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Description 

Maryland Sentencing Guidelines Worksheets 

This series consists of paper sentencing guidelines 
worksheets received by the Maryland State 
Commission on Criminal Sentencing Policy from the 
Maryland circuit courts. 

Maryland Sentencing Guidelines Database 

This series consists of a Microsoft Access database file 
which contains the information data-entered from paper 
sentencing guidelines worksheets submitted to the 
Maryland State Commission on Criminal Sentencing 
Policy by the Maryland circuit courts. 

Maryland State Commission on Criminal 
Sentencing Policy (MSCCSP) Sentencing 
Guidelines Data Codebook 

This series consists of a codebook for the Maryland 
Sentencing Guidelines Database. The codebook 
provides descriptions of variables in the database and 
explanations of codes for those variables. 

Retention 

Retain for seven (7) 
years from the date of  
sentencing, then 
destroy. 

Permanent. Retain until 
submission of the 
agency's annual report, 
then transfer to the 
Maryland State Archives 
for permanent retention. 

Permanent. Retain until 
submission of  the 
agency's annual report, 
then transfer to the 
Maryland State Archives 
for permanent retention. 
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Agency DivisionlUnit 
Maryland State 

Item 
No. 

4. 

DGS 550-IA 

Commission on Criminal Sentencing Policy 

Description 

Mawland State Commission on Criminal Sentencing 
Policy Annual Reports 

This series consists of the annual reports of the 
Maryland State Commission on Criminal Sentencing 
Policy. The reports detail the activities of the Maryland 
State Commission on Criminal Sentencing Policy and 
provide an overview of circuit court sentencing practices 
and trends in Maryland. 

Retention 

Pennanent. Retain 
until submission to  the 
Maryland General 
Assembly, then 
transfer to  the 
Maryland State 
Archives for 
permanent retention. 
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1 DEPARTMENTIAGENCY 

DEFINITION - Record Series - A group of related records stored electronically and used as a unit for reference as well as retention 

4 ELECTRONIC RECORD SERIES TITLE 5 EARLIEST YEAWLATEST YEAR 
Maryland Sentencing Guidelines Database 

1983- TO 2 0 1  2- 

The Maryland Sentencing Guidelines Database contains the information dataentered from paper sentencing guidelines 
worksheets submitted to the Maryland State Commission on Criminal Sentencing Policy by the Maryland circuit courts. The 
database allows analysis of sentencing trends with respect to compliance with the Maryland sentencing guidelines, particular 
offenses, specific types of offenders, and geographic variations, as well as monitoring of circuit court sentencing practice and 
adoption of changes to the sentencing guidelines when necessary. 

The Maryland State Commission on Criminal Sentencing Policy makes available the complete data set for each sentencing year. 

The Maryland Sentencing Guidelines Database is updated with the information dataentered from paper sentencing guidelines 
worksheets that are submitted continually to the Maryland State Commission on Criminal Sentencing Policy by the Maryland 
circuit courts. Maryland State Commission on Criminal Sentencing Policy staff enters information from the sentencing guidelines 
worksheets into the database as they are received. 

For additional information, please see the document titled 'Maryland State Commission on Criminal Sentencing Policy Data 
Quality Assurance Procedures" attached hereto. 

The Maryland Sentencing Guidelines Database is a Microsoft Access database file stored on the network server of the Maryland 
State Commission on Criminal Sentencing Policy. The network server is located at the staff office of the Maryland State 
Commission on Criminal Sentencing Policy, 451 1 Knox Road, Ste. 309, College Park, MD 20742-8660, and is backed up 
remotely each evening. 
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AGENCY RECORDS INVENTORY 
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3. Unit 

Instructions -Type or Print a separate form for each 

new or revised record series. Forward with Records 

Retention Schedule (DGS 550-1) 

1. DeparhnenVAgency 

Maryland State Commission on Criminal Sentencing 

Policy 

I 

I 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road. P.O. Box 275 

Jessup, Maryland 20794 
4 1 0 ~ 1 8 3 0  

2. 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 Title 

Maryland State Commission on Criminal Sentencing Policy Annual Reports 

5. Earliest YearlLatest Year 

1 9 9 9  to 2 0 1  2 

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

The Annual Report details the activities of the Maryland State Commission on Criminal Sentencing Policy over the past year and provides an overview of 

circuit court sentencing practices and trends in Maryland. The Annual Report also provides a comprehensive examination of judicial compliance with 

Maryland's voluntary sentencing guidelines, describes information provided on the sentencing guidelines worksheets, and provides a description of planned 

activities for the upcoming year. 

7. Record Serieg Fmat(s) List all 

(Xi LetteShe Micmnlm 

Legal She Computer Tape 

q ~udio Tape Floppy ~ s k  

Bound Book Video Tape 

q owlw (w=v)- 

11. FileIsUsed 

8. R e d  Serles Sequence 

Alpha-1 

Numerkal 

R chlmoloekal 

q G.wmphbl 

a-r(specny) - 

12. File Beanes 

9. Vdume 

-14- 

Number 

DMDnmer(s) 

MlcmtVrn Red@) 
q computer Taws) - c ~ , B a r n d  v- 

10. Annual Accumulation 

-1- 

N u m b  

Fib m . 9 )  

MlaoRlm Reel(s) 

mputer Taws)  

rn -(specny)-~ rsport- 

Inactive Alter 

0 Dally Weekly MonW (Xi h a l l y  

13. Current LocsWon(6) (Bldg.. Floor. Room) 

451 1 Knox Road, Ste. 309 

Coltege Park. MD 20742-8860 

15. Access Restrictions (If Yes, dh, Lmfs) (L Regulalkm(s) 

O Y e s  rn No 

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

q Yes (Xi No 

-1- 

 umber Month(s) Year(s) 

14. Is Record M e s  Duplicated Elsewhere? (If yes, specify agency of oflica.) 

U Y e s  (Xi NO 

16. Audit Requirements 

None State q Federal q Independent 

18. Recommended Retention 

Permanent. 

19. Name and Title of Preparer 

Christina D. Stewart. Policy Analyst, Graduate Research Assistant 

20. Telephone Number 

(301) 403-4165 

21. Date 

February 5,2013 



Instructions -Type or Print a separate form for each 

new or revised record series. Forward with Records 

Retention Schedule (DGS 550-1) 

1. DepartrnentlAgency 

Maryland State Commission on Criminal Sentencing 

Policy 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road. P.O. Box 275 

Jessup, Maryland 20794 
414799-1930 

2. Division 

AGENCY RECORDS INVENTORY 

PAGE 3- OF 3- 

3. Unit 

I I 
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 

Maryland Sentencing Guidelines Worksheets 

5. Earliest YearILatest Year 

1 9 9 9 -  to -201 2- 

6. Record Series Description (Briefly describe the types of informationldocuments/forms found in'the series. Include the purpose or function of the series.) 11 
Record series is composed of sentencing guidelines worksheets received by the Maryland State Commission on Criminal Sentencing Policy (MSCCSP) from 11 
the Maryland circuit courts. In compliance with Criminal Procedure Article, $6-210, Annotated Code of Maryland, the MSCCSP collects the sentencing 

guidelines worksheets and enters information contained in the worksheets into the Maryland sentencing guidelines database. Data collected from the 

worksheets permits the MSCCSP to analyze sentencing trends and monitor sentencing practice in the Maryland circuit courts. Paper copies of the sentencing II 
guidelines worksheets are retained for verification of data maintained in the Maryland sentencing guidelines database. 

7. Record Series Forrnat(s) List all 8. Record Series Sequence 9. Volume 

-24- 

Lener Size M M l m  Alphabetical Number 

Legal Size Computer Tape 

Audlo Tape Floppy Olsk 

Bwnd Book Video Tape 

Other ( s ~ e c i h l ) ~  

Numerical 

Chronological 

rn Geographical 

Other (spedh/) - 

File Drawer(s) 

Minofilm Reel@) 

Computer Tape@) 

Other (spedh/)- 

-1 1.000- 

Number 

File Drawer(s) 

Microfilm Reel(s) 

Computer Tape@) 

Other (spedfy)worksheets- 

11. File is Used 

Dally Weekly Monthly Annually 

11 12. File Becomes Inactive After 

- epprox. 1- 

Number Month(s) rn Year@) 

13. Current Location(s) (Bldg.. Floor. Room) 

451 1 Knox Road. Ste. 309 

College Park. MD 20742-8660 

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

Maryland Judiciary: Deparlment of Public Safety 6 C o d o n a l  Services: State's Attorney's I 
Wca: Omce of the Public Mender 

15. Access ResMctions (If Yes, cite Law@) 8 Regulation(s) 16. AudR Requirements I 
Yes rn No I1 rn None State Federal Independent 

I1 

19. Name and Title of Preparer 20. Telephone Number 21. Date 

Christina D. Stewart. Policy Analyst. Graduate Research Assistant (301) 403-4165 October 23.201 2 

- -~ 

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) 

1. DepartmenWAgency 

Maryland State Commission on Criminal Sentencing 

Policy 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road. P.O. Box 275 

Jessup, Maryland 20794 
41&798-1930 

2. Division 

AGENCY RECORDS lNVENTORY 

3 
PAGE -9 OF 3 

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 

Maryland State Commission on Criminal Sentencing Policy (MSCCSP) Sentencing 

Guidelines Data Codebook 

5. Earliest YearlLatest Year 

- 201 2- to -201 2- 

6. Record Series Description (Briefly describe the types of informationldocurnentslforms found in the series. Include the purpose or function of the series.) 

Record series is composed of a codebook for the Maryland sentencing guidelines database. The codebook provides desaiptions of variables in the Maryland 

sentencing guidelines database and explanations of codes for those variables. 

9. Volume 

-7- 

Number 

Flle Dtawefls) 

M i d m  Rwl(s) 

Computer Tape(s) 

Other (spedty)oages- 

10. Annual Accumulation 

-None- 

Number 

F L  Drswerls) 

Microfilm Reel(s) 

Compvter Ta~e(s) 

q other ( s ~ e d h l ) ~  

lnacthre After 

7. Record Series Format(.%) List all 

(XI Letter She M i d l m  

Legal Slze Computer Tape 

q Audio Tape q Floppy Disk 

Bound Book Vldeo Tape 

0th ( ~ p e c i t y ) ~  

11. Fik is Used 

8. R e d  Series Sequenca 

Alphabetical 

Numerical 

Chrandogkal 

-C-TWhk=l 

(XI Omer (spedfy) -N/A- 

12. File Becomes 

Daily q Weekly (XI Monthly Annually 

13. Current Locationrs) (Bldg.. Floor. Room) 

451 1 Knox Road. Ste. 309 

Cdlege Park, MD 207424660 

15. A m s s  Restrictions (If Yes, dte Law@) 8 Regulatlon(s) 

Yes No 

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

Yes (XI No 

Number Month(s) Yeaflu) 

File d m  not beane  inactive. 

14. Is Record Series Duplicated Elsewhere? (If yes, specity agency or olRce.) 

O Y e s  (XINo 

16. AudR Requirements 

None State Federal Independent 

18. Recommended Retention 

Permanent 

19. Name and Title of Preparer 

Christina D. Stewart, Policy Analyst, Graduate Research Assistant 

20. Telephone Number 

(301) 4034165 

21. Date 

October 23,2012 



MARYLAND STATE COMMISSION ON CRIMINAL SENTENCING POLICY 
DATA QUALITY ASSURANCE PROCEDURES 

The Maryland State Commission on Criminal Sentencing Policy (MSCCSP) has 
instituted procedures at multiple stages of the data collection and management process to ensure 
data quality. 

Worksheet Review 

Upon receiving sentencing guidelines worksheets tiom the Maryland circuit courts, 
MSCCSP staff reviews the worksheets for accuracy and completeness. If there are questions 
concerning a worksheet, court personnel responsible for preparing and completing the worksheet 
are contacted for clarification. Detected errors and omissions are resolved when possible. 

Data Entry 

Once MSCCSP staff reviews the sentencing guidelines worksheets, the worksheets are 
data-entered into the Maryland sentencing guidelines database. The database is stored on the 
network server in the MSCCSP staff office and is backed up remotely each evening. The 
individuals responsible for data-entering the sentencing guidelines worksheets receive 
comprehensive training fiom the MSCCSP's Administrative and Training Coordinator; training 
is guided by a data entry manual to ensure consistency in instruction among individuals. To 
reduce the likelihood of data entry errors, the Maryland sentencing guidelines database contains 
numerous checks to minimize data entry key punch error. 

Data Checks and Cleaning 

MSCCSP staff spends considerable time each year checking and cleaning the data 
maintained within the Maryland sentencing guidelines database in an effort to maximize the 
accuracy of the data. These data verification activities typically involve: (1) identifying cases in 
the database with characteristics likely to result in data entry error; (2) reviewing the sentencing 
guidelines worksheets for these cases; and (3) making corrections to the records in the database 
when necessary. MSCCSP staff also routinely researches missing values on key variables 
through the Maryland Judiciary Case Search website. Finally, MSCCSP staff regularly verifies 
and updates the database containing the guidelines offenses. Checking and cleaning the data on a 
regular basis throughout the year allows for increased confidence in the accuracy of the data and 
permits more reliable offense-specific analyses of the data. 




