
Department of General Services Schedule No. 971-98 

Records Management Division Page 1 of 2 
RECORDS RETENTION and DISPOSAL SCHEDULE 

Agency 
Department of the State Police 

DivisionlUnit 
Applications Management Section (METERSINCIC) 

I item NO. I Description 1 Retention I 
- ~ 

Schedule 971-98 is a new schedule that supersedes parts of 
schedule 971-32-3 as follows: 98-A-1 was 3206; 98-A-2 was 3209; 
98-A-3 was 321 1 ; 98-A-4 was 321 0; 98-A-6 was 3207; 98-A-7 was 
3208; 98-B-1 was 3224; 98-C-1 was 3201. Form DGS 550-1 was 
filed for these items under 971-32-1. 

NATIONAL CRIME INFORMATION CENTER (NCIC) AGENCY 
CII  E 
I ILL - 
Contains: 
A. Audit Reports 
B. Confirmation Reports 
C. Management Agreements 
D. Telecommunications Agreement and Training Violation 
E. Terminal Agency Coordinator (TAC) and Agency Head 

Changes (Changes are provided by agency heads of 
criminal justice agencies.) 

NClC OR1 FlLE 
Requests for Originating Agency Identifier (ORI) including Mobile 
and Computer Automated Dispatching (CAD) ORl's, supporting 
documentation and correspondence with Federal Bureau of 
Investigation (FBI) and Department of Public Safety Data Center. 

NClC TRAINING FlLE 
Lesson Plans for NClC Certification; NClC Recertification; Special 
NClC Police Training; NClC Train the Trainer Program; Training 
videos and video logs 

OFF- LINE SEARCHES 
Computer Print-outs of information requested in connection with 
Criminal and lnternal investigations 

WATCHDOG REQUESTS 
Computer Print-outs of information requested in connection with 
Criminal and Internal investigations 

A. Retain 3 years, then destroy. 
B. Retain until next audit, then destroy. 
C. Retain until renewed, then destroy. 
D. Retain 2 years from date of violation, 

then destroy. 
E. Continuous record maintained 

electronically and updated upon 
proper notification. 

Screen annually and destroy when no I 
longer needed. I 

i 
I 

I 

Retain 2 years from the date of training, 
then destroy. 

Retain 3 years from date of request, then 
destroy. 

Retain 3 years from date of request, then 
destroy. 

Approved by Department, Agency, Division or Unit Representative Schedule Authorized by State Archivist 

Date: June 14. 2013 Date: 
7 -8 a 13 

Type Name: Thomas L. Vondersmith. Jr. 

Title: Department Records Retention & Disposal Schedule Manaqer 1 
DGS 550-1 (Rev. 10-92) 



DGS 550-IA (Rev. 10-92) 

Department of General Services 
Records Management Division 

RECORDS RETENTION and DISPOSAL SCHEDULE 
(Continuation Sheet) 

Schedule No. 971-98 

Page 2 of 2 

Item No. 

98-A-6 

98-A-7 

98-A-8 

98-B-1 

98-B-2 

98-C-1 

Description 

NClC GENERAL CORRESONDENCE 

NClC - National Crime Information Center - Related Non- 
Agency or legal issues. 

Nlets - National Law Enforcement Telecommunications 
System - Related Non-Agency or Legal Issues. 

METERS - Maryland Electronic Telecommunications and 
Enforcement Resource System - Related Non- 
Agency or Legal Issues. 

NClC LEGAL CORRESPONDENCE 
Contains legal opinions and directives pertaining to . 
administration and operation of NCIC, Nlets, and METERS 

NEWSLETTERS 
The NClC newsletter informs the end-user-community of system 
and policy changes and establishes policy for the users 

RADIOACTIVE FUEL AND WASTE SHIPMENTS 
Shipping notifications, Quarterly reports to the Maryland 
Department of Environment, Teletype Notifications, and 
reference material relating to Radioactive fuel waste and 
shipments 

FATAL ACCIDENT LOG 
LOCI of Fatal Accidents and the Administrative Messacles 
identifvinq the person(s) killed andlor seriouslv iniured in the 
crashes and the subsequent assigning of a Motor Vehicle Death 
Number(s) for the deceased. 

METERS MESSAGE FILES 
Copies of all incoming and outgoing action messages processed 
through the Headquarters Terminals and copies of all messages 
transmitted out-of-state by all terminals on the system. Record 
copies of outgoing messages will be maintained by the 
originator. Record copies of incoming messages will be 
maintained by the office of interest 

Retention 

Retain 3 Years, then destroy. 

Retain 3 years, then destroy. 

Retain 3 years, then destroy. 

Retain for 20 years and review to identify 
documents no longer pertinent, then 
destroy. Records retained over 20 years 
will be reviewed annually and if not 
pertinent destroyed. 

Retain for 20 years and review to identify 
documents no longer pertinent, then 
destroy. Records retained over 20 years 
will be reviewed annually and if not 
pertinent destroyed. 

Retain 3 years, then destroy. 

Retain one year, then destroy. 

Retain one year, then destroy. 

I 



DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY 
Instructions -Type or Print a separate form for each new 

or revised record series. Forward with Records Retention RECORDS MANAGEMENT DIVISION 

Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275 
PAGE I OF -11- 

Jessup, Maryland 20794 
410-799-1930 

1. DepartmenVAgency 2. D~vision 3. Unit 

Department of State Police Police Communications Support 
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 Serles T~tle 5 Earllest YeariLatest Year 

98-A-1 NATIONAL CRIME INFORMATION CENTER (NCIC) AGENCY FILE 
- 2006- to -201 3- 

6. Record Senes Descnptlon (Bnefly describe the types of mfonal~onldocuments~orms found In !he senes. Include the purpose or fUnCtlOn of the Series.) 

Contains: 
A. Audit Reports - 45 File Drawers 
B. Confirmation Reports - 2 Drawers 
C. Management Agreements - included in the Audit Reports 
D. Telecommunications Agreement and Training Violation - 1 Drawer 
E. TAC and Agency Head Changes - included in the Audit Reports 

7. Record Senes Format(s) Llst all 8. Record Senes Sequence 9. Volume 

X File Draweqs) 

n Microfilm Reel@) 

X Letter Size 3 Microfilm n Alphabetical 48 

Cwnputer Tape@) 

c Legal Size n Computer Tape n Numerical Number 

n Other (specify) 

:I AU~IO Tape 17 Floppy Drsk n Chronological 

EBoundBook r Video Tape X Geographical 10. Annual Accumulat~on 

r File Drawer(s) 

?Other ( ~ p e c i l y ) ~  t Other (specify) 

o Mlcroflhll Reel(s) 

0 

O Computer Tape@) - 
Number 

c Other (specify) 

11. File IS Used 12. File Becomes lnactlve After 

X Daily 7 Weekly T Monthly O Annually - NIA- r Month@) ? Yeeqs) 

Number 

13. Current Locetlon(s) (Bldg.. Floor. Room) 14. Is Record Senes Duplicated Elsewhere? (If yes, spece agency or once.) 

Building F 2nd floor 
n yes x NO 

15. Access Restnctlons (If Yes, clte Law@) 8 Regulal~on(s) 16. Audit Requmrements 

X Yes No i None 7 State X Federal r Independent 

CJlS Security Pol~cy 

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

A.Retain 3 years, then destroy. 
t- YBS x NO B.Retain until next audit, then destroy. 

C.Retain until renewed, then destroy. 

D.Retain 2 years from date of violation, then destroy. 
E.Maintained electronically and updated upon proper notification. 

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

First Sergeant Thomas McElroy 41 0-653-4284 

DGS 550-4 (Rev. 1193) 



DGS 550-4 (Rev. 1193) 

AGENCY RECORDS INVENTORY 

PAGE 2 OF 1 1 -  

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. DeparlmenVAgency 

Department of State Police 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

2. Dlv~slon 

Police Communications Support 
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 Senes T~lle 

98-A-2 NClC OR1 FILE 
5. Earllest YearIL~test Year 

- 1998- to -2013- 

6. Record Senes Descnptlon (Bnefly descnba the types of ~nfonat~on/documents/fons found m the senes. Include the purpose or functfon of the series.) 

Requests for Originating Agency Identifier (ORI) including Mobile and Computer Automated Dispatching (CAD) ORl's, supporting 
documentation and correspondence with Federal Bureau of Investigation (FBI) and Department of Public Safety Data Center. 

- ~- 

7. Record Series Fonnat(s) Llsl all 

X Letter Slze M~crofilm 

'1 ~ega l  size n Computer Tape 

Ci Audlo Tape " Floppy Disk 

n Bound Bwk  3 Video Tape 

n Other (specify)- 

11. Flle IS Used 

8. Record Series Sequence 

C Alphabet~cal 

X Numerical 

2 Chmnolog~cal 

C Geographtcat 

c Other (specify) 

12. File Becomes 

9. Volume 

X File Drawer(?.) 

c M~crofilm Reel(s) 

26 3 Computer Tape(s) 

Numbar 

r Other (specify) 

10. Annual Accumulat~on 

X3 File Drewer(s) 

o Microfilm Reel(s) 

-2- c Computer Tape@) 

Number 

? Other (specify) 

Inactwe Afler 

x Daily 9 Wwkly 3 Monthiy O Annually 

13. Current Locatlon(s) (Bidg.. Flwr. Room) 

Building F 2M floor 

15. Access Restncttons (If Yes, cete Law(s) B Regulatlon(s) 

P Yes X No 

17. Is an Index System used? If yes, explaln briefly and descnbe requirements 

- Yes X No 

- N I L  i' Monlh(s) :: Year@) 

Number 

14. Is Record Senes Dupl~cated Elsewhere? (If yes. specify agency or fllce.) 

C1 Yes X No 

16. Audit Requirements 

r None x state M Federal 3 Independent 

18. Recommended Retenlton 

Retain locally until no longer needed, then destroy. 

21. Date 19. Name and Tille of Preparer 

First Sergeant Thomas McElroy 

20. Telephone Number 

410-653-4284 



DEPARTMENT OF GENERAL SERVICES 
AGENCY RECORDS INVENTORY 

Instructions -Type or Print a separate form for 

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 3 OF 1 1 -  

Jessup. Maryland 20794 
410-799-1930 

1. DepenmenVAgency 2. Dlv~s~on 3. Unit 

Department of State Police Police Communications Support 
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 Senes T~tle 5. Earllest YeariLelest Year 

98-A-3 NClC TRAINING FILE 
- 2010- to -2U13- 

6. Record Senes Descnpt~on (Briefly descnbe the types of tnfonattonldocuments/foms found In the Senes. Include the purpose or functlon of the sen=.) 

Lesson Plans for NClC Certification; NClC Recertification; Special NClC Police Training; NClC Train the Trainer Program; 
Training videos and video logs. 

7. Record Senes Fomet(s) Ltsl ell 8. Record Senes Sequence 9. Volume 
X File Drawer(s) 

L1 Microfilm Reel(?.) 

X Letter Size U Micmiim n Alphabetical 

-4- o Computer Tepe(s) 

n Legal Size n Computer Tape n Numerical Number 
o Other (specify) 

L1 Audio Tape O Floppy Dlsk XO Chronological 

n Bound Book n Video Tape n Geo~raphicel 10. Annual Accumutetlon 
X! I File Drawer(s) 

3 Other (specify)- @ Other (specify) 

r Mrcrofilm Reel(s) 

-1- o Computer Tepe(s) 

Number 

c Other (spec*) 

11. File IS Used 12. File Becomes lnectlve Afler 

X Dally 1 WBekly C' Monthly t! Annually -3- c Monlh(s) X Year@) 
Number 

13. Current Locetlon(s) (Bldg.. Floor. Room) 14. Is Record Senes Duplrcated Elsewhere? (If yes, specw agency or oftice.) 

Building F 2d  floor 
Xr Yes C No 

15. Access Restrictions (If Yes, ole Law(s) 8 Regulalton(s) 16. Audit Requnrernents 

X Yes ;I No C None c State X Federal r Independent 

CJIS secumy Policy 

17. is an Index System used? If yes, expleln bnefly and descnbe requtrements 18. Recommended Relention 

Retain 3 years from the date of training, then destroy. 
Yes X No 

19. Name end Ttle of Preparer 20. Telephone Number 21. Date 

First Sergeant Thomas McElroy 41 0-653-4284 

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) 

DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY 

-- 

1. DepafimenuAgency 

Department of State Police 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410799-1930 

2. Divrslon 

Police Communications Support 
Division 

DEFINITION - RECORD SERIES: A group of relal 

PAGE 4 OF 1 1 -  

3. Unit 

4. Record Sertes T~tle 

98-A-4 OFF- LINE SEARCHES 

?d records normally filed and used as a unit for reference as well as retention and disposition purposes. 
5. Earllest YeariLatest Year 

6. Record Senes Descnpllon (Bnefly descr~be the types of ~nfonat~onldocumentsIfons found In the senes. Include the purpose or functlon of the SeneS.) 

Computer Print-outs of information requested in connection with Criminal and Internal investigations 

9. Volume 

X File Drawer(s) 

o Microfilm Reel(s) 

8 

n Computer Tape(s) 

Number 

D Other (specify) 

10. Annual Accurnulatlon 

7 File Drawer(s) 

7 Microfilm Rwl(s) 

@ Computer Tape(s1 - 
Numbsr 

c Other (specify) 

7. Record Series Fonat(s) Llsl ell 

X Letter S~ze n Mlcrofllm 

u Legal Stze r Computer Tape 

o Audio Tape n Floppy Disk 

U Bound Book CI Video Tape 

o Other (specify)- 

8. Record Series Sequence 

o Alphabetical 

X Numerical 

n Chronological 

n Geographical 

i- Other (specify) 

11. Flle is Used 

X Daily ii Weekly o Monthly :1 Annually 

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

Building F Znd floor 

15. Access Restrictions (If Yes, cite Law(s) 8 Regulat~on(s) 

c Yes X No 

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

n Yes X No 

12. Flte Becomes Inactlve After 

3 rMonlh(s)  X Year@) 

Number 

14. Is Record Senes Dupl~cated Elsewhere? (If yes, spectfy agency or ofice.) 

c Yes X No 

16. Audit Requ~rements 

X None tl State n Federal C independent 

18. Recommended Retention 

Retain 3 years from date of request, then destroy. 

21. Date 19. Name end Tile of Preparer 

First Sergeant Thomas McElroy 

DGS 5504 (Rev. 1193) 

20. Telephone Number 

41 0-653-4284 



I 

r - - 

AGENCY RECORDS INVENTORY 

PAGE 5 OF -11- 

3 Untl 

lnstructlons -Type or Pnnt a separate form for 

each new or rev~sed record ser~es. Forward 

with Records Retention Schedule (DGS 550-1) 

1 DepartmenUAgency 

Department of State Pollce 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

2 D~v~s~on  

Police C ~ m m ~ n i ~ a t i ~ n ~  Support 
Dlvtsion 

DEFINITION - RECORD SERIES. A group of related records normally filed and used as a unlt for reference as well as retention and d~sposltlon purposes. 
4 Record Serles T~tle 

98-A-5 WATCHDOG REQUESTS 
5 Earltest YearILatest Year 

- 2013- to -2013- 

6 Record Senes Descnptlon (Bneny descnbe the types of ~nfomattonldocumentSnorms found m the senes Include the purpose or functron of the senes ) 

Computer Prtnt-outs of information requested in connection with Cr~mlnal and Internal investigations 

9 Volume 

X F~le Drawer(s) 

c M~cmftlm Rwl(s) 

-1- n Computer Tape@) 

Number 

n Other (specify) 

10 Annual Accumulat~on 

X F~le Drawer(s) 

c M~cmfilm Reel(s) 

-1- n Computer Tape(s) 

Number 

o Olher (spec*) 

7 Record Senes Fomat(s) Ltst all 

X Letter S~ze j M~crofilm 

o Legal Size n Computer Tepe 

3 Audio Tape n ~loppy ~ t s k  

1 Bound B w k  Ci Video Tape 

- Other I S P e C i t y ) ~  

8 Record Senes Sequence 

7 Alphabet~cal 

x Numerical 

il Chmnolog~cal 

2 Geograph~cal 

- Otner (specW) 

11 Ftle 1s Used 

X Dally "Weekly Monlhly C Annually 

13 Current Locat!on(s) (Bldg . Floor. Room) 

Buildlng F 2"d floor 

15 Access Restnct~ons (If Yes. ctte Law@) 8 Regulatlon(s) 

[1 Yes X No 

17 Is an Index System used7 If yes, explatn bnefly and descnbe requ~rements 

- Yes X No 

12 Fble Becomes lnact~ve Afler 

-3- Month(s) X Year(s) 

Number 

14 IS Record Senes Dupl~cated Elsewhere? (If yes, spec* agency or ofice ) 

r Yes X No 

16 Audlt Requ~rements 

X-I None @ State a Federal n Independent 

18 Recommended Relent~on 

Retain 3 years from date of request, then destroy. 

21 Date 19 Name and T~tle of Preparer 

Flrst Sergeant Thomas McElroy 

DGS 550 4 (Rev 1193) 

20 Telephone Number 

410-653-4284 



DGS 5504 (Rev. 1/93) 

AGENCY RECORDS INVENTORY 

PAGE 6 OF -11- 

3. unll 

Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

1. DepanmenVAgency 

Department of State Police 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

2. D~vision 

Police Communications Support 
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 Serles Tltle 

98-A-6 NClC GENERAL CORRESONDENCE 
5. Earllest YeariLatest Year 

- 2010- lo -2013- 

6. Record Senes Descnptlon (Bnefly descnbe the types of ~nfomat~onldocuments/fons found tn the serles. Include the purpose or function of the series.) 

1. NClC - National Crime Information Center - Related Non-Agency or legal issues. 
2. Nlets - National Law Enforcement Telecommunications System - Related Non-Agency or Legal Issues. 

3. METERS - Maryland Electronic Telecommunications and Enforcement Resource System - Related Non-Agency or Legal 

9. Volume 

x File Draweqs) 

r Micmfiim Reel@) 

-8- :: Canputer Tape(s) 

Number 

c Other (specify) 

10. Annual Accumulal~on 

:- File Drswer(s) 

F. Microfilm Reel(s) 

9- r Computer ~ape(s) 

Number 

: Other (specify) 

Issues 
7. Record Senes Formal(s) Lst ell 

~ener  Slze 1 Mlcmfilm 

X Legal Sue c' Computer Tape 

3 Audio Tape ? Floppy Disk 

X Bound Book :-I Video Tape 

o Other (specify) 

8. Record Senes Sequence 

C Alphebetical 

Numerical 

:, Chronological 

7 Geographtcal 

X Other (specify) -By system then 

Alphabet~cally 

11. Fde ts Used 

x Dally CI Weekly c Monthly l Annually 

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

Building F 2"d floor 

15. Access Restnctlons (If Yes. cite Law(s1 8 Regulallwr(s) 

c Yes xc NO 

17. IS an Index System used? If yes, explatn bnefly and descnbe requlments 

n yes x NO 

12. File Becomes lnactlve Afler 

-3- C Month@) I,X Year(s) 

Number 

14. IS Record Ser~es Duplicated Elsewhere? (If yes, specify agency or office.) 

@ Yes x No 

16. Audlt Requtrements 

x None c State c Federal c Independent 

18. Recommended Retent~on 

1. Retain 3 years, then destroy. 
2. Retain 3 years, then destroy. 
3. Retain 3 years, then destroy. 

21. Date 19. Name and Tile of Preparer 

First Sergeant Thomas McElroy 

20. Telephone Number 

410653-42M 



DGS 550-4 (Rev. 1193) 

AGENCY RECORDS INVENTORY 

PAGE 7 OF I 1  

3. Unlt 

Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

1. DepartmenlIAgency 

Department of State Police 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

2. Divts~on 

Police Communications Support 
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 Senes Tille 

98-A-7 NClC LEGAL CORRESPONDENCE 
5 Earltest YearlLalesl Year 

- 1998- to -201 3- 

6. Record Senes Descnpllon (Briefly describe the types of 1nformstlonldocumentsK01~ns found In the senes. Include the purpose or functton of the senas.) 

Contains legal opinions and directives pertaining to administration and operation of NCIC, Nlets, and METERS 

9.  volume 

x File Drawer@) 

n Mlcrofllm Reel(s) 

-1- r. Computer Tape(s) 

Number 

c Other (specify) 

10. Annual Accumulal~on 

r l  File Drawer(s) 

L. Mtcrofilm Reei(s) 

-0- r Computer Tape@) 

Number 

C Olher (specify) 

7. Record Senes Formal(s) Llst ell 

x Letter S~ze n Microfilm 

x Legal Stze n Computer Tape 

n Audio Tape o Floppy Disk 

x Bound Book n Video Tape 

n Other (spech) 

8. Record Senes Sequence 

n Alphabetlcel 

n Numerical 

r! Chronological 

n Geographical 

rn Other (spech) -By Subject- 

11. F~le IS Used 

C Daily x Weekly c Monlhb Il Annually 

13. Currenl Locatton(s) (Bidg.. Floor. Roam) 

Building F 2nd floor 

15. Access Restriclions (If Yes, ctte Lawls) 8 Regulal~on(s) 

: Yes X No 

17. Is an Index System used? If yes, explatn bnefly and describe requirements 

r Yes x NO 

12. File Becomes lnact~ve Afler 

-NIA- C Monlh(s) r Year@) 

Number 

14. IS Record Series Duplicated Elsewhere? (If yes, specdy agency or office.) 

o Yes X No 

16. Audit Requirements 

X= None : State r Federal n Independent 

18. Recommended Retenllon 

Retain for 20 years and review to identify documents no 
longer pertinent, then destroy. Records retained over 20 
years will be reviewed annually and if not pertinent 
destroyed. 

21. Dale 19. Name end Title of Preparer 

First Sergeant Thomas McElroy 

20. Telephone Number 

410-653-4284 



DGS 550-4 (Rev. 1/93] 

AGENCYRECORDSINVENTORY 

PAGE 8 OF 11 

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. DepamnenVAgency 

Department of Staten Police 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

2. DIVISIO~ 

Police Communications Support 
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 Senes Tltle 

98-A-8 NEWSLETTERS 
5. Earllest YearlLafest Year 

- 1 9 8 7  10 -2013- 

6. Record Senes Descnpl~on (BneRy describe the types of ~nformat~onldocumentsffoms found ~n the senes. Include the purpose or funcllon of the Senes.) 

The NClC newsletter informs the end-user-community of system and policy changes and establishes policy for the users 

9. Volume 

n File Drawer($) 

c Microfilm Reel(s) 

-1- c Computer Tape(s) 

Number 

X Olher (specify)-3 INCH BINDER- 

10. Annual Accumulat~on 

r File Drawerts) 

I- M,c&lm Rwl(s) 

4 -- r Compuler Tape(s) 

Number 

x Other (specify) ISSUES 

7. Record Senes Formal(s) Last all 

X Letter Size o M!cmfilm 

n Legal Size Z Cwnputer Tape 

o Aud~o Tape n Floppy Disk 

9 Bound Book n Video Tape 

ii Other (specify-METERS SWITCH FROM 2005 TO PRESENT- 

8. Record Senes Sequence 

C1 Alphabetical 

C Numerical 

X Chronolog~cal 

o Geographical 

o Other (specify) 

11. File is Used 

X Daily 3 Weekly r Monthly ii Annually 

13. Current Lmatlon(s) (Bldg., Floor. Room) 

Building F 2d floor 

15. Access Restncl~ons (If Yes. clle Law@) 8 Regulellon(s) 

: Yes 3 No 

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

c Yes z NO 

12. F~le Becomes lnactlve After 

- N I L  r Monlh(s) r Year@) 

Number 

14. IS Record Senes Dupl~caled Elsewhere? (If yes. specify agency or office.) 

P Yes c NO 

16. Audit Requ~remenls 

r None r State i l  Federal O Independent 

18. Recommended Retentlon 

Retain for 20 years and review to identify documents no longer 
pertinent, then destroy. Records retained over 20 years will be 
reviewed annually and if not pertinent destroyed. 

21. Date 19. Name and Title of Preperer 

First Sergeant Thomas McElroy 

20. Telephone Number 

4104534284 



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 -9- OF -1 1- 

Jessup, Maryland 20794 
410-799-1930 

1. DepanmenVAgency 2. Divtston 3. Unit 

Department of Staten Police Police Communications Support 
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 Sertes Tttle 5. Earllest YeariLatest Year 

98-B-1 RADIOACTIVE FUEL AND WASTE SHl PMENTS 
- to - 

6. Record Series Description (Briefly describe the types of info~mation/documentsAoms found in the senes. Include the purpose or functlon of the Series.) 

Shipping notifications, Quarterly reports to the Maryland Department of Environment, Teletype Notifications, and reference 
material relating to Radioactive fuel waste and shipments 

7. Record Senes Format(s) Llst all 8. Record Series Sequence 9. Volume 

X File Drawer(s) 

u Microfilm Reel(s) 

X Letter Size CI M~cmfilm n Alphabetical 

-1- o Computer Tape@) 

n Legal Size -! Computer Taw n Numericsl Nmber 

o Other (specify) 

n Audlo Tape n Floppy Disk X Chronological 

cl Bound Book O Video Tape Geographical 10. Annual Accumulat~on 

x File Drawr(s) 

~1 Other (specify) n Other (specify) 

n Microfilm Reel(s) 

1 -- o Cmputer Tape@) 

Number 

c Other (specify) 

11. File 1s Used 12. File Becomes lnactlve Afler 

X Daily n Weekly c Monthly u Annually 3 UMonth(s) X Year@) 

Number 

13. Current Locatton(s) (Bldg.. Floor. Room) 14. Is Record Senes Duplicated Elsewhere? (If yes, specify agency or office.) 

Building F 2w floor 
u Yes X No 

15. Access Restnctlons (If Yes, clte Law(s) 8 Regulabon(s) 16. Audit Requirements 

X Yes E No x None u State @ Federal n Independent 

Special Order No. 01-9721 

17. IS an Index System used? If yes. explain bnefly and descnbe requirements 18. Recommended Retention 

Retain 3 years, then destroy. 
Yes X No 

19. Name end Tttle of Preparer 20. Telephone Number 21. Date 

First Sergeant Thomas McElroy 41 0653-4284 



DEPARTMENT OF GENERAL SERVICES 
AGENCYRECORDSINVENTORY 

Instructions -Type or Print a separate form for 

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-10 OF 11 

Jessup, Maryland 20794 
4107991930 

1. DeperhnenVAgency 2. D~v~slon 3. Unlt 

Department of Staten Police Police Communications Support 
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 Ser~es Rtle 5 .  Earllest YearILatest Year 

98-B-2 FATAL ACCIDENT LOG 
- 2011- lo  -2013- 

6. Record Senes Descnpt~on (Bnefly describe the types of infomat~on/documenlsAoms found In the series. Include the purpose or functlon of the senes.) 

Loq of Fatal Accidents and the Administrative Messaaes identifvinq the person(s) killed andlor seriously injured in the 
crashes and the subsequent assigning of a Motor Vehicle Death Number(s) for the deceased. 

7. Record Senes Fonnat(s) Ltst ell 8. Record Senes Sequence 9. Volume 

X File Drawer(s) 

n Microfilm Reel(s) 

n Lener Size 2 M~cmfilm O Alphabetical 

-1- C Computer Tepe(s) 

X Legal Size n Computer Tepe c Numericel Number 
n Other (specify) 

n Audio Tape 9 Floppy Disk xn Chmnologtcal 

n Bound Book 11 Video Tepe C! Geogmph~cal 10. Annual Accumulat~on 
X File Drawer(s) 

n Other (speci@) n Other (specify) 

c Microfilm Reel(s) 

-1- D Computer Tape(s) 

Number 

i Other (specv) 

11. Flle 1s Used 12. File Becomes lnacttve Afler 

x Daily cl Weekly o Monthly n Annually 1 -  C; Monlh(s) ? Year(s) 

Number 

13. Current Locat~on(s) (Bldg.. Flwr. Rwm) 14. Is Record Series Dupl!cated Elsewhere? (If yes. spec@ agency or ofice.) 

Building F 24 floor 
X Yes r? No 

MSP Central Record Div Fataltly AnaWts Report Splem 

15. Access Restncttons (If Yes, c+te Law@) 8 Reaulatlon(s) 16. Audit Requirements 

: Yes X No X None 11 State L' Federal :- Independent 

17. Is an index System used? If yes, explaln bnefly and descnbe requirements 18. Recommended Retention 

Retain one year, then destroy 
o Yes X No 

19. Neme end Title of Preparer 20. Telephone Number 21. Date 

First Sergeant Thomas McElroy 
41 0-653-4284 

DGS 550-4 (Rev. 1/93) 



DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY 
Instructions -Type or Print a separate form for 

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 -11- OF -11- 

Jessup, Maryland 20794 
410-799-1930 

1. DepanmenVAgency 2. Drvis~on 3. Unlt 

Department of Staten Police Police Communications Support 
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 Senes Title 5. Earllesl YearlLatest Year 

98-C-1 METERS MESSAGE FILES 
- 2011- 10-2013- 

6. Record Senes Descnptlon (Bnefly descrlbe the types of ~nfomat~onldocumenls/forms found In the senes. Include the purpose or functlon of the series.) 

Copies of all incoming and outgoing action messages processed through the Headquarters Terminals and copies of all 
messages transmitted out-of-state by all terminals on the system. Record copies of outgoing messages will be maintained 
by the originator. Record copies of incoming messages will be maintained by the office of interest 

7. Recod Senes Fomat(s) List all 8. Record Senes Sequence 9. Volume 
X File Drawer(s) 

r Microfilm Reel(s) 

X Letter Size O Microfilm C Alphabet~cal 

12 c ComputerTape(s) 

3 Legal S~ze 3 Computer Tape Numerical Number 
O Other (specify) 

3 AU~IO Tape n Floppy Dlsk X Chronologtcal 

rj Bound Book :Video Tape r Geographical 10. Annual Accumulallon 

X File Drawer(s) 

c Other (specify) o Other (specify) 

r; Marofilm Reel(s) 

-12- n Computer Tape@) 

Number 

r Other (specify) 

11. F~le 1s Used 12. Flle Becomes lnactlve After 

X Daily n Weekly r. Monthly o Annually -1- o Month(s) x Year(s) 

Number 

13. Current Locatlon(s) (Bldg.. Floor. Room) 14. 1s Record Ser~es Dupl~cated EIseWIIere? (If yes. specify agency or ofice.) 

Building F 1st floor 
X3 Yes C NO 

Electronically on the METERS message switch 

15. Access Restncttons (If Yes. clle Law@) 8 Regulat~onls) 16. Audll Requ~rements 

X Yes NO e None n ~ t a t e  o Federal T' Independent 

CJlS Security Policy 

17. 1s an Index System used7 If yes, expla~n brlefly and descnbe requlremenls 18. Recommended Retent~on 

Retain one year, then destroy 
C Yes X No 

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

First Sergeant Thomas McElroy 41 0-653-4284 


