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Department of Public Safety
and Correctional Services Division of Correction

Agency Division
Item
No. Description Retention

1.

TRAINING (EMPLOYEE) AREA

INDIVIDUAL EMPLOYEE TRAINING RECORDS;

These chronological records include all
information related to the training
received by any Division of Correction
employee throughout his/her tenure of
employment with the Division of Correc-
tion.

A record on every Division of Correction
employee, containing some or all of the
following information, will be maintained
and/or monitored by the Institutional
Training Manager position at the institu-
tion level and by the Director of Staff
Development and Training position at
Headquarters.

These records are confidential in nature,
and are considered as being an extension
of the employee's personnel file.

A. TRAINING VERIFICATION LOG FORMS Retain and main-
tain for current
employees.

Forward to res-
pective ITM upon
employee trans-
fer .

Forward to per-
sonnel department
for inclusion in
the employee's
personnel file

Schedule Approved by Department,
Agency, or^pivision/^epresentative

Date Signature^/ Title

Schedule Authorized by
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B. PRE-SERVICE TRAINING RECORDS:

1. Signed statements that employees
have received a copy of handbook
and prescribed orientation DCR's.

2. Orientation Program Test Answer
Sheets

3. Pre-service Firearms Pre-test,
post-test and firearms score
sheet information.

4. Academy Completion Verification
Forms

Retention
upon termination
of Division of
Correction em-
ployment.

Do not retain in
the training
record.

Immediately
forward for
inclusion in the
employee's
personnel file.

Retain for cur-
rent employees.

Forward to
respective ITM
upon employee
transfer.

Forward to per-
sonnel department
for inclusion in
employee's
personnel file
upon termination
of DOC
employment.

Retain one (1)
copy for current
employees in the
ITM's file.
Forward the ITM
file copy upon
employee
transfer.

The original will
be forwarded to
the personnel
department for
inclusion in the
employee's
personnel record.
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5. Personnel Transaction Forms

C. IN-SERVICE TRAINING RECORDS

1. Test Answer sheets
2. In-service firearms pre-test,

post-test and firearms score sheet
information

D. EMPLOYEE APPRENTICESHIP INFORMATION -
Correctional Officers employed by the
Division of Correction have an oppor-
tunity to participate in a recognized
apprenticeship program. Documentation
of program participation may include
some or all of the following infor-
mation.

1. Apprenticeship Application Form
2. Apprenticeship Form H

Retention

Information will
be logged on
training
verification
forms, then the
transaction forms
will be
destroyed.

Retain for cur-
rent employees.

Forward to res-
pective ITM upon
employee trans-
fer.

Forward to per-
sonnel department
for inclusion in
employee's per-
sonnel file upon
termination of
DOC employment.

Do not retain
in the training
record.

Immediately
forward for
inclusion in the
employee's
personnel file.
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2.

3.

Description

3. Apprenticeship Forms D, E and F

PROGRAM FILES:

These files contain information related
to a specific training program presented
to employees. All information relative
to a specific program will be grouped
together in an orderly fashion. Program
files may include some or all of the
following:

A. Training Schedules
B. Rosters
C. Sign-in Sheets
D. Red Cross report sheets
E. Matter of record reports
F. Master set of Sign-in Sheets

INSTRUCTOR CERTIFICATION RECORDS:

The records reflect the instructor certi-
fication information for those employees
who provide training in the institutions.
These records will be maintained in an
orderly and.chronological manner, and may
contain any or all of the following infor-
mation:

Retention

A copy will be
retained in the
ITM files for
current
employees.
Forward the ITM
file copy upon
employee
transfer.

The original
forms will be
forwarded
immediately
for inclusion
in the employee's
personnel file.

Retain for two
(2) years and
until all audit
requirements have
been fulfilled,
then forward to
State Records
Management Center
for an additional
13 years, then
destroy.
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4.

Description

A. Letter requesting certification
B. MPCTC-18 Form
C. MPCTC-29 Form
D. MPCTC Instructor Evaluation

Checklist
E. Certificates reflecting instructor

expertise in specialized areas.
F. MPCTC-22 Form

TUITION REIMBURSEMENT RECORDS:

The record for employees who participate
in the tuition reimbursement program
may include any or all of the following
information:

A. Career Development Plan(s)
B. MS-551 request forms
C. OS-l-TG forms
D. OS-2-TG forms
E. OS-3-TG forms
F. OS-4-TG forms

Retention

Retain for cur-
rent employees.

Forward to
respective ITM
upon employee
transfer.

Forward to
personnel
department for
inclusion in
employee's
personnel file
upon termination
of DOC
employment.

Retain for cur-
rent employees.

Forward t6
respective ITM
upon employee
transfer.

Forward to
personnel
department
for inclusion in
employee1s
personnel file
upon termination
of DOC
employment.

The HQ's training
department
maintains a
master file on
all current DOC
program
participants.
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5.

Description

G. Tuition Reimbursement Quarterly
Reports

OUT-SERVICE TRAINING VERIFICATION RECORDS:

In general, out-service training can be
defined as training programs received by
employees off-site or offered by external
agencies. Out-service training verifica-
tion can include any or all of the follow-
ing information:

A. Program brochure
B. MS-551 form
C. Out-of-State Travel Request
D. Schedule of Training
E. Syllabus/agenda

Retention

Retain each file
for one (1) year
after termination
of DOC
employment, then
destroy.

A copy of the
quarterly report
prepared by HQ
will be forwarded
to each ITM.

Retain for three
(3) years then,
destroy.

Retain for cur-
rent employees.

Forward to
personnel
department for
inclusion in
employee's
personnel file
upon termination
of DOC
employment.
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6.

7.

8.

Description

STUDENT EVALUATION FORMS:

COMAR requirements state that employees
participating in approved training pro-
grams must complete a student evaluation
form.

LESSON PLANS AND TRAINING COMMISSION
APPROVAL SHEETS:

These documents record the actual training
presented in the classroom as well as
whether or not the materials were sub-
mitted to the Correctional Training
Commission for approval.

RESOURCE MATERIALS:

These materials include magazines,
catologs, newsletter, etc.

Retention

The HQ's training
department
retains a master
set of MS-551
forms and Out-of-
State Travel
Requests for
one (1) year
after the con-
clusion of the
fiscal year, then
destroy.

Retain for two
(2) years and
until all audit
requirements have
been fulfilled,
then destroy.

Retain for five
(5) years at the
institution, then
send to the State
Records Center
for fifteen (15)
years, then
destroy.

The HQ's training
department
retains a set of
records for three
(3) years, then
destroy.

Retain for three
(3) years or un-
til information
becomes outdated,
then destroy.
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10,

11,

MEMORANDA PRESCRIBING POLICIES AND PRO-
CEDURES OR OTHER GUIDELINES TO FOLLOW:

These letters may be written by the
Commissioner, Assistant Commissioner,
and chart a course of direction for
training.

MINUTES FROM TRAINING MEETINGS;

These documents transcribe the activities
at quarterly training meetings.

GENERAL CORRESPONDENCE:

This is comprised of miscellaneous letters
from various sources.

Permanent. Retain
until replaced by
updated policies/
procedure s/guide-
lines, then trans'
fer to Md. St.
Archives

Retain for three
(3) years and
then destroy.

Retain for three
(3) years or un-
til information
is outdated, then
destroy.



INSTRUCT IQNS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DCS 580-1 )

1 . DEPARTMENT/AGENCY
Public Safety and
Correctional Services

DEPARTMENT OF GENERAL. SERVICES
RECORDS MANAGEMENT DIVISION

727S WATERLOO ROAD
P.O. BOX 27>

JESSUP, MARYLAND 20794

2. DIVISION

Division of Correction

AGENCY RECORDS INVENTORY

PAGE I OF JL
1. UNIT

Training

DEFINITION-RECORD SERIES-* OltOUF O F «LATBD RECORDS NORMALLY FILM) AMD UIID AS A UNIT FOR
REFERENCE AS WELL AS RETENTION AND DlgPOIITIOH PURPOaEfl

4. RECORD SERIES TITLE

Individual Employee Training Records

». RECORD SERIES DESCRIPTION {•*ICFl-Y D " « ! M THE TYPES or INPORMATION/DOCimENTS/PORMS FOUND
IN THE SERIES. INCUUOf THK PURPOSE OR FUNCTION OF THE SEPTES]

These chronological records include all information related to the training received by any Division of Correction

employee throughout his/her tenure of employment with the Division of Correction.

A record on every Division of Correction employee, containing some or all of the following information, will be

maintained and/or monitored by the Institutional Training Manager position at the institution level and by the

i Director of Staff Development and Training position at Headquarters.

These records are confidential in nature, and are considered as being an extension of the employee's personnel file.

A. Training Verification Log Forms B. Pre-Service Training C. In-Service Training Records

7. RECORD SERIES FORMAT(S)

B LETTER SIZE • MICROFILM

Q LEGAL SIZE • COMPUTER TAPE

O BOUND BOOK • FLOPPY DISK

• AUDIO TAPE Q VIDEO TAPE

D OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

a ALPHABETICAL

Q NUMERICAL

n CHRONOLOGICAL

a GEOGRAPHICAL

Q OTHER(SPECIFY)

9. VOLUME

NUMBER

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

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

II . FILE IS USED

DAILY WEEKLY MONTHLY

12' FILE BECOMES INACTIVE AFTER
D MONTH(S) • YEAR(S)

13. CURRENT LOCATION(S) ( BLDG. ,FLOOR.ROOM) 14. IS RECORD SERIES DUPLICATED ELSEWHERET
(IF VCI, SPECIFY AdENCY OR OFFICE)
a YES o NO

I S . ACCESS RESTRICTIONS ' • YES • NO
( I F YES, CITE t -A»(s ) A RKauUATION(s)

IS. AUDIT REQUIREMENTS

NONE STATE FEDERAL ° INDEPENDENT

17. IS AN INDEX SYSTEM USEDT (|p YES.EXPLAIN
BRIEFLY AND DESCRIBE- ANY HAPDIARK/SOFTWARE

a YES • NO

18. RECOMMENDED RETENTION
Retain and maintain for current employees. Forward to

respective ITM upon employee transfer. Forward to per-

sonnel department for.inclusion in the employee's per-

sonnel file upon termination of Division of Correction

employment.

9. NAME AND TITLE OF PREPARER

Myles Carpeneto, Director of
Procurement Services

20. TELEPHONE NUMBER

(301) 764-4113

21. DATE

DGS 530-4 (REVISED 2/87)



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

(DOS SBO-I )

1 . DCFARTMENT/AGENCY
Public Safety and
Correctional Services

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

72 7» WATERLOO ROAD
P.O. BOX 27B

JESSUP, MARYLAND 20794

2. DIVISION

Division of Correction

AGENCY RECORDS INVENTORY

PACE o^ or /I

J. UNIT

Training

DEFINITION-RECORD SERIES-* a*°°* O r W"-ATKD RECORDS NORMALLY FILM AMD USED AS A UNIT FOR
REFERENCE AS 1BU. AS RETENTION AND DISPOSITION PURPOSES •__

4. RECORD SERIES TITLE

Training Program Files

I « RECORD SERIES DESCRIPTION / • l l l l t r i ~ T BESCRIBE THE TYPES OW INFORMATION/DOCUNKNTS/FORMS POUND
IN THE SERIES. INCLUDE TW PUKPOSE CM FUNCTION OF TH( SERIES]

These files contain information related
to L S ? e C l f l C training program presented
*o r ^ e ; S ' A 1 1 i n f nation relative
to a specific program will be grouped
together l n an orderly fashion Program
files may include some or all of the
following:

A. Training Schedules
B. Rosters
C. Sign-in Sheets
D. Red Cross report sheets
E. Matter of record reports
F. Master set of Sign-in Sheets

7. RECORD SERIES FORMAT(S)

• LETTER SIZE O MICROFILM

D LEGAL SIZE O COMPUTER TAPE

O BOUND BOOK • FLOPPY DISK

• AUDIO TAPE Q VIDEO TAPS

a OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

O ALPHABETICAL

O NUMERICAL

Q CHRONOLOGICAL

Q GEOGRAPHICAL

Q OTHER(SPECIFY)

9. VOLUME

HUHttKn

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

10. ANNUAL ACCUMULATION

• FILE DRAWER(S)
a MICROFILM REEL(S)
a COMPUTER TAPE( S )
a crmFB( SPTTC i P Y )

I I I . FILE IS USED

DAILY WEEKLY MONTHLY

12. FILE BECOMES INACTIVE AFTER

O MONTH(S) 0 YEAR(S)

I 1 3 . CURRENT LOCATION(S) {BLDO. ,FLOOR,ROOM) 1 4 . IS RECORD SERIES DUPLICATED ELSEWHERE?
['IF YC8, SPCCIFY S.aENCY OR OFFICE)

a YES a NO

IS. ACCESS RESTRICTIONS 'O YES O NO

(IF YKB, CITE UAI(I) * RKQULATIONII]

16. AUDIT REQUIREMENTS

O NONE l/-STATE ° FEDERAL INDEPENDENT

17. IS AN INDEX SYSTEM USEDT (IF YKS .EXPLAIN

BRIEFLY AND DESCRIBE- ANY HARDIARS/SOFTWARE )

a YES a NO

IS. RECOMMENDED RETENTION

Retain for two years and until all audit
requirements have been fulfilled, then forwan
to State Records Management Center for an
additional 13 years, then destroy.

19. NAME AND TITLE OF PREPARER

Myles Carpeneto, Director of
Procurement Services

2 0 . TELEPHONE NUMBER

(301) 764-4113

2 1 . DATE

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



1NSTRVCT1QNS- -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DOS 850-1 )

1. 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

PAGE ~>J OF ' /

1. UNIT

Training

DEFINITION-RECORD SERIES-A OHOl» Or RELATED RECORDS NORMALLY FILED AND UtID AS A UNIT
AS w u AS RETENTION AND DISPOSITION

4. RECORD SERIES TITLE

Training Instructor Certification Records

I « . RECORD SERIES DESCRIPTION ianlKri-y " M C R I M THE TYPES o r INrOMIATION/tXKUHKNTS/POMM FOUND
•IN THE SERIES. INCLUDE THE PURPOSE OH rONCTION OF THE SERIES)

The records reflect the instructor certi-
fication information for those employees
who provide training in the institutions.
These records will be maintained in an
orderly and.chronological manner, and may
contain any or all of the following infor-
mation:

Letter requesting certification
MPCTC-18 Form
MPCTC-29 Form
MPCTC Instructor Evaluation

7.

a

a

a

a

a

RECORD SERIES FORMAT(S)

LETTER SIZE ° MICROFILM

LEGAL SIZE ° COMPUTER TAPE

BOUND BOOK G FLOPPY DISK

AUDIO TAPE Q VIDEO TAPS

OTHER(SPECIFY)

6. RECORD SERIES SEQUENCE

• ALPHABETICAL

• NUMERICAL

O CHRONOLOGICAL

• GEOGRAPHICAL

D OTHER(SPECIFY)

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

10. ANNUAL ACCUMULATION
d FILE DRAWER(S)
a MICROFILM REEL(S)
a COMPUTER TAPE! S )
Q QTHTP(?;PFrtFV|

I t FILE IS USED

a DAILY WEEKLY MONTHLY

1 2 . FILE BECOMES INACTIVE AFTER
D MONTH(S) D YEAR(S)

NUWBEH

1 3 . CURRENT LOCATION(S) (BLDG. ,FLOOR,ROOM) 1 4 . I S RECORD SERIES DUPLICATED ELSEWHERE 1
I I f YES, SPECIFY S.aENCY OR OFFICE)

a YES a NO

15. ACCESS RESTRICTIONS Q YES O NO
(ir YES, CITE LAl(l) ft RKOULATION(s)

16. AUDIT REQUIREMENTS

D NONE R STATE D FEDERAL INDEPENDENT

17. IS AN INDEX SYSTEM USEDT (IF YW.S.EXPLAIN
BRIEFLY AND DESCRIBE ANY HARDWARE./ SOFTWARE )

a YES a NO

Retain for current
1 8 . RECOMMENDED RETENTION e m p l o y e e s .

Forward to respective ITM upon enployee transfer.
Forward to personnel department for inclusion in
employee's personnel file upon termination of DOC
employment.

19. NAME AND TITLE OF PREPARER

Myles Carpeneto, Director of
Procurement Services

20. TELEPHONE NUMBER

(301) 764-4113

2 1 . DATE

DCS 330-4 (REVISED 2/87)



I NSTRUCT I QNS - - TYPE OH PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SCRIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS 5B0-I )

t. DEPARTMENT/AGENCY

Public Safety and
Correctional Services

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

727S WATERLOO ROAD
P.O. BOX 27S

JESSUP, MARYLAND 20794

2. DIVISION

Division of Correction

AGENCY RECORDS INVENTORY

PACE or

1. UNIT

Training

DEFINITION-RECORD SERIES•* anO%t* O r M"-ATKO R*CORD« NORMALLY FILKD AMD USKD Al A UNIT FOR
MWWniCK AM WgLL AM RKTKNTION AND DI8POIITICW FUHMggl •

4 . RECORD SERIES TITLE

Training Tuition Reimbursement Records

EARLIEST YEAR/LATEST YEAR

TO

« . RECORD SERIES DESCRIPTION { •RIKFLY OKSCRIBK
IN THE SERIES.

TYMea o r INFORMATION/DOCUMENTS/FORMS FOUND

INCLUOK TMK PUWOJE OH FUNCTION OF TH(

The record for employees who participate
in the tuition reimbursement program •'
may include any or all of the following
information:

A. Career Development Plan(s)
B*. MS-551 request forms
C. OS-l-TG forms
D. OS-2-TG forms
E. OS-3-TG forms
F. OS-4-TG forms

7. RECORD SERIES FORMAT(S)

O LETTER SIZE Q MICROFILM

a LEGAL SIZE a COMPUTER TAPE

a BOUND BOOK O FLOPPY DISK

Q AUDIO TAPE B VIDEO TAPE

a OTHER (SPECIFY)

8. RECORD SERIES SEQUENCE

• ALPHABETICAL

Q NUMERICAL

0 CHRONOLOGICAL

Q GEOGRAPHICAL

a OTHER(SPECirY)

9. VOLUME

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

10. ANNUAL ACCUMULATION

0 FILE DRAWER(S)
O MICROFILM REEL(S)
° COMPUTER TAPE(S)
D QTVIFP( SPtrr I FV I

U . FILE IS USED

D DAILY WEEKLY MONTHLY

12. FILE BECOMES INACTIVE AFTER

3 MONTH(S) Q YEAR(S)

; 1 3 . CURRENT LOCATION(S) {BLDC. ,FLOOR,ROOM) 1 4 . IS RECORD SERIES DUPLICATED ELSEWHERE 1
('IF YES, IPfCIPY ASEKCY OR OFFICE)
D YES D NO

1 3 . ACCESS RESTRICTIONS ~O YES O NO
( I F YIS , CITK 1~AW(S) * RCauiATION(f)

16. AUDIT REQUIREMENTS R e t a i n f o r c u r r e n t

D NONE ff- STATE O FEDERAL ° INDEPENDENT

1 7 . I S AN INDEX SYSTEM USEDt ( | p YKS.EXPLAIN

BRIKFLY AND DIICRIIC ANY HARDIARS/(OPT«ARC j

a YES a NO

Retain for current
18 . RECOMMENDED RETENTION e m p l o y e e s .
Forward to respective ITM upon employee trans
fer. Forward to personnel department for in-
clusion in employee's personnel file upon
termination of DOC employment. The HQ's
training department maintains a master file o
all current DOC program participants.

19. NAME AND TITLE OF PREPARER

Myles Carpeneto, Director of
Procurement Services

DCS 550-4 (REVISED 2/87)

2 1. DATE



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

1 (DGS 9 5 0 - 1 )

P i . DEPARTMENT/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

PACE -5 OF / /

1 . UNIT

Training

DEFINITION-RECORD SERIES- A amOU* O r ««-ATHD RKCORDB NORMALCY FILKD AND U(CD AS A UNIT FOR
mrewwq; AS WELL A* RETENTION AND DISPOSITION

4. RECORD SERIES TITLE

Out-Service Training Verification Records

I « . RECORD SERIES DESCRIPTION ( RIKFLY DfSCRIII THK TYPKH Of
IN THE SERIES. INCLUDI

In general, out-service training can be
defined as training programs received by
employees off-site or offered by external
agencies. Out-service training verifica-
tion can include any or all of the follow-
ing information:

A.
B.
C.
D.
E.

INFORMAT I ON/DOCUMENTS/FORWS fOWD
THK PURPOSE OR FUNCTION OF THK ISF1CI]

Program brochure
MS-551 form
Out-of-State Travel Request
Schedule of Training
Syllabus/agenda

7. RECORD SERIES FORMAT(S)

• LETTER SIZE O MICROFILM

O LEGAL SIZE Q COMPUTER TAPE

C BOUND BOOK D FLOPPY DISK

<3 AUDIO TAPE <3 VIDEO TAPE

a OTHER(SPECIFY)

S. RECORD SERIES SEQUENCE

• ALPHABETICAL

• NUMERICAL

D CHRONOLOGICAL

O GEOGRAPHICAL

O OTHER(SPECIFY)

9 . VOLUME

NUMBED

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

I 0. ANNUAL ACCUMULAT I ON

Q FILE DRAWER(S)

Q MICROFILM REEL(S;
D COMPUTER TAPE(S >
a QTHFP(«;PFr-irY)

II . FILE IS USED

O DAILY WEEKLY MONTHLY

12. FILE BECOMES INACTIVE AFTER
_ _ _ _ D MONTH(S) ° YEAR(S)

; 1 3 . CURRENT LOCATION(S) (BLDG.,FLOOR.ROOM) 14. IS RECORD SERIES DUPLICATED ELSEWHERET

( I F Y E S , SPECIFY /.OKKCY OR OFFICE)
a YES • NO

15 . ACCESS RESTRICTIONS " • YES O NO
( I F YKS, CITK LAW(S) * RKQULATION(S)

1 6 . AUDIT REQUIREMENTS

a NONE 9- STATE O FEDERAL INDEPENDENT

1 7 . I S AN INDEX SYSTEM USED? ( I F YK

BRIKFLY AKD DKSCR I •( ANY KARPK-ARE./SOFTWARK )

° YES O N O

Retairv-f-or current

18. RECOMMENDED RETENTION employees.

Forward to personnel department for inclusion

in employee's personnel file upon termination

of DOC employment. The HQ's training dept.

retains a master set of MS-551 forms and Out-

of-State Travel Requests for one yr. after

the conclusion of the fiscal year, then
destroy.

19. NAME AND TITLE OF PREPARER

Myles Carpeneto, Director of

Procurement Services

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

2 0 . TELEPHONE NUMBER

(301) 764-4113

2 1 . DATE



If-ISTRUCT IQHS- -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SOCDULC
(DCS 5 5 0 - 1 )

1 . DEPARTMENT/AGENCY
Public Safety and

1 Correctional Services

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

727S WATERLOO ROAD
P . O . BOX 278

JESSUP, MARYLAND 20794

2 . DIVISION

Division of Correction

AGENCY RECORDS INVENTORY

PACE J ^ _ OF / / _

1 . UNIT

Training

DEFINITION-RECORD SERIES-* a i t O U * O r M t A T K O « « R D « NORMALLY FILED AND USED AS A UNIT FOR
AM WELL A< RETENTION AND D I B W I T I W I PUMQBE. ^_

4 . RECORD SERIES TITLE

Training Student Evaluation Forms

| 6. RECORD SERIES DESCRIPTION (BRIEFLY DESCRIBE TKX TYPES Or
IN THE SERIES.

INFORMATION/DOCUMENTS/FORMS FOUND
INCLUDE THE PURPOSE OK FUNCTION OF THE SERIES]

COMAR requirements state that employees
participating in approved training pro-
grams must complete a student evaluation
form.

7 . RECORD SERIES FORMAT(S)

• LETTER SIZE O MICROFILM

D LEGAL SIZE ° COMPUTER TAPE

Q BOUND BOOK 3 FLOPPY DISK

• AUDIO TAPE Q VIDEO TAPE

a OTHER{SPECIFY)

8 . RECORD SERIES SEQUENCE

• ALPHABETICAL

• NUMERICAL

H CHRONOLOGICAL

Q GEOGRAPHICAL

a OTHER(SPECIFY)

1 ' ' P1LE IS USED ,

a DAILY y - WEEKLY ° MONTHLY

; 1 3 . CURRENT LOCATION(S) (BLDG. ,FLOOR,ROOMJ

15. ACCESS RESTRICTIONS Q YES D NO
( I F YES, CITE L A W ( S ) * RKaULATION(s)

17. IS AN INDEX SYSTEM USEDT ( | p v i l . K X P U I N
BRIEFLY AKD DESCRIBE- ANY HARDaARE/SOFTWARE )

a YES a NO

' 19 . NAME AND TITLE OF PREPARER

Myles Carpeneto, Director of
Procurement Services

9 . VOLUME
0 FILE DRAWER(S)
Q MICROFILM REEL(S)
a COMPUTER TAPE(S)

! ! O T a OTHER!SPECIFY)

1 0 . AWUAL ACCUMULATION
Q FILE DRAWER(S)
0 MICROFILM REEL(S)

KOmrtT a COMPUTER TAPE(S )
0 cm-FBI *F*rr ! try \

1Z' FILE BECOMES INACTIVE AFTER
D MONTH(S) a YEAR{S)

NUMIIH

I*. IS RECORD SERIES DUPLICATED ELSEWHERE 1
( I F YTS, SPECIFY AOrKCY OR OFFICE)
D YES D NO

1 6 . AUDIT REQUIREMENTS
r

O NONE 9 . STATE ° FEDERAL Q INDEPENDENT

18. RECOMMENDED RETENTION

Retain for two
(2) years and.-,
until all audit
requirements have
been fulfilled,

.then destroy.

2 0 . TELEPHONE NUMBER

(301) 764-4113

2 1 . DATE

s~Jihi
DCS 550-4 (REVISED 2/87)



INSTRUCTIONS- -TYPE OH PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS 5 5 0 - 1 )

1. DEPARTMENT/AGENCY
Public Safety and
Correctional Services

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

72 71 WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794

2 . DIVISION

Division of Correction

AGENCY RECORDS INVENTORY

PACE / OF /'/

1 . UNIT

Training

DEFINITION-RECORD SERIES - * a m > O P O r *™-*T«> RECORDS NORMALLY FILM) ANO UKD AS A UNIT FOR
»«FCRgMCK AS »ELL AS KrnWTtOH ANO

4 . RECORD SERIES TITLE

Training Lesson Plans and Training Commission Approval Sheets

I «. RECORD SERIES DESCRIPTION ,BRIEFLY DESCRIBE THE TYPES OF"
•IN THE SERIES.

INPORMAT I ON/DOCUMENTS/FORMS POUND

INCLUDE THE PURPOSE OR FUNCTION OF THE SKFrtEB'

These documents record the actual training
presented in the classroom as well as
whether or not the materials were sub-
mitted to the Correctional Training
Commission for approval.

7. RECORD SERIES FORMAT(S)

O LETTER SIZE O MICROFILM

3 LEGAL SIZE ° COMPUTER TAPE

• BOUND BOOK Q FLOPPY DISK

O AUDIO TAPE D VIDEO TAPE

0 OTHER (SPECIFY)

8. RECORD SERIES SEQUENCE

• ALPHABETICAL

• NUMERICAL

• CHRONOLOGICAL

O GEOGRAPHICAL

D OTHER(SPECIFY)

9. VOLUME

° FILE DRAWER(S)
0 MICROFILM REEL(S)
a COMPUTER TAPE(S)
a OTHERf SPECIFY)

10. ANNUAL ACCUMULATI ON

a FILE DRAWER(S)
O MICROFILM REEL(S)
a COMPUTER TAPE( S )
a QTVFP(«;PFnirY)

11. FILE IS USED

O DAILY i WEEKLY MONTHLY

1 2 • FILE BECOMES INACTIVE AFTER

n MONTH(S) a YEAR(S]

13. CURRENT LOCATION(S) (BLDG. ,FLOOR,ROOM) 14. IS RECORD SERIES DUPLICATED ELSEWHERE?
I'lF YES, IPrciFY S.aCNCY OR OFFICE)
D YES D NO

15. ACCESS RESTRICTIONS '• YES • NO

(IF YKS, CITS LAI(I) « RKOULATION(S)

16. AUDIT REQUIREMENTS

O NONE S3} STATE O FEDERAL INDEPENDENT

17. IS AN INDEX SYSTEM USEDT (IF YKS.EXPLAIN

BRIEFLY AND D M C R I U ANY HAROIARc/ BO FT W ARK )

Q YES Q NO

Retain for five yrs.

is. RECOMMENDED RETENTION at the Institution

then send to the State Records Center for 15

yrs., then destroy.

The HQ's training department retains a set

of records for three years, then destroy.

19. NAME AND TITLE OF PREPAREH

Myles Carpeneto, Director of
Procurement Services

2 0 . TELEPHONE NUMBER

(301) 764-4113

2 1 . DATE

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



INSTRUCTIONS- -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SCRIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DOS 8B0-I )

1 . DEPARTMENT/AGENCY
Public Safecy and
Correctional Services

DEPARTMENT OF CENEHAL SERVICES
RECORDS MANAGEMENT DIVISION

7271 WATERLOO ROAD
P.O. BOX 278

JESSUP, MARYLAND 20794

Z. DIVISION

Division of Correction

AGENCY RECORDS INVENTORY

PACE __£_ or //

J. UNIT

Training

DEFINITION-RECORD SERIES-* 91tOU* O r M L A T H D RECORDS NORMALLY FILED AND UtID AS A UNIT FOR
IWFTMWCT AS MELL A* HOTHTI ON AMD DUPOtlTICm PUWMBEI •__

! 4 . RECORD SERIES TITLE

' Training Resource Materials

i « . RECORD SERIES DESCRIPTION imnlK1rur DMCTUK THE TYPES o r IN FORMAT I ON/DOCUMENTS/FORMS FOUND
IN THE SERIES. INCLUDE THE PURFOSC OR FUNCTION OF THE

These materials include magazines
catologs, newsletter, etc.

7 . RECORD SERIES FORMAT(S)

LETTER SIZE D MICROFILM

LEGAL SIZE • COMPUTER TAPE

BOUND BOOK O FLOPPY DISK

AUDIO TAPE • VIDEO TAPE

OTHER(SPECIFY)

8 . RECORD SERIES SEQUENCE

• ALPHABETICAL

a NUMERICAL

O CHRONOLOGICAL.

• GEOGRAPHICAL

a OTHER(SPECIFY)

9. VOLUME

NUMBER

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

10. ANNUAL ACCUMULATION

a FILE DRAWER(S)
Q MICROFILM REEL(S)
° COMPUTER TAPE( S )
a o-n-irp( sprn rv)

I It FILE IS USED

° DAILY WEEKLY MONTHLY

12- FILE BECOMES INACTIVE AFTER

• MONTH(S) a YEAR(S)

1 3 . CURRENT LOCATION(S) {BLDG.,FLOOR,ROOM) 1 4 . IS RECORD SERIES DUPLICATED ELSEVHERET
t l F YES, SFKCIFY AUtKCY OR OFFICE)

a YES a NO

1 5 . ACCESS RESTRICTIONS "Q YES • NO
( IT YES, CITS L A » ( s ) « REGULATION! S)

1 6 . AUDIT REQUIREMENTS

Q NONE ^ STATE ° FEDERAL O INDEPENDENT

17 IS AN INDEX SYSTEM USEDT (ir YKS.

BRIEFLY AKO DESCRIBE- ANY HARDSAREV SOFTWARE )

YES NO

18. RECOMMENDED RETENTION

Retain for .three
(3) years or un-
til information
becomes outdated,
then destroy.

I 9. NAME AND TITLE OF PREPARER

Myles Carpeneto, Director of
Procurement Services

2 0 . TELEPHONE NUMBER

(301) 764-4113

2 1 . DATE

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



1 NSTRUCT ICNS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
RCV1 SCO RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
DCS S50-1 )

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 /I

J . UNIT

Training

DEFINITION-RECORD S E R I E S - * a " O O P O r «>-*TKD RECORDS NORMALLY P1LKD AND UfID AS A UNIT FOR
WFtHEKCK AS WBLA. AS RKTTCNT I ON AND DISPOSITION FUKMagl •__

4. RECORD SERIES TITLE Training Memoranda Prescribing Policies
and Procedures or Other Guidelines to Follow

«. RECORD SERIES DESCRIPTION SRIXPLY DCICXIII TWt TYP«S OF" INPORMATI ON/DOCUMKNTS/PORMS FOUND
•IN THE SERIES. INCLUOK THK PURPOSE OJI FUNCTION OF TUB

7. RECORD SERIES FORMAT(S]

LETTER SIZE <=> MICROFILM

LEGAL SIZE • COMPUTER TAPE

BOUND BOOK O FLOPPY DISK

AUDIO TAPE D VIDEO TAPE

OTVEK(SPECIFY)

8. RECORD SERIES SEQUENCE

Q ALPHABETICAL

O NUMERICAL

• CMiONOLOGICAL

Q GEOGRAPHICAL

D OTJ-ER(SPECIFY)

9. VOLLBiC

O FILE DRAVER(S)
Q MICROFILM REEL(S)
Q COMPUTER TAPE(S )
Q OTHER( SPECIFY]

10. ANNUAL ACCUMULATION

a FILE DRAWER(S)
E MICROFILM REEL(S)
D COMPUTER TAPE ( s )
a QTHTB(<;pgrirv)

I II FILE IS USED

C3 DAILY WEEKLY MONTHLY

1 2 • FILE BECOMES INACTIVE AFTER

B MONTH(S) D YEAR(S]

1 3 . CURRENT LOCATION(S) {BLDO.,FLOOR,ROOM) 1 4 . IS RECORD SERIES DUPLICATED ELSEWHERE?
t l P Y M , S P r c i P Y ASENCY OR O P F I C K )
• YES D NO

I S . ACCESS RESTRICTIONS • YES O NO
( I P YCS, CITK L A l | l ] A RUULATION(t)

1 6 . AUDIT REQUIREMENTS

Q NONE Jft STATE Q FEDERAL INDEPENDENT

1 7 . IS AN INDEX SYSTEM USED! ( | p YW.S.V7LJVIN

BRIEFLY AND D K C R I I C ANY KAROIARS/ SOPTWARK )

a YES NO

18. RECOMMENDED RETENTION

Permanent. RetAin
untii replaced by-
updated policies/
procedures/guide-
lines,then transfer to
to Md. State Archives

19. NAME AND TITLE OF PREPAKER

Myles Carpeneto, Director of
Procurement Services

20. TELEPHONE NUMBER

(301) 764-4113

2 1 . DATE

si/hi
DCS 5S0-4 (REVISED 2/87)



INSTRUCT IONS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDUUC
(DOS 5B0-I )

I . DEPARTMENT/AGENCY
Public Safety and
Correctional Services

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

727S WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 2 0 7 9 4

2 . DIVISION

Division of Correction

AGENCY RECORDS INVENTORY

PACE JO OF /<

J . UNIT

Training

DEFINITION-RECORD SERIES- RECORD. NORMALLY FILJCD AND U « D AS A UNIT
AS WBIO. AS RKTKNTION AND DISPOSITION PIUMBEI

4 . RECORD SER1ES T1 Tl_E

Training Minutes from Training Meetings

I «. RECORD SERIES DESCRIPTION (•RIKFLY DflCNIIC TKK TYFKB OF
IN THE SERIES.

INPORMATIOM/DOCUMtNTS/POMia POUND

INCLUDK THX PURPOSE OR FUNCTION OF TH( SEP1E*]

These documents transcribe the activities
at quarterly training meetings.

7 . RECORD SERIES FORMAT(S)

• LETTER SIZE ° MICROFILM

a LEGAL SIZE • COMPUTER TAPE

Q BOUND BOOK 3 FLOPPY DISK

a AUDIO TAPE a VIDEO TAPE

a OTHER(SPECIFY)

8 . RECORD SERIES SEQUENCE

0 ALPHABETICAL

• NUMERICAL

• CHRONOLOGICAL

a GEOGRAPHICAL

O OTHER(SPECIFY)

1 ' * FILE IS USED

a DAILY O WEEKLY '̂ -'MONTHLY

; 1 3 . CURRENT LOCATION(S) ( BLDG. ,FLOOR.ROOM)

I S . ACCESS RESTRICTIONS ' • YES • NO
( I F YKS, CITS L A W ( S ) * RKauLATIOtl(s)

1 7 . I S A N I N D E X S Y S T E M U S E D T ( I F Y V S . K X F L A IN

BR1IFLY AKD OKICR1IE ANY HARDIARc/ 1OPTVAKC )

Q YES O NO

1 9 . NAME AND TITLE OF PREPARER

Myles Carpeneto, Director of
Procurement Services

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

Hu*a** D OTHER(SPECIFY)

10 . ANNUAL ACCUMULATION
• FILE DRAWER(S)
• MICROFILM R£EL(S)

Kmrnrr a COMPUTER TAPE(S)
a nrwRKPrrtFYl

I Z - FILE BECOMES INACTIVE AFTER
D MONTH(S) a YEAR(S)

NUM1KH

1 4 . IS RECORD SERIES DUPLICATED ELSEWHERET
( l F YKS, SP-KC1PY AOCNCY OR OFFICE)
Q YES C3 NO

1 6 . AUDIT REQUIREMENTS

O NONE *©, STATE ° FEDERAL D INDEPENDENT

1 8 . RECOMMENDED RETENTION

Retain for three
(3) years and
then destroy.

2 0 . TELEPHONE NUMBER

(3Q1) 764-4113

21 . DATE

fir Hi
DCS 5 S 0 - 4 [REVISED 2 / 8 7 )



• -
Pul

I Co

I NSTKUCT I OSS - - TYPE OR PRINT A

SEPARATE FORM FOR EACH NEW OR

REVISED RECORD S E R I E S . FORWARD

WITH RECORDS RETENTION SCHEDULE

DOS B S O - t )

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 i/ or

1. UNIT

Training

DEFINITION-RECORD SERIES-* a " O U f > O r »««-*TKD RECORDS NOMMLUV FIL«D AND U » D AS A UNIT FOR
M W M W C I AS MKt-U AS HCTINTIOW ANO DISPOSITI&w »»•»««*•• •

4 . RECORD SERIES TITLE
1 Training General Correspondence

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

TYFKS OF1 INFORMAT I ON/DOCUftKNTS/FORMS FOUND

1NCLUOK THX PURPOSE OR FUNCTION OF TH( S E R I E S ]

This is comprised of miscellaneous letters
from various sources.

7. RECORD SERIES FORMAT(S)

O LETTER SIZE ° MICROFILM

O I FGAL SIZE O COMPUTER TAPE

D BOLHD BOOK ° FLOPPY DISK

Q AUDIO TAPE Q VIDEO TAPE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

° ALPHABETICAL

G NUMERICAL

° CHRONOLOGICAL

Q GEOGRAPHICAL

D OTHER(SPECIFY)

9. VOLUME

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

I 0. ANNUAL ACCUMULATION

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

II . FILE IS USED

DAILY WEEKLY MONTHLY

12. FILE SCOMES INACTIVE AFTER
a MCNTH(S) a YEAR(S)

I 1 3 . CURRENT LOCATION(S) ( B U M . .FLOOR,ROOM) 14. IS RECORD SERIES DUPLICATED ELSEWHERE?

tiF vrs, fptcirv /.amcT OR OFFICE)

Q YES D NO

IS. ACCESS RESTRICTIONS "O YES O NO

(IF YTS, e m LJV»(S) A RKOUUATION(s)

16. AUDIT REQUIREMENTS

NONE l)LSTATE O FEDERAL INDEPENDENT

17. IS AN INDEX SYSTEM USEDT (IF YII.IXTUIN

BRIKFLY AND DISCRIH AKY HARDIAKs/SOFTWARK )

n YES o NO

18. RECOMMENDED RETENTION

Retain for three
(3) years or un-
til information

1 is outdated, then
destroy.

19. NAME AND TITLE OF PREPARER

Myles Carpeneto, Director of
Procurement Services

20. TELEPHONE NUMEER

(301) 764-4113

2 1. DATE

DCS 530-4 (REVISED 2/87)


