" DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

Schedule No. 2597

RECORDS RETENTION AND DISPOSAL Page 1 of 1
Agency Division/Unit
SUBSEQUENT INJURY FUND LEGAL
Iitem Description Retention
No.,
1 LEGAL/CLAIMS FILES
Correspondence Screen annually and destroy

Medical Records
Pleadings & Appeals
Awards

Payment Memos
Hearing Notes

2 COMMUNICATIONS WITH OFFICE OF THE
ATTORNEY GENERAL

Memos .

Corrspondence

3 |MASTER CALENDARS

Assignments for all Assistant Attorneys
General

4 |HEARING SHEETS
Case Assignments
Hearing/Postponements

5 MONTHLY ACCOUNTING FORMS
Cases Heard

Cases Postponed

New Cases

6 |OAG PERSONNEL FORMS
Yearly Evaluations (Preformance
Evaluation Plans)

information that is no longer needed
for current business.

Screen annually and destroy
information that is no longer needed
for current business.

Retain for 5 years, then destroy.
Retain for 1 year, then destroy.

Retain for 10 years, then destroy.

Retain in office for 3 years after
termination of employment or until
administrative value ceases,
v;[-ichever occurs later, and then

G;Iﬂay .

Schedule Approved by Department, Agency
or Division Representative.

Date: _1 |72]12
Signaturé: v M-’/J,Z,
Typed Name: Sophia L. Swope

Title: Principal Counsel

Schedule Authorized by State Archivist

Date: 3//24,/20 (2

Signature:MM




Instructions —~Type or Print a separate form for
each new or revised 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
410-799-1930

AGENCY RECORDS INVENTORY

PAGE _1 OF

1. Department/Agency
SUBSEQUENT INJURY FUND

2. Division
LEGAL

3. 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

LEGAL/CLAIMS FILES to present

Pending cases

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the

series.)
Correspondence, medical records, pleadings ,awards, appeals

7. Record Series Format(s) List all 8. Record Series Sequence 9. Volume
a7
X[ Letter Size ] Microfilm x[J Alphabetical Number
[J Legal Size  [J Computer Tape [0 Numerical x[] File Drawer(s)
] Microfim Reel(s)
[ Audio Tape  [] Floppy Disk 3 chronological 3 Computer Tape(s)
[ Other (specify)
[ Bound Book  [] Video Tape [ Geographical
10. Annual Accumulation
[0 Other (specify), [J Other (specify)
Number
[ File Drawer(s)
[3 Microfilm Reel(s)
0 Computer Tape(s)
x[J Other (specify)900 new cases,
11. File is Used 12. File Becomes Inactive After
_differs.
[ oaily X[] Weekly 3 Monthly ] Annually Number O Month(s) X[ Year(s)

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

O Yes X[ No :

13. Cumrent Location(s}
SIF OFFICE

(Bldg., Floor, Room)

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 16. Audit Requirements

[ Yes X[ No

[JNone X[JState []Federal [] Independent

17. is an Index System used? If yes, explain briefly and describe requirements

[ Yes X[ No

18. Recommended Retention
RETAIN IMPORTANT INFORMATION INDEFINITELY
ELECTRONICALLY, DESTROY BALANCE OF FILE WHEN CLOSED.

21. Date
12/09/11

20. Telephone Number
| 410-321-2940

19. Name and Title of Preparer
Sophia L. SWOPE PRINCIPAL COUNSEL

DGS 550-4 (Rev. 1/93)



Instructions ~Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY _
each new or revised record series. Forward RECORDS MANAGEMENT DIVISION
with Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275

PAGE _1 OF

Jessup, Maryland 20794
410-799-1930

1. Department/Agency 2. Division - 3. Unjt
SUBSEQUENT INJURY FUND LEGAL

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
COMMUNICATIONS WITH OAG _1983 to present

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the
series.)

Memos, e-mails reduced to written format, correspondence

7. Record Series Format(s) Listall 8. Record Series Sequence 9. Volume
_20
X[ Letter Size  [] Microfilm [] Alphabeticat Number
[ Legal Size [ Computer Tape [} Numerical [J File Drawer(s)
[J Microfilm Reel(s)
{1 Audio Tape [ Floppy Disk x[] Chronological ] computer Tape(s)
x[] Other (specify)_file folders,
[0 Bound Book [ Video Tape [ Geographical
10. Annua! Accumutation
[J other (specify)____ [ Other (specify) o
Number
[ File Drawer(s)
[ Microfilm Reel(s)
] Computer Tapet(s)
x[] Other (specify)file folder.
11. File is Used 12. File Becomes inactive After
_differs,
[ Daity X[ Weekly O Monthly [ Annually Number O Month(s) X[ Year(s)
13. Current Location(s)  (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.)
SIF OFFICE Oves x[OnNo
" 15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 16. Audit Requirements
[ Yes X[ No
X[ None [ State [] Federal [J Independent
17. Is an Index System used? If yes, explain briefly and describe requirements 18. Recommended Retention
[J Yes X[ No
RETAIN IMPORTANT INFORMATION INDEFINITELY , DESTROY
BALANCE OF INFORMATION WHEN APPROPRIATE.

19. Name and Title of Preparer 20. Telephone Number | 21. Date
Sophia L. SWOPE ;PRINCIPAL COUNSEL 410-321-2940 12/09/11

DGS 550-4 (Rev. 1/93)



Instructions —Type or Print a separate form for
each new or revised record series. Forward
with Records Retention Schedule (DGS 550-1)

AGENCY RECORDS INVENTORY

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794
410-799-1930

1. Department/Agency
SUBSEQUENT INJURY FUND

2. Division 3. Unit

LEGAL

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
MASTER CALENDARS __2007 to present

series.)

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the

MASTER ASSIGNMENT CALENDARS FOR ALL ASSISTANT ATTORNEY GENERALS ASSIGNED TO AGENCY

7. Record Series Format(s) List all

[ LetterSize  [] Microfilm

[ LegalSize  [] Computer Tape
[ Audio Tape  [] Floppy Disk
[ Bound Book [ Video Tape

X [J Other (specify)Calendars

8. Record Series Seqguence 9. Volume
5
[ Alphabetical Number
[ Numerical [ File Drawer(s)

[ Microfilm Reel(s)
[ Computer Tape(s)
x[] Other (specify)_calendars,

x[J Chronotogical

[ Geographical

PAGE _1

10. Annual Accumulation
[ other (specify) ______ 1

Number

[ File Drawer(s)

[ Microfilm Reel(s)

[ Computer Tape(s)

x[J Other (specify)calendar,

11. File is Used

X [ oaily ] weekly [ Monthly

3 Annually

12. File Becomes Inactive After
1

Number [ Month(s)

13. Current Location(s) (Bidg., Floor, Room)
SIF OFFICE OF PRINCIPAL COUNSEL

[ Yes X[J No

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s)

O Yes X[J No

16. Audit Reguirements

X[J None [] State

OvYes x[No

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

18. Recommended Retention
RETAIN FOR 5 YEARS, DESTROY.

19. Name and Title of Preparer
Sophia L. SWOPE PRINCIPAL COUNSEL

21. Date
12/09/11

20. Telephone Number
410-321-2940

DGS 550-4 (Rev. 1/93)

X[ Year(s)

14. Is Record Series Dupiicated Elsewhere? (!f yes, specify agency or office.)

[ Federal [] Independent




Instructions —~Type or Print a separate form for
each new or revised record series. Forward
with Records Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES . AGENCY RECORDS INVENTORY

RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275
Jessup, Maryland 20794

410-799-1930

PAGE _1___ OF

1. Department/Agency
SUBSEQUENT INJURY FUND

2. Division 3. Unit
LEGAL

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
HEARING SHEETS __ 2010 to present

series.)

STATISTICS FORWARDED TO OAG

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the

INDIVIDUAL SHEETS SHOWING ALL CASES ASSIGNED, TO WHOM, AND WHETHER HEARD OR POSTPONED, NECESSARY FOR

7. Record Series Format(s) List all
X[ Letter Size [ Microfilm
[ regatSize [ Computer Tape
[ Audio Tape  [] Floppy Disk
[J Bound Bock [ Video Tape

[ Other (specify)Calendars,

8. Record Series Sequence 9. Volume
_12
[] Alphabeticat Number
[J Numerical [ File Drawer(s)
O Microfilm Reel(s)
x[J Chronologica! [J Computer Tape(s)

x[] Other (specify)_files
[ Geographical

10. Annual Accumulation
O other (specify) 12

Number

[J Fite Drawer(s)

] Microfilm Reel(s)
[ Computer Tape(s)
x[] Other (specify}files,

11. File is Used

12. File Becomes Inactive After
1

3 Daily O weekly X[J Monthly =[] Annually Number I Months) X[ Year(s)

13. Current Location(s) (Bidg., Floor, Room}
SIF OFFICE OF PRINCIPAL COUNSEL

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

[ Yes X[J No

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s})

[ Yes X[ No

16. Audit Requirements

X[] None [] State [] Federat [] Independent

[ Yes X[ No

17. Is an Index System used? If yes, explain briefly and describe requirements 18. Recommended Retention

RETAIN FOR ¥YEAR;h 8STROY.

19. Name and Title of Preparer
Sophia L. SWOPE  PRINCIPAL COUNSEL

20. Telephone Number | 21. Date
410-321-2940 12/09/11

DGS 5504 (Rev. 1/93)




Instructions ~Type or Print a separate form for
each new or revised 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

410-798-1930

AGENCY RECORDS INVENTORY

PAGE _1 OF

1. Department/Agency

SUBSEQUENT INJURY FUND LEGAL

2. Division

3. Unit

pUrposes.

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

4. Record Series Title
MONTHLY ACCOUNTING FORMS

5. Earliest Year/Latest Year

__1991 to present

series.)

PURPOSES

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the

MONTHLY ACCOUNTING OF ALL CASES HEARD, POSTPONED, TRIED, SETTLED AND NEW CASES SENT TO OAG FOR STATISTICAL

7. Record Series Format(s) List all

X[ Letter Size ] Microfim
[0 Legal Size  [J Computer Tape
[ Audio Tape [ Floppy Disk
[ Bound Book  [] Video Tape

[ Other (specify)Calendars.

8. Record Series Sequence
] Atphabeticat

] Numerical

x[C] Chronological

[ Geographical

[ Other (specify)

9. Volume
1

Number

[ File Drawer(s)

[ Microfilm Reel(s)
[0 Computer Tape(s)
x[[] Other (specify)_file

10. Annual Accumulation
12

Number

[J File Drawer(s)

[J Microfilm Reel(s)
[ Computer Tape(s)
x[] Other (specify)files

11. File is Used

3 Daily X[ Monthly [ Annualyy

0 weekiy

1

Number

12. File Becomes Inactive After

OMonthis)  X[] Year(s)

13. Current Location(s) (Bldg., Floor, Room)
SIF OFFICE OF PRINCIPAL COUNSEL & STORAGE AREA

O Yes

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

X[J No

15. Access Restrictions (!f Yes, cite Law(s) & Regulation(s)

1 ves X[J No

X[ None [] State

16. Audit Requirements

[ Federal [] Independent

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

OvYes x[OnNo

18. Recommended Retention
RETAIN FOR 1grEARy DESTROY.

19. Name and Title of Preparer
Sophia L. SWOPE PRINCIPAL COUNSEL

20. Telephone Number
410-321-2940

21. Date
12/09/11

DGS 550-4 (Rev. 1/83)




Instructions —Type or Print a separate form for
each new or revised record series. Forward
with Records Retention Schedule (DGS 550-1)

AGENCY RECORDS INVENTORY

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794
410-799-1930

PAGE _1 OF

1. Department/Agency
SUBSEQUENT INJURY FUND

2. Division 3. Unit

LEGAL

purposes.

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a untt for reference as well as retention and disposition

4. Record Series Title
OAG PERSONNEL FORMS

5. Earliest Year/Lat
_ 2004

est Year
to present

series.)
YEARLY EVALUATION FORMS (PEP)

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the

7. Record Series Format(s) List all

X[ Letter Size ] Microfilm

[ Legal Size  [] Computer Tape
[ Audio Tape  [] Floppy Disk
[ Bound Book [ Video Tape

O Other (specify)Calendars.

8. Record Series Sequence 9. Volume
_5_files

x[] Atphabetical Number

[ Numerica! [ File Drawer(s)

[ Microfilm Reel(s)
[ Computer Tape(s)
x[J Other (specify)_files.

x[] Chronological

[ Geographical

10. Annual Accumulation

[ Other (specify) _5
Number

[ File Drawer(s)

[ Microfilm Reel(s)
[ Computer Tape(s)
x[[] Other (specify)files

11. File is Used

] weekly 0 Monthly

[J paily

X[] Annually(TWICE)

12. Fite Becomes Inactive After
_differs,

[0 Month(s)

Number

X[] Year(s)

13. Current Location(s) (Bldg., Floor, Room})
SIF OFFICE OF PRINCIPAL COUNSEL

Ovyes xOno

14. Is Record Series Duplicated Etsewhere? (If yes, specify agency or office.)

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s)

[ ves X[ No

16. Audit Requirements

X[] None []State [ Federal [] Independent

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

Ovyes xONo

18. Recommended Retention

RETAIN IN OFFICE FOR 3 YEARS AFTER TERMINATION OF
EMPLOYMENT OR UNTIL ADMINISTRATIVE VALUE CEASES, THEN
DESTROY.

19. Name and Title of Preparer
Sophia L. SWOPE PRINCIPAL COUNSEL

20. Telephone Number
410-321-2940

21. Date
12/09/11

DGS 550-4 (Rev. 1/83)




