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DEPARTMENT OF GENERAL SERVICES
Records Management Division

RECORDS RETENTION AND DISPOSAL SCHEDULE

SCHEDULE
NO. 11*06 -

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:

MARYLAND COMMISSION ON CORRECTIONAL
STANDARDS
This State agency audits correctional
facilities every 18-24 months as mandated
by Maryland State law.

A. Comments
B. Audit Activities
C. Standards Determined Not Applicable
D. Standards in Noncompliance
E. Significant Changes
F. Descriptive Narrative

1. Physical Plant
2. Inmate Programs & Services
3. Staffing Pattern
4. Population Characteristics

G. Chart for Noncompliance Completion
Dates

GRAND JURY INSPECTIONS:
Cover memo enclosing true test copy of
report:
A. Statistical Data
B. Charge to Grand Jury
C. Correctional Institution Visits
D. Recommendations

DOC INSTITUTION AUDITS:

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

A. Cover Memo
1. Scope of Audit
2. Auditor
3. Activities
4. Comments

Retain at HQ
until no longer
administratively
useful, then
destroy.

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

Retain at HQ -
until no longer
administratively
useful, then
destroy.

Schedule Approved by Department,
Agency, or Divisions-Representative

Signature/y Title '

Schedule Authorized by

r2l
State Archivist
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Item
No.

4.

5.

6.

Description

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 20-10bR)

DEPT. OF PUBLIC SAFETY AND CORRECTIONAL
SERVICES AUDITS
Conducted randomly and upon request of DOC
HQ and institutions. Citations are followed
up by that office and by DOC HQ.

Scope of Audit
Findings
Recommendations

DIVISION OF CORRECTION DIRECTIVES (DCD):

Contains all or some of the following:
I. References

II. Applicable To
III. Purpose
IV. Definitions
V. Policy

VI. Procedure
VII. Attachments

VIII. Rescissions
Management Audit Form (DC Form 20-10)
Appendices (if any)

DCD HISTORY FILE:

A. General correspondence
B. Draft DCD
C. Wardens' comments on draft DCDs
D. Approval of legal sufficiency by Asst.

Attorney General
E. Approval by Secretary of DPSCS
F. Original of DCD approved by

Commissioner
G. Printing Requisition

Retention

Retain at HQ
until no longer
administratively
useful, then
destroy.

Permanent.
Retain at HQ.
Transfer periodi-
cally to Md.
State Archives.
Institutions
retain until
update received,
then, destroy old
copy.

Permanent.
Retain at HQ.
Transfer periodi-
cally to Md.
State Archives.



DGS-550-1A RECORDS RETENTION AND DISPOSAL SCHEDULE
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Item
No.

7.

8.

9.

10.

Description

INSTITUTIONAL DIRECTIVES

Each institution's regulations based on the
Division of Correction Regulations.

Contains all or some of the following:
I. References

II. Applicable To
III. Purpose
IV. Definitions
V. Policy

VI. Procedure
VII. Attachments

VIII. Rescissions

INSTITUTIONAL DIRECTIVES HISTORY FILES:

A. Draft copies of institutional
directives being developed.

B. Copies of old, rescinded or reviser
directives.

C. Memos of approval/disapproval review

DIVISION OF CORRECTION INFORMATION
BULLETINS (DCIB) AND INSTITUTIONAL
INFORMATION BULLETINS:

Impart various activities such as vacan-
cies and other information not placed in
regulations.

I. Bulletin Number
II. Date

III. Subject

FORMS MANAGEMENT REGISTRY:

All State agencies are required to manage
and control all forms currently in use.

A. Form Authorization and Registration
(DC Form 20-laR)

B. Copy of Current Form

Retention

HQ copy destroyed
when update
received;
Institutions send
one copy to the
State Archives;
Institutions
retain for five
(5) years, then
destroy.

Retain at insti-
tutions until no
longer adminis-
tratively useful,
then destroy.

Retain for one
(1) year, then
destroy.

HQ retains one
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
History File.
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11.

12.

FORMS MANAGEMENT HISTORY FILES:

Related materials for developing, revising
and rescinding forms

A. Form Authorization and Registration
(DC Form 20-laR)

B. Copy of old rescinded or revised forms

AUDIT MISCELLANEOUS AND CORRESPONDENCE;

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

B. Institutional Directives, general file
C. Yearly Statistics on Issuance of DCRs,

DCIBs, Institutional Directives and
Change Notices issued to DCRs

D. Special Assignments
E. Staff Meetings Minutes
F. Commissioner's Citations on Recognition

of Achievement on MCCS Audits
G. General correspondence
H. MCCS General Information files

Destroy when no
longer adminis-
tratively useful,

Retain 5 years
then destroy.
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INSTRUCTIONS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SCRIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DOS 8S0-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7271 WATERLOO ROAD
P.O. BOX 278

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PACE_Lor

1. DEPARTMENT/AGENCY
Public Safecy and
Correctional Services

2. DIVISION

Division of Correction

3. UNIT Management Analysis

and Audits

DEFINITION-RECORD SERIES-* anOur O r M L A T B D RECORDS NORMALLY F1LXD AMD UKO AS A UNIT FOR
REFERENCE AS WELL AS RETENTION AND DI SPOg IT I ON PURPOSES

4. RECORD SERIES TITLE Management Analysis and Audits

Maryland Commission on Correctional Standards

«. RECORD SERIES DESCRIPTION (BRIEFLY DESCRIBE THE TYPES OP
IN THE SERIES.

INFORMATION/DOCUMENTS/FORMS FOUND
INCLUDE THE PURPOSE OR FUNCTION OF THE SKFTTES

This State agency audits correctional
facilities every 18-24 months as mandated
by Maryland State law.

A. Comments
B. Audit Activities
C. Standards Determined Not Applicable

D. Standards in Noncompliance
E. Significant Changes
F. Descriptive Narrative

1. Physical Plant
2. . Inmate Programs & Services
3. Staffing Pattern
k. Population Characteristics

G. Chart for Noncompliance Completion
i_/eL t o o

7. RECORD SERIES FORMAT(S)

Q LETTER SIZE • MICROFILM

a I FGAI. SIZE a COMPUTER TAPE

D BOUND BOOK O FLOPPY DISK

a AUDIO TAPE Q VIDEO TAPE

a OTKER(-SPECIFY)

8. RECORD SERIES SEQUENCE

• ALPHABETICAL

a NUMERICAL

Q CHRONOLOGICAL

E GEOGRAPHICAL

D OTHER(SPECIFY)

9. VOLUfcE

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

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

hbilhfft a COMPUTER TAPE ( S )

1 I .FILE IS USED

''DAILY WEEKLY MONTHLY

12. FILE BECOMES INACTIVE AFTER

______ D MONTH(S) 0 YEAR(S)
NUMBER

13. CURRENT LOCATION(S) ( BLDC. ,FLOOR.ROOM) 14. IS RECORD SERIES DUPLICATED ELSEWHERET
I'IF YES, SPECIFY /.OENCY OR OFFICE)
° YES Q NO

15. ACCESS RESTRICTIONS Q YES D NO
(IF YES, CITE __*»(*) a R C Q U U T I O N I S )

1 6 . AUDIT REQUIREMENTS

NONE STATE, FEDERAL : "R INDEPENDENT

17. IS AN INDEX SYSTEM USED* (|F YES.E>_PLA IN
BRIEFLY AND DESCRIBE ANY HARDRARC/ SOFTWARE .

a YES D NO

18. RECOMMENDED RETENTION 1

Retain at HQ until no longer administratively
useful, then destroy.

I - . NAME AND TITLE OF PREPARER

Myles Carpeneto, Director of
Procurement Services

20. TELEPHONE NUMBER

(3Q1) 764-4113

2 I . DATE

37/ H>
DOS 330-4 (REVISED 2/87)



INSTRUCTIONS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE

k ( D G S 8 5 0 - 1 J

I . DEPARTMENT /AGENCY
Public Safety and
Correctional Services

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7271 WATERLOO ROAD
P . O . BOX 27S

JESSUP, MARYLAND 20794

2 . DIVISION

Division of Correction

AGENCY RECORDS INVENTORY

PACE &r\ o r /o*>

3. UNIT Management Analysis

and Audits

DEFINITION-RECORD SERIES- A a " ° ° * O r M L A T K B RECORDS NORMALLY FIU£O AND UKD AS A UNIT FOR
RKFERgNCK AS IHU. A» HmtNTION AWC DISPOSITION PUHP8gE«

4. RECORD SERIES TITLE Management Analysis and Audits

Grand Jury Inspections

I 0. RECORD SERIES DESCRIPTION , BRIEPL.T DESCRIBE THK TYFM OF INPORMAT I ON/DOCUMENTS/FORMS FOUND
IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE (EPICS

Cover memo enclosing true test copy of
report:
A. Statistical Data
B. Charge to Grand Jury
C. Correctional Institution Visits
D. Recommendations

7. RECORD SERIES FORMAT(S)

n LETTER SIZE • MICROFILM

Q LEGAL SIZE a COMPUTER TAPE

Q BOUND BOOK ° FLOPPY DISK

a AUDIO TAPE Q VIDEO TAPE

Q OTHER(SPEC IFY)

8. RECORD SERIES SEQUENCE

B ALPHABETICAL

a NUMERICAL

a CHRONOLOGICAL

° GEOGRAPHICAL

D OTHER(SPECIFY)

9. VOLUME

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

10. ANNUAL ACCUMULATION

a FILE DRAWER(S)
• MICROFILM REEL(S)
° COMPUTER TAPE(S )
O cyn-nrwf «=:pcri p-y 1

I 1 .FILE IS USED

° DAILY WEEKLY MONTHLY

12. FILE BECOMES INACTIVE AFTER

a M O r f T H ( s' a

1 3 . CURRENT LOCATION(S) (BLDG. ,FLOOR,ROOM) 1 4 . IS RECORD SERIES DUPLICATED ELSEWHERE?
tlF' YES, SPECIFY AOCKCY OR OFFICE)

a YES a NO

1 5 . ACCESS RESTRICTIONS "Q YES O NO

( I F YK8, CITS L A l ( t ) * RKOULATI ON ( S )

1 6 . AUDIT REQUIREMENTS

O NONE ^ S T A T E • FEDERAL INDEPENDENT

1 7 . IS AN INDEX SYSTEM USEDT ( | p Y C S . U J > U I N
BRIEFLY AND OKSCRIBK ANY HARQIARC/SOFTWARK

a YES a NO

18. RECOMMENDED RETENTION

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

19. NAME AND TITLE OF PREPARER

Myles Carpeneto, Director of

Procurement Services

20. TELEPHONE NUMBER

(3Q1) 764-4113

2 t . DATE

DCS 5S0-4 (REVISED 2/87)



INSTRUCTIONS- - TYPE OR PR I NT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SCRIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
DGS SBO-I)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

727S WATERLOO ROAD
P.O. BOX 278

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE 3 or

1 . DEPARTMENT/AGENCY
Public Safety and
Correctional Services

2. DIVISION

Division of Correction

s. UNIT Management Analysis

and Audits

DEFINITION-RECORD SERIES-** aiHOU* O r ««-*TKD RECORD* NORMALLY FILIO AND Uf(D AS A UNIT FOR
AS KE-J- AS RETENTION ANO D IMPOSITION PURPOSES •

4. RECORD SERIES TITLE Management Analysis and Audits

DOC Institution Audits

«. RECORD SERIES DESCRIPTION {BRICPUY DISCRIII THE TYPES OP
IN THE SERIES.

INPORMATION/DOCWKNTS/FORMS FOUND
INCLUDE THE PURPOSE OR FUNCTION OF THE SHIFT. I

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

A. Cover Memo
1. Scope of Audit
2. Auditor
3. Activities
4. Comments

7 . RECORD S E R I E S FORMAT(S)

d LETTER S I Z E <=> MICROFILM

IQ LEGAL SIZE d COMPUTER TAPE

a BOCUD BOOK a FLOPPY D I S K

O AUDIO TAPE a VIDEO TAPE

Q OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

G ALPHABETICAL

a NUMERICAL

a CHRONOLOGICAL

• GEOGRAPHICAL

a OTHER(SPECIFY)

9. VOLUME
0 FILE DRAWER(S)
MICROFILM REEL(S)
COMPUTER TAPE(S )
OTHER(SPECIFY)

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

II .
FILE IS USED

a DAILY WEEKLY MONTHLY

12. FILE BECOMES INACTIVE AFTER
_ _ _ _ a MONTH(S) a YEAR(S)
NUMBER

1 3 . CURRENT LOCATION(S) (BLDG. .FLOOR,ROOM) 1 4 . I S RECORD S E R I E S DUPLICATED ELSEWHERET

t l F YES, SPECIFY /.OEKCY OR OFFICE)

a YES a NO

15. ACCESS RESTRICTIONS "Q YES Q NO
{ I F YES, C I T E __*•(•) * RKQUUATIONIS)

1 6 . AUDIT REQUIREMENTS

a NONE ^ S T A T E D FEDERAL ° INDEPENDENT

1 7 . I S AN INDEX SYSTEM U S E D ! ( I F Y H . _ > 3 > L A I N

BRIEFLY AND DKSCR I BK ANY HARDIARe/ SOFTWARE )

a YES a NO

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

1 9 . NAME AND TITLE OF PREPAHER

Myles Carpeneto, Director of
Procurement Services

2 0 . TELEPHONE NUMBER

(301) 764-4113

2 I . DATE

DCS 5 5 0 - 4 ( R E V I S E D 2 / 8 7 )



INSTRUCTIONS--TYPE OR PR INT A
SEPARATE FORM FOR EACH NEW OR
REVISES RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
DOS 850-1 )

DEPARTMENT OF CENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7271 WATERLOO ROAD
P.O. BOX 278

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PACE or

I . DEPARTMENT/AGENCY
Public Safecy and
Correctional Services

2. DIVISION

Division of Correction

3. UNIT Management Analysis

and Audits

DEFINITION-RECORD SERIES-* anOU* O r M L A T S D M C O R D « NORMALLY FILED AND U » S AS A UNIT FOR
AS WELL AS WTgNTIQW AND DISPOSITION PUWPOagg ; _

J 4. RECORD SERIES TITLE Management Analysis and Audits

1 DPSCS Audits

| « . RECORD SERIES DESCRIPTION / B R I K F l " Y B H C S I M THX TYPES Or 1H FORMAT I ON/DOCUMENTS/FORMS FOUND
IN THE SERIES. INCLUDE THE PUHFOBE ON FUNCTION OF THE SSP1E5]

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

Scope of Audit
Findings
Recommendations

7 . RECORD SERIES FORMAT(S)

LETTER SIZE O MICROFILM

1 F<SAI. SIZE a COMPUTER TAPE

BOUND BOOK H FLOPPY DISK

AUDIO TAPE a VIDEO TAPE

OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

D ALPHABETICAL

a NUMERICAL

Q CHRONOLOGICAL

° GEOGRAPHICAL

a OTHER(SPECIFY)

9. VOLUME

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

10. ANNUAL ACCUMULATION

Q FILE DRAWER(S)
a MICROFILM REEL(S]
° COMPUTER TAPE( S )
O OTHFPf CiPPr IFY \

11 FILE IS USED

a DAILY WEEKLY f MONTHLY

1 2 • FILE BECOMES INACTIVE AFTER

__^__ ° MONTH(S) a YEAR(S)
H U M B E H •-->< i .

1 3 . CURRENT LOCATION(S) ( BLDC. , FLOOR, ROOM) 1 4 . IS RECORD SERIES DUPLICATED ELSEWHERE?
t l F YES, SPECIFY /.OENCY OR OFFICE}
a YES a NO

IS. ACCESS RESTRICTIONS "Q YES O NO

(IF YES, CITE LAl(l) * RKOULATI ON ( S )
16. AUDIT REQUIREMENTS

D NONE M STATE E FEDERAL INDEPENDENT

17. IS AN INDEX SYSTEM USED? (IF YKS.EXFLAIN

BRIEFLY AND DESCRIBE ANY HARDIARE/ SOFTWARE )

° YES O NO

18. RECOMMENDED RETENTION

Retain at HQ .until no longer administratively
useful, then destroy.

19. NAME AND TITLE OF PREPARER

Myles Carpeneto, Director of
Procurement Services

2 0 . TELEPHONE NUMBER

(3Q1) 764-4113

2 I . DATE

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



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

^WITH RECORDS RETENTION SCHEDULE
B D G S 530-1 )

1 . DEPARTMENT/AGENCY
Public Safety and
Correctional Services

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

727» WATERLOO ROAD
P.O. BOX 27S

JESSUP, MARYLAND 20794

2 . DIVISION

Division of Correction

AGENCY RECORDS INVENTORY

PACE O OF ' ^

3. UNIT Management Analysis

and Audits

DEFINITION-RECORD S E R I E S - * a i l O O F O r M U A T H D RECORDS NORMALLY FILED AMD U K D AS A UNIT FOR
AS WELL AS RETENTION AND D U P O g l T I O N PURPOSES

4. RECORD SERIES TITLE Management Analysis and Audits

Division of Correction Regulations (DCR)

« . RECORD S E R I E S DESCRIPTION { B R I K r i - Y D I 1 C B I 1 B ™ * TYPES OF INFORMATION/DOCUMENTS/FORMS FOUND
IN THE S E R I E S . INCLUDE THE PURPOSE OR FUNCTION OF THE (KFTtES]

DIVISION OF CORRECTION REGULATIONS (DCR);

Contains all or some of the following:
I. References V I # Procedure

II. Applicable To V I I. Attachments
III. Purpose VIII. Rescissions •
IV. Definitions Management Audit Form (DC Form 20-10)
V. Policy Appendices (if any)

7. RECORD SERIES FORMAT(S)

• LETTER SIZE O MICROFILM

• LEGAL SIZE O COMPUTER TAPE

a BOUND BOOK • FLOPPY DISK

a AUDIO TAPE a VIDEO TAPE

Q OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

O ALPHABETICAL

° NUMERICAL

H CHRONOLOGICAL

a GEOGRAPHICAL

a OTHER(SPECIFY)

9. VOLUME

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

10. ANNUAL ACCUMULATION

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

KTOSCTT a COMPUTER TAPE(S )
• a ermFP( <;PFri rv)

' 'F1LE IS USED

'DAILY¥>' WEEKLY MONTHLY

12. FILE BECOMES INACTIVE AFTER

° M C W T H< 8» a

1 3 . CURRENT LOCATION(S) ( BLDC..FLOOR.ROOM) 1 4 . IS RECORD SERIES DUPLICATED ELSEWHERE?
t l F YES, SPECIFY AOEKCY OR OFFICE)

° YES a NO

15. ACCESS RESTRICTIONS Q YES a NO

(IF YES, CITS LAl(l) * RKOULAT ! ON ( S )
16. AUDIT REQUIREMENTS

° NONE ^$STATE • FEDERAL INDEPENDENT

17. IS AN INDEX SYSTEM USEDT ( I F YES.EXPLAIN

BRIEFLY AND DESCRIBE ANY HARDIARe/ SOFTWARE )
18. RECOMMENDED RETENTION

a YES NO Retain one copy \
permanently at
HQ; send one copy
to the State
Archives;

Institutions
retain until
update received,
then, destroy old
copy.

1 9. NAME AND TITLE OF PREPAKER

Myles Carpeneto, Director of
Procurement Services

DGS 3S0-4 (REVISED 2/87)

20. TELEPHONE NUMBER

(301) 764-4113

2 I . DATE



1NSTRUCTIQMS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
DOS SSO-I )

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

727S WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PACE or

1 . DEPARTMENT/ACENCY
Public Safety and
Correctional Services

2. DIVISION

Division of Correction

3. UNIT Management Analysis

and Audits

DEF IN IT I ON-RECORD S E R I E S - * artOU* OF> "*«-*TED RECORDS NORMALLY FILJCO AND U f I D AS A UNIT FOR
A« *gu_ A* RETENTION AND DISPOSITION punw«g« ^_

4. RECORD SERIES TITLE
DCB History File

Management Analysis and Audits

I 8. RECORD SERIES DESCRIPTION (BRIEFLY DESCRIBE THX TYPES OP
IN THE SERIES.

IN FORMAT I ON/DOCUMENTS/FORMS FOUND

INCLUDE THE PURPOSE OR FUNCTION OF THE SEFTTES1

A.
B.
C.
D.

E.
F.

G.

General correspondence
Draft DCR
Wardens' comments on draft DCRs
Approval of legal sufficiency by Asst,

Attorney General
Approval by Secretary of DPSCS
Original of DCR approved by

Commissioner
Printing Requisition

7 . RECORD SERIES FORMAT( S )

O LETTER SIZE O MICROFILM

° LEGAL SIZE • COMPUTER TAPE

a BOUND BOOK ° FLOPPY DISK

a AUDIO TAPE a VIDEO TAPE

a OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

• ALPHABETICAL

O NUMERICAL

Q CHRONOLOGICAL

• GEOGRAPHICAL

a OTHER(SPECIFY)

9. VOLUME

a FILE DRAWER(S)
a MICROFILM REEL(S)
Q COMPUTER TAPE(S )
0 OTHER(SPECIFY)

I 0. ANNUAL ACCUMULATION

Q FILE DRAWER)S)

a MICROFILM REEL(S)

NUUBBR a COMPUTER TAPE(S )
. D QTHFRf qppr I FV \

1 1 .FILE IS USED

DAILY O HEEKLY MONTHLY

12. FILE BECOMES INACTIVE AFTER

_____ CJ MONTH(S) a YEAR(S)
NUMBEB _ '

13. CURRENT LOCATICN(S) ( BLDG. ,FLOOR,ROOM) 14. IS RECORD SERIES DUPLICATED ELSEWHERET
tlF YES, SPECIFY /.OEKCY OR OFFICE)

Q YES a NO

15. ACCESS RESTRICTIONS "Q YES O NO
(IF YES, CITS I_A*(S) * mraui_AT I ON ( s)

16. AUDIT REQUIREMENTS

E NONE "^CsTATE Q FEDERAL INDEPENDENT

17. IS AN INDEX SYSTEM USEDT ( I F YKS.EXPt-AtN

BRIEFLY AND DKSCRI BC ANY HARDWARE/ SOFTWARE )

a YES a NO

18. RECOMMENDED RETENTION

Permanent. Retain at HQ. Transfer
periodically to Md. State Archives.

1 9 . NAME AND TITLE OF PREPARER

Myles Carpeneto, Director of
Procurement Services

20. TELEPHONE NUMBER

(301) 764-4113

2 I. DATE

DCS 550-4 (REVISED 2/87)



INSTRUCTIONS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE

^DGS S80-I )

w-
1 . DEPARTMENT/AGENCY
Public Safety and
Correctional Services

DEPARTMENT OF CENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7271 WATERLOO ROAD
P.O. BOX 27S

JESSUP, MARYLAND 20794

2. DIVISION

Division of Correction

AGENCY RECORDS INVENTORY

PAGE / or I**

3. UNIT Management Analysis

and Audits

DEFINITION-RECORD SERIES A 0HOUF OF RKLATKD RECORDS NORMALLY FI LJED AND U t I C AS A UNIT FOR

AS WgUL, AS W T t N T l O H AMD DISPOSITION PURPOBgg _

4. RECORD SERIES TITLE Management Analysis and Audits

Institutional Directives

8 . RECORD SERIES DESCRIPTION ( B l l l l " r l - T OMCHIK THK TYFBfl o r INPOnUTION/DOCUMENTB/FORin FOUND
IN THE SERIES. INCLUDE THK PURPOSE OR FUNCTION OF THI SSFTTES]

Each institution's regulations based on the
Division of Correction Regulations.

Contains all or some of the following:
I. References

II. Applicable To
III..Purpose
IV. Definitions

V. Policy
VI. Procedure

VII. Attachments
VIII. Rescissions

7 .

•

RECORD SERIES FORMAT(S)

LETTER SIZE CJ MICROTILM

LEGAL SIZE • COMPUTER TAPE

BOUND BOOK O FLOPPY DISK

AUDIO TAPE O VIDEO TAPE

OTHER(SPEC IFY J

8. RECORD SERIES SEQUENCE

Q ALPHAEETICAL

• NUMERICAL

Q CHRONOLOGICAL

Q GEOGRAPHICAL

0 OTHER(SPECIFY)

9. VOLUME

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

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

FILE IS USED

.DAILY WEEKLY MONTHLY

12. FILE BECOMES INACTIVE AFTER
_____ D MONTH(S) Q YEAR(S)
NUMBER

13 . CURRENT LOCATION(S) (BLDG.,FLOOR.ROOM) 14. IS RECORD SERIES DUPLICATED ELSEWHERET
(IF YES, sprctPY /.acNcr OR OFFICE)
a YES a NO

IS. ACCESS RESTRICTIONS
(IF YES, CITS LAI(I)

'• YES • NO
RKOULATION(S)

16. AUDIT REQUIREMENTS

D NONE fi STATE O FEDERAL INDEPENDENT

17 , IS AN INDEX SYSTEM USEDT ( IF YII .E)J>UIN

BRIEFLY AKD DESCRIBC ANY HARDWARE./SOFTWARE )

YES NO

HQ copy destroyed
18. RECOMMENDED RETENTION w h e n upda.te
received; Institutions send'one copy, to
the State Archives; Institutions retain
for five years, then destroy.

19. NAME AND TITLE OF PREPARER

Myles Carpeneto, Director of
Procurement Services

2 0 . TELEPHONE NUMBER

(301) 764-4113

2 I . DATE

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



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

1 WITH RECORDS RETENTION SCHEDULE
j^DGS 8 5 0 - 1 )

1 . DEPARTMENT/ AGENCY
Public Safecy and
Correctional Services

DEPARTMENT OF CENERAL SERVICES
RECORDS MANAGEMENT DIVISION

727S WATERLOO ROAD
P . O . BOX 278

JESSUP, MARYLAND 20794

2 . DIVISION

Division of Correction

AGENCY RECORDS INVENTORY

PACE 0 or l<^

3. UNIT Management Analysis

and Audits

DEFINITION-RECORD SERIES-* 9mOtiW O r M U A T 8 ° M « " ' o « NORMALLY F I L M AND UKD AS A UNIT FOR
RKFCRgNCK A« WELL AM RETENTION AND DlgPOglTION PUHMggg

4. RECORD SERIES TITLE Management Analysis and Audits

Institutional Directives History Files

EARLIEST YEAR/LATEST YEAR

TO

| «. RECORD SERIES DESCRIPTION {BRIEFLY DIfCRIK THK TYFC8 OF
IN THE SERIES.

IMFORMATION/DOCUMKNTS/FORMS FOUND
INCLUD« THE PURPOSE OR FUNCTION OF THE SERIES)

INSTITUTIONAL DIRECTIVES HISTORY FILES;

A. Draft copies of institutional
directives being developed.

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

C. Memos of approval/disapproval review

7. RECORD SERIES FORMAT(S)

n LETTER SIZE O MICROFILM

Q LEGAL SIZE Q COMPUTER TAPE

• BOUND BOOK • FLOPPY DISK

• AUDIO TAPE Q VIDEO TAPE

Q OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

Q ALPHABETICAL

3 NUMERICAL

• CHRONOLOGICAL

O GEOGRAPHICAL

a OTHER (SPEC i inr)

9. VOLUME

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

I 0. ANNUAL ACCUMULATION
O FILE DRAWER(S)
a MICROFILM REEL(S)
° COMPUTER TAPE (s)
O QTVlFPf g

ill- FILE IS USED

° DAILY WEEKLY MONTHLY

12. FILE BECOMES INACTIVE AFTER
•YEAR(S)

CURRENT LOCATION(S) ( BLDG., FLOOR, ROOM) 14. IS RECORD SERIES DUPLICATED ELSEWHERE?
tlF YKS, SPECIFY /.aCNCY OR OFFICE )
• YES a NO

IS. ACCESS RESTRICTIONS • YES O NO
( I F YKS , C I T S I _ A « ( S ) & R K Q U L A T I O N I S )

1 6 . AUDIT REQUIREMENTS

a NONE ESTATE a FEDERAL ° INDEPENDENT

17. IS AN INDEX SYSTEM USED? ( I F YZS.KXFLA IN
BRIEFLY AND OESCRIBC ANY HARDWARE,/ SOFTWARE )

a YES a NO

18. RECOMMENDED RETENTION

Retain at
Institutions
permanently.

t 9. NAME AND TITLE OF PREPARER

Myles Carpeneto, Director of
Procurement Services

2 0 . TELEPHONE NUMBER

(3Q1) 764-4113

2 I . DATE

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



INSTRUCTIONS--TYPE OR PR INT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SCRIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
DCS BBO-I)

REV I

I WITH
MDGS

I . DEPARTMENT/AGENCY
Public Safety and
Correctional Services

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7271 WATERLOO ROAD

P.O. BOX 27B
JESSUP, MARYLAND 20794

2. DIVISION

Division of Correction

AGENCY RECORDS INVENTORY

PACE

3 . UNIT Management Analysis

and Audits

DEFINITION-RECORD SERIES-* a W O U * O r M L A T 8 D «COItD« NORMALLY FILED AMD USED AS A UNIT FOR
AS WELL AS RETENTION AMP DISPOSITION PURfO«E« •__

4. RECORD SERIES TITLE Management Analysis and Audits
Division or Correction Information Bulletins (DCIB) and
Institutional Information Bulletins

I 9. RECORD SERIES DESCRIPTION (BRIEFLY DIICRIK THE TYPES Of
IN THE SERIES.

I HfOHMAT I ON /DOCUWEHT8/FOHOT FOUND

IHCUUDS THB PURPOSE OR FUNCTION OF THE SSFTTES)

Impart various activities such as vacan-
cies and other information not placed in
regulations.

I. Bulletin Number
II. Date

III. Subject

7 . RECORD SERIES FORMAT(S)

LETTER SIZE ° MICROFILM

LEGAL SIZE O COMPUTER TAPE

BOUND BOOK ° FLOPPY DISK

AUDIO TAPE a VIDEO TAPE

OTHER(SPECIFY)

8 . RECORD SERIES SEQUENCE

• ALPHABETICAL

• NUMERICAL

<3 CHRONOLOGICAL

0 GEOGRAPHICAL

a OTHER(SPECIFY)

9. VOLUME

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

10. ANNUAL ACCUMULATION

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

11 FILE IS USED

O DAILY WEEKLY MONTHLY

12. FILE BECOMES INACTIVE AFTER

~ MONTH(S) 0 YEAR(S)

13. CURRENT LOCATION(S) (BLDG..FLOOR.ROOM) 14. IS RECORD SERIES DUPLICATED ELSEWHERET

tlF YES, SPECIFY AOEKCY OR OFFICE)

a YES a NO

15. ACCESS RESTRICTIONS "Q YES O NO

(IF YES, CITS I_A»(S) at RKOULATION(S)

16. AUDIT REQUIREMENTS

° NONE ^ STATE Q FEDERAL INDEPENDENT

17 IS AN INDEX SYSTEM USEDT ( IF YES.EXPLAIN

BR I BF L.Y AND DESCRIBE- ANY HARDWARE/SOFTWARE )
18. RECOMMENDED RETENTION

a YES NO Retain for one
d ) year, then
destroy-

19. NAME AND TITLE OF PREPARER

Myles Carpeneto, Director of
Procurement Services

2 0 . TELEPHONE NUMBER

(3Q1) 764-4113

2 I . DATE

Sfi/11
DGS 3 5 0 - 4 (REVISED 2 / 8 7 )



I NSTRIICT 1 QtMS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
DOS SSO-1)

I . DEFARTMENT/AGENCY
Public Safety and
Correctional Services

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7271 WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794

2. DIVISION

Division of Correction

AGENCY RECORDS INVENTORY

PAGE 10 or

J. UNIT Management Analysis

and Audits

DEFINITION-RECORD SERIES K OBOUP OF MLAT8O MCORDI NORMALLY CILID AND UKO AS A UNIT
REFERENCE AS WELL, AS RETENTION AND DlgPOglTIOH PUm»OBg«

4. RECORD SERIES TITLE Management Analysis and Audits

Forms Management Registry

I « . RECORD SERIES DESCRIPTION .BRIEFLY DESCRIBE THE TYPES OF

•IN THE SERIES.
INPORMATt ON /DOCUMENTS/FORMS FOUND

INCLUDE THE PURPOSE OR FUNCTION OP THE SERIES]

All State agencies are required to manage
and control all forms currently in use.

A.

B.

Form Authorization and Registration
(DC Form 20-laR)

Copy of Current Form

7 .

L

• :

RECORD SERIES FORMAT(S)

LETTER SIZE O MICROFILM

LEGAL SIZE Q COMPUTER TAPE

BOUND BOOK • FLOPPY DISK

AUDIO TAPE Q VIDEO TAPE

OTHER(SPECIFY)

8 . RECORD SERIES SEQUENCE

° ALPHABETICAL

d NUMERICAL

a CHRONOLOGICAL

Q GEOGRAPHICAL

D OTHER(SPECIFY)

VOLUME
Q FILE DRAWER(S)
• MICROFILM REEL(S)
a COMPUTER TAPE(S )
0 OTHER(SPECIFY)

I 0. ANNUAL ACCUMULATION
• FILE DRAWER(S)
• MICROFILM REEL(S)
a COMPUTER TAPE(S )
Q

1 1 FILE IS USED

° DAILY WEEKLY MONTHLY

12. FILE BECOMES INACTIVE AFTER
______ D MONTH(S) Q YEAR(S)
NUMBEH

1 3 . CURRENT LOCATION(S) ( BLDG.,FLOOR,ROOM) 1 4 . IS RECORD SERIES DUPLICATED ELSEWHERET
t i p r e s , S P E C I F Y /.acKCY OR O F F I C E )
a YES a NO

IS. ACCESS RESTRICTIONS
(IF YES, CITS LAI(I) a

YES NO 16. AUDIT REQUIREMENTS

° NONE &CSTATE D FEDERAL INDEPENDENT

17. IS AN INDEX SYSTEM USED? (|p YES.EXPLAIN
BRIEFLY AND DESCRIBE ANY HARDIARc/ SOFTWARE )

° YES Q NO

HQ retains one
is. RECOMMENDED RETENTION copy of all current
forms. Institutions retain one copy pf their
own forms. When a form is superseded, it is
to be moved to the Forms Management History
.File.

1 9 . NAME AND TITLE OF PREPARER

Myles Carpeneto, Director of
Procurement Services

20. TELEPHONE NUMBER

(3Q1) 764-4113

2 1 . DATE

S7/HJ
DCS 3S0-4 (REVISED 2/87}



IHSTRUCT 1 ON? - - TYPE OR PRINT A

SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD

WITH RECORDS RETENTION SCHEDULE

(DGS SBO-1)

DEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION

7271 WATERLOO ROAD

P.O. BOX 275

JESSUP, MARYLAND 20784

AGENCY RECORDS INVENTORY

PACE or

t . DEPARTMENT /AGENCY
Public Safecy and
Correctional Services

2. DIVISION

Division of Correction

J. UNIT Management Analysis

and Audits

DEFINITION-RECORD SERIES-* a i l O U F O r «*LAT«ED RECORDS NORMALCY CILBD AND UflO AS A UNIT FOR
REFERENCE AS WEU. AS RETENTION AND D IMPOSITION PUWPOBgl •__

4. RECORD SERIES TITLE Management Analysis and Audits

Forms Management History Files

| «. RECORD SERIES DESCRIPTION (BRIEFLY OHCRIII TKK TYPES OF
IN THE SERIES.

INFORMATION/DOCUMENTS/FORMS FOUND

INCLUDE THK PURPOSE O* FUNCTION OF THI SERIES]

Copy of old rescinded or revised forms

7. RECORD SERIES FORMAT( S )

• LETTER SIZE ° MICROFILM

O I FflAI, SIZE B COMPUTER TAPE

D BOUND BOOK ° FLOPPY DISK

• AUDIO TAPE Q VIDEO TAPE

Q OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

d ALPHABETICAL

a NUMERICAL

a CHRONOLOGICAL

0 GEOGRAPHICAL

a OTHER(SPECi nr)

9. VOLUME

• FILE DRAWER(S)

<3 MICROFILM REEL(S)

Q COMPUTER TAPE(S )

OTHER(SPECIFY)

10. ANNUAL ACCUMULATION

• FILE DRAWER(S)

• MICROFILM R E E L ( S )
RTJBsTlF a COMPUTER TAPE ( S )

. a
I 1 1 .FILE IS USED

D DAILY WEEKLY MONTHLY

1 2 • FILE BECOMES 1NACTIVE AFTER

_ _ _ _ _ _ n MONTH(S) D YEAR(S)
NUMBER

; 13. CURRENT LOCATION(S) (BLDG..FLOOR,ROOM) 14. IS RECORD SERIES DUPLICATED ELSEWHERE?

(IF YES, SPECIFY AOEKCY OR OFFICE)
a YES a NO

15. ACCESS RESTRICTIONS "O YES O NO

(IF YES, CITS I_A»(S) a RKOULATION(S)

1 6 . AUDIT REQUIREMENTS

• NONE j4 STATE O FEDERAL ° INDEPENDENT

1 7 . I S AN INDEX SYSTEM U S E D ! ( | p YK8.EXPLAIN

BRIEFLY AND DESCRIBE ANY HARDWARE./ SOFTWARE )

a YES D NO

IS. RECOMMENDED RETENTION

Destroy when no longer administratively

useful.

1 9 . NAME AND T1TLE OF PREPARER

Myles Carpeneto, Director of
Procurement Services

DGS 350-4 (REVISED 2/87)

20. TELEPHONE NUMBER

(301) 764-4113

2 I . DATE



I NSTPUCT 1 CHS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISES RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE

i(DGS 9 9 0 - 1 )

I . DEPARTMENT /AGENCY
Public Safecy and
Correctional Services

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7279 WATERLOO ROAD
P.O. BOX 279

JESSUP, MARYLAND 20794

2. DIVISION

Division of Correction

AGENCY RECORDS INVENTORY

PAGE or

3. UNIT Management Analysis

and Audits

DEFINITION-RECORD SERIES-* a i l o u F o r MLATKD RECORDS NORMALLY F I L M AND UMD AS A UNIT FOR
REFERENCE AS WELL. AS HETENTI ON AMD DISPOSITION PUUWgg •__

4. RECORD SERIES TITLE Management Analysis and Audits

Audit Miscellaneous and Correspondence

i 9. RECORD SERIES DESCRIPTION ianlKri-r "ESCRIBE THE TYPES OW INPORMAT1 ON/DOCIMKNTS/PORMS FOUND
IN THE SERIES. INCLUDS THE PURPOSE ON FUNCTION OF THE BKR1ES]

A.

B.
C.

D.
E.

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

7. RECORD SERIES FORMAT(S)

B LETTER SIZE ° MICROFILM

a LEGAL SIZE ° COMPUTER TAPE

a BOUND BOOK a FLOPPY DISK

d AUDIO TAPE Q VIDEO TAPE

Q OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

Q ALPHABETICAL

Q NUMERICAL

Q CHRONOLOGICAL

° GEOGRAPHICAL

a OTHER(SPECIFY)

9. VOLUME

a FILE DRAWER(S)
0 MICROFILM REEL(s:
COMPUTER TAPE(S)
OTHER(SPECIFY)

10. ANNUAL ACCUMULAT1ON

D FILE DRAWER(S)

a MICROFILM REEL(S)
a COMPUTER TAPE ( S )
Q OTHFBIfiPFrlFYt

in. FILE IS USED

DAILY WEEKLY MONTHLY

1 2 • FILE BECOMES INACTIVE AFTER

_ _ _ _ _ _ D MONTH(S) O YEAR(S)
NUMBER1

; 13. CURRENT LOCATION(S) (BLDC.,FLOOR.ROOM) 14. IS RECORD SERIES DUPLICATED ELSEWHERET
(IF res, SPECIFY /.anev OR OFFICE)
a YES a NO

1 5 . ACCESS RESTRICTIONS ' • YES • NO
( I F YES, CITE 1 _ A » ( S ) 4 RKOUUATI ON ( S )

1 6 . AUDIT REQUIREMENTS

Q NONE ^ - S T A T E O FEDERAL O INDEPENDENT

1 7 . I S AN INDEX SYSTEM USED? ( | F YES.EXPLAIN

BRIEFLY AKD DESCRIBE- ANY HARDIARC/ SOFTWARE )

d YES D NO

18. RECOMMENDED RETENTION

Retain 5 years,
then destroy.

19. NAME AND TITLE OF PREPARER

Myles Carpeneto, Director of
Procurement Services

20. TELEPHONE NUMBER

(301) 764-4113

21. DATE

DGS 3S0-4 (REVISED 2/87)


