENT

‘7. 1S AN INDEX SYSTEM USEDT (1p vxg.E>PLAIN

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

OyEs ® NO . Ten (10) years then destroy
30 NAME AND TITLE OF PREPARER 20. TELEPHONE NUMEER 21. DATE
. Rudy Adams; Administrator 792-7416 U "5/13/91

DGS 550-4 [REVISED 2/87)




LZPARATE FORM FOR EACH NEW OR . RECORDS MANAGEMENT DIVISION RUCNRLT NELURDO 1YL UR
EVISED RECORD SERIES. FORWARD 7275 WATERLOO ROAD .
117H RECORDS RETENTION SCHEDULE P.O0. BOX 273 15 35
) : PAGE . OF _
'DGS 350-1) JESSUP, MARYLAND 20794 _—
! . DEFARTMENT /AGENCY 2. DIVISION 3. WIT
@ Juvenile Services Office of Secretary Attorney General

- A GROUP OF RELATED RECORDS NOFRMALLY FILED AND D AS A UNIT POR
CEFINITION-RECORD SERIES- ! usk
REFERENCE AS YFELL A% RETENTION AND DISPFOSITION PURFQOSES

.
«

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

Chronological Files 1984 To _199!

. DEBCRIB » o -] FORMS -}
.. RECORD SERIES DESCRIPTION (nnxerY [=1 4 IBE THE TYPES OF INFORMATION/DOCUMENTS/ FOUN
3N ‘FTHE SERIES. R INCLUDR THE PURPOSE OR FUNCTION OF THE SEFRIES)

Copies of all external correspondence from Attorney General's Office

. RECORD SERIES FORMAT|S) 8. RECORD SERIES SEGQUENCE - 9. VOLUME A
O LETTER S1ZE O MICROFILM O ALPHAEETICAL R FILE DRA¥ER(S)
. ‘ : O MICROFILM REEL(S)
0 LEGAL S1zE O COMFUTER TAPE O NUMERICAL 3 O COMPUTER TAPE(S)
R NUMBER
X pouno Book O FLOPPY DISK R CHRONOLOGICAL ~ O OTHER(SPECIFY]
a 10 =] 0 6= '
, QER TAPE VIDEO TAPE GEOGRAPHICAL 10, ANNUAL ACCLMULAT ION
a {sPECIFY) C OTHER(SPECIFY) h.4! FILE DRAYER( S}
' ‘ O MICROFILM REEL(S)
KOGBEER O COMPUTER TAPE(S)
O O’T}-{ER{S”C!F—Y‘T
1« FILE IS USED , 12. FILE BECOMES INACTIVE AFTER
B DAILY 0 wEEKL O MONTHLY 5 O MONTH(S C YEAR(S)
Y HUREEY (s)
3. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?
tir yes, seecirFy sgENCY OR OFFicE)
321 Fallsway, Room 306 ‘0 YEs K No
5. ACCESS RESTRICTIONS .o YES K NO 16. AUDIT REQUIREMENTS

(1" ys, ciTex LAwW(s) & rREGULATION(S)
R NOoNE U STATE O FEDERAL 0O INDEPENDENT

7. 1S AN INDEX SYSTEM USED? (1r yrs.e>PLAIN

18. RECCMMENDED RETENTION
BRIEFLY AND DESCRIBE ANY HARDNARE/SOFTRARE )}

ODyes ® no . Retain for five (5) years, then destroy.
AND TITLE OF PREPARER 20, TELEPHONE NUMEER 21. DATE
Rudy Adams, Administrator 792-7416 5/13/91

DGS 550-4 (REVISED 2/87)




sZPARATE FORM FOR EACH NEW OR
£V ISED RECORD SERIES. FORWARD

11TH RECORDS RETENTION SCHEDULE

{\DGS 5350-1)

RECORDS MANAGEMENT DIVISION

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

AMUCHUT ALVURLDO LYV IURI

pace 16 orF 35

. DEFARTMENT /AGENCY

" uvenile Services

2.

DIVISION

Office of Secretary

3. UINIT
Public Information

- A GROUP QF RELATED RECORDS NOFRMALLY ED
SEFINITION-RECORD SERIES- Fin
REFERENCE AS YELL AS RETENTION AND DISPOS

AND USKED AZ A UNIT PFOR

ITION PURPFPOSES

4. RECORD SERIES TITLE

General Correspondences

5. EARLIEST YEAR/LATEST YEAR
1987 ‘1o 1991

xr pES n r CRMA po ° -}
5. RECORD SERIES DESCRIPTION (BRl LY CRIBE THE TYPES OF INF T10ON/DOCUMENTS /| FORME FOUN

4N THE SERIES.

Correspondence, memos and miscellaneous documents.

INCLUDE THE PURPOSE OR FUNCTION OF THE SBP.'T!S)

7. RECORD SERIES FORMAT|S)
X LETTER S1ZE O MICROFILM
J LEGAL S1ZE U COoMFUTER TAPE

0 oD BOOK O FLOPPY DISK

1'!!:;: TAPE 0O VIDEO TAPE
a {sPECIFY) ~

8.

RECORD SERIES SEQUENCE

O ALPHAEETICAL
O NUMERICAL
8 CHRONOLOGICAL

O GZOGRAPHICAL

C OTHER(SPECIFY)

9. VOLUME

§ FILE DRAWER(S)

O MICROFILM REEL(S)

1 Q COMPUTER TAPE(S)
NUMBER 0 oTHER(SPECIFY)

10. ANNUAL ACCUMULAT JON
£ FILE DRAWER(S)

O MICROFILM REEL(S)
Eﬁﬁ%?ﬁ'ﬂ COMPUTER TAPE(S)

1. FILE IS UsED

® pAILY C ¥EEKLY

0 MONTHLY

12.

ROREER

FILE BECOMES INACTIVE AFTER
O MoNTH(S)

O omrER{SPeCIEY)

Varies
O YEAR(S)

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

321 Fallsway, 5th Floor

14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?

tir yes, sereCciFY roENCY or CFFicE)
‘0 YES R NO

15. ACCESS RESTRICTIONS

. 0 YES
{1" yes, ciTE LAW|S) & REguLATION(S)

X NO

16. AUDIT REQUIREMENTS

R NoNE O STATE O FECERAL O INDEPENDENT

7. IS AN INDEX SYSTEM USED? (i1r yxs.=E>PLAIN
BRIEFLY AND DESCRIRE ANY HARDIARE/EOPT!ARE)

Oyes d nNo

Screen annually.
longer. needed for current business.

18. RECCMMENDED RETENT JON

Destroy materials no

. NAME AND TITLE OF PREPARER

Rudy Adams, Administrator

20,

TELEPHONE NUMEER

1 792-7416

21. DATE

'5/10/91

DGS 350-4 (REVISED 2/87)




sZPARATE FORM FOR EACH NEW OR

IEVISED RECORD SERIES. FORWARD
f1TH RECORDS RETENTION SCHEDULE
'DGS 530-1)

RECORDS MANAGEMENT DIVISION

HMUCNUT ALUUNLO INYLNIUR]

7278 WATERLOO ROAD
P.O0. BQX 275 v
JESSUP, MARYLAND 20794

pace 17 oF 35

t . DEFARTMENT /AGENCY

g uvenile Services

2. DIVISION

Office of Secretary

3. WNIT

Public Information

- A GROUP OF RELATED RECORDS NORMALLY FILED
SEFINITION-RECORD SERIES-
REFERIENCE AN WELL AS RETENTION AND DlsPros

AND USED AB A UNIT FOR
ITION PURPFQOSES

i. RECORD SERIES TITLE

5. EARLIEST YEAR/LATEST YEAR
1987 T0o 1991

Legislative Information

INCLUDE THNHE Pru

r ' » NFO
5. RECORD SERIES DESCRIPTION (anlx LY DEECRIBE THE TYPKS OF | RMAT1ON /DOCUMENTS | FORMS FOUND
‘1N TFHE SERIES.

RPOSE OR FUNCTION OF THE 8!?1!5)

Copies of Legislative bills, and copies of Legislative correspondence.

7. RECORD SERIES FORMAT(S)

{itr yes, ciTe LAW{S8) & rEcuULATION(S)

R NoNE O STATE O FEDERAL O INDEPENDENT

8. RECORD SERIES SEGQUENCE 8. VOLUME .
R LETTER S1ZE O MICROFILM O ALPHAEETICAL R FILE DRA¥ER(S)
O MICROFILM REEL(S)
3 LEGAL S1zE O CoWMFUTER TAPE O NUMERICAL 1.0 O COMPUTER TAPE(S]
. NUMBER
0 BoUND BOOK O FLOPPY DISK 8 CHRONOLOGICAL . O OTHER(SPECIFY)
u] 10 TAPE 0O VIDEO TAFE O GEZOGRAPHICAL
1!IEER v T = 16 10. ANNUAL ACCUMULAT ION
a) (SPECIFY) O OTHER(SPECIFY) X FILE DRAWER(S)
o O MICROFILM REEL(S)
KTWBEER O COMPUTER TAPE(S)
O crn-fznlrspecl FY:
‘1 FILE 1S useD . 12. fFiLE BECOMES INACTIVE AFTER
0 palLY o wEELY O MONTHLY 2 O MoNTH(S) X yEAR(S) i
R j
'3. CURRENT LOCATION(S) (BLDG.,FLOCR,ROCM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? i
tir yes, seEcirFy saEncy OR oFrFice)
321 Fallsway, 5th Floor ‘0 YEs B No
'S, ACCESS RESTRICTIONS .8 yES R No 16. AUDIT REQUIREMENTS

7.

Oyes 8 NoO

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

18.

RECCMMENDED RETENT ION

Five (5) years then destroy

AND TITLE OF PREPARER

Rudy Adams

20. TELEPHONE NUMEER

792-7416

21. DATE

5/10/91

DGS 550-4 (REVISED 2/87)




SZPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
11 TH RECORDS RETENTION SCHEDULE
(DGS 350-1)

RECORDS MANAGEMENT DIV ISION
7275 WATERLOO ROAD
P.O. BOX 275 ‘
JESSUP, MARYLAND 20794

RUCHLT NEWUNDO LINYLINIUR

PACE ]8 OF 35

{. DEFARTMENT /AGENCY 2. DIVISICN

Office of Secretary

3. INIT

Public Information

-,Juvenile Services
QRrROUP
SEFINITION-RECORD SERIES-* 9F or

RELATED RECORDS NORMALLY WFILED

AND USED AE A UNIT FOR

REFERENCE AS WELL AS RETENTION AND DISFrOSITION PURPOSES

4. RECORD SERIES TITLE

Press Releases

5. EARLIEST YEAR/LATEST YEAR
1987 To 1961

B Y D = » o FORMA
5. RECORD SERIES DESCRIPTION | RIKFL EECRIBE THE TYPES OF INM T1ON/DOCUMENTS | FORME FOUND

iN THE SERIES.

INCLUDE THE PURPOSE OR FUNCTION OF THE BEF.'!ZS)

Copieé of video taped DJS press releases.

7. RECORD SERIES FORMAT(S) 8.
O LETTER S1ZE O MICROFILM
0 LEGAL S1zE 0O COMFUTER TAPE 0 NUMERICAL

0 pounD BOOK O FLOPPY DISK

j'lELZZwaE @ viIDEO TAFPE
{SPECIFY)

RECORD SERIES SEQUENCE 9.

0O ALPHAEETICAL

§ CHRONOLOGICAL
O GEOGRAPHICAL

O OTHER({SPECIFY)

VOLUME

¥ FILE DRAWER(S)

O MICROFILM REEL(S)

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

10. ANNUAL ACCUMULAT ION
O FILE DRAWER(S)

O MICROFILM REEL(S)

RGHBER U COMPUTER TAPE(S)
=] O‘TF!E'F?LSP‘TL! F"('L

1.

FILE IS USED . 12. F{LE BECOMES INACTIVE AFTER
8 palLY ® WEEKLY o Y o) O MONTH(S R YEAR(S)
MONTHL. o )
3. CURRENT LOCATION{S) (ELDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?
: tir vyes, sreciry raEncY OR orFrice)
321 Fallsway, 5th Floor ‘0 yvyEs B No
i5. ACCESS RESTRICTIONS . 0 YES ® NO 16.

{1r yes, ciTe Law(s) & rREcuLaTIONIS)

AUDIT REQUIREMENTS

R NonE O STATE O FEDERAL O INDEPENDENT

17. 1S AN INDEX SYSTEM USED? (1p yxsS.E3PLAIN

BRIEFLY AND DESCRIBE ANY HARD‘ARE/SG"!AR!)

OYyEs & No

18. RECCMMENDED RETENT ION

Five (5) years, then destroy.

: NAME AND TITLE OF PREPARER 20.

Rudy Adams, Administrator 792-7416

TELEPHONE NUMEER

21. DATE

5/10/91

DGS 550-4 (REVISED 2/87)




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

REVISED RECORD SERIES. FORWARD

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7273 WATERLOO ROAD

AGENCY RECORDS INVENTORY

. RECORDS.. 10N .0. :
RETENT ION SCHEDULE P.O. BOX 273 pace 19 o 35
550-1) JESSUP, MARYLAND 20794
1. DEFARTMENT/AGENCY 2. DIVISION 3. wWIT

Juvenile Services

Office of Deputy Secretary

Deputy Secretary

. DEFINITION-RECORD SERIES.” OROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR
REFERENCE AS WELL AS RETENTION AND DISPOS|TION PURFPOSES

4, RECORD SERIES TITLE
, ’ Investigations

5. EARLIEST YEAR/LATEST YEAR
1989 .y 1991

6. RECORD SERIES DESCRIPTION ‘-RIIFLT DESCRIBE THE TYPES OF INFORHATION/DOCUHENTS/POR“’ FOUND
‘tN 'THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THK B!RT!S)

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

e

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

B FILE DRAWER(S)

:2 O MICROFILM REEL(S)
O NUMERICAL A O COMPUTER TAPE(S)
NUMBER p cmzn(mcnn()

8 LETTER S1ZE O MICROFILM

‘_zm S1ZE O COMFUTER TAPE
O BOUND BOOK O FLOPPY DISK

O ALPHAEETICAL

8 cHrRONOLOGICAL

O AuplO TAPE O VIDEO TAPE o GEOGRAP“ICAL

10. ANNUAL ACCUMULAT ION

O FILE DRAWER(S)
O MICROFILM REEL(S)
émﬁ' O COMPUTER TAPE(S)

e} QTHER(SPECIFY )

O OTHER(SPECIFY) O OTHER(SPECIFY)

b 11. gt 15 useD

& palLy

12. pFJLE BECOMES INACTIVE AFTER

0 wEEKLY O MONTHLY > O MONTH(S) ¥ yEAR(S)

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

Bk Yeonr

14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?

tir yEs, BPECIFY raENCY OR OFFicCE)

321 Fallsway Cvyes B NoO

1S. ACCESS RESTRICTIONS Oyes 8 no
(1" vyes, ci1TE LAW(S) & rEGULATION(S)

16. AUDIT REQUIREMENTS

8 NONE O STATE O FEDERAL 0O INDEPENDENT

17. 1S AN INDEX SYSTEM USED? (1" YRS.E)PLAIN

18.
BRIEFLY AKD DESCRIBE ANY HARDIARE/BOPTIARE)

RECOMMENDED RETENT ION

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

ODOvyeEs B No

189. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMEBER

792-7416

21. DATE

Rudy Adams, Administrator

May 2, 1991

DGS 350-4 (REVISED 2/87)




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

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

]

AGENCY RECORDS INVENTORY

REVISED RECORD SERIES. FORWARD 7278 WATERLOO ROAD

REC .0.
ORDS RETENTION SCHEDULE P.O. BOX 278 pace 20 orF 35
850-1) JESSUP, MARYLAND 20794 — m———
1. DEPAMNT/AGEM‘I 2. DIVISION 3. UNIT

Juvenile Services Office of Deputy Secretary Deputy Secretary

A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT PFOR
REFERFNCE AS WELL AS RETENTION AND DISPFOS|TION PURPOSES

) ) 5. EARLIEST YEAR/LATEST YEAR
A9 To LGS
6. RECORD SERIES DESCRIPTION “RI'FLY PDESCRIBE THE TYPES OF INFOR“ATION/DOCUUENTQI'OR"’ FOUND

IN THE SERIES. INCLUDE THE PURPOSE OGR FUNCTION OF THEK ’!E1ZS)

! DEFINITION-RECORD SERIES-

4. RECORD SERIES TITLE
Deputy Secretary General Correspondence

i

Correspondence, memos, budget documents, and miscellaneous documents.

cam= E

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

B FILE DRAWER(S)

a D MICROFILM REEL(S)
0 NUMERICAL O COMPUTER TAPE(S
NUMBER OTHER(SPE:CIFY() )

8 LETTER S12ZE O MICROFILM
‘LEGAL S1ZzE 0 COGMFUTER TAPE
O BOUND BOOK 0O FLOPPY DISK

O ALPHAEETICAL

& cHRONOLOGICAL

D AUD10 TAPE 0O VIDEO TAFE a GEOGRAPHICAL

10. ANNUAL ACCUMULAT JON
X FILE DRAWER(S)
2.0 U MICROFILM REEL(S)
RUNBER O COMPUTER TAPE(S)
O oTHER(SPECIFY) !

O OTHER(SPECIFY) O OTHER(SPECIFY)

| 11.

! FILE 1S USED : 12. FILE BECOMES INACTIVE AFTER
8 palLY D WEEKLY O MONTHLY N‘U:E!H' O MONTH(S) & yEAR(S)

k
1 13. CURRENT LOCATION(S) (RBLDG.,FLOOR,ROOM)

LN Yewr

15. ACCESS RESTRICTIONS ByEs & no
{1r vyES, ci1TE LAW(S) & rREGULATION(S)

14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?

tir vyes, sPpECIFY r0ENCY OR OFFicE)

321 Fallsway oDvyes B no

16. AUDIT REQUIREMENTS

R NONE O STATE D FEDERAL 0O INDEPENDENT

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

18. RECOMMENDED RETENTION
BRIEFLY AKND DESCRIBE ANY HARD'ARE,SOFTIARE)

Five (5) years then screen and destroy

DYyEsS & nNO all material not needed for business.

19. NAME AND TITLE OF PREPARER

20. TELEPHONE NUMEBER 21. DATE

fne

Rudy Adams, Administrator 333-6781 5, 1991

DGS 350-4 (REVISED 2/87)



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

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

Juvenile Services

Office of Deputy Secretary

REVISED RECORD SERIES. FORWARD 7275 WATERLOO ROAD
RECORDS RETENTION SCHEDULE P.O. BOX 278 PAGE 21 oF 35
$50-1) JESSUP, MARYLAND 20794 —
1. DEFARTMENT /AGENCY 2. DIVISION 3. UNIT

Deputy Secretary

4. RECORD SERIES TITLE

REFERENCE AS WELL AS RETENTION AND DISPOS

Management Report

! DEFINITION-RECORD SERIES- A GROUP OF RELATED RECORDS NODIAI.LY FILED AND USED AS A UNlT FOR

1TION PURPOSER
5. EARLIEST YEAR/LATEST YEAR
1989 4o 1991

i

IN THE SERIES.

Monthly management reports relative to DJS programs.

6. RECORD SERIES DESCRIPTION (-RIIPLY DESCRIBE THE "I"IP" or INFORHATION/DOCMNTS/POM FOUND
INCLUDK THE PURPOSE OR FUNCTION OF THK SEFIES )

7. RECORD SERIES FORMAT(S)
B LETTER SIZE D MICROFILM
‘-EGAL S1ZE U COMFUTER TAPE
0 BOoUND BOOK U FLOPPY DISK

D AUDIO TAPE [ VIDEO TAPE
O OTHER(|SPECIFY)

8. RECORD SERIES SEQUENCE
O ALPHABETICAL
O NUMERICAL
# cHRONOLOGICAL
U GEOGRAPHICAL
D OTHER|SPECIFY)

9. VOLUME

O FILE DRAWER(S)

O MICROFILM REEL(S)

1 O COMPUTER TAPE(S)
RUMBER [ OTHER(SPECIFY)

ANNUAL ACCUMULAT JON

O FILE DRAWER(S)
1.0 0O MICROFILM REEL(S)
RUNBER O COMPUTER TAPE(S)

0 OTHER(SPECIFY) !

! - FiLe 1s UsED 12. FILE BECOMES INACTIVE AFTER
, O DAILY 0 WEEKLY ol MONTHLY 5 0 MONTH(S) 8 YEAR(S)
{ .
| 13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?
: ti1r yes, srECIFY raEncY OR OFrFice)
321 Fallsway DyEs D no
15. ACCESS RESTRICTIONS Oyes ®no 16. AUDIT REGQUIREMENTS
(ir vyES, CITE LAW(S) & rREGULATION|S)
B NONE O STATE D FEDERAL DO INDEPENDENT
17. IS AN INDEX SYSTEM USED? B
(1r ves.xPLAIN 18. RECOMMENDED RETENT ION
BRIEFLY ARD DESCRIBE ANY H.ARD'ARE’BOFTIARE)
OvES & NoO Five (5) years.
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMEER 21. DATE
Rudy Acdams, Administrator 792-7416 May 2, 1991

DGS 350-4 (REVISED 2/87)




SZPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
¥i1TH RECORDS RETENTION SCHEDULE
(PGS 8530-1)

RECORDS MANAGEMENT DIVISION
727% WATERLOO RQAD
P.O. BOX 27%
JESSUP, MARYLAND 20794

HRUOCNNUT NLVUNRNDO  TINYLINTUNT

35

PAGE u22 OF

t. DEFAR’TMENT/AGENCY

Juvenile Services

2. DblvisicanN

Deputy Secretary

3. NIT

Property Management

Q
—:AITION-FECOFGJ SER1ES.? G@ROUF oOF

RELATED RECURDS NORMALLY FILED

REFERENCE AS ¥YELL AS RETENTION AND Dismros

AND USED AS A UNIT FOR
ITION PURFOIES

4. RECORD SERIES TITLE

General Correspondence

5. EARLIEST YEAR/LATEST YEAR
1975 To0 1990

LY | R
5. RECORD SERIES DESCRIFTION (anxxr Y DEBECRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS FOUND

4N THE SERIES.

Correspondence, memes, and miscellaneous documents.

INCLUDE TNHE PURPOSE OR FUNCTION OF THE 8!!.’1!5)

7. RECORD SERIES FORMAT(S)
X LETTER S1ZE O MICROFILM
0 LEGAL SIZE U COMFUTER TAPE

0 pounD BOOK O FLOPPY DISK

ilit:;: TAPE 0O VIDEO TAPE
{sPECIFY)

8. RECORD SERIES SEQUENCE
O ALPHAEETICAL
O NUMERICAL

R CHRONOLOGICAL

9. VOLLME

R FILE DRA¥ER(S)

O MICROFILM REEL(S)

3 O COMPUTER TAPE|(S)
NUMBER O orHER(SPECIFY)

O GZOGRAPHICAL

O OTHER(SPECIFY)

10. ANNUAL ACCUMULAT ION

£ FILE DRAWER(S)
O MICROFILM REEL(S)
RUMBER J COMPUTER TAPE(S]

O orreER({Speciey)

1. FiLE 1S USED

8 palLY 0O wEEKLY

) ' 12.

O MONTHLY o

FILE BECOMES INACTIVE AFTER
O MONTH(S)

Varies

B YEAR(S)

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

321 Fallsway, Mezzanine

- OYEsS R NO

14, 18 R'ECORD SERIES DUPLICATED ELSEWFERE?
ti1r yes, srEciry sraEncy or orFrice)

15. ACCESS RESTRICTIONS

- @ YES
(1" yes, ciTE 1Aw(3) & rREGULATION(S)

g No

16, AUDIT REQUIREMENTS

:f NoNE U STATE O FEDERAL O INDEPENDENT

17. 1S AN INDEX SYSTEM USED? (5w yzs.n:rulvn
BRIEFLY AND DESCRIBE ANY HARDWARE/SOFTWARE )

CYES B NO

18.

Screen annually.
-longer needed for current business.

RECCMMENDED RETENT JON

Destroy materials no

13. NAME AND TITLE OF PREPARER

Rudy Adams
Program Specialist

20. TELEPHONE NUMEBER

~ 333-6781

21. DATE

4/22/91

DGS 550-4 (REVISED 2/87)




SEPARATE FORM FOR EACH NEW OR . RECORDS MANAGEMENT DIVISION AULNLT RLVURD I TINTURT
REVISED RECORD SERIES. FORWARD 7275 WATERLOO ROAD
¥{TH RECORDS RETENTION SCHEDULE P.O. BQX 278% :
: Pace 23 ofF 35

(DGS 530-1) JESSUP, MARYLAND 20794 ‘
1. DEFARTMENT /AGENCY 2. DIVISICN 3. WIT

o Juvenile Services Office of Deputy Secretary Property Management

o

‘Cnglm-FECORD SERXES'A GROUP QF RELATED RECORDS NORMALLY FILED AND USED A A UNIT PFOR

REFERENCE AS WELL AS RETENTION AND DISROS|TION PURPOSES

4, RECORD SERIES TITLE 5. EARLIEST YEA.R/LAT'EST YEAR

General Construction/Bond Program 1975 o 1991

EFLY DEKSCRIR HE PES © FG o ro D
$. RECORD SERIES DESCRIPTION (nnl IBE T TY ¥ INFORMATION/DOCUMENTS /FORME FOUN
4N TFHE SERIES, . INCLUDE THMHE PURPOSE OR FUNCTION OF THE SEFIES)

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

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEGUENCE 9. VOLLME ‘
X LETTER SI1ZE O MICROFILM O ALPHAEETICAL O FILE DRAWER(S)
: O MICROFILM REEL(S)
O LEGAL sIizE O COMFUTER TAPE O NUMERICAL 1 O COMPUTER TAPE(S)
. NUMBER
O BoUND BOOK O FLOPPY DISK R CHRONOLOGICAL . E °'1‘;”E’;(SPEC‘FY)
. O0OKS

o 1 a o
‘:;: TAPE VIDEO TAPE GEOGRAPHICAL 10, ANNUAL ACCLMULAT ION

(SPECIFY) ~ O OTHER(SPECIFY) O FILE DRA¥ER(S)

O MICROFILM REEL(S)
RGNMBER O COMPUTER TAPE(S]
O oxrrR(SPECIEY)

11.

FILE IS USED : 12. FILE BECOMES INACTIVE AFTER
0 DAILY R WEEKLY D MONTHLY 10 O MCNTH(S) R YEAR(S)

123. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM]) 14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?

tir yES, sSPECIFY saEncy or oFricE)
321 Fallsway, Mezzanine - B YEsS O No DBFP

15. ACCESS RESTRICTIONS . 0 YES O No 16. AUDIT REQUIREMENTS
(1" yEs, ciTx LAw{a) & recuLaTiON(S)
O NeiE O STATE O FEDERAL O INDEPENDENT

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

18. RECCMMENDED RETENTION B
BRIEFLY AND DESCRIBE ANY HARDIARE/EOF’T‘IARK)

S YEs R No Retain for ten (10) years, then destroy.

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

Rudy Adams,Administrator 792-7416 5/3/91 LT

DGS 350-4 (REVISED 2/87)




SZPARATE FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION AULIRLT ALVURDS IV TURvE

REVISED RECORD SERIES. FORWARD 7275 WATERLOO ROQAD - |

9ITH RECORDS RETENTION SCHEDULE P.O. BQX 273 ' 24 35 ﬁ

; PAGE OF

(DGS $350-1) JESSUP, MARYLAND 20794 —— —_— :

n |

1. DEFARTMENT /AGENCY 2. DIViSien 3. WNIT i

o Juvenile Services Deputy Secretary Property Management :
:%TION-RECOHD meS.A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT POR
’ REFERFNCE AS YFLL AS RETENTION AND DISPFOSITION PURFOSES o

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

Capital Projects 1975 1o 1991

FLY DEBCRIR s FORMATIO ) o
$. RECORD SERIES DESCRIPTION (anxx EBCRIBE THE TYPES OF IN TION/DOCUMENTS [FORMS FOUN
3N THE SERIES. . INCLUDE THE PURPOSE OR FUNCTION OF THE SEFIES)

Annual Capital Project request from the Department.

7. RECORD SERIES FORMAT(S)
O LETTER Si1zE O MICROFILM
O LEGAL SIZE O COMFUTER TAPE

§ oD BOOK U FLOPPY DISK

ilit:;: TAPE 0O VIDEO TAFE
(SPECIFY)

8. RECORD SERIES SEQUENCE 9. VOLUME
O ALPHAEETICAL K FILE DRA¥ER(S)
. O MICROFILM REEL(S)
0 NuvERICAL 1 O COMPUTER TAPE(S)
‘ NUMBER O oTHER(SPECIFY)
B CHRONCLOGICAL .

g .
= ! 10. ANNUAL ACCUMULATION

a OTHER(SPECIFY) £ FILE DRAWER(S)

R 0.3 O MICROFILM REEL(S)

RUNMBER O COMPUTER TAPE(S)
O oTHeR({SPECIEY)

11.

FILE IS USED ' 12. FILE BECOMES INACTIVE AFTER
O DAILY ¥ WEEKLY o 10: O MONTH(S) B YEAR(S)
EXL MONTHLY L
t
13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROCM) 14. 1S RECORD SERIES DUPL ICATED ELSE¥WHERE? i
tir vyeEs, seeciry sraency or orrice)
321 Fallsway, Mezzanine R YEs 0O No DBFP
15. ACCESS RESTRICTIONS .0 yes

{1r yes, c1Te Law{a] & rEcuLATION(S)

B NO 16. AUDIT REQUIREMENTS

B NonE O STATE O FEDERAL O INDEPENDENT

17. IS AN INDEX SYSTEM USED? {17 YRES .E>PLAIN
BRIEFLY AND DESCRIBE ANY HARDWARE./SOFTWARK)

OYEs 8 No

18. RECCMMENDED RETENT JON

Retain for 10 years then destroy

19I NAME AND TITLE OF PREPARER

nudy Adams, Administrator”

20. TELEPHONE NUMEER 21. DATE

"792-7416 5/3/91

DGS 550-4 (REVISED 2/87)




SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
¥1TH RECORDS RETENTION SCHEDULE
({DGS 5350-1)

RECORDS MANAGEMENT DIVISION AUCILT RLVURDO LIV LINTUNRT

7273 WATERLOO RQAD
P.O. BQX 2753

: pacz 25 or 35
JESSUP, MARYLAND 207%4 - -

1. DEFARTMENT/AGENCY

2. bivisicn 3. WNIT

Property Management

Juvenile Services
A GROUP OF RELATED RECORDS NO L H FOR
_C-EngXON-RECOFD SERIES - T RMALLY FILED AND USED AB A UNIT

REFERENCE AS YELI AS RETENTION AND DISPROSITION PURFPQSES

4. RECORD SERIES TITLE

5. EARLIEST YEAR/LATEST YEAR

Industrial Hygienist 1975 _To __1991

BRIXFLY DKXECRIBAE {4 PES OF INFO T ro o
$. RECORD SERIES DESCRIPTION | 1 THE TYPKS OF RMATION/DOCUMENTS [ FORME FOUN
‘tN THE SERIES. , INCLUDE THE PURPOSE OR FUNCTION OF THE SEFIES )

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

7. RECORD SERIES FORMAT(S)
R LETTER S12ZE O MICROGFILM
J LEGAL S1ZzE 0O COMFUTER TAPE

0 pounD BOOK 0O FLOPPY DISK

illi:;: TAPE 0O VIDEO TAFE
{sPECIFY) ~

8. RECORD SERIES SEQUENCE 9. VOLLME

O ALPHAEETICAL X FILE DRA¥ER(S)
O MICROFILM REEL(S)-

O COMPUTER TAPE(S)
O OTHER|{SPECIFY)

0O NUMERICAL 5

. NUMBER
¥ CHRONCLOGICAL

- .
o ! 10. ANNUAL ACCUMULAT ION

O OTHER(SPECIFY) ® FILE DRAWER(S)

e ' 1 O MICROFILM REEL(S)

RUMBER O COMPUTER TAPE(S)
0 _oTreER(SPecIEY)

11.

FILE IS USED ' 12. FILE BECOMES INACTIVE AFTER
DAILY D wEEKL o 30 O MONTH(S X YEAR(S)
R Y MONTHLY e (s)
13. CURRENT LOCATION(S) (BLDG. » FLOOR , ROOM ) 14. 1S R'ECQRD SERIES DUPL ICATED ELSE¥WHERE?
tir vyes, sepeciry raEncy or oFricE)
321 Fallsway, Mezzanine O yEsS % NoO
15. ACCESS RESTRICTIONS g YEsS o NO 16. AUDIT REQUIREMENTS

{tr vyes, ciTE Law{S8) & rEcuLaTION(S)

B NoNE O STATE O FECERAL 0O INDEPENDENT

17. 1S AN INDEX SYSTEM USED? (1 yRs.E0PLAIN
BRIEFLY AND DESCRIBE ANY HARDEARE./SOFTWARE )

Oyes O No

18. RECCMMENDED RETENT ION

Thirty (30) years then destroy.

xnl NAME AND TITLE OF PREPARER

Rudy Adams, Administrator

20. TELEPHONE NUMEER 23. DATE

792-7416 ‘ ©5/3/91

DGS 35350-4 (REVISED 2/87)




SEZPARATE FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION RULNLT ALLURDY SNYLITVR T
REVISED RECORD SERIES. FORWARD 72785 WATERLOO RQAD .
J1TH RECORDS RETENTION SCHEDULE P.O. BOX 2753 ) ' PAGE 26 oF 35
‘(DGS 3530-1) JESSUP, MARYLAND 20794 E— — i
1. DEFARTMENT /AGENCY 2. DIVISION 3. WNIT %
‘ Juvenile Services Property Management ;
—:ﬁl&i-ﬂzcom ERIE-A GROUP OF RELATED RECORDS NORMALLY WFILED AND USED AS A UNIT FOR
REFERINCE AS WELL AS RETENTION AND DISPrOS ITION PURFQOOES .
4. RECORD SERIES TITLE 5. EARLIEST YEAR/LATEST YEAR
1975 1991
Contracts ™

n =1 B : 3 » or ORMA Forars o
5. RECORD SERIES DESCRIPTION | RIKFLY BCRIBE THE TYPKS INF T1ON/DOCUMENTS/ rOUN

‘IN THE SERIES.

INCLUDE TME PURPOSE OR FUNCTION OF THE BEF.’XZS)

Copies of external work contract for the Department including renovation

projects, and service contract.

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLLME
% LETTER S1ZE O MICROFILM O ALPHAEETICAL % FILE DRAWER(S)
- : 0 MICROFILM REEL(S)
O LEGAL SI1ZE U CoMFUTER TAPE 0 NUMERICAL 3 O COMPUTER TAPE(S)
. NUMBER
O pounD BOOK O FLOPPY DISK B CHRONOLOGICAL . U OTHER(SPECIFY]
a o o ' :
10 TAPE VIDEO TAPE GEOGRAPHICAL ‘0. L ACCUMULAT 10N
‘Ii:;R(SPEchY)’— c OTHER(SPECIFY) ¥ FILE DRAWER(S)

O MICROFILM REEL(S)

RUNBER O COMPUTER TAFPE(S)
O omreERrt SPC'CIF‘L)

11.

‘FILE 1S USED - 12. FILE BECOMES INACTIVE AFTER
DAl a o 10 O MONTH(S K YEAR(S)
] LY YEEKLY MONTHLY e~ (s) ‘
. i
13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? i
t1r yes, seeciry saENCY OR OFFicE)
321 Fallsway, Mezzanine B YEs 0O No some at DBFP
15.

ACCESS RESTRICTIONS . 8 YES ® No
(1" vyEs, ciTE LAW(3) & rEGuULATION(S)

16. AUDIT REQUIREMENTS

B NoNE O STATE O FEDERAL 0O INDEPENDENT

17.

IS AN INDEX SYSTEM USED? (1r vyrs.EXPLAIN
BRIKFLY AND DESCRIBE ANY H.ARDIARE/ SOFTHARE )

OyEs @ NoO

18. RECCMMENDED RETENT JON

Retain for ten (10) years, then destroy.

19,

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

--~-Rudy-Adams; Administrator. 792-7416

5/3/91

DGS 550-4 (REVISED 2/87)




SZPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
¥1TH RECORDS RETENTION SCHEDULE
(DGS $50-1)

RECORDS MANAGEMENT DIVISION

AULINUT ANLVURUO TIVYLINTUN

i
1

7275 WATERLOO RQAD
P.O. BQX 273
JESSUP, MARYLAND 20794

pace _2/ orF 35

{. DEFARTMENT/AGENCY 2. DIVISION 3. WNIT
Juvenile Services Property Management :
QRO FORA
:‘lTlm~ECOm mXES-A ROUP OF RELATED RECOURDS NO LLY FILED AND USED AS A UNIT FOR

REFERENCEY AS WELL AS RETENTION ANO DISPFROSITION PUBPOSKS

4. RECORD SERIES TITLE

Plant Management/Work Projects

5. EARLIEST YEAR/LATEST YEAR
1975 1o 1991

5. RECORD SERIES DESCRIPTION (BRIIFLY DEBECRIBE THE TYPES OF lHFOMTION/DOCMNTS/POM FOUND

‘IN THE SERIES.

INCLUDE THE PURPOSE OR FUNCTION OF THE SEFRIES)

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

7. RECORD SERIES FORMAT|S) 8.

RECORD SERIES SEQUENCE 9. VOLUME .
X LETTER S1ZE O MICROFILM 0 ALPHAEETICAL ¥ FILE DRAWER(S)

O MICROFILM REEL(S)
0 LEGAL S1ZE 0O COMFUTER TAPE 0 NUMERICAL 2 O COMPUTER TAPE(S)

0 oD BOOK O FLOPPY DISK

0 AUDIO TAPE O VIDEO TAFPE

B CHRONOLOGICAL

O GZOGRAPHICAL

NUMBER 0 oTHER(SPECIFY)

) 10. ANNUAL ACCUMULAT JON
(SPECIFY) a OTHER(SPECIFY) £ FILE DRAYER(S)
' O MICROFILM REEL(S)
RUNMBER O COMPUTER TAPE(S)
=] QT‘-ERLSP"—'C!FY!
1. piLE 1S USED ‘ 12. F|LE BECOMES INACTIVE AFTER
DAILY O WEEKLY O MONTHLY 5 D MONTH(S B YEAR(S)
R RUREER. (s

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

321 Fallsway, Mezzanine

14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?

ti1r yes, sPEciFY sgENCY OR OFFICE)
Ovyes N no

15. ACCESS RESTRICTIONS . 80 YES ® No

(17 yEB, ciTE LAW(S8) & rEGuLATION(S)

16. AUDIT REQUIREMENTS

B NoNE DO STATE O FEDPERAL O INDEPENDENT

17.

Oyes @ nNO

1S AN INDEX SYSTEM USED? (1r yRsS.EXPLAIN
BRIEFLY ARND DESCRIBE ANY H.ARDIARE/ SOFTEARE )

18. RECCMMENDED RETENTJON

Retain for five (5) years, then destroy.

19. NAME AND TITLE OF PREPARER 20,

Rudy Adams, Administrator

TELEPHONE NUMEER

21. DATE

792-7416 - - - 5/3/91

DGS 5350-4 (REVISED 2/87)




SZPARATE FORM FOR EACH NEW OR

RECORDS MANAGEMENT DiVISION ROCHLT ALVVRDO LivLiung
REVISED RECORD SERIES. FORWARD 7275 WATERLOO RQAD
WiTH RECORDS RETENTION SCHEDULE P.O. BQX 273
‘ PA 8 oF 3
(DGS 530-1) JESSUP, MARYLAND 20794 cz 28 or _35
1. DEFARTMENT/AGENCY 2. DIVISIioN 3. wIT

Juvenile Services

Property management

[=]
:s!nxou-m:com SEr1gs.” @ROUF oF

RELATED RECORDS NORMALLY FILED

AND USED AS A UNIT FOR

REFERENCE AS WELL AS RETENTION AND DISPOSITION PURFPOSES

4. RECORD SERIES TITLE

Fleet Management

5. EARLIEST YEAR/LATEST YEAR
1975 1o _1991

5. RECORD SERIES DESCRIPTION (BRIIPLY DEBCRIBE THE TYPES OF !NFOMTION/DOCMNTS/FOM FOUND

4N THE SERIES.

INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES]

Documents, memos, Fleet Management regulations, copies of invoices and
miscellaneous documents relative to the management of the Department Fleet.

7. RECORD SERIES FORMAT(S)
R LETTER SI1ZE U MICROFILM
O LEGAL Si1zE U CoMFUTER TAPE
0 poD BOOK O FLOPPY DISK

O VIDEO TAFE

..
{SPECIFY) ~

8. RECORD SERIES SEGQUENCE
O ALPHAEETICAL
O NUMERICAL
¥ CHRONCLOGICAL
O GEOGRAPHICAL

0 OTHER(SPECIFY)

9. VOLLME

K FILE DRA¥ER(S)

O MICROFILM REEL(S)

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

10. ANNUAL ACCUMULAT JON

R FILE DRAYER(S)
1 O MICROFILM REEL(S)
RUGBER O COMPUTER TAPE(S)
O oTHER(SPECIFY)

11.

FILE IS USED : 12. pILE BECOMES INACTIVE AFTER
8 DAILY 0 WEEKLY O MONTHLY 0 MCNTH(S) B YEAR(S)
NOREE R,
. 1
13. CURRENT LOCATION(S) (BLDG..FLOOR,RDOM) 14. 1S RECORD SERIES DUPLICATED ELSE¥YIERE? H

321 Fallsway, Mezzanine

tir ves,
O yvyeEs R NO

SPECIFY ,.GENCY OR OFFICE)

15. ACCESS RESTRICTIONS

O YES
{1r yes, ci17E LAwW(B]) & REGuLATION(S)

® No

16. AUDIT REQUIREMENTS

R NONE U STATE O FERERAL O INDEPENDENT

17.

Qyes ® No

1S AN INDEX SYSTEM USED? (1r yrsS.EXPLAIN

BRIEFLY AND DESCRIBE ANY HARDWARE/SOFTWARE )

18.

RECCVMMENDED RETENT ION

Retain for five (5) years, then destroy.

1 NAME AND TITLE OF PREPARER

Rudy Adams; Administrator

20. TELEPHONE NUMEER

- 22792-7416

21. DATE

5/3/91

DGS 5350-4 (REVISED 2/87)




SEZPARATE FORM FOR EACH NEW OR | RECORDS MANAGEMENT DIVISION AULNALT ALLURDO LYLNIURT
REV1ISED RECORD SERIES. FORWARD 72785 WATERLCO RQAD
F1TH RECORDS RETENTION SCHEDULE P.O., BOX 273 29 .
: PAGE or _35
{DGS 330-1) JESSUP, MARYLAND 20794 - _—
1. DEFARTMENT /AGENCY 2. Dlvisien 3. WNIT l
_’ Juvenile Services Deputy Secretary Inspector General :
aQ
AEF 1T10N - RECORD ERXES'A ROUP QF RELATED RECOROS NORMALLY FILED AND USED AS A UNIT FOR

NREFERENCE AS WELL AS RETENTICON AND DISPOSITION PURFOSES

4. RECORD SERIES TITLE

General Correspondence

5. EARLIEST YEAR/LATEST YEAR
1987 To 1991

1 » CRMA
5. RECORD SERIES DESCRIPT ION (nnlerY DESCRIBE THE TYPES OF INF T1ON/DOCUMENTS [FORMS FOUND

4N THE SERIES,

INCLUDE TME PURPOSE OR FUNCTION OF THKE 8!7‘.’1!5)

Correspondence, memos, copies of Department Policies and Regulationms.

7. RECORD SERIES FORMAT(S]) 8. RECORD SERIES SEQUENCE 9. VOLUME _
X LETTER SI1ZE 0 MICROFILM O ALPHAEETICAL X FILE DRAVER(S)
: O MICROFILM REEL(S)
0 LEGAL SI1ZE 0O COMFUTER TAPE O NuMERICAL 1 O COMPUTER TAPE(S)
. RUMBER

0 polnD BOOK O FLOPPY DISK B cHRONOLOGICAL ) O OTHER|SPECIFY)
Q 10 TAPE O VIDEO TAFE O GEOGRAPHICAL
D‘:LR v T = 1c 10. ANNUAL ACCUMULAT ION

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

1 O MICROFILM REEL(S)

RUMEER O COMPUTER TAPE(S)

1 riLE 1S USED ,

B pAlLY 0O wEEKLY O MONTHLY

12.

O omrER(SPECIEY)
FILE BECOMES INACTIVE AFTER Varies

_ O mMoNTH(S) N YEAR(S)

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

321 Fallsway, 2nd Floor

14. 1S RECORD SERIES DUPLICATED ELSE¥HERE?

t1r vyEs, serecirFyY saENCY OR OFFicE)
‘0 YES X No

15. ACCESS RESTRICTIONS O yEs K No
(tr yes, ci7e Law(s] & recuraTiON(S)

16. AUDIT REQUIREMENTS

B NoNE O STATE O FEDERAL O INDEPENDENT

7. 1S AN INDEX SYSTEM USED? (tr yEs.EPLAIN
BRIKFLY AND DESCRIBE ANY HARD'ARE/BOF'T'ARE)

Ovyes B NoO

18. RECCMMENDED RETENT ION

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

. 9 NAME AND TITLE OF PREPARER 20. TELEPHONE NUMEER 21. DATE
Qudy Adams, Administrator 792-7416 5/13/61 ) S

DGS 350-4 (REVISED 2/87)




ZZPARATE FORM FOR EACH NEW OR

RECORDS MANAGEMENT DIVISI1ON AUCHLT NCLUADY LY LI TUR
<EVISED RECORD SERIES. FORWARD 7275 WATERLOG RQAD
fITH RECORDS RETENTION SCHEDULE P.O. BAX 273
, : Pace .30  ofF _35
'DGS 350-1) JESSUP, MARYLAND 20794
!. DEFARTMENT/AGENCY 2. DIVISION 3. WNIT

Juvenile Services

Office of Deputy Secretary

Inspector General

-~ A GROUP QF RELATED RECORDS NORMALLY
«;!l!lT1CN~RECORD SERIES- LLY FI1LED
REFERENCE AS YFLLI AN RETENTION AND DISROS

AND USED AE A UNIT FOR
ITION PURFPOSES

RECORD SERIES TITLE

Investigations

5. EARLIEST YEAR/LATEST YEAR
1987 T0 1991

tN ‘FHE SERIES.

RECORD SERIES DESCRIPTION (BRIKFLY DEBCRIBE THE TYPKS OF IHFOMTION/DOCMNTS/FOM FOUND

INCLUDE THE PURPOSE OR FUNCTION OF THE SEFTES)

Investigations conducted by the Inspector Generals Office, of incidents, issues

relative to the Department.

. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEGUENCE 9. VOLWUME
X LETTER SI1ZE O MICROFILM O ALPHAEETICAL X FILE DRAWER(S)
- D MICROFILM REEL(S)
U LEGAL SIZE 0O COMFUTER TAPE 0 NUWERICAL 2 O COMPUTER TAPE(S)
. NUMBER
0O poUND BOOK U FLOPPY DIsK Ol CHRONCLOGICAL O OTHER(SPECIFY)
a 10 TAPE O VIDEO TAPE 0 GZOGRAPHICAL
J'Ii;sa «= 16 10. ANNUAL ACCUMULAT ION
{ SPECIFY) 0 OTHER(SPECIFY) % FILE DRAWER(S)
’ O MICROFILM REEL(S)
ROGNBER O COMPUTER TAPE(S)
O oTvER(SPECIEY )
'« FILE 1S useD ' 12. FILE BECOMES INACTIVE AFTER
® DAILY O WEEKLY O MONTHLY O mMeNTH(S)

X YEAR(S)

rokier

3. CURRENT LOCATION(S) (BLDG.,FLOCR,ROOM])

321 Fallsway, 2nd Floor

14. IS RECORD SERIES DUPL ICATED ELSEWHERE?

fir yes, srEciFY sgENCY OR OFFicE)
‘X YEs 0O No Deputy Secretary's Office

.5. ACCESS RESTRICTIONS - 0 YES B NO

{1r yEs8, ciTe LA®(S) & rEcuLaTION(S)

16. AUDIT REQUIREMENTS

R NoNE O STATE O FECERAL 0O INDEPENDENT

7. IS AN INDEX SYSTEM USEDT?T (1pr yxs.=E>PLAIN

BRIEFLY AND DESCRIBE ANY H.ARD'ARE/ SOFTRARK )

Cyes 8 nNo

18. RECCMMENDED RETENT ION

Ten (10) years then destroy

QINANE AND TITLE OF PREPARER 20.

Rudy Adams,;Admiantrator - 792-7416

TELEPHONE NUMEER

21. DATE

5/13/91

DGS 550-4 (REVISED 2/87)




ZPARATE FORM FOR EACH NEW OR | RECORDS MANAGEMENT DIVISIiON AUCALT RLLURDS LY LNITURT
REVISED RECORD SERIES. FORWARD 7273 WATERLOO ROAD .

1ITH RECORDS RETENTION SCHEDULE P.O. BOX 2753 ' ‘ 31 35

; PAGE OF _<
(DGS 350-1) JESSUP, MARYLAND 20794 —_— - 1
! . DEFARTMENT /AGENCY 2. DIVISICN 3. WNIT =
_quenil'e Services Deputy Secretary Inspector General i
o
=EF 1TION - RECORD ERIES'A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR

REFERENCE AS WELL AS RETENTION AND DISPROSITION PURFOSES

. .

4. RECORD SERIES TITLE 5. EARLIEST YEAR/LATES' YEAR

Inspections and Incidents Reports 1987 T0 _1991

BRIKFLY ‘D‘BCRI! TYPES OF INFORMATION/DOCUNT S /FORME FOUND
5. RECORD SERIES DESCRIPTION (77! £ ThE / NTs/
4N THE SERIES. ) INCLUDE THE PURPOSE OR FUNCTION OF THKE SEFIES )

Program inspection and incident report developed.

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME '
R LETTER SIZE O MICROFILM O ALPHAEETICAL R FILE DRA¥ER(S)
- B MICROFILM REEL(S)
O LEGAL S1zZE 0O COMFUTER TAPE 0O NUMERICAL 2 0 COMPUTER TAPE(S)
- NUMBER
O BOUND BOOK O FLOPPY DISK K CHRONOLOGICAL O OTHER(SPECIFY)
a 10T u} o] '
‘1;: APE VIDEO TAPE GEOGRAPHICAL 10. ANNUAL ACCLMULAT ION
a (SPECIFY) O OTHER(SPECIFY) R FILE DRAWER(S)
o ‘ O MICROFILM REEL(S)
KRUKEEE O COMPUTER TAPE(S)

O _o7r RlﬁSPe CIF’Z)
11. '

FILE 1S USED . 12. FILE BECOMES INACTIVE AFTER

10 o
R DAILY 0 WEEKLY 0 MONTHLY OREET MCNTH(S) ¥ YEAR(S)

i3. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

ti1r vyEs, serecirFy saEncy or orrice)
321 Fallsway, 2nd Floor ‘D vyEs K No

15. ACCESS RESTRICTIONS . 0 YES ® NoO 16.
{(1r yes, ciTe LAw{s) & rREGULATION(S)

AUDIT REQUIREMENTS

8 NonE U STATE O FEDERAL 0O INDEPENDENT

‘7. IS AN INDEX SYSTEM USED? (1yr yxs.mE>»PLAIN

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

Oyes A No Ten (10} years then destroy.

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

Rudy Adams, Aaminis-trator 792-7416 5/13791 -

DGS 350-4 (REVISED 2/87)




SZPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
71 TH RECORDS RETENTION SCHEDULE
(DGS 530-1)

RECORDS MANAGEMENT DIVISION
7275 WATERLOO RGAD
P.O. BOX 273
JESSUP, MARYLAND 20794

1. DEFARTHENT/AGENCY

2. DIVIsSion

Deputy Secretary

Inspector General

MUCINUT ALVUNLO LINYLINIURI
32
PAGE _© OF 35
3. WNIT

’ Juvenile Services
A GRO Q D [«]
~EF ITICN-RECORD SERIES- ROUP ¥ RELATED RECORDS NORMALLY FILED

AND USKD AS A UNIT FOR

REFERENCE AS WELL AS RETENTION AND DISFOSITION PURPOSES

4. RECORD SERIES TITLE

Child Advocacy Grievance Reports

5. EARLIEST YEAR/LATEST YEAR
1987 o 1991

' B " INFO Do s/¥ro o
s. RECORD SERIES DESCRIFTION ‘BRIIFLY DEBCRIBE THE TYPES OF 1 RMAT]ON/DOCUMENTS / FORMS FOUN

‘IN

FHE SERIES.

INCLUDE THE PURPOSE OR FUNCTION OF THE BER'!!S)

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

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEGUENCE 9. VOLLME '
X LETTER S1ZE O MICROFILM O ALPHAEETICAL R FILE DRAWER(S)
O MICROFILM REEL(S)
J LEGAL S1zE 0O COMFUTER TAPE O NUMERICAL 2 O COMPUTER TAPE(S)
N NUMBER
O BOUND BOOK 0O FLOPPY DISK B CHRONOLOGICAL . U OTHER(SPECIFY)
a o 0O ez '
t;: TAPE VIDEO TAPE GEOGRAPHICAL 0. ANNUAL ACCUMULAT jON
a {sPECIFY) ~ O OTHER(SPECIFY) R’FILE DRAWER(S)
" ! O MICROFILM REEL(S)
RUMEER U COMPUTER TAPE(S)
o] OTHER{ SPeCIFY )
‘1« FiLE 1S usED - 12. piLE BECOMES INACTIVE AFTER
DAl o we a] 10 O mMoNTH(S X YEAR(S) !
] LY EXLY MONTHLY i {s) ( |
3. CURRENT LOCATION(S) (BLDG.,FLOOR, ROOM) 14. IS RECORD SERIES DUPL ICATED ELSEWHERE? i
ti1r vyEs, serEciry raENCY OR oFrice)
321 Fallsway, 2nd Floor ‘D YES D NO
1S. ACCESS RESTRICTIONS .80 YES & NO 16. AUDIT REQUIREMENTS

{17 yes, ci1TE LAw(s) & reGuLATION(S)

B NoNE O sSTATE O FECERAL O INDEPENDENT

7.

IS AN INDEX SYSTEM USED? (1P yYRS.0:PLAIN
BRIEFLY AND DESCRIBE ANY HARDWARE/SOFTRWARE )

OCOYyEs ® nNo

18.

RECCMMENDED RETENT ION

Ten (10) years then destroy.

AND TITLE OF PREPARER 20.

Rudy -Adams, -Administratoq 792-7416

TELEPHONE NUMEER

21. DATE .-

f

5/13/91

DCS 550-4 (REVISED 2/87)




JHSTRUCTIGNS - -TYPE OR PRINT A DEFARTMENT OF GENERAL SERVICES
SEPARATE FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD 7278 WATERLOO ROAD
RECORDS RETENTION SCHEDULE P.O. BOX 278 pace 33 op 39
550-1) JESSUP, MARYLAND 20794 ———
1. DEFARTMENT/AGENCY 2. DIVISION 3. UNIT
Juvenile Services Office of Deputy Secretary Policy and Regulations

! DEF INITION -RECORD SERIES.” OROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR
: REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSES

4. RECORD SERIES TITLE  (hiof's Files ) 5. EARLIEST YEAR/LATEST YEAR
! 1988 __ TOo __1990

i .
6. RECORD SERJES DESCRIPTION (BRIIFI.Y DESCRIBE THE TYPES OF INFOMTION[DOCMNTS/FOM FOUND

N THE SERIES. . INCLUDE THE PURPOSE OR FUNCTION OF THKE 8821!8)

Correspondence, Memos, Copies of Drafts of Policies Oy Regulations, 01d Copies of
Budgets :and Miscellaneous Documents

-

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
O LETTER S1ZE O MICROFILM B ALPHAEETICAL XKFILE DRAWER(S)
O MICROFILM REEL(S}
LEGAL SIZE 0O COMFUTER TAFE O NUMERICAL 5 0O COMPUTER TAPE(S)
NUMBER 0 oTHER(SPECIFY)
O pounND BOOK 0O FLOPPY DISK O CHRONOLOGICAL, .
o 1 o o '
AUDIO TAPE VIDEO TAPE GEOGRAPH 1 CAL, 10. ANNUAL ACCUMULAT 1ON
O OTHER(SPECIFY) : O OTHER({SPECIFY) B FILE DRAWER(S)
: 1 O MICROFILM REEL(S)

RUKBER O COMPUTER TAPE(S)
O OTHER|SPECIFY)

ill.

| FILE IS USED 12. FILE BECOMES INACTIVE AFTER

. ® pAILY O WEEKLY O MONTHLY Eﬁ!ﬂ' O MONTH(S) X YEAR(S)

{ .

{ 13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?
f 321 Pallsway, Room 309, Baltimore, M4. tir yes, sPEcirY raENcY OR OFFicCE)

O YES D NoFiles of Policy & Regulations are
duplicates of . ocffical files maintained by

this unit.”

15, ACCESS RESTRICTIONS OyvEs 2 nNo 16. AUDIT REQUIREMENTS
(1" vyes, c1TE LAW(s) & rREGULATION(S)
@ NONE O STATE O FEDERAL O INDEPENDENT

17. 1S AN INDEX SYSTEM USED? [I1r YRS.E>PLAIN

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

) Three (3) years, then destroy
OYEs & No

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMEBER 21. DATE
Don Dailey, Management Analyst 333-6337 6/14/90

DGS 550-4 (REVISED 2/87)




<

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

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

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROAD
P.O. BOX 278
JESSUP, MARYLAND 207%4

]

AGENCY RECORDS INVENTORY

34

. OF

35

——

PAGE

1. DEFARTMENT /AGENCY

Juvenile Services

2. DIVISION

Office of Deputy Secretary

3. WNIT

Policy and Regulations

!
‘

DEFINIT 10N - RECORD SERIE.S-A GROUP OF RELATED RECORDS NORMALLY FILED
" REFERENCE AS WELL AS RETENTION AND DISPOS

!

4, RECORD SERIES TITLE
Surplus State Property

AND UBED AS A UNIT FOR

ITION PURFOSESN
5. EARLIEST YEAR/LATEST YEAR
1985 TO 1990

6. RECORD SERIES DESCRIPTION ‘.RIIFLYSDEIR'ICERSIBE 'nu:_ TYPES OF INFOMTION,DOCMNTB,FOM FOUND
IN FHE .

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

-

INCLUDEK

THE PURPOBE OR

FUNCTION OF THE BEFIES

7. RECORD SERIES FORMAT(S)

X LETTER S!1ZE O MICROFILM

0 LEGAL S1zE 0O COMFUTER TAPE
D‘soum BOOK 0O FLOPPY DISK
O Aupio TAPE D VIDEO TAPE

D OTHER({ SPECIFY)

8. RECORD SERIES SEQUENCE
D ALPHABETICAL
0O NUMERICAL
& cHrRonOLOGICAL
O GEOGRAPHICAL

D OTHER|SPECIFY)

9. VOLUME
B FILE DRAWER(S)
O MICROFILM REEL(S)
2 0O COMPUTER TAPE(S)
NUMBER p OTHER(SPECIFY)
10. ANNUAL ACCUMULAT ION
R FILE DRAWER(S)
1/2 O MICROFILM REEL(S)

RUMBER U COMPUTER TAPE(S)

0 OTHER(SPECIFY) |

|

1. FILE IS USED

' O pAILY

X vEEKLY

12.

O MONTHLY 10

FILE BECOMES INACTIVE AFTER
0O MONTH(S)

B YEAR(S)

e e o

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

321 Fallsway,

Room 309, Baltimore,

Md.

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

t1r vyes, sePEciry raoErncy or orrice)
0 YyEs XX nNo

15. ACCESS RESTRICTIONS

0O YES
{1r vye5, ciTE LAW(S) & REGULATION(S)

RXNO 16.

AUDIT REQUIREMENTS

G NONE O STATE D FEDERAL U INDEPENDENT

17.

0vyes &X No

1S AN INDEX SYSTEM USED? (1F YeS.EXPLAIN
BRIEFLY AND DESCRIRE ANY MARDWARE/SOFTWARE )

RECOMMENDED RETENT ION
Ten (10) years, then destroy

19. NAME AND TITLE OF PREPARER

Don Dailey, Management Analyst

20. TELEPHONE NUMBER

333-6337

21. DATE

t/14/90

DGS $50-4 (REVISED 2/87)




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

REVIEED RECORD SERIES. FORWARD

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROAD

AGENCY RECORDS INVENTORY

WITH RECORDS RETENTION SCHEDULE P.O. BOX 278 PAGE 35 oF 35
(DGS 350-1) JESSUP, MARYLAND 207954 —
1. DEFARTMENT/AGENCY 2. DIVISION 3. UNIT

Juvenile Sexrvices

Office of Deputy Secretary

Policy and Regulations

!
i
H

DEFINIT1ON -RECORD SERIES-A GROUP OF RELATED RECORDS NORMALLY F]LED
- REFERENCE AS WEKLL AS RETENTION AND DISPOS

!

. .

4. RECORD SERIES TITLE

A-95 Grant Proposals

AND USED AS A UNIT FOR

5. EARLIEST YEAR/LATEST YEAR

1985 TO 1990

|

6. RECORD SERIES DESCRIPTION (IRIIFLY DESCRIBE THII TYPKES OF INFORMATION/DOCUIENTS,FOM FOUND

THE SERIES.

INCLUDE THE PURPOSE OR FUNCTION OF THE SEFIES

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). h

7. RECORD SERIES FORMAT(S)

X LETTER SIZE O MICROFILM

O LEGAL S1ZE 0O COMFUTER TAPE
O BoUND BOOK O FLOPPY DISK
a AUIDIO TAPE D VIDEO TAPE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
O ALPHABETICAL
0 NUMERICAL
B CHRONOLOGICAL,
O GEOGRAPHICAL

O OTHER(SPECIFY) °

9. VOLUME

B FILE DRA¥WER(S)
O MICROFILM REEL(S)
2 O COMPUTER TAPE(S)

NUMBER [ OTHER( SPECIFY)

10. ANNUAL ACCUMULAT ION
£ FILE DRAWER(S)
1/2 O MICROFILM REEL(S)
RUWGEER O COMPUTER TAPE(S)

D orHER(SPECIEY )

i

!

1'- FILE 1S USED

O pAalLYy D wEEKLY

12.

OXMONTHLY 10

FILE BECOMES INACTIVE AFTER
0 MONTH(S)

BXyEAR(S)

I
L
!
[}
t
i

i

321 Fallsway, Room 309, Baltimore, Md.

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

0O YES

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

tir yes, sPECIFY saENCY OR OFFice)
B No

15. ACCESS RESTRICTIONS

a vYEs
(1Fr vyes, ci1TE LAW|s) & rEGuULATION(S)

B No 16.

AUDIT REQUIREMENTS

BNONE O STATE O n-:b:-:mu. O INDEPENDENT

17.

Dyes B no

1S AN INDEX SYSTEM USED? (ir yEs.E0PLAIN
BREIEFLY AND DESCRIBE ANY HARDWARE/SOFTWARE )

18.

RECOMMENDED RETENT ION

Ten (10) years, then destroy

19. NAME AND TITLE OF PREPARER

Don Dailey, Management Analyst

20. TELEPHONE NUMEER

333-6337

21. DATE

6/14/90

DGS 3550-4 {REVISED 2/87)




