
DEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

SCHEDULE
NUMBER 2309

PAGE 1 OF 3

DHR/Baltimore City Department of Social Services/
Legal Services Division

Item No. Description of Records Series (from Inventory Form) Authorized Retention Period & Instructions

CITY SOLICITOR FILES:

Records consist of pre-Legal Services Division (1981 or
earlier) Child-ln-Need-of-Assistance court related
documents and summaries.

ADMINISTRATIVE APPEAL HEARING FILES:

Records consist of client requests for appeals relating to
services. Records may include foster home licensing
and Foster Care, Kinship Care, Child Protective
Services, Project Home, Adult Protective Services, Adult
Services and other service-related appeals. Records
may include summaries of investigations and
administrative decisions and orders.

PAYROLL FILES:

Records consist of documents related to employee
timesheets and leave requests. Records may also
contain medical documentation for leave usage.

PERSONNEL FILES:

Records consist of documents related to employee
hiring, promotion, evaluation and disciplinary action.
Files will contain job description (Form MS22).

Retain in Legal Services Division for twenty-one
(21) years, then destroy.

Retain in Legal Services Division for one (1) year
after final decision, then destroy; Retain copies of
hearing summaries and decisions in Legal
Services Division for twenty-five (25) years after
the final decision, then destroy.

Retain in Legal Services Division for three (3)
years after closure or until all audit requirements
are met, then destroy.

Retain in Legal Services for three (3) years after
termination of employment, then destroy.

SCHEDULE APPROVED BY Legal Services
Division Director:
DATE:

July 12, 2004
SIC

TYPED NAME C-
MilL l lcent Edwards fln-rHrm
TITLE:
Divi si on T)i rprfnr

AUTHORIZED BY STATE ARCHIVIST

DATE: S E P • 2

SIGNATURE:

DGS 550-1 (Rev. 1/93)



DEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE
(CONTINUATION SHEET)

SCHEDULE
NUMBER 2 3 0 9

PAGE 2 OF 3

DHR/Baltimore City Department of Social Services/
Legal Services Division

Item No.

5

6

7

8

9

Description of Records Series (Program, forms, etc)

4-E PROJECT F|LES:

Records consist of 4-E compliance documentation and
court documentation of out-of home placements for
children in need of assistance.

CINA FILES:

Files consist of Child-ln-need-Of-Assistance court
related documents, clearances, progress reports and
summaries.

MPIA REQUESTS/SUBPOENA FILES:

Files consist of written requests for information from
agency records, subpoenas for records, clearances,
court pleadings and court orders related to production or
Non-production of agency records and information.

ADULT GUARDIANSHIP FILES:

Files consist of agency adult guardianship court-related
documents, clearances and summaries.

SHELTER CARE LOG SHEETS:

Files consist of daily summary sheets of shelter care
authorizations approved by Legal Services Division.

Authorized Retention Period & Instructions

Retain in Legal Services Division for three (3)
years, then destroy.

Retain in Legal Services Division until all related
children attain the age of twenty-one (21), then
ship to State Records Center to be retained for
twenty-five (25) years, then destroy.

Retain in Legal Services for two (2) years after
closure, then destroy.

Where BCDSS is appointed guardian retain files
in Legal Services Division until the death of the
client. In all other cases, retain the files in Legal
Services Division until client reaches age sixty-
five (65), then destroy.

Retain log sheets in Legal Services Division for
three (3) years, then destroy.

DGS 550-1 a [continuation] (Rev. 1/93)



DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE
(CONTINUATION SHEET)

SCHEDULE
NUMBER

2309

PAGE 3 OF 3

DHR/Baltimore City Department of Social Services/
Legal Services Division

Item No. Description of Records Series (Program, forms, etc.) Authorized Retention Period & Instructions

10

11

TERMINATION OF PARENTAL
RIGHTS/GUARDIANSHIP FILES:

Files consist of Termination of Parental Rights court
related documents, petitions, motions, order, reports and
summaries concerning biological families. Files may
contain summaries of out-of-home placements for
children.

TERMINATION OF PARENTAL RIGHTS/ADOPTION
FILES:

Files consist of Termination of Parental Rights and
adoption court related documents, petitions, motions,
order, reports and summaries concerning biological
families. Files may contain summaries of out-of-home
placements for children.

Retain in Legal Services Division until all related
children attain age of twenty-one (21), then retain
in Records Management Center for twenty-five
(25) years, then destroy.

Retain in Legal Services Division for two (2) years
after adoption decree is issued, then ship to State
Records Center to be retained for twenty-five (25)
years, then destroy.

DGS 550-1 a [continuation] (Rev. 1/93)



Instructions -Type or Print a separate inventory form for each
Record Series. Forward with Records Retention Schedule
(DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275 /

JESSUP, MARYLAND 20794
(410) 799-1379

AGENCY RECORDS INVENTORY

PAGE-L-v-AL-

DEPT OF HUMAN SERVICES

2. Agency

BALTIMORE CITY DEPT OF SOCIAL
SERVICES

LEGAL SERVICES DIVISION

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. Racord Series TM»

City Solicitor's Files

6. Earfcsl Year/Latest Year

_1979_to_1981_

&Racard Series f>salpion(BnelV describe Ito types of InforinsBoN^^ rnfado the pu>pos« or nmaon of the series.)

Files consist of pre-1981 Child-ln-Need-Assistance court documents including Juvenile Court petitions,
court orders and other related documents. Files are no longer issued and were replaced by BCDSS
Legal Services CINA files as of 1981. The files record pre-Legal Services court involvement with
children due to allegations of neglect and/or abuse.

7. Raowd Series Fonnatfs) Ustal

rwftw. Fttn / tips! Eivctrontc
rEZteUarSizs rRhVSWes r Kept on Hani Mvs

(35mm. *tc)

rESLegaiStre rMicroflhV r Computer Tape
Microfiche

r R o h 5 TAudoTepe rFbppyttsk

r Bound Book rVkkoTip i rCO.DVD.etc

r C a r d _ _ n _ r Other (specify)

8. Recoid Senas Sequence

r=H Abhabetical

r Numerical

r Chronotoglcal

r Geographical

r Oilier (specify)

».Vokro

rSB FBeDnH«r(s)

r WerofftnReeKs)

_ 1 0 _ r Computer Tepe(s)
Nunber

r Other (*pecHyl__

10. Annual AocumuWon

r FBeOnMBtts)

r Mteofihi Reel(s)

N o n e _ r CompularTape(s)
NKnber

rzz other(spedfy) No longer issued_

11. Fib Is Used

r== Da% rWMdy r MontnV TAnnua*/

12. F * Becomes IrocBvw After

2 0 r Months)

Nunber

rZE Yeat(s) OR replacad by Legal Services

CINA fibs.

13. Current Locate**) (Bug,, Fbor. Room) 6 St. Paul Street, Ste. 2000
14. Is Record Series DixHcHed Elsewhere? (if yes, specify agency or ofnca.)

r Yes r=S No

15. Access ResWcUom (H Yes. dta La«<s) & ReguMon(s)

r Yes Article 88A, Section 6, Annotated Code of Md rm>

16. Audit Requirements

TSZ None r State r Federal r independent

17. Is an IreJex System used? If yes, ajptatntxtafly and describe mqubamsnts

rea Yes .Alphabetical by last name

18. Recommended Retention

Retain in Legal Services Division for twenty-one (21) years, then destroy.
r No

19. Name and Tins of Prepare*

Richard Jackson, Administrator

20. Tebphone Number.

410-767-8664

nftQ M A A m~, lam

21. Date

April 27,2004



Instructions -Type or Print a separate inventory form for each
Record Series. Forward with Records Retention Schedule
(DGS 550-1)

/

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794
(410) 799-1379

AGENCY RECORDS INVENTORY

PAGE ^ _ -

1. Department

DEPT OF HUMAN SERVICES

2. Agency

BALTIMORE CITY DEPT OF SOCIAL
SERVICES

LEGAL SERVICES DIVISION

DEFINITION - RECORD SERIES - /

4. Raconl Solas TWa

Administrative Appeal Hearing Files

S. Eariost YoarfUteH Yaar

1981 to cun

6.Rea»tfS«rtesDe»cnposn(BfMVdestfbatotypesoflnfomiatloi«doc^^ Include the pupose or funeobn of lha series.)

Files consist of documents related to client requests for appeal of adverse actions related to foster home
licensing, foster care, kinship care, Project home, APS and Adult Services. They also include client
requests for appeals pertaining ̂ p dispositions of investigations of suspected child abuse and neglect.
Files contain hearing related documents including administrative hearing decisions and orders.

7. Record SeitesFonnitrs) List a!

Rfri / tspfli Ebctroric
rSSLadarSiza rFihVSSdes r Kept on Hand Drive

(35mm, ate)

r Legal Size rMtaofihV r Computer Tape
Microfiche

TRol I s rAucSoTape r Floppy Disk

r Bound Book rVktooTepe rCO.OVD.ate

rcait l rOther(tpodfy)

8. Racoid Series Sequence

PEE Alphabetical

r Numerical

r Chronologies!

r Geographical

r Other (specify)

_ 2 5 _
Number

rHH FH» Dnowttt)

r MIcrofOmReeKa)

r Computer Tapa(s)

r Other (specify)

10. Anrual Accumutation

VS. FlkDmMi(l)

r Mfcrotim Real(>)

r Computer Tape(s)

r Other (specify)

5_
Number

11. FBe bUsed

I 3 H Daly rWeeUy r Monthly rAnnualy

12. File Becomes Inactive Alter

Number
r Month(s) FEE Year(s)

IS. Current Locators) (Bldg., Roor. Room) 6 St. Paul Street, Ste. 2000

14. It Record Series Duptcated Elsewhere? (If yes, specify agency or office.)

T Yes FEE No

13. Access Restrictions (If Yes, cite La»<») 4 RegJatlon(8)

r Yes Article 88A, Section 6, Annotated Code ofMd r NO

16. Audit Requremenls

HHH None r State r Independent

17. ban Index System used? If yes, explain briefly and describe requirement

rss. Yes .Alphabetical by last name r NO

18. Recommended Retention:

Retain in Legal Services for 1 year after closure, then destroy. Retain copies of
hearing summaries and decisions in Legal Services for 25 years after the
decision, then destroy.

10. Name and Title of Preparer

Richard Jackson, Administrator

20. Telephone Number.

410-767-8664

21. Data

April 27,2004

DGS 550-4 (Rev. 1/93)



Instructions -Type or Print a separate inventory form for each
Record Series. Forward with Records Retention Schedule
(DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794
(410) 799-1379

AGENCY RECORDS INVENTORY

PAGE^_<*-JL_

DEPT OF HUMAN SERVICES
/

2. Agency

BALTIMORE CITY DEPT OF SOCIAL
SERVICES

3. Division

LEGAL SERVICES DIVISION

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 8«1as Tibs

Payroll Records

5. Eartesl Yearnjrtest Yew

1994 to ..current

8. RecortS«tes DescrlpeOT (Briefly describe tho types of WomBHonMoeumnh/Ionni found In the »ene». Include the purpose or function of the tenet.)

Files consist of timesheets, leave requests, medical documentation and other documents related to
payroll.

7. Record Series Fbiimt(t) Ustss

Pflpw. F&n/ tspsi EJoctfofltc
rZELjMkjrSbB rFDnVSMet T Kept on Han) Drive

(35mm, etc)

rugsusiz. rMtaofihV rCompuwTape
Miofuflctw

TRob |i TAufoTepe rFloppyDb*

rBand Book rvideo Ttpe rC0.DVD.Mc

r e a m r Other (specify)

8. Record Soles Sequence

HEE Atphabenctl

r Numerical

r Chronological

r Geographical

r Other (specify)

_ 1 0 _
Number

rss Fa>Drav«r(i)

r MioDfihi Reel(s)

r Computer Tape(s)

r atw(speetfy)___

10. Annual Accunjalion

rE FneDnmer(B)

r Microfilm Reelfs)

r Computer T«po<j)

r O»ier(spodfy)__
Number

11. FlelsUsed

rzE Oa»y rweeUy r Monttty rArnaly

12. Fus Becomes Inactive After

Number
r Month(t) r=E Year(s)

13. CmntU>cetion(i) (BMn,. Floor. Room) 6 S t Paul Street, Ste . 2 0 0 0

14. URecoidSeiietDupicated Elsewhere? (If yet, specify agency or office.)

r=E Yes_BCDSSpaylO^ T No

IS. Access Restrictions (If Yes. die U»<s)« RegJetlon(a)

r Yes r No

18. AuftRequmments

r None rE State r Federal

17. banlnkKSyttemused7lfyes,e3a^alnMefryaridoeacr9ien)qu^tment<

ras Yes .Alphabetical by last name r No

18. Recommended Retention:

Retain in Legal Services for 3 years or until audit requirements are met, then
destroy.

19. NameandTHtoofPreparer

Richard Jackson, Administrator

2a Telephone Number

410-767-8664

21. Date

April 27, 2004

DCS S5TM (Rev. 1/93)



Instructions -Type or Print a separate inventory form for each
Record Series. Forward with Records Retention Schedule
(DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794
(410) 799-1379

AGENCY RECORDS INVENTORY

PAGE-4-*

DEPT OF HUMAN SERVICES

2. Agency

BALTIMORE CITY DEPT OF SOCIAL
SERVICES

LEGAL SERVICES DIVISION

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 Tins

Personnel Records

5. Eartest Year/Latest Year

1981 to current

6. Record Series Desaiption (Briefly describe the types of MomiaHanfttocuiumffoiira fo«m In the series. Induofe the purpose or functon of tie series.)

Files consist of employee hiring, evaluation, promotion, reclass requests, correspondence and other
miscellaneous documents related to employment.

7. Record Series Formst(s) Ustal

Fan/tape: Ebctroric
rsSLMtarSba r F M S M u r Kept on Hard Drive

(33mm, etc)

r u g a ! Size TMIcntihy rCompulerTape
Microfiche

TRoh a rAurJoTape rFloppy Disk

reoundBook rVMeoTape rco.DVD.ete

rc«nl rOther(specify)

8. Rooon) Sftftes SWJUMIGB

IcS Alphabetical

r Nurariol

r Geographical

r OrJ«r(tpeclrV)

_ 9 _
Number

rSS FIeDra«Mr(>)

r MicrotlhiRoeHi)

r Computer T«p»(»)

r Oew(spoa(y)_

10. Annual AccunJaSon

r s F1leDnn«er<t)

r Microtnn Reel(3)

r Computer T«pe<»)

r atmrtmadM

_ 1 _
Number

11. FOalsUud

HE3 Daily rWsoWy r MonlHy TAmaBy

12. FBe Becomes Inactive Aftrx

N inter
r UonUi) rss Year(t)

11. Curent Location(*) (BMg., Floor, Room) 6 St . Paul Street, Ste . 2 0 0 0

14. Is Record Series Dupfcaled Elsewhere? (V yet. specify agency or office.)

F=H Yes _BCOSS Personnel Office r No

15. Access ReshteBora (If Yes. dte La«<s) & Regubtk>n(s)

r Yes r No

18. Audit RoQuiromante

I3S Nora r State

17. Is an Index System used? If yes, exptaln briefly and describe reqrtements

r== Yes Alphabetical by last name r NO

18. RscofmiBndsd Rstendort

Retain in Legal Services for 3 years after termination of employment, then
destroy.

19. NameandTUeofPraparer

Richard Jackson, Administrator

20. Telephone Number

410-767-8664

21. Date

April 27, 2004

DGS 550-4 (Rev. 1/83)



Instructions -Type or Print a separate inventory form for each
Record Series. Forward with Records Retention Schedule
(DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794
(410) 799-1379

AGENCY RECORDS INVENTORY

JT

1. Dspsrtnvnl

DEPT OF HUMAN SERVICES

2.A8OT*

BALTIMORE CITY DEPT OF SOCIAL
SERVICES

3. Division

LEGAL SERVICES DIVISION

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. Reconl Series Tno

4-E Project Files

S. Eartest Year/Latest Year

_1991_Jo_1996_
e.RtaortGafaOt*al&n(fMttydtx^tot)^o1Hom*ltori<k>canMilUmalowaintotet\*t. Include the purpose or function of me aertes.)

Files consist of documents related to out-of-home placements for children including supportive court
petitions and orders.

- 7 . Record Sedes Formats) UsteJ

Papar Rhn / tape: Electronic:
rHELoBerStra rRhVSJdes r Kept on Hani Drivo

(S5mm,otc)

rUgalSize rMlcrofiktV r Computer Tape
Mkmfldie

r R o b a TAufoTape r Floppy Disk

rBoundBoak r Video Tope rCD.DVD.etc

rCard r Other (specify)

a. Record Swiss Sequence

rss. Alphabefical

r Numerical

r Chronological

r Geographical

r Olher (specify)

3
Number

rS2 FBeDrawen»

r HIcronknReeKs)

r Computer T*po(a)

r Other («pedfy) L __

lO.AmalAixumuMion

rB File Drav«er(s)

r Microlikn ReeKs)

N o n e r ComputerTapefs)
Number

r== other <spedf»_Nobngerissued_

11. FBalsUsed

r=S DaOy rWeeMy r MomNy - rAmualy

12. File Becomes Inactive After

3 ' r Month(s)
Number

FES Yearfs)

13. Current Locatk>n(s) (Bug., Floor. Room) 6 St . Pau l Street, Ste. 2 0 0 0

14. Is Record Series Dupicated Ebowhem? (If yes, specify agency or office.)

r Yes I = E No

15. Access Restrictions (If Yes, dto Ls»<5) s Regiiattorys)

r s s Yes Article 88A, Section 6, Annotated Code of Md r No

18. AucStRequrements

r s s Nona r State r Federal r Independent

17. la an Index System used? If yes, eoqptain briefly and describe requirements

r=s Yes .Alphabetical by last name

18. Recommended Retention;

Retain in Legal Services for 3 years, then destroy.

r NO

19. Name and Title of Preparer

Richard Jackson, Administrator

20. Telephone Number

410-767-8664

21. Dale

April 27, 2004

DGS 550-4 (Rev. 1/93)



Instructions -Type or Print a separate inventory form for each
Record Series. Forward with Records Retention Schedule
(DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794
(410)799-1379

AGENCY RECORDS INVENTORY

DEFT OF HUMAN SERVICES

2. Agency

BALTIMORE CITY DEPT OF SOCIAL
SERVICES

LEGAL SERVICES DIVISION

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 TWe

CINA Records

5. Eoriest YenftJtost Year
/

1981 to Current

e.Rtcai8«ietDMChftM(pM^6tMa»^tifM^MoimMarMxMmt$lhm»toa^lnt^tt^ Indudatopvpow or function of ttotoiu.)

Files consist of Child-ln-Need-of-Assistance court related documents, petitions, motions, orders,
progress reports and summaries. Files may also contain medical summaries.

7. Record Senas Formats) L M H

PBp#n Film / tspK Electronic
rsSLeoerSto rFllm/SMet r Kept on Hard Drive

(35mm. ale)

rESLagalStee rMtcnfftiV r Computer Tape
Micro Hcfw

rRofc a rAudtoTape rFloppyDisk

TBoinlBook TVklnTap* rCO.DVD.Ott

rcard roiher (specify)

8. Record Senas Saqumce

r Alphabetical

r Nunarical

FEE CtvonDbgtcal

r GaoompWcal

r Other (specify)

_840_
Number

1=3 FOeDnMerts)

r MfcrofitnReeKs)

r Computer Tapo(i)

r Ol>igr(spadfy)

10. Anna! Acomialion

rH RIa DmM{i)

r MIcnfllmRarits)

3 5 r CompuWTapa(l)
NunDer

11. FOebUMd

I=E Dally rWooWy r Month* rArauely

12. Foe Bacomts Inactive After

_21.
Nirrter

r Mortal) r=H Yaatt>)

13. Cunanl Locatlon(s) (BUg., Ftoor. Room) 6 St . Paul Street, St6. 2 0 0 0

14. Is Record Saiies O^icatad Ebawhere? (If yes, spadfy agency or office.)

r Yes rES No

15. Access RastrlcBons (If Yes. dte La«<s) S RegubUan(s)

FEE Yes ArBde88A, Section 6, Annotated Code of Md.
COMAR 07.01.07 and Attomey/Clent PitvOaga

IS. Aunt Requmments

f=S None r Slate r Federal T Independent

17. Is an Index System used7 If yes. ejqfeln briefly and describe reqUrements

rsn Yes .Assigned Legal Services Number (Chronological).
IrvHouse automated tracking

18. Recommended Retertfiorc

r No

Retain in Legal Services until all siblings reach age 21 or CINA jurisdiction
terminated for all siblings, then retain in Records Management Center for 25
years, then destroy.

19. Name and Title of Preparer

Richard Jackson, Administrator

20. Telephone Nuttier

410-767-8664

21. Data

April 27,2004

DGS 550-4 (Rev. 1/93)



Instructions -Type or Print a separate inventory form for each
Record Series. Forward with Records Retention Schedule
(DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794
(410)799-1379

AGENCY RECORDS INVENTORY

DEPT OF HUMAN SERVICES

2 .Arjeney

BALTIMORE CTTY DEPT OF SOCIAL
SERVICES /

3.0MHMI

LEGAL SERVICES DIVISION

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 TMe /

MPIA Requests/Record Subpoenas Files
8. EafMtYeafUmi Ynr

2000 to current

e.RtoortStfaOna^n(p^tesatoe1hBty^o1ktoTmeli<rt<ixmerttHom»loiirlto<t»ia\e*. lnr>jde tr« purpose or (uxfion of ths series.)

Records document agency response to written requests for information. Files consist of written
correspondence, subpoenas, clearances, court pleadings related to disclosure/non-disclosure of agency
records and information. \

7. Record Series Formers) ustal

Pipsr. Rfcn/ tspK EJodtotiic
r=ELetterStn> rFUnVSfctes r Kept on Hard Drive

(Wmm,ete)

rUgalSIzo rMlcrofilnV rCompiaerTape
Microfiche

TRofc B rAldoTapa r Floppy Di»k

r B<nrt Book r Video Tape rCD.OVD.ek:

rCanl r Other (specify)

a. Record Series Sequence

rE Alphabefcal

r* Ctittnoh>o)csl

r GaograpNcal

r OBw (spMlfy).

_ 2 5 _
Ntrter

r£S FD>Dra<M>(s)

r MicroflimReol(«)

r Comx*orT«po(«)

r Other (tpacOy)

10. A n u l Accuniation

r= FDaDnwaifi)

r UkxoOmRacHt)

_ 2 _ r ComputarTejxKi)
Nuitar

11. FteisUsad

TSZ Dolly rWooWy r Monthly rA/mualy

12. FaoBecomMlnactM After

2 r Mouh(»)
. Nurtw

r=H Yev(>)

11 CumrtLocation(5) (BUg., Ftoor, Room) 6 St . Paul Street, S te . 2 0 0 0

14. b Record SertMDnrtattodBwvtTBre? (H yes, specify agency or office.)

r Yes r=H Mo

IS. Access Restrictions (If Yes, die Lm(s) & Regubtk>n(a)

rEE Yes ArtdeSaA, Section 6, Annotated Code of Md. r No
COMAR 07.01.07 end Aitomey/Clenl Privibge

16. Audit Reqdnwnenla

FEE None r State r Independent

17. Is an Index System used? tf yes, explain briefly and describe requirements

rHH Yes J>*habMicalbytatnaim_

10. Rscornrnonctod RstsftioiT

Retain in Legal Services for 2 years after closure, then destroy.

ITVHOUM outo rated trBckniQ systsni

IS. NameandTrrJeofPrepater

Richard Jackson, Administrator

20. Telephone Nunber

410-767-8664

21. Date

April 27,2004

DGS 55CM (Rev. 1/33)



Instructions -Type or Print a separate inventory form for each
Record Series. Forward with Records Retention Schedule
(DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794
(410)799-1379

AGENCY RECORDS INVENTORY

PAGE.

DEPT OF HUMAN SERVICES

2-Agm*

BALTIMORE CITY DEPT OF SOCIAL
SERVICES

3.UvWon

LEGAL SERVICES DIVISION

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.RacenlS«lnTU>

Adult Guardianship Files
/ 8. EatMtYurfLatut 1—t

1981 to current

a.R«co«8afluOMCri|]aon(Briafycfcseril»*»typa»ofMbffn^^ lndud«t»fiurpoiaorftKlonof*is»rtes.)

Adult guardianship court related documents, clearances and summaries.

7.R»conlS«rt»»Fom«(t) U t td

rtmlOpK. EJKtrortc
r3ELod8r8ta> rFUnVSIdM rKapl on Hod Drive

(3Srnm,«fc)

ruga lS Ia rMtareWriy r Computer T«p<,
Microfiche

TRob a TAudtoTtps r Floppy Dirt

r Bom) Book rvktaoicpt rco.CVO.ofc

r c « d r Other (jpodfy)

(.Record Sate* Saquanc*

FS AlpMMiol

r Nuiwfc*

r Chronotogkal

r QaograpNol

r Olhar(>pac8y)

9 V o U m

_ 2 5 _
Nuntw

THE FB» Dtwmil)

r UtaDfitnRort(«)

r Computer T«JJO(»)

r OtfartandM

10. Amri Aocuraiaaon

rH Rto Dr»nr(s)

r MlcnfOm R M I ( I )

_ _ 3 _ _ r Computer Topo<3)
Nutter

11. FBBtaUsed

rSH Dally fWoeWy r MonM/ - rAmaly

12. Rb Bocomes Inadlv* Afler

•• ' r Mortty»)
Nunbsr

V««<»)

13. curort Loorton<») (BMQ., Ftoor. Room) 6 S t Paul Street, Ste . 2 0 0 0

14. bRKSfdeaTtesDupiaMEImtiore? (Wye»,tpoctfy»9«icyoromc..)

r Ye» rSE No

15. Acca»R«sMaiom(lfYea,dtalm(3)SRegubtloii(s)

IcE Y M Artdo88A,8ocBon6.AinoUll«<iCodr>o(Ud
COMAR 07.01.07 and AitomojJCfcml Privflgga

16. Audn Requtremerta

rSE Nam r State r Fadtnl

17. Uanlnd«Sy»lemi««f?l(yM. oq)WnM«fy«nddMciib*nquirermnl>

r Yet r No

is. Recommanifed RetsnOon When BCDSS Is appointed guardian, retain In Legal Services
until death of client then destroy. All othar guardianship cases are retained In Legal
Services until cfient reaches age 65, then destroy

19. NamaniiTitbofPrapnr

Richard Jackson, Administrator

20.TataptionaNint>ar.

410-767-8664

21. Dttt

AprH27,2004

DGS 5504 (R*v.1/KS)



Instructions -Type or Print a separate inventory form for each
Record Series. Forward with Records Retention Schedule
(DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794
(410)799-1379

AGENCY RECORDS INVENTORY

E_z_«

DEPT OF HUMAN SERVICES

/

2. Agency

BALTIMORE CfTY DEPT OF SOCIAL
SERVICES

3. DMslon

LEGAL SERVICES DIVISION

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

IRaeordSertetTme

Shelter Care Logs

8. E i M YearfLatast Year

1981_ to current

&R«eiwl8«tl»»D»«crtP*on(BiWVcl»«ertb«^typweflnl»mBltenMoainiiU/>unmfe«iidlnlh»»«rt»«. Include Inepupose or funcian of the series.)

Contains listing of daily shelter care authority to remove children believed to be at risk of harm in their
living environment.

7. Raeonl Series FOmwtis) UMM

Hm/lape: Electronic
rSELeOorStoe rFlhYSMw r Kept on Hard Drive

(35mm. etc)

rLegalElz* rMtaofiHV rCompulerTapa
Mteroflche

rRofc s r An*) Tip. r Floppy Ctok

r Bound Book r Video Tape rCO,0VD.ale

TC«ttl r Other (specify)

S.RecoM Series Sequence

r AtnabeScal

r Nunwiol

r GmgrapHcal

r O»ier(«fx>cify)

_ 5 _
Number

r s 3 nhDnM«r(>>

r MteofihiRooX«)

r Computer Tapo<»)

r o»w(specayi___

10 A m o i Accunulaflon

r E FttoOnwntt)

r MiootamR«eK>)

r Computer T«p<K«)_ 1
Number

r O » w ( « p e c H y ) _ _ _ _

11. FBokJUsed

FEE M V TVVMlV r MonlMy TAmuaiy

12. F * Becomes InacttveAftor

Numfcer
r Monlti(i) rSH YMI(8)

u. curan uamon(») (BMB., Roor, Room) 6 St. Paul Street, Ste. 2000

14. U Record Soles Di**catod Eluvthan? (Ifyet, specify »gency or otTpce)

r Vn r=H No

IS. Access RestricSoropt Yes. d»U»<») S Rejulstlorya)

: Yes ArtictoSoASocaonS.ArfiotatedCodeofUd. r No
COMAR 07.01.07 and ABomeyciert PiMbgs

18. Audit Reqiirements

rHH None r Slate r Federal r Indepwidenl

17. Is an Index Syitsmia^ir yes, e * F ^ Maty and ofescrtofeqrimnanls

r Y«s rs No

is. Recommended Retortion: Retain in Legal Services for 3 years, then destroy.

18. Name and THe of Prepare-

Richard Jackson, Administrator

20 Telephone Number

410-767-8664 April 27,2004

DOS 550-4 (Rev. 1/83)



Instructions -Type or Print a separate Inventory form for each
Record Series. Forward with Records Retention Schedule
(DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794
(410) 799-1379

AGENCY RECORDS INVENTORY

PAGE.

DEPT OF HUMAN SERVICES

2. Agency

BALTIMORE CITY DEPT OF SOCIAL
SERVICES

LEGAL SERVICES DIVISION

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.RK0fllS«1UTMi

Termination of Parental Rights (TPR)/Guardianship Records

6. Earlest YearfLstesI Year

1979_ to current

&Raeoiti8arlesDeacriipaon(Bn^desefto the types of Mormalion'do^ Indufe the purpose or funcfen of tie aeries.)

Files consist of Termination of Parental Rights court related documents, petitions, motions, orders,
reports and summaries concerning biological families. Files may also contain summaries of out-of-home
placements for children.

7. Record Series Formers) UDel

An/ tape: Electrode
I 3 H Latter S to rFfrn/SMes rK«pt on Had Drive

(SSmnxete)

rEELeoslSfcM rMlcrofBnV r Computer Tape
Microfiche

TRob a rAudoTapa r Floppy Disk

TBoundBook r Video Tope rCD,CVD.e(c

rCanl r Other (specify)

8. Record Series Sequence

r= AMtabaffcal

r Nunerical

r Geographical

r Olher(spedfy)

(.Volume

_360_
Number

FES FBeDraxarte)

r MicraflknReel(s)

r Computer Tape(s)

r Olher (specify)

10. Amual Acamaation

r s FDa Drawer's)

r MicrofihiRooKs)

r ComputerT*pe(s)

r
_ 1 5
Number

11. FBelsUsad

r z s Dally rWMMy r Monthly ' rAnnualy

12. File Becomes Inactive After

2 1 r Months)
Number

rsz Year(s)

15. Cmnl U>otion(s) (BldB., ROOT, Room) 6 St. Paul Street, Ste. 2000

14. Is Record Series Dupicatad Ekevihere? (H yes, specify agency or office.)

r Yes rSH No

15. Access Restrictions (If Yes, cite Law's) &ReguMlor<s)

r s s Yes Amcb8SA, Section e.Annotatod Code of Md r No
COMAR 07.01.07 and AttomeyfCtsnt Privilege

16. Audit Requtaments

r=B Now r State r Federal r Independent

17. Is an Index System used? If yes. obtain briefly and describe requtamenli

r=E Yes Jk|phabeacalbylastname_
In-Home attomBted tracking system

r No

18. Rscornnoncted Rfttenfiorc

Retain in Legal Services until all related children attain age of twenty-one (21),
then retain in Records Management Center for 25 years, then destroy.

1». Name and Title of Preparer

Richard Jackson, Administrator

20. Telephone Number

410-767^664

21. Data

April 27,2004

DOS 580-4 (Rev. 1/03)



Instructions -Type or Print a separate inventory form for each
Record Series. Forward with Records Retention Schedule
(DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794
(410) 799-1379

AGENCY RECORDS INVENTORY

^ _ <PAGE /f OF

DEPT OF HUMAN SERVICES

2. Agency

BALTIMORE CITY DEPT OF SOCIAL
SERVICES

3. Division

LEGAL SERVICES DIVISION

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 Saris* Title

Termination of Parental Rights (TPR)/Adoption Records

6. EailestYrarfUtMlYaar

_1979 to current

6.R«con)8«ri«>r>Mn^n(B<MVdeaa1bathetypesofMannallonMaanienl>/(onra(ouidlnltBM>les. Ircluofe the purpose or function of fteserias.)

Files consist of Termination of Parental Rights and adoption related court documents, petitions, motions,
orders, reports and summaries concerning biological families. Files may also contain summaries of out-
of-home placements for children.

7. Record Series Formats) Ustal

Piper FUm/lape: Electrode:
HEE Letter Size TFilnVSMes r Kept on Hart Dttvo

(35mm, etc)

I"E£LegalSlza rMicrofanrv ["Computer Tape
Microfiche

T R o b is r Audio Tape r Floppy Disk

r Bound Book r Video Tape rCO.DVD.ete

rCard rOther(tpedtyl

8. Record Series Sequence

r s Alphabetical

r Numerical

r ClYonobQte&l

r Gwoymilikiju

r Other (specify)

9. Volume

_360
Number

r=H F0eDnv<B<(s)

r MtooftinReeKs)

r Computer T«pe(j)

r Other (spedfy)_

10. Annual Accumulation

r s FOe Dravnrf,*)

r MicrofiknReeKs)

r Computer Tape(s)—15
Number

r Other (specify)

11. File Is Used

rEE Dally rWeeMy r Monthly rAmualy

12. FDB Becomes Inactive After

_21_ r Month(s) H£= Year(s)
Nunber

13. Current Locator**) (BUg,, Floor, Room) 6 S t Paul Street, Ste . 2 0 0 0

14 Is Record Series Dupicated Elsewhere? (If yes, specify agency or office.)

r Yes r = 3 No

15 Access Restrictions (If Yes, ate L»*<s)« RoguSjt)on(»)

r=E Yes Article 88A, Section 6, Annotated Code of Md.
COMAR 07.01.07 and Attomey/Cient Privilege

16. AurJt Requirements

rEE None r Stale r Federal r Independent

17. h an Index System used7 If yes. explain briefly and describe requirements

PE3 Yes _At*abeticalbylastname_

18 Recomnended RelBiUotc

In+louse automated tracking system

Retain in Legal Services for two (2) years after adoption decree is issued, then
retain in Records Management Center for twenty-five (25) years, then destroy.

19. Name and Title of Preparer

Richard Jackson, Administrator

20. Telephone Number

410-767-6664

21. Date

AprH27,2004

DGS 550-4 (Rev. 1/93)


