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Agency Divisiontunit 
Department of the State Police Computer Crimes - Maryland Center for Missing and Unidentified Persons (MCMUP) 

Item 1 No. Description Retention 

Schedule 971- 36 is a new schedule and replaces Schedule 971- 
39-1 in its entirety. 

GENERAL CORRESPONDENCE FlLE 
Identified by consecutive number and files accordingly. 

GENERAL INFORMATION FlLE 
Includes records and information on local and national missing 
children clearing houses, Advisory Council Meetings, State and 
federal legislation and resource information, crime prevention and 
child abuse. 

Mawland Center for Missina & Unidentified Persons (MCMUP) 
OPERATING PROCEDURES 
Conta~ns records identify~ng the standard operating procedures for 
MCMUP and the MCMUP computer. 

EDUCATION AND TRAINING 
Contains MCMUP educatron and training files, volunteer program 
information, legislative position papers and public access to files 
information. 

MISSING PERSONS REPORTS - Marvland State Police (MSP) 
Contains copy of Maryland State Police form MSP 79 
Missing Persons Reports. 

MISSING PERSONS REPORTS - ALL OTHERS 
Contams copy of Missing Persons Reports from all other 
Maryland law enforcement agencies. 

GENERAL INVESTIGATIVE INFORMATION 
Contains records of investigative information on current suspects 
and suspect vehicles, teletype information, fliers and similar data 
relating to missing and exploited children investigations. 

MCMUP SPECIAL PROJECT FlLE 
Contains information on committees, panels, associations, 
organizations, etc., attended by or which MCMCUP personnel 
have membership in, pertaining to children's issues. Also contains 
Information of a miscellaneous nature regarding children's issues. 

Retain for 3 years, then destroy. 

Retain three (3) years, then review. If 
records are no longer needed, destroy. 
If records are needed, retain, review 
annually and destroy any material no 
longer needed. 

Retain until superseded, then destroy. 

Retain three (3) years, then review. If 
records are no longer needed, destroy. 
If records are needed, retain, review 
annually and destroy any material no 
longer needed. 

Retain for 3 years after case is closed, 
then destroy. 

Retain for 30 days, then destroy. 

Retain three (3) years, then review. If 
records are no longer needed, destroy. 
If records are needed, retain, review 
annually and destroy any material no 
longer needed. 

Retain until superseded, then destroy. 

I 1 

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

Date: June -023 

Signature: U M  
Type Name: Thomas L. Vondersmith, Jr. 
Title: Department Records Retention & Disposal Schedule Manaqer 

3GS 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 with RECORDS MANAGEMENT DIVISION 

II Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275 
PAGE -1 -  OF -8- 

Jessup, Maryland 20794 
410-799-1930 

1. DeoaltmenVAaencv 1 2. Division 3. Un~t I 
~ a j l a n d ' ~ i ~ a r t m e n t  of State Police Computer Crimes Section Maryland Center for Missing & 

Unidentified Persons (MCMUP) 

I I 

DEFINITION - RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and d~sposition purposes. 
4. Record Senes T~tle 5 E arl~est YeariLalesl Year 

I/ 36-1 GENERAL CORRESPONDENCE FILE 

I 

6. Record Senes Dercnpt~on (Bnefly descnbe the types of ~nfonal~on/documenlsIfo~s found ~n the senes. Include the purpose or funct~on of the senes ) 

7. Record Senes Format(s) Llst all 

X 0 ~ener  Srze n Microfilm 

z Legal Size 0 Cmputer Tape 

3 Audio Tape r Floppy Disk 

n Bound Book n Vidm ~ e p e  

I Other (specify) 

8. Record Series Sequence 

CI Alphabelical 

I? Numerical 

x Chmnolog~cal 

2 Gmgraph~cal 

3 Other (specify) 

9. \jolume 

n File Drawar(s) 

C Microfilm Reel(s) 

36,000 n Compuler Tape@) 

Number 

c Other (specHy) Hard Drive 

10. Annual Accumulation 

- 4  File Drawerfs) 

12.000 !7 Computer Tape(s) 

Number 

x Olher (specify) Herd Dnve 

11. F11e IS Used 12. File Becomes Inactive After 

X Daily c Weekly r Monthly r Annually c Month(s) XC Year(s) 
Number 11 -3- 

13. Current Location@) (~~dg . .  Floor. R W ~ )  14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or 
7155 Columbla Gateway Dnve. Suite c office.) 
Colurnbla. Mawland 21046 

First Floor. Computer Room 

I is .  Access Restrictions (lf yes. cite Law(s) 6 Regulation(s) 16. Audit Requirements 

X None 1 State r Federal r independent 

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

X NO 
Retain for 3 years, then destroy. 

0 yes 

19. Name and Title of Preparer I 20. Telephone Number 1 21. Date 

Carla Proudfoot 
41 0-953-8283 

Director, MD Center for Missing & Unidentified Persons 

I I I 

DGS 550-4 (Rev. 1193) 



Instructions -Type or Print a separate form for each 

new or revised record series. Forward with 

Records Retention Schedule (DGS 550-1) 

1. DepartmenVAgency 

Maryland Department of State Police 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1 930 

2. Dtvlston 

Computer Crimes Section 

AGENCYRECORDSINVENTORY Y 
Maryland Center for Missing 8 
Unidentified Persons (MCMUP) 

11 DEFINITION - RECORD SERIES: A group 01 related r lmrds normally filed and used as a unit for r~ference as well as retention and disposition purposes. 11 11 4. Record Ser~es Ttlle 1 5. Earliest YeariLatest Year I1 

I1 36-2 GENERAL INFORMATION FILE 

I 

6 Record Senes Descnpt~on (Briefly descrtbe Ihe types of ~nformalton/documentslforms found In Ihe senes Include the purpose or function of Ihe ser~es.) 

Includes records and information on local and national missing children clearing houses, Advisory Council Meetings, State and 
federal legislation and resource information, crime prevention and child abuse. 

7. Record Series Fomlat(s) List all 

XE Letter Slze L l  Microfilm 

n Legal Size n Computer Tape 

n Audlo Tape r ~loppy D I S ~  

" Bound Book ; VI~BO Tape 

[l Other (specfy) 

8. Record Series Sequence 9. Volume 
x File Draweqs) 

I cv Microfilm Reel(s) 

x Alphabetical 

n Numerical 

n Chronological 

7 Geographical 

n Olher (specify) 

1 n Computer Tape(s) 

Nltmber 

c Olher (specify) 

113- [I Computer Tape@) 

Number I -- c Other (specify) 

11. File is Used 

X Daily o Weekly : Monthly z Annually 

13. Current Locallon(s) (Bldg.. Flwr. Room) 

7155 Columbia Gateway Dnve. Sune C 

Columb#a. Maryland 21046 

Ftnl Floor. Mtsslng Penons Ftle Room 

i s  Access Restrict~ons (If Yes, cite Law(s) & Regulat~on(s) 

12. File Becomes lnacllve Aner 

3 -  3 Month(s) X C ~  Year(s) 
Numher 

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

16. Audit Requirements 

X None [I State 2 Federal Ci Independent 

19. Name and Tile of Preparer 

Carla Proudfoot 

Director, MD Center for Missing & Unidentified Persons 

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

1- Yes X No 

DGS 5504 (Rev. 1/93) 

Retain three (3) years, then review. If records are no longer 
needed, destroy. If records are needed, retain, review 
annually and destroy any material no longer needed. 

20. Telephone Number 

41 0-953-8283 

21. Date 

7/30/13 



DGS 550-4 (Rev 1193) 

AGENCY RECORDS INVENTORY 

PAGE 3- OF -8- 

3. Unlt 

Maryland Center for Missing & 
Unidentified Persons (MCMUP) 

Instructions -Type or Print a separate form for 

each 

new or revised record series. Forward with 

Records Retention Schedule (DGS 550-1) 

1. DeparlmenUAgency 

Maryland 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. Dtvfslon 

Computer Crimes 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 Sertes TIIIO 

36-3 Mawland Center for Missinq & Unidentified Persons (MCMUP) 
Operatinq Procedures 

5. Efarl~est YearILatest Year 

2012 t o m  -- 

6. Record Senes Descnptton (Bnefly descnbe (he types of infomation1documentslforms found In the senes. Include the purpose or functlon of the sene~.) 

Contains records identifying the standard operating procedures for MCMUP and the MCMUP computer. 

7. Record Series Format(s) List all 

X[7 Letter Size il M~crdlm 

n Legal Size n Computer Tape 

ri Floppy Disk 0 Audio Tspe 

il Bound B w k  : 1 Video Tspe 

n Other (specify) 

8. Record Series Sequence 1 

n Alphabetical 

n Numerical 

x Chronological 

r' Geagrephicsl 

r Mher (specify) 

9. Volume 
x File Drawer@) 

Microfilm Reel(s) 

- 111 6- n ComputerTape(s) 

Number 

o Other (specify) 

10. Annual Accurnulsllon 

X Ftie Drawer(s1 

1 M~cmilm Reel@) 

- 1  I 1 6  r ~omputer Tepe(s) 

Number 

L Other (specify) 

12. File Becomes Inactive After 

- Until superseded c M O ~ ( S )  CI Year(s) 
Number 

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

r Yes X NO 

16. Audit Requirements 

X None -I State c Federal 1 Independent 

18. Recommended Retention 
Retain until superseded, then destroy. 

21. Date 

11. F~le IS Used 

X Daily [I Weekly n Monthly 2 Annually 

13. Current Locat~on(s) ( ~ ~ d g . .  Floor.  ROO^) 

7155 Columbia Gateway Drive. Suile c 
Columble. Maryland 21046 

Ffrst Floor. Mtsslng Persons File Rwm 

i s .  Access Restrictions (If Yes, cite Law@) & Regulation(s~ 

r YBS X No 

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

C] yes X NO 

19. Name end Title of Preperer 20. Telephone Number 

7130113 
Carla Proudfoot 

Director, M D  Center for Missing & 

Unidentified Persons 

41 0-953-8283 



DGS 550-4 (Rev. 1/93) 

AGENCY RECORDS INVENTORY 

PAGE -4_ OF 8 

3. Unit 

Maryland Center for Missing & 
Unidentified Persons (MCMUP) 

Instructions -Type or Print a separate form for each 

new or revised record series. Forward with 

Records Retention Schedule (DGS 550-1) 

1. DepartmenVA~ency 

Maryland Department of State Police 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
41079S1930 

2. Dtvis~on 

Computer Crimes 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 Sertes Ttlie 

36-4 EDUCATION AND TRAINING 
5. Earliest YearILatest Year 

2009 to 2013 

6. Record Senes Descript~on (Briefly descnbe the types of tfomal~on/documenls/foms found in the senes. Include the purpose or funcl~on of the senes.) 

Contains MCMUP education and training files, volunteer program information, legislative position papers and publicaccess to files information. 

9. Volume 
x File Drswerfs) 

@ Micmfilm Reel(s) 

1 r, ComputerTepe(s) 

Number 

o Olher (specify) 

10. Annual Accumulat~on 

x File Drswer(s) 

o Microfilm Reel(s) 

- 1  3 i- Cmputer Tape(s) 

Number 

r Other (SWIW) 

7. Record Series Forrnat(s) List all 

X u ~ e n e r  ~ l z e  3 Microfilm 

n Legal Size 11 Computer Tape 

@ Audlo Tape P Floppy Disk 

C1 Bound Book I11 Video Tape 

il Other (specify) 

8. Record Series Sequence 

x Alphabetical 

n Numerical 

n Chronological 

n Geographical 

O Other (specify) 

11. F~le IS used 

X Daily r Weekly L Monthly 1 Annually 

13. Current Locat~on(s) ( ~ ~ d g . .  Floor. ROM) 

7155 Columbia Geleway Dnve. Suite c 
Columb~a. Maryland 21046 

F ~ n l  Floor. Mlsslng Persons File Room 

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

E' Yes X No 

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

[: yes x NO 

12. File Becomes Inactive After 

3 - c Xr-' Year(s) 
Number 

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

7 Yes X NO 

16. Audit Requirements 

X None u State c Federal [ I  Independent 

18. Recommended Retention 
Retain three (3) years, then review. If records are no longer 
needed, destroy. If records are needed, retain, review 
annually and destroy any material no longer needed. 

21 Date 

7/30113 

19. Name and Tille of Preperer 

Carla Proudfoot 

Director, MD Center for Missing & Unidentified Persons 

20. Telephone Number 

41 0-953-8283 



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. DepanmenVAgency 

Maryland Department of State Police 

DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road. P.O. Box 275 
PAGE-5- OF 8 

Jessup, Maryland 20794 
410-799-1930 

2. D~v~slon 3. Unlt 

Computer Crimes Section Maryland Center for Missing & 
Unidentified Persons (MCMUP) 

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 T~lie 5. Earliest YearILatest Year 

36-5 MISSING PERSONS REPORTS - Marvland State Police (MSP) 
1985to2013 

6. Record Senes Descr~pt~on (Bnefly describe the types of ~nformat~onldocumentsfforms found in the series. Include the purpose or functton of the SeneS.) 

Contains copy of Maryland State Police form MSP 79 Missing Persons Reports. 

7. Record Series Forrnat(s) List all 

Microfilm XCI Letter ~ l z e  

c Computer Tape n Legal Size 

L Floppy Disk r Audio Tape 

n Bound Book - Video Tepe 

:Other (specify)- 

8. Record Series Sequence 9. Volume 
x File Drawer(s) 

o Microfilm Reel(s) 

x Alphabetical 

-2 1R- c ComputerTape(s) 

C: Numerical Number 

r Other (specify) 

7 Chmnologlcal 

U Geographical '10. Annual Accumulation 

x File Drswer(s) 

o Other (specify) 

C Micmfihn Reel(s) 

- 113-- r- Computer Tape(s) 

Number 

; Other (specify) 

11. F~le IS Used 

X Daily r; Weekly ~1 Monthly o Annually 

13. Current Locat~on(s) (BI~Q.. Floor.  ROO^) 

7155 Columbla Gateway Drive. Suite c 
Columble. Mawland 21046 

Ftrsl Floor. Mlss~ng Persons F~le Rocfn 

is .  Access Restrictions (If Yes, cite Law(s) & Regulation(s1 

c YBS X No 

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

c yes X NO 

12. File Becomes Inactive After 

3- m Month(s) X L  Year@) 
Number 

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

z Yes X NO 

16. Audit Requirements 

X None L State : Federal z Independent 

18. Recommended Retention 

Retain for 3 years after case is closed, then destroy. 

19. Name and Flle of Preparer 

Carla Proudfoot 

Director, MD Center for Missing & Unidentified Persons 

20. Telephone Number 21. Dale 

41 0-953-8283 7/30113 



DGS 5504 (Rev. 1/93) 

AGENCYRECORDSINVENTORY 

PAGE -6_ OF -8-- 

3. Unit 

Maryland Center for Missing & 
Unidentified Persons (MCMUP) 

Instructions -Type or Print a separate form for each 

new or revised record series. Forward with 

Records Retention Schedule (DGS 550-1) 

1. DepartmentlApency 

Maryland 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~vts~on 

Computer Crimes 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 Ser~es T~tln 

36-6 MISSING PERSONS REPORTS - ALL OTHERS 
5. Earliest YearILatest Year 

2013 to2013 

6. Record Senes Descnptton (Bnefly descnbe the types of ~nformattonldocumentslfons found In the senes. Include the purpose orfunctlon of the senes.) 

Contains copy of Missing Persons Reports from all other Maryland law enforcement agencies. 

9. Volume 
x F~te Drawer(s) 

n Microfilm Reel@) 

1 n ComputerTape(s) 

Ntlmber 

n Other (specify) 

10. Annual Accumulallon 

x File Drawer@) 

I Mtcmfitm Reel(s) 

-. 1- - Cmpuler Tape(s) 

Number 

r Other (specify) 

7. Record Series Format(s) List all 

Xu ~et ter  size n Microfilm 

n Legal Size 11 Cmputer Tape 

3 AudioTepe il Floppy Disk 

n Bound ~ o o k  c1 Video Tape 

n Other (specify) 

8. Record Series Sequence 

n Alphabetical 

n Numencal 

x Chronological 

P GeOgraph+cet 

r Other (specify) 

11. File IS used 

X Daily o Weekly O Monthly r, Annually 

13. Current Locatton(s) (~~dg . .  Floor. ~ o o m )  

7155 Columbla Gateway Drive. Sutle C 

Columbia. Maryland 21046 

F~rst Floor. Mtsstng Pemns File Roan 

15. Access Restrictions (If Yes, cite Law(s) 8 Regulation(s) 

r' yes X No 

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

LI yes X NO 

12. File Becomes Inactive After 

3 0  DAYS- n Month(s) O Year(s) 
Number 

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

: Yes X NO 

16. Audit Requirements 

X None 3 State r_' Federal : Independent 

18. Recommended Retention 
Retain for 30 days, then destroy. 

21. Date 

713011 3 

19. Name and Title of Preparer 

Carla Proudfoot 

Director, MD Center for Missing & Unidentified Persons 

20. Telephone Number 

41 0-953-8283 



DGS 550-4 (Rev. 1193) 

AGENCY RECORDS INVENTORY 

PAGE-7-- OF 8 

3. Untt 

Maryland Center for Missing & 
Unidentified Persons (MCMUP) 

Instructions -Type or Print a separate form for each 

new or revised record series. Forward with 

Records Retention Schedule (DGS 550-1) 

1. DeparImenllApency 

Maryland Department of State Police 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-7941930 

2. D~vts~on 

Computer Crimes 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 Ser~es Title 

36-7 GENERAL INVESTIGATIVE INFORMATION 
5. Earliest YearILatest Year 

201 0 to 201 3 

6. Record Senes Descnplton (Bnefly describe the types of ~nformat~onldocumentsnoms found In the series. Include the purpose or functlon of the sertes.) 

Contains records of investigative information on current suspects and suspect veh~cles, teletype information, fliers and similar 
data relating to missing and exploited children investigations. 

9. Volume 
x File Drawer(s) 

n Microfilm Reel@) 

--I 14- n CompulerTape(s) 

Number 

r Other (specify) 

10. Annual A ~ ~ ~ r n u l s t l o n  

x File Drwer(s) 

r Microfilm Reel(s) 

- 1 18- r computer Tape(s) 

Number 

r Other (specify) 

7. Record Series Format(s) List all 

XCI ~etter Size n MicrOfilm 

n Legal Size " Computer Tape 

CI Audio Tape rl ~ loppy 01sk 

D Bound Book :, Vmdeo Tape 

!l Other (specify) 

8. Record Series Sequence 

x Alphabettcal 

n Numerical 

n Chronological 

n Geographical 

n Other (specify) 

11. File IS Used 

X Daily ;1 Weekly 2 Monthly I. Annually 

13. Current Locatlon(s) (~~dg . .  Floor.  ROO^) 

7155 Columb~a Gateway Dnve. sutte c 
Columbia. Merylnnd 21046 

Forst Flwr. Missing Persons File Room 

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

7 YBS X No 

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

n Yes X NO 

12. File Becomes Inactive After 

3- 7 Month@) XE-1 Year@) 
Number 

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

'I Yes X NO 

16. Audit Requirements 

X None : State : Federal : Independent 

18. Recommended Retention 
Retain three (3) years, then review. If records are no longer 
needed, destroy. If records are needed, retain, review 
annually and destroy any material no longer needed. 

21 Date 

7,'30/13 

19. Name and Title of Preparer 

Carla Proudfoot 

Director, MD Center for Missing & Unidentified Persons 

20. Telephone Number 

41 0-953-8283 



DGS 550-4 (Rev. 1/93) 

AGENCY RECORDS INVENTORY 

PAGE - 8  OF -8-- 

3. Untt 

Maryland Center for Missing & 
Unidentified Persons (MCMUP) 

Instructions -Type or Print a separate form for each 

new or revised record series. Forward with 

Records Retention Schedule (DGS 550-1) 

I. DepartmenVAgency 

Maryland 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. Dtv~s~on 

Computer Crimes 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 Sertes Title 

36-8 MCMUP SPECIAL PROJECT FILE 
5. Earliest YearILatest Year 

2007 to 201 3 

6. Record Senes Descnptlon (Bnefly describe the types of ~nformatlonldocuments~s found In the Senes. Include the purpose or functlon of the series.) 

Contains information on committees, panels, associations, organizations, etc., attended by or which MCMCUP personnel have 
membership in, pertaining to children's issues. Also contains Information of a miscellaneous nature regarding children's issues. 

9. Volume 
x File Drawsr(s) 

"tcmfilm Reel(s) 

1 n Computer Tape@) 

Number 

u Other (specify) 

10. Annual Accumulat~on 

x File Drawer(8) 

n Microfilm Reel(s) 

- 114-- n computer Tape@) 

Numbr 

r Other (specify) 

7. Record Series Format(s) List all 

x[I; ~etter size n Mtcmfilm 

?Computer Tape rl Legal Slze 

:1 Audio Tape n Floppy Disk 

: 1 Bound Book 7 Video Tape 

!I Other (specify) 

8. Record Series Sequence 

x Alphabet~cal 

C! Numerical 

n Chronological 

li Geographical 

n Other (specify) 

11. F~le IS Used 

X Daily 1 Weekly a Monthly c Annually 

13. Current Locat~on(s) (BI~Q.. Floor. ~ o o m )  

7155 Columbla Gateway Dnve. Suite c 
Columbla. Maryland 21046 

Flrst Floor. Mtsstng Persons Flle Room 

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

:: YBS X No 

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

r yes X NO 

12. File Becomes Inactive After 

Until Superseded-- z Month(s) i Year@) 
Number 

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

C Yes X NO 

16. Audit Requirements 

X None ri State r r  Federal c Independent 

18. Recommended Retention 
Retain until superseded, then destroy. 

21. Date 

713011 3 

19. Name end Title of Preperer 

Carla Proudfoot 

Director, MD Center for Missing & Unidentified Persons 

20. Telephone Number 

41 0-953-8283 


