
oas-sso-1
RBV. 6/79

DEPARTMENT OF GENERAL SERVICES
Records Management Division

RECORDS RETENTION AND DISPOSAL SCHEDULE

SCHEDULE
H!l408

PACE
HO.l o f 3

Department of Public Safety and Correctional Services
Police and Correctional Training Commissions

DIVISION

Item
No. Description Retention

1.

3.

5.

6.

NOTICE OF PROBATIONARY APPOINTMENT

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

CORRECTIONAL TRAINING PROGRAM FILES

Class rosters
Attendance sheets
Demerit and dismissal records

Records pertaining to students'failure to
complete the training program

Test results
Test scores
Test answer keys
Test questions

ANNUAL TRAINING SCORES

Annual in service training records and firearms

qualification records received from agencies.

TRAINING PROGRAM APPROVAL RECORDS

Training Course curricula
Records of program approval

MINUTES OF COMMMISSION MEETINGS

AGENCY PLANS, POLICIES AND DIRECTIVES

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

Retain in the agency for
15 years after end of
training class. Send to
the State Records Center
for Jo years, and then
destroy.

Retain for 10 years after

training, then destroy.

Retain in the agency for

10 years after training.

Send to the State Records

Center for 10 years and

then destroy.

Permanent. Transfer
periodically to the
Maryland State Archives.

Permanent. Transfer
periodically to the
Maryland State Archives

Schedule Approved by Department,

Agency, or Olvltlon Representative

Signature Ti l l .

Schedule Autheriied \<y t
Hall of Records Contmiialon :

1 92 Slote Arctil v l . l



-pcrc--

BORM-R-ft-IA
REV. 2/73

RECORDS RETENTION ANO DISPOSAL SCHEDULE
(CONTINUATION SHEET)

SCHEOU:
NO. 1

FAGI
NO. 2 or 3

Description Retention

LO.

LI.

12.

RESOURCE CENTER LOAN RECORDS

Film loan records

SUPERVISOR, ADMINISTRATOR, AND INSTRUCTOR TRAINING

Class rosters
Attendance sheets
Test results. Test scores
Test questions
Test answer keys

INSTRUCTOR CERTIFICATION RECORDS

Instructor application forms
Proof of qualifications
Correspondence and documentation used to
determine eligibility.

CORRESPONDENCE WITH POLICE AND CORRECTIONAL AGENCIES

Correspondence between the Training Commis-
sions and police or correctional agencies
pertaining to the certification and training
of officers.

GENERAL ADMINISTRATIVE CORRESPONDENCE

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

BUDGETARY AND FISCAL RECORDS

Training Commissions budget documents
Purchase.Acquisitions, Purchase orders
Delivery receipts
Payroll records, Exception time reports
Expense accounts
Mileage sheets >

Retain for 3 years o** until
Audit requirements have been
fulfilled. Then destroy.

Retain in the agency for IS
years after end of Training
class. Send to State Records
Center for 2o years and then
destroy.

Retain for 10 years after
expiration of certification.
"Then destroy.

Retain for 10 years. Then
screen annually, and purge
materials no longer needed.

Screen annually and purge
material no longer needed.

Retain for 5 years ov until
audit requirements have been
fulfilled. Then screen
annually and purge materials
no longer needed.



REV. J/7S
RECORDS RETENTION AND DISPOSAL SCHEDULE

(CONTINUATION SHEET)
SCHCOUU
NO. 1408

PAGI
Ha 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 or until
audit requirements have been
fulfilled. Then destroy.

i V «f



1NSTHVCTIONS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES . FORWARD
WITH RECORDS RETENTION SCHEDULE
[DOS S 8 0 - 1 )

S£TX. I/I OCS

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7 2 7 1 WATERLOO ROAD
P . O . BOX 27S

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE / OF

DEFINITION-RECORD SERIES'
wiromta

OF RKLATKD MCCOROB NORMALLY F1LKD AMO USKO AS A UNIT FOR

AS n u . AS WKTKNTION AND DISPOSITION ymiwiiir*

4. RECORD SERIES TITLE

9. RECORD SERIES DESCRIPTION {SKIKPLT oiiaiiu TKS

•IN THE SERIES.
TYPES O r INFORMATION/DOCUMENTS/FORMS FOUND

INCLUDE THE PURPOSE Oil FUNCTION OF TMK ISFT1CSJ

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

RECORD SERIES FORMAT(S)

LETTER SIZE ° MICROFILM

3 I FftAL SIZE O COMPUTER TAPE

BOOK • FLOPPY DISK

^ AUDIO TAPE ° VIDEO TAPE

3 OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

0 ALPHABETICAL

• NUMERICAL

O CHRONOLOGICAL

0 GEOGRAPHICAL

a OTHER(SPECIFY)

9. VOLUhe
B FILE DRAWER(S)
Q MICROFILM REEL(S)
O COMPUTER TAPE(S)
Q OTHER (SPECIFY)

1 0 . ANNUAL ACCUMULATION

• FILE DRAWER(S]

2 Yi- ° M I C R O | r l L M REEL(S
bUfcCT ° COMPUTER TAPE(S|

11 . FILE IS USED

• DAILY 0 WEEKLY MONTHLY

1 2 . FILE BECOMES INACTIVE AFTER

0 MONTH(S) • YEAR(S)

1 3 . CURR£I>rr LOCATION(S) ( BLDC. ,FLOOR,ROOM)

•3a &£-

IS RECORD SERIES DUPLICATED ELSEVKERET
t l F TTCS, SPECIFY AOENCY OR

° YES B NO

1 3 . ACCESS RESTRICTIONS • YES O NO
( I F Y « S , C1TK 1_AW< S ) 4 RKOULAT1 ON ( S

1 6 . AUDIT REQUIREMENTS

• NONE 0 STATE Q FEDERAL [NDEPEHDeNT

17. IS AN INDEX SYSTEM USED? (|p YES.EXPLAIN
BRIEFLY AND OBSCR I BB ANY HARDWARE/ SOFTWARE )

Q YES • NO

I S . RECOMMENDED RETENTION

Retain in the agency for
10 years after completion.
Send ''to State Records
Center for 20 years and
then destroy.

•• 3 . NAME AND T I T L E OF PREPAREH

17. • A.

C /=»= T l "

2 0 . TELEPHONE NUMBER 21 . DATE

AOC.UST 3/z

D C S S 3 0 - 4 ( R E V I S E D 2 ^ 8 7 )



INSTRUCTIONS--TYPE OR PRINT A

SEPARATE FORM FOR EACH NEV OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DCS 580*1)

DEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT- DIVISION
7271 VATERLOO ROAD

P.O. BOX Z7I
MARYLAND 20794

AGENCY RECORDS INVENTORY

FACE "X OF

ARTMENT/ACENCY A J. UNIT

DEFINITION•RECORD SERIES A amup or RXLATKO COORDS Nonuixy PILCD AND i n n AS A UNIT ran
RKFCRKNCX AS WKU. A* RCTKNTtON AND DISPOSITION n

*. RECORD SERIES TITLE

F>i-£.s

5. EARLIEST YEAR/LATEST YEAR

« . RECORD SERIES DESCRIPTION J
B I I I S r u T « • « ' • • ™K TYPKS
IN THE SERIES.

O r IHPORMATtON/DOeUMKNTS/PORMS FOUND

INCLUOK. THB PURPOSE OM FUNCTION OF THK «KIPIES]

G.F

Class rosters
Attendance sheets
Demerit and dismissal records
Records pertaining to students'failure to

complete the training program

Test results
Test scores
Test answer keys
Test questions

7. RECORD SERIES FORMAT(S)

• LETTER SIZE ° MICROFILM

3 LEGAL SIZE O COMPUTER TAPE

BOOK O FLOPPY DISK

3 AUDIO TAPE O VIDEO TAPE

a OTI-ER(SPECIFY]

8. RECORD SERIES SEQUENCE

> ALPHABETICAL

a NUMERICAL

• CHRONOLOGICAL

Q GEOGRAPHICAL

0 OTHER(SPECIFY)

9. VOLUME

B FILE DRAWEH(S)

a MICROFILM REEL(S)

D COMPUTER TAPE(S)

CTHER(SPECIFY)

10. AMMUAL ACCUMULATION

9 FILE DHAWER(S)

_ a MICROFILM REEL(S)

KOTSW ° COMPUTER TAPE(S)

1 1 FILE IS USED

• DAILY D WEEKLY MONTHLY

FILE BECOMES INACTIVE AFTER

G • MONTH(S) O YEAR(S)

13 CURRENT LOCATION(S) ( BLIXS . , FLOOR. ROOM) \A. IS RECORD SERIES DUPLICATED ELSEVKERET
(IF YES, specIFT A M N C Y OR OFFICS)

a YES • NO

IS. ACCESS RESTRICTIONS • YES ° NO
(JF YIS, CITS LA«(s) 4 RfQULAT I ON ( 3 )

S

16. AUDIT REQUIREMENTS

• NONE D STATE D FEDERAL INDEPENDENT

!7 I S A N I N D E X S Y S T E M U S E D ? { I F Y I I . S X P U I N

BR1KFI.Y AKO DISCRIBI ANY HAROIARe/ SOFTVARS )

YES NO

18. RECOMMENDED RETENTION ~"\f\ \.;\i \

Retain in trie"; agency'for I
tS" years', after end of ,
training', class. Send .to •
the State Records Center
for 3 O years , and then '•
destroy. . , ^ ti "•'*'.

13. NAME AND 151TLE OF PREPARES
(7. . A.

20. TELEPHONE NUMBER
\ \ <•'".:

2 1 . DATE

D G S 5 S 0 - 4 { R E V I S E D 2 / 3 7 )



I N S T R U C T I O N S - - T Y P E OR PRINT A

SEPARATE FORM FOR EACH NEW OR

REVISED RECORD S E R I E S . FORWARD

WITH RECORDS RETENTION SGHCDUU

(DGS 3 8 0 - 1 )

DEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION

7271 WATERLOO ROAD

'"• ' •• P.O. BOX 175

MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE S OF

ARTMENT/AGENCY

A
3. UNIT

ccs I CAT! aN

DEK IN IT ION •RECORD S E R I E S - * 9nOVm O r " " - A T M "SJCORDS NORMALLY FILKS AND USKO AS A UNIT FOR
RgrCRgMCT AS SBXJ. AS RKTKNTtOW AND DISPOSITION PURPOSE* •

4. RECORD SERIES TITLE

SZyC- / fJ i r-J Q

5. RECORD SERIES DESCRIPTION {
m l C P L T DESCRIBE THX

•IN THE SERIES.
TYPES OF1 INFORMATION/DOCTJMKNTS/FORMS FOUND

INCLUDK TMK PURPOSE OK FUNCTION OF TMK K P t E S ]

nj -THIS* Co<v~rB<i'v JS>Y

Y^-flr O.

cr= Oi=i=-i

RECORD SERIES FORMAT(S)

LETTER SIZE Q MICROFILM

LEGAL SIZE • COMPUTER TAPE

KXJND BOOK O FLOPPY DISK

AUDIO TAPE O VIDEO TAPE

OTHER(SPECIFY)

I . RECORD SERIES SEQUENCE

• ALPHABETICAL

• NUMERICAL

a CHRONOLOGICAL

a GEOGRAPHICAL

• OTHER(SPECIFY)

9. VOLUME

i /
NUMBER

• FILE DRAWER(S)

• MICROFILM REEL(S)

a COMPUTER TAPE(S)

a OTHER(SPECIFY)

10. ANNUAL ACCUMULATION

• FILE DRAWER(S)

^ a MICROFILM REEL(S)

0 COMPUTER TAPE(S)
Q

I 1 . FILE IS USED

Q DAILY • WEEKLY MONTHLY

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

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

•3a StiT

1 4 . IS RECORD SERIES DUPLICATED ELSEWHERET

tiF YCS, srrcirr AOENCY OR OFFICK)

a YES a NO

I S . ACCESS RESTRICTIONS • YES O NO

YKB, CITS L A l ( s ) * RKGUUAT1 ON ( 8 )
1 6 . AUDIT REQUIREMENTS

• NONE 0 STATE 0 FEDERAL ° INDEPENDENT

1 7 . I S AN INDEX SYSTEM USEDT ( i r Y E S . U J > L A I N

B R I B F L Y AKO OSSCRIBK ANY HARDWARE/SOFTVARK)

Q YES • NO

18. RECOMMENDED RETENTION

\ 3 . NAME AND T1 TL.E OF PREPAREH

r?. A .
2 0. TELEPHONE NUMBER 2 1 . DATE

DCS 3 5 0 - 4 ( R E V I S E D 2 / 8 7 )



INSTHUCT 1QNS- -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION
(DCSSBO-I )

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

727» WATERLOO ROAD
P.O. BOX 27S

MARYLAND 20794

AGENCY RECORDS INVENTORY

PACK

CEFINITION-RECORD SERIES-A aitoup or RXLATKD RKCOROS NORMALLY FILKO AND USKO AS A UNIT FOR
RKFCRgNCg AM W U . A» ItrtTOTIOH AMD D U P e g . T t B t l

4 . RECORD SERIES TITUE

TRAINING PROGRAM APPROVAL RECORDS
S . EARLIEST YEAR/LATEST YEAR

5 . RECORD SERIES DESCRIPTION l
UHimn-r OMCHIK
•IN THE SERIES.

TKK TYPB8 O r IN FORMAT I ON/DOCUMENTS/FORMS FOUND

INCLUDE TMK PURPOSE OR FUNCTION OF TMK «KFTTES)

rrzA>~<~G

7 . RECORD SERIES FORMAT(S)

LETTER SIZE ° MICROFILM

GAL SIZE Q COMPUTER TAPE

BOOK • FLOPPY DISK

AUDIO TAPE O VIDEO TAPE

OTHER( SPECIFY)

8 . RECORD SERIES SEQUENCE

• ALPHAKTICAL

Q NLftCRICAL

0 CHRONOLOGICAL

a GEOGRAPHICAL

« OTHER(SPECIFY)

9. VOLU»E

NUMBE

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

10. ANNUAL ACCUMULATION

B FILE DRAWER(S)
{'fa Q MICROFILM REEL(S)

ROTS**/ 0 COMPUTER TAPE(S)
Q

11 FILE IS USED

• DAILY WEEKLY 0 MONTHLY

1 2 . FILE BECOMES INACTIVE AFTER
• MONTH(S) B Y£AR(S)

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

t 1 F YES , SF«C I FY /.UKCY OR OFF I CE )
0 YES • NO

IS ACCESS RESTRICTIONS • YES • NO
{ IF YKS , CITS L A l ( l ) » RKOUUAT1 ON ( S )

16. AUDIT REQUIREMENTS

• NONE 0 STATE D FEDERAL ° INDEPENDENT

17 IS AN INDEX SYSTEM USED? (|F YVS.

BRISFUY AND DKSCR 1 BC ANY HARDIARc/ SOFTWARE )

YES NO

IS. RECOMMENDED RETENTION

Retain in the agency for

10 years after training.

Send to the State Records

Center for 10 years and

then destroy.

\ 3 . NAME AND TITLE OF PREPARES
R. A. Gif^^f^S

20. TELEPHONE NUMBER 21. DATE

DCS 3 3 0-4 (REVISED 2/87)



INSTRUCT IONS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION BacnuL
(DCS 550-1 }

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

727» WATERLOO ROAD
P.O. BOX 271

MARYLAND 20794

I JWEFARTMENT/AGENCY
PU<3±-IC

AGENCY RECORDS INVENTORY

DEFINITION-RECORD SERIES-A OROUP OP (COORDS NORMALLY PI LSD AMD USED AS A UNIT FOR
ASI RETENTION AND DISPOSITION

4 . RECORD SERIES TITLE

MINUTES OF COMMMISSION MEETINGS

8. EARLIEST YEAR/LATEST YEAR

TO <q^c/

«. RECORD SERIES DESCRIPTION (

OF

a n t m r u r D M C J I I K TMK
IN THE SERIES.

TYPM Or INPORMATION/DOCUMKNTS/PORMS POUND
INCLUOK TNK PURPOSE OR FUNCTION OP THE SERIES]

M KIS5

CPP To

RECORD SERIES FORMAT(S)

LETTER SIZE ° MICROFILM

LEGAL SIZE Q COMPUTER TAPE

BOOK Q FLOPPY DISK

AUDIO TAPE Q VIDEO TAPE

OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

a ALPHABETICAL

a NUMERICAL

• CHRONOLOGICAL

a GEOGRAPHICAL

Q OTHER(SPECIFY)

9. VOLUhC

JL
NUMBER

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

10. ANNUAL ACCUMULATION
• FILE DRAWER(S)

I 0 MICROFILM REEL(S)
a COMPUTER TAPE(S)

Q

! 1 FILE IS USED A/A
D DAILY 0 WEEKLY MONTHLY

12. FILE BECOMES INACTIVE AFTER
• MONTH(S) <3 YEAR(S)

13. CURRENT LOCATION(S) (BLDG. .FLOOR,ROOM) 14. IS RECORD SERIES DUPLICATED ELSEVHERET
tlP YES, SPECIFY /.OENCY OR OPPICs)
a YES • NO

I S . ACCESS RESTRICTIONS • YES O NO
YES, CITE LAw(s) * REOULATION ( S)( )

TITUS' I © _, -&*JC —1-n.S. tot

1 6 . AUDIT REQUIREMENTS

« NONE 0 STATE D FEDERAL . ° INDEPENDeNT

17 IS AN INDEX SYSTEM USEDT ( | p
BRIEFLY AND OKSCRIBI ANY HAROSARE,/ SOFTWARE )

a YES • NO '

IS. RECOMMENDED RETENTION

Periodically review and transfer to
State Archives. ,.-••

\ -V „-•:>•- K V l V — '

3. NAME AND TITLE OF" PREPARER
Cl. A.

~ff-

2 0 . TELEPHONE NUMBER 2 I . DATE

DCS S30-4 (REVISED 2/87)



INSTRUCTIONS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DCS S10M]

t . ARTMENT/AGENCY

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

727S WATERLOO ROAD
•' ' ••• -'- -P.O. B O X 2 7 S ';- •;•-••••-- ---•

MARYLAND 20794

AGENCY RECORDS INVENTORY

"• PACK Co OF in—

=£FINITION-RECORD IKS A ONOUP OP RKLATKD CORDS NOMULLY Ft LSD AMD USKO AS A UNIT FOR

AS RgTKNTtOH AND OI8I»OSITION

4 . RECORD SERIES TITLE
AGENCY PLANS, POLICIES AND DIRECTIVES

8 . EARLIEST YEAR/LATEST YEAR

S. RECORD SERIES DESCRIPTION { SRIKFVr DKSCHISC TKS
IN THE SERIES.

TYPKS OP iNFORMATtON/DOCUMKNTS/FORMS FOUND
INCLUOK TKK FURFOSE OH FUNCTION OF TMK SKK1ES)

5>y '

o TXTBT

RECORD SERIES FORMAT(S)

LETTER SIZE ° MICROFILM

SIZE O COMPUTER TAPE

BOOK • FLOPPY DISK

AUDIO TAPE Q VIDEO TAPE

OTHER( SPECIFY)

8 . RECORD SERIES SEQUENCE

O ALPHABETICAL

O NUiCRICAL

• CHRONOLOGICAL

d GEOGRAPHICAL

a OTHER(SPECIFY)

9. VOLUME

• FILE DRAWEH(S)
O MICROFILM HEEL(S;
D COMPUTER TAPE(S)

(SPECIFY)

10. ANNUAL ACCUMULATION
• FILE DRAWEH(S)

/ • MICROFILM REEL(S)
Q COMPUTER TAPE(S)

FILE IS USED

Q DAILY WEEKLY MONTHLY

12. FILE BECOMES INACTIVE AFTER
0 MONTH(S) 3 YEAR(S]

1 3 CURRENT LOCATION(S) ( BLDG. ,FLOOR,ROOM) I A. IS RECORD SERIES DUPLICATED ELSEWHERET
t l F YES, 1KCIFV /.aENCY OR OFFICE )
• YES O NO

I S . ACCESS RESTRICTIONS • YES • NO
( I F YFS , C1TK L_AB<S) » RCOUUT! ON ( S )

I S . AUDIT REQUIREMENTS

• NONE 0 STATE D FEDERAL a INDEPENDeNT

!7 I S AN INDEX SYSTEM USED? [ I F Y C S . U 7 U I N

BRISFUY AND DISCRIBC ANY HARDIARc/SOFTVARK )

a YES NO

18. RECOMMENDED RETENTION

Periodically review and transfer to
State Archives.

3 . NAME AND TITLE OF PREPARER

DCS 33 0-4 (REVISED 2/87)



INSTRUCT1ONS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDUU
(DOS 3B0-I )

I i^PPARTMENT/AGENCY

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

727S WATERLOO ROAD
P.O. BOX 271

MARYLAND 20794

AGENCY RECORDS INVENTORY

OF

DEFINITION-RECORD I E S A aiteup or HUAiTKD WCORDt NOMUU.Y Ptl-ZD AMD USKB AS A UNIT FOR
AS urnwTtow AMP DISPOSITION

4. RECORD SERIES TITLE

RESOURCE CENTER LOAN RECORDS

S. EARLIEST YEAR/LATEST YEAR

TO iqq/

5 . RECORD CRIES DESCRIPTION . milPLT DESCJtfBK
IN THE SERIES.

TKK TY1»«B OF- INFORMATION/DOCUMKNTS/PeiWS FOUND

INCLUOK TME PURPOSE OM rONCTlON OP TMK 1KP1ES)

Film loan records

7. RECORD SERIES FORMAT(S)

UETTER SIZE ° MICROFILM

ueoAL S I Z E ° COMPUTER TAPE

BOOK O FLOPPY DISK

AUDIO TAPE a VIDEO TAPE

OTHER(SPECIFY)

'/.z. Sritn-r o P- P

8. RECORD SERIES SEQUENCE

O ALPHABETICAL

• NUMERICAL

« CHRONOLOGICAL

O GEOGRAPHICAL

a OTHER(SPECIFY)

VOLL»C

NUMBER

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

10. ANNUAL ACCUMULATION
° FILE DRAVER(S)
a MICROFILM REEL(S]

Kcmnnr a
 COMPUTER

Q

1 1 FILE IS USED

• DAILY WEEKLY MONTHLY

1 2 . FILE BECOMES INACTIVE AFTER

S3 • MONTH(S) a YEAR(S)

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

JZ/

1 4 . IS RECORD SERIES DUPLICATED ELSEUHERET
t i p Y E S , S P E C I P Y /.awfCY o» O P P I C E }
° YES • NO

IS. ACCESS RESTRICTIONS • YES O NO
( IP Y«8 , CITS 1_AW< S ) * RBOUUAT1 ON ( 8 )

1 6 . AUDIT REQUIREMENTS

NONE • STATE 0 FEDERAL ° INDEPENDENT

17 IS AN INDEX SYSTEM USED? { i r Y i a . V 7 U « I N
BRIBPI.Y AKO DSSCRIBI ANY HARDIARc/ SOFTWARE ) IS. RECOMMENDED RETENTION

YES NO

3 . NAME AND TITLE OF PREPARER
R. A.

~Z}r-<

2 0 . TELEPHONE NUMBER 2 I. DATE

DCS 530-4 (REVISED 2/87)



INSTTWJCT 1QNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEV OR
REVISES RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDUU

1 . ̂ CPARIMENT/ASKNCY

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

727» WATERLOO ROAD
• • ' • ••v"/--r.o. - B O X Z 7 i --••-• .--.•••••--••

MARYLAND 20794

Z. DIVISION

it*

AGENCY RECORDS INVENTORY

•"•"• PA« ' j£_or ±t. '"'"" "'

J. UNIT

aer IN IT ION •RECORD SERIES-
A CROUP or RZLATKD RECORDS NOmAULV FILED ANO USKB AS A UMtT FOR

WgU. AS RKTKNT1ON ANO DISPOSITION PtJWPOWM •__

4. RECORD SERIES TITLE

SUPERVISOR, ADMINISTRATOR, ANDX INSTRUCTOR TM
8. EARLIEST YEAR/LATEST YEAR

« . RECORD SERIES DESCRIPTION ( • R I « F U T OWCH1MC THK TYPES Or INFORMATION/DOCUMKNTS/PORMS FOUND
•IN T*E SERIES. INCLUOK TMK PURPOSE OR FONCTION OF TM« SBP1ES J

jejr<cu>/2T3>s: t«tct-uq>e-f Class rosters
Attendance sheets
Test results, Test scores

Test questions
Test answer keys

7 . RECORD SERIES FORMAT(S)

* LETTER SIZE • MICROFILM

SIZE • COMPUTER TAPE

BOOK a FLOPPY DISK

3 AUDIO TAPE Q VIDEO TAPE

d OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

B ALPHAKTICAL

• NLftCRICAL

O CHRONOLOGICAL

• GEOGRAPHICAL

Q OTHER(SPECIFY]

9 . VOLUME

• FILE DRAWER(S)

• MICROFILM REEL(S)

9 Q COMPUTER TAPE{S)
N U M B " 0 OTHEH( SPECIFY)

1 0 . ANNUAL ACCUMULATION

• FILE DRAWER(S)

H a MICROFILM REEL(S)

hUUhCT a COMPUTER TAPE(S)
D errwcx»l <;agr l r v \

1 I . FILE IS USED

• DAILY Q WEEKLY MONTHLY

1 2 * FILE BECOMES INACTIVE AFTER

• MONTH(S) B YEAR(S]

1 3 . CURRENT LOCATION(S) ( SLDG . . FLOOR. ROOM) 1 4 . IS RECORD SERIES DUPLICATED ELSEWHERET
[ I F YTS, SPECIFY AOEKCT OR OFFICS)

° YES * NO

I S . ACCESS RESTRICTIONS • YES O NO

( IF YKS , C ITS L A » ( B ) » RKQU1_ATJON( S)
16. AUDIT REQUIREMENTS

• NONE STATE 0 FEDERAL ° INDEPENDENT

1 7 . I S AN INDEX SYSTEM USEDT ( | p Y I S . U J > U I N

BRIKFUY AND DESCRIBC ANY HARDIARc/SOFTWARC )

Q YES • NO

18. RECOMMENDED RETENTION-- - -

Retain in the t^'encyj ,f pr
: years after end of Training
class. s4nd to State Records
Center for JL5" years an'd then
destroy. |

i
i

1 3. NAME AND TITLE OF PREPARES
(\ . A.

Z0. TELEPHONE NUMBER 2 1 . DATE

D G S 3 5 0 - 4 ( R E V I S E D 2 / 8 7 )



IMSTPUCTIQNS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISES RECORD SERIES. FORWARD
WITH RECORDS RETENTION BCHFDUU
(DCS 380*1)

'ART!
PU<3i-lC

<S&~x- i"

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

727S WATERLOO ROAD
P.O. BOX 27*

MARYLAND 20794

DIVISION

AGENCY RECORDS INVENTORY

PACK OF

». UNIT

DEFINITION •RECORD SERIES*A ONOtlP r RELATED MCOROI NORMALLY PI USD AND UflO A* A UNIT FOR
AS WELL AS RETENTION AND OIBFOSITtON FOWHagei •__

4. RECORD SERIES TITLE

INSTRUCTOR CERTIFICATION RECORDS

«. RECORD SERIES DESCRIPTION (•*lltFur OK»CHI»«
IN THE SERIES.

TMK TYPES Of INFORMATION/DOCUMENTS/FORMS FOUND

INCLUDE THE FURFOSE OR FUNCTION OF THE

/ "•> THi !>

Instructor application forms

Proof of qualifications

Correspondence and documentation used to

determine eligibility.

7 . RECORD SERIES FORMAT(S)

• LETTER S I Z E O MICROFILM

± F«AL S I Z E Q COMPUTER TAPE

BOCK D FLOPPY DISK

3 AUDIO TAPE & VIDEO TAPE

& OTHER(SPECIFY)

8 . RECORD SERIES SEQUENCE

• ALPHAKTICAL

Q NUMERICAL

a CHRONOLOGICAL

• GEOGRAPHICAL

Q OTHER(SPECIFY)

9 . VOLUtC

/B
NUMBSH

• FILE DRAWER(S)

0 MICROFILM REEL(S)

Q COMPUTER TAPE(S)

0 OTHER(SPECIFY)

1 0 . ANNUAL ACCUMULATION

B FILE DRAWER(S)

I O MICROFILM REEL(S]
a COMPUTER TAPE( S )

1 1 . FILE I S USED

• DAILY WEEKLY • MONTHLY

1 2 . FILE BECOMES INACTIVE AFTER

^ ~ a MONTH(S) « YEAR(S)

11. CURRENT LOCATION! S) ( BLDG..FLOOR,ROOM)

J (o3

14. IS RECORD SERIES DUPLICATED ELSEVKERET
tlF YES, SKCirV AOEKCY OR OFFICE)
^ YES . 9 NO

IS. ACCESS RESTRICTIONS • YES • NO

(IF YES, CITE LAB<S) a REOULAT J ON ( s)

16. AUDIT REQUIREMENTS

8 NONE O STATE D FEDERAL C3 INDEPENDENT

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

BRIBFUY AND DESCRIBE ANY HARDWARE/ SOFTWARE )

a YES • NO

18. RECOMMENDED RETENTION

Retain for 10 years after

expiration of certification.

Then destroy.

1 3. NAME AND TITLE OF PREPARER
(I . A.

2 0 . TELEPHONE NUMBER 2 1 . DATE

ArUGrOS.T && \cic\

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



INSTRUCTIONS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDUU
(DCS SBO-I }

I ' ARTMENT/AGENCY

DEPARTMENT OF GENERAL. SERVICES
RECORDS MANAGEMENT DIVISION

7271 WATERLOO ROAD
•• P . O . B O X 27B ••.••>"•-•--. •;••

MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE

3EFINITION-RECORD SERIES*A anoup or RKLATKD CORDS NORMALLY Ft LSD AND USKO AS A UNIT
AS WTKNTtOH AMD DISPOSITION wwpqmrt

4. RECORD SERIES TITLE

CORRESPONDENCE WITH POLICE AND CORRECTIONAL AGENCIES
S. EARLIEST YEAR/LATEST YEAR

S. RECORD SERIES DESCRIPTION B«»C1II«« TKK TYPKS OF" INFOmMTION/DOCUMDCrS/Femn FO«HD
•IN THE SERIES. INCX.UOK TW PURPOSE OM FUNCTION OP THK K R E S ]

Correspondence between the Training Commis-
sions and police or correctional agencies
pertaining to the certification and training
of officers.

RECORD SERIES FORMAT(S)

LETTER SIZE ° MICROFILM

LEGAL SIZE O COMPUTER TAPE

BOOK a FLOPPY DISK

AUDIO TAPE a VIDEO TAPE

OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

• ALPHABETICAL

0 NUMERICAL

a CHRONOLOGICAL

Q GEOGRAPHICAL

B OTHER(SPECIFY)

9 . VOLUME

9 FILE DRAWER(S)
• MICROFILM REEL(S)

COMPUTER TAPE(S)
OTHER( SPECIFY)

1 0 . AfWUAL ACCUMULATION

• FILE DRAWER(S)
^ 0 MICROFILM REEL(S)

a COMPUTER TAPE(S)
O

I I FILE IS USED

° DAILY WEEKLY MONTHLY

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

13 CURRENT LOCATION(S) ( BUXS. .FLOOR.ROOM) 14. IS RECORD SERIES DUPLICATED ELSEVHERET
t i r YES, S K c i r r /.OENCY OR orrtce)
° YES • NO

1 3 . ACCESS RESTRICTIONS
( ir YKS , CITS ()

G

'• YES O NO
R«QULATION(S)

TITlff
IQ-fct;

1 6 . AUDIT REQUIREMENTS

• NONE 0 STATE 0 FEDERAL 0 INDEPENDENT

!7 IS AN INDEX SYSTEM USEDT ( | p Y U . U 7 U 1 N
BRIKFUY AKD D H C R I B t AKY HAROIARC/SOPTVARC )

1 8 . RECOMMENDED RETENTION

YES NO Retain for 10 years. Then
screen annually, and purge
materials no longer needed.

!3. NAME AND TITLE OF PREPARER Z 0. TELEPHONE NUMBER 21. DATE

DCS 3 3 0-4 ( REVISED 2/87)



INSTRUCT IQN^--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORBARD

I WITH RECORDS RETENTION

(DGS 350-1 )

DEPARTMENT Or GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7271 WATERLOO ROAD
P.O. BOX 278

MARYLAND 20794

AGENCY RECORDS INVENTORY

OF

DEFINITION-RECORD SERIES-A OROVP or RXLATKD RKiCORDS NORMALLY PI LSD AMD U!

WSmtNTtON AND DISPOSITION
sxs AS * UNIT re*

4 . RECORD SERIES TITLE

GENEPAL ADMINISTRATIVE CORRESPONDENCE

8 . EARLIEST TEAR/LATEST YEAR
TO \c\c\\

5 . RECORD SERIES DESCRIPTION ( •HIKFUT OKSCXIBK THK TYPKS
IN THE SERIES.

Of INPOKUATIOM/OOCUMKNTS/rORMS POUND
INCLUOK TKC PURPOSE OR FUNCTION OF TMK BKKTKS)

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

7. RECORD SERIES FORMAT(S)

• LETTER SIZE O MICROFILM

3 LEGAL SIZE • COMPUTER TAPE

A u N D BOOK • FLOPPY DISK

3 AUDIO TAPE O VIDEO TAPE

a OTHER(SPECIFY)

S. RECORD SERIES SE

O ALPHABETICAL

a NUMERICAL

0 CHRONOLOGICAL

O GEOGRAPHICAL

B OTHER(SPECIFY)

6y

9 . VOLLJhE

NUMBER

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

1 0 . ANNUAL ACCUMULATION
B FILE DRAWER(S)

f/̂  D MICROFILM REEL(S)
TOHCT1T a COMPUTER TAPE(S)

1 I . FILE IS USES

° DAILY • WEEKLY • MONTHLY

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

HUMBEH "

1 3 .

•3a

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

-Z/ y <^3

1 4 . IS RECORD SERIES DUPLICATED ELSEVHERET
t l F Y M , SPECIFY /.aeKCY OR OFFICE)
a YES a NO

IS. ACCESS RESTRICTIONS

IP YTS , CITK 1_AW(S)

IQ-6U

• YES a NO
RCQULAT1 ON { S )

TtTLB I © j.

IS. AUDIT REQUIREMENTS

» NONE D STATE ° FEDERAL D INDEPENDENT

17. IS AN INDEX SYSTEM USED? (IF YVS.KXPL>IN

BRJKFUY ANO D«SCRIB« ANY HAROSARe/SOFTVARK )
IB. RECOMMENDED RETENTION

T

a YES NO Screen annually and<'purge"
material.no longer needed

! 3 . NAME AND TITLE

n. A.
PREPARER 20. TELEPHONE NUMBER 21. DATE

DCS 5 5 0 - 4 (F5EVISED 2 / 3 7 )



INSTRUCTIONS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES.
WITH RECORDS RETENTION
(DOS SBO-I )

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7 2 7 1 WATERLOO ROAD
P . O . BOX 271 " :

MARYLAND 2 0 7 9 4

^

AGENCY RECORDS INVENTORY

>4-

S. UNIT

V ICES,

DEFINITION-RECORD SERIES A aitou** or RXLA.TKO RECORDS NORMALLY FILED AND UIIB AS A UNIT FOR
» RETENTION AMP DISPOSITION PURPflSEI

4. RECORD SERIES TITLE

BUDGETARY AND FISCAL RECORDS

5. EARLIEST YEAR/LATEST YEAR

5 . RECORD SERIES DESCRIPTION ( • " • • r u r B * » C » I » « THE TYPES OF1 INFORMATION/DOCUMENTS/FORMS FOUND
IN THE SERIES. INCLUDE THE PURPOSE OR FONCTION Or THK ISPteSJ

I «o T H I S °S>-BTZ?IE$, Training Commissions budget documents

Purchase Acquisitions, Purchase orders

Deliver/> receipts

Payroll records, Exception time reports

Expense accounts

. Mileage sheets

7 . RECORD SERIES FORMAT(S)

• LETTER SIZE ° MICROFILM

3 1 F.<SAI. SIZE • COMPUTER TAPE

^j^feuND BOOK O FLOPPY DISK

3 AUDIO TAPE D VIDEO TAPE

3 OTHER(SPECIFY)

8 . RECORD SERIES SEQUENCE

Q ALPHABETICAL

S NUMERICAL

a CHRONOLOGICAL

° GEOGRAPHICAL

O OTHER(SPECIFY)

1 ' • FILE IS USED

a DAILY a WEEKLY a MONTHLY

. 3 . CURRENT LOCATICN(S) ( BLOC. .FLOOR. ROOM)

I S . ACCESS RESTRICTIONS • YES • NO
,.- ("F YES. CITE L A > ( l ) * REOULAT1 ON ( 3 )
**•* * •r\~i4 ^s £^>0W^A'^^ f\j )"**• M ̂ t^r j ^ fu~t **-{, i f , 7" i^^^S i ED I^^J/^ "^*"^n-f̂  ^9

1 7 . I S A N I N D E X S Y S T E M U S E D ? ( i p Y T S . W ^ U * I N

BRIEFLY AKO DESCRIBE ANY HARDWARE/ SOPTVARB )

a YES • NO

: 3 ̂ NAME AND TITLE OF PREPARES

i

9 . VOLUME
• FILE DRAVER(S)
• MICROFILM REEL(S)

8 Q COMPUTER TAPE(S)
NUMBER Q oTHEjjfspEcjpY)

1 0 . ANNUAL ACCUMULATION
• FILE DRAWER(S)

, 0 MICROFILM REEL(S)
TOBtWr a COMPUTER TAPE(S)

I 2 > FILE BECOMES INACTIVE AFTER \
/ C3 MONTH(S) • YEAR(S) \

1 4 . IS RECORD SERIES DUPLICATED ELSEVKERET
t l P YES, SPECIFY AOENCY OR OFFICE)
a YES • NO

1 6 . AUDIT REQUIREMENTS |

Q NONE B STATE 0 FEDERAL 0 INDEPENDENT j

i
1 8 . RECOMMENDED RETENTION [

/ I

2 0 . TELEPHONE NUMBER 2 I . DATE

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



INSTRUCTIONS--TYPE OR PRINT A
SEPARATE FOfiM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDUU
(DCS 380-1 )

ARTMENT/ACENCY

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

727S WATERLOO ROAD
P.O. BOX 271

JESSUP, MARYLAND 20794

2. DIVISION

AGENCY RECORDS INVENTORY

PACK ' / 3 OF

J . UNIT

t to osn.i/i ess

DEFINITION-RECORD SERIES-A aROUF Or RELATED CCORDS NORMALLY F I U D AND USED AS A UNIT FOR
ANO DISPOSITION PUHPf lgg l

' 4 . SERIES TITLE
FIXED ASSET INVENTORY RECORDS

S . EARLIEST YEAR/LATEST YEAR

« . RECORD &RIES DESCRIPTION { BRIEFLY DESCRIBE THE
•IN THE SERIES.

TYF«S OF" INFORUATION/DOCinKNTS/FORMS FOWNO

INCLUOK TMK PURFOSC OK FUNCTION OF TMK

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

7 . RECORD SERIES FORMAT(S)

LETTER SIZE D MICROFILM

SIZE C3 COMPUTER TAPE

BOOK O FLOPPY DISK

AUDIO TAPE • VIDEO TAPE

OTHER(SPECIFY)

8 . RECORD SERIES SEQUENCE

• ALPHABETICAL

O NLftCRICAL

• CHRONOLOGICAL

• GEOGRAPHICAL

d OTHER(SPECIFY)

9. VOLUME

NUMSEH

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

1 0 . AISNUAL ACCUMULATION
• FILE DRAWER(S)

y a MICROFILM REEL(S)
a COMPUTER TAPE(S)
Q flTUCPI CTCf 1 FV \

1 I FILE IS USED

Q DAILY WEEKLY 8 MONTHLY

1 2 * FILE BECOMES INACTIVE AFTER

/ D MONTH(S) • YEAR(S)
NUMBER

1 3 . CURRENT LOCATICN(S) {BLDG. .FLOOR.ROOM) 1 4 . IS RECORD SERIES DUPLICATED ELSEVKERET
t l P YES, SPECIFY /.OENCY OR OFFICE)
• YES D N0-_ 0

1

EuTt

IS

17

ACCESS RESTRICTIONS • YES • NO

IF YES. CITE LA«(l) 4 RKOUUATI ON ( S )
5' Gb

16. AUDIT REQUIREMENTS

Q NONE » STATE 0 FEDERAL O INDEPENDENT

I S AN INDEX SYSTEM USEDT ( | p YES.EXPLAIN

B R I E F L Y AND DESCRIBE ANY HAROIARC/ SOFTWARE )

a YES • NO

IS. RECOMMENDED RETENTION

\ 3 . NAME AND TITLE OF PREPAREH

n. A.
20. TELEPHONE NUMBER 2 I . DATE

)<r\ci l

DCS 350-4 (REVISED 2/87;



INSTRUCT IONS--TYPE OR PRINT A
SEPARATE FORM FOR EACH ME* OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION
(DCS B90-I)

I . ARTMENT/AGENCY

•Ss'K. vi ocs

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

727S WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

OF

DEFINITION•RECORD SERIES A OROUP OF RELATED RECORDS NOMUU.Y Ft LCD AND UtIO AS A UNIT FOR
RBNCX AS WKU. AM RETENTION AND DISPOSITION PURMSEI ' •

4. RECORD SERIES TITLE

EMPLOYEE PERSONNEL RECORDS

«. RECORD SERIES DESCRIPTION f
a " I K n - r BMCHliB TME
•IN THE SERIES.

TYPES OF" INPORUATION/DOCUMKNTS/PORMS POUND
INCLUDE THE PURPOSE OR FUNCTION OP THE SERIES)

I O THIS ES '

A.

7. RECORD SERIES FORMAT(S)

• LETTER SIZE O MICROFILM

a LEGAL SIZE • COMFUTER TAPE

BOOK O FLOPPY DISK

a AUDIO TAPE B VIDEO TAPE

Q OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

• ALPHABETICAL

a NUMERICAL

° CHRONOLOGICAL

a GEOGRAPHICAL

a OTHER(SPECIFY)

9. VOLUhC

NU*tBB"

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

10. ANNUAL ACCUMULATION
• FILE DRAWER(S)

/ O MICROFILM REEL(S)
° COMPUTER TAPE(S)
0

11 . FILE IS USED

O DAILY • WEEKLY MONTHLY

1 2 . FILE BECOMES INACTIVE AFTER

_/ D MONTH(S) • YEAR(S)

1 3 . CURRENT LOCATION(S) ( BLDC. .FLOOR.ROOM)

•30

1 4 . IS RECORD SERIES DUPLICATED ELSE WERE7

t l P YES, SPECIFY AOEKCT OR O P P ( C E )
• YES D NO - ] ) o p .

I S . ACCESS RESTRICTIONS • YES • NO
( I P YES, CITE L A s ( f ) & REOULATI ON ( S )

16. AUDIT REQUIREMENTS

• NONE • STATE ° FEDERAL ° INDEPENDENT

1 7 . I S A N I N D E X S Y S T E M U S E D ? ( t p

BRIEFLY AND DESCRIBE ANY HARDWARE./ SOFTWARE )

° YES • NO

18. RECOMMENDED RETENTION I

i.™c AND TITLE OF PREPABER

rz A.
20. TELEPHONE NUMBER

- 2.

2 1 . DATE

DCS 3 5 0 - 4 (REVISED 2 / 8 7 )



Maintain in Offfice while
individual is employed witl+
Agency and for 5 years
after. Then destroy.

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

O A. , ^untii audit
requirements have been
fulfilled. Then destroy.


