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RECORDS RETENTION and DISPOSAL SCHEDULE 

I Schedule No. 971-14-1 I 
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Agency I Department of the State Police 
DivisionIUnit 

Administrative Hearing 

Retention 

Schedule 971-14-1 replaces Schedule 971-14 in its entirety. 

MASTER CONTROL LEDGER 
Contains all pages of the master control ledger in numerical 
sequence. 

ADMINISTRATIVE HEARING REPORTS - CLOSED 
Contains all closed administrative hearing reports with 
attachments and correspondence. Reports will be filed 
numerically by the case number. 

CIVILIAN MITIGATIONS - CLOSED 
Contains all closed civilian mitigation meeting reports with 
attachments and correspondence. Reports will be filed 
numerically by the case number. 

AUTOMOTIVE SAFETY ENFORCEMENT DIVISION (ASED) 
EMERGENCY SUSPENSION CASES - CLOSED 
Contams all closed ASED emergency suspension hearing reports 
with attachments and correspondence. Reports will be filed 
numerically by the case number. 

LICENSING DIVISION SUSPENSION CASES - CLOSED 
Contains all closed Licensing Division emergency suspension 
hearing reports with attachments and correspondence. Reports 
will be filed numerically by the case number. 

SWORN & CIVILIAN GRIEVANCE REPORTS - CLOSED 
Contains all closed sworn and civilian grievance reports with 
attachments and correspondence. Reports will be filed 
numerically by the case number. 

Filed electronically, retain as a continuous 
record. 

Retain 3 years, forward copy of Hearing 
Board report to Human Resources 
Division (HRD) and Internal Affairs 
Division (IAD), destroy remainder 

Retain 3 years, forward copy of 
Department of Budget & Management 
(DBM) form MS 4N507 to HRD for 
inclusion in permanent personnel file, 
then destroy remainder 

Retain 3 years, then destroy. 

Retain 3 years, then destroy. 

Retain 3 years, then destroy. 

I Approved by Department, Agency, Division or Unit Representative I Schedule Authorized by State Archivist I 
Date: Date: 4-2-13 

Signature: 
Signature: 

Type Name: Thomas L. Vondersmith. Jr. 

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



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 1 OF 6 

Jessup, Maryland 20794 
410799-1930 

1. DeparlmenVAgency 2. D~vision 3. Unil 

Maryland Department of State Police Administrative Hearing Section 

DEFINITION - RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposit~on purposes. 
4. Record Senes T~lle 5. Enrl!esl YearlLnlesl Year 

11 14-1 MASTER CONTROL LEDGER 

I 

6. Record Senes Descnpl~on (Bneny descnbe the types of l n fona l~on ldocumen ls~s  found ln Ihe Senes. Include the purpose or funclron of Ihe senes.) 

Contains all pages of the master control ledger in numerical 

7. Record Senes Fonal(s) LISI all 8. Record Senes Sequence 9. Volume 

File Drewer(s) 

Mlcmfllm Reel@) 

X ~et ter  ~ n e  M~crofllm 
Alphabellcel 

computer Tape(s) 

X Numerical Number 
O Legal Size o Cornpuler Tape x Olher (specify)-~~ec~rnnic- 

0 Audio Tape n Floppy Disk 0 Chmnological 

0 Bound Bwk 0 Video Tape 
O Geographical 10. Annual Accumulatton 

File Drawer(s) 

0 Olher (specify) 
o Olhar (specib) 

Mlcrofitm Real@) 

Cornpuler Tape(s) - 
Number 

X Olher (specify) (1 page) 

11. File n Used 12. Frle Becomes lnactlve After 

X Daily Weekly o Monthly 0 Annually -Conltnwus C Monlh(s) c Year(s) 

Number 

13. Currenl Locel~on(s) (Bldg.. Floor. Room) 14. IS Record Senes Dupl~caled Elsewhere? (If yes, speclfy agency or office.) 

Building C, znd floor o Yes X No 

1201 Reisterstown Road, Pikesville, MD 21208 

15. Access Reslnclions (If Yes. c~ le Lew(s) 8 Regulel~on(s) 16. Audil Requlremenls 

X No X None Slaw Federel n lndependenl 
Yes 

17. Is an Index System used? If yes, expieln bnefly end describe requirements 18. Recommended Relentlon 

Yes X N~ Filed electronically, retain as a continuous record. 

19. Name and Tille of Pmperer 20. Telephone Number 21. Dale 

, Teresa Eitel 
! 41 0-653-6641 6127113 

DGS 5 5 M  (Rev. 1193) 



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 

1. DepenmenuAgency 

Maryland Department of State Police 

6. Record Senes Descnplton (Bnefiy descnbe the types of Infonel~onldocumenlsHoms found In the senes. Include Ihe purpose or funcllon of the Senes.) 

AGENCYRECORDSINVENTORY 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

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. 

Contains all closed administrative hearing reports with 
attachments and correspondence. Reports will be filed 
numerically by the case number. 

PAGE -2- OF -6- 

410799-1930 

2. Dlv~slon 

Administrative Hearing Section 

4. Record Sertes T~tle 

14-2 ADMINISTRATIVE HEARING REPORTS - CLOSED 

3. Unit 

5. Enrllnsl YearlLatnsl Year 

- 2 0 1 0  10 -2013- 

11 19. Name and Tille of Preparer I M. Telephone Number ( 21. Dale 

9. Volume 

X File Drewer(s) 

0 Microfilm Reel(s) 

-20- C Computer Tape(s) 

Number 

0 Other (specify) 

10. Annuel Accumulelion 

x File Drawer(s) 

r? M~crofilm Reelfs) 

-%- o Computer Tape(~) 

Number 

o Other (specify) 

Inactive After 

7. Record Senes Formal(s) List all 

X Letter Slre M~crofilm 

O LegnI Sne Computer Tape 

O Audlo Tope tl Floppy D~sk 

3 Bound Bwk Vidao Tape 

12 Dlher (specify) 

11. File IS Used 

17. Is an Index Syslem used? It yes, explnln bnefly and describe requirements 

o Yes x N~ 

Teresa Eitel 

8. Record Series Sequence 

Alphabetical 

X Nwnsncai 

0 Chronological 

O Geographical 

C Other (specify) 

12. File Becomes 

18. Recommended Retentton 

Retain 3 years, forward copy of Hearing Board report to 
Human Resources Division (HRD) and Internal Affairs 
Division (IAD), destroy remainder 

- 

DGS 5504 (Rev 1193) 

X Daily O Weekly o Monthly 0 Annually 

13. Current Locel~on(s) (Bldg., Floor. Roan) 

Building C, 2nd floor 
1201 Reisterstown Road, Pikesville, MD 21208 

15. Access Reslnctlons (If Yes. cile L w s )  8 Repulation(s) 

Cl Yes X NO 

I I 

-3- 0 Month(s) x Year(s) 

Number 

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

0 Yes x NO 

16. Audll Requirements 

x None O Slate r? Federal n lndependenl 



Instructions -Type or Print a separate form f o r  

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

Maryland Department of State Police 

I 
DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DlVlSlON 

11 DEFINITION - RECORD SERIES: A group of relatLd records normally filed and used as a u n l f  for referdnce as well as relenl~on and d i s p o s i t o n  purposes. )I 

7275 Water100 Road, P.0. BOX 275 

Jessup, Maryland 20794 
410-799-1930 

2. D~v~slon 

Administrative Hearing Section 

4 .  Record Senes Tllle 

14-3 CIVILIAN MITIGATIONS - CLOSED 

PAGE-3- OF 6 

3. Unll 

I 
6. Record Senes Descrfpl~on (Bnefly descnbe the types of ~nfonal~o~documenls l fo~s found In Ihe Senes. Include the purpose or funcllon of Ihe senes.) 

Contains all closed citation mitigation hearing reports with 
attachments and correspondence. Reports will be filed 
numerically by the case number. 

7. Record Senes Fonal(s) LISI all 

X Lelter Stze Microfilm 

Legal Sue Computer Tape 

O Audio Tape Floppy Disk 

13 Bound Bo& 13 Vhdeo Tape 

0 0 t h  (specily) 

8. Record Senes Sequence 

0 Alphebet~cai 

X Nume~ical 

D Chronol~gical 

D Geo$paphical 

Other (specify) 

9. Volume 

X File Drawarfs) 

O Mtcmillm Reella) 

-20- O Campuler Tapels) 

Number 

Other (specify) 

10. Annual Accwnulalton 

x File Drawer(*) 

C Microfilm Reel(s) 

-%- O Cmpuler Tape(~) 

Number 

0 Other (specify) 

11. Flle IS Used 

X Daily 0 Weekly O Monthly OAnnually 

13. Currenl LocaIlon(s) (Bldg.. Floor. Room) 

Building C, 2" floor 
1201 Reisterstown Road, Pikesville, MD 21208 

15. Access Reslncl~ons (if Yes, clle Lawls) 8 Regulal~on(s) 

c Yes X NO 

17. Is an Index Syslem used? I1 yes, exptern briefly snd describe requlrarnenls 

11 Yes x N~ 

12. File Becmes lnactlve Aner 

-3- i? Monlh(s) x Year(s) 

Number 

14. Is Record Senes Dupl~cated Elsewhere7 (If yes, specily agency or offlce.) 

D Yes x No 

16. Audll Requlremenls 

x None O Slale Federal u Independent 

18. Recommended Relentton 

Retain 3 years, forward copy of Department of Budget & 
Management Form MS4A1507 to Human Resources 
Division for inclusion in permanent personnel file, then 
destroy remainder. 

21. Dale 

612711 3 

19. Name and Title of Preperer 

Teresa Eitel 

DGS 550.4 (Rev. 1/93) 

20. Telephone Number 

41 0-653-6641 



1 

Instructions -Type or Print a separate form for 

each new or revised record series Forward with 

Records Retention Schedule (DGS 550-1) 

1 DepanmenliAqency 

Maryland Department of State Police 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.0 Box 275 

Jessup, Maryland 20794 
410 799 1930 

2 D~vts~on 

Administrative Hearing Section 

AGENCY RECORDS INVENTORY 

PAGE-4- OF 6 

3 Un!l 

DEFINITION - RECORD SERIES A group of related records normally f~led and used as a un~t for reference as well as retent~on and d~spos~t~on purposes 
4 Rerorrl Sertes Tttlr 

14-4 AUTOMOTIVE SAFETY ENFORCEMENT DlVlSON (ASED) 
EMERGENCY SUSPENSION CASES - CLOSED 

5 Earllest YeariLatect Year 

_1010- to -2013 - 

6 Record S-rlps De$cr~plron (BIIR~~Y drqcrlhe the types of ~nformat~onldocumentsAorms fnund In the serles Include the purpose or functton of tho sortes ) 

Contains all closed ASED emergency suspension cases with attachments and correspondence. Reports w~l l  be filed 
numer~cally by the case number. 

7 Record Senes Formal(s) List all 

X Letter Size Mlcmfilm 

Legal Size Cwnputer Tape 

Aud~o Tape Floppy Dtsk 

Bound Book I VldeoTape 

Other (spec*) 

11 Ftle IS Used 

8 Record Senes Sequence 

' Alphabet~cal 

X Numencal 

Chmnolog~cal 

Geogrephvcal 

Other (speclty) 

12 Ftle Becomes 

9 Volume 

X Ftle Drawer(s) 

1 Mlcmfilm R%el(s) 

- 2 0  1 Computer Tape(s) 

Number 

Other (spec*) 

10 Annual Accumulat~on 

x Ftle Drawer@) 

1 Microfilm Reel@) 

-%- 1 Complter Tepe(s) 

Number 

other (spec*) 

lnacttve Afler 

X Dally l Weekly Monlhly 1 Annually 

13 Current Locat#on(s) (Bldg Floor Room) 

Building C, 2nd floor 
1201 Re~sterstown Road, Pikesville, MD 21 208 

15 Access RPstr~cl~ons (If Yes clle Law(?) 8 Regulatton(s) 

Yes X NO 

17 Is an Index System used? If yes exptaln brlefly and descnbe requ~rwnents 

Yes X No 

-3- I Monlh(s) x Year@) 

Number 

14 Is Record Senes Duplicated Elsewhere? (If yes spec!fy agency or office ) 

Yes x NO 

16 Aud11 Requtrements 

x None State Federal Independent 

18 Recommended Relenlton 

Retain 3 years, then destroy. 

19 Name end Tttle of Preparer 

Teresa Eitel 

DGS 550 4 (Rev 1/97) 

20 Telephone Number 

41 0-653-6641 

21 Date 

612711 3 



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

each new or revised record series. Forward RECORDS MANAGEMENT DIVISION 

with Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

AGENCY RECORDS INVENTORY 

PAGE - 5- OF -6 

1. OepallmenllAgency 2. 01vislon 

Maryland Department of State Police Administrative Hearing Section 

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 Sews T~lle 5. Earl!est YearILalesl Year 

14-5 LICENSING DIVISION SUSPENSION CASES - CLOSED 
2010--. lo -2013- 

I 
6.  Record Series Doscrlplton (Br~efly descr~he Ihe types of lnformallonldocumenlsflnms found In the senes. Include the purpose or funcl~on of Ihn seroes.) 

Contains all closed Licensing Division suspension cases attachments and correspondence. Reports will be filed 
numerically by the case number. 

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

X F~le D r m ( s )  

X Lener S~ze M~crofllm 

Legal Sore Computer Tape 

Audlo Tape Floppy Dlsk 

Bound Book Vtdeo Tape 

Other (spec*) 

'7 Alphabelkal 

X Numerical 

' ' Chronological 

Geographical 

Other (spat*) 

" Microfilm Reel(s) 

- 2 0  r' Computer Tape@) 

Number 

' Other (vW) 

10. Annual Accumulalmn 

x File Drawer(%) 

I Microfilm Reel@) 

-%- r Computer Tape(s) 1 NumLmr 

- Olher (spec*) 

11. F~le 1s Used 

X Dnlly Weekly Monlhly Annually 

13. Cunenl Locatton(s) (Bldg.. Flwr. R a n )  

Building C, 2"d floor 
1201 Reisterstown Road, Pikesville, MD 21208 

15. Access Restftclbons (If Yes, a le  Lew(s) 8 Regulallon(s) 

Yes X NO 

12. Flle Becomes InacIIve Afler 

3 -- Monlh(s) x Yeer(s) 

Number 

14 Is Record Sertes Dupl~cated Elsewhere? (If yes. spec~fy agency or ofice ) 

Yes x No 

16 Audit Requ~raments 

x None Slate Federal lndependenl 

17. Is an Index Syslem used? If yes, explatn bnefly and descnbe requsemenls 

Yes X NO 

18. Recommended Retenlion 

Retain 3 years, then destroy. 

19. Name and Tflle of Preparer 

Teresa Eitel 
20. Telephone Number 

41 0-653-6641 

I 

GS 550-4 (Rev. 1193) 

21. Date 

612711 3 



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. DeparhnenIlAgency 

Maryland Department of State Police 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410799-1930 

2. Div~s~on 

Administrative Hearing Section 

AGENCY RECORDS INVENTORY 

PAGE-6- OF 6 

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 Senes Tllle 

14-6 SWORN & CIVILIAN GRIEVANCE REPORTS - CLOSED 
5. Earllest Year/Lalesl Year 

- 2 0 1 0  lo -2013- 

6. Record Series Description (Briefly describe the lypes of infomat~onldocumentslfoms found in the series. Include the purpose or functton of the senes.) 

Contains all closed sworn and civilian grievance cases with attachments and correspondence. Reports will be filed 
numerically by the case number. 

7. Record Senes Fomat(s) L~st all 

X Letter Size I Microfilm 

' Legal Size r I Computer Tape 

'Audio Tape 1 Floppy Disk 

8 Bound Bwk  ' 8 Video Tape 

Olher (specify) 

11. File is Used 

8. Record Series Sequence 

'1 Alphabelical 

X Numerical 

' ' Chronological 

' ' Geographical 

Other (spectfy) 

12. File Becomes 

9. Volume 

X File Drawer(s) 

I? Microfilm Reel(s) 

-20- 1.1 Compular Tape@) 

Numbsr 

n Olher (specify) 

10. Annual Accumulation 

x File Drawer(s) 

' I Microfilm Real(s) 

-%- r !  Computer Tape@) 

Number 

rl Other (specify) 

InadkdAIler 

X Daily I 1 Weekly F Monlhly 1 I Annually -- 3 I Monlh(s) x Year(s) 

Number 

13. Current Location(s) (Bldp.. Flwr. Room) 

Building C, 2" floor 
1201 Reisterstown Road, Pikesville, MD 21208 

15. Access Reslr~cltons (If Yes. clte Law@) R Regulal~on(s) 

I 1 Yes X NO 

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

1 I Yes X NO 

14. IS Record Series Duplicated Elsewhere? (If yes. speclfy agency or ofice.) 

I Yes x No 

16. Audil Requiremenls 

x None I I Stale 1 I Federal Independent 

18. Recommended Relenhon 

Retain 3 years, then destroy. 

19. Name and Tile of Praparer 

Teresa Eitel 
M. Telephone Number 

41 0-653-6641 

21. Date 

612711 3 


