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Agency: University of Maryland

Division/Unit: Police/Fiscal Services

‘3

Files relating to leave balances of employees that are
employed or have been employed by the Police
Department. Includes a record card for each employee,
biweekly presence/absence audit trail listing, detailed
leave report for each pay period.

Payroll Files
Files related to payroll matters. Includes time sheets,

overtime authorization forms, statements of payroll
charges.

Payroll Journals

Journals recording payroll of full-time and part-time
student personnel.

College Park
Item No. Description Retention
1 Budget Files
Files related to financial matters. Includes report of Retain for 3 years and until audit
transactions for each month for all accounts, working requirements are met, then destroy.
budget for full-time salary.
2 Leave Files

Retain final leave balance for 3 years after
employee terminates, then destroy.

** During the time the employee is active,
retain ongoing leave balance for 3 years
and until audit requirements are met.

Then destnoy.

Retain for 3 years and until audit
requirements are met, then destroy.

Retain for 3 years and until audit
requirements are met, then destroy.
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RECORDS RETENTION AND DISPOSAL SCHEDULE

(CONTINUATION SHEET) Division/Unit: Police/Fiscal Services
Item No. - Description Retention
5 Personnel Payroll Files
Files on employees that are employed or have been Retain for 10 years after separation, then
employed by the Police Department. Includes payroll destroy.

entries, notice of separation forms, employment
eligibility verification form I-9, photocopy of social
security card and birth certificate.

6 Procurement Files

Files related to procurement matters. Includes HM and Retain for 3 years and until audit

LM small procurement orders, miscellaneous payment requirements are met, then destroy.

requests, blanket purchase orders, receipt documentation, | Office of Record for HM and LM small

and invoice approvals. procurement orders is the Police
Department. Office of Record for

b remaining material is Procurement and

Supply.

o
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'10

11

12

13
14

15

#16

A police record concerning a child. These records are
kept separate from the adult records.

Building Security Reports (1974-1975)
Surveys of building security.

Daily Event Logs (1983-1985)
Ledger of daily events.

Departmental Annual Reports and Statistics (1975-1985)

Summaries of departmental activities.

Equipment Repair Order Ledgers (1982-1984)
Log of issued Equipment Repair Orders.

Equipment Repair Orders (1982-1984)
Copies of issued Equipment Repair Orders.

Field Interview Reports
Suspicious person reports, reports on trespassing, etc.
These are non-criminal reports.

Impound Records (Vehicles) (1980)

Documentation of information regarding the
impoundment of vehicles by the agency.

(CONTINUATION SHEET) Division/Unit: Police/Records
Item No. Description Retention

7 Arrest Records, Adult
Reports of criminal arrests of people over the age of 18 Retain until arrestee turns 75 years old or
years. (Includes Citation in Lieu of arrest). 12 years after the arrest, whichever is

later. Then destroy.

8 Arrest Records, Sealed
Records ordered sealed by the court. If sealed, the records | Retain for 3 years, then destroy.
may not be opened for any purpose except by order of the
court upon good cause shown.

9 Arrest Records, Juvenile

Retain for 12 years beyond date of last
entry item, then destroy.

Destroy .after schedule is approved.
Destroy after schedule is approved.

Retain for 1 year, then send to University
Archives. Send 1975-1985 reports and
statistics to University Archives after
schedule is approved. Retain perman-

ently.
Destroy after schedule is approved.

Destroy after schedule is approved.

Retain for 1 year, then destroy.

Destroy after schedule is approved.

DGS 550-1A (Rev. 10/92)
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Division/Unit: Police/Records

Item No.

Description

Retention

17
18

19

20

‘21

22

23
24
25

26

27

Infirmary Notification of Injury (1976
Listing of individuals sent to the Health Center.

Juvenile Record Logs (1970-1986)
Arrest log for juveniles.

Lockout Liability Waivers
Signed documents releasing Police Department from

liability when unlocking a vehicle.

Microfiche Police Reports (1968-1985)
File of police reports stored on microfiche.

Property Receipts
Receipts for found, confiscated property.

Records Receipt Ledger (1970-1972)
Log of officers’ requests for police reports.

Referrals to Judicial Programs Office (1970-1975)
File of referrals of individuals to the Office of Judicial
Programs.

Reports, Accident (Vehicle)
Reports of accidents occurring within the University’s

-| jurisdiction.

Reports, Criminal (Paper) (1968-1993)
Records of documents and photographs pertaining to
criminal incidents.

Reports, DWI
Record of DWI incidents, paperwork, tests, etc.

Reports, Incident (1968-1992)
Record of documents and photographs pertaining to
reported incidents.

Destroy after schedule is approved.

Retain for 12 years, then destroy.

Retain for 1 year, then destroy.

Destroy after schedule is approved.

Retain for 3 years, then destroy.

Destroy after schedule is approved.

Destroy after schedule is approved.

Retain for 10 years, then destroy.

Retain for 75 years, then destroy.

Retain for 10 years, then destroy.

Retain for 10 years, then destroy.

DGS 550-1A (Rev. 10/92)
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Item No. Description Retention

28 Submitted Uniform Crime Reports
Reports of incident and crime statistics submitted to the Retain for 5 years, then destroy.

Federal Bureau of Investigation on a monthly basis.

29 Traffic Citation Ledgers (1971-1983)

List of citations issued. Destroy after schedule is approved.
30 Traffic Citation Transmittals
Record of issued traffic citations sent to the court. Retain for 1 year, then destroy.
31 Traffic Citations
File of issued traffic citations to violators. Retain for 3 years or when disposed of in

' court, whichever is later, then destroy.
.32 Warnings
Record of written warnings issued to individuals. Retain for 6 months, then destroy.

DGS 550-1A (Rev. 10/92)
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Division/Unit: Police/Auxiliary

Item No.

Description

Retention

33

34

35

.36

37

Contract Files
Files containing security logs and memorandums issued
by Student Police Aide Supervisors.

Football/Basketball Operations Reports
Files given to unit commander detailing Student Police

Aide’s posts, duties and other information pertaining to
operations of a particular athletic event.

Incident Report Files
Files pertaining to incidents documented by police
officers and Student Police Aides.

Payroll Sign Sheets
A ledger documenting each Student Police Aide’s receipt

of paycheck.

Personnel Files, Student Police Aides

Files pertaining to Student Police Aides (current and
former) containing paperwork related to hiring,
certificates, awards, disciplinary actions, etc.

Retain for 3 years, then destroy.

Retain for 3 years, then destroy.

Retain for 3 years, then destroy.

Retain for 1 semester, then destroy.

Retain for 25 years, then destroy.

DGS 550-1A (Rev. 10/92)
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Division/Unit: Police/Training

Item No.

Description

Retention

38

39

41

42

43

Academy Files

Files pertaining to student police officers containing:
written test examinations; student practical test
evaluation scenarios; homework assignments; test
remedials; documents of academic and disciplinary
probation action, qualification scores for firearms,
EVOC, impact weapons, and First Responder; and
administrative files including test appeals, counseling
sessions, emergency notification information, MPTC
Form 28, etc.

Background Investigation Files (Applicants)

Files pertaining to investigations of individuals who have
applied for a police officer position with our agency.

Background Investigation Files (Employees)

Files pertaining to investigations of individuals who were
hired for a police officer position with our agency.

Hiring Process Files

Files pertaining to applicants to our agency containing:
employment eligibility lists; test scores; review board
evaluations; process notification letters; documents
pertaining to all phases of the hiring process completed by
the applicant.

Training Files (Current Employees)

Files pertaining to currently employed police officers
containing: annual in-service (training) examinations,
performance examinations; training orders; MPTC and
agency certifications; and annual firearms qualifications.

Training Files (Former Employees)

Files pertaining to formerly employed police officers
containing: annual in-service (training) examinations;
performance examinations; training orders; MPTC and
agency certifications; and annual firearms qualifications.

Retain for 10 years after student police
officer enters academy. Then destroy.

Retain for 10 years after individual
applies for employment. Then destroy.

Retain for 10 years after separation, then
destroy.

Retain for 5 years, then destroy.

Retain examinations for 10 years after
examination, then destroy. Retain orders
and certifications for 10 years after
separation, then destroy.

Retain for 10 years after separation, then
destroy.

DGS 550-1A (Rev. 10/92)
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»

48

49

Documentation of possession and disposition of non-
evidentiary property obtained by the agency.

Request for Laboratory Analysis Form (MSP Form #67)
Documentation of requests to the Maryland State Police

for laboratory analysis of evidence collected by the
agency.

State Summons Book Issuance Log
Record of the assignment of State Summons books to
individuals.

(CONTINUATION SHEET) Division/Unit: Police/Logistics
Item No. Description Retention
44 DR-15A Issuance Ledger
Record of the assignment of DR15 books to individuals. Retain for 3 years and until audit
requirements are met, then destroy.
45 Impound Forms
Documentation of information regarding the Retain for 3 years, then destroy.
impoundment of vehicles by the agency.
46 Property Receipts (Evidence)
Documentation of possession and disposition of evidence | Retain for 3 years or until case is disposed
collected by the agency. of in court, whichever is later; then
destroy.
47 Property Receipts (Non-Evidence)

Retain for 3 years, then destroy.

Retain for 3 years or until case is di’sposed
of in court, whichever is later; then
destroy.

Retain for 3 years, then destroy.

DGS 550-1A (Rev. 10/92)
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(CONTINUATION SHEET) Division/Unit: Police/Chief’s Office
Item No. Description Retention
50 Accreditation Files
File folders containing CALEA standards, standards Retain 1 year after subsequent re-
status reports, and proofs of compliance for purposes of accreditation, then destroy.
international accreditation.
51 Arrest Ledger
A record of departmental arrests in chronological order. Retain for 75 years, then destroy.
52 Court Liaison Files
Files containing copies of court summonses, Retain for 1 year from receipt, then
correspondence to courts, etc. destroy.
53 Directive Files
P Files containing resource and reference materials utilized | Retain until superseded, updated,
in writing and modifying directives; draft versions of canceled or obsolete, then destroy.
directives; and final versions of directives.
54 General Correspondence :
Includes general correspondence for the entire Police Screen annually and destroy that material
Department. for which no further reference is required.
Remaining material having continuing
administrative or legal value related to the
development of the Police Department to
be kept in paper by the Police Department
for 25 years, then destroyed. Material
deemed to have historical value to be sent
to University Archives for permanent
retention.
55 Incident Log
A record of departmental reportable events in Retain for 1 year, then send to University
chronological order. Archives. for permanent retention.
56 Inspectional Files
Files containing inspectional reports from staff and Retain for 3 years, then destroy.
decentralized line inspection programs.

DGS 550-1A (Rev. 10/92)
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61

62

63

»

Copy of referrals made by officers to the Office of
Judicial Programs. '

Personnel Files

Files pertaining to current and former employees
containing paperwork related to hiring, certificates,
awards, disciplinary action, etc.

Public Information Log
A copy of media releases.

Services Log
"A record of the chronological order of departmental

service events.

Trespass/Denial of Access Hearing Logs
Copy of materials used in Trespass/Denial of Access

hearings containing police report information.

(CONTINUATION SHEET) Division/Unit: Police/Chief’s Office
Item No. Description Retention
57 Internal Affairs Files
Files on Internal Affairs investigations of former and Retain for 75 years after employee
current employees. Includes information from personnel separation, then destroy.
files.
58 Legal Files
Includes copies of paperwork associated with civil Retain for 75 years after case is closed,
litigation, civil suits, etc. then destroy.
59 Office of Judicial Programs Referrals

Retain until disposition is received, then
destroy.

Retain for 10 years after separation, then
destroy.

Retain for 1 year plus the current
semester, then destroy.

Retain for 1 year, then send to University
Archives for permanent retention.

Retain until expiration of appeal process
is reached, then destroy.

DGS 550-1A (Rev. 10/92)
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(CONTINUATION SHEET) Division/Unit: Police/Chief’s Office
Item No. Description Retention
64 Search Committee Files

Refers to search committee materials for associate staff Chief’s Office to retain material as
and administrators. Consists of advertisements, final required in a departmental archives for 25
recommendation of the committee (includes copy of years, then destroy.

minutes of meeting if the minutes contain final
recommendation data), voting results, top candidate
resumes (top 10 or 5 only), and all information on
appointed candidate.

DGS 550-1A (Rev. 10/92)
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69

70

P

Entries made into NCIC for stolen autos, boats, license
plates and vehicle files.

NCIC Teletype Entries
Entries made into NCIC for missing persons and guns.

Video Tapes
VHS tape recording from monitors placed inside and
outside of the Service Building.

(CONTINUATION SHEET) Division/Unit: Police/Communications
Item No. Description Retention

65 Audio Tapes
Cassette tapes recording telephone calls and radio Retain for 1 year, then erase.
transmissions.

66 NCIC Clear Files
Items entered into NCIC as stolen and have been cleared Retain until end of the calendar year, then
due to recovery. destroy.

67 NCIC Locate Files
Stolen articles that were listed in NCIC and recovered by | Retain until end of the calendar year, then
this agency. destroy.

68 NCIC Teletype Entries

Retain for 1 year after NCIC purge and
until all audit requirements are met, then
destroy.

Retain for 1 year after NCIC purge and

until all audit requirements are met, then
destroy.

Retain for 1 year, then erase.

DGS 550-1A (Rev. 10/92)
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®

74

Contains duplicates of reports, witness statements,
property receipts, analysis reports, documentation of
evidence, search warrants, subpoenas, memos, and
correspondence already contained in arrest file in the
Records Unit. Additionally contains investigative
summaries.

Pawn Unit Lists
Lists of property pawned in Montgomery County.

(CONTINUATION SHEET) Division/Unit: Police/Investigations
Item No. Description Retention
71 Confidential Informant Files (1988-1992)
Contain initial contact sheet, subsequent contact sheets, Retain for 5 years after last contact with
and any documentation related to information that they . informant, then destroy.
provide (statements, reports, etc.).
72 Equipment Logs
Contains information relating to equipment/radios used by | Retain for 1 year, then destroy.
investigations personnel. '
73 . | Investigative Files

Investigative summaries to be turned over
to the Records Unit after 3 years and

remaining material to be destroyed.
See items 7-8-9.

Retain for 1 year, then destroy.

DGS 550-1A (Rev. 10/92)
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Division/Unit: Police/Patrol

Item No.

Description

Retention

75
76

77

of

Building Security Reports
Written survey of the condition of buildings within the

agency’s jurisdiction.

Duty Log
Record of on-duty personnel, equipment and vehicles

checked out.

Ride-Along Requests
Form filled out by citizens, requesting a ride-along.

Access to records covered by the Freedom of
Information Act will be determined by the UMCP
President’s Legal Office.

If UMCP Archives are not available, material having
permanent retention will be transferred to the
Maryland State Archives in Annapolis. If
departmental archives are not available, material
having limited retention (i.e. 25 years) will be
transferred to the State Records Center in Jessup.

Retain for 1 year, then destroy.

i

Retain for 1 year, then destroy.

Retain for 1 year, then destroy.

* Until audit requirements are met
means 3 years for state-related
documents, 3 years for federal-related
documents, 3 years for monetary
federal-related documents under
$25,000, and 6 years, 3 months for
monetary federal-related documents
over $25,000.

DGS 550-1A (Rev. 10/92)




INSTRUCTIONS: TYPE OR PRINT A SEPARATE
FORM FOR EACH NEW OR REVISED RECORD

SERIES. FORWARD WITH RECORDS

UNIVERSITY OF MARYLAND

AGENCY RECORDS INVENTORY

University of Maryland at College Park

Police Department

RETENTION SCHEDULE COLLEGE PARK
paGE_1 oF_77
MGT - 201 (7/92)
"AGENCY 2. DIVISION 3 UNIT

Fiscal Services

DEFINITION - RECORD SERIES:

A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR REFERENCE AS WELL
AS RETENTION AND DISPOSITION PURPOSES

4. RECORD SERIES TITLE

Budget Files

5. EARLIEST YEAR/LATEST YEAR

1988 TO 1996

6. RECORD SERIES DESCRIPTION

(BRIEFLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS
FOUND IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES.)

Files related to financial matters. Includes report of transactions for each month for all accounts, working budget for full-time salary.

(F YES, CITE LAW(S) & REGULATION(S))

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9 VOLUME
K} FILE DRAWER(S)
q [J MICROFILM(S)
R erTERSIZE [0 mucrorFim [0 ALPHABETICAL __ ¥t O cOMPUTER TAPE(S)
O zcaLsize [J COMPUTERTAPE ] NUMERICAL NUMBER [J OTHER (SPECIFY)
D BOUND BOOK D FLOPPY DISK g CHRONOLOGICAL
0O auvbiotare (3 viDEOTAPE {J GEOGRAPHICAL 16, ANNUAL ACCUMULATION
FILE DRAWER(S)
0 oTHER (SPECTFY) ] OTHER (SPECIFY) / ) MICROFILMG)
1+ [J COMPUTER TAPE({S)
NUMBER [J OTHER (SPECIFY)
11, FILEIS USED 12. FILE BECOMES INACTIVE AFTER
Opany 8 weekLY CJMONTHLY [0 MONTH(S) & _YEARS)
" NUMBER
13. CURRENT LOCATION(S) (BLDG., FLOOR, ROOM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?
0118 Service Building and ’ (IF YES, SPECIFY AGENCY OR OFFICE)
Riverdale Elementary Schoo), St R
men Y') oragc oom D YES m NO
15. ACCESS RESTRICTIONS TJvEs [INO | 16. AUDIT REQUIREMENTS

[J NONE STATE [ FEDERAL ) INDEPENDENT

17. 1S AN INDEX SYSTEM USED? (IF YES, EXPLAIN BRIEFLY AND DESCRIBE
ANY HARDWARE/SOFTW ARE)

YES DINO

18. RECOMMENDED RETENTION

Retain for 3 years and until audit requirements
are met, then destroy.

19, NAME AND TITLE OF PREPARER

Jennifer M. Manix, Program Analyst

20. TELEPHONE NUMBER 21

301/405-5764

DATE

April 15,1996

.}

RMGT - 201 (7/92)




INSTRUCTIONS: TYPE OR PRINT A SEPARATE
FORM FOR EACH NEW OR REVISED RECORD

SERIES. FORWARD WITH RECORDS
RETENTION SCHEDULE

UNIVERSITY OF MARYLAND

COLLEGE PARK

AGENCY RECORDS INVENTORY

PAGE_2 oF_77

RMGT - 201 (7/52)
‘ﬁ AGENCY
University of Maryland at College Park

2. DIVISION
Police Department

3. UNIT
Fiscal Services R

DEFINITION - RECORD SERIES:

A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR REFERENCE AS WELL

AS RETENTION AND DISPOSITION PURPOSES

4. RECORD SERIES TITLE

Leave Files

5. EARLIEST YEAR/LATEST YEAR

1988

TO 1996

6. RECORD SERIES DESCRIPTION

(BRIEFLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS
FOUND IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES.)

Files relating to leave balances of employee s that are employed or have been employed by the Police Department. Includes a record card for each employee, biweekly
presence/absence audit trail listing, detailed leave report for each pay period.

(IF YES, CITE LAW(S) & REGULATION(S))

[0 NONE

K STATE

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
[O FILE DRAWER(S)
7 {0 MICROFILM(S)
K LETTERSIZE 0 MicroFILM B ALPHABETICAL [J COMPUTER TAPE(S)
O iecaLsze [0 COMPUTER TAPE [J NUMERICAL NUMBER [l OTHER (SPECIFY)
0 BoUNDBOOK [] FLOPPY DISK ] CHRONOLOGICAL 3" 3-Ring Binders
[0 auvpbioTape [ viDEOTAPE [J GEOGRAPHICAL 10. ANNUAL ACCUMULATION
FILE DRAWER(S)
O oruEr (sPECIFY) [J OTHER (SPECIFY) I 5 MICROFILMIS)
{1} COMPUTER TAPE(S)
NUMBER {5 OTHER (SPECIFY)
37 3-Ring Binders
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
Opany BAwEeEKLY O MONTHLY O MONTH({) E3 YEAR(S)
NUMBER
13. CURRENT LOCATION(S) (BLDG., FLOOR, ROOM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?
0118 Service Building and (IF YES, SPECIFY AGENCY OR OFFICE)
Riverdale Elementary School, Storage Room 0 ves NO
15. ACCESS RESTRICTIONS CJYES KINO | 16. AUDIT REQUIREMENTS

[J FEDERAL 3 INDEPENDENT

ANY HARDWARE/SOFTWARE)

DOyzes No

17. 1S AN INDEX SYSTEM USED? (IF YES, EXPLAIN BRIEFLY AND DESCRIBE 18.

Retain final leave balance for 3 years after
employee terminates, then destroy.
leave balance for 3 years and until audit

RECOMMENDED RETENTION

requirements are met.

Retain ongoing

19. NAME AND TITLE OF PREPARER

Jennifer M. Manix, Program Analyst

20. TELEPHONE NUMBER

301/405-5764

21. DATE

April 15, 1996

gc‘r-zm (/92)




INSTRUCTIONS: TYPE OR PRINT A SEPARATE
FORM FOR EACH NEW OR REVISED RECORD UNIVERSITY OF MARYLAND AGENCY RECORDS INVENTORY
SERIES. FORWARD WITH RECORDS .
TENTION SCHEDULE COLLEGE PARK 3
PAGE or__77
GT - 201 (7/92)
1. AGENCY 2.  DIVISION 3. UNIT
University of Maryland at College Park Police Department Fiscal Services

DEFINITION - RECORD SERIES:

A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR REFERENCE AS WELL
AS RETENTION AND DISPOSITION PURPOSES

4. RECORD SERIES TITLE

5. EARLIEST YEAR/LATEST YEAR

(IF YES, CTTE LAW(S) & REGULATION(S))

Payroll Files 1988 TO 1996
6 RECORD SERIES DESCRIPTION  (BRIEFLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS
FOUND IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES.)
Files related to payroll matters. Includes time sheets, overtime authorization forms, statements of payroll charges.
7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
& FILE DRAWER(S)
7 [ -MICROFILM(S)
B LETTER size O mcrorFM 0 ALPHABETICAL ] COMPUTER TAPE(S)
[0 1ecaLsize (3 COMPUTER TAPE [J NUMERICAL NUMBER D otz (sPECIFY)
.. BOUNDBOOK [J FLOPPYDISK [ CHRONOLOGICAL
[ auvbiotare [0 vIDEOTAPE ] GEOGRAPHICAL 10. ANNUAL A%fJM ULATION
FILE DRAWER(S)
[0 OTHER (SPECIFY) [J OTHER (SPECIFY) / [ MICROFILM(S)
1 [0 COMPUTER TAPE(S)
NUMBER [J OTHER (SPECIFY)
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
KpaiLy O weexkLY OMONTHLY [J MONTH(S) 04 YEAR(S)
NUMBER
13. CURRENT LOCATION(S) (BLDG., FLOOR, ROOM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?
0118 Service Building and (IF YES, SPECIFY AGENCY OR OFFICE)
Rjverdale Elementary School, Storage Room [ ves m NO
15.  ACCESS RESTRICTIONS [DYEs JXINO | 16. AUDIT REQUIREMENTS

[J NONE [ STATE [ FEDERAL [J INDEPENDENT

7. 1S AN INDEX SYSTEM USED? (F YES, EXPLAIN BRIEFLY AND DESCRIBE
ANY HARDW ARE/SOFTW ARE)

Oves Kino

18. RECOMMENDED RETENTION

Retain for 3 years and until audit requirements
are met, then destroy.

15, NAME AND TITLE OF PREPARER 20, TELEPHONE NUMBER 21 DATE
‘E"“" M. Manix, Program Analyst 301/405-5764 April 15, 1996

RMGT - 201 (7/%2)




INSTRUCTIONS: TYPE OR PRINT A SEPARATE
FORM FOR EACH NEW OR REVISED RECORD

AGENCY RECORDS INVENTORY

University of Maryland at College Park

Police Department

UNIVERSITY OF MARYLAND
SERIES. FORWARD WITH RECORDS
RETENTION SCHEDULE COLLEGE PARK 4 79 \
PAGE ._OF
RMGT - 201 (7/92)
1.  AGENCY 2. DIVISION 3. UNIT

Fiscal Services

DEFINITION . RECORD SERIES:

A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR REFERENCE AS WELL

AS RETENTION AND DISPOSITION PURPOSES

4. RECORD SERIES TITLE

Payroll Journals

5.

EARLIEST YEAR/LATEST YEAR

6. RECORD SERIES DESCRIPTION

Journals recording payroll of full-time and part-time student personnel. !

(BRIEFLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS
FOUND IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES.)

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
[ FILE DRAWER(S)
/ 6 [0 MICROFILM(S)
O LETTERSIZE O »croriLM [J ALPHABETICAL [ COMPUTER TAPE(S) .
O iecaLsze [0 COMPUTER TAPE [J NUMERICAL NUMBER B8 OTHER (SPECTFY)
‘ [d BOUNDBOOK [J FLOPPY DISK X CHRONOLOGICAL Bound Books
O avbiotare [ viDEOTAPE [J GEOGRAPHICAL 10. ANNUALA?:(]:UMULAT]ON
FILE DRAWER(S)
[0 OTHER (SPECIFY) [J OTHER (SPECIFY) Z ] MICROFILM(S)
_*=  [[J COMPUTER TAPE(S)
NUMBER OTHER (SPECIFY)
Bound Books
11. FILE ]S USED 12. FILE BECOMES INACTIVE AFTER
AILY [OweEkLY (OMONTHLY 3 {0 MONTH(s) ) YEAR(S)
NUMBER

0118 Service Building and

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

Riverdale Elementary School, Storage Room

14.
(IF YES, SPECIFY AGENCY OR OFFICE)

0 vES O no

1S RECORD SERIES DUPLICATED ELSEWHERE?

Personne] Department

ACCESS RESTRICTIONS
(IF YES, CTTE LAW(S) & REGULATION(S))

(JYES

KINO 16. AUDIT REQUIREMENTS

[J NONE i stATE [T FEDERAL {J INDEPENDENT
17. 1S AN INDEX SYSTEM USED? (F YES, EXPLAIN BRIEFLY AND DESCRIBE 18. RECOMMENDED RETENTION
M@ARDWARE/SOFI’WARB D
YES NO : ; :
Retain for 3 years and until audit requirements
are met, then destroy.
Computer database after 1990
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE
Jennifer M. Manix, Program Analyst 301/405-5764 April 15, 1996

RMGT - 201 (7/92)




|

INSTRUCTIONS: TYPE OR PRINT A SEPARATE
FORM FOR EACH NEW OR REVISED RECORD

AGENCY RECORDS INVENTORY

University of Maryland at College Park

Police Deparunent

_ UNIVERSITY OF MARYLAND
SERIES. FORWARD WITH RECORDS
TENTION SCHEDULE COLLEGE PARK
PAGE_S _oOF__77
RMGT - 201 (7/92)
1. AGENCY 2. DIVISION 3. UNIT

Fiscal Services

DEFINITION - RECORD SERIES:

A GROUP OF RELATED RECORDS NORMALLY FILED AND
AS RETENTION AND DISPOSITION PURPOSES

USED AS A UNIT FOR REFERENCE AS WELL

4. RECORD SERIES TITLE

Personnel Payroll Files

5. EARLIEST YEAR/LATEST YEAR

1988

TO 199

6. RECORD SERIES DESCRIPTION

(BRIEFLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS
FOUND IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES.)

Files on employees that are employed or have been employed by the Police Department. Includes payroll entries, notice of separation forms, employment eligibility verification
form [-9, photocopy of social security card and birth certificate.

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
FILE DRAWER(S)
: : Z MICROFILM(S)
&) LETTERSIZE O microFLM B2l ALPHABETICAL ] COMPUTER TAPE(S)
O iecaLsze ) COMPUTER TAPE [J NUMERICAL NUMBER ) OTHER (SPECIFY)
O sounDBOOK [J FLOPPY DISK [] CHRONOLOGICAL
O aubiotare O VIDEOTAPE [0 GEOGRAPHICAL 10. ANNUAL A([:SUMULATION
FILE DRAWER(S)
[0 OTHER (SPECIFY) {J OTHER (SPECIFY) / D ] MICROFILMIS)
% COMPUTER TAPE(S)
NUMBER OTHER (SPECIFY)
Folders
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
DOpany RIWEEKLY OMONTHLY / . [0 MONTH(S) KL YEAR(S)
NUMBER After Separation
13. CURRENT LOCATION(S) (BLDG., FLOOR, ROOM) 4. 1S RECORD SERIES DUPLICATED ELSEWHERE?
0118 Service Building and (IF YES, SPECIFY AGENCY OR OFFICE)
Riverdale Elementary School, Storage Room O vEs B No
15. ACCESS RESTRICTIONS [Jyes TANG | 16. AUDIT REQUIREMENTS
(IF YES, CTTE LAW(S) & REGULATIONI(S))
O NONE X) STATE [ FEDERAL [0 INDEPENDENT

ANY HARDW ARE /SOFTWARE)

Oves NO

IS AN INDEX SYSTEM USED? (F YES. EXPLAIN BRIEFLY AND DESCRIBE

18. RECOMMENDED RETENTION

Retain for 10 years after separation, then destroy.

19.  NAME AND TITLE OF PREPARER

Jennifer M. Manix, Program Analyst

20. TELEPHONE NUMBER

301/405-5764

2]1. DATE

April 15, 1996

RMGT - 201 (7/92)




|

INSIRUCTIONS: TYPE OR PRINT A SEPARATE
FORM FOR EACH NEW OR REVISED RECORD

SERIES. FORWARD WITH RECORDS

UNIVERSITY OF MARYLAND

AGENCY RECORDS INVENTORY

1.

CHEDULE COLLEGE PARK
ON'S PaGE_6  ofF_717
GT- 201 (7/52)

~CENGY 2. DIVISION 3. UNIT

University of Maryland at Coliege Park

Police Depantment

Fiscal Services

DEFINITION - RECORD SERIES:

A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR REFERENCE AS WELL
AS RETENTION AND DISPOSITION PURPOSES

4.

RECORD SERIES TITLE

Procurement Files

5. EARLIEST YEAR/LATEST YEAR

1988 TO

1996

6.

RECORD SERIES DESCRIPTION

(BRIEFLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS

FOUND IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES.)

invoice approvals.

Files related to procurement matters. Includes HM and LM small procurement orders, miscellaneous payment requests, blanket purchase orders, receipt documentation, and

Dweexry

7. RECORD SERIES FORMAT(S) 5. RECORD SERIES SEQUENCE 9. VOLUME
[B& FILE DRAWER(S)
/8 [J MICROFILM(S)
R LorrERszE O mcroFILM {0 ALPRABETICAL [J COMPUTER TAPE(S)
0J iscaLswze [0 COMPUTER TAPE [J NUMERICAL NUMBER [ OTHER (SPECTFY)
0 sounpsook [J FLOPPY DISK B CHRONOLOGICAL
O avpbiotare [ vibeoTaPE [J GEOGRAPHICAL 10. ANNUAL ACCUMULATION
[ OTHER (SPECIFY) ] OTHER (SPECIFY) X FILE DRAWER(S)
Z [0 MICROFILM(S)
[] COMPUTER TAPE(S)
NUMBER [J OTHER (SPECIFY)
11, FILE IS USED 12. FILE BECOMES INACTIVE AFTER
: DALY DmonTHLY 0 MoNTH(s) &) YEAR(S)

NUMBER

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

0118 Service  Building and
Riverdale Elementary School, Storage Room

14. 15 RECORD SERIES DUPLICATED ELSEWHERE?
(F YES, SPECIFY AGENCY OR OFFICE)

B ves O no

Accounts Pavable Department

ACCESS RESTRICTIONS
(F YES. CITE LAW(S) & REGULATION(S))

{JYES BN

16.  AUDIT REQUIREMENTS

[ NoNE &3 STATE [ FEDERAL ) INDEPENDENT

17.

IS AN INDEX SYSTEM USED? qF YES, EXPLAIN BRIEFLY AND DESCRIBE
ANY HARDWARE/SOFTWARE}

18. RECOMMENDED RETENTION

B vEs Do Retain for 3 years and until audit requirements
 Computer database after 1955 are met, then destroy. Office of Record for HM and
T LM small procurement orders is the Police

Department. Office of Record for remaining material
- is Procurement and Supply.
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE
eanifer M. Manix, Program Analyst 301/405.5764 April 15, 1996

RMGT - 201 (7/92)




|

INSTRUCTIONS: TYPE OR PRINT A SEPARATE
FORM FOR EACH NEW OR REVISED RECORD UNIVERSITY OF MARYLAND AGENCY RECORDS INVENTORY
SERIES. FORWARD WITH RECORDS
ON SCHEDULE COLLEGE PARK .
mm (7/92) PAGE oF /7
1. AGENCY 2. DIVISION 3 UNIT
University of Maryland at College Park Police Depanument Records Unit
DEFINITION - RECORD SERIES: A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR REFERENCE AS WELL
AS RETENTION AND DISPOSITION PURPOSES
4. RECORD SERIES TITLE 5. EARLIEST YEAR/LATEST YEAR
Asrest Records, Adult 1970 TO 1996

% RECORD SERIES DESCRIPTION  (BRIEFLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS
FOUND IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES.)

Reports of criminal arrests of people over the age of 18 years. (includes Citation in Lieu of arrest).

7.  RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
‘ % FILE DRAWER(S)
MICROFILM(S)
R ieTrErszE O mucroFiLM &0 ALPHABETICAL l ’ (] COMPUTER TAPE(S)
0 tecaLszE- ] COMPUTER TAPE [J NUMERCAL NUMBER 7] OTHER (SPECIFY)
’D BOUND BOOK D FLOPPY DISK D CHRONOLOGICAL
1 aubioTAPE 0 VIDEO TAPE (0 GEOGRAPHICAL 10. ANNUAL A%UMULATION
FILE DRAWER(S)
P
{0 OTHER (SPECIFY) {J OTHER (SPECIFY) ~ [J MICROFILM(S)
l (] COMPUTER TAPE(S)
NUMBER {J OTHER (SPECIFY)
T1. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
KDALY O weekLy JMONTHLY O MONTHs) & vears)
or when arrestee turns 75 years old
NUMBER
13. CURRENT LOCATION(S) (BLDG., FLOOR, ROOM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?
(IF YES, SPECIFY AGENCY OR OFFICE)
Building 003, Room 1102 0 ves Klno
15. ACCESS RESTRICTIONS M YES [JNO | 16. AUDIT REQUIREMENTS
(IF YES, CITE LAW(S) & REGULATION(S))
Right to Privacy implied by the Fourth & NONE O srate [J FEDERAL {0 INDEPENDENT
Amendment
17. 1S AN INDEX SYSTEM USED? (F YES, EXPLAIN BRIEFLY AND DESCRIBE 18. RECOMMENDED RETENTION
ANY HARDWARE/SOFTWARE) . .
& YEs OnNo Retain until arrestee turms 75 years old or 12
Computer database years after the arrest, whichever is later.
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE
Qm M. Manix, Program Analyst 301/405-5764 April 15, 1996

RMGT - 201 (7/92)




INSTRUCTIONS: TYPE OR PRINT A SEPARATE

ERIES. FORWARD WITH RECORDS

FORM FOR EACH NEW OR REVISED RECORD UNIVERSITY OF MARYLAND

AGENCY RECORDS INVENTORY

NTION SCHEDULE COLLEGE PARK
PacE_8 oF__77
RMGT - 201 (7/52}
1. AGENCY 2. DIVISION 3. UNIT
University of Maryland at College Park Police Deparunent Records Unit
DEFINITION - RECORD SERIES: A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR REFERENCE AS WELL

AS RETENTION AND DISPOSITION PURPOSES

4. RECORD SERIES TITLE

Arrest Records, Sealed

5. EARLIEST YEAR/LATEST YEAR

1968 TO 1996

6. RECORD SERIES DESCRIPTION

(BRIEFLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS
FOUND IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES.)

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

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
L R FILE DRAWER(S)
! z_/ [J MICROFILM(S)
[ LETTERSIZE 0 MiICROFILM 0 ALPHABETICAL O COMPUTER TAPE(S)
’ O iecavsze [0 COMPUTER TAPE [B NUMERICAL NUMBER {J OTHER (sPECIFY)
0 sounpBOOK [J FLOPPY DISK [J CHRONOLOGICAL
D avbiotare [J VIDEOTAPE [J GEOGRAPHICAL 10. ANNUALASB(EUMULATION
. FILE DRAWER(S)
[ OTHER (SPECIFY) [0 OTHER (SPECIFY) / ] MICROFILM(S)
'} COMPUTER TAPE(S)
NUMBER [J OTHER (SPECIFY)
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER :
Opany OweekLy CImonNTHLY 3 : = MONTH(s) X YEAR(S)
N/ A ‘ NUMEER

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

1S RECORD SERIES DUPLICATED ELSEWHERE?
(IF YES, SPECIFY AGENCY OR OFFICE)

Building 003, Room 1102
O ves & no
15. ACCESS RESTRICTIONS @YES CJNO 16. AUDIT REQUIREMENTS
, _, OF YES. CITELAW(S) & REGULATION(S))
Right to Privacy implied by the Fourth K} NONE O sTaTE [ FEDERAL [ INDEPENDENT
Amendment.
17. 1S AN INDEX SYSTEM USED? (iF YES. EXPLAIN BRIEFLY AND DESCRIBE 18. RECOMMENDED RETENTION
ANY HARDWARE/SOFTWARE}
Dyes & NO Retain for 3 years, then destroy.
NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE
Jennifer M. Manix, Program Analyst 301/405-5764 April 15, 1996

RMGT - 201 (7/92)




INSTRUCTIONS: TYPE OR PRINT A SEPARATE
FORM EOR EACH NEW OR REVISED RECORD
SERIES. FORWARD WITH RECORDS

UNIVERSITY OF MARYLAND AGENCY RECORDS INVENTORY

RETENTION SCHEDULE COLLEGE PARK 9 77
PAGE OF
MGT - 201 (7/92)
1. AGENCY 2. DIVISION 3.  UNIT

Records Unit

University of Maryland at Coliege Park Police Department

A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR REFERENCE AS WELL
AS RETENTION AND DISPOSITION PURPOSES

DEFINITION - RECORD SERIES:

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

1987 TO 1996

Arrest Records, Juvenile

(BRIEFLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS
FOUND IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES.)

6. RECORD SERIES DESCRIPTION

A police record concerning a child. These records are kept separate from the adult records.

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
X FILE DRAWER(S)
Z. (] MICROFILM(S)
LETTER SIZE O MICROFILM B ALPHABETICAL [ COMPUTER TAPE(S)
0 LecALsizE [0 COMPUTER TAPE [J NUMERICAL NUMBER [J OTHER (SPECIFY)
O BounDBOOK [J FLOPPY DISK [] CHRONOLOGICAL
q 0O auvbiotare [0 vipeoTare [0 GEOGRAPHICAL 10. ANNUAL ACEC]ZUMULATION
FILE DRAWER(S)
(0 OTHER (SPECIFY) [0 OTHER (SPECIFY) / O E) MICROFILM(S)
1Y [J COMPUTER TAFE(S)
NUMBER i) OTHER (SPECIFY)
Folders
11. FILE IS USED 12, FILE BECOMES INACTIVE AFTER
B DAILY CIWEEKLY OMONTHLY [J MONTH(s). & YEAR(S)
12 after last entry item
NUMBER
13. CURRENT LOCATION(S) (BLDG., FLOOR, ROOM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?
(IF YES, SPECIFY AGENCY OR OFFICE)
Building 003, Room 1102
¢ " O ves K Nno
15. ACCESS RESTRICTIONS B YES [ONO [ 16, AUDIT REQUIREMENTS
(IF YES, CTTE LAW(S) & REGULATION(S))
nght to Privacy implied by the Fourth X NONE [ STATE [0 FEDERAL (O INDEPENDENT
Amendment
17. 1S AN INDEX SYSTEM USED? (F YEs, EXPLAIN BRIEFLY AND DESCRIBE 18. RECOMMENDED RETENTION
ANY HARDWARE/SOFTW ARE)
RIS Do Retain for 12 years beyond date of last entry
Computer database item, then destroy.

19. NAME AND TITLE OF PREPARER

Jennifer M. Manix, Program Analyst

20. TELEPHONE NUMBER

301/405-5764

2].

DATE

April 15, 1996

‘MG‘I -201 (7/92)




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

UNIVERSITY OF MARYLAND

AGENCY RECORDS INVENTORY

University of Maryland at College Park

Police Department

TENTION SCHEDULE COLLEGE PARK 1o
MGT - 201 (7/92) PAGE ofF_ 77
. AGENCY 2. DIVISION 3 UNIT

Records Unit

DEFINITION - RECORD SERIES:

A GROUP OF RELATED RECORDS NORMALLY FILED AND
AS RETENTION AND DISPOSITION PURPOSES

USED AS A UNIT FOR REFERENCE AS WELL

4. RECORD SERIES TITLE

5. ~ EARLIEST YEAR/LATEST YEAR

Building Security Reports 1974 TO 1975
6 RECORD SERIES DESCRIPTION _ (BRIEFLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS
FOUND IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES.)
Surveys of building security.
7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
X FILE DRAWER(S)
/ [J] MICROFILM(S)
& ieTTERSIZE [J MicrOFILM {0 ALPHABETICAL {T] COMPUTER TAPE(S)
O LecALsizE [J COMPUTER TAPE (] NUMERICAL NUMBER 0J OTHER (SPECIFY)
0O BounpBOOK [J FLOPPY DISK (8 CHRONOLOGICAL
O aubiotare (O VIDEOTAPE (0 GEOGRAPHICAL 10. ANNUAL A%:UMULAHON
FILE DRAWER(S)
[0 OTHER (SPEGIFY) [J OTHER (SPECIFY) ' 0 0] MICROFILM(S)
_ L/ [ COMPUTER TAPE(S)
NUMBER [J OTHER (SPECIFY)
I1. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
Ooaiy [ WEeEKLY OMONTHLY [ MONTH(S) O year(s)
N/A NUMBER Currently Inactive
13. CURRENT LOCATION(S) (BLDG., FLOOR, ROOM) 14. 15 RECORD SERIES DUPLICATED ELSEWHERE?
(IF YES, SPECIFY AGENCY OR OFFICE)
Riverdale El tary School, St R
emen ry Choo. orage oom D YES NO
15. ACCESS RESTRICTIONS CJYES INO | 16. AUDIT REQUIREMENTS
(IF YES, CTTE LAW(S) & REGULATION(S))
®1 NONE [ sTATE [0 FEDERAL [J INDEPENDENT

~

ANY HARDWARE/SOFTWARE)
[Ovyes

Kino

7. 1S AN INDEX SYSTEM USED? (iF YES. EXPLAIN BRIEFLY AND DESCRIBE

18. RECOMMENDED RETENTION

Destroy after schedule is approved.

19. NAME AND TITLE OF PREPARER

Jennifer M. Manix, Program Analyst

20. TELEPHONE NUMBER

301/405-5764

21. DATE

April 15, 1996

RMGT - 201 (7/92)




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

UNIVERSITY OF MARYLAND

AGENCY RECORDS INVENTORY

University of Maryland at College Park

Police Department

TENTION SCHEDULE COLLEGE PARK
pace_1ll ofF 77
GT- 201 (792)
T AGENCY 3 DIVISION T ONIT

Records Unit

DEFINITION - RECORD SERIES:

A GROUP OF RELATED RECORDS NORMALLY FILED AND
AS RETENTION AND DISPOSITION PURPOSES

USED AS A UNIT FOR REFERENCE AS WELL

4. RECORD SERIES TITLE

Daily Event Logs

5.  EARLIEST YEAR/LATEST YEAR

1983 TO 1985

Ledger of daily events.

6. RECORD SERIES DESCRIPTION (BRIEFLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS
FOUND IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES.)

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
X} FILE DRAWER(S)
/ [J MICROFILM(S)
B ierrersze 0 microriLM [0 ALPHABETICAL [J COMPUTER TAPE(S)
O ecaLsize [J COMPUTER TAPE (] NUMERICAL NUMBER [D OTHER (SPECIFY)
0O sounpBoOK [J FLOPPY DISK K CHRONOLOGICAL
(0 AUDICTAPE [0 viDEOTAPE [D GEOGRAPHICAL 10. ANNUAL ACCUMULATION
FILE DRAWER(S)
D OTHER (SPECIFY) {0 OTHER (SPECIFY) 0 [J MICROFILM(S)
[ COMPUTER TAPE(S)
NUMBER [J OTHER (SPECIFY)
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
Opaiy COweekLy JMONTHLY O MONTH(S) O YEAR(S)
N/A NUMBER Cuwrrently Inactive
13. CURRENT LOCATION(S) (BLDG., FLOOR, ROOM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?
(IF YES, SPECIFY AGENCY OR OFFICE)
Building 003, Room 1102
g oom O ves ® no
15. ACCESS RESTRICTIONS B YES ~[OnNO 16.  AUDIT REQUIREMENTS
, ., (F YES, CITE LAWI(S) & REGULATIONIS)) .
Right to Privacy implied by the Fourth & NONE [J STATE [0 FEDERAL (O INDEPENDENT
Amendment
17. IS AN INDEX SYSTEM USED? (F YES, EXPLAIN BRIEFLY AND DESCRIBE 18. RECOMMENDED RETENTION
ANY HARDWARE/SOFTWARE}
Ovyes 0dno Destroy after schedule is approved.
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE
Jennifer M. Manix, Program Analyst 301/405-5764 April 15, 1996

.mcr-zm /92




INSTRUCTIONS; 1YPE OR PRINT A SEPARATE
FORM FOR EACH NEW OR REVISED RECORD " UNIVERSITY OF MARYLAND - AGENCY RECORDS INVENTORY
‘gi:onwm WITH RECORDS .
CHEDULE " COLLEGE PARK
ON'S pace_12 or__77
RMGT - 20} (7/92)
2. DIVISION 3. UNIT
. AGB:JCx:v:nhy of Maryland at College Park Police Department Records Unit
DEFINITION - RECORD SERIES: A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR REFERENCE AS WELL
AS RETENTION AND DISPOSITION PURPOSES .
4. RECORD SERIES TTTLE 5. EARLIEST YEAR/LATEST YEAR
Departmental Annual Reports and Statistics 1975 TO 1985

(BRIEFLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS

6. RECORD SERIES DESCRIPTION
FOUND IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES.})

Summaries of departmental achvities.

7. RECORD SERIES FORMAT(S) 5. RECORD SERIES SEQUENCE S. VOLUME
FILE DRAWER(S)
/ {7 MICROFILM(S)
B ierrersme - [ MicroFLM [J  ALPHABETICAL — A4 __ [ COMPUTER TAPE(S)
0O iecaLsze [J COMPUTER TAPE [J NUMERICAL NUMBER L) OTHER (SPECIFY)
D BOUND BOOK D FLOPPY DISK @ C}{RONOLOG!CAL )
3 avpbiotare [ vIDEOTAPE [ GEOGRAPHICAL 10. ANNUAL A%’:UMULATION
. FILE DRAWER(5)
3 oTH=R (sPECIFY) [J OTHER (SPECIFY) O D) MICROMLMES)
___\/ [ COMPUTERTAPES)
NUMBER [J OTHER (SPECIFY)
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER -
Opany - Owzskwy K MONTHLY 1 0 MoNTH(S) & YEARS)
NUMBER :
13. CURRENT LOCATION(S) (BLDG., FLOOR, ROOM) }4. 15 RECORD SERIES DUPLICATED ELSEWHERE?
{IF YES, SPECIFY ACENCY OR OFFICE) '
Riverdale Elementary School, Storage Room ' D ves : B No
15. ACCESS RESTRICTIONS L YEs RINO | 16. AUDIT REQUIREMENTS
IF YES. CITE LAW(S) & RECULATION(S)) ) .
' R NoNE [ sTATE [0 FEDERAL ) INDEPENDENT
17. 1S AN INDEX SYSTEM USED? (IF YES. EXPLAIN BRIEFLY AND DESCRIBE 18. RECOMMENDED RETENTION
ANY HARDWARE/SOFTWARE) . .
Ovzss BNo Retain for ] year, then send to University Archives.
' Send 1975-1985 reports and statistics to
University Archives after schedule is approved.
’7 NAME AND TITLE OF PREPARER 26, TELEPHONE NUMBER 31, DATE
Jennifer M. Manix, Program Analyst S 301/405-5764 April 15, 1996
RMGT - 201 (7/92) .




INSTRUCTIONS: TYPE OR PRINT A SEPARATE
FORM FOR EACH NEW OR REVISED RECORD UNIVERSITY OF MARYLAND AGENCY RECORDS INVENTORY
SERIES. FORWARD WITH RECORDS
RETENTION SCHEDULE COLLEGE PARK 13
PAGE 77
GT - 201 (7/92)
¥ AGENCY 2. DIVISION 3. UNIT
University of Maryland at College Park Police Department Records Unit

DEFINITION - RECORD SERIES:

AS RETENTION AND DISPOSITION PURPOSES

A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR REFERENCE AS WELL

4. RECORD SERIES TITLE

Equipment Repair Order Ledgers

1982 TO 1984

5. EARLIEST YEAR/LATEST YEAR

6. RECORD SERIES DESCRIPTION

Log of issued Equipment Repair Orders.

(BRIEFLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS
FOUND IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES.)

{IF YES, SPECIFY AGENCY OR OFFICE)

7" RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
] FILE DRAWER(S)
/ ) MICROFILM(S)
O LETTERSEZE O MICROFILM ) ALPHABETICAL ] COMPUTER TAPE(S)
O iecaLsze  [J COMPUTERTAPE [ NUMERICAL NUMBER B8 OTHER (SPECTFY)
‘ O auvbiotare O viDeoTAPE [ GEOGRAPHICAL 10. ANNUAL ACCUMULATION
FILE DRAWER(S)
(0 OTHER (SPECIFY) [3 OTHER (SPECIFY) D) MICROFILME)
[J COMPUTER TAPE(S)
NUMBER (7 OTHER (SPECIFY)
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
OoarLy {OweekLY CJMONTHLY O MONTH(S) O vEARE)
N/A NUMBER Currently Inactive
13. CURRENT LOCATION(S) (BLDG., FLOOR, ROOM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

(IF YES, CITE LAW(S) & REGULATION(S))

Riverdale Elementary School, Storage Room 0 ves
15. ACCESS RESTRICTIONS L _YES KiNO 16. AUDIT REQUIREMENTS

X} NONE

[ FEDERAL

ANY HARDW ARE/SOFTW ARE)
YES Kino

17. 1S AN INDEX SYSTEM USED? (iF YES, EXPLAIN BRIEFLY AND DESCRIBE

18. RECOMMENDED RETENTION
Destroy after schedule is approved.

19.  NAME AND TITLE OF PREPARER

Jennifer M. Manix, Program Analyst

20. TELEPHONE NUMBER

301/405-5764

21. DATE

April 15, 1996

.mc'r -201 (7/92)

] INDEPENDENT




([

INSTRUCTIONS: TYPE OR PRINT A SEPARATE
FORM FOR EACH NEW OR REVISED RECORD

AGENCY RECORDS INVENTORY

University of Maryland at College Park

Police Department

UNIVERSITY OF MARYLAND
SERIES. FORWARD WITH RECORDS
RETENTION SCHEDULE COLLEGE PARK ”
PAGE oF 77
GT - 201 (7/92)
AGENCY 2. DIVISION 3 UNIT

Records Unit

DEFINITION - RECORD SERIES:

A GROUP OF RELATED RECORDS NORMALLY FILED AND
AS RETENTION AND DISPOSITION PURPOSES

USED AS A UNIT FOR REFERENCE AS WELL

Copies of issued Equipment Repair Orders.

4, RECORD SERIES TITLE 5. EARLIEST YEAR/LATEST YEAR
Equipment Repair Orders 1982 TO 1984
6. RECORD SERIES DESCRIPTION  (BRIEFLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS

FOUND IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES.)

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
FILE DRAWER(S)
i [} MICROFILM(S)
O LETTERSIZE 0O mcrorLM 0 ALPHABETICAL {7 COMPUTER TAPE(S)
[ iecaLsize [] -COMPUTER TAPE [3 NUMERICAL NUMBER (] OTHER (SPECIFY)
0O sounpBOOK [J FLOPPY DISK K| CHRONOLOGICAL
. O auvbioTarE [0 VIDEOTAPE [0 GEOGRAPHICAL 10. ANNUAL A%UMULATION
FILE DRAWER(S)
®  orHER (sPECTFY) [J OTHER (SPECIFY) 0 L) MICROMLME)
8" x5" __ N~ [ COMPUTERTAPE(S)
NUMBER [J OTHER (SPECIFY)
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
Opary O weekLy [OMONTHLY O MONTH(S) [ YEAR(S)
N/A NUMBER Currently Inactive
13. CURRENT LOCATION(S) (BLDG., FLOOR, ROOM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?
) . (IF YES, SPECIFY AGENCY OR OFFICE)
Riverdale Ej S
verdale Elementary School, Storage Room 50 ves 0 no MD State Police AS.ED.
15.  ACCESS RESTRICTIONS LJYES XJNO | 16. AUDIT REQUIREMENTS
{IF YES, CITE LAW(S) & REGULATION(S))
NONE [ sTATE [J FEDERAL [0 INDEPENDENT

ANY HARDWARE/SOFTW ARE)

Oyes Rno

1S AN INDEX SYSTEM USED? (F YES. EXPLAIN BRIEFLY AND DESCRIBE

18. RECOMMENDED RETENTION

Destroy after schedule is approved.

19.  NAME AND TITLE OF PREPARER

Jennifer M. Maniy, Program Analyst

20. TELEPHONE NUMBER

301/405-5764

2]1. DATE

April 15, 1996

‘Mcr-zm /92




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

UNIVERSITY OF MARYLAND

AGENCY RECORDS INVENTORY

University of Maryland at College Park

RETENTION SCHEDULE COLLEGE PARK
PAGE__135 OF 77
RMGT - 201 (7/92)
.. AGENCY 2. DIVISION 3. UNIT
Police Depantment Records Unit

DEFINITION - RECORD SERIES:

A GROUP OF RELATED RECORDS NORMALLY FILED AND
AS RETENTION AND DISPOSITION PURPOSES

USED AS A UNIT FOR REFERENCE AS WELL

4. RECORD SERIES TITLE

Field Interview Reports

5. EARLIEST YEAR/LATEST YEAR

1986

TO 1996

6. RECORD SERIES DESCRIPTION

Suspicious person reports, reports on trespassing, etc.

(BRIEFLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS
FOUND IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES.)

These are non-criminal reports.

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
[ FILE DRAWER(S)
5 ] MICROFILM(S)
O LETTERSIZE O mcrorM {J ALPHABETICAL ___«/ [ COMPUTER TAPE(S)
D iecavsize [0 COMPUTER TAPE [] NUMERICAL NUMBER (8- OTHER (SPECIFY)
[0 BOUNDBOOK [J FLOPPY DISK [ CHRONOLOGICAL Folders
. D avpbiotare [0 VIDEOTAPE [0 GEOGRAPHICAL 10.  ANNUAL ACCUMULATION
FILE DRAWER(S)
K omHER (sPECIFY) [J OTHER (SPECIFY) { ] MICROFILM(S)
8" x 5" ' [0 COMPUTER TAPE(S)
NUMBER [l OTHER (SPECIFY)
Folders
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
DAILY OweEkLY COMONTHLY / (0 MONTH(S) Kl yEAR(S)
NUMBER
13. CURRENT LOCATION(S) (BLDG., FLOOR, ROOM) 14. IS RECORD SERIES DUPLICATED ELSEWHERE?
(IF YES, SPECIFY AGENCY OR OFFRICE)
Building 003, Room 1102
g oom O yes X no
15. ACCESS RESTRICTIONS BIYES JNO | 16. AUDIT REQUIREMENTS
. QF YES, OTE LAW(S.) & REGULA'H?N(S)) .
Right to Privacy implied by the Fourth ) NONE O sTATE [ FEDERAL {0 INDEPENDENT
Amendment.
17. IS AN INDEX SYSTEM USED? (F YES, EXPLAIN BRIEFLY AND DESCRIBE 18. RECOMMENDED RETENTION
ANY HARDWARE/SOFTW ARE)
Uves g NO Retain for 1 year, then destroy.
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE
Jennifer M. Manix, Program Analyst 301/405-5764 April 15, 1996

.RMGT— 201 (7/92)




|

|

INSTRUCTIONS: TYPE OR PRINT A SEPARATE
FORM FOR EACH NEW OR REVISED RECORD

SERIES. FORWARD WITH RECORDS

UNIVERSITY OF MARYLAND

COLLEGE PARK

AGENCY RECORDS INVENTORY

University of Maryland at College Park

¢

RETENTION SCHEDULE 16 77
PAGE OF
RMGT - 201 (7/92)
AGENCY 2. DIVISION 3.  UNIT
Police Department Records Unit

DEFINITION - RECORD SERIES:

A GROUP OF RELATED RECORDS NORMALLY FILED AND
AS RETENTION AND DISPOSITION PURPOSES

USED AS A UNIT FOR REFERENCE AS WELL

4. RECORD SERIES TITLE

Impound Records (V ehicles)

5. EARLIEST YEAR/LATEST YEAR

1980

TO 1980

6. RECORD SERJES DESCRIPTION

Documentation of information regarding the impoundment of vehicles by the agency.

(BRIEFLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS
FOUND IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES.)

7. RECORD SERIES FORMAT(S) . RECORD SERIES SEQUENCE 3. VOLUME
{3 FILE DRAWER(S)
Z [ MICROFILM(S)
B Lertersze O microFILM O ALPHABETICAL [) COMPUTER TAPE(S)
O izcaLsze [J COMPUTER TAPE [J NUMERICAL . NUMBER (o OTHER (SPECIFY)
0 BounDBOOK  [J FLOPPY DISK ) CHRONOLOGICAL Folders
O avmiotare  [J VIDEOTAPE 0 GEOGRAPHICAL 10. ANNUAL ACCUMULATION
(3 OTHER (SPECIFY) [J OTHER (SPECIFY) [X) FILE DRAWER(S)
0 [} MICROFILM(S)
[J COMPUTER TAPE(S)
NUMBER [} OTHER (SPECIFY)
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
Opamy O weekLy D MONTHLY ) MONTH(S) O vEARS)
N/A NUMBER Currently Inactive

Building 003, Room 0132

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

14.
(IF YES, SPECTIFY AGENCY OR OFRICE)

3 ves & no

1S RECORD SERIES DUPLICATED ELSEWHERE?

15. ACCESS RESTRICTIONS

(IF YES, CQTE LAW(S) & REGULATION(S))

T ¥YES

3No 16. AUDIT REQUIREMENTS

B NONE

O staTE

(] FEDERAL {7 INDEPENDENT

17
ANY HARDWARE/SOFTWARE)

Dyes NO

IS AN INDEX SYSTEM USED? (iF YES, EXPLAIN BRIEFLY AND DESCRIBE

18. RECOMMENDED RETENTION

Destroy after schedule is approved.

19. NAME AND TTTLE OF PREPARER

Jennifer M. Manix, Program Analyst

20. TELEPHONE NUMBER

301/405-5764

21. DATE

April 15, 1996

.mc:r-zm /%)




INSTRUCTIONS: TYPE OR PRINT A SEPARATE
FORM FOR EACH NEW OR REVISED RECORD
SERJES. FORWARD WITH RECORDS

UNIVERSITY OF MARYLAND

AGENCY RECORDS INVENTORY

RETENTION SCHEDULE COLLEGE PARK . 17 77
PAGE OF
RMGT - 201 (7/92)
1. AGENCY 2. DIVISION 3. UNIT
University of Maryland at College Park Police Deparument Records Unit

DEFINITION - RECORD SERIES:

A GROUP OF RELATED RECORDS NORMALLY FILED AND
AS RETENTION AND DISPOSITION PURPOSES

USED AS A UNIT FOR REFERENCE AS WELL

FOUND IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES.)

Listing of individuals sent to the Health Center.

4. RECORD SERIES TITLE 5. EARLIEST YEAR/LATEST YEAR
Infirmary Notification of Injury 1976 TO -197¢6
6. RECORD SERIES DESCRIPTION (BRIEFLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME »
O FILE DRAWER(S)
Z T} MICROFILM(S)
R LETTERSIZE [J MICROFILM [0 ALPHABETICAL ) COMPUTER TAPE(S)
O iecaisize  [J COMPUTER TAPE [J NUMERICAL NUMBER DX OTHER (SPECTFY) |
0J sounpBoOK [ FLOPPY DISK X CHRONOLOGICAL Folders
O aupbiotarE [0 VIDEO TAPE [0 GEOGRAPHICAL 10. ANNUAL ACDCUMULATXON
FILE DRAWER(S)
{0 OTHER (SPECIFY) [0 OTHER (SPECIFY) O 5] MICROFILM(S)
[[] COMPUTER TAPE(S)
NUMBER [ OTHER (SPECIFY)
fclders
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
Opaiy COweekLY [OMONTHLY [ MONTH(S) O veaRes)
N/A NUMBER Cuwrrently Inactive
13. CURRENT LOCATION(S) (BLDG., FLOOR, ROOM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?
. {IF YES, SPEQIFY AGENCY OR OFFICE)
Riverdale Elementary Schoal, St R
ry orage Room O ves & no
15. ACCESS RESTRICTIONS , JYES (XINO [ 16. AUDIT REQUIREMENTS
(TF YES, CITE LAW(S) & REGULATION(S))
K] NONE [0 sTATE [ FEDERAL [O INDEPENDENT

1S AN INDEX SYSTEM USED? (IF YES, EXPLAIN BRIEFLY AND DESCRIBE
ANY HARDWARE/SOFTWARE)

18. RECOMMENDED RETENTION
Destroy after schedule is approved.

DOyss Eno
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE
Jennifer M. Manix, Program Analyst 301/405-5764 April 15, 1996

.RMGT -201 (7/92)




——

INSTRUCTIONS: TYPE OR PRINT A SEPARATE
FORM FOR EACH NEW OR REVISED RECORD
SERJES. FORWARD WITH RECORDS

UNIVERSITY OF MARYLAND

AGENCY RECORDS INVENTORY

=

RETENTION SCHEDULE COLLEGE PARK
PAGE__18 oF _ 77
RMGT - 201 (7/92)
1. AGENCY 2. DIVISION 3. UNIT
Police Department Records Unit

University of Maryland at College Park

DEFINITION - RECORD SERIES:

A GROUP OF RELATED RECORDS NORMALLY FILED AND
AS RETENTION AND DISPOSITION PURPOSES

USED AS A UNIT FOR REFERENCE AS WELL

4. RECORD SERIES TITLE

Juvenile Record Logs

5.  EARLIEST YEAR/LATEST YEAR

197

TO 1986

6. RECORD SERIES DESCRIPTION

(BRIEFLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS

FOUND IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES.)

Arrest log for juveniles.

e

Amendment

7. RECORD SERIES FORMAT(S) 5. RECORD SERIES SEQUENCE 9. VOLUME
[ FILE DRAWER(S)
) MICROFILM(S)
& LETTERSIZE 0O microFILM [0 ALPHABETICAL ’Z ] COMPUTER TAPE(S)
O iecaLsze [J COMPUTER TAPE [ NUMERICAL NUMBER OTHER (SPECIFY)
[J sounoBOOK [J FLOPPY DISK &) CHRONOLOGICAL Folders
D avbiotare O VIDEOTAPE [J GEOGRAPHICAL 10. ANNUAL ACCUMULATION
O OTHER (sPE [J OTHER (SPECI {J FILE DRAWER(S)
(SPECTFY) (SPECIFY) 9, [] MICROFILM(S)
[ COMPUTER TAPE(S)
NUMBER X OTHER (SPECIFY)
folders
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
Opany OweekLy [OMONTHLY 12 [J MONTH(5) A vEaRS)
N/A NUMBER
13. CURRENT LOCATION(S) (BLDG.. FLOOR, ROOM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?
(IF YES, SPECIFY AGENCY OR OFFICE)
Riverdale Elementary School, § R
ry School, Storage Room [ ves &L NO
15. ACCESS RESTRICTIONS b YES [JNO | 16 AUDIT REQUIREMENTS
Ri h}i:YB,tCITELﬁ\N(S kRECULA'nONlS))
g 0 Privacy implied by the Fourth K] NONE O staTe [J FEDERAL [} INDEPENDENT

17.
ANY HARDW ARE/SOFTWARE)

Ovyzs KiNo

1S AN INDEX SYSTEM USED? (r ves, EXPLAIN BRIEFLY AND DESCRIBE

18. RECOMMENDED RETENTION

Retain for 12 years,

then destroy.

19. NAME AND TITLE OF PREPARER

Jennifer M. Manix, Program Anajvst

20. TELEPHONE NUMBER

301/405-5764

21. DATE

April 15, 1996

‘ RMGT - 201 (7/92)




INSTRUCTIONS: TYPE OR PRINT A SEPARATE
FORM FOR EACH NEW OR REVISED RECORD

SERIES. FORWARD WITH RECORDS

UNIVERSITY OF MARYLAND

AGENCY RECORDS INVENTORY

University of Maryland at College Park

RETENTION SCHEDULE COLLEGE PARK
paGE_19 or 77
GT - 201 (7/92)
AGENCY 2. DIVISION 3. UNIT
Police Department Records Unit

DEFINITION . RECORD SERIES:

A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR REFERENCE AS WELL

AS RETENTION AND DISPOSITION PURPOSES

4. RECORD SERIES TITLE

Lockout Liability Waivers

5. EARLIEST YEAR/LATEST YEAR

1996

1991

TO

6. RECORD SERIES DESCRIPTION

Signed documents releasing police department from liability when unlocking a vehicle.

(BRIEFLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS
FOUND IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES.)

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
B FILE DRAWER(S)
/ ) MICROFILM(S)
B LETTERSIZE O microrLM O ALPHABETICAL {0 COMPUTER TAPE(S)
O iecaisize  [J COMPUTERTAPE [® NUMERICAL NUMBER {J OTHER (SPECIFY)
O avbiotare [ viDEOTAPE [0 GEOGRAPHICAL 10. ANNUAL ACCUMULATION
FILE DRAWER(S)
[0 OTHER (SPECIFY) [0 OTHER (SPECIFY) / ) MICROFILM(S)
{T] COMPUTER TAPE(S)
NUMBER [kl OTHER (SPECIFY)
Folders
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
ALY [OwEEKLY [JMONTHLY 0 MoNTH(S) i yEARS)
NUMBER
13. CURRENT LOCATION(S) (BLDG., FLOOR, ROOM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?
{IF YES, SPECIFY AGENCY OR OFFICE)
Building 003, Room 1102
& i J yes & no
15.  ACCESS RESTRICTIONS A YES {JNO | 16. AUDIT REQUIREMENTS
YES, CITE LAW(S) & REGULATION(S))
onl ar s,
y parties o interest may obtain; X NONE [ STATE [ FEDERAL [ INDEPENDENT
Right to Privacy
17. 1S AN INDEX SYSTEM USED? (if YES, EXPLAIN BRIEFLY AND DESCRIBE 18. RECOMMENDED RETENTION
ANY HARDW ARE/SOFTW ARE)
Oyes mNO Retain for 1 year, then destroy.
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE
Jennifer M. Manix, Program Analyst 301/405-5764 April 15, 1996

‘MGT -201 7/92)




INSTRUCTIONS: TYPE OR PRINT A SEPARATE

AGENCY RECORDS INVENTORY

University of Maryland at College Park

FORM FOR EACH NEW OR REVISED RECORD UNIVERSITY OF YLAND
SERIES. FORWARD WITH RECORDS
RETENTION SCHEDULE COLLEGE PARK 20 .-
PA OF
RMGT - 201 (7/92) GE
t AGENCY 2. DIVISION 3. UNIT
Police Deparument Records Unit

DEFINITION - RECORD SERIES:

A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR REFERENCE AS WELL

AS RETENTION AND DISPOSITION PURPOSES

4.  RECORD SERIES TITLE

5. EARLIEST YEAR/LATEST YEAR

(IF YES, OTE LAW(S) & REGULATION(S)}

Amendment

Right to Privacy implied by the Fourth

B NONE

O sTaTE

Microfiche Police Reports 1968 TO 1985
6 RECORD SERIES DESCRIFTION _ (BRIEFLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS
FOUND IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES.)
File of police reports stored on microfiche.
7. RECORD SERIES FORMAT(S) §. RECORD SERIES SEQUENCE 9 VOLUME
. ) FILE DRAWER(S)
{ 5 ! 3 MICROFILM(S)
O LETTERSIZE O mcrormMm O ALPHABETICAL {J) COMPUTER TAPE(S)
O iecaLsize {0 COMPUTERTAPE B NUMERICAL NUMBER & OTHER (SPECTFY)
0 sounDBoOK [ FLOPPY DISK [J CHRONOLOGICAL Microfiche
O aupiotare O VIDEOTAPE 7 GEOGRAPHICAL 10. ANNUAL ACCUMULATION
K OTHER (SPECIFY) (] OTHER (SPECIFY) L] FILE DRAWER(S)
0 [ MICROFILM(S)
Microfiche [[J COMPUTER TAPE(S)
NUMBER [¥ OTHER (SPECIFY)
microfiche.
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
Opany O weekLy COMONTHLY {3 MONTH(S) O YEAR(S)
N/A NUMBER Currently Inactive
13. CURRENT LOCATION(S) (BLDG., FLOOR, ROOM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?
{IF YES, SPECIFY AGENCY OR OFFICE)
Building 003, Room 1102
. B ves O no Riverdale Elementary S5chool, Storage Room
15. ACCESS RESTRICTIONS I YES no 16. AUDIT REQUIREMENTS

[0 FEDERAL [J INDEPENDENT

ANY HARDW ARE/SOFTW ARE)

YES KNo

17. 1S AN INDEX SYSTEM USED? (IF YES, EXPLAIN BRIEFLY AND DESCRIBE

18. RECOMMENDED RETENTION

Destroy after schedule is approved.

19. NAME AND TITLE OF PREPARER

Jennifer M. Manix, Program Analyst

20. TELEPHONE NUMBER

301/405-5764

21. DATE

April 15, 1996

‘ RMGT - 201 {7/92)




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

UNIVERSITY OF MARYLAND

AGENCY RECORDS INVENTORY

University of Maryland at College Park

Police Department

RETENTION SCHEDULE COLLEGE PARK 21
PAGE . F
GT - 201 (7/92) O 27
AGENCY 2. DIVISION 3. UNIT

Records Unit

DEFINITION - RECORD SERIES:

A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR REFERENCE AS WELL

AS RETENTION AND DISPOSITION PURPOSES

4. RECORD SERIES TITLE

Property Receipts

5. EARLIEST YEAR/LATEST YEAR

1990 TO 1996

6. RECORD SERIES DESCRIPTION

Receipts for found, confiscated property.

(BRIEFLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS
FOUND IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES.)

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME ~
FILE DRAWER(S)
[0 MICROFILM(S)

M LETTERSIZE 0O mcrorM [0 ALPHABETICAL ] COMPUTER TAPE(S)

D iecaLsze [J COMPUTER TAPE [0 NUMERICAL NUMBER ) OTHER (SPECIFY)

0 sounpBook [J FLOPPY DISK [) CHRONOLOGICAL

O auvbiotare [ VIDEOTAPE [J GEOGRAPHICAL 10. ANNUAL ACCUMULATION

[J OTHER (SPECT [J OTHER (SPECI ) FILE DRAWER(S)

(SPECIFY) THER (SPECIFY) 3 [J MICROFILM(S)
__~” - [ COMPUTER TAPE(S)
NUMBER (k] OTHER (SPECIFY)
Folders
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
®oany CIweekLy CIMONTHLY . J MONTH(S) i2 YEAR(S)
NUMBER
13. CURRENT LOCATION(S) (BLDG., FLOOR, ROOM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?
(IF YES, SPECIFY AGENCY OR OFFICE)
Building 003, Room 1102
e o K] vs O No Logistics Unit
15. ACCESS RESTRICTIONS YES "[ONO | 16, AUDIT REQUIREMENTS
oflF FTTET TR -
Y parties of interest may obtain; B NONE [ STATE [J FEDERAL [ INDEPENDENT
Right to Privacy

17. IS AN INDEX SYSTEM USED? @F YES, EXPLAIN BRIEFLY AND DESCRIBE 18. RECOMMENDED RETENTION

ANY HARDWARE/SOFTWARE)

YES Ono Retain for 3 years, then destroy.

Computer database
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE
Jennifer M. Manix, Program Analyst 301/405.5764 April 15, 1996

.wc'r-zm /92




|

INSTRUCTIONS: TYPE OR PRINT A SEPARATE
FORM FOR EACH NEW OR REVISED RECORD UNIVERSITY OF MARYLAND AGENCY RECORDS INVENTORY
SERIES. FORWARD WITH RECORDS
RETENTION SCHEDULE COLLEGE PARK 2 1
RMGT - 201 (7/92) PAGE__<< _OF
‘ AGENCY 2. DIVISION 3. UNIT
University of Maryland at Coliege Park Police Department Records Unit
DEFINITION - RECORD SERIES: A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR REFERENCE AS WELL
AS RETENTION AND DISPOSITION PURPOSES
4. RECORD SERIES TITLE 5. EARLIEST YEAR/LATEST YEAR
Records Receipt Ledger 1970 TO 1972
6 RECORD SERIES DESCRIPTION  (BRIEFLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS
FOUND IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES.)
Log of officers requests for police reports.
7. RECORD SERIES FORMAT(S) 5. RECORD SERIES SEQUENCE 9. VOLUME
(J FILE DRAWER(S)
Z [0 MICROFILM(S)
Xl LETTERSIZE O wmicroFwM {0 ALPHABETICAL [ COMPUTER TAPE(S)
O iecausze [0 COMPUTER TAPE [ NUMERICAL NUMBER B3 OTHER (SPECIFY)
[0 BounpBOOK [ FLOPPY DISK ) CHRONOLOGICAL Folders
‘ 0O aubiotare [0 viDEOTAPE [J GEOGRAPHICAL 10, ANNUAL A%:UMULATION
FILE DRAWER(S)
[0 OTHER (SPECIFY) [0 OTHER (SPECIFY) 0 5 MICROFILM(S)
Y [0 COMPUTERTAPE(S)
NUMBER X] OTHER (SPECIFY)
Foldecs
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
Opany OweskLy CIMONTHLY ) MONTH(S) O YEAR(S)
N/A NUMBER Currently Inactive
13. CURRENT LOCATION(S) (BLDG., FLOOR, ROOM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?
(IF YES, SPECIFY AGENCY OR OFFICE)
Riverdale Elementary School, St R
) orage Room 0 ves R No
15. ACCESS RESTRICTIONS {JvEs XINO 16. AUDIT REQUIREMENTS
QR YES ™78 awrSr 2 REGULATIONISM
K NONE [J sTATE (] FEDERAL [J INDEPENDENT
17. 1S AN INDEX SYSTEM USED? (F YEs, EXPLAIN BRIEFLY AND DESCRIBE | 18. RECOMMENDED RETENTION
ANY HARDWARE/SOFTW ARE)
DIYEs BZNO Destroy after schedule is approved.
19, NAME AND TITLE OF PREPARER 70, TELEPHONE NUMBER 71 DATE
Jennifes M. Manix, Program Analyst 301/405-5764 April 15, 1996

.RMG'r-zm /92




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

GT - 201 (7/92)

UNIVERSITY OF MARYLAND

AGENCY RECORDS INVENTORY

COLLEGE PARK

PAGE_23 ofF 77

AGENCY 2
University of Maryland at College Park

DIVISION
Police Department

3. UNIT
Records Unit

DEFINITION - RECORD SERIES:

A GROUP OF RELATED RECORDS NORMALLY FILED AND
AS RETENTION AND DISPOSITION PURPOSES

USED AS A UNIT FOR REFERENCE AS WELL

4.

RECORD SERIES TITLE

Referrals to Judicial Programs Office

1970 TO 197

3. EARLIEST YEARLATEST YEAR

6.

RECORD SERIES DESCRIPTION

(BRIEFLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS

FOUND IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES.)

File of referrals of individuals to the Office of Judicial Programs.

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9 VOLUME
[0 FILE DRAWER(S)
(J MICROFILM(S)
B LETTERSIZE 0O mocrorimM 0 ALPHABETICAL ; [} COMPUTER TAPE(S)
O iecaLsize " [] COMPUTERTAPE [J NUMERICAL NUMBER (/] OTHER (SPECIFY)
0 sounpsook [0 FLOPPYDISK Kl CHRONOLOGICAL Folders
O auvbiotarE  [J VIDEOTAPE [0 GEOGRAPHICAL 10. ANNUAL ACCUMULATION
{0 OTHER (SPECTFY) [0 OTHER (SPECIFY) O FILE DRAWER(S)
O [J MICROFILM(S)
[J COMPUTER TAPE(S)
NUMBER X] OTHER (SPECIFY)
Loldors
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
DAILY D weekLY DO MONTHLY [J MONTH(S) O veAR(s)
N/A NUMBER Currently Inactive
13. CURRENT LOCATION(S) (BLDG., FLOOR, ROOM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?
{IF YES, SPECIFY ACENCY OR OFRICE)
Riverdale E) School, $ R
vergale cmcmary ChOO. torag: oom D YB MNO
15. ACCESS RESTRICTIONS B YES LINO 16. AUDIT REQUIREMENTS
(IF YES, CITE LAW(S) & REGULATIONI(S)) ~
Buckley Amendment fid NONE O sTaTE [J FEDERAL [ INDEPENDENT

1S AN INDEX SYSTEM USED? (@F YES, EXPLAIN BRIEFLY AND DESCRIBE
ANY HARDWARE/SOFTW ARE)

Dyes BNo

18. RECOMMENDED RETENTION

Destroy after schedule is approved.

19. NAME AND TITLE OF PREPARER

Jennifer M. Manix, Program Analyst

20. TELEPHONE NUMBER

301/405-5764

2]. DATE

April 15, 1996

.MGI‘-ZOI 7/92)




e

INSTRUCTIONS: TYPE OR PRINT A SEPARATE
FORM FOR EACH NEW OR REVISED RECORD

SERIES. FORWARD WITH RECORDS

UNIVERSITY OF MARYLAND

AGENCY RECORDS INVENTORY

University of Maryland at Coliege Park

Police Department

RETENTION SCHEDULE COLLEGE PARK
pace 24 oF 77
RMGT - 201 (7/92) i
‘ AGENCY 2 DIVISION T ONTT

Records Unit

DEFINITION - RECORD SERIES:

A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR REFERENCE AS WELL

AS RETENTION AND DISPOSITION PURPOSES

4. RECORD SERIES TITLE

5. EARLIEST YEAR/LATEST YEAR

_10

NUMBER

Reports, Accident (Vehicle) 1966 TO 1996
€ RECORD SERIES DESCRIPTION _ (BRIEFLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS
FOUND IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES.)
Reports of accidents occurring within the University's jurisdiction.
7. RECORD SERIES FORMAT(S) 8  RECORD SERIES SEQUENCE 9. VOLUME
B FILE DRAWER(S)
q [7] MICROFILM(S)
Bl LETTERSIZE O mcroFLM O ALPHABETICAL I [ coMPUTERTAPE(s)
O vLecaLsize [0 COMPUTER TAPE [ NUMERICAL NUMBER [J OTHER (SPECIFY)
D sounpBook [ FLOPPY DISK [ CHRONOLOGICAL
. D auvblotarE [0 vIDEOTAPE [0 GEOGRAPHICAL 10,  ANNUAL ACCUMULATION
FILE DRAWER(S)
(0 OTHER (SPECIFY) (0 OTHER (SPECIFY) / J MICROFILM(S)
[CJ] COMPUTER TAPE(S)
NUMBER {7} OTHER (SPECIFY)
T1. FILE ]S USED 12. FILE BECOMES INACTIVE AFTER
DAILY Oweekey O MONTHLY O MONTH(S) 4 YEAR(S)

Building 003, Room 1102 and

Riverdale Elm. S

15. ACCESS RESTRICTIONS
QIF YES, CITE LAW(S) & REGULATION(S))

TYES

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

{IF YES, SPECIFY AGENCY OR OFFICE)

& ves {J No

4. 1S RECORD SERIES DUPLICATED ELSEWHERE?

Marvyland State Police

NO

6. AUDIT REQUIREMENTS

0 NoNE [ SsTATE [J FEDERAL ) INDEPENDENT
17. IS AN INDEX SYSTEM USED? (F YES. EXPLAIN BRIEFLY AND DESCRIBE 18. RECOMMENDED RETENTION
ANY HARDW ARE/SOFTWARE)
Kves Ono Retain for 10 years, then destroy.
Computer database
19.  NAME AND TITLE OF PREFARER 20. TELEPHONE NUMBER : 3. DATE
Jennifer M. Manix, Program Analyst 301/405-5764 April 15, 1996

.(Mcr- 201 (7/92)




INSTRUCTIONS: TYPE OR PRINT A SEPARATE

FORM FOR EACH NEW OR REVISED RECORD UNIVERSITY OF MARYLAND AGENCY RECORDS INVENTORY
SERIES. FORWARD WITH RECORDS o e B .
ON SCHEDULE COLLEGE PARK
PAGE 25 oF__ 77
GT - 201 (792)
). AGENCY 2. DIVISION 3 UNIT
University of Maryland at College Park Police Depanument Records Unit

DEFINITION - RECORD SERIES:

A GROUP OF RELATED RECORDS NORMALLY FILED AND
AS RETENTION AND DISPOSITION PURPOSES

USED AS A UNIT FOR REFERENCE AS WELL

4. RECORD SERIES TITLE

Reports, Criminal (Paper)

5. EARLIEST YEAR/LATEST YEAR
1993

1968

TO

6. RECORD SERIES DESCRIPTION

Record of documents and photograph& pertaining to criminal inddents.

(BRIEFLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS
FOUND IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES.)

(TF YES, CITE LAW(S) & REGULATION(S))

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
. EX. FILE DRAWER(S)
/ ] MICROFILM(S)
B rETTERSIZE 0O MICROFILM O ALPHABETICAL l ] COMPUTER TAPE(S)
D iecaisze [ COMPUTERTAPE [X NUMERICAL NUMBER ) OTHER (SPECTFY)
O sounpBooK  [J FLOPPY DISK [J CHRONOLOGICAL
0O auvbiotare O VIDEOTAPE 0 GEOGRAPHICAL 10. ANNUAL A%éZUMULATION
! FILE DRAWER(S)
[0 OTHER (SPECTFY) ) OTHER (SPECIFY) I ) MICROFILM(S)
1 [ COMPUTER TAFE(S)
NUMBER [J OTHER (SPECIFY)
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
DAILY OweekLy OMONTHLY 75 ) MONTH(S) - B YEARG)
: NUMBER
13. CURRENT LOCATION(S) (BLDG., FLOOR, ROOM) 14. 15 RECORD SERIES DUPLICATED ELSEWHERE?
Building 003, Room 1102 and (IF YES. SPECIFY AGENCY OR OFFICE)
Riverdale Elemen School, § R
/ cm X.Zl}' 00 toragc oom D YES & NO
15. ACCESS RESTRICTIONS Kives TINO | 16. AUDIT REQUIREMENTS

Right to Privacy implied by the Fourth 1 NONE 1 sTATE [ FEDERAL [ INDEPENDENT
Amendment )
17. 1S AN INDEX SYSTEM USED? (F YES. EXPLAIN BRIEFLY AND DESCRIBE 18. RECOMMENDED RETENTION
ANY HARDWARE/SOFTW ARE) - .
Xves Do Retain for 75 years, then destroy.
Computer database after 1986

19. NAME AND TITLE OF PREFARER
Jennifer M. Manix, Program Analyst

20. TELEPHONE NUMBER

301/405-5764

2]1. DATE

April 15, 1996

RMGT-2m (7/92)




INSTRUCTIONS: TYPE OR PRINT A SEPARATE
FORM FOR EACH NEW OR REVISED RECORD

SERIES. FORWARD WITH RECORDS

UNIVERSITY OF MARYLAND

AGENCY RECORDS INVENTORY

RETENTION SCHEDULE COLLEGE PARK )
RMGT - 201 (7/92) PAGE 6 _OF 77 .
AGENCY 2. DIVISION 3. UNIT

University of Maryland at Coliege Park

Police Department

Records Unit

DEFINITION - RECORD SERIES:

A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR REFERENCE AS WELL
AS RETENTION AND DISPOSITION PURPOSES

4. RECORD SERIES TITLE

Reports, DWI

5. EARLIEST YEAR/LATEST YEAR

1984 TO 1996

6. RECORD SERIES DESCRIPTION

(BRIEFLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS

FOUND IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES.)

Record of DWI incidents, paperwork, tests, etc.

®

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
&l FILE DRAWER(S)
; [J MICROFILM(S)
0 vLeTTERSIZE O »acroFiLM {0 ALPHABETICAL tD {T] COMPUTER TAPE(S)
O iecaLsze [J COMPUTER TAPE B NUMERICAL NUMBER 0J OTHER (sPECIFY)
O sounDBooK [J FLOPPY DISK [ CHRONOLOGICAL
O auvbiotape [ viDEOTAPE ) GEOGRAPHICAL 0. ANNUAL A%UMuumorq
FILE DRAWER(S)
[J OTHER (SPECIFY) [J OTHER (SPECIFY) / ] MICROFILM()
[} COMPUTER TAPE(S)
NUMBER [J OTHER (SPECIFY)
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
oAy COweekLy OMONTHLY O MONTH(S) &1 YEAR(S)

[0

NUMBER

13. CURRENT LOCATION(S) (BLDG., FLOOR, ROOM)
Building 003, Room 1102 and
Riverdale Elementary School, Storage Room

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?
(IF YES, SPECIFY AGENCY OR OFFICE)

O ves

B Nno

15. ACCESS RESTRICTIONS
(IF YES, CITE LAW(S) & REGULATION(S)

[sdYES Ono

16. AUDIT REQUIREMENTS

Right to Privacy implied by the Fourth (X! NONE (O sTATE [ FEDERAL (J INDEPENDENT
Amendment
17. 1S AN INDEX SYSTEM USED? (1F YES EXPLAIN BRIEFLY AND DESCRIBE 18. RECOMMENDED RETENTION
ANY HARDWARE/SOFTWARE)
&ves Ono Retain for 10 years, then destroy.
Computer database after 1986
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE
Jennifer M. Manix, Program Analyst 301/405-5764 April 15, 1996

‘MG’]‘ -201 (7/92)




INSTRUCTIONS: TYPE OR PRINT A SEPARATE

FORM FOR EACH NEW OR REVISED RECORD UNIVERSITY OF MARYLAND AGENCY RECORDS INVENTORY
SERIES. FORWARD WITH RECORDS
RETENTION SCHEDULE COLLEGE PARK ’ 97 79
RMGT - 201 (7/92) ) PAGE OF
AGENCY 2. DIVISION 3. UNIT
University of Maryland at College Park Police Department Records Unit
DEFINITION - RECORD SERIES: A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR REFERENCE AS WELL
AS RETENTION AND DISPOSITION PURPOSES

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

Reports, Incident (Paper) 1968 TO 1992

6. RECORD SERIES DESCRIPTION (BRIEFLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS
FOUND IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES.)

Record of documents and photographs pertaining to reported incidents.

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
EL FILE DRAWER(S)
/‘ Z [ MICROFILM(S)
® LETTERSIZE O microFM ) ALPHABETICAL [ COMPUTER TAPE(S)
O - LecaLsIZE (0 COMPUTER TAPE . NUMERICAL NUMBER D) orHER (SPECIFY)
O BOUNDBOOK [J FLOPPY DISK [J CHRONOLOGICAL
O avbioTarE O VIDEOTAPE [0 GEOGRAPHICAL 10. ANNUAL A%UMULATION
" FILE DRAWER(S)
(0 OTHER (SPECIFY) [0 OTHER (SPECIFY) / ] MICROFILM(S)
[) COMPUTER TAPE(S)
NUMBER [0 OTHER (SFECIFY)
11. FILE IS USED 12, FILE BECOMES INACTIVE AFTER
AILY O wEEKLY CJMONTHLY , D O MONTH(S) & YEAR(S)
. NUMBER
13. CURRENT LOCATION(S) (BLDG., FLOOR, ROOM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?
Building 003, Room 1102 and (IF YES, SPECIFY AGENCY OR OFFICE)
Riverdale Elementary School, § R
ry School, Storage Room O vEs & no
15.  ACCESS RESTRICTIONS yEs {JNO | 16, AUDIT REQUIREMENTS
A (IF YES, CITE LAW(S) & REGULATION(S))
Right to Privacy implied by the Fourth B NONE [JsTaTE [ FEDERAL [0 INDEPENDENT
Amendment
17. 1S AN INDEX SYSTEM USED? (F YES, EXPLAIN BRIEFLY AND DESCRIBE 18. RECOMMENDED RETENTION
ANY HARDWARE/SOFTW ARE)
YES Ono Retain for 10 years, then destroy.
Computer database after 1986
19.  NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE
Jennifer M. Manix, Program Analyst 301/405-5764 ’ April 15,1996

‘dcr - 201 (7/92)




INSTRUCTIONS: TYPE OR PRINT A SEPARATE

FORM FOR EACH NEW OR REVISED RECORD UNIVERSITY OF MARYLAND AGENCY RECORDS INVENTORY
SERIES. FORWARD WITH RECORDS
RETENTION SCHEDULE COLLEGE PARK 28
PAGE oF_77
RMGT - 201 (7/92)
1. AGENCY 2. DIVISION 3. UNIT
. University of Maryland at College Park Police Department Records Unit
DEFINITION - RECORD SERIES: A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR REFERENCE AS WELL
AS RETENTION AND DISPOSITION PURPOSES
4. RECORD SERIES TTTLE 5. EARLIEST YEAR/LATEST YEAR
Submitted Uniform Crime Reports 1993 TO 1996

5 RECORD SERJES DESCRIPTION _ (BRIEFLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS
FOUND IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES.)

Reports of incident and crime statistics submitted to the Federal Bureau of Investigation on a monthly basis.

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
FILE DRAWER(S)
: / (] MICROFILM(S)

[ LETTERSIZE O MicrOFILM [0 ALPHABETICAL [] COMPUTER TAPE(S)

0O iecaLsze [J COMPUTER TAPE [] NUMERICAL NUMBER D) OTHER (sPECIFY)

O AUDIOTAPE 1 vIDEOTAPE {J GEOGRAPHICAL 10. ANNUAL ACCUMULATION

FILE DRAWER(S)
O OTHER (sFECIFY) ) OTHER (SPECIFY) 7. ) MICROFILM(S)
[J COMPUTER TAPE(S)
NUMBER B4 OTHER (SPECIFY)
Folders
11. FILE 1S USED 12. FILE BECOMES INACTIVE AFTER
Dbaly [JWEEKLY KIMONTHLY 5 O MONTH(S) BEyYEARES)
" NUMBER
13. CURRENT LOCATION(S) (BLDG., FLOOR, ROOM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?
(IF YES, SPECIFY AGENCY OR OFFICE)
Building 003, Room 1102 X ves Cwo FBI

15. ACCESS RESTRICTIONS JYEs MNO 16. AUDIT REQUIREMENTS

(IF YES, CITE LAW(S) & REGULATION(S))

& NONE O sTATE {J FEDERAL {J INDEPENDENT

17. 1S AN INDEX SYSTEM USED? (F YES, EXPLAIN BRIEFLY AND DESCRIBE 18. RECOMMENDED RETENTION

ANY HARDWARE /SOFTW ARE)

YES m NO Retain for 5 years, then destroy.
19.  NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE
Jennifer M. Manix, Program Analyst 301/405-5764 April 15, 1996
RMGT - 201 (7/92)




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

UNIVERSITY OF MARYLAND

AGENCY RECORDS INVENTORY

University of Maryland at College Park

Police Department

RETENTION SCHEDULE COLLEGE PARK
PAGE_29 __or_77
RMGT - 201 (7/92)
AGENCY 2. DIVISION 3. UNIT

Records Unit

DEFINITION - RECORD SERIES:

A GROUP OF RELATED RECORDS NORMALLY FILED AND
AS RETENTION AND DISPOSITION PURPOSES

USED AS A UNIT FOR REFERENCE AS WELL

List of dtations issued.

4. RECORD SERIES TITLE 5.  EARLIEST YEAR/LATEST YEAR
Traffic Citation Ledgers 1973 TO 1983
6. RECORD SERIES DESCRIPTION (BRIEFLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS

FOUND IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES.)

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
, {J FILE DRAWER(S)
/ [J MICROFILM(S)
@ LETTERSIZE O microFiLM [0 ALPHABETICAL [0 COMPUTER TAPE(S)
O viecalsize [0 COMPUTERTAPE [) NUMERICAL NUMBER g OTHER (SPECIFY)
D BOUND BOOK D FLOPPY DISK E CHRONOLOGICAL Folder
. D avbiotarE  [J viDEOTAPE ] GEOGRAPHICAL 10. ANNUAL A%UMULATION
FILE DRAWER(S)
[0 OTHER (SPECIFY) [0 OTHER (SPECIFY) O [J MICROFILM(S)
: [[] COMPUTER TAPE(S)
NUMBER X OTHER (SPECIFY)
£olders
11. FILE IS USED 12, FILE BECOMES INACTIVE AFTER
Opany DOweexLy COMoNTHLY [ MONTH(S) O veare)
N/A NUMBER Currently Inactive
13. CURRENT LOCATION(S) (BLDG., FLOOR, ROOM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?
(IF YES, SPECIFY AGENCY OR OFFICE)
Riverdale EJ y School, S R :
cmcmar) CNOO. Lorage oom D YES ﬂ NO
15. ACCESS RESTRICTIONS CIYES [XJNO | 16. AUDIT REQUIREMENTS
(IF YES, CITE LAW(S) & REGULATION(S))
K NONE [0 STATE [ FEDERAL [0 INDEPENDENT

~

ANY HARDWARE/SOFTW ARE)

Oyss XNo

1S AN INDEX SYSTEM USED? (F YES, EXPLAIN BRIEFLY AND DESCRIBE

18. RECOMMENDED RETENTION

Destroy after schedule is approved.

19.  NAME AND TITLE OF PREPARER

Jennifer M. Manix, Program Analyst

20. TELEPHONE NUMBER

301/405-5764

21. DATE

April 15, 1996

.MGT -201 (7/92)




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

UNIVERSITY OF MARYLAND

AGENCY RECORDS INVENTORY

University of Maryland at College Park

RETENTION SCHEDULE COLLEGE PARK 30 29
P OF
RMGT - 201 (7/92) AGE
AGENCY 2. DIVISION 3. UNIT
Police Deparunent Records Unit

DEFINITION - RECORD SERIES:

A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR REFERENCE AS WELL

AS RETENTION AND DISPOSITION PURPOSES

Record of issued traffic citations sent to the court.

4. RECORD SERIES TITLE 5. EARLIEST YEAR/LATEST YEAR
Traffic Citation Transmittals 1990 TO 1996
6. RECORD SERIES DESCRIPTION (BRIEFLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS

FOUND IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES.)

(IF YES, CITE LAW(S) & REGULATION(S))

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
) @ FILE DRAWER(S)
/‘ [J MICROFILM(S)
N LETTERSIZE O mcrOFLM (0 ALPHABETICAL (] COMPUTER TAPE(S)
D iecavsze [J cOMPUTER TAPE [J NUMERICAL NUMBER [J OTHER (SPECIFY)
‘ 0O auvbiotarE  [J VIDEOTAPE [J GEOGRAPHICAL 10. ANNUAL Ac[::c]:UMULATION
, FILE DRAWER(S)
[0 OTHER (SPECIFY) [J OTHER (SPECIFY) [] MICROFILM(S)
] ] COMPUTER TAPE(S)
NUMBER fl OTHER (SPECIFY)
Folders
I1. FILE IS USED 12, FILE BECOMES INACTIVE AFTER
AILY O weexLy COMONTHLY [J MONTH(S) B YEAR(S)
NUMBER
13. CURRENT LOCATION(S) (BLDG., FLOOR, ROOM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?
(IF YES, SPECIFY AGENCY OR OFFICE)
Building 003, Room 1102
8 ' &l vEs O nNo District Court of Maryland
15. ACCESS RESTRICTIONS LLLYES ~[XINO | 16. AUDIT REQUIREMENTS

B3 NONE [ sTATE [ FEDERAL (O INDEPENDENT
17. 1S AN INDEX SYSTEM USED? (F YES, EXPLAIN BRIEFLY AND DESCRIBE 18. RECOMMENDED RETENTION
ANY HARDW ARE/SOFTWARE) 3%
Dyes w=NO Retain for 1 year, then destroy.
19.  NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE
Jennifer M. Manix, Program Analyst 301/405-5764 April 15, 1996

.;MGT- 201 (7/92)




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

UNIVERSITY OF MARYLAND

AGENCY RECORDS INVENTORY

COLLEGE PARK

University of Maryland at College Park

RETENTION SCHEDULE 31 27
PAGE OF
RMGT - 201 (7/92)
AGENCY 2.  DIVISION 3. UNIT
Police Deparunent Records Unit

DEFINITION - RECORD SERIES:

A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR REFERENCE AS WELL

AS RETENTION AND DISPOSITION PURPOSES

4. RECORD SERIES TTTLE

Traffic Citations

5. EARLIEST YEAR/LATEST YEAR

198]

TO 1996

6. RECORD SERIES DESCRIPTION

File of issued traffic citations to violators.

(BRIEFLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS
FOUND IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES.)

NUMBER

7. RECORD SERIES FORMAT(S) 8 RECORD SERIES SEQUENCE 9. VOLUME
[R FILE DRAWER(S)
[J) MICROFILM(S)
O LETTERSIZE O MICROFILM [0 ALPHABETICAL 0 COMPUTER TAPE(S)
O iecaLsze . [ COMPUTERTAPE K| NUMERICAL NUMBER UJ OTHER (SPECIFY)
O sounpBOOK [J FLOPPY DISK ' CHRONOLOGICAL
‘ O auvbiotare [0 VIDECTAPE [J GEOGRAPHICAL 10. ANNUAL ACCUMULATION
FILE DRAWER(S)
Rl OTHER (SPECIFY) [ OTHER (SPECIFY) [J MICROFILM(S)
8" x.5" [J COMPUTER TAPE(S)
NUMBER [J OTHER (SPECIFY)
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
oAy OweexLy O MONTHLY 0O MONTH(S) K] YEAR(S)

003, Room 1102 and

13. CURRENT LOCATION(S) (BLDG., FLOOR, ROOM) Building

Riverdale Elementary School, Storage Room

(IF YES, SPECIFY AGENCY OR OFFICE)

® ves O Nno

IS RECORD SERIES DUPLICATED ELSEWHERE?

District Court of Marvland

15. ACCESS RESTRICTIONS

(F YES. CITE LAW(S) & REGULATION(S))

LYES

o

AUDIT REQUIREMENTS

i NONE [ sTATE

[ FEDERAL [J INDEPENDENT

ANY HARDWARE/SOFTW ARE)

(RyEs On~o

Computer database after 1986

1S AN INDEX SYSTEM USED? (IF YES, EXPLAIN BRIEFLY AND DESCRIBE

RECOMMENDED RETENTION

Retain for 3 years or when disposed of in court, whichever is later.

19. NAME AND TITLE OF PREPARER

Jennifer M. Manix, Program Analyst

20. TELEPHONE NUMBER

301/405-5764

21. DATE

April 15, 1996

.\Mc'r- 201 (7/92)




INSTRUCTIONS: TYPE OR PRINT A SEPARATE
FORM FOR EACH NEW OR REVISED RECORD

SERIES. FORWARD WITH RECORDS

UNIVERSITY OF MARYLAND

AGENCY RECORDS INVENTORY

University of Maryland at College Park

Police Department

RETENTION SCHEDULE COLLEGE PARK
GT - 201 (7/92) PAGE32 OF 377 __
AGENCY 2. DIVISION 3.  UNIT

Records Unit

DEFINITION - RECORD SERIES:

A GROUP OF RELATED RECORDS NORMALLY FILED AND
AS RETENTION AND DISPOSITION PURPOSES

USED AS A UNIT FOR REFERENCE AS WELL

4. RECORD SERIES TITLE

Warnings

5. EARLIEST YEAR/LATEST YEAR

1993

TO 1996

6. RECORD SERIES DESCRIPTION

Record of written warnings issued to individuals.

(BRIEFLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS
FOUND IN THE SERIES. INCLUDE THE PURPQOSE OR FUNCTION OF THE SERIES.)

7.  RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
; (O FILE DRAWER(S)
] MICROFILM(S)
[0 LETTERSIZE [J mcrorM {0 ALPHABETICAL [0 COMPUTER TAPE(S)
O iecaLsze (J COMPUTER TAPE [J NUMERICAL NUMBER OTHER (SPECIFY)
0 sounDBOOK [J FLOPPY DISK K] CHRONOLOGICAL Folders
] AUDIOTAPE O viDEO TAPE [0 GEOGRAPHICAL 10. ANNUAL ACCUMULATION
4 OTHER (SPECIFY) [ OTHER (SPECIFY) LJ FILE DRAWER(S)
} [ MICROFILM(S)
8" x5" [J COMPUTER TAPE(S)
NUMBER [l3 OTHER (SPECIFY)
Folders
11. FILEIS USED 12, FILE BECOMES INACTIVE AFTER
Kpany OweekLy [OMONTHLY B MONTH(S) 3 veare)
NUMBER
13. CURRENT LOCATION(S) {BLDG., FLOOR, ROOM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?
(IF YES, SPECIFY AGENCY OR OFFICE)
Building 003, Room 1102
8 eom O ves K no
15. ACCESS RESTRICTIONS £ YES XINO | 16. AUDIT REQUIREMENTS
QIF YES, CITE LAW(S) & REGULATION(S))
B4 NONE [ sTATE [0 FEDERAL [) INDEPENDENT
17. 1S AN INDEX SYSTEM USED? (i YES, EXPLAIN BRIEFLY AND DESCRIBE 18. RECOMMENDED RETENTION
ANY HARDWARE/SOFTW ARE)
Oves &ino Retain for 6 months, then destroy.
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 2). DATE
Jennifer M. Manix, Program Analyst 301/405-5764 April 15, 1996

‘zmc’r - 201 (7/92)




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

UNIVERSITY OF MARYLAND

AGENCY RECORDS INVENTORY

RETENTION SCHEDULE COLLEGE PARK
pacE_33 or_77
RMGT - 201 (7/92)
AGENCY 2. DIVISION 3. UNIT
University of Maryland at College Park Police Department Auxiliary

DEFINITION - RECORD SERIES:

A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR REFERENCE AS WELL

AS RETENTION AND DISPOSITION PURPOSES

Files containing security logs and memorandums issued by Student Police Aide Supervisors.

4. RECORD SERIES TITLE 5. EARLIEST YEAR/LATEST YEAR
Contract Files 1993 TO 1996
6. RECORD SERIES DESCRIPTION (BRIEFLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS

FOUND IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES.)

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
K FILE DRAWER(S)
[ MICROFILM(S)
K LETTERSIZE O micrOFILM (0 ALPHABETICAL [CJ COMPUTER TAPE(S)
O iecaLsze [ COMPUTER TAPE [0 NUMERICAL NUMBER 03 OTHER (SPECIFY)
* 0 sounpsook [J FLOPPY DISK [] CHRONOLOGICAL
O avbiotare [0 VIDEOTAPE K) GEOGRAPHICAL 10. ANNUAL ACCUMULATION
FILE DRAWER(S)
[0 OTHER (SPECIFY) [J OTHER (SPECIFY) 1 5 MICROFILM(S)
[] COMPUTER TAPE(S)
NUMBER [f) OTHER (SPECIFY)
Folder
11. FILE IS USED g 12. FILE BECOMES INACTIVE AFTER
DOparLy OweekLy SO MONTHLY J MONTH(S) B2 YEAR(S)
NUMBER
13. CURRENT LOCATION(S) (BLDG., FLOOR, RODM) 4. 1S RECORD SERIES DUPLICATED ELSEWHERE?
{IF YES, SPECIFY AGENCY OR OFFICE)
Building 113, Room 1104
& i OJ vEs ® no
15.  ACCESS RESTRICTIONS [Jyes NO | 16. AUDIT REQUIREMENTS
(IF YES, CITE LAW(S) & REGULATION(S))
i NONE [ sTATE [ FEDERAL [ INDEPENDENT
17. IS AN INDEX SYSTEM USED? (IF YES, EXPLAIN BRIEFLY AND DESCRIBE 18. RECOMMENDED RETENTION
ANY HARDWARE/SOFTW ARE)
Dves NO Retain for 3 years, then destroy.
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE
Jennifer M. Manix, Program Analyst 301/405-5764 April 15, 1996

‘MG‘T -201 (7/92)




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

UNIVERSITY OF MARYLAND

AGENCY RECORDS INVENTORY

®

RETENTION SCHEDULE COLLEGE PARK
34 77
PAGE OF
RMGT - 201 (7/92)
AGENCY 2. DIVISION 3. UNIT
University of Maryland at College Park Police Deparument Auxiliary

DEFINITION - RECORD SERIES:

A GROUP OF RELATED RECORDS NORMALLY FILED AND
AS RETENTION AND DISPOSITION PURPOSES

USED AS A UNIT FOR REFERENCE AS WELL

4. RECORD SERIES TITLE

Football/Basketball Operations Reports

5. EARLIEST YEAR/LATEST YEAR

1993

TO 1996

6. RECORD SERIES DESCRIPTION

(BRIEFLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS
FOUND IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES.)

Files given to unit commander detailing Student Police Aide’s post, duties and other information pertaining to operations of a particular athletic event.

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
(J FILE DRAWER(S)
. /7 [J MICROFILM(S)
X LETTERSIZE O MIcROFILM [0 ALPHABETICAL [J COMPUTER TAPE(S)
O iecaLsze {0 coMPUTER TAPE [0 NUMERICAL NUMBER H) OTHER (SPECIFY)
D BounDBOOK [J FLOPPY DISK B4 CHRONOLOGICAL Folders
O auvbiotare [0 viDEOTAPE ] GEOGRAPHICAL 10, ANNUAL ACCUMULATION
O OTHER (SPECIFY) [ OTHER (SPECIFY) [ FILE DRAWER(S)

7] MICROFILM(S)

1D

[J COMPUTER TAPE(S)
NUMBER PJ OTHER (SPECIFY)
Pages
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
Opary (OWEEKLY B MONTHLY {J MONTH(S) B YEARE)
NUMBER
13. CURRENT LOCATION(S) (BLDG., FLOOR, ROOM) 14. 15 RECORD SERIES DUPLICATED ELSEWHERE?
(IF YES, SPECIFY AGENCY OR OFFICE)
Building 113, Room 1104
5 " O vEs NO
15. ACCESS RESTRICTIONS OYes [M4NO | 16. AUDIT REQUIREMENTS
QOF YES, CTTE LAW(S) & REGULATION(S))
B NONE [J sTATE [ FEDERAL [J INDEPENDENT
17. 1S AN INDEX SYSTEM USED? (IF YES, EXPLAIN BRIEFLY AND DESCRIBE 18. RECOMMENDED RETENTION
ANY HARDWARE/SOFTW ARE)
Oves BNo Retain for 3 years, then destroy.
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE
Jennifer M. Manix, Program Analyst 301/405-5764 April 15, 1996

‘ACT - 201 (7/92)




|

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

RMGT - 201 (7/92)

UNIVERSITY OF MARYLAND

AGENCY RECORDS INVENTORY

COLLEGE PARK

PAGE_35_ __oF__77

AGENCY
University of Maryland at College Park

2. DIVISION

Police Department

3. UNIT

Auxiliary

DEFINITION - RECORD SERIES:

A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR REFERENCE AS WELL

AS RETENTION AND DISPOSITION PURPOSES

4. RECORD SERIES TITLE

Incident Report Files

5. EARLIEST YEAR/LATEST YEAR

1994 TO

1996

6. RECORD SERIES DESCRIPTION

Files pertaining to incidents documented by police officers and Student Police Aides.

(BRIEFLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS
FOUND IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES.)

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
& FILE DRAWER(S)
5 [J MICROFILM(S)
¥ LETTERSIZE O MICROFILM [0 ALPHABETICAL ] COMPUTER TAPE(S)
O vecALsize [] COMPUTER TAPE K] NUMERICAL NUMBER [(J OTHER (SPECIFY)
(0 sounpBoOK [0 FLOPPY DISK [) CHRONOLOGICAL
O avbiotare [ viDEOTAPE [0 GEOGRAPHICAL 10. ANNUAL A%UMULAT]ON
FILE DRAWER(S)
[0 OTHER (SPECIFY) [ OTHER (SPECIFY) I [0 MICROFILM(S)
[J COMPUTER TAPE(S)
NUMBER [J OTHER (SPECIFY)
11. FILE IS USED }12. FILE BECOMES INACTIVE AFTER
EpalLy DOweekLy O MONTHLY ) MONTH(S) g YEAR(S)
NUMBER
13. CURRENT LOCATION(S) (BLDG., FLOOR, ROOM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?
- (IF YES, SPECIFY AGENCY OR OFFICE)}
Building 113, Room 1103
e com ] ves ® No
15. ACCESS RESTRICTIONS YES [JNO | 16, AUDIT REQUIREMENTS
. _QF YES, CTTE LAW(S) & REGULATION(S)) _ ..
ng‘ht to LAfslrlvacy implied by the Fourth K} NONE O STATE {0 FEDERAL (] INDEPENDENT
Amendment
17. IS AN INDEX SYSTEM USED? (iF YES, EXPLAIN BRIEFLY AND DESCRIBE 18. RECOMMENDED RETENTION
ANY HARDW ARE/SOFTW ARE}
YES UNo Retain for 3 years, then destroy.
Computer database
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 2). DATE
Jennifer M. Manix, Program Analyst 301/405-5764 April 15, 1996

‘MC’I -201 (7/92)




o

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

UNIVERSITY OF MARYLAND

AGENCY RECORDS INVENTORY

RETENTION SCHEDULE COLLEGE PARK 36 77
RMGT - 201 (7/92) PAGE OF,
AGENCY 2. DIVISION 3. UNIT
University of Maryland at College Park Police Department Auxiliary

DEFINITION - RECORD SERIES:

A GROUP OF RELATED RECORDS NORMALLY FILED AND
AS RETENTION AND DISPOSITION PURPOSES

USED AS A UNIT FOR REFERENCE AS WELL

4. RECORD SERIES TITLE

Payroll Sign Sheets

5. EARLIEST YEAR/LATEST YEAR

1995

TO 1996

6. RECORD SERIES DESCRIPTION

A ledger documenting each Student Police Aide’s receipt of paycheck.

(BRIEFLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS
FOUND IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES.)

7. RECORD SERIES FORMAT(S) §. RECORD SERIES SEQUENCE 9. VOLUME
[0 FILE DRAWER(S)
} [0 MICROFILM(S)
Kl 1ErTERSIZE O MICROFILM ) ALPHABETICAL ) COMPUTER TAPE(S)
O izcaLsize ) COMPUTER TAPE B2 NUMERICAL NUMBER (B OTHER (SPECIFY)
O sounpBOOK [ FLOPPY DISK [J CHRONOLOGICAL Folder
D auvbiotare [ viDEOTAPE ] GEOGRAPHICAL 10, ANNUAL ACCUMULATION
0O OTHER (SPECIFY) [ OTHER (SPECIFY) L) FILE DRAWER(S)
/ 0 [J MICROFILM(S)
% COMPUTER TAPE(S)
NUMBER OTHER (SPECIFY)
Pages
11. FILE IS USED 12, FILE BECOMES INACTIVE AFTER
Opamny R weEkLY OMONTHLY & MONTH(S) O YEAR(S)
NUMBER
13. CURRENT LOCATION(S) (BLDG., FLOOR, ROOM) T2, 1S RECORD SERIES DUPLICATED ELSEWHERE?
(IF YES, SPECIFY AGENCY OR OFFICE}
Building 113, Room 1103
s " O vEs & no
15, ACCESS RESTRICTIONS [JYES BINC | 16, AUDIT REQUIREMENTS
(iF YES, CTTE LAW(S) & REGULATION(S))
@ NONE [ sTATE [ FEDERAL (3 INDEPENDENT
17. 1S AN INDEX SYSTEM USED? {IF YES, EXPLAIN BRIEFLY AND DESCRIBE 18. RECOMMENDED RETENTION
ANY HARDWARE/SOFTW ARE)
DYES MNO Retain for 1 semester, then destroy.
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE
Jennifer M. Manix, Program Analyst 301/405-5764 April 15, 1996

RMGT - 201 (7/92)




|

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

UNIVERSITY OF MARYLAND

AGENCY RECORDS INVENTORY

RETENTION SCHEDULE COLLEGE PARK
PAGE 37 OF 77
GT - 201 (7/92)
AGENCY 2. DIVISION 3. UNIT
University of Maryland at College Park Police Deparunent Auxiliary

DEFINITION - RECORD SERIES:

A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR REFERENCE AS WELL
AS RETENTION AND DISPOSITION PURPOSES

4. RECORD SERIES TITLE

Personnel Files

5. EARLIEST YEAR/LATEST YEAR

1975 TO 1996

6. RECORD SERIES DESCRIPTION

(BRIEFLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS

FOUND IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES.)

Files pertaining to Student Police Aides (current and former) containing paperwork related to hiring, certificates, awards, disciplinary actions, etc.

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
P39 FILE DRAWER(S)
' L/ [J MICROFILM(S)
® LerTERSIZE O wicroFiM Bd  ALPHABETICAL [J COMPUTER TAPE(S)
O tecaLsze [J COMPUTER TAPE [ NUMERICAL NUMBER ) OTHER (SPECIFY)
D sounpBooK [J FLOPPY DISK (] CHRONOLOGICAL
0O auvbiotare [0 viDEOTAPE {1 GEOGRAPHICAL 10. ANNUAL ACCUMULATION
[J OTHER (SPECIFY) [ OTHER (SPECIFY [J FILE DRAWER(S)
¢ { ) 17/ 0 ] MICROFILM(S)
[J COMPUTER TAPE(S)
NUMBER B OTHER (SPECIFY)
Folders
11. FILE]S USED 12. FILE BECOMES INACTIVE AFTER
Doany DweekLy BMONTHLY 0 MONTH(S) YEAR®)
NUMBER
13. CURRENT LOCATION(S) (BLDG., FLOOR, ROOM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?
(IF YES, SPECIFY AGENCY OR OFFICE)
Building 113, Room 00}
e oom O ves B Nno
15.  ACCESS RESTRICTIONS D YES [ONO | 16, AUDIT REQUIREMENTS
B QaF YES,GTELAW(S).& REGULATIO_N(S)) .
Right to Privacy implied by the Fourth &) NONE [ STATE [ FEDERAL [ INDEPENDENT
Amendment
17. 1S AN INDEX SYSTEM USED? F vES, EXPLAIN BRIEFLY AND DESCRIBE 18. RECOMMENDED RETENTION
ANY HARDW ARE/SOFTW ARE)
&dves Uno Retain 25 years, then destroy.
Computer database
19, NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE
Jennifer M. Manix, Program Analyst 301/405.5764 April 15, 1996

.RMG'I -201 (7/92)




|

INSTRUCTIONS, TYPE OR PRINT A SEPARATE
FORM FOR EACH NEW OR REVISED RECORD

SE@EES. FORWARD WITH RECORDS
R‘nor« SCHEDULE

RMGT - 201 (7/92).

UNIVERSTTY OF MARYLAND AG_ENCY RECORDS INVENTORY

COLLEGE PARK ~
paGE__38 oF_ 77

. AGENCY
University of Maryland at College Park

2. DIVISION 3. UNIT
Police Department .Training

DEFINITION - RECORD SERIES:

A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR .REFERENCE AS WELL
AS RETENTION AND DISPOSITION PURPOSES

4. RECORD SERIES TTTLE

Academy Files

5. EARLIEST YEAR/LATEST YEAR

1993 TO 1996

—_— v 2

5 RECORD SERIES DESCRIPTION  (BRIEFLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS
FOUND IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES))

Files pertaining to student police officers containing: wrilten test examinations; student practical test evaluaton scenarios; fomework assignments; test remedials; documents of
academic and disciplinary probation action, qualification scores for firearms, EVOC, PR-24, and First Responder; and adminiswagve files including test appeals, counseling

sessions, emergency notificaton information, MPTC Form 28, etc.

demy

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 5. VOLUME
B FILE DRAWER(S)
[J MICROFILM(S)
& (=TTERSRE O microrFmM K ALPHABETICAL [} COMPUTER TAPE(S)
- =t
O izcavszz [0 COMPUTER TAPE [ NUMERICAL NUMBER O OTHER (SPECIFY)
O sounpBOOK [J FLOPPY DISK [J CHRONOLOGICAL
O auvmotare [0 viDEoTAPE [0 GEOGRAPHICAL 10, ANNUAL ACCUMULATION
FILE DRAWER(S)
{0 oTHER (sPECIFY) O OTHER (SPECIFY) ,2/ [J MICROFILM(S)
{7] COMPUTER TAPE(S)
NUMBER {7 OTHER (sPECIFY)
11, FILE IS USED 12 FILS BECOMES INACTIVE AFTER
“DAILY OwzzxLy CIMONTHLY 10 ] MONTH(S) BQ YEAR(S;
: NUMBER after student police officer enters aca
13. CURRENT LOCATION(S) (8LDG., FLOOR, ROOM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?
{1F YES, SPECIFY ACENCY DR OFFICE)
Building 113, Basement and Room 201 ™ yes D NO MD Police Training Commission
15. ACCESS RESTRICTIONS TIvEs KINO | 16. AUDIT REQUIREMENTS
(IF YES, CTTE LAW(S) & RECULATION(S))
(] NONE STATE {0 FEDERAL ] INDEPENDENT

17. 1S AN INDEX SYSTEM USED? (F YES. EXPLAIN BRIEFLY AND DESCRIBE i8. RECOMMENDED RETENTION

ANY . .
D"'{fémwsom‘m ®INO Retain fo; 10 years after student police officer
: enters academy.
NAME AND TTTLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE
Jennifer M. Manix, Program Analvst 301/405-5764 April 15, 1996

RMGT - 201 (7/92)




INSTRUCTIONS: TYPE OR PRINT A SEPARATZ
ZORM FOR EACH NEW OR REVISED RECORD

SERIES. FORWARD WITH RECORDS
&TON SCHEDULE

UNIVERSITY OF MARYLAND

AGENCY RECORDS INVENTORY

COLLECE PARK

University of Maryland at College Park

39 - 77
AMGT - 201 (792) PAGE OF
l. AGENCY 2. 'DIVISION 3. UNIT
Policz Department Trining

DEFINITION - RECORD SERIES:

A CROUP OF RELATED RECORDS NORMALLY FILED AND USZD AS A UNIT FOR REFERENCE AS WELL
AS RETENTION AND DISPOSTTION PURPOSES

4. RECORD SZRIES TITLZ

5. EARLIZST YEARMLATEST YEAR

1970 1996

TO

Background Investigation Files  (Applicants)

6. RECORD SERIES DESCRIPTION

(BRIEFLY DESCRIBE THE TYPES OF INFORMATION/DOCUMINTSFORMS
FOUND IN THE SERIZS. INCLUDZI THE PURPOSE OR FUNCTION OF THZ SERIES)

for a police officer pesidon with our agency.

Fes sermining to investigatons of indjviduals who have appbed

7. RZCORD SZRIES FORMAT(S) S, AZCORD SZRIZS 3EQUENCE 79 VOLUME
B F1Lz DRAWER(S)
7 ) MICROFILM(S)
@ isrERSz= O micromm L ALPHASETICAL £ {) COMPUTER TAPE(S)
LIGAL SIZE (0 COMPUTER TAPE ] NUMERICAL NUMBER U oT==R (sPECEY)
BOUND BOOK D FLOPPY DISK D CHRONOLOGICAL
0O aubioTtars 0O wvipzorar:s ] GEOGRAPHICAL 0. ANNUAL ACCUMULATION
. ] FIL= DRAWER(S)
T - —— et
O or==r(SPECEY) J OTHER(SPEGFY) (ﬂ ) MICROFTLM(S)
W [ COMPUTER TAPE!
NUMSBER & OTHE=R (SPECIFY)
Polders
11, FILZ IS USED — — 12, FILZ BECOMES INACTIVE AFL 2R
OpaLy Dwe=xey CMONTELY [T MONTH(S) R vzars)
. . \;lfon,(,-\ after individual applies for employment

CURRENT LOCATION{S) 13L0G.. FLUGR. ASOM)

| Building ilS. Roowm 202

15. ACCESS RESTRICTIONS LJNO

L YES
(TF YES. CTE LAWI(S) & RECULATION(S))

Right to Privacy implied by the Fourth

16.  AUDIT REQUIREMENTS

[ NONE Zerats (J F=DERAL (J INDEPENCENT

Amendment .
17. IS AN INDEX SYSTZM USED? (F ves. sxPLAIN SRIEFLY AND DESCRISE

18. RECOMMENDED RETZNTION

ANY HARDW ARE/SOFTW ARE) :
Ojves Eino Retain for 10 years after individual applies for
- employment.
19. NAME AND TTTLE OF PREPARZR [ 20. TELEPHONE NUMBER 21. DATE
}:nnifc: M. Manix, Program Analyst 301/405-5764 April 15, 1996

_t

RMGT - 201 (7/92)




.

INSTRUCTIONS: TYPE OR PRINT A SEPARATE
FORM FOR EACH NEW OR REVISED RECORD | UNIVERSITY OF MARYLAND AGENCY RECORDS INVENTORY
SERJES. FORWARD WTTH RECORDS
mw SCHEDULE _COLLEGE PARK o
' PAGE or__77.

. 201 {7R92) _4

1. AGENCY 2. DIVISION 3. UNIT
University of Maryland at College Park Police Deparument Training

A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR REFERENCE AS WELL

DEFINITION - RECORD SERIES:
AS RETENTION AND DISPOSITION PURPOSES

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

Background Investigation Files (Employees 1985 TO 1996

(BRIZFLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS
FOUND IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES.)

6. RECORD SERIES DESCRIPTION

7. RECORD SZRIES FORMAT(S) z RECORD SERIES SEQUENCE 9 VOLUME
I FILE DRAWER(S)
/ [ MICROFILM(S)
. LeTTERSIZE O mcrorLM R ALPHABITICAL __ " (O coMPUTER TAPL(S)
O caLsz= () COMPUTER TAPE (] NUMERICAL NUMBER L) oTHER (sPECTFY)
.C] BOUNDBOOK [ FLOPPY DISK [ CHRONOLOGICAL
0 AUDIOTAPE 00 vibeoTaPE [0 GEOGRAPHICAL 10. ANNUAL A%UMULATION
. FILE DRAWER(S)
O OTHER (SPECIFY) ] OTHER (SPECIFY) /0 (] MICROFILMS)
' [J COMPUTER TAPE(S)
NUMBER (B OTHER (SPECIFY)
! Folders
11, FILZ IS USED 12, FILZ BECOMES INACTIVE AFTZR é
DAILY Owezky COMONTHLY _ [ MONTH(S) YEAR(S)
10 after separation
N/A NUMBER
13. CURRENT LOCATION(S) (BLDG.. FLOOR. ROOM) 14. 1S RECORD SERIES DUPLICATZD ELSEWHERE?
{IF YES. SPEQIFY ACENCY OR OFFIZD)
Building 113, Basement S O yzs R ~Ne
15. ACCESS RESTRICTIONS R ves L INO 16. AUDIT REQUIREMENTS
N 13 & RECULATIONIS)) .
Right* {6 ¥PL05EE9 " M blied by the Fourth NONE O state (J FEDERAL [ INDEPENDENT
Amendment
17. 15 AN INDEX SYSTEM USED? (F YES. EXPLAIN BRIEFLY AND DESCRIBE i8. RECOMMENDED RETENTION
ANY HARDW ARE/SOFTWARS) . . .
Oyzs ®No Retain for 10 years after separation, then destroy.
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER . 21. DATE
Jennifer M. Manix, Program Analysy 301/405-5764 . April 15,1996

RMGT - 201 (7/92)




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

UNIVERSITY OF MARYLAND

AGENCY RECORDS INVENTORY

COLLEGE PARK

41 or 77
GT - 201 (7/92) PAGE i 0
1. AGENCY 2. DIVISION 3.  UNIT
University of Maryland at College Park Police Deparument Training

DEFINITION - RECORD SERIES:

A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR REFERENCE AS WELL

AS RETENTION AND DISPOSITION PURPOSES

4. RECORD SERIES TITLE

Hiring Process Files

5. EARLIEST YEAR/LATEST YEAR

1993 TO 1996

6. RECORD SERIES DESCRIPTION

(BRIEFLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS
FOUND IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES.)

Files pertaining to applicants to our agency containing: employment eligibility lists; test scores; review board evaluations; process notification letters; documents pertaining to all
phases of the hiring process completed by the applicant.

R F{ YES, CITE LAW(S) & REGULATION(S))
Rig
Amendment

t to Privacy implied by the Fourth

[X) NONE [ STATE

7. RECORD SERIES FORMAT (S) 8. RECORD SERIES SEQUENCE 9. VOLUME
L FILE DRAWER(S)
/7/ [ MICROFILM(S)
X eTrERSIZE O macrornm & ALPHABETICAL [] COMPUTER TAPE(S)
O viecaLsize [J COMPUTER TAPE [J NUMERICAL NUMBER [J OTHER (SPECIFY)
(0 BouNDBOOK [ FLOPPY DISK [ CHRONOLOGICAL
0O aupiotare O VIDEOTAPE [0 GEOGRAPHICAL 10, ANNUAL A%UMUU\TION
FILE DRAWER(S)
[0 OTHER (SPECIFY) [J OTHER (SPECIFY) / [J MICROFILM(S)
] COMPUTER TAPE(S)
NUMBER {T) OTHER (SPECIFY)
T1. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
EpAarLy OweekLy OMoNTHLY 5 O MONTH(S) K YEAR(S)
NUMBER
13. CURRENT LOCATION(S) (BLDG., FLOOR, ROOM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?
(IF YES, SPECIFY AGENCY OR OFFICE)
Building 113, Basement
& O ves Kl no
15. ACCESS RESTRICTIONS U YES [JNO | 16. AUDIT REQUIREMENTS

[J FEDERAL [ INDEPENDENT

17.
ANY HARDWARE/SOFTW ARE)

& ves OnNo

Computer database

1S AN INDEX SYSTEM USED? (IF YES, EXPLAIN BRIEFLY AND DESCRIBE

RECOMMENDED RETENTION

Retain for 5 years, then destroy.

19. NAME AND TITLE OF PREPARER

Jennifer M. Manix, Program Analyst

20. TELEPHONE NUMBER

301/405-5764

21. DATE

April 15,1996

‘MG‘T -200 7/92)




INSTRUCTIONS: TYPE OR PKINT A SEPARATE

FORM FOR EACH NEW OR REVISED RECORD UNIVERSITY OF MARYLAND

ES. FORWARD WITH RECORDS

AGENCY RECORDS INVENTORY

ENTION SCHEDULE COLLEGE PARK 4
2 77
PAGE ___= _OF

RMGT - 201 {792)
1. AGENCY 2. DIVISION 3. UNIT

University of Maryland at College Park Police Deparunent Training

DEFINITION - RECORD SERIES: A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR REFERENCE AS WELL

AS RETENTION AND DISPOSITION PURPOSES
S.  EARLIEST YEAR/LATEST YEAR

4. RECORD SERIES TiTLE

Training Files (Cusrent Employees)

1970 TO 1996

6. RECORD SERIES DESCRIPTION

cerfications: and annual frearms qualificagons.

(BRIEFLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS
FOUND IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTIOM OF THE SERIES.)

Files permining to currently employed police officers contairung: annual in-service (Taining) examinations; performance examinations; Tining orders; MPTC and agency

7. RECORD SERIES FORMATI(S) S RECORD SERIZS SEQUENCE 9. VOLUME
& FILE DRAWER(S)
21 ) MICROFILM(S)
&) LorTmRsizs 0O microFM I ALPHABITICAL __ 4 _[J COMPUTERTAPZfS)
<R HER (SPECITY)
0O t=caisz= [0 COMPUTER TAPE [ NUMERICAL NUMBER [J OTHER (SPECIFY
D BOUND BOOK [J rLoppy DisK (J CHRONOLOGICAL
0O auvbiotare [0 vidzoTar: [0 GEOGRAPHICAL 10 ANNUAL ACCUMULATION
e O FiLE DRAWER(S)
O OoTHER (sPECIFY) J OTHER (SPECIFY) ({7 £ MICROFILM(S)
) COMPUTER TAPE!S)
NUMBER [B_OTHER (SPECIFY)
Folders
I1. FILE 1S USED 12. FILE BECOMES INACTIVE AFTER )
BEDAILY OwezkLy O MONTHLY £ MONTH(S) R vzars)
. 10 after examination or separation

NUMEZER

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

14 1S RECORD SERIES DUPLICATED ELSEWHERE!?
(IF YES. SPECIFY ACENCY OR OFFICY)

Amendment

Building 113, Room 202 R ves O No MD Police Traiming Commission
15, ACCESS RESTRICTIONS Klvss [JNO | 16. AUDIT REQUIREMENTS
Righ® TS PRLSTE 14 *
g rivacy implied by the Fourth [J NONE BsTATE [ FEDERAL (J INDEPENDENT

17. 1S AN INDEX SYSTEM USED? (If YES. EXPLAIN BRIEFLY AND DESCRIBE
ANY ARDW ARE/SOFTW ARE)

YES OnNo

Computer database (C_A.T.S.)

18. RECOMMENDED RETENTION

Retain examinations for 10 years after examination,
then destroy. Retain orders and certifications for
10 years after separation, then destroy.

ennifer M. Manix, Program Analyst 301/405.5764

24

9. NAME AND TTTLE OF PREPARER ‘ 30. TELEPHONE NUMBER 21. DATE

April 15,1996

RMGT - 201 (7/52)




INSTRUCTIONS: TYPE OR PRINT A SEPARATE

AGENCY RECORDS INVENTORY

1
!
! FORM FOR EACH NEW OR REVISED RECORD UNIVERSITY OF MARYLAND
! SERIES. FORWARD WITH RECORDS
| RETENTION SCHEDULE COLLEGE PARK
I PAGE _43 or77
RMGT - 201 {7/92)
ey 7 DIVISION 3. UNIT
Police Depanment Training

University of Maryland at College Park

DEFINITION - RECORD SERIES:

A GROUP OF RELATED RECORDS NORMALLY FILED AND

AS RETENTION AND DISPOSTTION PURPOSES

USED AS A UNIT FOR REFERENCE AS WELL

4. RECORD SERIES TITLE

Training Files (Former Employees)

5. EARLIEST YEARAATEST YEAR

1985 1996

TO

6. RECORD SERIZS DESCRIPTION

cershcatons; and annual Arearms gualihcasons.

(BRIEFLY DESCRIBEZ THEZ TYPES OF INFORMATION/DOCUMENTS/FORMS
FOUND IN THE SZRIZS. INCLUDE THZ PURPOSZ OR FUNCTION OF THE SEZRIES.)

Fies pemining 10 formerly empioyed police ofhcers conmning: znnual in-service (Taining) examinations; performance examinagons; Taining orders; MFTC and agency

7. RECORD SZRIZS FORMAT(S) T RICOAD SERIZS SEQUENCE ¢ VOLUME
BZ 7ILT DRAWER(S)
/ O MICROFILM(S)
B i=rrersm: O micrormM )  ALPHABEITICAL ) COMPUTER TAPE(S)
D rzcaisze ) COMPUTER TAPZ T) NUMERICAL NUMSBZER D orzr (sPEaFY)
O BsounDBOOK  [J FLOPPY DISK [ CHRONOLOGICAL
O aubiotare [0 viDEOTAPE ) GEZOGRAPHICAL 10. ANNUAL ACDCUMULATJON
- FILE DRAWER(S)
= T = 9=t
D orHzR (sPECFY) ) OTHER (SPECIFY) (ﬁ ) MICROFILM(S)
i} COMPUTZR TAPE(S)
NUMBER 2 omeER sPEaY)
rolders
1. FILZJS USED 12. FILZ BECOMES INACTIVE AFTER
KDALY Dwsxy D MONTHLY . 2 MONTHE) X vzares)
10 after separation
NUMBER -

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

X

1S RECORD SERIZS DUPLICATED ELSEWHERE?
DIF YES, SPECIFY AGENGY OR OFFICE)

.—nm;um database (C.A.TS))

Building 113, B
g asement g Y=S D NO MD Police Training Commission
15. Igrggt:csri R;_STRJCHONS ELYES TJNO | 6. AUDIT REQUIREMENTS
Right™ro PTIVERY ™ 2iP14 ‘
cy implied by the Fourth e =
Amendment . F_NONE [JsTaTE [J FEDERAL ) INDEPENDENT
17. 1SAN INDEX SYSTEM USED? F YES, EXPLAIN BRIEFLY AND DESCRIBE 18. RECOMMENDED RETENTION
ANY HARDW ARE/SOFTW ARE) ’ - -
Kives Ono Retain for 10 years after separation, then destroy.

19. NAME AND TTTLE OF PREPARER

Jennifer M. Manix, Program Analysi

20. TELEPHONE NUMBER

301/405-5764

21

DATE

April 15, 1996




SERIES. FORWARD WITH RECORDS
RETENTION SCHEDULE

TNSTRUCTIONS: TYPE OR PRINT A SEPARATE
FORM FOR EACH NEW OR REVISED RECORD

UNIVERSITY OF MARYLAND

COLLEGE PARK

AGENCY RECORDS INVENTORY

mcé 44 or 77

‘iMGT . 201 (7/92)
1. AGENCY

University of Maryland at College Park

2. DIVISION
Police Deparument

3. UNIT
Logistics

DEFINITION - RECORD SERIES:

A GROUP OF RELATED RECORDS NORMALLY FILED AND
AS RETENTION AND DISPOSITION PURPOSES

USED AS A UNIT FOR REFERENCE AS WELL

4. RECORD SERIES TITLE

5. EARLIEST YEAR/LATEST YEAR

DR-15A Issuance Ledger 1991 TO 1996
% RECORD SERIES DESCRIPTION _ (BRIEFLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS
FOUND IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES.)
Record of the assignunent of DR15 books to individuals.
7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
Ps 5 FILE DRAWER(S)
MICROFILM(S)
B LETTERSIZE [0 MicrOFILM [0 ALPHABETICAL \j [ ] COMPUTER TAPE(S)
D LEGAL SIZE D COMPUTER TAPE D NUMERICAL NUMBER B OTHER (SPECIFY)
O BounDBOOK [ FLOPPY DISK Kl CHRONOLOGICAL Pages
‘ 0O auvbiotare [ VIDECTAPE TJ GEOGRAPHICAL 10. ANNUAL ACCUMULATION
FILE DRAWER(S)
[0 OTHER (SPECTFY) [J OTHER (SPECIFY) / 5] MICROFILM(S)
) COMPUTER TAPE(S)
NUMBER [& OTHER (SPECIFY)
Page
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
DAILY KIWEEKLY DOMONTHLY 3 [ MONTH(S) & vEAR(S)
NUMBER
13. CURRENT LOCATION(S) (BLDG., FLOOR, ROOM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?
{IF YES, SPECIFY AGENCY OR OFFICE)
Building 003, Rooms 0132 and 0104
8 " an O yes B no
15. ACCESS RESTRICTIONS F3YES XINO | 16, AUDIT REQUIREMENTS
(IF YES, CITE LAW(S) & REGULATION(S)}
[J NONE P& STATE [0 FEDERAL [J INDEPENDENT

ANY HARDW ARE/SOFTW ARE)

YES [ONo

Computer database

1S AN INDEX SYSTEM USED? (@F YES, EXPLAIN BRIEFLY AND DESCRIBE

18. RECOMMENDED RETENTION

Retain for 3 years and until audit requirements
are met, then destroy.

19.  NAME AND TITLE OF PREPARER

Jennifer M. Manix, Program Analyst

20. TELEPHONE NUMBER

301/405-5764

21. DATE

April 15, 1996

RMGT - 201 (7/92)




INSTRUCTIONS: TYPE OR PRINT A SEPARATE
FORM FOR EACH NEW OR REVISED RECORD

AGENCY RECORDS INVENTORY

UNIVERSITY OF MARYLAND
SERIES. FORWARD WITH RECORDS
RETENTION SCHEDULE COLLEGE PARK
PaGE__#_oF_77
T - 201 (7/92)
v AGENCY 2. DIVISION 3. UNIT
University of Maryland at College Park Police Departument Logistics

DEFINITION - RECORD SERIES:

A GROUP OF RELATED RECORDS NORMALLY FILED AND US
AS RETENTION AND DISPOSITION PURPOSES

ED AS A UNIT FOR REFERENCE AS WELL

4 RECORD SERIES TITLE

Impound Forms

5.

EARLIEST YEAR/LATEST YEAR

1990 TO 1996

6. RECORD SERIES DESCRIPTION

Documentation of information regarding the impoundment of vehicles by the agency.

(BRIEFLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS
FOUND IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES.)

7. RECORD SERIES FORMAT(S) 8 RECORD SERIES SEQUENCE 9 VOLUME
&) FILE DRAWER(S)
] MICROFILM(S)
X cerTERSRZE 0 microriLM 0 ALPHABETICAL ] COMPUTER TAPE(S)
O wecaLsize ] COMPUTER TAPE K] NUMERICAL NUMBER [0 OTHER (SPECIFY)
O sounpBooK [J FLOPPY DISK [J CHRONOLOGICAL
O AuDIOTAPE O viDEO TAPE [0 GEOGRAPHICAL 10. ANNUAL ACCUMULATION
FILE DRAWER(S)
3 OTHER (SPECIFY) ) OTHER (SPECIFY) | O ] MICROFILM(S)
% COMPUTER TAPE(S)
NUMBER OTHER (SPECIFY)
Folders
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
OpalLy K wEEKLY COMONTHLY 3 O MONTH(S) ® vyeaR(S)
NUMBER
13. CURRENT LOCATION(S) (BLDG., FLOOR, ROOM) 14, 1S RECORD SERIES DUPLICATED ELSEWHERE?
{IF YES, SPECIFY AGENCY OR OFFICE}
Building 003, Room 0118
urems ' [ yes K no
15. ACCESS RESTRICTIONS JYES “NO 16. AUDIT REQUIREMENTS
(IF YES, CITE LAW(S) & REGULATION(S))
¥ NONE (J sTATE (J FEDERAL (] INDEPENDENT

ANY HARDWARE/SOFTWARE)

Oves NO

IS AN INDEX SYSTEM USED? (IF YES, EXPLAIN BRIEFLY AND DESCRIBE

RECOMMENDED RETENTION

Retain for 3 years, then destroy.

19. NAME AND TITLE OF PREPARER

Jennifer M. Manix, Program Analyst

20. TELEPHONE NUMBER

301/405-5764

21.

DATE

April 15, 1996

RMGT - 201 (7/92)




o

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

UNIVERSITY OF MARYLAND

COLLEGE PARK

AGENCY RECORDS INVENTORY

PAGE__ 46 of 77

‘MGT-ZOI (7/92)
1. AGENCY

University of Maryland at College Park

2.  DIVISION
Palice Deparunent

3. UNIT
Logistics

DEFINITION - RECORD SERIES:

A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR REFERENCE AS WELL

AS RETENTION AND DISPOSITION PURPOSES

4, RECORD SERIES TITLE

Property Receipts (Evidence)

5. EARLIEST YEAR/LATEST YEAR

1988 TO 1996

6. RECORD SERIES DESCRIPTION

Documentation of possession and disposition of evidence collected by the agency.

(BRIEFLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS
FOUND IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES.)

(IF YES, SPECIFY AGENCY OR OFFICE)

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
[ FILE DRAWER(S)
/ 2 O MICROFILM(S)
B LerrErsze O MICROFILM [J ALPHABETICAL J COMPUTER TAPE(S)
O LecaLsizE ] COMPUTER TAPE (% NUMERICAL NUMBER &L OTHER (SPECIFY)
0 BOUNDBOOK  [J FLOPPY DISK [J CHRONOLOGICAL 3-Ring Binders
O auvbiotare [0 vIDEOTAPE [0 GEOGRAPHICAL 10. ANNUAL ACCUMULATION
FILE DRAWER(S)
[J OTHER (SPECIFY) [0 OTHER (SPECIFY) { ) MICROFILM()
[[] COMPUTER TAPE(S)
NUMBER [&l OTHER (SPECIFY)
3-Ring Binders
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
AILY CIweekLy {JMONTHLY O MONTH(S) O vEARES)
: NUMBER Adjudication of case
13. CURRENT LOCATION(S) (BLDG., FLOOR, ROOM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

lAmendment

Building 003, Room 0132
& ves Records Unit
15. ACCESS RESTRICTIONS [&YEs [JNO | 16. AUDIT REQUIREMENTS
Right™tT Privacy implied by th
Y 1lmplied by the Fourth ) NONE C) FEDERAL fX} INDEPENDENT

ANY HARDWARE/SOFTW ARE)

Ono

Computer database

17. 15 AN INDEX SYSTEM USED? (F YES, EXPLAIN BRIEFLY AND DESCRIBE 18, RECOMMENDED RETENTION

Retain for 3 years or until case is disposed of in court, whichever is later; then destroy.

19. NAME AND TITLE OF PREPARER

Jennifer M. Manix, Program Analyst

20. TELEPHONE NUMBER

301/405-5764

21. DATE

April 15, 1996

RMGT - 201 (7/92)




-

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

UNIVERSITY OF MARYLAND

AGENCY RECORDS INVENTORY

COLLEGE PARK

GE 47 77
.CT - 201 (7/92) PAGE OF
AGENCY 2. DIVISION 3. UNIT
University of Maryland at College Park Police Department Logisuics

DEFINITION - RECORD SERIES:

A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR REFERENCE AS WELL

AS RETENTION AND DISPOSITION PURPOSES

4. RECORD SERIES TITLE

Property Receipts (Non-evidence)

5. EARLIEST YEAR/LATEST YEAR

1988 TO 1996

6. RECORD SERIES DESCRIPTION

Documentation of possession and disposition of non-evidentiary property obtained by the agency.

(BRIEFLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS
FOUND IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES.)

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
) FILE DRAWER(S)
/ Z (] MICROFILM(S)
B LeTER S1ZE J microriLM {0  ALPHABETICAL {] COMPUTER TAPE(S)
O tecaLsize (] COMPUTER TAPE §8 NUMERICAL NUMBER (4 OTHER (SPECIFY)
O sounpBoOK [ FLOPPY DISK ] CHRONOLOGICAL 3-Ring Binders
O auvbloTarE [0 VIDEOTAPE [J GEOGRAPHICAL 10. ANNUAL AC[SUMULATION
FILE DRAWER(S)
’ [0 OTHER (SPECIFY) [0 OTHER (SPECIFY) Z ] MICROFILME)
[ ] COMPUTER TAPE(S)
NUMBER R OTHER (SPECIFY)
3-Ring Bindefs
T1. FILE IS USED 1Z. FILE BECOMES INACTIVE AFTER
DAILY O weekLY CIMmoNTHLY 3 L MONTH(S) K YEAR(S)
NUMBER
13. CURRENT LOCATION(S) (BLDG., FLOOR, ROOM) 14. IS RECORD SERIES DUPLICATED ELSEWHERE?
(IF YES, SPECIFY AGENCY OR OFFICE)
Building 003, Room 0132
uilding 003. Room B3 vEs O no Records Unit
I5. ACCESS RESTRICTIONS TIYES XINO | 16, AUDIT REQUIREMENTS
{IF YES, CITE LAW(S) & REGULATION(S}))
[ NONE [ sTATE {0 FEDERAL #<] INDEPENDENT

17.
ANY HARDWARE/SOFTW ARE)
iRyes {Ono

Computer database

1S AN INDEX SYSTEM USED? (iF YES, EXPLAIN BRIEFLY AND DESCRIBE

RECOMMENDED RETENTION

Retain for 3 years, then destroy.

19. NAME AND TITLE OF PREPARER

Jennifer M. Manix, Program Analyst

20. TELEPHONE NUMBER

301/405-5764

2i. DATE

April 15, 1996

RMGT - 201 (7/92)




INSTRUCTIONS: TYPE OR PRINT A SEPARATE
FORM FOR EACH NEW OR REVISED RECORD

AGENCY RECORDS INVENTORY

UNIVERSITY OF MARYLAND
SERIES. FORWARD WITH RECORDS
RETENTION SCHEDULE COLLEGE PARK
pace 48 or 77
RMGT - 201 (792)
1. AGENCY 2. DIVISION T ONIT
University of Maryland at College Park Police Department Logistics

DEFINITION - RECORD SERIES:

A GROUP OF RELATED RECORDS NORMALLY FILED AND
AS RETENTION AND DISPOSITION PURPOSES

USED AS A UNIT FOR REFERENCE AS WELL

4. RECORD SERIES TITLE

Request for Laboratory Analysis Form (MSP Form #67)

5. EARLIEST YEAR/LATEST YEAR

TO 199

1988

6. RECORD SERIES DESCRIPTION

(BRIEFLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS
FOUND IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES.)

Documentation of requests to the Maryland State Police for laboratory analysis of evidence collected by the agency.

7. RECORD SERIES FORMAT(S) & RECORD SERIES SEQUENCE §. VOLUME
[ FILE DRAWER(S)
/ Z/ ] MICROFILM(S)
¥ LETTERSIZE [J mcrorM O  ALPHABETICAL ] COMPUTER TAPE(S)
O iecaLsize [J COMPUTER TAPE NUMERICAL NUMBER [l OTHER (SPECIFY)
0 sounpBOOK [ FLOPPY DISK [] CHRONOLOGICAL 3-Ring Binders
O avoiotarE [0 vIDEOTAPE [ GEOGRAPHICAL 10. ANNUAL A%:UMUU\TION
FILE DRAWER(S)
[0 OTHER (SPECIFY) [J OTHER (SPECIFY) / (] MICROFILMS)
[} COMPUTER TAPE(S)
NUMBER [®] OTHER (SPECIFY)
3-Ring Binders
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
Opamy (MWEEKLY CJMONTHLY J MONTH(S) O YEAR(S)

NUMBER

Adjudication of case

Building 003, Room 0132

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

(IF YES, SPECIFY AGENCY OR OFFICE)

B ves 0 ~no

IS RECORD SERIES DUPLICATED ELSEWHERE?

Maryland State Police Crime Lab

15. ACCESS RESTRICTIONS
F YES, CTTE LAW(S) & REGULATION(S))

Rigﬁ
Amendment

B4 YES

t to Privacy implied by the Fourth

[INO AUDIT REQUIREMENTS

[J] NONE

[0 sTATE

[ FEDERAL 4 INDEPENDENT

17.
ANY HARDWARE /SOFTW ARE)
YES OnNo

UMPD Property Number

1S AN INDEX SYSTEM USED? (F YES, EXPLAIN BRIEFLY AND DESCRIBE

RECOMMENDED RETENTION

Retain for 3 years or until case

is dispased of in court, whichever is later; then destroy.

19.  NAME AND TITLE OF PREPARER

Jennifer M. Manix, Program Analyst

20. TELEPHONE NUMBER

301/405-5764

21. DATE

. April 15, 1996

\

RMGT - 201 (7/92)




o :

INSTRUCTIONS: TYPE OR PRINT A SEPARATE
ORM FOR EACH NEW OR REVISED RECORD UNIVERSITY OF MARYLAND AGENCY RECORDS INVENTORY
ERIES. FORWARD WITH RECORDS
RETENTION SCHEDULE COLLEGE PARK 49 77
PAGE OF
RMGT - 201 (7/92)
1. AGENCY 2. DIVISION 3. UNIT
University of Maryland at College Park Police Deparument Logistics
DEFINITION - RECORD SERIES: A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR REFERENCE AS WELL
AS RETENTION AND DISPOSITION PURPOSES
4. RECORD SERIES TITLE 5. EARLIEST YEAR/LATEST YEAR
State Summons Book Issuance Log 1991 TO 1996

Record of the assignment of State Summons books to individuals.

6. RECORD SERJES DESCRIPTION (BRIEFLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS
FOUND IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES.)

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
: » A FILE DRAWER(S)
7] MICROFILM(S)
B LETTERSIZE O micrOFILM D ALPHABETICAL [) COMPUTER TAPE(S)
' O iecaLsize [ COMPUTER TAPE [J NUMERICAL NUMBER [J OTHER (SPECIFY)
O sounpsook [J FLOPPY DIsK CHRONOLOGICAL
O aubloTaPE 3 vIDEO TAPE O GEOGRAPHICAL 10. ANNUAL ACCUMULATION
0 OTHER (SPECIFY) [0 OTHER (SPECIFY) O FILE DRAWER(S)
/ 0 [J MICROFILM(S)
: [) COMPUTER TAPE(S)
NUMBER [& OTHER (SPECIFY)
Folders
11. FILEIS USED 12. FILE BECOMES INACTIVE AFTER
OoaLy O wEEKLY KIMONTHLY [ MONTH(S) &K YEAR(S)
NUMBER
13. CURRENT LOCATION(S) (BLDG., FLOOR, ROOM) J4. 1S RECORD SERIES DUPLICATED ELSEWHERE?
(IF YES, SPECIFY AGENCY OR OFFICE)
Building 003, Room 0132
8 " . X vEs O ~No Records Unit
15. “ACCESS RESTRICTIONS T JYES [ONO [ 16, AUDIT REQUIREMENTS
(IF YES, CITE LAW(S) & REGULATION(S))
{J NONE B0 sTATE [ FEDERAL ) INDEPENDENT
17. 1S AN INDEX SYSTEM USED? (IF vEs, EXPLAIN BRIEFLY AND DESCRIBE 18. RECOMMENDED RETENTION
ANY ARDW ARE/SOFTW ARE)
ES Ono Retain for 3 years, then destroy.
Computer database
19.  NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE
Jennifer M. Manix, Program Ana.yst 301/405-5764 April 15, 1996
RMGT - 201 (7/92)




[

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

"norq SCHEDULE
- 201 (7/92)

UNIVERSITY OF MARYLAND

COLLEGE PARK

AGENCY RECORDS INVENTORY

pace 20 " or 77

1. AGENCY 2.
University of Maryland at College Park

DIVISION
Police Department

3.  UNIT
Chief's Office

DEFINITION - RECORD SERIES:

A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR REFERENCE AS WELL
AS RETENTION AND DISPOSITION PURPOSES

4, RECORD SERIES TITLE

Accreditation Files

5. EARLIEST YEAR/LATEST YEAR

1993 TO 1996

6. RECORD SERIES DESCRIPTION

(BRIEFLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS
FOUND IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES.)

File folders containing CALEA standards, standards status reports, and proofs of compliance for purposes of international accreditation.

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
FILE DRAWER(S)
'5 {1 MICROFILM(S)
B LETTERSRZE O microrM (O ALPHABETICAL {{] COMPUTER TAPE(S)
[0 vrecaLsize [J COMPUTER TAPE & NUMERICAL NUMBER (] OTHER (SPECIFY)
‘C] BOUNDBOOK (] FLOPPY DISK [] CHRONOLOGICAL
3 aupioTarE 3 VIDEOTAPE (J GEOGRAPHICAL 10. ANNUAL AUMULATION
%] FILE DRAWER(S)
O omHER (sPETIFY) [J] OTHER (SPECIFY) / (] MICROFILM)
It {1 COMPUTER TAPE(S)
NUMBER ] OTHER (SPECIFY)
11, FILE IS USED 12. FILE RFMOMES INACTIVE AFTER
oamy Oweekry (JMONTHLY {0 MONTH(S) ¥ YEAR(S)
1 after re-accreditation
NUMBER

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

Building 003, Room: 1112

1S RECORD SERIES DUPLICATED ELSEWHERE?
(IF YES, SPECIFY AGENCY OR OFFICT)

(] ves

X Nno

15. ACCESS RESTRICTIONS B YES iNo
{IF CITE LAW(S) & REGULATION(S))

considered internal correspondence
under the Freedom of Information Act

AUDIT REQUIREMENTS

[ noONE

[ sTATE {) FEDERAL P INDEPENDENT

17. 1S AN INDEX SYSTEM USED? (1F YES, EXPLAIN BRIEFLY AND DESCRIBE
ANY HARDW ARE/SOFTW ARE)
X YEs Ono

Computer database

RECOMMENDED RETENTION

Retain 1 year after subsequent re-accreditation, then destroy.

19. NAME AND TITLE OF PREPARER

Jennifer M. Manix, Program Analyst

20. TELEPHONE NUMBER

301/405-5764

2l. DATE

April 15, 1996

e~

‘:r-zm 7/92)




’ RUCTIONS: TYPE OR PRINT A SEPARATE

FORM FOR EACH NEW OR REVISED RECORD
SERIES. FORWARD WITH RECORDS

UNIVERSITY OF MARYLAND

AGENCY RECORDS INVENTORY

University of Maryland at College Park

RETENTION SCHEDULE COLLEGE PARK
RMGT - 201 (7/92) PAGE__51 OF _77.
i.  AGENCY 2.  DIVISION 3. UNIT

Police Department Chief's Office

DEFINITION - RECORD SERIES:

A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR REFERENCE AS WELL

AS RETENTION AND DISPOSITION PURPOSES

4. RECORD SERJES TITLE

5. EARLIEST YEAR/LATEST YEAR

Arrest Ledger 1968 TO 1996
5. RECORD SERIES DESCRIPTION  (BRIEFLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS
FOUND IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES.)
A record of departmental arrests in chronological order.
RECORD SERIES FORMAT(S) S RECORD SERIES SEQUENCE 9. VOLUME
’ (J FILE DRAWER(S)
/ [J MICROFILM(S)
B LETTERSIZE O mMicroFiLM 0 ALPHABETICAL {J COMPUTER TAPE(S)
O iecavLsize [J COMPUTER TAPE [J NUMERICAL NUMBER Bl OTHER (SPECIFY)
O BOUND BOOK {3 rLoPPY DISK m CHRONOLOGICAL 3" 3-Ring Binder
O auvbiotarE [OJ viDeoTare 0 GEOGRAPHICAL 10. ANNUAL A([Z]CUMULATION
FILE DRAWER(S)
O OTHER (SPECIFY) [ OTHER (SPECIFY) / 0] MICROFILM()
(] COMPUTER TAPE(S)
NUMBER [} OTHER (SPECIFY)
S 3" 3-Ring Binder
i1. FILE 15 USED 12. FILE BECOMES INACTIVE AFTER
DAILY O weekLY COMONTHLY 75 0 MONTH(S) X YEAR(S)
NUMBER
13. CURRENT LOCATION(S) (BLDG., FLOOR, ROOM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?
(IF YES, SPECIFY AGENCY OR OFFICE)
Building 003, R 1109 and 1102
ut n\g ooms an D YES m NO
15. ACCESS RESTRICTIONS “[JYEs [@NO | 16, AUDIT REQUIREMENTS
{IF YES, CJTE LAW(S) & RECULATION(S))
8 NonE (O sTATE (] FEDERAL () INDEPENDENT

ANY HARDWARE/SOFTWARE)

B YES OnNo

Computer database

17. IS AN INDEX SYSTEM USED? (F YES, EXPLAIN BRIEFLY AND DESCRIBE 18.

RECOMMENDED RETENTION

Retain for 75 years, then destroy.

19. NAME AND TITLE OF PREPARER

Jennifer M. Manix, Prograin Analvst

20. TELEPHONE NUMBER

301/405-5764

21. DATE

April 15, 1996

RMGT - 201 (7/%2)




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

UNIVERSITY OF MARYLAND

AGENCY RECORDS INVENTORY

RETENTION SCHEDULE COLLEGE PARK
PAGE_52 _oF _ 77
RMGT - 201 (7/92) /
ACENCY 2. DIVISION 3. UNIT
University of Maryland at College Park Police Department Chief's Office

DEFINITION - RECORD SERIES:

A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR REFERENCE AS WELL
AS RETENTION AND DISPOSITION PURPOSES

4,  RECORD SERIES TITLE

Court Liaison Files

5. EARLIEST YEAR/LATEST YEAR

1995

TO 1996

6. RECORD SERIES DESCRIPTION

Files containing copies of court summonses, correspondence to courts, etc.

(BRIEFLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS
FOUND IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES.)

(i YES, CITE LAW(S) & REGULATION(S)

considered internal correspondence under
the tion Act

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
A X FILE DRAWER(S)
/ [J MICROFILM(S)
8 LETTERSIZE O MICROFILM (0 ALPHABETICAL ) COMPUTER TAPE(S)
O iecaLsize [J COMPUTER TAPE [J NUMERICAL NUMBER {3 OTHER (SPECIFY)
0O sounpsook  [J FLOPPY DISK fX] CHRONOLOGICAL
0 AUDIOTAPE [J VIDEOTAPE [0 GEOGRAPHICAL 10, ANNUAL A%:UMULATION
FILE DRAWER(S)
[0 OTHER (SPECIFY) O OTHER (SPECIFY) Z £) MICROFILM(S)
‘ [) COMPUTER TAPE(S)
NUMBER B& OTHER (SPECIFY)
Folders
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
Epany wseEKLY OMONTHLY / [0 MONTH(S) B YEAR(S)
NUMBER
13. CURRENT LOCATION(S) (BLDG., FLOOR, ROOM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?
(IF YES, SPECIFY AGENCY OR OFFICE)
ilding 003, Room 1112
Building oom IK] YES D NO P.G. Co. District and Circuit Courts
15. ACCESS RESTRICTIONS PpIYES [JNO | 16, AUDIT REQUIREMENTS

&) NONE [ sTATE [0 FEDERAL O INDEPENDENT

17. 1S AN INDEX SYSTEM USED? (IF YES, EXPLAIN BRIEFLY AND DESCRIBE
ANY HARDWARE/SOFTW ARE)
Oves i No

RECOMMENDED RETENTION

Retain for 1 year from receipt, then destroy.

19. NAME AND TITLE OF PREPARER

Jennifer M. Manix, Program Analvst

20. TELEPHONE NUMBER 21,

301/405-5764

DATE

April 15, 1996

RMGT - 201 (7/92)




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

UNIVERSITY OF MARYLAND

COLLEGE PARK

‘

AGENCY RECORDS INVENTORY

PAGE 53 ofF 77

GT - 201 (792)
AGENCY 2.
University of Maryland at College Park

DIVISION
Police Department

UNIT
Chief's Office

DEFINITION - RECORD SERIES:

A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR REFERENCE AS WELL
AS RETENTION AND DISPOSITION PURPOSES

4. RECORD SERIES TITLE

Directive Files

5.

EARLIEST YEAR/LATEST YEAR

1988 TO 1996

6. RECORD SERIES DESCRIPTION

(BRIEFLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS
FOUND IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES.)

Files containing resource and reference materials utilized in writing and modifying directives; draft versions of directives; and final versions of directives.

onsTHe eI SN correspondence under
the Freedom of Informatiom Act

[0 NONE [3 sTATE

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
% FILE DRAWER(S)
MICROFILM(S)
& ierTERSIZE O MCROFILM &  ALPHABETICAL Z {7) COMPUTER TAPE(S)
O recarsize {J COMPUTER TAPE [J NUMERICAL NUMBER [0 OTHER (SPECIFY)
{0 sounpBOOK [0 FLOPPY DISK [ CHRONOLOGICAL
. O auvbioTtare [0 VIDEOTAPE T GEOGRAPHICAL 10. ANNUAL ACCUMULATION
FILE DRAWER(S)
[ OTHER (SPECIFY) 0 OTHER (SPECIFY) 5 ] MICROFILM(S)
: [[] COMPUTER TAPE(S)
NUMBER ) OTHER (SPECIFY)
Folders
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
DAILY O weekLy O MONTHLY J MONTH[S E2 YEAR(S)
——_ superseded, updated, cancelled, or
NUMBER obsolete
13. CURRENT LOCATION(S) (BLDG., FLOOR. ROOM) j4. 1S RECORD SERIES DUPLICATED ELSEWHERE?
{IF YES, SPECIFY AGENCY OR OFFICE)
Building 003, Room 1112
. & oom OJ vEs ¥ no
5. ACCESS RESTRICTIONS N YES CINO 16. AUDIT REQUIREMENTS

(3 FEDERAL K] INDEPENDENT

17. 1S AN INDEX SYSTEM USED? (F YES. EXPLAIN BRIEFLY AND DESCRIBE
ANY HARDWARE/SOFTWARE)
W yEs Ono

Computer database

RECOMMENDED RETENTION

Retain until superseded, updated, canceled or obsojete, then destroy.

DATE

19. NAME AND TITLE OF PREPARER

Jennifer M. Manix, Program Analyst

301/405-5764

20. TELEPHONE NUMBER 21.

April 15, 1996

.\ac.'r -201 (7/92)




—

INSTRUCTIONS: TYPE OR PRINT A SEPARATE

AGENCY RECORDS INVENTORY

University of Maryland at College Park

Police Department

FORM FOR EACH NEW OR REVISED RECORD UNIVERSITY OF MARYLAND
SERIES. FORWARD WITH RECORDS
RETENTION SCHEDULE COLLEGE PARK i -
AGE
‘T . 201 (7/92) 54 OF_77
1% AGENCY 2. DIVISION T UNTT
Chiel's Office

DEFINITION - RECORD SERIES:

A GROUP OF RELATED RECORDS NORMALLY FILED AND

AS RETENTION AND DISPOSITION PURPOSES

USED AS A UNIT FOR REFERENCE AS WELL

4. RECORD SERIES TITLE

General Correspondence

5. EARLIEST YEAR/LATEST YEAR

1994 TO 1996

6. RECORD SERIES DESCRIPTION

Includes general correspondence for the entire department.

(BRIEFLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS
FOUND IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES.)

7. RECORD SERIES FORMAT(S) € RECORD SERIES SEQUENCE 9. VOLUME
B FILE DRAWER(S)
. 4 O MICROFILM(S)
B i=TTERSZE O MICROFILM 8 ALPHABETICAL ~ {J COMPUTER TAPE(S)
0O wocaLszz [ coMPUTER TAPE {J NUMERICAL NUMBER [D OTHER (SPECIFY)
D BounDBOOK [J FLOPPY DISK [ CHRONOLOGICAL
O avpiotars O vipEoTaP: [J GEOGRAPHICAL 10, ANNUAL ACDCUMUU\TION
_ e FILE DRAWER(S)
[} OTHER (SPECIFY) ] OTHER (SPECIFY) D E) MICROFILMS)
{J COMPUTER TAPE(S)
NUMBER ¥ OTHER (SPECIFY)
Folders
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
R palLy DweexkLy OMONTHLY / J MONTH(5) B YEAR®S)
- NUMBER
13, CURRENT LOCATION(S) (BLDG., FLOOR, ROOM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?
. (IF YES, SPEQIFY ACENCY OR OFFICE)
Building 003 '
Ul lﬂg B D Yt_j
15. ACCESS RESTRICTIONS TJ¥Es TENO | 16. AUDIT REQUIREMENTS
(IF YES, OOTE LAW(S) & REGULATION!(S))
&) NonNE ) sTATE ) FEDERAL [) INDEPENDENT

ANY HARDWARE /SOFTWARE)
Dyzs ino

17. 1S AN INDEX SYSTEM USED? (F YES. EXPLAIN BRIEFLY AND DESCRIBE 186.

RECOMMENDED RETENTION
Screen annually and destroy that material for which

no further reference is required.
material having continuing administrative or legal
value to be kept for 25 years. material deemed to
have historical value to be sent to University
Archives for permanent retention.

Remaining

.19, NAME AND TITLE OF PREPARER

Jennifer M. Manix, Program Analvst

20. TELEPHONE NUMBER

301/403-5764

21. DATE

April 15, 1996

.@-201 /%)




STRUCTIONS: TYPE OR PRINT A SEPARATE
FORM FOR EACH NEW OR REVISED RECORD
SERJES. FORWARD WITH RECORDS

UNIVERSITY OF MARYLAND

AGENCY RECORDS INVENTORY

University of Maryland at College Park

Police Department

RETENTION SCHEDULE COLLEGE PARK
PAGE __2J OF_77
RMGT - 201 (7/92)
T ACENGY 2. DIVISION 3. ONIT
Chicef's Office

DEFINITION - RECORD SERIES:

A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR REFERENCE AS WELL

AS RETENTION AND DISPOSITION PURPOSES

4. RECORD SERIES TITLE

Inddent Log

5. EARLIEST YEAR/LATEST YEAR

6. RECORD SERIES DESCRIPTION

(BRIEFLY DESCRIBZ THE TYPES OF INFORMATION/DOCUMENTS/FORMS
FOUND IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES.)

A record of departmental reportable events in chronological order.

NUMBER

7. RECORD SERIES FORMAT(S) T RECORD SERIES SEQUENCE 9 VOLUME  __
. T FILE DRAWER(S)
| T MICROFILM(S)
R LeTTERSIZE 0O mcrorm ) ALPHABETICAL 1 [J COMPUTERTAPE(S)
O i=caLszE [J COMPUTER TAPE 7} NUMERICAL NUMSBER &) OTHER (SPECIFY)
0O sounpBoOK [J FLOPPY DISK K CHRONOLOGICAL A 3" 2Ring Binger
O avbiotar: [J vipsoTaPE [0 GEOGRAPHICAL 10, ANNUAL ACCUMULATION
— — FILE DRAWER(S)
[0 OTHER (SPECTEY) () OTHER (SPECIFY) B MICROFILMES)
/ [J COMPUTER TAPE(S)
NUMBER PQ OTHER (SPECIFY)
3" XRing Binder
17, FILE 1S USED 12, FILE BECOMES INACTIVE AFTER .
Epany Dwezkry JMONTHLY . ) MONTH() K) YEARS)

Building 003, Room 1109

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

N

{IF YES, SPECIFY ACENCY OR OFRICE)

[ yzs &2 no

1S RECORD SERIES DUPLICATED ELSEWHERE?

ACCESS RESTRICTIONS
0F YES. OTE LAW(S) & REGULATION(S))

L_JYES

§INO AUDIT REQUIREMENTS

&) NONE O sTATE

O FEDERAL [D INDEPENDENT

* 1S AN INDEX SYSTEM USED? (F YES. EXPLAIN BRIEFLY AND DESCRIBE

}8. RECOMMENDED RETENTION

Jennifer M. Manix, Program Analyst

ANY HARDW ARE/SOFTWARE) . . .
Wves- - Owo Retain for 1 year, then send to University Archives.
Computer database X
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE
301/405-5764 April 15, 1996

RMGCT -201 7/92)




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

UNIVERSITY OF MARYLAND

AGENCY RECORDS INVENTORY

University of Maryland at College Park

Police Deparument

RETENTION SCHEDULE COLLEGE PARK
RMGT - 201 (7/92) PAGE__56 ©OF__77
AGENCY 2. DIVISION 3.  UNIT
Chief's Office

DEFINITION - RECORD SERIES:

A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR REFERENCE AS WELL

AS RETENTION AND DISPOSITION PURPOSES

4. RECORD SERIES TITLE

Inspectional Files

5. EARLIEST YEAR/LATEST YEAR

1993

TO 1996

6. RECORD SERIES DESCRIPTION

Files containing inspectional reports from staff and decentralized line inspection programs

(BRIEFLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS
FOUND IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES.)

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
B FILE DRAWER(S)
/ {7] MICROFILM(S)
B LETTERSIZE [0 MicroriLM D ALPHABETICAL N [] COMPUTER TAPE(S)
[0 vLecaLsze [J COMPUTER TAPE B NUMERICAL NUMBER [J OTHER (SPECIFY)
O sounDBOOK [J FLOPPY DISK [] CHRONGLOGICAL
O auvpioTtaPE O VIDEOTAPE [0 GEOGRAPHICAL 10. ANNUAL ACCUMULATION
[0 OTHER (SPE [) OTHER (SPECI [0 FILE DRAWER(S)
(SPECTFY) o (SPECIFY) 5 O MICROFILM(S)
: [} COMPUTER TAPE(S)
NUMBER 4. OTHER (SPECIFY)
Folders
11. FILEIS USED 12. FILE BECOMES INACTIVE AFTER
Opay RIwWEEKLY OMoNTHLY [J MONTH(S) & YEAR(S)
NUMBER
13. CURRENT LOCATION(S) (BLDG., FLOOR, ROOM, 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?
(IF YES, SPECIFY AGENCY OR OFFICE)
Building 003, Room 1112
6 [ ves K. no
15. (ﬁcczss RESTRICTIONS OO YES [INo 16. AUDIT REQUIREMENTS
LAW(S) & RECULATION(S)
consTdere ¥
¥ BFeTHAT corr:'espondence undei [ NONE [ STATE O FEDERAL P&l INDEPENDENT
the Freedom of Information Act :
17. IS AN INDEX SYSTEM USED? (IF YES, EXPLAIN BRIEFLY AND DESCRIBE 18. RECOMMENDED RETENTION
ANY HARDWARE/SOFTWARE)
C.yes @' © Retain 3 years, then destroy,
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE
Jennifer M. Manix, Program Analyst 301/405-5764 April 15, 1996

RMGT - 201 (7/92)




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

UNIVERSITY OF MARYLAND

AGENCY RECORDS INVENTORY

COLLEGE PARK

.57 77
GT- 201 (792) PAGE OF,
AGENCY 2. DIVISION 3. UNIT
University of Maryland at College Park Police Department Chief's Office

DEFINITION - RECORD SERIES:

A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR REFERENCE AS WELL
AS RETENTION AND DISPOSITION PURPOSES

4.  RECORD SERIES TITLE

Internal Affairs Files

5. EARLIEST YEAR/LATEST YEAR

1982 TO 1996

6. RECORD SERIES DESCRIPTION

(BRIEFLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS
FOUND IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES.)

Files on Internal Affairs investigations of former and current employees. Includes information from personnel files.

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
&) FILE DRAWER(S)
’7 [J MICROFILM(S)
(B LeTTERSIZE (0 microriLM (J ALPHABETICAL [J COMPUTER TAPE(S)
O recaLsize O compuTER TAEP [0 NUMERICAL NUMBER (J OTHER (SPECIFY)
O sounosook O rLoppy pDisk . CHRONOLOGICAL
O aubioTarE [0 vIDEOTAPE [0 GEOGRAPHICAL 10.  ANNUAL ACCUMULATION
] OTHER (SPECIFY [] OTHER (SPECIFY) @ FILE DRAWER(S)
( ) ¢ / (] MICROFILM(S)
: [J] COMPUTER TAPE(S)
NUMBER {0 OTHER (SPECIFY)
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
Ooamy RBweekLy OmoNTHLY [ MONTH(s) & YEAR(S)
15 after employee separation
NUMBER

13. CURRENT LOCATION(S) (BLDG., FLOOR, ROOM)}

Building 003, Room 1112D

14. IS RECORD SERIES DUPLICATED ELSEWHERE?
(3F YES, SPECIFY AGENCY OR OFFICE)

0 ves X no

15. ACCESS RESTRICTIONS pdvEs TONo
(IF YES, CITE LAW(S) & REGULATION(S))

Right to Privacy implied by the Fourth
Amendment

16. AUDIT REQUIREMENTS

& noNE (] sTATE {7 FEDERAL (] INDEPENDENT

17. IS AN INDEX SYSTEM USED? (iF YES, EXPLAIN BRIEFLY AND DESCRIBE
ANY HARDW ARE/SOFTW ARE)
Ryes Ono

Computer database

18. RECOMMENDED RETENTION

Retain for 75 years after employee separation, then
destroy.

19. NAME AND TITLE OF PREPARER

Jennifer M. Manix, Program Analyst

20. TELEPHONE NUMBER 21

301/405-5764

DATE

April 15, 1996

‘xc’r 201 7/92)




INSTRUCTIONS: TYPE OR PRINT A SEPARATE

FORM FOR EACH NEW OR REVISED RECORD
SERIES. FORWARD WITH RECORDS

UNIVERSITY OF MARYLAND

COLLEGE PARK

AGENCY RECORDS INVENTORY

NTION SCHEDULE
paGE __ 98 of_ 77
CT - 201 (7/92)
1. AGENCY 2. DIVISION 3. UNIT
Chief's Office

University of Maryland at College Park

Police Deparument

DEFINITION - RECORD SERIES:

A GROUP OF RELATED RECORDS NORMALLY FILED AND

AS RETENTION AND DISPOSITION PURPOSES

USED AS A UNIT FOR REFERENCE AS WELL

4. RECORD SERIES TITLE

Legal Files

5. EARLIEST YEAR/LATEST YEAR

1989 TO 1996

6. RECORD SERIES DESCRIPTION

(BRIEFLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS
FOUND IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES.)

Includes copies of paperwork associated with civil litigation, civil suits, etc.

7. RECORD SERIES FORMAT(S)

8. RECORD SERIES SEQUENCE

9. VOLUME
BJ FILE DRAWER(S)
/ [J MICROFILM(S)
I R 8 COMPUTER TAPE(S)

@. LETTERSIZE D MICROFILM D ALPHABETICAL
O tecasze (0 COMPUTER TAPE [0 NUMERICAL NUMBER OTHER (SPECTFY)
O sounpeook [J FLOPPY DISK Kl CHRONOLOGICAL
O aubiotare O vIDEOTAPE [0 GEOGRAPHICAL 10, ANNUAL ACDCUMULATION
‘ FILE DRAWER(S)
O OTHER (SPECIFY) {J OTHER (SPECIFY) 5 (J MICROFILM(S)
["] COMPUTER TAPE(S)
NUMBER 5A OTHER (SPECIFY)
Folders
T1. FILE IS USED 12, FILE BECOMES INACTIVE AFTER 3
< MONTH YEAR
OoanLy TWEEKLY KUMONTHLY 75 after Cape ONTHES) o4 8)
NUMBER

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

Building 003, Room 1112D

=

&3 vEs

1S RECORD SERIES DUPLICATED ELSEWHERE?
(IF YES, SPECIFY AGENCY OR OFFICE)

President’s Legal Office and Attorney General's
Office

o

Ono

{i’} NONE

AUDIT REQUIREMENTS

(] sTAaTE

[] FEDERAL

17. IS AN INDEX SYSTEM USED? (F YES, EXPLAIN BRIEFLY AND DESCRIBE 18. RECOMMENDED RETENTION
Retain for 75 years after case is closed, then

15. ACCESS RESTRICTIONS pYES
Righ® To-PR4VaeEy " i®plied by the Fourth
Amendment

NY HARDWARE,

A DYES ARE/SOFTWARE) E_NO

destroy.

19. NAME AND TITLE OF PREPARER

Jennifer M. Manix, Program Analyst

20. TELEPHONE NUMBER

301/405-5764

21. DATE

April 15, 1996

QGT - 201 (7/92)

{7 INDEPENDENT




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

RETENTION SCHEDULE

UNIVERSITY OF MARYLAND

COLLEGE PARK

AGENCY RECORDS INVENTORY

PAGESQ ~_ OF__ 77

GT - 201 (7/92)
AGENCY

University of Maryland at College Park

2. DIVISION

Police Department

3. UNIT
Chief’s Office

DEFINITION - RECORD SERIES:

A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR REFERENCE AS WELL

AS RETENTION AND DISPOSITION PURPOSES

.4. RECORD SERIES TITLE

Office of Judicial Programs Referrals

5. EARLIEST YEAR/LATEST YEAR

6. RECORD SERIES DESCRIPTION

Copy of referrals made by officers to the Office of Judicial Programs.

(BRIEFLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS
FOUND IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES.)

{IF YES, CITE LAW(S) & REGULATION(S))

Buckley Amendment

X NONE

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
[J FILE DRAWER(S)
/ [J MICROFILM(S)
i LETTERSIZE [J MicroFiLM [  ALPHABETICAL ] COMPUTER TAPE(S)
O viecaLsize [J COMPUTER TAPE [J NUMERICAL NUMBER Kl OTHER (SPECIFY)
.0 BounDBOOK [J FLOPPY DISK @ CHRONOLOGICAL 3” 3-Ring Binder
O aubiotarE [0 VIDEOTAPE ] GEOGRAPHICAL 10. ANNUAL A%:UMULATION
FILE DRAWER(S)
(3 OTHER (SPECTFY) (J OTHER (SPECTFY) l [ MICROFILM(S)
[]] COMPUTER TAPE(S)
NUMBER OTHER (SPECIFY)
3” 3-Ring Binder
11. FILEIS USED 12. FILE BECOMES INACTIVE AFTER
OpalLy WEEKLY COMONTHLY [0 MONTH(S) [J YEAR(S)
NUMBER Disposition of case
13. CURRENT LOCATION(S) (BLDG., FLOOR, ROOM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?
(IF YES, SPECIFY AGENCY OR OFFICE)
Building 003, Room 1112
g oom m YES D NO Judicial Programs Office
15.  ACCESS RESTRICTIONS pAYES "[JNO | 16. AUDIT REQUIREMENTS

[0 STATE O FEDERAL [0 INDEPENDENT

ANY HARDWARE/SOFTW ARE)
Oyes Mno

17. 1S AN INDEX SYSTEM USED? (F YES, EXPLAIN BRIEFLY AND DESCRIBE 18.

RECOMMENDED RETENTION

Retain until disposition is received, then destroy.

19. NAME AND TITLE OF PREPARER

Jennifer M. Manix, Program Analyst

20. TELEPHONE NUMBER

301/405-5764

21. DATE

April 15, 1996

‘:r -201 (7/92)




CCONS . TYPE OR PRINT A SEPARATE B -
': FOR EACH NEW OR REVISED RECORD UNIVERSITY OF MARYLAND | AGENCY RECORDS INVENTORY
SERIES. FORWARD WITH RECORDS

RETENTION SCHEDULE COULLEGE PARK 60
P
RMGT - 201 (792} AGE oF__77
I, AGENCY 2. DIVISION 3. UNIT
University of Maryland at College Park Police Department - . Chief's Office
- DEFINITION - RECORD SERIES: A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNTT FOR REFERENCE AS WELL

AS RETENTION AND DISPOSITION PURPOSES

4. RESCORD SERIES TITLE 5.  EARLIEST YEAR/LATEST YEAR

Personnel Files 1965 TO 1996

< RECORD STRIZS DESCRIPTION  (BRIZFLY DESCAIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS
FOUND IN THE SERIZS. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES.)

Files permanung to cervent and former employess contatning paperwork related to hiring, certificates, awards, disciplinary acoons, e

T RICORD SERILS FORMAT(S) 5. RZCORD SZRIES SEQUENCE T VOLUME
T FiLS DRAWER(S)
A ) MICROFILM(S)
R Lerrersize 0 microFmM R ALPHABETICAL ) COMPUTER TAPE(S)
0D LzcaLszs [0 COMPUTER TAPE ) NUMERICAL NUMBER U or=R (sPEGFY)
0 sounDBOOK [ FLOPPY DISK [) CHRONOLOGICAL
O avbiotars [ viDEOTAPE ) GEOGRAPHICAL 10, ANNUAL A%UMULATION
0 = T FILE DRAWER(S)
[} OTHER (SPECIFY) ) OTHER (SPECIFY) / D) MICROFILM(S)
__ 1 [J coMPUTER TAPE(S)
NUMBER 3 oTHER (SPECIFY)
11, FILZ 1S USED 12, FILE BECOMES INACTIVE ~F 2R _
Cipany MwszkLy COMONTHLY 10 ) MONTH(S) YZAR(S)
UMBER after separation
13. CURRENT LOCATION(S) (BLDG., FLOOR, ROOM) T4. 15 RECORD SERIES DUPLICATZD SLSEWHERE?
Riverdale Elementary School - Storage Roowt and (IF YES. SPECIFY ACENCY OR OFRCS)
Building 003, Room 102
e eom D ves & NO
15. ACCESS RESTRICTIONS =S [JNO | 16. AUDIT REQUIREMENTS
OF YIS, CITE LAW(S) & RECULATION(S))
Right to Privacy implied by the Fourth B2 NONE O state [ F=DERAL (J INDEPENDENT
2 t
17. IS AN INDEX SYSTEM USED? (1F YES EXPLAIN BRIEFLY AND DESCRISE 18. RECOMMENDED RETENTION
ANY HARDW ARE/SOFTWARE) : ’ B ‘
XvEs ONo : - Retain for 10 years after separation, then destroy.
Computer database
NAME AND TITLE OF PREPARER 30. TELEPHONE NUMBER | 21. DATIE
Jennifer M. Manix, Program Analyst 301/405-5764 April 15, 1996
RMGT - 201 (7/92)

-



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

UNIVERSITY OF MARYLAND

AGENCY RECORDS INVENTORY

University of Maryland at College Park

Police Deparument

RETENTION SCHEDULE COLLEGE PARK
RMGT - 201 (7/92) PAGE_61 OF_77
1. AGENCY 2. DIVISION 3. UNIT

Chief's Office

DEFINITION - RECORD SERIES:

A GROUP OF RELATED RECORDS NORMALLY FILED AND
AS RETENTION AND DISPOSITION PURPOSES

USED AS A UNIT FOR REFERENCE AS WELL

4. RECORD SERIES TITLE

Public Information Log

5. EARLIEST YEAR/LATEST YEAR

1992 TO

1996

6. RECORD SERIES DESCRIPTION

A copy of media releases.

(BRIEFLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS
FOUND IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES.)

7. RECORD SERIES FORMAT(S) & RECORD SERIES SEQUENCE 9. VOLUME
[} FILE DRAWER(S)
2 [0 MICROFILM(S)
B vLerTERSIZE O MicroFILM (J ALPHABETICAL S [] COMPUTER TAPE(S)
O vLecALsizE ] COMPUTER TAPE [J NUMERICAL NUMBER (& OTHER (SPECIFY)
O BounpBOoOK [0 FLOPPY DISK fd CHRONOLOGICAL 3" 3-Ring Binder
"0 aupDioTAPE (O VIDEO TAPE [0 GEOGRAPHICAL 10. ANNUAL A%:UMULATION
FILE DRAWER(S)
[0 OTHER (SPECIFY) [ OTHER (SPECIFY) ] MICROFILM(S)

"

] COMPUTER TAPE(S)

NUMBER & OTHER (SPECIFY)
3” 3-Ring Binder
11 FILEIS USED 12. FILE BECOMES INACTIVE AFTER
DAILY O weekLy [OMONTHLY [ MONTH(S) & YEAR(S)
-
NUMBER
13. CURRENT LOCATION(S) (BLDG., FLOOR, ROOM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?
{)F YES, SPECIFY AGENCY OR OFFICE)
Building 003, Room 1112 y
8 O yEs NO
15. ACCESS RESTRICTIONS Oyes NO [ 16. AUDIT REQUIREMENTS
{IF YES, CITE LAW(S) & REGULATION(S))
K NONE [J sTATE [J FEDERAL (] INDEPENDENT
17. 1S AN INDEX SYSTEM USED? (F YES, EXPLAIN BRIEFLY AND DESCRIBE 18. RECOMMENDED RETENTION
ANY HARDWARE/SOFTW ARE)
Dves NO Retain for 1 year plus the current semester, then destroy.

19. NAME AND TITLE OF PREPARER

Jennifer M. Manix, Program Amﬂyst

20. TELEPHONE NUMBER

301/405-5764

21. DATE

April 15, 1996

RMGT - 201 (7/92)




l}dSTRUCﬂONS: TYPE OR PRINT A SEPARATE -
FORM FOR EACH NEW OR REVISED RECORD

ES. FORWARD WITH RECORDS

UNIVERSITY OF MARYLAND

AGENCY RECORDS INVENTORY

University of Maryland at College Park

Police Department

TTION SCHEDULE COLLEGE PARK
RMGT - 201 (7/92) PACE_f2 OF 77
T AGENCY 2 DIVISION 3 ONIT

Chicf's Office

DEFINITION - RECORD SERIES:

A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR REFERENCE AS WELL
AS RETENTION AND DISPOSITION PURPOSES

4, RECORD SERIES TITLE

Services Log

5. EARLIEST YEARLATEST YEAR

1992 TO 1996

6. RECORD SERIES DESCRIPTION

A record of the chronological order of departmental service events.

(BRIEFLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS
FOUND IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES.)

(IF YES. CITE LAW(S) & RECULATION(S))

7. RECORD SERIES FORMAT(S) 5. RECORD SERIES SEQUENCE 9. VOLUME
’ 0] FILE DRAWER(S)
2 [ MICROFILM(S)
B i=rrERszE {0 microFILM 3  ALPHABETICAL [ COMPUTER TAPE(S)
O iecavsizE ] COMPUTER TAPE [J NUMERICAL NUMBER (% OTHER (SPECTFY)
O sounpBOoOX [J FLOPPY DISK B2 CHRONOLOGICAL 3 A-Ring Binder
D avbiotare [ VIDEOTAPE [0 GEOGRAPHICAL 10. “ANNUAL ACESUMUU«TION
S FILE DRAWER(S)
D OTHER (SPECIFY) ) OTHER (SPECIFY) / 0] MICROFILM(S)
[) COMPUTER TAPE(S)
NUMBER Kl OTHER (SPECIFY)
17 3-Ring Binder
11. FILE IS USED ' 12. FILE BECOMES INACTIVE AFTER
Bpamy OwzskLy COMONTHLY 1 "~ [J MONTH(S) & YEAR(S)
NUMBER
13. CURRENT LOCATION(S) (BLDG.. FLOOR, ROOM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?
(IF YES, SPECIFY AGENCY OR OFFICE)
Building 003, Room }109
ng S, Room D ves 0 no
15. ACCESS RESTRICTIONS [JYEs ®INO | 16, AUDIT REQUIREMENTS

®) NoNE O sTATE (0 FEDERAL [ INDEPENDENT

17. 1S AN INDEX SYSTEM USED? (IF YES. EXPLAIN BRIEFLY AND DESCRIBE
ANY HARDWARE /SOFTW ARE)

YES Ono

Lomputer database

18. RECOMMENDED RETENTION
Retain for 1 year, then sSend:to University Archives.

19. NAME AND TTTLE OF PREPARER

Jennifer M. Manix, Program Analyst

20. TELEPHONE NUMBER 21

301/405-5764

DATE

April 15, 1996

RMGT - 20 (7/92)




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

UNIVERSITY OF MARYLAND

AGENCY RECORDS INVENTORY

University of Maryland at College Park

RETENTION SCHEDULE COLLEGE PARK
RMGT - 201 (7/92) PAGE_RQ3 OF_772
AGENCY 2. DIVISION 3. UNIT
Police Department Chief’s Office

DEFINITION - RECORD SERIES:

A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR REFERENCE AS WELL

AS RETENTION AND DISPOSITION PURPQOSES

4. RECORD SERIES TITLE

5. EARLIEST YEAR/LATEST YEAR

NUMBER

Trespass/ Denial of Access Hearing Logs 1980 TO 1996
6. RECORD SERIES DESCRIPTION  (BRIEFLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS
FOUND IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES.)
Copy of materials used in Trespass/ Denial of Access hearings containing police report information.
7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9 VOLUME
& FILE DRAWER(S)
/ [J MICROFILM(S)
&l LETTERSIZE O microFim B0 ALPHABETICAL 7] COMPUTER TAPE(S)
O wecaLsIzE {T] COMPUTER TAPE (0 NUMERICAL NUMBER [J oTHER (sPECIFY)
O sounDBOOK [ FLOPPY DISK [J CHRONOLOGICAL
O auvoiotarE [0 VIDEOTAPE 0 GEOGRAPHICAL 10. ANNUAL ACCUMULATION
FILE DRAWER(S)
0 OTHER (SPECIFY) [0 OTHER (SPECIFY) / 0] MICROFILMES)
LA COMPUTER TAPE(S)
NUMBER OTHER (SPECIFY)
Folder
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
OvarLy (8 wEEKLY OmMoNTHLY O MONTH(S) [ YEAR®S)

Expiration of appeal process

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

{IF YES, SPECIFY ACENCY OR OFFICE)

IS RECORD SERIES DUPLICATED ELSEWHERE?

Building 003, Room 1199 .
Kl ves J ~no Records Unit - Incident Files
15. ACCESS RESTRICTIONS RdYEs [JNO [ 16. AUDIT REQUIREMENTS
. (IF YES, CTTE LAW(S) & 'REGULA'HON(.S))

Right to Privacy implied by the Fourth ¥ NONE [ STATE ) FEDERAL [ INDEPENDENT

Amendment
17. IS AN INDEX SYSTEM USED? (IF YES, EXPLAIN BRIEFLY AND DESCRIBE 18. RECOMMENDED RETENTION

ANY HARDWARE/SOFTWARE)
Oves NO Retain untl expiration of appeal process is reached, then destroy.
P ppeal p

19. NAME AND TITLE OF PREPARER

Jennifer M. Manix, Program Analyst

20. TELEPHONE NUMBER

301/405-5764

21. DATE

April 15, 1996

.RMGT - 201 {(7/92)




INSTRUCTIONS: TYPE OR PRINT A SEPARATE

FORM FOR EACH NEW OR REVISED RECORD UNIVERSITY OF MARYLAND AGENCY RECORDS INVENTORY

SERIES. FORWARD WITH RECORDS

RETENTION SCHEDULE COLLEGE PARK

MGT - 201 (7/92) PAGE __ 64 OF 77
‘ AGENCY 2. DIVISION 3. UNIT
University of Maryland at College Park Police Department Chief's Office
DEFINITION - RECORD SERIES: A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR REFERENCE AS WELL
AS RETENTION AND DISPOSITION PURPOSES

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

Search Committee Files 1990 TO 199

6. RECORD SERIES DESCRIPTION  (BRIEFLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS
FOUND IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES.)

Refers to search committee materials for associate stafi and administrators. Consists of advertisements, final recommendation of the committee (includes copy of the minutes of
meeting 1{ the minutes contain final recommendation daiz), voiing results, top candidate resumes (top 10 or 5 only), and all information on appointed candidate.

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
O FILE DRAWER(S)
. 3 [J MICROFILM(S)
i LerrErRsize 0 MICROFILM 0 ALPHABETICAL {C] COMPUTER TAPE(S)
O vLecarsize [ COMPUTER TAPE [] NUMERICAL NUMBER [A. OTHER (SPECIFY)
0 sounpBook [ FLOPPYDISK B CHRONOLOGICAL Folders
O AUDIOTAPE O vIDEO TAPE [0 GEOGRAPHICAL 10. ANNUAL A%‘.UMULATION
FILE DRAWER(S)
{0 OTHER (SPECIFY) [ OTHER (SPECIFY) { ] MICROFILM(S)
1t [0 COMPUTER TAPE(S)
NUMBER [Xl. OTHER (SPECIFY)
Folder
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
Opaiy O wEekLY BIMONTHLY 95 [J MONTH(S) & YEAR(S)
NUMBER '
13, CURRENT LOCATION(S) (BLDG., FLOOR, RCOM) i4. 1S RECORD SERIES DUPLICATED ELSEWHERE?
{IF YES, SPECIFY AGENCY OR OFFICE)
Building 003, Room 1112
e eom R yes O No Dept. Requesting the Search
15. ACCESS RESTRICTIONS pa YES LINO 16. AUDIT REQUIREMENTS
(IF YES, CITE LAW(S) & REGULATION(S)}
Right to Privacy B0 NONE [ sTATE (] FEDERAL {] INDEPENDENT
17. IS AN INDEX SYSTEM USED? (F YES, EXPLAIN BRIEFLY AND DESCRIBE 18. RECOMMENDED RETENTION
ANY HARDWARE/SOFTWARE)
YES © Retain material as required in a departmental archives for 25 years, then destroy.
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE
Jennifer M. Manix, Program Analyst 301/405-5764 April 15, 1996

‘16'1' -201(7/92)




|

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

GT - 201 (7/92)

UNIVERSITY OF MARYLAND

AGENCY RECORDS INVENTORY

COLLEGE PARK

pace_65  or 77

AGENCY
University of Maryland at College Park

2. DIVISION 3.
Police Department

UNIT
Communications

DEFINITION - RECORD SERIES:

A GROUP OF RELATED RECORDS NORMALLY FILED AND
AS RETENTION AND DISPOSITION PURPOSES

USED AS A UNIT FOR REFERENCE AS WELL

Cassette tapes recording telephone calls and radio transmissions.

4. RECORD SERIES TITLE 5. EARLIEST YEAR/LATEST YEAR
Audio Tapes 1995 TO 1996
6. RECORD SERIES DESCRIPTION  (BRIEFLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS

FOUND IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES.)

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
D FILE DRAWER(S)
6 O [0 MICROFILM(S)
O LeTTERSIZE (0 MICROFILM [0 ALPHABETICAL : (0 COMPUTER TAPE(S)
O tecaLsize [J COMPUTER TAPE K. NUMERICAL NUMBER [J OTHER (SPECIFY)
0 sounpBook (J FLOPPY DISK [J CHRONOLOGICAL Drawers
™ aubloTAPE O vIDEOTAPE [J GEOGRAPHICAL 10. ANNUAL A%;\UMULATION
FILE DRAWER(S)
{0 OTHER (SPECIFY) [0 OTHER (SPECIFY) 30 5}’ MICROFILM(S)
=Y [} COMPUTER TAPE(S)
NUMBER (0 OTHER (SPECIFY)
Drawers
11. FILE IS USED 12.  FILE BECOMES INACTIVE AFTER
DAILY [ wEEKLY COMONTHLY O MONTH(s) K YEAR®S)
NUMBER
13. CURRENT LOCATION(S) (BLDG., FLOOR, ROOM) 14. IS RECORD SERIES DUPLICATED ELSEWHERE?
{IF YES, SPECTIFY AGENCY OR OFFICE)
Building 003, R 1102, 1109B, and haflway by 0126
ul ll\g ooms an a way \ D YES g NO
15. ACCESS RESTRICTIONS YES TJNO | 16. AUDIT REQUIREMENTS
{IF YES, CITE LAW(S) & REGULATION(S))
considered internal correspondence under NONE STATE FEDERAL INDEPENDENT
the Freedom of InformationpAct & - O ) H
17. IS AN INDEX SYSTEM USED? (iF YES, EXPLAIN BRIEFLY AND DESCRIBE 18. RECOMMENDED RETENTION
ANY HARDWARE/SOFTWARE)
YES NO Retain for 1 year, then erase.
Computer database
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE
Jennifer M. Manix, Program Analyst 301/405-5764 April 15,1996

RMGT - 201 (7/92)




INSTRUCTIONS: TYPE OR PRINT A SEPARATE
FORM FOR EACH NEW OR REVISED RECORD

UNIVERSITY OF MARYLAND

AGENCY RECORDS INVENTORY

University of Maryland at Coliege Park

Police Department

SERIES. FORWARD WITH RECORDS

RETENTION SCHEDULE COLLEGE PARK

RMGT - 201 (7/92) PAGE __66 OF 80
AGENCY 2. DIVISION 3. UNIT

Communications

DEFINITION - RECORD SERIES:

A GROUP OF RELATED RECORDS NORMALLY FILED AND

AS RETENTION AND DISPOSITION PURPOSES

USED AS A UNIT FOR REFERENCE AS WELL

4. RECORD SERIES TITLE

NCIC Clear Files

5. EARLIEST YEAR/LATEST YEAR

1995 TO 1996

6. RECORD SERIES DESCRIPTION

Items entered into NCIC as stolen and have been cleared due to recovery.

(BRIEFLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS
FOUND IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES.)

Building 003, Rooms 1102 and 1109B

] ves

(IF YES, SPECIFY AGENCY OR OFFICE)

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
FILE DRAWER(S)
/ [] MICROFILM(S)
-B LETTERSIZE O MICROFILM [J ALPHABETICAL [J COMPUTER TAPE(S)
O viecaLsze [ COMPUTER TAPE [ NUMERICAL NUMBER [J OTHER (SPECIFY)
O BounDBOOK [ FLOPPY DISK [] CHRONOLOGICAL
O auvbiotarE [0 VIDEOTAPE {J GEOGRAPHICAL 10. ANNUAL A%ZUMULATION
FILE DRAWER(S)
O OTHER (SPECIFY) ] OTHER (SPECIFY) / ] MICROFILMES)
__ I [0 COMPUTER TAPE(S)
NUMBER [64. OTHER (SPECIFY)
Folder
11. FILEIS USED 12. FILE BECOMES INACTIVE AFTER
Opamy 82 weekLY OmoNTHLY / (J MONTH(S) # YEAR(S)
NUMBER B
13. CURRENT LOCATION(S) (BLDG., FLOOR, ROOM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

15. ACCESS RESTRICTIONS [JYes

(IF YES, CTTE LAW(S) & REGULATION(S))

INO | 16. AUDIT REQUIREMENTS

K NONE

(] sTATE

{7 FEDERAL {T] INDEPENDENT

ANY HARDWARE/SOFTWARE}
@ YEs OnNo

Computer database

17. IS AN INDEX SYSTEM USED? (F YES, EXPLAIN BRIEFLY AND DESCRIBE 18.

RECOMMENDED RETENTION

Retain until end of the calendar year, then destroy.

19. NAME AND TITLE OF PREPARER

Jennifer M. Manix, Program Analyst

20. TELEPHONE NUMBER

301/405-5764

21. DATE

April 15, 1996

‘AG’I‘ -201(7/92)




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

UNIVERSITY OF MARYLAND

AGENCY RECORDS INVENTORY

University of Maryland at College Park

RETENTION SCHEDULE COLLEGE PARK
RMGT - 201 (792) PAGE _ 67 OF 80
AGENCY 2. DIVISION 3. UNIT

Police Department

Communications

DEFINITION - RECORD SERIES:

A GROUP OF RELATED RECORDS NORMALLY FILED AND
AS RETENTION AND DISPOSITION PURPOSES

USED AS A UNIT FOR REFERENCE AS WELL

4. RECORD SERIES TITLE

NCIC Locate Files

5. EARLIEST YEAR/LATEST YEAR

1994 TO 1996

6. RECORD SERIES DESCRIPTION

(BRIEFLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS
FOUND IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES.)

Stolen articles that were listed in NCIC and recovered by this agency.

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
B FILE DRAWER(S)
/ 0 MICROFILM(S)
{) LETTERSIZE T} MicroFILM [0 ALPHABETICAL [J COMPUTER TAPE(S)
O viecaLsize [ COMPUTER TAPE NUMERICAL NUMBER 0] OTHER (SPECIFY)
0 souNnDBOOK [J FLOPPYDISK [] CHRONOLOGICAL
[J AUDIO TAPE 3 vIDEO TAPE [J GEOGRAPHICAL 16. ANNUAL ACCUMULATION
FILE DRAWER(S)
[0 OTHER (SPECIFY) {7 OTHER (SPECIFY) ] MICROFILME)
[] COMPUTER TAPE(S)
NUMBER {d_ OTHER (SPECIFY)
Folder
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
Opaiy RwrekLy OMONTHLY {7 MONTH(S) K YEAR(S)
NUMBER
13. CURRENT LOCATION(S) (BLDG., FLOOR, ROOM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?
{IF YES, SPECIFY AGENCY OR OFFICE)
Building 003, R 1102 and 1109B
ul ll\g ooms an D YES mNO
15. ACCESS RESTRICTIONS L1YES BINO 16. AUDIT REQUIREMENTS
(IF YES, CITE LAW(S) & REGULATION(S))
&1 NONE (] sTATE (] FEDERAL [J INDEPENDENT

17.
ANY HARDWARE/SOFTWARE)
YES [Ono

Computer database

IS AN INDEX SYSTEM USED? (IF YES, EXPLAIN BRIEFLY AND DESCRIBE 18.

RECOMMENDED RETENTION

Retain until end of the calendar year, then destroy.

19.  NAME AND TITLE OF PREPARER

Jennifer M. Manix, Program Analyst

20. TELEPHONE NUMBER

301/405-5764

21. DATE

April 15, 1996

RMGT - 201 (7/92)




[

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

RETENTION SCHEDULE

UNIVERSITY OF MARYLAND AGENCY RECORDS INVENTORY

COLLEGE PARK
pace__ 08 o 77

—————

_' . 201 (7/92)
WP AGENCY

University of Maryland at College Park

2. DIVISION 3. UNIT
Police Deparument Communications

DEFINITION - RECORD SERIES:

A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR REFERENCE AS WELL
AS RETENTION AND DISPOSITION PURPOSES

4. RECORD SERIES TITLE

NCIC Teletype Entries

5. EARLIEST YEAR/LATEST YEAR

1994 TO 1996

6. RECORD SERIES DESCRIPTION (BRIEFLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS
FOUND IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES.)

Entries made into NCIC for stolen autos, boats, license plates and vehicie files.

7. RECORD SERIES FORMAT(S) 8 RECORD SERIES SEQUENCE 9. VOLUME
B FILE DRAWER(S)
/ [ MICROFILM(S)
W LETTERSIZE 0O microFiM 0 ALpHABETICAL [J COMPUTER TAPE(S)
O iecaLsize [0 COMPUTER TAPE %) NUMERICAL NUMBER [ OTHER (SPECIFY)
O sounpBook [J FLOPPY DISK (] CHRONOLOGICAL
0 AaubioTaPe O vibeoTAPE [0 GEOGRAPHICAL 0. ANNUAL ACC]CUMULATION
FILE DRAWER(S)
0O orHEr (SPECIFY) [0 OTHER (SPECIFY) {0 MICROFILM(S)
[J COMPUTER TAPE(S)
NUMBER 4. OTHER (SPECIFY)
Folder
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
OpalLy FI WEEKLY O MONTHLY 1 O MONTH(S) KJ vEar)
—_— after NCIC purge
NUMBER
13. CURRENT LOCATION(S) (BLDG., FLOOR, ROOM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?
(IF YES. SPECIFY AGENCY OR OFFICE)
Building 003, Room 11098 D YES @ NO
15. ACCESS RESTRICTIONS TJves INO | 16. AUDIT REQUIREMENTS
(IF YES, CITE LAW(S) & RECULATION(S))
[J NONE & sTaTE X} FEDERAL [ INDEPENDENT

ANY HARDWARE/SOFTW ARE)
f8 yes Owno

Computer database

7. IS AN INDEX SYSTEM USED? (F YES. EXPLAIN BRIEFLY AND DESCRIBE 18. RECOMMENDED RETENTION

Retain for 1 year after NCIC purge and until all
audit requirements are met, then destroy.

19. NAME AND TITLE OF PREPARER

Jennifer M. Manix, Program Analyst

20. TELEPHONE NUMBER 21. DATE

301/405-5764 April 15, 1996

RMGT - 201 (7/92)




“  INSTRUCTIONS: TYPE OR PRINT A SEPARATE
RM FOR EACH NEW OR REVISED RECORD
SERIES. FORWARD WITH RECORDS

UNIVERSITY OF MARYLAND

COLLEGE PARK

AGENCY RECORDS INVENTORY

University of Maryland at College Park

Police Department

RETENTION SCHEDULE 69 -
RMGT - 201 (7/92) PAGE OF
1. AGENCY 2. DIVISION 3. UNIT

Communications

DEFINITION - RECORD SERIES:

A GROUP OF RELATED RECORDS NORMALLY FILED AND SED AS A UNIT FOR REFERENCE AS WELL

AS RETENTION AND DISPOSITION PURPOSES

4. RECORD SERIES TITLE

5. EARLIEST YEAR/LATEST YEAR

NCIC Teletype Entries 1995 TO 1996
6. RECORD SERIES DESCRIFTION _ (BRIEFLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS
FOUND IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES.)
Enties made into NCIC for missing persons and guns.
7. RECORD SERIES FORMAT(S) 8 RECORD SERIES SEQUENCE 9. VOLUME
5 FILE DRAWER(S)
/ ) MICROFILM(S)
50 LeTTERSIZE O MicroALM {0 ALPHABETICAL 1 __ [0 COMPUTER TAPE(S)
O iecavsize [J COMPUTER TAPE [X. NUMERICAL NUMBER ) OTHER (sPECIFY)
0O sounDBOOK [J FLOPPY DISK [] CHRONOLOGICAL
. O auvbiotare  [J viDEOTAPE [J GEOGRAPHICAL 10. ANNUAL ACCUMULATION
: FILE DRAWER(S)
3 orHER (sPECTFY) [0 OTHER (SPECIFY) / ] MICROFILM(S)
% COMPUTER TAPE(S)
NUMBER OTHER (SPECIFY)
Folder
11. FILEIS USED 12. FILE BECOMES INACTIVE AFTER
Opawy MweekLy D MONTHLY EJ MONTH(S) B vearg)
1 after NCIU purge
NUMBER
13. CURRENT LOCATION(S) (BLDG., FLOOR, ROOM) 14. IS RECORD SERIES DUPLICATED ELSEWHERE?
(IF YES, SPECIFY ACENCY OR OFRICE)
Building 003, R 1109
g ooms Band 1102 0 yes £ no
15. ACCESS RESTRICTIONS UIvES IING | 16. AUDIT REQUIREMENTS
(IF YES, CTTE LAW(S} & RECULATION(5))
(J NONE i sTaTE ¥ FEDERAL [ INDEPENDENT

ANY HARDWARE/SOFTW ARE}
Ono

Computer database

17. 15 AN INDEX SYSTEM USED? (¥ YES, EXPLAIN BRIEFLY AND DESCRIBE 18

RECOMMENDED RETENTION
Retain for 1 year after NCIC purge and until all
audit requirements are met, then destroy.

19.  NAME AND TITLE OF PREPARER

Jennifer M. Manix, Program Analvst

20. TELEPHONE NUMBER

301/405-5764

2]. DATE

April 15, 1996

..MGT -201 (/92)




INSTRUCTIONS: TYPE OR PRINT A SEPARATE

FOR EACH NEW OR REVISED RECORD
‘;. FORWARD WITH RECORDS

UNIVERSITY OF MARYLAND

AGENCY RECORDS INVENTORY

University of Maryland at College Park

Police Deparument

RETENTION SCHEDULE COLLEGE PARK
RMCT - 201 (792) PAGE _10 or 77
1. AGENCY 2. DIVISION 3. UNIT

Communications

DEFINITION - RECORD SERIES:

A GROUP OF RELATED RECORDS NORMALLY FILED AND
AS RETENTION AND DISPOSITION PURPOSES

USED AS A UNIT FOR REFERENCE AS WELL

4. RECORD SERIES TITLE

Video Tapes

5. EARLIEST YEAR/LATEST YEAR

6. RECORD SERIES DESCRIPTION

(BRIEFLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS
FOUND IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES. )

VHS tape recording from monitors placed inside and outside of the Service Building.

7. RECORD SERIES FORMAT(S) 3. RECORD SERIES SEQUENCE 9. VOLUME
K FILE DRAWER(S)
0 (] MICROFILM(S)
O isTTERSsIZE 0O microriLM (0 ALPHABETICAL i (C] COMPUTER TAPE(S)
O tecaLsze [0 COMPUTER TAPE . NUMERICAL NUMBER ] OTHER (SPECIFY)
D BOUND BOOK D FLOPPY DISK D CHRONOLOGICAL Drawers
0 aupioTAPE X viDEOTAPE 0 GEOGRAPHICAL 10. ANNUAL A%:UMULATION
FILE DRAWER(S)
. {O OTHER (SPECIFY) (] OTHER (SPECIFY) / O ] MICROFILM()
__ 1Y ([0 COMPUTER TAPE(S)
NUMBER (0 OTHER (SPECIFY)
Drawers
11. FILEIS USED 12. FILE BECOMES INACTIVE AFTER
BoAILY O wEEKLY OMONTHLY D MONTH(S) X YEAR(S)
NUMBER
13. CURRENT LOCATION(S) (BLDG., FLOOR, ROOM} 15. IS RECORD SERIES DUPLIC~TZD ELSEWHERE?
(IF YES. SPECIFY ACENCY OR OFFiZE)
Building 003, Rooms 1109B, 0194, and haliway by 0126 D YES @—NO
15. ACCESS RESTRICTIONS KIYES [JNO [ 16. AUDIT REQUIREMENTS
Qar YB. Crre LAW(S)'k RECULATION(S))
considered internal correspondence under XINONE {0 state (J FEDERAL {0 INDEPENDENT
the Freedom of Information Act
17. 1S AN INDEX SYSTEM USED? (IF YES, EXPLAIN BRIEFLY AND DESCRIBE 18. RECOMMENDED RETENTION
ANY HARDW ARE/SQFTW ARE)
Kyes Ono Retain for 1 year, then erase.
Computer database
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE
Jennifer M. Manix, Program Analvst 301/405-5764 April 15, 1996

.‘! -1 (7/92)




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

UNIVERSITY OF MARYLAND

COLLEGE PARK

AGENCY RECORDS INVENTORY

PAGE 71 OF, 77 .

GT - 201 (7/92)
AGENCY

University of Maryland at College Park

2. DIVISION
Police Department

3.  UNIT
Investigations

DEFINITION - RECORD SERIES:

A GROUP OF RELATED RECORDS NORMALLY FILED AND
AS RETENTION AND DISPOSITION PURPOSES

USED AS A UNIT FOR REFERENCE AS WELL

4. RECORD SERIES TITLE

5. EARLIEST YEAR/LATEST YEAR

the Freedom of Information Act

Confidential Informant Files 1988 TO 1992
6 RECORD SERIES DESCRIPTION  (BRIEFLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS
FOUND IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES.)
Contain initial contact sheet, subsequent contact sheets, and any documentation related to information that they provide (statements, reports, etc.)
7. RECORD SERIES FORMAT(S) 8 RECORD SERIES SEQUENCE 9. VOLUME
] FILE DRAWER(S)
3’7 [J MICROFILM(S)

M LETTERSIZE O microrLM [J ALPHABETICAL [] COMPUTER TAPE(S)

O iecatsize [] COMPUTER TAPE [] NUMERICAL NUMBER (s OTHER (SPECIFY)

00 sounpBook  [] FLOPPY DISK K CHRONOLOGICAL Folders

O aubioTarE  [J VIDEOTAPE [J GEOGRAPHICAL 10. ANNUAL ACCUMULATION

FILE DRAWER(S)
[0 OTHER (SPECIFY) (J OTHER (SPECIFY) 5 ] MICROFILM(S)
: COMPUTER TAPE(S)
NUMBER OTHER (SPECIFY)
Folders
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
pany OweekLy KIMONTHLY 5 {J MONTH(S) & YEARE)
NUMBER
13. CURRENT LOCATION(S) (BLDG., FLOOR, ROOM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?
(IF YES, SPECIFY AGENCY OR OFFICE)
Building 003, Room 1114 0 ves & no
15. ACCESS RESTRICTIONS WIYEs TING | 16, AUDIT REQUIREMENTS
confidered Ihternal corresponde d
pondence under [ NONE O sTaTE [ FEDERAL (J INDEPENDENT

17.
ANY HARDWARE/SOFTWARE)

Oves NO

1S AN INDEX SYSTEM USED? (F YES. EXPLAIN BRIEFLY AND DESCRIBE

RECOMMENDED RETENTION

Retain for 5 years after last contact with informant, then destroy.

19. NAME AND TITLE OF PREPARER

Jennifer M. Manix, Program Analyst

20. TELEPHONE NUMBER

301/405-5764

21. DATE

April 15, 1996

‘GT -201 (7/92)




INSTRUCTIONS: TYPE OR PRINT A SEPARATE
FORM FOR EACH NEW OR REVISED RECORD
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RMGT - 201 (7/92)

UNIVERSITY OF MARYLAND

COLLEGE PARK

AGENCY RECORDS INVENTORY

PAGE_/72  oF 77

" AGENCY
University of Maryland at College Park

2. DIVISION
Police Department

3. UNIT
Investigations

DEFINITION - RECORD SERIES:

A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR REFERENCE AS WELL

AS RETENTION AND DISPOSITION PURPOSES

4. RECORD SERIES TITLE

Equipment Logs

5. EARLIEST YEAR/LATEST YEAR

1992

TO 1996

6. RECORD SERIES DESCRIPTION

(BRIEFLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS
FOUND IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES.)

Contains information relating to equipment/radios used by investigations personnel.

7 RECORD SERIES FORMAT(S) 8 RECORD SERIES SEQUENCE 9. VOLUME
OJ FILE DRAWER(S)
[ MICROFILM(S)
® LETTERSIZE 0 MicroFILM {0 ALPHABETICAL { % COMPUTER TAPE(S)
(J cecausize [J COMPUTER TAPE [ NUMERICAL NUMBER OTHER (SPECIFY)
[J sounDBOOK  [] FLOPPYDISK K CHRONOLOGICAL Folder
O aupioTaPE [ VIDEOTAPE {J GEOGRAPHICAL 10. ANNUALA%:UMULATION
FILE DRAWER(S)
OTHER (SPE
[J OTHER (SPECIFY) O R (SPECIFY) £} MICROFILM(S)

/0

- [] COMPUTER TAPE(S)

NUMBER 4 OTHER (SPECIFY)
. Pages
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
Opamy [OwWEEKLY i MONTHLY / [0 MONTH(S) & YEAR(S)
NUMBER
13. CURRENT LOCATION(S) (BLDG., FLOOR, ROOM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?
(IF YES, SPECIFY AGENCY OR OFFICE)
Building 003, Room 1114 O ves 0 No
15. ACCESS RESTRICTIONS DIYEs XINO | 16. AUDIT REQUIREMENTS
(IF YES, CTTE LAW(S) & REGULATION(S))
) NONE (O staTE (] FEDERAL [J INDEPENDENT
17. IS AN INDEX SYSTEM USED? (f YES, EXPLAIN BRIEFLY AND DESCRIBE 18. RECOMMENDED RETENTION
ANY HARDW ARE/SOFTW ARE)
Oves @no Retain for 1 year, then destroy.
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE
Jennifer M. Manix, Program Analyst 301/405-5764 April 15, 1996

RMGT - 201 (7/92)




INSTRUCTIONS: TYPE OR PRINT A SEPARATE

AS RETENTION AND DISPOSITION PURPOSES

FORM FOR EACH NEW OR REVISED RECORD UNIVERSITY OF MARYLAND AGENCY RECORDS INVENTORY
SERIES. FORWARD WITH RECORDS
RETENTION SCHEDULE COLLEGE PARK 73 77
GT - 201 (7/92) PAGE OF
AGENCY 2. DIVISION 3. UNIT
University of Maryland at College Park Police Department Investigations
DEFINITION - RECORD SERIES: A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR REFERENCE AS WELL

4. RECORD SERIES TITLE

Investigative Files

5. EARLIEST YEAR/LATEST YEAR

1980 TO 1996

6. RECORD SERIES DESCRIPTION  (BRIEFLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS
FOUND IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES.)

Contains duplicates of reports, witness statements, property receipts, analysis reports, documentation of evidence, search warrants, subpoenas, memos, and correspondence
already contained in arvest file in the Records Unit. Additionally contains investigative summaries.

the Freedom of Information Act

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
[B FILE DRAWER(S)
3 ] MICROFILM(S)
B LermERsizE [ MicrOFILM [0 ALPHABETICAL [] COMPUTER TAPE(S)
0O iecaLsize [0 COMPUTER TAPE [ NUMERICAL NUMBER O OTHER (SPECIFY)
0 BounDBook [ FLOPPY DISK [] CHRONOLOGICAL
O aubioTarE O VIDEOTAPE ] GEOGRAPHICAL 10. ANNUAL A([Z:]CUMULATION
FILE DRAWER(S)
{1 OTHER (SPECIFY) [0 OTHER (SPECIFY) / 0 (] ] MICROFILM(S)
g COMPUTER TAPE(S)
NUMBER OTHER (SPECIFY)
Folders
11. FILEIS USED 12. FILE BECOMES INACTIVE AFTER
Kpawy CwEEKLY [JMONTHLY [0 MONTH(S) B yEAR(S)
NUMBER
13. CURRENT LOCATION(S) (BLDG., FLOOR, ROOM) T4. 1S RECORD SERIES DUPLICATED ELSEWHERE?
Building 003, Room 1114 and (IF YES, SPECIFY AGENCY OR OFFICE)
Riverdale El School, St R
verdale emcnmry ChOO: Oragc oom D YES m NO
15. ACCESS RESTRICTIONS (WYES OnNo 16. AUDIT REQUIREMENTS
(IF Y"E CITE LAW(S) 65 REGULATION(S)) |
considered internal correspondence unde] K] NONE (] STATE [J FEDERAL (J INDEPENDENT

17. 1S AN INDEX SYSTEM USED? (F YES, EXPLAIN BRIEFLY AND DESCRIBE
ANY HARDW ARE/SOFTWARE)
ES OnNo

Computer database

18. RECOMMENDED RETENTION

Investigative summaries would be turned over to the Records Unit, after three years
and the rest of the file would be destroyed.

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

Jennifer M. Manix, Program Analyst 301/405-5764 April 15, 1996

RMGT - 201 (7/92)




! RUCTIONS: TYPE OR PRINT A SEPARATE
RM FOR EACH NEW OR REVISED RECORD

AGENCY RECORDS INVENTORY

UNIVERSITY OF MARYLAND
SERIES. FORWARD WITH RECORDS
RETENTION SCHEDULE COLLEGE PARK
RMGT - 201 (7/92) PAGE_74 oF 77
1. AGENCY 2. DIVISION 3. UNIT
University of Maryland at College Park Police Department Investigations

DEFINITION - RECORD SERIES:

A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR REFERENCE AS WELL

AS RETENTION AND DISPOSITION PURPOSES

4. RECORD SERIES TITLE

Pawn Unit Lists

5.  EARLIEST YEAR/LATEST YEAR

1994 TO 1996

6. RECORD SERIES DESCRIPTION

Lists of property pawned in Montgomery County.

(BRIEFLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS
FOUND IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES.)

(IF YES, CTTE LAW(S) & REGULATION(S))

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
ED] FILE DRAWER(S)
MICROFILM(S)
® LevTERsIzE O MicroriLM (0 ALPHABETICAL / Z [J COMPUTER TAPE(S)
O viecaLsize [J COMPUTER TAPE [J NUMERICAL NUMBER (B4 OTHER (SPECIFY)
(0 BounDBOOK [J FLOPPY DISK B CHRONOLOGICAL Books
O aubiotarE  [J VIDEOTAPE [0 GEOGRAPHICAL 10. ANNUAL ACEC:IIUMULATION
FILE DRAWER(S)
O OTHER (SPECIFY) [J OTHER (SPECIFY) f Z O MICROFLM)
! &~ [ COMPUTER TAPE(S)
NUMBER B4 OTHER (SPECIFY)
Books
11. FILE IS USED 12.” FILE BECOMES INACTIVE AFTER
Opany [OweekLy RMONTHLY O moNTH(S) B YEaRps)
NUMBER
13. CURRENT LOCATION(S) (BLDG., FLOOR, ROOM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?
(IF YES, SPECIFY AGENCY OR OFFICE)
ilding 003, Room 1114
Building 003, Room m YES O no Montgomery Co. Police Department
15. ACCESS RESTRICTIONS CIYEs ®NO | 16, AUDIT REQUIREMENTS

Jennifer M. Manix, Program Analyst

& NONE [0 sTaTE [ FEDERAL {J INDEPENDENT
17. 1S AN INDEX SYSTEM USED? (f YES, EXPLAIN BRIEFLY AND DESCRIBE 18. RECOMMENDED RETENTION
ANY HARDWARE/SOFTW ARE) :
Oves NO Retain for 1 year, then destroy.
NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE
301/405-5764 April 15, 1996

RMGT - 201 (7/92)




e

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

UNIVERSITY OF MARYLAND

COLLEGE PARK

AGENCY RECORDS INVENTORY

PAGE_75 ofF 77,

GT - 201 (7/92)
AGENCY
University of Maryland at Coliege Park

2. DIVISION
Police Department

3. UNIT
Patrol

DEFINITION - RECORD SERIES:

A GROUP OF RELATED RECORDS NORMALLY FILED AND
AS RETENTION AND DISPOSITION PURPOSES

USED AS A UNIT FOR REFERENCE AS WELL

4, RECORD SERIES TITLE

Building Security Reports

5.  EARLIEST YEAR/LATEST YEAR

1994

TO 1996

6. RECORD SERIES DESCRIPTION

(BRIEFLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS
FOUND IN THE SERJES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES.)

Written survey of the condition of building within the agencies jurisdiction.

]
7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
B FILE DRAWER(S)
/ [J MICROFILM(S)
K] LETTERSIZE O MmicROFILM [0 ALPHABETICAL 1 {J COMPUTERTAPE(S)
O 1rcatsize [J COMPUTER TAPE (] NUMERICAL NUMBER [ OTHER (SPECIFY)
0O BounDBOOK (] FLOPPY DISK B CHRONOLOGICAL
0O auvbiotare [0 VIDEOTAPE [ GEOGRAPHICAL 10. ANNUAL AC&SUMULATlON
FILE DRAWER(S)
[0 OTHER (SPECIFY) [ OTHER (SPECIFY) / [J MICROFILM(S)
. [) COMPUTER TAPE(S)
NUMBER L OTHER (SPECIFY)
. Folder
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
Opary CIWEEKLY (AMONTHLY ; [J MONTH(S) ®f YEARS)
NUMBER
13. CURRENT LOCATION(S) (BLDG., FLOOR, ROOM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?
(IF YES, SPECIFY AGENCY OR OFFICE)
Building 003, Room 1101 O] ves Kno
15. ACCESS RESTRICTIONS TJYES TINO | 16, AUDIT REQUIREMENTS
(IF YES, CITE LAW(S) & REGULATION(S))
K NONE [ STATE [J FEDERAL {7 INDEPENDENT
17. 1S AN INDEX SYSTEM USED? (IF YES, EXPLAIN BRIEFLY AND DESCRIBE 18, RECOMMENDED RETENTION
ANY HARDWARE/SOFTWARE) @
YES NO Retain for 1 year, then destroy.
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE
Jennifer M. Manix, Program Analyst 301/405-5764 April 15, 1996

RMGT - 201 (7/92)




o

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

UNIVERSITY OF MARYLAND

AGENCY RECORDS INVENTORY

University of Maryland at College Park

RETENTION SCHEDULE COLLEGE PARK ’
RMGT - 201 (7/92) PAGE_76 OF_77
AGENCY 2. DIVISION 3. UNIT
Police Department Patrol

DEFINITION - RECORD SERIES:

A GROUP OF RELATED RECORDS NORMALLY FILED AND
AS RETENTION AND DISPOSITION PURPOSES

USED AS A UNIT FOR REFERENCE AS WELL

4. RECORD SERIES TITLE

Duty Log

5. EARLIEST YEAR/LATEST YEAR

6. RECORD SERIES DESCRIPTION

Record of on-duty personnel, equipment, and vehicles checked out.

(BRIEFLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS
FOUND IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES.)

ANY HARDWARE/SQOFTW ARE)

(Jvyes MNO

Retain for 1 year, then destroy.

7. - RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
FILE DRAWER(S)
/ {J MICROFILM(S)
(0 LETTERSIZE O microFiLM 0O ALPHABETICAL [ COMPUTER TAPE(S)
Xl LEGALSIZE [TJ COMPUTER TAPE [J NUMERICAL NUMBER [J OTHER (SPECIFY)
{0 sounpBook [] FLOPPY DISK (X CHRONOLOGICAL
O avoiotare [ VIDEOTAPE {0 GEOGRAPHICAL 10. ANNUAL A%ZUMULATION
FILE DRAWER(S)
O oTHEr (SPECIFY) [ OTHER (SPECIFY) ) MICROFILMS)
] COMPUTER TAPE(S)
NUMBER 82 OTHER (SPECIFY)
‘ Folders
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
DAILY [JwEEKLY CIMONTHLY / J MONTH(S) & YEARS)
NUMBER
13. CURRENT LOCATION(S) (BLDG., FLOOR, ROOM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?
(IF YES, SPECIFY AGENCY OR OFFICE)
Building 003, Room 0128 0O ves m NO
15. ACCESS RESTRICTIONS TJYES BINO | 16. AUDIT REQUIREMENTS
(tF YES, CITE LAW(S) & RECULATION(S))
E NONE O sTaTE [ FEDERAL [J INDEPENDENT
17. 1S AN INDEX SYSTEM USED? (iF YES, EXPLAIN BRIEFLY AND DESCRIBE 18. RECOMMENDED RETENTION

19. NAME AND TITLE OF PREPARER

Jennifer M. Manix, Program Analyst

20. TELEPHONE NUMBER

301/405-5764

21. DATE

April 15, 1996

RMGT - 201 (7/92)




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

UNIVERSITY OF MARYLAND

COLLEGE PARK

AGENCY RECORDS INVENTORY

RMGT - 201 (7/92) PAGE_77 OF__ 77
AGENCY 2. DIVISION 3. UNIT
University of Maryland at College Park Police Department Patrol

DEFINITION - RECORD SERIES:

A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR REFERENCE AS WELL

AS RETENTION AND DISPOSITION PURPOSES

4. RECORD SERIES TITLE

Ride-Along Requests

5. EARLIEST YEAR/LATEST YEAR

1985 and 1975-1976

TO 199

6. RECORD SERIES DESCRIPTION

Form filled out by citizens, requesting a ride-along,.

(BRIEFLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS
FOUND IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES.)

7. RECORD SERIES FORMAT(S) 8 RECORD SERIES SEQUENCE 5. VOLUME
B FILE DRAWER(S)
(] MICROFILM(S)
K LETTERSIZE O microFiLM 0 ALPHABETICAL [} COMPUTER TAPE(S)
O vLecaLsze [] COMPUTER TAPE [J NUMERICAL NUMBER 0) OTHER (SPECIFY)
{J sounpBook [J FLOPPY DISK Bd. CHRONOLOGICAL
O aupiotarE [0 VIDEOTAPE ] GEOGRAPHICAL 10. ANNUAL ACDCUMULATION
FILE DRAWER(S)
[0 OTHER (SPECIFY) [J OTHER (SPECIFY) / ] MICROFILMES)
R COMPUTER TAPE(S)
NUMBER OTHER (SPECIFY)
Folder
I1. FILEIS USED _ 12. FILE BECOMES INACTIVE AFTER
RlpaiLy __WEEKLY O MoNTHLY / 0 MONTH(S) ' YEAR(S)
NUMBER
13, CURRENT LOCATION(S) (BLDG., FLOOR, ROOM) 14. IS RECORD SERIES DUPLICATED ELSEWHERE?
{IF YES, SPECIFY ACENCY OR OFFICE)
Building 003, Room 1101 and Riverdale Elm. 0 ves X no
15. ACCESS RESTRICTIONS [JYES [K~o 16. AUDIT REQUIREMENTS
(IF YES, CITE LAW(S) & REGULATION(S))
(i NONE (J sTATE (] FEDERAL (7] INDEPENDENT

~

ANY HARDWARE/SOFTWARE)
Oyss

fano

1S AN INDEX SYSTEM USED? (IF YES, EXPLAIN BRIEFLY AND DESCRIBE

RECOMMENDED RETENTION

Retain for 1 year, then destroy.

Coren - e

19. NAME AND TITLE OF PREPARER

Jennifer M. Manix, Program Analyst
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