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POLICE DEPARTMENT RECORDS/COMMUNICATIONS 
AGENCY DIVISION 

I'ltol 
NO. DESCRIPTION RETENTION 

GENERAL CORRESPONDENCE 
Subject arrangement of original incoming 
letters, copies of outgoing letters, memor
anda, studies, reports, directives, polices 
and other materials related to the adminis
tration of the agency. 

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

LEAVE AND TIME SHEETS 
This file contains office copies of employe
es annual leave and daily time recordings. 

BUDGET RECORDS 
Annual budget submissions, monthly budget 
printouts, workpapers. 

Screen annually and 
destroy that material 
no longer needed for 
business. 

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 
arch ive s . 

Screen annually and de 
stroy that material no 
longer needed for cur
rent reference. Retain 
remaining items for 
two (2) years after 
termination then dest
roy. 

Retain for one (I) yea 
then destroy. 

Retain annual submiss 
ions for five (5) year 
s thfen destroy. Retain 
all other papers for 
two (2) years Then 

SCHEDULE APPROVED BY 
RECORDS MANAGEMENT OFFICER 

SCHEDULE APPROVED BY 
COUNTY ADMINISTRATIVE OFFICER 

I e s t r oi 

DATE SIGNATURE 
SaeXJLE APPROVED BY 
AGENCY,OR DIVISION REPRESENTATIVE 

SCHEDULE APPROVED BY 
STATE ABOSVIST 

SIGNATURE SIGNATURE 



RECORDS RETENTION AND DISPOSAL SCHEDULE 
(CONTINUATION SHEET) 

DESCRIPTION 
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RETENTION 

GENERAL ACCOUNTING RECORDS 
Files contain office copies of goods received 
memoranda, billing invoices, expense / trave 1 
reports , requisitions, petty cash vouchers, 
mileage reports , direct payment forms, paid 
bills,ticket books, purchase orders, deposit 
slips, receipt books, etc. 

FIXED ASSETS FILE 
Fixed assets printouts (including vehicles) 
IRA forms (office copy) 
Lost/stolen forms (office copy) 
Surplus forms (office copy) 
Transfer forms (office copy) 

ONE LINERS 
File contains numerical list of each cc // 
issued for that day. The additional informat
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 informati 
on found . 

WARRANT CONTROL BOOKS 
File includes 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, 
date entered into control book, authority co-
denumber for court issueing 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. 

Retain for three (3) 
years then destroy. 

Retain fixed assets 
printouts for one (1) 
year then destroy. 

Retain all other comp
leted forms for three 
(3) years, then destr
oy . 

Retain for three (3) 
years, then destroy. 

Retain books until no 
longer needed for adm 
inistrative purposes, 
then destroy. 
1992 Control has been 
switched to a Computer 
program. Retain infor
mation in comuter un" 
til no longer needed, 
then delete.* 

* Control Book 
Open Warrant # 1s were transferred to computer 'control 
proyram. See item 18 retention for deletion criterik. 

RM IA (Rev. 1/90) 
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(CONTINUATION SHEET) 

PAGE NO. 
3 of 5 

DESCRIPTION RETENTION 

10 

I 2 

13 

STATE OF MARYLAND TRAFFIC CITATIONS 
File includes a single copy of each State 
Traffic Citation issued by a Baltimore County 
Police Officer. 

IN C1DENT/OFFENSE REPORT 
File includes original incident and offense 
reports used to document official police act
ions regarding reported crimes and other 
situations requiring police involvement. Form 
have been revised and deleted since the file 
was established. The file also includes copi
es of forms which contain specialized inform
ation relating to the original document. 

JUVENILE INDEX CARDS 
Contains index card listing subject's last 
name, first name and middle name, date of bi
rth and J I. D number. The card is then filed by 
the subject's last name. This is a manual 
backup file to determine subject's J I. D no. , 
or if he needs a new one when the computer 
system is down. 

ADULT INDEX CARDS 
Contains index card listing subject's last 
name, first and middle name, date of birth, 
and BC1 number, if he has one, when the compu 
tcr system is down. 

JUVENILE FILES 
This file includes Baltimore County Juvenile 
citations, form // I 1 7 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 a arbitator. Form //l!7 i 
used for a felony or a greater offense and 
orders the subject to go to court. A photo
graph is generally taken of the subject who 
commits the greater offense. 

Retain for one ( 1 ) 
year after issue, then 
destroy. 

Microfilm or put on 
optical disk. Destroy 
paper files after 
quality control approv 
al . 
Retain microfilm and 
optical disk images 
for fifty (50) 
years, then destroy 
or delete as appropiat 

Retain index cards and 
or computer index inf
ormation until subject 
is age 18, then destr 
oy or delete as 
appropiate . 

Retain index cards and 
or computer index in
formation until subje 
ct is deceased or for 
75 years which ever 
comes first then dest 
roy or delete as 
appropiate . 

Retain files until 
subject is 18 then 
transfer file to youth 
division. 
Retain in youth divis 
ion until subject is 
age 21 then destroy. 

I 
RM !A (Rev. 1/90) 



RECORDS RETENTION AND DISPOSAL SCHEDULE 
( C O N T I N U A T I O N S H E E T ) 
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ITEM 
NO. 

DESCRIPTION RETENTION 

14 

15 

16 

BCI JACKETS 
This file contains original form // 166 Arrest! 
Report documenting all necessary informatiorj 
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. 

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 
// I 79 when the officer sends the warrant baclj 
stating they can not serve this warrnat and 
li'st the reasons why, locates the hit confi-j 
rmations from the other agncies, the fax 
cover sheets when a detainer is faxed to th4 
other agency. 

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

Retain in office for 
ten ( 10) years or unt
il subject is deceased 
or order from the court 
to expunge record is 
is received, which 
ever comes first,then 
destroy deceased reco 
rds. Expunged records 
see //I8. 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 tnisdemeano 
warrants for 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. 

R e M i n for three' (3) 
years, from receipt 
then destroy. 

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

FM 1A (REV. 1/86) 
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DESCRIPTION RETENTION 

I 7 I VALIDATION SUMMARY (MONTHLY REPORT) 
This file is a breakdown of new entries and 
entries removed from MILES/NCIC on the 
following categories: missing persons, secu
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 10 vehicle entries is 
conducted and the results are provided along 
with this monthly report. 

I 8 | EXPUNGED RECORDS 
Files expunged by court order are sealed and 
placed in a locked cabinet, along with any 
index cards. All reference to expunged files 
are deleted from files and indexes, 
(electronic and/or cards) Indexes may retain 
any police assigned tracking numbers but no 
information about the file is retained. 

Retain report for one 
(1) year from issue, 
then destroy. 

Retain sealed files 
for three(3) years 
after expungement date^ 
then destroy. Destruc
tion to be reported to 
County Records Manage 
tnent Division on a 
certificate of destruc 
t i on . 
(Only general informa 
tion is to be reported 
on this certificate 

No specific file 
information is to be 
disclosed.) 

RM 1A (Rev. 1/90) 



INSTRUCT ICMS- -TYPE O R P R I N T A 
SE P A R A T E FORM F O R E A C H H E W O R 
R E V I S E D R E C O R D S E R I E S . F O R W A R D 

A p i R E C O R D S R E T E N T I O N S C H E D U L E 
^ ^ J S 3 1 0 - 1 J 

D E P A R T M E N T OF C E N E R A L E E R V I C E S 
R E C O R D S M A N A C E M E N T D I V I S I O N 

7 2 7 8 W A T E R L O O R O A D 
P . O . B O X 2 7 3 

J E S S U P . M A R Y L A N D 2 0 7 94 

AGEiNCY RECORDS INVENTORY 
INSTRUCT ICMS- -TYPE O R P R I N T A 
SE P A R A T E FORM F O R E A C H H E W O R 
R E V I S E D R E C O R D S E R I E S . F O R W A R D 

A p i R E C O R D S R E T E N T I O N S C H E D U L E 
^ ^ J S 3 1 0 - 1 J 

D E P A R T M E N T OF C E N E R A L E E R V I C E S 
R E C O R D S M A N A C E M E N T D I V I S I O N 

7 2 7 8 W A T E R L O O R O A D 
P . O . B O X 2 7 3 

J E S S U P . M A R Y L A N D 2 0 7 94 P A C E | O F n 

1 . DE F A R T M E N T / A G E N C Y 

BAL T O . C O . POL ICE D E P T . 
2 . D I V I S I O N 

R E C O R D S / S u m m n i c a t i o n s 
3 . U N I T 

C E N T R A L S E C T I O N 
' D E F I N I T I O N - R E C O R D S E R I E S - * ° R ° U r ° r " E L A T E D R E C O R D S N O R M A L L Y F I L E D A N D U S E D A S A U M I T FOR 

R C r C R C N C C A S I E U . A S R E T E N T I O N A M D D I S P O S I T I O N P U R P O S E S 

, 4. R E C O R D S E R I E S T I T L E 

Administrative and General Correspondence 
5 . E A R L I E S T Y E A R / L A T E S T Y E A R 

». R E C O R D S E R I E S D E S C R I P T I O N , B n M t r t - y D C E C H l n E T H E T Y P E S O P I N F O R M A T t O N / D O C ^ N T S / f O B K S W 
IN THE S E R I E S . I N C L U D E T H E P U R P O S E OR F U N C T I O N O P T H E SEITtESJ 

5.'ubipct arrangement of or.ici n a l letters, copies of outgoing letters, memoranda, studies, 
reports, directives, policies and other materials related to the administration of the 
agency. 

7. R E C O R D S E R I E S F O R M A T { S ) 

^ / L E T T E R S I Z E D M I C R O F I L M 

L E G A L S I Z E D C O M P U T E R T A P E 

D B O U N D B O O K O F L O P P Y D I S K 

O A U D I O T A P E • V I D E O T A P E 

• O T H E R ( S P E C ! F Y ) 

8 . RECORD SERIES SEQUENCE 

^ALPHABET ICAL 

• NUMERICAL 

• CHRONOLOGICAL 

O GEOGRAPHICAL 
MOTHER ( SPEC I FY J 

9 . V O L U M E 

N U M B E R 

ILE D R A W E R ( S I 
El M I C R O F I L M R E E L ( S ) 
• C O M P U T E R T A P E ( S ) 
U O T H E R ( S P E C I F Y ) 

t 0 . A N N U A L A C C U M U L A T I C N 
^ F ILE D R A W E R ( S ) 

J 0 M I C R O F I L M R E E L ( S ) 
N U M B g h ° C O M P U T E R T A P E ( S ) 

• OTHFB(SPgnr,'' 

FILE IS U S E D 
• D A I L Y • W E E K L Y M O N T H L Y 

1 2 ' F I L E B E C O M E S INACTIVE AFTEF 
° MCNTH(S) O^YEAR(S| 

N U M B E K 

1 3 . C U R R E N T L O C A T I C N ( S ) ( B L D G . , F L O O R , R O O M ) 14. IS R E C O R D S E R I E S D U P L I C A T E D E L S E W H E R E T 
( IP Y E S , B f f C I F Y A G E N C Y OR O F F I C E ) 
D Y E S O^NO 

15. A C C E S S R E S T R I C T I O N S D Y E S D ^ N O 
( IP YEG , C I T E L A n ( s ) Bt R E C U L A T I ON ( S ) 

1 6 . A U D IT^RE G U I R E M E N T S 

tD^NCNE n S T A T E D F E D E R A L D I N D E P E N C E N T 

17. IS A N INDEX S^fSTO.! U S E D 7 [ |p YE 3. E X P L A I N 
BlilEFLY A N D D E 3 C H I E E A N Y H A P D B A R E / S O F T W A R E ) 

18. R E C C M M E N D E D R E T E N T I O N 
Screen annually and destroy that material no 
longer needed for current business. Directivesj 
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. 

10. N A M E A N D T I T L E OF PREPAf<£R 

L T . D A V I D W O L I N S K I 
2 0 - T E L E F H C N E H U M E E R 

8 8 7 - 2 2 5 4 
2 I . D A T E 

7 / 3 0 / 9 2 



Instructions TYPE OR PRINT A 
SEPARATE FORK FOR EACH NEK OR 
REVISED RECORDS SERIES. FORWARD 
VITH RECORDS RETENTION SCHEDULE 

1. DEPARTMENT/AGENCY 
B a l t o . C o . P o l i c e D e p t . 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
P.O. BOX 275 

JESSUP, MARYLAND 20794 

AGENCY RECORDS INVENTORY 

PAGE 2. OF (7 

2. DIVISION 
R e c o r d s / C O M M U N I C A T I O N S 

3. UNIT 
C E N T R A L : S E C T I O N m 

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

4. R E C O R D S S E R I E S T I T L E 

UNOFFICIAL PERSONNEL FILES 
| 5 EARLIEST YEAR/LATEST YEAR 

6. RECORDS SERIES DESCRIPTION (Briefly describe the types of infornation/docunents/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. 

7. RECORDS SERIES FORMAT)S) 
[iKLETTER SIZE H MICROFILM 

LEGAL SIZE || 
BOUND BOOK (J 
AUDIO TAPE (| 
OTHER (SPECIFY) 

COMPUTER TAPE 
FLOPPY DISK 
VIDEO TAPE 

RECORDS SERIES SEQUENCE 
[iHLPHABETICAL 
[] NUMERICAL 

[] CHRONOLOGICAL 
[| GEOGRAPHICAL 
|] OTHER (SPECIFY) 

9. VOLUME 

NUMBER 

fcKFILK DRAWER)S) 
[] MICROFILM REEL(S) 
[1 COMPUTER TAPE(S) 
(] OTHER)SPECIFY) 

10. VOLUME 

1 1 . F I L E I S U S E D 
11 D A I L Y WEEKLY [ONTHLY 

13. CURRENT LOCATION)S) (BLDG..FLOOR,ROOM) 
IJHr 

15. ACCESS R E S T R I C T I O N S t y { t S ( ) NO 
(If yes, cite law(s) & regulation(s) 

17. is AN INDEX SYSTEM USED? (If yes, explain briefly and 
describe any hardware/software) 

mil J ] , NO, 

9. NAME AND TITLE OF PREPARER 
LTJ' D A V I D P. W O L I N S K I 

20. T E L E P H O N E N U M B E R 
8 8 7 - 2 2 5 4 

N U M B E R 

(<HlLK DRAWER)S) 
MICROFILM REEL (S) 
COMPUTER TAPE(S) 
OTHER)SPBCIFY) 

12. FILE BECOMES INACTIVE AFTER 
i) MONTH)S) |+1EAR(S) 

N U M B E R 

14. IS RECORDS SERIES DUPLICATED ELSEWHERE? 
\/m [| NO (If Yes, Specify Agency or Office) 

16. AUDIT REQUIREMENTS 
LMTONE () STATE [] FEDERAL [| INDEPENDENT 

18. RECOMMENDED RETENTION '•; 
Screen annually and destroy that material 
no longer needed for current reference. 
Retain remaining items, 'for two years after 
termination, then destroy. 

I 21. DATE 
I 7 / 3 0 / 9 2 

DGS 550-4(REVISED 2/87) 



Instructions TYPB OR PRINT A 
SEPARATE FORM FOR EACH NEK OR 
REVISED RECORDS SERIES. FORWARD 

^ p t l T H RECORDS RETENTION SCHEDULE 

| DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

| 7275 WATERLOO ROAD 
| P.O. BOX 275 . 
| JESSUP, MARYLAND 20794 

I AGENCY RECORDS INVENTORY Instructions TYPB OR PRINT A 
SEPARATE FORM FOR EACH NEK OR 
REVISED RECORDS SERIES. FORWARD 

^ p t l T H RECORDS RETENTION SCHEDULE 

| DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

| 7275 WATERLOO ROAD 
| P.O. BOX 275 . 
| JESSUP, MARYLAND 20794 

| PAGE 3 OF 17 

1. DEPARTMENT/AGENCY 
B a l t o . c o . P o l i c e D e p t . 

| 2. DIVISION 
R e c o r d s' / C o m m u n i c a t i o n 

I 3. UNIT 
R e c o r d s S e c t i o n 

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

1 
4. RECORDS SERIES TITLE 
LEAVE AND TIME SHEETS 

I 5 EARLIEST YEAR/LATEST YEAR 
I 19101 11 ?3 

6. RECORDS SERIES DESCRIPTION (Briefly describe the types of infornation/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. 

7. RECORDS SERIES FORMAT)S) 
[tKLBTTBR SIZE [ | MICROFILM 

LEGAL SIZE 
BOUND BOOK [ | 
AUDIO TAPB (1 
OTHER (SPECIFY) 

] COMPUTER TAPB 
| FLOPPY DISK 

11 VIDEO TAPE 

RECORDS SERIES SEQUENCE 
(| ALPHABETICAL 
[] NUMERICAL 
(i/CHRONOLOGICAL 
|| GEOGRAPHICAL 
|| OTHER (SPECIFY) 

9. VOLUME 

NUMBER 

LfPILB DRAWER)S) 
(] MICROFILM REEL(S) 
(| COMPUTER TAPB(S) 
II OTHER(SPECIFY) 

10. VOLUME 

11.FILE IS USED 
[1 DAILY WEEKLY [ « K f w : ONTHLY 

13. CURRENT LOCATION(S) (BLDG..FLOOR,ROOM) 

15. ACCESS RESTRICTIONS jipYKS || NO 
(If yes, cite law(s) & regulation^! 

17. is A N INDEX SYSTEM USED? (If yes, explain briefly and 
describe^any hardware/software) 

L H E S I I N O 

9. NAME AND TITLE OF PREPARER 
L t '. D a v i d P. W o l i n s k i 
DGS 55D-4|REVISED 2/67) 

20. TELEPHONE NUMBER 
8 8 7 - 2 2 5 4 ' 

NUMBER 

[•fPUE DRAWBR(S) 
) MICROFILM REEL (S) 
1 COMPUTER TAPE(S) 
j OTHBR(SPECIFY) 

12. FILE BECOMES INACTIVE AFTER 
/ ( I MONTH)S) \\Xm{%\ 

NUMBER 
14. IS RECORDS SERIES DUPLICATED ELSEWHERE? 

\/m [ I NO (If Yes, Specify Agency or Office) 

16. A U D I T R J ^ U I R E N E N T S 
( • H O N K ( I S T A T B FEDERAL () INDEPENDENT 

18. RECOMMENDED RETENTION 
Retain for one year, then destroy. 

21. D A T E 

7 / 3 0 / 9 2 



1 
Instructions TYPE OB PRINT A | 
SEPARATE FORK FOR EACH HEV OR | 

mim RECORDS SERIES. FORWARD | 
^ RECORDS RETENTION SCHEDULE | 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
P.O. BOX 275 

JESSUP, MARYLAND 20794 

— i 
| AGENCY RECORDS INVENTORY 
| : 
| PAGE 4 OF J 7 
1 

1. DEPARTMENT/AGENCY | 
. B a 11 q .' C o ; P o l i c e d e p t . 

2. DIVISION . ._!••"• 
R e c o r d s / c o m'rri.u n'i c a t i o n s 

1 3. UNIT 
J R e c o r d s S e c t i o n 

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

i 4. RECORDS SERIES TITLE 
B U D G E T R E C O R D S 

| 5 EARLIEST YEAR/LATEST YEAR 
1 )W \ M3 

6. RECORDS SERIES DESCRIPTION (Briefly describe the types of inforaation/docuaents/foras found in the series. 
Include the purpose or function of the series) 

Annual B u d g e t Sudmissions 
Monthly Budget printouts 
Workpapers 

RECORDS SERIES FORMAT)S) 
LETTER SIZE 11 MICROFILM 

[/.EGAL SIZE 
[] BOUND BOOK 
(| AUDIO TAPE 
[) OTHER (SPECIFY) 

COMPUTER TAPE 
FLOPPY DISK 
VIDEO TAPE 

11.FILE IS USED 
(| DAILY WEEKLY 

RECORDS SERIES SEQUENCE 
[] ALPHABETICAL 
[] NUMERICAL 
[] CHRONOLOGICAL 
[] GEOGRAPHICAL 

litfWHKR (SPBCIFY) 

9. VOLUME . 
(4-flLE DRAWER) S) 

/j [] MICROFILM REEL(S) 
( [] COMPUTBR TAPE(S) 

NUMBER (1 OTHER(SPECIFY) 
10. VOLUME • 

(lKPILE DRAWER! S ) 
[j MICROFILM REEL (S) 

I [ ] COMPUTBR TAPE(S) 
NUMBER [] OTHER(SPECIFY) 

(d^MONTHLY 

13. CURRENT LOCATION)S) (BLDG.,FLOOR,ROOM) 

15. ACCESS RESTRICTIONS \\ YES FCHO 
(If yes, cite law(s) & regulation(s) 

12. FILE BECOMES INACTIVE AFTER 
[] MONTH)S) [̂ -WJfRTs S) 

NUMBER 
14. IS RECORDS SERIES DUPLICATED ELSEWHERE? 

( • H I S [) NO (If Yes, Specify Agency or Office) 
. st Si A 

16. AUDIT REQUIREMENTS 
[] HONE [j STATE [] FEDERAL [] INDEPENDENT 

17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and 
describe^any hardware/software) 

FCKIIS I ] NO 

9. NAME AND TITLE OF PREPARER 
L t . D a v i d P. W o l i n s k i 

20. TELEPHONE NUMBER 
8 8 7 - 2 2 5 4 

18. RECOMMENDED RETENTION , 
Retain annual submissions for five years, 
then, destroy. Retain all other papers 
for two years, then destroy. 

21. DATE 
7 / 3 0 / 9 2 



Instructions TYPE OR PRINT A | DEPARTMENT OF GENERAL SERVICES 
SEPARATE FORK FOR EACH NBW OR I RECORDS MANAGEMENT DIVISION 
REVISED RECORDS SERIES. FORWARD | 7275 WATERLOO ROAD 
WITH RECORDS RETENTION SCHEDULE 1 P.O. BOX 275 
9 JESSUP, MARYLAND 20794 
1. DEPARTMENT/AGENCY | 2. DIVISION 
B a i t o . C o . P o l i c e Depti R e c o r d s / C o m m u n i c a t i o n s 

AGENCY RECORDS INVENTORY 

PAGE S OF |7 

3. UNIT 
W a r r e n t Control 

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

4. RECORDS SERIES TITLE 
GENERAL ACCOUNTING RECORDS 

5 EARLIEST YEAR/LATEST YEAR 
ii£X.iJll3 

6. RECORDS SERIES DESCRIPTION (Briefly describe the types of information/docunents/foras found in the series. 
Include the purpose or function 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. RECORDS SERIES FORMAT!S) 
icKLETTER SIZE [ 1 MICROFILM 

LEGAL SIZE [) 
BOUND BOOK [J 
AUDIO TAPE [] 
OTHER (SPECIFY) 

COMPUTER TAPE 
FLOPPY DISK 
VIDEO TAPE 

RECORDS SERIES SEQUENCE 
MALPHABETICAL 
[] NUMERICAL 
[] CHRONOLOGICAL 
[] GEOGRAPHICAL 
[1 OTHER (SPECIFY) 

11.FILE IS USED 
[) DAILY WEEKLY MONTHLY 

13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 

15. ACCESS RESTRICTIONS [ 1 YES (^-NtT 
(If yes, cite law(s) & regulation(s) 

17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and 
describe-any hardware/software) 

H ^ F I S ( ] N O , . • , 

9. NAME AND TITLE OF PREPARER 
L t . D a v i d P. W o l i n s k i 

20. TELEPHONE NUMBER 
8 8 7 - 3 3 5 4 

9. VOLUME 

NUMBER 

fcHlLR DRAWER!S) 
MICROFILM REEL(S) 
COMPUTER TAPE(S) 
OTHER(SPECIFY) 

10. VOLUME 

NUl NUMBER 

L H I L E DRAWER!S) 
MICROFILM REEL (S) 
COMPUTER TAPE(S) 
OTHBR(SPBCIFY) 

12. FILE BECOMES INACTIVE AFTER 
/ [] MONTH(S) 

NUMBER 
W - 1b1 r (S) 

14. IS RECORDS SERIES DUPLICATED ELSEWHERE? 
M-fife [) NO (If Yes, Specify Agency or Office) 

16. AUDIT REQUIREMEN 
WHKJNE [] STATE \ FEDERAL [1 INDEPENDENT 

18. RECOMMENDED RETENTION -
Retain for three years, then destroy. 

| 21. DATE 
I 7 / 3 0 / 9 2 

DGS 550-4(REVISED 2/87) 



Instructions TYPE OR PRINT A j 
; 1 

DEPARTKENT OF GENERAL SERVICES 1 SEPARATE. FORK FOR EACH NEK OR I RECORDS MANAGEMENT DIVISION 
REVISED RECORDS SERIES. FORWARD | 7275 WATERLOO ROAD 
WITH RECORDS RETENTION SCHEDULE | P.O. BOX 275 

1 JESSUP, MARYLAND 20794 
1. DEPARTNENT/AGENCY 1 2. DIVISION 
B a l t o . C o . P o l i c e D e • t R e c o r d s / C o m m u n o c a t i o n s 

AGENCY RECORDS INVENTORY 

PAGE Ig OF /7 

3. UNIT 
I 
|—Report, " i * 1 Rev I ' P W 

DEFINITION • RECORD SERIES A group of related records norially filed and used as a unit for reference as veil as 
retention and disposition purposes 

1 . 
4. RECORDS SERIES TITLE 
FIXED ASSETS FILE 

5 EARLIEST YEAR/LATEST YEAR 

6. RECORDS SERIES DESCRIPTION (Briefly describe the types of information/docuaents/foras 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) 

7. RECORDS SERIES FORMAT!S) 
(uVLETTER SIZE [1 MICROFILM 
(| LEGAL SIZE 
1 1 BOUND BOOK [| 
(| AUDIO TAPE (] 
I) OTHER (SPECIFY) 

; 1 COMPUTER TAPE 

:| FLOPPY DISK 
[1 VIDEO TAPE 

RECORDS SERIES SEQUENCE 
(] ALPHABETICAL 
(] NUMERICAL 
(^CHRONOLOGICAL 
[) GEOGRAPHICAL 
(| OTHER (SPECIFY) 

9. VOLUME 

NUMBER 

Wfl tR DRAWER!S) 
[] MICROFILM REEL(S) 
[] COMPUTER TAPE(S) 
I) OTHER)SPECIF!) 

10. VOLUME 

11.FILE IS USED 
[ I DAILY [] WEEKLY U K̂oliTHLY 

13. CURRENT LOCATION)S) (BLDG..FLOOR,ROOM) 

15. ACCESS RESTRICTIONS [ ] TIS 1>W 
(If yes, cite law(s) & regulation(s) 

17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and 
describe any hardware/software) 

(] YES [yw 

- I -
9. NAME AND TITLE OF PREPARER 
L t . D a v i d W o l i n s k i 

DGS 550-4(REVISED 2/87) 

| 20. TELEPHONE NUMBER 
j 8 8 7 - 2 2 5 4 

ORB NUMBER 

[4^ILE DRAWER! S) 
[] MICROFILM REEL (S) 
[] COMPUTBR TAPB(S) 
[] OTHBR)SPECIFY) 

12. FILE BECOMES INACTIVE AFTER 
/ |] M0N7H(S) 

NUMBER 
U-Y&Alfs) 

14. IS RECORDS SERIES DUPLICATED ELSEWHERE? 
klm . (I NO (If Yes. Specify Aaencv or Office) 

16. AUDllJSQUIREMENTS 
dKNONE (1 STATB FEDERAL [] INDEPENDENT 

18. RECOMMENDED RETENTION 
Retain fixed asset Printout for one year,, 
then destroy. 
Retain all other completed forms for three 
years, then destroy! 

- I -
| 21. DATE 
j 7 / 3 0 / 9 2 



Instructions TIP! OB PRINT A 
SEPARATE FORK FOR EACH IBI 01 
REVISED RECORDS SERIES. F0R1ARD 

.WITH RECORDS SBTBITIOH SCHEDULE 

1. D E P A R T M E N T / A G E N C Y 
Balto. Co. Police Dept. 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

1275 WATERLOO ROAD 
P.O. BOX 275 

JESSUP, MARYLAND 20791 

AGIICT RECORDS INVENTORY 

PAG1 7 OF 17 

2. DIVISION 
Records/Communications 

I 3. UNIT 
I Report Review 

D E F I N I T I O N • RECORD SERIES A group of related records norially filed and used at a unit for reference as well as 
retention and disposition purposes 

4. RECORDS SERIES TITLE 
One Liners 

5 EARLIEST YEAR/LATEST TIA1 
1987 J Present 

- I -
6. R E C O R D S SERIES DESCRIPTION (Briefly describe the types of infonation/docuients/fons 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. RECORDS SERIES FORMAT)S) 
H LETTER SIXI {1 MICROFILM 

LEGAL SIX! [I 

BOUND B00I [] 

AUDIO TAPE (] 

OTHER (SPECIFY) 

COMPUTER TAPE 

FLOPPY DISK 

VIDEO TAP! 

g. RECORDS SERIES SIQOIMC! 
|] ALPHABETICAL 
(] NUMERICAL 

^ C H R O N O L O G I C A L t h e n b^ c c # 

() GEOGRAPHICAL 

(I OTHER (SPECIFY) 

11.FILE IS U S E D 
k] DAILY WEEKLY [| MONTHLY 

13. CURRENT LOCATION(S) |BLDG.,FL001,I00M) 
Report Review 
400 Kenilworth Drive 

15. ACCESS RESTRICTIONS |) YES (| NO 
(If yes, cite law(s) I regnlition(s) 

17. i s AN INDII SYSTEM USED? ( i f yes, explain briefly m d 
describe any h i r d w e / s o f t i i r e ) 

1 1 TIS [k 10 

9. NAME AND TITLE Of P11PAIE1 
Lt. David Wolinski 

20. TELEPHONE NUMBER 
887-2254 

DGS 550-4{IIVISID 2/87) 

9. VOLUME 
(] PILE DRAWER)S) 
[) MICROFILM 1EEL(S) 

55-000 1 1 COMPUTER TAPE(8) 
ItJMBEl i | OTBEIfSPECIFY) 

10. VOLUME 
[ ] riLI DRAWER)S) 
() MICROFILM l » L (S) 
(] COIPDTEI TAPE(S) 

NUMBER [] OTBRR(SPSCIPT) 
12. Fill BECOMES INACTIVE AFTER 

6 il M i n i s ) 
NUMBER 

( 1 m i ( 8 ) 

II. IS RECORDS S H I E S DUPLICATED ELSEIBEtE? ' 
y YES [| 10 (If Yes, specify Agency or Office) 
Central Records files 

16. AUDIT REQUIREMENTS 
[:| NONE ( 1 STATE {) FEDERAL ( 1 INDEPENDENT 

II. RECOMMENDED RETENTION 

three years 

21. DATE 
7/12/91 



* 

instructions TIPS 0 ! PRIST A DSPARTNE1T OF GERERAL SERVICES 
SEPARATE FORK FOR IACH I N OR 1 RECORDS MANAGEMENT DIVISIOI 
REVISED RECORDS SERIES. FORWARD 7275 WATERLOO ROAD 
WITH RECORDS RRTEITIOK SCHEDULE P.O. BOX 275 

r JESSQP, MARYLAND 20794 

1. DEPARTMENT/AGENCY 2. DIVISION 
Balto. Co. Police Dept. Records/Communications 

AGIICT RECORDS IIVtlTOlT 

PAGE § OF J7 

3. UNIT 
Warrant Control 

DEFINITION • RECORD SERIES A group of related records norially filed and used as 1 unit for reference as veil as 
retention and disposition purposes 

1 . 
4. RECORDS SERIES TITLE 

Warrant Control Books 
I 5 EARLIEST TEAR/LATEST TEAR 

1966 /Present 

6. RECORDS SERIES DESCRIPTION (Briefly describe the types of infonation/docuients/foris found in the series. 
Include the purpose or function of the series) 

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. 

- I -
7. RECORDS SERIES FORMAT)S) | 

11 LETTER S U E (| MICROFILM I 

1 1 LEGAL S U E (| COMPUTER TAPE I 

1 1 BOUND BOOK [ ] FLOPPY DISK | 

(I AUDIO TAPE (I VIDEO TAPE I 

f<| OTHER (SPECIFY) ' l ^ L o W ^ H 1 1 1 ' notebooks 1 

RECORDS SERIES SEQUENCE 
[] ALPHABETICAL 
}:] NUMERICAL 
( 1 CHRONOLOGICAL 
() GEOGRAPHICAL 

I I OTHER (SPECIFY) 

9. VOLUME 
(] FILE DRAWER!S) 
i) MICROFILM REEL(S) 

50 b o o l U COMPUTER TAPE(S) 
IUKBI1 M 0THJ1|SPECIFY) Open Shelves 

10. VOLUME 
[] Fill DRAWER!S) 
(] MICROFILM REEL (S) 
(] COMPUTE! TAPI(S) 

NUMBER 1 ) OTHER!SPECIFY) 
11.FILE IS USED I 

Pf DAILY | 1 WEEKLY (j MONTHLY | 
12. fill BECOMES INACTIVE AFTER 

10 [] K0ITH13) IEAR(S) 
NUMBER 

13. CURRENT LOCATION(S) (BLDG.,F1001,100R) 1 
400 Kenilworth Drive ' 
Warrant Control Unit ' 

11. IB RECORDS S H I E S DUPLICATED ELSEWHERE? 
( I YES {) K (If Yes, specify Agency or Office) 

15. ACCESS RESTRICTIONS f,|T!S ( ) I 0 | 
(If yes, cite lav(s) i regulation)s) I 

IS. AUDIT REQUIREMENTS 
T| RORI (| STATE (| FEDERAL (] INDEPENDENT 

17. is AH INDEX SYSTEH USED? (If yes, explain briefIf and | 
describe any hardware/software) I 

[f YES (| NO I 

l Local Warrant Inventory i 

IS. IECOMMEIDED RETENTION 

Retain indefinitely 

| 
9. NAME AND TITLE OF PREPARE! | 20. TELEPHONE NUMBER 

Lt. David P. Wolinski J 887-2254 

I 21. DATI 
| 7/12/91 

DGS 550-4(REVISED 2/87) 



Instructions TYPE OB PRINT A 1 DEPARTMENT OF GENERAL SERVICES 
SEPARATE FORM FOR EACH I I I OR 1 RECORDS MANAGEMENT DIVISION 
REVISED RECORDS SERIES. F O R M E D I 7275 WATERLOO ROAD 
W I T H RECORDS RETENTION SCHEDULE I P.O. BOX 275 
1 J JESSUP, MARYLAND 20791 
1. DEPARTMENT/AGENCY 1 2. DIVISION 

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

AGENCY RECORDS INVENTORY 

PAGE 

3. UNIT 
Records Section 

D E F I N I T I O N - R E C O R D S E R I E S A group of related records norially filed and used as a unit for reference as well as 
retention and disposition purposes 

4. R E C O R D S S E R I E S T I T L E 

State of Maryland Traffic Citations 
| 5 EARLIEST TEAR/LATEST TEAR 
| 1991 / Present 

(. RECORDS SERIES DESCRIPTION (Briefly describe the types of inforiatlon/docuients/foris 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. RECORDS SERIES FORMAT)S) | 8. RECORDS SERIES SEQUENCE | 9. VOLUME 
1 1 LETTER S H E [ I MICROFILM I [ | ALPHABETICAL 1 m PILE DRAIER(S) 

I k 1 1 ( 1 MICROFILM RBEL(S) 
f (| LEGAL SIZE () COMPUTER TAPE | [] NUMERICAL 1 ^ ( 1 COMPUTER TAPE(S) 

| I NUMBER [| OTHER)SPECIFY) 
(| BOUND BOOK 1 1 FLOPPY DISK | M CHRONOLOGICAL ( 

I 10. VOLUME 
(] AUDIO TAPE I] VIDEO TAPE I [| GEOGRAPHICAL 1 ( 1 PILE DRAWER)S) 

1 (I MICROFILM REEL (S) 
HI OTHER (SPECIFY) | (| OTHER (SPECIFY) 1 U COMPUTER TAPE(S) 

1 j — 
I NUMBER [j 0T1IR)SPECIFY) 

11.FILE IS USED | 12. PILE BECOMES INACTIVE AFTER 
(X) DAILY [) HEEELT (| MONTHLY | 1 [] MONTH)S) N !EAR(8) 

1 NUMBER 
13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) I 11. IS RECORDS SERIES DUPLICATED ELSEWHERE? 

400 Kenilworth Drive Pf TBS [] 10 (If Yes, specify Agency or Office) 
Records Section J District Court of Maryland 

15. ACCESS RESTRICTIONS [j YES ^ NO I 16. AUDIT REQUIREMENTS 
(If yes, cite lit(s) 1 regulation)*) I (| NONE W STATE [] FEDERAL xTj INDEPENDENT 

17. is AN INDEX SYSTEM USED? (if yes, explain briefly and I IS. RECOMMENDED RETENTION 
describe any hardware/software) I 

5ft YES ( 1 10 I 
1 ' One' year 

m ' In house software operating on IBM | $ 

"System 36" | 
| | | 

9. NAME AND TITLE Of PREPARER | 20. TELEPHONE NUMBER I 2i. DATE 
Lt. David P. Wolinski 1 887-2254 

1 
1 4/12/91 
1 

DGS 550-4(REVISED 2/87) 



instructions TYPE OR PRIST A 
SEPARATE FORK FOR EACH HSI OR 
REVISED RECORDS SERIES. FORWARD 

JflTH RECORDS RETEITIOH SCREDOIE 

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

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
P.O. BOI 275 

JESSUP, MARYLAND 20794 

AGENCT RECORDS INVENTORY 

PAGE IQ OF 17 

2. DIVISION 
Records/Communication 

3. UNIT 
Records Section 

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

4. RECORDS SERIES TITLE 
Incident/Offense Reports 

I $ EARLIEST TEAR/LATEST TEAR 
| 1941 / Present 

. 1 — : 
6. RECORDS SERIES DESCRIPTION (Briefly describe tbe types of infonation/docuients/fons 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) 
it LETTER S H E M MICROFILM 
[| LEGAL SIZE (| COMPUTER TAPE 
[ | BOUND BOOK (j FLOPPY DISK 
(| AUDIO TAPE | 1 VIDEO TAPE 

11 OTHER (SPECIFY) 

RECORDS SERIES SEQUENCE 
(| ALPHABETICAL 

M NUMERICAL 
|) CHRONOLOGICAL 
[) GEOGRAPHICAL 
|| OTHER (SPECIFY) 

11.FILE IS USED 
PJXDAILY WEEKLY [] MONTHLY 

13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 
400 Kenilworth Drive 
Storage Room/Records Section 

15. ACCESS RESTRICTIONS {.|'-TES ( ) N 0 
(If yes, cite law(s) k regulation)s) 

17. is AN INDEX SYSTEM USED? (if yes, explain briefly and 
describe any hardware/software) 
ft YES (] HO 

Prism - Relational Database Operating 
o n 4 mainframe computer 

9. NAME AND TITLE Of PREPARER 
Lt. David P. Wolinski 

| 20. TELEPHONE NUMBER 
I 887-2254 

9. VOLUME 
(] PILE DRAWER)S) 

m MICROFILM REEL(S| 
(] COMPUTER TAPE(S) 

NUMBER (I OTHER)SPECIFY) 
10. VOLUME 

[| PILE DRAHEI(S) 
(] MICROFILM REEL (S) 

200 ft |] COMPUTER TAPE(S) 
NUMBER 3fl OTHER!SPBCIFT) OPEN SHELVES 

12. PILE BECOMES INACTIVE AFTER 
J £ I 1 M 0 I T H ( 8 ) 
NUMBER 

xv"l !EAR( 8) 

14. IS RECORDS SERIES DUPLICATED ELSEWHERE? 
[) TES ^ 1 0 (If Tes, Specify Agency or Office) 

16. AUDIT REQUIREMENTS 
W I O I E (| STATE [] FEDERAL [] INDEPENDENT 

IB. RECOMMENDED I I T I R I O I 
Transfer to Microimage system and 
destroy original. Retain stored 
i ma O P S i nHplf i na t p 1 v . 

21. DATE 
4/12/91 

DGS 550-4(REVISED 2/67) 



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 

166B 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. 



instructions TTPI 01 P H U T A 1 DEPARTMENT OF GENERAL SERVICES 
SEPARATE FORK FOR EACH H I OR I RECORDS MAIAGEMEIT DIVISIOI 
REVISED RECORDS SERIES. FORWARD | 7275 WATERLOO ROAD 
.WITH RECORDS RETEITIOI SCHEDULE 1 P.O. BOX 275 
> j JESSUP, MARYLAND 20794 
1. DEPARTNRNT/AGEHCY 2. DIVISION 

Balto. Co. Police Dept. | Records/Communications 

AGENCY RECORDS INVENTORY 

PAGE I \ OF 17 

3. UNIT 
Central Records 

DEFINITION - RECORD SERIES A group of related records norially filed and used as a unit for reference as veil as 
retentioa and disposition purposes 

4. RECORDS SERIES TITLE 
Juvenile Index Cards 

-| 
I 5 EARLIEST TEAR/LATEST YEAR 
I 1974 / Present 

- l — : 
s. RECORDS SERIES DESCRIPTION (Briefly describe the types of infonatlon/docuients/fons found is the series. 

Include the purpose or function of the series) 

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. 

7. RECORDS SERIES FORMAT)S) I 
(| LETTER SIEE [| MICROFILM 1 

4) (| LEGAL S H E (1 COMPUTER TAPE | 
() BOUND BOOK {] FLOPPY DISK 1 

(] AUDIO TAPE (] VIDEO TAPE | 

y OTHER (SPECIFY) 1 
3x7 index cards | 

6. RECORDS SERIES SEQUENCE | 9. VOLUME 
M ALPHABETICAL | Jc| FILE DRAWIt(S) 

I [] MICROFILM RRIL(S) 
( 1 NUMERICAL | 5. [] COMPUTER TAPE(S) 

I NUMBER |] OTHER(SPECIFY) 
|) CHRONOLOGICAL | 

| 10. VOLUME 
1| GEOGRAPHICAL | () FILE DRAWER!S) 

I (] MICROFILM REEL (S) 
(| OTHER (SPECIFY) | [] COMPUTER TAPE(S) 

I NUMBER 1 1 OTHER(SPBCIPY) 
i i l 

11.FILE IS USED 
& DAILY (]t!EILT [] MONTHLY | 

12. FILE BECOMES INACTIVE AFTER 
(| KOITH(S) (| YEAR(8) 

I " 0 1 1 After subject turns 18 
13. CURRENT LOCATION!S) (BIDG.,FLOOR.ROOM) 

Central Records 
400 Kenilworth Drive ! 

14. IS RECORDS SERIES DUPLICATED ELSEWHERE? 
{ \ TBS ( 1 10 (If tea, specify Agency or Office) 

Prism 
IS. ACCESS RESTRICTIONS (j TIS (| NO 

(If yes, cite lav(s| t regulation!i) 
16. AUDIT REQUIREMENTS 

R N i l ( 1 STATE [] FEDERAL (| INDEPENDENT 

17. is AN INDEX SYSTEM USED? (If yei, explain briefly and | 
describe any hardvare/softvare) I 

k l " S () 10 I . 

Prism - Relational database operating on a 1 
mainfram computer 1 

11. RECOMMENDED RETENTION 

Until subject is 18 

| 
9. NAME A I D TITLE OF PREPARER | 

Lt. David P. Wolinski 1 . 1 . 
2 0 . TELEPHONE NUMBER 

887-2254 
| 2 1 . DATI 
| 7/15/91 
1 

DCS 550-4(REVISED 2/S7) 



Instructions TTPI 01 PRINT A I DEPARTMENT OF GENERAL SERVICES 
SEPARATE PORN FOR EACH HEN OR I RECORDS MANAGEMENT DIVISION 
REVISED RECORDS SERIES. FORNARD 1 7275 WATERLOO ROAD 
WITH RECORDS RETENTION SCHEDULE I P.O. BOX 275 

> J JESSUP, MARYLAND 20794 

1. DEPARTNENT/AGENCT 1 2. DIVISION 
Balto. Co. Police Dept. [ Records/Communications 

AGENCT RECORDS INVENTOR! 

PAGE J 2 OP 17 

3. UNIT 
Central Records 

DEFINITION * RECORD SERIES A group of related records norially filed and used as a unit for reference as veil as 
retention and disposition purposes 

4. RECORDS SERIES TITLE 
Adult Index Cards 

- I -

5 EARLIEST TEAR/LATEST TEAR 
1930 /Present 

6. RECORDS SERIES DESCRIPTION (Briefly describe the types of inforiation/docoients/foris fonnd in the series. 
Include the purpose or function of the series) 

Index card listing subject's last name, first and middle name, date of birth and 
BCI number. It is then filed in alphabetical order according to subject's last 
name. This is a manual backup file to determine subject's BCI number, if he has 
one, when the computer system is down. 

7. RECORDS SERIES FORMAT)S| I 
|| LETTER S H E II MICROFILM | 

^ 1 1 LEGAL S H E (I COMPUTER TAPE 1 

|| BOUND BOOE (| FLOPP! DISK 1 

(| AUDIO TAPE (| VIDEO TAPE I 

|£ OTHER (SPECIFY) I 
3x7 index card 1 

B. RECORDS SERIES SEQUENCE | 9. VOLUME 
[% ALPHABETICAL | |}} flLE DRAWER)S) 

I () MICROFILM REEL)8) 
( 1 NUMERICAL | 54 [] COMPUTER TAPE)8) 

| NUMBER (] OTHE!)SPECIFY) 
I| CHRONOLOGICAL | 

| 10. VOLUME 
(| GEOGRAPHICAL 1 || FILE DRAWER)S) 

I I) MICROFILM REEL (S) 
[| OTHER (SPECIFY) | [] COMPUTER TAPE(S) 

I NUMBER [| 0THER(8PECIFT) 
i 1 I 

11.FILE IS USED 
kl DAILY ( 1 WEEKLY (| MONTHLY | 

12. PILE BECOMES INACTIVE AFTER 
1 n H M O I T i ( S ) %\ TEAI(S) AFTER MOST 
NUMBER RECENT ARREST 

13. CURRENT LOCATION)S) (BLDG.,FLOOR,ROOM) 
Central Records 
400 Kenilworth Drive i 

11. IS RECORDS SERIES DUPLICATED ELSEWHERE? 
H TES [) 1 0 (If Yes, specify Agency or Office) 

Prism ; i . '. ' ' * 15. ACCESS RESTRICTIONS (J; TSS () 1 0 
(If yes, cite lav(s) i regulatios(i) 

1 

16. AUDIT REQUIREMENTS 
n 1 0 1 1 (1 STATE [] FEDERAL [] INDEPENDENT 

17. i s AN INDEX SYSTEM USED? {If yet, explain briefly and 1 
describe any hardware/software) 1 H TES ( 1 NO | 
Prism - Relational database operating on a 1 

V ^ B mainframe computer 1 

| | 

11. RECOMMENDED RETENTION 

Until subject is deceased 
1 

9. NAME AID TITLE Of PREPARER 1 20. TELEPHONE NUMBER 
Lt. David Wolinski [ 887-2254 

I 21. DATE 
! 7/15/91 

DGS 550-KRRVISED 2/17) 



Instructions TTP! 01 PRINT A 1 DEPARTMENT OF GENERAL SERVICES 
SEPARATE FORK FOR EACH IEI OR 1 RECORDS MANAGEMENT DIVISION 
REVISED RECORDS SERIES. FORWARD I 7275 WATERLOO ROAD 
.WITH RECORDS RETENTION SCHEDULE | P.O. BOX 275 
t > JESSUP, MARYLAND 20791 
1. DEPARTMENT/AGENCY 1 2. DIVISION 

Balto. Co. Police Dept. 1 Records/Communications 

AGENCY RECORDS INVENTORY 

PAGE /"g> OF I 7 

I 3. UNIT 
I Central Records 

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

- I -
4. RECORDS SERIES TITLE 

Juvenile Files 
- I -

5 EARLIEST YEAR/LATEST YIA1 
1974 / Present 

6. RECORDS SERIES DESCRIPTION (Briefly describe the types of inforiatlon/docuients/foris found in the series. 
Include the purpose or function 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. 

7. RECORDS SERIES FORMAT!S) 
(I LETTER SIEI (] MICROFILM 
(| LEGAL S U E (| COMPUTER TAPE 
(| BOUND BOOK [] FLOPPY DISK 

(] AUDIO TAPE (] VIDEO TAPE 

(| OTHER (SPECIFY) 

S. RECORDS SERIES SEQUENCE 
{j ALPHABETICAL 
|:| NUMERICAL 
( 1 CHRONOLOGICAL 

(| GEOGRAPHICAL 

[| OTHER (SPECIFY) 

11.FILE IS USED 
Id DAILY [ ] RIIILY [] MONTHLY 

13. CURRENT LOCATION!S) (BLOG.,FL001,ROOM) 
Central Records 
400 Kenilworth Drive 

15. ACCESS RESTRICTIONS [| TES () ID 
(If yes, cite lav(s) 1 regulation(s) 

17. is AH IIDEI SYSTEM USED? (if yei, explain briefly and 
describe any hardware/software) 

f i n s ( 1 10 
PRISM - Relational Database operating on 

a mainframe computer. 

9. NAME AID TITLE OF PREPARER 
Lt. David Wolinski 

20. TELEPHONE NUMBER 
887-2254 

DGS 550-!(t!VIS!D 2/S7) 

9. VOLUME 
XM FILE DRAWER) S) 
(| MICROFILM IIIL(S) 
[] COMPUTER TAPE!S) 

NUMBER (] OTHER)SPECIFY) 
10. VOLUME 

(] FILE DRANER(S) 
{) MICROFILM l » l (S) 
(1 COIPDTEI T M I ( S ) 

NUMBER [] OTHERISPECIFT) 
12. fill BECOMES INACTIVE AFTER 

( 1 MOIfl(S) [) TIAI(S) 
NUMBER After Subject turns 18 years of 

age-11. IS RECORDS SERIES DUPLICATED ELSEWHERE? 
(I TIS PI 10 (If Tes, specify Agency or Office) 

IS. AUDIT REQUIREMENTS 
H NONE [| STATI [] FEDERAL [] INDEPENDENT 

II. RECOMMENDED RETENTION 

Until subject turns 18 then file is sent 
to the Youth Division until subject turns 
21. 

21. DATI 
- 7/15/91 



instructions TTPI OK PRIST A 
| 
| DEPARTNEIT OF GBHERAL SERVICES 

SEPARATE FORK FOR EACH I I I 01 | RECORDS KAIAGEHERT DIVI3I0I 
REVISED RECORDS SERIES. FORWARD | 7275 WATERLOO ROAD 
WITH RECORDS RETENTION SCHEDULE I P.O. BOX 275 
E . 

| JESSUP, MARYLARD 20791 
1. DEPARTMENT/AGENCY I 2. DIVISION 
Balto. Co. Police Dept. • Records/Communications 

AGENCY RECORDS INVENTORY 

PAGE 1 4 OF I 7 

I 3. UNIT 
! Central Records 

DEFINITION • RECORD SERIES A group of related records norially filed and used as a unit for reference as veil as 
retention and disposition purposes 

4. RECORDS SERIES TITLE 
BCI Jackets 

I 5 EARLIEST YEAR/LATEST TEAR 
| 1930 j present 

6. RECORDS SERIES DESCRIPTION (Briefly describe the types of inforiation/docuients/foris found in the series. 
Include 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. 

1. 
7. RECORDS SERIES FORNAT(S) 
| i LETTER S H E (| MICROFILM 
(| LEGAL SIXE (I COMPUTER TAPE 
1 1 BOUND B00E [] FLOPPY DISK 
( 1 AUDIO TAPE (] VIDEO TAPE 
I ! OTHER (SPECIFY) 

RECORDS SERIES SEQUENCE 
(| ALPHABETICAL 
ft NUMERICAL 
(] CHRONOLOGICAL 
H GEOGRAPHICAL 
(I OTHER (SPECIFY) 

9. VOLUME 
I (| FILE DRARER(S) 
I |) MICROFILM REEL)S) 
I 1 4 2 5 f t H COMPUTER TAPE(S) 
| NUMBER *| OTHER(SPECIPT) o p e n s h eives| 
I 
| 10. VOLUME 
I 

| NUMBER 
11.FILE IS USED 

W I L T (] WEEKLY (| MONTHLY 

13. CURRENT LOCATION!S) (BLDG.,FLOOR,ROOM) 
Central Records 
400 Kenilworth Drive 

15. ACCESS RESTRICTIONS % ] TES (] NO 
(If yes, cite lav(s) i regulations) 

17. i s AN INDEX SYSTEM USED? (If yes, explain briefly and 
describe any hardware/software) 

PI TES II 10 
Prism - Relational Database Operating on 

a mainframe computer. 

9. NAME AND TITLE OP P1EPARER 
Lt. David P. Wolinski 

[] FILE DRAIER(S) 
[) MICROFILM REEL (S) 
(] COMPUTER TAPE(S) 
I) OTHER)SPECIFT) 

- I-
12. PILE BECOMES INACTIVE AFTER 

10 (] MOITHIS) 
NUMBER 

k\ TEAR|8)after most 
recent arrest 

11. IS RECORDS SEEIES DUPLICATED ELSEWHERE? 
(I TES :it 10 (If Yes, Specify Agency or Office) 

16. AUDIT REQUIREMENTS 
ft M i l {| STATE (| FEDERAL [j INDEPENDENT 

DGS 550-KEEVISED 2/87) 

| 20. TELEPHONE NUMBER 
! 887-2254 

18. RECOMMENDED IETINTION 

Keep until expungment order is received 
from the Court. , •• -•• 

ifiNTd tftoVt^-O^u^ G o o>o OfiPcM. OlSk (y _ 

I 21. DATE 
! 7/15/91 



instructions TYPE OR PRINT A 
SSPARATI FORK FOR EACH IEI OR 
REVISED RECORDS SERIES. FORWARD 

^ I T H RECORDS RETENTION SCHEDOLE 

| DEPARTMENT OF GENERAL SERVICES 
| RECORDS MANAGEMENT DIVISION 
I 7275 WATERLOO ROAD 
I P.O. BOX 275 
| JESSUP, MARYLAND 20791 

I AGENCY RECORDS INVENTORY 

1 PAGE_L5 OF 17 

1. DEPARTMENT/AGENCY I 2. DIVISION I 3. UNIT 
Balto. Co. Police Dept. i Records/Communication l Warrant Control 
DEFINITION - RECORD SERIES A group of related records norially filed and used as a unit for reference as veil as 

retention and disposition purposes 
- —1 . 

1. RECORDS SERIES TITLE 
Warrants 

I 5 EARLIEST YEAR/LATEST YEAR 
I 1970 / present (Felonies) 

6. RECORDS SERIES DESCRIPTION (Briefly describe the types of inforiation/docuients/foris 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. RECORDS SERIES FORMAT)S) 
LETTER S U E (] MICROFILM 

(| LEGAL S U E [ I COMPUTER TAPE 
1 1 BOUND BOOK (| FLOPPY DISK 
[| AUDIO TAPE I] VIDEO TAPE 
(| OTHER (SPECIFY) 

RECORDS SERIES SEQUENCE 
.;; ALPHABETICAL 
H NUMERICAL 
(1 CHRONOLOGICAL 
(| GEOGRAPHICAL 

[| OTHER (SPECIFY) 

9. VOLUME 
[] FILE DRAWER(S) 
[) MICROFILM REEL(S) 

1300 + |] COMPUTER TAPE(S) 
NUMBER M OTHER (SPECIFY) open shelves 

10. VOLUME 
M " L I DRAWER! S) 
[] MICROFILM REEL (S) 
{) COMPUTER TAPI(S) 

NUMBER () OTHER)SPECIFY) 

11.FILE IS USED 
()j DAILY (] WEEKLY [J MONTHLY | 

12. FILE BECOMES INACTIVE AFTER 
3 (1 M0ITH(8) H 1 1 M ( S | (misdemeanor 

NUMBER 
nvnsB *Once warrant is served* (Felony) 

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

11. IS RECORDS SERIES DUPLICATED ELSEWHERE? 
(I YES -'tt:»0 (if Yes, Specify Agency or Office) 

15. ACCESS RESTRICTIONS £ ] YES () 10 
(If yes, cite lav(s) & regulation(s) I 

16. AUDIT REQUIREMENTS 
[j NONE (1 STATE (1 FEDERAL |:| INDEPENDENT 

17. IS AN INDEX SYSTEM USED? (If yei, explain briefly and 
describe any hardware/software) 1 

(>) YES (] NO 
Local Warrant Inventory System -

| • 

IB. RECOMMENDED RETENTION 
Felonies are kept indefinitely•or until 
served. 

% 
Misdemeanors are kept three years and then 
returned to court if not served. 

| 
9. NAME AND TITLE OF PREPARER | 20. TELEPHONE NUMBER 
Lt. David P. Wolinski | 887-2254 

j 

| 21. DATI 
I - 7/12/91 l 

DGS 550-KREVISID 2/S7) 



Instructions TTPI OK PRIST A I DEPARTMENT OP GBHERAL SERVICES 
SEPARATE PORN FOR EACH NEI OR I RECORDS MANAGEMENT DIVISION 
REVISED RECORDS SERIES. PORIARD 1 7275 WATERLOO ROAD 
lilTH RECORDS RETENTION SCHEDULE I P.O. BOX 275 

( W J I JESSUP, MARYLAND 20794 

— I . : 

I AGENCT RECORDS INVENTOR! | 
I PAGE lL Of If 

| 
1. DEPARTNENT/AGENCT 1 2. DIVISION 
Balto. Co. Police Dept. Records/Communications 

I 3. UNIT 
[ Telecommunications 

DEFINITION - .RECORD SERIES A group of related reeerds norially filed and used as a unit for reference as veil as 
retention and disposition purposes 

i 
4. RECORDS SERIES TITLE 

Teletypes 
I 5 EARLIEST TEAR/LATEST TEAS 

6. RECORDS SERIES DESCRIPTION (Briefly describe the types of inforiation/docuients/foris found in the series. 
Include the purpose 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. RECORDS SERIES FORMAT)S) 
1 1 LETTER S U E (| MICROFILM 
() LEGAL SIXE {| COMPUTER TAPE 
( I B 0 U N D B 0 0 E [) FLOPPY DISK 

(| AUDIO TAPE (] VIDEO TAPE 

M OTHER (SPECIF!) 5^X9% paper 

8. R E C O R D S S H I E S S E Q U E N C E 
[ ] A L P H A B E T I C A L 

Miles entry 
' J N U M E R I C A L 
•3}'- " • 
kl C U k u m i O G I C A L 
BY MONTH 

(| G E O G R A P H I C A L 

i\ O T H E R ( S P E C I P T ) f — = ~ -
Locates - however 

11.FILE IS USED 
(| DAIL! WEEKLY (| M O N T H L Y 

13. CURRENT LOCATION(S) ( B L D G . , F L O O R , R O O M ) 
400 Kenilworth Drive 
Telecommunications/Storage Room 

15. ACCESS RESTRICTIONS M TES |] 10 
(If yes, cite lav(s) fc regulation!*) 

17. is AN INDEX SYSTEM USED? (If yes, eiplain briefly and 
describe any hardware/software I 

U T B S Jff 1 0 

9. NAME AID TITLE Of PREPARER 
Lt. David Wolinski 

9. V O L U M E 

1300 
N U M B E R 

? 1 fILE DRAWER!S) 
1 ) MICROFILM REEL(S) 
[] COMPUTER TAPE(S) 
(] OTHER!SPECIFY) 

10. VOLUME 
(| PILE DRAWER!S) 
[ ) MICROFILM REEL (S) 

4 0 0 0 [ ) COMPUTER T A P E ( S ) 
NUMBER MOTHER!spBcifT) B o x e s 

12. fILE BECOMES INACTIVE AFTER 
5 U lOITHIS) 

N U M B E R 
YEAR)3) 

14. IS RECORDS SERIES DUPLICATED ELSEWHERE? 
it TES i) 1 0 (If Yes, Specify Agency or Office) 

Miles entries are attached to reports. 

16. AUD I T REQUIREMENTS 
t\ NONE || STATE FEDERAL (| INDEPENDENT 

18. RECOMMENDED IETENTION 
Re-tain for .3 years 

20. TELEPHONE NUMBER 
887-2254 

21. DATE 

7/12/91 
DGS 550-4IEEVISED 2/17) 



Instructions TTPI 01 PRINT A | DEPARTMENT OF GENERAL SERVICES 
SEPARATE FORK FOR EACH IEI OR | RECORDS MANAGEMENT DIVISION 
REVISED RECORDS SERIES. FORWARD I 7275 WATERLOO ROAD 

.WITH RECORDS RETENTION SCHEDDLE I P.O. BOX 275 
• I JESSUP, MARYLAND 20794 
1. DEPARTNENT/AGENCT I 2. DIVISION 
Balto. Co. Police Dept. Records/Communications 

AGENCY RECORDS INVENTOR! 

PAGE 17 OF 17 

3. UNIT 
Validation Unit 

D E F I N I T I O N - RECORD SERIES A group of related records norially filed and used as a unit for reference as well as 
retention and disposition purposes 

-| 
I 5 EARLIEST TEAR/LATEST YEAR 
I 1989 / Present 

- I -

4. RECORDS SERIES TITLE 
Validation Summary (monthly report) 

s. RECORDS SERIES DESCRIPTION (Briefly describe the types of inforiatlon/docuients/foris 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/IMCIC on the 
following categories; missing persons, securit ies, autos/boats, guns and warrants. 
This report also l i s t the number of modifications made to existing entr ies. A monthly 
audit of 10 warrant entries and 10 vehicle entries is conducted and the results are 
provided along with this monthly report. 

7. RECORDS SERIES FORMAT)S) 
F1 LETTER SIEE (] MICROFILM 
(| LEGAL SIEE [I COMPUTER TAPE 
| ] BOUND BOOK 1 ) FLOPPY DISK 

(| AUDIO TAPE (] VIDEO TAPE 

il OTHER (SPECIFY) 

11.FILE IS USED 
() DAILY (] WEEKLY 

RECORDS SERIES SEQUENCE 
[) ALPHABETICAL 
(] NUMERICAL 

H CHRONOLOGICAL 

[| GEOGRAPHICAL 

[| OTHER (SPECIFY) 

9. VOLUME 

f:| MONTHLY 

13. CURRENT LOCATION!S) (BLDG.,FLOOR,ROOM) 
400 Kenilworth Drive 
Validation Unit 

15. ACCESS RESTRICTIONS [] YES fcj NO 
(If yes, cite lav(s) i regulation(s) 

17. is AN INDEX SYSTEM USED? (If yei, explain briefly and 
describe any hardware/software) 

[) YES M HO 

9. NAME AND TITLE OF PREPARER 
Lt. David P. Wolinski 

20. TELEPHONE NUMBER 
887-2254 

NUMBER 

f;) FILE DRAWER) S) 
|) MICROFILM R E E D S ) 
(] COMPUTER TAPE(S) 
( 1 OTHER)SPECIFY) 

10. VOLUME 

DGS 550-4|REVISED 2/17) 

NOMBER 

[| FILE DRAWER!S) 
[] MICROFILM REEL (S) 
(] COMPUTER TAPE(S) 
( 1 OTHIR(SPICIFT) 

12. FILE BECOMES INACTIVE AFTER 
9 (| M0ITH(8) 

NUMBER 
PJ m i l s ) 

14. IS RECORDS SERIES DUPLICATED ELSEWHERE? 
() YES (| 1 0 (If Yes, Specify Agency or Office) 

IS. AUDIT REQUIREMENTS 
f| NONE (| STATE [] FEDERAL (] INDEPENDENT 

II. RECOMMENDED RETENTION 

Retain for one year 

2 1 . D A T ! 
7/12/91 


