DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS

RETENTION AND DISPOSAL SCHEDULE

Schedule No. 2666

Page 1 of 3

Agency DEPARTMENT OF HUMAN RESOURCES

Division/Unit
Office. of THE [NWPELTRR (AENERAL

Item Description Retention
No.
1 Proaram Fraud Invastigative Reports
AL Investigations/Overpaymaents: These files consisl of ALB
reports and evidence obtained during the course of Retain within Office of the

investigations into the allegations of fraud and abuse of
Department of Human Resources (DHR) programs.

Matches: These documents are the result of data mining/
matching procedures resulting in preliminary
investigations.

Intentional Program Violations (IPV's)

Criminal and Adminisirative Proceedings These cases are
documented in 2 national database and evidence needs to
be avallable upon requeslt, Evidence |s stored until the
subjects 82™ birthday because of the progression of
possible penallies.

BenchiArrest
Warrant cases are the result of a subject’s failure to
appear in court and a warrant was issued for their arrest
Subjects can be amested and law enforcement agencies
contact this office of initial warrant infarmation

Inspector General (D1G) for six
(6) years, and then destroy

C.

Retain onsite within until the
viclator tums eighty-two (82)
years, and then destroy

D. Wil be held onsite until
resolved and destroyed six (6)
years after resolution.

Internal Affairs Reports

These files consist of reporis and evidence obiained
during the course of investigations into the allegations of
fraud and abuse committed by DHR amployees and/or
VENdors.

Retain within OIG six (6) years
after termination of
employment, then destroy
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RECORDS RETENTION AND DISPOSAL SCHEDULE

DEPARTMENT OF GENERAL SERVICES

Schedule No. ZGuil

RECORDS MANAGEMENT DIVISION

Page 20of 3
(Continuation Sheet) -~
Agency Division/Unit
PrerarTmest of Huwaw Kegources Onics oF THe | —
Item Description Retention
No.
3 Audit Reports |
Ratain within OIG for six (6)
These files consist of audit program working papers for audits years, or the last 2 audit
conducted on local Departments of Soclal Services; Child Suppert | cyeles. whichever comes
Enforcemeant Agency (CSEA) and various DHR programs and later, Then destroy.
vendors.
4 Audil Reports 1|
Retain within Office of the

Thesa files consist of final audit reports which are kept permanently.

Inspacior General (OIG) for
six (6) years and then
transferto  the Maryland
State Archives for permanent
retention,

Personnel Records

Staff hiring, evaluations, incoming letters; commendations;
certifications; promotions and/or reclassifications, grievances, firing
and miscellanaous papers relating lo all personnel mattars,

Retain within OIG (5) five
years after termination of
employment, then destroy.

Death Files

OIG receives downloads from Maryland Vital Records on a
guarterly basis_ These files are maintained to create a master file of
Maryland Deaths for the purpase of routine matches against DHR
program recipients,

Retain for fifty (50) years,
then destroy.

Timekesping

This file consists of timesheets, leave siips; doctor's notes and any
miscellansous papers relating to the administration of timekeaping
records

Retain for (3) three calendar
years, and then destroy.

DGS 550-1A




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

Schedule No. 2666

Page 3 of 3
(Continuation Sheet)
Agency DEPARTMENT OF HUMAN RESOURCES Eerce oF THE
INSPECTER (EnERAL
Item Description Retention
No.

These filas consist of original incoming letters; copies of oulgoing
letters; reports; memos, investigations, audits; directives and other
material relating lo the functions of the OIG.

Retain for five yaars, then
soreen and destroy with the
following exception: Transfer
to the Maryland State Archive
for permanent retantion any
matenal thal serves to
document tha ongin,
development, and
accomplishments of the
office and has continuing
historical value

Purchasing Records

Requisitions for supplies, Purchase Orders, Flest Vehicle Repair
Reporis

Ratain for (5) five years or
until all audit requirements
are fulfiited, whichever is
later, then destroy,

10

Legisiative Records

Legisiative files consisting of written testimony presented before the
Maryland General Assambly, copies of legisiative alerts, coples of
bills introduced in the Maryland General Assambly and U.S
Congress, legisiative reports and analysis. Thess files are
maintained to support the continuous operation of the OIG.

Retain paper for five (5)
years, then scan to Maryiand
State Archives standards,
then destroy. Retain scanned
images for an additional 10
years, then destroy.

OGS 550-1A
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Imstnuctions - Type or Print a separate form for DEPARTMENT OF GENERAL SERVIGES |—ASENCY RECONDS MIVENTO

each new of roviked moord sanes.  Farsand
with Recards Ratention Scheduln (DES 550-1)

RECORDE MANAGEMENT DIVISION
1275 Walerioo Road, P.O. Box 275

PADE v OF __ a1
desnup, Maryland 20754
AT T
1. Departmentiagancy 2. Division 3. Uit
Human Resources Office of the: Inspecior Ganernl Bureau of Investigative Services (BIS)

TR Qroup of relaled records nommally Ted ond used as a unlt lor ielnrence a8 wall as relantion and o poslion

4. Record Senes Tithe
1 = Program Fraud Invsbgative Reports - Fraud

§. Earlles! Year/Latest Yeaar
2006 o current

6. Rocord Series Desoriplion (Briefly dosotibe the types of infarmation/documentafonms found in the series. Include the purpese or flunction of the
eS|

Forma denoting customer's efigitiity/inaligibiity for agency henefits. Fams documanting/substantiating the client's commission of fraud againat the
agency in recalpd of benelits distributed by the agency for the State of Maryland and other localfedernl benefit programs

T Peoon Serws Formnal Lt el £ Eacom Snes Sagunncs i ‘hamn
e

» Lete Saw [ Mcenbin ] diitntrivie-ad L
Dl-lﬂlﬁli Dm?m & Miarrmsncs o Fils Comvwarpnl

[0 Masirmiien: Pnsitng |
[ ke Yapen [ Phitiey Chist i Chniveilopes ] tocenpuiter Taguin)

[ [T
[ onme ook [ istenn Tapas [ Gemprapiicat

T A A ason
[ Coivsr (it -, [ Ooties pupmeityy [l

Bt

o Fitw Dvweesin

O watectnsstions it

[ Compines Tapeds

[ oomire fpeity}
ORI 13 Vil Secrae s A

_ .
% Oy [ iy [0 worsuy ] ity Kenirre e D ssiotdny = Vesitnl

11 Cierrmi |, ocallboni sl {Meky . Flomor, Posm)
FEE) Bl Oy Soreat V™ Flinos, Bioormy 16TE

1N Pecainl Satwes Do Eavetien ™ (1 pes. spscly sgsndcy o (foe |
Elfm wha

1h Acumsn Fiasbrictionn (IF Yes. c8e La(n) & Fisguiation) s)
Oves  uns

til Al e

Orowe c S o Fedarsl [ induponine

17 b it Myintmnin s 11 e, ampsain bekplly Brad duserite reaniswments
Clves  amm

18 Recommended Retentlion

Four (4) years afler record io redained.

19. Moma and Title of Prepases
Liza Oixon, Dimctor of Operstions

20, Tedmphono Numbor
4473-37R-A055

OGS Wl P 150




instructions - Type or Print & separate form for
tich niw o revvined record saties. Forward with
Records Ratention Scheduts [DGS 550-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7376 Watnrloo Road, PO, Box 275

disssup. Maryland 20794

]

1. DapartmisntAgency

Hurrman Resources

. Divigion

Offico ol the Inspector Ganaral

3. Unit

Burosu of Investigitive Sarvices (BI15)

[ DEFINITION: RECORD SERIES: A group of
purposes.

rocords nomnally Tled and Used an o Onil [of relersnoe 55 wall 0s ieleniian & g poation

Il 4 Record Seties Tl

1 (@) Progrom Fraud investigative Reports - Intentional Program Violations (IPV'8)

5. Eorliast Yoar/Lotost Year
__1888___ ‘o On-going

wirhes |

. Record Sanes Descripfion (Brely describe the types of informafion/documants$orms found in e sades. include e purposs or function of thi

Forms denating customes's inedigibility for ayemey bemelits, Formes docurneniting/substuntating the client’s commission of freud sgaine e sgency 6
recaipt of bormofits distributed by he egancy for the Stote of Maryand and ofher [ocalfoedoral borofl progroms.

VOX) it (b b Svwsd. 1E® Pl Boom WETR

Orm

T e Borws Formatls] Ll @l 0 Pipord Birees Seguoicon I Yishimmm
0
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11 File m Liweng 17 Fép Baoores nasiive Aher
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o Dy L wooushay O wheuithily [ Avuising S O sdowiiting . & Fisiiind
1+
13 Caiwiil Liocomosi(n) (i Fiosd . ool 1 1w Fharoed Gaviis Duipilcend Elliion? (8 ywa npictly sponcy of ofils |

X Ny

18 Acraes Festroctions (F Tes ooe Loy ) § Fogutemmnin]
] ves i s

16 Sgw Saguremeres

[ ot Bt o« el ] Ienchngomnrctons

O v

L]

17 i indes Dyitee used? § oy oogdive trisly grd describe ioimmie

18, Rocommarded Ralbnien

I Eighty-twa (82) yenrs aftar record |s retained,

19, Mafhe and Title of Preparmsr

Imm.mmw

20. Telaphione Nurmlwes
443.378-4055

21, Date

D S50 Ry 1)




Instructions -Type or Print a separats o for
each naw or revised recornd senes.  Forward
with Records Retention Scheduls [DGS 550-1)

DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTORY

RECCOHRDS MANAGEMENT DIVISION
T275 Walerdso Road, P.O. Box 275

Jessup, Maryland 20754

47078 103D

1 nupm"unjlﬂ.nn-rn 2. Divlsilon 3 Uni

Humnn Resources Offics of the Inspecior Geneml Buieau of Investigntive Services (B15)

TOEFTITION: RECORD SERIES. A group of relaled records narmally Tied and used as @ unil for feforance as wall an retenbion and deposion
PUrpiseEs,

4. Rsoord Series Titha
2 < Indizrnal Aftpirs

5 Earllsst Vear/lnlest Yaar
10 o owment

6. Rocond Serles Descriplion (Briefly descibe the types of information/documeninforms found in the seres. Inclute the purpass ar function of the
s, )

Forms denoting employes sfagency vandor's inaligibifity for agency incoms, benefitl, sndior sarvices, Forme docimenting/subatnntiating e
aimployes’ alagency Yandod s cormmission of fraud against he agency tn meceipl of incoma, banefits, and/ior serdces distributid by the agency lor the
State of Marytand and ofher loomlfedenal benefit programs
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18. Recommandod Retorlion

Retained Pormanently within OIG.

18, Hame and Title of Preparar
Lisa Dixon, Director of Dparations

20. Telephons Numbmer
443-375-4055
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Instruchons -Type or Print » separate form for
aich rew or rovised record sones.  Forward

DEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION

wilh Records Retention Scheduls (DGS 550-1) T&r5 Wataroo Road, P.O, Bax 275

Jessup, Manyiand 20784

A0 TR 100
1 m‘l‘hﬂlﬂuw 2. Division 3 Unit
Human Resources Offica of the Inspector Ganerml Bureau of Audit Services (BAS)
" DEFINITION. RECORD SERIES: A group of related records normally Nied and used 58 & ol 1or rolerence a6 well as relenlion and Sapoaion
4. Record Gones Tile 5. Earliest Year/Lates] ¥ aar
3 - At Repons | 2001 i errenl

fi. Rocord Saddes Description (Brefly describe the types of information/documentsTorms. found in the series. Inchide the purpose o function of the
Borias. |

Autit program working papers for audit conducted on the local Departments of Socin Services, CSEA, various DHR progritns snd warider.
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o 18. Recommended Rotention
Yo w N

Sk yeairs afior final audit repon relenssd.

18, Nome and Tike of Propanor
Lisa Bixan, Director of Opamiions
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I Instructions -Type of Print & separate form for | DEPARTMENT OF GENERAL SERVICES ETENC: AL CTRDEIE
nich aw of revised rocord seried.  Forward RECORDS MANAGEMENT DIVISION
witth Recons Retenlion Soheduls (DGS 550-1) 1275 Watsrloo Road, PO, Box 275 Ny g
Jemnup, Maryland 0764
AT T
1. PeparmantfAgency 2. Diviston 3. Uni
Hurman Resources Otfice of the Inspecior Genarm Bureau of Audit Services (BAS)

T A group of relaled rocords normmally Nied Gnd Used an 8 unl lor felarence a5 wall B telention and depoalion

4. Racord Series Title 5. Earilost Year/Lalest Yoar

A = Audit Reports 1 2001 o currmnt
6. Record Setles Description (Briefly descnbe the types of information/docomantaforms found in the serkes. Include thi purpose or Tunction of the
BnrkeEs, )
Firal Audit Reports program kssued an the local Departrments of Soclal Servdces; CSEA: varous DHR progmms and vendde.
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Dves s
[l Mare o Biin & Podiest ] indspmodied
TP i am v Sywteen peed? # pen. ewplain ety @0 Sascrie reqaeeTensy 18. Recommended Retontion
Oves  ons
Restmined parmananiy
16, Misme and Title of Prepares 20, Telephona Number | 21, Disbe
Lisa Divon, Ciroctor of Opermlions #43-370-4055
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q
Insinuctions ~Type or Print § sepante form for DEPARTMENT OF GENERAL SERVIGES AGENCY RECORDS INVENTORY
sheh naw of révised fecord seried.  Farward RECORDS MANAGEMENT CHVISION
with Recotds Retention Schedule (DGS 550-1) 1275 Watsrloo Road, PO, Box 275 T = e
Jessup, Marylond 20794 '
R P VK
1. PopanmantAgency 2. Divislon 3. Uk
Human Resources Office of the Inopector Genarml Division of Opemtions

"DEFINITION: RECORD SERIES. A groun of relaled records normaly Mied and used 06 & Ul Tof misfance a5 well a8 rianbon and dspasiion
L AN

4. Rocord Beories Thie
§ . Parsonmel Rocords

5. Earllest Year/Laiest Year
____2000___ to current

|| 6. Record Series Description (Brefly descnbe the types of information/docurmentsiforms found in the sares. Include the purpose or funcfion of the
sutles )

Forms denoling employee's hifng, evsluations; incoming lutters, commendations, cetifications; promotions andlor reclassifications, grievances,
firing and miscolsneous parsrs relating (o all permonned mattans

T Pacoi Seres Foeails)  Lar ol B Fecor Semes Seguoroe LR
i
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15 Actwss Finutrictioes (1| Yoa coie Lawin) & Pegusiion(s)
Oves  wpe

W Al Rt

Ovome & 5tae & Fadorml 2] monpapcdens

¥ e e fypsitom o7 W e, i brisfly o) doscrite o iarmn

rll Recommandad Rialsntion
Ofm M

Flve (5) years atter larminalion of employmesnt within OIG

il 18, Mame pnd Titke of Preporer
Lina Diimon, Cireotor of Operatians

20. Tetaphona Number
443-378-4055

21, Doln
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Instructions - Ty or Pt o separate form for
anch now o revised record sories. Forward
with Records Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION
1275 Waterloo Road, P.O. Box 375

F‘m__]'_ " __'!'I‘I__
Jussup. Maryiand 20784
T Y
1. DeparmentiAgency 2. Divisian A Unit
Hurman Resources Office of the Inspector Geperl Information Technology

Mwuﬂhmmwmwuﬂulm&h reference ou well 08 relention and D pesian

4 Recornd Series Tie
8 - IT Databans

5. Enrliest Year/Latost Year
to eurrent

fi. Reoord Series Description (Briefly desoribe the types of information/documentadformas found in The sedes. Inchude the purtoss of function of the
series |

Farrs denoting employen sfegenay vendoer's ineligibility for agency income, tenefits, andior servioes. Forms documentingsutstantiating the
employea s/asgency vendor s cammission of fraud againsl the agency In recsp af income, banefits, sndior sanices: distributed by the sgency Tor he
Stale of Marylend and ather localléderal benalil programs.
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13 Conmmiil Liscailion(n]  Melg Floor P 1 Necord Boiles Duplesied Elssties” [0 yos sty spurey o offen |
O St e Sl VT Flisor Baremr Room ﬂ\'lﬂ (]
15 Access Hestretiors [ Yes cie Lawis & Boguafionis| TE Asacl Ficyjrnrivita
Oves s |

CIvene « Simin o Factorn) ] iichipotaden

07 i e indes Dyt wmed! oy eagdue briely wrel disciilss s e—ares

O «[Ow

18. Recommendad Retention

Minaty (B0} doys on external hard drive, thon ten (10) years on CD o
VDL

[ 20, Tolophone Number
443-3784005

19, Morma and Title of Preguns: 21. Data

Linda A Maloney, Direchor of Opsmations.
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Imstructions - Typa or Print @ separate form fior DEPARTMENT OF GENERAL SERVICES AG ECORDS INVENTORY
anch now of nvaeed recoid senes.  Forward RECORDSE MANAGEMENT DIVISION
with Rscords Retertlon Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275 WE e o

Joasup, Marylond 20794 ' i

£10-TTS ITE

1. CepartmentiAgoncy 2. Divipian 3. Lindt
Human Resouroes Office of it Inspector General Dévisicn of Operafions
OEFINITION: RECLRD BERIES. A Droub of relntad records nommally Ted and gsed &6 & Unil Tof relerence &5 Wil as reloniion aed deposiion
plposss.
#, Record Seres Thin 5. Earfles! YourfLates! Year

I = Timwspeping Records

2m1 1 curmmnl

6. Revord Serfes Description (Briefly describe tha types of informaltionddocumentsforms found in the serdes. Include the purpesa or function of the
nories.)
i shoots, leave slips. doctor's noles and any mscelfansous papers relating Lo the adminkstrabion of Ymekseplng rcosds

T, Fscmr| Sortes Formafin)  List ol . Fmeind Gerime Batjumnis 8, Veiena
1
o Lemee e [ weremem o Aljurbies Sirner
O vmpmimizn [ Cammspmitin T [ vl 5 ' Dewadifn
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) Acetio Tagw ] oy (0ot [ crvonoiogrel [ Comuniter Tagrnin)
3 oo gty B
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o Filw Cwwwrya|
[ miscestion Resiin
[ Compuer Togmia)
[ oo jpmstyy
10 il o L V2 Tl Wisccunmsl [riSe Aliae
‘_
[ iy T TRT TSN, O mhomthiy (m [ Dl uermisy  » Yemini
it
14 Cusroiel |seafioigs) (Michg  Fliowwr Flisd 10 i Dbaeid Seemen [hiptlesting Foratmmy’ |1 e specily sy = olfles &
100 St S iineiem v, W Fioon, Mool 1807 i Tew [ #en - Corigiint vavicewing hersssit s Dictipnt & Fimance. Puwuil 311 W,
Garmiogs B, # Fos
18 Acoman it [ Yes, clin Lasfn) & Reguiubonyy 18 Aaattl Roquirsermis
[ vas X Mo
[ Mo mois @ Pl [ i
1P lm min ldwin Sryabain imeed ¥ i v sxplen iy ard debesibe oguisreseis 18 Recommanded Ratention
D"fﬂ. N ]
Three (3) Calendar yaars within CHG

19, Mame and Title of Praparoe 20, Teluptione Number | 21, Dats
Linda A, Muatoney, Director of Openithons £43-378-4005
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Instrictions -Type or Prind & soparate torm for |  DEPARTMENT OF GENERAL SERVIGES ACENCY RECGEDS SIVENTORY
ounch new of evised record series. Forward RECORDS MANAGEMENT DIVISION
wilh Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.O, Bax 275 ke alied s
Jussup, Maryland 20754
L LGE R ]
1. DepartmontiAgoncy 2. Divimsicn 3, Lindt
Humman Resources Office of the Inspecior General CHfice of the Inepection Genaril (CHG)
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