
DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE
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[^AGENCY: University of Maryland Baltimore

County

Item Description

SCHEDULE NO: 1754

PAGE: 1 OF: 14

DIVISION/UNIT: Police Dept.

Retention

01 MANUAL

Policies and Procedures for

Police Department set by Chief of

Police.

Kept permanently in paper

form with back-up disk.

When revised old manual is

destroyed. Disk is reused

for new manual.

02

»

GENERAL CORRESPONDENCE
Announcements of policies
affecting entire agency (general
orders); announcements of special
orders affecting entire agency
(special orders); correspondence
between Police Department and
other agencies within the
institution and outside
institution; completed customer
survey forms; memoranda on
various issues (internal and
external); customer survey forms;
MILES messages, MILES and NCIC
validations.

Screen annually and destroy
that material for which no
further reference is
required. Remaining
material having continuing
administrative, legal, or
historical value related to
the agency to be kept in
paper form for an
additional three years
retention, then destroy.
Material which is still
relevant after the three
year period is to be kept
in paper form for an
additional 25 years, then
destroyed.

03 PERSONNEL ORDERS
Announcements of assignments
given to all Public Safety
personnel.

Retain for three years
after employee leaves
agency in paper form, then
destroy.

04 CIVIL DEFENSE/DISASTER PLANS

State of Maryland Civil Defense

Strategies, Procedures and Plans

Retained in paper form

until amended or revised,

then destroyed.

Approved by Department, Agency, or

Division Representative.

May 31, 19J>5Date:

Signature:

j^Pype Name: David T. Yohman

I Title: Chief of Police

Schedule Authorized by State
Archivist.

— /J/Wtf
Signature,:

DGS 550-1A (REV. 10/92)
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DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE
(CONTINUATION SHEET)
SCHEDULE NO: 1754

ITEM

05

06

•

08

09

•

DESCRIPTION

BUDGET FILES
Files related to financial matter

for which Public Safety is the Office
of Record

PROCUREMENT FILES
Files related to procurement
matters for which Public Safety-
is the Office of Record

PERSONNEL FILES
Files on employees that are
working or have worked for police
department

LEGAL CORRESPONDENCE
Contains rulings from the
Attorney General•s Office on
changes in the law. Example,
authority of University Police to
act off of UMS property. Public
Safety is not the office of
records for these items, they do
maintain a permanent file on this
material and destroy material
regarding changes in the law only
when it is repealed.

PAYROLL
Public Safety is responsible for
its own payroll; therefore, they
are the office of record on
payroll.

RETENTION

Retain for three years or
until *AUDIT REQUIREMENTS ARE
MET (see attached at end of
document), then destroy. If
material is deemed to have
historical value, keep in
paper form for 25- year
retention, then destroy.

Same as above.

Retain for as long as person
is employed by Public Safety,
when employee separates from
Public Safety, forward entire
file to Human Resources.

Retain in Files until
repealed, then destroy.

Office of record to retain
for three years and until all
audit requirements are
fulfilled, then destroy.

DGS 550-1A (REV. 10/92)
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DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE
(CONTINUATION SHEET)
SCHEDULE NO: 1754

ITEM

10

11

r
13

14

DESCRIPTION

STATISTICAL SURVEYS AND REPORTS
Manpower report on needs
assessment and analysis of
efforts spent in certain areas of
Public Safety. This report is
the basis for assignments and man
power allocation.

VEHICLE ASSIGNMENT AND MAINTENANCE
LOGS

Daily logs of personnel assigned
to vehicles, what maintenance has
been done to the vehicle, and any
other data such as accidents,
damage, etc. that might be
pertinent to vehicle.

DAILY PATROL ASSIGNMENT SHEETS
Daily reports on activities of
patrol units.

COMMUNICATIONS DAILY ACCOUNTABILITY
LOGS

Log of every call that comes into
Public Safety, who responded to
the call, and what the call was
about in brief.

POLICE DAILY STUDENT AFFAIRS REPORTS
Daily activity summary from
policy on student activities
requiring the services of the
police. Also may include
activities involving students
which are not criminal in nature
such as helping a student into a
car which they have been locked
out of.

RETENTION

Retain until superseded by
more current information;
then keep outdated report for
an additional 10 years, then
destroy.

Completed logs retained for
one year, then destroyed.

Retain completed sheets for
90 days, then destroy.

Completed log to be retained
for 180 days, then destroyed.

Completed reports to be
retained for 90 days, then
destroyed.

DGS 550-1A (REV. 10/92)
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DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE
(CONTINUATION SHEET)

SCHEDULE NO: 1754

ITEM
NO.

15

16

17

r

•

DESCRIPTION

PRESS RELEASE REPORTS
News releases on activities
impacting the UMBC Campus and
which involve activity of the
Public Safety office.

EMERGENCY NOTIFICATION SHEETS
Contact sheets on all employees.
Contains phone numbers and other
pertinent data necessary to
contact employees quickly.

APPLICATION FOR ACCESS TO PUBLIC
RECORDS

In keeping with the Freedom of
Information Act, access to
records by the public. Includes
requests for police reports on
accidents, etc.

RETENTION

Retain for three years, then
destroy.

Retain for three years after
the employee leaves the
services of Public Safety,
then destroy.

APPLICATION
Applications awaiting
payment of fee will be
retained for 3 0 days.
If payment is not
received within 3 0 days,
application is
destroyed.

CLOSED
Contains all copies of
approved application for
access to public records
for which a fee has been
received and copies of
the records have been
sent. Retain for three
years, then destroy.

OPEN
Contains all copies of
applications for access
to public records which
have been denied and on
which an appeal has been
noted. Retain until
appeal has been
resolved, then place in
Closed (Denied) file.

DGS 550-1A (REV. 10/92)
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DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE
(CONTINUATION SHEET)

SCHEDULE NO: 1754

| ITEM

17
CONT.

»

L

19

DESCRIPTION

APPLICATION FOR ACCESS TO PUBLIC
RECORDS (CONTINUED)

REQUEST FOR UNIVERSITY VEHICLE USE
FORM

The name of person(s) requesting
use of University vehicle.
Public Safety needs to know who
to contact if car is damaged or
equipment is broken, missing,
etc.

OFFICE OF SPECIAL EVENTS SERVICES
Requests received for police
security at an event

RETENTION

PENDING
Contains copies of
approved application for
access to public records
for which a fee has been
received, but for which
records are not yet
available, (example:
crime still under
investigation). Retain
until copies are sent,
then place in closed
file.

CLOSED (DENIED)
Contain copies of
applications which have
been denied and on which
appeals have not been
entered. Retain for
three years, then
destroy.

Completed form is to be
retained for 90 days, then
destroyed.

Completed orders to be
retained for 90 days, then
destroyed.

DGS 550-1A (REV. 10/92)
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DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE
(CONTINUATION SHEET)
SCHEDULE NO: 1754

ITEM

20

21

22

•

23

24

25

26

•

Description

WAIVER FOR VEHICLE ENTRY FORMS
Requests for entry to vehicles
requiring signature of owner to
avoid suits regarding possible
damage to vehicles during entry.

ABANDONED PROPERTY LOGS
Property lost or abandoned which
is turned into police department
is logged in on a special form.

EQUIPMENT LOAN LOGS
Record on equipment (such as tape
recorders, etc.) on loan to an
officer or other agency.

LEAVE AND DUTY SCHEDULES
Posting1s of duty assigments for
as much as two months in advance.

POLICE AIDE ASSIGNMENT LOGS
Assignments posted two weeks in
advance.

RESIDENT PATROL OFFICER (RPO) INCIDENT
FORM

Reports of incidents occurring
during patrol of residential
areas.

APPLICANT BACKGROUND INVESTIGATION
FILES

Background checks on applicants
for positions in Public Safety.
These checks are used to help
establish credibility and
security clearance for applicant
but cannot be used against the
employee after he/she is hired.

Retention

Completed forms to be
retained for 90 days, then
destroyed.

Retain form for one year or
until property is claimed,
then destroy. After one
year, property is sent to
auction if not claimed.

Completed logs retained for
9 0 days, then destroyed

Retain for five years, then
destroy.

Completed sheets to be
retained for one year, then
destroyed.

Completed report to be
retained for 180 days, then
destroyed.

Retain on record for as long
as the employee is employed
by the agency, plus one year,
then destroy.

DGS 550-1A (REV. 10/92)
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DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE
(CONTINUATION SH3W-T)
SCHEDULE NO: 1754

ITEM

27

28

L
Lw

30

31

L

DESCRIPTION

DR-15A BOOK ISSUANCE LOGS
DR-15A (certification of driver
refusal to submit to chemical
test) book is issued to officers.
The log is data on who has the
book, for how long, and when it
will be returned.

ALARM REPORTS
The central system which monitors
all activity on all alarm systems
throughout the university.

EMERGENCY TELEPHONE REPORTS
Reports of incidents on emergency
phone systems throughout the
institution. These phones are
located at strategic spots
throughout the campus and are
used for emergency situations by
students or visitors to the
campus.

COMMUNICATIONS CHECK LIST
Check off list for communications
room to make sure everything is
working properly on a day to day
basis.

CRIMINAL INVESTIGATION REPORT
Includes all records maintained
on criminal investigations.

RETENTION

Retain for five years, then
destroy.

Retain for 90 days, then
destroy.

Completed reports are to be
retained for one year, then
destroyed.

Retain for 3 0 days, then
destroy.

OPEN REPORT: Retain until
suspended or closed.

SUSPENDED REPORTS: Retain for
five years, then forward
to the archives for 20
years, then destroy.

CLOSED REPORTS: Retain for
five years after final
adjudication, then
forward to archives*for
20 years, then destroy.

DGS 550-1A (REV. 10 /92) *UMBC
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DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE
(CONTINUATION SHEET)
SCHEDULE NO: '•754

ITEM
NO.

32

33

34rm I

DESCRIPTION

INCIDENT REPORTS
Reports on incidents occurring
throughout the campus that are
non-criminal in nature or minor
infractions of laws.

MOTOR VEHICLE ACCIDENT REPORTS
Reports of motor vehicle
accidents occurring on the UMBC
campus.

CRIMINAL ARREST REPORTS
Reports of arrests on campus of

people over the age of 18.

RETENTION

OPEN REPORTS
Retain open reports
until suspended or
closed.

SUSPENDED REPORTS
Retain for five years,
then forward to archives-*
for ten years, then
destroy.

CLOSED REPORTS
Retain for five years,
then forward to archives'-*
for ten years, then
destroy.

OPEN REPORTS
Retain open reports
until suspended or
closed.

SUSPENDED REPORTS
Retain for five years, ^
then forward to archives
for ten years, then
destroy.

CLOSED REPORTS
Retain for five years,
then forward to archives
for ten years, then
destroy.

Retain case file for 12 years after
1 case is closed, then destroy.

HJMBC

DGS 550-1A (REV. 10 /92)
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DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE
(CONTINUATION SHEET)
SCHEDULE NO: 1754

ITEM
NO.

35

36

•

37

38

39

r

DESCRIPTION

JUVENILE RECORDS
A police records concerning a
child. These records are kept
separate from the adult records.
Contents can only be divulged by-
court order. Records may be
accessed without court order by
Department of Juvenile Services
or any law enforcement agency,
BUT CONTENTS MAY NOT BE DIVULGED
UNLESS COURT ORDER EXISTS.

EXPUNGEMENT RECORDS
Records ordered sealed by the
court. If sealed, the court
records may not be opened for any
purpose except by order of the
court upon good cause shown.

MARYLAND UNIFORM COMPLAINT AND
CITATION COPIES

Maryland uniform citations of
traffic tickets issued on campus.

SAFETY EQUIPMENT REPAIR ORDER FORM
Reports on vehicle safety; ie.
defects such as broken tail
lights, etc.

UNIVERSITY PARKING CITATION
Originals of parking citations
issued on campus (not to be
confused with state summons
copies). Issued for parking at
fire hydrants, or parking without
permits, etc.

RADAR LOGS
Log detailing when radar was
used, by who and where they used
it.

RETENTION

Juvenile records are to be kept for
12 years beyond date of last entry,
then destroy.

If an institution has criminal files
that are ordered to be expunged,
destroy immediately upon court order.

Retain for one year, then

destroy.

Retain for one year, then

destroy.

Retain for one year, then
destroy.

Retain for three years, then

destroy.

DGS 550-1A (REV. 10/92) *UMBC
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DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE
(CONTINUATION SHEET)
SCHEDULE NO:

ITEM

41

42

•

43

44

DESCRIPTION

FIELD INTERROGATION REPORTS (CONTACT
CARDS)

Suspicious persons reports,
reports on trespassing, etc.
These are non-criminal reports.

MOTOR VEHICLE PURSUIT RECORDS
High speed pursuit reports.

ARREST WARRANTS
File on warrants issued for
arrests.

CRIMINAL SUMMONS
Summons for appearance in court
cases. These are NOT summons for
arrests. These are summons for
appearances in court as witness
or of criminal charge.

RETENTION

Retain for five years, then
destroy.

File original report with the
original criminal
investigation report. Follow
retention schedule for item
#31, Criminal Investigation
Report. Retain open reports
until suspended or closed.
Retain suspended reports for
five years, then forward to
archives*for twenty years
then destroy. Retain closed
reports until final
adjudication, then forward to
archives*for twenty years,
then destroy.

OPEN
Retain until warrant is
served or returned to
issuing agency then move
to a closed file.

CLOSED
Retain for one year,
then destroy.

OPEN
Retain until summons is
served or returned to
issuing agency then move to a
rl ncoH "FT To\+ 1 U o c U T i l e *

CLOSED,, . ^Retain for one year, then

*UMBC

DGS 550-1A (REV. 10 /92)
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DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE
(CONTINUATION SHEET)
SCHEDULE NO: 1754

ITEM

45

46

•

47

DESCRIPTION

COURT NOTIFICATION LOGS
Record of notifications for
police officers to appear in
court. Also known as summons.
The office of record is the
court, however, for the first six
months it is essential that the
log be retained in the police
department.

COMPLAINT CONTROL RECORDS
Operator's report on calls to
dispatcher and police officer
calls to dispatcher. These are
records of calls on anything from
abandoned cars to alarms going
off to requests for police back-
up.

CONSENT TO SEARCH AND SEIZE FORMS
Forms filled out when cars are
stopped and the police officer
decides it needs to be searched.
Before it can be searched, the
owner of the automobile (or
driver) must fill out the form.

RETENTION

Retain completed logs and
file copy of the summons for
six months, then destroy.

Retain for one year, then
destroy.

Forms to be filed with
original investigative
report. Then follow
retention in item 31. Open
reports to be kept until
suspended or closed.
Suspended reports kept for
five years, then forwarded to
the archives*for twenty
years, then destroyed.
Closed reports to be retained
for five years after final
adjudication, then forwarded
to archives* for twenty year,
then destroyed.

*UMBC

DGS 550-1A (REV. 10 /92)
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DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE
(CONTINUATION SHEET)
SCHEDULE NO: 1754

ITEM
NO.

48

49

50

b-r
52

. _

DESCRIPTION

TRAFFIC CITATION TRANSMITTAL FORMS
Record of number of books of
tickets transmitted to Motor
Vehicle Administration, the
office of record, which contains
the name of the officer who used
to book and badge number.

TRAFFIC WARNING RECORD
Record of traffic warnings issued
to individuals.

EVIDENCE LOGS
Log on all items turned in for
evidence purposes; guns, knives,
clothing, etc.

COMPLETED UNIFORM CRIME REPORT (UCR)
FORMS

The Maryland State Police are the
office of record for the Uniform
Crime Report files; however, an
efficient police department must
keep these files on an ongoing
basis in order to access
information during the
investigations.

THE FOLLOWING ARE RECORDS WHICH AN
EFFICIENT POLICE DEPARTMENT HAS ON
FILE ON AN ONGOING BASIS BUT FOR WHICH
THIS IS NOT THE OFFICE OF RECORD.
THESE FILES ARE CONSTANTLY BEING
UPDATED WITH NEW INFORMATION. BECAUSE
THESE FILES OCCUPY SPACE WITH THE
OFFICE IT IS IMPORTANT OF THE STATE TO
KNOW THAT THESE RECORDS ARE PART OF AN
EFFICIENT POLICE DEPARTMENT:

RETENTION

Retain for three months, then
destroy.

Retain for three months, then
destroy.

Retain evidence log for five
years, then destroy.

Perpetual information, non record
office. Retain in office for one
year then destroy.

THESE FILES ARE UPDATED ON A
REGULAR BASIS AND OUTDATED
MATERIAL IS IMMEDIATELY
DESTROYED.

DEPARTMENT OF GENERAL SERVICES

DGS 550-1A (REV. 10/92)
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RECORDS MANAGEMENT DIVISION
RECORDS RETENTION AND DISPOSAL SCHEDULE

(CONTINUATION SHEET)
SCHEDULE NO: 1754

ITEM DESCRIPTION RETENTION

52
CONT.

MPTC Regulations (MPTC is Maryland
Police Training Commission)

Constantly replaced with new
material.

MPTC Training Updates (Maryland Police Constantly replaced with new
Training Commission) material. MPTC Files.

Department Basic Training Instructions Constantly replaced with new
materials. MPTC files.

Police In-Service Training Manuals

Firearms Training Programs

Instruetor/Supervisor Administration
Training

Leadership Development Seminars

PCO (Police Communications Operator)
In-Service Training

RPO In-Service Training (Residential
Police Officer-RPO)

Police Aide Training and Individual
Training Folders

MILES (Maryland Interagency Law
Enforcement System) NCIC (National
Crime Information System), CJIS
(criminal Justice Information System)
reports on tags numbers, criminal
checks, etc.

Maryland Police is the office
of record. Constantly
replaced with new material.

Maryland Police is the office
of record. Constantly
replaced with new material.

Maryland Police is the office
of record. Constantly
replaced with new material.

Maryland Police is the office
of record. Constantly
replaced with new material.

Maryland Police is the office
of record. Constantly
replaced with new material.

Maryland Police is the office
of record. Constantly
replaced with new material.

Maryland Police is the office
of record. Constantly
replaced with new material.

Constantly replace with new
material. MILES, NCIC and
CJIS are offices of record.

DEPARTMENT OF GENERAL SERVICES

DGS 550-1A (REV. 10/92)
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RECORDS MANAGEMENT DIVISION
RECORDS RETENTION AND DISPOSAL SCHEDULE

(CONTINUATION SHEET)
SCHEDULE NO:

Item Description Retention

52

cont

»

NCIC/MILES Newsletters

MILES/NCIC/CJIS Certification Forms

MILES/NCIC/CJIS Audit Reports

Parking Citation Book, Issuance Logs

Constantly replaced with new
material. MILES/NCIC are
offices of record.

Constantly replaced with new
material. MILES/CJIS/NCIC are
offices of record.

Constantly replaced with new
material. MILES/CJIS/NCIC are
offices of record.

Office of record is Physical
Plant; however, records are
kept for at least a year,
then destroyed.

Retain log on ongoing basis
updating items that are
outdated.

MARYLAND UNIFORM COMPLAINT AND
CITATION LOG

Lists al l violations and
misdemeanors under Article 27.
The office of record is the Motor
Vehicle Administration.

I F THE INSTITUTIONAL ARCHIVES ARE NOT AVAILABLE, MATERIAL HAVING PERMANENT
RETENTION' WILL BE TRANSFERRED TO THE MARYLAND STATE ARCHIVES IN ANNAPOLIS AND
MATERIAL HAVING LIMITED RETENTION WILL BE TRANSFERRED TO THE STATE RECORDS
CENTER IN JESSUP.

*UNTIL AUDIT REQUIREMENTS ARE MET MEANS THREE YEARS FOR STATE RELATED
DOCUMENTS, THREE YARS FOR NON-MONETARY FEDERAL RELATED DOCUMENTS, THREE YEARS
FOR MONETARY FEDERAL RELATED DOCUMENTS UNDER $ 2 5 , 0 0 0 , AND 6 YEARS, 3 MONTHS
FOR MONETARY FEDERAL RELATED DOCUMENTS OVER $ 2 5 , 0 0 0 .

DGS 5 5 0 - 1 A ( R E V . 1 0 / 9 2 )
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£3 KMTH(S] ^YCAR(») 2 5 - f o r

llltJfOTtc'al
; l » . CURRENT LOCATIONS) ( BLDC., FLOOR, ftOOM ) 14. IS RECORD SCRIES IMPLICATED ELSEVHERBf

I J F ve«, tF-ccirr /JUMCY o»,.©FFick)

t > . ACCESS RESTRICTION* iKSrZS O NO
( I F VCS, CITS LJk»(») • MSOUt-ATIOMts)

I f . AUDIT REOUIROCKTS

O NONE STATE Q FEDERAL ° INDEPENDENT

17. IS AN INDEX SYSTEM USCDT ( I F YV».KX^t_AtM
• RIKFLT AKO DC SCR I S« AKY KAKOHARC/seFTVAKS )

Y=Scs a NO jv

I*. nccoMMETcqeB. INTENTION
Screen annually and destroy that material
for which no further, reference is required.
Remaining material having continued historica
value to be kept for ah additional 25 years,
then destroyed.

\
l > . NAME AND T ITLE OF PR£J»AHejt

T

S O . TELEPHONE NLMBER Z ! . DATE

DCS 550 -4 (REVISED t / « 7 )



INSTRUCTION^. .TYPE OR PRINT A

SEPARATE rent FOR EACH NCV OK
REYIMCD RECORD SCRIES. rOAIAftO
WITH RECORDS RCTGNTICN
(DOS • ! • • ! )

/AGENCY

DEPARTMENT ©T CCNCRAL SERVICES

RECORDS MANAGEMENT DIVISION

7*71 VAXKJtLOO ROAD

P.O. BOX 171

JE&SUP. MARYLAND X07I4

t. DIVISIONi

AGENCY RECORDS INVENTORY

PA« i c r l

1 . IMIT

01i<,fc
DEFINITION-RECORD A O»<HH» or M

*«F«mmCfC_AS_
ELAT«0 MteOMb* NORMALLY FtLXX) AHfi V*KO AS A
« « " • AS w m o r r i o w A*n B i i K i t i t t t » i >m»>o«».

I T row

« . fKCORD SCHIKS TITUC

okscni

k I . KAM.ICST YEAK/LATKST YEAH

-l̂ >v TO yr^yyf
#. iccoro SCRIES oksatiPrtON (•"«"FUT ««««i»« TW« TTF«S or t>ir«mtATioH/

I M THB SCR IKS. INCLUOC n « ruw^esc <
GENERAL CORRESPONDENCE v

Announcement of special orders affecting entire agency.

VMKMTS/rOftMS POUttV

•

7 . MLOOflD SCRIES FOM«AT(S]

V u E T T E R S IZE O MICROTIUI

O UtOAl. SIZE O COMFVTEJl T A «

R BOUO BOOK O n-OPFT DISK

0 AUDIO TAPE Q VIC^O TAPE

o OTHERjspKcinrj

RECORD SERIES SCOJJOCK

X AUPMABETICAL

y^NLMERICAL

O CMKNOCOCICAk

O CEOCRAPHICA).

c ornER(SMtc inr)

». VOLUME

RUMESIT

yj riLS DRA«ER(S]
Q MiCROriLJH RKC1.(S)
a CC»«sUTtR TAPE{S)
a oTHER{spcciry]

19. AMAiAL ACCUMULATION
J0 PIUC DRAVCK(S)

I W MICPQriLM RCSI.(S}
KTJftnnr ° COMPUTER T A P C ( S )

11 . FILX IS USCO

DAILY D VEEKLY 0 MONTHLY

I t . LJC BKCOCS INACTIVE
Q MCNTH(S)

ATTC:R one year

YCAR(S) 25 for

l > . CURRENT LOCATION(S) ( BLDC. , n.OOR. ROOM )

l » . ACCESS RESTRICTIONS V Y E S 0 NO
( I F YK«, CITS UA>(S) * *SOlk-*TION( s )

14. IS RECORD SERIES DUPLICATED ELSEWERIf
JJF res, w t c i r r s.«ofcx tt* OI?FIAC«)

W ONOkrk^mW
19 . AUDIT REOUIRQCMTS

O NONE STATE O FEDERAL O INDCPEKCCKT

17. IS AN INDEX SYSTEM USED? ( I F Y I I , V ? L A ] M
• niCFLT AKD DMrCRIm* ANT KAMDlAKe/SOFTVAMC)

T E S NO

1ft. rRCCCftMENDED RCTENTION

Screen annually and destroy that material for

which no further reference is required. \

Remaining*'materiaVhaving continued" histgrical

'value to be kept for an additional three years,

then destroyed-. If still historical after

three years, keep for 25 and then destroy.

t . NAME AND TITLE OF PR£J>AfiEJt

_ ^̂ ^ i I O

2 0 . TELEPHONE NUMBER Zl . DATE

•̂ - n ^
BUS 9S0-4 (REVISED t / » 7 )

rOTHL P.01



iMVTRDCTlOt^. .TYPC OR PRIHT A
SEPARATE FORM FOR EAQ1 M » Oft
REVISED RECORD SERIES. FORVAMO
1 1 W RECORDS RETENTION
(PCS • • • • ! )

per,
UuW

vunMorr/ACCNCT < i

TION-nECORO SERIEsi* •"•"'

DCPARTVEMr OF CCNCRAL SERVICES

RECORDS MANAGEMENT DIVISION

7X71 VATEXJ.OO ROAD

P.O. BOX 171

JEfiSUP. MARYLAND l«7t«

t . DIVISION

4-VU&£ dts.

AGENCY RECORDS INVENTORY

J»A«
3 7

or _L

" UNIT lv I [

DCriNITION-nE< Or MKVATVD
'<t^ntit*i«e« Am w u .

eoRb« MOKMAULV riLXtj AM© V * « 9 A S A1 UMIT
A» WTT«WTlOtt AMD DII^OtttrOB >u»»fi«F«

4 . RKO0RD SKH1KS TITLK

iOCAV»VvN£^

* . CAM.ICST YCAK/LA1XST YEAH

I #. RECORD SCRIES DKStelfriON «m* l i e r u T o * * * * ' " TW« TYF«» o r iMr«KMATieM/»eewM»«T«/reiw« reuMS
in TW sKRiCS. IMCUUOC T W rvft^esc en njMcriOM or TUB UK-TKIGENERAL CORRESPONDENCE

General correspondence between institution departments, outside clients, etc.

7 . RECORD SCRIES PORM*T(S]

^LETTER SIZE O MICROrlUt

O LX«A1. SIZE D CCtWTTJt TATC

• BCXJKD BOOK O FLIPPY DISK

O AJJOJO TAPE Q VtOCO TAPE

Q OTHER( SPECIFY)

t . RECORD SERIES SEOUKNCE

) ^ ALPHMaET ICAL

kNLMEAICAI.

B OftCNOCOCICAL.

Q CEOCRAPHICAL

B onWER(SPECIFY)

» . VOUWMt

R C M E E I T

^ FILE DRA*ER(SJ
• MICROFILM RCEL(S)
Q CC*fftmCR TAPE(S)
B CTHEAtSPCCtFY]

19. ANNUAL ACCUMULATION
\r\lX DRA«£Jt(S)

\ a MicnoriLM RESL(E}

CT»rr ° cowvn» TA«{SJ
D <vrwPB^<pF<-ir?r;

t t . FILE. IS USCO

DAILYI D VEEXLY O MONTHLY

t
! I S . CURRENT LOCATIOH(S) ( HCD6., FLOOR. AOOH)

I t . iCOHES INACTIVE
O MONTH(S)

AFTZB L

1™
year, 25 for

historical

14. nIS RECORD SERIES MPllCATED ELSEWCRET
ir re«, srceirr /.«CMCT OR orrICC) \

l » . ACCESS RESTRICTION* (PCYKS O NO
{ i r v i e s , C I T S L A * ( » ) ft M S O W I A T I O N ( S )

1 * . AUDIT REQUIR9QCKTS

STATE O FEDERAL ° IN3CPENDENT

1 7 . IS AN INDEX SYSTEM USED? ( I F Y * « . « X F I _ A ! H
BRIEFLY AKS DOCK I SK ANY KAMDtAKC/SOFYVAKS )

f
I t . RECGM.CKDED RETENTION

Screen annually and destroy that material for

which no further reference is required.

Remaining material having historical, value

to be-kept^for-fan-tradditional 25 years, then

destroyed. |

I » . NA*C AND T1TUE OF Pfl£J»AfSJt 39. TCLCPHONE NUMBER Z I . DATE

a.-n-^
O«& 5 5 0 - 4 (REVISED l / « 7 )

TOTHL P.01



J1&IEU&X1SU2.* 'TYPE OR PRINT A
SEPARATE rent worn EACH M » OR
REVISED RECORD SCRIES. FORVAMD

I WITH RECORDS RCTCNTION

I t l-yt . OCT.

_ & ^

•AKTVS3fT/A

QCFARTMEHT ©T CCNERAk 8ERV1
RECORDS UANACEXENT DIVISION

7X71 WATERLOO ROAD
P.O. BDX S7»

MMfYUffl 2«7t«

x. oivMSiON I

AGENCY RECORDS INVENTORY

> 4 ?•
P A « • or ._

S. UNIT

MO U f n AS Al MIT POBDCriNtTlON-FVCORD StRlM-l Or M t U T " MtCOftfi* MOMHAWLY FtLJtO AM) V*«S AS A> UWtT FOB
» AM wu. A« nrrwricii AMB piixtttTif >«.^«« ^_

tCORO SCRIES TITUC

,-gJ^ Q.N:A rs f i c AV,V^«AS,A^

S. KAM.10T TCAK/LAITSr TfUA

i m TO fe
i • . RECORD SERIES DKSCJtimOH { • " I K F 1 U T OBSOMMt TM» TTFWI OT INrOMCATIOM/OeeuMBrrV/FeMW FOUN9

"" ~~" — " • " iMCLuec not r w e i t oa roNcriCM or TK« s»mt'in 1HB SCKICS.

GENERAL CORRESPONDENCE . •

l \ ^ J ^ r o ^ < i o v T N \ <«, • (INTERNAL AND EXTERNAL)

4
7. RECOfiD SSRICS rORMAT(S]

)^LXTTER 8tZC ° MICROTIUC

O LJ-QA1. SIZE O COMFVTCJI T A K

OBOUff l BOOK O FtOPPY DISK

Q AUDIO TAPE Q VtDCO TAPE

Q CTHERl SPECIFY]

« . RECORD SERIES

Mj ALPHABETICAL

^•hLftCRlCAl.

C CHRCNCCOGICAi.

Q CEOCRAPHICAt.

o OTHER (SPEC i rr)

» . VOCLMt

kwikM*

K FILX DftAVEA(S]
a*M>c»riLM Rai (3]
Q CCMVTEX TAPE[S)
a 0THc»(spccirfj

19. ATMUAV ACglMUUglCN

^ riLi ORX*ZX[*}
\ a HtCP0rtU4 RESt.(E}

kmaw ° COWVTER TAPEISJ

\ I t . r i L X IS USCD

DAILY?• 0 1ESO.Y S MOKTHLY

; l > . CURRKhTT LOCATtON(S} ( . ,n.OQR.

COMES IKACTtVC AFT^X one year;

14. IS RECORD SERIES O^LICATTD EtSEWCHIt
cir r r« , t M c i r r AMXCY on orricc)

*

( i r -nt*. CITS UA-»(») * MiawLATIOM(»)

^I t . AUDIT RE4U1RDC4TS

O NOME # STATE C rEOCHAL ° ll«CPQSSO<T

17. IS AN INDEX SYSTEM USCOT ( i r YK«. u y u m
• RtCTLY AXn D C f C X I n AKY KAHOBAKe/ SOmAMC)

ft, YES O Np

^

Ift. RECOM«7<DCB RETENTION
Screen annually and destroy that, material

for which^no further reference is required.

Remaining material.having historical value

to.be kept for an additional 25 years,

then destroyed.

\t. KA>« AND TITLE Of PR£J»AfiEJ*

^

J O . TELEPHONE W-M3ER ZJ . DATE

k~IM$
O*S 3J9-4, (REVISED Z /«7}

7;" T i i P iTi1!



JtfiIEySllSClS.'*TYPC OR PRINT A
SEPARATE FORM FOR EACH M » OR
REV I S O RECORD SCRIES.
WITH RECORDS RCTDfTION

DOS » • • • ! )
I vi in

J^DOft

1 . DCFA

Mi
AimQfT/ACCNCY 1 \

IA • »
'*«F«

OCFAfTOCKT o r CQ4CRAL SERVI
RECORDS MANAGOatfr DIVISION

7X71 VATERLOO ROAD
P . O . BOX 1 7 !

MARYLAND » « 7 t «

X. DIVISION I

. 0*
AGENCY RECORDS INVENTORY

5 7(

S. l * I T

MB U M B A> AI LMIT reaDCriNlTtON-RECORO SCKIU f NSLATBD MCeOMOC MOIMAU.V Ftt-KO AHO U*K9 AS A1 UMIT FOU
A» w u . A> wyfforriqw AMP B H » a t t T i t » i > t « » y « n ^ _

« . WCOflD BKH1U TITLK

^

Ak
I . EARUCrr nJUt/LATTST TCAK

i m TO Vr^W

• . RECORD SCRICS imoN ( u i m . r Dcscjtiac rum
1M - R « SCR1CS.

O r iMrOKMATIOM/DeeuMKMTV/FeMtS
IMCLUOC T W ruft^esc e« rcxcnOM or TMK BSrtSt

GENERAL CORRESPONDENCE P\

A customer is anyone who has been\aided in any way by Public

Safety. Customers are surveyed to determine satisfaction with

services of Public Safety.

\

•

1. RECORD SCRIES FORMAT(S]

) ^ UCTTER S I Z S O MICBDrlUt

O LJCQAi. StZE O CCMFVTEX T A K

Q Bouro BOOK a FLOPPY DISK

o AUDIO TAPE a vtoco TAPE

Q CTHER(S»EC1FY)

« . RECORD SERIES SCOJCNCX

ff AUPHAOCTICAL

J S - » * * « 3 » I C A I .

O OIKNOCOGICAJU

O CCOCRAPHICAU

Q OTVER(SPSCtrY)

» . VOLUME

k\Mkii%

^ FILX DRA«CR(S]
0 MiCAOFILM ^CEL(S)
O COt*VnCR T>'J>C{8)
0 OTHER I SPEC IFY]

1 9 . AMAML ACCUMULATION
\r\LX DRAWEXl«J

\ 0 HICPCriLM RKSL(B)
CTTOfir ° COWVTER TAPC{S)

Q ftrHeHCiPgeirr.l

It . riLX is usco

DAILY?• D 1EE3O.Y Q MCHTHCY

; I S . CURRENT LOCATION(S) ( . ,FLOOR,

\ i_ ^ *-» _»
t * . ACCESS RCSTTRiCYlON* K Y E S O NO

( IF YKS, CITS UA«r{») * MSOWI^kTlOMts)

I t . iCOMSS INACTIVE
O MCKTH(S) 7'n 1 year .or -

YCAR(«) 2 5 f o r

hi3toi-iL.al

t
14. 18 RECOTB3 SCRIES DUPLICATED CLSEWEREf

yiw T C S , i M c i r r S.«CNCY OK o r r i c r )

1*. AUDIT REQU1ROCNTS ^

G NONE
-*••

STATE 0 rEDCRAL 0 ir*SEJPO<DEKr

1 7 . IS AN INDEX SYSTEM USEDT ( IF YX«.«*ri-A IM
• RICFLT *XO BCfCXlK ANY KAMO*AKe/sOFTVAKS)

( I YES NO

JK.

I t . RECOW«NDED RETENTION

Sc•Jfefe•n;•.^•a^w^•],•1^^.3d^:fesfc^?b.y^•t•hat;.aia•te?:•^.33-
for which no further,reference is required.
Remaining material having continued
historical value to be kept for an
additional 25 years, then destroy.

I t . NA>C AND T ITLE OF PK£J»AR£J*

*

19. TELEPHOKE NUMBER Z t . DATE

~̂ n-is
CXiS S 3 S - 4 (REVISED i / » 7 )

TiJ~HL P. 2 1



l f4»7pyCTl<X^. -TTPC O« PWIHT A
«PARATK FOFM FOR CAQ1 MCV Off
REVISED RECORD SCK1CS. rORIMO
WITH RECORDS MCTQfriON
(DO* * » • • ! }

DCFAKTMafl/AOENCY i \

^^V.-V\,i«K.wV_r ^ I A H O - K J

•lNlTlQN-f«CCRO SOlir*lA • " • ' *

DcrAKTMocr or COCRAL SCHVI

MXORDS MAKACOVKT DIVISION
7171 VATOLOO ROAO

P.O. BOX S7B
\ MARYUIW st7t«

X. P»V

4
'wurcaBfcs AS nut.

risiOH I

3.2^ ' ?.T.x 02

AGENCY RECORDS INVENTUK

^A«
 6 or 2_

». IKIT j f

DKTlHiriCMi'f CCORfi* MONKM^Y riL^ZI AMD U*«O
riOW AMP D l i X t l T i a w mrm

AS A1 UNIT re*

4 . SKiilU TITLX

A\ tOxNi-^ir^

Tin* \ t. KAMLltSV TEAJt/UATUnr TEAR

>m TO V^ANY

I ». CCORD SERIES 1ITICH ( MiKn.r Bcscxtas TMS
'1« IMC CCKICS.

GENERAL CORRESPONDENCE

JT" mrnni inTi t i i . rnnr i i^ i i r I J >n>
iMcvuec T>« Fvivosc on ro«cTiOM or TXK scrrtt

V3

Messages,from the Maryland Interagency Law Enforcement System

which give details on outstanding warrants, missing persons,

etc. . .

7. racofn scaics roR***Tt»]

^ L X T T E R S laC ° MiOVrtUC

O I TCA1. 61ZE S CCMVTXJt TATC

° BOCNB BOOK O rtOPPY DISC

O AUOtO TAPC Q VtC*O TAPS

O CTMCR(SPKCjrY)

t . nCCORS SERIES S£

V AWHAaETlCAl.

KMJhflStlCAL

S CHBCHCCOClCAt.

O CCOCRAJ^HICM.

c orn-ER(SPccirr)

>. vocuc

RWMSSIT

^ F I L T OfUVEA(S)
a MicnortLM RCTL(S!
a ca*vnat TAPC(S]
a or««(sj»cctrYi

19. AMAiML ACeUAJLJtTtCN

^ riLx oRA«ex(S)

kUUiCT ° cewvna TAPCIS)

t U . riux is usco
DAILY C 1CSCY O MCNTt^Y

; t > . CURRSKT UOCAT!CN($] ( . ,n.i

?nU», W A . VygJbrU, h$W>i)
rRlCTI

1 t« f^UE HKCC*€S INACTIVC * ^ 7 * -1- y e a r

14. 1ft RECORD SERIES DUtlCATCO ELSCWEJVT
yjr res, t M e i r r S.«CXCY b* o m e r )

* •

t * . Arcrss RKSTRicf tor* Wr t» Q NO
( I F r *s , e i n Ldk»(s) • McavwtkTtOMt »J

I « . AUDIT RE«J1RO€3<T3 ^

O HONK
v«o"

STATE C rCDCRAI. O 1 N3C?O<E€?n'

j r . IS AN INDEX STSTO4 USED? ( ir T x » , t ^ u » l x
• r t s F L r A X S BCtexisx Atrr KAMOSAKC/ l o r r t A M )

4.YZS O NO \

A

I * . ,BCCCM-ET<D€B PETEXTlQti

Screen annually and destroy material having

no"continued, value. Valued material

to be-kept-]E.or, additional three years.

Material still relevant after 3 years,

to ba kept^in papery form <for ;an additional

25 years, then destroyed.

I t. .SA>C AND T1 TUE Of P9£PAt£Jt

^

Z l . DATE

3,-n-%
B«S SSB-4 [FEVtSCD t / » 7 )



c . 02it

miJEk£iXiSC&*-TTPC OR PRINT A
SCPAAATS r c f M WOK KAQ1 (CV Off
REVISED RECORD SCRICS. FQRIMO
WITH RECORDS RCTKNTICM
(DOS t l » - l }

I WITH

4= !>ARTME3fT/A<

or CIMCRAI. SCRVI
MANACCtoKT OiVISlCN

7X71 WATTKLOO ROAO
P . O . BCOC S71

AGENCY RECORDS INVENTCK

PASS

S. UNIT

DCriMlTlQN-f^COfiO SOtICS CeORS* MOfWAbLY *lt_Kt> AMD USC9 AS A> VM t T
now AMP o i i w t i T K w P^«»p«^«

4 . IKS TtTLK

_ ^ ^\^-H.ir<,

Tin* y » . CAXLlOBr TEAX/LATZST TtAR

) m TO $r̂

SERIES OKStXimON {
GENERAL CORRESPQflffefiSI?

.Y DCmOKIBK
)CS.

TVP«s or1 n i rnwMTTin /nnr i i i i i i i I ^ H J

iKevuec T > « ruivcsc on ra«criOM or TM:K ssyrrzf

\ V ^ ^\c ; ^ u ^
Miles (ftaryland Interagency Law Enforcement System)^arid NCIC
(National Crime Information Center) data which is checked to
determine if there are any outstanding warrants, etc. against
a person who is in custody, under investigation, or who has
been arrested.

7 . RSCOfiD SCRICS FOI&MTtS]

^LXTTER atac o Micnoriuc
O UCSAU SIZE O CCWVTXX TATC

a BCCND BOOK a rwppr DISC

Q AUDIO TAPt Q VtDCO TAPS

a CTHCK( SPECIFY)

• . nccof« SERIES se
U ALPHASCT1CAL

KMJhCRICAI.

S CWttNCCOClCAl.

O OCOCRAmiCAL

c oTHER{SPsetrr}

» . VOCUMC

BwSssir

^ FILX SAA«ER(S]
• UlCROriLM RXn.(S]
C CCMt.TER TAK{S)
a cn««(sj»cctrr]

19. AM<UAL. ACOMJUkftCN

\ nut omn»(f]

srnnnrr ° ce*gvna« TAPCISJ

II . riLX IS U8CO
DAILY1' B 1CEJO.Y Q MOKTHkY

; JJ . CURRSWT LOCATlCN(S) { . ,FLOCK,

?n\u<, V^A ^.coyk b^ri^
TRiCTI

NL£ JNACTIVt ATTCa .I YEAR

O MKTH(S) KYtAB(»)

^

14. IS RECORD SERIES MFllCATTO CLSCffVCJVf
yjr res, «*€ctrr /.cexcr b» erricv)

t » , ACCESS RSSTRiCt'lONi HrL» O NO
l i r rx%, C ITS u>»(s) • n«awokTieM(s)

i t . AUDIT REguiRacrrs ^

• * » ' •

STATZ C rEOCSAL O IN3C?O<CO<T

17. is AN I N D D ; styro* USEBT ( I F Yx».«yi_»!x

• RIC71.T AX3 BCffCXlSK AKT KAJ»D»AKt/ lO fT tAKt )

t-rss "•p

%w.

1 * . RSCCM«7<DeB RETEXTICW

Screen annually and destroy that material
for which no further reference is required.
Material having, continued legal value
to be kept for an additional 25 years, then
destroyed.

I t . N A > C A N D T1TTJC O f P R E P A R E *

Q.V3

2 0 . TELEPHCWC WXSEH

r^cki- ^s-^m tm
I I . CATC

Jv-lH
D«S JSO-4 [REVISED t / » r )



INSTRUCTIONS^ *TYPE OR PRINT A
SEPARATE row FOR EACH ME* oft
REVISED RECORD SCRIES, FORVARO
VLTX RECORDS RCTGNTION SCMEDUU
(DOS • ! • • ! )

DCP<yum«ENT/A«KNCY . I

-fcd&

DCFART>«XT o r CCNERAL SERVICES
ACCORDS MANAGEMENT DIVISION

7X71 WATERLOO ROAD
P . O . BOX 1 7 1

JESSUP. MARYLAND 107 • «

Z. DIVISION

ififtJiiS

c?5
AGENCY RECORDS INVENTORY

t»A« or 4-
>. IMIT

Nfi u t n AS A' UHIT reaDcrmiTtCM-nccoRD sen i t* A ««ewi* or rLATKD Mt«OMO« MOHMAU.V FILAt* AMO V*«O AS A1 UHIT POH
»Kr*WP«e« AS «»M. A« «BTT»HTlOlt AMD BllX«lt>t lM w n w p m

* . CC3ORD SSR1CS T |

\ \ t̂si\N5^)V^V\ \ l vt>kc>IiVvW 1XTO(\. 4\OCUs^gAViiX.

S. CAM.ICST TEAK/LATKST YtAH

• . NECORD SCRIES 1PTION I — ' — - - ' D««t l» l»B TMB TVFSS OP tNrQKMAriOM/DeCUMKNTV/FeMM POUNS
IMCbUOC TME rVKTQMK OH rXMCTIOM Of TMK U R I I I ]

•JHKTV.T

Announcement of assignments given to all Public Safety Personnel.

7 . R£COf*> SCRICS POM«AT(S]

^ L £ T T E R filZX ° MICBOTlUt

O UCQAL SIZE C CCMFUTUt TAME

D BDCND BOOK C FUOPPY DISC

O AUDIO TAPE Q VtQCO TAPE

Q CTMER( SPECIFY)

I . PECORS SERIES SCOJJCNCS

K AU^VUSETICAI.

VMJMCRICAL

B OACNOCOCICAL

D CEOCRAPHICAI.

o OI>ER( SPEC tnr)

» . VOLUME

RtrtZSHT

)^riUC DRA«ER(S]
• MicnoriLM RcrL(s)
O CCM^/TEX TAPC(S)
• OTHER(SPCCtry)

19. ANNUAL ACCUMULATION
J^riLx DRA«eii(S]

\ 0 MlCPOrtU4 FEEI.(B)
CTBMnr ° COWVTER T A « ( S )

P QT>g'R[«yFrirY.;

1 1 . FILK. IS USED

DAILY?• 0 WEEKLY O MCMTHLY

F/iLC BECOMES INACTIVE
Q MONTH(S) j£B ongoing

YCARIS]

; I I . CURRENT LOCATiCN(S) ( . .FLOOR,

i n l k * , V . ^ L t>V;-p}vV x&ticjL,

14. IS RECOFS SCRIES DUPLICATED ELSEVWRCt
btr vrs , t u c i r r /.«BHCT on err icc) \

)6 YCS a NO fa^ ^A^f t^ W\aC\l 5ksv\U,tI * . ACCESS RCSTTRiCTIONS K Y K S O NO
( i r y * » , C I T S L > « ( » ) * MCOWUATIOM(S)

I f . AUDIT REQUIREM9fTS ^

O NONE
v*'%

STATE Q FEDERAL ° INPCPEXDENT

1 7 . I S AN INDEX SYSTEM USCDT { iw * Z * . K X P I _ A ! N
mr.jKWt.r A K B c c i r e t i i a * A K Y KAKD*AKe/serrwARS)

4 Y E S a NO \

1 4 . RECCM«74DED RETENTION

». NA>t AND̂  TITUC OF PREPAfiEJt

^

20. TELEPHONE NIMBER Zf . DATE

3.- n-%
B«S 5 5 0 * [REVISED Z / « 7 )

TOTftL P.01



m v r B u c T i C N ^ .-nrpg OR H U N T A

SEPARATE FORM FOR EACH M » OR
REVISED RECORD SERIES. FORftAftO
WITH RECORDS RKYOfTIOjf SCHEDULI
(DOS S l t - t )

. DCFARTMESfX/AQCNCY i I

DCFARTMDtT ©T CCNCRAJL SERVICES
RECORDS MANACOVNT DIVISION

7171 WATERLOO HMD
P.O. BOX 171

MARYLAND X«7««

1 . DIVISION

&^d la&o£<

AGENCY RECORDS INVENTORY

PA« -L---U

DCriNITtCM-FKCORD 8CIIIKS * aitovi* or MCLATBO CeORbS MOMMAULY rlL^tJ AMO W<«9 AS A1 UMIT FOU
HKrCH*KC« A* f » U - A« WgnPtTlOM AMD D l l X t l t H w ^ t f l t ^ . g ^

« . fKCSOftO SUt lKS TITLK«D &KR1ES TITLK ' ' \

S
t . CAM. I C*T TCAH/LATTKT

ni^ TO

# . NECOfn SCRIES IITJON { " • I K F U T DCSCRISS TMS TVF«« OT tKrOKMATIOM/DOeulMNTV/reMIS FOUNS
1M 1HK SKRICS. IMCLUOC T>« W W O K OH rOMCTlOM OF TMB UyMKI

^\^w^^;^\^^
State of Maryland Civil Defense Strategies Procedures and Plans

i
7. RECORD SERIES POftMAT{S]

^UCTTCR SIZE O MICROTiUf

O LJCOAL SIZE O COMFVTUt TATC

Q BCAJND BOOK C FLOPPY DISK

O AUOIO TAPE ° VIOCO TAPE

O QTHER(S>EC!FY)

« . RECORD SERIES SCOLJ94CE

) ^ AiUPHABETICAL

R NUMERICAL

O CMKNOCOeiCAL

Q GEOGRAPHICAL

O OTHER(SPCCtrY)

». vot

lUUBtfk

j^r iLK DflA«Eft(S]
a MicnoriLM nxt . (s )
Q CCM>VTEn TAPC(S)
• OTHER(SPCCirf)

19. ATMUAL ACCtMULATION
^ r i L c DRA*ex(*]

\ 0 HtCP0riU4 REEI.(S)
mmnrr ° COWVTER TA«(S )

Q rtTHgR(<iPgeir7r;
t l . FILE IS USED

DAILY 0 1EEKLY O MCWT>*.Y

F/iLC BECOMES INACTIVE

Q MONTH(S) 3
R ongoing until

Y«AR(«) revised

; l > . CURSSXn LOCATICN(S) {BLSCrLOOR,

s

14. IS RECORD SERIES DUPLICATED ELSEVHERCT

t̂r YT«, s^ceirr A«cw<;r on err tec)

* •
t » . ACCESS RESTRICTION* WYES D NO

( i r YX*, C ITt LJkV(») * KCOWt-lkTIOM(s)
! « . AUDIT REOJUIREMCKTS ^

a MONK
v*>%

STATE O rCDCRAL ° INDCPENDCNT

1 7 . I S AN I N D E X SYSTEM USEDT ( i r Y V * . K » 3 > L ^ t M

• R I K r L T * K D e « * C R I B « AKY KAMOSAKe/sOrTVAR*}

t-ES O NO

1 * . RCCCMMEKDED RETEKT1ON

l » . NAME AND TITLE OF PR£j»AREJt 2 0 . TELCPHONE NUMBER Z I . DATE

3,-n-^
B« J » < (REVISED l/«7)

TQTflL P.01



INSTRUCTIONS^ 'TYPE OR PRIKT A
SEPARATE FORM FOR KACH NEV OK
REVISES RECORD SERIES. FCRIAIO
VITM RECORDS RCTCNTIC**
(DOS B M ' l )

DCF,

\.<^tV

AGENCY i I

- ^ ^ * >

PCFARTVCNT ©T GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7X71 WATERLOO ROAD
P . O . BOX 17»

MARYLAND t « 7 « 4

X. DIVISION i

AGENCY RECORDS INVENTUKY

PAOC J_c_(_

U —OWl» Or NBUATKD MCeOHft* NOnWUt riLJB» ANS VtKO AS A< OH IT FOM
'MKFCIMMCK AS raut. A * RrnDtrini AND DiB^eatYiCM »tr*»a«v*

DCriNITICN-FKCORD 8CRIKS

4 . RKOORD SRHIUI

AV> T t k c g i ^ ' W -fl.<cA.̂ \e)CJAV»V^JgAs.-V\
I . CAM.1CST TCAH/LATOrr TEAK

f. RECOFD SCRIES IPTtON ( M I m r omncMtmm rum
tM TMC SXRICS.

TVFSS Or IMrOXMATlOM/OOeuMlM-rS/FOMM rOCHP
IMCUUOC r>« FVWFOSS on roMCTiOM or TMK urtn

Filesoreiated to financial matters for which Public Safety is the
Office of Record.

•

7 . REOSfV SCRIES PORMAT(S)

) ^ LETTER BtZS O MfCROTIUl

O UCAi. SIZE O COMFVTXJl TAK

0 BOCHD BOOK O FLOPPY DISK

O AUOJO TAPE Q Vtt«O TAPE

Q OT>ER(S>CClFYj

« . RECORD SERIES SCOLOICE

M ALPHABET I CAt.

£.f*MEAiCAL

Q OftONOLOCICAJU

O CEOCRAPHICAL

o OTHER (SPEC i nr)

t . VOL!

KCOiW

FILE DftAVEA(S]
•̂ MICROFILM RCEL(S]
Q CCtffVTER TAPC(S)
• OTHCRISPCCIFY]

JO. AWUAL ACCtMULATICN
^ F l u : t3RA«eft(*}

\ 0 MtCPQFILM RKEUtB)
CTWfT ° CC*«VrER TAPCtS]

f l . FILK IS USED
i? DAILY C 1EEKLY Q MONTHLY

1 4 • F^LK BECOMES INACTIVE AFT£H 3 y e a r s ; 25
Q Mcr<rH(s) TTYCAR(S) h i s t o r i c a l

; I I . CURRENT LOCATtCN(S) ( ^JJC.,FLOOR.

5STRICT

At£.

14. IS RECORD SERIES DUPLICATED ELSEYVERET

fir res , tp-ttntnr /.OKKCY OK OFFICK) \t
t » . ACCESS Ht;STRlCYlON» (tf YES 0 NO

( I F VKS, C I T S L>tr(») ft M«OW«-ATIOM(S)
I f . AUDIT REQUIROeNTS ŷ

a NONE
v*-»-

STATE Q FEDERAL ° 1NDCPENDENT

1 7 . I S AN INDEX SYSTEM USES? ( I F Y K * . t x r « _ * t»«

• RIKFt.Y AJCB CCtrCKlBC ANY KAHDkAKC/ SOFTVAKS)

R.YES
v

1*. RECCM«7<DED RETEKT1ON

Retain for three years or until audit
requirements are met,i-.'thenzidest£oy.;A3'
If some material is d'eemed to have> histQriq,a.l
value, keep in.paper form for "25 years, then
destroy. o, j , ..

i t . MAME AND TITLE OF PRCPAREJt 2 0 . TELEPHONE NIXBER 21 . DATE

~̂ n-\5
CXJS S 3 0 - 4 [REVISED l / # 7 )

TOTAL P.SI



INSTRUCTIONS^ »TYPE OR PRINT A
SEPARATE FORM FOR EACH M » Oft
REVISED RECORO SCRIES. FORlAie
WIT* RECORDS RCTBtfTIOK
(DOS • ! • • ! )

. DtFAKTt^fX/ACENCY I \

DCFARTtCHr o r CCNCRML SERVICES
RECORDS MAHACCMXttT DIVISION

7X71 WATERLOO ROAD
P.O. BOX 171

JKSSUP. MARYLAND X«7»4

* . DIVISION j

AGENCY RECORDS INVENTORY

PA< -L--4-
». IKIT. l«IT i

DEFINITION-RECORD SERIES A awovr or nsLA-rma MK«OK&« MonHAU.y FIJ-K> AMO v*«e AS A1 U N I T POM

4 .

Wt^i

wrcmtet AS OTCUL A» W I M T I . I

SRH1KS T ITH " \

tixNi-Hiri.v

I . KAM.*IC*r TCAK/LATCST YCAK

i m TO TV^^NV

f . RECORD SCRIES i fT ION l B * I l t r U T DSSCJtlSK TMS TYFSS Or tMrOKMATIOM/DOeuMKNTV/FOMIS POUMO
IM "P« SXRICS. IMCUUOC THi rVMFOSC ON rOMCTIOM OW TMK SSffTCf

*

Files related td procurement matters for which Public Safety is the
Office of Record.

I
7. RECORD SCRIES PORMAT(S)

^ L S T T E R S IZE ° MICROTIUI

O i_K«AL SIZE O CCMFVTEJI TApC

D BOCM) BOOK O FLOPPY DISK

O AUDIO TAPE Q VlfiCO TAPE

Q OTHER(SPECIFY)

t. RECORD SERIES

V AU^iWaCTlCAL

^NUMERICAL.

O CHKNOCOeiCAk

O CEOCRAPHICAU

B OTHER(SPECIFY}

». VOtUMt

^ FIUC DRA«EA(S]
i O MICROFILM RCEV(S)
f O COMVTEX TAPE{S)

" * " * O OTHER (SPCCtFYJ

10. AJWUAL ACCUAXJITICN
\ FILJC DRA«EJt(S}

\ O M1CROFIU4 REKI.(S)
CTWW ° COWVTER TA«(S)

I I . FICE IS USED

tfDAILY 0 VEEKLY O MONTHLY

1 1 . F,ILE BECOMES INACTIVE
O MONTH(S)

3 years; 25

torical

; t » . CURRSKT LOCATtCN(S) ( . .FLOOR,

?n U«, V^M; . ̂ W^V n ^ ; ^
!4 . IS RECORD ECR1ES DUPLICATXD ELSEWERKT

/ir rtm. t^ccsrr /.«wc;y OR OPFICC)

* •

^I > . ACCESS RESTRICTIONS K YES O HO
( IF TKS, CITS L » ( » } ft MSOWt-ATIOM(s)

I « . AUDIT REOU1ROCNTS ŷ
O HONE

v*»-
STATE Q FEDERAL O INDEPOSDEKT

17. IS AN INDEX SYSTEM USED? ( I F T K * .Kx ru t tN
• niKFLT AKD BK*CRl*X AKT KAKOVAKC/SOFTSAR*)

I t . RCCGM<e74DED RETEHTICW

f
Retain for three years or' until audit

requirements are met, ̂Shen.deSCJioy.. If

any material is deemed to have continuing

historical value, keep in p~aper form f̂ or

25 years, then destroy.

I t . NAJrC AND TITLE OF P9£J»Aesjt SO. TELEPHONE NtMSER Zl . DATE

So-l-HS
O«S 399-4 (REVISES i / » 7 )

TOTAL F.31



INSTRUCTIONS^ •TYPC OR PRINT A
SEPARATE FORM FOR EACH ME* OR
REVISED RECORD SCRIES. rORVAMC
WITH RECORDS RCTCHTION SOKDUU
(DOS ••#•! )

DEFARTVECT OF GENERAL SERVICES
RECORDS MANACOOCKT DIVISION

7X71 WATERLOO ROAD
I>.O. BOX 171

JKSSUP. MARYLAND X«7««

X. OIV

4-
MSION I

Qul^X

• - - • • oi

AGENCY RECORDS INVENTORY

f»A< ±_o r l _

« . RSC3ORD aCRlKS TITUS

W^\^)V^A fi& •Q.iCfVlNBCA^VM^AV

I . EAMUCSr TEAR/VATCSr
j m TO

f . RECORD SCRIES i m O H f M t t K n > T BCSCKIBK TMB TVPSS o r IMremMTIOM/DOeul«NT*/reMI« FOUMB
1M T+« « R 1 C S . IMCLUOC T»« ^VKTOSC OH rOKCTIOM O» TUB U*TKf

\ ^jf "b^^^- Records

Files on employees that are working for or have worked for
police. Contains application for employment and other pertinent
personnel files.

•

7 . RECOflC SERIES FORHAT(»J

) ^ LETTER BITS ° MICRDFlUI

0 I_CCAU SIZE O CCWVTU T A «

a Bocr«3 BOOK o FLOPFT DISK

O AUDIO TAPE Q VIQCO TAPE

Q OTHEK( SPECIFY)

« . RECORD SCRIES 8C

tf AUmwaKTICAl.

kMJMERiCAU

B CHRCHOtOClCAU

Q CEOCRAmiCAU

O OTHER(SPCCtrY)

» . VOL

fTESSEiT

^ FIUX DRA«ER(S]
O MICROFILM RfXL(S)
Q COMPUTER TAPt(S)
O OTHCR(SI>CCtFy)

19. ANNUAL ACCLMULAT10N
\r\LX DRA«EJt(S]

\ 0 HICPoriLM REEL(S}
KDDiW ° COWVPE» TAPC(S)

C iWJR^nrr; .
t l . FIUX IS USCD

DAILY?• D 1EEKLY O MONTHLY

ECOMES INACTIVE
Q MONTH(S) •?n ongoing

VCAR(»)

; I * . CURRENT LOCATION(S) ( * M . ,FLOOf

3

14. IS RECORD SERIES DUPLICATED ELSEVI-CRCT
>-ir res, si^ceirr /.««KCT OR ornc«)

* " tIS. ACCESS RESTRICTION* (Pf YES O NO
(IF y*«. CITS L>«r(«) * MSawt-ATIOM(s)

^YI f . AUDIT REQUIREMENT'S

O NOME # STATE O FEDERAL O i MsePENDENT
^ » -

1 7 . I S AN INDEX SYSTEM USEDT ( I F Yx*.KXJ»LJktM

• r t lCFUT AKD CC*CKIBK ANT KAMOKAXC/SOFTVARC)

f Y E S NP

0«V

It. RCCCMhCXDED RETEXTJCW

Retain for as long as person is employed
by Public Safety. When employee separates
•from Public Safety, -forward entire file to
Human Resources office. ' •

I t . N / U * AND TITLE OF Pft£j>AR£Jt

^

2 0 . TELEPHONE NUMBER Z t . DATE

k-iv\S
C«S 5S0-4 [REVISED t / « 7 )

TOTAL P.01



INSTRUCTIONS^ 'TYPE Oft PRINT A
SEPARATE FORM FOR tACM MCV OK
REVISED RECORD SERIES. FORBAMC
WITH RECORDS RCTCNTION SOCDUU

. DCrAKTMOfT/ACENCY . i

PCPART>«2fr o r CORRAL SERVI
RECORDS MANAOEKXr DIVISION

7X71 WATERLOO ROAD
P . O . BOX 1 7 1

JKflWJP. MARYLATO S « 7 t «

1 . DIVISION I

OS
AGENCY RECORDS INVENTORY

PA« J--4-
S. IMIT

JnU Wiar-Pw.-^-
DEFINITION-RECORD SERIES A ••cm* or MCLATV

HKFttlomCC A«
o MteoRbc m»WAU.y F I L S S AMO V « « 9 AS A' WHIT reii

•»UL A> wynPtTlOW AMB B l l W i l t l f ^t^t^y^m ^_

« .

wri^Ni^iVi\ V l ThWC^i V v W G.iCn. ^SeCAloVvNitC.-̂ X

B. KAMLICST TCAK/LATCST TEAR

. im TO TV^A\V

• . ICCORD SCRIES 1PTI0N { •aiKFLT MSCJttftK TKB
IM IMC tRJCS.

TYPSS Or iMrORMATIOM/OOeuMBNTV/FOMW fOUMO

iMemec T M rv**GBK on roNcriOM or TM« u m t i

\ _ .

Corfte.ins notices, from, the Attorney General's Office on Changes in the Law.

Public Safety is not considered the Office of Record for these items

however, this Is a very important file and Public Safety needs to keep

a record of changes In the law permanently until the law is repealed.

i
7 . RECOflO SERIES rORHAT{S)

^ LKTTEH 8 t 2 X ° MICROTIUM

O l_COAi. SIZE O COMFVTUt TAME

Q BtXND BOOK O FLOPPY DISK

O AUOIO TAPE Q V10CO TAPE

Q OTMERl SPECIFY)

« . RECORD SERIES 8COt«WCE

M AUPHABETICAl.

kNUMERICAi.

O CHKNOCOeiCAb

Q CEOCRAPHICAt.

n oTH£R(spBCinr}

». VOLUME

i^r i tJE DftAVER(S)
i • MICROFILM RCCL(S)
f • ° CCtffVTER TAPEtS)

1 9 . AMAiAL. ACetMUUATION
) ^ r iLS QRA«Eft[*j

\ 0 HICP0FIU4 RFSL(B}

Btmrr ° COWVTER TAPCISJ

t I I . FILE IS USCD

V DAILY 0 VEEKLY O UOKTHLt

1 1 . F/ILC

lit
iCOMES INACTIVE

Q MCNTH(S)

*rTE* ongoing unti!
yveAR(») repealed

I I . CUFtREXT LOCATION(S) { BLOC, ,FVOOR, 1 4 . IS RECOFB3 SCRIES DUPLICATED ELSEWCRET
ftr res, tMcirr s.oofcv on orric«)if

»». ACCESS RESTRICTION* PT YES O NO
( I F T K S , C I T S L A * ( « ) * MSOWUATIOM(S)

1«. AUDIT REOUIREVCKTS ^

Q NONE
V*' -

STATE Q FEDERAL ° INDCPENDOfT

1 7 . IS AN INDEX SYSTEM USED? ( IF YM».K^I^IM
• ntSFLY M B DCKCRIB* ANY KAKD«AKC/SOFY*AI«S)

|^.YES Q NO \

I t . RSCCM«J<D€D RETENTJCfi

"w^ wV̂ ^̂

I t . HA>C AND TITLE OF PA£J>AREJI 19. TELEPHONE NUMBER

^
^ f e 1 ^

Zf. DATE

.̂-n-is
O«S SSO-4 [REVISED t / » 7 )

TOTAL P.01



INSTRUCT 1CN3« »TYPE OR PRINT A
SEPARATE rent fOU EACH M » OR
REVISED RECORD SCRIES. rORUNP
WITH RECORDS RCTENTION SOCSULI
(DOS » • • • ! )

per.
<& {\^\oft]4

^h^

DEPARTMENT OT 6ENCRAL SERVICE*

RECORDS MANACO4EHT DIVISION

7X71 WATKXLOO ROAD

P.O. BOX 171

JESSCP. MARYUAM) l«7t«

I . DIVISION

^ L iffî its.

0?
AGENCY RECORDS INVENTORY

PA«Z or 4-
S. IMIT

•>O»j ,Vt> ̂ r-fwajt
DEFINITION-RECORD SERIES A «l*©gl» OF WSLATSD MCCORO* MPPMAI^V riLXB AMC V*«9 A* A< UMIT

^ m w w w q AS ««-t- A« wyracrio« * H D B I I N H I Y H W >t«i»y««*

4. RSCORD SCHIES TITUC

DE8CX

iO CAioW^i^r^j^Ak

»• EAM.1CST TEAJl/LATXKT Y*AK

j m TO V<

I » . RECORD SCRIES irriQN ( MIKFI .y DSSCIttBK THS
I N TME SCRICS.

TVFSS OP IWromtATlOW/DOCVUTItTW/FCWW POUNS
IMCLUOC TMC FVIVeSC OM rONCTlOM Or TMK U K 1 M

YOvxS V o\\'ovxr

Consists of journals, one pay certification cards, master

exceptions, check^register, W2, labor, savings bond material,

journal vouchers, payroll transfers, etc.

7 . RECORD SCRIES FOR*AT(S]

^LXTTEJt SXZS O MICROTlUt

O LJKQA1. StZE O COMFVTER T A K

a sous BOOK a FLOPPY DISK

O AUDIO TAPE a VIQCO TAPS

O OTMEK(SPECJFYJ

• . RECORD SCRIES SEQUKWC*

V AUPHABETICAL

HMJMCAICAI.

a CMWNOCOCICAU

Q CCOCRAPMICAI.

O OTHER(SPCCirY)

» . VOLUME

UCCBBT

^ r i L X DftAVCft(S]
• MICAOriLM RCEL(S}
0 COMPUTER TAPC(S)
a oTHERtspcctrr]

19. AWAJAL ACCUMULATION

)^riE4E OBA»e*lSJ
\ 0 MICBQMIM REELfS}

Rnmr ° cewvna* TAPCISJ
° w^Bty trfi •

n . FIL* IS USED

DAILY1< D 1EEKLY O MCWTHLY

I t . OJRHEXT LOCATIGN(S) { HLDC. , H.0OR , K X M J

t t . iCOMES INACTIVE AFTER 3 YEARS
DVOyiH(«) UrCARtS)

14. IS RECORD SCRICS IXJtlCATTD CLSCWCRKT
ftr m , «r«cirr /.«O«CY OR orrtcw)

* •
~\I * . ACCESS RESTRICT IONS (PTYES Q NO

( I F YK», CITS LJk*(») ft MSOWWATIOMts)
1*. AUDIT REQUIREMENTS ^

v«..'-
STATE Q FEDERAL ° IHOePENDCNT

17. IS AN IMDEX SYSTEM USCDT ( I F Y K * . K X ^ L J U N
• R I B F L T A K D ccireitiac AKT KAXD»AKt/»orT¥Awr)

f YES a NO

It. RECCM.C74DES RETENTION

• Public Safety to retain for three years

-and* until audit requirements are fulfilled

then destroy.

<i

I » . NAME ANQ T I TLE OF PREPARE* 20. TELEPHONE NUMBER Z f . DATE

k-n-'vs
CXiS 5S5-4 (REVISES l / « 7 )

TOTAL P.01



INSTRUCTION^. .TYPE OR PRINT A
SEPARATE rent worn EACH M » OR
REVISED RECCED SCRIES. FORIANQ
WITTX RECORDS RETENTION
(PQ« » • • • ! )

DCTy
fVr

/AGENCY i 1

i-OK.t.Yfr . ^ O ^ uy

OCFARTtCCT o r CENCRAI. SERVICES
RECORDS MANAGEMENT DIVISION

7X71 VATKRLOO ROAD

F.O. BOX art
JESSVP, MARYLAND l « 7 t *

* . DIVISION

& & & Afia ins.

AGENCY RECORDS INVENTORY

PAOK J--4-
S. IK1T

W ar-̂ wv.̂ f
DCriNITICN-RECORC 8CRICS Y nt^t l AMD U«K9 AS

DIlWllYlflM m\
A* uMir worn

« . «D OKR1KS TITLE

DK8CX

.•WiVMUV

« . KARMCST TCAJt/l

m a TO

f. RECORD SCRIES ifTlON ( MIKFLY MtSCIttkB TM»
ID THE ERICS.

TVFSS O r IMrOMMTIOM/OOCUMEMTV/FeMfS FOUNS
IMCUUOC TMC ̂ vw^esc en rro»criOH or TMK u m n

S^-V\S-\iu4 iwr>)-yav M i ^ o v ^
Manpower report.;on needs 'assessment ana analysis of efforts spent
in certain areas of public safety. Example, how many burglaries, how

many rapes, etc. These reports are used as:.the:basis \f or .-.assignments

and pay allocations.

.

7 . RECORD SERIES PORMAT[S]

# . LETTER filZC O MICROTIU1

O LJCOAL SIZE O CCMFVTER TAME

a BOCND BOOK C FLOPPY DISK

D AUDIO TAPE Q VtOCO TAPE

Q OTHER( SPECIFY)

«. RECORD SCRICS

AALPHMaCTICAL

Kf*JM»ICAL

O CHRCNOLOeiCAL

O CEOCRAPHICAL

O OTH£R(SPfiCtrY)

» . VOLUME

RCSSS1T

^ F I L E DftA«ER(S]
O MICROFILM RCTLtS)
Q CCMVTEX TAPC(S)
O OTHER(SPCC1FYJ

19. AWftJAL ACCtMULATION

\ TUX DRA*£ft(S]
\ 0 MlC^oriLM RCEt.(B}

CTWrr ° CCWVPER T A « ( S )

! I t . FILE IS USCO
DAILY D VEEKLY O MONTHLY

t t . r,lLJC BECOMES INACTIVE
Q MOKTHtS) TPR 10.years

YCAR(S)

l » . C3JRREKT LOCATtCN(S) { OJZZ., FLOOR, ROOM ) 1 4 . IS RECORD SERIES DU>LICATXS ELSEVI«RET
^JF Y««. iMeirr A«CKC;Y o* orrics)if -tI S . ACCESS REjSTRiCTIONS 9 C Y K S O NO

( IF YXS, CITS LJt*(«) * MSOWt-ATI«•«(•)
l « . AUDIT REOUIRDCKTS ^

O NONE Jf
v*-'-

STATE 0 FEDERAL O 1N3EPENSCKT

1 7 . I S AN INDEX SYSTEM USEST ( I F Y Z » . K X J » I - A ! N

• RIKFLT AKB BCVCHIBC ANT KAHOVAKC/SOFYSAMC)

fYES

1ft. RCCCMrfENDCD RETENT1CN
Retain until superseded by more current
information, then keep outdated report for an
additional 10 years, then destroy.

l » . NAME AND TITLE OF PftEPAREJt 2 0 . TEU£PHON£ NUMBER Z! . DATE

*-n-^
C«S 599-4 [REVISED l / « 7 )

roTAL P . 0 i



ij«»TBVCT>CN3> »firpc on PRINT A
SEPARATE rent worn EACH rev c*
REVISED RECORD SERIES. FCRVAMO
VI1W RECORDS RETENTION SO4CDUL1

• • • • 1 }
1 WITH ffl

^ ^ D G S S

^r*. ocr-ARTMSfT/AeCNCT t 1

| A «W

OEFARTVCCT or CENERAI. SERVI
RECORDS HANACO«J<r DIVISION

7X71 WATERLOO ROAD
P.O. BCK S7t

MAR7VAMS X«7t«

I . DIVISION

ifiaits.

II
AGENCY RECORDS INVENTORY

PAOK i_or_(_

S. LMIT

NO WSKO AM A* UMIT FORDcriMiTiCM-Fscono seittu fir MOJkTIO CtfOH&C MOHKAU.Y r iLXO AMO WfCD AS A1 WHIT
now AMO Di«»o«t^t<a« >t^t»1>^<f

« . RKCSftD SKRJSS TITUCTITUB " ' \ » . KAm.')CSr TEAft/LATTST YCAK

i m TO Vr^^V
•. RECORD SCRIC8 1PTI0M ( uicrt .T D«mcjti»K TKB

IM THB CRICS.
TYFSS Or iMrCltMATIOM/DOeiMKMTV/FeMM

IMCUUOC TXK FV1VOSC OH nwCTION OT TMK BSfflKf

Daily logs of personnel assigned to vehicles, where the vehicle has Been, what

maintenance has been done to vehicle, and any other data such as accidents, damage,

etc. that might be pertinent to vehicle.

7. RECOfO SCAICS rORMAT(S]

^Lxrrzx SIZE ° mcneriu*
O I_C«A1. SIZE O CCMFVTTJt T A «

a BOCUD BOOK a FLOPPY DISK

O AUDIO TAPE Q VtOCO TAPE

O OTMER(E3>SC1FY)

« . RECORD SCRIES

# ALPHABETICAL

HfAJbCRICAI.

C CHKHOCOeiCAk

O CCOCRAPHICAL

o OTHER ( SPEC tnr)

» . VOL!

KCtZESiT

^ r i t x DRA«CR(SJ

• MICnOPtLM RKEL(S)
Q CCMVTEX TAPC{8)
• CTHEft(SPEC IPY]

19. AMAiAL ACCUMULATION

^ riLx DRA«at(S]
\ 0 HlCSOfiLM RESU(S)

KDOTT O COWUTER TA«IS)

I I t . KILX 13 UBCD

DAILYy. C VEEXLY a MOKT>^Y

FfiLE HKCO*€S INACTIVE
Q MOXTH{Sj 3

R 1 year

YCAB(«J

l > . OJRHEKT LOCATtON(S) (0LDC.,FLOOR. 14. IS RECORD SERIES DUPLICATED ELSCWCRKT
•f%9 Y«S, I M C i r r AttXCY O* QTT\G%)

* * <f19 . ACCESS RK;STRiCtl«3N» K"IXS O NO X*. AUDIT REOUIREM94TS ^

Q NCNE » STATE ° rEOCRAL ° IN3EP£7<DO<T

17. IS AN INDEX SYSTEX USED? { i r n i , V 7 L « l i i
• niKFLY AKD BCtexIS* ANY KAKOSAKC/SCFTVAMS)

ji.YES O NO \

1 v CA

I t . RECCM«7<DCD TGTEXTION

Completed logs retained for one year,

then destroyed.

1 0 . TELEPHONE NUMBERI t . NAJ* AND T ITLE OF Pfi£J>ASEJt

^

21 . DATE

8.-IV1S
O«2 SSO-4 (REVISED I / « 7 )

TQTHL P.Q1



U&J2U£X12Ci2.' 'TYPC OR PRINT A
SEPARATE rent FOR EACM NCV OR
REVISED RECORD SCRIES. FORBAftO
WIT* RECORDS RCTOITIOK

DO* » ! • • ! }
1 V • • W^

^^(DQC

eCTARnC3<T/A«SNCT i I

t

DEPARTMENT OF CENERA1. 6ERVI

RECORDS MANACOOMT DIVISION

riTI VATVKLOO ROAD

P.O. BOX S7f

MARYLAND X«7t«

'' * r o L v l fcft».iQJI^S

/a
AGENCY RECORDS INVENTORY

PAOK J_cr_(_
>. UCIT

,W^t &&k
DCriNITIQN-fSCORO SCffiCS

nrtmncc M
Or MKLATVO MCe«Mft« IWUMHI I |' FtLJCO AMD U*«9 AS A1 UMIT FCH

4 . KCORD aKHlKS TITLC ' ' ' \

w
S. KAM.'lcrr TCAJt/LATCffT TEAK

• . fCCORO SCR1C8 1PTI0H (
WIIKFUT MSCJtIM TM»

IM TMC CRICS.
rrwmm or- iwrowMATigw/Doevi^iTi/Fow FOUMO

INCLUOC T M ruivesc on roMcriOM «r TMK scrrxt

\ w ^ ^ \^A W\<ui^vifS>W^)
Daily reports on activities and assignments of patrol units.

7 . RECORD SERIES rORMAT(S]

)4_ LXTTER BITS ° MICROTlUi

O LJCQAU StZE O CCMFVTUt TATC

0 BOCTO BOOK C rUOPFT DISK

o AUDIO TAPE a vtn*» TAPS

Q OTHER(SPSCIFY)

RECORD SCRIES 8COXJO4CC

M AUFTUUKTICAi.

AMJhCRICAi.

O CHRCHOtOCICAl.

O GEOCRAmiCAI.

C OTHER (SPtCCtnf)

>. VOtUMC

jjwossir

j^FILX DftA*Eft(»J
• MlCAOrtLM ROL(S)
Q COMVTEX TAPC(8)
a oTWft(SFCCirr]

19. A>#ftiAL ACOACUkTieN
\ r i L X EHA*eft(S)

\ 0 MtCPOrtU4 RCEU(B)
KTJBWr ° COWV1TR TAPC(S)

I n. FILX IS USED

DAILY1> C WEEKLY O MONTHLY

t t . ICOMES INACTIVE
Q VCNTH(S} 3:H 90 days

YCAR(«J

I ) . CURRENT LOCATICN(S) (aj9C.,Fl.« 14. IS RCCOfB3 SCRIES EXJtiCATXD ELSTWCRC1
t̂r res, twcirr /.uxcr on ernc«)

* •

3;l » . ACCESS RESTRICTION* K Y E S O NO

( \r TK%, c m u>«r(»J * nsawt_*TioM(s)
T«. AUDIT REOU1ROCHTS - ^

O NONE
v«->-

STATE a reocRM. o iNsepcTOorr

i r . IS AN INDEX SYSTEM USEDT ( i r Y«S ,K>»l_» ti«

f
• RtKrUY AXtS CCITCKIXK ANY KA«O»AKt/ SOFTSAMC)

YES a NO \

I t . RKCCfcWEMDCD RETEKT1ON

I t . KAME AND T1TUC OF Pft£J>ARER 1 0 . TEUEPHONE NUMBER Z t . DATE

C«€ 33Q-4 (REVISED l / » 7 )

TGTHL P.31



itajEkfiliStii* 'TYPE OR PRINT A
SEPARATE rORM rOR EACH IC1 OK
REVISED RECOflD SCRIES. rOfKAMO
WITH RECORDS RCTCXTIOM

POft $ ! • • ! )

I . OCT. /AGENCY i \

DCTAATVOfT ©T CQCRML SEHVI
RECORDS MANACOaMT DIVISION

7X71 WATERLOO RQAO
P . O . BCOC 1 7 1

JESSCT. MARYLAND t t 7 * 4

I . DIVISION

& &£ 412.

1 3

AGENCY RECORDS INVENTORY

PA«t or 4-
S. LHIT

MB u t m AS A' isiIT wornDCTINITICN-RECORO SCftICS-1
'it«rci

O * MKLATKO MteORO* MOfWAULY Fl t -KD AMD Uf«O AS A1 UNIT FOU

at A» WUL A< wrrwrrigw AMP BitxMiTKw w>t»*M_

4 . tOO«D OKRIKM TtTUC

,W\gAV

S. KAM.ICST TEAH/LATTKT T(CAK

> m TO ^
| • . mCOfZi SCR 1KB lPTtCN (

•MIKFLT DCSCJttBK TM»
1M T H t S K R I C S .

rrwmm o r nirrmMHTinx/nnrimmn^owii
IMCUUPK T W Tvnron en roNCTiOM or TMK M*TSS

- Log of every.-.call that comes into Public Safety and who reLog of every.-.call that comes into Public Safety
what the c a l l was about.

esponded to the ca l l -and

•

7 . RECOflD SCRIES rORHAT[»]

$_ LXTTXR 81ZJC O MICHOTtUM

O I_C«Ak SIZE O CCMFVTCJt TAMt

Q BOCKD BOOK O FLOPPY DISK

O AUOtO TAPE Q VtDCd TAPE

O O T M » ( S P S C i r V )

t. RECORD SERIES

M AU'HAaETICAL

KMJMERIGAL.

O CHRONOLOeiCAL

Q CEOGRAPHICAU

a oTHER(spccirr}

» . VTXUMt

srcissir

^FIL£ DftA«CA(S]
• MiCAOFtLM RSEL(S]
Q CCWVTER TAPC(S)
a OTHER (spec try]

1 9 . AMAiAU ACCtMUUATION

^ r i L X DRA«eft(S]
\ 0 HICPorttM RSSW(S)

K t r i n r ° COWVTER TAPC(S)
a <rr^m<nvc\ rr.)

I tt.riLS. is usco

DAILYi> C VEEKLY O MONTHLY

iCObCS INACTIVE

Q MCNTHCft) 3YCAR(»J

l » . CURSKKT L O C A T t O N ( S } ( HU3«S. ,FI.OOB.

In l i t ; , gygjMr' ^y<vif<u^\ CciA^ftA-.K^B^
I S . ACCESS FBC S T R I C T I

1 4 . I S RECOfS S E R I E S DU>1.1CATES EUSCV^ERKT

nw TCS, SMECIPT A«orcr OK o m e c )

* •

W YKS O NO 1 « . AUDIT REOUIROCNTS ^ '<t
a NOfs

v*>"'
STATE O FEBeHAL O IWCPENCCXT

1 7 . I S AN INDEX SYSTEM USED? ( i r Tm* . K X r u t IN

• RICFLT * X B OCVeHIXK AKY KAftDVAKC/sOrTVAMC)

j(.YES O NQ \

^ X^.
^

RKCCM«?<DEB RETENTION

I » . KA*C AND T ITUC O f PR£J>AREJI

w
2 0 . TELEPHONE Nt*03ER Z l . DATS

9u- |>^
C « S S 3 Q - 4 ( R E V I S E D I / » 7 )

T Q T H L P . S I



if4*>TRUCT>OM^» .TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW 01*
REV I SCO RECORD SCR IKS. rORVAftO
WITH RECORDS RETENTION 8OCDUU
(DOS t l t - 1 )1 (pq»

rAKTM3fT/A<

DEPARTMENT Or CCNCRAJ. SERVICES
RECORDS MANACCMEKT DIVISION

7X71 VATttXLOO ROAD
P.O. BOX 171

jcssur, MARYLAND a«7t«

I . DIVISION I

14
AGENCY RECORDS INVENTORY

PA< J_~_U
. IHIT 1 f

DEFINITION-; sum A awowr or MCLATVC reoR&c m>nuu.y rtt^t» AMI> vt«9 AS A1 UNIT FOB
PlOW AMD Pia»O«IYtOM >ti«>o«»»

« . RKCORD SCH1SS

vVi^cg.^W -ftiA î•etfAViVNJUV

1 . KARLICST TCAJt/^ATCffr

i m TO

f . RECORD SCRJCS 1PTI0N ( ft*IKPL.Y DCSCMIkS TMS
IM THK SCRICS.

TTF«» Or iKrORMATIOM/DOCUI^NTV/reMI* FOUMO
IMCLUOC TMK ̂ VIVOSE OH rOMCTIOM OF TMK SSRTIf

^^\.X^ ^o,vU S^i**V K^W^i ^ ^
Oaily activity summary from police on student activities requiring the services

of the police. Also may include activities involving students which are not

criminal in nature such as helping a student get into a car which they have

been locked out of.

•

7 . RECORD SERIES FORM*T(»J

X^LCTTER SIZE ° MtCROTIUI

O |_K«AL SIZE D CCMFVTXJt TAK

O BOUC BOOK O rtOPPT DISC

O AUDIO TAPE Q VtQCO TAPS

O OTHER(SPCClinr)

t . RECORD SERIES 8£«U«NCE

M AU-HAaCT ICAL

kfAJbCRICAl.

O OftONCCOCICAL

D CEOCRA^iiCAI.

C OTOCJttSPECIFY}

». VOLUMt

JJCOSS1T

)^FILX DftAWER(S)
O MiCROriLM RflXL(S)
a coffvnat TAPC(8)
• OTHER(SPECIFY)

19. AfMUAl. ACCtJMULAriON

\ riLx DRA«ex(S]

Korimrr ° CO»«»UTER TAPCIS)

f t . FILE. IS U6CO

PAIUY1' 0 1EEKLY O MONTHI.Y

1 1 • F/IUE BECOMES INACTIVE AFTIR
OKKTH(>) WYtAH(»)

l > . CURRENT LOCATiON(S) ( . .FLOOR,

fn \xw, WA- , ̂ V>,VV nVf ^
^

14. IS RECORD SCRIES DUPLICATES ELSEWeRET

yir vr«, •^ceirv /.«KKCY OR orricc)

* " I"I * . ACCESS RESTRlCflON* IPCYES O NO
( I F Y * * , CITS LJk«r(») * RCOUI^TIOM(S)

! • • AUDIT RE«J|REM9<TS ^

Q HONE
v « o -

STATE O FEOCRA1. ° INDEPENDEJn'

17. IS AN INDEX SYSTEM USCST ( I F YK*.K>7l-AtN
• RISFLT AKD BCkCRlBK ANY KAffOVAKC/sOFYVAME)

^LYES a NO \

^ s ^ W <̂

1A. RCCCM«7<DES RETOfTiON

2 0 . TELEPHONE NUMBERI t . NA*C AND TITLE Of PR£J>A«gR

^

Z I . DATE

•X- n-<\s
O«S 3 5 0 - * (REVISED t / « 7 )

FOTHL P.s i



mSTRtJCTlCN^. .TYPE OR PRINT A
SEPARATE rORM FOR EACH M » OR
REV I S O RECORD SERIES. FORKAM0
WITH RECORDS RCTKNTION
(DOS »It-t)
WITH

Aufos
OCFA•AfnvEMrr/Acsrcnr \ \

OCFAfmCMT OF CENERML 8CRVI
RECORDS MANACEMEMT DIVISION

7X71 VATEKLOO ROAD
P.O. BOX 171

JKSSUP. MARYUUO 1«7*4

'nmna

X. DIVISION I

AGENCY RECORDS INVENTORY

I»A« i_~_j_
S. IM1T

^1;^. War|w.^
DCTIMITION-RSCORO 8CK1CS OF NSl̂ ATKO MtCONO* HOfWAULY rit-KS AMD U*«9 AS A1 UMtT FOB

A« »«Vt. AS WrTgKTICW AHO BtlXlt lTIO.1 W M f t Q ^ _

4 . RKC30RO 0ECR1U TITLK ' " \ 1 . KAM.'lcrr TEAJt/LATUnr TEAK

i^ia, TO V^ . ^Y

#. ECORS SCRIES 1PTI0H ( MIKFUT DCSCJttBK TMB
1M THC SCfUCS.

TVFSS OF* tMrOMCATIOM/DeeuMKMTV/FeiWS FOUNS
IMCUUDC T>« rvivesc on roncriOM OF TMK UITTCI

\V-^^S Nft\ «A&-ty ^Ai'
News releases on activities, impacting the UMBC campus and which

involve the activity of the Public Safety office.

.

7. RECORD SCRIES rORMAT(S)

)^LXTTER S I S O MtCROTIU*

o uKQAi. sire a CCMPUTEX TAF<

a BOCND BOOK a FLopfnr DISK

O AUDIO TAPE Q VtQCO TAPE

O OT>CR( SPECIFY)

t. RECORD SERIES

X Al^HMaCTICAl.

kMjbCRICAl.

O CMWHOCOCJCAk

D OEOGRAPXICAt.

O OTHER (SPEC IFY)

». VOUJMC

h\Mkil%

^ FIUC DAA«EA(S]
0 MICROFILM RECL(S]
° COMPUTER TAPC(S)
a OTHER i SPEC try)

19. AMAML ACCSJAJLATION
) ^ FIUC DRA«E}t(S)

\ 0 H1CP0FIU4 RE£I.(S)
KtjrtnW O COKPUTTR TAPC(S)

a <yrxgB(«»^eT>nr.;

II. FILE IS USED

W DAILY G VEEKLY 0 MONTHLY

It. r,lLE BECOMES IHACTIVE

Q MONTH(S) 7'n
 3 years

; l». CUflREKT LOCATION(S) (OLD6. .FLOOR.

. ACCESS BSSTRICTIONS ^ YES P NO

if
14. IS RECOfS SCRIES DUPIICATCP ELSEffVCRET

Yiw YES. s^ceirr / . U M C V OK orrtcv)

l » . ACCESS RCSTRiCTION* ' ^YES P NO
{ i r <nes, C I T I LJk»(s) • Kta0uTiOM(»)

! • . AUDIT REQUIREMENTS ^

v*»-
STATE 0 FEOCRAL O INOCPCNDCVT

17. IS AN INDEX SYSTEM USED? ( I F m . U 9 > L * I N

f
• RICFLT AKB CCSCltllX ANT KAMOVAKC/sOfrTSARK)

TES • NO \

1 * . RECCM«74DCS RETENTION

^\h X*K
<s î

t. KA>C AND TITLE OF PREPARCR 20. TELEPHONE NVXBER

t W f ^ M ftj'Tut-UKc AT* I , r

Z t . DATE

3u-n-iS
Lt^S 5 5 0 - 4 [REVISED l / » 7 )

TQTHL P.01



ltl2JEU£XJLSC&» 'TYPC OR PRINT A
S E P A R A T E ron* F O R EACM rew oft

REVISED RECORD SCRIES. FORVAMC
W1TM RECORDS RETENTION 9OCBUU
(DO* f l * - l )

T1 OCT/ ARTttgfT/ACCNCY < 1

(A «1K

DEFAfTOCCT ©T CENCRAL SERVICES
RECORDS MANACEKMT DIVISION

7X71 WATKJtLOO ROAD
P . O . BOX S 7 t

JEflSUT. MAR7UMC) S « 7 t 4

1 . DIVMSION I

AGENCY RECORDS INVENTORY

PA« J_cr4_
» . IMIT• «JWIT \ I

Nfi u t n AS A* (Mir re*DCTlNITtCM.RCCORfi SCRtCS Or KKtATKO COR&C MOfBtAkLV riUKtl AMS V<«9 AS A< UMfT rOM
A» WTPfflOK AMD B l t X ) t l T l t » > « • > « « «

« . RKCORD 0CR1KS TtTUC

w •t^\Ni^lfl. vVi vtkc? i y* w -Q ̂ . V\ii© CA)OVN*&*:,k S . KARUIOr TEAX/UATVT TCAR

i m TO V^t<n
ff. RECORD SCRIES 1FTICN ( MtKPUT DCSClttBS TKB

IM 7HC CRICS.
o r iNroMtArioM/oeeut^TV/Fe^

iNCbuec TMK pvjtpose en raMCTiOM or TMK u m t i

^V'
Contact sheets on all employees. Contains phone numbers and other

pertinent data necessary to contact employees quickly.

7. RECORD SSRICS PORMAT(t]

)^LJKTTER SIZX O MICROTIUI

o LJCSAI. s i r s a COMFVTO TAPE

a BOUC BOOK o rLcppr Oltx

0 AUDIO TAPE Q VtrcO TAPE

Q CT1*R( SPECIFY)

t . RECORO SCRIES SeOJLKMCE

V AUPHwamcAJ.

ff-MJCftiCAl.

O a-ftCHGCOGICAL

• CEOCRAPHICAt.

C OTHER(SPBCirY)

9. VOLUME

STCOiEtr

riLT DftA«EA(S]
a'mcBoriLM REEL.(S]
Q CO«Vn3l TAPE(S)
O CTWftlSPECIFY]

1 » . Af#AiAL. ACCIMLJUATICN

^ riUC DRAVEX(S]
\ 0 MICSOriLM RKSU(S)

h U l a W ° COM>UTER TAPC(S)

11. FILE. IS USCD

DAILY1' D fEEKLY 0 MONTHLY

t t . F/iUC BECOfcCS INACTIVE

Q WONTH(S) ll
M 3 y e a r s
YCAR(«)

; l > . CURREKT LOCATtCN(S) ( . ,FLOOR,

VnU«,Y«A.kV^y nWiidi

14. IS RECORD SERIES DUPLICATED ELSEWCRCt
yir VKS, i M e i r r / . «ncr OK erricc)

t » . ACCESS RKSTRl•RICTI )(YES O MO
\

I « . AUDIT REQUlRaCMTS ^

( IF Y M , CITS LJt*(») * MS«Wt-«kTIOM(s) v«.»-
STATE a FEOEHAL O lNDEPENDETn'

1 7 . I S AN INDEX SYSTEM USBDT ( I F Y M . f c W l - A t *

• r i B F L T AXD D«*CXIaC AKY KAWO»AKC/»OrT»A«C)

f YES NO

C&v^ \NM^T S l ^ T V O ^ l , > V W 0O\-^\TN-W

1 A

I t . .RCCCfcMEMDEB RETEKT1ON

^Retain.for three years after the employee
leaves' the'service of public safety,

' then destroy. . ..

.*A_
Si

t > . NA>« AND T I TUC OF PR£1»AREJ«

•1%SSiii

XO. TELEPHONE NUfflER

.v-CU: H^-^B3 (W
Z1 . DATE

3.- l><ft
CK Ŝ 5 J 0 - 4 ( R E V I S E S l / « 7 )

TOTHL. F.Q1



INSTRUCT lON^,. .TYPE OR PRINT A
SEPARATE r<*9t FOR EACM M L * OR
REV I S O RECORD SCRIES. FORMIC
WITH RECORDS RETENTION SO4EBULI
(DOS t l t « l )

i. ccr,

A&
ART«NT/A

^ ^

ml'
'1

PCFARTVCKT o r C£3*CRAl> SERVICES
RECORDS MANAGEMENT O1VIS1OK

7S7I WATERLOO ROMS
P . O . BOX 1 7 *

MARYLAND X«7t«

X. P I VMSION I

AGENCY RECORDS INVENTS

PA« or 4-
I . IMIT

DCTINITION•RECORD A —ow or OeeORO* MOHKAI^Y rtLXO AMfi V««O AS A1 UNIT FOB
A» mn,"lMJ*TJOm AMD D l t W I T I f l i l w n w ^ f f ^_

« . RKCORS 8KR1EB T lRD 8KR1KB TITLE \ ». CAffkiEvr rcAJt/^

i m TO

f . RECORD SCRIES 1IT I0N f I M I I C r U r B««C*»»« TKS TVI»«S O r IMrQRMATtOM/DOeulaDmi/FeMIS
IM TMC SXRICS. IMCLUOK T>« rUJVOCC OH rONCTIOM OT TM:• umn

As per Freedom of Information Act, acces to records by public. Includes

•requests for police reports on accidents, etc.

Categories for applications are Closed, Pending, Open and Closed (Denied) •.

Applications are kept for 30 days and if no fee is received, application is

destroyed. .

.

7 . RECORD SERIES rORMAT(»]

)^LXTTER e i z s O MICRDTIUi

O i_K«AL SIZE O CCMFVTXJt TATC

<3 BOUO BOOK O FLOPPY DISK

O AUDIO TAPE Q VIDEO TAPE

Q OT>«R(S>ECJFY)

i . RECORD SERIES 8£

liCAL

B ORCHCCOC1CAJL

D CEOCRAPHICAU

C OTHER(SPECIFY)

» . VOLUMC

JJCCiW

^ FILJC DRA«ER(S]
• MICROFILM REEL(3)
O CCM3UTEX TAPE(8)
• OTHCR( SPECIFY)

! « . ANNUAL ACetMULATlCN

)?[ F1LX DRAWCX(«]
\ o Micnriu RESL(S)

BTJnWr ° COWHJTE» TAPEIS)

I I t . FILE IS USED

H DAILY C VEEKLY O MONTHLY

; I I . CURREKT LOCATION(S) ( . ,FLi

?n\x^^A.^V^V nW
GSTRICT

Cji^

I t . F^LC BECOMES INACTIVE
O MCNTH(S] 1l Y6AR(«)

14. IS RECORD SERIES PUXICATES ELSCffVCREf
^»r YT«, tMe i r r /.MNCY on orrics)

* •

t», ACCESS RESTRlcflONC W Y I S O NO
{ i r TKS, CITS LJk»(») * MSOWUATieM(s)

I f . AUDIT REQUiROetfTS
^

a Note
v«-»-

STATE Q FCOCRAI. ° (WCPCXDEHr

17. IS AN INDEX SYSTEM USEDT ( I F rm*.ttxft^ IM
• KISFI.T AKS eCkCXISS ANY KAWOWAKC/ SOfTTVAKS)

J^YES a NO \

L^V.

I t . SA>C AND T ITLE OF PRfipAREJI

*

J dr-

i f t . JatCCM^OED^ RETENTION
Applications kept for 30 days. If no payment,
is destroyed. • ' .

Closed applications kept for 3 years, then
destroyed.' "
Pending applications kept until sent, then
placed in closed f i l e . . ' -

sen •applicstipns kepL ullLll appeal rtiHOlVBd,
20. TELEPHONE NUMBER then plaJ^d ^TSiOSed(Denied);file.

CU: H ^ - 2 B 3 C*Vtt> 3--n^s
C*S 550-4 IREVISED t/»7)
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i!£J£U£XiSt&* «TYPE OR PRIKT A
SEPARATE FOFM FOR EACH M L I Oft
REVISED RECORD SCRIES. rORVAMQ
WITH RECORDS RETENTION 9CM33UU
(DOS » ! • • ! )

I VI IT»

I. BCf-4DCFAKTKTfT/AQENCT i \

OCFARTlOfT or GENERAL 8ERVI

RECORDS MANAGEMENT DIVISION

7X71 WATERLOO ROAD

P.O. BOX X7I

MARYLAND fit*

Z. DIVISION i

AGENCY RECORDS INVENTORY

FAflC J_-4_
S. UfIT

NO USK» AM A ' l M l T POMDCriNITION-nECORO SCItlU Or WLAT1O eeno« IVOHMAI^Y rit-CD AMO U<«O AS A* UMIT
A* wynomom AMP B u w j i t t u m w n w w t t

«. RKCORD autlCS T l

w •̂t^\Ni^)r<. \ \ i TrkcL^ i^W ft.tcA. ̂ \© CAV»V^^L4^L

t . CAM.ICST TEAJt/LATKST TCAX

». RECORD SCRIES IP-TICK ( MIKTLT DCSCJttBK TUM
1M I M t SXRICS.

O r lNromtAT!QM/»OCUtKMTV/rOM<S FOONB
!wcuuo« -n« ^VWFOSC on nwcTtOM or TMK s«rrxt

•V^J^VK^-V ^?or \X»^^vii 0̂ VU^ ̂ 6V(^-
Information.'.obtainedcfrom,'personnel requesting" use.'of: University- vehicle.

Public*.Safety needs toiknow who to:contact if car is damaged or equipment

is missing.

i
7 . MECOfV SERIES PORMAT(S]

^UCTTER SIZE o MicRoriu*

O LX«AL StZE O CCMFVTCJt TAVC

a BOCTSD BOOK c ruoppr DISK

O AUDIO TAPE Q VIDEO TAPE

Q CTHER(S>£CiFY)

t . RECORD SCRIES 8COJCKCE

ti ALPHUKTICAU

klAJMERICAL.

B CWtCHCtOClCAU

O CCOCRAmiCAU

c omcR(spcctrY>

9. VOLUMC

BwfiiSir

j^FILX DftAVEA(S]
• MicnortLM nczt.(s)
Q CQWVTER TAFC{S)
• OTHERI SPEC try)

tO. ATMUAL ACCLMUUATICN
^ r iLX DRA«ElC(S]

\ 0 MtC»oriU4 REEU(S)
KDBEir ° COWVTER T A « { S ]

! I t . FILE IS U5CO

DAILY1< D 1EEXLY Q MONTHLY

1 1 . iCOtCS 1KACTIVE
Q MON7H{S] 3!

R 90 days
YEAR(S)

; l > . CURREKT LOCATtCNlS) («J>C. .FLOOR. 14. IS RECORD SERIES DUPLICATED ELSCVHEREt

^jr Y « « , t M c i r r /.«cxcr o* orricc)

^

l » . ACCESS RESTRICTION* ft YES O NO
( I F Y X S . C I T S UA«T(») ft i«cawt-ATteM(s)

I f . AUDIT REOUIRElOfTS ^ ^

v«-»-
STATE O rEOCRAi. O INOEPENDCNT

17. IS AN INDEX SYSTEM USED? ( i r T I I . V 7 L A 1 N
• ntKI'I.Y AXO D«»CRl«K AKY KANDSAKC/SOFTVARS)

|1.YES Q NO '

^ S - W x , <̂

I t . RECCM«7<DED RETENTION ,

I t . NAME AND TITLE Of P9£PM£Jt t9. TELEPHONE NUffiER Z I . DATE

vn-^
O^S 555-4 [REVISED t / » 7 )

TQTHL P.SI



19«.

lu^jftucncti^ . T Y P E OR PRINT A
SCPARATK rent rcn CACH M » OH

REV I S O RECORD SCJtltt. rORVAMD
WITW RECORDS RcrotriOM
(POft l l t ' J )

i *i in

DCTAimCNT/ACSNCY i I

'R»rr

QCFAfTOCCT Or CQCRAL SERVICE*
RECORDS MANACOOKT DIVISION

7X71 VATCKLOO MMB
P.O. BOX 171

MARYLAND fits

X. DIVISION

^ M*iSiOtS.

AGENCY RECORDS INVENTORY

PAfi J_or_U

NO V t ( 9 AS A> UMIT rOMDCTINITICM-RSCORO 8CK1CS Or NKl̂ ATSD MCeOR&C MOIWMJ.Y FILJCO AMD U<«9 AS A* UMfT
A» CT-nprriow AMP » n x ) t i t t t w ^ n ^ ^ w *

« .

w •Ki\Ni^ir<.\ \ i TT\W(L?> ̂ ' W ft.rvA. ̂ ©CAioV^4^^^!^

f . KAMMCST YCAK/LATUT TSAR

i^ia, Tt> vr^frfrY

#. fCCOf« ER1KS IPTtON { BJIIKrVT ZMSCJtIBK TMB
1M THB CRICS.

o r iwrcwtATiow/DoevUMniTi/rcww
iNcuuec -rm r v w o t t en nmcriOM or TH• unit

\Kv) \̂  ̂ v <*\\\i \K> D ^ ^ ̂  4 ^ 4
Requests received for police involvement in an event.

•

7 . RECOfV SCKICS rOfa*AT{»J

j ( t X T t r a 81XE O M!d«OriU(

O LJCQAI. SIZE D CCMFVTO TAK

D BCXMD BOOK O rU3PfT DISK

Q AUDIO TAPE Q VtCCO TAPE

Q OTMER(SPSCirY)

t . FKCORD SCRIES 8EQUD4CK

M AU^yuaETICAt.

P-MJCftlCAI.

o O«CNOCOCICAU

a GEOCRAF^ICAL

c oTHERtspceirr)

». VDtUMt

KUBSS1T

)^riUC OAAVEA(S)
• HiCAOFILM Rtn.(S)

a ccwimcx TAPC{S)
a cncnispccirr]

19. ANOIAU ACCLMUUkTICN

\ 0 MlCBoriLX f^EL(B)
KTOW ° COtfVTER TA«(S)

I t . FIUS IS USCO

¥ DAILY 0 VCEXLY 0 MONTHLY

1 2 . WALK

A
CCOMES (NACT1VE

O VCNTH(«)
^

R 90 days
rCAR(»J

! I I . OJRRS^T UOCATtCN(S) I HLDC. , FX.OOB. POOH J

CSTRICT

14. IS RECORD SERIES DUtlCATCO EUCWCnt
^«r ves, ti^ceiinr /.«orcr OR orri««)

IS . ACCESS FKSTHICflON* W Y C » O MO

( I F TKS, C I T « LJk«r(») * »tOUUTIOH(>]

^1». AUDIT REQUlRElCKrS

O NOME » STATT O rCDCAAL O 1N3EPENECNT

17. IS AN INDEX SYSTO4 USES? ( IP Y M . KXXI-A tM
• rtCI't.T AKD DCfCKIIC AKT KAKO*Axe/seFT«ARC)

R.YCS O NO \

^

1». RSCCMiEKXS FSTTTXTiCfi ,

I » . KA>« AND T I T1_C OF f>9£S»AB£Jt 2 0 . TELEPHONE NIMSCR Z t . DATE

Zs-n-%
O«S 3 S 0 - * (REVISED i / » 7 )

TQT:-L P. S I



lHSTWOCTIQS^. .TTTPC OR PRINT A
SEPARATE ront FOR EACH M » OR
REVISES RECORD SCRIES.
WlTW RECORDS MCTCNTICN
DOS • !••! )

1 WITH

I. OCfA

fiL

AGENCY i ;

DCrAR-I>«MT ©T CCNCRAL SERVI

RECORDS MANA«O«Kr DIVISION

7X71 WATERLOO ROAD

p.o. BOX an
MARYLAND a«7t«

1 . DIVISION i

^ A U ^ ft ft*,;iti.

20

AGENCY RECORDS INVENTORY

PAOC or -U
1 . IM1T

^ 1 ; ^ V|> ar|wv.^v'
DCrtNITION-RKCORD tO»lt»\ or TBO CeOROS MOMMAbkY Fit-CD AND W<«9 AS A1 UNIT POM

'ntT*M**CX AM WtUt. A» narTKMYlOH AWO B U W l i T l t W ^tntgy^K^

« .

W ^
SKJilSS TtTUC * \

•KixNi-^iri.V

S . KARklCST TEAJt/LATKST TEAR

» . RECORD SERIES 1PTI0N I —*—"- T MISCKtM TMB TVF«S OT IKrCMMATIOM/DOCUMKNTS/reAMS POUHP
'1M "ME SKRICS. IMCLUDS w » o « on nwcTiOt* or TMK u m n

\Qc^\>av ^or O ^ l v c ^ ^ V ^ Vt>Viî .
Requests for entry te vehicles requiring signature of owner to avoid

suits regarding possible damage to vehicles during entry.

•

7 . RECORD SCRIES rORMAT[S]

^UKTTER 8IXE ° MICROTIUC

O i_c«AU SIZE a COMFVTCIt TATC

D BOUND BOOK O rUOPPT DISC

O AUOlO TAPE Q VtnCO TAPE

O OTMER(SPSC)rY)

RECORD SERIES S£

A AU^iluaKTlCAL

kMLJMERICAJ.

O OfiCNOCOGICAb

Q CEOCRAFMICAI.

O OTVER(SP«Cinf}

9 . VOCUMC

KCSE81T

^ riLX OAAVEA(S]
• KICROriLM RCEL(S;
Q CC*ffVTER TAPE(S)
o OTHER (spec trr)

1 9 . AMAML. ACCLWUUATICN

\ riLX DBAWCJ«l«J
\ 0 MlCPOriU4 RESU(B)

CTWtr ° CCMVrtR TAPC(S)

t I I . riLX is usco
DAILY 0 VEQO.Y O UOKn«.Y

! I J . CURREKT LOCAT1CN(S} ( . ,rui

Tn\U<, M M . C\»tv^u,^c,^'^- V>̂
rRiCT

INACT.V* AFtf* 9 Q d

BHCNT>t{») UYCAH(S)

1 4 . IS RECORD SERIES OUPU1CATCO ELSEVHSRCT
fir Y««, fucirr /.dwer o* orrics)

^ ^

l » , ACCESS RCSTRSCflON* K Y K S O NO
( I F YKS, C I T S UAIT(S) * MsawijkTtOM(s)

1«. AUDIT REgUIROCKl ^Y
STATE Q rCOCHAL O l^«^EPE^<DC^^'

1 7 . I S AN INOEX SYSTEK USED? ( I F Y M ,*xri-* in

t-
• RtSFLY AXB D«*CXI«K AKT KAMOHAXC/SOFTVARS}

YES • NO \

I t . RCCCM«7<DED RETENTION

C-OV^^\4u,w^^ %̂V i
^s-W^ ^ V-oVoo^^A; V*OV ^ ' ^ - < J

t . NA>C AND T1TUE OF PREPAREJt 1 0 . TELEPHONE MXBER Z t . DATE

i-n-%
O«S 3 S 0 - 4 (REVISED I / « 7 )

FOTHL P .0 i
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l U i i a f i l i S C i i * •TYPC OH PRINT A
SEPARATE r o w * FOR EACH MC* Oft
REVISED RECORD SCR I UK. rORKMO

I WITH RECORDS RCTCNTICM
"DOS » ! • • ! }^ ^ D O S

^ 1 1 . Dt. ocr, /ACEMCY i I

DEPARTMENT Or GENERAL 8ERV1
RECORDS MANAGEMENT DIVISION

7 1 7 1 WATERLOO ROAD
P . O . BOX 1 7 1

MARYLAND t « 7 t «

1 . DIVISION I

tfS.

AGENCY RECORDS INVENTOR

*Afl* J_~_U
w^3-

DCTINITtCM' CCORD SERIES
MftMHOtAS

:eeftfi« Mo*MAU.Y F t L x a AND WS«O A S A> u>«tr ron
A» CTTPTTTOW AMD BUKttTlflW F W C W t ^ _

RD SERIES TITUC

W ^ ^ - R r A Vtkce > fc' W& -fticA. Vft <• .xu**&x\
I. CAM.ICVT TCAH/LATTST

> m TO $r
RECORD SCRIES irTICH ( ••IKFLT OCSCJtIBK TW T l M t OT

1M 1HC «CR1CS.
tMromtATiOM/DoeutaDrrv/FOMis POUNS

IMCLUOC T>« r u i ^ o s c oil nmcTiOM or TMK s s r t x t

Wfc\vi^-<ji ^rD^vYi ^
Property lost, stolen, aoandonc5ad which is returned to police department is

Hogged in on. a special form.

•

7 . RECOfV SSRJES rORMAT(S]

^UTTTER 81ZX O MICRDPIUC

• LXCAU s tzs a ccwFvmt TATC

O BOCND BOOK O ruOPFT DISC

a AUDIO TAPE a vtoco TAPE

O C T « R ( S > E C I F Y )

t . RECORD SERIES SE

«" AUTHABKT1CAU

^•MJhCRICAJ.

e ofiCNOcoeicAU

Q CEOCRAPHICAU

o OT>HER(SP«C i rr}

t . VOLUMt

FILT DAAVER(S]
a^KICAOriUM RECL(S)
O COWVTDl TAI>C(S)
a CTHca(spccinri

J9. AMAML ACCtMXXriON
\ riLx 0R*«eRi»]

\ a HicnoriLM fvst . (s}
RCBEW ° COWVITR TAPCIS)

1 1 * FiUC, IS USCO

DAILY1> C 1CQO.Y O MOKn«.Y

FjIUC HECOfcCS INACTIVE 1:" 1 year
YCAB(SJ

11 . CURRENT LOCATtCN(S) {ECDC. .FLOOR.]

oQ

14. IS RECORD SERIES DUtlCATTO ELSEWElSt
•fir Y T S , i M e i r r A«JO<CT OK o r n e r )

* • v\-_

rRicrtl » . ACCESS RESTRICTIONS K Y K S Q NO

( i r TVS. CITS !_*»(») * MCawt-<kTlOM(s)
I f . AUDIT RE9UIRE1CNTS "^

Q Nora
v«.»-

STATE O rEOCHAL O I ̂ «^CPE^<DE^T

1 7 . I S AN IKDOC SYSTEM LSEDT ( I F n i . U 7 U I N

• RtCFUT AXD BCrCXIXX ANY KAMOVAXC/ (OrTIAK

R.YXS O NO

1 » . RECCM«7<DCB RETENTJCfi

^ s » V r ^ M • * A f t e r o n e y e a r Pr°P'•T
property is

sent to auction.

I » . NAME AND T I T1_E Of PREPARE.*

^

2 0 . TELEPHCWE M-KSER 2J . DATE

OrlViS,
DGS SJO-4 (REVISED I / « 7 )

i.-|
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it&JEkfiXlSBi* •TTTPC OR PRINT A
SCPARATK r o n i row CACM M » e n
REVISE© RECORD SCRIES. FCftlMQ

I WITH RECORDS RCTKNTION

I . ocrAirn«3fT/A(DCFARTMeNT/ACKNCY > \

DCT IN IT ION-RECCED 8ZJUSS
I A «W<

OCFARTMCNT ©T O94CRAL 6CRVI
MKORBS MANACOOMr DIVISION

7Z7I VATOtLOO ROAD
P . O . BOX S 7 I

JKSWJP. MAIT7VMW S « 7 t «

X. DIVISION I

AGENCY RECORDS INVENTUK^

PA« J--4-
». IMIT

MS U * « 9 AS A> UMIT POMe ^ MEUkTKD MKCOR&C N e R M L L Y |r|t_KO AMS

« . FBK

_W^
SUtlCB TITUC " \

^ ^ ^ i r < .

I . KAM.10T TEAJt/LAITSr TEAK

ECORD SERIES irriw { IM -MC SKR1CS.
rrwmm o r »«roimATiow/Doe^HTiiTi/Fe>w FOUMS

XMCLUOC TMC rv ivosc on rra«cTiOM or TMK ssrrxi

^ . v^^tN^\ U>ĉ  V J ^ -

Record of equipment loaned out to other agencies or to officers and"--".-
personnel within agency.

7. RECOflD SK*JES FORMAT(S)

^ L X T T Z R 8toe o MicnoriuM

O LXCAL StZE O CCMFVTCJt TAK

0 BWJKD BOOK C rWPPY DISC

O AUOlO TAPE Q VtOCO TAPS

9. RECORD SSR1CS SE

V AWWASKTICA1.

KMJMERICAJ.

B CJ-RCHCtOGlCAU

O CEOCRAFHICAU

o or>dt(spcctrr}

». voti
^ PILS BAA«EA(S]
• MicnoriLM DEEMS]
a CCMVTER TAPC{S]
a OTHER ( s j t c i rrj

1 9 . ATtAiAU ACCLMJUATION

\ riUX ORA*Eft(S}

Knnnrr° COWVTER TAWC(S)
C ntvgqf«!grrirv;

t I t . PiLX IS USKO

H OAJUY C 1CQO.Y o Msrm«.Y

i t . r^UC BECOMES INACTIVE
Q MCN7H(«) *?•

x 90 days

YCAR(«J

; l > . CURRRKT UOCATICH(S) {HLD6. , n . M R , 14. IS RECORD SERJCS D»J»tlCATrO ELSmCJVT
•̂jr re«, t M c i r r /.exxer o* owner)

* "

IS . ACCESS RESTRICTIONS K Y K S O NO
( i r Y « S , C I T S L > . * ( » ) * KSOULATIOMI*)

I f . AUDIT REQUIREMEKTS
^

O HOME
v«.;-

STATE O rEOCHAU O 1 MSeyEMECNT

1 7 . I S AN INCDC SYSTO< USCDT ( | F Y M , K ^ t _ * J w

• R I C 7 U T AKO BClreXtBK AKT KAWOVAKC/SOPTSAKS)
1ft . ncCCM>CMDCS RETTCiTlCM

f-YES Q NO

<0i
^or ^*a «Â I < U A R V * \ W L^\i-6-(

I

J O . TELEPHCWE NUMBERI » . NA>C AND T I TLC OF P9£PMS£Jt Z t . DATE

arn-\s
O«S S S 5 - * [REVISED t / » 7 )
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l l iajEJiXiSOi- 'TYPC OR PRINT A
SEPARATE ro*»« FOJt EACH M » OK
REVISED MECOAD SERIES. FCRIAie
WITH RECORDS RETENTIONI WITH

Ti • o

DEFINITION-RECORD SERIES^
'»**«

OCFARTMBXT ©T CCNCRA1. SERVt
MANACOttKT DIVISION

7 1 7 1 WATERLOO ROAD

F.O. acoc an
MARYLAND Xt?t«

AGENCY RECORDS INVENTS

PAflC i_~4_

or eOftftW MOIMALLY Ftt-Kt) AMD WSKB AS A< UMIT
1CW AMD B I W t T l t m w m n > « «

« . tCOflB SERIES TITUC

\W^,r<uV> Vrkcg>^W aNA^c-^v^v
^

S . CAM. I C«T YCAX/yXTST

nia, TO

• . RECOFD SERIES 1PTIQH { Y DCSCJttaS TMS
1H THK ERICS.

rrwnm or IMFQUMATIOM/
IM«LUOC TMB ruapose on ro*cTi«M or TMS msrrzi

L^AO-C tv̂ l ̂ ^ S A ^ ^ .
Posting of job assigrfments for as much as two months in advance.

4
7. RECOfiC SCRIES rORMAT(S)

^ LJETTER 8 1 3 • MIOVTIUt

O LJCCAU SIZE D CCMFVTCJt TATC

0 BOCMD BOOK O rUOPPT DISC

Q AUDIO TAPE Q VtnCO TAPE

O CTHER{S»ECJrY]

« . RECORD SERIES SEQUENCE

M ALPHAaCTlCAL

P-MJbCRlCAJ.

C OACNOCOCICAL

O GEOGRAPHICAL

C onCR[SPECIFY}

t . VOCUMt

RwBSB*/

PISJC DfiA*Cft(«]
Q'MlCnoriLM RCEL(S)
Q COMPUTER TAPE{ 8)

a GTWft(spccirr)

19. AMAiAL ACCLMULATICH

\ r i u : DR*»E»I«]
\ 0 MtCPorikM REEU(S]

CTBWT ° COWVTER TAP61S)

1 tt . FILE IS USCO

DAILY1' C VEXXLY a itenvHcr

**•• r^LE BECOMES INACTIVE

ll
a 5 years

r&A«(«)

I ) . CUFSGUC LOCATtCN(S) I BLDC., FI.OOB . AOOW J

I S . ACCESS RCSTRiCTlQN* W Y T S
( IF TKS, CIT* UAIr{») • M«awUATlO»«( • )

f *"
14. IS KCOfB SERIES DUP11CATTO EtSJm-EfKT

« r Yrs. t K c i r r /.«CHCY o» orricr)

t«. AUDIT REOUIROCNTS ^

O N C f S
• * » • '

STATE Q rEOCHAL. 0 J«S€3»O<DeNT

17. IS AN INDEX ST5TE* USEOT ( |*r YX«.K^t-»Ii«
• t i w u r AXD oc tentnt AKY KAKOIAXC/ somrARt)

^.YES Q NO \

i». ncccMeroeD RETEXTION

Retain for five years, then destroy.

'̂f-Vr^«A.

i » . N A > E TITLE OF PA£I>AREJt

-•̂ f ,ir
2 0 . TELEPHCKE MMS&*

\i.Qil ^ s - i m Cmr>
Z t . DATS

So-IV^
O«S 3 S 0 - 4 (REVISES l / * 7 )
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i t a j B S i X I S t a * 'TYPE OR PRINT A
SEPARATE FORM FOR CACM MLW CM
REV I S O RCCOflD SCR1CS. rORVAMQ
WITH RECORDS RCTCHT1OM

DCFARTMEMT ©T CQCRAL 8ERV1
RECORDS MANACOajff DIVISION

7X71 VtTKKLOO ROAD
P.O. BOX 17S

MARWAM) I « 7 t 4

X . D IV IS ION I

AGENCY RECORDS INVENTOR

PA« J--4-
X. IMIT

DO" IN IT ION- «r *»-*TKD MCCOftfi* WOIWAU.Y Fti-ftS AMS WS«O AS A1 UMIT PO*

TITUC ' \ S . K A M . I O T TCAX/LATUCT TEAR

I ». mcofo SCRICS imoN ( IM IMC SKR1CS.
TVF«S o r iMrcRMATiOM/ooeutaDrrs/rewts FOWWS

IMCLUOC TMB rVKTOSC ON n»CTIOM Of TMK U r T C I

^o\^ ^U W A » J
Assignments posted two weeks in advance.

7 . RECORD SCRICS PORMAT(S]

^LMTTOi S IZE O MIGHCT1UM

O LXCJU. SIZE O CCMFVTU TJtfC

0 BOCND BOOK O FUOPFT DISK

O AJJOlO TAPE Q V t M » TAPE

Q CTH£R( SPECIFY)

« . RECORD SSR1C8 8ECUC«X

V AUTMMKTJCAL

^•MJMStlCAL

B Of«CNOCO«ICAl.

Q CEOCRAPHICAU

c OTVER{SP«C i rr}

». vot
^ FtLT DRA*EA(»J
• MICnortLM R£TL(3)
Q cc««vn» TAPCIS)

* Q CTHERlSPECirYJ

19. AMAML ACCtMJUtTlCN
^ r iLS QRA«eX(S]

\ a mcsoriu* Rczuts;
COWW ° COWVTER TAPeiS]

t I t . FiLX. IS USCD

DAILY C 1CSO.Y o MBN-H^Y

; i > . cuRnem' LocATtcH(s) ( . .n.

Tn\\», Vŝ V̂ . Q Y A ^ ^ Q O ^ W S . VS^0^v>

xt' rfiLZ BECOMES INACTIVE A ^ 3

O >CWTH(»J WYCAR(»J

14. IS RECCRO SERIES DUPllCATSS EVSCtVERST
ytr res, trccirr /.uxcr o* orricr)

* "

rRiCTIl » . ACCCSS RESTRICTIONS K Y S S ° NO
I i r -nts, e i n U A * ( » } • MS9W%-ATIOM( »J

I « . AUDIT REgUU
^

O NOME
v«.,-

STATC C rEOCHAL ° i f««i>O<E<?fl'

17. IS AN 1NCCX SYSTEM USCDT [m Yx« , fcxxi-* In

f
•riWLT AXD Bfiexm AKT KAKOIARC/terriAMC)

YES O NO \

1ft. RSCCM«7<DeB RETEXTJCW

- Completed' sheets" to-be retained for
... one year, then destroyed.. ' •

H
\ t. KA*C AND T I TL£ Of PR£J»ARCR

^

2 0 . TELEPHCWE NUWBCR 2 1 . DATE

3.- n-^s
O«S 3S0-4 (REVISED t / » 7 ;

T;"iT-J P SI
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IM»P*X:TICM3.. 'TYT*C OR PRINT A
SCPAAATK FORM FOR CAGH tew OK

REVISED RECCED SCRICS. rOftHMV
WITH RECORDS RCTCNTION
ioo* t s t - i )

ocrAKnoMT/Assrcnr \ \

OCPARTMCKT Or CCNCRAL SCRVI
RECORDS MANACOSMT DIVISION

7X71 VATZKLOO ROAD
P.O. BOX 171
». MAftyUAtB X«7t«

1. DIVISION i

*n)***

AGENCY RECORDS INVENTOR

PACE J---i-
>. LMIT

DEFINITION-RE' MR1M-I or w u T t n MceoK&c m>i«Au.y rtijta AMS W«CO AS A* OK IT rcn
X AS I I U . A« miWTICW AMD BIl^ttTIOM wmwuit •

tCORD SKH1KS TtTUC ' \ S . KAKU'lCST TCAIt/LATUrr TEAK

ECOUD SCRICS 1PTJGH ( WUKFUT DCSCHIBK THS
1» IMC •CRJCS.

o r twrowMATiow/DoevUMnm/Fomw FOVMB
XMCLUOC T > « rui^osc on roncTiOM or T>K u m n

Resident Patrol Officers (RPQ) incident forms reporting incidents
occuring during patrol of housing units.

7. RKOSRD SCRIES FORUAT(S)

j ^ t m D l 8IZE ° M!CROriU<

O l_c«Al. SIZE O CCMFVTCJI TAMC

a BOCND BOOK a FLOPPY BISK

0 AUDIO TAPS Q VtQCO TAPE

o CT>«R( SPEC i rr)

« . RCC33RD SERIES SC

X AWHAaKTICAl.

HfAJhCSttCAI.

C a-RQHOtOCICAt.

O GEOGRAPHICAL.

o OTHER{SPKCirr}

>. VOULMt

KuBiSf

^ riLX BAA«ER(S]
0 MICROFILM RCEL(S)
a CC*ffVTtR TAPE(S)
o cr>CR(spcctrr)

19. AWUAL ACCUMULATION
\ FILE ORA«Clt(S]

\ 0 MICROFILM RSSL{S}
K O W r r ° COMPUTER TAPE(S)

I t t . FILX IS U8CO

DAILY1< C VCX3O.Y O UBHTHLX

1 1 . iCC*eS INACTIVE
B kCN7H(S] 1:a

 180 days

YCA*(S)

; l > . CUFSCEKT LOCATtCN(S) I a_D6. .FX.OOI

,Ot>^i^ if
14. IS RECORD SERIES DtniCATKS ELSCVI-ERKT

/•ir rc». t M e i r r /.«CXCY on Qrricc)

SSTRiCTII » . ACCESS RCSTRiCftcr* W Y T S O NO
( \W TVS, CITS U»r(») * M«awiLATtOM(s)

J« . AU31T REOU1REMCKTS

O NCtK
v«.,-

STATT O rSXJGRAL O IN3CPO<D€^T

17. IS AN INDEX SYSTEM USCDT ( ||r Y X « ,K»>ut IM
• KJCFLT AJCO eCVCKtS* AKT KAHD«AKC/»«FT»AI*S)

^.YSS O N O

I » . fSCCM«7<DCD RETENT1CN

J » . KA>C ANO T ITUC Of PREJ»AR«I X 0 . TZLEPHOfCE Nt*ffiJER Z t . DATE

QGS S 3 0 - * (REVISED t/»7

C iTil
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IMSTRKCTICN^. .TYPE OR PHI NT A

SEPARATE roRM FOR EACH M » OK

REVISED RECORD SCRIES. rORWAMO

I WITH RECORDS RCTENTION

I OCTAKT>«3<T/ACBMCT i \

4i

QCFAKTVCKT ©T GENERAL SERVI

MANAGEMENT OIVIS1CN

7X71 WATERLOO ROAD

P.O. BOX ITS

MARYLAND X«7*«

». DIVISION I

l̂ <.

AGENCY RECORDS INVENTORY

PAQK or -U
S. IMIT

I "iw.-€v3-

DCTIMlTlON.f SCKIC* AT NKLATWD MCCOMfi* MOIWAU.Y r i l t t AMD U*«S AS A1 UMIT POM
AS I t U . AS H^lCXTiqW AMD B I l K t l T I Q w WJH»OCT« •

4 . IKS TITUCi l [UK

.Vl Trkc^ip.'W -ft<vA.\\iLO C"W»VA&CL!

S. KAM.ICST TCAJt/LATTSr TEAK

• . ICCOfO SERIES iniON ( ,T DCSCJIIBS TMS

IM IMC SXR1CS.
TVFSS o r tWrOIMiATtOW/DOewf^rTl/FO«M«

IMCLUOC TMK PV**OSC ON rOMCTIOM 9T TMK U f i t l

V-t>\N*i^ SsKivT-CA^
Background checks on applicants for positions^

in Public Safety. These checks are used to help

establish credibility and security clearance for

applicants but cannot be used against the employee

after she/he is hired.

^ ' V t f c

.

7 . RECORD SSKIES rORUAT(»]

^ UTTER 8t2S O MICROrikM

O LXCAi. SIZE O COMFVTIJt TAK

0 BCCKD BOOK O rtOPPY DISC

a AUDIO TAPE a vtcco TAPS

a CT*«R( SPECIFY)

« . PSCOfS SERIES

M ALPHAaETlCAL

kf«J*CRlCAl.

C GHKNOCOeiCAk

D CEOCRAmiCAU

c oTVERjspccirr)

>. VOlkMC

FtLJC OAA«ER(S]

a'MlCROriLM ROEM3)

a CO>«VTEX TAPl(S)

a oTHcaispecinr]

t 9 . AMAML ACC1MJUATION

)^ TILS DRA«EX(S]

Kuinrr ° COMPUTER TAPCISJ

u . r iLX IS U8CD

H DAILY C 1CQO.Y 0 MOKn«.Y

I t . NLC

&

iCOtCS INACTIVE

O HXTH(S)

^ y s Ongoing during

^YCAR^f1"176 o f

l > . CURSBCKT LOCATtCNlS) { BJXS. . rUOOR.

ynU«,v^A.c\,«f> D ^
rRiCTl

•^L $

cmpleya.il..

14. IS RECORD SERIES DIPllCATCD ELSTffVCIVT

ytr yyt*, t n c i r r / . U M C Y OR orr«cr)

t l . ACCESS RCSTRiCtlONS tfYKS O NO

t i r YXS, CITS L>»(») m NCawt-ATIOM(s)

I * . AUDIT REOUlRQCfrS ^

Q NOfS
V*-."

STATE 0 fCOCWU- 0 IKSCPOKECNT

17. IS AN INSEX SYSTEM USED? ( i r Y K « . K J 7 I - A I N

•Rtc^LT AXS BC*eitiax ANT KA»O»AKC/ sorr iARf)
1 * . IBCCCM«7<DCB RETZSTICN

R.TSS Q NO

H
NO j

^

». NAJHE AND TITLE OT PftePARW JO. TELEPHCWE NLKBEH XI. DATE

^ n - %
O«S SS5-* (REVISED t / » 7 )

g -;i
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JXlSJELiIiStl4"TYPC OH PRINT A
SEPARATE row* rofi EACH ten OR
REVISED RECORD SCRIES. FORVAMO
WITH RECORDS RETENTION1 WITH

T i . oDCFAAKT>«JfT/ACKNCY i 1

PCFARTMEMT Or GENERAL SERVI
MANAOEHEHT DIVISION

7X71 WATERLOO ROAD
P . O . BOX X7I

MARYLAfO X«7t«

X. DIY

I k
riSJON I

AGENCY RECORDS INVENTS

PASS -U
S. IMiT

^Q. \\<A tvrtwvrfti

DCriNITtON-RCCORD 8CKIU
HMtWWCf A» TKU.

TKD MteOMO* wnww^LLf fr|LJtt> AMD U*«Q AS A1 UMIT FOU
A» WTPTIdl AMO BIIMttTftw ^tfwy^tt U-

acjtics Ttruc

W ^ ^ ,r<,\V| Vtkcg, ̂  W& -ftiA Vft c AV,\M 4̂\

I . CAM.1CST TEAJt/̂ ATCST
i m TO

| » . RECORD SERIES irrtCK ( •aiKTUT OCSCJtIBK TH«
IM T W ERICS.

TYFSS Or IWrOW4AT»Q*</DOCVIf-)m/FCW«« fOMNV
IMCLUOC TXB rvw^esc en rtwcnow ©r TMK ssrrxf

t ^ . - ^ ^ o © K § \̂A.avX><L VoO^S
DR-15A (Driving l̂ hile Intoxicated) Dook is issued to officers and the
log is data on who has the book,"for" how long, and when it will be
returned.

•

7 . RECORD SCRIES rORUAT(S]

)̂ _LXTTER 8 ( 3 O MtCROTIUI

O LJKQM. SIZE O CCMfVTtJI TAK

0 BOtMD BOOK O FLOPPY DISC

0 AUDIO TAPC Q VtM» TAPE

O OTMER(S»ECJrYj

« . RECORD SERIES

M AkPHAaETICAL.

^•NUMERICAL

C CHRCNOCOeiCAL

O CEOCRAPHICAU

O OTVER(SPECIFY)

». vot

KciiHr

^ FILX BAA«CA(S]
• KlCWriLM RCtL(S)
O COMPUTER TAPt(S)
a cTHER(specirr)

\9. AMAML ACOMJUATION
\ nui ORA«EX(S]

\ 0 HtC^oriLM RESl.(B)
CTriwr ° COWVTCR TAPe(s)

C <rrvei;|«!JPrirr'
I I t . riLE. IS USCO

DAILY
LA

1> C 1EQO.Y a ucHTHse

; l > . CURSEKT LOOSTtCHtSj {BUDC. ,FX.(

ICTION* W T T S

H r O » s > ^ NflRMi

t t « f^uc BECOMES INACTIVE ATrE« 5 y e a r s
B KCNTH{«) ft Y£AH(»)

14. IS RECOfS SERIES DU^ICATTO ELSEV̂ CRCT
ĵr rr», tMetrr /.««CY OI» orricr)

* •

l » . ACCESS FOGSTRlCtlQN* V l / n O NO I t . AUDIT RE9UlRE>CKn ^

Q MCtK
• * » • •

STATE 0 rEDCHAl. 0 INCCPENDCNT

17. IS AN INDEX SYSTEM USEDT ( if T M . K X P U I I M
» m w t . T *xo Ddremsx AKT KADOVAKC/SOFTVAKS }

J^YXS O NO \

i » . racco*-E?<Dcn RETENTION

^NSW.^
2 0 . TELEPHCNE NIXSCRI t . NA>C A><D TITLE Of PR£f»AHeR Zt . DATE

3H1-tt
CXtS 5 J B - * (FEVISED Z / » 7 )
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JtaJEkfiXiSUi* 'TYPE OR PRINT A
SEPARATE r o w FOR EACH tCV Oft
REVISED RECORD SCR)CS.
WITH RECORDS RCTCNTION

DOS • » • • ! }

I I . DDCF,

•vtf

ACENCT i \
SK

*-gwrtfrJ ••

'**F*

ocFAfrnocr or OQCRAI. SCRVI
RECORDS MANACOBKT DIVISION

7X71 WATERLOO ROAD
P.O. BOX 171

MARYUW 2«7t4

X. DIVISION I

AGENCY RECORDS INVENTORY

*A« J--.4-
S. LNIT• m i i I

MB utn AB A! M I T reaDCTIMIT1ON-RECORD or HSLATSO MCeOMM MOIOIAU.Y r tLXS AMO U*«9 AS A< UMIT rOH

RKCORB SKH1CS TITLK

\ \ ^^ . r< , \V | V v i c g i ^ W -fticA.\Sfl<:.-\\,ŵ AV
S . KAM.ICST TEAX/^AIXST

i m TO

I » . IKCORD SERIES int« ( •M1K7UT DCSCHIBK TM»
IM SKR1CS.

or wrgimATiow/DoevnwiiTi/i
IMCLUOC TMC ruik^esc on ra«criOM or TMK «srrEi

Reports from the central alarm system which monitors all activity on

all burglar alarm systems throughout the University.

.

7 . RSOSflD SEftSES rORMAT(S)

^ L X T T E R 8 IZX O MtCRDriUt

O LJC«A1. S1ZS D CCKFVriJt TAMC

O B O U O BOOK a rtoppr DISC

O AUDIO TAPE a VtDCO TAPS

O OTJ«R(S»KCjrY)

• . FSCORD SCRt d

M AUPHAaCTICAL

V M M C R I C M .

= O-ROMOCOGICAU

O OEOCRAPHICAU

c oTHER(spcetnr}

» . VOCUMt

KwuSBIT

j^riLJC Df(A«CA(S]
a MICROFILM R£Zl(3)
a ca*vn« TAP«[«)
a CTHE»{SPECIFY]

t » . AMAiAl. ACCtMJUkTlON
\r\Lx oRA«ex(S]

\ a Mtcporiut FOESUIS;
CTriwr o cowvrw TAPe(s)

i H. FiUX. IS U8SO

DAILY?• C 1ESO.Y O MOKn^Y

»>. CURRSKT LOCATICNt*) ( & S C . .FLOOR.

ie)t

^ K
I S . ACCESS HESTRiCtlOrW tf^YKS O HO

( I F Y M , C I T S «->.»(») * i«saviLAT>eM(s]

CCOMES INACTfVe W 90 days
YCAB(«)

t4. IS lt£COfS3 SERIES DUPLICATED ELSEWCiVT
•fir Ye», t M c i r r / . « « C T O» orricv)

* •

t » . AUDIT RE9UIROOTTS
^ IT

O NONE
v«-»-

STATS O FEOCRAV 0 1NDCPOCCNT

J7. IS AN INDCX SY5TO* USEDT (||» t K I , U 7 U IN
•RtCfLT AXD DCtCXIXK AKT KA*O*AXC/ SOrTVAMC)

1 * . ncCCM«7<DEZ RETEXTK

f YCS O NO

t^«A.

I t . NAME T1TLJE OF PR£J>APCJt

^
\^M^\

1 9 . TELEPHONE NUMBER

4g.cki ^ s - 3 ^ Ctio
21 . DATC

^ - n ~ %
O«S 3 J 0 - 4 [REVISED r / « 7 )

~;---i C i?,-|
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lU3JSkSiIiSH4,'«T1YPC OR PHI NT A
SEPARATE r©R* worn CAQI M » OA

REVISED RECORD SCRlCS. rORZAMD
WITH RECORDS RCTCNTION

cxjft § i t « i }
I WIT*

I . OCT.

A \̂~A\-Ns.

/AGENCY

2L • ^ ^

VI

OCFART»«3fT o r CCNCRML 8CRV1
RECORDS MANACSKHT DIVISION

7X71 WATERLOO ROAD
P . O . BOX 171

MARYLAND X«7t4

1 . P i V

4
n««OH I

AGENCY RECORDS I N V E N T S

PA9X or -U
» . LHIT

MS U M B AM A< LMIT FOMDCTINIT1 ON •RECORD It*-I Or NSVATKO eeoNoc mn«Au.y rt ANS U*
*wtwwci A« n u . A» wrrprricw AHO Bit»otiTifl» "«»i>nt

«. (CORD OKRIKM TITUC ' * * \ I. CAMMCST TEAJt/LATCST TEAK

• . RCCOfV} SERIES 1PTI0N (
1M "IMC SXR1CS.

TYFSS or iwrowATiox/DoevHT-im/rewiw POUMS

iMei.uo« TMK ruikposc on raMCTiOM or TMK ssrrct

Reports of incidents on emergency phone systems throughout the institution.

These phones are located at strategic spots throughout the campus and

are used for emergency situations by students or visitors to the campus.

4
7 . RECOfK) SCRIES rORMAT[S]

^LXTTER 8 t Z S D MICRDPIU1

O LJCQA1. S12E O CCMFVTEJt TAPV

O B O U O BOOK O nappreisK

a AUDIO TAPE Q VIDCO TAPE

O OTMER( S»EC IFY J

« . FOECORP SSRIES S£

M ALPHMaETICAU

^•MJMERICAL

C O-fWHOtOClCAl.

O CCOCRAPHIOM.

c omcR(spcctrr)

» . VOUJMt

KwHiSir

FILT OftAWCR(»J
O'MICAOFILM RflZL(S}

Q CCtffVTER TAPC(8]

o CTHE»(SJ»CCIrr]

1 9 . AfMUAi. ACCUMULATION

\ rit-x DRAVEX(S]

Koriwr ° cowvrw TAPeisj
e «rrvgp(«;prrirr.\

! II. riLX is usco
DAILY C 1EEJO.Y O MONTHLY

; »>. OJRRKKT LOCATtCN(S] (BLDC. ,n.OGB.

5STRICT1

i t ' rfiix HKco*es rr<A<rnv€ * " 3 £ R 1 y e a r

1 4 . I S RECORD SERIES EXJtlCATTO El^ETt-ERCT
«r rt«. tMteirr /.«cxcr on orrtcc)

* "
^

l » . ACCESS RCSTRICflON* W Y T » O NO

( I F TVS, CITS UA»(») ft M«aw«-lkTtOM(s}
I « . AUDIT REQU1ROCNTS ^

Q NONE
• * » •

STATE O reOCKAl. O IMSEPENDCjrr

1 7 . IS AN INSOC SYSTEM USED? ( | p m . u 7 U I N
BRIC7t.T AKD BCVCftlSK AKT KAKOSAKC/ »OrT»AK*)

|i.YES O NO \

1 * . KECGM«2<DCB RETENTION

r^«A.

11. MAX: TITLE Of PR£f>AREJt

^t
•^% $r

10. TELEPHONE NIXSEH

4 ^ . a i H^-^ l l^ Cmti
Z I . DATE

3--1"}-IS
O«S 9 S 3 - * [REVI t/»7)
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itGjasXiSdi--TYPC on PRINT A

SEPARATE rot* rom EACH M » OR

REVISED RECORD SERIES. rOJtlAMO

WITH RECORDS RCTOH'tOM

I DO* » l t - l }

>«WT/ACENCT i \

DCTARTMEKT OT CCNCRAJL. SERVl

RECORDS MANACOOMT OIVIS1CH

7171 WATERLOO ROAO

P.O. BOX 171

MARYLAND X«7t4

t . DIVISION I

AGENCY RECORDS INVENTORY

PAfl i_»4-
» . 1*<IT

HO u f n AS A< UNIT penDEFINITION-RECORD ltS-1
'**r*

OF MCVATSD MCeOMfiC HOWAUY F l t - O AMD VSK9 AS A1 UNIT

* • »»VA- A« wgnom.qw AMP B H X ) « I T K » mt*r*w*

« . s . CAUL i err TCAH/LATTST TCM?

I ». RECOfO SCRIES 1PTI0K i I M I l K F U Y om*eMium TKB T m » or- iwrowtATiow/DoeviMnm/FOWCT FOUNS
i n TMC SXRiCS. IMCLUOC TMB PVIVOSC oil roMCTiOM 9f TMK ssrrsi

(^t)>r<N\vs^^\^^Y6^<> C J W w ^ L^-V.
Check off list for communications room to make sure everything is

working properly on a day-to-day basis.

•

7 . RECOflD SKRSES rORMAT(»]

^ LXTTER 81SC ° MlOtDTlUf

O I-CQA1. SIZE O CCMFVTCJt TATC

O BOCND BOOK O rUOPPY BISK

Q AUOlO TAPC Q VtBCO TAPS

O CTHER(SPSCIFY)

« . RECORD SERIES SCQUDICS

¥ AUfHAaETlCAl.

KMJM»ICAL

C CHWNOtOClCAJL

O CEOCRAmiCAL

c orvER{spccinr}

». VOL

RwSSSt

^ riLX DftA*CR(«]

Q KiCAOriLM RSEL(S)

O CCM T̂TCK TAP«(S)
o oTW»(SPCciry]

19. ATfAJAL ACCUAJUATICN

^ r i u c QM«ex(S]

Konnrr ° co».«vna« TAPCISJ

1 t t . riUX IS U8CD

9 OAIUY C 1CQO.Y O MONTHLY

I t . rduc Hccatcs

fe
INACTIVE

a MOKTH(S] *?•
n 30 days

Y6AB(»)

; l > . CURRENT LOCATICH(S) { HLDG. ,n.i

TTnUtgf ^ ^ - V . (^y^^.^^^A^vvc<^J\'vD^J.VJ3t)^^

rRiCTl

* •

14. IS RECORD SCRIES DUPLICATES EISEVI-ERET

yiw rc«, i K e i r r /.<CNCY on orricr)

^
t» . ACCESS RCSTHICflON* W Y I S O NO

( I F m , C I T S u>»(«) * Ncavi-<kTtoi«(s)

I f . AUDIT RE9U1ROCNTS ^

O NOtC
v«.»"

STATE O rEDCRAt. O IK5EPOCCNT

17. IS AN INDEX SY5TEU USE9T ( i r Yx». t>^J-* !x

•RIWUT AKD D««CRl«K AKT KAXDlAKe/lOrTTAKf)

NOR.YES O

^ • ^ s

1 * . RECCM«7<DEB RETENTiCK

fS^^VUi

2 0 . TELEPHONE NUMBERI t . KA>C AND T|Tl_E Of PREpAfiCR

^

Zt . DATE

x-a-
O^S S30-4 [REVISED Z /«7 )
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iUSJESiliSDi'«TYPK OR PRINT A
SEPARATE row* worn EACH M » OH
REVISED RECORD SCRIES. FORIAIV
• I I X RECORDS RCTQITIOM
[DO* f » t - 1 )

!V
/ACEWCT

'nvt€

DCFARDOfT o r CQCRML 8ERVI
RECORDS MANACtMMT DIVISION

7X71 WATERLOO ROAD
P . O . BOX *7»

MAftrUMB X«7t«

AGENCY RECORDS INVENTS

PACE ±_-4_
X. LK1T

HO U t B AS A> UNIT FOB
DcriNiTiox-r SERIES OCeeftO* WOKKAl̂ V rtLJES AMD US«D AS A1 \JH IT

A» CTTPTTTqW AMD BHW»ttTIO« ^ » x x » »

4. UCSRO flKJtlKS TiTLS

W ^ ^ < r C v V | Y f t t o > ̂  WJS> tiicA. ^Nsc^VKftC,

S . KARCIEXT TEAft/^ATUrr

> m TO

• . RECORD SCRIES 1PTICM r u t K F W T B « » C J « I » * T»« TVMni o r iTirnwMHTTrmmnrn^ii n ; i
m IMC SKRics. IMCLUOC TMC r w o i c on rawer!©* or TMK w n n

- ^ \^\vie4
Includes all records maintained on criminal
investigations.

^O^k^f

.

7 . RECOno SCRIES FORMIkT{S)

^ L E T T E R SIZE ° WtCROTIUt

O LX«At SIZE O CCMFVTCJl TAPC

0 BOCND BOOK O FLOPPY DISC

Q AUDIO TAPE Q VtBCO TAPE

CJ CTMER(S»EClinr)

t . RECORD SCRIES

M AUPNAaETlCAL

B OfJCHOCOCICAU

O CEOCRAPHICAL

c onvER(spcctnr)

t . VOLUME

HZuSST

K FILX OAAVER(S]
d1 mcpcniM REZL(S)
• COWUTEX TAPE[8)
a oTX»(s«c;r!r]

19. ArtAJAL ACCtMUUkTION
\ riLK DRA«EII(S}

\ o mcaoriuH ncsi . (s}
KT3BWT ° CCfc*«UTER TAPC(S)

t l . FILE IS USCD

DAILY

L A

C VEQO.Y O MCMTHCY

; l > . dJRSEKT LOCATION(S) [ B L M . , n . C

co*es INACTIVE
a >o<rH(»)

14. IS R£COfS SERIES CUJtlCATCO ELSEWCRET
yjr re« , t M c i r r / .«O<CT O» o rr i cr )

* •

X£SS RESTRICTtt S . ACCESS RCSTRICT'tONC ^YES O NO
( IF TVS, CITS t_A>{«) ft *SawiATIOM(s)

1 9 . AUDIT RE9U1RE>CKTS ^ .

v*»*-
STATX O rESeSAI- 0 itOgPOCCNT

1 7 . IS AN IKCEX SrSTOt USES? ( | fr <nc* ,»XFUJ» tM
•BIWLT AKB BCSCXISS ANY KAMO*AXC/ » O r T I A « )

t-
\RXK

I » . NA)rE TITLE Of PREPARED

%

It. <acCGM«?<BCB RETETfTJON

Open reports retained until suspended .or
-closed. ,. Suspended reports fetained for
,5 years-, then forwarded to ̂archives for.
20-years",' then destroyed'.-. 'Closed . reports
retained for 5 years after'final adjudica-
tion, -.then "forward 'to archives" for 20 years

2«. TELEPWCWE NLKSER

'3-?4r4>-.cui H ^ - s m ( ^
Z t . DATE

^~\><&

GXiS 5 J 0 - * ( R E V I S E S l / « 7 ) ^omc
r:*Tli S -"il



32

JMSpWJCTlCN^. .TYPE OR PRIKT A
SEPARATE row* FOR EACW new cm
REVISED RECORD SCRIES. r W I M t

WITH RECORDS RCTENTICN

DOS »1»-1)
I WITH

II . DI . OCT. /AGSNCY i 1

DEPARTMENT ©T CENCRML SERVt
RECORDS MANACCMEKT DIVISION

7171 WTntOO ROAD
P.O. BOX 17*

MAimjIHD I«7t4

I . DIVISION I

AGENCY RECORDS INVENTOR

PA<BK i_~4_
1 . UNIT

_W^qp™*tir
BET IMITICM-RECORD S W I M •nco Cceftft* MOfWAkkY rtUCS AND U*«S AS A> UMIT FOM

riOW AMD B H X ) i l T K » _cuacja«a_
SKRIKS TtTUC

W ^ ^ fi-iA^J V tkcg . ̂  W& -fticA. V f i C A\,VM ,̂-

S. KAM.ICVT TEAJt/^TCST

> m TO

HCCQR3 SERIES IPTION ( •aicfVT Dcsexias n o
1« IMC SKRICS.

TVFSS or twroim»Tio»«/poci.nim/ro»
iMCLuoc -not pvwotx oa roNcriOM or TMK umz i

^ O r»H>^»V
Reports on incidents occuring throughout the campus that are not
criminal in nature.

.

7 . RECORD 9MJCS rORMAT(S)

) ^ UETTER 8 1 3 O MlCRDTlUi

O LXCAJL SIZE D CCMPUTCIt TATC

O BOCHD BOOK O FLOPPY 0 I K

O AUDIO TAPE Q VInCO TAPS

Q C T H « ( 9 S C 1 F Y )

« . PECX3RD SCRIES SCOJBNCX

# AUTHIUKTICAL

VMJMERICNL

C CHRCNOCO6ICAL

O CCOCRAmiCAl.

o orn-ER(sp«ctrr}

». vocuc

RwSSflT

^ PILX BAAVERtS]
0 MICAOriLM REXL(3)
Q CCMVTEX TAFE(S)
a CTMWlSPECtFYJ

J9. AMAML ACCtMJUCTlON

\ r i L J C DRAVCftlS]
\ a MicnoriLM «txu(s)

KTjrinrr ° COMPUTER TAPEISJ
• C <rr>ga;«a»FCirT.r

t t t .
FILE is usco

DAILY

L i *

C KHDO.Y O UCHTHkY

t t - F,iLS BECOMES INACTIVE
Q *CM7H(S} 1:;« see below

YEAKIS)

J>. CUFKEKT LOCAT1ONIS) (a_DC.,n.OOf 14. IS RECOfBS SERIES OU^ICATEO EISEWEAET
nw Y « « , t M e t r r A««eY o» ornc«)

* "

l ( . ACCESS RESTRSCT!ON* W YES O N O

( I F T K S , C I T S t_A»(») ft MCOWUATIOM(S}

! • . AUDIT REQUIREMENTS " ^

Q NONE
•A.;-

STATE O fTOCRAt. O IMSCPEWDeNT

1 7 . I S AN INOE3C SY3TO* USEOT ( I F TX*. *xri-* In

• f i l W L T AJCB DCtCKlB* AKT KAXOSAKC/SOFTVAKS)

R.TSS O NO

It. RCCCM«7OES REtTENTtCf

Retain open reports until suspended or closed

Suspended reports to be kept for 5 years,

then forward to^archives for 10. years, then,

destroy.- Closed reports to' be. kept for 5

years,' then"forwarded t6*archives for "

10 years, then destroy. . • -

I » . NA>« AND T 1 Tl_E Of PREPAAEJt 2 0 . TELEPHOCE fflXSER Zt . DATE

^- n-^s
O«S 5 S 0 - 4 (REVISED Z / « 7 XlJrtiBC

- ; - - - . PS1



l»»p*jCTIC*t3.* 'TYPE OR PHI NT A
SEPARATE FORM FOR CACM M » Oft
REVISED RECORD SCRIES.
WITH ACCORDS RETENTION
DO* »lt-1 )

I WITH

!-ARTMENT/A

^iv^i\. u1.

ocrAimcKT or GENERAL SERVI
RECORDS MANACCKMr DIVISION

7Z7I WATERLOO ROAO

p.o. BOX an
MARYLAND X«7t4

. 33

IV1SIOM iX. DIVISION

4

AGENCY RECORDS INVENTOR

PA« J_cr_U
S. IMIT

\*A ar|wv.^f
DEFINITION-RECORD 8CKICS

nnnna; A« t ia
UCCORfi* MOntALbY Fit-XXI AMS VSK9 AS A1 UMIT rOM

A» WKTOtTlOW AMP B I I X i l T l f l >tr»>y«X t ^_

« .

w
flEKRlU

t^\NWiT<.

TtTUt " \ I . KAM.1CST TEAJt/V-ATVST TEAK

i m TO V^f.^Y
| ». ICCOfS SERIES lPTtON ( WHKPI.T DCSCXIBS TMS TVF«S OT iNromCATIOM/DOC

I M TMK SKRICS.
/ '

W r Ni^A^ Koo\W-V
IMCLUOC ruityesc on roMcriOM or TMK ssrtzf

Reports on. accidents occurlng within XJMBC institution.

•

7 . R£O9f9 SERIES rQftMAT(>]

)^LXTTXR 812JC ° MiCRDTlUI

O t-SOAI. SIZE O COeVTEX TAPS

Q.BOUC BOOK O rU3PPY DISC

Q AUOtO TAPE Q VtDCO TAPE

Q OT>ER( SPECIFY)

« . FSCOTO SERIES

U AUPHMaETICAL

P.MJ4ERICA1.

B CHtCNCLO«ICAk

Q CEOCRAPHICAL

O OTHeR(SPECirY)

» . VO(.(4C

RCBSStT

^ PIUC OAA«CA(S]
0 MICAOriLM REEM3)
• COI^VTER TAPE[SJ
a cTxaisptcirYi

J9. AMAiAL ACCLMJUKriON
^ rit-X ORA«EX(S]

\ 0 HlCSCriU4 FBEEUtSi
CTTOT ° CC*ffUTTM TAPEIS]

t t t . FILE IS U8CO

DAILY

LA

1< C VES3O.Y Q MONTHLY

; l > . CSJRTKm- LOCATICH(S) {HLOC. ,FX.

M i .

t t . r/iuc BEoatcs iNACTfVE AT7R see below
a JHOMTH{») WYEAS(»)

t4. 18 RECORD SERIES PUPLICATXS El̂ EWCRET
•̂jr Y«« , i M e i r r /.<ncv o» orricx)

* •
TT
TRICT1

I * . ACCESS RESTRICT" lGNi W Y E S O NO
I i r m , C I T S UA»(«) * NC«W«-ATIOM(S)

l » . AUDIT RE«UlR£>CKrs ^

v«-.--
STATE O FEOCRAL. O IN^EPeNDCiT

17. IS AN INDEX SYSTEM USED? ( IW Tx« , u y u t IM
• r i W L T AXO BCSCKISK ANT KAMOVAxe/ f OrTTARt)

j(.YES O NO \

^

I t . IBECCM«7<DeXI RETEXTtON
Open Reports to be kept until suspended or

closed. Suspended reports to be kept 5

years, then forwarded t(5*archives for 1.0 yp.

years,-then destroyed.- Closed.reports to

be retained for 5 years, then forwarded to

^archives, for 10. years., then destroyed.

i». NA»C TITUS Of Pfi£I»AREJ«
:^%

Z0. TELEPHONE NIXSER

»r4g.cki H ^ s - i i ^ Cmt)
Z f . DATE

x~iv<\S
O«S SJO-4 [REVISED t / « 7 ) XUM&Cs



INSTRUCTION^. .TYPE OR PRINT A
SEPARATE rORM FOR EACH ME* Oft
REVISED RCCGflD SCRIES, romuie
WITH RCCORDS RCTCHTIGNI WITH

FARTMBfT/ASSNCY i 1i . DcrAfnrME3f^/A«ocr

OCFARTMSKT ©T CCNERAk SCRVl
MANA«O«Mr DIVISION

7X71 VMYKLOO ROAB
P.O. BOX X7I
\ MARYlAW X«7t4

34

X. DIVISION

^ iGW.

AGENCY RECORDS INVENTUK^

^AOK j_-4_
S. l*«IT I f

DCriNITlCM-f kTKD MCCORO* MOfWAU.V' riLXt» AMS V«CO AS A> UMIT FOH
A* « U t . A» CTTPfTtqW AMD B H W I T I O >««»«>««•*

4. KCSflO SKHICB Tl

\ | VtLcgi^ 'W •fttcA.VftCAV,\N .̂-\k2t
I . EARMCSr TEAIt/^

I • . RECOTO SERIES irriON { MIBFLT DnCRIU THM
IM IMC SCRICS.

»r twrowiATiow/DeevniiTi/Feww POUHS
IMCLUOC T W p w e i c en rotcnOM or rxx u m n

e '\^^<J\ \ \ \r^V \U^WT^
Reports of arrests on campus of people over the age of 18.

i
7 . RECOflO SCRICS PORMAT(S]

)^UXTTER 8tSC ° MICR0T1UM

O LXCAi. SIZE C CCMFVTXJt TATC

O BOCMJ BOOK O rWPPY OISC

Q AUDIO TAPE Q VtOCO TAPE

O OT>CR(&PSCirY]

« . PECOfV S3CRICS

M ALPHABET I CAk

KMJM»ICAL

6 CHRCHOtOCICAt.

O CEOCRAF44ICU.

c OTHER; spcctnr}

» . VOLUMC

KZsSST

j ^ r i L X BftAVEA(S)

Q CCMFVTEX TAPt(S)

a cn-cs i spec i rr]

1 9 . AM4UAU ACCLMJLAT1CH

\ riLx BRAnex(S)

CTBCTT o covffvrsR TAPtis)

It . JMLX IS USCO

DAILY1> C VCSO.Y 2 MONTt^Y

t » . CJJRHEKT I.OCATtON{S} ( . ,FLOOR.J

Vn \Us, W i A . \U^jD,tA<k 1>&X<A

WfLS INACTIVE

Q KHTH{»)

E» PERMANENT
YCAB(»)

* •

14. IS RECOfD SERIES OCPLICATCO ELSTOCRCT
>-jjr res, t w t c i r r A < W C T OK e rne* }

l » . ACCESS RESTRICTION* K Y E S ° MO
l i r TVS, CITS «-*»(») * M*aviATIOM(s)

1«. AUDIT REOU1RO«xrs ^

O NOME
v«..'-

STATT O rEOCRAL ° ihCEPOCCn'

17. IS AN INDEX STSTEH LSCDT { |p rxs.K»7(-AtM
• RtC^LT AXD BCKCXIax ANT KAHDtAKt/ SOFTVAMB)

f T S S NO

I t . RSCCM«?<B€D RETC<TlCri

Retain case file for 12 years after
case is closed, then destroy.

t » . MAJ*£ AND T J T1_E OP PRCPARER

^

2 0 . TELEPHONE NU»ffiER 2 1 . DATE

3^-n-IS
c«s sso-4 (Revises i / »7 )

- ;"7j P i?ri



SEPARATE ro*M ro i t EACH NEW Oft
REVISED RECORD SCRIES.
WITH RECORD* RCTCKTION

PCPARTkCXT o r CENERML SEKVI
RECORDS MANACtMHT DIVISION

7X71 WATERLOO ROAD

F.O. BOX a n
JKSm^. MARYLAND f 7t«

». DIVISION I

35/36

AGENCY RECORDS INVENTORY

PAflE J_»4-
S. UNIT

DETIMITION
MCfCMOX

oeesMft* MOIWAU.Y KII_KX> AMS V * « 9 AS A* UM>T ron

A» •K-rprrTcw AMP a u w t t r t e w x n t x x * *

4. RECORD SERIES TlRD SCRIES TITUK

fiC*\*\*Rj?r

S. KAM.ICST rZ*A/\

i m TO
MT»T

RCCOfS SERIES 1PTI0N ( BMIKTUT E«SCHISS T W TYF«S OT tKrORMATIOM/DOeuMDrrv/reMIS POUN9
' i M IMC SXR1CS. IMCLUeC TMC PUXPOSC O» rOMCTlOM Or TMK SSKTZt

Juvenile Records.

Police records concerning a child. These records are kept separate from the adult

records. Contents can only be divulged by court order. Records may be accessed

without court order by Dpeartoient of Juvenile Services or any law enforcement

agency, BUT CONTENTS.MAY NOT BE DIVULGED UNLESS COURT ORDER EXISTS.

Expungement Records

Records ordered sealed by court. If sealed, the court records may not be

opened FOR ANY' PURPOSE except by order of the court upon good cause shown.

.

7 . RECORD SERIES rORMAT(S)

)^LXTTER 8 I Z S ° MICROTIU*

O I-CCAL SIZE O CCMFVTXJt TA9C

Q B O U O BOOK a rufippr DISK

a AUDIO TAPE a vinco TAPE

O CTMER( SPECIFY]

9, RECORD SERIES

V AWMAaCTICAl.

HMJM»ICAJ.

C CHRCNOCOCICAb

O CEOCRAPHICAU

c OTHER (spec i r r }

». VOLUMt

nzttsst

X^FILX WAITER!SJ
• MICROFILM RCEM3)
O COWUTSt TAPt(S)
Q 0TWR[spcctrr]

19. AMAiAl. ACCtMJLjglON
\ r i L S £«A«CR(S]

\ 0 MICPOriLM RECU(S}
KDBEW ° COWVTER TAPC(S)

e (n-Hgw;«a»rcirT.i

! n. ritx. is usco
DAILYt< C MONTHLY

; l > . CURRENT LOCATICN(S) I BLOC. ,FU

C STRICTI

O£>

INACTIVE ATTJtH
Q VCHTH(S]

._ PERMANENT

14. IS KECORD SERIES DUPtlCATTD EVSCin-ERCt
^ir rc«. i M e t n #.«ofer o* erricc)

*

IS. ACCESS FSCSTRiCf lONi W YES O NO
( i r mes, C I T S t-*»(») • MC«w«-<kT>eK(s)

t f . AUDIT REQUIREMENTS ^

Q MCtC
* • '

STATE O rEOCRAU 0 IND€PQGXXT

17. IS AN INDEX SYSTEM USES? ( i r n r u r u i i )

• RXVLY AXD CCfOt ln AKY KAUDlAfie/(OrrlAM)

R.YSS Q NO \

W-W ^

1 4 . . RECCI*«?<ni6aB RETE?f ION

Juvenile records are to be kept for 12
years beyond date of last entry item,
then destroy.
Expunged records to be destroyed
immediatel v ,uDon court, nr.rlp.r:.. -

it. HA>C T1T1-E OF PREPARE*

;^S
JO. TELEPHCWE NUMBER

r4,>-.cui H^s-3^3 Ĉ it)
2 J . DATE

&~n-%Sk
O«S SSO-4 (REVISED l / » 7 )

-;-T^i = ffli



iMvrBocTlON^. . type on PHIKT A
KPAKATK ro»« FOR CACM MEW CM
REVISED RECORD SCRICS.
WITH RECORDS RCTBXTION
(DO* S l t ' l )

I WITt

~1 • rOCF,

^

•«KTC

QCFARTMacr or C Q C R M . SERVI

RECORDS MANACOOWr DIVISION
7X71 WTWUJO ROAD

P.O. BOX 17*
MARYUIHD 2«7t«

1 . DIVISION I

4 - V I A J U A ^ ft frn.fr <

. • . . . J L 3 7

AGENCY RECORDS INVENTOR

PAQK J_-_U
S. LM1T

MO u « n i i *> ••• t r raaDCriNlTtON.fVCORO 8CXISS
A« W«U-

OCeORO* MOIWAkLY FILJBO AMS VSK9 AS A> UM t T TOM
A» CTT»WTrqW AMD D l l X > « t T r C t wrrm******

IKS TlTUt

ted^ViV^^v

S. CAJK.1CST TTAJt/LATUrr TEAR

1TO TOM^IVW

I • . ECQRD SCR1CS 1ITICN ( M t m . r DcscKtks TMB
1M 1HC SXRICS.

TTPWB or twronMATiow/Deet^nm/re*

IMCLUOC T>« puM»o«e o« ra«cTiOM or TMK ur tzs

^ V ) v̂\A-VN « ^ 0 ^ o• t ) ^ \ ^

These are Maryland Uniform Citations or traffic tickets issued on

campus.

•

7 . RECSf*) SCftlCS PORMAT(S]

J^LXTTER BIZK O MICROTIUC

O I_C«Ai. SIZE D COMFVriJl TAK

0 BOCND BOOK O n^PPY OJSX

O AUOIO TAPS Q VtDCO TAPS

o CTMER(spccjnr)

t . PECORD SCRIES SE

M AUPHAJ3KT1CA1.

HMJM»!CAJL

C ORCNCCOCICAi.

D CCOCRAPHICAU

c oTH»(spscinr}

> . VOCUMC

MrilX BAAVEA(S]
• MICAOriLM RKn.(S]
a cat^JTEX TAPC(S)
a oTtc*(speci rr\

19. ATMJAj. ACCUMUUkTlCN
i^ rit-K ORA*EX(S]

\ a MicnoriLM F«CEU(B<

Korfnnr ° cc*»vnM TAPCISJ
g <rr>gq(«wrTinr]

1 It . riLX is usco
DAILY C 1CQO.Y O iCHTHtY

; l > . CUFStSKT L.OCATtCN(S] (HLD6. .FVOOR.

9n\U<?, V^^V . N<aC^y L . Tt^iOe-)

**• TJIS. 0KCOMES INACTIVE

a vewrw(») f :s one year
rtyw(»j

14. IS RECORD SERIES DUtlCATTD ELSCYI-ejVt
« r res, «>€cirY /.«ofer o* orricv)

* •
5 STRICT!l » . ACCESS RKSTRSCttONf )^YKS O NO

( i r r«« . c m UA»(S} • »tsavi^kTio*«(s)
1 « . AUDIT REOUlRE>CKTa ^

Q NOME « STATT 0 rCOCJVU. 0 \tCCPQ1DC<T

17. IS AN INDEX SY5TEX USEOT { i r Yx».»xxx_» IN
• r : w i _ T AJ<O ecveximx ANT KAxotAxe/iorriAHK)

^.YKS O NO \

i t . ncccM«7<Des RETENTION

• Retain for one year, then destroy.

^

l » . NA>« AND TITLT OF PRg^AfiEP. 19. TEUEPHCWE NLKSCR Z t . CATC

•x-n-^5
O^S S J 3 - * [REVISES t/»7)

j =._kii



L .1 J£R •' S in ltf?7

iXiaJEkfiHStJi* -TYPE ©R PWIHT A
SEPARATE r « W FOR EACH M » OK
REVISED RECORD SCRIES. rCRIMO
VI1X RECORDS RCTENTION
(POft » • • • ! )
WIT*

^ T 1 . CI . OCT.DCFARTftSJfT/ASCNCY i t

PCFARTVCKT ©T «3>«RAL SERVl
RECORDS MANAGEMENT DIVISION

7X71 WATERLOO ROAO
I».O. BOX t 7 I

MARYLAM3 t « 7 t «

». DIVISION I

38

AGENCY RECORDS INVENTORY

PACK J--4-
J. LWIT

NS utis AS AI mtr peaDCriMITlCtt-flSCQRO StSlU or
'mytwwct *M nwL

tSCOROC wnnwaixV rtUXS AMD U««9 AS A1 URtT
A< W»T«>mq»t AWO D I l X t t t T l t w m m x x T *

« .

Cn. ^ \ o f AVIVJVJ^V.AA

* . KAJK.1CST TCAJt/UkTKST TEAK

i m TO V ^ ^ N V

•. LCORD SCRIES 1PTICK ( I M t K F k T BCSOtlBS TH« TYFSS OT IMFQIIMATIOM/OOeu^orrv/reWIS POUNS

W«A^ t^^v^-V W o ^
Reports on vehicle safety, i.e. defects such as
broken tail lights, .etc.

COM̂

7 . RECOftD SEftIGS PORMAT[S]

) ^ LXTTEH 81OC O MICRSriUC

O LXCAi. S IZE O CCMFUTEX TAME

O BOtND BOOK O rWPPY DISC

O AUDIO TAPE Q VtOCO TAPS

Q CT>CK( SPECIFY)

t . RECORD SERIES 8EOUDKX

tICAL

C CHHCHOCOCJCAU

O CEOCRAPHICAI.

a oTHER(spccinr)

t . VOtLMC

BwOSSflT

PILX OAAVCR(S]
a'MicnoriLM RCZL(S)
a ccftcvra TAPC{2)
a cTW^ispcctrr]

59. AWAML ACCtMUUATlCN
\ nt_c DRA«ex(S]

\ O WICPOFILM RCSU[B)
CTWfr ° ccwvna TAPC(S)

C <yrxgqf<gr-gTry]

1 U . riLX is usco
OAIL.Y C 1CZW.Y O MONTHLY

; 1>. CURFSKT UOCATICH(S) { OJX. , n.OCR. POOH J

t t * rfiLZ BECOMES JNACTtVE *^T?» -1 y e a r

14. IS RECORD SCRIES DCPllCATCO El̂ EVHSRCT
y%r T T « . f M c i r r / . t w c r b* errtcc)if

£CI * . ACCESS RESTRiCtlONi W Y K S O NO
( i r y w , C I T S L > » { « ) * Nsawt-ATiOM(s)

J«. AUDIT REOUIREVCKTS " ^

O NONE
v*»-

STATT Q rEOCRAU O INSEPCSEOn1

17. IS AN IHOEX SYSTO4 USEOT ( |p VK«.KX^t_* tM
mmzrt.r AXB DCtexine AXT KAKOSAKC/ SCPTVARS )

f YSS Q NO

1» . RSCC*»CMD€B RETEXT1ON

- Retain for one year, -then destroy.

\RXK

I » . NAJ* AND T 1 T1_E Of PftePAREJI

w^^^^^-k^ .ck i i Hbs-m^> Quo
' D«S J50-4 (REVISES Z/»7)

19. TELEPHONE WJrfSER Z f . DATE

3--n-<^



39

iXiaiSkSXISCii* •TTPK OR PKIMT A
SCPARATK rOfM FOR CACH HU OK

REVISED MCCOFLD SCRIES, FORIANO
WITH RECORDS RCTKKTIO*
(DOS t l t - l }

I WITH

4t̂ . OCT.OCFAKTME3fT/A«SMCT i 1

OCTARTVCMT OT COKRML SERVt

MANACOSMT DIVISION
7Z7I WATXKLOQ ROAD

P.O. BOX ITS

MAfmjVB t«7l«

r. DIVISION I

AGENCY RECORDS INVENTOR-

PAOK J--4-
s. iMir

MS u n s A« A< mir resDCTlMlTlCM-nCi
wnwwq AS WUL.

uteoMfi* m>iwAu.y r t i^a AMS U««O AS A' UWIT re*
A* WKTPrrtOW AMO DHWtlTIO» W X X ^ « _ J _

TITUK

_ W ^ \ ^ iT<A V> VtiWCg > ̂  W -ftfCA. ̂ Sft C A\,V^<A\

s. KAXLicrr TCAX/v>Txsr

i m TO

FKO3(«a SSR1ES 1PTIOH (
•atKFur Dcscittms rrat
1M 1W SKRICS.

or ti«rciiMAr!OM/oeeiMorr«/r«M(s POUNS

twcbuec TMC rvivcsc on nsvcriOM or TMK ICTTKI

\x*)-o«jf s,H^ W^vrtc <^-MJy^ U ^
Originals of parking citations issued on campus....not to be confused

with tickets. Issued for parking at fire hydrants, or parking without

permits, etc.

7 . RSCSflD SM1CS FORMAT(S]

^LETTER 8I3C ° MtOSTlUi

O LX«AI. SIZE O CCMFVTCII TA9C

a BOtKD BOOK O FiappT DISC

Q AUOtO TAPS. Q VtOCO TAPE

O CT>«R(SPKCjrYJ

«.

UCAL

C CHRCNOCOeiCM.

Q GEOGRAPHICAL

c oTVER(spK:irr}

». VCCIMC

RwSssnr

)^ rxuc D«AICA(SJ
a mcpcniM RCZL(SI
O CCWMTO TAPt(S)

a CT««(SPCCIFYI

( 9 . AMAJAL ACOMJUCrtCN

\ rit-E ORAVCX(S]
\ 0 MlC»oriU4 PKSU(S<

winkn ° ce*«vna« TAPB(S)

t I X . r iLS IS UEHCO

DAILY

LA

1< C TEZJCT O MONThkY

I t . INACTJVC
O KWTK(I] 1:s 1 year

YEAR(«J

l > . CURRSKT LOCATtCH(S) ( . .ruocB. 14. IS RE

?n\U<, Vv^M; .Qiht^ty^^\^vs\\^ ̂ J ^ ^ < ^

SERIES OUtlCATCO ELSCWEJSt

bjr YC«, i» fc i r r /.«WCY 6» orricr)

rRiCTII » . ACCESS RKSTRiCflONi ^TXS ° N O t « . AUDIT RE GUI

v«.»-
SPTATt O rEOCRM- 0 lf«GP©<Ee<T

17. IS AN INCEDC SYSrO* LSEOT ( |fr -rx». t v u t N

• f i lWLT AXS BCteKIS* AKT KAMOtAJCC/ S«rrVAMt ]

f YES a NO

I » . ncCGM>«7<QC3 RErrrNTiCft

-'Retain fo* one year, then destroy.

R<A.

t t. NA>C AT« T' 1TUC Of PRCPAAE* XO. TELEPHCWE NTJWSCH r t . DATE

^-n-'is
CXiS S 5 0 - * [FEVtSCD t / « 7 )



,.-,40

lUilEkSXiSCli' 'TYPC OR PHIKT A
SEPARATE rORM rOR EACH >CV Oft
REVISED RECORD SCftlCS. rORVAMO
VITM RECORDS RETQfriON
l(POS I 1 9 - I }

I WITH

t . DGT•ART»3fT/A«

ocrAKT»«Mr or CXNCRAL SCRVI
RECORDS MANACOCKKT DIVISION

7Z7I WVTCRLOO ROAD
F . O . BOX 171

MAftTUWB t«7l«

AGENCY RECORDS INVENTOR

PACE j_~4_
S. LK1T

MB u t n Aa * ' is! IT FOBDCTINITICM-F aotto
RVCR»a At nULAtUTPCT

TWIWOI.LY nuco AMO U*KO AS A' uxir rea
TOW AXD B I W i l T I f >«»»«*«««

**O 9KRIU TITIX ' ' \ S. CAXMCSr T C A X / ^ A T U T

H i a TO

CCORO SERIES lirrtCM ( UtKPt.T DCmCJtIBK TKS
i n TMC SXR1CS.

T W O o r iKronMATtoM/oee
iM«i.uec TMC rv *»o

/ '
OH rOMCTION 99 TMK U*TZf

Viwr UJ^S-
Log detailing when radar was used, by who and where they used it.

7 . RECORD SEAICS rORMATt*]

^LXTTER BIZC O MICROTIUC

O LJCCAt. 612Z O CCHFVrCJt Tl

C BCC»« BOOK C rU3PPY DISK

O AUDIO TAPE Q VtQCO TAPE

Q CTMEJ»( S*ECIFY)

ties se
¥ AUPHMKTlCAt.

pt«jMCJ*ICAl.

C OnCHOUOCICAJL.

Q CEOCRAmiCAU

c ort>«R{s«Ectrr}

9 . VOLCMC

Bw«S3T

^ riUE DAAYEft(S]
• HlCPOriUi REEL(S)
c ca^vrat TAK(S)
a cTH»(spccxrY]

19. AMAJAL. ACCtMJUl710N

)^ TILS 0RA«EX(S]
\ a Micacriu* RKSLIB;

kUtagt ° catfvna TA«{S]

t l . riLX is usco
DAILYy> C VCSCY a MONTHLY

l » . CUFO^KT LOCATICN(S) { . ,ru

I « . ACCZSS RCSTRICTIcr*" ^ T

JD0W\

K YXS O NO
( i r r x s , C I T S LJk»{«) • ««av»_<kT«««(»}

t 2 < rdUC BEOSACS INACTIVE ra 3 years
YCAR(»J

14. 1ft KEO9R0 SERIES O»J>tlCATXO n^CWC^Vf

* • 'A-

I * . AUDIT RE9UI •n
"^

v<-»'-
O NONE STATT C rCOCHAl. O lf«EPO<CCNT

17. IS AN IKCEX ST STEM USEOT { IF Y c s . U ^ U k l N
• r i i y i _ Y AXS e c s e x m A N T KAHOSAKC/SCFTVAKS )

I t , KCCCM4E24DB3 RETEXTiCN

ft. YES O Np
^

I

I » . NA>« AND T I T1_E Of PRCPAAEJI Z O . TEUEPHCWE NU-SCH 2> . DATE

^.-n-^s
O«« SSa-4 (REVISED t / » 7



; i i H C i.:..
41

tn^jmjCT lo r^ . .TYPE OR PKINT A
SEPARATE FORM fOR CAQ1 M » OK
REVISED RECORD SERIES. FORftANO
WITH RECORDS RETENTIONI WITH

i . DCT,DCFAKT>C34T/ACSNCY I I

t

QCFAKTVCCT Or SCCRM. SEHVt
RECORDS MANACCMMT DIVISION

7Z7 I WATERLOO ROAD
P.O. BOX XT*

MARYUW l « 7 t «

I . DIVISION I

AGENCY RECORDS I N V E N T O K

PAOE J--4-
S. LNIT

VAarWo-y
DCriNlTlON-RSCORO MWltt-P " " ^ O r ceoftfi« MniAuy rtuas AMS USKO AS A> UNIT

riOW AMP BIlMtlTtOW ~m~****

« . RKCSftD autlCS TiTLK

\ \ •^ANi'4<.)r<,\

riTii \ S. KAM.'lCSr TEAX/LATZXT YCAK

| ». RECORD SERIES imCN ( ,T DCSCJtIM TM»
fa tMC SKR1CS.

T Y P U or- turnmiwTT rm/nnrnMiii i I(I ru
tKdUOC TME rU1U»OSC OM rQMCTIOM O* TMK ssvrtct

^^-0^S^\)-'6wt)\^iib^ W&r-Vs \ ^
Suspicious persons reports, reports on trespassing,cetc. These are
non-criminal reports.

7 . RECORD SCRIES rORMAT(S)

^UCTTER SIZE O MICROriUl

O LX«Ai. SIZE O CCMFVrXJt TAME

n BOCNS BOOK a FLOPPY DISC

o Auoto TAPE a vtcco TAPS

O CTMER(SPKCirY)

« . SERIES SC

)^ AUPHAaETlCAt.

ff>M*O3tICAL

S a-ROHOCOClCAU,

O CEOCRAAilCAb

c orrveRtsnccirr}

t . VOCUC

K
NWMMll

a'MicAoriuM «n.ts)
Q CC**VTER TAPt(S)
a oTWRtspEeiry]

19. AM4UAL. ACOMJUtrtCN
\ riuc oR*n»(S)

\ a Mic»oriu4 RESL(E}
hUlim ° COWVnEH TAPC(S)

i f l . riLX is usco
H DAJLY C 1CS3O.Y O MONTMkY

I t . JNACTIVB

ll
a 5 years
rz*x[M]

; l > . CURRSWT LOCATIONS) ( I )

Tn\U^ V^^V ^^^vJQ^x^M&t^ UJ
ts. ACCESS ra:sTnjct:oNi W T T » O NO

14. IS I

rest
1CS WJtlCATTB Ct^ETKeRKf

, i M t e i r r /.UMCY OR orrtcx)

A I

^
( i r r x s , C I T S u>»t«J * M«aw^*,Tior<(s]

I * . AUPIT RE9U1ROCKTS

O NCKS

\ \

17. IS AN INCEX SYSTEM IJSCOT ( iir YK».«^tJH»«
•RICHLY AXD ecte»i*« AXT KAnotAxt /somAMc)

1ft. fSCCM«7<DeS RETEXTICN

R.YES Q NOQ NO \

Retain for five years then destroy.

t » . HA*« AND T t TUE OF Pft£PA«EJl

^;cA^;cUA4-k?.c^i H^-2ii^> Clio
ZO. TELEPHONE NLttSCH 2 1 . DATC

i'lMS
Q^S SJO-4 [REVISED I / » 7 )



•r;;-; 51 i f j

I win

i iajEkfi l iSta* 'TYPE OR PRINT A
SEPARATE FOfM FOR CAQ1 MEW OH
REVISED RECORD SCRIES. rORWAMO
WITH RECOAOS RCTOfTlON
(DO* t l t - 1 }

CPAKT»«3fT/ACKNCT 1 I

OCPARTMCKT CT OQCRAL SERVICS
MANACCMEMT OIVISi«H

7Z7I WATERLOO HMO
i>.e. HOC iy»

X. DIVISION I

42

AGENCY RECORDS IHVENTUK-

*A« J_»-U

1DCT IN IT1 CM • RSCCRO IX*fc TKB IWHHI.LY ril_SS AMS WSK9 AS A' UP* IT
TOW AMP P U W t l T t t M >"»»«««

RKC9RB flIKRIU TtTlX S. KAM.ICSr TCAJt/UATUT TLM

i m TO TV^^W

LCORD SCRIES 1PTI0H ( ,T OCSCXIBK TTOI or1 mrnnMHTiTH/nnriiiwn 11
1M TW 4KR1CS. tMci-uoc TMC unvote on rQNCTIOM or TMK SS*TZS

High speed pursuit reports.

7 . RECOfB) SCHJCS FOfatAT(S]

)^UXTTER 81SC O MtCROTlUC

O LXOAU SIZE O CCMFVTEX VAMC

Q BOUS BOOK a rucppT BISK

O AUOJO TAPC Q VI ECO TAME

a CI"HER(S»ECJFY)

t . I«CO(B SERIES 8E

X AU^AaETlCAt

KNLMSIIOU.

C GHRONOtOClCAU

1-1 CCOCRAmiCAI.

C OTHER{SP«Ctrr}

9. VDtUMC

H FlUS DRAWER(*J
a'MJCJWFlLH RCZL(S)
Q COMPVTEX TAPt(S)
a cTKSispcctrY]

59. ANNUAL. ACCUMJUkXICN
^ r iu : ORA»EX(*J

\ 0 Micsoriu4 rvsuts)
CTBWT a ce*«vna TAPC(S]

It - FtIX. IS U8KO

DAILY C IEQO.Y O MCWTHtY

; i>. ojmau<T LOCATIONS] I .n.

?nU», V̂ feV • V r > A C f̂eb<

12 F/IUC BECOMES rNACTIVE A T 7 ^
a >O<TH(»] «JYZAB(«J

IS RECQfS SERIES WJtlCATTO ELSEfJ-KJ**
j r TBS, «>ccirT / .axcr b« ornc«}

t» . ACtTESS RESTRiCtlGNS IKvXM O NO M . AUDIT RE9U1RO4ENT3

Q HONE * STATE C rEXCAM. c t H2CFEXDCXT

j r . IS AN INDEX SYSTO* USCDT ( \r YX« , U 7 U I M

•RISFI. 'r AXZ3 DCVCHtXC AWT KAHOSAKC/SOFTVARC)

fl.TES O NO I

1 * . RECCM«7OeB RETQ<TiON

FiXe original report with original

criminal investigative report. Keep '

- open.report until suspended or closed.

Keep suspended: report ;-57ye'ars,- then,'

forward to^rchives for 20 years, then

destroy. Keep closed reports until

Tlntil adjudi :ation, tnen rorward to
X 0 . TEUEPHCKEI » . NAME AND T1TLC OF Pft£J»AH&R rchives fopSO ^^ks, then destroy.

DCS S S O - * [REVISED t / « 7 ] &UMBC



43

I HSVI
I WIT*

INSTRUCTION^. -TYPE OR PHItfT A
SEPARATE CORM FOR EACH tCV OK
REVISED RECORD SERICS. rCfMMO
WITH RECORDS RCTENTIOM
(DO* f l » - 1 }

C3CF>Afrn«3<r or « Q « U L SERVI
RECORDS MAMACOOMT DIVISION

r i T I WATERLOO ROAD
I».O. BOX 179

MARYUW x«rt«

AGENCY RECORDS INVENTOR

PAflK J_=r_U
>. VMIT

VfrgrWv>Y
DCTtNlTlCM- or ,Y r i U B AMD VSVD AS A1 UK IT

TOW AMB Dl iXt t tT iew m^yo^y

IKS TIT1X

\ \ T̂O"\Nl"Hir<.\

rtnx \ S. KAM.ICST TCAJt/LATKST TtW

I • . ICCOfS SERIES 1PTJGH { .T DCSCKtBS TKS
1H IMC SXftlCS. twcLuec

or iMroaMAri omf
TMC rUKFCSC

/ro
rof«cTio»i »r TMK U7TTKI

File on warrants issued for arrests.

7 . RECOflD SCAICS POMUT(S]

O LXSA1. 6IZS O CCMVTtJt TA^C

BBOUffl BOOK O rtOPPY DISC

0 AUOlO TAPC Q VJDCO TAPS

t . PECCRD SERIES

M ALPHUKTICAL

^•MJMEAICAL

S OROHCCOCICAi.

D CEOCRAmiCAt.

c orrHCR(sncctrr)

VOLUM:

RwBEZJT

^ riLX snA«CR(s]
a KicasriLK R S T L ( S )

C CO»«VTSt TAPC(S)
a cTw»(spcciry]

59. ANNUAL ACCtMUUflCH
^ n u : oftAnex(S]

hUWiW ° CC*«VrCR TAPB(S)

I I t -
FILX is usco

DAILY1< c ieaa.Y 8 MONTHLY

1 2 . rNACTtVE 3!YCAR(»)

I J . CURTCNT LOCATtCH(S] (a_DC.,n.

?n\u<, V^yr . O> ĵv\\M0ictvA^>W^V ^

14. IS RECORD SERIES D(J>11CATXD EtSSTT-EJ f̂
ir TT« . i M e i r r / . incY o» orricx)

I"I * . ACCgS3 RCSTHiCTtONi W r £ » Q NO
( «r "nrs, c m s !_*»(»} • MS«WVATIOM( U)

I f . AUDIT REQUIROCKTS ^

•*»•'
O NOME STATE C rEOCHAl. c IN3C?O<EC<T

17. IS AN INCEX SYSTD4 LSEBT ( ir « • . U 7 U * tM
WIWLT AJCS BMCXIn AKT KAWtARe/ SOrrtAKC)

|(LYES a NO \

i t . RcccM«7<seB fsrrzxTicn n

^
\)

I » . NAME ATO T 1 T1_C Of P«£PAHS3t

<;fe^LiS i?.

2 0 . TELEPHCWE NUMBER U . CA

Q^S SS3- * [REVISED i / » 7 )



lM»Tpi»CT>Cr<3.. .TYPE OR PHIMT A
SCPAKATK FOfM pott EAO1 (CW Oft
REVISED RECORD SCRIES. PQfHMD
WITH RECORDS KBTENTIOH
(DOS • ! • - « }

ocFAHTvestr or CENCRM. SERVI

MANACCKMr DIVISION
7X71 WVTZItLOO ROAD

P.O. BOX * 7 I

MAMYUMB X«7f«

S. IMIT

44

AGENCY RECORDS INVENTUK

FAOE i_-4_

KB UUB AS Al M I T FC«
DCJTIN1T1ON

'lWUWCWg»C« A * CTUL
i MCeOMM KOMHAhLY F I L C S AMD VSKD AS A* UMIT FOH

SKH1CS TtTLS S . CAXLICST TCAK/^ATTSr

i m TO

SERIES irriON (
M lKTkr DCSCJtlBK TVOt

1 « SXR1C3.
TTFSS or iMraiiMAr!«M/t>eeuiM9rrs/ro«

iMCbuoc -not PUXPOSC on roNcriOM or TMK ssrrxt

Summons issued for appearance in court cases. These are NOT
summons for arrests . These are summons for appearances in
court as witness or for criminal charge which does not
require immediate arrest .

i
7. REO3f» SSHICS FOf&UTtS]

^LETTER atac o uiovriuc

O I_C«AI. SIZE O CCMFVTCJt TA9C

a Bocre BOOK O rusppr D ISC

0 AUDIO TAPC Q VtCCO TAR

a cr>«w(sB»KCjrr)

« . FOECORB SERIES S£

^ AUPMWaETICAJL

KMLACRICAI.

S GMWNCCOOICA1.

O CCOCRAA4ICAU

c or>HER(snEcinr}

9. VOUMC

RwfiSSIT

^ riLX DftA*EA(S]
Q HlCPOrUJt BECL(3)
C COMPUTER TAPE(S)

J9. AM4UAL ACCLMJUeriOH

^ r i u : DRA«ex(S]

hUUfcW ° COWUTER TAPC(S]

t I I - PILX IS UBCO

VDAILY C 1CXXLY O MONTHLY

; l > . CURRU<r LOCATIONS} ( ..n.

•^j f«

tS . ACCTSS RSSTRiCTIOKt )>f YES Q NO

l i r T M , CITS LA»(«) • NC«wi_ATtON(s}

fNACTJYt A H ? 3

a kCKTH{S] WYCAB(«J

14. IS KCSfS SERIES OUPtlCATCD ELSCYHCJVT

« r yr* . t M c i r r / .<ner on orrtcc)

! « . AU3IT R£OU1R£>«3<TS

0 NQKB
v«..-

STATT C rEOeWU. ° 1«5C?O<DCNT

17. IS AN INCEX SYSTO* tSEDT ( I F T U , U 7 U k t N

•KIWUT AXS BCtCKiKK AKT KA^OSAJtc/SOFTVAKS)

f YSS O NO

I f . NA>« AND TITLE Of PREPARE* 19. TELEPHONE NTJWSEH 2 1 . DATE

s.-n-'ft
* C«S S J O - * CBEVISCD l / » 7 )



FE3-Q9-159S 11=13 FPOM UMBC COMPTROLLER'S TO 1337 P. 31 45

1 fISJBIJCT »OM^. .TYT»g OR PRINT A
SCPARATK rOfM FOR CAQ1 ME* OK
REVISES ftCCOAQ SCRICS.
WITH RECORDS MCnCNTION

DO* S l t « l }
I WIT*

QCFAXTOeMT or snvu
MANACGWXr DIVISION

7X7i wmmtoo M M
P.O. BOX X7»

MMTTUfC *«7»*

AGENCY RECORDS INVENTOR-

PACK or -U

DCTINlTlON-fOEi its]
WCOROt HOnMUV rtt-KS AMS W««S AS A* UMIT

A9 KKTXKT1CW AHO B1tWl«ITIt» >«»«>««

4 . SCmCS TITLK

, - ^ -ClrCCH. V © CAio^A .̂J^LlL

S. KAHLIOT TCAJt/LATCST T I M

i m TO .Vr^>\V

I ». CCOFD SERIES mtoN { • a t ,T OCSCHtaS TMS
IM ?HC SER1CS.

T T W » or iwrowATiow/DoexiiTiiTi/rc

tMcvuec T>« ruivosc on ra*cri«M or TMK SCTTTXI

Record of notifications.or summons for police officers to appear in
court. The office of record is the court, however, for the first
six months it is essential that the log be retained in the public
safety office.

^ t ) \ X ; V

4
7 . RSOSftD SCAICS FQRMAT(S)

j^LXTTER atZE ° MICROTIU*

a ucsAt. sizs o ccwvra TA«

O BOCKS BOOK O FLOPPY DISC

O AUDIO TAPE Q VIOCO TAPC

O CT*«R(a5>KCjrY)

tlES 8£

V ALfHAaKTlCAL

O CHRCNOCOeiCAL

O CCOC3*APHICAJ.

c orrH»(spccinr}

9 . VDtUMC

Bwissw

^ rtUX ORAVCft(S]

Q C O P J m TAPC[S]

a OTWS(SPCC; rr i

! « . AffAJAL ACCLMUJtriCH
)^ r i u : oRA«ex(S]

\ a Hicporiu4 RESI.(S;

KCBWr ° ceMvn« TAPC(S)

I I t . nut is uses
DAILY1> C 1CQO.Y Q MONTHLY

; IS . CUfStKKT LOCAT1ON{S] (a_SC. .FLOOR.

l » . ACCESS RKSTRiCtlONi^ W

i i r r «s , C I T S t_*»(») * MsauuT)OK{>]

tNACTIVB

Q kCNTM(S]

EH 6 months
reAR(«j

14. IS ICCSfO SERIES OUPV1CATXD ELSCD-EiVf
>>tr YB« . f M e i r r A « X C Y bit orrtcr)

I f . AUDIT RCQUIROCKTS
^

v<-»-
STATT c reoeHAL o l̂ Q̂ E?c<C€̂ T

17. IS AN INCEX Sr5TO« LSEDT ( |p Y M . U T U I N
• r iWLT AXS Bttexin ANT KAMOSAKC/SOFTVAMC )

I ft . RCCOMMETOCB

f YES

iSv-

i » . K A > « At>o T t T U C or pftei»A«ej» ZO. TEL£F«*<£ Nt*C3EH I ! . CATC

a.-n-%
* O<tS 5 S 0 - 4 IBEVJSCS l / » 7 )



46

ltt*TptjCT )Cti^_. .TTPC OR PKINT A
SEPARATE roft worn EACH ( « • OH
REVISED RECORD SCRIES.
WITH RECORDS RCTENTION

QCTAMTVCMT CT QCMCRML 8BWI
RECORDS MANAGEMENT DIVISION

7X71 VATEXLOO ROAD
P . O . BOX STB

MAftYUtfO X«7I4 *A« J--4-
AGENCY RECORDS INVENTOR

DEFINITION

4 . flKRJE* TITLE \ S. SAMMEST TEAK/LATEST YEA*

im TO V ^ w
i • . CCORO SERIES irriQN ( ,T o«sattas TMS

1M -R« SCRiCS.
or titrQiiMATt«M/oeeui«>rr»/re*

iMCbuec TMt ruivosc on nstcriOM or TMK ssrtst

^b^Vu^V Ob^i^l ^ o o r ^
Operators' report on calls to dispatcher and

police officer calls to dispatcher. These are records

of calls on anything from abandoned cars to alarms going

off to requests for police back-up.

7 . RECOttD SERIES rOAlAT(S]

O LXftAi. S IZE O COMVTCJt TAVC

n BOCNS BOOK o rwppr BISK

O AUOJO TAPE Q VtQCO TAPE

Q CTHER(S»KCirY)

« . RECORD SCRIES 8E

K Al-PHAaKTlCAU

HMJMCRICAJ.

S OACNOL06ICAU

O CCOCRA^ilCAt.

c orrvER(SPsetrr}

9 . VOCLMC

BwisSIT

^ r iLX SAAVCR(S]
• MJCnOriLH RCTL(S)
C CCMFVTEX TAPC(S)
Q CTVC*(SPECIFY]

t 9 . AMAiAL ACCLMJUkTICN
riLX DRA*ex(S}

CCBSTT
a Micaariu* REXL(S;
o ce*«vna TAPt(s)

! f t . rit-x is usco
DAILY C 1EQO.Y O MCNTHlY

; I ) . OJRRCKT LOCATtCN(S) { . ,FL<

l » . ACCESS RESTRlCtlCNi ' ^YXS ° MO
t i r m , CITS !_**(») * MS«WJkTlOH(s]

tZ- r̂ UC KCOMSS INACTIVE ATTTR

14. IS AECOfO SERIES DUt t CATCO ZXSCWEiVT
ir YB«. «»«cirT /.axcT 6» orriec)

^ V\s-

| « . AVJCIT RE9U1 " ^

a NQTC
v«-.'-

STATE C reOCRAI. O IN3EPOCCNT

17. IS AN INEEX SYSTEM USEOT ( ||r T«».fcxxt_*lw
•nc^uT AXS octcxiwe AXT KA>»O»AKC/ ferrtAMt)

I t . RSCCM«3<DEB RCTENTJCrt

ft. YES
Is

a NO ^ A u i ^
^ • k -tS^A.

jd j

J » . KA>C AND T I TUC Of P9£PAJ3£Jt Z O . TELEPWCWE NUMBER Z t . DATE

3--n-^
* D^S SJO-4 (REVISES r / » 7 )
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JlliJEkfiXiStli*-rrps on tminr A
SCJ»ARATK rOW« FOR CACM (CW OK
REVISED RECORD SSRJCS.
WtTH RECORDS RCTCNTICM
(DOS tSt-1}

I ftiM

4
Î. OCf,DCF-AKn«34T/AGSNCT i 1

•AKTVDfT o r CCNCRAL SERVIcs
MANACOSMT DIVISION

7X7B WATERLOO ROAD
P . O . BOX S7S

MARYLAJW xtrt«

I . DIVISIONIVISIQN I

AGENCY RECORDS INVENTUK

*A«K J--4-
S. LMJT

_ W cir-ĥ -w
DCriNlTlON-RKi IM-I PILJES AMO USK8 AS A1 UH r T

TCW AMP i U W t l T l t t i ^ T » > < > ^ «

4 . RECORD 9KR1CS TITUS ' ' \

\ \ d xnw c.e, V-' W& -aNA. 4\^ c ^\*&ti-\k_WTCTITCi\Ni*Hir<,v

I . KAflLlcrr TCAX/LATKST TEAM

i m TO V ^ A W

». RCCOf«3 SCRIES 1PTION ( >T DCSOtlkS TM«
I S 1HC IXRiCS.

or* mrnmiiiTtriiij'nnriiiMii r i ; >
!M«1.UOC TMC ̂ VW»CSC OH nwcTIOK 0* TMK SSTTtKI

O i t J ^J?J^V *\i ̂ <swrd\ ^»il S^ue, W ^ -
Forms-filled out whencars are stopped and the police officer decides it needs to
be searched. Before it can be searched, the owner/driver of the automobile must
"fill out the form.

4 7 . RECORD SSHIES rORMAT(S]

)^UETTE3t S iaC O MtCROTtUM

o LJCQAI. size a cc*ffvrai TATC

a BOCNS BOOK a noppr BISC

0 AUOtO TAPC Q VtOCO TAPS

Q cr>«R(apscirY)

«. nccofB ssRies se

^•M^CRICAl.

c artcnouocicAL.

Q CCOCRAmiCAL

c crrHEit(s}*ccirr}

». VOLU»C

RwfiSSIT

M FtUX D«AWC«t»J
• MICBOriLM RCZL(S)
O CQMVTEX TAPC[S)
a ©Twa(s»£ctrr]

19. AMAJAL ACCtMJUkTICN
\ riLs DRA«CX(S]

\ O Hic»oriuM RCSI.[S;
UlAtin ° cowvnw TAi»e(s)

I 11. r<LX. is usco

DAILY•?. C 1CBO.Y a *ctm%.r

; l > . CURRS^O" LOCATtON(S) I . ,n.<

?nU», y*iMr. ^ ^ fiS^ioe^

;COMBS fNACTIvC AfTTR 20 years
a >CNTH{»J R{YCAK(«)

14. IS IKCSRO SERIES DUPIICATC9 EVSE1fVKi«t
yir TB«, i K e i r r /.uxcr 6» «rr«cr)itYXS O NO Efr-gk WV̂ ftJMf ^ H ^ ^ v i 5kft^1-IS. ACCTSS RESTRICTION* ft TKS Q NO

| i r m , C I T S LJI»(») ft MK«WATIOM(S)

! « . AUDIT RE9U1ROCKTS ^

•*»*•
STATZ C rCOCKAJ. C lN3Cr>O<CC>T

17. IS AN INCEX STTSTO* USEOT { |F YK«. U 7 U ) tM
• R i » u t A X D ocfCHiMt Airr KAHOVAKC/sorrvAMC)

4.YSS O NO \

^•v^W:R:<A. <0

1». ICECCM«2<qcS RETEXTIOti
File with investigative, report. Open
file to be kept until, suspended, qr closed.
Suspended fjile kept: for, 5'yearsv then
to'Aarchives for 20 years, then destroyed.
Closed report retained for five years
after final adjudication, then forwarded to
'archives for 20 years, tnen desT^oyed.

I » . HA>E AND T I TUE Of Pft£I»A«ejl JO. TZLEPHCWE M-WSEH Z f . DATE

a.-n-^
CXJS S S 3 - 4 tFEVlSCD Z / » 7 ) -*um0£



lH*p*x : T 1 < :*<3. ' -TYPE OR PRIKT A
SEPARATE FORM f OK EAQ1 MC« Oft
REVISED RECORD SERIES. ratlMO
WITH RECORDS RETENTION
(DOS S f t - t )

t . DCFAfmCETTr/ASSNCT

rr or CXHCRM. SBWICS
MMiACOOOfr OlVIStOK

7X71 YATTRLOO RMS
I».O. BOX ITS

MAftfUMC) X«7t«

X. DIVISION I

48

AGENCY RECORDS INVENTS

-L---U
«. LH1T ; fu. t

DCTIN1T1ON- IttlA « « « > • MOfWAkkY r tura AMS uses AS A' UMIT ro«
A» •grprriow AMP on»atiTi«»t ^t^^aw*

4. RECORD 0KK1U TITUC ' \ S. KAM.1CST TCAJt/U^TTST ̂ CM
) m TO fr%<

». HEO3RD SERIES irriOM ( WIIKPI.T DCSCKIBS TXS
• t a SKR1CS.

or iwronMATiqw/ooetifirri/i
I M C U M T>« FVXrCSC O» rOMCTIOM OT TMK SSTTTCt

Record of number of book of tickets
transmitted to Motor Vehicle Administration,
which is the office of record, and which contains
the name of the officer who used the book and his/her badge number-;

7 . RECOfiC SCR1CS rQRMAT[«]

j ^ t X T T E R S IZE O MtOVTlUt

O LX«A1_ SIZE O CChWTCJI TATC

O BOCMS BOOK O rWPPY SISC

Q AUOtO TAPC Q VtDCO TAPS

Q CTHEJt(S>CClFY]

ties se

U AkPHAaETICAL

&NL»C3tICAI.

c oACNOceaicAL

a ccocRAmiou.

c or>«R{s«Kirr}

t . VOUMC

PTwaszir

^ riLX D«A*CR(S]
• MicaartLM R Q X ( S ]
O COCVm TAK(S]
a cTH»(specirrj

19. AMAML. ACCtHUUglOM
\ rit_c cRAncx(S]

\ o Htcnoriut Rsxt(s;
hUiaW ° COWVTER TAPC(S)

. e f!Twfn',<!°rr'rT!
it. riLX is usco

y DAILY C 1CQO.Y Q iONTHtY

l > . CURRCXT LOCATtON(S] I .ruooB.J

rJLC BECObCS rNACTJVE
a kCKTH(S)

rH 3 months

YEAR(«]

14. IS KCSRD SERIES EXJtlCATTD CVSSTf»-EJ«T
>-?r r t». s^ccirr / . tner 6» orricx)

IS . ArCTSS RSSTRiCTtONi I^YSS & NO
( i r m , C I T S L > » ( » ) * i»caw«_fcTio»((s)

I * . AUDIT REOUlROeKTS

STATE C reoeRAl. 0 If«ePG<EO<T

1 7 . I S AN INCEX SYSTEM U5EOT {iw **a. KXJ't-A IM

« I W L T AKS BC(e» i«S AKT KAMOIAf fC /SOmiARS)

ft. YSS a NO \

1 * . KCCCM4E7OCS HETE>fTICr< rx

"^'V^^ A W ^ o mk is office of

record.

«t. KA>C TITUS W PREPARE* 2 0 . TELEPHONE NL*ffiEH Z l . DATS

3>-n-is
D«S 550-4 (REVISED I / » r ]



49

ifl»TBHCT)CM^. -TYPE 0*1 PWIHT A
SEPARATE FORM FOR CACH MO Oft
REVISED RECORD SCRIES.
WITH RECORDS RCTEHTION

i l t - J }

SEHVI
RECORDS MMiACEKMT DIVISION

7Z7I 1
P . O . BOX 171

MARYUWB t«7t4

AGENCY RECORDS INVENTOK

PA« i--4-
». VKIT j f

DEFINITION- eoM»« WOPMOI i,y iriuetj AMS USKO AS A1 UWIT
IQW AMD BtlWITIOll P«»«««

4 . IKS TITUC

£ & -ft.rCOH ^©(LAV.VA&^liL

S . EAM.IEST TEAR/LATEST YXAX

i m TC TV^,XW

». FCCQRB SCRIES 1PTIOK ( •atBn.T B t i e x i u TMS
m SXPiCS.

r m s or nirnwMWTtnw/nnrn^ m i^ >
tM«t.uec r>« ruivcsc on rancTtOM or rum ssrtct

0̂ V^2>'
Record of traffic warnings issued to individuals

4
7 . RECOTO SCRIES rORMAT(S]

^ u r r r r a sizx o Mtcaoriut

o I-XCAU SIZE o ccwvrcjt TAPS

B BOCNQ BOOK B FWPPT D1OC

Q AUDIO TAPE Q VIQCO TAPE

Q CTHER( SPECIFY]

« . RECORD SERIES 86

)i AUPMAaKTtOU.

k.MJMEI*ICAi.

6 OACNOCOCICAU

O CEOGRAPMXCAU

c omHER(spccinr)

» . VOCWMC

Rw&SZIT

^ riLX SAA«ER(S]
a uicnoriLM RETL(SI
O CCMVTER TAPC(S)
a CTW»(SPECI m

t 9 . AM4UAL ACCtMUL>riCN
^ TILX 0RA«EX(S]

\ a Mtcnoriut RESuts;
uuikn ° cewvna TAPKISJ

t I I . PILE IS USCO

DAILY C 1ESCLY a >«NTH.Y

; l > . CUBTOff LOCATIONS] ( ,ru

?n\x^A^^V Aj^jyrLmKrt

j

* * • f^UE BECOMES INACTIVE *^Jp» 3 months
a >CKTH{S) yjYZA3(«I

14. IS RECOfS SERIES DlFllCATED ELSETVCREt
«r re», ( M e i r r /.WXCT b» orrtcx)

^ 1-I S . ACCESS RESTHSCTIOKi I^YES O NO
[ I* TK%, CITS !_*»(*) * H«avt-*TtOM( • )

I t . AUDIT R£gU]R£M9<rS " ^

J.»-
O HOC B STATT C rECCHAI. 0 1M3C?EJSE€>T

17. IS AN INCEX SY5TEX USCDT { IP TM.KX^t-* I M
i t l W L T AXO DCteXISS AKY KAnoVAKC/SOFTVAMC)

f YES a NO

1 ^ • W v .

I t . RECCM«2OG3 HETE>(TIOf<

^

I » . NA>C

*

TIT1_E Of PR£t>ARER ZO. TZUEPWXE NUKSER 2t . CATC

a.-n-^s
OCS SJo - A (REVI t/»r)



IM*7T*X:TICM^. -TYPE OR PRINT A
SEPARATE FORM FOft CAO1 « ¥ Oft
REVISED RECORD SSRiCS. rOfKAMO
WITH RECORDS RETENTIONI WIT*

• I t - I }

A^
•ART»«3fT/A

OCTAKTMCKT OT CCNCRAL SERVI
RECORDS MAKACtMMT O1V!S1«N

7Z7I WmOttOO RWB
P . O . BOBC ITS
•• MAimj»e t«7 t«

r. DIVISION I

50

AGENCY RECORDS INVENTUK

PMC ±--X-
J. LHIT

MB U « B U Al UIIT PDCriNlTl<»-RKCO«D TVS HKCONfi* WQfWAULY FILJU AMD U««9 AS A* UMIT
TCW AMD Ol»»q«1Tie t t WH»O«««

« . CSRB 0 K R 1 U TITUK ' \ %. KAM.1CXT TTAJt/t

i m TO

| • . ICCOfSS SERIES irriON (1M IMC SKRICS.
o^ nirnmmTirm/nnruf II i IJ m

IMCLWDC TMC FV1V«SC OK rOMCTIOM 99TMK ssmzf

^ \ J \ ^ 6 ^ \~&<X .
Log of all items^-turned in for evidence purposes: guns, knives,
clothing, etc.

4
7 . RECORD SERIES PQRMAT(S]

j ^ i x n n i BITX o utcRoriuc
a ucsAi. s ire a caurvrut TAVC

o BOCTC BOOK a rwppr DISK

O AUDIO TAPC Q VtBCO TAPS

ties se
) ^ ALPHABETICAL

P.MJ4ERICAL

S GHtCHOCOeiCAL

O CCOCRAmiCAL

c OTHER (snce i rr}

>. VOLUC

JSufiSSV

JĴ  r iLT 0KAVCR(S]
a MicAortu* Rsn.(s)
c cc»*vnnt TAR(SJ

a cTW«isj»ectrY]

t « . AMAiAU ACOMJUfftCN

KDBTfr ° cc*«vna TAPC(S)
e wvrq(«Brctrr'

I I t . riux. is usco
DAILY C 1CQO.Y O MCKTHkY

; l > . CUFO^KT LOCATtCH(S) I

Vn\^,A^^zm JG>^\,

i t . TfilX BKCOtCS INACTIVE

1 4 . IS RECORD SERIES EXJ»tlCATEO CLSED-CUVT
j»r T««. «»«ci>Tr /.««eT 6» orrier)if! i" v\*

is. WSTRJ53^? Q NO ! • • AUDIT REQU1REVC4TS ^

l i r TW, CITS LA«ts) * NC«W«_fcTtaM(s)
STATE C rESCRM. O l^e«?e^<CC<T

J 7 . IS AN IHOEX SYSTEM USEDT ( i r Y « » . K*^t-»IJ«
• K l l f L Y AXS DCteXtKK AKT KAKOfAKC/ f O m A K f !

JSLYXS a NO

Pt-wv.^ 4 cA

I » . .RKCCfcMSfOEB RETESTJON

« » . KA>C AND T 1 TUC OF PftEPAfiEJt

* D<S3 S J 8 - 4 (REVISED t / « 7 )

J O . TZLCPVCME NUWSCR

. H^-sm Clio
2 J . CATC

^-n-^S



I W1T»

lU3JEkSXlStH*'TTPC OR PHtNT A
SEPARATE FOf* POM CAQ1 MCV Oft
REVISED RECORD SCJtlES.
WITH RECORDS MCrOfTIOM
(DOS S l t - 1 }

I . DCF.

ION-RECORD « * I M 1 A • w o "

51
DCFARTftCCT Or «Q«RAL SCRVt

MAKACOOMr DIVISION
7171 VATZftLOQ R « a

P.O. BOX I7S
MAftYUtftt XC7I4

I . OiV

It
VISION I

AGENCY RECORDS INVENTOR

PAOC J_-_U
». LH1T

MB u l n AS * ' LMI T POMOCriN(TlON-F feKCOKOC MOIWAU.Y rtLJCS AMS US«9 AS A» UHIT FOB
A» wgrptTTqw AMP p u K i t i r i f ^r^^po*

« .

w •̂Ki\Ni-Hir<.

TtTLC

i© CAViV^i!jVvj^vAk

I . KAM.1 TCA*/UATZST YCM

i m TO V^AW

#. WCOWD SCR1KS imcN {WHKFI.T DCmatlB* TM» TTP«* OT
I X

UtrOWATIOW/DOCVUWIITl/Feil

IMCI.UOC TMB f V W O R OM ra«CTIOM 9T TMK SC1>TSf

WC/i "Vor*.̂ ,u
University Crime Report (UCR; forms to access information on

criminals during investigations are kept in the public safety

office for at least one year for the efficient use of these files.

The office of record is the Maryland State Police.

7. RECOTO SCRSCS rORMAT(S)

j^Lrrrn stzc Q MICROFILM

O LXCA1. S12X O COHPVTXJt TAJ*

Q BOU<O BOOK a ruappr D ISC

O AUOIO TAPC Q VtDCO TATC

a CTM«(SPSC1FY)

1CS J

ti AUPHMETICA1.

KMjkCRlCU.

B CMtCNOLOClCAW

Q CEOCSWHICAL

C OTHER(SI»CCtrr}

». VOLUME

KvBSW

^ riUC BRA«ER(S]
a HICAOrtLM RCB.(S)
a COWVTER TAK(ff]
a cTW«(s«ct rr]

19. AM4UAL ACCLMJUkTlCH

\ r i L s oRAnex(S]

Kodwr ° ccMvna TAPC(S)
. C irrveq;«!aprTrr'1 I t . r iLX IS UBCO

DAILY C TEOO.Y O MOHTHkY

, t > . CURRSWT LOCATtCH(S) { . ,FX.i

?n\x^A^.\,^JDvk^J ^ j S A ^

t » . ACCSSS raCSTRiCTICNi )^YX» O NO
( i r m , C I T S L > » { « ) • Msawv^TiOK(s)

INACTfVC 1 year
YCAR(»J

14. 1ft KCCnD SERIES O*J>LlCATC0 EUSCVhĈ KT
•fir r t « , t M c i r r / . U N C Y b» orricx)

| « . AUDIT REQUinaCKTS ^

O HONK
v<-»-

STATS C rESCHAl. 0 I MD€3>O<E€:rT

17. IS AN INEEC SY5TO< USED? ( | fr yx.% . U 7 b * in
*r.tzr\-r AXS octexixs AKT KAWO»AXC/sorr*A«* )

1ft.

NP^.YES

;CM4N3eS RET^rrtON

^ ;<A. 1
I t. NA*« AND T I TT_E Of PR£J»Aft63* 2 9 . TEUEPUCKE NU*ffiCH I t . CATC

3.-V1-TS'
O<JS SSO-4 [BEVtSCS Z / « 7 )



THE UMCP POLICE DEPARTMENT IS NOT THE OFFICE OF RECORD FOR THESE

FILES; HOWEVER, THEY ARE KEPT IN ANY1 WELL-RUN: PUBLIC SAFETY' OFFICE

AS A. MATTER OF EFFICIENT FILE KEEPING. AS THE INSTITUTION IS NOT

THE OFFICE OF' RECORD THEY' ARE NOTED IN THIS DOCUMENT FOR INFORMATION

PURPOSES; ONLY1.



INSTRUCTION^ »TYPC OR PRINT A
SCPARATK FORM FOff CAO1 M » Oft
REVISED RECORD SCRIES. rORBMC
WITH RECORDS RCVQfTION
(DOS » • • • ! }

i *i in

t . DCfyOCfARTME3fT/A«CNCT i t

SPECIAL FILE SERIES ~
DCPARTMOfT Or CSMCRA1. SERVICES

RECORDS MANAGEMENT DIVISION
7X71 WATERLOO ROAD

P . O . BOX 1 7 1
MARYUAND I « 7 t 4

t . DIVISION(VISION • I

AGENCY RECORDS INVENTUKY

*A« j_~4_
1 . IMIT

HO V*«O AS A< UMIT POMDCriNlTION-RCCCAD SCKICS A —CWO O r NKVJkTK
RvrcMCwex AS n u .

O MCeOMM MO
A* KVTSMT1ON

Y 7It-CD AMD V*«9 AS A1 UMIT

« . RD SCRJ.CS TlTUt

DKSCJt

,SCAV>W)^V

S . KAM.1CST TEA*/

lXBL-Toir
» . RECORD SERIES iPTIOH {mmiKwur DSSCXIBK TMB

1M i t C SCRICS.

o r iwrgwtATiow/Docvi—niT»/row—
IMCLUOC T>« ruivosc en roMcriOM or i <• ur txf

W
MPTG IS MARYLAND POLICE TRAINING COMMISSION

•

7 . RECORD SCRIES FORMAT(S)

) ^ LMTTOt BISK O MICROTIU*

O LXCAi. SIZE O O W V T M TAME

O BOCND BOOK O rLOPPY OISK

O AUDIO TAPE Q VttCO TAPC

Q CT>«R(SPECirY)

• . RECORD SERIES SC«JO«CX

M ALPHAHETICAJL

9.MJMC»ICAi.

O CHRCNOCOCICAL

Q CEOGRAmiCAl.

n oTHER{sp«cirr}

» . VOLVJMC

RCBSB1T

^ FILX DflA«EA(S]
a MICROFILM RETL(S)
• CC*ff>UTEX TAPC(S)
a CTWft(SPECIFY]

1 9 . AMAiAL ACdMULATION

^ r i L K DRA«EX(S]
\ 0 wcaoruM REEMS)

CTBKW ° COWVTER T A « ( S )

t I t . PILE IS USCO

DAILY* C VEEXLY Q MCWTTHtY

t t . INACTJVE
Q >O<TH{») 7-Y£^R(»]

I ) . CURIKKT LOCAT!CN(SJ ( B U M . ,FLOOR

-RiCTlON» KYKS \l

1 4 . I S RECOTS SERIES OUPLICATCD ELSCVWRET
t\w rc*. tMcirr /.««xcy OK errtcv)

* "

l » . ACCESS HSSTRlC^lONi 1 K Y K S \O MO

( I F YKS, C I T I LJk»(») * mKawUATlOM(s)
1 « . AUDIT REQU1REMCTS ^

a NONE
v*,--

STATE O rCOCHAL ° I HD€POOan

1 7 . IS AN INDEX SYSTEM USED? ( i r Tx« , u 7 u J»
•RICFLY AXO D C t e x l W AKT KAMO*AKC/SOFTVAMC)

I YES NP

%
s-W^

1*. RECCMeroCB RETENTION

PUBLIC SAFETY IS NOT THE OFFICE OF RECORD
BUT IS-;REQUIRED. TO KEEP THESE FILES ON
AN ONGOING BASIS AS THEY ARE UPDATED
AND REVISED. OUTDATED MATERIAL IS
DESTROYED.

I » . NAJ* AND T J TUC Of PREPARE*

^

2 0 . TELCPHC1SE NLMBCR Z l . DATE

Qo-n^s
O«S S 5 5 - 4 [REVJSCO t / » 7 )

' G T H L P.81



1M>TPOCT»CH^« .TYPE OR PRINT A

SEPARATE rORM r«9ft EACH M » OK

REVISED RECORD SCRIES. FOfKAHD

WITH RECORDS RETCNTION

(CX» Slt-1}

i . DCP,

^ M

•ARTkttafT/ACSNCT i v

••-'• • SPECIAL F ILE SERIES

DCTAR-ncTcr or CCNCRAL SERVI

RECORDS MANACEKMT DIVISION
7Z7I WATERLOO ROAD

F.O. BOX art
MARYLAND X«7««

1. DIVISION j

5>
AGENCY RECORDS INVENTORY

PASS j_~4_
S. IM1T

DCrtNITICM-nKCORO SOttCS A — OS* or
^ v^ ^

TKO MSeOROC WfiWHOI I I r iUCS AMD USSO AS A< UMIT FOM
A» urmrriqw AMP piiw»iiTi«« >^»?nt - ^_

4 . fCKCSRO fBUllCS TITLX

W^^.rC\> YtL&g>\^U Q-tvA VQC^VA,«V-a
I . KAM.1CST TtMt/^ATTST

i m TO '

«. nCCOf« SCRIES 1PTICH (MIKPUT DCSCJtIBK TMB
IM Tt« CR1CS.

TTFSS or nirnwMWTTrwt/nnrn îm •; pown
xwcmec -nox rvivosc on nwcnOM or TKK UFTBI

MPT.C i s MARYLAND POtIC TRAINING COMMISSION

7 . RECORD SCHJCS rORMAT(S]

^ L X T T E R B17X ° MICROriUI

O LXCAi. SIZE O CCMFVTUt T A K

O BOCHD BOOK O rLOPPT DISK

Q AUDIO TAPC Q VtQCO TAPC

Q CT>ER(g>SC!FY)

PCCORS SCRIES 8C

M ALPHABETICAL

KNL»CRICAL

Q GHFtCNOCOajCAL

O GEOGRAPHICAL

n oTHER{spcctrr}

9 . VOCUMC

RSSES1T

^ r i L X OAA«ER(S]
• MICROriLM HCEM3)
o cowvrex TAPC[S)
• cTHC*(s>ccirY]

19. AMAiAL

RUBRT

H
JrfULATION

riLx cRA«ex(S]
0 HienriU4 raxMs)
O COWVTEH TAPEIS)
C iyrvpq'«!PggTrT.!

! I t . FILX IS USCD

DAILY C 1EEKLY O MONTHLY

I I . CUFIRENT LOCATlONl*) (ajDC. ,FLOOR.

l» . ACC£SS RESTRICTION* tKrKM > O NO
( tr mt«, C I T S I_A»(*) * M«avt-ATio*«(s)

CC*CS tNACTIVC
a >£NTH{S]

14. I S RECORD SERIES DUPLICATES ELSCTVCRCf
t j r vr«, «^ccirr /.««cr o* ornc»J

> VK» O HO ̂ ^ ^ ^ ^ ^ ^ . , ^ ; ^

M . AUDIT REQUIROCKTS ^ t
STATS 0 rEDCRAL O 1 ̂ â CPE7<D€NT

17. is AN INDEX snrerra USEDT { ^ *M.CXFI_»IW
• RIWLT AKt3 B U e x l K ANT KAHOIAKC/»OrT»A»

f Y E S Nf

i» . ncccM«7oes RETENTION

PUBLIC SAFETY IS NOT THE OFFICE OF RECORD
BUT IS REQUIRED TCI KEEP THESE FILES ON
AN ONGOING BASIS SS THEY ARE UPDATED
AND REVISED. OUTDATED MATERIAL IS
DESTROYED.

I •. NA>C AND T ITUE Of Pft£i»AREJ* 20. TELEPHONE NLKBER II. DATE

%~\>*^

O«S 5 J 9 - 4 (REVISED t / « 7 )

T:-.--. e LT;-1



SPECIAL FILE SERIES

JliSJEkfiliStfi,' 'TYPE OR PRINT A
SEPARATE rORM FOR EACH « W Off
REVISED RECORD SCRIES. FORVARO

I WITH RECORDS RETENTION
DOS • • • - ! )

^1 t r>

A^
•AITO«fT/A

j _ -^WJ
* IA « M

DEPARTMENT Or CENEHAL SERV1

HANACOSEKT DIVISION

7Z7I VATERLOO H M O

r>.O. BOX 171

'. MARYLAND H7I4

1. DIVISION j

5"^

AGENCY RECORDS INVENTORY

FAOE J_c-j_

MS UMB AM A» UNIT rO«DcriNiTtCM-mccofs semes or « » « t WOfWA4XY riLXS AMD U««D AS A< UK IT
AS wnpfrum AMP 9HX>« ITH» . >««»«>«»

« . IKS TITL*

w ri^Ni-^irCv

^

» . CAJB.IOT TCAJt/LATTST TEAK

# . CCOfO SCRIES ITTIOH { SAIKTUT D4KSCXIBK TH*
1M 1»« SXPICS.

O r IMrOKMATl9M/DOCUtKMTS/Fe
I N C U M TMB ruitrosc on roncTiOM or TMK SSKtXI

V ^ r V ^ ^sVc ^ î \

o

7 . RECOflO SCRIES rORMAT(S]

)^IJKTTZ3t 8 I Z E ° M1CROTIUM

O LXOAU SIZE C CCKFVTEX TA^C

0 BOCND BOOK O rUJPPY DISK

O AiJOtO TAPE Q VtQCd TAPS

Q OT>CR(S>CCirY)

« . RECORB SERIES

kw*«RICAl.

C CMRCNOCOCICAU

Q OEOCRAJ^llCAi.

o oTH£R(spcetnr}

VOLUMC

RwSESIT

W rtLs BftA«eft(s)
a MICROFILM RIXMS)
Q CCMPVTCX TAKIS)
C3 oT>c»(spcetrr]

19. AMAJAL ACCUMULATION
^ r t t _ c DRA«eit(S]

\ 0 HICPOriLM RVS1.(S}
KDOTT ° ce*ffvrcR T A « I S )

! t i . Pi US IS USCO

9 OAJLY C 1EEM.Y 0 MONTHLY

I t . FJLX

&

[COtCS fNACTtVE
Q MNTH(S) TTYEAR(»]

; t > . C3JRRSKT LOCATICN(S) ( . .rUOOB.l

(. ACCESS RESTRICTIONS' K YES » O NO

O ? J

!4. IS RECORD SCRIES DUPLICATES rLSEVhERSt

nw res, srcctrr AUNCT OR orrtcc)

* "

I * . ACCESS RESTRiCfION*' tfi
( I F TVS, CITS L>»(») * M«awLATIOM(s)

1«. AUO1T REQUIREMCXTS ^

O NONE
,>,••

STATE O rEOCRAL C t NDCPttLBfT

17. IS AN INSCX SY3TEM USEDT ( i r T » , U 7 U * ! N
• KSCTLY AKS BCVCRtUC AXT KAXDIAItC/ SOrTVAKB)

NP6YES a

It. RSCCM«7<DEP RETEXTJCN

PUBLIC SAFETY IS NOT THE OFFICE OF RECORD
BUT IS REQUIRED TO KEEP THESE FILES ON AN
ONGOING BASES AS THEY ARE UPDATED AND
REVISED., OUTDATED MATERIAL IS DESTROYED.

It. NA*« AND TITLE OF PREPAfiER

* CHSS SSO-* [REVISED t/«7)

20. TEUEPHCKE NUKSER 2 1 . DATE

a-n-HS

LT; •'



HiiJTtUCT lCt^« .TYPC OR PRINT A
SEPARATE ror* worn EACH war OR
REVISED RECORD SCRIES. fORIARO
WITH RECORDS RCTOfTIQN
(DOS •!••«)

I WITH

n i . ct . DCT,DCTART»«WT/ACKNCT \ \

TA «M

SPECIAL FILE-SERIES

DEPARTMENT o r CQKRM. SERVI
RECORDS MANACSMMT O1VIS1CN

7X71 VATXXLOO ROAD
P . O . BOX * 7 »

MARYUAND 1 « 7 I 4

I . DIVISION I

AGENCY RECORDS INVENTOR

PAGE j_=»4-
». CHIT

_W ftrjp• ^
DETMtT ION-RECORD SCItISS UtCOMftC MOIWAl^Y r iLXS AMS VSVD AS A1 UMIT

A» wyromqw AMP onwniTKm >«»i»«*

« . Tin*

\\T5Vn.r<uVl Vtkcgi^Wjl -ftfcA.^\f)c^v^4\
S. KAM.1CST TEAJt/t^ATCST

i m TO

•. CCOflD SERIES imoN ( WIIKin.r MtSCJttBK THB TYFCS OT
IM TW SXR1CS.

mrnwiiUTT m/nnrHIM n i wj mwn FOUNS

IMCLUOC TMK n w « i c on roMCTtOM e^ rum u m n

U«<j^. S o - ^ r 0 \ <^j Vv^oJ^l', .

•

7 . RECORD SCK1CS rORMAT(SJ

^LXTTER 8 t Z S ° MtCXCTIUt

O LJCQAl. SIZE O COMFVTCJt TAK

O BOCND BOOK O FLOPFr DISK

O AUOtO TAPC Q VtQCO TAPC

Q cncR(wicinr)

t . RECORD SCRIES

V Al^HAHETlCAl.

^•MJbCRICAi.

C CMtCNOCOeiCAL

O CEOCRAmiCAU

a oTHER(SPccirr)

> . VOLUME

RWMSST

^ r t u e D«AWER(«J
• MICAOriLM RCEL(S]
a CCtffVTEX TAI>C(S)

a oT>c»(spcctry)

19. ATtftML ACCUMUUATICN
^ riUC DRA*EX(S]

V 0 HlCP0rtU4 RESL(S)
hUUkn ° COMPUTER TAPC(S)

i tl.riLX. IS U8CO

DAILY
LA

0 1EEKLY Q MCNTHLY

; II. CURRENT LOCATICHIS) (HLCC. ,FX.OOB.ACOH)

. ACCESS RESTHiCTION* W YC» ' O NO

i GO.

l » . ACCESS RKSTHICtlom' )^1
( IW TKS( CITS UA»(s) * M*aviAT!OM{s)

t 4 ' Fjllj: BECOMES INACTIVE AFTER
a JO<TH{»J >5JYCAR(«J

1 4 . IS RECORD SERIES DUPLICATES ELSTVMSRCT
•fir YT«, «^«cirY /.«ofcr on orrtcx)

* • w5.

I * . AUDIT REQUIROCMTS ^

a Nets
v*»-

STATT O rCOCHAL O INSCPOCCNT

1 7 . I S AN INDDC SYSTEM US£8T ( I F t x l . K X ^ I - A tM

•ttXCTLY AXD OCfCRlmx AXT KAKDVAKC/SOrTVAMB)

4 YES a up

I*. RECCM«7OeB RETENTION
PUBLIC SAFETY IS NOT THE OFFICE OF RECORD
BUT IS REQUIRED TO KEEP THESE FILES ON AN
ONGOING BASIS AS THEY ARE UPDATED AND
REVISED. -OUTBATED MATERIAL IS DESTROYED.

I » . NA>C AND T I TUG <W PREPARE*

V\MJJ**A ft
JO. TELEPHONE NLKBER Zt. DATS

a.-n-\«>
O«S 3J3-* (REVISED l/«7)



Ijopft*^'**^ 'TYPE OR PRINT A
SEPARATE rORM FOR EACH M » OK
REVISED RECORD SCRIES. FORVAMO
WITH RECORDS RCTOflTION
(DOS »!••!)
• IT*

^ ^ 1 • ^t . DCf,DCFAimCQfT/ACSNCY l \

'ft«pe«B*

SPECIAL FILE SERIES

DCTARTVOfT o r CQ*CRAL 8ERV1
RECORDS MANACEKMT DIVISION

7*71 WATERLOO ROAB
P . O . BOX 171

MARYLAND X«7t«

1 . DIVISION I

AGENCY RECORDS INVENTOR

PA«C J_«r4_
1. IM1T

MS u t n AS J I « I T reDCTINITION-RSCORC 8CHICS o r HKS^ATKO R K M R M nrww<»i i i r t u c o AMS VSKO AS A* UMIT ro»
A» WrrPTiqW AMP OHXtttYltw ^tr«»y1C> ^_

4 .

w -tOxNi-Hir .̂

TtTUt

S &<Lti***&£^V^U'.AJs.
S. KAM.ICST -TCAJt/LATTST TCAK

im TO y ^ w
| • . RECORD SSRIES 1ITIQN ( mmimwvr D C S C X I B S T > « TYPSS o r tMrQKMATiOM/ooe

IM CHICS.
/ '

INCUUOC TMK r w o n on n»criON or TMK SS>TTKI

o

7 . RECORD SCRIES FORMAT(S]

^UKTTCR S t Z S O MlGROriUI

O LJESAt. SIZE O CCMFVTO TAK

D.BOUC BOOK C FLOPPY DISC

a AUOJO TAPE Q vtoce TAPE

O CTMER(S»EClinf)

t. RECORD SERIES

ff AUPHUETICAL

^•MJM»1CA1.

0 ORONOCOGICAU

Q GEOGRAPHICAL

c onrvER(snccirr)

» . VCLUMt

RwSlSir

)^ FltT DRA«CA(S]
0 MICROFILM RETL(S]
a ccMvrat TAPC(S)
a cTHE«(sj»Ectrr]

19 . ANNUAL ACCUMULATION

\ F I L X DRA«EX(S}

\ 0 MICAOriLM RESL(S)
Ronrr ° COW»UTE» T A « I S ]

C irngfjarrtrr'
t I t . FILE. IS UBCD

DAILY1> C 1EEKLY O MONTHLY

; I ) . CURSCKT LOCATtCN(«) ( . (FLOQR,

l » . ACCESS RKSTHICTIGNI K Y E S ' O NO

iQtj

( IF YX», C1TI »Jk*U) * M«awUATIOM{s)

1 t « F^LE HKCO*€S ^̂ <ACTtVE * ' ^ ? H

14 . IS RECORD SCRIES DUPLICATED ELSTWEKEr
fir res, t M c i r r / . « W C Y OR o r r i c r )

* •
"^ ^

t « . AUDIT REQUIREMENTS

O NOME * STATE 0 rEDEHAL O t̂ «5CPO<DE^T

17. IS AM INDEX SYSTO4 USED I ( I F V*» .*x*l-*!M
• RIBFLT AXD BCXCXImK AKT KAHOlAKC/ « « m A M t )

R.YES
I'

It, RECCM«7<DED RETEOTiON

PUBLIC SAFETY IS NOT THE OFFICE OF RECORD

BUT IS REQUIRED TO KEEP THESE FILES ON

AN ONGOING BASIS' AS THEY ARE UPDATED AND

REVISED. OUTDATED MATERIAL IS DESTROYED.

rewv.

I t . NA>« AND T I TLC Of PREPARE* JO. TELEPHONE NLttBER Zl . DATE

k,-n-<s>
D^S 3 5 3 * [REVISES t / » 7 )



iliSJEkfiliStia.* 'TYPE OR PRINT A
SEPARATE FORM FOK EACH MCV O*
REVISED RECORD SCRIES. FOftlAftO
WITH RECORDS RCTCNTIO*

SPECIAL -.FILE. SERIES *

DCTAKTVCXT or COCRAI. SEHVI

MANAGEMENT DIVISION
7X71 WATERLOO ROAB

P.O. BOX 171
\ MMIYUW X«7t4

X. DIVISION I

5 ^

AGENCY RECORDS INVENTORY

PA«E J--4-
S. IM1T

NS utia A> AI tMiT peaDEFINITION-RECORD SCJtICS
»«K

Of M k » n S MCCORAS W1MHI | |" riUCS AMS V*K9 AS A< UMtT FCH
A< mWTlCW AMD BIlWHITIf l l . mr»»p«^t ^ _

« . ICDRD SKJIIKB TITLX ' ' \

\ \ •̂KixNi^irCvSt
»VVMSRA<

* . KAM.ICXr TEAK/LATEST TEAR

i m TO V^.TL\V

• . RECORD SSR1ES 1PTIQH / 1 M I I C F V T Mtsexia* TK» TYFSS o r iMFORMAriOM/DoeuMDrrv/FOM** m m
I M 1HK SKR1CS. IMCLUOC T>« PUKPOSC OH rQMCTIOM OT TMK U*TEf

^-^S- or S^^o^^ r ( \ i ^ ~v^W^

7 . RECORC SCRICS FORMAT[S]

)^UCTTZ2t 81ZK O MIOWTIUH

O LJCCAL SIZE O CCMFVTUt TA9C

a HOCND BOOK O rLOPPY DISK

O AUDIO TAPE Q VtOCO TAPE

Q OTMCR(S3»KCJrY]

• .RECORD SCRIES £

V AU*WkaETJCAU

9>MJM3tICAL

C CHRON0COCICA1.

O OEOGRAPHICAU

a crrvER(spccirY)

». VOLUME

RWBEEIT

) ^ r i L S DfU«CA(S]
a MICROFILM RCCt.(S]
• COMVTEX TAf>E{S)
O CTME»(SJ>CCtrYJ

19. AMAML ACCtMJLXTlOM

^ r t u c cRA«ex(S]
\ O MlCAOriUM RESU(B}

KDrtnnr ° ccwvna TAPSISJ

! t i . r iLX is USCD

DAILY
L A

C 1EQO.Y 8 MONTHLY

; I ) . CURRENT LOCATtCN(S) {BLOC. .FLOOR. ttDOM)

¥ V

FJLE COMES INACTIVE AFTER
a MONTH(*J \^YCARl»J

t
14. IS RECORD SCRIES DUPLICATED ELSCnCREf

fir res. t r c e i r r / . * W C Y OI» orr icr )

CSTRICT11 * . ACCESS RESTRICTION*' )^YES » O NO
I IF Y*S, C l T l LJk«r(»J ft MCaviATlOw(s)

M . AUDIT REOJIROOrrS ^

v*.»-
STATE 0 rEOCHAL O 1N3GP£MDC<T

17. IS AN INDEX SYSTEM USED? ( i r r c i . c x r u i l N
• RICFLT AK8 OCtexImS AKT KA»O>AKC/SOFTVARS)

fYES NO

It. RECCM«7<DED RETOiTtON
PUBLIC SAFETY IS NOT THE OFFICE OF RECORD BUI
IS REQUIRED TO KEEP THESE FILES ON AN
ONGOING BASIS•AS THEY ARE UPDATED AND REVISE!
OUTDATED MATERIAL IS. DESTROYED.

t*N.

J O . TELEPHONE NUMBERJ t. KA>C AND T ITLE OF Pft£I»A££J*

^

2 1 . DATE

^~I1""^S
O«S 5 S 0 - * (REVISED l / « 7 )



lf«»TWOCTiCH^» -TYPE OR PHIMT A
SEPARATE r » M WOH EACH M » Oft
REVISED ACOCMD SCRIES. FCR«A*©

I WITH RECORDS RCTCNTION
PO* t l t - l )

^ 1 1 . QDCF.
\>>K>V<S

C/ACKNCT . >

. SPECIAL SERIES FILES

QCTAR-TVCXT o r CQ4CRAL SERVI
RECORDS HANACOBHT O1VIS1OK

7X71 VATEXLOO DQAB
P . O . BOX » 7 I

MAflmjVC} X«7f4

I. DIVISION I

5-^
AGENCY RECORDS INVENTORY

M«S i--4-
*. IK1T |

• ^ - ^ J -
DCrtNlTtON-FKCORO SUtlCS •nto mceoRA* wnwoi i r r i t - m AMC WSVD AS A' UMTT

A« •KTPmOW AMD BIlMtlTIQW mrwxxg*

« . 1U TITUC

\ \^^,r<,\^ Vtkcg>^W •a^.Voc^VA^
•S

* . KAMLIOrr TCAJt/t

m a TO '

I • < -gggQ S E R I E S 0C8CK1PTIQN ( • a i c F % ' T D*sc»iBS T X S T W O o r iMrowatATiom/oocvtmtm/romim FOVNS
1M IMC SKR1CS. IMCLUOC TMK PVftPOSC OH rQMCTIOM OT TMK SSfTTCf

\-^^.W^W \^>)<\j
\ -^K^ v

•

7. RECORD SCRIES rORHAT(»]

)^LXTTER SIZE ° MICRCT1UI

O LJCCAL SIZE O CCMPVTUt TAK

0 BWJND BOOK O FLOPPY DISC

Q AUOJO TAPE Q VtQCO TAPE

O CTMER(S»ECJrY)

«. RECORD SCRIES £

M AUt*AaKTlCAi.

KNUM»ICAL

C CHKHOCOCJCAU

0 GEOGRAPHICAL

C OTHER(SPECirY}

9 . VOCUMt

RwBS!ir

)^PIkX DftA*EA(S]
• KICnoriLM REEL(S)
• COWVTER TAPE[8)
O OTHCRlSPECirf]

19. AMAtML ACCtMJLjCriON
^ riLs CRA«EX(S]

CTtiWr ° COMPUTER TAPEIS)

I t t . FILE. IS USCO
DAILY1< 0 1ESO.Y 0 MONTHLY

1 1 • f,IUC BECOfcCS INACTIVE *^J?R

; »>. C3JRBEKT LOCATICN(SJ (BLDC. ,FL'

l > . ACCESS RSSTHICTlOr» (^ YES ' 0 NO

M . IS KECORO SCRIES OUtlCATXP ELSEVl-ERCr
^tr res, oce i f r r A U X C T OK erric<}

^ !

(^YES l 0 NO
( i r T*S, C1T« UA»(*) * M«awU(kTIOM(s)

I f . AUDIT REQUIREMENTS ^

a Nora
v*»-

STATE 0 FEOCWH. O l^iCPENDOTT

17. IS AN INDEX SYSTEM USED? ( I F t » , U 7 U k ! M

• niCFLT AKB BCtCXtSX ANT KAXOVAxe/SOrTWAMC)

t*
1*. RCCCM«7<DED RETEXTJOS

PUBLIC SAFETY IS NOT THE OFFICE OF RECORD
BUT IS. REQUIRED TO KEEP THESE FILES ON AN
ONGOING BASIS AS THEY ARE UPDATED AND
REVISED. OUTDATED MATERIAL IS DESTROYED.

t^A.

». NAME AND TITLE or PREPARE* 1 0 . TELEPHONE NtXSEH Z t . DATE

k-n-^
O«€ 3 3 0 - 4 [REVISED t/*7)

r- i c fl-i



lM»fRuCT.lCNS_« > T Y P C °*» PHIKT A
SEPARATE ret* worn EACH war OR

REVISED RECORD SCRIES. rORIAftO
tlTW RECORDS RCTEHTIO*
{DOS » ! • • ! )
H I M RECORDS

^ ) •

^ ^ 1 . DCFARTMEM

1 S^Ov^
ARTMETfTlAGSNCT i \

-••• •••-•• SPECIAL SERIES FILES

QCTARTMCMT o r CENERAk SERVICES
RECORDS MANACEMMT DIVISION

7X71 WATERLOO ROAD
p.o. BOX an

JCBSUT. MARTUW x«7t«

t. PIVMSION I

AGENCY RECORDS INVENTS

P*6 J_-4_
>. IMIT

j\U <\x\;•w.-^>

DCriNITICM-FKCORD SCJtlSS Or RSl̂ ATVO MCCOft6« MOIWAkLV riL«t> AMO W*l AS A< UMIT FOII
»crg»*wec A* n ta A< wrtmrmi AWD QUXJIITKI* »^i>«tt

4. RSCSRQ OCHIKS TlRD OCHIKS TITUC

^

figAV»V>Nft4V

S. KAXt'lcrr TEAJt/^
j m TO

• . RCCOfO SCRJES 1ITIQN { •MICrkT DCSCJtlkK tXS
1M "P« «CR1CS.

TVFSS o r iMromtATiQM/DoeuUKMTv/reMM POONB

IMCUUOC TMB ru»*o»c on rancTJOM or TMK s s m i

%4 V^ nQTSKI^NA

7 . RECOflO SERIES rORHAT[»]

) ^ LXTTER 81SC O MlCRDTlUt

O LXQA1. SIZE O CCMFVTUl TAMC

Q BOCtD BOOK O rUOPPT DISC

O AUOlO TAPE a VtCStt TAPE

Q CTMER(SPSCirY)

• . RECORD SCRIES S£

M AUPHWatTlCAl.

P>MJ«3tiCAl.

O CH%0NOCOCICAL

O QEOCRAPHICAL

D OTHER(SPCCirY)

». VOtUMt

RCMSSIT

^ P l k C DfU«CR(S]
• MiCAOriLM RTEL(S)
Q CC*ffVTtR TAPC(8)
a OTHER(spectnr)

19. AMAML ACCLMJUkTION
^r iLx CRA*£XIS)

\ Q MtCROrikM RKSU(S)
radm* ° cowvnw TAPEIS)

ft . riLX is UBCD

DAILY?• 0 VEE3O.Y Q MONTHLY

; 1 ) . CURRENT LOCAT1QNI*) ( BJ36. .n.OOB.ROOM]

I S . ACCESS RCSTRICTIGH*' ft YK* ' O NO

itfo.

^
I IF TKS, CIT1 UUr(») * l»«auUATlOM(s)

1 1 . ECOkCS INACTIVE AFTER
0 *ONTH(») nYCAR(S)

14. IS RECORD SCRIES DUPLICATES ELSEVKCREf
fir Y T « , VMicttnr / .«wcr OK Qrrtc*}

* "

! • . AUDIT REQUIROCNTS ^

a nct«
> . « • ' •

STATE O FEOCRAL O l«3CPENDD<T

17. IS AN INDEX SYSTEM USED? ( tP Ytt» , U 7 L * t N
• ntCFUT AKB DCfCRISK ANT KAMOVAKC/ SOFTVAKS)

fYES NP

1*. RECCM«7<DEB RETENTION
PUBLIC SAFETY IS NOT THE OFFICE OF RECORD
FOR THESE FILES.BUT IS REQUIRED TO KEEP
THEM ON. AN ONGOING BASIS AS THEY ARE
UPDATED AND REVISED. OUTDATED MATERIAL IS
DESTROYED.

JNV.

I t . HAJ*> AND T I Tl_E OF PREPARER

W

2 0 . TELEPHONE NUMBER 2 1 . DATE

3--n~\s
CXiS S50-4 [REVISED i / » 7 )

TOTAL P.81



SPECIAL SERIES FILES

INSTRUCTION^, .TYPE OR PRINT A

SEPARATE FORM FOR EACH NEW Oft

REViso RECORD SCRIES, romuie
I WITH RECORDS RCTWT1ON

OCfi

£SS
/ACSNCY i 1

&L -Q^tj
|A «W

'mure

DCTARTVCTT or SERVl

RECORDS MANACEKMT DIVISION

7171 EATTXLOO ROAD

p.o. BOX art

». DIVISION I

AGENCY RECORDS INVENTOR

PA«K -L.--U
S. IM1T

DcrmiTiON.RscoRD scutes or uceofto* mwwkLY r iuca AMS ut«o AS A< UMIT POM
A» CTT»>rriqw AMO Bii»a«iTiflii »«»>«>»»» ^ _

4 . CCORS SKH1CS TtTLX

^ \ ^ \ ^ ,rC\V| VtLcg > Vv W& -a^A. V Q c .AV,VM̂ U\St
S. KAM.1CST TEAIt/^ATUrr

i m TO

• . RECOfO SSRJCS lniQN {
I M IMC SSR1CS.

TTVCS or^ tTirnwMi>TTTwrj'nnriifiiTitfriiwn

IMCLUOC TMC FVftFOSC Oil m«CTIOM O^ TMK ssrrxi

T^b S^-S^o\«o^ \rwv*

PCO is Police Communications Officer
^

4
7 . RECOfiC SERIES rORMAT(S]

^UCTTER St;SE ° MICRDTIUC

O LXCAL SIZE O CCttfVTTJt T A «

O B O K ) BOOK C FLOPPY DISC

O AUDIO TAPE Q VtOCO TAPS

O CTHER(9>SCirY]

t . RECORD SERIES

U AkPHMaCTICAJL

^NUMERICAL

C OA0N0C0CICAL

O CEOCRAPHICAt.

O OTHER{SPSCtrr}

9. VOtUMC

STWHSBIT

V r i t x DAA«CA(S]

Q MlCROriLM RCEL(S]

O CC*ffVTER TAPE(S)

Q eTHC7t(SPCClPT]

19. AMAJAL ACCtMJUkTIOH

^ riUE DRAVEX(S]

\ 0 HICPOriLM RCSI.(B)

KTKWT O COMPUTER TAPCIS)

' U * F I L I | I S USCD

DAILY1< C 1EDO.Y Q MONTHLY

; 11. CURRENT LOCATION(S) {a_DC. ,FLOOR.KXM)

t i . FilLC CC*CS tNACTIVE

14. IS HECORD SERIES OUPLICAIXO CLSCWERKT

^ir yr«, «>«ctrT A«CNCY O» orr ic*}

* •
^

IS . ACCESS RESTRICTICNl' )^TXS * 0 NO

( i r ro, C I T S LJk»t») * K*avn_»Ttc»<(s]

M . AUDIT REOUIRQOrrS ^

v«.,--
STATS O rEOCHAL O IHDGPQISeXT

1 7 . I S AN INDE3C ST5TO4 USEOT ( I F YK« . K X ^ L J U I H

• RIWLT AX8 DClrCRIBK AXT KAXOtAxe/ SQmAMC)

4TES a NO \

^

It. RSCCM«74DCD RETC4TION

PUBLIC SAFETY IS NOT THE OFFICE .OF RECORD

BUT IS REQUIRED TO KEEP THESE FILES ON AN

ONGOING BASIS AS THEY ARE UPDATED AND REVISED

OUTDATED MATERIAL IS DESTROYED.

I » . NA>C AND T I TUC Of PREPARCR

w^^c-U^-^^.cki ^-im CHID

1 0 . TELEPHONE NUMBER Z t . DATE

9--i"HS
O«S SSB-4 [REVISED i / » 7 )



t ^ 7 p V C T > O H % * »TTn»c OR PRINT A
SCPARATK roRM rcit CAQI tcv OR
REVISED RECORD SCRIES. rORIMB

I WITH RECORDS RCTCNTION

^11 . Q

. SPECIAL SERIES -FILES

DCTAXTVEWT OT CCNCRAL SERVI
RECORDS MANACCMMT DIVISION

7Z7I VATTKLOO ROAD
P.O. BOX *71

MAfTTLwe X«7*4

fc™
I . DIVISION i

di^

5^
AGENCY RECORDS INVENTORY

PAOE j_-4_
». WIT : f

DCrtNtTlON-FSECORO 8CKISS OF HKi>TTCO MteOROS WflHIMI I 1 W1LXB AMO V<«9 AS A1 UK IT rOM
* • W«-t. A« HKT»>rrTO»t AMD B t t X H I Y X w »u»»f>«K1t ^_

4 . KCOflD flUtlES TITLX

v^u > Cn. 4 \ o <jM*Rjk&k^

» . KAM.ICST TCAW/LATUrr YCAA

i m TO fr^A\V

uCORD SCRIES lmcN ( MICPVT DCSCJtIBK TKB
tip TMC ERICS.

T Y M H I or* tnrnmuTt m/nnrniMi i i wjt
m e u n c T > « r t m r e n : o« roMcriOM or TMK ttirni

W f t 5 ^ - ̂ j r \)v o<j~T̂r«>-voW

REO IS RESIDENTIAL POLICE OFFICER

•

7 . RCOSfS SERIES rOAMAT[S]

^LETTER 8tZS ° MtCROTIUI

O UtCAi. SIZE O CCMVTCJt TA9C

Q BOU0 BOOK O rUOPPY BISK

O AUDIO TAPE Q VtDCO TAPE

a orwRt spsc J rr)

t . FCCORD SSRIES S£

M AUPHAjaCTICAL

^.MJhCRlCAU

S CMRCHOCOC1CAU

D CEOCRAPW1CAU

c orrvER(spccinr)

>. vocuac

KwOSSf*

^ riLT DRA*CA(«]
a MicnortLM REEL(S)
Q CCI«VTEX TAPC{S)
a CTWftlSPECIFY)

19 . ATfAtAL ACCLWULAT1CH

^ K\LX DRA«CJt(S}
\ 0 HICPOriLM RKSX(B)

hUUfcW ° CCfcffVTCR TAPCIS]
e «n-KPT7[g^-f i»v;

! I t . riLX is UBCD
DAILY O 1CEKLY O MCNTiHkY

I t . ECOCS INACTIVE
a KNTH{») 3YCARl«)

I ) . CURHSNT LOCATICN(S) (SLDC. .FI.OOB,ttOOM)

. . ACCESS FKSTHICT1GN* K YCS ' O NO

c*> if
14. IS RECORD SERIES dFUlCATEB ELSETi-EI«r

yjjr r e s , t ^ c c i r r / . « « c v OK O^FICT)

t* . ACCESS RESTRICTION*" (^1
( I F YXS, CITS LAlt t ] * *X9\*-*Tt<m{*)

! • . AUDIT RE9UIREMCTS ^

STATE Q rEOGKW. O i M>CJ>C?<E€NT

i r . IS AN INDEX SYSTEM USEOT ( ir Yx« .«*»•«_• IM
• R I C H L Y AXS ectrexiBs AKY KAHOSAXC/SOFTVAKC)

ji.YXS O NO \

LW.

It. I«CCM«74SES RETENTION

PUBLIC SAFETY IS NOT THE OFFICE OF
RECORD BUT IS REQUIRED TO KEEP THESE
FILES ON AN ONGOING BASIS AS THEY
ARE. UPDATED AND REVISED. OUTDATED
MATERIAL IS DESTROYED.

I t. KAXC MUD T I TUG Of PREPARE*

l^AL

JO. TELEPHCNE NtXSEH Z ! . DATC

A- n-is
C«€ 3 S 0 - 4 (REV 1 */•*)



jLtajEysrista* «TTPC OH PRINT A
SEPARATE FORM FOR CAO1 MEW Oft
REVISED RECORD SCRICS. rOIMAftO

I I I W RECORDS RCTEHTIOM
^ P Q B f l t - J }

t . DCP,DCTAin>a3fr/A«SNCT i 1

IA «W

SPECIAL SERIES.FILES

QCFARTMCMT or CCNCRAL SCRV1
RECORDS MANACOOSKT DIVISION

7X71 OTTXLOO ROAD
P.O. BOX 171

MARYLAND t«7 t«

X. DIVISION I

AGENCY RECORDS INVENTORY

PA« 1--4-
S. IM1T

W cir-hB&l
DcriNiTiCM-nc 8XXICS or

AS
ueeonft* MOVWAUUV FI«_K» AMS W««» AS A1 UNIT

A< KTTXXTTOW AMO ailWHITIflll w«»p«Kt

CS5RO SKR1CS T I T U

W^^.rCvV) Vtkcg > VvW -ftfCrt. ^
ocsot

,f)(T.AV,V>)y^V.-

S . KAM.ICST TCAJt/t^ATUrr
ma, TO

I • • ECORD SCR]SS 1PTIQN { •atKFbT DCSCXfft* TX»
1M THC SXR1CS.

n n t or* tiirnnMHTTrm/nnrmwii i • ; P I IWI I

IMC1.UOC TW PVKPOSC ON n»CTIC»< OT TMK nmti

Police Aide Training avd Individual Training Folders

7 . RECOflC SWICS rORMAT[S]

)^ LXTTER 81 SC ° MldtOPIU*

O LX«A1. SIZE O COMFVTCX TAPC

0 BOCWD BOOK O rLOPPY DISK

O AUOtO TAPE Q VtQCO TAPS

O CTWER(S»KCirY)

t . RECORD SCRIES £

V AUPHAaCTICAL

#.MJM»ICA1.

C OAONOCOGICAL

O CEOCRAPHICAU

c OTHER (SPKC i rr}

>. VDttMt

^PtUX BAA«EA(S]
• • KICAOPtLM RCEL(S)

I O COMPVTEX TAPCtS)
RwSSSIT ,O CTHE»(SPECIFY]

19. ATtAML ACCLMULAT1CN

\ a MicnnuM RESX(E)
R D B t r ° COWVTER TAPC(S)

t I I . FILX IS U8CO

DAILY

L i *

D 1EEKLY O MONT>^Y

1 1 • r^LE BCCOtCS rNACTIVE ATT?"
B «KTH(S) WYEAR(«)

I ) . CUF55WT UOCATtCN(S} t BLDC. ,FX.OOB.ftDOM)

1^

14. IS RECORD SERIES P«>tlCATXS> CLSCYVCRKf
^tr Y E S , t M e t r r /.«4Dfer OR OPWICX)

* "

t * . ACCESS 3iCTIONS K t U I 0 NO
\

1«. AU3IT REOUIREJCKTS " ^

t i r mt», c i t f UAIT(*) • NsagukriONls]
a NONK STATT Q rCOCRAL O 1N3CPEMECNT

17. IS AN INDEX SYSTEM USEQT ( i r YK*.KXFI_«tM
• RIC7UT AMD B«»CRlm« AKT KAMOSAJtC/SOFTVAMt)

^ . T E S a NO \

1ft. RECOM«7<DCS HETTEXTtON

PUBLIC SAFETY IS NOT THE OFFICE OF RECORD
BUT IS REQUIRED TO KEEP THESE FILES ON AN '„
ONGOING BASIS.AS THEY ARE UPDATED AND
REVISED. OUTDATED MATERIAL IS DESTROYED.

I » . NA>C AND T I T U Of PREPARE*

•i^; tu3f44pcki. ^-im Ctir>
2 0 . TELEPHCWE NLMSER Z l . DATE

a.'-n-is
O«S 3 5 0 * (REVISED l / « 7 )

c si



lf4SiTRtjCTlON^» »TYPE OR PRINT A
SEPARATE FORM FOR EACM M » 0 *
REVISED RECORD SCRIES. FORMIC
«lt>t RECORDS RCTCNTION
(DOS » ! • • ! }I(DO»

A^
•AKmamA

^ ^ s

•SPECIAL SERIES TILES

DCPAR-DCMT o r 6ENCRAL. SERVICES
RECORDS MANACCMEXT DIVISION

7X71 WATERLOO ROAD
P . O . BOX 171

JESSUP. MARYLAND X«7t«

X. PIV

4
n»ioH i

AGENCY RECORDS INVENTORY

PA«C J_~_U
S. UNIT

ii&jL Vfr ar 4-w.^-y
DETINITION.RECORD 8CR1SS A C1KNIP OP MSl^A-ntD

nnnwcf Mttu.
COKDW MOMKAkkY FtLXO AMO V « « 9 AS A1 UMIT FCH

A» •rrgrricw win pitwiYitw wjwf««* ^_

RKOORD SKH1ESRD SKH1ES TITUC

ef.AV»vAgAV

I . EARLlEar TEAX/\

i m TO

i » . SCRIES

l\*V«^

IPTtON ( M I CPUY DCSdttBK THS
IM i fC SXRICS.

o r iMPOMCATioM/Doeuiaorrs/peM*«
iNevuec TMC puitposc on POMCTIOM OP TMK S S * I E I

^ 0 ^ Cv\\S Sv^v i^^ ,
I

MlLES (Maryland Interagency Law Enforcement System)/NCIC (National Crime Information
Center)</,CJ:IS.':(Criminal Justice Information System reports on tag numbers, criminal
checks, etc.

7 . RECOTO SERIES PORMAT(S]

^ L X T T E R 81ZS O MtCROPIUM

O UCAI . SIZE O CCMJFVTXH TAPC

13 BXWD BOOK O FLOPPY DISK

O AUDIO TAPE Q VttMCO TAPE

O OTHER(SPECIFY)

9 . RECORD SERIES 8E

M ALPHASETICAL.

MlCMCAICAl.

Q ORCHCCOCICAU

Q CEOCRAPHICAU

C OTHER(SPECIFY}

». VOCUMC

JJwffEST

^ F I L S DfU«EA(S]
• MICROFILM faXL(S)
O COWl/TEX TAPC[S)
O OTHER (SPECIFY]

iO. AMAiAL ACetMULATION
\ FILS DRA«Clt(S]

\ 0 MtCAOFILM RKEL(S)
EBBWr ° COWVTER TA«IS)

1 I I . FILE IS U6CO

DAILY D WEEKLY O MOKTHLY

F/iLE BECOMSS INACTIVE
a VCWTH(S) 3 » NA

YCAR(»)

; l > . CURFKKT LOCATIGN(S) laLDC.,n.«»

m
!4. IS RECORD SERIES DUPLICATE© ELSEVtCRET

fiw YTS, s^ceirr ».«WCY OK erriec)

* "

l » . ACCESS RSSTRlCTlom KtXS O NO
{ i r r«», C I T S LAir(s) ft MSOUUATIOM(S)

I * . AUDIT REflUlRDCXTS ^

v*»%

D NOME STATE Q rCOCHAL ° IHBEPEKDBfT

1 7 . IS AN INDEX SYSTEM USEDT { tr n ( . ( J 7 U > t n
BRtSFLT AKO BCVCKIBK AXY KAXOlARC/fOrrtAMC)

t-Y E S NP

^ D«A.

I*. RECCH«7<X)eS RETENTION

PUBLIC SAFETY IS NOT THE OFFICE OF
. RECORD ON THESE FILES BUT IS REQUIRED
1 TO KEEP THESE RECORDS FOR DAILY
OPERATION OF OFFICE. MATERIAL IS
DESTROYED WHEN REPLACED WITH UPDATED
DATA FROM ABOVE AGENCIES.

10. TELEPHONE NUMBERt t . MAME AND T 1 TUC OF PREPAREJI

^

ZI . DATE

a.- n~i«>
O«S SSa- * (REVISED i / t 7 )

TGTHL F.81



inVrmjCTiCN^. .TYPC OR H«iHT A
SEPARATE FORM FOR EACH « • OK
REVISED RECORD SERIES. rCRIMQ
WITH RECORDS RETENTION
(DOS »»••«}

i ^ • • • «

t . c>cr\OCTAfn>«NT/A«CNCT i \

—--. - '= ;•;_ SPECIAL" SERIES FILES
DEPARTMENT OF GENERAL, SERVICES

RECORDS MANACO4MT DIVISION
7X71 VATERLOO ROAD

P . O . BOX S7>
MARYLAND 11714

I . DIVISION i

AGENCY RECORDS INVENTOR

PAOC 1--4-

DCTIM IT ION-RECORD 8CRIU A «mowr or NKI~ATKD
'imrcKC»cs AS

MceoR&s i WIOLLY riLXtt AMS W«
AMD B I I W t l T l O M

AS A1 UKIT worn
£UBEfiSSJL

« .

Wtii•K>\NHiri. v \ i Ttkc^j'V-VW -CLtvA. A\©CLAV»V>\<^a^

S. KAMLICST TCAJt/UkTKST TKAK

t^ia, TO trqftfoSY
» . RECORD SCRIES imoN ( SatKFUT OCSCXtSK TMB

in me CRICS.
Or IWrOWiATtOW/DOCWfnrTl/FOl

iMcuuoc T>« rvnpcmm on ruMcriOM or TMK SSrtXI

Wx "US ^c\o V^^^AA-u-s
News on pertinent information affecting public safety offices throughout
the country.

7 . RECORD SERIES FORMAT(S)

^UCTTER 8 t Z S ° MlCROTiUf

O LX«AL SIZE O CCMFVTEJt TAK

•3 BOUO BOOK O rtOPFT DISC

o AUOIO TAPE Q vtneo TAPS

a oT>ER(a>ccirY)

« . RECORD SERIES

M AWHASETICAL.

P.MMCRICA1.

Q CHKNOUOCICAk

Q CCOCRAmiCAU

Q cnr>cR{spscirr)

» . VOLUMt

&C&52JT

j^riLX OAA«CR(S]
• MICROriUM RSEL(3)
Q COMVTEK TAPCIS)
a oTWft(SFCCirr]

19. AMAML ACOMLJUATION

^ nt-x oRAneit(S)

Konnnr ° COWVTCR TAPCISJ
e iitwfR^PFrifr;

u . FiLX IS USCO

DAILY 0 1EEKLY O MCKTHI.Y

COMES INACTIVE
a VO<TH(S)

^^P—^ updated

JfirzM{nfnfo i s

racoivod
; 1 1 . CURRENT LOCATtCN(S) ( . ,n.octt.

Vn U», V^^V , ̂ V^V ^ nW\fa^
STRICT!

1 4 . IS RECCfO SCRIES DUPLICATED CLSEWCRCT
^ir YCS. ftMcirr /.«ofcr on orricc)

*

I S . ACCESS RC CK* KYKS O MO
\

I « . AUDIT REOUIROC4TS " ^

( I F VXS. C I T S LJktr(«) * KCOWLATIOM(S)
o NO»S STATE Q rEOCRAL D I M3C3>E?<C€in'

1 7 . IS AN INDEX SY3TEU USEDT {tr <rx*. uxrt-* tn
• R i c r t . Y A K B M f e m n AKT KAKoiARe/sorrtAMc)

f YES «9

1 * . RECCMTCNDED RETQiTION

Office of Public Safety is not the
office of record. These newsletters
are destroyed when they are replaced
with updated data.

I t . NA>« AND T I TL£ ©T PREPARE*

^
» • «

2 0 . TELEPHONE NUMBER Z I . DATE

3.-H-15
O«S S 5 9 - * (REVISED Z / « 7 )

TQTHL P.31



iXlSJEkSl lSt l i ' •TTfPC OR PRINT A
SCPAKATK rORM FOR CAO1 M » OK
REVISE© RECORD SCRICS. rOftlAMC
WITH RECORDS MCTXKTIOM

•!••!)
WITH

I. ocr,DCFAfmttSfT/ACCNCY i 1

SPECIAL SERIES FILES

DCFARTtCNr o r CC34CRAL SERVICES
K C C » S MANAGEMENT DIVISION

rxri VSTEKLOO ROAD
!».©. BOX 17*

MARYUUO t«7 t *

1 . DIVISION I

5^
AGENCY RECORDS I N V E N T S

*»A« ±-•4-
S. IMIT

DCrtNITICM-FSCOfS 8CKIU A «wog» or MCCORO* m>fmjuj.t r is -o AMB v««e AS A1 UMIT

A« CTTPITIOW AMO BHX»«ITH» -umi^n

« . RKCOmi SCBIKS TtRD aCBlKS TtTUC

AV»V^UV

S. KAM.ICST TEAJt/V^TCST

i m TO

ECOTD SCRIES 1PTI0H (Mttcrt-r Dcsextas rrac
1M TMt «R1C».

T T W or- iMrem«ATioM/Deeui«9rr«/FOMM
tMemec TMC rvftposc on n»cTiOM or TXs ssrrxi

\\-,W|v)UO| Qis t^ V > ^- b , W*.

7 . RECSfiD SSRICS rORMAT(S]

^LXTTER StXE O MICROTIUM

O LXQAL SIZE D CCMFVTCJt TAX

D B O U C BOOK O rtappY Biac

O AUDIO TAPE Q VtQCO TAPS

O OTHERS SJ>SC J FY)

« . FCCSRB SCRIES

V ALPHABET 1CAL

£>MJ»«3t)CAL.

C CHWNOtOCJCAU

Q GEOGRAPHICAL

Q OTHER(SPSCirY}

». VOCIAC

ffw&SEV

PtLJC OAA«BA(S]
•'MicnoriLM R m ( 3 ]
Q C O t f V r a TAPC[S]
a CTW»(SJ>CCIrr]

\9. A>tAJAL ACCXJMUJtrieN

«[ riLX ORA«EJt(S]

kmifcW ° ccMvna TAPEIS)
c <n-Hggt<!PP'"" inri

I u .nut is USCD

OAIUY1< C 1CEJO.Y S MONTH. Y

rRicri
x y ^ ^

* * • r^u: HKCC*CS JNACTIV^ AFTIR
o >CWTH(SJ ]R1 YEAR(»1

* •

14. IS RECORD SERIES DUtlCATTD ELSCVi-Ei«T

{%* vt.%. «wtcirr /.«ncY o» orncv)

•^-v

l » . ACC£SS RESTRlCflONt W Y T S O NO

t i r m , C I T S L > » ( » ) * McaviATiOM(s)

19. AUDIT R£«UIRO«3<TS " ^

V*..*"

O NCtS }6 STATE Q rEDCKAi. O 1NDCPO<E€NT

17. IS AN INDEX SY5TO* USEBT ( i r Y I I . u r u t N

• RtWLT AXD B«*CXIX* AKT KAFOlAKt/f OrTIARf)

R.YES a NO \

• \ ^

I t . RCCCM«2<DES HETCiTION ^ £fC. ,

I » . KA>C TJTLE Of PREPARej*

^ 1̂ \^4<i .v^

ZO. TZLEPHCWE NtXBCR

'4o.cki. Hss-am Cmr>
Z l . DATE

oV-IVft
O^S SSa-4 [REVISED t / » 7 )



IH^JRUCTIOW^. .TYPE OR PRIMT A

BE>AKATE rORM rOR CACM ME* OK

REVISED RECORD SCRIES. rORIAKO

| WITH RECORDS HETENTIO*

I . OCFiDtFAKTMEJfT/A«NCT I 1

TA «W

SPECIAL SERIES FILES

DCFAfmOCT Or GENERAL 6EKVI

RECORDS MANACO4MT DIVISION

7171 WUTRLOO ROAO

P.O. BOX 17f

MARYLAW l «7 t«

I . piVISION I

AGENCY RECORDS INVENTOR

PAOC j_-4_
». IK IT

NO U t l B AM A< UNIT POMDCriNITtO<-RKCORO SCJtlKS > MCCORfi* MOfWA4XY F1t_K» AMD U*«9 AS A< UMIT
A» WKTKKT1Q* AMD DI IX>«tTiew W « W « t

« . CORD aKJRJSS TtTLX \ %. KAXLICST TCAJt/LA-nCST TEAK

i m TO V^.AY

• . ICCOfS SERIES lniON (
•aiKFkr DcmeittBS not
1M IMC SKR1CS.

m m or twrowATiow/pocviMniTi/rowi*
IMCLUOC T>« purpose oil roMcriOM or TXK sen si

7 . RECORD SSR1CS rORMAT[S)

^UXTTER 813X ° XIOWTIU*

D LXCAt. SIZE O CCMFVTCJt TAK

a BOCND BOOK o rtoppT 0iac

Q AUDIO TAPE Q VtOCO TAPS

Q OT>ER(SPCC1FY)

• . FCCORS SSR1E2

V AUPMAaCTJOU.

^•MJMCRICAI.

C CMtCNOCOClCAJL

Q CCOCRAmiCAU

c oT>ER(sncctrY}

». VOL

Kw&iur

)^ FILX DftAWCR{»]
• MlCAOriLM RCCL(S)
Q CO>«VTEX TAPC[S)
O OTHCSISPCCXFY1

t « . AWUAL ACOMJUtriCN

^ r i u : oRA«ex(si
\ a HicaoriLM RESL(S)

RT3BWT ° convrw TAPEIS)
g ftrxPTT'«;PFrTr^1

1 1 .
riLS is u8co

DAILY C 1CBO.Y O MONTHLY

l » . OJRRSKT LOOkTICHtS) ( HLDC. , FLOOR. R W |

12• F/ILJ: HRCOMES INACTIVE * n ? R

Q >CtffH(») «JYtAR(»)

14. 18 KCORO SERIES DUtlCATE© ELSEVVEHKT

nr re», i«e«rr /.MXCY O* owrxcx)

* '<rrRJCTlI S . ACCESS RESTRICTION* Kr*M O NO

i i r -nr*. C I T S «-*,»(*) * i*ca«n-ATiOM( s)

1«. AUDIT RE«JIR£HD<T« " ^

v«.,-"
Q NC»S # STATE O rCOCKAL. O lNCCF-EXDeXT

17. IS AN INCE3C SYSTO* USCDT ( | r YXC. U 7 U IM

• f i l l f L T AXn OCXCXIXX AKT K A K O I A K C / SOFTVAMS )
1 * . !BCCCM«?<DED RCTEXTION C^sr.?

f YES NO

^ ^ ; « A .
^

t » . KA>C TITLE Of PR£i»Afi£3*

^

2 0 - TELEPHONE NUMBER

r-kp.cui- H ^ s - n ^ Cmo
Z I . DATE

VlliS
O « S 3 3 0 - 4 ( R E V ! */•*)



Hi^JRUCTiCt*^ .TYPE OR PRINT A

SEPARATE r o w FOR EACH M » Oft

REVISED RECORD SCRIES. rCRVMO

WITH RECORDS RCTKHTIO*WITH
»!••!}

I . OCT.DCTAimejfT/AGKNar \ i

.SPECIAL SERIES FILES

DCFAKTMCXT o r CCNERAI. SERVI
RECORDS MANA«O«Mr DIVISION

7X71 VATERU3O ROAD
P . O . BG9C 1 7 1

MARYLAtB X«7t4

I . DIVISION I

AGENCY RECORDS INVENTORY

PA«E j_~4_
S. IMIT

. W Qirtiwrfti-
DETIMITION-RECORD SWIM-I o r MKL>TK;

r *«F*
D MCCORfi* NOmMJ.Y rIt-CD AMD U*C9 AS A* UMIT « • •

« . RKCSRD SKH1U TtTLK

Cn. ^ \ © C AViVvKJ^.AA

S . KARUIOT TEAJt/LATEST TEAR

I » . ECORD SERIES 1PTIGH ( • H I ,T DCSCXIBI
KRICS.

TTPSS Or IMrOMtATfOM/DOCUlKMTV/FeMai POUMS

IMCLUOC TMC n w e i c oa roNcriOM or TMK UXTZI

W V i ^ ^-%VW ^ ^ ̂ ^ o o U
>\4

The 0ffice.:6f Record for this file is the DepaArtment of Physical Plant

but it is important to the functioning of the Public Safety Department

that this records be maintained for one year.

i
7. RECORD SERIES rORMAT(S]

^ U T T T E R a iac ° MicnoriUM

O LXQAU SIZE O CCKfVTXX TATE

O BOCND BOOK C rUOPPY DISK

O AUDIO TAPE Q VtOCO TAPE

Q OTHERl SPECIFY]

« . RECORD SERIES SCOiJtMCS

IICAU

B CHRCHOCOCICAJ.

O CCOCAAPHIOU.

C OTHER(SPECtrr)

t . VOCUMC

RWBSSIT

j^FILX DRAWCA(»]
• MICROFILM RCEM3}
Q CCtffVTER TAPC(S)
O OTHER (SPECIFY]

1 9 . AftAJAL ACCtMJUkriON
\ F1LS CRA«EX(S]

\ 0 HlCSoriLM FSXLtt)
KtJHKT ° COWVTER TAPC(S)

I I t . FILE IS USCO

DAILY1> C 1ESQ.Y O MONDAY

; »>. CURREhfT LOCATICH(S] { BLOC. , FX.OOR.

TRICT

1 2 • r / u Becomes INACTIVE ATIIH 1 year
O WOMTH(S) WYCAR(»)

14. 18 RECORD SERIES DtFllCATED ELSTffHSKET
fir r e s . i r c c i r r A*JO<CY O» o r r i e c )

^

^I * . ACCESS RESTRICTION* fa! YES Q NO
(IF m , CITS LJk»(s) ft MSawUATIOH(s)

^
i » . AUDIT REgun

O NOME » STATE 0 FEOCRA1. ° IHDCPGKDCrt
v«.»'-

1 7 . I S A N I N D E X SY5TE3* USEOT ( I F Y K « . K > 7 < - « I M

• ntCFLY AXD DCtCKtSS ANT KAMOSAXC/ SOFTVAK*)
1 4 . RKCCM«7<DED RETEMTJCN ?£K ?

f-YES Q NO

Office of Record i s
Physcial Plant.

l». NA>C AND TITU! OF Pfi£f»A«SR

Wo\^;cU^4-b.c^ i H^-S1^3 QUO
2 0 . TELEPVCHC NUMBER Zt . DATE

viv^
D^S S S 9 - 4 (REVISED 2 / « 7 )



itajSkSXiSCtt-'TTrPC o« PRINT A
SEPARATE FORM FOft KAO1 M » Oft
REVISED RECORD SERIES,
WITH RECORDS RETENTION

POS • ! • • ! )

i. ocr,Dt-F-AKTM^TF/AeCNCT I I

aaii

SPECIAL SERIES" FILES

ocPART»«Kr or CENCRAJL SERVICES

RECORDS MANACEKMT DIVISICM
7X71 WATERLOO ROAB

P . O . BOX *7»
MAAYLMCI X t 7 t *

r. DIVISION I

AGENCY RECORDS INVENTORY

PA« or -U
S. IK IT

jW \\r\-j•*XK!r

DcrtMiTiCN-Fscono aawiM-l
'nrcMMCBM

ICOMft* MOMHAUkY Flt_KX> AMD U*CO AS A1 UMIT FCH

COORD S C R 1 U TITUC

Cn. A \ © C AV»VvNjgAN.4^

I . KAM.1OT TCAJt/LATUT TEAK

i m -re fr̂ .xNV

i • • CCO«« SCRIES 1PTI0H ( mmimrur ocscxtas TKB
IM SCRiCS.

TYFMI o r UtrQUMATIOM/DOCUMDrrV/FOMW POUMO
ixeuuoc TMC nnk^esc ON rotcriOM or TMK tanxt

The Office of; Records for these books is Motor\4hicle but

the log listing all violations and misdemeanors under Article

27-is kept in all Public Safety offices for .the appropriate

running of the office. This public safety office keeps the

logs , _. . . ,.. . ...".. ... .. :. . . .

•
7 . RECSflD SERIES rORMAT{S]

)^LXTTER BIZK O MIOVTIUM

O i_c«Ai. SIZE O CONFVTCJt TATC

O BOCM3 BOOK O FLOPPY BISK

O AUDIO TAPC Q VIDEO TAPE

O OTMER( SPECIFY)

PKCOFB SERIES 86

J^ AUPHMKTICAL

^•NUMERICAL

B ORCHOCOC1CAU

D CEOCRAPHICAb

C on-ER{SPECIFY}

». vot

RWBSBT

^ FILX D«A*EA(«]

O CO>«VrEX TAPC[2)

a CTHcs(sj>ccirr)

! 9 . AWAJAL ACdMAJKTtON
\ riu: ORAIEX(S]

\ 0 MtCSOflLM RESk(B}
R t m r ° cc*ffvn» TAPeis)

1 f t . FILE IS USCD

DA1L.Y1 C 1EEM.Y Q MONTHLY

; i>. CURSCKT LOCATICN(S] (Bi_D<i.,n.

9nU», V^^KVV^.^t
STRICTION»\ WYES*

J2a.

(COMES IKACTtVE
C KKTH(»J 1::s 5 years

YCAB(«)

if
14. IS RECORD SERIES EKPllCATSO ElSEVtCflET

fir ye«, » M C I > T / . I W C T O» erricv)

l » . ACCESS O NO t f . AUDIT REQUIREMENTS ^

( I F m , C I T S UAIT(S) * ncaw«-ATto»«{s}
Q NONE

v<.»-
STATE C rEDCRAU 0 t J«e3>£ND€>T

17. IS AN INCEX SYSTEM USEOT ( IF Y U , U 7 U t t N
•KtWUT AKS D«*CXIB« ANT KAHOfAffC/SOFTVAMB)

f-YES NO

I». BCCCHMEMDCD RETENTION

Retain log on ongoing basis updating items

.as necessary and destroying 'items that

. are outdated.

ft-NV.

J » . NA>C AND T1TLE Of PRCpAREJI DATE

^
* • ! '

^ - n - ^
CHiS 5 S 0 - 4 [REVISED Z / » 7 )


