0Gs-8%0- 1 DEPARTMENT OF GENERAL SERVICES SCHEDULE

. REV. &/78 Records Management Division N?‘l 408
’ PAGE
NO.]1 of 3
RECORDS RETENTION AND DISPOSAL SCHEDULE
Department of Public Safety and Correctional Services
Police and Correctional Training Commissions
AGENCY < 01 VISION
Item .
Ne. Description Retention
1. NOTICE OF PROBATIONARY APPOINTMENT
’ Retain in the agency for
These forms are completed by outside agencies 10 years after completion.
to provide information to the Training Commis- Send to State Records
sions on all new police and correctional offi- Center for 20 years and
cers. . then destroy.
2. CORRECTIONAL TRAINING PROGRAM FILES
Class rosters Retain in the agency for
Attendance sheets 1§ years after end of
Demerit and dismissal records training class. Send to
Records pertaining to students'failure to the State Records Center
complete the training program for 2o years, and then
Test results destroy.
Test scores
‘ Test answer keys
Test questions
3. ANNUAL TRAINING SCORES
Annual in service training records and firearms Retain for 10 years after -
qualification records received from agencies. training, then destroy.
4.| TRAINING PROGRAM APPROVAL RECORDS
Retain in the agency for
Training Course curricula 10 years after training.
Records of program approval Send to the State Records
Center for 1Q years and
then destroy.
S. MINUTES OF COMMMISSION MEETINGS Permanent . I'ranster
periodically to the
Maryland State Archives.
5. AGENCY PLANS, POLICIES AND DIRECTIVES Permanent. Transfer
periodically to the
Maryland State Archives.
i i
Schedule Approved by Department, ‘ Schedyle Authorized by \
. Agency, or Division Representative Hall of Records Commission

é%./n/ f\ﬂcw}ﬂ“ﬂcul /ffzf//'m, /4’7/¢’L 5“/

Signature Thiie M S10te Archivi et
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“roRM-Rf- 1A RECORDS RETENTION AND DISPOSAL SCHEDULE scutolud.(!) 8
REV. /78 (CONTINUATION SHEET) No.
} PAGE
No. 2 or 3
.ﬂ.‘ Description Retention
7.. RESOURCE CENTER LOAN RECORDS .
Film loan records Retain for 3 years o+ until
- Audit requirements have been
. fulfilled. Then destroy.
8. SUPERVISOR, ADMINISTRATOR, AND INSTRUCTOR TRAINING
Class rosters Retain in the agency for (£
Attendance sheets years after end of Training
Test results, Test scores class. Send to State Records
Test questions Center for 2¢ years and then
Test answer keys destroy.
9. INSTRUCTOR CERTIFICATION RECORDS
Instructor appliéation forms
Proof of qualifications Retain for 10 years after
Correspondence and documentation used to expiration of certification.
determine eligibility. Then destroy.
10. CORRESPONDENCE WITH POLICE AND CORRECTIONAL AGENCIES
Correspondence between the Training Commis- Retain for 10 years. Then
’ sions and police or correctional agencies screen annually, and purge
pertaining to the certification and training materials no longer needed.
of officers. :
11. GENERAL ADMINISTRATIVE CORRESPONDENCE
Correspondence and miscellaneous Screen annually and purge
material pertaining to the general operations material no longer needed.
of the Training Commissions.
12. BUDGETARY AND FISCAL RECORDS
Training Commissions budget documents Retain for 5 years eV until
Purchase. Acquisitions, Purchase orders audit requirements have been
Delivery receipts fulfilled. Then screen
Payroll records, Exception time reports annually and purge materials
Expense accounts ) ) no longer needed.
Mileage sheets i

PSS - 342
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r'oam;n;'a'u . RECORDS RETENTION AND DISPOSAL SCHEDULE scmnuu1408
REV. /73 . : {CONTINUATION SHEET) NoO.
) ' PAGE
NO. 3 of 3
’ Description Retention

13. FIXED ASSET INVENTORY RECORDS

Correspondence, paper records and computer
print-outs pertaining to maintenance of the
Training Commissions' fixed assets inventory.

14. EMPLOYEE PERSONNEL RECORDS

Individual employee personnel records
History cards
Official personnel forms
Address cards
Medical reports
Annual efficiency ratings
Documents supporting promotions
or reclassification.

Employee hiring records

Certification eligibles lists
Interview records

Declination letters

Other correspondence pertaining to the
filling of vacancies in accordance
with State regulations.

Employee leave records
Daily time sheets
Summaries of leave earned and taken.

Retain for 4 years o¢r until
audit requirements have been
fulfilled. Then screen
annually and purge materials
no longer needed.

Maintain in office while
individual is employed with
Agency and for 5 years

| after. Then destroy.

Retain for 4 years.
Then destroy files

no longer necessary for
conducting business.

Retain for 4 years ¢r until
audit requirements have been
fulfilled. Then destroy.
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INSTRYCTIGNS - -TYPE OR PRINT A DEPARTMENT OF GENERAL SERVICES : .
s;zmrs FORM FOR EACH NEY OR RECORDS MANAGEMENT DIV1SI1ON AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD 7273 WATERLOO ROAD

¥ITH RECORDS RETENTION SCHEDULE ‘P.O. BOX 27% " pacx [/ or 14—

( 380-1) JESSUP, MARYLAND 20794 — o
:Dbea..c.c SAFIE?’Y AND zﬁoitz‘lss,?@ CORREAIONAL 3. T :

CO RASE CT?O0NAL. SEXVICES TZARINING COMMISSIONS CERTIEICATIO N

SEF INIT1CON -RECORD snl:s.h GROUP OF RXLATED RECORDS NORMALLY FILEXD AND USED AS A UNIT FOR

REFERENCE AS WELL AS RETENTION AND DISPOS|TION PURPOSFS

| 4. RECORD SERIES TITLE B ) 5. EARLIEST YEAR/LATEST YEAR

- o)
Nomice OF FroRATIonary APPSI T m~T [g7e v [T

6. RECORD SERIES DESCRIPTION ‘IRIIPL'I' DESCRIBE THE TYPES OF INFORUATION/DOCUMENTS/FORMS FOUND
tN THE SERIES. INCLUDK THMK PURPOSE GR FUNCTION OF THK SEFPIES)

! .
i

i

|

These forms are completed by outside agencies
to provide information .to the Training Commis-
" sions on all new police and correctional offi-

cers.
i
g 7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
3 LETTER SIZE O MICROFILM B ALPHAEETICAL 8 FILE DRA¥WER(S)
’ ‘ ) O MICROFILM REEL(S)
J LEGAL S1ZE O COMFUTER TAPFE 0 NUMERICAL 47 O COMPUTER TAPE(S)
NUMBER § oryrp(sPeCIFY)
BOOK O FLOPPY DISK 0 CHRONOLOGICAL, . (
o] o] Q
AUDIO TAPE VIDEO TAPE GEOGRAPH | CAL 10. ANNUAL ACCUMULAT ION
3 OTHER(SPECIFY) O OTHER(SPECIFY) @ FILE DRAYER(S)
7z %_ 0 MICROFILM REEL(S)
ROCMERY O COMPUTER -TAPE(S)
O OTER(SPECIFY!
1. riLE 1S usED 12. FILE BECOMES INACTIVE AFTER
@ palLY 0 wEEKLY O MONTHLY wﬁx O MONTH(S) 8 YEAR(S)
i3. CURRENT LOCATION(S) (ELDG.,FLOOR,ROCM) 14. IS RECORD SERIES DUPL ICATED ELSEWHERE?
TOLILE AND CORRACTIONAL THEAINING COraitss (0 tir yes, speciry raENCY OR orrice)
[ By MeanrmwoeoD ROAD O YES @ No
NOOD Dk, MARYIAND L/ 263
1S. ACCESS RESTRICTIONS 8 YES 0O no 16. AUDIT REQUIREMENTS

s 1™ yes, ciTe LAw(s] & rEguLaTION(S)
ITINE GOVARNMENT ARTIce &, TITLE 1D ,SOETTLE 6,

8 NoNE O STATE O FERERAL O INDEPENDENT
Sorer TIL, SEENIONS @6l THRUL i0-639 . ANNCIATED cODE

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

: 18. RECCMMENDED RETENT ICN
BRIEFLY AND DESCRIBE ANY HARDWARE/SOFTWARE )

Retain in the agency for
10 years after completion.
Send *to State Records
Center for 20 vears and

then destroy.

OyeEs ® NO

3. NAME AND TITLE OF PREPARER 20. TELEPHCNE NUMEER 21. DATE
R.A. QrownNeg

A‘DMxrq:s‘r"bvﬁVS Qs icanr 2L (3@(.) L A 2~ 2700

Avevsr Be 199¢
DGS 350-4 (REVISED 2/87)




| INSTRUCTIONS--TYPE OR PRINT A DEPARTMENT OF GENERAL SERVICES A
SEPARATE FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD 7273 WATERLOO RCAD , _

YITH RECORDS RETENTION SCHEDULE T IP.0. BOX 278 B Bt SRS IV L
(0GS 380-1) JESSUP, MARYLAND 20794 Pacs X or L

1 ARTMENT / AGENCY. 2. DIVISION - | 3. war -
PUBLIC SAFETY AND POLICE AND CORREAIONAL

CO RAE CTIONAL SEXVICES TRAINING COMMISSIONS 7 2n i ume AcADEmy

CEF INITION -RECORD SERIES-A OMOUP OF REKLATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR
REFERENCE AS WELL AS RETENTION ANSD DISPOSITION PURFOSES

! 4. RECORD SERIES TITLE 5. EARLIEST YEAR/LATEST YEAR

£O/?i-/&Ec7'lgﬁAL TrAN g /Qﬂo-éﬂmﬁ Fries (278 1 L27,

§. RECORD SERIES DESCRIPTION (PM!XFLY DESCRIEE TME TYPES OF INFORMATION/DOCUMENTS/FORMS FOUND
‘IN THE SERIES. INCLUDE THE PURPOSE GR FUNCTIGN OF THE SEFTES)

. P
! RzcorDs (a0 715 SERIES Prove DS DECUMSTATION ©F STLDENTS' fATTENDANCE  AND

TRAIN NG AT THE  CoprscrrenAs  TRamive AcadEry . [Hese LRgcodny (NCLSDE!

Class rosters : Test results
Attendance sheets '+ Test scores
Demerit and dismissal records Test answer keys
Records pertaining to students'failure to Test questions

{ complete the training program

| 7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEGUENCE 9. VOLUME
| % LETTER SI1ZE O MICROFILM 8 ALPHABETICAL FILE DRAWER(S)
| O MICROFILM REEL(S)
3 LEGAL SIZE 0O COMPUTER TAPE O NUMERICAL &# 0 comPuTER TAPE(S)
RGMBER 0 orpp SPECIFY)
:‘uup BoOK U FLOPPY DISK O CHRONCLOGICAL, . (
a a a ‘
AUDIO TAPE VIDEO TAPE GECGRAPHICAL to. ACCLMULAT 1GN
39 OTHER(SPECIFY) O OTHER(SPECIFY) @ FILE DRAWER(S]
O MICROFILM REEL(S)
:ugzw O COMPUTER TAPE(S)
O OMER(SPECIEY)
1. piLE 1S USED 12. FILE BECOMES INACTIVE AFTER
® DAILY 0 wEEKLY O MONTHLY & 8 MONTH(S) C YEAR(S)
208 4:1 ;8
' 13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM ) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?
FOLl CE AND COLRACTIONAL TRAINING COraissIONS t1r vyEs, speciFry saENcCY Or oFFicE)
[P 28 MHenrrwooD ROAD

OyeEs @& nO
NOOD Dk, MARYLAND 21263

1S, ACCESS RESTRICTIONS 8 YES C no 16. AUDIT REQUIREMENTS
._ 1”7 yes, ci1Tx LAaw{3) & rREGuULATION(S)
STRE GOUARNIMNT AATICe X, TITLE 1D ,SVOTITLE b,

8 NoNE O STATE O FEDERAL O INDEPENDENT
Ao T, S&ECTIONS [ Q—6l) THRU | @—630 ANNAYED LODE

ey

18. RECOMMENDED RETENTION ) 4 }

: RS [T
Retain in tHe;agenéy  for ‘
/5 years, after end of l
training}class. Send .to- v
the State Records Center :
for 2@ years, and then ‘

—. . destroy. ;

7. 1S AN INDEX SYSTEM USED? {1y vyES.EPLAIN
BRIEFLY AND DESCRIBE ANY HARDWNARE/ SOFTWARK )

OyeEes 8 NO

S

b
i vl
‘3. NAME AND RITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE ™'
R. A BrowsN

ADMINISTIATIVR O Fcicarn I | (Fow Y42- 2700 /4{,9@49.;5 3D /TEF

DGS 550-4 (REVISED 2/87)




—!:crm/m
BLlC SAFETY AND

ISTRUSTIONS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEY OR
REVISED RECORD SERIES. FOREARD
WITH RECORDS RETENTION SCOHEDULE
{DGS 880-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7278 WATERLOO ROAD .
» PO, BOX 278 oo o p T e S T
JESSUP, MARYLAND 20794

CORRME CTIONAL. SEXVICES

2. DIVISION celsowar o -

POLICE AND CORREIIONAL
TRA IV ING

ComMMmisSSIONS Cerricicarion

[ (-]
CEF IN1T1ON -RECORD QRIIS-A ROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT PFOR

REFERENCE AS WELL AS RETENTION AND DISPOSITION PUmMoars

4, RECORD SERIES TITLE

-

Arnmovar Treaimving Scoraes

-

/987 1o /1997

5. EARLIEST YEAR/LATEST YEAR

§. RECORD SERIES DESCRIPTION (::'

@Ea}ﬂ’.ﬁs i THIS SER LS
Cmn P L ETE

VEAR

¢

EFLY DESCRIEK THE TYFPES OF INNMTIM/MMTS/NM FOUND

THE SERIES. INCLUDR TME PURPOSE OR FUNCTICN OF THK SEMIES)

ConvTRIN SCCRES By AGENCY OF

/',ﬂJ-—_(/E?LV/C’E A/‘/D/Cﬁ- 21 2ERBR S

CrREIERS WO

T sro i At TDOZIN G BNE cALsENDAR

POl CE AND CORRA CTIONAL THEAINING COMatiSs IONS

GO RS MHERNnwWwooD ROAD
NOOD Ve, MARYLAND 2/ 2

63

ti1® ves, specirFy sraEncy or orrice)
O YES @ nNo

' 7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
‘ 8 LETTER SI1ZE O MICROFILM ® ALPHAEETICAL ¥ FILE DRAWER(S]
. O MICROFILM REEL({S)
© 3 LEGAL SI1ZE O COMFUTER TAPE 0 NUMERICAL // O COMPUTER TAPE(S)
NUMBER g oren(speciFY) “
.ou«: BOOK O FLOPPY DISK 0 CHRONOLOGICAL . (
3 a a
AUDIO TAPE VIDEO TAPE @mnm 10. ANNUAL ACCUMULAT ON
T OTHER(SPECIFY) @ OTHER({SPECIFY) % FILE DRAYER(S)
O MICROFILM REEL(S)
8 _Asewer KGHRER O COMPUTER TAPE(S)
O oreER(sPECIFY). !
. »iLE 1S UsED 12. FILE BECOMES INACTIVE AFTER ;
2 pAlLY 8 WEEKLY S MONTHLY / 0 MONTH(S) 8 YEAR(S) '
RUNEEN
* 13. CURRENT LOCATION(S) (BLDG.,FLOOR, ROGM) 14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?

15. ACCESS RESTRICTIONS
cl1® ves,

% YES

SPanr 7L, SELIONS

0O NO

C1TE tAwW({3) & rEGuULATION(S)
TRYE QOURRANMANT R RTICL L, TITLE 1D, 306 TIME o,

L6l THARU 10-630 ' ANNCIATED LODE

16. AUDIT REQUIREMENTS

8 NoNE O STATE O rFEDERAL O INDEPENDENT

7. 1S AN

Qvyes ® nNO

INDEX SYSTEM USEDT (1p YRS.Z)PLAIN
BRIEFLY ANKD DESCR{BRE ANY HARDRARE/ SOFTWARE )

18. RECCMMENDED RETENT ION

/{7577.)/:/\/ o TEN

T2, uué“) TRIEN DESTIZLY,

YERARS AETEIL

{3. NAME AND TITLE OF PREPARER
R.A. RBrowaNE

ADMINISTINTIVE OSSican L

20.

TELEPHONE NUMEER 21. DATE

DGS 350-4 (REVISED 2/87)

(oL vY¥2- 2700

Arcawsr e /9</




INSTRUCTIONS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEY OR
REVISED RECORD SERIES. FOREUARD
¥IiTH RECORDS RETENTION SCEDULE

BEPARTMENT OF

GENERAL SERVICES

RECORDS MANAGEMENT  DIVISION
7273 WATERLOO ROAD

BOX 278 © 7 07

AGENCY RECORDS INVENTORY

‘ R T R I L i 1 @ e e el
{ 380-1) " JESSUP, MARYLAND 20794 Pacx - or I S
:.i;mlm 2. DIVISION 3. wur " '
PUBLIC SAFETY AND Posics AND CORREFIONAL :
CORAL CTIONL SEXVICES TRAINING COrMMISSIONS TRA 17 )06

A GROUP OF RELATED

CEFINITION-RECORD SERIES-

RECORDS NORMALLY FILED

AND USED AS A UNIT FOR

4. RECORD SERIES TITLE

TRAINING PROGRAM APPROVAL RECORDS

REFERENCE AS TELL AS RETENTION AND DISPOSITION PURPOSES

5. EARLIEST YEAR/LATEST YEAR
/980 10 1G4/

3N THE SERIES.

Soscorps /v THIS SERIES
FIREALMS TrAminG TO BE Lrov/D ED TP

S e PREVIDED 1BV THE AGENCIES,

6. RECORD SERIES DESCRIPTION ‘nmzn.? CESCRIBE THK TYPES OF INNMT!M/MMTSINM FOUND

INCALVDE DESCRIFTIONS

INCLUDK THME PURPOSE OR FUNCTION OF TMEK SEFIES)

OF ANNVOLAL IV-SEAVICE AND/OX

OFFICERS BY VAwous AEGERCIES (Lov2ss

AnD NOTIEcaTIONS OF PROGIAM ARPPLJUAL,

7. RECORD SERIES FORMAT(S) 8.

% LETTER SIZE O MICROFILM

3 GAL SIZE O COMFUTER TAPE

BOOK O FLOPPY DISK
Q AUDIC TAFE 0O VIDEO TAPE

3 OTHER(SPECIFY)

(534

RECORD SERIES SEQUENCE
8 ALPHABETICAL

O NUMERICAL

O CHRONOLOGICAL

Q cEoGRAPHICAL

@ OTHER(SPECIFY])

9. VOLUME

3 FILE DRAWER(S)
[t
NUMB

O MICROFILM REEL(S)
O COMPUTER TAPE(S)
ER 0 orHER(SPECIFY)

10. ANNUAL ACCLUMULAT JON

8 FILE DRAWER(S)

{4 O MICROFILM REEL(S)
AsEvey

ROCUEENW O COMPUTER TAPE(S)
O QTHER(SPECIFY )

11,

{1 yES, ci1Tx LA®(S) & rEguLaTION(S)
TATE QOVARMNMAINT ARTIce &, TITLE IO ,SVOTITLE b,
Ay JIL, SEGIONS Q6L THRU 10—630 ANNCATED cODE

<
-~

|
FILE IS USED 12. FILE BECOMES INACTIVE AFTER :

2 palLYy 0 WEEKLY O MONTHLY / 0 mMoNTH(S) B YEAR(S) .
RUMEER :

13. CURRENT LOCATION(S) {ELDG.,FLOOR,ROGM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? :
PQAIC:E .AM-D COLRA CTIONAL THEAINING COmeiss ions t1r vyes, sereciry saEnNCY OR orwrice] i
B2 3G HErrwooDd ROAD OYES B NO }
WOOD Vck, MARYLAND /263 :
1S. ACCESS RESTRICTIONS 8 yEs 0O No 16. AUDIT REQUIREMENTS §

@ NoNE U STATE O FEDERAL O INDEPENDENT

17. 1S AN INDEX SYSTEM USED?T (1@ YRS.E)PLAIN

BRIEFLY AND DESCRIBE ANY HARDWARE,/ SOFTWARE )

OYEs 8 nNO

@

18. RECOMMENDED RETENTION -

Retain in the agency for |
10 years after training.
Send to the State Records
Center for 10 years and
then destroy.

13. NAME AND TITLE OF PREPARER

20.
R.A. BrowNa

ADMINISTINTIVE OrS=icar ZL

TELEPHONE NUMEER

([ Y4¥2- 2700

21. DATE

<l

DGS 550-4 (REVISED 2/87)

Airecsr 3¢ /9




2

INSTRUCTIGNS - -TYPE OR PRINT A DEPARTMENT OF GENERAL SERVICES

SEPARATE FORM FOR EACH NEY OR RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FOREARD 7278 WATERLOO ROAD T B 7 ‘

WITH RECORDS RETENTION SCHEDULR ‘P.O. BOX 278 - T ;" ‘t‘(:5=‘ Ol’ I“)L' N

{ 380-1) JESSUP, MARYLAND 20794 | —

1 MIm 2. DIVISION - 3. UNIT T L
PUBLIC SAFETY AND PosLIcE AND CORRETIONAL R

CO RAL CTIONAL SEXVICES TRAINING COMMISSIONS £Exrccorive DIRECTTR,

CEF INITION-RECORD SERIES.A 9WOUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FON
REFERENCE AS UELL AS RETENTION AND DISPOSITION PURFOSES

4. RECORD SERIES TITLE 8. EARLIEST YEAR/LATEST YEAR

MINUTES OF COMMMISSION MEETINGS ta7a 1o [q4f

4. RECORD SERIES DESCRIPTION (IRIIPLY DESCRIBE THE TYPES OF INFPORMATION/DOCUMENTS/FORMS POUND
N THE SERIES. INCLUDK TME PURFPOSE QR FUNCTION OF THK SEFIES)

, ” -
Miwates oF Forics Trawing Commission mwnd Coreeariowar Traming ComMmiss row

SALH OF WHicHd HAaS A STaTUToRy REQuigEMENT To MEET @ uvanTgpey,

| 7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLLME
| 8 LETTER SI1ZE O MICROFILM O ALPHABETICAL O FILE DRAWER(S]
! O MICROFILM REEL(S)

Jd LEGAL SI1ZE O COMPUTER TAPE O NUMERICAL l/ O COMPUTER TAPE(S)

: NUMBER g orypp(speciFY)
BOOK O FLOPPY DISK 8 CHRONCLOGICAL ) (
: B DN
a a a
AUDIO TAPE VIDEQ TAPE GEOGRAPH1CAL To. ACCLMULAT 10
@ OTHER(SPECIFY) O OTHER(SPECIFY) O FILE DRAWER(S)

O MICROFILM REEL(S)
RUOEPK O COMPUTER TAPE(S)
8 omEr(speciey) Bedie

Lecsz Laag Binpen,

B 3

FILE 1S USED M/A 12. F/ILE BECOMES INACTIVE AFTER
O pAlLY O ¥EEKLY O MONTHLY N/A 0 MONTH(S) T YEAR(S)
RONEEN
13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROGM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?
PO ! CE AND CORRAE CTIONAL THERINING COMaISSIONS

tir yeEs, speciry saENCY OR OFFicE)
B2 BE MHERrrwoeD ROAD O YES @ NO
WOOD Dk, MARYLIAND 21263

1S. ACCESS RESTRICTIONS f YES 0O No 16.

{1# yEs, ci1Te LAwW(s) & rREGuULATION(S)
STRYE Qousmn AT RATIce &, TIME 1D ,SVeTITLE G,

Aoy TIL, SECTIONS 1 Q—6l) THRU | @—630 ANNCAYED LODE

AUDIT REQUIREMENTS

® NONE O STATE 0O FEDERAL . O xmpsmxwr
— T
17. IS AN INDEX SYSTEM USED? (1@ yRS.E>XPLAIN L . oet

18. RECOMMENDED RETENTION

L
BRIEFLY AND DESCRIBE ANY MARDWARE/ SOFTWARE )
. A

. Periodically review and transfer to
QYEsS ® No o0

State Archives.

TR

@

i3. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMEER 21. DATE
R.A. RQrowNE :
ADrMINISTILATIVR OSSicar ﬂ: (Fow wv2- 270 A'UG'UST 3’@) I/

DGS 3550-4 (REVISED 2/87)




INSTRUCTIGNS - -TYPE OR PRINT A DEPARTMENT OF GENERAL SERVICES

SEPARATE FORM FOR EACH NEW OR RECORDS MANAGEMENT- DIVISION AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD | - 727% WATERLOO ROAD . 4

YITH RECORDS RETENTION SCHEDULEK T PO, B 2YP s | i e Gy l+
( 380-1) : JESSUP, MARYLAND 20794 = . PAGE D_or
|.lm AGENCY 2. DIVISION 3. WNIT .

PUG iLC sAFIE'rY AND PostcE AND CORRETIONAL

Comnrm TION~L SEXVICES TRA I ING COMMISSIONS Execcomve Dipscaor

CEF INITION-RECORD SERIES.A OWOUP OF RELATED RECORDS NORMALLY FILED AND USKD AS A UNIT FOR
: AKFERENCE AS WELL AS RITENTION AND DISPOS|TION PURPOSES

. .

4. RECORD SERIES TITLE

AGENCY PLANS, POLICIES AND DIRECTIVES

8. EARLIEST YEAR/LATEST YEAR

\qga‘, T {99/

SN THE SERIES.

6. RECORD SERIES DESCRIPTION (IRIIPLY DESCRIEE THE TYPES OF INNMTION[DOCU_NT’/'OM FOUND

INCLUDE TME PURPOSE OR FUNCTION OF THMK SEMES)

ReCorRDB SERIES Comtmrng DocomENT ATION ©OF AGency PLamuwinG = pvp CF
PCILICiES AND PIRECIVES CRCMOLEATE D BY THE Exgeunive m‘«'ﬁ.ewﬂ_;, Sec 5TV
2

o {)\QQHC S\F’(Pm PND &M(Ea'gcw_tw SW'C’ES) CTHER STNT—E A&E\)Cll:f} ol THE GO\IZ’K’X}X‘\

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

! ® LETTER SIZE O MICROFILM 0 ALPHABETICAL O FILE DRAWER(S|

5 O MICROFILM REEL(S]
Jd LEGAL SIZE O COMFUTER TAPE C NUMERICAL /

C COMPUTER TAPE(S)

NUMBER E/
OTHER(SPECIFY)
BOOK O FLOPPY DISK 0 CHRONCLOGICAL ﬂ/ﬁ/fﬁj oNJ/ffé..Uf:,\f ’
a a
ALDIO TAPE VIDEQ TAPE O GEOGRAPHICAL 10. ANNUAL ACCUMULAT 1ON
QO OTHER(SPECIFY) O OTHER(SPECIFY) C FILE DRAWER(S)
O MICROFILM REEL(S)
N/A

RUIBER C COMPUTER TAPE(S)

- piLE 1S UsED N/p

C pAlLY C WEEKLY O MONTHLY

12. F|LE BECOMES INACTIVE AFTER

Nﬂ'ﬂ. O MONTH(S) 0 YEAR(S)

oTHER(SPECIEY)

13, CURRENT LOCATION(S) (BLDG.,FLOOR,ROCQM)

PPt CE AND CORRACTIONAL TRAINING COMMISSIONS
I Es HazrvwooDd ROAD

NOOD Dk, MARYLAND /263

14. I8 RECORD SERIES DUPL ICATED ELSEYHERE?
t1r vyes, seeciFy raENCY OR OFFicE])

3 YES O nNo PRSMULGATVNG AGENCY

18. ACCESS RESTRICTIONS 8 YES g no

{1 yEs, ci1TE LAwW({S] & mRxautaTiOon{s)
STANE QOURRNIMINT B ATICe. &, TITLE IO ,SV0TITLE b,
Panw I, SECIONS | Q—6f) THrU | @—-630 ANNTATED cOoDE

18. AUDIT REQUIREMENTS

B NCNE O STATE O FEDERAL 0O INDEPENDENT

i7. IS AN INDEX SYSTEM USED?T (1yr YRS.Z:PLAIN
BRIEFLY AND DESCRIBE ANY HAHDIARE/SO"'AR‘)

CyEs ® NO

L 3

18. RECCMMENDED RETENT ION

Periodically review and transfer to
State Archives.

rR.A. BrownEg

ADMINISTIATIVE Oscican 20 (oL vY42- 2700 Aogy

{3. NAME AND TITLE OF PREPARER .20. TELEPHONE NUMEER ) 21. DATE

"
=

° DGS 350-4 (REVISED 2/87)

36 949/
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| IMSTRUSTIONS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEY OR
REVYISED RECORO SERIJES. FOREARD
¥WITH RECORDS RETENTION SCHEDULE
(DGS $B0-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT: DIVISION

AGENCY RECORDS INVENTORY

7278 WATERLOO ROAD

.

1
PUBLIC SAFETY AND
CO RS CTI7ONAL, SEXVICES

POLicE AnND CORREAIONAL
TRAIN ING  COMMMISSIONS

. P.0. BOX 278 < -- MR e 14-
JESSUP, MARYLAND 207%4 PAGt O' o
{ <Y 2. DIVISION 3. UNIT

Resovrce Csum

CEFINITION-RECORD SERIES-

A GROUP OF RELATED RECORDS NORMALLY FILED
REFERENCE AS WELL AS RETENTION AND DIsProg

| 4. RECORD SERIES TITLE

RESOURCE CENTER LOAN RECORDS

.

ITION PURFOSEX

AND USKED AS A UNIT FOR

5. EARLIEST YEAR/LATEST YEAR
1995 10 [(44/(

aratnro,.

\ Film loan records

THE SERIES.

W

8. RECORD SERIES DESCRIP'NGI ‘Illl'l.? DESCRIBE THE TYPKS OF lN"mTION/mT’/NM FOUND
INCLUDE THE PURPOSE OR FUNCTION OF THE SEF1ES)

} 7. RECORD SERIES FORMAT(S]

1; Q LETTER SI1ZE U MICROFILM

3 LEGAL S1ZE O COoMFUTER TAPE
:..ND BooK O FLOPPY DISK
3 AUDIO TAPE O VIDEQO TAPE

@ OTHER(SPECIFY)

Y2 enprr o Yarven,

8. RECORD SERIES SEQUENCE
Q ALPHABETICAL
0 NLMERICAL

% CHRONOLOGICAL,

VOLULME

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

oo

0 GEOGRAPHICAL

QO OTHER(SPECIFY)

10.

ANNUAL ACCUMULAT ION

O FILE DRAWER(S)

O MICROFILM REEL(S)

RCHEERN O COMPUTER TAPE(S)
C_OTHER(SPECIFY)

13,

{1” ves,
ST G‘rovm,vmnv R 2TIce &,
S TIL, SECIONS

CITE LAW{3) & rEGuULATION(S)
TITE 1D ,SBTITE b6,
106l THRU 10-630, ANNRYED cODE

O NONE @ STATE O FEDERAL O INDEPENDENT

AUDIT REQUIREMENTS

FILE IS USED 12. pILE BECOMES INACTIVE AFTER .,

S pailLY O WEEKLY O MONTHLY 3 8 MONTH(S) O YEAR(S) '

13. CURRENT LOCATIGN(S} (BLDG.,FLOOR,ROGM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? )

COL! B AND CORRACTIONAL THEARINING COMMmIsSSIONS t1r ves, spEciFy sraEncY oOm oFricE) |

S22 8g HarvwooD ROAD O YES B NO |

NOOD MWDk, MARYIAND 27263 l
18. ACCESS RESTRICTIONS 8 YES QO No 16.

17. IS AN

O vYyEs 8 NO

i

INDEX SYSTEM USED? {(1pr YES.EZ)XPLAIN
BRIEFLY AND DESCRIBE ANY HARDIAR:/BOPTIARS)

18. RECCMMENDED

ForeiLLED |

IQE'TAm‘/ Te/ Fourl Y gAAs IO R, WiNTIL
AUPIT RLEQUIRE menwts HAvE BEEN

“THEN D ESTROY

RETENT JION

13. NAME AND TITLE OF PREPARER
R.A. BrcwnNe

ADr-INISTTLATIVR O rSicanr T

290. TELEPHONE NUMEBER

(BoL w¥2- 270

21.

DATE

A’Uétvus.—

DGS 550-4 (REVISED 2/87)

Sip  18¢G
T ;




IUSTRUCTIQNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEY OR
REVISED RECORD SERIES. FORERARD
¥IiITH RECORDS RETENTION SCHEDULE

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT" DIVISION
7275 WATERLOO ROAD
UP.0. BOX 278

AGENCY RECORDS INVENTORY

) ]
{ 380-1) JESSUP, MARYLAND 20794 “Pac Lor + S
1. BEPARTMENT /AGENCY 2. DIVISION P I
PUBLIC SAFETY AND Pos1cs AND: COrREAIONAL . B .

CORARE CTIONAL SEXVICES TRAIN ING CoOMMISsIons 7/-ZA{NUVG

DEFINITION-RECORD SERIES-

A GROUP OF REILATED

4. RECORD SERIES TITLE

SUPERVISOR, ADMINISTRATOR,.AND INSTRUCTOR TRAIN?N“G

RECORDS NORMALLY FILED
REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSESR

AND USED AS A UNIT FOR

3. EARLIEST YEAR/LATEST YEAR
1I87® 1O {(99/¢(

N TS SETZ
I Ess

Recornps
ArD  TRMAINIAG

IN THE SERIES.

RECOADS INCLUPE S

8. RECORD SERIES DESCRIPTION ‘llllrl.'f nnclulx THE TYeRe OF INPOM‘I'!ONIDOCWTI/NM FOUND
. INCLUDK THK PURPOSE QR FUNCTION OF THEK SEMEs |

ZIES LroviDE DOCUOMENTATION OF STUDENTS ATTENDANCE

Class rosters
Attendance sheets
Test results,
Test questions
Test answer Xeys

Test scores

| 7. rEcoRD SERIES Fomr(sf

8 LETTER SIZE O MICROFILM

3 GAL SIZE O COMPFUTER TAPE
< BOOK O FLOPPY DISK
3 AUDIO TAPE T VIDEO TAPE

3 OTHER( SPECIFY)

8. RECORD SERIES SEQUENCE
8 ALPHAEETICAL

O NUMERICAL

O CHRONCLOGICAL

O GEOGRAPHICAL

U OTHER(SPECIFY)

9. VOLUME
@ FILE DRAWER(S)
O MICROFILM REEL(S)
O COMPUTER TAPE(S)
NUMBE

O OTHER(SPECIFY)

10. ANNUAL ACCUMULAT ION
8 FILE DRAWER(S)

O MICROFILM REEL(S)
}'.'Jﬂl' O COMPUTER TAPE(S) <

O OTHER(SPECIEY )

[ b g

{1® ves
5°W”E'G@v‘nnun-xvz#awccd;
Paorr TIL, SERCTIONS

cI1TE LAw{3) & rEGuULATION(S)
TITLE 10 ,SV6TITLE b,
Q-6 THRU 0630, ANNSATED coDd

# NoNE O STATE O FEDERAL O INDEPENDENT

FILE IS USED 12. FiLE BECOMES INACTIVE AFTER ‘,
8 paiLy 0 wEEKLY O MONTHLY 5 O MoNTH(S) B YEAR(S) :
" 13. CQURRENT LOCATION(S) (BLDG. « FLOCR , ROCM ) 14. 1S R:ECORD SERIES DUPL ICATED ELSEWHERE? .
o4l CE AND CORRACTIONAL TERINING COratissions ti1® vES, speciry raENcY Or OrFicE) :
[P RS e wooD ROAD Q0 yEs & nNo %
WOOD SrOCKk, MARYIAND L/263
18. ACCESS RESTRICTIONS 8 YES O Nno 16. AUDIT REGJIREHEN‘I"S

172. 1S AN

O vyes 8 NoO

X ]

INDEX SYSTEM USED? (1r YES.E)PLAIN
BRIEFLY AND DESCRIBE ANY HARDWARE/ SOFTWARE )

18.

class.

RECOMMENDED RETENT.ION .-.-: .-

Retain ih thqugenéy”fprqf?Q
years afteér end of Training

Center for A5 years and then
destroy. |

-t

Sénd to State Records

g 3

13. NAME AND TITLE OF PREPARER
R.A. BrowNaE

ADMINISTIATIVE O~=icarnr IL

20. TELEPHONE NUMEBER

([oL vY4¥2- 270

' . CPEE]

21. baTE'" Tt T

DGS 350-4 (REVISED 2/87)

Avcusr 30 1991




o

JUSTRYETIGNS - -TYPE OR PRINT A DEPARTMENT OF GENERAL SERVICES '

SEPARATE FORM FOR EACH NEW OR RECORDS MANAGEMENT- DIVISICN AGENCY RECORDS INVENTURY

REVISED RECORD SERIES. FORWARD 7273 WATERLOO RCAD ) .

v REC 10N o lP.0. BOX e T A > S AR
1™ ORDS RETENT SCHEDULE 273 _ p < or 14—
(DGS 380-1) JESSUP, MARYLAND 20794 . A e —

13 Amum " 2. DIVISION - 183. UNIT

PUBLILC SAFETY AND POLICE AND CORRETIONAL _

CORARS CTIONAL SEXRVICES TRAIN ING COMMISSIONS 72RINING

CEF INITION-RECORD SERIES-A OWOUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR
AKFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSES

| 4. RECORD SERIES TITLE

5. EARLIEST YEAR/LATEST YEAR
INSTRUCTOR CERTIFICATION RECORDS /1572 1o (49/

§. RECORD SERIES DESCRIPTION ‘“llﬂ.Y DESCRIBE THME TYPES OF INFORMAT!ON/DOCUMENTS/FORMS FOUND
, ‘IN THE SERIES. . INCLUDK THE PURPOSE GR FUNCTICN OF THEK SEMIES)

REcords 1w THIS SEUES ProviDE DOCOMENTATION OF INSTRUCTORS CREDANTIALS  To

TEACH AT CETLTIIFIED ACADEPIES | AND iNCLUDE!

Instructor application forms
Proof of qualifications
Correspondence and documentation used to

determine eligibility.

i 7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 3. VOLUME
| @ LETTER SI1ZE O MICROFILM 8 ALPHAEETICAL : FILE DR“'ER(S’( )
MICROF I1LM REEL(S
3 LEQAL S1ZE O COMFUTER TAPE O NUMERICAL . /8 g comrutER TAPE(S)
MUMBDE
POOK O FLOPPY DISK O CHRONOLOGICAL . O OTHER(SPECIFY)
J AUDIO TAPE 0O VIDEO TAPE O GEOGRAPHICAL 10. ANNUAL ACCLMULAT }ON
O OTHER(SPECIFY) O OTHER(SPECIFY) @ FILE DRAWER(S)
. O MICROFILM REEL(S)
RCOEEX O COMPUTER TAPE(S)
8 OTHER(SPECIFY )
}
" 1l. piLE 1S USED : 12. piLE BECOMES INACTIVE AFTER ‘
2 pailLy O WEEKLY O MONTHLY nﬁr 0 MONTH(S) 8 YEAR(S) :
* 13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROCM) 14. 1S RECORD SERIES DUPL |CATED ELSEWHERE?

POut CE AND CORRZE CTIONAL TRARINING CQrmriSsIiong
[2 B fHearwooD ROAD
NOOD VDK, MARYLAND /763D

tir ye=s, speEciry saEnNcCY OR OFFicE)
0O vyeEs 82 No

13. ACCESS RESTRICTIONS % YES O Nno 16. AUDIT REQUIREMENTS
_{1m yes, ci1TE LAW(S) & rREGuULATION(S)
SR QOUSRNIMINT AATICL S, TITLE 1D ,SU0TITLE b,

8 NoNE O STATE O FEDERAL O INDEPENDENT
A TIL, SECTIONS 1 Q—6l THRU |0—630 ANNCIATED CODE

17. IS AN INDEX SYSTEM USED? (1@ yYES.ZPLAIN

18. RECCMMENDED RETENT ION
BRIEFLY AND DERSCRIBE ANY HARDWARE/SOFTWARE )

UdYEs 8 nNO Retain for 10 years after
expiration of certification.
Then destroy.

2. NAME AND TITLE OF PREPARER | 20. TELEPHONE NUMEER 21. DATE
R.A. Qerowng )

ADrMINISTIATIVR OFSican L (oL v¥2- 2700 AvcosT 3L 144G 1

>y

DGS 550-4 (REVISED 2/87)

"




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

REVISED RECORD SERIES. FORWARD

(DGS 8380-1)

¥ITH RECORDS RETENTION SCHEDULE

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7273 WATERLOO ROQAD
-P.0.
JESSUP, MARYLAND 20794

BOX 278 - e Caleiiee T waiw

e 18 o8 14

1. ARTMENT / AGENCY
PUBLILC SAFETY AND
CORASE CTIONAL SHEXVICES

2. IVISION
OIS e peronae |2

TRAIN ING COMMISSIOMNS

« UNIT . “:7“
CE'?/HFlmﬂor\l /Ta;au)u\)c.

CEFINITION-RECORD SERIES-

A GROUP OF REKLATED RECORDS NORMALLY FILXD

| 4. RECORD SERIES TITLE

REFERENCE AS NWELL AS RETENT!ON AND DISPOS

CORRESPONDENCE WITH POLICE AND CORRECTIONAL AGENCIES

AND USED AS A UNIT FOR
IiTION PURPOSESR

. EARLIEST YEAR/LATEST YEAR

865 1o 1449

pertalnlnq

1N THE SERIES.

Correspondence between the Training Commis-
sions and police or correctional agencies

to the certification and training

of officers.

. 8. RECORD SERIES DESCRIPTION (IIIIFLY D"alll THE TYPES OF INNMTION/DOCW"/POM FOUND
INCLUDK THE PURPOSE OR FUNCTION OF THE SEFTES)

7. RECORD SERIES FORMAT(S)

% LETTER SIZE 0O MICROFILM

Jd LEGAL SIZE O COMFUTER TAPE

':.-.Np BOOK O FLOPPY DISK

3 AUDIO TAPE O VIDEO TAPE

3 OTHER(SPECIFY)

8. RECCRD SERIES SEQUENCE
8 ALPHAEBETICAL
O NUMERICAL

0 CHRONOLOGICAL,

VOLUME

@ FILE DRAWER(S)

O MICROFILM REEL(S)
C CcoMPUTER TAPE(S)
U OTHER(SPEC!FY)

Ao
RUMBER

0 GEOGRAPHICAL

8 OTHER(SPECIFY)

10.

ANNUAL ACCUMULAT 10N
8 FILE DRAWER(S])

O MoNTH(S)

2 O MICROFILM REEL(S)

Dy _Aemney KOCHEER O COMPUTER TAPE(S)
C OTHER(SPELCIFY ) :
- wiLE 1S UsED - 12. FiLE BECOMES INACTIVE AFTER :
O palLY a wEEKLY O MONTHLY /& B YEAR(S) :

= N

material

' 13, CURRENT LOCATION(S) (BLDG.,FLOCOR, ROQM ) 14. IS !iECORD SERIES DUPL ICATED ELSEWHERE? )
Ol CE AND CORRACTIONAL TIEAINING COMatiSSIONS tim® vyEs, sereciry raENCY OR OFFicE) !
I Ry HanrrwooD ROAD O YES #® NO l
WOOD MVek, MARYIAND Z/163
15. ACCESS RESTRICTIONS ‘| YES 0O No 16. AUDIT REQUIREMENTS '

{1 Y3, ciTe raw(3s) & rEGuLATION(S) ) |
STTE GOvaRA T ARTIce L, TITLE 1D ,SU0TITLE b, 8 NONE O STATE O FEDERAL O INDEPENDENT i
Py TIL, SECAIONS | Q~6l) THrU | @-63D Auwm LODE ;
17. IS AN INDEX SYSTEM USED? (1w . ED: ) :

(1P ves. PN 18. RECCMMENDED RETENTION P '-i
BREIKFLY AND DESCRIAE ANY HARDRARE/ SOFTWARE ) T : ;
- a

CYEsS 8 NO > . Retain for 10 years. Then :

screen annually, and purge |
s no longer needed. :

DGS 550-4 (REVISED 2/87)

13. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMEER 21. DATE
R. 4. BaocwNE ;

: i
ADr 12 1STITIVR Orasican I0 (oL “442- 270 AoveosT S 195 !

©onew




‘
3

o

IHSTRYSTIQNS - - OR PRINT A ARTMENT OF GENERAL

;z:mm FORM :::EEAQ-IP:E' oR choans MANAGEMENT: m:?::zs AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD 7278 WATERLOO ROAD

WITH RECORDS RETENTION SCHEDULE CIe.0. BOX 278 PR M;;&--/../ or ,4_ T
(oGS 380-1) . JESSUP, MARYLAND 20794

Qe L DUBN perown, [temer
CORAL CTIONAL SEXVICES TRAIN ING  COMMISSIONS ADminiseatige Ssevices

CEF INITION-RECORD SERIES-» O7WCUP OF RELATED RECORDS NORMALLY FILED
y REFERENCE AS WELL AS NETENTION AND DISPRGS

h
i
i

. .

4. RECORD SERIES TITLE
GENERAL ADMINISTRATIVE CORRESPONDENCE

AND USED

ITION PURPOSES
3. EARLIEST YEAR/LATEST YEAR

922 vo 149

AS A UNIT FOR

| 6. RECORD SERIES DESCRIPTION ‘IIIIFLY CESCRIRE THE TYPRS OF mrem'l'lou/bocum?s/nm FOUND
; INCLUDE TME PURPOSE QR FUNCTION OF THNK SEMIES)

H
i
1
t
1

'

THE SERIES.

Correspondence and other miscellaneous
material pertaining to the general operations
of the Training Commissions.

POt CE AND CORRB CTIONAL TIERINING COrMniissiONS
[ Ls HeRrrwooD ROAD

| 7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEGQUENCE 9. VOLUME
| & LeTTER S1zE O MicROFILX 8 ALPHABETICAL 8 FILE DRAWER(S)
! . O MICROFILM REEL(S)
3 LEGAL S1zE O COMFUTER TAPE O NUMERICAL O COMPUTER TAPE(S)
NUMBE
‘um BOOK O FLOPPY DISK O CHRONOLOGICAL O OTHER(SPECIFY)
a a o ‘
AUDIO TAPE VIDEO TAPE GEOGRAPH CAL 10. ANNUAL ACCLMULAT 1ON f
O OTHER(SPECIFY) 8 OTHER(SPECIFY) 8 FILE DRAWER(S)
' l/, O MICROFILM REEL(S)
By Agency RUMEEX O COMPUTER TAPE(S)
C omER(spectEY) !
i 11. pILE IS USED , 12. FiLE BECOMES INACTIVE AFTER t
O palLy QO wEEKLY 8 MONTHLY / . O MONTH(S) 8 YEAR(S)
- RURBEY
* 13. CURRENT LOCATICN(S} (BLDG.,FLOCR,ROCM) 14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?

ti®» yes, seEciry raENcY or orwrice])

OvYeEs B8 nO
WMOOD VK. MARYLAND RI/263 \
13. ACCESS RESTRICTIONS € yYEs O nNo 16. AUDIT REQUIREMENTS {
{17 Y8, ciTx LA®W(S3) & rREguLATION(S]) ) |
STREE Govamm T ATIce L, TITLE 1D ,SVETITLE b, B NONE O STATE O FEDERAL O mnz?snpem' '

2arr L SEGAIONS 106l THRU |0-630 ANNCTRTED cODE

A

17, IS AN INDEX SYSTEM USED? (1r YRS.E)PLAIN
BRIRXFLY AND DESCRIBE ANY HARDNARE./ SOFTWARK }

QvyeEs ® NO

18. RECCMMENDED ETENT!ON v g“\'

Screen annually andspurge’ ‘

“a . :

material, no longer needed. N
, ¥

i ey AT B !
‘ P B T A '
3. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMEER 21. DATE :
R.A. BrowaNa :
: i
A DM InISTLATIVR OSSican 0 (oL 442~ 270 /41/(7‘1,37 & 199 :

DGS 550-4 (REVISED 2/87)



INSTRUSTIGNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEY OR
REVISED RECORD SERIJES. FORYARD
¥iITH RECORDS RETENTION SCHEDULE
{DGS 380-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

-
AGENCY RECORDS INVENTORY

7273 WATERLOO ROAD _
- P.Q. BOX 278 -t
JESSUP, MARYLAND 20794

—xﬁmlm
P e SAFETY AND

CORAE CTIONAL SEXVICES

2. DIVISION
POst s

TRRA IV ING

CORRETICNAL
COMMISSI ONS

3. WNIT

Adminvistreanve Services

~EF IN1T10N-RECORD salm'A GROUP OF RELATED RECORDS NORMALLY FiLED
REFERENCE AS WK1l AS RETENTION AND DISPrOS

4. RECORD SERIES TITLE

BUDGETARY AND FISCAL RECORDS

AND USED AS A UNIT FOR
ITION PURPOARS '

5. EARLIEST YEAR/LATEST YEAR

Igrg o 1991

8. RECORD SERIES DESCRIPTION (IRISPLY DESCRIBE THE TYPES OF INPOMTlON/DOCWTS/FOM FOUND

tN THE SERIES. INCLUBK TME PURPOSE OR FUNCTICN OF THRK SEFIES)

REcoms 1~ THIS SERIES iMcLyDE: Training Commissions budget documents
Purchase Acquisitions, Purchase orders
Deliverz receipts
Payroll records, Exception time reports
Exgense accounts
. Mileage sheets
7. RECORD SERIES FORMAT(S| 8. RECORD SERIES SEQUENCE 9. VOLLME
8 LETTER SI12ZE O MIGCROFILM 8 ALPHABETICAL 8 FILE DRAWER(S)
O MICROFILM REEL(S)
Jd LEGAL SIZE O COMFUTER TAFE 8 NUMERICAL a ac TAPE(S)
NUMBER

BOOK O FLOPPY DISK
3 AUDIO TAPE O VIDEO TAPE

3 OTHER(SPECIFY)

0 CHRONCLOGICAL

: 0 OTHER(SPECIFY)

0 GEOGRAPHICAL - ‘0

O OTHER(SPECIFY)

. ANNUAL ACCUMULAT ION

® FILE DRAWER(S}

O MICROFILM REEL(S)
r:unézr O COMPUTER TAPE(S)
QO OTHER|SPECIFY)

1« piLE 1S UsED

8 DAILY Q wEEKLY

/

O MONTHLY

12. FILE BECOMES INACTIVE AFTER
O MONTH(S)

8 YEAR(S)

13. CURRENT LOCATION(S) (BLDG..FLOOR.M)
Pouat ClE AND CORRA CIIONnAL TERINING COMAisSIONS

B2 By fHerwooD ROAD
WNOOD SrVck,

MARYLIAND L7263

QYEsS @ NO

14. IS R.ECORD SERIES DUPL ICATED ELSEWHERE?
tir vyes, speciry saEncY Or OFFicE]

135, ACCESS RESTRICTIONS

{1» ves,

8 YES

- ciTE LAw(3) & rEGuLaTiON(S)]
STANE QOUSRAMIAT AATIce X, TITLE 1D ,SVSTITLE b,

Sanr 7L, SECIONS 1Q-6l THRU |0-630 ANNRATED cODE

g Nno

O NoNE @ STATE

16. AUDIT REQUIREMENTS

C FEDERAL O INDEPENDENT

7.

QvYEs ® NO

IS AN INDEX SYSTEM USED? {(1r yrS.=Z>PLAIN
BRIEFLY AND DESCRIBE ANY H.ARDIARE/BOFTIARE)

18.

LeNGen. Nespep

RECCMMENDED RETENT ION

R’Em\!\) Fon Tov YEnrgs ©/R WNTie AUD T
REQuinsmanTs HAVE Bz FeCFWCED . (han

SCREEN ARNNCALLY AND PUNGE MATERIALS NO
b 3

.

e e e o om e eane

13, "AND TITLE OF PREPARER
R. A, BrewnNeg '

ADMINISTINTIVR OSS1ea872 IL

20.

TELEPHONE NUMEBER

21. DATE

%
DGS 550-4 (REVISED 2/87)

(oL w+#2- 2700

Aveusr 3e 1447




-\

| AMSTRUCTIGNS- -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEY OR
REVIEED RECORD SERIES. FORETARD

¥ITH RECORDS RETRNTION SCHEDULE ™.0.

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7273 WATERLOO ROAD

BOX 278
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE /3 oF 14~

H m/m ’

PUBLIC SAFETY AND
CORAL CTIQNAL SEXVICES

2. blvision

PoLtcE AND CORREAIONAL
TRAIN ING COMMISSIONS

3. NIT

A])M (&Y Asﬁnﬂvg SEIU/ICES

OEF INITION-RECORD SERIES-A 9"CUP OF RELATED RECORDS NORMALLY FILED
___AREFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSER

. .

! 4. RRCORD SERIES TITLE

AND USED AS A UNIT PFOR

8. m.lsr YEAR/LATEST YEAR
— ™ /57

6. RECORD SERIES DESCRIPTION (lﬂllnf DESCRIBE THE TYPEKS OF INNMTION/DOCWTS/NM FOUND

4N THE SERIES.

Correspondence,
print

C \
Training Commissions

paper records and computer
-outs pertaining to maintenance of the
fixed assets lnventory.

INCLUDKE THME PURPOSE GR FUNCTION OF THK SEMES)

7. RECORD SERIES FORMAT(S) 8.

S LETTER SIZE O MICROFILM

d LEGAL S1ZE O COMFUTER TAPE
BoOK O FLOPPY DISK
3 AUDIO TAPE 0O VIDEO TAPE

Q OTHER(SPECIFY)

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

O OTHER(SPECIFY)

VOLUME

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

NUMBER 5 orpppn(speciry)

10. ANNUAL ACCUMULAT JON f
8 FILE DRAWER(S)

O MICROFILM REEL(S)

KRCHEERX O COMPUTER TAPE(S)
O onER(SPECIEY)

P11 piLE 1S usED

O paiLy C wEEKLY 8 MONTHLY

12. INACTIVE AFTER t

O MONTH(S) B8 YEAR(S)

FILE BECOMES

e

. 13. CURRENT LOCATION(S) (E.DG..FL&R.M) 14. IS R.ECOF!D SERIES DUPL ICATED ELSEWHERE? ,
PDLt CE AND CORRZR CTIONAL THERINING COrinmiss (ONS tir vyes, sepeciry saENcY OR OFFicE) i

. ,
[ Kg™ fMHaEriwooD ROAD % YES 0O NO —j
NOOD DK, MARYILAND 2L/263 DPSCcS OFFcas OF PIICIELTY HANAGE s EAT
SERVCT

15. ACCESS RESTRICTIONS 8 YES O NO 16. AUDIT REQUIREMENTS

P {1 yes, ci1Te LAw(3) & mEguLaTiON(S)
TATE QOUSRNIMINT AATICCK, TITIE 1D , S0 TITLE G,

PPorer TIL, SECTIONS | O -6U THRU |@—630 ANNKATED cODE

U NOCNE @ STATE 0O FEDERAL O INDEPENDENT

17. IS AN INDEX SYSTEM USEDT (IF YRS.E>PULAIN

BRIEFLY AND DESCRIBE ANY HARDWARE/SOFTWARE)

OYEsS ®8 nNO

18. RECOMMENDED RETENTION
RETAIN Fon FeurR YERLS, O R, UATIL AGBIT

REG i oments RAVE BEEN pus FrecED Ty

S BoRLLY AND PURGHE MATERIALS O

LG N GER SNESDED, '

@ I %
13. NAME AND TITLE OF PREPARER 29. TELEPHONE NUMEER 21. DATE ,
R.A. BrownNag ¢

}
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A [

INSTRUCTIGNS - -TYPE OR PRINT A DEPARTMENT OF GENERAL SERVICES :
SEPARATE FORM FOR EACH NE¥ OR RECORDS MANAGEMENT- DIVISION AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORNARD 7278 WATERLOO ROAD = | _ N

¥ITH RECORDS RETENTION SCHEDULE T TP.O. BOXK 278 - 0 T ) T ma oS / 14_

{DGS B580-1) JESSUP, MARYLAND 20794 PAcE —"ﬁ"'_ ——

1. ARTMENT / AGENCY . 2. DIVISION Al B TR T V1L S R
pL!_PLc SAFETY AND POLICE AND CORREFTIONAL : ¥
CORASE CT?IOrNAL SEXVICES TRARINING COMMISSIONS EXEWVE @1/&507'{)({,

DEF IN1TION -RECORD QRII:S-‘ GROUP OF RELATED RECOARDS NORMALLY FILED AND USKED AS A UNIT P.OR

RRFERENCE AS WELL AS RETENTION AND msggr_n_gu_um:
4. RECORD SERIES TITLK ) 5. EARLIEST YEAR/LATEST YEAR

EMPLOYEE PERSONNEL RECORDS - — T /9%/

.. mcoan SERIES DESCRIPTION ‘-mzn.v DESCRIBE THE TYPEKS OF INFORMAT 1 ON/DOCUMENTS [ FORMS FOUND
THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SEFIES)

REconrDs 1% THIS SERIES INCLUDE:

A, InDividuar EMPLOYEE PERSONNEL DocomENTRTION

B, EmrrovEr HIANG DOCOMERNTATICON

-

C., Emrrover TIME awd LEAVE DOOMENTATON

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
8 LETTER SIZE O MICROFILM 8 ALPHAEETICAL # FILE DRAWER(S)
0 MICROFILM REEL(S)
C LEGAL SIZE O COMFPUTER TAPE O NMERICAL / O COMPUTER TAPE(S)
NGMBEN 0 orrn(sPECIFY)
O‘m BOOK U FLOPPY DISK O CHRONCLOGICAL .
Q AUDIO TAPE O VIDEO TAPFE 0 GEOGRAPHICAL

10. ANNUAL ACCUMULAT ION

O OTHER(SPECIFY) O OTHER(SPECIFY) 8 FILE DRAVWER(S)
O MICROFILM REEL(S)
KUMEER O COMPUTER TAPE(S)
0 OTHER|SPECIFY)
- rFiLE 1S usED 12. FILE BECOMES INACTIVE AFTER
Q palLY B wEDQLY 0 MONTHLY / O MONTH(S) 8 YEAR(S)
RUNEEN
13. CURRENT LOCATION(S) {BLDG.,FLOOR,ROGM) 14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?
FOa! CE AND CORRACTIONAL THRAINING COMaissIonS tir vES, sPEciry sraENcY Or OPFicE)
[P BE fHERrMWoOD ROAD 8 YEs D :
WOOD STVck. MARYIAND /263 NO dop . CENTRAL PAYIZOL-I_J’:DPSC-S
18, ACCESS RESTRICTIONS 8 YES DO No 16.

AUDIT REQUIREMENTS
{1" vyes, ci1TK taw({s) & rxguLaTION(S) '
ST E Govsrm T ARTICCK, TITLE I1D , 506 TITLE 6,

O NONE ® STATE O FEDERAL 0O INDEPENDENT
m_ﬂﬁ) SEETIONS 0 —-6l) T™rRU 1 -6 30 ANNCTATED £ODE

17. 1S AN INDEX SYSTEM USED?T (1P YRES.EXPLAIN
BRIEFLY AKD DXSCRIBE ANY HARDWARE/SOFTWARK)

— X

18. RECOMMENDED RETENTION . Ty
ervrt iy e WA
- [ .

CYEs 8 NO

o
<
m
»
J
I
i+
{

RIS

; - . - -!\',‘"
— -

19. AND TITLE OF PREPARER 20. TELEPHONE NUMEER 21. patE
R.A. GBrownN& .
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8. RecommENDPED RETENTION

A ~Maintain in Offfice while
individual is employed with
Agency and for 5 years
after. Then destroy.

3. Retain for 3 years.
Then destroy files
no longer necessary for
conducting business.

RETAIN For Fouvr YEARRS
OR,  until audit
requirements have been
fulfilled. Then destroy.




