SHEDULE ND.
BALTIMORE COUNTY C-692
OFFICE OF CENTRAL SERVICES
Records Monagement Diviiion BCGE 1D.
RECORDS RETENTION AND DISPOSAL SCHEDULE i1 Of 5
POLICE DEPARTMENT RECORDS/COMMUNICATIONS
AGENCY DIVISION
FITM
ND. DESCRIPTION RETENTION
] GENERAL CORRESPONDENCE
Subject arrangement of original incoming Screen annually and
letters, copies of outgoing letters, memor-}j destroy that material
anda, studies, reports, directives, polices|lno longer needed for
and other materials related to the adminis+] business.
tration of the agency.
Directives, polices,
and other material re-
lated to the planning
and policy that illus-
trate the development
of the agency, retain
permanently for event-
ual transfer to the
archives.
2 UNOFFICIAL PERSONNEL FILES '
Files contain information on current employ-} Screen annually and dej
ees. Files may contain but are not limited stroy that material no
to copies of applications, annual reviews, longer needed for cur-
reprimands and disciplinary actions, awards,} rent reference. Retain
doctor.slips, accident reports, resumes, etclremaining items for
i two (2) years after
termination then dest-
roy.
3 LEAVE AND TIME SHEETS
This file contains office copies of employe-} Retain for one (1) yea
es annual leave and daily time recordings. then destroy.
4 BUDGET RECORDS
Annual budget submissions, monthly budget Retain annual submiss-
printouts, workpapers. ‘ ions for five (5) year
s thén destroy. Retain
all other papers for
L
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SCHEDULE NO.
RECORDS RETENTION AND DISPOSAL SCHEDULE C-692
| CONTINUATION SHERT)
: PAGE NO.
2 of 5
DESCRIPTICON RETENTION
5 GENERAL ACCOUNTING RECORDS
Files contain office copies of goods received] Retain for three (3)
memoranda, billing invoices, expense/travel years then destroy.
reports,requisitions, petty cash vouchers,
mileage reports,direct payment forms, paid
bills,ticket books, purchase orders, deposit
slips, receipt books, etc.
6 FIXED ASSETS FILE
Fixed assets printouts (including vehicles) Retain fixed assets
IRA forms (office copy) printouts for one (1)
Lost/stolen forms (office copy) year then destroy.
Surplus forms (office copy)
Transfer forms (office copy) Retain all other comp-
leted forms for three
(3) years, then destr-
oy .
7 ONE LINERS
File contains numerical list of each cc # Retain for three (3)
issued for that day. The additional informat-] years, then destroy.
‘ ion given is the disposition code for the cc#
date and time the cc# was issued, code for
reporting area, number of cars handling the
calls, location of event, type of event call-
ed in, and the code for the type of informatii
on found.
8 WARRANT CONTROL BOOKS
File includes numerical listing of control Retain books until no
numbers issued to each warrant. Additional longer needed for adm-
information is recorded beside each control inistrative purposes,
number regarding that specific warrant. The then destroy.
information listed is the control number, 1992 Control has been
date entered into control book, authority co-] switched to a Computer
denumber for court issueing warrant, program. Retain infor-
defendant's name, where the briginal warrant mation in comuter un=’
is being sent for service, code informing til no longer needed,
whether the warrant has been served, returned then delete.*
or withdrawn and the date or if it is still
open, case number of warrant, arrest number
if served and who served it or why the
warrant was recalled or withdrawn. N
* Control Book
‘ Open Warrant #'s were transferred to computer control '
program. See item 18 retention for deletion criterih. ,

RM 1A (Rev. 1/90)




SCHEDULE NoO.
RECORDS RETENTION AND DISPOSAL SCHEDULE C-692
(CONTINUATION SHRRT)
) PAGE NO.
3 of 5
CESCRIPTION RETENTION
STATE OF MARYLAND TRAEFIC CITATIONS
File includes a single copy of each State Retain for one (1)
Traffic Citation issued by a Baltimore County] year after issue, then
Police Officer. destroy.
INCIDENT /OFFENSE REPORT
File includes original incident and offense Microfilm or put on
reports used to document official police act-} optical disk. Destroy
ions regarding reported crimes and other paper files after
situations requiring police involvement. Formqg quality control approv
have been revised and deleted since the file al.
was established. The file also includes copi-| Retain microfilm and
es of forms which contain specialized inform-| optical disk images
ation relating to the original document. for fifty (50)
years, then destroy
or delete as appropiat
JUVENILE INDEX CARDS
Contains index card listing subject’s last Retain index cards and
name, first name and middle name, date of bi-] or computer index inf-
rth and JID number. The card is then filed byl ormation until subject
the subject’s last name. This is a manual is age 18, then destrn
backup file to determine subject’s JID no. |, oy or delete as
or if he needs a new one when the computer appropiate.
system is down.
ADULT INDEX CARDS
Contains index card listing subject’s last Retain index cards and
name, first and middle name, date of birth, or computer index in-
and BCI number, if he has one, when the compu{ formation until subje-
ter system is down. ct is deceased or for
75 years which ever
comes first then dest-
roy or delete as
appropiate.
JUVENILE FILES
This file includes Baltimore County Juvenile Retain files until
citations, form #117 Juvenile Referral and/or | subject is 18 then
custody report and occasionally photographs transfer file to youth
of the subject. A citation is issued when a division.
lesser offense occurs and instructs the Retain in youth divis-
subject to go before a arbitator. Form #117 i4 ion until subject is
used for a felony or a greater offense and age 2! then destroy.
orders the subject to go to court. A photo-
graph is generally taken of the subject who
commits the greater offense.
1A (Rev. 1/90)
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SCHEDULE ND.
C-692
RECORDS RETENTION AND DISPOSAL SCHEDULE
(CONTINUATION SHEET) m ND.
4 of 5
rTN? DESCRIPTION RETENTION

14 BCI JACKETS

This file contains original form #166 Arresy
Report documenting all necessary information
from the arrest, Maryland Rap sheet listing
all arrest and offences the subject committ-
ed in the State of Maryland, FBI Rap sheet,
listing all arrest and offences committed
in the United States, criminal records diss-
emination log listing when information from
that particular file was given, to whom it
was given to, who gave the information, and
what the information was for, fingerprint
cards that can not be used by Printrak and
photographs taken from each arrests.

15 WARRANTS

File contains a copy of warrants for our
file occasionally an original warrant, the
warrant entry form, printout of entry into
MILES/NCIC, latter to other agency if the
warrnat was sent to them for service, form
#179 when the officer sends the warrant back
stating they can not serve this warrnat and
list the reasons why, locates the hit confi-
rmations from the other agncies, the fax
cover sheets when a detainer is faxed to thgq
other agency.

16 TELETYPES

Contains information sent to us or by us on
the following categories: Stolen vehicles,
information from the MVA on tags, fatals,'. .
missing persons, B & E, armed robberies,
lost/stolen police equipment, stolen prope-~
rty, serious assalts, homicide detainers,
administrative information, ggneral police
information, lost/stolen tags, executive
summaries, attempt to locate, traffic repo-
rts, locates and hit confirmations. ’

* Section 3, Item 1, criminal records Circuit Court
Schedule.

Retain in office for
ten (10) years or unt-
il subject is deceased
or order from the courk
to expunge record 1is
is received, which
ever comes first,then
destroy deceased reco-
rds. Expunged records
see #18. Microfilm or
put remaining records
on optical disks and
destroy paper files
after quality control
approval. Retain film
or disk images for 75
years, then destroy or
delete as appropriate.

Retain open misdemeano
warrants fogr three (3)
years, then return to
issuing court as unse-|
rved,Retain open felony

warrants until served, exe-
cuted dismissed or quashed
by issuing court.* Destroy
associated papers after

warrants served..

Retain for three (3)
years, from receipt

then destroy.

| bl

R

™ 1A (REV. 1/86)




SCHEDULE NO.
RECORDS RETENTION AND DISPOSAL SCHEDULE C-692
{CONTINUATION SHEET) .
- PAGE NO.
5 of 5
DESCRIPTION RETENTION
17 VALIDATION SUMMARY (MONTHLY REPORT)
This file is a breakdown of new entries and Retain report for one
entries removed from MILES/NCIC on the (1) year from issue,
following categories: missing persons, secu- | then destroy.
rities, autos/boats, guns and warrants. This
report also list the number of modifications
made to existing entries. A monthly audit of
10 warrant entries and |0 vehicle entries is
conducted and the results are provided along
with this monthly report.
18 EXPUNGED RECORDS
Files expunged by court order are sealed and| Retain sealed files
placed in a locked cabinet, along with any for three(3) years
index cards. All reference to expunged files| after expungement date,
are deleted from files and indexes. then destroy. Destruc-
(electronic and/or cards) Indexes may retain| tion to be reported to
any police assigned tracking numbers but no County Records Manage-
information about the file is retained. ment Division on a
certificate of destruct
tion.
(Only general informa-
tion is to be reported
on this certificate.
No specific file
information is to be
disclosed.)
.,.; ,.'.f.z ; "l:,:"‘;:
: * ! t
'{ !
i i
! J LN
RM 1A (Rev. 1/90)




I[IS[RUCTlgtI.§--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD
Y RECORDS RETENTION SCHEDUL

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROAD

E P.O. BOX 27%

AGENCY RECORDS INVENTORY

pace _|

GS SBO-I) JESSUP, MARYLAND 20794 OF l'-l
| 1. DEFARTMENT /AGENCY 2. DIVISION 3. UNIT
| BALTO. cO. POLICE DEPT. RECORDS/éummnications

CENTRAL SECTION

! CEFINITION-RECORD SERIES-

A GROUPFP OF RELATED RECORDB NORMALLY FILED

AND USED AS A UNIT FOR
ITION PURPFQIESN

4. RECORD SERIES TITLE

Administrative and General

REFERENCE AS KELL AS RETENTION AND DISPOS

Correspondence

5. EARLIEST YEAR/LATEST YEAR
TO

3. RECORD SERIES DESCRIPTION

AFency.

BRIXFLY DEBCRIAT THE TYPES OF INFORMATION/DOC‘JHENTS/?ORMS FCUD
4N THE SERIES.

¢ubiect arrangement of original letters, copies of outgoing letters, memoranda, studies,
renorgs, directives, policies and other materials related to the

ITNCLUDE THE PURFOSE GR FUNCTION OF THE 2!!:’?’!!:5‘

administration of the

7. RECORD SERIES FORMAT({S)

Q/LETTER s1ze O

‘l.p LEGAL 51z O

0O pounD BOOK O

M1 CROF ILM
CCMFUTER TAPE
FLOPPY DISK
O AuDIO TAPE O VIDEO TAPE

0 OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
ALPHABETICAL
0 NUMERICAL
O CHRONOLOG 1 CAL,
0O GEOGRAPHICAL

OTHER({SPECIFY)

9. VOLUME

@ FiLe DRAWER( S |
O MICROFILM REZL(S]
O COMPUTER TAPE(S)
O OTHER{SPECIFY)

s

NUMBER

10. AMNUAL ACCUMULATICN
FILE DRAWER(S)
O MICROFILM REEL(S)
KUlanehr O COMPUTER TAFE(S)

8 orTHER(SPECIE ")

‘1 piLg 1S UsED

0 patLY O WEEKLY

12.

Sroonr | oy

FILE BECOMES [MACTIVE AilEB/ i
O MoNTH(S) YEAR(S)

JAEFLY AND DESCRIEE ANY
YES

®

A e e

|
13. CURRENT LOCATICN(S) {BLDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? !
tir v:sé/pﬁzclrv samENcY OR orrice) i
/\j f‘ O YES NO I
15. ACCESS RESTRICTICNS O YES D’ﬁ; 16. AUDIP REQUIREMENTS

(17 ves, c17E tanls) & recuraTiON(S) ‘L

NeNE O sSTATE O rFEDERAL O INDEPENCENT
7. IS AN INDEX SYSTEM USED? (1r yes.E)PLAIN ’

18. RECCMMENDED RETENT ICN

HARDRARE/ SOFPTWARE )

Screen annually and destroy that material no
longer needed for current business.
policies and other material related to the
planning and policy that illustrate the
development of the agency, retain permanently
for eventual transfer to the Archives.

Directives

19. NAME AND TITLE OF PREPARER

LT. DAVID WOLINSKI

20. TELEFHCNE MUMEER

887-2254

21.
7/30/92

l
DATE q
!
!



.

| |
Instructions TYPE OR PRINT A | DEPARTNENT OF GENERAL SERVICRS | AGERCY  RBCORDS  IRVENTORY
SEPARATE FORM FOR BACH NEW OR | RECORDS NANAGENNT DIVISION |
REVISED RECORDS SERIES. FORWARD | 7215 WATERLOO ROAD |
WITH RECORDS RETENTION SCHEDULS | P.0. BOX 275 | pack 2 o 7
‘ | JRSSUP, WARTLAND 20794 |
| |
1. DEPARTHENT/AGENCY | 2. DIVISION | 3. ONIT
Balto. Co. Police Dept. |Rec0rds/COMMUNICATIONS : CENTRAL SECTIONM

DEFINITION - RECORD SERIBS A group of related records normally filed and used as a unit for reference as well as
retention and disposition purposes

|
4. RECORDS SERIES TITLE | | 5 BARLIEST YEAR/LATEST YEAR
UNOFFICIAL PERSONNEL FILES { (93501 /293

§. RRCORDS SERIBS DESCRIPTION {Briefly describe the types of information/documents/foras found in the series,
Include the purpose or function of the series)

Files contain information on current employees. Files may contain but are not limited
to copies of applications, annual reviews, reprimands and disciplinary actions, awards,
doctor slips, accident reports, resumes, etc.

{| OTHER (SPECIFY) {] OTHER {SPECIFY) (] COMPUTER TAPE(S)

NUNBER  [] OTHER({SPBCIFY)

| |
7. RECORDS SERIRS FORMAT(S) | 8. RECORDS SERIES SEQUENCE | 9. VOLUE

[4(BTTER SIZE |) MICROFILN | [\ KLPRABETICAL i LFILE DRAWER(S)

| | [] XICROFILM RBBL{S)
. [] LEGAL SIZR || COMPUTER TAPB | {] NUMBRICAL | Z {1 COMPUTER TAPR(S)

| | “NUMBER {] OTHER{SPBCIFT)

[} BOUND BOOK {] PLOPPY DISK [ [] CHRONOLOGICAL |
[ | 10, VOLUME

{) AUDIO TAPE (] VIDBO TAPE | (] GEOGRAPHICAL | [4-FILE DRAVER(S)
| | 11 NICROFILM REEL {S)
| |
| |
I I

12. FILE BECOMES INACTIVE AFTER

[) NONTH(S) [ TEAR(S)
YORBER

11.FILE I§ USED
{] DAILY {] WEBKLY H/ﬁllﬂl”

/U /4/ 188 [] HO (If Yes, Specify Agency or Office)

ot ogtecy of{«&éW@@
15, ACCESS RESTRICTIONS h}’fgé [} ¥o

16. AUDIT EQUIRBHENTS
(If yes, cite law{s) & requlation(s)

l
I
|
I
: | '
13. CURRENT LOCATION(S) {BLDG.,FLOOR,ROOK) | 14. IS PRCORDS SERIES DUPLICATED BLSEWHRRE?
I
|
|
|
| N8 [] STATR (] PBDRRAL [] INDEPENDENT

2 q
A

17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and 18.,RBCO“HBND§D iéTfﬁTION

|
|
“S any hardvare/softvare) | Screen annually and destroy that material
[1/%0 % a | no longer needed for cmj,rrent reference.
/4Z/§hJ{Q’ el | Retain remaining items, for two years after
: termination, thenAde§trby.
l

9. NAME AND TITLE OF PREPARER | 20. TELEPHONR NUMBER
LTT DAVID P. WOLINSKI ' 887-2254

21. DATE
7/30/92

DGS $50-4(REVISED 2/87)




DEPARTMENT OF GENRRAL SERVICES
RECORDS MANAGEMENT DIVISION

Instructions TYPE OR PRINT A
SEPARATE PORM FOR BACH NEW OR

AGBNCY  RBCORDS  IRVENTORY

REVISED RECORDS SERIES. FORWARD 1275 VATERLOO ROAD

ITH RECORDS RETENTION SCHEDULB P.0. BOX 275 . pacE D o |7
‘ JBSSUP, MARTLAND 20794 -
1. DEPARTNENT/AGENCY | 2. DIVISION | 3. UNIT
Balto. co. Police Dept. : Records/Communication lRecards 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 }

LEAVE AND TIME SHEETS /9201 1973

I

4. RECORDS SERIES TITLE | 5 BARLIRS? TEAR/LATES? VEAR
I
|

§. RECORDS SERIES DESCRIPTION (Briefly describe the types of information/docunents/foras found in the series.
Include the purpose or function of the series)

This file contains office copies of employees annual leave and daily time recordings.

| I
7. RECORDS SERIES FORMAT(S) | 8. RECORDS SERIES SEQUENCE | 9. VOLUNE
[U"LETTER SIZ8 [] MICROFILK I {] ALPHABRTICAL [ LY PILE DRANER(S)
. | | [} MICROFILN RERL(S)
[) LBGAL SIZE ] COMPUTER TAPS | [] NUMERICAL | / [} COMPUTBR TAPE(S)
| : | "NUNBER  |] OTHER{SPBCIFY)
.|| BOUND BOOK [} PLOPPY DISK I I\I{Hnonomcxcu |
| | 10. VOLUNE
{] AUDIO TAPE [] VIDBO TAPE I [} GBOGRAPHICAL | ['I/PILB DRAWER(S)
| | {} MICROFILN REEL (S}
{| OTHER (SPECIFY) | [] OTHER (SPBCIFY) | é [] CONPUTER TAPE{S)
| | NUMBER - [] OTHER{SPBCIFY)
| | |
11.FILE 1§ USBD |  12. FILE BECOMRS INACTIVE APTER
[] DAILY [] WBBKLY Iyﬂmmv | {] NONTH(S) u/nﬁ(sI
| NUMBER
- |
13, CURRENT LOCATION(S) (BLDG.,FLOOR,ROON) | 1. IS conns SERIES DUPLICATED BLSEWHRRE?
//~ | [} R0 (If Yes, Specify Agency or Office)
: 45?2411122?91.4n1114/ st ljj:?- Laz/11_éLe_,/f222222;,¢£éa_é2257
15. ACCESS RESTRICTIONS [qﬁs [] NO | 16, AUD n umums ’ T
{1f yes, cite law(s) & requiation(s| | i [] STATE (] FKDERAL [l IHDKPERDBHT

17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and

describp-any hardware/software)
u(z:/ [] WO

18. RECONMZNDED RETENTION T ;
Retain for one year, then destroy. .
! o f‘,*{':?T.'ﬁ. IR

oaet

7/30/92

9. NAME AND TITLE OF PREPARER | 20. TELEPHONE NUMBER ) | 21. DATE
I
I

|
Lt.David P. Wolinski |__887-22564"
DGS 550-4(REVISED 2/87)




""" Instructions TYPE OR PRINT A * DEPARTNENT OF GERERAL SERVICES AGENCY  RECORDS  INVENTORY

SEPARATE FORM POR BACH NEW OR RECORDS NARAGENENT DIVISIOR
1SED RECORDS SERIES. PORWARD 1215 WATERLOO ROAD : .
pack M or |7

JBSSUP, NARTLAND 20794

I
I
I
I
RECORDS RETEKTION SCHBDULE - | P.0. BOX 275
I
I

% 1. DEPARTNENT/AGENCY 2. DIVISION

éalto' Co: Police'déptlA Reéords/commuﬁications

3. W1

-Records Section

I
|
I
|
|
|
I
N
|
|

" DRFINITION - RECORD SERIES. A group of related records poraally filed and used as a un1t for reference as well as
retention and disposition purposes

BUDGET RECORDS 1770 1

_ : -

4. RECORDS SERIES TITLE - | 5 BARLIEST YEAR/LATES? VEAR
I
|

§. RECORDS SERIES DESCRIPTION (Briefly describe the types of information/docusents/foras found in the series.
Include the purpose or function of the series)

Annual Budget Sudm1551ons
Monthly Budget printouts
Workpapers

8. RECORDS SERIES SEQUENCE

1. RECORDS SERIES FORMAT(S) .
{] ALPHABETICAL 4/?ELB DRAWER(S)

] LETTER SIZE (] MICROPILX

9. VOLUNE

[Q/EKGAL SIZE (] COMBUTER TARE

[] BOUND BOOK [} PLOPPY DISK

(] CHRONOLOGICAL
10. VOLUNE
u/ﬁs DRAWER(S)

|
|
. | [] MICROFILM REEL(S)
[] NUMERICAL . | a [] COMPUTER TAPE(S)
: | THUNBER |] OTHER(SPBCIFY)

I

: I
(] AUDIO TAPE (] VIDBO TAPE |
I

I

I

{] GEOGRAPBICAL
_ [] MICROFILK RBEL (5)
(] OTHER (SPECIFY) [J/6THER (SPECIFY) (] COMPUTER TABE{S)
: FY T NUMBER [ ] OTHER(SPBCIFY)
I
11.FILE IS USED 12, PILE BECOMES INACTIVE AFTER
[] DAILY - (] WBBKLY [ MOKRTHLY {1 NOKTH(S) [«pmﬁsI
NUKBER

{4¥8s [] B0 (If Yes, Specify Agency or 0ffice)

W*L%

15. ACCESS RESTRICTIONS |[] 1BS 0
{1f yes, cite law(s) & regul;tion(s)

16, AUDIT REQUIREHENTS

I
I
I
|
13. CURREKT LOCATION(S) (BLDG.,FLOOR,R00N) | 14, IS RECORDS SERIES DUPLICATED BLSEWHERE?
I
I
|
| [] HOKB [} STATE |[] FEDERAL [] INDEPENDENT

|
17. 1S AN INDEX SYSTEM USED? (If yes, explain briefly and | 18, RECOMMBMDED RETENTION .
describe any hardware/software) | Retain annual submissions for five years,
. £s [ ¥o : | then, destroy. Retain all other papers
— | for two years, then destroy.
/ 7 |
|
| !

Lt. David P. Wolinski } - 887-2254 7/30/92

I

9. KAME AND TITLE OF PREPARER | 20. TELEPHONE NUMBER | 21. DATE
I
| |




I

" Instructions TYPE OR PRINT A I DEPARTNENT OF GENERAL SERVICES AGENCY  RECORDS  INVENTORY
SEPARATE FORM FOR EACH NEW OR | RBCORDS MANAGEMENT DIVISION
REVISED RECORDS SERIES. FORWARD | 1275 WATBRLOO ROAD

|

|

|

I

I
|
I
|
‘TH RECORDS RETENTION SCHEDULR P.0. BOX 275 I g 5 or |7
I
I
I
|
-

JESSUP, MARYLAND 20794

1. DEPARTMENT/AGENCY 2, DIVISION 3. UNIT

War;ent Control

Balto. Co. Police DeptlRecords/Communlcatlons

DEFINITION - RECORD SERIBS. A group of related records normally filed and used as a un1t for reference as well as
retention and disposition purposes .
l

4. RECORDS SERIES TITLE | 5 EARLIEST YEAR/LATEST YEAR

GENERAL ACCOUNTING RECORDS : 19891 (99 3

§. REBCORDS SERIES DESCRIPTION (Briefly describe the types of information/documents/forms found in the series.
Include the purpose or fumction of the series)

Files contain office copies of:

Goods received memoranda,billing invoices, expense/travel reports, requisitions, petty
cash vouchers, mileage reports, direct payment forms, paid bills, ticket books, purchase
orders, deposit slips, receipt books, etc.

7. RKCO DS SERIES FORMAT(S)
LETTER SIZE []| MICROFILN

8. RECORDS SERIES SEQUENCE
ALPHABETICAL

9. VOLUME
L}FILE DRAKER(S)
[] MICROPILK REEL{S)

|

I

I

‘ [] LEGAL SIZE  [] COMPUTER TAPE [] NUMBRICAL | é [1 COMPUTER TAPE(S)
: | "NUNBER [} OTHER(SPBCIFY)
|

|

I

I

[] BOUND BOOK [] PLOPPY DISK (] CHRONOLOGICAL

10, VOLUME
Rk} fILE DRAWER(S)
[] MICROFILN RERL (5)

[] AUDIO TAPE [] VIDEO TARE [] GROGRAPHICAL

I [] CONPUTER TAPE(S)
| T NUMBER  [] OTHER{SPBCIFY)
I

l
I
[] OTHER (SPBCIPY) | [] OTHER (SPBCIFY)
|
|

11.FILE IS USED

, 12, FILE BECOMES INACTIVE AFTER
[} DAILY L}/ﬁEKKLY t] MONTHLY

[] MOKTH(S) EL-TERR(S)

13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROON) 14, I5 RECORDS SERIES DUPLICATED ELSEWHERE?

(4185 [] N0 (If Yes, Specify Agency or offlceI

| / MM < %MVMQ/ A/h/mé

15. ACCESS RESTRICTIONS [] 188 b}—ﬂﬂ"—'” ‘ | 16. AUDIT REQUIREHRNI%D
{If yes, cite law(s} & requlation(s) | {JHORE  [] STATR ![] PKDERAL [] INDEPENDENT

i
i

|
I
I NUMBER
l
|
I
|

17. 1S AN INDEX SYSTEM USED? (If yes, explain briefly and - 18, RECOMMENDED RETENTION b

describe-any hardware/so{tﬁre) » Retaln for thtee years, then destroy.

|-
e

st [1 LV RN I
|

I
3, NAME AND TITLE OF PREPARER | 20. TELEPHONE NUMBER | 21. DATE
Lt. David P. Wolinski : 887-3354 :_ 7/30/92

DGS 550-4{REVISED 2/87)




Instructions TYPR OR PRINT A DEPARTBNT OF GENERAL SERVICES

AGENCY  RECORDS  INVEWTORY
SEPARATE. FORN FOR BACH NEW OR RECORD3 MANAGEMENT DIVISION

REVISED RECORDS SERIES. FORWARD 1275 WATERLOO ROAD

JRSSUP, MARTLAND 20794

1. DEPARTNENT/AGENCY 2, DIVISION

I |
| I
: '.
.mn RECORDS RETENTION SCHEDULE | P.0. BOX 275 | PAGE oul7
| |
| |
| | 3. ORIT
|
|

Balto. Co. Poglice Deoq Records/Communocations Report-~rRéview

DEFINITION - RECORD SERIRS A group of related records normsily filed and used as a unit for refereace as well as
retention and disposition purposes

4. RECORDS SERIES TITLE 5 BARLIBST YEAR/LATEST YEAR

FIXED ASSETS FILE (970157 3

§. RBCORDS SERIBS DBSCRIPTION (Briefly describe the types of information/documents/forms found in the series.
Include the purpose or function of the series)

Fixed asset printouts (including vehicles)
IRA Forms (office copy)

Lost/stolen forms (office forms)

Surplus forms (office forms)

Transfer Forms (office forms)

CQRDS SERIES FORMAT(S)

8. RECORDS SERIES SBQUENCE
[W/LETTER SIZE [} MICROFILN

(] ALPHABETICAL

9. VOLUXE

K FILE DRAWER(S)

(] MICROFILM REBL(S)

. (] LBGAL SIZE [] COMPUTER TAPE {] RUMBRICAL g {1 CONPUTER TAPE(S)
: : FUMBER (| OTHER{SPECIEFT)

{] AUDIO TAPE (] VIDEO TAPE {| GROGRAPRICAL

[} MICROFILM REEL (S§)
{] COMPUTER TABR(S)
NUNBER (] OTHER{SPBCIFY)

{} OTHER {SPBCIFY) {] oTHBR (SPRCIFY)

| |
| |
| |
| |
| v |
(] BOUND BOOK [] PLOPPY DISK ] CHROROLOGICAL |
| | 10, VOLUMB
| | [ A1LE DRARER(S)
| |
| |
| I
I |

m
11.FILE IS USED | 12, PILR BECOMES INACTIVE AFTER
{] DAILY (] WBBKLY [} MONTHLY | (| NON?H({S) Ll—¥iﬂﬁ?§)

NUMBER

13. CURRENT LOCATION(S) (BLDG.,PLOOR,ROON) 14, 1§ RBC RDS SERIES DUPLICATED BLSEWHERE?

[] R0 (If Yes, Specify Aqency or 0ffice)

|
|
|
’ | .
I

15. ACCBSS RESTRICTIONS  []-VBS {l/"ﬁ//

16, AUD UIREMENTS . Y ,\ 1
{1f yes, cite law(s) & requlation(s)

ﬂOHl (] sTATE [] PKDKRAL [] IHDKPENDKNT

1

18, RECONNENDED RETENTION -
Retain fixed asset Printout for one year,‘

17. IS AN INDBX SYSTEK 0SBD? (If yés, explain briéfly and
describe any hardware/software)

|
1
I
[] 188 0 | then destroy. , '
| Retain all other completed forms £61 three
. | years, then destroy.
- '
- I I |
9. NAME AND TITLE OF PREPARER | 20. TELEPHONR NUMBER | 21. DATB
Lt. David Wolinski : 887-2254 : 7/30/92

DGS 550-4{REVISED 2/87)




Instructions TYPE OR PRIRT A AGENCY  RECORDS  INVRNTORY

DEPARTMEXT OF GENERAL SERVICES
SEPARATE FORNM FOR EACH NEW OR RECORDS MANAGENENT DIVISION

REVISED RECORDS SERIBS. YORWARD 1275 WATERLOO ROAD

mes /[ or]7
. JRSSUP, NARTLAND 20794
1. DEPARINENT/AGENCT 2. DIVISION 3. UNIT

I
l
l
I
WITH RECORDS RETEWPION SCREDULS | P.0. BOX 275
|
I
|
I

Balto. Co. Police Dept. Records/Communications Report Review

— — — e, — s —— — s

DEFINITION - RECORD SERIES A group of related records normally filed and uced as a unit for reference as well as

retention and disposition purposes
I

§. RECORDS SERIES TITLE |5 RAR l 7 TEAR/LATEST TEAR
One Liners : | 87 / Present

§. RECORDS SERIBS DBSCRIPTION (Briefly describe the types of information/documents/forms found in the series.
Include the purpose or function of the series)

The series include numerical list of each cc# issued for that day. The additional
information given is the disposition code for the cc#, date and time cc# was issued,
code for reporting area, number of car handling the call, location of event, type of
event called in, and code for type of situation found.

7. RBCORDS SERIRS FORMAT(S)
[ LETTER SITE {] MICROPILN

8. RBCORDS SRRIRS SBQUBNCE
(] ALPBABRTICAL [] MILE DRAWRR(S)

[} NICROPILM REBL(S)

55..000 (] CONPUTBR TAPS(3)

WUNBRR %] OTHER(8PBCIIY)

‘ (] LBGAL SIZE (] CONPUTER TAPE {] NUMBRICAL

[] BOOND BOOK [] PLOPPY DISK

10. VOLUME
| PILE DRAWER(S)

(] AUDIO TAPR [] VIDRO TAPS {
{] NICROPILN 2831 ($)
[
[

{] GBOGRAPBICAL

(] OTHER (SPECIFY) {1 OTHER (8PECIFY) ] CONPUTER TAPB(S)

NUMBER  [] OTHER(SPECIPY)

|
|
|
|
ll
{§Xcaronotogrca, then by CC#
|
|
|
|
I
|

11.FILE IS USED
ki DAILY {] WEBKLY (] MONTELY

12. PILY BBCONES INACTIVE ArTER
6 %] nowra(3) [] 1BAR(8)
NUNBER

13, CURRENT LOCATION(S) (BLDG.,FLOOl,IDOI’
Report Review
400 Kenilworth Drive

14, I8 RBCORDS SERIES DUPLICATED RLSEWHERR?
i 188 [) Mo (If Yes, Specify Agency or Office)

Central Recoxrds files

15, ACCESS RBSTRICTIONS  [) TBS [} %O
(1f yes, cite law(s) & requlation(s)

16, AUDIT RBQUIRBNENTS
[} woNg [] STATE [] PEDBRAL [] INDEPRNDENY

17. I8 AN INDBX SYSTRN 0SED? (If yes, expmn briefly and 18. RECOMMENDED RR1RNTION

describe any hardware/software)

three years

— — —— — e ",

{1188 (k %o
§. NANE AND TITLR OF PREPARER
Lt. David Wolinski

20. T3LRPHONE NUMBER .,

[ !

l o

: 887-2254 ! 7/12/91
¥

DGS 550-4(REVISED 2/87)




. | I

Instructions TYPE 0R PRIRY A I DEPARTNENT OF GENERAL SERVICES |

SEPARATE FORM FOR EACH NEW OR | RECORDS NANAGENENT DIVISION |

RBVISED RECORDS SERIRS. PORWARD | 7275 WATERLOO ROAD I
¥ITH RECORDS RETENTION SCHEDULS | P.0. BOX 275 I e S or /7

I I

I I

| |

| I

I

AGENCY  RECORDS  INVENTORY

. JRSSUP, WARTLAND 20794

1. DEPARTNENT/AGENCY
Balto. Co. Police Dept.

2. DIVISION
Records/Communications

3. NIt
Warrant Control
I
DEFINITION - RECORD SERIES A group of related records normally filed and used as a umit for reference as well as
retestion and disposition purposes

4. RECORDS SERIBS TITLE

Warrant Control Books

§. RBCORDS SERIBS DBSCRIPTION (Briefly describe the types of inforsation/documents/foras found in the series.
Include the purpose or fumction of the series)

5 BARLIEST TRBAR/LATEST TIAR
1966 [ Present

The series include numerical listing of control numbers issued to each warrant.
Additional information is recorded beside each control number regarding that specific
warrant. The information listed is the control number, dated entered into Control
Book, authority code number for court issuing warrant, defendant's name, where the
original warrant is being sent for service, code informing whether the warrant has
been served, returned or withdrawn and the date or if it is still open, case number
of warrant, arrest number if served and who served it or why the warrant was recalled
or withdrawn.

1. RBCORDS SERIRS FORMAT(S)
(| LBTTER SITE (] MICROPILX

8. RECORDS SERIES SEQUENCE
{1 ALPBABETICAL

9. voLUNR
{] TILE DRAWER(S)

{] NICROPILM RBEL(S)
‘ [] LEGAL SIZE [] CONPUTER YAPE

k) nougeIcaL 50 boolf$ COMPUTER TAPR(S)
WONBER  3{} OTHRR(8PECI?Y) Open Shelves
| ] BOUND BOOK  |] PLOPPY DISK
10. voLuxg
{] AUDIO TAPE |] VIDBO TAPS {1 GBOGRAPEICAL ] PFILE DRAWER{S)

3-ring binder

K| otHER (SPECIFY) (| OTHER (8PECIFY)

{
[] nrcRorzL nssL (8)
(] CONPOTER TAPR(S)

[

I
I
|
I
I
|
[} CHRONOLOGICAL |
|
[
I
I
[
I

notebooks —
NUMBER ) OTBER{SPECIMY)
11.FILE IS USBD 12. PILR BBCOMES INACTIVE ArTIR
I DAILY |} WEBKLY 1] %omrRLY 10 [] WoNYH(8) K 1EAR{3)
NUNBER

13, CURRENT LOCATION{S) (BLDG.,XLOOR,R00K)

400 Kenilworth Drive
Warrant Control Unit

14, 18 ARCORDS SBRIRS DUPLICA?ED BLSBWHRRR?
(1188 f] M0 (If Yes, Specify Agency or Office)

15, ACCESS RBSTRICTIONS Ld n (Jw
{If yes, cite law(s) & requlation(s)

16, AUDIT REQUIRENMENTS
X] noxs [} STATE [] PEDERAL {] INDEPENDEN?

17, IS AN INDBX SYSTBN USED? (If yes, explain briefly and

18, ABCOMNZNDED SRTRNTION
describe any hardware/software) ;

I
I
|
I¥"9 (1 %0 : Retain indefinitely
. Local Warrant Inventory | ?
' |
| I |- .
§. NAME AND TITLE OF PREPARER | 20. TBLEPHONE NUMBRR | . oam
Lt. David P. Wolinski ! 887-2254 ! 7/12/91
1 '

DGS 530-4(RBVISED 2/87)




DEPARTNENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

Instructions TYPE OR PRIHT A
SEPARATE PORM FOR ZACH NEW OR

AGENCY  RECORDS  INVENTORY

REVISED RECORDS SERIBS. PORWARD 1215 WATERLOO ROAD

ITH RECORDS RETENTION SCHEDULR P.0. BOI 275 PAGE Ei or l ;7
JBSSUP, MARYLAND 20794
1. DEPARTNENT/AGEHCY 2. DIVISION | 3. It
Balto. Co. Police Dept. | Records/Communications Div. : Records Section

DBFINITION - REBCORD SERIES A group of related records normally filed and used as a unit for reference as well as
retention and disposition purposes

{. RBCORDS SERIES TITLE 5 BARLIBST TEAR/LATEST TZAR

1991 [ Present

State of Maryland Traffic Citations

§. RBCORDS SERIBS DBSCRIPTION (Briefly describe the types of information/documents/forms found in the series.
Include the purpose or function of the series)

The file includes a single copy of each State Traffic Citation issued by a
Baltimore County Police Officer.

7. RBCORDS SBRIRS FORMAT(S)
[} LETTER SIZ8 [] MICROPILN

8. RECORDS SSRIES SEQUENCE
(] ALPHABBTICAL

9. voLoMe
Xp{ PILE DRAWBR(S)

(] NICROPILM RBRL(S)
’ [] LBGAL SIZ® [] CONPUTER TAPR [] WOMBRICAL 4 {1 COMPUTER TAPE{S)
NUMBBR  [] OTHBR(SPBCIFY)
{] BOUND BOOK [] PLOPPY DISK
10. VOLUNE

(] Aupio TAPE || VIDEO TAPE {] GROGRAPHICAL | PILE DRAWER(S)

) NICROPILN REBL (S)

{

[
XX OTHER (SPRCIFY) (] copuTsr TAPE(S)
(

{1 OTHER (8PECIFY)

I
I
I
I
|
A% CHROROLOGICAL |
I
|
I
I
I
I

TNOMBER (| OTEER(SPRCIPY)
11.FILE 1S USBD 12, PILS BBCONES INACTIVE AFTER
M DAILY (] ¥BBELY (] MONTHLY 1 (] NowYE(3) K| 12ap(8)
“YONBER

13. CURRBNT LOCATION(S) (BLDG.,L00R,ROON)

400 Kenilworth Drive
Records Section

14, I8 RBCORDS SERIRS DUPLICATED BLSEWAERR?
Bf 188 [] mo (If Yes, Specify Agency or Office)

District Court of Maryland

15. ACCESS RESTRICTIONS []) 188 XX WO
(If yes, cite lam(s) & requlation(s)

16, AUDI? REQUIRENEN?S
(] womg ¥ stAts (] reogmAL X INpEPENDENT

¢

— — T — — e, —— s " ey g

17, IS AN INDRX SYSTEM USED? (If yes, explain briefly and 18. RECONMENDED lm'lml‘ L

desctibe any hardware/software)

I
3
I

s (] w0 |
i . " One* year

. " In house software operating on IBM | s

"System 36" | -

l—

1 R | I N
1] g e |
9. NAME AND TITLE OF PRRPARER | 20. TRLEPHONR NUMBIR R | 2. DAMR
Lt. David P. Wolinski ! 887-2254 : ! 4/12/91

DGS 550-4(RRVISED 2/87)
| - -




Instructions TYPS OR PRIRY A

SEPARATE PORM POR EACE HEW OR

REVISED RECORDS SERIBS. PORWARD
.HITH RECORDS RETENTION SCEEDULR

DEPARTNENT OF GENERAL SERVICES
RECORDS MANAGENENT DIVISION
1275 WATERLOO ROAD

|
| AGENCY  RECORDS  INVENTORY
|
|
P.0. BOI 215 | pacs | ) or [ ﬁ?
I
|
I
|
|

JESSUP, MARTLAND 20794

1. DRPARTMENT/AGENCY 2. DIVISION i, wn

Records Section

Balto. Co. Police Dept. | Records/Communication

DRFINITION - RECORD SERIES A group of related records normally filed and used as a unit for reference as well as
retention and disposition purposes
|

. RECORDS SERIES TITLE | 5 BARLIEST TBAR/LATES? 1EAR
Incident/Offense Reports : 1941 [ Present
§. RBCORDS SBRIBS DBSCRIPTION {Briefly describe the types of {nformation/documents/forss found in the series,
Include the purpose or function of the series)
The series inclused original incident and offense reports used to document
official police actions regarding reported crimes and other situations
requiring police involvement. Forms have been revised and deleted since the
file was established. The file also includes copies of forms which contain
specialized information relating to the original document. Presently in use
are the following forms: (listed on back of this form)

7. RECORDS SERIES FORMAT(S)
s LETTER SIIE > MICROPILN

8. RECORDS SERIES SEQUENCE
(] ALPHABBTICAL (] PILE DRAWER(S)
X} NICROPILN RERL(S)
(] coMpuTER TAPE(S)

l
=
‘ll’ (] LEGAL SITE  [] CONPUTER TAPS ,
| “WUMBER (] OYHBR(SPBCIFY)
I
I
I
|

%3 NUNERICAL

[] BOOND BOOK [] PLOPPY DISK {] CHRONOLOGICAL

10. VOLUME 4
{] PILB DRAWER(S)
[] MICROPILN REBL (S}
[} otHER (SPBCIMY) | 200 £t [] COMPUTER TAPR(S)
} RUKBER X[j OTHER{SPECIPY) OPEN SHELVES
12, 1L BRCOMES INACTIVE AITRR
10 [] wonvE(s)  XK] vBAR({8)
NUNBER

(] AUDIO TAPE [] VIDEO TAPE (| GBOGRAPHICAL

[] OTHBR (SPBCIFY)

11.FILE I§ USED
RIXDAILY (] VEBKLY {] MONTHLY

13, CURRENT LOCATION(S) (BLDG.,ZLOOR,R00M)
400 Kenilworth Drive

Storage Room/Records Section

14, I8 RRCORDS SRRIES DUPLICATRD BLSBWHERR?
[] 188 Jf M0 (If Tes, Specify Agemcy or Office)

15. ACCESS RBSTRICTIONS &}(1:9 (] X0
{If yes, cite law(s) & requlation{s)

16. AUDIY REQUIREMENTS
A¥ xoNs  [] STATR [] PEDERAL (] INDBPENDEN?

17, 18 AN INDRX SYSTEN USBD? (If yes, explain briefly and
describe any bardware/software)

18. RECOMMENDED RRTRNTION

|
[
l . N g
(xms (] Ho | Transfer to Microimage system and o
Prism - Relational Database Operatingl gestroy.orlg}nal. Retain stored Lﬁ iﬂa“r
‘ o?/a mainframe computer l images ﬂwly' . 5"'/¢\‘° v
| : : T o
| | g ' o £t
9. NAME AND TITLE OF PREPARER | 20. TBLEPEONE NUMBER | 21, DAt
! 4/12/91
I

Lt. David P. Wolinski : 887-2254

DGS 550-4(RBVISED 2/817)




FORM # TITLE ORGINAL/COPY
10 Crime Report Original
108 MCIR Original

11 Supplement Original
166 Arrest report Copy™
MSP1 Accident report Original
117 Juvenile report Copy™*
25 Civilian Stolen Property form Original

15 Property Inventory Copy*

143 Alcohol Influence form Copy
224 Tow Sheet Original
213 Motor Vehicle Pursuit Original
14 Statements Original
1668 Suicide Prevention form Original
MSP97 Handgun Search form Original

_— Baltimore County Juvenile Citation Copy
98 Narcotics Evidence Copy

DC16 State of MD Uniform Criminal/Civil Citation Copy

* In certain cases the original is on file.

RECEIVED

AUE T 1992

RECORDS MANAGEMENT o
DIVISION




Instructions TYPE OR PRIRT A DEPARTNERT QF GBERRAL SERVICES
SEPARATE FORM POR BACH NEW OR RECORDS KANAGENENT DIVISION
REVISED RECORDS-SBRIES. PORWARD 1275 NATERLOO ROAD

I | ‘
| [ AGINCY  RECORDS ' INVENTORY
II |
| .
‘um RECORDS RETENTION SCHSDULS | P.0. BOX 215 | pacs 1| or [7
| I '
| | :
| I
| |
|

JRSSUP, MARTLAND 20794

1. DEPARTXENT/AGENCY 2, DIVISION

Balto. Co. Police Dept. | Records/Communications

3. U1t

Central Records

DEFINITION - RECORD SERIES A group of related records normally filed and used as a unit for reference as well as
retention and disposition purposes

{. RECORDS SERIES TITLB
Juvenile Index Cards

§. RBCORDS SERIBS DESCRIPTION (Briefly describe the types of information/documents/forss found in the series.
Include the purpose or function of the series)

5 BARLIBST YEAR/LATES? YIAR
1974 | Present

Index card listing subject's last name, first name and middle name, date of birth
and JID number. The card is then filed by the subject's last name. This is a
manual backup file tp determine subject's JID number or if he needs a new one when
the computer system is down.

I I
7. RECORDS SZRIBS PORMAT(S) [ 8. RECORDS SZRIES SEQUENCE | 9. VOLUNE
{1 LBTTER SITE [] MICROPILN | K] ALPHABBTICAL | k| PILE DRAWER(S)
| | (] NICROPILN RBEL(S)
. (] LEGAL SIZ8 || CONPUYER TAPZ | [] NUMBRICAL | 5 [ CONPUTER ?APB(3)
| | ~WUMBER |} OTHER(SPBCIM)
[} BOUND BOOK [} PLOPPY DISK I [] CHRONOLOGICAL |
| | 10. voLuMg
(] AUDIO TAPS {] VIDEO TAPE | (] GEOGRAPBICAL | {) PILE DRAWER(S)
| [ [] MICROPILN RBBL (8)
{J OTHBR (SPRCIFY) I (1 oTEER (8PECIFY) | (1 ConpuTsR TAPR(S)
3x7 index cards | | THNUNBEX [} OTHER{8PECIPY)
I I

11,7118 IS USED 12. TILE BECOMES INACTIVE AITER

|
!
4k DAILY [] veERLY [] NONTELY [ (] nowr8(8) [] vean(s)
: WBER  Aftrer subject turns 18
13. CURRENT LOCATION(S) (BLDG.,?LOOR,R00N) | 14, I8 RBCORDS SERIRS DUPLICATED BLSBVHRRE?
Central Records | §1 188 (] Mo (If Yes, Specity Ageacy or Office)
400 Kenilworth Drive : Prism
15, ACCESS RESTRICTIONS [ 138 (] WO | 16. AUDI? RBQUIRENENTS
(If yes, cite lan(s) & requlation(s) |

{ mong (] STATR (] PEDBRAL (| INDRPREDENY

17, 18 AN INDRX SYSTRN USBD? (If yes, explain briefly aad
describe sny hardware/software)

| , .

|I 18. RBCOMMENDRD R2TL¥TION
Kows () ¥ |-

|

I

|

|

Until subject is 18

. Prism - Relational database operating on a ’
mainfram computer
I | .
9. NAME AND TITLE OF PREPARRR | 20. TSLEPHONR WUNBER | ., oam
Lt. David P. Wolinski : 887-2254 I 7/15/91

DGS 550-4(RBVISED 2/87)




Instructions TYPE OR PRINT A
SEPARATE PORN POR EACH NEW OR
REVISED RECORDS SERIRS. FORNWARD
WITH RECORDS RETENTION SCHEDULE

DEPARTNEXRT OF GERERAL SERVICES
RECORDS MANAGENENT DIVISION
1215 WATERLOO ROAD
P.0. BOX 2735
JBSSUP, MARTLAND 20794

AGBNCY  RECORDS ' INVENTORY

1. DBPARTNENT/AGENCY

Balto. Co. Police Dept.

2. DIVISION

Records/Communications

3. oIt

Central Records

|
|
||
ll e |20 [7
|
|
|
|

DEFINITION - RECORD SBRIRS A group of related records normally filed and used as a unit for referemce as well as
retention and disposition purposes

4. RECORDS SERIES TITLE
Adult Index Cards

1930 /Present

l
| 5 BARLIEST YEAR/LATEST TRAR
!
I

§. REBCORDS SBRIBS DESCRIPTION (Briefly describe the types of information/documents/foras found in the series.
Inciude the purpose or fumction of the series)

Index card listing subject's last name, first and middle name, date of birth and

BCI number.
name.

one, when the computer system is down.

It is then filed in alphabetical order according to subject's last
This is a manual backup file to determine subject's BCI number, if he has

I I
7. RBCORDS SERIES PORMAT(S) [ 8. RZCORDS SERIES SEQURNCE | 9. voLUME
[] LETTER SIIR (] MICROPILN | (% ALPHABRTICAL | bl PILE DRAWER(S)
| | () NICROPILM RBBL(8)
‘ (] LEGAL SII8 (| CONPUTER TAPE | {] NONERICAL | _54 (] COMPUTER TAPE(S)
| | TWUMBER (] OTHER(8PECITY)
[] BOUND BOOK [} PLOPPY DISK | {] CHRONOLOGICAL |
| | 10. vOLUME
(] AUDIO TAPE {] VIDEO TAPE | (| GROGRAPBICAL | (] PILE DRAWER(S)
| | [] NICROPILM REBL (8)
[% OTHBR (SPECIFY) | (] OTHER (8PRCIIY) | (] CoNPUTER TAPE(S)
3x7 index card | | NUMBER [| OTHER{SPBCIPFY)
| | I
11.FILE 18 USED | 12, PILR BECOMES INACTIVE APTRR
i OAILY (] weEKLY (] woNYELY | (] woxva(s) 1] YBAR(8) AFTER MOST
| ﬁﬁn RECENT ARREST
|
13, CURRENT LOCATION(S) (BLDG.,2L0OR,R00K) | 14, 15 RBCORDS SERIRS OUPLICATRD BLSEWHERR?
Central Records | K 188 [} B0 (If Ves, Specify Aqency ot omcn
400 Kenilworth Drive : Prism P o -3
15, ACCESS RESTRICTIONS (4 Y88 (] MO || 16, AUDIT REQUIRENENTS

(If yes, cite lam(s) & regulation(s)

K noms (] srarR (] !lblm (] INDBPRNDENT

17. I8 AN INDEI 8YST8X USED? (1f yes, explais briefly and

describe any hardware/software)
K 188 {1 H0

mainframe computer

I
|
I
|
Prism - Relational database operatlng on a ‘
|
!

18, RBCOMMENDED R3TENTION

. 1'"". NS

Until subject is deceased

§. NANE AND TITLR OF PREPARRR
Lt. David Wolinski

l
| 20. TRLEPHONE NUNBER
: 887-2254

DGS 550-4(RBVISED 2/87)




Instructions TYP8 OR PRIRT A
SEPARATE FORM FOR BACH NEV 01
REVISED RECORDS-SBRIRS. FORWARD

DEPARTNENT OF GENERAL SERVICES
RECORDS MANAGENENT DIVISION

AGEECY  RECORDS ' INVENYORY

1215 VATERLOO ROAD

B.0. BOX 215
JESSUP, MARTLAND 20734

pact_[3or 7

dITH RECORDS RETENTION SCHEDULR

2, DIVISION
Records/Communications

1. DBPARTNENT/AGENCY
Balto. Co. Police Dept.

3. Ut
Central Records

—— — o — ey ——— e

DEFINITION - RECORD SERIBS A group of related records normally filed and used as a unit for reference as well as
retention and disposition purposes

{. RBCORDS SERIES TITLE

Juvenile Files

5 SABLIEST YEAR/LATRSY 1AL

|
|
| 1974 | Present
|

§. RBCORDS SERIES DBSCRIPTION (Briefly describe the types of information/documents/forns found in the series.
Include the purpose or fuaction of the series) )

The series include Baltimore County Juvenile Citations, form #117 Juvenile Referral
and/or Custody Report and occasionally photographs of the subject. A citation is
issued when a lesser offense occurs and instructs the subject to go before an
arbitrator. Form #117 is used for a felony or greater offense and orders the

subject to go to court. A photograph is generally, taken of the subject who commits
the greater offense. '

. RECORDS SERIRS PORMAT(S)
[X LETTER SISE (] MICROPILN

8. RECORDS SERIRS SEQUENCE

{ ] ALPHABETICAL X PILB DRAWER(S)

| |
| |
| |
| . I (] MICROPILM RERL(S)
‘ [} LEGAL SIT8 [] CONPUTSR TAPE | [4 WOMBRICAL I [] cOMPUTER TAPE(S)
I | TWUNBER [] OTHER{8PRCIMY)
[] BOUND BOOK [ PLOPPY DISK | {] CHRONOLOGICAL |
{ | 10, voLUME
{] AUDIO TAPE (] VIDBO TAPS | [] GROGRAPHICAL | (] MILE DRAWER(S)
| | {] MICROPILM RBBL (5)
(| OTHER (SPECIPY) | (] OTHER (SPECIMY) | {] cOMPUTER TAPE(S)
| | ~NUMBER  [] OTEER(SPBCIMY)
|

11.FILE 15 USBD
i DATLY

12, TILE BECONES INACTIVE AITIR

{1 noxtn(8) [] YEAR(8)
After Subject turns 18 years of
a0

[] WBRELY [} voNtHLY

14, I8 aeCORDS siixls DUPLICATED BLSEWHEAS?
() 188 [ mo (If Yes, Specify Agency or Office)

13, CURRENT LOCATION(S) (BLDG.,ZLOOR,R0OK)

Central Records
400 Kenilworth Drive

15, ACCBSS RESTRICTIONS [F 188 [} WO
{If yes, cite law(s} & requlation(s)

16. AUDIT RBQUIRZNENYS
{f mong (] STATR (] PEDERAL (| INDBPRNDENY

. — T — —— . S et

17, 18 AN INDRI 8YSTBN USZD? (If yes, explain briefly and 18, RECOMNENDED R8TRNTION

describe any hardware/software)
Bes (1w :

Until subject turns 18 then file is sent
to the Youih Division 'until subject turns

PRISM - Relational Database operating on 921

a mainframe computer.
|

2, mn
- 7/15/91

| 20. YSLZPHONE NUMBIR
! 887-2254

9. NANE AND TITLE OF PREPARER

|
1
|
Lt. David Wolinski l
1

D6s 550-4(REVISED 2/87)




Instructions TYPE OR PRINT A

Balto. Co. Police Dept. Records/Communications Central Records

I I

| DEPARTNENT OF GENERAL SERVICES | AGENCY  RECORDS  INVENTORY
SEPARATE FORM POR EACH NEW OR | RECORDY MANAGENENT DIVISION |
REVISED RECORDS SERIES. PORWARD | 1275 WATBRLOO ROAD |
VITH RECORDS RETENTION SCHEDULR | B.0. BOX 27§ | PAGE Ifi or / 77

| JBSSUP, MARTLAND 20794 I

I I
1. DEPARTNENT/AGEHCY | 2. DIVISION [ 3. mIt

| I

I

DEFINITION - RECORD SBRIES A group of related records normally filed and used as a unit for reference as well as
retention and disposition purposes

4. RECORDS SERIBS TITLE
BCI Jackets

5 BARLIEST YEAR/LATEST 1EAR
1930 | Ppresent

§. RBCORDS SERIBS Dsscumou (Briefly describe the types of inforsation/documents/foras found in the series.
Inclode the purpose or function of the series)

The series include the original form #166 Arrest Report documenting all necessary
information from the arrest, Maryland Rap Sheet listing all arrests and offenses the
subject committed in the state of Maryland, FBI Rap Sheet listing all arrests and
offenses committed in the United States, Criminal Records Dissemination Log listing
when information from that particular file was given, to whom is was given to, who
gave the information and what the information was for, fingerprint cards that can
not be used by Printrak and photographs taken from each arrest.

7. RBCORDS SERIBS PORMAT(S)
{§ LETTER SIZE (] MICROPILX

8. RICORDS SERIRS SEQUENCE
{ ] ALPHABBTICAL

9. VOLUMR

{] TILE DRANER(S)

[] NICROPILN RBEL(S)
(] LBGAL SI%8 1425 £t{] CONPUTER TAPE(S)

[] CONPUTER YAPE {¥ NUMERICAL

{] BOUND BOOK (] CHRONOLOGICAL

VOGEL ] OTBRR(SPRCIFY) ,on chelves

10, VOLUME
| PILE DRAWER(3)

{] AUDIO TAPE  {] VIDEO TAPS (
(] MICROZILN BBL (5)
[
[

[] GBOGRAPBICAL

[| OTEER {SPECIFY) {] OTHER (SPBCIFY) ] COMPUTER TAPR(S)

I
I
|
| | OTHER{SPECIFY)

I
|
I
I
I'
[} PLOPPY DISK I
l
I
l
|
|
l

11.FILE IS USED
(IXDAILY

12, PILB BBCOMES INACTIVE AITIR

{] VEELY {] MONTHLY 10 (] MowtR(8)

£l AR(B)after most

recent arrest

13. CURRENT LOCATION(S) (BLDG.,?L0OR,200K)

Central Records
400 Kenilworth Drive

14, I8 RBCORDS SRRIRS DOPLICATED RLSBWHERR?
{) 188 {1 X0 (If Yes, Specify Agency or Office)

15. ACCESS RRSTRICTIONS %) YR8 [ WO
{1f 7es, cite law(s) & regulation(s)

16, AUDIT RBQUIRENEN?S
A% womg [} SYATR (] PEDERAL (] IIDIPSIDBIT

17, 18 AN 1NDZX 8YST8K USRD? (If yes, explain briefly and
describe any hardware/software)
M 188 {1 ¥

Prism - Relational Database Operating on
a mainframe computer.

— — — — s — e, it

18. RECONMEZNDED RRTENTION

Keep untll expungment order is received
from :the Court S

BAN-TO g?UVISM‘I'I)A*LL_y Qo ow OﬂTcPfL NISk &

9. NANE AND TITLS OF PAEPARER | 20. TBLEPHONE NUNBIR
l 887-2254

Lt. David P. Wolinski I

| . DATS

: 7/15/91

6§ 550-4(RBVISED 2/87)




Instructions TYPE OR PRIRY A DEPARTNENT OF GENERAL SERVICIZ
SEPARATE PORM POR BACH KEW GR RECORDS MANAGEMENT DIVISION
REVISED RECORDS SERIBS. FORWARD 1215 WATERLOO ROAD

I I
| I AGEECT  RECORDS  TNVENTORY
| |
WITH RECORDS RSTENTION SCHEDULR | P.0. BOX 275 | pacs_)5 or_[7
I I
I |
I I
I I
I

. JRSSUP, NARTLAND 20794

1. DEPARTMENT/AGENCY 2. DIVISION

Balto. Co. Police Dept. | Records/Communication

3. UNIT

Warrant Control

DEFINITION - RECORD SBRIBS - A group of related records normally filed and used as a unit for reference as well as
retention and disposition purposes
l

4. RBCORDS SERIES TITLE ] S EABLIEST YEAR/LATEST TZAR
Warrants » | 1970 / present (Felonies)

|
6. RBCORDS SERIBS DESCRIPTION (Briefly describe the types of information/documents/foras found in the series,
Include the purpose or function of the series) .

The series include copy of warrant for our file, occasionally the original warrant, the
warrant entry form, printout of entry into MILES/NCIC, letter to other agency if the
warrant was sent to them for service, form #179 when an officer sends the warrant back
stating they can not serve this warrant and lists the reason(s) why, locates and hit
confirmations from other agencies, and the fax cover sheet when a detainer is faxed to
another agency.

7. RBCORDS SERIRBS FORMA?T(S)
i} LETTER SIIB (] XICROPILN

8. RECORDS SERIRS SEQUENCR
71 ALPHABETICAL

9. VOLUXE
(] PILE DRAWER(S)
{] NICROPILN REEL(S)
1300_+ [} COMPUTER TAPE(S)
WUMBER {3 OTHER(SPECIM) open shelves

‘ (] LBGAL SIZR [] COMPUTER TAPE {d NUMERICAL

{| BOUND BOOK (] PLOPPY DISK

10. VoLUXE
A% PILE DRAVER(S)
[] NICROPILN RBBL (5)
(] CoNPUTER TAPE(S)
TWUNBER  [] OTHER{SPRCIFY)

[] AUDIO TAPE [] VIDRO TAPS {1 GEOGRAPHICAL

{] OTHER (SPECIFY)

|
I
I
II
{1 CHRONOLOGICAL I
|
|
(1 oTHER (SPECIFY) |

I

I
12, 1ILE BBCOMES INACTIVE APTER

3 [} uoNTH(8) i Y8AR{8) (misdemeanor
NUWBER

11.F1LE I§ USED
{4 DAILY (] VEBKLY (] MoNTHLY

*Once warrant is served*(Felony)

14, I8 RBCORDS SERIBS DUPLICATED BLSBWHERR?
(} Y88 XX N0 (If Yes, Specify Agency or Office)

13. CURRENT LOCATION(S) (BLDG.,FLOOR,R00N)
400 Kenilworth Drive
Warrant Control

15. ACCESS ABSTRICTIONS i] mnm (|
{1f yes, cite law(s) & requlation(s)

16, AUDIT REQUIRENENTS
(] mome (] STATE (] PRDERAL K| INDRPERDENY -

— — T — — — g, — e, ]

17, 18 AN INDZX SYSTRN USED? (If yes, explain briefly and 18. RZCOMMENDED RRTENTION

describe any bardware/software)

y -

Felonies are kept indefinitely-or until

|
|
_ |
bl ves (] w0 |
| served.
. Local Warrant I t - ' »
’ ' N an nventory System | Misdemeanor’s are kept three years and then
e { returned tolcourt if not served.
- l - - i .
9. NAME AND TITLB OF PRRPARER | 20. TSLEPHONE NUNBER | 2{, DATR
Lt. David P. Wolinski | 887-2254 b L7/12/91
: |
'

DES 550-4(RBVISED 2/87)




v

-

DEPARTMENT OF GEHERAL SERVICES AGENCY  RECORDS  INVENTORY

SEPARATE FORN POR BACH NEW OR RECORDS MANAGENENT DIVISION

Instructions TYPE OR PRIRT A

REVISED RECORDS SBRIES. PORWARD 1275 VATERLOO ROAD

ece /s or [T

JRSSUP, MARTLAND 20794

2. DIVISION

Records/Communications

1. DBPARTMENT/AGENCY
Balto. Co. Police Dept.

3. oK1t

Telecommunications

I
I
I
l
‘TH RECORDS RBTENTION SCHEDULS | P.0. BOX 275
|
|
I
|

oxrmmou - RECORD SEZRIES A group of related records normally filed and used as a unit for reference 15 vell as
retention and disposition purposes
I

{. RECORDS SERIBS TITLE | 5 BARLIEST YEAR/LATEST YEAR )
Teletypes : 1332—..L££2§§3E = Eéégges

§, RBCORDS SERIBS DESCRIPTION (Briefly describe the types of jnformation/documents/forss found in the series.
Include the parpose or function of the series)

The series include information sent to us or by us on the following categories:

stolen vehicles, information from MVA on tags, fatals, missing persons, B&E, armed
robberies, lost/stolen police equipment, stolen property, serious assaults, homicides
detainers, administrative information, general police information, lost/stolen tags,
executive summaries, attempt to locate, traffic reports, locates and hit confrimations.

7. RBCORDS SERIES FORNA?(S)
[} LETTER SIZE || MICROPILM

8. RECORDS SERIES SEQUENCE
(] ALPHABETICAL

Miles entry

3. VOLUNS
X] PILE DRAVER(S)
[] NICROPILN RBEL(S)
. (] LEGAL SIZE  {|] COMPUTER TAPE

"] NUMERICAL - 1300 [] COMPUTER TAPE(3)
Lo NUMBER (] OTHBR({8PRCIMY)
(] BOUND BOOK [} PLOPPY DISK
: . BY MONTH 10. VOLUME
{] AUDIO TAPE ] VIDEO TAPS (| GROGRAPBICAL (] PILE DRAWER(S)
{} wIcRoriLM RBBL (S)

k| OTHER (spgCIRY) T

Locates_ - however

K OTEER (SPECIFY) 55X9% paper 4000 [} conpuraR TAPE(S)

|

l

|

e I

N o
K| ChmumuLOGICAL - - -
' ) |

|

lI

| TNOMBER {¥ OTHRR(SPBCIFY) Boxes

——— ——— s o, T, T i, —— e

11.FILE 1§ USED 12. PILB BECOMES INACTIVE AITIR

I
(X DAILY ] ¥BBELY (] MONTHLY | 5 i wowyR(s) [] YBAR(S)
| NUMBER
- I
13. CURRENY LOCATION{8) (BLDG.,2LOOR,RO00N) | 14, I8 RRCORDS SERIRS DUPLICATED BLSBWHERR?
400 Kenilworth Drive | A3 188 [) mo (If Yes, Specify Ageacy or Office)
Telecommunications/Storage Room ; Miles entries are attached to reports.
15, ACCBSS RRSTRICTIONS [ 1BS [] WO | 16. AUDIT REQUIRRNENYS
I

(1f yes, cite lan(s) & requlation(s) k| momg (] STATR [] 1EDERAL [] INDEPENDENT?

17, I8 AN INDRX SYSTRM USBD? (If yes, explaia driefly and 1. RECOMNENDED RRTRNTION

describe any hardware/software)

I
I -
| : o
m  3x w | Retain for 3 years
o ' | [
' |
| | | -
5. NAME AND TITLE OF PRRPARER { 20. TRLEPHONR NUMBIR ; | 2, g _
Lt. David Wolinski ! 887-2254 ’ ! 7/12/91

DGS 550-4(REVISED 2/87)




IR

Instructions TYPE OR PRIRT A

I
DEPARTNENT OF GERERAL SERVICES | AGENCY  RECORDS  INVENTORY
SEPARATE JORM POR EACH NEW OR i

RECORDS NANAGEMENT DIVISION

REVISED RECORDS SERIES. FORWARD
VITH RECORDS RETENTION SCREDULS

1275 VATRRLOO ROAD

l .

P.0. BOX 275 | pacs_|7 or (7
I
' .

JBSSUP, MARTLAND 20794

1. DEPARTNENT/AGENCY 2. DIVISION 3. oIt

I
Balto. Co. Police Dept. I Records/Communications : Validation Unit

DBFINITIOH - RECORD SBRIES A group of related records norwally filed and used as a unit for reference as vell as
retention and disposition purposes

4. RECORDS SERIBS TITLE
Validation Summary (monthly report)

5 EARLIRST YEAR/LATEST IIAR
1989 [ Present

§. RECORDS SERIBS DESCRIPTION (Briefly describe the types of information/documents/foras found in the series,
Include the purpose or function of the series)

This report is a breakdown of new entries and entries removed from MILES/NCIC on the
following categories; missing persons, securities, autos/boats, guns and warrants.
This report also 1list the number of modifications made to existing entries. A monthly
audit of 10 warrant entries and 10 vehicle entries is conducted and the results are
provided along with this monthly report.

7. RBCOADS SERIRS PORMAT(S)
(4§ LETTER SIZE [] MICROPILN

8. RECORDS SERIRS SEZQUENCE
[} ALPBABRTICAL

9. VOLUNS .
K] PILE DRANER(S)
[) NICROZILN RBEL(S)
3, {] CONPUTER TAPE(S)

NUMBRR (] OTHRR(SPRCIMT)

. (} LEGAL SIS®  [| CONPUTER TAPE (] NUNBRICAL

[] BOUND BOOK [} PLOPPY DISK

10. VOLUXE
| PILE DRAWER(S)

(] AUDIO TAPE  {] VIDEO TAPS [
[} NICROFILN REBL (5)
I
l

(] GEOGRAPHICAL

[| OTHER (SPECIFY) (] OTHER (SPRCIFY) ] COMPUTER TAPE(S)

I
I
I
|
II
Kl CHRONOLOGICAL |
l
I
|
I
I | OTHER{SPECIFY)

———

11.FILE 18 USBD
(JOAILT (] WBBELY T| worraLy

12. TILE BBCONES INACTIVE AITIR

-2 (] wowtR(8) B 13AR(8)
¥UMBER

14. I8 RBCORDS SBRIRS DUPLICATED BLSBWHERE?
(1188 [] M0 (If Yes, Specify Agency or Office)

13. CURRENT LOCATION(S) (BLDG.,F‘OOI,!DOI)
400 Kenilworth Drive
_Validation Unit

15, ACCESS RESTRICTIONS [] Y88 k] WO
(If yes, cite lam{s) & requlation(s)

16. AUDIT RBQUIRENZNTS
X} nomg (] STATE [] PEDRRAL {] INDEPENDEN?

17, I8 AN INDRI §YSTBX USED? (If yes, explain briefly and

18. 2BCOMNZNDED RRTRNRION
describe any hardware/software) -

Retain for one. year ..

—— — — — —— — i ———

o, oant

[] 188 4 ¥o
|
9. NAME ARD TITLE OF PREPARER | 20. TSLEPHONE WUMBER
Lt. David P. Wolinski ! 887-2254

N
— e —

7/12/91

DGS 550-4{RBVISED 2/87)




