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RECORDS RETENTION AND DISPOSAL SCHEDULE NO. 1 of 2
Department of Public Safety
and Correctional Services Division of Correction

Agency Division

Item
No. Description Retention

FOOD SERVICES AREA:

This series includes all standard State
Food Service forms as well as supporting
documents necessary for special and general
operating procedures of the Food Service
department.

Changes in record format may not neces-
sarily require change in the retention
schedule. However, should the scope and
content of the record be altered or modi-
fied, the schedule may be amended to re-
flect such changes.

Each agency will use all or some of the
following records governed by the retention
schedule as indicated:

1.| ADEQUACY OF DIET SERIES:

A. RD Certification Retain for three

B. Master copy of 5-Week menus for each (3) years and
fiscal year until all audit

C. Master copy of 5-Week diet menus for requirements have
each fiscal year been fulfilled,

D. Medical diet orders then destroy.

E. Memos of religious diets and religious

diet requests
F. Food Production worksheets

2.| GENERAL RECORDS FOR MONITORING FOOD
SERVICE SERIES:

A. Annual Health Inspection Records Retain for three

B. Medical Screening Records - Dietary (3) years and
Staff and Inmate Workers until all audit

C. Weekly Sanitation Inspection Reports requirements have

Agency, or Division Representative
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RECORDS RETENTION AND DISPOSAL SCHEDULE

SCH%?U E
NO. 1406 - 11

PAGE
NO. 2 of 2
‘ Item :
No. Description Retention
D. Daily Meals Temperature Sheets been fulfilled,
E. Dietary Pickup Sheets for Satellite then destroy.
Institutions
F. Memos on Satellite Food Service
G. Segregation & Protective Custody
Issuing Sheets
H. Hospital Cart Sheet
I. Utensil Control Sheets - Class A and B
Tools
- J. Work Order Request For Repair of Food
Service Equipment
3.] SPECIAL DIETARY RECORDS:
Reports of audits conducted by person(s) Retain for three
or agencies other than Legislative Audits (3) years and un-
(MCCS, etc.) til all audit re-
quirements have
been fulfilled,
then destroy.
4. | DIETARY PERSONNEL RECORDS:
‘ A. Monthly Dietary Work Schedule Retain for three
B. Request for leave forms (3) years and un-
C. Secondary copies of infraction and til all audit re-
disciplinary measures on Correctional quirements have
Officers been fulfilled,
then destroy.
5.| DIETARY PURCHASING RECORDS AND FINANCE:
A. Monthly Dietary Food Cost Report Retain for three
B. Memos to Managing Officers regarding (3) years and un-
food cost, enhancement, expenditures, til all audit re-
etc. quirements have
C. Donable Records and allocations been fulfilled,
D. Overtime sheets (secondary copies) then destroy.
E. Verification for Self-help group
purchases
F. Request For Purchase Form




| ISTRVGTIQNS- - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEY OR
REVISED RECORD SERIKES. FOREARD
WiTH RECORDS RETENTION SCHEDULE
{DGS $80-1)

P.ol

DEFPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7273 WATERLOO ROAD

BOX 273
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY
pace _|_or 5

1. DEPARTMENT/AGENCY "2. DIVISION
Public Safety and

Correctional Services

Division of Correction

3. UNIT
Food Service

DEFINITION-RECORD SERIES-? OMOUP OF RELATED RECORDS NORMALLY FILED
REFERENCE AS RELL AS RETENTION AND DISPORITION PURPOSES

4. RECORD SERIES TITLE

' Food Service Adequacy of Diet Series

AND USED AS A UNIT FOR

8. EARLIEST YEAR/LATEST YEAR
TO

A. RD Certification

, fiscal year

C.
each fiscal year

D. Medical diet orders

This series includes all standard State Food Service forms as well as supporti
necessary for special and general operating procedures of the Food Service department.

¢. RECORD SERIES DESCRIPTION ‘IRIIPLV DESCRIBE THE TYPES OF INFOMTION/DOCMTIIPOM FOUND

INCLUDRE YHE PURPOSE OR FUNCTION OF JH- sxries)
ng docu

ments

B. Master copy of 5-Week menus for each

Master copy of 5-Week diet menus for

0 LEGAL S1ZE 0 COMFUTER TAPE
D BOUND BOOK O FLOPPY DISK

O NUMERICAL

0 AUDIO TAPE 0O VIDEO TAPK
O OTHER(SPECIFY) )

O CHRONOLOGICAL
O GEOGRAPHICAL
C OTHER(SPECIFY)

E. Memos of religious diets and religious
diet requests
7. RECORD SKRIES FORMAT{S) 8. RECORD SERIES SEQUENCK ». VOLUME E
O LETTER S12ZE O MICROFILM O ALPHAEETICAL O FILE DRAYER{S)
O MICROFILN REEL(S)

O COMPUTER TAPE(S)

ROMSEN O OTHER(SPECIFY)

10. ANNUAL ACCUMULAT ION

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

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

| 11. w1z 1S usED

A oay 0 wmay O MONTHLY
-

12. piLE BECOMES INACTIVE AFTER .

SR O MONTH(S) O YEAR(S)

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

14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?

i1 vyxs, sreciPY samNcY OR OPFICE)
Qvyxs O nNO

13. ACCESS RESTRICTIONS ‘Cyes O nNO
{i» ves, ciTx Lawis) & mEouLATION!S)

16. AUDIT REQUIRIMENTS

0O NONE ﬁLSUWI O FEDERAL 0O INDEPENDENT

17. IS AN INDEX SYSTEM USED?T {1r vRS.RXPLAIN

BRIEFLY AKD DESCRIAR ANY MARDBARK/SOFTWARK )

QyeEs O NO

18. RECOMMENDED RETENT LCH
Retain for three
(3) years and
until all audit
requirements have
peen fulfilled,
then destroy-

‘n. NAME AND TITLE OF PREPARER 20.

Myles Carpeneto, Director of
Procurement Services

(301) 764-4113

TELEPHONKE NUMEER

21. DATE

Shh

DGS 3530-4 (n:Vlsni 2/87)
3




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

REVISED RECORD SERIES.

(0GB 830-1)

FORWARD
WiITH RECORDS RETENTION SCHEIDULE

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
727% WATERLOO ROAD
P.O. BOX 273
JESSUP, MARYLAND 2079%4

AGENCY RECORDS INVENTURY

pace A or 5

1. DEPARTMENT/AGENCY
Public Safety and
Correctional Services

o

2. DIVISION

Division of Correction

3. UNIT
Food Service

DEF INIT 1 ON - RECORD aRlu.A GROUP OF RELATED RECORDS NORMALLY PILED

i[" RECORD SERIES TITLE

REFERENCE AS WELL AS RETENTION AND DISPOS

‘ Food Service General Records for Monitoring Food Service

AND USED AS A UNIT FoR
LILION PURPOSES :

8. EARLIEST YEAR/LATEST YEAR

TO

| . RECORD SERIES DESCRIPTION (™!
4N THE SERIES.

A.
B.

EPFLY DESCRIBE THE TYPES OF INFORMAT! ON[DOCMTI/ FORMSE FOUND

Annual Health Inspection Records

Medical Screening Records - Dietary
Staff and Inmate Workers

C. Weekly Sanitation Inspection Reports

INCLUDE THNE PURPOSE OR FUNCTION OF THE BEFIES )

7. RECORD SERIES FORMAT(S)
0 LETTER SI1ZE O MICROFILM
‘0 LEGAL SI1ZE U COMFUTER TAPT

O BOUND BOOK 0O FLOPPY DISK

O AUDIO TAPE 0O VIDEO TAPK
O OTHER(SPECIFY) ..

8. RECORD SERIES SEQUENCKE
0 ALPHAEKTICAL
0 NUMERICAL
O cHRONOLOGICAL,

) E
5. VOLUMK v

O rFiLE DHA:- (8)
O MICROF1 REEL(S)
0 COMPUTER TAFE(S)

EG“E'IJOﬂIRUFEC"Y)

O GEOGRAPHICAL
‘0 OTHER(SPECIFY)

10. ANNUAL ACCUMULAT ION
O FILE DRAWER(S)
C MICROFILM REEL(S)
RUNSEW C COMPUTER TAPE(S)

O oTvER(SPECIFY)

FILE IS USED

froaiLy

!ll.

0 wmay

u

O MONTHLY _RUBERY

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

FILE BECOMES INACTIVE AFTER
O MONTH(S)

O YEAR(S)

Oves D nNO

14. 1S RECORD SERIKS DUPL ICATED ELSEWHERE?
tir YES, SPECIFY JGENCY OR orrice)

18. ACCESS RESTRICTIONS

“a YRS
(1r vyEs, c1TE LawW(S) & REGuULATION(S)

0 Nno

16. AUDIT REQUIREMENTS

0 NoNK 1Lsuw1 O FEDERAL 0O [NDEPENDENT

17. 1S AN INDEX SYSTEM USED? (1p vRS.PLAIN
BRIEFLY ARND DESCRIBR ANY mn-ml tom;uu)

Cykes O NO

RECOMMENDED- RETENT 1ON
Retain for three
(3) years.and'
until all audit
requirements have
been fulfilled,
then destroy.

.u. NAME AND TITLE OFf PREPARER

Myles Carpeneto, Director of
Procurement Services

20. TELEPHONKE NUMEBER

(301) 764-4113

21. DATE

1))y .

PGS 3850-4 (REVISED 2/87)
By




JESTRUCTIQNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEYW OR

REVISED RECORD SERIES. FORWARD
¥ITH RECORDS RETENTION SCHEDULE
(DGS 380-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
72783 WATERLOO ROAD
P.O. BOX 273
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

pace 3_or 5

S——

. 1 . DEPARTMENT /AGENCY
Public Safety and

Correctional Services

2. DIVISION

Division of Correction

UNIT

Food Service

DEF INITION-RECORD SERIES-A OROUP OF RELATED RECORDS NORMALLY ¥ILED

! 4. RECORD SERIES TITLE

AEFERENCE AS SELL AS RETENTION AND DISPOS

Q Food Service Special Dietary Records

AND USED AS A UNIT POR
LIION PURPORKS :

5. EARLIEST YEAR/LATEST YEAR

TO

i ¢. RECORD SERIES DESCRIPTION (IIII'I.Y DESCRIBE THR TYPES OF IN'OKHA"I’ION/DOCU_NTI/POM FoOuUND

tN THE SERIES.

Reports of audits conducted by person(s)
or agencies other than Legislative Audits
| (MCCs, etc.)

INCLUDE THE PURPOSE OR FUNCTION OF THE 'lmzl’

7. RECORD SERIES FORMAT(S)
O LETTER S12E O MICROFILM.
O LEGAL SIZE O COMPUTER TAPK

O BOUND BOOK O FLOPPY DISK
'l'liaunksrAﬁz O VIDEO TAPK
O OTHER(SPECIFY) -

8. RECORD SERIES SEQUIENCK
O ALPHABETICAL
O NUMERICAL
O CHRONOLOGICAL
O GEOGRAPHICAL
O OTHER(SPECIFY)

VOLUMK

[3

E
O FILE DRANER(S)
O MICROFILM REEL(S)
O COMPUTER TAPE(S)
O OTHER(SPECIFY)

10. ANNUAL ACCUMULAT ION

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

| $1. g 13 usEd
Q palLY *LIEIKLY

O MONTHLY

O OTHER(SPECIFY)

12. piLE BECOMES INACTIVE AFTER
O MONTH(S)

C YEAR(S)

"7

| 13. CURRENT LOCATION(S) (BLDG.,FLOCR,ROGM)

14. 1S RECORD SERIES DUPL ICATED ELSKWHERE?

ttr ves, sPECIFY saEncy OR OFFiCE)
Ovyzs O NO

15. ACCESS RESTRICTIONS ‘0 RS
(1r ves, ciTe Law(S) & mxouLaTION(S)

0 No 16. AUDIT REQUIREMENTS

O NonNE f)tﬂﬂ: ﬁlnn!nn. O INDEPENDENT

17. 1S AN INDEX SYSTEM USED? (I1p vRS.RXPLAIN
BRIEFLY AKD DESCRIBN ANY MARDBWARK/SOFTWARK )

Owms 0O nO

18. RECOMMENDED RETENT ION

Retain for three
(3) years and un-
til all audit re-
quirements have

been
then

fulfilled,
destroy.

2. NAME AND TITLE OF PREPARER

Myles Carpeneto, Director of
Procurement Services

20. TELEPHONE NUMEER

(301) 764-4113.

1y 3

s/

)4y

DGS 530-4 (REVISKD 2/87)
/




LUSTIRUCTIGNS - - TYPE OR PRINT A DEPARTMENT OF GENERAL SERVICES

SEPARATE FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVENTORY

REVISED RECORD SERIKS. FORWARD 7278 WATERLOO ROAD

¥WIiTH RECORDS RETENTION SCHEDULK P.O. BOX 273 I_/. K

(0G8 330-1) | JESSUP, MARYLAND 20784 PAGE . oF —

1. DEPARTMENT/AGENCY 2. DIVISION 3.

Public Safety and )

Correctional Services Division of Correction Food Service

DEF INIT1ON-RECORD SERIES.® ONOUP OF RELATED RECORDS NORMALLY FILED AND USKD AS A UNIT FOR
REFERENCE AS UELL A9 RETENTION AND DISPOSITION PURPOSKS .

4. RECORD SERIES TITLK ' ‘ 8. EARLIEST YEAR/LATEST YEAR

. Food Service Dietary Personnel Records

TO

A. Monthly Dietary Work Schedule
B. Request for leave forms _
C. Secondary copies of infraction and

¢. RECORD SERIES DESCRIPTION (Illl'l.v DESCRIBE THE TYPRS OF INPON?ION[DOCU.NTI/”M POUND
‘N THE SERIES. . INCLUDE THE PURPOSE OR FUNCTION OF THNE SEFIES )

disciplinary measures on Correctional ..

Officers
£
7. RECORD SERIES FORMAT(S) ‘8. RECORD SERIES SEQUENCK ’. 8
O LETTER S12K O MICROFILM O ALPHABETICAL ' O FILE DRAYER(S)
. O MICROF1 REEL(S)
O LEGAL SIZE O COMFUTER TAPE O NUMERICAL O COMPUTER TAPE(S)
O BOUND BOOK O FLOPPY DISK . O CHRONOLOGICAL O oMER(SPECIFY)
Q@:-icionx o a
: APE T VIDEO TAPK GEOGRAPHICAL 10. ANNUAL ACCUMULAT ION
O OTHER(SPECIFY) - O OTHER(SPECIFY) O FILE DRAWER(S)
’ O MICROFILM REEL(S)
RUMEERX O COMPUTER TAPE(S )
0 omeER(SPECIFY)
| 11. piix 1S usED 12. rFiLE BECOMES INACTIVE AFTER
) O palLY mERayY O MONTHLY O MONTH(S) O YEAR(S)
3 X HUNEEN.
' 13. CURRENT LOCATION(S) (HLDG.,FLOOR, ROOM) | 14. IS RECORD SERIES DUPLICATED ELSEWHERE?
' : tir ves, sPpeciry seENCY OR OFFicCE)
Oyes O NO
_18. ACCESS RESTRICTIONS ‘Oyes O wno 16. AUDIT REQUIRIMENTS

{1” ves, cI1Tx Law(S) & rEauLATION(S)

O non A STATE )L FEDERAL O INDEPENDENT

17. IS AN INDEX SYSTEM USED? (1p YRS.EXPLAIN
BRIEFLY AND DRSCRIBE ANY HARDBARK/SOPFTWARE )

Oyes DO nNO

1s. FEcomsenaoep rTenTion Retain for three

(3) years and un-
til all audit re-
quirements have
been fulfilled,
then destroy.

.\O.NAKADDTITLIOFPHEFAIER 20. TELEPHONKE NUMEER 21.

Myles Carpeneto, Director of
Procurement Services (301) 764-4113

g

DGS 330-4 (REVISED 2/67)

]




ANSTRUCTIGNS - -TYPE OR PRINT A DEFARTMENT OF GENERAL SERVICES

SEPARATE FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVENTORY
REVISED RECORD SERILS. FORWARD 7278 WATERLOO ROAD

WiTH RECORDS RETENTION SCHEDULEK P.O., BOX 27%

(DGE 580-1) | JEBSUP, MARYLAND 207904 PAcK -5—" i

1. DEFARTMENT /AGENCY 2. DIVISION - 3. UNIT

Public Safety and ]

Correctional Services Division of Correction Food Service

DEF INITION -RECORD m.u.A GROUP OF RELATED RECOADS NORMALLY FILED AND USED A9 A UNIT PFOR

REFERENCE AS WELL AS RETENTION AND DISPORITION PURPOSES
(l.ﬂtdﬁﬂiSHHES'fﬂtl : )

; Food Service Dietary Purchasing Records and Finance

TO

5. EARLIEST YEAR/LATEST YEAR

: 6. RECORD SERIES DESCRIPTION ‘IRIIPI.' DESCRIBE THKE TYPES OF INNMTIM/MU.NT./"M

A. Monthly Dietary Food Cost Report

B. Memos to Managing Officers regarding
food cost, enhancement, expenditures,
etc.

C. Donable Records and allocations

D. Overtime sheets (secondary copies)

E. Verification for Self-help group
purchases

F. Request For Purchase Form

FOUND

‘IN ‘FHE SERIES. . INCLUDE THME PURPOSE OR FUNCTION OF THE sSEries)

7. RECORD SERIES FORMAT(S) 6. RECORD SERIES SEQUENCK s. voLwx f
0 LETTER SI1ZE O MICROFILM O ALPHABKTICAL O FILE DRAWER(S)

O MICROFILM REEL(S)
O LEGAL SIZE O COMPUTER TAPE O NMUMERICAL

0 COMPUTER TAPE(S)

RUHBEN
O BOUND BOOK O FLOPPY DISK O CHRONOLOGICAL . O OTHER(SPECIFY)
o (o] B -]
' AUDIO TAPE VIDEO TAFK GEOGRAPHICAL 10. ANNUAL ACCUMULAT ION
O OTHER(SPECIFY) . O OTHER(SPECIFY) O FILE DRAWER(S)
’ O MICROFILM REEL(S)
RUNSER CO COMPUTER TAPE(S)
O OTHER(SPECIPYY
P 1% piig 1S useD 12. pILE BECOMES INACTIVE AFTER
' o : O MONTH(S O YEAR(S
. DAILY TEDKLY O MONTHLY RURERY (s) (8)
= : .
! 13. CURRENT LOCATION(S) (BLDG.,FLOOR, ROOM) 14. 1S RECORD SERIKS DUPL ICATED ELSEWHERE?
ti1® vxs, sPEciIFY saEncY OR OFrFicE)
Ovyes O NO
13. ACCESS RESTRICTIONS ‘Cyes O NO 16. AUDIT REQUIREMENTS

(1r ves, ci1TE LAw(S) & mEauLATION(S)

O NoNE )fsuw:‘741unuL O INDEPENDENT

17. 1S AN INDEX SYSTEM USED? (I1r YRS.ZEXPLAIN

18. RECOMMENDED RETENT ION
BRIEFLY AKD DESCRIAR . ANY HARDEARK/SOFTWARE )

Retain for three

Ovyes O no | (3) years and un-

til all audit re-
quirements have
peen fulfilled,
then destroy.

.’. NAME AND TITLE OF PREPARER 20, TIELEPHONE NUMEER 21. DATRK
Myles Carpeneto, Director of ’ 5'//] /ﬁ/
Procurement Services (301) 764-4113 . ——

DGS 350-4 (REVISED 2/87)




