‘ DGS-550-1
REV. 7/86

DEPARTMENT OF GENERAL SERVICES
Records Management Division

RECORDS RETENTION AND DISPOSAL SCHEDULE

SCHEDULE
NO. 1406 - 14

PAGE
NO. 1 of 4

Department of Public Safety
and Correctional Services

Division of Correction

Agency

Division

Item
No.

Description

Retention

MANAGEMENT ANALYSIS AND AUDITS AREA:

1.| MARYLAND COMMISSION ON CORRECTIONAL

STANDARDS
This State agency audits correctional
facilities every 18-24 months as mandated

Audit Activities

Standards Determined Not Applicable
Standards in Noncompliance
Significant Changes

Descriptive Narrative

1. Physical Plant

2.
3.
4.
Chart for Noncompliance Completion
Dates

2.| GRAND JURY INSPECTIONS:

by Maryland State law. administratively
useful, then
Comments destroy.

Inmate Programs & Services
Staffing Pattern
Population Characteristics

A.
B.
C.
D.

Cover memo enclosing true test copy of
report: '

Statistical Data

Charge to Grand Jury

Correctional Institution Visits
Recommendations

3.| DOC INSTITUTION AUDITS:

A.

Conducted by DOC Headquarters annually in
a variety of program areas.

Retain at HQ
until no longer

Permanent. Retain
-at HQ until no
longer admin-
istratively use-
ful, thereafter
transfer to Md.
St. Archives.

Retain at Ho. - «|"
until no longer

administratively
Cover Memo useful, then
1. Scope of Audit destroy.
2. Auditor ‘ ,
3. Activities . ’
4. Comments

. Schedule Approved by Department,
Agency, or Division.Representative

e

Schedule Authorized by

State Archivist

%Zz :%@—Q , P, 94% 4{ Z3 /gﬁm/ C./r—q/'—/
t Signatureé{ Title ° r7t/




DGS-550-1A

RECORDS RETENTION AND DISPOSAL SCHEDULE

(CONTINUATION SHEET) SCHEDULE
NO.1406 - 14
PAGE
NO. 2 of 4
Item
No. Description Retention
B. List of Attendees at Entrance/Exit
Conference
C. Management Audit Forms for Audited
DCR(s) (DC Form 20-10)
D. DCR Audit Compliance Action Plan
(DC Form 20-10DbR)
4.| DEPT. OF PUBLIC SAFETY AND CORRECTIONAL
SERVICES AUDITS
Conducted randomly and upon request of DOC Retain at HQ
HQ and institutions. Citations are followed| until no longer
up by that office and by DOC HQ. administratively
useful, then
Scope of Audit destroy.
Findings
Recommendations
5.| DIVISION OF CORRECTION DIRECTIVES (DCD):
Contains all or some of the following:
I. References Permanent.
II. Applicable To Retain at HQ.
III. Purpose Transfer periodi-
IV. Definitions cally to Md.
V. Policy State Archives.
. VI. Procedure Institutions
VII. Attachments retain until
VIII. Rescissions update received,
Management Audit Form (DC Form 20-10) then, destroy old
Appendices (if any) copy .
6.| DCD HISTORY FILE:
A. General correspondence Permanent.
B. Draft DCD Retain at HQ.
C. Wardens' comments on draft DCDs Transfer periodi-
D. Approval of legal sufficiency by Asst. cally to Md.
Attorney General State Archives.
E. Approval by Secretary of DPSCS
F. Original of DCD approved by
Commissioner
G. Printing Requisition




DGS-550-1A

RECORDS RETENTION AND DISPOSAL SCHEDULE

(CONTINUATION SHEET) SCHEDULE
NO.1406 - 14
PAGE
NO. 3 of 4
Item :
No. Description Retention
7.| INSTITUTIONAL DIRECTIVES
Each institution's regulations based on the| HQ copy destroyed
Division of Correction Regulations. when update
received;
Contains all or some of the following: Institutions send
I. References one copy to the
II. Applicable To State Archives;
III. Purpose Institutions
IV. Definitions retain for five
V. Policy (5) years, then
VI. Procedure destroy.
VII. Attachments
VIII. Rescissions
8.| INSTITUTIONAL DIRECTIVES HISTORY FILES:
Retain at insti-
A. Draft copies of institutional tutions until no
directives being developed. longer adminis-
B. Copies of old, rescinded or reviser tratively useful,
directives. then destroy.
C. Memos of approval/disapproval review
9.| DIVISION OF CORRECTION INFORMATION
BULLETINS (DCIB) AND INSTITUTIONAL
INFORMATION BULLETINS:
Impart various activities such as vacan- Retain for one
cies and other information not placed in (1) year, then
regulations. destroy.
I. Bulletin Number
II. Date
ITII. Subject
10.| FORMS MANAGEMENT REGISTRY:
All State agencies are required to manage HQ retains one
and control all forms currently in use. copy of all
current forms.
A. Form Authorization and Registration Institutions
(DC Form 20-1aR) retain one copy
B. Copy of Current Form of their own
forms. When a
form is
superseded, it is
to be moved to
the Forms
Management
History File.




DGS-550-1A

RECORDS RETENTION AND DISPOSAL SCHEDULE

A.

(@]

T mMHo

.

Monthly Status Report of Institutional

Directives reviewed by DOC HQ Program

Directors

Institutional Directives, general file

Yearly Statistics on Issuance of DCRs,

DCIBs, Institutional Directives and

Change Notices issued to DCRs

Special Assignments

Staff Meetings Minutes

Commissioner's Citations on Recognition
of Achievement on MCCS Audits

General correspondence

MCCS General Information files

(CONTINUATION SHEET) SCHEDULE
NO. 1406 - 14
PAGE
NO. 4 of 4
Item
No. Description Retention
11.| FORMS MANAGEMENT HISTORY FILES:
Related materials for developing, revising Destroy when no
and rescinding forms longer adminis-
tratively useful.
A. Form Authorization and Registration
(DC Form 20-1laR)
B. Copy of old rescinded or revised forms
12.| AUDIT MISCELLANEQUS AND CORRESPONDENCE:

Retain 5 years,
then destroy.




IHSTRUGTIGNS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
¥WITH RECORDS RETENTION SCHEDULE
(PGS 880-1)

727%

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
WATERLOO ROAD

P.O. BOX 273
JESSUP, MARYLAND 207%4

AGENCY RECORDS INVENTORY

mwz‘_L__or_iEE

1. DEFARTMENT /AGENCY
Public Safety and

Correctional Services

2. DIVISION

Division of Correction

3. uniT Management Analysis

and Audits

DEFINITION-RECORD SERIES.A GROUP OF RELATED REKCORDS NORMALLY FILED
REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSES

AND USED AS A UNIT FOR

4. RECORD SERIES TITLE Management Analysis and Audits

Maryland Commission on €orrectional Standards

5. EARLIEST YEAR/LATEST YEAR
TO

!

§. RECORD SERIES DESCRIPTIoN (PM!XFLY DEKSCRIRE
‘IN FHE SERIES.

This State agency audits correctional

facilities every 18-24 months as mandated

by Maryland State law.-

THE TYPES OF

INPOMTION/DOCMTS,NM FOUND

INCLUDE THE PURPOSE OR FUNCTION OF THE 3!'.’1!8]

D. Standards in Noncompliance i
E. Significant Changes - ’
F. Descriptive Narrative

, 1. Physical Plant
2. . Inmate Programs & Services
| A. Comments , o ttg
B. Audit Activities . 2.Staf g Pattern _
C. Standards Determined Not Applicable » Population Chaz:actemstics .
G. Chart for Noncompliance Completion
Pztes
7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
O LETTER sSi1ZzE O MICROFILM O ALPHAEETICAL O FILE DRAWER(S)
a g 0 MICROFILM REEL(S)
LEGAL SIZE COMFUTER TAPE 0 NUMERICAL O COMPUTER TAPE(S)
NU“BZ‘
O BOUND BOOK O FLOPPY DISK O CHRONOLOGICAL O OTHER(SPECIFY)
0 AUDIO TAPE O VIDEO TAPE O GEOGRAPHI!CAL
10. ANNUAL ACCUMULATION
O OTHER(SPECIFY) O OTHER(SPECIFY) O FILE DRAWER(S)
O MICROFILM REEL(S)
RGUBPE O COMPUTER TAPE(S)
O oTHER(SPECIEY)
I 11 piLE 1S usED '2. FILE BECOMES INACTIVE AFTER
DAILY O WEEKLY O MONTHLY O MONTH(S) 0 YEAR(S)
- P i10.114:
| 13. CURRENT LOCATION(S) (ELDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?
4 tir ye=s, spEciry raency or orrice)
O vyeEs 0 No
15. ACCESS RESTRICTIONS "OYES O nNo .16. AUDIT REGQUIREMENTS
(1" vyes, ci1Tx LAwW(S) & rxcuLaTION(S) et
‘ O NONE *hsnnt,Clrﬂmgmufq;mxrgcznr
17. IS AN INDEX SYSTEM USED? D CMMENDED mntﬁr
BRIEFLY AND DEKSCRIBR M’(Il:A:::A!;-?::;:!ARE) 18. REc : ToN ’ >
. R . .
. Retain at HQ until no longer administratively
Oyes O NoO useful, then destroy. _
|
|

12. NAME AND TITLE OF PREPARER

Myles Carpeneto, Director of
Procurement Services

20. TELEPHONE NUMEER 21. DATE

ST

(301) 764-4113

DGS 550-4 (REVISED 2/87)




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

REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS 580-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
727% WATERLOO RQAD
P.O. BQX 273
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE

2 or J2

1. DEFARTMENT /AGENCY
Public Safety and

Correctional Services

2. Dlvision

Division of Correction

3. it Management Analysis

and Audits

[ ]
DEFINITION-RECORD SERIES-A 9™°V"

REFERENCE AS YELL AS RETENT!ION AND DISFOS

OF RELATED RECORDS NORMALLY FILED

4. RECORD SERIES TITLE Management Analysis and Audits

Grand Jury Inspections

AND USED AS A UNIT FOR
ATION PURFPOSEX

5. EARLIEST YEAR/LATEST YEAR
TO

| 6. RECORD SERIES DESCRIPTION (P7'XF-Y DESCRIBK THE TYPES OF INFORMAT!ION/DOCUMENTS/FORMS FOUND

IN

TFHE SERIES.

Cover memo enclosing true test copy of

report:
A. Statistical Data

oaw

. Recommendatlons

. Charge to Grand Jury
. Correctional Instltutlon Visits

INCLUDE THE PURPOSE QR FUNCTION OF THK 8!?’!!8]

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
O LETTER Si1ZE O MICROFILM O ALPHAEETICAL O FILE DRA¥WER(S)
O MICROFILM REEL(S)
0 LEGAL SI1ZE O COMFUTER TAPE 0 NUMERICAL O COMPUTER TAPE(S)
NGWBER 0 orpp(sPeciFy
O BOUND BOOK O FLOPPY DISK 0 cHRONOLOGICAL ( !
a a a
AUDIO TAPE VIDEO TAPE GEOGRAPH I CAL ‘0. Acc T1ON
O OTHER(SPECIFY) O OTHER(SPECIFY) O FILE DRAWER(S)
' O MICROFILM REEL(S)
RGWEPK C COMPUTER TAPE(S)
0 OTHER({SPECIFY)
P11. piLe 1s useD 2. FILE BECOMES INACTIVE AFTER
' Q pailLY O WEEKLY ﬁgﬂmuwnqLY O MONTH(S) O YEAR(S)

NURBER

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

14.

tir vyes,
O YEs 0O NO

1S R.ECOFm SERIES DUPL ICATED ELSEWHERE?
SPECIFY ,GENCY OR CFFICE]

15. ACCESS RESTRICTIONS "Oyes ONO 16. AUDIT REQUIREMENTS
{ir ves, ciTe LAw(s) & RxGuLATION(S) . '
) 0 NonE %SR‘ATE O FEDERAL 0O INDEPENDENT
17. IS AN INDEX SYSTEM USED? (1p vyES.EPLAIN

BRIEFLY AND DKSCRIRE ANY HARDWARE/ SOFTWARE )

Qyes O nNO

18.

HQ

RECOMMENDED RETENTION . -
Permanehnt. Retain at

until no longer

administratively use- ..
ful, :
transfer to Md. St.
Archives,

thereafter

19. NAME AND TITLE OF PREPARER

Myles Carpeneto, Director of
Procurement Services

20. TELEPHONE NUMEER

21. DATE

STifa)

(301) 764-4113

DGS 550-4 (REVISED 2/87)




INSTRYUCTIGNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEY OR

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

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
727% WATERLOO ROAD
P.O. BQX 275
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PMI.;i_OF_léS

1 . DEFARTMENT /AGENCY 2.
Public Safety and

Correctional Services

DIVISION

Division of Correction

3. uniT Management Analysis

and Audits

A GROUP OF RELA RECO [-]
DEF INITION -RECORD SERIES- " TED RDS NORMALLY FILED AND USKED AS A UNI!T FOR

AKFERFNCE AS WELL AP RETENTION AND DISPOSITION PURPOSES
r:} RECORD SERIES TITLE Management Analysis and Audits

' DOC Institution Audits

5. EARLIEST YEAR/LATEST YEAR
To

o BRIKFLY
l 6. RECORD SERIES DESCRIPTION | RIKFLY DEKSCRIBE THE TYPXS OF INFOMTION/DOCM?B/NM FOUND

4N THE SERIES.

a variety of program areas.

A. Cover Memo R
. Scope of Audit
. Auditor

. Activities

. Comments

> w N

INCLUDE THE PURPOSE OR FUNCTION OF TMKX sxmzs]

Conducted by DOC Headquarters annually in

7. RECORD SERIES FORMAT(S) 8.

O LETTER SIZE

‘I'EJLEGAL S1zE
a

BOUND BOOK

MICROFILM

a

O COMFUTER TAPE

O FLOPPY DISK
0O AuDIO TAPE O VIDEO TAPE

FY

O OTHER(SPECI

RECORD SERIES SEQUENCE 9.
O ALPHAEETICAL
0 NUMERICAL
0 CHRONOLOG I CAL,
O GEOGRAPH!CAL

) C OTHER(SPECIFrY)

VOLUME
O FILE DRAYER(S)
O MICROFILM REEL(S)
0 COMPUTER TAPE(S)
'“madi0<n1snu§£cuv)

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

O oTHER(SPECIEY)

P11 pie 1s useD
Q pAILY

O WEEKLY ?gunNTHLY

-

2. FILE BECOMES INACTIVE AFTER

o] s O YEAR(S
FWEEF MCNTH( S ) (s)

IS RECORD SERIES DUPL ICATED ELSEWHERE?

! 13, CURRENT LOCATION(S) {BLDG.,FLOCR,ROOM) 14.
‘ tim vyes, sreECiIFY saEncy or orFrice)
O vyEs O No
15, ACCESS RESTRICTIONS -0 YES O no 16. AUDIT REQUIREMENTS

(1" vyes8, ci1Te raw(s) & rEauLATION(S)

0 NONE ?{snut O FEDERAL 0O INDEPENDENT

17. 1S AN INDEX SYSTEM USED? (iP YES.EDPLAIN

BRIEFLY AND DKSCRIBE ANY HARDWARE./ SOFTWARE )

Oyes O NO

Retain for five
(5) years, then
send to the State
Records Center
for three (3)
years, then
destroy.

18. RECCMMENDED RETENT ION

19. NAME AND TITLE OF PREPARER

Myles Carpeneto, Director of
Procurement Services

(301) 764-4113

20. TELEPHONE NUMEER

21. DATE

shlg

DGS 350-4 (REVISED 2/87)




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

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

DEFARTMENT OF GENERAL SERVYICES
RECORDS MANAGEMENT DIVISION
727% WATERLOO ROQAD
P.O. BQX 275
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

Puz_li_or_lég

1. DEFARTMENT /AGENCY
Public Safety and

Correctional Services

2. DIVISION

Division of Correction

3. uniT Management Analysis
and Audits

DEFINITION-RECORD SERIES-

A GROUP OF RELATED RECORDS NORMALLY FILED

' DPSCS Audits

REFERENCE AS WELL AS RETENTION AND Dlsrog

4. RECORD SERIES TITLE Management Analysis and Audits

AND USED AS A UNIT FOR
LIION PURPOSESR

5. EARLIEST YEAR/LATEST YEAR

TO

. x THE TYP
!. 6. RECORD SERIES DESCRIPTION (BRI FLY DESCRIBK 8 oFr INPOMTION/DOCMTB/NM FOUND

HQ and institutions.

Scope of Audit
Findings
Recommendations

‘4N THE SERIES.

Conducted randomly and upon request of DOC
Citations are followed
up by that office and by DOC HQ.

INCLUDE TME PURPOSE OR FUNCTION OF THE 3!!’1!8)

7. RECORD SERIES FORMAT(S)

8. RECORD SERIES SEQUENCE 9. VOLUME
O LETTER SI1ZE O MICROFILM O ALPHAEETICAL O FILE DRAWER(S)
O MICROFILM REEL(S)
0 LEGAL SIZE O COMFUTER TAPE 0 NUMERICAL O COMPUTER TAPE(S)
NUHB!: g R( SPE
O BOUND BOOK O FLOPPY DISK 0 CHRONOLOGICAL OTHER(SPECIFY
0 AUDIO TAPE O VIDEO TAPE O GEOGRAPHICAL
VIDEO T & 10. ANNUAL ACCUMULATION
O OTHER(SPECIFY) 0 OTHER(SPECIFY) O FILE DRAWER(S)
: O MICROFILM REEL(S)
RGWEEX O COMPUTER TAPE(S)
a QT}ERLSEPIFY\
P11 piLE s useD 12. FILE BECOMES INACTIVE AFTER
' O pAailLY O WEEKLY fDMGﬂTlY O MONTH(S) C YEAR(S)
- . NUNEER
' 13. CURRENT LOCATION(S) {BLDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?
' t1» yEs, spEciry raENcY OrR oFFicE)
O YeEs O noO
15. ACCESS RESTRICTIONS g yes g No 16. AUDIT REQUIREMENTS

{1r ves,

c1TE LAwW{s} & rREGuLATION(S)

O NoNE J STATE O FEDERAL O INDEPENDENT

17.

OYEs O nNo

IS AN INDEX SYSTEM USED? (1 YES.E)PLAIN
BREIEFLY AND DRSCRIRE ANY HARDWARE./ SOFTWARE )

RECOMMENDED RETENTION . '
Retain at HQ until no longer admnnistratively
useful, then destroy. :

19. NAME AND TITLE OF PREPARER

Myles Carpeneto, Director of
Procurement Services

20. TELEPHONE NUMBER

(301) 764-4113

21. DATE

S

DGS 350-4 (REVISED 2/87)



INSTRUCTIGNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NE¥W OR

REVISED RECORD SERIES. FORWARD
w{TH RECORDS RETENTION SCHEDULE
DGS 550-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7273 WATERLOO RQAD
P.O. BQX 2793
JESSUP, MARYLAND 20794

PAGEAE;_OF_léE

1. DEFARTMENT/AGENCY
Public Safety and

Correctional Services

2. DIVISION

Division of Correction

3. uniT Management Analysis
and Audits

DEFINITION-RECORD SERIES-
REFERENCE AS WELL AS RETENT

A GROUP OF RELATED RECORDS NORMALLY FILED

AND USED AB A UNIT FoOR
ION AND DISPOSITION PURPOSES

4. RECORD SERIES TITLE Management Analysis and Aud

Division of Correction Regulations (DCR)

its S. EARLIEST YEAR/LATEST YEAR

TO

‘tN ‘FHE SERIES.

¢. RECORD SERIES DESCRIPTION (PN'XFLY DESCRIRK THK TYPES OF INFORMATION/DOCUMENTS/FORMS FOUND

INCLUDE THE PURPOSE OR FUNCTION OF THK sxmzs)

DIVISION OF CORRECTION REGULATIONS (DCR):

Contains all or some of the following:

I. References VI. Procedure
' IT. Applicable To VII. Attachments _
ITI. Purpose VIII. Rescissions :
IV. Definitions Management Audit Form (DC Form 20-10)
V. Policy Appendices (if any)

RECORD SERIES FORMAT(S) 8.

RECORD SERIES SEQUENCE

O LETTER SIZE O MICROFILM 0 ALPHABETICAL
O LEGAL SIZE O COMFUTER TAPE 0 NUMERICAL

' © pounD BOOK O FLOPPY DISK 0 CHRONOLOGICAL,
Q AuplO TAPE O VIDEO TAPE 0 GEOGRAPHICAL
O OTHER(SPECIFY) O OTHER(SPECIFY)

8. VOLLME

O FILE DRAWER(S]

O MICROFILM REEL(S)

O COMPUTER TAPE(S)
NUMEER g CTHER( SPECIFY)

10. ANNUAL ACCUMULAT ION

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

O cOHFR(SPECIFY)

FILE 1S USED

P11,
v?DAlLY

0O vEEKLY O MONTHLY

12.

FILE BECOMES INACTIVE AFTER

—
» 13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROQM]}

o] s O YEAR
FUE!!F MONTH(S) (s}

1S RECORD SERIES DUPLICATED ELSEWHERE?

14.
tie YES, SPECIFY ,GENCY OR OFFICE)
O vyEs 0O NoO

15. ACCESS RESTRICTIONS "8 YES O NO 16. AUDIT REQU!REMENTS

(1" yes, ci1Te LAw(S] & rEGuLATION(S)

O NonNE WSI‘AT.'E O rEDERAL O INDEPENDENT

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

BREIEFLY AKD DESCRIRE ANY HARDRARE/SOFTWARE )

O YEs -0 noO

Retain one copy .
permanently at
HQ; send one copy
to the State
Archives; ;

18. RECOMMENDED RETENTION

Institutions
retain until
update received,
then, destroy old

copy.

19. NAME AND TITLE OF PREPARER

Myles Carpeneto, Director of
Procurement Services

(301) 764-4113

20. TELEPHONE NUMEER

21. DATE

Shly

DGS 350-4 (REVISED 2/87)




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

REVISED RECORD SERIES., FORWARD
WiTH RECORDS RETENTION SCHEDULE

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278% WATERLOO ROAD
P.O., BOX 273

AGENCY RECORDS INVENTORY

sz,éz_or_lEE

s. uniT Management Analysis

DGS 35350-1) JESSUP, MARYLAND 20794

1. DEFARTMENT /AGENCY 2.
Public Safety and

Correctional Services

DIVISION

and Audits

Division of Correction
A GROUP OF RELATED RECORDS NORMALLY FILED

AND USED AS A UNIT FOR
REFERFENCE AS RELL AS RETENTION AND DISPOS]TION PURPORESR

DEFINITION-RECORD SERIES-

4. RECORD SERIES TITLE Management Analysis and Audits
. DCB History File

5. EARLIEST YEAR/LATEST YEAR
To

o BRIEFLY DE 1nK
5. RECORD SERIES IPTION | SCR THE TYPES OF INFORMAT!ON /DOCUMENTS | FORMS FOUND
‘tN THE SERIES. INCLUDE THE PURPOSE QR FUNCTION OF THE SEF1ES |
i

A. General correspondence
B. Draft DCR
C. Wardens' comments on draft DCRs
D. Approval of legal sufficiency by Asst.
Attorney General
E. Approval by Secretary of DPSCS
F. Original of DCR approved by
‘Commissioner
G. Printing Requisition
7.  RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
O LETTER SiZE O MICROFILM. O ALPHAEETICAL O FILE DRAWER(S)
0 MICROFILM REEL(S)
O LEGAL SIZE 0O COMPUTER TAPE 0 NUMERICAL O COMPUTER TAPE(S)
‘l’c NGMBEN 0 oriER(sPECIFY)
BOUND BOOK O FLOPPY DISK 0 CHRONOLOGICAL .
0 AUDIO TAPE O VIDEO TAPE U GEOGRAPHICAL ‘0. ACCUMULAT 1 ON
O OTHER(SPECIFY) 0 OTHER(SPECIFY) O FILE DRAWER(S)
‘ O MICROFILM REEL(S)
RUMEPEK O COMPUTER TAPE(S)
O oTHER(SPECIFY)

| 11, 12,

FILE IS USED
DAILY

FILE BECOMES INACTIVE AFTER
O MONTH(S) 3 YEAR(S)
NUNEWE

IS RECORD SERIES DUPL ICATED ELSEWHERE?

0 WEEKLY C MONTHLY

1t

' 13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROGM) 14.
’ tir vyEs, sPECiFY saency om orFricE)
O vyes O nNoO
1S. AGCCESS RESTRICTIONS "CYES UOnNo 16. AUDIT REQUIREMENTS

{1r vyEs, ciTE Law({s] & reauLaTION(S) )
O NONE §C§nut U FEDERAL O INDEPENDENT

17. 1S AN INDEX SYSTEM USED? (1¥ YRB.DPLAIN

18,
BRIEFLY AND DESCRIBE ANY HARDWARE/SOFTWARE )

RECOMMENDED RETENT ION

Permanent. Retain at HG. Transfer

a Yﬁs. O nNo periodically to Md. State Archives.

19.

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

S/

Myles Carpeneto, Director of
Procurement Services

(301) 764-4113

DGS 530-4 (REVISED 2/87)




INSTRYCTIGNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NE¥ OR

REVISED RECORD SERIES. FORYARD
¥ITH RECORDS RETENTION SCHEDULE
580-1)

727%

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
WATERLOO RQAD

P.O. BQX 273
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE iZ__or_léE

1. DEFARTMENT /AGENCY
Public Safety and

Correctional Services

2. DlvisionN

Division of Correction

3. uNiT Management Analysis

and Audits

A GRrOUP OPF
DEFINITION-RECORD SERIES-

RELATED RECORDS NOMMALLY FILKD
RERFERENCE AS WELL A® RETENTION AND DISPOSITION PURPOSES

AND USKD AS A UNIT FrFoOR

4. RECORD SERIES TITLE Management Analysis and Audits

Institutional Directives

5. EARLIEST YEAR/LATEST YEAR
TO

4N THE SERIES.

X BRIXKFLY DESCRIBEK TYP (=] ro
| 6. RECORD SERIES DESCRIPTION ( THE E8 OF IN MTION/DOCMTSI"OM FOUND

INCLUDR THE PURPOSE OR FUNCTION OF THK i!l.’l!l]
!

Each institution's regulations based on the'

Division of Correction Regulations.

V. Policy
Contains all or some of the following: Vi. Procedure
I. References VII. Attachments
II. Applicable To VIII. Rescilissions
ITI. Purpose
IV. Definitions
7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
O LETTER SIZE O MICROFILM O ALPHAEETICAL O FILE DRAWER(S)
O MICROFILM REEL(S)
U LEGAL SIZE 0O COMPUTER TAPE 0 NUMERICAL O COMPUTER TAPE(S |
' NOMBER R(SPECIFY
O BOUND POOK O FLOPPY DISK 0 CHRONOLOGICAL, , OTHER( )
a o]
O AUDIO TAPE VIDEO TAPE GEOGRAPH I CAL ‘o, acc Tion
O CTHER(SPECIFY) 0 OTHER(SPECIFY)

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

RUMEPK 0 COMPUTER TAPE(S)
O OTHER(SPECIFY)

i

1. riLg 1s useD

%kDAlLY g ¥EEXKLY O MONTHLY

12. FiLE BECOMES INACTIVE AFTER

O MONTH(S Q YEAR(S
o144 (s) (s}

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

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

fir yEs, sreciry sraency or oOFFicE)
DO yvyeEs 0O NO

15. ACCESS RESTRICTIONS “a YES O No

(1" yes, ci1Tx LAW(S) & rREauLATION(S)

16. AUDIT REQUIREMENTS

. 0 NoNE ﬁ STATE U FEDERAL 0O INDEPENDENT

17. IS AN INDEX SYSTEM USED? (1PF YES.EXPLAIN

BRIEFLY AND DESCRIBE ANY HARDRARE/SOFTWARE)

OvyEs O NO

HQ copy destroyed
18. RECCMMENDED RETENTION when update

received; Institutions send one copy.to
the State Archives; Institutions retain
for five years, then destroy.

19. NAME AND TITLE OF PREPARER 20.

Myles Carpeneto, Director of
Procurement Services

(3Q1) 764-4113

TELEPHONE NUMEER

21. DATE

ST

.DGS 530-4 (REVISED 2/87)




DGS 580-1)

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

REVISED RECORD SERIES,
WiTH RECORDS RETENTION SCHEDULE

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
727% WATERLOO ROQAD
P.O. BQX 273
JESSUP, MARYLAND 207%4

FORWARD

AGENCY RECORDS INVENTORY

race S or ]

1 . DEFARTMENT/AGENCY
Public Safety and

Correctional Services

2. DIVISION

Division of Correction

3. uniT Management Analysis

and Audits

DEFINITION-RECORD SERIES-

REFERENCE AS WELL AS RETENTION AND DISPOS|TION PURPOSES

4. RECORD SERIES TITLE Management Analysis and Audits

" Institutional Directives History Files

A GROUP OF REKLATED RECORDS NORMALLY FILEKD

AND USED AS A UNIT FOR

5. EARLIEST YEAR/LATEST YEAR
To

: 6. RECORD SERIES DESCRIPTION (BRIIFLY DESCRIBK THEK TYPES OF INFORMATION/DOCUMENTS/FORMS FOUND

4N THE SERIES.

INSTITUTIONAL DIRECTIVES HISTORY FILES:

Draft copies of institutional

INCLUDE THE PURPOSE OR FUNCTION OF THK ’!RT!!)

A.
directives being developed.

B. . Copies of old, rescinded or reviser
directives.

C. Memos of approval/disapproval review

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
O LETTER SI1ZE O MICROFILM O ALPHABETICAL O FILE DRANER(S)
O MICROFILM REEL(S)
‘l'fJLzau.suz O COMFUTER TAPE O NUMERICAL O COMPUTER TAPE(S)
NUMBE
0 BOUND BOOK O FLOPPY DISK O CHRONCLOGICAL, C OTHER(SPECIFY)
O AUDIO TAPE O VIDEO TAPE O GEOGRAPHICAL
10. ANNUAL ACCUMULAT ION
O OTHER(SPECIFY) 0 oTHER(SPECIFY) O FILE DRAWER(S)
O MICROFILM REEL(S)
RUMBEX O COMPUTER TAFE(S)
O OTHER(SPECIFY)

111 piLe 1S usED
g pailLY - a

VWEEKLY ﬁ MONTHLY

-

12. FiLE BECOMES

NUWBER

INACTIVE AFTER
O MONTH(S) O YEAR(S)

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

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

ti1* yes, spEciFy saEncy or oFrice)
O vyeEs O NO

15, ACCESS RESTRICTIONS “a yes O No

(1" yes, ci1Tx LAw(s} & rxGguLATION(S)

16. AUDIT REQUIREMENTS

O NONE ?9snut O FEDERAL 0O INDEPENDENT

17. IS AN INDEX SYSTEM USED? (1r YRS.EDPLAIN

BRIEFLY AKD DESCRIBE ANY HARDIARE/SOPT'AR!)

OYEs 0O nNO

18. RECCMMENDED RETENT ION

Retain at
Institutions
permanently.

19. NAME AND TITLE OF PREPARER 20.

Myles Carpeneto, Director of

Procurement Services (301) 764-4113

TELEPHONE NUMEER

21. DATE

ST/

DGS 550-4 (REVISED 2/87)




INSTRYCTIQNS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEY OR

REVISED RECORD SERIES. FORWARD
¥iTH RECORDS RETENTION SCHEDULE
DGS 850-1)

DEFARTMENT OF GENERAL SERYICES
RECORDS MANAGEMENT DIVISION
727% WATERLOO RQAD
P.O. BQX 273
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

race T _or 12

1t . DEFARTMENT [AGENCY
Public Safety and

Correctional Services

2. DIVISION

Division of Correction

3. unlT Management Analysis
and Audits

DEFINITION-RECORD SERIES-

A GROUP OF RELATED RECOROS NORMALLY FILED
REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSEN

4. RECORD
Division

St C

IES TITLE Management Anal sis ang
Correction Information Bul etins (D

Institutional Information Bulletins

Audits
CIB) and

AND USED AS A UNIT FOR

5. EARLIEST YEAR/LATEST YEAR
TO

regulations.

I. Bulletin Number
II. Date
III.. Subject

THE SERIES. INCLUDE THE

Impart various activities such as vacan-
cies and other 1nformatlon not placed in

L c THE TYP
| §. RECORD SERIES DESCRIPTION ‘nnllrLY DESCRINK K8 OF INFORMATION/DOCUMENTS /FORMS FOUND

PURPOSE QR FUNCTION OF THK ﬂ!P‘l!S]

7. RECORD SERIES FORMAT(S)
LETTER S{ZE O MICROFILM
LEGAL SizZE O COMPUTER TAPE
‘ BOUND BOOK O FLOPPY DISK
a

AUDIO TAPE VIDEO TAPE

OTHER( SPECIFY)

‘"D o o o a

8. RECORD SERIES SEQUENCE
0 ALPHABETICAL
0 NUMERICAL
0 CHRONCLOGICAL,
0 GEOGRAPHICAL

0 OTHER(SPEC!IFY)

9. VOLUME

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

NURBER 0 orpep(sPECIFY)

10. ANNUAL ACCUMULAT ION

O FILE DRAWER(S)

0 MICROFILM REEL(S)
KGHEEX O COMPUTER TAPE(S)

0 CTHER(SPECIFY)

| 11 e 1s useD 12. FILE BECOMES INACTIVE AFTER
' O pAlLY ﬁ;wsaqn' O MONTHLY O MONTH(S) 0 YEAR(S)
' RUNERY
¥ - :
! 13. CURRENT LOCATION(S] (BLDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?
' tir vyes, sPecirY rgENCY OR OFFICE)
O YES O NO
15. ACCESS RESTRICTIONS - YEsS Ono 16. AUDIT REQUIREMENTS
(1" ves, ciTe Law(s) & reauLaTiON(S]) A
s Mmm:‘ﬁ STATE 0O FEDERAL 0O INDEPENDENT
17. IS AN INDEX SYSTEM . : -
USEDT (1F vRS.mPLAIN RECCMMENDED RETENT ION

BRIEFLY AND DRSCRIBE ANY HARDWARE/SOFTWARK )

OyeEs O nNO

Retain for one
(1) year, then

destroy.

19. NAME AND TITLE OF PREPARER

Myles Carpeneto, Director of
Procurement Services

20. TELEPHONE NUMEER

(301) 764-4113

21. DATE

STY41

DGS 550-4 (REVISED 2/87)




INSTRUGTIGNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEY OR

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

Public Safety and
Correctional Services

Division of Correction

REVISED RECORD SERIES. FORWARD 727% WATERLOO ROAD

WITH RECORDS RETENTION SCHEDULE P.O. BOX 273 PAGE /0 or |3
’f 350-1) ~ JESSUP, MARYLAND 20794 — —

1. DEFARTMENT/AGENCY 2. DIVISION 3. uniT Management Analysis

and Audits

DEFINITION-RECORD SERIES-

A GROUP OF RELATED RECORDS NOMRMALLY FILED AND USED AS A UNIT FCR

+ Forms Management Registry

REFERENCK AS WELL AS RETENTION AND DISPOS|TION PURPOSES
4. RECORD SERIES TITLE Management Analysis and Audits

5. EARLIEST YEAR/LATEST YEAR
TO

tN THE SERIES.

(DC Form 20-1laR)
B. Copy of Current Form

to B FLY DESCRIBK THX TYP
! 6. RECORD SERIES DESCRIPTION | RIK £8 OF IN?OMTION/DOCMTIINM PFOUND

INCLUDE THE PURPOSBE OR PUNCTION CF THK su:mzs)

All State agencies are requi
quired to manage
and control all forms currently in use.g

A. Form Authorization and Registration

O LETTER SIZE O MICROFILM

‘ll’m LEGAL SIZE O COMFUTER TAPE
O BOUND BOOK O FLOPPY DISK
O AUDIO TAPE O VIDEO TAFE

O OTHER({SPECIFY)

O ALPHAEETICAL
O NUMER!CAL

0 cHRONOLOG I CAL
O GEOGRAPHICAL

O OTHER(SPECIFY)

7. RECORD SERIES FORMAT({S) 8. RECORD SERIES SEQUENCE 9. VOLUME

O FILE DRAWER(S)

O MICROFILM REEL(S)

O COMPUTER TAPE(S)
RUMBER § orppp(sPECIFY)

10. ANNUAL ACCUMULAT ION
0 FILE DRAWER(S)
O MICROFILM REEL(S)
RUGMBPY O COMPUTER TAPE(S)

0 or-ER(SPFCIFY)

| 11. piLe 1S usED

Q pAlLY O ¥EEKLY ﬁ(mm-n.Y

12. pILE BECOMES INACTIVE AFTER

V13 CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM)

O MONTH(S) O YEAR(S)
NURBEH

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

tir yEs, spEciry seEncy or orrice]
QO YvEs © NO

1S. ACCESS RESTRICTIONS "OYES ONnNo
(1" yEs, ci1Tx LAwW({S) & rREGuLATION(S)

16. AUDIT REQUIREMENTS

g NONE ?fsnut O FEDERAL 0O INDEPENDENT

17. IS AN INDEX SYSTEM USED?T (1P YRES.EXPLAIN

BRIEFLY AND DESCRIBE ANY HARDWARE/SOFTWARE)

OQYEs O nNoO

1

"HQ retains one
18. RECOMMENDED RETENTION copy of all current

- forms. Institutions retain one copy of their

own forms. When a form is superseded, it is
to be moved to the Forms Management Hilstory
File. b :

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

" Myles Carpeneto, Director of
Procurement Services

(301) 764-4113

ST

DGS 550-4 (REVISED 2/87)




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

DEFARTMENT OF GENERAL SERVYICES
RECORDS MAMNAGEMENT DIVISION

]

AGENCY RECORDS INVENTORY

Public Safety and
Correctional Services

Division of Correction

REVISED RECORD SERIES., FORWARD 727% WATERLOO ROAD

WITH RECORDS RETENTION SCHEDULE P.O. BOX 278 . I /;L

(DGS 880-1) JESSUP, MARYLAND 20794 AGE L OF

1. DEFARTMENT /AGENCY 2. DIVISION s. WwiT Management Analysis

and Audits

A G ™= (-]
DEF INITION-RECORD SERIES- ROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR

REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSES

| 4. REcorD SERIES TITLE Management Analysis and Audits

¢+ Forms Management History Files

5. EARLIEST YEAR/LATEST YEAR
To

4N ‘TFHE SERIES.

Related materials for deve

and rescinding forms

A. Form Authoriz

é. RECORD SERIES DESCRIPTION (BRIIFLY DESCRIBE THK TYPES OF lNPOMTION/MCwT!,”m FOUND

INCLUDE THE PURPOSBE OR FUNCTION OF THK BBHZS]

loping, revising

ation andg Registration

B, c (DC Form 20-1aR)
. opy of old
‘ rescinded or revised forms
7. RECORD SERIES FORMAT(S ) 8. RECORD SERIES SEQUENCE 9. VOLUME
O LETTER SIZE O MICROFILM O ALPHAEETICAL O FILE DRAWER(S)
O MICROFILM REEL(S)
O LEGAL SIZE O COMFUTER TAPE O NUMERICAL O COMPUTER TAPE(S)
. NOWEER 0 oriEr(sPECIFY
O BounD BOOK O FLOPPY DISK 0O cHRONOLOGICAL, ( )
a a a
AUDIO TAPE VIDEO TAPE GEOGRAPHICAL o, ACCUMULAT 100
O OTHER(SPECIFY) O OTHER(SPECIFY) O FILE DRAWER(S)
' O MICROFILM REEL(S)
KGUEPEK O COMPUTER TAPE(S)
a OTHFR(SPECIFEY )
P11. pite s useD 12. FILE BECOMES INACTIVE AFTER
‘ O DAILY ﬁwsmy O MONTHLY O MONTH(S) 0 YEAR(S)
. : RURBER

y 13. CURRENT LOCATION(S) (EBLDG.,FLOOR,ROOM)

14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?

tir vyes, sPeciry sraEncy or orrice)
0O yes O No

1S. ACCESS RESTRICTIONS
{1r ves,

g YES O NO
ci1TE LAW(S) & rEGULATION(S)

16. AUDIT REQUIREMENTS

0O NoNE ﬁsumz O rFEDERAL 0 INDEPENDENT

17. 1S AN INDEX SYSTEM USED? (1pr vES.EPLAIN
BRIEKFLY AND DESCRIBE ANY HARDIARE/BOFT'ARK)

Cyes O nNo

18. RECOMMENDED RETENT ION

Destroy when no longer administratively
useful.,

18. NAME AND TITLE OF PREPARER 20.

Myles Carpeneto, Director of

Procurement Services (301) 764-4113

TELEPHONE NUMEER

21. DATE

S1119/

DGS 350-4 {(REVISED 2/87)




ANSTRUCT |GNS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEY OR

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

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7273 WATERLOO RQAD
P.O. BOX 273
JESSUP, MARYLAND 20794

-

AGENCY RECORDS INVENTORY

_J2

PAGE ,9\ or

1. DEFARTMENT /AGENCY
Public Safety and

Correctional Services

2. DiIVISIon

3. uniT Management Analysis
and Audits

Division of Correction

A GROUP OF RELATED RKCORDS

NORMALLY FILED

DEFINITICN-RECORD SERIES-

REFERENCE AS NWELL AS RETENTION AND DISPFOSITION PURPFOSES

AND USED AS A UNIT FOR

!
+  Audit Miscellaneous and Correspondence

| 4. Recoro seriES TiTLE Management Analysis and Audits 5.

EARLIEST YEAR/LATEST YEAR
TO

! 6. RECORD SERIES DESCRIPTION (BRIIFLY DESCRIBE THE TYPES OF INFOMTION/DOCWTSINM FOUND

‘FTHE SERIJES.

Directors

DCIBs,

D. Special Assignments
E. Staff Meetings Minutes

A. Monthly Status Report of Institutional
Directives reviewed by DOC HQ Program

B. Institutional Directives, general file
C. Yearly Statistics on Issuance of DCRs,
Institutional Directives and
Change Notices issued to DCRs

INCLUDE THE PURPOSBE OR FUNCTION OF THK lKHZB]

7. RECORD SERIES FORMAT(S) 8.

LETTER SIZE MICROF LM

LEGAL SIZE COMFUTER TAPE

BOUND BOOK FLOPPY DISK

a
o
a
AUDIO TAPE O VIDEO TAPE
FY

OTHER( SPEC!

‘"o 0o o o o

RECORD SERIES SEQUENCE 9.
O ALPHAEETICAL
O NUMERICAL
0 CHRONOLOGICAL,
O GEOGRAPHICAL

) O OTHER(SPECIFY)

VOLUME

O FILE DRA¥ER(S)
C MICROFILM REEL(S)
O COMPUTER TAPE(S )

NUMBER [ orppn(sPeciFy)

10. ANNUAL ACCUMULAT ION
O FILE DRAWER(S)

O MICROFILM REEL(S)

KRGUEPE O COMPUTER TAPE(S)
0 OTHER(SPECIEY)

H
P41 FILE 1S usED 12. FILE BECOMES INACTIVE AFTER
DAILY d WEEKLY O MONTHLY O MONTH(S) O YEAR(S)
- *‘ RUNBER
{ 13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14. IS RECORD SERIES DUPLICATED ELSEWHERE?
' fi1® yms, sPEciFY raENcY Or oOFrFice]
O vyEsS O nNO
15. ACCESS RESTRICTIONS ‘0 YES O NO 16. AUDIT REQUIREMENTS
{1r yes, ci1Tx Law(s) & rxauLaTION(S)
O NONE qlsmwz O rFEDERAL O INDEPENDENT
17. 1S AN INDEX SYSTEM USED? :
(17 yes.mrLaIN 18. RECOMMENDED RETENTION

BRIEFLY AND DESCRIBE ANY MARDWARE./ SOFTWARE )

O YEs O NoO

Retain 5 years,
then destroy.

19. NAME AND TITLE OF PREPARER 20.

Myles Carpeneto, Director of
Procurement Services

(3Q1) 764-4113

TELEPHONE NUMEER

21. DATE

S/

DGS 350-4 (REVISED 2/87)




