A "+ DEPARTMENT OF GENERAL SERVICES SCHEDULE NO: 1754 /
RECORDS MANAGEMENT DIVISION
PAGE: 1 OF: 14
RECORDS RETENTION AND DISPOSAL SCHEDULE
GENCY: University of Maryland Baltimore DIVISION/UNIT: Police Dept.
County
:::::::;:::::::::::::::::::::::::::::::::::::::::::::::::;:::::::::::::::::::::i

Item Description Retention :

01 MANUAL Kept permanently in paper
Policies and Procedures for form with back-up disk.
Police Department set by Chief of When revised old manual is
Police. destroyed. Disk is reused

for new manual.

02 GENERAL CORRESPONDENCE Screen annually and destroy
Announcements of policies that material for which no
affecting entire agency (general further reference is
orders) ; announcements of special required. Remaining
orders affecting entire agency material having continuing
(special orders); correspondence administrative, legal, or
between Police Department and historical value related to
other agencies within the the agency to be kept in
institution and outside paper form for an
institution; completed customer additional three years
survey forms; memoranda on retention, then destroy.
various issues (internal and Material which is still
external); customer survey forms; relevant after the three
MILES messages, MILES and NCIC year period is to be kept
validations. in paper form for an

additional 25 years, then
destroyed.

03 PERSONNEL ORDERS Retain for three years
Announcements of assignments after employee leaves
given to all Public Safety agency in paper form, then
personnel. destroy.

04 CIVIL DEFENSE/DISASTER PLANS Retained in paper form
State of Maryland Civil Defense until amended or revised,
Strategies, Procedures and Plans. then destroyed.

Approved by Department, Agency, or Schedule Authorized by State

Division Representative. Archivist.

Date: May 31, 1995 / Date: 6/}/ ¢

Signaturezczzzz%ﬁf/<{§L6 /471 , ' /(’ Iy, —

e Name: David T. Yohman Signature.:#x nﬁnwwﬁéfo %%%??%fﬂ/%

Title: Chief of Police , s e
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DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
RECORDS RETENTION AND DISPOSAL SCHEDULE
(CONTINUATION SHEET)

SCHEDULE NO:

1754

ITEM DESCRIPTION RETENTION
05 BUDGET FILES Retain for three years or
Files related to financial matter until *AUDIT REQUIREMENTS ARE
for which Public Safety is the Office MET (see attached at end of
of Record document), then destroy. If
material is deemed to have
historical Value, keep in
paper form for 25- year
retention, then destroy.
06 PROCUREMENT FILES

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

Same as above.

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

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

08

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.

Retain in Files until
repealed, then destroy.

09

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

payroll.

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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RECORDS MANAGEMENT DIVISION
RECORDS RETENTION AND DISPOSAL SCHEDULE
(CONTINUATION SHEET)

SCHEDULE NO: 1754

ITEM DESCRIPTION ’ RETENTION

10 STATISTICAL SURVEYS AND REPORTS Retain until superseded by
Manpower report on needs more current information;
assessment and analysis of then keep outdated report for
efforts spent in certain areas of | an additional 10 years, then
Public Safety. This report is destroy.
the basis for assignments and man
power allocation. '

11 VEHICLE ASSIGNMENT AND MAINTENANCE Completed logs retained for

LOGS one year, then destroyed.

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 Retain completed sheets for
Daily reports on activities of 90 days, then destroy.
patrol units.

13 COMMUNICATIONS DAILY ACCOUNTABILITY Completed log to be retained
LOGS for 180 days, then destroyed.

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

14 POLICE DAILY STUDENT AFFAIRS REPORTS Completed reports to be
Daily activity summary from retained for 90 days, then
policy on student activities destroyed.

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.

DGS 550-1A (REV. 10/92)
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1754

14

ITEM DESCRIPTION RETENTION

NO.

15 PRESS RELEASE REPORTS Retain for three years, then
News releases on activities destroy.
impacting the UMBC Campus and
which involve activity of the
Public Safety office.

16 EMERGENCY NOTIFICATION SHEETS Retain for three years after
Contact sheets on all employees. the employee leaves the
Contains phone numbers and other services of Public Safety,
pertinent data necessary to then destroy.
contact employees quickly.

17 APPLICATION FOR ACCESS TO PUBLIC APPLICATION

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

Applications awaiting
payment of fee will be
retained for 30 days.

If payment is not
received within 30 days,
application is
destroyed.

CLOSED

OPEN

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.

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:

ITEM DESCRIPTION RETENTION
17 APPLICATION FOR ACCESS TO PUBLIC PENDING
CONT. RECORDS (CONTINUED) Contains copies of

approved application for
access to public records
for which a fee has been

received, but for which
records are not yet
(example:
crime still under
investigation) .
until copies are sent,
then place in closed

available.

file.
CLOSED (DENIED)
Contain copies

applications which have
been denied and on which
appeals have not been

Retain

of

security at an event

entered. Retain for
three years, then
destroy.
18 REQUEST FOR UNIVERSITY VEHICLE USE Completed form is to be
FORM retained for 90 days, then
The name of person(s) requesting destroyed.
use of University vehicle.
Public Safety needs to know who
to contact if car is damaged or
equipment is broken, missing,
etc.
19 OFFICE OF SPECIAL EVENTS SERVICES Completed orders to be
Requests received for police retained for 90 days, then

destroyed.

DGS 550-1A
-

(REV. 10/92)
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ITEM Description Retention

20 WAIVER FOR VEHICLE ENTRY FORMS Completed forms to be
Requests for entry to vehicles retained for 90 days, then
requiring signature of owner to destroyed.
avoid suits regarding possible
damage to vehicles during entry.

21 ABANDONED PROPERTY LOGS Retain form for one year or
Property lost or abandoned which until property is claimed,
is turned into police department then destroy. After one
is logged in on a special form. year, property is sent to

auction if not claimed.

22 EQUIPMENT LOAN LOGS Completed logs retained for
Record on equipment (such as tape | 90 days, then destroyed
recorders, etc.) on loan to an

' officer or other agency.

23 LEAVE AND DUTY SCHEDULES Retain for five years, then
Posting's of duty assigments for destroy.
as much as two months in advance.

24 POLICE AIDE ASSIGNMENT LOGS Completed sheets to be
Assignments posted two weeks in retained for one year, then
advance. destroyed.

25 RESIDENT PATROL OFFICER (RPO) INCIDENT | Completed report to be

FORM retained for 180 days, then
Reports of incidents occurring destroyed.
during patrol of residential
areas.
26 APPLICANT BACKGROUND INVESTIGATION Retain on record for as long

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.

as the employee is employed
by the agency, plus one year,
then destroy.

DGS 550-1A (REV. 10/92)
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ITEM

DESCRIPTION

RETENTION

27

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.

Retain for five years, then
destroy.

28

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

Retain for 90 days, then

destroy.

29

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.

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

30

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

Retain for 30 days, then

destroy.

31

CRIMINAL INVESTIGATION REPORT
Includes all records maintained
on criminal investigations.

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 vyears, then destroy.

DGS 550-1A (REV. 10/92) *UMBC
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RECORDS RETENTION AND DISPOSAL SCHEDULE
(CONTINUATION SHEET)

SCHEDULE NO:
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ITEM DESCRIPTION RETENTION
NO.
32 INCIDENT REPORTS OPEN REPORTS

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

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.

33 MOTOR VEHICLE ACCIDENT REPORTS OPEN REPORTS
Reports of motor vehicle Retain open reports
accidents occurring on the UMBC until suspended or
campus. 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.
34 CRIMINAL ARREST REPORTS

Reports of arrests on campus of
people over the age of 18.

i Retain case file for 12 years after
' case is closed, then destroy. ﬁ‘

*UMBC

DGS 550-1A (REV. 10/92)
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ITEM
NO.

DESCRIPTION

RETENTION

35

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.

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

then destroy.

36

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.

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

37

MARYLAND UNIFORM COMPLAINT AND
CITATION COPIES
Maryland uniform citations of
traffic tickets issued on campus.

Retain for one year,

destroy.

then

38

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

Retain for one year,

destroy.

then

39

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.

Retain for one year,

destroy.

then

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

Retain for three years, then

destroy.

DGS 550-1A (REV. 10/92) *UMBC
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SCHEDULE NO:

ITEM DESCRIPTION RETENTION
41 FIELD INTERROGATION REPORTS (CONTACT Retain for five years, then
CARDS) destroy.
Suspicious persons reports,
reports on trespassing, etc.
These are non-criminal reports.
42 MOTOR VEHICLE PURSUIT RECORDS File original report with the
High speed pursuit reports. 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.

43 ARREST WARRANTS OPEN
File on warrants issued for Retain until warrant is
arrests. served or returned to
issuing agency then move
to a closed file.
CLOSED
Retain for one year,
‘then destroy.
44 CRIMINAL SUMMONS OPEN
Summons for appearance in court Retain until summons is
cases. These are NOT summons for served or returned to
arrests. These are summons for gsgg;ng a?ency then move to a
appearances in court as witness CLOSED
.. Retain for one year, then
. or of criminal charge. desirdy year,
*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: /54
ITEM DESCRIPTION RETENTION
45 COURT NOTIFICATION LOGS Retain completed logs and
Record of notifications for file copy of the summons for
police officers to appear in six months, then destroy.

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.
46 COMPLAINT CONTROL RECORDS Retain for one year, then
Operator's report on calls to destroy.

dispatcher and police officer
calls to dispatcher. These are
records of calls on anything from

p abandoned cars to alarms going
off to requests for police back-
up.
47 CONSENT TO SEARCH AND SEIZE FORMS Forms to be filed with

Forms filled out when cars are original investigative

stopped and the police officer report. Then follow

decides it needs to be searched. retention in item 31. Open

Before it can be searched, the reports to be kept until

owner of the automobile (or suspended or closed.

driver) must f£ill out the form. Suspended reports kept for
five years, then forwarded to
the archives*for twenty
yvears, 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 DESCRIPTION RETENTION

NO.

48 TRAFFIC CITATION TRANSMITTAL FORMS Retain for three months, then
Record of number of books of destroy.

tickets transmitted to Motor
Vehicle Administration, the
office of record, which contains
the name of the officer who used
to book and badge number.

49 TRAFFIC WARNING RECORD Retain for three months, then
Record of traffic warnings issued | destroy.
to individuals.

50 EVIDENCE LOGS Retain evidence log for five
Log on all items turned in for years, then destroy.
evidence purposes; guns, knives,

' clothing, etc.

51 COMPLETED UNIFORM CRIME REPORT (UCR) Perpetual information, non record
FORMS office. Retain in office for one
year then destroy.

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.
52 THE FOLLOWING ARE RECORDS WHICH AN THESE FILES ARE UPDATED ON A
EFFICIENT POLICE DEPARTMENT HAS ON REGULAR BASIS AND OUTDATED
FILE ON AN ONGOING BASIS BUT FOR WHICH | MATERIAL IS IMMEDIATELY
THIS IS NOT THE OFFICE OF RECORD. DESTROYED.

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
ﬂl. EFFICIENT POLICE DEPARTMENT:

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 MPTC Regulations (MPTC is Maryland Constantly replaced with new
CONT. Police Training Commission) material.

MPTC Training Updates (Maryland Police
Training Commission)

Department Basic Training Instructions

Police In-Service Training Manuals

Firearms Training Programs

Instructor/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.

- material. MPTC Files.

Constantly replaced with new

Constantly replaced with new
materials. MPTC files.

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)

Item Description
52 NCIC/MILES Newsletters
cont.

MILES/NCIC/CJIS Certification Forms
MILES/NCIC/CJIS Audit Reports

Parking Citation Book, Issuance Logs

b MARYLAND UNIFORM COMPLAINT AND
CITATION LOG
Lists all violations and
misdemeanors under Article 27.

Vehicle Administration.

CENTER IN JESSUP.

The office of record is the Motor

IF 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

*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 $25,000, AND 6 YEARS, 3 MONTHS
FOR MONETARY FEDERAL RELATED DOCUMENTS OVER $25,000.

" Retention

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.

DGS 550-1A (REV. 10/92)
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18. SRCOMMENDED. RETENT ION s

.Screen annually and .destroy *ha* material

for which no further, reference is required.
Remaining ‘material having continued historica

value to be kept for an additional-25 years,
then destroyed. |

o T
skm U\A‘&’

4
TITLE ©OF Pmm 20. TELZPHONE NUMEER I31. DATE

110 - 4SRN ~ 2133

~11-48

ocs 330-4 (REVISED 2/e7)
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LQIBWETISNS - TYPE OR PRINT A
SEPARATE FORM FOR KACH NEW OR
REVISED RECORD SERILS, FOREAND

{DGS 830-1)

ViTH RECORDS RETENT ION SCMEDAE

-

PEFARTMENT OF GENKCRAL SERYICES
FECORDS MANAGEMENT DIVISION
7273 WATERLOO ROAD

».0,
JEESP, MARYLAND 207904

o
AGENCY RECORDS INVENTORY

Bl 2rs

M‘}m o\ “\D_‘m\wl)

1. DlVISION

SR

DEF INITION-RECORD m\us A GROYP OF RELATED RECOADS MORMALLY ¥1LED

4, RECORD SERIES TI

$. RECORD SERIES

GENERAL CORRES ONDEN
§§m,‘\

AXFERENCE AS WELL A9 RETENTION AND DISPOSITION PURAPOSEN

Nocomenté

o M\& iawt«%\\g,

Announcement of special orders affecting entire agency.

BRIEPLY DESCRISE THE TYPES OF INFORMATION/DOCUMENTS/FORNS POUND
IPTION
o P SERIKES.

INCLUDE THE PURPOSE OR FUNCTION OF TMa AEPIXS )

7. RECORD SERIES FORMAT(S)
?\uﬂm BIZE O MICROFItLM

D LEGAL SIZE O COMRUTER TAPE
.ﬂ BOUAD BOOK © FLOPPY DIsK

D AUDIO TAPE O viteo TAPE

8 OTHER|SPECIFY)

RECORD SERIES SEGANCE
)i\mmlcu

R msenicaL

B8 CHRONOLOG I CAL,

D GEOGRAPHICAL

C OTHER(SPELIFY)

. oL

oo

19. ANNUAL ACCIMULATION

FILE DRAWER(S)
rotver

FILE DRAVER(S)

O MICROFILM REEL(S)
O COMPUTER TAPE(S)
O OTHER{SPECIFY)

P4 piig 18 usED

%DAILY O waay

¢
)
:

O OYHER{SPECIFY)

O MONTHLY

MICROF ILM RERL(E)
O coMPUTER TAPE(S)
BECOMES INACTIVE
O MaNTH(S)

n One year
m") 25 for

) L Unief 8

13. CURRENT LOCATION(S) (B.DG.,FlL.00R, ROCKM)

6?‘:\ 6)9]

ll.LDl_UL .I.La.].

f4. I8 RECORD SERIES DUPL ICATED ELSEVHERK?
2.8ENC

sPECt

i ves, or ovrice)
Bres 0wy

1¥. ACCESS RESTRICTIONS
{ir yos, civx LAwls) & ngo

YRS

0 MO
rion(s)

18. AUDIT REGUI REMENTS

. S
0 NONE STATE O rEDERAL O INDEPENDENT

17. 18 AN INDEX SYSTEM USEDT (ir vy .mOFLAlN

BEIEPLY AND DENCRIRE ANY KARDWARE/ SOFTERARE )

18. PRRCOMMENDED RETENTIOR

Screen annually and destroy that material for
which no further reference is requlred \\
Remaining 'materialhaving contlnued hmsﬁorlcal
)value to be kept for an additional three years,
then destmoyed If still historical after
three years, keep for 25 and then destroy.
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- - - . @
s

LQIBWCTISND -~ TYPE OR PRINT A
EELPARATE FORM FOR EACH NEW OR
REVISED RECORS SERIES, FORRAND

DGS 550-1)

DEFARTMENY OF GCENKRAL SERYICES
RECORDS MANAGEGNY DIVISION
7178 WATERLOO ROAD
P.O. BOX 378
JEESP, MARYILAND 10794

S o
AGENCY RECORDS INVENTURY

3 7
PAGE or o -

;sm RECORDS RETENT iGN SQEDAE
{

Tl e

—p—
3. WNIT

‘% &;gﬁ \u\ AL ‘\‘W\.‘(’A}L

' ﬁw%ygi%* % wal‘
PN D ¥

DEF INITION - FECORD mtu{‘ GROUP OF RAELATED RECONDS NORMALLY ¥1LED

4, RECORD BERIES

GENERAL CORRESPONDENCE

WN oy S\A\\l x

&%Mx{mm&g

General correspondence between institution departments, outside clients, etc.

ARFERENCE AS UKLL AS RXTENTION AND BISFQS

AMD USED AS Al UmiT FOR
LYION PURPOSEN

$. EARLICST YEAR/LATEST Y
$B v Tresey

TR SERILS.

g

1PTION ‘Illm7 DERSCRISE T™E mc: or lﬂanl“INMW/NM POUND
INCLUDE TME PURFOSE OR FUNCTION OF THE SERIEST

Y. RECORD SKRIES FORMAT(S)

A LETTER 8i1zE O MicROFILM

D LEGAL SIZE © COMPRUTER TAPE
‘ B BOWND BOOK U FLoPPY DISX

| O ADIO TAPE O VIDES TAPE

8 OTHER({ SPECIFY)

¢. FECORD SRRIES SEQENCE
ALPHARET ICAL
NMERICAL
B CHRONOLOGICAL
O GEOGRAPHICAL
C OTHER|SPELIFY)

’. oL
K rie oraven(s)

O MICROFiILM REEL(S)
F&'ﬂl’n COMPUTER TAPE(S)

O OTHER({SPECLIFY)

10. ANNUAL ACCUMULAT ION
FILE DRAWER(S)

l O MICROrILM RERL(S)
O coMPUTER TAPE(S)

= \

FILE 1S UsSED
DALY

R B I

O wpay

R

O MONTHLY

ol

O MONTH(S)

a 1 year, 25 for
YEAR(S)

INACTIVE

L]
[
1

?n \ma, \Q%hx( (;\\we ‘\&

' 13, CURRENT LOCATION(S) (HLDG.,Fl.0OR, ROCM)

14. 18 RECORD SERIES DUPL ICATED ELSEVHERE!
i® YES, SPECIFY seENCY OR OFPFICK)

DEfic’ % hdiad T A

ned

1¥3. ACCESS msrm 1ONS

YRS
{17 vyes, civx Lar(s) & nzouviarion(s)

8 mo

RANY

1. ADIT Rimlm

\‘-7"

0 NONE STATE O reEDERAL O | NDEPENDENT

17. 15 AN INDEX SYSTEM USEDY (1r vx8.m0PLAIN
BEITFLY AKD DESCRIRE ANY KARDWNARE/SOFYEARK )

N:"\W‘ Sbﬂs’ Waitk, Mt\.m\ Jb\u\wl)

Y& O

3 \l&j(iom

1.

destroyed.

RECOMMENDED RETENT ION

Screen annually and -destroy that material for
which no further reference is required.
Remalnlng material having historical value
to be: kept\for “an+additional 25 years, then

}

b

oo
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JUSTRUCTISNS - TYPE OR PRINT A
EEPARATE FORM FOR CACH NEX OR
REVISID RECORD SERILS, FORRAND

VITH RECORDS RETENT ION SOQEAE

DEFARTMENT OF GIMNERAL SERYICES
RECORDS MANAGEMENT DIVISION
7273 WATERLOO ROAD

o
AGENCY RECORDS INVENTGR-

P.O. BGX 27% b 4 7

DGe $30-1) JESEUP, MARYLAND 26794 PARK e e

. r 2. DIV ltm 3. war
“N\“S(‘:iax % P‘“W&‘ W&ML A;me'x :“LD SRy \QAQ.V'LM&\SL

DEY INITICON -RECCRD mlu{‘ SROYP OF RELATED RECOADYT MNONMALLY FILED ARD vtu AS A WIY (a1 ]
ARPERENCE AS TEXLL AS RETENTION AMND DISPCS

4. RECORD SERIES TITLE

AXN\\RWC\X«A ‘n\&‘\cb Tles aal %L\W&ﬁx&

$. AR ICET YEAR/LATEST
B e

8. RECORD SERIES
m PR ltnnts

GENERAL CORRESPONDENCE

\,\W‘“o\mc\iwm\s .

1PTION ‘I.IMY DESCRIAE THME TYPES OF tunmvla/mm/nm POWUND

(INTERNAL AND EXTERNAL)

INCLUDE THME PURPOSE OR FUNCTION OF THE REPIERS

D BOLND BOOK T FLOPPY DISX
O Aupio TAPE G vioes TASs

2 CTHER| SPECIFY)

7. RECORD SKRIES FORMAT(S) 8. RECORD SERIFS SEQIDWE 9. YOLLME
Km 8I1ZE O MICROFILM §W!m H‘rn.: DRAYER( S|
O LEGAL SI1ZE C COgUTER TAPE NMERICAL

£ GHRONGLOGICAL
0 CEOGCRAPHICAL
C OTHER|SPECIFY)

O MicRoril REEL(S)
%’ﬂl’o COMPUTER TAPE(S)

O CTHER(SPECLFY)

190. ANNUAL ACCIMULATION
knu DRAVER(S]

i C MicRoriLM REREL(S)
:uénrc COMPUTER TAPE(S)

M

Fitk 1S USED

DALY C wbay O MENTHLY

INACTIVE one year;
S MaNTH(S) ;} vyear(s] 25 for

12. piix BECOMES
'uibt_ul.i:(_a

V13, QURRENT LOCATION(S] { M DS, ,FlLOaR, ROCM )

14. 18 RECORD SERIES DUPLICATED ELSEVHERE!
%w YES, SPECIFY s&DNCY OR OPPICK)

ves G w0 Eoch misr Tk {\vmw s

Palice, Nap @gxm‘af < ofie,

t5. ACCESS msrm
{i7 yxs, c17vx Lav(s] & aseuuarxon(s)

1¢. ARIT REQU] REVMENTS

. R
»'
2 NonE Xsrxr: C reperAL O I NDEPENDENT

17. 1S AN INDEX SYSTEM USEDY (ir vxs.002LAIN
BRIEFLY AKD DESCRIRE ANY KANDNARE/ SOFTRARK )

\:.:tv Soﬂ’ Watk, | Maw h\%‘b\ﬂ\tn\)
S\{Qm\

YES O

18. RECOMMEIOEDR RETENTION N
Screen annually and destroy that. material
for which~no further referente is required.
Remaining material _having historical walue
to.be kept for an additional 25 years,
then destroyed

T‘D TITLE ©f PREPARER 20.
YNRN°«~ R

TELEPHONE NLGER 1.

%95 -3133 (4D

DATR

AU HENAY
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JURTRRUETICNS - *TYPE OR PRINT A
SEPARATE FORM FOR EACH MEW OR

REVISED RECORD SER!LS, FORRAND
ViTH RECORDS RETENT IONM SQEDAE

P‘o'

DEFARTMENT OF GEMTRAL SERYICES
RECORDS MANAGEMENT DIVISION
7178 WATERLOO ROAD
X 27S ) 7

S 04
AGENCY RECORDS IHVENTOURY

" DEFINITION -RECORD stmu{

4.

RECORD ERRIES TITLE

$. RECORD SERIES

GENERAL CORRESPOND

A GROYP OF RELATED RECOADS MOMMALLY FILED

rnrtn:nct AS WXLL AS WETENTION AND n].gg.r:fﬂg_zy?zg“‘
sy %m at No c,\x,weu\&

0G8 s$30-1) JEBEP, MARTIAND 20794 PAK o & e
t. 2. pivision | 3. war
\* 0y
NMK«‘:&»{ .“: “\“W’&‘ %SVJW&&)Q& BEEg.iM ﬁb 1SR ku& m-me&/

ARD U‘““ A WIY POR

EAM, ST

EESLY

THE SERILS.

RN&QA. bw’e.st% %@ \Nt

1PTION ‘IIIMY DESCRIAE THE TYPES OF lunm'rlou/oocu\-:nn/nm POUND

IMCLUDE YME PURPOSE OR FUNCTION OF THE SEPIRS

Fores -

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

Safety.
services of Public Safety.

Customers are surveyed to determine satisfaction with

7. RECORD SRRIES FORMAT(S)

K LETTER 8125 © microritm

0 1EGAL SI1ZE O COMITER TAPE
O BOUND BOOK U FLOPPY BISK
o ‘AL.DIO TAPE Q vioeo TAPE

0 CTHER({SPECIFY)

8. RECORD SERIES SEQIONNCE
ALPHABET I CAL
NRMERICAL

B GHRONCLOGICAL
0 CEOGRAPHICAL
O OTHER|&PECIFY)

’. VoL
K riix orawenr(s)

O MICROFILM REEL({S)
! O COMPUTER T PE(S)

O OTHER(SPECLFY]

19. ANNUAL ACCUMULATION
)(nu: DRAVER(S)

U MICROFILM RERL(F)
r.-uéru'c CCMPUTER TAPE(S)

3R R IR

FILE 18 USED

DALY 2 A >R 8 MENTHLY

1z,

FiLE BECOMES INAGTIVE
éﬁ S MONTH(S)

! 13. CURRENT LOCATION(S] {E.DS.,F.oomr, Roau)

Po e, k‘{z&'&( \)&_;g&;& ch'

"’

1 year or -
‘%m(.) 25 for
Ll.l.al.,Uledl
14. 18 RECORD SERIES DUPLICATED ELSEVHERK!?
SPECIFY s8ZNCY OR OPFICKE)

)g‘;‘;“o No \_‘.uc,\\ mm\w‘ BF &v{md T‘Sm

ACCESS mmx B N0
{ir y3, ci1vx ut(:) ~ nevuneu(s)

1. AUDIT REQU] REMENTS

'\‘7"
Dm XSTATt On:x:zm O 1DEPENDENT

17.

I8 AN INDEX SYSTEM USEDY (1# vyx8.00FLAIN
BRIEPLY AKD pc:catit ANY KARDYARE/ SOPTRARK )

wﬁv Soﬂ/ Wask, Mo {;mw\)
S\{Sj(fwx ‘

YRS &

L&\:VN

18. PFRRCOMMENDED RETENTION

Screenrannually.pnd.: destroy\thau saterial
for - which ne further, reference is required.
Remaining material having continued
historical value to be kept for an
additional 25 years, then destroy.

I\ND TITLE Of PREPARCR 30.
W‘L

3? ’4\55 5, sz\f% ‘BM, Chi

TELEPHONME NUNEER

4t -3133 (40

1.

N -8

DCE 330-4 (REVISED 2/07)



RIS TISNT . ~TYPE OR PRINT A
SEPARATR FORM FOR SACH NEX OR
REVISED RECORD SERILS, FOREZAND
ViITH RECORDS RAKTENT IGN SOEIIRE
(oGs s3¢0-1) '

DEFARTMENT OF GINCRAL SCRYic:s
RECORDS MANAGCEMENMY DIVISION
7378 TWATERLOO ROADR
P.C. BXX 273
JEBEUPF, MARTIAND 26794

AGENCY RECORDS IHVENTGk:

PAGE

T T R

L b

DEF INIT QN - IECORD a‘al"{A EROUP OF RELATRED RECOADE NOMMALLY ¥]LED

3. WNIT

Police, | &m or Lw:u&/

4., RECORD SERIEE TITLE

VTN T g\x&ﬂ xm ¢

RECORD SERIES

in THK SKRIES.

ARPERENCE AS WELL AS WXTENTION AND DISPOSITION PURFOSEE

1 Nocumeak

ARD usuua '.HIT OoR

$. RARICST YEAR/LATEST
}3 ]{;\‘ ™ §r2§~g§§

GENERAL CORRESPONDENCE

Walss ‘\’\&%g.m%{g

o

1PTICON ‘l.le DESCRISE THE TYPES OF trnmrleu/mm,nnu POUND
INCLUDE TME PURFPOSE OR FUNCTION OF THER SEPIRS

Messages. from the Maryland Interagency Law Enforcement System
which give details on outstandlng warrants, missing persons,

etc.

7. RECORD SKRIES FORMAT(S)

A LETTER 81zx © MicRoritN

O LEGAL SIZE T COMRITER TAPE
S BouND BOOK T FLoPPY DISK
C amie TAPE C vioes TAPE

2 CTHER{ SPECIFY)

¢. RECORD SERIES SEQINNCE
ALPHAZET ICAL
NMERICAL
C GHRONGLOGICAL
0 GEoGRAFPHICAL
C OTHER(SPECIFY}

9. YoOLLME

H' FILE DRAYER(S]

O KicROFILM REEL{S!
r:gnrc COMPUTER TAPE(S)

Q CTHER(SPEQLFY]

10. ANNUAL ACTUMULAT ION

. FILE ORAWER(S)
-

C MicROriLM RERL(E;
. & enmenispecIry)

FiL 183 USKxD

DALY C woay

1z, FilLE BECOMES

S MONTHLY

C MITH(S)

O CoMPUTER TAPE(S)
INACT I VE 1 year
%m(:}

13. QIRRENT LOCATION(S] {RDS. ,FLoar, ROa )

Necards, 08%0

14. 18 RECORD SERIES DUPLICATED ELSEVHERE!
)gzr YES, SPECIFY ,68ZNCY OR GPFICE)

ves O b nedue oE {\mmd Tae

ty.

ACCESS RESTRI

{17 yxs, c1vE Lav(s] & mgowviaTIiON S)

1. ALDIT REQU]IROENTS

RS

C NoNE XSTA?t C reperal C 1rpErENTENT

17.

1S AN INCEX SYSTEM USEDRTY (17 vxs.moo°LAlN

FRCOMMEDED RETENT ION

BEIEFLY AXD DESCRIRE ANY KARDWARE/ SOFTEARK )

Ni/"\.'?' SD;‘L’ v\.&ﬁ{, W\ AN e 'Q-"‘“'L\)L
S \{Sj(& M

Screen annually and destroy material having
no-contjnued value. . Valued material

to be-kept:for. additional three years.
Materlal Stlll relevant after 3 years,

to be keptfln papét. form'foL an additional
25 years, then destroyed.

LR 2

S%ts. ‘p\ss\gngxt ‘ﬁb ‘h\.&%

NAYE AND TITLE Of PREPARER
Manail K

29.

B

TELEPHONE NMUMEER

495 -3133 (W0

It

A

OGS 330-4 (REVISED 2107)




JUIBUETISNS - - TYPE OR PRINT A
SEPARATR FORM FOR M MEX OR
REVSED RECORD SERILS, FORTZARD

(oes $30-1)

VITH RECORDE REETENT ION SOMEINAE

. s st R

Al

[N

DEFARTMENT OF GINMCRAL STRYicCEs
RECORDS MANAGEIMENY DIVISION
7273 WATERLOO ROAD
P.C. BGX 273
JESENF, MARTIAND 20794

02?

[

AGENCY RECORDS IHVENTGk-

17 o 7

PAGE ———

« st E—

‘\T:\s rgsﬂ *\ &
kglg \.'N:DX ok \Mw

z‘

"Q‘ & R;an-s

3. WNIT

Yolics, \m ar J(M\x&J

CEF INITION -RECORD s:al“{A ANOYP OF RELATED n:eouat NOMMALLY #1LED
ARPFERENCE AS UKLL AS RETENTION AND DISPQS

ARD usuu A un? POR
110N PURPOSEX

4. RECORD BERIKS TITLE :

$. RECORD SERIES
GENERAL CORRESPONNENTE SERICS.

been arrested.

e Tl o Voepmeskk | TR AT
' _\>~N‘\\Y‘{K’Q\\&N §n'c ) \ MR I | re 20§

1PTION ‘nun.v DESCRIBE THE TYPES OF lunmvlu/oecmlnm POWUND

INCLUDE TME PURPOSE QR FUNCTION OF THE SEPTXS

\\ \ﬂ& QUQ \\0\\,«\&%"}09

Miles (Maryland Interagency Law Enforcement System) ~arid NCIC
. (National Crime ‘Information Center) data which is checked to
determine if there are any outstanding warrants, etc
a person who is in custody, under investigation, or who has

. against

7. RECORD SRRIES FORMATS]

6. FRECORD SRRIES SEQENCE

’. voLL
A LETTER 8izx © sIcROFitM ALPHAEET 1CAL K rix cmaven(s)
O MICROFILK REEL(S]
‘ D LEGAL SIZE © CAgUTER TAFL N R CAL E C COMPUTER TAFE(S)

B BOUND BOOK © FLOPPY DiISK
O ADlo TAPE C vinEd TAFS

B CTHER({SPRCIFY)

E GHRCONGLOGICAL,
0 CEOGRAPHICAL

C OTHER|SPECIFY)

O CTHER(SPECLIPY]

19. ANNUAL ACSIMAATICN
}(rn.: DRAYER({ S

i C MICRCFILM RERL(E!
:cArn-G CSMPUTER TAPE(S)

Pate pieg

18 USED

DAILY C wexy S MoNTHLY

>

LE EECOMES [INACTIVE

12. ,
' S MITH(S)

1 YEAR

1 13, QURRENT LOCATION(S] |{BDS.,FL.OoaR, ROCH )

2,00V &S. TR0,

14. 1S RECORD SERIES DUPLICATED ELSEVHERE!
SPECIFY s6ENCY OR OPFICK)

%‘;;;“o NO E.\AQ\\ MigE T &vinw Tsas

13, ACCESS RESTRICTIONS Y28 QO M0 16. AUDIT REQU]I REENTS
{17 vxs3, ci1vE Law(s] & rganiaTion(s) - RN
0 NoE k/snn': € reperalL O noereroeNT
17. 18 AN INCEX SYSTEM USEDT (1r vyxs.moLAlN 18. RECOMENDES RETENTICN
BRIEFLY AXD DESCRIRE AXY KAADSARE/ SOFTERARE) .
. Screen annually and destroy that material
*:_ \J} for which no further reference is required.
Material having continued legal value
WIRY SD;‘L’V\.GJ{, V\RN"“ R to be kept for an addltlonal 25 years, then
destroyed.
‘ S\{S‘\’{“\ v
12, NAYVE

1'11‘1.: Of PREPAFER 20.
Manwg

54

TELEPHONE NLNGER

49% -3133 (W

I1.

R—\-9GY

S%u A“\smr@;% '}ﬂ\i&%

OGS 33C¢-4 (REVISED 2/87)



LSTRUCTIGNS - TYPE OR PRINT A
SEPARATE FOrMd FOR KACH MEW OR
REVISED RECORD SERIES, FOREAND
ViTH RECORDS RETENT ION SOMEDAE

DEFARTMENT OF GENLRAL SERYICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROAD
r.0. BOX 278

™
%'

o3
AGENCY RECORDS INVENTURY

PAGK Lw __L_

(OGS 830-13) JESSUP, MARYILAND 20794
. DEF, (5/AGENCY z. m 3. uur
Uﬁ;\“: E{ i’.lb& ,“E.g‘,”mm‘“l* &ml) i\;\:’mm ‘yb 1SRy k% mrl/mw&)

A
DEF INIT I QN - FECORD Bthltsl‘ AROYP OF RELATED RECORDS NORMALLY FILED
AXFERENCE AS SELL A9 RETENTION AND DISPOSITION PURPOSESR

4, RECORD BRXRIKS

nx
¥b'c,

1 T SERIES.

rx&s{s

Pur con MX N

ARD V.“ AS A WIY PFOR

W\R&.‘\X\& -t m,mﬁm

IPTION ‘IIII'I-Y DESCRIBE THE TYPES OF "‘NMT!“/MMYI/NM POUND

IHCLUDE TME PURPOSE OR FUNCTION OF THE REPIXS

Announcement of assignments given to all Public Safety Personnel.

7. RECORD SKRIES FORMAY(S)

K LETTER B1zE O MICROFILM

D LEGAL SIZE U COMRUTER TAPE
.U BOUND BOOK O FLOPPY DISK
0 Amio TAPE O vioeo TAPE

2 CTHER({SPECIFY)

. NLWMER ] CAL

4. FECORD SRERIES SEQUENCE
ALFHARRT ICAL

£ CHRONOLOG ICAL,
O GEOGCRAPHICAL
C OTHER|SPECIFY)

9. VoL

Knu DRAVER( S )
“"L“_'

O MICROFILM REEL|(S)
$10. ANNUAL ACCUMULATION

O COMPUTER TAPE(S)
FILE DRAWER(S)

B R SPECIFY)

Pt piig 15 useD

DALY O weELY O MoNTHLY

D OTHER(SPECLIPY)
O MICROF ILM RERL(S)
O COMPUTER TAPE(S)
COMES INACTIVE
O MONTH(S)

ongoing
n&, Sﬁm"’

N
{

1 13, CURRENT LOCATION(S) {ELDG.,F.00R, ROGM)

P lice MY, Q,\\wvg‘s Rrfick.

. 1§ RECORD SERIES DUPL ICATED ELSEVHERE!

15. ACCESS RE 1088 YRS B nO
{ir vy, civE Law(s) & nEourLaTiON(S)

%w ves, :r:r.-n ﬁv on orncﬂ }

S o ME‘“
16. AUDIT REQU)I REMENTS
O NONE KS‘I'AT: O FEDERAL olNDEPDDEN‘I’

§17. 18 AN INDEX SYSTEM USEDY {1rF vxs.m0LAIN

BEIEFLY AKD DENCRIRE ANY KARDNARE/ SOFYEARKE }

”;W Stﬁ#mm{, Mawe %\N\W\)
3\‘/& LN

ﬂSD

18, RRECOMMENDED RETENTION

RQ,X(&N'@X. \x&X] \ LN
e, o

i\:b Xy \&M)Qg
\\m\'sa A &b

30.

TELEPHONE NUMEER

498 -3133 (o

I1. DATE

- 1794
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LLRIBWETISNS - - TYPE OR PRINT A
SPARATE FORM FOR KACH NEW OR
REVISED RECORD SLRIKS, FORWAMND

ViTH RECORDS RETENT IGN SCEDLE
{DG8 830-1)

P.o.

DEFARTMENT OF GENCRAL SERYICES
RECORDS MANAGEMENT DIVISION
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‘ 0 BOUND BOGK © FLOPPY DISK
o -MDIO TAPE Q vioeo TAFPE

8 OTHER|{SPECIFY)

¢. RECORD SERIES SEQENCE
' ALPHAEET |CAL
NSERICAL
C CHRONOLOGICAL,
8 GEOGRAPHICAL
C OMHER|SPECIFY)

». voLLME
b( FILE DRAWER(S)

O MicrRorFilM REEL(S)
FGLE!‘G COMPUTER TAPE(S)

O CTHER(SPECIFY)

19. ANNUAL ACCIMUAAT ION

FILE DRAWER(S)

O MICROFILM RERL(E)
:uérno COMPUTER TAPE(S)

O INERISPECIFY)

P4 piig 13 useo

DALY C wpay 0 MoNTHLY

Y

12. FiLc BECOMES INACTIVE 1 year
‘ O MONTH(S) gm(

-
! 13, CURRENT LOCATION(S) (ELDG.,FlL.OGR, ROCM)

e ELRR)

f4. 18 RECORD SERIES DUPL ICATED ELSEVHERK!?
;:r YES, SPECIFY ,8ENCY OR OPFICKE)

ves O o Eoch mosiar & {\vmw Tone

15. ACCESS RESTRICTIONS YES R N0
{17 yes, ci1vx Law(s) & rEouLaTIONS)

16. ALDIT REQUIRDMENTS

. \‘-;’
Q0 NONE xs-rxr: € reperal O 1 NOEPENDENT

17. 15 AN INDEX SYSTEM USEDY (ir ves.mo»LAlN
BRIEFLY AND GESCRIBE ANY MARDNARE/ SOFTEARK )

N§KT‘ Sbﬂ( v;m{, Mm o %\u\w\/
3\{&‘\4@\

YES O

18. FRCOMMENDED RETENTION

Completed logs retained for one year,
then destroyed. -

T‘D TITLE OF PREPARCR 30.
MP\SJ\N‘L K-

TELEPHONE NUMERR z1.

- 49% -3133 (4D

S?j\i. s‘\& s QY %*’_H% Chi

DGS 330-4 (REVISED 2/87)




AUSTRUCTIGNS - - TYPE OR PRINT A
SEPARATR FORM FOR EACH NEYW OR
REVISED RECORD SERILS, FOREAND
ViTH RECOROS RETENT IOM SOEDRE

‘(oos s$80-1)

DEFARTMENT OF GENKRAL SERYICES
RECORDS MANAGEMENT DIVISION
7273 WATERLOO ROAD
P.0. BGX 2y
JESEP, MARYIAND 2¢79s

P
AGENCY RECORDS IHVENTOR

x |_er |

\A~\\S{j(r§§ (ﬂ: Q\MW&

AN DY P ¢

o &;“" &/‘\Wmn«

RN \%mrl‘w&i&/

Tolics,

DEF INITION - RECORD mxu{‘ SROUP OF RELATED RECOADS NORMALLY ¥1LRD

4., RECORD BKRILS 'nm

_&\\)N“{Ki\
6. RECORD SERIES

1PTioN ‘1: Ry “Rll:s.

Dally reports on actiy

REFERARNCE AS UKLL AS RKXTEMTION AND DISPQS

b\n&b : W x&

ARD Vt@“ A Wl? POR

1Y1000 PURPOSEN
TEST
oy

5. EARIEST YEAR/

BRIEFLY DESCRIBE TME TYPES OF INNMYUQI”CM/N” POUMD

INCLUDE TME PURPOSE OR FUNCTION OF THR SEPTES

ties an

\o\)\\v Rockra) ‘\xs\ 0 M%j‘/ S\\\‘U{)X)S

d assignments of patrol units.

7. RECORD SKRILS FORMAT(S)

A LETTER B1zK O MicROFiLM

O LEGAL SIXE U COMRUITER TAPE
‘ﬂmaoox C FLCPPY DISXK
O Ao TAPE C vioeo TAPE

O OTHER({SPECIFY)

8. FECORD SERIES SEQENCE
ALPHABET | CAL
NMER]CAL

8 CHRONCOLOGICAL
8 CEOGRAPHICAL
C OTHER|SPECIFY)

#. YOLLME

h(rn.: DRAYER{ S
ok

O MICROFILM REEL{S)
O COMPUTER TAPE(S)
" O OTHER(SPECIFY)

190. ANNUAL ACCUMULATION

FILE DRAWER(S)
e

=1

P91. pitg 18 usen

DALY C wpay O MENTHLY

>

M

O MICROFILM RERL(S)
O CoMPUTER TAPE(S)

INACTIVE
C MINTH(S)

r 90 days
YEAR(S)

il o

V13, CURFENT LOCATION(S] {BDG.,FlL.OOR, ROCH )

?J)LQR: k‘bhx( W\m&{m ?\oow

t4d.

1% RECORD SERIES DUPL ICATED ELSEV-ERK?
%w YES, SPECIFY ,.8DNCY OR OFPFick)

ves O Eoch meaar {\wm\l &QM

13, AGCCESS mex YES
{:® vy, ci1vx LA'(.) ) n:ouugr:on(l)

ADIT REQU]I REMENTS

\‘-;’
O NONE XSTATt C reperAl. O INDEPENDENT

17. IS5 AN INDEX SYSTEM USEDY (i1r ves.m0PLAIN

BEITFLY AND GESCRIRE ANY KARDWARE/ SOFTERARK )

\:-:"LT' SDQ‘\“ vaw){” MRN o ‘Uﬂ\{,y\y‘)

YESD

C.&,m

N \{S‘\’fw\

18.

FRCOWMMENDEDR RETENTION

QD(\Q\Q,-DQA, s\\%&s m\\ﬁp he Wf\’%

bov win &, &w\fg T ée,gpm\{

A(m TITLE Of PREPARER 39.
ANMNR

TELEPHONE MUMEER

495 -3133 (40

S% e&’é\sm \QY% e Qs

BGE 330-4 (REVISED 2/07)




AUSTRVCT 1GNNS - TYPE OR PRINT A
SEPARATE FORM FOR KACH MEW OR
REVISED RECORD SERIKS. FORXAND
VITH RECORDE RETENT IGN SCMIIXLE
DGE $30-1)

DEFARTMENT OF GEMCRAL SERYICES
RECORDS MANAGEMENY DIVISION
7378 WATERLOO ROAD
P.0. BCX 278
JESTRP, MARTILAND 26794

|3
AGENCY RECORDS INVENTURY

ex |_or |

M\ﬁ”& ) m&f &ML A;FQM"( ’%‘“\‘; \mm‘\'mﬂ}&/

DEF INITION - RECORD m‘n{k AROYP OF RELATED RECORDY NOMMALLY FILED AND ucu AS A WIY "OR

ARPFERENCE AS UELL AS WETENTION AMD mgmj‘u.m.mmxt
4. RECORD BRRIES TITLE ’ ¥‘ ;
! _\}«@\\vam&ﬂ xn&‘cgi \ex ot No e pmen:

$. EARLICST YEAR/LATEST

6. FECORD SXRIES
™ P umts

what the call was about.

(,mvx. W\\&N\m’\'\b\\\g km\,\i “6(»0 u,p-\Jc\,\Q\L XV

Log of every:.call that comes into Public Safety an

’n'q‘ ‘MIMY DESCRIBE T™E TYPES OF lurcmv!m/ooeu\-mﬂ/nm POUND

IMCLUDE THE PURPOSE OR FUNCTION OF THR SEPTES

isponded to the call.and

7. RECORD SERIES FORMAT(S)

‘ C BoUND BOOK U FLOPPY DISK
O ADio TAPE C VIDES TAPE
O CTHER{ SPRCIFY)

G CHRONOLOG 1CAL
0 GEOGRAPHICAL

C OTHER|SPECIFY)

¢. FECORD SERIES SEQINCE 9. YOLUME
K LETTER 8125 O MicRoritM ALFHASET ICAL ﬁ(nu BDRAWER( S
D LEGAL SIZE O COMRUTER TAPE . NLMER I CAL,

O MiCROFILM REEL{S)
,._GLmo COMPUTER TAPE(S )

O CTHER(SPECIPY)

$9. ANNUAL ACCLMUAATION
FILE DRAWER(S)

O HICROFILM RERL({E)
a Cm TAPE(S)

+

P4. piig 18 wsen

DAILY C eay O MoNTHLY

!!o FiLE

BRCOMES INACTIVE
éﬁ O MIVTH(S) ﬁm(-)

1 13, QURRENT LOCATION{S) (A0S, ,F.oor, RO )

Do e, @X' Compug @hw

14. IS RECORD SERIES DUPL ICATED ELSEVHERK!
i® YES, SPECIFY s8ENCY OR OPFick)

ves Smob N oodee o {\WN\,\I Tone

15, AGCESS F:S'rm 188 YR8 B M0
{ir ye3, cive taw(s) & mEowniarionis)

16. ADIT REQUI REMENTS

"‘-1"
0 NONE XS‘I'AT: O reperAl. O 1 NDEPENDENT

17. 18 AN INDEX SYSTEM USEDY (i1r ves.x07LalN

BRIEPLY AKD DESCRIERE ANY KARDYARE/ SOFYRARK )

YESU

N \{S‘\/{w\

(..&w. \ T&T‘ S&%’ v:.w{, Mbm o %\u\w\)

18. FRRCOMMENDED RETENTION

Co \@lﬂd bsg vw,s e, re Q,u\)(b&

Bl T

;\Nn TITLE OF PREPARER 20.
Maid &

a&"\&\; Q‘V“ﬁb ‘H{\&QH

¥

TELEPHONE NUMEER Z1. PATR

495 -3133  (4id

0GE 330-4 (REVISED 2/87)




LSTRUCTISNS - - TYPE OR PRINT A
EEPARATE FOrd FOR KA NEW OR

DEFARTMENT OF GENCRAL SERYICES
RECORDS MANAGEMENY DIVISION

/4
AGENCY RECORDS INVENTUKY

REVISED RECORD SERILS, FORYAND 7375 WATERLOO ROAD

¥iTH RECORDS RETENT ION SOEDALE Pr.O. BOX 27S , b ‘

(DGS 33¢-1) JESSPF, MARILAND 2079% AGK or L)
3. wIr

TR Rt | T e

DEFINITION -RECCRD SERILS {‘ AROYP OF RELATED RECOADS MNOMALLY FILED AND USED AS A UNIYT FOR

REFERENCE AS UELL A

nx
¥B'c

4. RECORD SERIES

RETEMTY I OW

S\NA‘ESCDQANMNQQXE\

1Y100 PURPOSEE

5. TARLICST YEAR/IATEST YEAR
[ o Jressy

% THR SERILS.

of the police.

been locked out of.

IPTION ‘IIII'LT DESCRIBE THME TYPES OF "(NMY!“[DOCM/NM POUND

IMCLUDE THME PURPOSE QR FUNCTION OF THE SEPIXS,

%Q\;% \m\\—xt S‘x&v\,&m&\) Ncﬁ»m\ﬁs MM’L&

Daily activity summary from police on student activities requiring the services
Also may include activities involving students which are not
criminal in nature such as helping a student get into a car which they have

7. RECORD SKRIES FORMAT(S)

A LETTER 8125 O micROFilM

D LEGAL SIZE O COMRUTER TAPE
‘ 0 BOUND BOOK U FLOPPY DISK
C ADIO TAPE O VIDES TAPE

0 OTHER(SPECIFY)

8. RECORD SERIES SEGIDNE ’.
ALFHAEET 1CAL
NUMERICAL

8 CHRONOLOG ICAL
O GEOGRAPHICAL
C OTHER(SPECIFY)

VoL
h(nn DRAVER(S)

O MicROFILM REEL(S)
EULE‘H'O COMPUTER TAPE(S)

O OTHER(SPECIFY)

19. ANNUAL ACCUMULAT 10N
FILE DRAWER(S)

O MICROriILM RERL(S)
E&ﬂl‘o COMPUTER TAPE(S)

P43 pix 18 usEn

DALY O wnay 0 MenTHLY

INACTIVE
O MaNTH(S)

r
[
1

' 13, CURFENT LOCATION(S) |{BDG.,FlL.o0R, ROGM)

Do s, ‘B@X( ()\\\‘?E < Drfie

iy

14. 18 RECORD SERIES DUPL ICATED ELSEVHERK!
%87 YES, SPECIFY s8ENCY OR orrice)

Yxs © ML a\ e QN ned

1%, ACCESS R:mx 1ONS YES 2 MO
(i@ ves, civx Lawlg) & mEouraTION(S)

pm
16. ADIT REQUIRDENTS
\‘d"

0 NnoE XSTAT: C recERAL O

17. 18 AN INDEX SYSTEM USEDT (10 v . 2)PLAIN
BRIZFLY AKD DESCRIEE ANY HARDEARE/ SORFTRARKE }

":/W Soﬂ’ww{, Mw\u\ ‘W\w\"
3\{9{%«\

s O

18. RRCOMMENDED m

QD\M‘\AJ@&, \'Q,%DT
Q, Fon NN
sz(g*

&/\w

Q..

TITLE OF PREPARER 20.

L

TELEPHONE NUMEER Z1. DATE

495 -3133 (40

2~ 11-98

m\%ﬁ \gk{t?% ‘\1\4\)& hid

330-4 [{REVISED 2/87)

TOTRL P.OL



LSIRCTICNG: ~TYPE OR PRINT A
EEPARATE FORM FOR KACH NEW OR
REVISED RECORDC SERILS, FORRAND

ViTH RECORDE RETENT ION SCOEIMMAE
(OGS 830-1)

Plo'

DEFARTMENT OF GENCRAL SERYICES
RECORDS MANAGEMENT DIVISION
7273 TWATERLOO ROAD

BaX 2YS
JESTP, MARYILAND 26794

1
AGENCY RECORDS INVENTOKy

PAGK __Lcr __L_

2. Dl

\)sN W \"x\ Q: (‘\c\xw&

SOJ &bﬂ&/ h;an-'g

RN \QA Q\r'\’mﬂ\}&/

Yolice,

4, RECORD AKRIES TITLE

DEF INITION -RECORD SERILS {“ SROUP OF RELATED RECORDS NORMALLY FILED
REFERENGCE AS TELL AS REKTENTION

AND USED AS Al UniT FOR
IYION PURPOSES

. 3. TARICST YEAR/IATEST YL
BAVENNEY C\&N xn\mb Y \Q& m\\r\ N c,\x,vwah\& Jig 1o §r'25g§

. RECORD SERIES
4n T SERIKLS.

Regr e

% ;V%%ﬁ' ku\ QD

1PTION ‘Ill"LY BRESCRISE THE TYPEE OF "‘N”Y!“/MM“/N“ POUND

INCLUDE THME PUAFOSBE OR FUNCTION OF THE SEPTRS

News releases on activities impacting the UMBC campus and which
involve the activity of the Public Safety office.

7. RECORD SKRIES FORMAT(S)

K LETTER 81z O MicROFIlM

O LEGAL SIZE T COMPUTER TAE
.Uaoc.maoox O FLOPPY DiSK
C Aupio TAPE C vioeos TAPE

8 CTHER|{SPECIFY)}

8. RECORD SERIES SEQINCE
ALPHABEET I CAL
NMER]CAL

S GHRONCLOG ] CAL,
0 cEoGRAMICAL

C OTHER([SPECIFY)

’. VoL
K rirx oraven(s)

0 MicrROFiLM REFL(S)
FUme COMPUTER TAPE(SE)

C CTHER|SPECLIFY)

19. ANNUAL ACCIMUAATION
FILE DRAWER(S)

O MicROFiILM RERL(S)
n‘uéru'ﬂ COMPUTER 'ru-e:(s)

=

P11 piig 18 useD

DALY C vy C MoWTHLY

INAGTIVE
O MoTH(S)

3 years
éﬁ ﬁmu)

.
CURRENT LOCATION(S) (BDG. ,rFl.00R, RooM)

HEE
0\\&! ath@

. I8 nscom SERIES DUPL |CATED ELSEVHERK?
%w YES, SPECIFY ,8ZNCY OR OPFICE)

Yes 0o E.v.c,\\ M(m\mi' ‘{' {\vﬂmd 'J(ISM

YRS
{17 yxs, c1vE Law(s) & nzeuuneu(l)

1¢. ADIT REQUIREDVMENTS

\‘o"
O NONE Ks-rxr: C repeERAL O INDEPENDENT

17. 18 AN INDEX SYSTEM USED?T (1r vxs.m0>»laln
BRIEFLY AKD DESCRIRE AXY KARDEARE/SOFTEARKE)

YRs O

| Vt:’i.‘?‘ SD;‘L’ Wik, MNN N %\N\v\.‘/

‘ S\{Q/fw\

18, RRCOWMMENDED RETENTION

k‘bx&\\ﬁ “\jﬁ\v% TAN“S\ M
4= \1

A(Nn TITLE Of PREPARER 20.
Manws | K-

TELEPHONE NUMEER z1.

495 -3133 (40

S%u %\mk@f% e Sl

0GG 330-4 (REVISED 2/87)




LRIBETISHS - - TYPE OR PRINT A
EEPARATE FORM FOR KACH NEW OR
REVISED RECORD SERILS, FORXAND

¥iTH RECORDS RETENT ION SOQEIAE

(DGS 830-1)

DEFARTMENT OF GENCRAL SERYICES
RECORDS MARAGEMENY DIVISION
7178 WATERLOO ROAD
Pr.0. BEX arys
JESSUP, MARTIAND 26794

16
AGENCY RECORDS INVENTUR:

PAGK _L_or __L_

' ﬁwg\:g‘\%A ™ &\o‘xl\&x&,

B mv‘&;m‘ L ARaive

}a LC)Q!

i m” \%(\L‘Lj\/\:ﬂ/\)&/

DEF INIT I QN - RECORD mxul‘ EROUP OF RELATED RECOADS NORMALLY ¥ILED
ammc: AS TELL AS RETENTION AND DISPrQSITION PLRPOSEX

4., RECORD BERIES

‘\;N‘\ﬂ,ﬂ&“ %u\.\c,b Y \%A&&ML Xé\

¢. RECORD SERIES

SRIEFLY DESCRIME
lPTN:l(i. & SERIES.

ANRD V'““ A WIY ron

$. RAMICST YEAR/LATEST
B ooy

TYPRS OF mnmvveu/oocmn/nm POUND
INCLUDE TME PURPOSE QR PFUNCTION OF THRE SEPTRS

- \;‘“\“ RV woﬁ( % @m&)\ a8 3\5»@6&\/8‘

Contatt sheets on all.employees.

Contains phone numbers and other
pertinent data necessary to contact employees quickly.

7. RECORD SKRIES FORMAT(S)
B LETTER 8izx O microritM
O LKGAL SIZE O COMRUTER TAPE

‘ B BOWND BOOK © FLOPPY BISX
C ADIO TAPE O VIDED TAPE
8 OTHER({SPECIFY)

¢. FECORD SERIES SEQUENNCE
ALPHABET I CAL
NMER]CAL
C CHRONOLOGICAL
0 GEOGRAPHICAL
C OTHER([SPECIFY)

9. VoL

K;rn.: mvén(s)

O MICROFILM REEL(S)
EVLEI' O COMPUTER TAPE(S)

O OTHER(SPECLITFY)

$9. ANNUAL ACCUMULATICN
FILE DRAVER(S]

0 MicOriLM RERL(S)
O COMPUTER TAPE(S)

L41. piux 18 usen

DALY C wpay

",

8 MoNTHLY

12, pi1Lc BECOMES
éﬁ O MaNTH(S)

S orER|SPECIFY)

R 3 years
ﬁ‘YEAR(I)

INACTIVE

! 13, CURRENT LOCATION(S) (BLDS.,FL.o0R, ROGHM)

Polica, ‘mﬁ« Chie b obfie

14. 18 Em SERIES DUPL ICATED ELSEVHERK!?
, SPECIFY saENCY OR OPFICE)

%w ves
ves OO e

SRV N>

18, ACCESS n:srm 1ON8

YES
{17 vy, ci1vx Lawis)] & agouviarion(s)

1= ' -]

16. AUDIT REQU]I REVENTS

N

'\‘-7"

O NoNE XSTA?: C FEDERAL O INDEPENDENT

17.

S \{Sjc’%m

I8 AN INDEX SYSTEM USEDT (1p vxs.DoLAlN
BRIEPLY AKD DESCRIRE ANY KARDWARE/ SOFTRARK )

N§(°\W‘ Soﬂ( vam{, Mt\m\ ‘QJ\N\{N))

18. _RECCMMENDED RETENTION

lRétain for three years after the employee
" leaves the service of pub11c safety,
then destroy.

TITLE ©Of PREPARER
ﬁo

o) s XZV% e U

L4

20. TELEPHONE NLMGER

498 -3133 (40

Z1. DATR

211N

ncs 330-4 (REVISED 2/87)

TOTAL FPL2L




LQIRCTIGNS: - TYPE OR PRINT A
EEPARATE FORM FOR TAOH NEW OR
REVISED RECORD SERILS, FORRAMND
UiTH RECORDS RETENT IGN SO-EDAR

DEFARTMENT OF GENKCRAL SERYICES
FECORDS MANAGEMENY DIVISION
7378 WATERLOO ROAD
Pr.O. BGX ayS
JESFF, MARTILAND 16704

7
AGENCY RECORDS INVENTUK:

PAGK t

(DG B30-1)
,’. ﬁ\\ig\:s\%? | wal)
>

T b

DEFINITION -RECORD SERILS

or |
UNIT

‘% LR \QA (\tl‘w&%&/

3.

A ENOYP OF RELATED RECORDS NORMALLY FiLED
RRPLRENCE AS TUELL Ag

WETEMT 1 O

4. RECORD BRRIES

,J£\vbﬁ¢ﬂﬁf%\
| $. RECORD SERIES

destroyed.

in TR SERIELS.

‘mmmu&

AND USED AS A uut? roR
LIION PURPOSEN

3. EARMICET YEAR/LATEST )
[ ro Jrogsay

l"lm ‘..IMY DESCRIBSE THE TYPES OF INNMT’*[DOCMINM POUND
INCLUDE TME PURPOSE OR FUNCTION OF THE SEPTXS

‘Q\N\mo&m W %m%g jcé %\&\.‘(’ \{)ng &»&

"As per Freedom of Information Act, acces to records by public
requests for police reports on accidents, etc.

Includes

Categories for applications are Closed, Pending, Open and Closed (Denied).
Applications are kept for 30 days and if no fee is received, application is

7. RECORD SERIES FORMAT(S)

K LETTER 8izx O MicRoriiu

D LEGAL SIZE O COMAUTER TAPE
. 0 BousD BOOK O FLOPPY BISX
C AUDIO TAPE O VIDEO TAPE

8 CTHER(SPECIFY)

¢. FECORD SERIES SEQUOGE
ALFHABET I CAL
NMERICAL
B CHRONCLOGICAL,
B GEOGRAPHICAL

C OTHER|SPECIFY)

9. YOLLME

K riix oraven(s)
‘4“.'

O MICROriILM REEL(S)

O COMPUTER TAPE(S)
19. ANNUAL ACCIMUAATICON

)(nu: DRAFER(S)

FilLk 18 USED
DALY

1.

C wmay

‘zh
O MonTHLY

FiLE BRCOMES

O OTHER(SPECIFY)
O MICROFILK RERL(S)
o cm TAPE(S)
INACTIVE
MENTH(S)

;ﬂrmu)

F
[
1

Police, Dy, Chie ¥

' 13. CURRENT LOCATICN(S] |HLDG.,FLOOR, ROCH)

D?F_\S&

14. 18 ﬁm SERIES DUPL ICATED ELSEVFHERR!?
%w YES, SPEGIFY ,4ENCY OR OPFICK)

ves SmE A neaur T me Tone

13. ACCESS KSTRi 1oN8

YES
{17 yes, ci1vE LAw(s) & mEouLATION(S)

2 No

16, ALDIT REQUIREMENTS

'\‘-;’

O NONE XSTAY: C rERERAL T INDEPENDENT

17.

3 \{&\(«w\

IS AN INDEX SYSTEM USEDY (1r vES.mO>tAIN
BRITFLY AKD DESCRIRE AXY HARDWARE/ SOFTEARK)

N;W Sbi't’ Wasg, | Mmﬂ o {m\{,\.\)

is destroyed.

destroyed

TD TITLE OF PREPARER
thﬂuug ‘%

*\ss \¢ KZ&S J?b ‘lﬂl\&

20. TELEPHONE NUMEBER

then pl

k3 45% -333 (4o

mcumot-:n RETENTION
prpllcatlons kept for 30 days

If no payment,

Closed appllcatlons kept for 3 years, then

Pending appllcat1ons kept until sent, then
placed in closed file. °
Open applicati

ns kept—umttt—appeat—resotved,
PATElosed(Denied)file.

2~ 95

ocs 330-4 {REVISED 2/67)

Closed(Denied) file retained for three year
then destroyed.

-

TOTRL F. a1



LSITRETISH - *TYPE OR PRINT A
EEPARATRE FORM FOR KACH NEW OR
REVISID RECORD SERILS, FORRAND

WITH RECORDS RETENT ION SOEDIAE
(oac $50-1)

DEFARTMENT OF GENKRAL SERYICES
RECORDS MANAGEMENT DIVISION
7378 WATERLOO ROAD
P.O. BXX 278
JEBBUP, MARYILAND 1079

18
AGENCY RECORDS INVENTURY

e 1_er |

\*5 N“‘g"&n% Y i\m‘h&

) &0: N ‘\) A¥ajns

3. WNIT

‘?’0 SRy \m &\V'\’w&f)\l&/

DUINIT!Q'I -RECORD szmu

A SNOYP OF RELATED RECOADE NORMALLY FILED
ARPERXNCE AS TELL AS mlw_m

4, RECORD SERIES TITL‘

_\XN\\RM\
4. RECORD SERIES

is missing.

4n THE SKRICS.

AND USKD AS Al iniT FOR
LY1OM PURPOSESN

5. CARMLICET YEAR/LATEST
B Jrogn

1PTION ‘I.lI'LY DESCRIBE THE mu or IHNMYI”/NCM“/POM POUND
INCLUDE THE PURPOSE OR FUNCTION ©F THE SEPIXS

b\%\v&x{ For Vi Q%A&{ Q%\\, &{; Uge Sormg-

Informationcoebtainedzfrém :personnel ~réquesting use.'of: Unlver31ty vehicle.
Public..Safety needs to.know who to:contact if car is damaged or equipment

7. RECORD SRKRIES FORMAT(S)

K WETTER 8izx O micrRoOrilM

D LEGAL SIZE O COMPUTER TAPE
‘ 5 BOUND BOOK © FLOPPY BISK
O Aapio TAPE C VinEd TAPE

2 CTHER{ SPECIFY)

6. FECORD SERIES SEQUOE
ALPHARRT ICAL
NMERICAL

B CHRONOLOGICAL
0 GEOGRAPHICAL
C OTHER({SPECIFY)

). VoL
K riix oraven(s)

O MicrRorFilM REEL(S)
:ULH\'D COMPUTER TAPE(S)

O CTHER(SPECLIPY)

19. ANNUAL ACCUMUAATION
FILE DRAWER(S)

O MICROFiLM RERL(E)
:&ll’c COMPUTER TAPE(S)

A
Pit. piig 18 usep 12. yiLc BECOMES INACTIVE 90 days
DALY o weay 9 MENTHLY O MaTH(S) YE-AR(
»
! 13, CURRENT LOCATION(S) |BLDG.,FLOGR, ROCM) 14. 18 RECORD SERIES DUPLICATED ELSEVHERK!

Po s, ‘h@xc (;gmx)rcv\,

@\

SPECIFY 28EXCY OR OPFICKE)

i‘;;;"a LN meae T {\wmd Tne

15. ACCESS R:mx

YES
{1 yes, ci1vx uur(s) & n:wu-ncu(-)

16. ALUDIT REQUI REMENTS

\‘-;’

O Nno XSTA'IT C reECERAL O I NDEPENDENT

§7. 1S AN INDEX SYSTEM USEDY (1r vxs.D0PLAIN
BRIEFLY AND DESCRIRR ANY KARDNARE/ SOFTEARE )

\::’t\" Soﬂ’ Wi, | Mm o %\N\W\J

YES O

CLevw

For Win

18, RECOWMMENDED RETENTION

Comle, A Formns M%Dk

) (\)Qg\)
o+ Ty ie:lr

N \{3‘\’%«\

ﬂTLz Of PREPARER
ANMA

20.

49T -3133 (40

TELEPHONE NUMSER

L4

s§ A%\ss\g\iY% o s

OG& 330-4 (REVISED 2/87)




SEPARATR FORM FOR KACH NEW OR
REVIGED RECORD SERIKS, FORYAND
¥iTH RECORDS RETENT IGN SQMEIAE P.O. BOX 273

JUSTRVCTISNS *TYPE OR PRINT A DEFARTMENT OF GEMNERAL SERYICES
RECORDS MANAGEMENMT DIVISION
73178 WATERLOO ROAD

JESEP, MARYIAND 20794

19
AGENCY RECORDS INVENTUR:

e 1_or | _

(OGS 8$50-1)
|

. _ T/ AGENCY z. Division |
\xm\sngiﬁi ™ (\mxl\,&g& é‘ifw‘ \ , ﬁEE o

3. uu'r
\m k\t‘-"wﬁ’/\}&’

v
DEF INITION - FRECORD m!“l‘ GROYP OF RELATED RECORDS MOTMALLY FILED AMD usw AS A WIY FOoR

RAXPERKNCE AS TELL AS REXTENTION r.l’.l.ﬂllm
4. RECORD BERIES TITWLX = ) X& 5. RARMICST YZAR/
| sty Sokies, Fles and Yocymen ,

\)\\o WRN ng(\)\ \QOV& %v&{xg

g iy

$. RECORD SERIES 1PTION ‘I.ll'!-Y DESCRIBE THE TYPES OF tunmﬂou/ooemn/nm POUND
22 7 “RI‘S. INCLUDE THE PURPOSE OR PFUNCTION OF THE SEPIES

Requests received for police 1nvolvement in an event.

7. RECORD SKRIES FORMAT(S)

K L2TTER 812K O micRoriLM ALPHAEET 1 CAL

0 1XGAL SIZE O COMRUTER TAPE NAMERICAL
‘ B BOLND BOOK O FLOPPY BDISK
C Apio TAPE G vined TAFE

B CHRONCLOG I1CAL
0 GEOGRAPHICAL

0 CTHER|SPECIFY) C OTHER|SPECIFY)

8. FECORD SRRIES SEQIOE

». VoL
K riix oraven(s)

O MICROFILM REEL(S)
:5&'“"0 COMPUTER TAPE(S)

O CTHER(SPECLFY)

19. ANNUAL ACCUMUAATION
)(nu: DRAFER(S)

O HICriLM RERL(S)
r.-nérn-c COMPUTER TAPE(S)

M

L41. piix 18 wsED
: ymuv C by O MONTHLY
{

INACTIVE 90 days
n MONTH(S) %W('

! 13, CURRENT LOCATION(S] {BELDS,,F.00R, ROGM) 4.

?n ez ﬁ«@xﬁ Qﬁ&m"&& DY %

18 RECORD SERIES DUPL ICATED ELSEVHERK!
i® YES, SPECIFY ,.8ENCY OR OPFiICK)

ves 0w E N nedur {\vmw Tone

1%5. ACCESS Eml@) 1ONS YRS 2 MO
{17 yxs, cive taw(s) & nzauniarions)

1. ADIT REQUIRDENTS

'\‘.7“

0O nonNE xsrxr: C reperal O I NDEPENDENT

17. 15 AN INDEX SYSTEM USEDY (1r vxs.m)*LalN

1s.
BRITPLY AXD DENCRIRE ANY KARDWARE/ SOFTEARE )

YRs O

N \{Sj(%w\

Tab\’hvs W\\k&& \Mb Vt‘\)wvl

TLsem \::W Soﬂ’vw{, Mase ’*"‘“WL ‘“‘“ MIRg, ‘Q W Mg Aﬂ&&)rof,

A('ID TITLE Of PREPARER 20. TELEPHGME NUMBER
Mﬁl\)\f\f&

9% =333 (40

A~ 11798

S? et s KZY% Hhe U

OG5 330-4 (REVISED 2/87)

TOTIL PLOL



JUSIRUCTIGHS . < TYPE OR PRINT A
EEPARATE FOR4 FOR KACH MEW OR
REVISED RECORD STRILS, FORYAND

ViTH RECORDS RETENT ION SCEDLE
DG8 $30-1)

"o.

DEFARTMENT OF GEMNERAL SERYICES
RECORDS MANAGEMENTY DIVISION
73278 WATERLOO RQAD

BOX 378
JEESSP, MARTLAND 26794

0
AGENCY RECORDS INVENTOR:

PAGK _L_w _L.

z.

' \)su\éiﬂ(\"i:%" (\ M‘MW&‘

‘io: N ‘k/ ATRaive

3. WY
X&Q\ (\.&‘-waa&’

Tolice,

DEF INIT I ON - RECORD m1a{A GROUP OF RELATED RECOADS NORMALLY ¥1LED

4. RECORD SERIES TITLX

m PR um:s

\Bommr Tov OQN\,»Q\{, ‘Ep\/\y\l

Requests for entry.te vehicles

RARPERENCE AS EXLL AS WKTENTION AND DISPOSIYION PURPOSESR

AnD vsuu A Lﬂl? rOoR

X& $. RAMLIEST YEAR/\ATEST
WAL ﬂl&_ﬁw

. IPTION ‘IIIMY DRESCRIBE THE TYPES OF lunmwmloocm,nm POUND

INCLUDE YTME PURFPOSE OR FUNCTION OF THE SEPTES

Forms.:

quiring signature of owner to avoid
suits regarding possible damage to vehicles during entry.

3. RECORD SKRIES FORMAT(S]

K LETTER 81z O micRoriLM

B i5GAL SI1ZE O COUTER TAPE
‘ T BOUND BOOK © FLOPPY BDisK
c Auom TAPE O vioeo TAPE

2 CTHER{SPRCIFY)

NERICAL

8. RECORD SERIES SEQIONGE

ALFHARRT ICAL

C CHRONOLOGICAL,
0 CEOGRAMMICAL
C OTHER(SPELIFY)

. oLl

X‘rn.: BRAYER( 8]

O MiCROFILM REEL(S)
O CCHMPUTER TAPE(S)
19. ANMUAL ACCIMUAATION
FILE DRAWER{S)

TP

FiLE 1S USED

DALY C weay O MENTHLY

C CTHER(SPECLIPY)
O HICROFILM REEL(S)
=] ca-mn TAP!(S)
INACTIVE
C »aTH(S)

r

! 13. CURRENT LOCATION(S) {ELDS, ,FlL.O0aR, ROOM)

?‘Alu, k‘&ﬁ( (—bm;\m Qu‘\)LQM\LDDM_

zh
! 'i!;m EcoMES “% 90 days
{ YEAR(S

. 18 &Ecom SERIES DUPL ICATED ELSEMHERR?
gw YES, SPECIFY ,.8ENCY OR OFFICK)

ves 8 wo Eoch meur & {\v:mw &SM

1%, Ac.csssnzsmx 1on8 YES B MO
{17 vy, ci1vE taw(s) & nEguLarions)

16, ADIT REQUI REMENTS
\‘-7"

17. 18 AN INDEX SYSTEM USEDY (i1r vyxs.)»LaAlN

BEIEFLY AND DESCRIRE AXY KARDNARE/ SOFTEBARK )

\ ~:{.'Y' SD:‘P \)\.GJ{, MI\N o {;wxw))
N *Sj(fw\

Yes 0O

Tew

0 NONE XSTAT: C repeERAL O INDEPENDENT
RRCOMMEDED RETENTION

Low\?\M Torms W \/

m\@m& Fow \NE v\\&)&'{‘&m‘

A(in TITLE OF PREPARER 20.
N\NJ\A&

QS sASS \S XZN\’S% J(I\I\K. Chi

-

TELEPHONE NLMEER

495 -3133 (WD

DGa 330-4 (REVISED 2/87)




LIERCTISNI . - TYPE OR PRINT A
EEPARATE FORM FOR KACH NEX OR

OGS $30-1)

REVISED RECORD SERILS, FORRAND
ViTH RECORDS RAETENT ION SOEIMAE

DEFARTMENT OF GIMNCRAL SERYICES
RECORDS MAMNAGEMENT DIVISION
7178 WATERLOO RQAD
P.Q. BOX 278
JEBRP, MARTLAND 210794

21

AGENCY RECORDS IHVENTUK:

e Lo |

ITRER R

" &;m‘ ‘\) ATRaive

3. WY
‘h 1SR km \\t“\’m@ﬁ&/

DEF INITIQN - RECORS a:mu{‘ SRWOUP OF RELATED RECORDY NOFMALLY FILED

RRPERENCE AS URLL AS REKTENTION AND DISPOS

AND UKD AS A u-n' ron
1X10M PURPOSESR.

4, RECORD BERIES TITLE

) 5. TARMICST YEAR/LATEST ’. |
AN\\)“{KQ\XN ‘%&,cg& e n@kauw&*x& Ji& M

6. RECORD SERIES
m PR ltmts

Noapdovad Jvope

“logged in on a special form.

lPrlQ( ‘n:m‘r DESCRIAE THE TYPRE OF INNNYI”IWM/NM POUNMD

INCLUDE THE PURFOSE OR FUNCTION OF THE SEFTELS

Property lest, stolen,\jgandon d whlch is returned to police department is

7. RECORD SRRIES FORMAT(S]
A LETTER 8i1zx O micRoriiu

.OLIGN.SKE C COMPUTER TAPE

B oD BOOK © FLOPPY DiISK
C ADIO TAPE Q vIiDES TAFE
O CTHER|{=PRCIFY)

¢. RECORD SERIES SEQINCE
ALPHAZET ICAL
NMERICAL
C CHRCNOLOGICAL
0 GEOGRAPHICAL
C OTHER(&PECIFY}

' VoL
h(‘nx.x BRAYER( S

O MICROFILM REEL(S)
! . O COMPUTER TAPE(S)

O CTHER(SPECLFY)

19. ANNUAL ACCIMULATION
Xrn.x DRAWER( S}

C MICROFILK RERL(S)
a cm TAF!:(s)

FiLk 1S USED
DALY

ber.

C woay C MONTHLY

INACTIVE 1 year
éﬁ S MaTH(S) %m(

>

13. CURRENT LOCATION(S) {HLDS.,FLOGR, ROCH )

?ﬁ_\l&il&& w& \:ﬁgﬁa

. 18 n:com SERIES DUPL ICATED ELSEVMHERK?
%w YES, SPECIFY ,4DNCY OR OPFICK)

Yes O NO E.v.c,\\ Mt«»\mr & &Q‘Q\o\,d &g\,\—

1¥. AGCCESS R:STR!
{17 yxs, ci1vx uu(s) & nemrtcﬂ(s)

1. AUDIT REQUI REVMENTS

B
O NONE k’srmr: C FEDERAL O INDEPENDENT

17. 1S AN INDEX SYSTEM USEDT {(ir vxs.o>LalN

BRIEFLY AKD DESCRIRE ANY KARDYARE/ SOFTEARK }

\\::('{.T' SD;JV v\&ﬁ{, W\M\I i ‘b\ﬂ\t\L

YES O

. S\{S <3N

‘?\J«m For ove \t&mr* or WN&V;\
Do P i b\mhw\w&-T\\m
& {)S‘Qv b\l '

*After one year property is
sent to auction.

TITLE OF PREPARER 29.

Man V\Jmpb

TELEPHONE NLMGER 11

Seuax%\ssxgkza\f% ‘lﬁl\&% L 495 -3133 (4D

A~N-SE

o<'.s 330-4 {REVISED 2/87)




AMTRUCT IGNS - - TYPE OR PRINT A
EEPARATR FORM FOR LACH MNEY OR
REVISED RECORD SERILE, FOREARD

0G8 850-1)

¥iTH RECORDE RETENT IOM SOEDIAE

DEFARTMENT OF GINKRAL SERYICES
RECORDS MANAGEMENY DIVISION
7378 TWATERLOO ROAD
P.0. BOGX aYs
JESSIP, MARTLAND 2079

22

AGENCY RECORDS IHVENTOR:

Pacx J__O' _L_

' \Jm\\sfﬁ(rg\i\(“‘ % \*\m—w&,

2. Dl

‘if' &mlr' A;an“(

3. WNIT

%b SR \QA (\V‘\’N\NL

DEF INITION - RECCAD mlu{‘ L L 0" mﬂb RECOADY MORNALLY ¥1LED
RETENT 1 OM

AEPERENCE AS UELL A

4, RECORD BERIES 'nnx

QI\(\ k@ (,\X»W\&\‘&a\

AND USED aS A uutr FoR
LY 10N PLURPOSER

S. TARLICST YEAR/LATEST YL
T oy

% THE SERICS.

%%;&\‘W\-w&(’ \NQ(W i\lwbas‘

personnel within agency.

; _\XN\\NNSA ‘b c A '
: s RECORD SERIES 1PTION ‘“tmf DESCRIBE TWE TYPES OF INNM‘HO‘!/DOCMINM POUND

INCLUDE THME PURPOSE OR FUNCTION OF THR “"!l

Record of equipment leaned out to other- agenc1es or to officers and"

7. RECORD SRRIES FORMAT(S)]
A WETTER 81z O micRoriix

‘ C LEGAL SIZE T COgUTER TAME
B BoND BOOK © FcePY DISX
O ADico TAPE O vioeo TAPE

2 CTHER({ SPECIFY)

8. FECORD SERIES SEQIOE
ALPHAZETICAL
NUWER ] CAL

€ CHRONGLOGICAL
0 cEoGRAPHICAL
C OTHER|SPECIFY}

». VoL
K'!u SRAYER({ S ]

O MicRoriLM REEL(S)
W.L'El'c COMPUTER TAPE(S)

O OTHER(SPECLIFY)

19. ANNUAL ACTIMULAT ION
FILE DRATER({S)

i O MICROFILM RERL(S)
E'UJI'!I'Q COMPUTER rn-z(s)

b81. wiig 18 usED

DALY C wpay O MEaNTHLY

12. yiic DECOMES INACTIVE 90 daYS

r

13, QURRENT LOCATION(S] {mDG, ,F‘l..” Roct

?ﬂm,\k@x( Commpniz, XN koam

S MTH(S)
. 1% RECORD SERIES DUPLICATED ELSEVHERR!?
%w YES, SPRCIFY ,.6ENCY OR OPFICK)

ves oMb, nedur © {\vm na

u.u:czssn:smx 1on8 Y8 B M0
{17 vyes, ci1vE Law(s) & ngoviaTiOon(S)

16. ADIT REQUI RDMENTS

. -
O NoNE k’srxr: C reperal. O 1nDEPENDENT

17. 15 AN INCEX SYSTEM USEDYT (ir vxs.moralin
BRITFLY AXD DESCRIRE AXY KARDYARE/ SOFTEARK )

Ni”\.'?' SDi‘P \)\.OJ{, MRN o {;\N\g\l’
3\{9{«%\

YRS O

1s. mccuegxn mxm

&‘u\s ms& be m{& oo}

Aws VT hen L%su

»(wn TITLE ©Ff PREPARER 20.
va« &

S%ii. QS%\SS s XZ‘Y% ‘]ﬁ\m& Chi

TELEPHONE NUNEER 1. DATE

495 -3133 (40

211§

0G5 330-4 [REVISED 2/87)



LUSTRCTISNS - » TYPE OR PRINT A
SEPARATE FORM FOR KACH MEW OR
REVIGED RECORD SERIES, FORRAND
VITH RECORDS RETENT IGN SCHEIDILE
0G8 830-1)

p‘o.

DEFARTMENT OF CENCRAL SERYICES
RECORDS MANAGDMENY DIVISION
7178 WATERLOO ROAD
BX 278
JEBRP, MARTIAND 20794

23

AGENCY RECORDS IRVENTOR:

PAGE _r__or _L_

$. DEF AGENCY 2. DIVISION 3. \NIT
\‘P)::ﬁl Y\iﬂ“ f: “‘“‘Wl’ &f \&) R;Fq.n« Tl SRy \m x\erm&f

CEr INIT1ON -RECORD u:mu{“ SROVWP OF RELATRD l‘“m MORMALLY ¥1LED

ARD vtun A WIY mOR

RECORD SERIES TITLE

ey ‘n&; e Yiles 'g,gA, No¢ gmmx.x;&

RECORD SERIES
1% THE SERICS.

\vw& \\‘\A. hw\)\s

Posting of job assig

ARPERENCE AS UELL AS RXTENTION AND DISPOSITION PURPOSESN

5. CAMLICET YEAR/|ATEST '
1378 _ ve §r‘£§~g3§

1PTION ‘l.l!'LY DESCRISE TWE TYPES OF lnnmwou/aocm,nm POUMD

INCLUDE THE PURPOSE OR FUNCTION OF THE SEPIRS

mm

ments for as much as two months in advance.

I.
A LETTER 8izx O MicROFiItM

O LEGAL SIZE O COMUTER TAPE
S oD BOOK © FLOPPY DISK
O ADIe TAPE C vioeo TAPs

8 OTHER{ SPECIFY)

RECORD SERIES FORMAT(S)

4. FRECORD SERIES SEQANCE
ALPHABET ICAL
NMER]CAL

C GHRCNOLOGICAL
£ cEocRAPHICAL

O OTHER|SPECIFY)

. Yool

H' FILE DRAYER(S]

Q MICROFILM REEL{S|
$9. ANNUAL ACCIUMULATICON

O COMPUTER TAPE(S)
. knu: DRAYER(S)

T FiILE 1S USED

QALY C weay O MENTHLY

O CTHER({SPECLPY)
Q MICROriLM RERL(S)
12, piLx BECOMES INACTIVE
éﬁ S MoNTH(S) YTAR(S)

13.

CURFENT LOCATION({S] {BLDGS. ,FlL.O0R, ROGM )

Police, X@r&r C b&\en 1 08ERE,

18,

O CoMPUTER TAPE(S)
: Al
t4. 1S RECORD SERIES DUPLICATED ELSEVHERE!
%w YES, SPECIFY ,.8TNCY OR OPFICE)

5 years
v O MOE N mesdr T h&‘i\\)&;d Tone

ACCESS ESTFNC‘}I” YRS MNO
{17 vyes, civE tan({s) & rzaviarion(s)

16. ADIT REQU] REDENTS

S
0 Nonk ){swrr: C reperAL O INDEPENDENT

17.

IS5 AN INDEX SYSTEM USEDTY (10 vEs. OLAIN
BEIEFLY AKD DESCRIRE ANY KANDNARE/ SOFTEARK )

YRs O

m\\::/ﬂ" Soﬂww{, Mawe w\W‘J
S\‘Q«am

18. RRCOMMEXNDED RETENTION

Retain for five years, then destroy.

TITLE Of PREPARER 29.
\“\%Jv\é‘(mpo

AL XZY% e S

TELEPHONE NLAGER

L 495 -3133 (4D

Z1. DATR

- 118

DGa 330-4 (REVISED 2/87)




LMTRETISHI - - TYPE OR PRINT A
ERPARATE FORM FOR EACH MEY OR
REVISED RECORD SERILS, FORRAND

¥iTH RECORDS RECTENT ION SOEIAE
OGS $30-1)

’.°.

DEFARTMENT ©OF GIMNKRAL SCRYICES
RECORDS MANAGDGENT DiVISION
7178 WATERLOO ROAD
BX 278
JEBEIP, MARYLAND 20794

24
AGENCY RECORDS TNVENTGK:

e 1_or |

) \J\N \\Rj(rg\

) S

\‘\wwl,

wlT

B Sv'.' N &) h;&m« s;&Lh\ML\mm-\'mmL

ELA " LED
CEF INITION - RECORD mxu{‘ wow oF =D "“ DY NORMALLY w1
ARPERENCE AS WEKLL AS RETENTION AMD DISPOS

ARD usuu A WH’ [ o] ]

4., RECORD SERIEE TITLE

_\XN\\WVQ\XN ‘u R, K-_ \ez& ;\.\r\ k@c,\x.wmx&

$. CAMICST YEAR/\ATEST
ﬁjﬁh“w

. FECORD S
¢ RIES n THE SKRICS.

g

IPTION ‘IIII'LY DESCRIBE T™HE TYPES OF lunmrlu/wm/nm PFOUMD

INCLUDE TME PURFQSE OR FUNCTION OF THE SEPTES

Qo\ﬂ& ‘I\\krﬁ, RSS\QN\NW@Q o &

Assignments pested two weeks in ad

7. RECORD SRRIES FORMAT(S)
A WETTER 8izx O micRoritM

O LEGAL SIZE O COMRUTER TAPE
‘ S BOUND BOSK O FLOPPY DISX

C ADIo TAPE Q vined TAFE
2 CTHER(SPECIFY)

8. RECORD SERIES SEQUONE
ALFHARET | CAL
NUVER ] CAL

C CHRONOLOGICAL
B EOGRAPHICAL

C oTHER({&SPECIFY)

’. yoLa
H'rn.: SRAYER(S]

O MICROFILM REEL(S)
! . C COMPUTER TAPE|(S)

C OTHER({SPECLIPY)

19. ANNUAL ACCUMUAAT ION
X FiLs oraveR(s)

| C MICOFILKY RERL(S)
r.-uérn' O COMPUTER TAPE(S)

Pil. wix 18 useD

BAILY C wBaay Q MENTHLY

1

T emenisaeciry)

y 13, QURRENT LOCATION(S)] (B DG, ,FLOOR, ROCM )

o liee, k@ﬁ( Compgst oou‘\/\-bs\ls Yoom

12. yiLc BECOMES INACTIVE R
ﬁjéﬁ S MoTH(S) ﬁm(s)

14, 1S RECORD SERIES DUPL ICATED ELSEVHERK!
, SPECIFY samNcCY OR GPFICK)

u.n:cxsmmx 1oN8 YRS O MO
{17 vyes, ci17v Lawi{s)] & nEaniaTion(s)

%w ves
ves 8o e E Asvi ne

1. ADIT REQUI REMENTS

) S
O NONE Xs-rxr: C reperal U I NDEPENDENT

17. 15 AN INDEX SYSTEM USEDY (1pr vyxs,. OPLAIN

BRITFLY AXD DESCRIRE AXY KARDNAKRE/ SOFTEARK)

\:?RT Soﬂ( WSk, | Mase: ‘W\t\vl/
S\{Sj(fw\

YRs O

18. sscqu_::: RETENTION

- :C'czympl'eteﬂ ‘sheets” tc):bé' retained for
~ one ‘year, then destroyed. .

TITLE OF PREPARCR 20.
Ma.Jw‘LTnpo

TELEPHONE NUNGER Z1. DATR

495 -3133 (40

‘S%'u. m\ Rssic \f—z‘\ts‘ﬁb 'h\ﬂi,%

0GE 330-4 (REVISED 2/87)




LUSTRCTIONS - - TYPE OR PRINT A
SEPARATRE FORM FOR LACH MNEY OR

RAVISED RECORD SERILS, FOREAND

(OGS $30-1)

FiTH RECORDS RETENT ION SOEAE

DEFARTMENT OF GENCRAL SERYICES
FRECORDS MANAGEMENMT DIVISION
7378 TWATERLOO ROADR
P.O. BCX 278
JESEPF, MARTIAND 2079s

25

AGENCY RECORDS IHVENTGK:

PAGK _t__w _L._

' \JsN\\RS(rgi

y DY ok

l\\i V\mw&

z. mv&;xcu '
é W 1<

DEF INITION - RECORS mxu{‘ SROUP OF RELATED RECOADY NORMALLY FILED

3. WIT

Yolies, \m NJ(M\;_\/

4, FECORD BERIES 'nn.:

$. RECORD SERIES

: AN tade XM

™ T “Rla

RLPERINCE AS UELL AS WXTENTION AND DISPOSITION PURPOSKY

Rw\‘f\ \D (..\X;\M&\‘LXLK

ARD utuu A t’ll? rOoR

$. RARLICST YEAR/ILATEST YL
}3 ]é_\, ™ §\“£§g;§§

1PTION ‘nlmv BESCRISE TME TYPES OF tunmvleﬂ/aocm-:xﬂ/nm POUND
INCLUDE THE PURPOSE OR FUNCTION OF THE

R0 I &@x& k@w&« < Pores

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

s2EMIEs

7. RECORD SRRIES FORMAT(S)
A WETTER 8125 O microritn

D LEGAL SIZE O COOXITER TAPE

C pouND BOOK O rLoPPY BDiISX
0 Ao TAPE Q VIDED TAFE
2 CTHER|SPECIFY)

8. FECORD SERIES SEQINCE
ALPHABET I CAL
NN CAL
2 ORCNCLOG]CAL,
O GEOGRAPHICAL

C OTHER|SPECIFY}

». VoL
H‘nu SRAYER( S

0 MicrRorilM REEL(S)
Fcimc COMPUTER TAPE(S)

O CTHER(SPECIFY)

190. ANNUAL ACCIMUIATION
knu DRAYER( S)

O MICOrILY RERL(S)}
C COMPUTER TAPE(S)

maLSELLn..__
P piig 13 usED 12. piLE BRCOMES INACTIVE 180 days
' DALY C weay O MENTHLY ] C »TH(S) Yw(
{
! 13, CURRENT LOCATION(S] |BLDS.,FLO0R, ROGM) 14. 1S RECORD SERIES DUPLICATED ELSEVHERK!
‘ )gsr YES, SPECIFY s&DNCY OR ovruct)
?ﬁlluz k&&s( MC&&({“N Q.omN\ Y O E.uc.\\ M(&«-\lﬁ' &' \'&m\,\l Tone
15. AGCCESS n:mx Y28 B M0 16. ADIT REGU! RDENTS

{ir ye3, c17vx u-(:) & pgouLaTiON(S)

R S

0 NoNx KS‘I’AT: O reperal. O InpEPENDENT

17. 158 AN INCEX SYSTEM USEDTY (1# vxs.,mo»Laln
BEIEFLY AKD SESCRIRE AXY KANDYARE/ SOFTEARK)

YRs O

. Svts%am

N;’\'Y' %DQ'L' v\.fxﬁ{, MRNL\ -UJMNL C:E;“:NM &%

p m;’ﬂ‘:\" mw@ Xy
Yo 056 \\w&.v

&
-

TD TITLE Of PREPARCR
MO\:J\:\& Pp

S?‘u_ c& Nssic XZ*\:% "ﬂr\& Chi

20. TELEPHONE NNGER

L 4Bt 3133 (40

Z1{. DATR

1194

OGS 330-4 [REVISED 2/67)




LUSTRCTISHS - - TYPE OR PRINT A
EEPARATR FORM FOR KACH MEXY OR

REVISED RECORD SERILS, FORRAND
TITH RECORDE. RETENT ION SQ-EDIAS

DEFARTMENT OF GENKRAL STERYICES
RECORDS MANAGEMENT DIVISION
7178 WATERLOO ROADR
P.0. BOX 273

26

AGENCY RECORDS INVENTGK:

PACK _E._O' ..L._

0GE §36-1) JESEUP, MARTLAND 26796
: 2. , 3. war
\""“’{f;\iﬁ“ ; \\”w&* LLﬂ;an« :\sb 1R xm&\.f‘l'ﬂi\l&/

NIEECON. MO IORALL, LED
DEF INIT1ON - RECORD mxu{‘ ROWP OF AELATRD i Y *1
ARPERENCE AS WELL AS WETENTION AMD DISrCS

4, RECORD SERILE TITLXE

6. RECORD SERIES

in Public Safety.

! Dty NM&S&_&Q_\QQM&X&

m PR “ths

\w\ wﬁx{ E@& mw& Ty m&

Background checks on appllcants for positions

AND USED AS A‘unl? ron
LYLION PURPOSKSN -

$. RARLICST YEAR/LATEST
[T ro Py

o

IPTION ‘I.I"LY DESCRIBE THE TYPRS OF INNNAYI”[DOCMIN” POUND
ITNCLUDE THME PURPOSE OR FUNCTION OF THE ""!l

o -&)\‘ow Ces

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.

7. RECORD SKRIES FORMAT(S)
A ETTER 8izx O micori

‘Ou:cn. SIZE O CEVUTER TAPE
S BOUND BOOK O FLoPPY BisX

C Ao TAPE Q viced TAPE
O CTHER| SPRCIFY)

8. RECORD SERIES SEQINCE
ALFHARET ICAL
NMERICAL

2 GHRONCLOGICAL
O CEOCRAPHICAL
C OTHER({&SPECIFY)

. Yol

K FILE DRAYER(S]

O MicROriILM REEL(S)
10. ANNUAL ACCIMULAT ION

O COMPUTER TAPE(S)

C COMPUTER TAPE(S)
FILE DRAFVER(S)

: Al

P41 g 13 usen

DALY C wpay

8 MeNTHLY

S mTH(S)

O CTHER(SPECLPY)

O MicRerILM RERL(E)
INACT | VE s Ongoing during
*:‘Rﬁ@pure of

i
SR

13, ACCESS FEST'Ri 1oNS

CURRENT LOCATION(S) {B.DGS.,FL.OOR, ROOM )

?'1L\u, &Qﬁ'&( (/\m‘&é ooy

ol

14. 18 RECORD SERIES DUPL ICATED ELSEVHERK!
)g:w YES, SPECIFY s4EZNCY OR OPFiCK)

ves G Mo E.v&,\\ \V\tm\ui' \,E- &ﬂmd %S»\—

YES
{i7 vyxs, ci1vE Law(s] & ngauLarion(s)

2 M0

l' ADIT REQUIRDENTS

0 NorE k’s-rxn: C reperal. O 1nNDEPENDENT

'\t ’

17.

Y5 O

' i\{&jﬁ&m

1S AN INDEX SYSTEM USED?Y (1r vyxs.m0LAIN
BREITFLY AND DESCRIRE AXY MARDNARE/ SOPTRARK )

\:i’\.'v' SD;‘L’ Wadk, MRN o ‘U“\wl"

1s.

anploytd My

oV, \f(ﬁm‘ .

RECOMMENDEDR RETENTION

V\Q(«;w “B \MB WS w

‘W‘m&%

Y 4

Q

o

W &{ ¥\\”\$

TITLE Of PREPARCR
J\o\&( Po

’4\55 1S sz‘\ts‘ﬁa Jﬁ\l\a‘&

r

29. TELEPHONE NUNSER

495 -3133  (H0

v

1. DATE

R T-9%

DGa 333-4 (REVISED 2/87)




EEPARATE FORM FOR KACH NEXY OR
REVISED RECORD SERILS, FORRAND

OGS 530-1)

LRIPVCT I - TYPE OR PRINT A

ViTH RECORDE RETENT |ON SQEIAE

DEFARTMENT OF GENCRAL SERYICES
RECORDS MANAGIMENT DIVISION
7178 WATERLOO ROAD
P.Q. BEX 273
JEBSP, MARYILAND 16794

27

AGENCY RECORDS IHVENTG:

PAGK _Lw __(___

m” QXQA QW‘LM&\IL

' \x»w rH \‘\c«x w&, ' DW_\:T l, ﬁEE 3
?(\MBX ke 1‘.‘ é W \""K

DEF INITION - RECORD m!u{A AROYP OF RELATED RECOADT NOMMALLY FILED ARD ugu AS ‘ w[f rOR
ARPERENCE AS TELL. A WRETEMTION .

u\glcb; \M&&Mh x& ) m&ﬁlw

1PTION ‘ulmv DESCRIBE THE TYPES OF INFORMAT]ON/DOCUMIDITE/PORMS FPOUND
1 P& SERILS. INCLUDE THME PURPOSE OR FUNCTION OF THE SSPIES

WA Beok Segmance, boss

. DR-15A (Driving While Intoxicated) Dbook is issued to officers and the

log is data on who has the book, for how long, and when it will be
returned.

6, RECORD BERIEE TITLE
; ‘\XN\\HL\:Q\XN

8. RECORD SERIES

7. RECORD SRRIES FORMAT(S)

8. FECORD SERIES SEQENCE ’. VoLl
ﬁ\m B8IZE O MICROFILM ALPHABET ICAL ﬁ('rn.x DRAYER(S]
O LEGAL SIZE O COMRITER TAPE NMERICAL

O MicroriLM REEL(S)
EGLEII‘Q COMPUTER TAPE(S)

O CTHER(SPECLPY)

O BOUND BOOK O FLOPPY DISK £ GHRONGLOGICAL

C Ao TAPE C vioes TAPE
2 CTHER({SPRCIFY)

O cEoGRAPHICAL

19. ANNUAL ACCIMULAT ION

FILE DRAWER(S]

i O MIGRFILK RERL{E)
:uéru'c COMPUTER TAP!:(S)

12, piLc BKCOMES INACTIVE > years
x&! S MTH(S) ;} YTAR(S)

C OTHER{SPECIFY)

1. piLz 18 wsSED

DALY C ey C MONTHLY
: 13. CURRENT LOCATION(S) (E.DG.,FLOCR, ROCM) 14. 1S RECORD SERIES DUPL ICATED ELSEVHERK!
;w YES, SPECIFY s8ZNCY OR GPFiCK)
-_&L‘A%Lﬁ-&%imuﬁs v\mm s 8mop, b wede o {\mmw Tons
ACCESS RESTRI 1oNS 16. AARIT REQU I REENTS
i’ vyx3, ci17vx tan(s) & nomr:m(l) ol

-
0 NONE ){srn'z C rEpERAL O INCEPENDENT

17. 1S AN INDEX SYSTEM USED? {ir yxs. >PLAIN
BREITFLY AXD DESCRIRE ANY KANDNARE/ SOFYRARK)

\P‘?RT‘ %DQ‘L’ Wk, | th & Jb\mle
3\{8 RN

18. RRCOMMEDEDR RETENTION

R@«Qg\;,g For Five, \tmfg Tty
(\;Q)S-Qﬁ)\f

TELEPHONE NLMGER 21

9% -3133 (40

Y=s O

12, NANME TlTu: Of PREPARCR 209.
N\‘\MV\&

% s¢3\S,S 1% XZN\’S‘\% ‘tﬂ\»{.q'n

0G5 335-4 {REVISZD 2/7)

IR




B -7 - 28

+ +TYPE OR PR ‘ ARTMENT OF GIMNLRAL SERY

ERPARATE rome rom KA rw on | mEcoRDS saraciantr Divisiee | AGENCY RECORDS INVENTGR:
RAVISED RECORS SERILS, FrOREAND 7378 VWATERLOD ROAD
ViTH RECORDS RETENT IGOM SCOEIXEE ».0, BEX

OGe s30-1) JESEP, wna:'urn racx | or -(——

. 2. DIVISICN 3. UNIT

\).N\v \
Y«\:iﬂu& .ﬂ \\ML& é-\J 1< % LR \m \\V‘\’N\WS\/

DEY INITION - FECORD m,u{“ SWOUP OF RELATED RECOADE MORMALLY FILED ARD usu AS A umr ron

AEFERENCE AS TELL AS EXTENTION ANR DISPOSITION PURPOSEX
4, RECORD SERIRS TITLE ) : : x& 8. m'u:w MIW
? AVt C‘AN \AXLC&EMSAMM% , 8 v '
. .. FECORD SERIES IPTION ‘IIIIPLY DESCRIAE THE TYPES OF mnmvlou/mu\-xﬂ/nnu POUND

i T SKRILS. INCLUDE YME PURPOSE OR FUNCTION OF THE unu

kwv QW ’t\\o\NN\ W v—\§

Reports from the central alarm system which monitors all activity on
all burglar alarm systems throughout the University.

7. RECORD SRRIES FORMAT(S) 8. RECORD SERIES SEQINCE 9. voLLME
Km 8I1ZE O MICROFILM ALPHAZET I CAL ) K'lu DRAYER(S ]
O KICROFILM REEL(S)
‘ 0 1EGAL SIZE © COGRTER TAPE N ERICAL ! O COMPUTER TAPE(S)
B BOUND BOOK U FLOPPY DISX £ CHRONOLOGICAL "~ O omER(SPECIFY]
C anio TAPE C vineEo TAFE S CEOGRAFHICAL

10. ANNUAL ACCUMULAT IGN

2 CTHER{SPECIFY)} _ C OTHER(SPELIFY) FILE DRAWER(S)
C MICGRFILK RERL(E)
O COMPUTER TAPE(S)
= ! :
P4 piLg 1S usxD ) 12. piLc BECOMES INACTIVE R 90 days
y'mu.\' C woayY S MorTHLY E&_, S maTH(S) YEAR(S)
4

1 13, QURRENT LOCATION(S] (DS, ,FLOOR, ROCHM ) 14. 18 RECORD SERIES DUPLICATED ELSEWVHERK!

i® YES, SPECIFY s4ENCY CR OFFICE)
?‘A;u, X{%\( bm&m\s t&n&\(}h& DN, Yes O N E.uc,\\ ALY "5& {\‘_ﬁ\b\}% :&5 n

15, ACCESS mmx YRS 16. ALDIT REQGU I RIDENTS
{ir ves, c1vx ut(s) & nsovu-ncu(-) . R o

O NoNE k’srxr: C reEpeERAL O 1MNDEPENDENT

7. 158 AN IND
1 EX SYSTEM SEDT (i1r vyxs. LA lN 18. RRCOMMEIOED RETENT!

ﬁ:;u:v AKD DESERIRR ANY KAMOYAXE/FOFTEARE) (_,ON\%\ {)Qd ‘Q “ES) \&U

\:?G\v Soﬂ/ Wask, Mm o -UN\{,NL = mm&&, Fatr Wi A)mﬁg T
P S%gjm\ &%&)ﬁﬁ |

1K) TITL: Of PREPARCR 20. TELEPHONE NUMBER I1. DATE
\‘I\‘\»J\N’i

Sw.o&“\smkzyg bochd 9% -3133 (W0 o~ 11~9Y

\oca 330-4 [(REVISED 2/67)




JUSTELCTISND - - TYPE OR PRINT A
SEPARATE FORM FOR KACH MEW OR

REVISED RECORD SERIES, FORRAND

0Ge $30-1)

DEFARTMENT OF GEINCRAL SERY!ICES
RECORDS MANAGEOMENY DIVISION
7273 WATERLOO ROAR
ViTH RECORDS RETENT ION SOEDEE P.0. BOGX aYs

JESEIP, MARTIAND 10794

29
AGENCY RECORDS INVENTOR:

e Lo

\)\N W ?(Y'g\

AN DY <t

Www&

B &)’ &mlﬂ ATqieg :ibutl; \mw-\'mm&/

4, RECORD BERIES 'n'n.x

8. RECORD SERIES a7 sRrics.

Tw\.ﬁ%\w‘;&ﬁ,

. EW%?&U@

_\kw\\r‘{xgxlﬂ u\mce, ; MML X&

D RECO AND Al it rom
DEF INITION - RECORD szax:s{‘ MMOUWP OF RELATE ROP MORMALLY #1LED vSED AS
ARPERENCE AS WKLL AS CTENTION :

S. CAMICST YEAR/LATEST
}3 l& ™ §I‘£§-§§§

1PTION ‘"le DESCRIAE T™™E TYPES OF mnmwen[oocm/nm POUND

INCLUDE THE PURPOSE OR FUNCTION OF THE SEFTRS

’ Reports of incidents on emergency hone 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.

7. RECORD SRRIES FORMAT(S)

A LZTTER 8izx O micRoritm

‘ O LLGAL SIZE © COMRITIR TAPE
S BouND BOoK  © FLOPPY DIsK

C ADIO TAPE Q viDED TAFPE
2 STHER|SPECIFY)

8. FECORD SERIES SEQIDWE
ALPHAZET ICAL
NWERCAL

2 CHRONOLOGICAL
O CEOGRAPMICAL
C OTHER|{SPEC!IFY]}

9. YOLLME
‘ k‘nu BRAVER(S)

O Microrilu REEL(S)

Fvme COMPUTER TAPE(S)

O CTHER(SPECLFY)

19. ANNUAL ACCIMUAATICON
FILE DRAWER(S)

i C HICROFILM RERL(E)
r.-uénr O COMPUTER TAPE(S)

=1

1. gz 13 useD

DALY C veeay 0 weNTHLY

12, yiic BECOMES INACTIVE rl year
éﬁ S McreTH(S) YEAR(S)

;13 QURFENT LOCATION(S] { A5G, ,FLOOR, ROCM )

Palice, hepd c&&&@&t\

14. 18 RECORD SERIES DUPLICATED ELSEVHERK!
%w YES, SPECIFY 26EZNCY OR SPFICE)

s S A e e T Aoane wi

1%, ACCESS m:mx
{i» vy, ci1vx u-(s) & ncevu-rxcu(-!

16, ADIT REQUI REVMENTS

_ S
0 NoNE Ks-rxr: C repErAL O INDEPENDENT

17. 18 AN INDEX SYSTEM USEDY {1r vxs.D)LalN

BEITFLY AXKD GESCRIRR AXY KARDEARE/ SOFTEARK)

\\::Q\T‘ SD;J( \A.GJ{, MN\\ N {:\J\\-(,\,L

YRS O

‘ S\{S RN

18. RECOHMMEDOED RETENTION

Resain For owe, \t@y e
&@3&% \t

pb'rx*ru: Of PREPARER 29. TELEPHONE NLMEER Z1. DATE
J\o\&(

~17-95

st& Asmms%immi 498 =333 (4

0G5 330-4 (REVISED 2/87)




SEPARATR FORM FOR LACH NEXY OR
REVISED RECORGC SERILS, FORRAND

LRTRCTISNG: - TYPE OR PRINT A

ViITH RECORDS RETENT ION SOEIEE

DEFARTMENT OF GINKRAL SERYICES
RECORDS MARAGEMENMY DIVISION
7173 WATERLOO ROAD
P.Q. BGX ars

30

AGENCY RECORDS INVENTGR:

ous 830-1) JESRP, MARYLAND 26794 ras _t_or I
. ‘ 1. vauxm 3. WNIT
\Anwff(ii“ ) \‘\c\xw&, &SJQL h;FOM"& :% 1SRy \QA Q.V-LMS’AJL

DLY INITION -RECORD mxu{‘ SROUWP OF RELATED RECORDS NORMALLY ¥1LED
REFERENCE AS WXLl A9 m'wwmmm

4, FECORD BERIEE TITLE

‘ Akmxwlvgx&m

n\:&b; \Mm &K

$. RECORD SERIES

m P ltml::

ARD USED AS A Wl? oR

$. TARLICET YEAR/LATEST YL
1B, o dogsy

. ~
NETITNEONUEARY Q‘o\,x(ﬁc NS Q\V‘{KJ\?\, L\ $&9-
) Check off list for communications room to make sure everything is
working properly on a day-to-day basis.

La

1PTION ‘Illl'LY DESCRISE THE TYPES OF lNNM?I“/DOCM/Nm POUND
INCLUDE THE PURPOSE OR FUNCTION OF THE SEPTLS

7. RECORD SKRIES FORMAT(S)
K LETTER 8izx O micrRoritM

0 LEGAL SIZE O COWRITER TAPE

B BOLND BOOK T FLoPPY BIsK
C Ao TAPE Q vines TAPE
8 CTHER{SPRCIFY)

§. FECORD SERIES SEQIOE
ALFHARET ICAL
NWVERICAL

C GHRONGLOGICAL
0 cEocRAPHICAL

C OTHER|{SPECIFY)

). yoLue
K'lu BRAYER(S]

O MicROriLM REEL(S]
! O COMPUTER TAPE!(S)

O oTHER(SPECLPY)

19. ANNUAL ACCIMUAATION
FILE DRAWER(S)

C MICROFILM RERL(S)
=] cm nn:(s)

P41, piLg 18 useD

DALY C wBpay

>

8 MeNTHLY

12. ';L: ERECOMES

IRACT I VE 30 days
S MONTH(S) ;ﬂrmtll

L3,

CURRENT LOCATION(S] (HDS,,FLOOR, ROCM)

3? YS,

14. 1% RECORD SERIES DUPL ICATED ELSEVHERK?
SPECIFY s8ENCY OR SFYICE)

Do e, \Q@SL (ot o@\(\w %om

S Mo EML\\ Q«.\wﬁ' E' AQ‘Q\\)\:\I &5»\>

5. u:ctssmmx 1o YES8 B MO
{17 vyes, ci1vx tawi{s) & rgauviarion(s)

1. AADIT REQUIRDMENTS

. o
O NONE XSTAT: C reperal O I1NDEPENDENT

17. 15 AN INDEX SYSTEM USEDY (ir vyxs.m0o*LAIN

BEIEFLY ANKD DESCRIRE ANY KARDNARE/ SOFTERARK )

\::’K‘Y‘ Soﬂ* Waig, MQN o J{:W\{NL

Y=s O

S@m\

18, RRECOWMME2DED RETENTION

\&D&mq\, ‘L\'\ WX)‘{ &M(S Then

c&e&%u\

A('Q TITLE ©OFf PREPARCR 29.
c\m\& &

54\53 ) Q‘Y% Jﬁk& i

TELEPHONE NLMGER

495 -3133 (4D

oca 330-4 (REVISED 2/87)




LUERETISHS - - TYPE OR PRINT A
ELPARATE FORM FOR KACH MEX OR
REVISED RECORD SIRILS, FORZAND

DEFARTMENT OF GINCRAL SERYiCES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROAD

31

AGENCY RECORDS INVENTGK:

ViTH RECORDE RETENT IOM SQ-EIXAE ».0.

BOX 278

PAGK _L_or __L_

PGS $30-1) JESSUPF, MARYILAND 20794
. 2. DIV)ISIQN 3. UNMIT
\)‘mwgciiu % \\\MW& é&fw@_ﬂiqm % 1SR kgﬁ O L‘M\)L

\
BEF INIT 1 O - RECORD mxu{‘ GROUP OF AELATED RECOADY NORMALLY FILED AND USKD AS Al UwiT FOR
ARPERUNCE AS WELL AS RXTENTION AND DISPOSIYION PURFPOSER

4, RECORD SERIES TITLXE

Vswrray \u&cg,g e asd \Ou&w&\‘Xﬂ

5. RARMICST YEZAR/LATEST
10 v I |

. RECORD &=
.. R RIES m P nrm:s.

e

investigations.

Ly

1PTION ‘IIIIPLY BRSCRIAR THE TYPES OF lNN”YI“/DﬁtM/N“ POUND

IMCLUDE THME PURPOSE OR FUNCTION OF THR “Hll

Includes all records malntalned on criminal

Q, WOV &)g %WX% N \—baﬂ \‘\h\é: N%g v \mmx Iy \)‘{EA) §&¥a§

7. RECORD SRRIES FORMAT(S]
A ETTER 8125 O micRoritM

O LEGAL SIZE U COQRTER TAFE

C pouD BOOK © FLOPPY DISK
O Aauoieo TAPE C viceo TAPE
2 CTHER(SPRCIFY)

§. RECORD SERIES SEQINCE ’.
ALPHAERT 1CAL
NS CAL
C Q-FXNOLOGICAL
B CEOGRAFPHICAL
C oTHER|SPECIFY)

voLe
K riic cmaven(s)

O’ MicROFILM REEL(S)
LTLHTO CTMPUTER TAPE(S)

Q OTHER(SPECLIFY]

AMNUAL ACCUMULAT 1CM
FILE DRAWER(S)

0 MicROF LM RERL(E)
a cm TAPE(S)

FiLL 1S USED

DALY

bt

C ey S MeNTHLY

12. i BECOMES INACTIVE
| S MaNTH(S) ;} YTAR(S)

>

! 13. CURRENT LOCATION(S) (BLDS.,F.oor, Roc)

Poltee, &Q \m o@m

14. 18 RECORD SERIES DUPL ICATED ELSEVHERR!
SPECIFY ,24ENCY OR SPFicK)

%‘;‘;uo No E.v&,\\ mtm\m‘ \E' {\vmw &Sw

135. AGCESS R:STR:
{17 vyxs, c1vx LA:(:) & ncovuar:en(s!

1¢. AADIT REQUI REDMENTS

. R SX
0O NoE )(swax: C reperal. O 120EPENDENT

17. 18 AN INCEX SYSTEM USEDY (ir vxs.0Laln
BEIEZFLY AXD DESCRIRE ANY HKARDYAXE/ SOFTEARK )

’1\7 Soﬂ/ WAk, | Manes M“wl)
S\{Sj(%w\

YRs O

18. TRCOMMENDED RETEXNTION

Open reports retained until suspended or
-closed. Suspended renorts fetained for
5 years, then forwarded to®¥archives for . )
.20. years, rhen destroyed ‘Closed. reports 2
retalned for 5 years after’ f1na1 adjudica-

tion," then forward to archives for 20 years
then.destray, -. —

ﬂ?p TITLE ©OFf PREPARER 29.
‘W\Ah] W

S AL XJZ—\;% e g

TELEPHONE NMLNSER 21.

195 3133 (40

A S

DATR

~11~ %

\ocs 330-4 (REVISED 2/87)

Wm@c




JURTEVST IS - < TYPE OR PRINT A
EEPARATR FORM FOR TACH NEX OR
REVISED RECORD SERIKS, FORRAND

¥iTH RECORDS mtan L =y -3 & <

DEFARTMENT OF GIMNCRAL SERYICES
RECORDS MANAGEMENT DIVISION
7173 TWATERLOO ROAD
P.O. BEXX 273

32
AGENCY RECORDS INVENTGRy

e 1_or |_

DGE 880-1) JEBSF, MARTILAND 20794
1. per 2. sion 3. war
\gﬂvﬁ. iiw % ‘“‘“W‘L Sﬂ“ ~\) kan« Il SRy \m&\f‘l’m&\l&/

uzeo
DEF INIT I ON - RECORS mxu{‘ anOuP OF RELATED ROY WORMALLY ¥iLED

ARD utuu A WIY [ o]
RREPERENCE AS TKLL A8 RETENT! .

°“—éﬂ!_lll£9ﬂLIlﬂa_zﬂ?znlll;, —
Bagl”

$. CAR ITST YEAR/

é. RECORD SERIESE TITLE x&
‘ ‘\Xw\\ﬂxg\;&ﬂ ‘u\;c.c Y \@s 'Qt\\f\. Do camen ,

8. RECORD SERIES 1IPTIQN |

™

SRIEFLY DESCRISE T™HE TYPES OF lummvla/nocm,nm POUND
sn P SERICS. INCLUDE THE PURFOSE OR FUNCTION OF THE SEPI1ES

& Q &m\e VD\\W&&

Reports on incidents occuring throughout the campus that are not
criminal in nature.

7. RECORD SKRIES FORMAT(S)
A LETTER 81ZE O MICROFILM

8. RECORD SRRILS SEQENCE 9. YoLlmE

ANNUAL ACCIMULAT IO
18 USED

FILE DRAYER(S]
l 11, riLg INACTIVE
DALY

O MICROFILM RERL(E)
: 12. piLc BECOMES
. y éﬁ O MCNTH(S)
{

3 CoMPUTER TAPE(S)
C wnay O MoNTHLY
‘13, CURRENT LOCATION(S] (E1LDG.,FLOCR, ROCM) 14. 18 RECORD SERIES DUPLICATED ELSEVHERK!

H‘nu SRAWER(S]
0’ MiCROFILM REEL(S)
O COMPUTER TAPE(S)
O CTHER(SPECLPY]

ALFHAERT ICAL

D LEIGAL SIZE T CORUTER TAPE NWER]CAL

O BOLND BOOK U FLopPPY BISK £ GHRONCLOGICAL

C Ao TAPE C vineo TAFE 0 CEOGRAPHICAL

19.

O CTHER|SPECIFY) C GTHER(SPEC!IFY)

: \

” see below
YEAR(S ]

%w YES, SPECIFY ,6ENCY OR GPPICK)
o Wes, k& w 0‘%; OQ) ves b N uede F Doont Teme
15. ACCESS m:mx 16. AUDIT REQU]! RDENTS

{ir yes, c1vx uu(s) & ntcuuvrmu(ll K

O NONE k’srxr: C reperRAL O INDEPENDENT

17. 15 AN INDEX SYSTEM USED? (ir vYxs.20LAIN

18. RECOMMENDED RETENTICON
BEIZFLY AXD DESCRIRE ANY KARDWARE/ SOFTEARKL )

Retain open reports until suapended or closed
Y5 O

Suspended reports to be kept .for 5 years,
ghen forward'to*érchives for 10 years, then
Tow PINTRY Sbi‘pvﬁ.(&ﬁ{, M?\NL\. AN destroy.. Closed reports to be kept for 5

-

years, then forwarded t

‘ archives for
10 years, then destroy. -

S\{Sj(fu*\

I\J\e\.dx.\.:(m&ﬂru ;’Smm 20. Ttr.zm NLMEER z1. ngir; \_"J(\S
\{\sm\xz‘\r%th L 495 -3133 (4
ocs $80-4 {(REVISED 2/¢7) 954/ﬂ7é24"



LUSTRCT IS - - TYPE OR PRINT A
SEPARATE FORM FOR KACH NEY OR
REVISED RECORD SIRIKS, FOREAND

ViTH RECORDS RETENTICN SOEIAE
DG $30-1)

DEFARTMENT OF GINCRAL SERYVICES
RECORDS MAMNAGEMENMY DIVISION
7378 WATERLOO ROADR
BX 278
JESSAP, MARYLAND 20794

’.o'

.33

i

AGENCY RECORDS INVENTOR:

e L_or |

DL, 2. DiVisian 3. war
\gﬂng_ iiﬂn % ““W"\‘ ‘\)J ~\) k““mm Qb SRy k&& wl'wmx&/

co
wmlﬂm-mm mxu{“ RO’ OF RELATED RECOADY NORMALLY ¥1LED
RRFERENCE AS WELL AS WETENTION AMND OISPORITION PURPOSEN

ARD U‘““ A uuv mon

4., RECORD SERIES TITLE

4_XX$$\F(NKU§¥J

6. RECORD SERIES

@™ THE SERICS.

V\D% QJ)\}V\ QS& é\c@\&{p&g

bng; E&_&N&M& X&

$. EARLICST YEAR/LATEST
H ]& ™ §!‘2§g§§

1PTION ‘nmn.v BESCRIBE T™™E TYPUS OF INNM‘I’Y”[DOCM/”“ POUND

. IMCLUDE THE PURPOSE OR FUNCTION OF THR ""tl

V«%‘;};
Reports on accidents occuring within C institution.

7. RECORD SRRIES FORMAT(S) ..
K ETTER 8izx O microritu |
O LEGAL SIZE O CORUTER TAPE
S BouND BOOK T FLoPPY BiIsX
c 'Au:xo TAPE C vioeo TAPE

8 CTHER(|SPECIFY)

FRECORD SERIES SEQENCE ’.
ALFHAARET ICAL I
NMMERICAL

C CHRONCLOGICAL
O cEoGRAPHICAL
C OTHER|SPEQIFY)

voLue
K FILE SRAVER(S)

O MiCROFILM REEL(S)
:'ELEB'O CHPUTER TAPE(S)

O CTHER(SPECLIPY)

10. ANNUAL ACCIMULATION

FILE DRAWER(S]

i O MICRCF LM RERL(S)}
;.-néru-ﬁ COMPUTER TAPE(S)

C omenispeciry)

it.

FiLE 1S UsSED

DALY C wpay O MonTHLY

12. piLc BECOMES INACTIVE R see below
Eéﬁ 2 MINTH(S) YEAR({S)

13. QURRENT LOCATION(S] {2Dc.,FL.oar, Roc)

Veoorde 0 Foice,

14, 18 RECORD SERIES DUPLICATED ELSEVHERE!
%w YES, SPECIFY semNcY Om GFrick)

e O.m0 E.u.c,\\ mm.\w‘ &- {\mmw &Sw

ACCESS FESTRICTIONS YE S B Mo
{17 vyxs, civx taris) & ngavraTiOon(s)

16. ADIT REQU] RMENTS
. ,\‘,‘.
O NONE )(s-nn': C reperal O INUEPENDENT

17. 1S AN INDEX SYSTEM USEDT (1r vyxs.°LAIN

BEIEFLY AXD DESCRIRE AXY KARODYARE/ SOFTEARK)

N:tw‘ Soﬂ/ \)\.GJ{, Mmm\ -Umw‘/

S \l&j(& M

18. RECOMMENOEDR RETENTION

Open Reports to be kept until -suspended or
closed. Suspended re ports to be kept 5
years, then forwarded t&archives for .10 veo
years,.-then destroyed Closed, reports to

be retained for 5 years, then forwarded to
rchives for 10 years, then destreyed.

TITLE ©OF PREPARER 20.
X“\*\»} \:\c\‘(.opb

TELEPHONE NUNGER I1.

495 -3133 (W0

RATR

-G

3%35. o&’é\sm sz\;% jltﬂ[\&%

OCa 330-4 (REVISED 2/67)

X OMBEC




%

JUSTRVETICHS - - TYPE OR PRINT A
EEPARATE FORM FOR KACH NEW OR
REVISED RECORD SERIELS, FORRAND
VITH RECORDS RCTENT iGN SCOHEDIAE
0G8 s30-1)

?‘-’ .

DEFARTMENT OF GEMNERAL SCRYICES
RECORDS MANAGEMENT DIVISION
7273 WATERLOO RQAD
PF.0. BOX 278
JESBP, MARYIAND 20794

34

AGENCY RECORDS INVENTG:

PAGK _L_or _l_

R R et

3

°"'&9) L&? ATRaive

3. \WNIT

QD LSA k&ﬁ Q\V‘L'M:@\]&/

DCF INIT 1 ON - RECORD atmu{“ NOUP OF RELATED RECOADE NORMALLY ¥1LED

4., RECORD SERIEE Tlm

.nmum:: AS WELL Ag m!ou,m‘”]_x_m_m
,\M\\wm-\x«x b\.c@&-_ Xg& @.'\A \o c,\x,w&rx&

ARD v:uu A WIY roR

TARLICST YEZAR/LATEST
1993 1o §r’£§-g)§?

¢. RECORD SERIES

1% THE SKRIES.

C T'\N\.R\D\x\

N'v&%&é \&W&&

1PTION ‘"I"LY DESCRIAR TME TYPES OF lunm'rlon/oocm/nm POUND
INCLLUDE THE PURFOSE OR FUNCTION OF THE SEPIES

Reports of arrests on campus of people over the age of 18.

e

7. RECORD SRERIES FORMAT(S)

K LETTER 8izx O micRoriL

O LrGAL SIZE T COMRUTER TAPE
0 oD BOOK T FLoPPY BisK
c .ALDIO TAPE Q vines Tase

2 CTHER|SPECIFY)

4. RECORD SERIES SEQINCE
ALPHABETICAL
NMERICAL

C CHRONOLOGICAL
80 CEOGRAPHICAL
C OTHER|SPECIFY)

$. YOLLME

K rix sraven(s)
WL‘#

O MiCROFILM REEL(S)
S COMPUTER TAPE(S)

$9. ANNUAL ACCIMUAATICN

‘ knu: DRAYER(S]

C CCMPUTER TAPE(S)
= )

!

$1. piLg 1S usED

DALY C wmaay

S MENTHLY

o

S MTH(S)

C CTHER(|SPECLIFY)

C MICROFILM RERL(S]
IRACT | VE R PERMANENT
YEAR(S)

—
[
]

13. CURRENT LOCATION(S] |{ B DS, ,Fl.OGR, RO )

?n huz &Q& ws 'C&;,:K )

14.

1§ 3 chom SERIES DUPL ICATED ELSEVHERR!
., SPEGIFY s6ENCY OR OPFicK)

%w s
e O no E-\)-Q«\LMQ‘N

CRANG W

13. ACCESS r:smx

{s7r yues, c1vx u.(l) « nevuwxcu(l)

16. AADIT REQU]I REMENTS

'\‘. ’

O nonk )(s-rxrt C reperal O INDEPENDENT

17.

Y=s O

S \{Sjﬁ& N

18 AN INDEX SYSTEM USEDYT {(1r vxs,m02*LalN
BrIEFLY AXD DESCRIAR ANY HKARDYARE/ SOFTRARK )

\:§°\.‘Y‘ SD;{/ v\Aﬁ{, W\N\I o {:\mv.l)

RECOMME2OED RETENTION

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

TIiTLE ©Ff PREPARER

AN \M:(m

20. TELEPHONE NLMSER

3.-11-95

s%m&m\;ZYEﬂ&mi 495 -3133 (40

G5 330-4 (REVISED 2/¢7)




AUTEWCTISHI - TYPE OR PRINT A
EEPARATE FORM FOR KACH MEW OR
REVISED RECORS SERILE, FOREAND

VITH RECORDS RETENT ION SOMEIAE
(oG8 830-1)

'iol

DEFARTMENT OF GIMCRAL SCRVICES
RECORDS MANAGOMENT DIVISION
7175 WATERLOO ROAD

BaX 273
JESR P, MARYLAND 20794

cemy
L b

-

35/36
AGENCY RECORDS IHVENTUK:

PAGK _L_°' _L_

$. DLF. 2. l .im 3. llﬂ‘l'
YQ\&L r\im . ‘*‘“‘W& L i\t&.n« dal SRy \mx\.rlm&u&’

RELATED u“ MOIORALL, LR
CEF INITION - RECORD ug;u{‘ swowr oF now v’

ARD USED AS A W!Y (o]

4, RECORD BERIES TITLE

ARPRRINCE AS WELL AS RETENTION AND DISFOSITION PURPOSKN

_\Xw\\ﬂwg\éﬂ ‘u\\c&) kﬂs ad N UW&MX{"

S. TARLICEY YEAR/IATEST YL
B gy

¢. RECORD SERIES tPriom | T sxrics.

Juvenlle Records:

Police records concerning a Chlld

records. Contents can only be d1vu1ged

Expungement Records | _
Records ordered sealed by court.

-

BRIEFLY LESCRISE THE TYPES OF tanmﬂeu/becm,nm POUND

IMNCLLUDE TME PURFPOSE OR FUNCTION OF THE SEFTES

These records are kept separate from the adult

by court order. Records may be accessed

w1thout court order by Dpearnment of Juvenile- Services or any law enforcement
agency, BUT CONTENTS.MAY NOT BE DIVULGED UNLESS COURT ORDER EXISTS.

If sealed, the court records may not be
opened FOR ANY' PURPOSE except by order of the court upon good cause shown

7. RECORD SKRIES FORMAT(S)
A LETTER 812K O MIGROFILM

0 LEGAL SIZE O COOUTER TAME

B BoUND BOOK U MLopPY BisK
O ADIO TAPE C vineEd TAFE

O CTHER|SPECIFY)

§. FECORD SERIES SEQENCE
ALPHABRT | CAL
RMERICAL

C CHRCNGLOG 1 CAL
0 cEoGRAPHICAL
C oTHER|SPECIFY}

. YOLUME

h(rxax BRAYER( S
O MiCROFILK REEL(S)
C COMPUTER TAPE(S)
O oTHER|SPECLPY)

P4 piLg 13 usED

DALY C waay C MENTHLY

la

| 13, CURRENT LOCATION({S) (m5s.,F.oor, Roc)

Resonde pfiLe)

FILE DRAVER(S)
gw YES, SPECIFY 24DNCY OR OPFICK)

AGCCESS RESTRICTIONS YRS B MO
{17 ryes, c17vE taw(s) & rzauniarion(s)

19. ANNUAL ACCLMAATICN
C MICROF LM RERL(E)
=] cm TAPE(S)
12. p ERCOMES INACTIVE PERMANENT
x&__ S MONTH(S) ;} YEAR(S)
14. 18 RECORD SERITS DUPLICATED ELSEVHERE!
es 0w\ MRaaE Tk ‘\wm} Tone
18. AUDIT REGU REMENTS Q
. i
C NONE )(snnxt C rEpERAL O 1NDEPENDENT

17. 18 AN INDEX SYSTEM USED?Y (1r vxs.PLAlN

BRITFLY AND DESCRIBR ANY MKANONARE/ SOFTRARE)

\::‘l‘?‘ SDQ‘L’ \J\.Qﬁ{, MRN o -b\h\-wl/
S\{Sjﬁfw\

YRS O

Juveni]e records are to be kept for 12
years beyond date of last entry item,
then destroy.

Expunged records to be destroyed
_immediatelv upon court. order..

A('D TITLE OF PREPARER 20.
;W\k Pb

SF,. ’ﬁsm XZA\:‘\% ‘H\K.

TELEPHONE NUMGER

Qi 999 -3133 (Wb

I1.

NIRRT

0G& 330-4 (REVISED 2/87)




JUSTEWSTISNS *TYPE OR PRINT A
ELPARATE FORM FOR EACH MEX OR
REY ISED RECORD SERIES, FOREARD

FiITH RECORDES RETENT ION SCOMEAE
{0Ge s30-1)

DEFARTMENT OF GINKRAL STRVicES
RECORDS MARAGEMENMY DIVISION
7375 WATERLOO ROAD
P .0, BEX 2y
JESEP, MARTLAND 28794

= ek 37
AGENCY RECORDS INVENTGK:

PAGK _t_or _L_

Wy
2RO Rerylaod

2. Bl

‘Sﬂ“ &ml{ J\;Fu.n«

3. WNIT

Yolice, km memL

4. RECORD SERIEE TITWLE

campus.

n T SXRIES.

_\lmwrgé«x ‘o&,cg,g \es asd \@c,\mwmx&

BEF INIT iGN -RECORD mlu{‘ GROUWP OF RELATED RECOADSE NORMALLY FILED ARD USED AS Al UWIT FOR
ARPERENCE AS TELI A$S RETENTION

1YION PURFOSES

3. CARLICST YEAR/LATEST YL
1378, e §r’£§g;§

ig&"&r{) Stvwm mbg Lb?i{g.

These are Maryland Uniform Citations or traffic tickets issued on

¢. RECORD SERIES 1PTION ‘n:mv DESCRIBE THE TYPES OF INFORMAT]ON/DOCUMINTS | FONIS POUND
INCLUDE TME PURPOSE OR FUNCTION OF THR serres

7. RECORD SRRIES FORMAT(S)
A WETTER 8izx O micRoriu

‘ O LEGAL SIZE O COMNTER TAPE
C BOUND BOOK  © FLoPPY BisK

-

C ADIo TAPE Q vined TAPs
2 CTHER{ SPECIFY)

¢. FECORD SERIES SEQENCE
ALPHABET ICAL
NMERICAL
C CHRONCLOGICAL
0 GEOGRAPHICAL

C OTHER|SPECIFY)

. YOLLME
H‘nu DRAYER(S)

O Mi¢ROFILM REEL(S]
WLETO CCMPUTER TAPE(S)

C OTHER(SPECLPFY)

19. AMNUAL ACCUMULATION
FILE DRAWER(S)

| C MICROFILM RERL(S)
ﬁ*j‘ﬂ'u COMPUTER TAPE(S)

1. giLg 1S usED

T onERlspEcIry!

Pa lice, m& %m 3,

: 12. yiiLc GECOMES INACTIVE R One year
: DALY c vy O oY n&_ S yerer(s) YEAR( %)

v

' 13. CURRENT LOCATION(S] {BLDS.,FLOGR, RO ) 14. 1S RECORD SERIES DUPLICATED ELSEVHERE!

i» n:s SPECIFY seDNCY OR oPFICE)

“ng’\bﬁ) S w0 E_uQ\LM(m\MR' i+ Rvmw T

13 . ACCESS mmx

(s7 vxs, c17x LA-(o) ] a:ouuar:on(s)

16. ALDIT REQUIRDMENTS

R

0 NOME k’snr: C reperaL O 1RCEPENDENT

YEs O

‘ S\{S QAN

17. 18 AN INDEX SYSTEM USEDY {1r vyxs.0*LAlN
BRIEFLY AKD DESCRIRE ANXY KARDNARE/ SOFTRARK )

\N;t'?‘ Soﬂ’ Wik, | Mmu\ {:u““lf'

18. mcmo:n RETENTION

Rptain for one year, then destroy

‘(’D TITLE OFf PREPARER
V“RN\NK Y

ASS\& E‘\(s“ﬁb 'HN‘Z,C—“\)

20. TELEPHONE NLMGER

L 49T -3133 (40

Z1. RPATR

DG-a 330-4 (REVISED 2/e7)




-~y

) CHER'S
AUPTRUCTISNS - - TYPE OR PRINT A
SEPARATRE FORM FOR KLACH NEX OR
REVISED RECORD SERILE, FrORIAND

"°.
(oG8 $30-1)

DEFARTMENT OF GIMNILRAL SERYICES
RECORDS MANAGEMENMY DIVISION
7178 WATERLOO ROAD
BGX 27
JEBSP, MARTILAND 10794

i1 1T "o

38
AGENCY RECORDS INVENTGx:

e 1_or |

VITH RECORDE RETENT IO SO-EDAE

\}m W ‘tﬁc\"s‘\

) ok

“ng’ ) °g&; UIUTQ_)Q& ﬂ Eﬁg{n&

BEF INITIGN - RECORD mxu{‘ SRNOUP OF RELATED RECOADS NORMALLY ¥1LED

6., RECORD ARRIES TITLE
; _\kn\\)ﬁxg\\xm ‘n AR N

. RECORD SERIES

i P SKRICS.

broken tail lights, etc.

REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSKR

w\»ux{\

3. WIT

Plice, \mw-LMmL

AND Ut@“‘ WIT (o] ]

5. TARICST YEAR/IATEST YL
LB o Iy

1PTION ‘..ll"LT DESCRIBE T™E TYPES OF IINMTI”/D&M/NN POUND

INCLUDE THME PURPOSE OR FUNCTION OF THER l‘"tl

Sab %yx\ E‘%wwmx) Mﬁv\‘“ @v&{r C@%\%

Reports on vehlcle safety, i.e.

defects such as

7. RECORD SRRIES FORMAT(S)
A LETTER 8i1zx O micrRoriiu

O LEGAL SI1ZE U COGRUTER TAPE

0 BOLND BOOK O FLoppPY BDiIsK
O Ao TAPE C vioed TAPE
8 CTHER{ SPRCIFY)

¢. FECORD SERIES SEQINE
ALPHAERT I CAL
NMERICAL
C GHRONOLOGICAL
O GEOGRAPHICAL
C OTHER|{SPECIFY)

’. voLLa
H‘ FILE DRAYER(S)

O MICROFILM REEL(S!
:‘ULE!I'G COMPUTER TAPE(S)

O GTHER(SPECLPY)

19. ANNUAL ACCIMUAATION
FILE DRAVER(S)

[ O MICRFILK RERL(E)
r:uJ]uO COMPUTER T'AF:(S)

E81. pig 13 usen

DALY C wray Q MEwTHLY

12. piLE BECOMES INACTIVE 1 yea"
' O MaTH(S) Ym(

>
1 13. CURRENT LOCATION(S] {m.DS.,FL.oaR, RoaM)

0 00,

14. 18 RECORD SERIES DUPLICATED ELSEVHERR!
%w YES, SPECIFY saxNCY OR OPFICE)

Ye$ QMo E.v-c,\\ Mm.\mi' ‘(- i\mw &Sw

15, ACCESS RRSTRI
{17 vyes, ci1vE LaN{s) & rEguLATION(S)

1onN8 YES 2 MO

16. AARIT Ewlm

. -\‘n"
8 Norg Ksur: C reperal. T 1MOEPENDENT

17. 18 AN INDEX SYSTEM USSD? (1r vyxs.Z0LAlN

18. RRCOMMEDDEDR RETENTION
BRICPLY AXD DESCRIRR AXY KANDYARE/ SOFYEARK ) ’ :
. -Retain for one year,’-then o\des&];oy;.
YEs O N:/ T ‘ - ‘
Wiy St wWatg, | Mm ARG R
® Sv@m\
te TITL: Of PREPARER zo. TELEPHCONE NUMSER Z1. DATR

j\] NN

m\‘é\smkz‘y%ﬂm%i §9% - 3133 ("HD

DG-a $30-4 (REVISED 2/67)



. - . o sy
LTS TISNS - - TYPE OR PRINT A

SEPARATE FORM FOR LACH NEX OR
REVISED RECORD SERIELS, FORYAND

VIiTH RECORDS RETENT ION SOEDLE
(oGs s3e0-1)

P.e.

DEFARTMENT OF GCIMCRAL STRVicTs
RECORDS MANAGEMENMY DIVISION
7378 WATERLOO ROAD

X 27
JESEP, MARTIAND 26794

o 39
AGENCY RECORDS INVENTGk:

PAGK _L_O' _.L_

VR

T b

DEF INITION - RECORS mxu{‘ SNOUP OF RELATRED RECOARDS NORMALLY ¥1LED
ARFERKNCE AS UELL AS WKTENTION ANQ DIgPrOs

3. WNIT

iﬁ 1SRy \m AN ‘LM‘C\IL

ARMD 03“ AB A‘ WIY R

4, RARCORT SERIEE TITLE
; _\lp\\ﬂxg-\xﬂ xn AD \

8. RECORD SERIES

trTiaw § T res.

with tickets.
permits, etc.

ARIEFLY DESCRIBE T™™WE TYPES OF xunwﬂm/ucm,nnn POUND

DRSNS S\Sc(\ %w‘&ms Q\‘&)GA)\DQ Qbﬁ*@&

Originals of parking citations issued on campus..
Issued for-parking at fire hydrants, or parking without

LY1ON PURPOSEN

5. RAMICST YEZAR/\ATEST
ke v\

o

\mmx'd\

INCLUDE THE PURPOSE OR FUNCTION OF THNE SEPTES

..not to be confused

7. RECORD SKRIES FORMAT(S]
K ETTER 8izx O micoriix

0 LxGAl. SIZE O COgUTER TAPE NN CAL

S BoLND BOOK © FLoPPY BisK
C ARio YAPE C vioes TaAFs

8 CTHER{ SPECIFY)

8. RECORD SERIELS SEQENCE

ALPHASET ICAL

C CHRONGLOGICAL
0 CEOGRAPH!CAL
C OTHER(SPECIFY]

3. YOLLME

10. ANNUAL ACTIMUAT ION

. FILE CRAYER(S)
m\m

K FILE DRAYER(S]
Q' MicROFILM REEL(S]
C COMPUTER TAPEL(S)
O CTHER(SPECLFY)

31, piig 18 usxD

DALY C weaay S MENTHLY

C MicRCriLK RERL(E!
12, INACT I VE

8 coMPUTER rm(s)
S MeNTH(S)

1 year
?ﬂr YEAR({S)

FilS BRCOMES

} 13, QURFENT LOCATICN(S] (®DS, ,rm.oar, RO}

MQA@\\L Voot

14, 18 RECORD SERITS DUPL ICATED ELSEVHERE!
%w YES, SPECIFY seENCY OR OPYICK)

Yxs O NO E\&\\ th\m‘ \E- ‘\:ﬁ\)\;\l '3"5

13,

ACCESS RESTRICTIONS YE S B MO
{1” vyxs, ci17vE Law(s) & nrEgawniaTiOnNSs)

N

. &
O nOrm )(S'rn': C reperAL O 1MNDEPENCENT

16. ADIT REQU I REOMENTS

17. 1S AN INDEX STSTEM USEDYT ([r YRS .KOPLAIN

BEIEFLY AKD CESCRIRE ANY KANDEARE/ SOFTRARK )

\NStT S&l’ Wk, | V\tm o -Umwli
S\{S I

1s. ncm RETFNTION

Retaln for one year, then destroy.

TITLE Of PREPARER

Xz:&rﬁa*ﬂ»a%

2Q.

t“\ A \‘\:(.m
‘9\55 \$

"

TELEPHONE NLMGER

495 -3133 (40

1. DATR

QGa 330-4 (REVISED 2/87)




AUSTELETISHY- ~TYPE OR PRINT A
SEPARATE FORM FOR KA NEX OR
REVISED RECOAS SIRIKS, FORZAND

ViTH RECORDS RKTENT ION SOEILE
{oGs 530-1)

{TTTer Ty

RECORDS MARAGEMENY DIVISION
7173 WATERLOO ROAD
P.0. BXX 273
JEBEUP, MARTIAND 26794

DEFARTMENT OF GINCRAL STRYICES

40

AGENCY RECORDS INVENTGk-
PAGK __L_or __{__

4. RECORD BERILE TITLE
; _\X\\s\\w:g\\xﬂ xn \C,

. RECORD SERIES

1PTION |

1n THE SKRICS,

V\Q\{&W LB%%

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

\ \MRA‘A&

. DCFA Ay \\ 4‘ z. mvS;lcn 3. WwaT L
Ny Y \ \ o . ‘L
N\ \an lgu é W&w_l_d _B.E.Esxn“\ ‘\)D 1SRy \QA AN "«J/\SAL~
DEF INIT QN - RECORS mxu{‘ EROUP OF RELATED RECOADS NORMALLY FILED AND USED AS Al Um!T POR

5. CARICST YZAR/ATEST
178 o Doy

P

BRIEPLY DESCRISE THE TYPES OF lunw‘rlu/oecmlnm POUND
INCLUDE THME PURFPOSE OR FUNCTION OF THR

L 2R 2]

7. RECORD SKRIES FORMAT(S]
K LLTTER 8i2x O MicROriLM

C 1IGAlL. SIZE O COgUTER TAFE

C BouND BOGK T ruopPY Disx
C ARIo TAPE C vioed TAFE
2 CTHER{ SPRCIFY)

8. FECORD SERIES SEQUNCE
ALPHASET ICAL
NI CAL

C ORONCLOGICAL
0 cEOGRAPHICAL

C OTHER(SPECIFY)

9. VOLLME

)l(; FILE DRAYER(S)

O KICROFILM REEL(S!)
C COMPUTER TAPEZ(S)
O CTHER({SPECLIPY)
10. AMNUAL ACCIMULATICN
FILE DRAWER(S)
} C MICROF LM RERL(S)
__C omopismoiry,

SR R

FiLE 1S USED

DALY C weaay

O MONTHLY

S conPUTER TAPE(S)
INACTIVE 3 years
C: MENTH(S) gm(

r

R

Palice Napk S

CURFENT LOCATION(S] ({Em>DS, ,FLOOR, RO )

k‘DDNL.

1® ves,
Yxs O

14, 1S RECORD SERIES DUPLICATED ELSEVHERR!

SPECIFY saTNCY OR OPFIcE)

o E.ut\\ th\mﬂ' \E‘ kﬁimbd T‘ES

15. ACCESS me 1oNS

&S
{17 yx3, ci17ve tax(s) & mgoviaTiON(S)

2 No

1¢. AADIT REQUIRODENTS

-y

y '
O NONE %s*uﬂ: C reperal O 1:0EPENTENT

17.

. &\{S RN

1S AN INCEX SYSTEM USEDT (ir vxs.xoPLAIN
BREITFLY AXD GESCRIRR AXY KARDSARE/ SOFTRARK)

\\:SRT SDQ WAk, | Mane *"‘“‘NL

18, RECOWMMEIDEDR RETENTION

‘?\‘0&6«\\3 VO(‘
I\ e.sgéwwl :

theer, s Then

te. 'rx‘n.z Of PREPARER
T‘*\«\»lw\

S%’U. a& Rssic XZA( % “ﬂ\.&%

20. TELEPHONE NMUMWGER

49T -3133 (4D

T

Z1. DATR

&~ 1N-1

DC-a 336-4 (REVISED 2/67)




e~y . -—e
t

VUG L . R

Sy
LSTRCT IS - TYPE OR PRINT A
SEPARATR FORM FOR KA NEX OR
REVISED RECORS SERILS, FOREAND

VITH RECORDS RETENT iGN SOEDILE
OGS $30-1)

'.o'

DEFARTMENT OF GIMILRAL SERYIC:S
RECORDS MANAGIENMT DIVISioN
7178 WATERLOO ROAD
BOX 37
JEBEPF, MARTLAND 26794

41

AGENCY RECORDS INVENTU-

PAGE _Lw_.L._

' \JsN\\S‘QLV&‘\

AINDYR o
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Nmraiy m ad Do ux.w&lx&
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TR e
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INCLUDE THE PURPOSE QR FUNCTION OF THR "ﬂtl

eV, O &‘&&Q\DN Tv:m$mnw %rwwé !
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7. RECORD SRERIES FORMAT(S]

A WETTER 8izx © micRoritu
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S BOUND BooK O FLOPPY BISXK
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9. VOLLME

H‘ FILE SRAVER(S]
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C COMPUTER TAPE(S)
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FILE DRAYER(S)

a cm TAPE(S)
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G MICROriLM RERL({S)}
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13.
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1%,
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-
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O NONE Xsrmr; C reperAal O INDEPENTENT

17. 18 AN INCEX STYSTEM USEDT (1r ves. 202t AN

BRITFLY AXD DESCRIER AXY MARDEARE/ SOFTEARE )

N:({.T' SD;'Q \J\.Qﬁ{, \)/ AN 6 {:\u\{,\,L
S\{Sjﬁ_w\
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LQIBETIS: - TYPE OR PRINT A
SEPARATE FORM FOR LACH NEX OR
REVISED RECORS STRILS, FORZAND

DEFARTMENT OF GIMLRAL SERYVic:s
RECORDS MANAGEMENY DIVISION
727F WATIRLOO ROAD
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% SRy k%ﬁﬂ; ‘LM;{’/\}&/

ARD USED AS al u-n' ron
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8 CEOGRAMH!ICAL
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= ! .
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14. 1S RECORD SERITS DUPL IGATED ELSEVHERK!
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15. ACCESS me YRS
{ir vyxs, c17x ur(s) & newuvncu(s)
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LSTRCTIGNS - - TYPE OR PRINT A
ERPARATR FORM FOR LA NEX OR

REVISED RECORD SZRILS, FOREAND
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19.
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\L(AM}:Q V\Dw\

SPECIFY s6TNCY OR OPFicE)

)g‘;‘:’c' e N mm\m' & {\Vd\xb\l Tema:

16, ADIT REQU] ROENTS

C NONE k’s-rrr: C reperal. O 1MOEPENDENT

-\‘ ’

17. 158 AN INCEX SYSTEM UsSEDTY

BrIEFLY AXD DESCRIRE AXY

\\::iw‘ Saﬂ’ WS

® Sgs £
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18.
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o Lo | com et
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by
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: : 51
AUTEETISHS - - TYPE OR PRINT A DEFARTMENT OF GIMCRAL STRYIiCxs

SEPARATE FORM FOR KACH MEX OR RECORDS MANAGDGENT DIVISIoN AGENCY RECORDS INVENTk-
REVISED RICORS STRILS, FOREAND 7173 WATEZRLOO ROAD

VIT™ RECORDS RETEINT ION SORDAE ”.0. BIX 27S | !
(oes $30-1) JESRIP, MARTILAND 10794 PAGK ..L_°'

. ] 2. DIVISIGN 3. UINIT
“"“Wf«iiuh ‘“‘“‘l@‘f&' éj‘f 1< % SRy \mo. l’mﬂu&/

A
DEF INITION -RECORD mxu{‘ SROUP OF RELATED RECOADE NOREALLY FILED AND usu AS A uvur roR
ARPERENCE AS UELL AS RETENTION 1Y10M PURPOSES
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WO R Vovﬁ% QJBN\%LQA&A,

University Crime Réport (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 Matyland State Police.
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THE UMCP POLICE DEPARTMENT IS NOT THE OFFICE OF RECORD FOR THESE

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’ ONLY'.




JUSTRUCTIGNS - - TYPE OR PRINT A
SEPARATRE FORM FOR KACH NEXW OR
REVISED RECORD SERILS, FORWAND
ViTH RECORGS RETYENT IOM SCHEDULE

LUl T OFﬁCE oF, cho,(p
"SPEGTAL FILE SERIES

_—

PDEFARTMENT OF GENKRAL SERYICES
RECORDS MANAGEMENT DIVISION
7178 WATERLOO ROAD
P.C. BOX 278
JESRP, MARTILAND 2679s

A |
AGENCY RECORDS IHVENTURY
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DEF INITIGN -FECORD m:u{‘ SROUP OF RELATED l!c'nm WOIMALLY #1120

4, RECORD SERIEE TITLE

6. RECORD SERIES

NPT

4n P& SERILS.

mlém\&»\ NS |

MPT.C. IS MARYLAND POLICE TRAINING COMMISSION

.unmct AS WELL AS WIWM
_ka\mvmxﬂ XM at N\o ux,kux&

ARD v:un A Wl? roR

5. KAMICST mlw
\ MO

™

IPTION ‘llll'!-Y DESCRIBE THE TYPES OF lNNMY’“/DOCM"IN" POUND
INCLUDEK THE PURFOSE OR FUNCTION OF THR SEPIRS

7. RECORD SKRIES FORMAT(S)

A LETTER 8izE O micRorilM

B LEGAL SIZE T COMRUTER TAPE
. 0 BouND BOGK U FLOPPY DISK
o )wolo TAPE Q vineo TAPE

O CTHER({SPECIFY)

9. FECORD SRERIES SEQINCE
ALPFHAEET I CAL
NMER]ICAL

8 CHRONOLOGICAL
0 CEOGRAPHICAL
C OTHER([SPECIFY)

’. vouua
K riix orawen(s)

O MicrRoriLM REEL(S)
E‘GLEEI‘B COMPUTER TAPE(S)

O CTHER(SPECLIFY)

19. ANNUAL ACCIMULATION
FILK DRAWER(S)

O MICOFILM RERL(S)
:uérn'c COMPUTER TAPE(S)

1. iz 1S usED

DALY C wpay

O MoNTHLY

Yo e, ‘&@3( Q%&ﬁ;\ ka DYV‘QQ)

15. ACCESS me

{ir vys, c17x LA'(') & novuvncu(ll

113, CURRENT LOCATION(S) {ELDG.,FlLoar, RoaM)

12. piLc DECOMES INACTIVE R
R&! S MONTH(S) ﬁm(s)

14. 18 Em SERIES DUPL ICATED ELSEYHERK?
%:r YES, SPECIFY L4ENCY OR OPFICE)

Yes O mf.v&,\\ Mﬂm\m&f DE' {lww &Sm

16. AUDIT REQUI REMVENTS

'\‘- ’

0 NONE Ks*rxrt C repERAL O INDEPENDENT

17. 18 AN INDEX SYSTEM USEDY (i1r vyxs.00LalN
BEITFLY AND DESCRIER AXY HARDNARE/ SOFTEARE )

N:‘W‘ Sbﬂi’ \A.GJ{, MQ,N o “QJ\N\{)\V‘}

YRS O

i \{Sjﬁfw\

1s.

DESTROYED.

FECOMMENDED RETENT ION

PUBLIC SAFETY IS NOT THE OFFICE OF RECORD
BUT IS :REQUIRED TO KEEP THESE FILES ON
AN ONGOING BASIS AS Tl’iEY ARE UPDATED

AND REVISED.

OUTDATED MATERIAL IS
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AUSTEVET IGNS - - TYPE OR PRINT A
ERPARATE FORM FOR TACH MNEY OR

REVISED RECORGC SERI!KLS, FOREZAND

(OGS 330-1)

FiTH RECORDS RETENT ION SOEDAE

SPECIAL FILE SERIES

DEFARTMENT OF GEMNERAL SCRVICES
RECORDS MANAGODGENT DIVIsion
7173 WATERLOO ROAD
P.0. BOXX 278
JEBEP, MARYIAND 26794

5 o~
AGENCY RECORDS INVENTOR:

e 1_or |

VR

T L b

3. WNIT

Yolics, \zmrjmw&/

&0 ARD IT mOoR
DEF INITION - RECORD m‘u{A CROYP OF ARELATED RECORDS MNOMALLY FILED usu AS A U
REFERUNCE AS XKLL AS RETENTION AND DISPQSITION PILRPOSKEN .

4, RECORD SERIKE TITLE

. RECORD SERIES

1n THE SKRICS.

NI “\m’m‘mk \\

MPTC IS MARYLAND

JAVESRTE %&,QS‘E e Al \oc,m\wuxé\

5. EARLICST YEAR/LATEST '
1993 _ Te §r’2§~g;§

1PTION ‘utmv DESCRISE THE TYPES OF lﬂNMYlﬂ[mM/nm POUND
INCLUDE THME PURFPOSE QR FUNCTION OF THE SEPTRS
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: TRAINING COMMISSION

o

7. RECORD SKRIES FORMAT(S)
A LETTER 8izx O MicroritM

D LEGAL SIZE O COMRUTER TAPE
B BOWUND BoOK O FLOPPY BisK |
2] ‘ALDSO TAPE O vioeo YAPE

O CTHER(|SPECIFY)

§. FECORD SERIES SEQUDNCE
ALPHAERT 1 CAL -
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B QHRONCLOG 1 CAL
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K FILE DRAVER(S)

O MiCROrFiLM REEL(S]
F:me COMPUTER TAPE(S)

Q CcTHER|SPECLPY]

19. ANNUAL ACCIMUAAT ION

}a( FILE DRAWER(S)

S MICOrFiLM RERL(S)
a cm 'rm(s)

P 8l. piig 1S uszD

BAILY C wepay

S MeNTHLY

ol

C MITH(S)

INACTIVE AF}K
YEAR(S)

L3,

CURFRENT LOCATION(S] (BLDG. ,FLOGR, ROCM)

t4. 18 ﬁm SERIES DUPL ICATED ELSEVHERR!
%w YES, SPECIFY L6ENCY OR OPFICK])

el TN mase TE {lmw Tene

5.

ACCESS FRSTRI

Q%ﬁ&s\xui DE":(&

{s7 vyes, c1vx u-(s) & nceuu-non(s)

16. ADIT REQU]IRDENTS

0 NoNR k’s-rxr: C reperAL. O INDEPENDENT

e

17.

YEs O

. &\{Sjéwx

15 AN IMDEX SYSTEM USEDY (i1r vzs.00LalN
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N:/"\.T' SD;{) \MU{, MT\N o %\N\{,xyl)

DESTROYED.

RECOMWENDED 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

A(c TITLE Of PREPARCR
MQ»J\N‘L pb
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DEF INITION-RECCRD m!“{‘ SROYP OF AZLATED RECOADS MOMRALLY FILED

JRIBRETISHY: - TYPE OR PRINT A
EEPARATE FORM FOR KACH NEY OR
REVISED RECORD SIRILS, FORIAND

VITH RECORDS RETENT ION SCHEDAE
DGe $3¢0-1)

SPECIAL FILE SERIES

DEFARTMENT OF GINKERAL SERVICES
RECORDS MARAGEOGENY DIVISION
7178 WATERLOO ROAD
P.0. BXX 1S
JESTP, MARYILAND 28794

~

D)
AGENCY RECORDS INVENTUK:

>

e L_or L

UL b
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Yolice, \m wjmm-\/

4. RECORD BERIEE TITLE

:
.0

RECORD SERIES

1n THE SXRILS.

\“’\’? t\v\ﬁmwxé &a\s\(, Tradw

.amumcz AS XKLL A$ REKTENTION AND DIigPOS
&N\\)“{K\\&(\l XM q\\\i\ \oc,\»\wux&

ARD usED as Al wiT FOR
LILION PURPOSKS

5. RARL.ICST YEAR/LATEST
1393 1o §‘“9§'h§

Q

. —

IPTION ‘utmr DRSCRIBE THE TYPES OF INNWTIQIMMINM POUMD
INCLUDE TME PURPOSE OR FUNCTION OF THE llﬂll

7. RECORD SKRIES FORMAT(S)

. RECORD SRRIES SEQIOCE
){:.n‘n:n BIZE O MICROFILM ALFHAEET ICAL
D LEGAL SIiZE U COMFUTER TAPE NMERICAL

O BOUND BOSK T FLOPPY BiISK
C Aaunto TAPE C vices TAPE
8 CTHER|SPECIFY)

£ CHRCNOLOGICAL,
0 CEOGRAPHICAL
C OTHER(SPECIFY)

. YOLLME

K FILE DRAVER(S]

O MICROFILM REEL(S)
ANNUAL ACCLMULAT [ON

C COMPUTER TAPE(S)
19.
FILE DRAVER(S)

0 camm:n TAPE(S)

1. gz 1S usED

DALY C mpay

12.
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ﬁm(l]
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Do e, ‘&Q{ Cc&&( ?m\“m; oﬁi s
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%w YES, SPECIFY ,8ENCY OR OPFICEK)
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16. AARIT REQU!I RDENTS

-\‘ »”
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17.

1S AN INDEX SYSTEM USEDY (17 ves.p)taln
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TRT SD“L’ Wask, Mm o %W\(,\.L

YEs O

S \{S‘\/& N

18. FRRCOMWENDED RETENTION

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.
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AUSTRVCT IS - < TYPE OR PRINT A
SEFARATE FORM FOR TACH MEY OR
REYISED RECORS SERILS, FORYAND

VITH RECORDS RCTENT ION SCHEDIRE
{0G8 830-1)

. . SPECIAL FILE.SERIES

- - e
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DEFARTMENT OF GENKRAL SERVICES
RECORDS MANAGOGENT DiVISION
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BxX arys
JEBSUP, MARTIAND 26794

T
AGENCY RECORDS INVENTUR:
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“N W Xr&\

A INDY &1

\“ww&

DEFINITION -RECORD szmu*

_\Xn\\\ﬂrmxﬂ M

z. mv&:mu
S e
A CROYP OF RELATED RECORDE MOMMALLY FilLED

REPERENCE AS WELL AS WETENTION AND gﬂmﬂum_m
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ﬂn‘f\ \O ux,wzx&ri
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