
DGS-550-1
REV. 7/86

DEPARTMENT OF GENERAL SERVICES
Records Management Division

RECORDS RETENTION AND DISPOSAL SCHEDULE

SCHEDULE
NO. 1I4O6 - 3

PAGE
NO. 1 of 2

Department of Public Safety
and Correctional Services Division of Correction

Agency Division
Item
No. Description Retention

ADMINISTRATIVE OFFICES AREA:

ADMINISTRATIVE GENERAL CORRESPONDENCE:

Subject arrangement of original incoming
and outgoing letters and memoranda,
reports, studies, surveys, investigations,
press releases, legislative material and
other miscellaneous documents related to
the administration of the Division and its
institutions.

Manuals and Publications:

Minutes

Including, but not limited to:

a. Managing Officer Meetings
b. Warden's Staff Meetings
c. Inmate Advisory Committee Meetings
d. Union Representative Advisory Meetings

Retain for three
(3) years then
destroy. Material
relating to plan-
ning and policy
that illustrate
the development of
the Division, re-
tain permanently
for periodic
transfer to the
State Archives.

Screen annually,
destroying materi-
als not needed for
the conduct of
business. Retain
one official copy
of each publica-
tion or manual
permanently for
periodic transfer
to the State
Archives.

Retain permanent-
ly. Transfer
periodically to
the State
Archives.

Schedule Approved by Department,
Agency, or Division-Eepresentative

Signature^/ Title

Schedule Authorized by

Date State Archivist



DGS-550-1A RECORDS RETENTION AND DISPOSAL SCHEDULE
(CONTINUATION SHEET) SCHEDULE

NO. 1406 - 3
PAGE
NO. 2 of 2

Item
No. Description Retention

Legal Materials

Including, but not limited to:

a. Law suits
b. Advice of Counsel
c. Attorney General Opinions

I.D./Information Bulletin Sign-Off Sheets

Lists of employee signatures indicating
receipt of or having read institutional
directives and information bulletins.

Screen Annually.
Retain permanent-
ly for periodic
transfer to the
State Archives.

Retain for five
(5) years after
the I.D. is
rescinded, then
destroy.



INSTRUCT IONS --TYPE Oil PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD- SCRIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DOS fSO-l }

1. DEPARTMENT/AGENCY
Public Safety and
Correctional Services

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

72 7» WATERLOO ROAD
P.O. BOX 271

JESSUP, MARYLAND 207>4

2. DIVISION

Division of Correction

AGENCY RECORDS INVENTORY

PACE 1 OF O

I. UNIT

Administrative Offices

DEFINITION-RECORD SERIES'* °"°«* °" ««»«*T» « » » • NORMALLY PILED AND USED AS A UNIT FOR
REFERENCE AS BELL AS RETENTION AND DISPOSITION PURPOBKB

4. RECORD SERIES TITLE

Administrative Offices General Correspondence

! 6. RECORD SERIES DESCRIPTION (BRIEFLY DESCRIBE THE
IN THE SERIES.

TYPES OF INPORMATION/DOCUMENTS/PORM* FOUND
INCLUOB TM« PURPOSE OR FUNCTION OF THE SERIES I

Subject arrangement of original incoming
and outgoing letters and memoranda,
reports, studies, surveys, investigations
press releases, legislative material and '
other miscellaneous documents related to
the administration of the Division and its
institutions.

7. RECORD SERIES FORMAT(S)

Q LETTER SIZE ° MICROFILM

Q LEGAL SIZE • COMPUTER TAPE

° BOUND BOOK • rLOPPY DISK

Q AUDIO TAPE O VIDEO TAPE

Q OTHER(SPECIFY)

«. RECORD SERIES SE

Q ALPHABETICAL

O NUMERICAL

O CHRONOLOGICAL

• GEOGRAPHICAL

D OTHER(SPECIFY)

t. VOLUME

NUMBER

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

10. ANNUAL ACCUMULATION
• FILE DRAWER(S)
• MICROFILM REEL(S)
° COMPUTER TAPE(S)
O orrmrp(spgrirv)

I I . FILE IS USED

) i DAILY MONTHLY

1 2 . FILE ECOMES INACTIVE AFTER
• MONTH(S) O YEAR(S)

IS. CURRENT LOCATION(S) ( .FLOOR .ROOM) 14. IS RECORD SERIES DUPLICATED ELSEWHERE?
(IF YES, SPECIFY AflEKCY OR OFFICE)
a YES • NO

1 9 . ACCESS RESTRICTIONS • YES ° NO
( I F YES, CITE L A W ( S ) • RSailLATION(s)

16. AUDIT REQUIREMENTS

• NONE M STATE O FEDERAL ° INDEPENDENT

17. IS AN INDEX SYSTEM USEDf (IP YES.EXPLAIN
BRIEFLY AND DESCRIBE: ANY HARDBARE./SOFTWARE)

a YES a NO

I». NAME AND TITLE OF PREPARER

Myles Carpeneto, Director of
Procurement Services

18. RECOMMENDED RETENTION
Retain for three
(3) years then
destroy. Material
relating to plan-
ning and policy
that illustrate
the development of

the Division, re-
tain permanently
for periodic
transfer to the
State Archives.

20. TELEPHONE NUMBER

(301) 764-4113

21 . DATE

DCS 530-4 (REVISED 2/S7)



1NSTRUCT1QMS-•TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DOS IBO-I )

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

727$ WATERLOO ROAD
P.O. BOX 271

JESSUP, MARYLAND X07»4

AGENCY RECORDS INVENTORY

PAGE OF O

1. DEPARTMENT/AGENCY
Public Safety and
Correctional Services

2. DIVISION

Division of Correction

S. UNIT
Administrative Offices

DEFINITION-RECORD SERIES A OROUP OP RSLA'

REFERENCE AS EELL
tTED RECORDS NORMALLY PILED AND USED AS A UNIT FOR

AS RETENTION ANO DISPOSITION PUB»«M» •_

4. RECORD SERIES TITLE Administrative Offices General
Correspondence Manuals and Publications

9. RECORD SERIES DESCRIPTION (•"l«Fl-r DMCRIBB THE TYPES OP INPORMATION/DOCUMENTS/PORMS POUND
IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OP THE SERIES

i

Subject arrangement of original incoming
and outgoing letters and memoranda,
reports, studies, surveys, investigations,
press releases, legislative material and
other miscellaneous documents related to
the administration of the Division and its
institutions.

7. RECORD SERIES FORMAT(S)

O LETTER SIZE • MICROFILM

O LEGAL SIZE • COMPUTER Tv

O BOUND BOOK ° FLOPPY DISK

O AUDIO TAPE Q VIDEO TAPE

O OTHER(SPECIFY)

•. RECORD SERIES t

O ALPHABETICAL

• NUMERICAL

a CHRONOLOGICAL

O GEOGRAPHICAL

• OTHER!SPECIFY)

VOLUME
° FILE DRAWER(S)
• MICROFILM REEL(S]
O COMPUTER TAPE(S)
B OTHER!SPECIFY)

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

II . FILE IS USED

)6 DAILY O MONTHLY

'** FILE BECOMES INACTIVE AFTER
• MONTH(S) a YEAR(S)

CURRENT LOCATION!S) ( 14. IS RECORD SERIES DUPLICATED ELSEWHERET
tlP VCI, SPKCIPY /.OBNCY OR O P P I C K )

a YES o NO

IS. ACCESS RESTRICTIONS O YES O NO
( IP YM, CITS LAW(B) * RBaULATION(s)

16. AUDIT REQUIREMENTS

• NONE )£, STATE ° FEDERAL ° INDEPENDENT

17. IS AN INDEX SYSTEM USEDT { ip YK«.KXPLAIN

•RIBPLY AKD D M C R I U ANY HARDWARK/SOPTWARK)

o YES a NO

It. RECOMMENDED RETENTION

Screen annually,
destroying materi-
als not needed for
the conduct of
business. Retain
oone official copy

of each publica-
tion or manual
permanently for
periodic transfe
to the State
Archives.

I». NAME AND TITLE OP PREPARER

Myles Carpeneto, Director of
Procurement Services

20. TELEPHONE NUMBER

(301) 764-4113

21 . DATE

_

DCS 3 S 0 - 4 (REVI a/«7)



INSTRUCTIQNS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION
(DOS BBO-t )

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7271 WATERLOO ROAD
P.O. BOX 271

JESSUP, MARYLAND 207M

AGENCY RECORDS INVENTORY

PAGE or s
I. DEPARTMENT/AGENCY
Public Safety and
Correctional Services

2. DIVISION

Division of Correction

I. UNIT
Administrative Offices

DEFINITION-RECORD SERIES A OROUP OP RELATED RECORDS NORMALLY PILED AND USED AS A UNIT POR
REFERENCE AS BELL AS RETENTION AND DHHHITIMI

1 4. RECORD SERIES TITLE Administrative Offices General
, Correspondence Minutes

I ». RECORD SERIES DESCRIPTION (

Minutes

•RIKPLY DESCRIBE THS
•IN THE SERIES.

TYPES OP INPORMATION/DOCUMENTS/PORMS POUND
INCLUDE TMK PURPOSE OR FUNCTION OP TH« BE PI I

Including, but not limited to:

a. Managing Officer Meetings
b. Warden's Staff Meetings
c. Inmate Advisory Committee Meetings
d. Union Representative Advisory Meetings

7. RECORD SERIES FORMAT(S)

• LETTER SIZE ° MICROFILM

• LEGAL SIZE ° COMPUTER TAPE

• BOUND BOOK O FLOPPY DISK

O AUDIO TAPE O VIDEO TAPE

• OTHER(SPECIFY)

•. RECORD SERIES SE

• ALPHABETICAL

O NUMERICAL

• CHRONOLOGICAL

• GEOGRAPHICAL

O OTHER(SPECIFY)

». VOLUME
• FILE DRAWER(S)
Q MICROFILM REEL(S)

______ O COMPUTER TAPE(S)
" " " " D OTHER(SPECIFY)

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

II . PILE IS USED

Q DAILY MONTHLY

>2. FILE BECOMES INACTIVE AFTER
• MONTH(S) Cl YEAR(S)

13. CURRENT LOCATICN(S) ( 14. IS RECORD SERIES DUPLICATED ELSEWHERE?
tip vn, «P*CIPV /.OCNCY OR OPPICS)

a YES a NO

IS. ACCESS RESTRICTIONS • YES • NO
( IP VU. CITB LAW(s) A RBOULATION(S)

16. AUDIT REQUIREMENTS

Q NONE "̂ STATE • FEDERAL INDEPENDENT

17. IS AN INDEX SYSTEM
BRIEFLY AND DKSCRI

a YES • NO

* {IP YKS.EXPLAIN
ANY HARDBARK/SOFTWARE)

IS. RECOMMENDED RETENTION

Retain permanent-
ly. Transfer
periodically to
the State
Archives.

19. NAME AND TITLE OF •ARER

Myles Carpeneto, Director of
Procurement Services

21. DATE

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



INSTRUCT IQNS- -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DOS •S 0 - 1 )

1 . DEPARTMENT/AGENCY
Public Safety and
Correctional Services

DEPARTMENT OF GENERAL. SERVICES
RECORDS MANAGEMENT DIVISION

7271 WATERLOO ROAD
P.O. BOX 271

JESSUP, MARYLAND 207*4

2. DIVISION

Division of Correction

AGENCY RECORDS INVENTORY

PACE T OF S

S. UNIT

Administrative Offices

DEFINITION-RECORD SERIES A OROUP OP RELATED RECORDS NORMALLY PILED AND USED AS A UNIT FOR
REFERENCE AS H U . AS RETENTION AND DISPOSITION PUIIWim

| 4. RECORD SERIES TITLE Administrative Offices General
, Correspondence Legal Materials

I «. RECORD SERIES DESCRIPTION (BRIEFLY DESCRIBE THE
IN THE SERIES.

TYPES Or INPORMATION/DOCtMEMTS/PORMS FOUND
INCLUDE THE PURPOSE OR FUNCTION OP THE SERIES

Legal Materials

Including, but not limited to:

a. Law suits
b. Advice of Counsel
c. Attorney General Opinions

7. RECORD SERIES FORMAT(S)

• LETTER SIZE O MICROFILM

a LEGAL SIZE • COMPUTER TAPS

a BOUND BOOK O FLOPPY DISK

O AUDIO TAPE D VIDEO TAPS

D OTHER(SPECIFY)

SERIES t

• ALPHABETICAL

O NUMERICAL

• CHRONOLOGICAL

• GEOGRAPHICAL

O OTHER(SPECIFY)

t.
• FILE DRAWER(S)
• MICROFILM REEL(S)
• COMPUTER TAPE(S)
• OTHER(SPECIFY)

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

II . FILE IS USED

0 DAILY WEEKLY MONTHLY

12. FILE ECOMES INACTIVE AFTER
• MONTH(S) a YEAR(S)

IS. CURRENT LOCATICN(S) ( 14. IS RECORD SERIES DUPLICATED ELSEWHERET
tlP VM, SPECIFY /.OENCY OR OFFICE)
• YES O NO

IB. ACCESS RESTRICTIONS • YES • NO
(IP YES, CITE LAW(a) * RBOULATI ON ( S)

16. AUDIT REQUIREMENTS

O NONE P'STATE ° FEDERAL ° INDEPENDENT

17. IS AN INDEX SYSTEM USEDf (|p YES.EXPLAIN
BRIEFLY AND DESCRIBE) ANY HARDWARE./SOFTWARE i

o YES a NO

IS. RETENTION

Screen Annually.
Retain permanent-
ly for periodic
transfer to the
State Archives.

19. NAME AND TITLE OF PREPARER

Myles Carpeneto, Director of
Procurement Services

20. TELEPHONE NUMBER

(301) 764-4113

21. DATE

DCS SSO-4 (REVISED 2/S7)



If JSTRUCT IQMS- -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION
(DOS 150-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7X71 WATERLOO ROAD
P.O. BOX 271

JESSUP, MARYLAND 207t4

AGENCY RECORDS INVENTORY

PACK S
1. DEPARTMENT/AGENCY
Public Safety and
Correctional Services

2. DIVISION

Division of Correction

S. UNIT

Administrative -Offices

DEFINITION-RECORD SERIES * O" O U' O|r RECORDS NORMALLY FILBO AND MID AS A UNIT FOR
*• EEU. AS RETENTION AND DI EPOS IT I Oti >u.»i»«

4. RECORD SERIES TITLE Administrative Offices General
Correspondence I.D./Information Bulletin Sign-Off Sheets

f. RECORD SERIES DESCRIPTION (•"IBFUr OMCRIBB THE TYPES OP INPORMATION/DOCUtBENTS/PORMS POUND
IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OP TUB SBPTtBI

I.D./Information Bulletin Sign-Off Sheets

Lists of employee signatures indicating
receipt of or having read institutional
directives and information bulletins.

7. RECORD SERIES FORMAT(S)

• LETTER SIZE • MICROFILM

Q LEGAL SIZE O COMPUTER TAPE

• BOUND BOOK O FLOPPY DISK

• AUDIO TAPE O VIDEO TAPE

O OTHER(SPECIFY)

•. RECORD SERIES C

O ALPHABETICAL

• NUMERICAL

D CHRONOLOGICAL.

• GEOGRAPHICAL

a OTHER(SPECIFY)

t. VOLt

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

NUMBER Q OTHER!SPECIFY)

10. ANNUAL ACCUMULATION

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

II. FILE IS USED

tt DAILY MONTHLY

12. FILE [COMES INACTIVE AFTER

• MONTH(S) Q YEAR(S)

13. CURRENT LOCATION!S) ( . (FLOOR!ROOM) 14. IS
tl

a YES

SERIES DUPLICATED ELSEWHERET
•PKCIPY S.OKNCY OR OFFICE)

a NO

IS. ACCESS RESTRICTIONS • YES • NO
(IF YEB, CITE UAW(S) * REGULATION!S)

l«. AUDIT

a

REQUIREMENTS

)i STATE O FEDERAL ° INDEPENDENT

17. IS AN INDEX SYSTEM USEDT (|F VBS.BXPLAIN
BRIBPLY AND OBSCRIBB ANY HAROBARB./SOFTWARE)

o YES a NO

I t . RETENTION

Retain for five
(5) years after
the I.D. is
rescinded, then
destroy.

|l». NAME AND TITLE OF PREPARER

Myles Carpeneto, Director of
Procurement Services

DCS 3S0-4 (REVISED 2/«7)



This inventory was isolated from its retention schedule and we have not been able to find
the exact retention schedule that matches the unit. However, it seems that many of the
records covered in this inventory would be under Administration and thus it is being
placed with this schedule due to it being the most closely related.

-June 5, 2007



INSTRUCT IONS- -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SCRIES. FORWARD
wi-m nccoons BC-nafriON «C»*mjLE
(DOS SBO-I)

| 1. DCFARTMENT/AGENCY
r Public Safety and
1 Correctional Services

DEPARTMENT OF GENERAL. SERVICES
RECORDS MANAGEMENT DIVISION

7271 WATERLOO ROAD
P.O. BOX Z7I

JESSUP, MARYLAND 2Q7M

2. DIVISION

Division of Correction

AGENCY RECORDS INVENTORY

PACK / OF »-*

I. UNIT

Strategic Planning

DEFINITION-RECORD SERIES-* " ° 1 ' O r •«•**•» RECORDS NORMALL* FILKD AND USKD AS A UNIT row
RKFKRgNCK. AS SKU. AS RKTKNTION AND DISPOSITION PURMIH

4. RECORD SERIES TITLE
Strategic Planning State Capital Project Files

•. RECORD SERIES DESCRIPTION (•RIBPLV DKSCRISK TKK
•IN THE SERIES.

TYPKS Or INFORMATION/DOCUMENTS/FORMS FOUND
INCLUDK TM« PURPOSE OR FUNCTION OF TUB SCRIES)

This file includes capital project files,
all State correctional facilities and local
jails, miscellaneous correspondence files,
vendor/construction literature files and
capital budget material.

State Capital Project Files

Project Approval
Site Plans
Change Orders
Progress Meeting Minutes

7. RECORD SERIES FORMAT(S)

• LETTER SIZE • MICROFILM

• LEGAL SIZE • COMPUTER TAPE

O BOUND BOOK • FLOPPY DISK

• AUDIO TAPE O VIDEO TAPS

• OTHER(SPECIFY)

•. RECORD SERIES I

O ALPHABETICAL

• NUMERICAL

O CHRONOLOGICAL

• GEOGRAPHICAL

Q OTHER(SPECIFY)

» . VOLUME

NTSRSER*

I
0 FILE DRAWKR(S)
Q MICROFILM REEL(S)
D COMPUTER TAPE(S)
• OTHER{SPECIFY)

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

It . FILE IS USED

%. DAILY MONTHLY

12. FILE BECOMES INACTIVE AFTER
• MONTH(S) • YEAR(S)

IS. CURRENT LOCATION(S) ( ,FLOOR.ROOM) 14. IS RECORD SERIES DUPLICATED ELSEWHERE?
tlF VCS, SPKCIFV AOKNCY OR OFFICS)
O YES ° NO

IB. ACCESS RESTRICTIONS • YES ° NO
( I F VKS, CITS LAW(S) * RMULATION(S)

If. AUDIT REQUIREMENTS

• NONE ^ STATE ° FEDERAL ° INDEPENDENT

17. IS AN INDEX SYSTEM USED* ( IF VKS.UCFLAIN
•RIKFLV AKO DCKRIII AKT HARDBARK/SOFTWARK)

a YES a NO

It. RETENTION Retain for five
(5) years after
project comple-
tion, then trans-
fer to the State
Archives for per-
manent retention

. NAME AND TITLE OF PREPARER

Myles Carpeneto, Director of
Procurement Services

20. TELEPHONE NUMBER

(3Q1) 764-4113

21. DATE

DCS 330-4 (REVI



INSTRUCT I QMS • • TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISES RECORD SERIES. FORWARD
WITH RECORDS RETENTION
(DOS >>0"l )

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7271 WATERLOO ROAD
P.O. BOX 271

JESSUP. MARYLAND Z07M

AGENCY RECORDS INVENTORY

PACE s
I. DCFARTMENT/J

Public Safety and
Correctional Services

2 . DIVISION

Division of Correction

3. UNIT

Strategic Planning

DEFINITION•RECORD SERIES A aiteup or RSLATKD CORDS NOMUU.V riLKD AND USBO AS A UNIT FOR
AS RKTWNTION AND BI «PO« IT I ON W W P f l m

4 . RECORD SERIES TITLE

Strategic Planning Local Jail Capital Project Files

I «. RECORD SERIES DESCRIPTION (
BIIIBri-r OSSCIIISB THS TVPBS or
IN THE SERIES.

INFORMATION/DOCUMENTS/FORMS POUND
INCLUDE THS PURPOSE OR FUNCTION OF THK SBR1ES)

Local Jail Capital Project Files:

Project Approval
Site Plans
Progress Meeting Minutes
General Correspondence
Miscellaneous - i.e., letters, memos,
Program and Program Addenda

7. RECORD SERIES FORMAT(S)

• LETTER SIZE ° MICROFILM

O LEGAL SIZE • COMPUTER TAPE

• BOUND BOOK • FLOPPY DISK

Q AUDIO TAPE O VIDEO TAPE

O OTHER(SPECIFY) -

SERIES I

O ALPHABETICAL

O NUMERICAL

a CHRONOLOOICAL

• GEOGRAPHICAL

• OTHER(SPECIFY)

t. VOLUME {

a FILE DRAWER!S)
• MICROFILj| REEL(S)
D COMPUTER TAPE(S)

NUMBS* Q OTHER (SPECIFY)

10. ANNUAL ACCUMULATION

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

II . FILE IS USED

O DAILY MONTHLY

12. FILE BECOMES INACTIVE AFTER

• MSNTH(S) a YEAR(S)

IS. CURRENT LOCATION!S) ( .FLOOR,ROOM) 14. IS RECORD SERIES DUPLICATED ELSEWHERET

tlP YKS, SPKCIFV AOKNCY OR OFFICS)

a YES a NO

IS. ACCESS RESTRICTIONS O YES O NO

( IF YKS, CITB LAW(s) A RBOULATI ON ( •)
IC. AUDIT REQUIREMENTS

O NONE J* STATE O FEDERAL ° INDEPENDENT

17. IS AN INDEX SYSTEM

•RIBPLV AKD DKSCR

O YES O NO

(IP VSStKXPLAIN
ANY HARDBARK/SOPTWARB)

IS.
• Retain for five

RETENTION (5) years after
project comple-
tion, then trans-
fer to the State
Archives for
permanent
retention.

k i t . NAME AND TITLE OF >ARER

Myles Carpeneto, Director of
Procurement Services

21 . DATE

OSS 330-4 (REVI 2/«7)



INSTRUCT IQNS • • TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION
(DOS 800-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7X71 WATERLOO ROAD
P.O. BOX 271

JESSUP, MARYLAND 20714

AGENCY RECORDS INVENTORY

PACK

I. DEPARTMENT/AGENCY
Public Safety and
Correctional Services

2. DIVISION

Division of Correction

J. UNIT

Strategic Planning

DEFINITION-RECORD SERIES-
O r "•«-*T«D RKCOROS NORMALLY FILCD AMD N I B A* A UNIT FOR

RKFKRKWCK AS «»LL A» RTKHTIOH AND DI»PO»ITICm PUMf l lM

| 4 . RECORD SERIES TITLE

' Strategic Planning Vendor/Construction Literature Files

• . RECORD SERIES DESCRIPTION {•"'•rur « • « » « ™ « TVFM OF" INFORMATION/OOCUMBNTS/FORMS FOUND
IN THE SERIES. IMCLUOK TM« PURPOSE OR FUNCTION OF TUB •«PTtK«J

Vendor/Construction Literature Files;

Pamphlets
Packets of Material
Literature
Printed Articles
Letters

7. RECORD SERIES FORMAT(S)

• LETTER SIZE ° MICROFILM

O LEGAL SIZE ° COMPUTER TAPE

• BOUND BOOK ° FLOPPY DISK

• AUDIO TAPE O VIDEO TAPE

O OTHER(SPECIFY)

•. RECORD SERIES SE

O ALPHABETICAL

• NUMERICAL

B CHRONOLOGICAL

• GEOGRAPHICAL

• OTHER(SPECIFY)

I. VOLUME

a FILE DRAWtR(S)
• MICROFILM] REEL(S)
O COMPUTER TAPE(S)
Q

10. ANNUAL ACCUMULATION
• FILE DRAWER(S)
a MICROFILM REEL(S)
B COMPUTER TAPE(S)
a

II. FILE IS USED

• DAILY ° MONTHLY

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

IS. CURRENT LOCATION!S) ( 14. IS RECORD SERIES DUPLICATED ELSEWHERET
tlF VKS, «PKCIPY /.OKNCV OR OFFICS)
° YES • NO

IS. ACCESS RESTRICTIONS O YES • NO

(IF ro, CITS LA*(S) * RMULATION(«)
16. AUDIT REQUIREMENTS

• NONE f- STATE ° FEDERAL ° INDEPENDENT

17. IS AN INDEX SYSTEM USEDT ( IF VKS.UCFUAIN
BRIKFLV AKO D H C R W ANY MAROBARK/•OFTWARK)

a YES a NO

it. RETENTION

Review annually
and destroy
obsolete material

l». NAME AND TITLE >ARER

Myles Carpeneto, Director of
Procurement Services

21. DATE

_

DCS 330-4 (REVISED 2 / « 7 )



INSTRUCT IONS--TYPE OR PRINT A
SEPARATE raw FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DOS >IO-I)

t. DEPARTMENT/AGSNCY
Public Safety and
Correctional Services

DEPARTMENT OF GENERAL. SERVICES
RECORDS MANAGEMENT DIVISION

7271 WATERLOO ROAD
P.O. BOX 271

JESSUP, MARYLAND 207t4

2. DIVISION

Division of Correction

AGENCY RECORDS INVENTORY

4 S
PAGE J OF J

I. UNIT

Strategic Planning

DEFINITION-RECORD SERIES-" ——•- O r «•»-»*»» RECORDS NORMALLY FILED AND USEO AS A UNIT FOR
REFERENCE AS BELL AW RETENTION AND DISPOSITION W M M I M

4. RECORD SERIES TITLE
Strategic Planning Miscellaneous Correspondence Files

I ». RECORD SERIES DESCRIPTION (BRIEFLY DBBCRIBB THE TYPES OF
IN THE SERIES. INCLUOS

INFORMATION/DOCUMENTS/FORMS FOUND
THE PURPOSE OR FUNCTION OF THE f

Letters
Memos
Reading Literature
Meeting Minutes
Publications
Division of Correction Regulations
Division of Correction Information
Bulletins
Policies
Reports

7. RECORD SERIES FORMAT(S)

• LETTER SIZE • MICROFILM

O LEGAL SIZE • COMPUTER TAPE

• BOUND BOOK O FLOPPY DISK

• AUDIO TAPE D VIDEO TAPE

a OTHER(SPECIFY)

SERIES I

° ALPHABETICAL

O NUMERICAL

• CHRONOLOGICAL

a GEOGRAPHICAL

0 OTHER(SPECIFY)

S. VOLUME
O PILE DRA«ER(S)
° MICROFIUp REEL(S)
0 COMPUTER TAPE(S)

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

II. FILE IS USED

O DAILY MONTHLY

'*• FILE BECOMES INACTIVE AFTER
O MONTH(S) • YEAR(S)

13. CURRENT LOCATION!S) ( 14. IS

tir
a

SERIES DUPLICATED ELSEWHERET
SPECIFY AOBNCT OR OFFICE)

• NO

IS. ACCESS RESTRICTIONS Q YES • NO
(ir YES, CITE LAB(S) * R M U L A T I O N I S )

1C. AUDIT REQUIREMENTS

• NONE }B>STATE ° FEDERAL ° INDEPENDENT

17. IS AN INDEX SYSTEM
BRIEFLY AKO DESCR

O YES • NO

* ( IP YES.EXPLAIN
ANY HARDBARK/SOFTWARE)

IS. RETENTION

Review annually
and destroy obso-
lete material.

. NAME AND TITLE OF PREPARER

Myles Carpeneto, Director of
Procurement Services

21. DATE

DCS 350-4 (REVISED 2/S7)



•INSTRUC7 IONS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
•ITM RECORDS BKTKMTIflfU O O ^ ^ I U
(DOS S I O - I )

1. DEPARTMENT/AGENCY
Public Safety and
Correctional Services

DEPARTMENT OF GENERAL. SERVICES
RECORDS MANAGEMENT DIVISION

7271 WATERLOO ROAD
P . O . BOX 271

JESSUP. MARYLAND 2 0 7 * 4

2 . DIVISION

Division of Correction

AGENCY RECORDS INVENTORY

PACE O or £

S . UNIT

Strategic Planning

DEFINITION-RECORD SERIES'
RBPKRBNCK

OF RELATED RECORD* NORMALLY FILED AND USED A* A UNIT FOR
AS BELL AS RETENTION AND

4. RECORD SERIES TITLE

Strategic Planning Capital Budget Material Files

I «. RECORD SERIES DESCRIPTION {BRIEFLY DESCRIBE TKS
•IN TIC SERIES.

Capital Budget Material Files:

TYPE* Or INFORMATION/DOCUMENTS/FORMS POUND
INCLUDE THB PURPOSE OR FUNCTION OF THE linill

Letters
Memos
Capital Budget Forms (A, C, Cost Esti-
mate Worksheet and Equipment and
Furnishing Request)

Handwritten Notes
Site Plans

7 . RECORD SERIES FORMAT(S)

• LETTER SIZE O MICROFILM

O LEGAL SIZE • COMPUTER TAPE

• BOUND BOOK ° FLOPPY DISK

' O AUDIO TAPE O VIDEO TAPE

• OTHERfSPECIFY)

S . RECORD SERIES SEQUENCE

O ALPHABETICAL

O NUMERICAL

• CHRONOLOOICAL

• GEOGRAPHICAL

O OTHER(SPECIFY)

1 1 * FILE IS USED

O DAILY J&. WEEKLY ° MONTHLY

; I S . CURRENT LOCATION!S) (BLDG. .FLOOR.ROOM)

1 8 . ACCESS RESTRICTIONS • YES ° NO
( I F YES, CITE LAW(S) • RMULATION(S)

1 7 . IS AN INDEX SYSTEM USEDT ( IP vu .BXPLAIN
BRIEFLY AND DSSCR4W ANY KARDBARs/BOPTBARE )

a YES a NO

k i t . NAME AND TITLE OF PREPARER

Myles Carpeneto, Director of
Procurement Services

t
1 . VOLUME I

O FILE DRAWER(8)
0 MICROFILfl REEL(S)

^ ^ O COMPUTER TAPE! S )
w O OTHER!SPECIFY)

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

fiumnr ° COWVTER TAPEIS)
a flffWrplRPFrirvi

' * ' FILE BECOMES INACTIVE AFTER
_ _ _ _ _ O MONTH(S) Q YEAR(S)

1 4 . IS RECORD SERIES DUPLICATED ELSEWHERET
t l F YKS, SPECIFY AOEKCY OR OFFICE)

a YES o NO

l « . AUDIT REQUIREMBKTS

a NONE E S T A T E a FEDERAL a INDEPENDENT

I t . RECCtMENDKD RETENTION

Retain for five
(5) years, then
transfer to the
State Archives
for permanent
retention.

2 0 . TELEPHONE NUMBER

(301) 764-4113

2 1 . DATE

DCS 3 5 0 - 4 (REVI


