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Records Management Division

RYLAND 1 of 10
RECORDS RETENTION AND DISPOSAL SCHEDULE
AGENCY  ANNE ARUNDEL COUNTY DIVISION POLICE DEPT.
ltem No. Description Retention
1. POLICE REPORTS 1. Retain originals for 3

years. Then microfilm
or capture electronic
image and destroy
originals. Retain
microfilm of elec-
tronic image for 50
years, then destroy.

Incident and Accident Reports including supplemental
reports by case number. Reports document Incidents

.initiated by citizen or officer complaints, incidents
or accidents.

2. GRAXD JURY FILE ' 2. Retain originals for 3

years. Then microfilm

Reports, statements, other documents submitted to or capture electronic
State's Attorney for indictment. image and destroy

‘originals. Retain
microfilm of elec-
tronic image for 50
years, then destroy.

3. PHOTOGRAPHIC NEGATIVES ' 3. Retain for 50 years,

. Negatives of photos taken as evidence by department then destroy.
officers or technicians.
4. STATE CITATIONS AND TICKET BOOK LOGS - . 4., Retain until State

ordered purge (approx

Copies of State of Maryland Uniform Citations and 5 years), then destroy

records of Ticket Books logged out to officers.

5. DR-15 and DR-15 LOGS o . |5. Retain until State
ordered purge, then

Copies of form DR-15 issued during arrest for DWI or

DUI including temporary drivers license, logs of destroy.
citations issued to officers.
6. | CRIMINAL/CIVIL CITATION 6. Retain 3 years, then
destroy.

State of Maryland Uniform Criminal/Civil Citation issued
in lieu of physical arrest and logs of citations issued
to officers.
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FORM-RM- 1A RECORDS RETENTION AND DISPOSAL SCHEDULE SCHEDULE
'REV. 2/75 (CONTINUATION SHEET) NO. C-695
SUPERSEDES SCHEDULE C-618 PAGE
No. 2 of 10
Item .
h Description Retention
7., NON-MOVING CITATION FILE AND LOG 7. Retain 6 months if paid, 3
years if uncollected, then
Summons issued for illegal parking within AA County and destroy.
logs of citations issued to officers.
8 CASH RECEIPT REPORTS 8. Retain 3 years, then
destroy.
Reports of cash receipts for police reports provided to
the public and from payment of non-moving violations.
9.] PIR DAILY PRINTOUT SHEETS 9. Retain 3 years, then
destroy.
Daily printout of calls for service from CAD (Computer
Aided Dispatch) Computer.
10.| MONTHLY STATISTICS 10.Retain 2 years, then
destroy.
Monthly statistical reports used for UCR (Uniform Crime
Reports) and departmental activity reporting.
11.{ CRIMINAL HISTORY RECORD INFORMATION l11.Retain individual CHRI for
. 80 years from Date of Birth
Microfilm Files for all persons arrested prior to 1984. or until proof of subject's
Since 1984, CHRI is maintained on computerized files. death.
Records of arrest and disposition.
12.| DETECTIVE INVESTIGATION FILES—. - T - — - Jl2.Retdin driginals S_years or
until appeal process exhaus-
Original notes, copies of statements, rights forms and ted,-then microfilm or cap-
other documents pertinent to an investigation. ture electronic image and
destroy originals. Retain
microfilm or electronic
image 50 years, then de-
stroy.
13.] CAREER CRIMINAL FILES

Copies of arrest warrants, investigative reports, lists
of career criminals, criminal histories, alias and nick-
name files, extradition files, intelligence files,
statistical files.

13.

Retain originals 5 years
then microfilm or microimage
and destroy originals.

Retain microfilm or micro-
image 50 years, then destroy}
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Detailed lesson plans of Police Academy courses.

t

" FORM-RM- 1A RECORDS RETENTION AND DISPOSAL SCHEDULE SCHEDULE
REV. 2/75 (CONTINUATION SHEET) No.  C-695
SUPERSEDES SCHEDULE C-618 PAGE
No. 3 of 10
ltem
‘ No. Description Retention
14.] RECEIPT COPIES OF PAWN TRANSACTIONS 14. Retain originals for 5
years, then microfilm or
Copies of receipts for pawned items forwarded from microimage and destroy
pawnshops as required by law. originals. Retain microfilm
or microimage for 50 years,
then destroy.
15.] NARCOTICS MUG SHOT FILES 15. Retain for 50 years, then
destroy.
Positives, negatives of mug shots for all arrests.
16.} NARCOTICS LEDGERS 16. Retain originals for 3
years. Microfilm or
Narcotics cases including suspect information. capture electronic image
and destroy originals.
Retain microfilm or elec- -
tronic image for 50 years,
then destroy.
17.] CONFIDENTIAL INFORMANT FILE 17. Retain for 50 years, then
destroy.
Photos, name, address, criminal history, expenditure
. information, receipts, contact sheets.
18.] NARCOTIC EXPENSE STATEMENTS 18. Retain originals for 3
r* ) . : ’ ) years. Microfilm or -
Records of CDS purchasessinformant payments and - | - captufé electronic image
'investigative expenses. and destroy originals.
Retain microfilm or elec-
tronic image for 50 years,
then destroy.
19.1 PRINTED TRAINING MANUALS 19. Retain 1 copy of each for
30 years, then destroy.
Manuals and handouts used in the development and
delivery of police training.
20.| LESSON PLANS 20.Retain originals for 2

{ years, then microfilm or
microimage and destroy
originals. Retain ifilm or
image for 30 years, then
destroy. )

L ek
b .
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" FORM-RM- 1A RECORDS RETENTION AND DISPOSAL SCHEDULE SCHEDULE
* REV. 2/75 (CONTINUATION SHEET) No. C-695
PAGE
SUPERSEDES SCHEDULE C-618 No. 4 of 10
ltem
‘ No. Description Retention
21.| RECRUIT CLASS RECORDS ' 21. Retain originals for 2
years, then microfilm or
Records of recruit classes. microimage and destroy
originals. Retain film or
image for 30 years, then
destroy.
22.| INSERVICE TRAINING RECORDS 22. Retain originals 3 years
after termination then
Records of inservice training of sworn personnel. microfilm or microimage and|
destroy original. Retain
film or image 50 years,
then destroy.
23.| DEPARTMENTAL PERSONNEL FILES 23. Retain originals 3 years
after termination then
Local, departmental records of employees of the microfilm or microimage and
police department. destroy original. Retain
film or image 50 years,
then destroy.
24.1 APPLICANT BACKGROUND FILED 24, Retain 5 years, then
destroy.
‘ Files on applicants processed but not hired.

25.| OVERTIME SLIPS

25. Retain 1 year, then

- Record of overtime worked. _ _ —_ - de?trél; . -
26.| ABSENTEE RECORD CARDS 26. Retain 1 year, then
destroy.
Recorded absence records.
27.| CAD BACKUP TAPES 27. Retain 3 years, then
destroy.
Backup tapes of calls for service from Computed Aided
Dispatch (CAD) Computer.
28.] COPIES OF PHONE BILLS 28. Retain 2 years, then
destroy.
Local and long distance telephone bills and detail.
29.| COMPUTER SYSTEM UPDATES 29. Retain 3 generations of up-
dates, (including most
Update tapes for computer systems. . recent update), thereafter

destroy.
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FORM-RM=- 1A RECORDS RETENTION AND DISPOSAL SCHEDULE SCHEDULE
REV.2/78 (CONTINUATION SHEET) NO. ~_cos
PAGE
SUPERSEDES SCHEDULE C-618 No. 5 of 10
[tem
‘ No. Description Retention
30. | COMMUNICATIONS AUDIO TAPES 30. Retain 2 months, then
reuse.
Tapes of conversations with call takers and dis-
patchers police communications.
31.] LINE UP SHEETS 31. Retain 3 years, then
destroy.
Shift log of officers present with assignments and
those not present with reasons for absence.
32.} BUDGET FILES 32. Retain 4 years, then
destroy.
Records of budgets submitted and approved and monthly
expenditure reports.
33.| EQUIPMENT SERVICE LOGS 33.

34.

35.

36.

37.

Logs of equipment and communication line problems and
significant CAD events.

ACCOUNTABILITY SHEETS

Records of personal accountability for department
equipment,

DRUG LAB STATISTICS = — - = - -

———

Compilations of statistics on CDS seizures, chemical
analyses and related laboratory activities.

DRUG LOGS

Log books recording receipt and release or
destruction of CDS.

LABORATORY ANALYSIS FORMS

5 part form submitted with suspected CDS for anaylsis
including chain of custody and results of analysis.

34.

35.

36.

37.

Retain 2 years, then
destroy.

Retain until item is re-
turned, destroyed, or
otherwise out of service,
then destroy.

Retaim 10 years, then
destroy.

Retain 30 years, (micro as
necessary and destroy
originals), then destroy.

Retain originals for 3 yrs.
Then microfilm or capture
electronic image and
destroy originals. Retain
microfilm or electronic
image for 50 years, then
destroy.
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FORM-RM-1A
REV. 2/75

RECORDS RETENTION AND DISPOSAL SCHEDULE

(CONTINUATION SHEET)

SUPERSEDES SCHEDULE C-618

SCHEDULE
NO. 695
PAGE

No. 6 vf 10

Description

Retention

CHEMISTS NOTES

Notes and observations of chemist made during
analysis of suspected CDS.

VEHICLE FILES (Departmental)

Vehicle Accident reports (county long form), infor-
mation pertaining to confiscated vehicles, list of
departmental vehicles.

PROJECT FILES

Accreditation and Grant application files.

MANAGEMENT PLANNING BUDGET FILES

Purchase order copies, departments approval budget,
department budget requests.

CASH RECEIPTS

-— —_ —_

Receipts and backup information for restitution,
vehicle proceeds, county forfeitures and seizures,
deposits made to general fund, sub item budget
reimbursements.

ACTIVITY LOGS

Logs Recording Day-to-Day Operational Activities
of Units.

WRITTEN DIRECTIVES AND ACCOUNTABILITY SHEETS

General Orders, Special Orders, Memoranda, and
associated accountability sheets.

CORRESPONDENCE

General correspondence, both interoffice and
letterhead.

. Retain originals for 3

years. Then microfilm or
capture electronic image
and destroy originals.
Retain microfilm or
electronic image for 50
years, then destroy.

. Retain 4 years, then

destroy.

. Retain Accreditation Files

5 years and Grant files 3 _
years, then destroy.

. Retain purchase orders 3

years, then destroy.
Retain department budget
requests and approved
budget 2 years, then
destroy.

. Retain 3 years, then -

destroy.

. Retain 4 years, then

destroy.

. Retain permanéntly, period-

ically transfer to State
Archives,

45. Retain 4 years, ‘then

> destroy.




FORM- AM- 1A RECORDS RETENTION AND DISPOSAL SCHEDULE SCHEDULE
REV. 2/75 (CONTINUATION SHEET) NO. C-695
SUPERSEDES SCHEDULE C-618 PAGE 7 of 10
No. 7
1 .
Description Retention

Item
B

46.

47.

48,

‘.Ib 49.

50.

51.

52.

53.

RADAR CALIBRATION CERTIFICATES

Copies of calibration certificates.

CROSSING GUARD FILES

Personnel and payroll records for all present and
former crossing guards.

ABONDONED AUTO FILE

Documentation of disposal of abandoned autos.

RECORDS OF INSPECTIONS

Records of routine inspections of facilities and
equipment.

CELL BLOCK LOG

Log of prisoners incarcerated and released.

PRISONER INITIAL ENTRY CARD

Card completed by transporting officers when prisoner
taken to district station.

JUVENILE ARREST/DETENTION LOG

Log of juvenile arrest and detention activities
through release of individual.

DETAINER

Notice of warrant for prisoner by another juris-
diction.

51.

46. Retain original 3 years,

47. Retain originals for 3

48. Retain originals for 3

49, Retain 3 years, then

50. Retain 4 years, then

52. Retain 4 years, then

1B3. Retain until 3 years after

micro and destroy original.
Retain micro for 10 years,
then destroy.

years. Then microfilm or
capture electronic image
and destroy originals.
Retain microfilm or elec- .
tronic image for 50 years,
then destroy.

years. Then microfilm or
capture electronic image
and destroy originals.
Retain microfilm or elec-
tronic image for 50 years,
then destroy.

destroy.

" "

destroy.

Retain 2 years, then
destroy.

destroy.

release of prisoner ;or
transfer , then destroy.
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" FORM-RM-1A RECORDS RETENTION AND DISPOSAL SCHEDULE SCHEDULE
REV. 2/78 (CONTINUATION SHEET) NO. (-g95
SUPERSEDES SCHEDULE C-618 PAGE
’ No. 8 of 10
Item
‘ No. Description Retention
54. 1 PERSONAL PROPERTY INVENTORY 54. Retain until property
returned to prisoner (or
List of items taken from prisoner upon arrest. transfer of prisoner to
another agency) then
destroy.
55. | PURCHASE ORDERS 55. Retain 3 years, tnen
destroy.
Purchase orders for services, supplies, and
equipment. ‘
56.] PETTY CASH TRANSACTION RECORDS 56. Retain 3 years, then
destroy.
Records of petty cash (under $25.) purchases.
57.| FLSA SHEETS 57. Retain 4 years or until
replaced by new payroll
Weekly hours time records of employees covered by system. then destroy.
FLSA regulations.
58.| MSA TIME SHEETS 58. Retain 1 year, then-
: destroy.
‘ Time records for employees.
59.] INTEROFFICE CORRESPONDENCE 59. Retain 4 years, then
- . . . . destroy. )
General correspondence kggf}in personal and_ — = =
department files. ~ -
60.| MUG SHOTS 60. Retain until subject 80 yrs|
of age or proof of death,
Mug shots are kept for all persons arrested by the then destroy.
department. Applicant mug shots are also kept in a
separate file.
61.| FINGERPRINT/PALMPRINT RECORDS 61l. Retain until subject 80 yrsi
of age or proof of death,
All persons arrested by the Department for misde- then destroy.
meanors and felonies have their fingerprint impres-
sions recorded. Certain persons also have their
palmprint impressions recorded.

PSS =042
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FORM-RM- 1A RECORDS RETENTION AMD DISPOSAL SCHEDULE SCHEDULE
- REV,2/75 {CONTINUATION SHEET) No. -
SUPERSEDED SCHEDULE C-618 :Gfig of 10
tem "
‘ No. Description Retention
62. | PAT CARD FILE 62. Retain until subject 80
years of age or proof of .
Each person arrested by the Department has a PAT Card death, then destroy.
completed. This is a 4x6 card with the fingerprint ’
impressions taken of the right hand and containing
certain identifying data, such as Henry classifica-
tions, local, state, and FBI numbers and SS numbers.
on the reverse side is a brief description of the
charge. Applicants also have a PAT Card in the file.
63.) CASE FILE WITH NOTES AND CHAIN OF CUSTODY FORMS 63. Retain accident processing
3 years, retain misdemea-
Each case processed by crime scene technicians is nors w/arrests 10 years,
documented with a case file. This file contains and felonies 50 years, then
original and subsequent notes, a report, chain of destroy.
custody forms, and other relevant information. :
64.| LATENT PRINTS 64. Retain misdemeanors w/out
arrests 2 years. Retain
When latenet prints are recovered at crime scenes, misdemeanors w/arrests 10
they are filed until suspects are identified. On years, and retain felonies
identification, they are retained if evidence, or 50 years, then destroy.
. destroyed if appropriate (Victim's prints, etc.).
65.] PHOTO LOG 65. Retain 5 years, then
§ - . ’ : destroy. B
Each time a person_is_phd&Iographed _in- the Bepartment,|] - —— "
his name and local identification number is entered
onto the Photo Log. On completion of each page of the -
log, it is sent to the Unit as a cross reference to
locate mug shots if they are missing.
66.1 DAILY ARREST REPORT 66. Retain 10 years, then
destroy.
The Daily Arrest Report is used to verify that the _
required booking data is received by the Booking
supervisor. The data is checked off and then pro-
cessed.
67.] OFFICER'S UNIFORM/EQUIPMENT FILES 67. Retain for 2 years after
officer resigns or retires,
Records the equipment issued to the officer along then destroy.
with the serial numbers of the equipment and records
of the uniforms issued to the officer.

PS «~ 042
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F_

information compiled by P.A.C.T. Officers.

— _

— - - ———— b — ——

Logs of activities, contacts and intelligence

" FORM-RM-1A RECORDS RETENTION AND DISPOSAL SCHEDULE SCHEDULE
REV. 2/75 {CONTINUATION SHEET) NO.C-695
SUPERSEDES SCHEDULE C-618 PAGE
No. L0 of 10
ftem
. No. Description Retention
68. | RECOVERED PROPERTY SUPPLEMENT [68. Retain originals for 3
years. Then microfilm or
84" x 11' Form used for continuations of Recovered capture electronic image
Property Form, used to list recovered property and and destroy originals.
evidence. Retain microfilm or elec-
tronic image for 50 years,
then destroy.
69. | REVISED RECOVERED PROPERTY FORM 69. Retain originals for 3
years. Then microfilm or
i o capture electronic image
8§. x 11" paper used for recovered property and and destroy originals.
evidence. . .
Retain microfilm or elec-
tronic image for 50 years,
then destroy.
70. | RECOVERED PROPERTY FORMS 70.. Retain originals for 3
years. Then microfilm or
5" x 8" Cards used for evidence aud recovered capture electronic image
property. and destroy originals.
Retain microfilm or elec-
tronic image for 50 years,
‘ then destroy.
- 71. )1 COMMUNITY ORIENTED POLICING ACTIVITY LOGS 71. Retainm 2 years, then

hay .

-destroy

PSS =042




INSTRYUCTIGNS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEY OR
REVISED RECORD SERIES.

TITH RECORDS RETENT ION SCHEDULE

FORWARD

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT D[VISION
7273 WATERLOO RGQAD

P.O. BOX 273 T

AGENCY RECORDS INVENTORY

(DGS 380-1) JESSUP, MARYLAND 20794 pace _L_or 71
1. ARTMENT / AGENCY 2. DIVISION 3. wNIT )
ARUNDEL COUNTY POLICE DEPARTMENT RECORDS

CEFINITION-RECORD SERIES-

A arouP

OF RXLATED RECORDS NORMMALLY-FiLEDn
REFERENCE AS WELL AS RETENTION AND DISPOS

AND USED AS ‘A UNIT FoRr
ITION PURFOSEN

4.

RECORD SERIES TITLE
POLICE REPORTS

-+ | 5. EARLIEST YEAR/LATEST YEAR
1969 1o 1991

s,

RECORD SERI!ES DESCRIPTION ‘BRIIPLY DEECRIBE THE TYPES OF lnromrlon/nocm*’rs/mm rouUND

4N THE SERJES.

INCIDENT AND ACCIDENT REPORTS INCLUDING SUPPLEMENTAL REPORTS BY CASE NUMBER.
REPORTS DOCUMENT INCIDENTS INITIATED BY CITIZEN OR OFFICER COMPLAINTS, INCIDENTS,

OR ACCIDENTS.

TNCLUDE THE PURPOSE CR FUNCTION OF THK sEPtES |

-
VI

X LETTER SIZEXR
J LeGAL SI1ZE O

J oD Book O

O OTHER( SPECIFY)

RECORD SERIES FORMAT(S) 8.

MICROFILM -
CCMPFUTER TAPE X¥ NUMERICAL
FLOPFPY DIsSK

10 TAPE O VIDEO TAPE

RECORD SERIES. SEQUENCE 9

O ALPHAEETICAL

0 CHRONOLOGICAL
O GEOCRAPHICAL

O OTHER(SPECIFY)

-

. VOLWME ) )
XH FILE DRAWER(S)
O MICROFILM REEL(S)
60 0 COMPUTER TAPE(S)
NUMBER o orHER(SPECIFY)

10. ANNUAL ACCIMULATION

XX FiLE DRAWER(S)
5 O MICROFILM REEL(S)
- RUWBPE U COMPUTER TAPE(S)

-

O crrepl(esecIFY)

1t

————- —

FILE 1S USED __ ~ ~

——

2. FiLE—SECOMES INACTIVE_AFTER

CENXTRAL RECORDS

XX pDAILY O wEEKLY O MoNTHL FM!H’3 to 5 0 wmenTH(s]  XE vEar(s) ol
Y .
13. CURRENT LOCATION(S)] {ELDG.,FLOOR,ROOM) f{4. IS RECORD SERIES CUPLICATED ELSEWHERS?
POLICE HEADQUARTERS, MILLERSVILLE tir yes, 2arECcirYy raENcY OR OFFICE)

8 vyes XX NO

. ACCESS RESTRICTICNS

X YES a No
ci1TE LAW({3} & rEGuULATION(S)

CODE OF MARYLAXD 10-611 THRU 10-628

(1" yxs,

16. ALDIT REQUIREMENTS

- 0 NenE XX3 sTATE O FEDERAL O INDEPENDENT

IS AN INDEX SYSTEM USED?T (1r yRsS,.=)PLAIN

BRIEZFLY AND DESCRIBE ANY HARDIARE/ SOFTEARE ]
XX yes O No

INDEX BY NAME.AND LOCATION ON IBM MAINFRAME
RECORDS MANAGEMENT SYSTEM.

18, RECCMMENDED RETENT ICON

Retain originals for 3 years. Then micro-
film or capture electronic image and destroy
originals. Retain microfilm or electronic
image for 50 years, then destroy.

; i"ruwz AND TITLE OF PREPARER

20.

'PETER D. CHRISTENSEN
RECORDS MANAGER

TELEPHONE NUMEER
(301) 222-8750

21. DATE

7/29/91

DGS 3%50-4 [REVISED 2/87)




INSTRUCTIGNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEY OR
REVISED RECORD SERIES. FORRARD
¥ITH RECORDS RETENTION SCHEDULER

DEFARTMENT OF GENERAL SERVICES }
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
pP.0. BAX 278 T

AGENCY RECORDS INVENTORY

(DGS $80-1) JESSUP, MARYLAND 20794 pace 2__or 71
1. ARTMENT [ AGENCY 2. DIVISION 3. WNIT
I ARUNDEL COUNTY POLICE DEPARTMENT RECORDS

DEF IN1T1CrN - RECORD SER!ES-A SROUP OF RELATED RECORDS nonnALLY-Plg;a~A§g~gfgn‘A:—A'unrf‘ron“’f‘""Z'

4. RECORD SERIES TITLE

GRAND JURY FILE

REFERENCK AS WELL AN RETKNTYION AND DISROS[TION Pumrosrs

_—

S . EARLIEST YEAR/LATEST YEAR
1973  +yo 1991

4N 'FTHE SERIES..

6. RECORD SERIES DESCRIPTION (DRIIFLY DESCRIBRX THE TYPES OF lN!’ORHATlON/DOCWT!/POM FOUND |

REPORTS, STATEMENTS, OTHER DOCUMENTS SUBMITTED TO STATE'S ATTORNEY FOR INDICTMENT.

INCLUDKE THE PURPOSE GR FUNCTION OF THE SEFTES)

| 7. RECORD SERIES FORMAT(S) 8. RECORD SERIES. SEQUENCE 9. VOLULME .
X4 teTTER s1ZzeXE MICROFILM - 0 ALPHABETICAL XB FILE DRAWER(S) -~
0 MICROFILM REEL(S)
J LEGAL S1zE O COMFUTER TAPE X MaERICAL -10 0 comPUTER TAPE!(S)
NUMBER
J oD BPooK O FLOPPY DISK O CHRONOLOGICAL ' O OTHER(SPECIFY}
10 TAPE O VIDEO TAPET o OGRAPH ! CAl
!l'“n T T = ! 10, ANNUAL ACCUMULAT ION
OTHER( SPECIFY) ; 0 OTHER(SPECIFY) - - - X¥ FILE DRAYER(S) -
- 0O MICRCFILM REEL(S)
- KRUWBER U COMPUTER TAPE(S)
- g orreER(SpecleY )
M. pe s uSED T it & 7 | 32 FlLE BECOMES INACTIVE AFTER -
X® paiLy 0O wEEKLY O MONTHLY O moTH(S) C YEAR(S) =
RUREYH
11. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?

POLICE HEADQUARTERS, MILLERSVILLE
CENTRAL RECORDS

tir vyzs, sreciFy saEncy om orrice)
0 yES XX NO

KXyeSs g No
crte Law(s) & rEaurLaTION(S)

CODE OF MARYLAXD 10-611 THRU 10-628

ACCESS RESTRICTIONS
{i1r vyms,

15,

16. AUDIT REQUIREMENTS

O NonE XX STATE O FEDERAL 0O IMNDEPENDENT

17. IS AN INDEX SYSTEM USED?T {(1» yEs.mOPLAIN

BRIEFLY AND DESCRIBE ANY HARDIARE/ BOFTHARE )
X YES O NO

INDEX BY NAME.AND LOCATION ON IBM MAINFRAME
RECORDS MANAGEMENT SYSTEM.

18. RECCMMENDED RETENTION

Retain originals for 3 years. Then micro-
film or capture electronic image and destroy

originals. Retain microfilm or electronic imag
for 50 years, then destroy.

. NAME AND TITLE OF PREPARER

-PETER D. CHRISTENSEN
RECORDS MANAGER

20,

TELEPHONE NUMEER
(301) 222-8750

21. DATE --
7/29/91

DCS 330-4 [REVLISED 2/87)




|

INSTRUGCTIGNS - - TYPE OR PRINT A
SEPARATE FORM“FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD
Y{TH RECORDS RETENTION SCHEDULE

D_EF"A.RTM‘ZEHT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7278 WATERLOGO ROQAD
P.O. BQX 273

3 71

{DGS 350-1) JESSUP, MARYLAND 20794 PAGE or
1. ARTMENT [ AGENCY 2. DIVISICN 3. UNIT .
£ ARUNDEL COUNTY POLICE DEPARTMENT RECORDS

DEFINITION-RECORD SERIES-

A amour .OF R‘LAT'ED RECORDS NOMMALLY WFliLgn AND UsED AI ATuNIT FOR

4. RECORD SERIES TITLE

REFERENCE AS RELL AS RETENTION AND DISPOSITION PURFOSES

PHOTOGRAPHIC NEGATIVES

B. EARLIEST YEAR/LATEST YEAR
1967 1o 1991

6.

FTHE SERIES.

S 1.38 ¢ 4% DESCRIR FORMS PFOUND,
RECORD SERIES DESCRIPTION ( >4 IR THE TYPEB OF INFOMTION/DOCMTB/
INCLUDE THE PURPFOSE QR FUNCTION OF THE SERFIES)

NEGATIVES OF PHOTOS TAKEN AS EVIDENCE BY DEPARTMENT OFFICERS OR TECHNICTANS.

FORMAT( S )
MICROFILM -
COMFPUTER TAPE
FLOPPY DISK
10 TAPE VIDEO TAPE

XX CTHER(SPECIFY)

8. RECORD SERIES. SEQUENCE
O ALPHAEETICAL
O NUMERICAL

XX moLOGICAL
C GEOGRAPHICAL

0 OTHER(SPECIFY)

2. VOLUME

X# FILE DRAYER(S)
O MICROFILM REEL(S)
O COMPUTER TAPE(S)
O OTHER(SPECIFY)

10. ANNUAL ACCUMULAT ION
LESS THEN O F1LE DRAWER(S)
: O MICROFILM REEL(S]

CEXTRAL RECORDS

a ves X0 No

NEGATIVES _ RCWB?R U COMPUTER TAPE(S)
- XK onrr{speciEYr)
e opLE istusen 0 o o0 m—nt Uz FILE-BECOMES" INACT!VE AFTER - i -
XX pajLy O wEEKLY O MONTHLY FUW%IE: D m-”i) Xd YEAR(S)
13. CURRENT LOCATION(S) |BLDG.,FLOOR, ROOM) 14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?
POLICE HEADQUARTERS, MILLERSVILLE t1r yEs, srEciry saEncy or orricE)

ACCESS RESTRICTIONS K YES

{1 res,

18,

cr1Te tAaw{s) & reautLATION(S)

a No 16.

ALDIT REQUIREMENTS

[}

NonE O STATE O FEDERAL O INDEPENDENT

17.

0 yEs X8 NO

IS AN INDEX SYSTEM USED? (1t yRS.E)PLAIN
BRIEFLY ANKD DESCRIBE ANY HARQ‘ARE/SO”‘AR‘]

Retain for:

RECCHMMENDED RETENT ION

50 .years, tlien destroy.

NAME AND TITLE OF PREPARER

-PETER D. CHRISTENSEXN
RECORDS MANAGER

20. TELEPHCONE NUMEER

(301) 222-8750

21. DATE
7/29/91

DGS ¥350-4 (REVLISED 2/87)




INSTRYCTIQNS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEY OR

REVISED RECORD SERIJIES. FORWARD
¥1TH RECORDS RETENTION SCHEDULE

DEFARTMENT OF GENERAL SERVICES
RECORDS MAMAGEMENT DIVISION
7278 WATERLOO ROAD
P.O. BOX 273

AGENCY RECORDS INVENTORY

(DGS S80-1) JESSUP, MARYLAND 20794 Pace 4 or 71
1. ARTHENT / AGENCY 2. pivision 1. WNIT -
“E ARUNDEL COUNTY POLICE DEPARTMENT RECORDS

DEF!N!TIG!-FECORD' SERIES -

A GROUP OF - RKLATED RECORDS NORMALLY FILED AND USED AS A UNIT ron e e
REFERENCE AS WELL AS RETENTION AND DIS »on

ITION PURFROAFS

4, RECORD SERIES TITLE

STATE CITATIONS AND TICKET BOOK LOGS

5. EARLIEST YEAR/LATEST YEAR

1986 o 1991

. )
6. RECORD SERIES DESCRIPTION ( RIKFLY DESCRIBK THE TYPER OF INPOMTION/DOCWTS/FOM FOUND

1IN THE SERIES.

COPIES OF STATE OF MARYLAND UNIFORM CITATIOVS ISSUED BY DEPARTMENT AND RECORDS OF TICKET

BOOKES LOGGED OUT TO OFFICERS.

INCLUDE THE PURPOSE GR PFUNCTION OF THE SEMMIES|

| 7. RECORD SERIES FORMAT(S) 8. RECORD SERIES. SEQUENCE 9. VOLLME o - _
I LETTER SI1ZE O MICROFILM - O ALPHAEETICAL € FILE DRAWER(S|]
0 MICROFILM REEL(S)
J LEGAL SIZE U COMFUTER TAPE X NUMERI CAL 200,000 o comPuTER TAPE(S)
NU‘MBZR}(_XI
2 polnn BOOK O FLOPPY DISK 0 CHRONOLOGICAL OTHER(SPECIFY)
al a
.Lrolo TAPE VIDEO TAPE GEOCRAPHICAL ‘0. ACCLMULAT 1 ON
X®] OTHER(SPECIFY] U0 oTHER(SPECIFY) — - - O FILE DRAYER(S])
O MICROFILM REEL(S)
. 50,000
CITATION — RULBPE O COMPUTER TAPE(S )
- - - XX omrn(especteY)
- ¥iLE 1S wSED — - - St &mTe . T L= | 72— FILE BECOMES. INACTIVE AFTER o ]
X8 pairy U ¥EEKLY O MGNTHLY 3 X MoTH( S ) g YEAR(S)

13. CURRENT LOCATION(S] |(EBLDG.,FLOOR,ROCM)

POLICE HEADQUARTERS, MILLERSVILLE
CENTRAL RECORDS

1S RECORD SERIES DUPLICATED ELSEWHERE?

tir yzs, sreciwry saEncy OR orrice)
X vyes O No DISTRICT COURT

14.

O yes XXNoO
ciTe Aaw({s) & regurLaTION(S)

ACCESS RESTRICTIONS
{17 ves,

15.

16. AUDIT REQUIREMENTS

- O NoNE XX STATE O FEDERAL. O INDEPENDENT

17. IS AN INDEX SYSTEM USED? (1P YES.EXPLAIN

BRIEFLY AND DESCRIBE ANY HARDRARE/ SOFTWARE )

0 YES KX NO

18, RECOMMENDED RETENT ION

Retain until State ordered purge (approx.
5 years) then destroy.

NAME AND TITLE OF PREPARER

-PETER D. CHRISTEXNSEN
RECORDS MANAGER

20.

TELEPHONE NUMEER
(301) 222-8750

21. DATE

3/29/81

DGS 350-4 ({REVLISED 2/87)




INSTRUCTIGNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEY OR

REVISED RECORD SERIES. FORWARD
TITH RECORDS RETENTION SCHEDULE

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7273 WATERLOO ROAD
P.O. BOX 273

AGENCY RECORDS INVENTORY

(DGS 3B80-1) JESSUP, MARYLAND 20794 pace _ 2 or /1
1. ARTMENT [ AGENCY 2. DIVISION 1. wuT B
NE ARUNDEL COUNTY POLICE DEPARTMENT RECORDS

CEF INIT1ON - RECORD ERIES-A GROUP OF REXLATED RECORDS _Nomu.’( '.!LID"ANDM“US'!D AS ATUNIT FOR T

REFERENCE AS WELL AN RETENTION ANDO DISPOZITION PURFOAES

4. RECORD SERIES TITLE

DR-15 AXND

DR~15 LOGS

5. EARLIEST n:m/uurisr YEAR
1990 <o 1991

€. RECORD SERIES DESCRIFTION (BRIIPLY DESCRIBE THE TYPER OF INFOMTION/DOCMTBIFOM FrouUND |

THE SERIES.

INCLUDE THE PURPOSE OR FUNCTION CF THEK SEZFPIES)

COPIES OF FORM DR-15 ISSUED DURING ARREST-FOR DWI OR DUI INCLUDING TEMPORARY

DRIVERS LICEXNSE.

FORMAT(S )
MICROFILM -
CCMFUTER TAPE
FLOPPY DISK
Vl‘DEO TAFPE

O OTHER(SPECIFY)

s -

8. RECORD SERIES. SEQUENCE
O ALPHABETICAL

X nuveERICAL

a mot.oétch_

O czocraPHICAL

C OTHER(SPECIFY) - -- -

% . VOLWME

8 FILE DRAYER(S)

O MICROFILM REEL(S)

O COMPUTER TAPE(S)
NUMBERYN oTHER(SPECIFY)

ANNUAL ACCLMULAT.1ON
O FILE DRAYER(S)
o O MICROFILM REEL(S)
— ROMEPE O COMPUTER TAPE(S)

10.

11.

X pasLy O SEEKLY

'?lLE—‘ls Ls'gp__ I

O MeNTHLY 3

=2 FILE-BECOMES INACTIVE AFTER
Emeoermr(s)

O ol speriey)

" O YEAR(S)

||4' .

13.

CENTRAL RECORDS

CURRENT LOCATION(S) (BLDG.,FLOOR, ROOM)
POLICE HEADQUARTERS, MILLERSVILLE

14.
tir vyes,

1S RECORD SERIES DUPLICATED ELSEWHERE?

SPECIFY ,QENCY OR OFNFICE)
XyYEs O NO

MOTOR VEHICLES

G vyEs
cITE LAW({S) & REaULAT

. ACCESS RESTRICTIONS
{1r ves,

¥X no
1omis)

16. AUDIT REQUIREMENTS

- O NenE X STATE O FEDERAL O INDEPENDENT

17 .

0 vyes XB NO

IS AN INDEX SYSTEM USED? (1@ yES.EXPLAIN
BRIEFLY AND DESCRIBE ANY HARDUWARE/SOFTWARE)

18,

destroy.

RECCMMENDED RETENT ION

Retain until State ordered purge, then

. NAME AND TITLE OF PREPARER

-PETER D. CHRISTENSEN
RECORDS MANAGER

20. TELEPHONE NUMBER

(301) 222-8750

21. DATE

7/29/91

DGS 5350-4 (REVISED 2/87)




INSTRUCTIQNS - - TYPE OR PRINT A
SEPARATE FOFM FOR EACH NEY OR

REVISED RECORD SERIES. FORWARD
¥ITH RECORDS RETENTION SCHEDULE

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7273 WATERLOO RQAD
P.O. BOX 273

AGENCY RECORDS INVENTORY

(DGS $80-1) JESSUP, MARYLAND 20794 pace & or 71
1 ARTMENT / AGENCY 2. DIVISIoN 3. WNIT .
NE ARUNDEL COUNTY POLICE DEPARTMENT RECORDS

DEFINITION-RECORD SERIES-A 2MOUT

OF RELATED RECORDS NORMALLY FlLED

AND USED AS A UMIT FOR

REFERENCEKE AS RELL AS RETENTION AND DISPOS|TION PURPONER

4. RECORD SERIES TITLE

CRIMINAL/CIVIL CITATION

5. EARLIEST YEAR/LATEST YEAR
1988 o 1991

6. RECORD SERIES DESCRIPTION ('SRlIFLY DESCRIBE THE TYPES OF lNFOmTlON/DOCmTS/'OM FOUND

4R THE SERIES.

CITATION ISSUED IXN LIEU OF PHYSICAL ARREST

INCLUDE THE PURPOSE OR FUNCTION OF THK SEFIES )

7. RECORD SERIES FORMAT{S) 8. RECORD SERIES. SEQUENCE 9. VOLUME ) -
O LETTER SI12ZE T MICROFILM - O ALPHAEBETICAL O FILE DRAWER(S)
O MICROFILM REEL(S)
J LEGAL SIZE U COMFUTER TAPE X8 NUMERICAL 0 COMPUTER TAPE(S)
’ Nuuazﬁxﬁ
0 oD BOOK 0O FLOPFPY DISK U0 CHRONOLOGICAL FOLDER - & OTHER(SPECIFY)
Lo10 TAPE O VIDEO TAPE a OCRAPHICAL
= ! 10. ANNUAL ACCLMULAT JON
W@ OTHER( SPECIFY) O oTHER(SPECIFY) O FILE DRAYER(S)
CITATION 100 O MICROFILM REEL(S)
RUNMEPE O COMPUTER TAPE(S)
- - . O omrplsSpectiEY
1. piLE 1S USED _ i L =—- . _~) Y FlLEBECOMES _INACTIVE-AFTER -
X paiLy O ¥EEKLY O MONTHLY 0 MONTH(S) g YEAR(S)

RURBER

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

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

tir yEs, sPECiFY saENCY OR OFFICE)

MM yES O NO PISTRICT COURT

POLICE HEADQUARTERS, MILLERSVILLE
!5, ACCESS RESTRICTIONS Q yEs X® nNO
(1" ye8, ci1Tx LAW({8] & rREGULATION(S]

16. AUDIT REQUIREMENTS

- O NOoNE XX STATE U FEDERAL O INDEPENDENT

17. IS AN INDEX SYSTEM USED? (1pr YRES.E)PLAIN

BRIEFLY AND DESCRIBE ANY HARDRARE/ BOFTWARE )

2 yEs X NO

18. RECCMMENDED RETENTION

Retain 3 years, then destroy.

. NAME AND TITLE CF PREPARER

-PETER D. CHRISTENSEN
RECORDS MANAGER

20.

TELEPHONE NUMBER
(301) 222-8750

21. DATE

DGS 550-4 (REVISED 2/87)




INSTRUCTIGNS - -TYPE OR PRINT A

SEPARATE
REVISED RECORD SERIES. FORWARD

FORM FOR EACH NEY OR

DEFARTMENT OF GEMERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROAD

AGENCY RECORDS INVENTURY

¥1TH RECORDS RETENTION SCHEDULE P.O. BOX 273 ; -
(DGS $80-1) JESSUP, MARYLAND 20794 PAGE or
. ARTMENT / AGENCY 2. DIVISION 3. WNIT .

£ ARUNDEL COUNTY POLICE DEPARTMENT RECORDS

CEFINITION-RECORD SERIES-

A GROUP -OF RXLATED RXCORDS NORMALLY FILED AND USED AS A UNIT PEm™ 7" "7
REFERKNCE AS XELL AS RETENTION AND DIRPrOS

JTION PURMOSES

4.

RECORD. SERIES TITLE

NONMOVING CITATION FILE AND LOG

- 5. EARLIEST YEAR/LATEST YEAR"

1989 To _1991

RECORD SRIES DESCRIF'!'ION (!!RIIPLY DESCRIEK THE TYPES OF lNFOleQN/DOCMTB/F’Om FOUND

‘tN THE. SERIES.

SUMMONS ISSUED FOR ILLEGAL PARKING WITHIN AA COUNTY.

ISSUED TO OFFICERS.

IHCLUDE THE PURPOSE OR FUNCTION OF THK SEFIES )

LOGS OF CITATIONS

7.

A‘j!| OTHER( SPECIFY)

RECORD SERIES

FORMAT(S | 8. RECORD SERIES. SEQUENCE 9. VOLLME ) i

O LETTER Stze O MICROFILM - O ALPHAEETICAL S FILE DRAFER(S]
O MICROFILM REEL(S)
T LeGAL SizE O COMFUTER TAPE K NUMERICAL O cOMPUTER TAPE(S)

. UMBE
U BoUND BOOK O FLOPPY DISK O CHRONOLOGICAL BOXES ,Sm CTHER(SPECIFY)
o a -
1o TAPE VIDEO TAPE GEOGRAPHI CAL 10, ARNUAL ACCLMULAT 1ON

0 OTHER(SPECIFKY) — -

O FILE DRAWYER(S)
O MICROFILM REEL(S)

SUMMONS _ RUKEPE U COMPUTER TAPE(S|
- BOX XX OTHER(SPECIEY. )
1. piLE 1S USED T I _| 12« FILE-BECOMES INACTIVE_AFTER - i -
X paiLy O WEEKLY O MONTHLY 6 X moTH( S ) © 0 YEAR(S) -
11. CURRENT LOCATION(S) {BLDG.,FLOOR,ROOM) 14. IS RECORD SERIES DUPLICATED ELSEWHERES?

POLICE HEADQUARTERS, MILLERSVILLE
CENTRAL RECORDS

tir vyes, sPrEcirFY rasncy orR OFrFice)
O YEs XX NO

. ACCESS RESTRICTIONS
{1 vzs,

Q yYEs XX NO
ci1Tx rAw{s) & reguLATION(S)

16. ALDIT REQUIREMENTS

- ¥ NenE O STATE O FEDERAL O INDEPENDENT

17.

IS AN INDEX SYSTEM USED?T (1@ vyxS.EXPLAIN
BRIEFLY AND DESCRIBE ANY HARDBARE/ SOFTWARE )

IBM COMPATIBLE
PC - DBASE IV.INDEX BY TICKET, TAG, LAST NAME

XX YES O NoO

18. RECCMMENDED RETENTION

Retain 6 months if paid, 3 years
uncollected, then destrpy.

e

t
t

NAME. AND TITLE OF PREPARER

-PETER D. CHRISTENSEN
RECORDS MANAGER

20,

TELEPHONE NUMEER
(301) 222-8750

7/29/91

DGS 3350-4 (REVLISED 2/87)




INSTRUCTIGNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEY OR
REVISED RECORD SERIES. FORWARD
¥1TH RECORDS RETENTION SCHEDULE

P.O.

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROAD

BoX 278

AGENCY RECORDS INVENTORY

{DGS sB80-1) JESSUP, MARYLAND 20794 Pace 8___or _ 71
1. ARTMENT / AGENCY 2. DIVISIOoN 1. wT
WNE ARUNDEL COUNTY POLICE DEPARTMENT RECORDS

DEFINITION-RECORD SERIES-

A GROUP OF RELATED RECORDE NORMALLY FILED  AND UKD AS A UNIT FORm— " —— "~

4.

REFERENCE AS WELLlL AN RETENTION ANI; DISPOSITION PURFONESN

RECORD SERIES. TITLE - .
CASH RECEIPT REPORTS

BE. EARLIEST mn/urisr YEAR
1989 1o 1991

RECORD SERIES DESCRIPTION (PRIXFLY DESCRIRK TH
AN FHE SERIES.

REPORTS OF CASH RECEIPTS FOR REPORTS PROVIDED TO PUBLIC AND RECEIPTS FROM

PAYMENT OF NONMOVING CITATIONS.

TYPKES OF lNPOMTlON/DOCWT!/mM FOUND
INCLUDE THE PURPOSE OR FUNCTION OF THE SEFTES)

7.
XR
=)

a

@]

@--

RECORD SERIES FORMAT(S) 8. RECORD SERIES. SEQUENCE 9. VOLWME . .
LETTER SI1ZE O MICROFILM - O ALPHAPETICAL O FILE DRAWER({S)
O MICROFILM REEL(S)
LEGAL SIZE 0O COMFUTER TAPE O NUMERICAL { 1 C COMPUTER TAPE(S]) - .
RUMBER
BOXND BOoOoK O FLOPPY DISK A CHRONOLOG I CAL FOLDER - X OTHER(SPECIFY)

O VIDEO TAPE

10 TAFE

OTHER( SPECIFY)

0 czocrarHicAaL

O.oTHER(SPECIFY)

10. ANNUAL ACCLMULATION
0O FILE DRAYER(S)
QO MICROFILM REEL(S}) ..

0 COMPUTER TAPE(S)

50

-

PAGES

X omen(spectey)

11.

e W o — e
—————

"CFILE IS USED T T .

K pairy O wEEKLY O MeNTHLY

& p|LETBECOMES. INACTIVE- AFTER
1 O McNTH(S) ¥ YEAR(S)

M' .

t3.

CURRENT LOCATION(S) |[ELDG.,FLOOR,ROCM)
POLICE HEADQUARTERS, MILLERSVILLE

14. |S RECORD SERJES DUPLICATED ELSEWHERE?

tir vyzs, sreciry raznxcy om orricx)
X4 yEs O NoO FINANCE DEPT.

t1s.

ACCESS RESTRICTIONS
{1r ves,

O vyes Xl no
CI1TE rAw{x] & rEautAaTiON(S)

16, AUDIT REQUIREMENTS

O NonE O STATE O FEDERAL XX INDEPENDENT

17.

IS AN INDEX SYSTEM USED? (1 vyRS.E>PLAIN
BRIEFLY AND DESCRIBE ANY HARD'ARE/BOFT!ARE)

0D yes X nNo

18. RECCMMENDED RETENTION

Retain 3 years, then destroy.

NAME AND TITLE OF PREPARER

'PETER D. CHRISTEXSEXN
RECORDS MANAGER

20.

TELEPHONE NUMEER
(301) 222-8750

21. DATE

7/29/91

DGS $%50-4 {REVISED 2/87)




INSTRUCTIGNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECCORD SERIES. FORYARD
¥TITH RECORDS RETENTION SCHEDULE

DEPARTMT OF GENERAL, SERV!CES
RECORDS MAMNAGEMENT DIVISION
7273 WATERLOO ROAD
P.O. BOX 273

AGENCY RECORDS INVENTOURY

Ppace 9 or 71

{oGs sso-1) JESSUP, MARYLAND 20754
1. ARTMENT /| AGENCY 2. DIVISION 3. WNIT ~
NE ARUNDEL COUNTY POLICE DEPARTMENT RECORDS

DEFINITION-RECORD SERIES-~

A QROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR i

REFERENCE AS EELL AN RETENTION AND DISPOSITION PURFPOAEN

4. RECORD SERIES TITLE -
PIR DAILY PRINTOUT SHEETS

- 8. EARLIEST YEAR/LATEST YEAR

1989 To 1991

s.
IN 'FHE SERIES.

DAILY PRINTOUT OF CALLS FOR SERVICE FROM CAD (COMPUTER AIDED DISPATCH) COMPUTER.

RECORD SERIES DESCRIPTION (PRIEFLY DEECRIRK THE TYPES OF INFORMATION/DOCUMENTS/FORMS FOUND

TNCLUDR THE PURFPOSE OR FUNCTION OF THK SEFIES)

| 7. RECORD SERIES FORMAT(S) 8. RECORD SERIES. SEQUENCE 9. VOLLME . )

J LETTER SIZE O MICROFILM - O ALPHABETICAL O FILE DRA¥ER(S)

O MICROFILM REEL(S)

3 LEGAL SizE 0O COMFUTER TAPE 0 NUMERICAL 20 O COMPUTER TAPE(S)

N =

3 pounD Book O FLOPPY DISK #X CHRONOLOG 1 CAL BI\’DE;; £ OTHER(SPECIFY]

’UDIO TAPE O VIDEO TAPE 0 cEoCRAPHICAL ‘0. AcC T1oM

X® OTHER({SPECIFY) 0 oTHER(SPECIFY) S - O FILE DRAWYER(S}

12 O MICROFILM REEL(S]
11 X 14 0 COMPUTER TAPE(S)
- ] BI\DERS XD omepispecier)
M. pLEISUSED .. - . T C_TT_ . D .| Y*< FilLe-BECOMES INACTIVE AFTER - -
X& LY O WEEKLY a 3 )ﬁpmn-l(s) T YEAR(S) =
DAL MONTHLY e :

13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROCM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?
POLICE HEADQUARTERS, MILLERSVILLE tir y=s, sereciry raencYy OR OFFicE)
CENTRAL RECORDS O vyes X No

15. ACCESS RESTRICTIONS O yEs XX nNo 18. AUDIT REQUIREMENTS
{1r vyes, c1TEx LAW|{3) & rEauLaTiON(S) .

- X NenE O STATE O FEDERAL O [INDEPENDENT

17. 1S AN INDEX SYSTEM USED? (1r yEs.E)PLAIN 1s. ERec ED RE 1on

BRIIEKFLY AND DESCRIBE ANY HARDIARE/SOPT'ARE)
a yes KX nNo Retain 3 years, then destroy.
’. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMEER 21. DATE
.PETER D. CHRISTENSEN (301) 222-8750 7/29/91
RECORDS MANAGER

DGS 530-4 (REVISED 2/87)




INSTRUCTIQNS -~ TYPE OR PRINT A
SEPARATE FORM FOR EACH NEY OR
REVISED RECORD SERIES. FORYWARD

DEFARTMENT OF GENERAL SERVICES
RECORDS MAMNAGEMENT DIVISION
7273 WATERLOO ROAD

AGENCY RECORDS INVENTURY

TITH RECORDS RETENTION SCHEDULER

P.O. BOX 273 T 10 71
(DGS 350") JESSUP, MARYLAND 20794 PAGE or
1. m’Am 2. DIvISICOnN 3. NIT -
E ARUNDEL COUNTY POLICE DEPARTMENT RECORDS

DEFINITION-RRECORD SERIES-

A GROUP OF RELATED RECORDSN NORMALLY PFILED AND USKED AS A_UN’{"FOR“

4. RECORD SERIES TITLE -
MONTHLY STATISTICS

REKFERENCK AS WELL AS RETENTION AND DISROSIYION Pumeoars

5. EARLIEST YEAR/LATEST YEAR
1989 1o 1991

SN FTHE SERIES.

DEPARTMENTAL ACTIVITY REPORTING.

.. Ecom SERIES DESCR}PTION (IRIIPLY DEKSCRIBK THE TYPES OF lNPQm‘!‘ION/ﬂOCWTB/FOM rouUND |

MONTHLY STATISTICAL REPORTS USED FOR UVIFORM CRIME REPORTING AND

INCLUDE THE PURPOSE OR FUNCTION OF THKX I!P‘IZ!”

{ 7. RECORD SERIES FORMAT(S) 8,

J LETTER SI1ZE MICROFILM -

CCMFUTER TAPE

9 polND BOOK

‘U‘DIO TAFPE

X} OTHER(SPECIFY)

o}

3 tEGAL sSize O
d FLOPFY DISK
O ur

VIDEQ TAPE

RECORD SERIES. SEQUENCE 9
Q ALPHAEETICAL
O NUMERICAL
X cHRONOL.OG I CAL
0 cEocRAPHICAL

0 OTHER(SPECIFY) - -

. VOLUME . -

U FILE DRAYER(S)

O MICRCFILM REEL(S)
0 COMPUTER TAPE(S)
O OTHER(SPECIFY)

30

S r———
NUMBER

BIXDERS -

10. ANNUAL ACCUMULAT ION
0 FILE DRAWER(S) -

. O MICROFILM REEL(S)
11 X 14 12
4 _ 3 COMPUTER TAPE(S)
~ - - BINDERS X& mgﬁ{rqpc-m Yy )
1%. FILE 1S uSED — . . .- &7 ~- _L |+ FiLrBEcoMES. INACTIVE AFTER ) -
O pAILY O ¥EEKLY XX MoNTHLY 12 X moTH(S) O YEAR(S) -
13. CURRENT LOCATION(S) (ELDG.,FLOOR,ROCM) 14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?
POLICE HEADQUARTERS, MILLERSVILLE tir ves, sreciry raEncy on orrice)
CENTRAL RECORDS 0 yes A No
15. ACCESS RESTRICTIONS g9 yEs XXno 16. AUDIT REQUIREMENTS
{17 yes, ci1Tx tAwW({s] & rREauiATION{S)
- A NonE O STATE O FEDERAL O INDEPENDENT
17. 1S AN INDEX SYSTEM USED? (1@ YyES.EPLAIN 1s. Rec en 1o
BRIEFLY AKND DESCRIBE ANY HAREIARE/BOPT'AR!)
0 vyes X8 NoO Retain 2 yeérs, then destroy.
'. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMEER 21. DATE
'PETER D. CHRISTENSEXN (301) 222-8750 7/29/91
RECORDS MANAGER

DGS 350-4 (REVISED 2/87)




INSTRUCTIGNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEY OR
REVISED RECORD SERIES. FORWARD
T1TH RECORDS RETENTION SCHEDULER

DEFARTMENT OF GENERAL SERVICES
RECORDS MAMNAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7273 WATERLOQO RQAD
P.O. BOX 273

{DGS 5BO0-1) JESSUP, MARYLAND 20794 Pace Ll or 71
1. ARTMENT / AGENCY 2. DIVISION 3. WNIT
E ARUNDEL COUXNTY POLICE DEPARTMENT RECORDS

DEFINITION-RECORD SERIES-

A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR = - -

4.

AXFERENCE AS WELL A% RETENTION ANU DISPOS|ITION PURPOSES

RECORD SERIES TITLE .

CRIMINAL HISTORY RECORD INFORMATION

- 8. EARLIEST YEAR/LATEST YEAR
T

6.

RECORD SERIES DESCRIFTION (SRII?LT DEEBCRIBAK THE TYPKS OF lNFOMTION/DOCM?S/POM rouUND

-

‘tN  'FHE SERIES. . INCLUDE THME PURPFOSE OR FUNCTION OF THEK SEFIES)
RECORDS OF ARREST AND DISPOSITION.
| 7. RECORD SERIES FORMAT(S) 8. RECORD SERIES. SEQUENCE 9. VOLUME .

X - -

O LeTTER s1z=XE MICROFILM - XX ALPHAEETICAL ¥ FILE DRAWER(S)
O MICROFILM REEL(S)

2 rtecar size XK coMrFUTER TAPE 0O NUMERICAL 10 0 COMPUTER TAPE([S)
- NUMBER
i souND POOK O FLOPPY DISK ¥X CHRONGCLOGICAL . O OTHER(SPECIFY)
a o ]
10 TAPE VIDEO TAPE GEOCRAPHICAL 10. AMNNUAL ACCLMULAT ION

J OTHER(SPECIFY) 0 OTHER(SPECIFY) - XX FILE DRA¥YER(S)

1 O MICROFILM REEL(S)

_ rOuEPE AKX cCOMPUTER TAPE(S)
C opprenispeciFyl

11.

FILE 1S USED R " | 2. FILE_BECOMES INACTIVE AFTER -

- ——— ———_ —T.

X& pairy O ¥EEKLY O MONTHLY ; O moNTH(S] " 0 YEAR(S)

[ 4|

13.

CURRENT LOCATION(S) (ELDG.,FLOCOR,

POLICE HEADQUARTERS, MILLERSVILLE
DATA CENTER, ANNAPOLIS

Lt =

ROOM } 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

tir yEs, sereciry raEncy om oOrFrFice)
0O YES & NO

15.

ACCESS RESTRICTIONS X yes 0 No 16. AUDIT REQUIREMENTS

{17 yxs, ci1Tx LAW(S) & rEcuLATION{

CODE OF MARYLAND 12.15.01

s) )
- O NoNE XX STATE O FEDERAL .0 'INDEPENDENT

17.

IS AN INDEX SYSTEM USED? (1p vxsa.

BRIEFLY AND DESCRIBE ANY HARDIARE/BOFT!AR!)

W yEs O NoO

INDEX BY NAME .AND LOCAL ID

\ - o B
- $ . .
EIPLAIN 18. RECOMMENDED RETENTION ;

, g g
80 years from subjects date of bir’;:h.

LOCATION ON IBM MAINFRAME RECORDS SYSTEM ‘ , e T

NAME AND TITLE OF PREPARER 20,

-PETER D. CHRISTEXNSEN
RECORDS MANAGER

TELEPHONE NUMEER 21. DATE
(301) 222-8750 7/29/91

DGS 350-4 (REVISED 2/87)




INSTRUCTIGNS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEY OR

REVISED RECORD SERIES. FORWARD
¥ITH RECORDS RETENTION SCHEDULE

DEFARTMENT ‘OF GENERAL SERVICES
RECORDS MAMNAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7273 WATERLOO RQAD
P.C., BCGX 273

(DGS $80-1) JESSUP, MARYLAND 20794 Pace 12 or 71
1. ARTMENT / AGENCY 2. DIVISicn 3. UNIT
‘E ARUNDEL COUNTY POLICE DEPARTMENT RECORDS -

DEFINITION -RECORD SERIES-

A GROUP- OPF- REKLATEDR RECORDSE NOMMALLY FILED AND USED AS ATUNIT “FOR

4,

REFERENCE AS WELI AN RETENTION AND DISPOSITION PURFPOSER

RECORD SERIES TITLE
DETECTIVE INVESTIGATIONS

3. EARLIEST YEAR/LATEST YEAR
1969 ™™ .1991

s.

. 1K
RECORD SERIES DESCRIFPTION (IR FLY DESCRIBE THE TYPKS OF lnromuvr!on/nocms/rom FOUND

4N FHE SERIES.

ORIGINAL NOTES, COPIES OF STATEMEXNTS AND RIGHTS FORMS, OTHER DOCUMENTS PERTINENT

TO AN INVESTIGATION.

INCLUDE THE PURPOSE QR FUNCTION OF THE "SEFPIES )

7. RECCRD SERIES FORMAT(S) 8. RECCRD SERIES. SEQUENCE 3. VOLUME .
XX LETTER S1ZE U MICROFILM - O ALPHAEETICAL XX FILE DRAYER(S) -
D MICROFILM REEL(S)
3 LEGAL sS1ZE O COMFUTER TAPE XnaeERICcaL O COMPUTER TAPE(S)
NUMBE
q O FLOP a OTHER{ SPECIFY)
BOUND BOOK L PY DISK CHRONOLOG | CAL BANKERS" BOXES
a a
‘I'xUDIO TAPE VIDEO TAPS GCEOGHRAPHICAL ‘0. Ace 108
C OTHER( SPECIFY) -~ O OTHER(SPECIFY) - XX FILE DRAWER(S)
. - ) ... 0O MICROFILM REEL(S}
- 0O COMPUTER TAPE(S)
- BOXES X8 omrw(epeciEy)
1. i E 1S UsED _ ) T T T =TT 7 7 "1 12 FiLE BECOMES INACTIVE AFTER - -
X pailLY O wEERKLY O MONTHLY O monTH(S] XK YEAR(S) s

Ry

13.

CURRENT LOCATION(S] {EBELDG.,FLOOR,ROCM]
CID - WINTERODE BLDG.
NARCOTICS - DORSEY ROAD

14. !S RECORD SERIES DUPLICATED ELSEWHERS?

t1® y=s, sreciry saency or OFFicE)
0 yes Hno

15.

X8 YEs O No
ciTe tAaw{s) & reEauLaTiON(S)

CODE OF MARYLAXND 10-611 THRU 10-628

ACCESS RESTRICTIONS
{17 vyes,

16. AUDIT REQUIREMENTS

-XX1 NoNE U STATE O FEDERAL O INDEPENDENT

17.

[S AN INDEX SYSTEM USED? (1w yYES.EXPLAIN

BRIEFLY AND DESCRIBE ANY HARD.ARE/BOF‘TIARE)

2 yEs O No
INDEX BY YAME ON IBM MAINFRAME RECORDS
MANAGEMENT SYSTEM

18, RECCMMENDED RETENT ION

Retain originals 5 years, or until appeal
process exhausted, then microfilm or capture
electronic image and destroy originals.
Retain microfilm or electronic image 50 years
then destroy.

3

NAME AND TITLE OF PREPARER

-PETER D. CHRISTENSEN
RECORDS MANAGER

29.

TELEPHONE NUMEER
(301) 222-8750

21. DATE

7/29/91

DGS 580-4 (REVLISED 2/87)




INSTRUGCTIGNS - -TYPE OR PRINT A DEFARTMENT OF GENERAL SERVICES | . _ . . T ————
SEPARATE FORM FOR EACH NEY OR RECORDS MANAGEMENT DiV1SION AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD 7278 WATERLOO RQAD -
YITH RECORRS RETENTION SCHEDULE P.O. BOX 273 T 13 71
(DGS $80-1) JESSUP, MARYLAND 20794 PAGE or
1. ARTMENT / AGENCY 2. DIVISION 3. UNIT

NE ARUNDEL COUNTY POLICE DEPARTMENT RECORDS

A amo or - . . -
DEF INIT]ON-RECORD SERIES- ur RELATED RECORDS ‘NORMALLY FILED AND USKD AS A UNIT FOR
REFERENCKE AS WELL AS RETENTION AND DISFROSITION PURFOAEN

4. RECORD SERIES TITLE 5. EARLIEST YEAR/LATEST YEAR

TO

CAREER CRIMINAL FILES

BRIX
6. RECORD SERIES DESCRIPTION | IEFLY DESCRIARX THE TYPKS OF INFOGRMATION/DOCUMENTS/FORMS FOUND
1N THE SERIES.. INCLUDE THE PURFOSE QR FUNCTION OF THE SEFTES)

COPIES OF ARREST WARRANTS, INVESTIGATIVE REPORTS, LISTS OF CAREER N
CRIMINALS, CRIMINAL HISTORY, NICKNAME FILES, EXTRADITION FILES, '
INTELLEIGENCE FILES, STATISTICAL FILES.

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES. SEQUENCE 8. YOLWME

XX LETTER SI1ZE O MICROFILM - K ALPHAEETICAL U FILE DRAWER(S)
O MICROFItLM REEL(S)

3 LEGAL S1zE O COMFUTER TAPE O NUMERICAL O COMPUTER TAPE(S |
. NUMBER
0 pounp Book XH FLOPPY DISK O CHRONOLOGICAL . O OTHER{SPECIFY)
WD10o TAPE O VIDEQ TAPE a OCRAPHI CAL
‘ ¥ = ! 10. ANNUAL ACCUMULAT ION
X OTHER( SPECIFY) - . 0 oTHER(SPECIFY)- -~ -- --- 0 FILE DRAYER({S)

O MICROFILM REEL(S)

COMPUTER DISK _ KUWEPER U COMPUTER TAPE(S)

= : O orueER(SPeECIEY )
M. pie 1suses - 0 T T - oc&ms—-o- - ") 12, pilE BECOMES INACTIVE AFTER - N

& paiLy O WEEKLY O menTHLY =) O monTH(S) KB yEaR(S) o

RURBEY
11. CURRENT LOCATION({S) (BLDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?
tir vyes, sreciry ragncy or oFrFice)
CID WINTERQDE BLEG. O yEs X NoO

15. ACCESS RESTRICTIONS ¥ yes O nNo 16. AUDIT REQUIREMENTS

{1r vyEs, c1TE raw{s) & rEauiaTION(S)
- 0O NenE X80 sTaTE O FEDERAL O INDEPENDENT

[ 17. IS AN INDEX SYSTEM USED?T {1r yES.E>XPLAIN

18. RECCMMENDED RETENT ION
BRIEFLY AND DESCRIB2 ANY HARDRARZ/BOFTENARE )

Oyes O No ' Retain originals 5 years, then microfilm
or microimage and destroy originals. Retain
microfilm or microimage 50 years, then destroy

'9. NAME, AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE --
,PETER D. CHRISTENSEN (301) 222-8750 7/31/91

RECORDS MANAGER

DGS =%0-4 (REVLISED 2/87)




INSTRUCTIQNS - -TYPE OR PRINT A DEFARTMENT OF GENERAL SERV ICES
SEPARATE FORM FOR EACH NEY OR RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVENTORY
REV ISED RECORD SERIES. FORWARD 72785 WATERLOO ROAD -
¥1TH RECORDS RETENTION SCHEDULE P.O. BOX 273 4 7
(DGS $B0-1) JESSUP, MARYLAND 20794 Pacz 14 or /1
1. ARTMENT / AGENCY 2. DIVISICN 3. WNIT
ANNE ARUNDEL COUNTY POLICE DEPARTMENT RECORDS -

CEFINITION-RECORD SERIES.A ONOUP OF RELATED RXCOADS NORMALLY FILED AND USKD AS A UNIT FOR ™~ ~ 777 7

REFERENCE AS XELL AN RETENTION AND DISPOSITION PURPOSEN

4., RECORD SERIES TITLE 5. EARLIEST YEAR/LATEST YEAR

RECEIPT COPIES OF PAWN TRANSACTIONS T

B THE
8. RECORD SERIES DESCRIPTION (°R!XFLY DESCRImK TYPES OF INFORMATION/DOCUMENTS/FORMS FOUND,
1N FHE SERIES. INCLUDE TME PURPOSE GR FUNCTICN OF THE "SERTES)

COPIES OF RECEIPTS FOR PAWNED ITEMS FORWARDED FROM PAWNSHOPS AS REQUIRED BY LAW.

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES. SEQUENCE 9. VOLUME .
3 LETTER SI1ZE O MICROFILM - O ALPHAEETICAL O FILE DRAWER({S)] -
O MICROFILM REEL{S)

Q2 LEGAL Siz=E O COWMPFPUTER TAPE 0 NUMERI]CAL O COMPUTER TAPE(S)

A : RGWEER |
0 polD POoK O FLOPPY DISK 0 CHRONOLOGICAL . U OTHER({SPECIFY)

10 TAPE O VIDEC TAFE a OGRAPHI CAL, -

= ! 10. ANNUAL ACCTUMULAT ION

X& OTHER(SPECIFY) O oTHER(SPECIFY) --- - ---= | - U FILE DRAWER(S] -

0 MICROFILM REEL(S]) ..

RECEIPT _ RUWEZE O COMPUTER TAPE(S)
- : O cmrenlepecIFY)
M.-plLE 1S USED 0 T R Tl 12 FILE BECOMES INACTIVE AFTER . -7 7 '
X paiLy 0 wERKLY O MONTHLY O MNTH(S] O YEAR(S) 5
RUAEYY
13. CURRENT LOCATION{S) {ELDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPLICATED ELSEWMHERE?
b1 yes, sereciry sraency om orFrice)
\ T
| CID WINTERODE BLDG. & ves &8 no
15. ACCESS RESTRICTIONS O yes XX no 18§. AUDIT REQUIREMENTS

{1r yes, ciTe Law(s) & rEguLaTiION| S)

O NonE XX sTATE XU FEDERAL DO INDEPENDENT

17. 1S AN INDEX SYSTEM USED?T (1P ye3.mE)PLAIN

18. RECOMMENDED RETENT ION
BRIEFLY AND DESCRIBE ANY HARDRBRARE/ BOF‘I’!ARE)

o yﬁs O No | ' Retain originals for 5 years, thgn micro-
film or microimage and destroy originals.
Retain microfilm or microimage for 50 years,
then destroy.

t

‘ NAME AND TITLE OF PREPARER 20. TELEPHONE NUMEER 21. DATE
.PETER D. CHRISTENSEN (301) 222-8750 7/31/91
RECORDS MANAGER

DGS 3%50-4 {REVISED 2/87)




INSTRUCTIGNS - -TYPE OR PRINT A DEFARTMENT OF GENERAL SERVICES
SEPARATE FORM FOR EACH NE¥ OR RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD 7278 WATERLOO ROAD
Y1 TH RECORDS RETENTION SCHEDULE P.0. BOX 273 15 71
(DGS $80-1) JESSUP, MARYLAND 20794 PAGE or
1. ARTMENT / AGENCY 2. DIVISION 3. UNIT
SOE ARUNDEL COUNTY POLICE DEPARTMENT RECORDS

A GROUP OF RX A
DEFINITION - RECORD SERIES - ” LATED RECORDS NORMALLY FILED AND USED AS A UMIT FOR

RXFERINCE AS WELL AS RETENTION ANU DISPOSITION Pumeoars

4, RECORD SERIES TITLE 5. EARLIEST YEAR/LATEST YEAR

NARCOTICS MUG SHOT FILE 1980 o

T ARIK
¢. RECORD SERIES DESCRIPTION { FLY DEKSCRINE THE TYPES OF INFORMATION/DOCUMENTS/FORMS FOUND
1M TFHE SERIES. . INCLUDE THME PURFOSE OR FUNCTION- OF THK SEFIES)

POSITIVES, NEGATIVES OF MUG SHOTS FOR ALL CID ARRESTS.

7. RECORD SERIES FORMAT(S] 8. RECORD SERIES. SEQUENCE 9. VOLUME )
9 LETTER SI!ZE O MICROFILM - O ALPHAEETICAL X8 FILE CRA¥ER(S) ~
O MICROFILM REEL(S)
Q LEGAL SI1ZE O CoWMFUTER TAPE O NGVERICAL 3 0O coMPUTER TAPE(S)
NUMBER
O BonD BOoK U FLOPPY DISK O CHRONOLOGICAL . U oTHER(SPECIFY)
a
‘uolo TAPE VIDEO TAPT O GEOGRAPHICAL ‘o, Ac Tion
2 OTHER(SPECIFY) - X0 oTHER(SPECIFY) - —- - - - XX FILE DRAWER(S)
. O MICROFILM REEL(S)
= O orrR(specteEy)
. piLets usen 7 0 i — - 13. FILE_BECOMES INACTIVE AFTER - T
X paiLy o wEmy O mowTHLY O monTH(S] O YEAR(S) =
RURAEFR
13. CURRENT LOCATION{S) (BLDG.,FLOOR,ROOM) 14. |S RECORD SERIES DUPLICATED ELSEWHERS?
. ti® vyzs, srEciry rqENCY OR OFFicE)
CENTRAL NARCOTICS B YES O No
13 . ACCESS RESTRICTIONS R vEs g No 16, AUDIT REGUIREMENTS

{17 yEs, c1TE LAW(S8) & rEauLAaTION(S)
-X8 Newe O sTATE: T rzosmu. O 1NDEPENDENT

_ : n:'"‘-} i
17. 1S AN INDEX SYSTEM USED? (1 yE3.EPLAIN

18. RECCMMENDED RETENT ION
BRIEKFLY AKD DESCRIBE ANY HARD.ARE/BOFTIARE, t

L

—— e

o Y.Es ® No ' Retain for 50 y;ears, then destroy.
' {
NS TUAYTHINS Y sian
{. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMSER 21. DATE
.PETER D. CHRISTENSEN (301) 222-8750 7/31/91
RECORDS MANAGER

DGS 5%0-4 (REVLISED 2/87)




INSTRUCTIGNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEY OR
REVISED RECORD SERIES. FORYARD

¥YITH RECORCS RETENTION. SCHEDULKE

P.O.

DEFARTMENT OF GENERAL SERVICES
RECORDS MAMAGEMENT DIVISION
7273 WATERLOO ROAD
BaX 273 -

AGENCY RECORDS INVENTURY

{DGS 880-1) JESSUP, MARYLAND 20794 Pace 16 or 71
1. ARﬂ'ENT/AENSY 2. DIivVIiSIOnN 3. UNIT
SoE ARUNDEL COUNTY POLICE DEPARTMENT RECORDS

CEFINITION-RECORD SERIES-

A arour

OF RKLATED nxconpa NORMAL LY riimey
REFERENCE AS WELL AS RETENTION AND DiSpo

AND "UEED AR AT UNIT FOR
ITION PumProsEs

4, RECORD SERIES TITLE

NARCOTICS LEDGER BOOK

EARLIEST YEAR/LATEST YEAR
1985 7o

6. RECORD SERIES DESCRIPTION (BRIIPLY DESCRIBE THE TYPKS OFfF lNPOMTlON/DOCWT!/FOM FOUND
‘tN 'FHE SERIES.

NARCOTICS CASES INCLUDING SUSPECT INFORMATION.

INCLUDE THE PURPOSE GR FUNCTION OF THE ‘SRPIES)

7. RECORD SERIES FORMAT(S)

& LETTER S1ZE T MICROFILM -
COMFUTER TAPE
2 BOIND BPOOK

"DIO TAPE

0 OTHER(SPECIFY)

FLOPFPY DIsK

a
3 LEGAL stz O
a
C VIDEO TAFPE

.

X NUMERICAL

RECORD SERIES. SEQUENCE

O ALPHAEETICAL

0 CHRONOLOGICAL
0 c=ocnaPHicAaL

O OTHER(SPECIFY) - --— - - -—-

9. VOLUME

O FILE DRAWER(S)

O MICROFILM REEL(S)
- 2 O COMPUTER TAPE(S)
NUMBER g oTHER(SPECIFY)

ANMNUAL ACCUMULAT 10N
X® FILE DRAWER(S)
1 O MICROFILM REEL(S)
- RUIBPE O COMPUTER TAPE(S |

10.

0 omER(SpPeCIEY

e e

{1 vms,

1S usep o T 7 &= - " 112 prie-secomss mAc-nvg AFTER -
XB pairy O WEEKLY O MoNTHLY 1 0 monTH(S) KX YEAR(S) o
13, CURRENT LOCATION(S) (BLDG.,FLOOR,ROCM) 14. |S RECORD SERIES DUPLICATED ELSEWHERE?
ti» vyes, serEcirFy saexcy or orrice)
CENTRAL NARCOTICS O YES XX NG
! _ - - N
15. ACCESS RESTRICTIONS X YES O No 16, ALDIT REQUIREMENTS

c1Tte tAaw{s) & rEautaTIONS)

- X8 NoeNE O STATE O FEDERAL O INDEPENDENT

17. IS AN

BRIEFLY AKD DESCRIBE ANY

Eyes 0 no
NARCOTICS CASE NUMBER

INDEX SYSTEM USED? (1@ YRS.EXPLAIN

HARDRARE/ SOFTWARE )

18. RECCMMENDED RETENTION

Retain originals for 3 years. Then micro-
film or capture electronic image and destroy
originals. Retain microfilm or electronic
for 50 years, then destroy.

NAME AND TITLE OF PREPARER

-PETER D. CHRISTENSEN
RECORDS MANAGER

20.

TELEPHONE NUMBER
(301) 222-8750

21. DATE
7/31/91

DGS 530-4 (REVISED 2/87)




o

INSTRUCTIGNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEY OR
REVISED RECORD SERIES. FORWARD
¥ITH RECORDS RETENTION SCHEDULE

DFPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO RQAD
P.O. BQX 273

AGENCY RECORDS INVENTORY

(OGS $80-1) JESSUP, MARYLAND 20794 pacz L7 or 71
1. ARTMENT / AGENCY 2. DIVISION 3. WNIT
NoE ARUNDEL COUNTY POLICE DEPARTMENT RECORDS

A amo or nrx - . e e s
DEF INITION -RECORD SERIES- ur or LATED RECORDSE NORMALLY FILED AND UXED AN A UNIT For

4. RECORD SERIES TITLE

REFERSENCE AS WELl AS RETENTION AND DISROSITION PURPOSER

CONFIDENTIAL INFORMANT FILE

- 3. EARLIEST YEAR/LATEST YEAR
T

4N 'FHE SERIES.

CONFIDENTIAL INFORMANT CONTACT SHEETS.

- » .
6. RECORD SERIES DESCRIPTION ( RIKFLY DESCRIBE THK TYPES Of INPOMTION/EOCWTB/FOM FOUND |

. PHOTO, NAME, ADDRESS, CRIMINAL HISTORY EXPENDITURE INFORMATION, RECEIPTS,

IMCLUDE THE PURFPOSE GR FUNCTION OF THE SEFIES]

MICROFIIM -
COMFUTER TAFE

FLOPFY DIsXK

ol
a
: a
"I’uolo TAPE O V{DEO TAPE
FY

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES. SEQUENCE 9
O ALPHAEETICAL
X2 NUMERICAL
a C!-RGHOLOGICJ\L
0 GEoGRAPHICAL

) O OTHER(SPECIFY) e e e

. VOLUME )
0 FILE DRAYER(S)
O MICROFILM REEL(S)
1 0 COMPUTER TAPE(S)
NUMBER g0 orHER(SPECIFY)

10. ANNUAL ACCUMULATION

O FILE DRAYER(S)

O MICROFILM REEL(S)
_ RUWEPE O COMPUTER TAFPE(S)

-

1. piLE 1S USED ~ R

8 paiLy

0 ¥EEKLY O MeNTHLY

0 orveER(SpPeEclEY)

12. " FiLE-BECOMES INACTIVE AFTER -

O wmeNTH(S) © O YEAR(S] 7
R is z

1 4' .

| 131, CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM)

CENTRAL YNARCOTICS

14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?

t1r yes, sreciry raency or orrice)
8 YEs X3P NO

15. ACCESS RESTRICTIONS X2 YES O no
{1" yEs, ci1Te vAaw{s) & rEcuLATION(S)

16. AUDIT REQUIREMENTS

- XXNONE 0O STATE O FEDERAL O INDEPENDENT

17. 1S AN INDEX SYSTEM USED?T (1@ yRS.Z)PLAIN

0O yEs 3 No

BRIEFLY AND DESCRIBE ANY H.ARDIARE/ SOFTHRARE )

18. RECCMMENDED RETENT ION

Retain for Sd years, then destroy.

“l'rruuz AND TITLE OF PREPARER 20.

+PETER D. CHRISTENSEN
RECORDS MANAGER

TELEPHONE NUMEER 21. DATE
(301) 222-8750

7/31/91

DGS 35350-4 (REVLISED 2/37)




INSTRUCTIGNS - -TYPE OR PRINT A DEFARTMENT OF GENERAL SERVICES
SEPARATE FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD 7273 WATERLOO ROAD
¥1TH RECORDS RETENTION SCHEDULE P.O. BOX 273 - T ’ lA8 71
(DGS $80-1) JESSUP, MARYLAND 20794 PacE or
{ ARTMENT [ AGENCY 2. plvision 3. WNIT
noE ARUNDEL COUNTY POLICE DEPARTMENT RECORDS

a e e
DEFINITION -RECORD SERIES- A ROUP QF REILATED RECORDS nomu\LLY PIL.IB A.ND U!ln Al AT U‘NIT ‘mor T .
REFERENCE AR YELI AS RETENTION ANI: DISPO! JTION PURPOSEN

i. RECORD SERIES TITLE T ) 5. EARLIEST YEAR/LATEST YEAR
NARCOTICS EXPENSE STATEMENTS 1987 TO

6. RECORD SERIES DESCRIPTION ‘annzrnr DESCRIBE THE TYPKS OF INFORMATION/DOCUMENTS/FORMS FOUND,
THE SERIES. . - INCLUDE THE PURFOSE GR FUNCTION OF THEK SEFIES)

RECORD OF CDS PURCHASES, INFORMANT PAYMENTS AND INVESTIGATIVE EXPENSES. . -

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES. SEQUENCE 9. VOLUME .
X LETTER S1ZE O MICROFILM - 0 ALPHAEETICAL XR® FILE DRAWER(S]
0 MICROFILM REEL(S)
3 LEGAL SI1Z:= O COMFUTER TAPE O NUMER!CAL O COMPUTER TAPE(S)
- NUMBER
J pouD BooK O FLOPPY DISK XX CHRONOLOGICAL . U OTHER(SPECIFY)
WD10 TAPE O VIDEC TAFPE a OGRAPHICAL .
‘ T = ! 10. ANNUAL ACCLMULAT ION
J OTHER({ SPECIFY) O OTHER({SPECIFY} --- — - - O FILE DRAWER(S) -
O MICROFILM REEL(S)
_ RUWBPR O COMPUTER TAPE(S|)
: - . O onrEr(speciEyY)
(e riLe 1s usED Tr = 7 7 |A2. FILE-BECOMES INACTIVE AFTER - ’ _
Q pAlLY X8 wEEKLY O MeNTHLY 1 O moTH(S) XE yEAR(S) <
NUREPR
i 11. CURRENT LOCATION(S] (EBELDG.,FLOOR,ROCHM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERS?
tir yes, sreciFry saEncY or orrice)
CENTRAL NARCOTICS O vyes X8 No
15S. ACCESS RESTRICTIONS X% vyEs a No 16. AUDIT REQUIREMENTS

{1" yexs, ci1TE LAW(S) & rEauLATION(S) .
- O NeneE XO STATE O FEDERAL O INDEPENDENT

1 17. IS AN INDEX SYSTEM USED? {17 yRs.00:PLAIN

18. RECCMMENDED RETENTION
BRIEFLY ARD DESCRIRBRE ANY HARQIARE/BOFTIARE)

0 yYES XX NO . Retain originals for 3 years. Then micro-
film or capture electronic image and destroy
originals. Retain microfilm or electronic imag:
for 50 years, then destroy.

NAME AND TITLE OF PREPARER 20. TELEPHOME NUMREBER 21. DATE ..
.PETER D. CHRISTENSEN (301) 222-8750 7/31/91

RECORDS MANAGER

DGS 330-4 [REVLISED 2/87)




INSTRUCTIGNS- - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVYISED RECORD SERIES. FORWARD

¥!ITH RECORDS RETENT ION SCHEDULE P.O.

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7273 WATERLOO ROAD

BOX 273

AGENCY RECORDS INVENTURY

PRINTED TRAINING MATERIALS

(ocs sso-1] JESSUP, MARYLAND 20794 pace 19 or 71
1. ART!ENT/AGENCY 2. DIvVIsSION 2. WNIT -
“E ARUNDEL COUNTY POLICE DEPARTMENT RECORDS
CEFINITION - RECORD SERXES-A AROUP OF RELATED RECORDS NOMMALLY PFILED AND USXD AS A UNIT FOR T 7
REFERENCE AS WELI AS RETENTION ANG DISPrO ION PURFOQars
4. RECORD SERIES TITLE C 5. EARLIEST YEAR/LATEST YEAR

TO

FTHE SERIES.

MANUALS AND HANDOUTS USED IN THE DEVELOPMENT AND DELIVERY OF POLICE TRAINING.

¢. RECORD SERIES DESCRIPTION (BRIIPLY DESCRIBE THE TYPER OF XNFOMTION/DOCUIINTS/FOM rouUND |

INCLUDE TME PURPOSE OR FUNCTICON OF THK SEMIES

)

INDEX SYSTEM USED?T {1¥ YES.EPLAIN
BRIEFLY AND DEBCRIBE ANY HARQIARE/BOFT!ARI!)

g yes X8 nNoO

5.

‘.i
18, RECCMMENDED RETENTION - )

Retain 1 copy of each for 30 years, then
destroy. d - 3

&
)
ot ‘

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES. SEQUENCE 3. VOLLME ] N
J LETTER Si1ZE O MICROFILM - O ALPHAEETICAL Q FILE DRAYER(S)
0 MICROFILM REEL(S)
Jd LEGAL SIZE O COMFUTER TAPE O NUMERICAL 0O cCOMPUTER TAPE(S)
NUMBER
3 bouND BOOK O FLOPPY DISK O CHRONOLOGICAL . U OTHER(SPECIFY)
10 TAPE U VIDEO TAFE a OGRAPHICAL
l.l‘m> = ! 10. ANNUAL ACCLMULATION
K& orHER{SPECIFY) 0 OTHER(SPECIFY} - - — O FILE DRAYER(S)
0O MICROFILM REEL(S)
_ RUWEPE U COMPUTER TAPE(S)
- =] ME!VSPECLEY\ ~
- yiLe 1S UsED _ T LT =T T 2 FlLE-BECOMES _INACTIVE_AFTER i -
g paiLYy O ¥EEKLY X MeNTHLY O MonTH(S) O YEAR(S) -
1308120140 _
{ 13, CURRENT LOCATION(S) {BLDG.,FLOCR,ROOM) 14. 1S RECORD SERIES DUPLICATED ELSE¥WHERE?
. t1® yes, sreciry saEncy or orFrice)
POLICE ACADEMY 2 yes XX nNo
15. ACCESS RESTRICTIONS g yEs XXNo 16. AUDIT REQUIREMENTS
{17 yes, ci1TE LAwW|3) & rEguLATION(S)
- W NonE O STATE O FEDERAL O INDEPENDENT
17. 1S AN s

NAME AND TITLE OF PREPARER

-PETER D. CHRISTENSEN
RECORDS MANAGER

20,

TELEPHONE NUMEER
(301) 222-8750

21. DATE

7/31/91

DGS 3%30-4 (REVLISED 2/87)




INSTRUCTIGNS - -TYPE OR PRINT A DEFARTMENT OF GENERAL SERVICES

SEPARATE FORM FOR EACH NEW OR RECORDS MANAGEMENT Di1ViSION AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD 7273 WATERLOO ROAD -
¥ITH RECORDS RETENTION SCHEDULE © ‘p.o. BaX 273 : 00 71
{DGS 380-1) JESSUP, MARYLAND 20794 PACE or
1. ARTMENT / AGENCY 2. plvision 3. UNIT
RNE ARUNDEL COUNTY POLICE DEPARTMENT RECORDS

4. RECORD SERIES TITLE
LESSON PLANS

; : A . . - - . ; s
DEFINITION-RECORD SERIES-A GNOUF OF RELATED RECORDS NORMALLY FILED AND USED AR A UNIT FOR -
REFERENCE AS WELL AN RETENTION ANO DISPOSITION Pumerosrs

5. EARLIEST YEAR/LATEST YEAR

TO

A YN FHE SERIES.

DETAILED LESSON PLANS OF POLICE ACADEMY COURSES.

6. RECORD SERIES DESCRIPTION (1 'X7LT DESCRIEK THE TYPRS OF INFORMAT!ON/DOCUMENTS/FORMS FOUND,
INCLUDE THE PURPOSE OR FUNCTION OF THE ~SEMIES )

{1 vyes, ciTx vAw(s) & rEguLATION( S}

| 7. RECORD SERIES FORMAT(S) 8. RECORD SERIES. SEQUENCE 9. VOLUME ]
X LETTER SizE O MICROFILM - O ALPHAEETICAL XM FILE DRAWER(S] ~
0 MICROFILM REEL(S)
J LEGAL sSi1zE U COMFUTER TAPE O NUMERICAL 12 O COMPUTER TAPE(S)
. NUMBER
J oD BOOK O FLOPPY DISK XX cHRONOLOGICAL, " O OTHER(SPECIFY)
LOIO TAPE O VIDEQ TAPE o OGRAPH I CAL
. <& ! 10. ANNUAL ACCLMULAT ION
0 OTHER( SPECIFY) O OTHER(SPECIFY) e - O FILE DRAYER(S)
- 0O MICROFILM REEL(S)
- ROUWEPEK O COMPUTER TAPE(S)
- 0 or-rep(spectey)
- wite 1S USED 7 L U= Tt 12, FILE BECOMES INACTIVE AFTER "- _
g pAILY O wEEKLY X0 MoNTHLY 30 O monTH(s)] XB yEAR(S) <
219128:1:4;3
13. CURRENT LOCATION(S) (EL.DG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPLICATED ELSE¥WHERE?
s t1r yms, srecirFy sraExcy omr oOFFice)
TRAINING ACADEMY o ves X8 no
15. ACCESS RESTRICTIONS X8 ves O No 18§. AUDIT REQUIREMENTS

O NONE O STATE O FEDERAL O [NDEPENDENT

17. IS AN INDEX SYSTEM USED? (1pr vyes.E>PLAIN
BRIEFLY AND DESCRIBE ANY MARDRARE/SOFTWARK)

18, RECCMMENDED RETENTION

Q yes X4 nNoO : Retain origidals for 2 years, then micro-
film or microimage and destroy originals,
Retain film or image for 30 years, then

destroy.
I NAME AND TITLE OF pPREPARER 20. TELEPHONE NUMEER 21. DATE
.PETER D. CHRISTENSEY (301) 222-8750 7/31/91
RECORDS MANAGER

DGS 550-4 (REVISED 2/87)




INSTRUCTIGNS- - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEY OR

REVISED RECORD SERIES. FORWARD
¥ITH RECORDS RETENTION SCHEDULE

DEFARTMENT OF GENERAL SERVICES
RECORDS MAMAGEMENT DIVIS!ION
7278 WATERLOO RGAD

- p.0. Bax a27s

AGENCY RECORDS INVENTURY

(DGS 380-1) JESSUP, MARYLAND 20794 pace 21 or 71
1. m-r/Aaz'u_:_:r 2. DivIision 3. WNIT
W= ARUNDEL COUNTY POLICE DEPARTMENT RECORDS -

CEFINITION-RECORD SERIES-? RMOUP OF RXLATED RECOADS NORMALLY FILED AND USKD AS A UNIT FOR™" =" -

.

REFERENCE AS WELL AS RETENTION AND DISPOSITION PURFPOIES

RECORDS OF RECRUIT CLASSES.

4N THE SERIES.

4. RECORD SERIES TITLE 5. EARLIEST YEAR/LATi-:ST YEAR
RECRUIT CLASS RECORDS 1958 TO
6. RECORD SERIES DESCRIPTION (pnllrLY DESCRIEKX THE TYPES OF INFORMAT]ON/DOCUNENTS/FORME PFOUND,

INCLUDE TME PURPOSE CGR FUNCTICN-OF THX- SEFIES )

0 yes X nNo

BRIEFLY AND DESCRIBE ANY HARDRARE/ SOFTWARE )

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES. SEQUENCE 9. VOLLME .
WX LETTER SizE O MICROFILM - O ALPHARETICAL {® FILE DRAWER(S) -
0 MICROFILM REEL(S)
O LEGAL S1ZzE O COMFUTER TAPE 0 NUMER!CAL 11 0 COMPUTER TAPE(S)
- . NUMBE
J ponm BooK O FLOPFY DISK O CHRONOLOGICAL " O OTHER({SPECIFY)
1o TAPE O VIDEO TAFPS i OCRAPHICAL . .
‘I’“U : o= 10. ANNUAL ACCLMULATION
O OTHER({SPECIFY) O OTHER({SPECIFY) - - O FILE DRAWER(S)]
. 0O MICROFILM REEL(S)
_ RUNBE?RX O COMPUTER TAPE(S)
= C orp=p(specley)
- riLe 1s UsED - <= 7o 7. "1 i2. FiLE BECOMES INACTIVE AFTER . -
O paiLy C wEERQLY X8 MoNTHLY 30 O momH(S] X yEaAR(S) =
| 13. CURRENT LOCATICN(S) (ELDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERS?
{'IP hg -1 SPECIFY /JQGENCY OR OPF’{CZ)
\ \{ ,
TRAINING ACADEMY & ves XB no
15. ACCESS RESTRICTIONS R YyES a No 16. AUDIT REQUIREMENTS
{17 yes, cite vaw{s) & rEcuLaTION(S] .
~ ONoNE DO STATE O FEDERAL O INDEPENDENT
17. IS AN INDEX SYSTEM USED? CE:
L1r yxs.oortain 18. RECCMMENDED RETENT ION

destroy.

Retain originals for 2 years, then micro-
film or microimage and destroy originals.
Retain film or image for 30 years, then

. NAME AND TITLE OF PREPARER

-PETER D. CHRISTEXSEN
RECORDS MANAGER

20. TELEPHCNE NUMEER

(301) 222-8750

21. DATE

7/31/91

DGS 530-4 (REVISED 2/87)




INSTRUCTIONS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEY OR

REVISED RECORD SERIJES. FORWARD

¥I1TH RECORDS RETENTION SCHEDULE -’ P.O.

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT pivi1SION
7275 WATERLOO ROAD
BOX 278 —

AGENCY RECORDS INVENTURY |

(DGS 380-1) JESSUP, MARYLAND 20794 Pace 22 _or 71
1. ARTMENT / AGENCY 2. DIVISION 3. wNIT
ot ARUNDEL COUNTY POLICE DEPARTMENT RECORDS

DEF IN1T]CtN - RECORD SERlEs-A GROUP OF RELATED RECOARDE NOMMALLY-PILED AND USED AS A UNIT FORT T T

4., RECORD SERIES TITLE

REFERENCE AS ¥ELL AS RETENTION AND DISPOS]ITION PumRmeosrw

INSERVICE TRAINING RECORDS

- 5. EARLIEST YEAR/LATEST YEAR
1977 +o

4N THE SERIES.

¢. RECORD SERIES DESCRIPTION (° /%I LT DESCRIAK THK TYPKS OF INFORMATION/DOCUMENTS/FORMS FOUND

RECORDS OF INSERVICE TRAINING OF SWORN PERSONNEL.

INCLUDE THE PURPOSE QR FUNCTION OF THK IRR‘!ES)

7. RECORD SERIES FORMAT(S) 8.

RECORD SERIES. SEQUENCE ?.

VOLUME .
X¥ FILE DRAYER(S) -

IR LETTER Si1ZE O MICROFILM - O ALPHABETICAL
0 MICROFILM REEL(S)
3 LEGAL SizZE U COMFUTER TAPE O NUMERICAL 1 D COMPUTER TAPE(S)
NUMBER - N
Q BoND BooK O FLOPPY DISK O CHRONCLOGICAL © O OTHER{SPECIFY)
1o TAPE O VIDEQO TAFPE w} OCRAPHI CAL .
.UD = ! 10. ANNUAL ACCUMULATION
O oTHER{SPECIFY) - - O OTHER(SPECIFY) - - O FILE DRAWER({S]) --
O MICROFILM REEL(S])..
- RUGEPTE U COMPUTER TAPE(S)
= O aprEs(speriEY ) _
'« yiLe 1s useép - T L T== .7} 12: FILE _BECOMES INACTIVE AFTER - - _
O pAILY 0 ¥EEKLY B ey 30 O McNTH(S) #X YEAR(S) s

13. CURRENT LOCATION(S) [ELDG.,FLOOR, ROOM)

TRAINING ACADEMY

14, 1S RECORD SERIES DUPLICATED ELSEWHERE?

tir yes, sprEcimry raEncYy or OFrice)
O vyEs x§t No

X yes QO No
ciTx LAwW(s) & rEcutaTiOon(s)

15. ACCESS RESTRICTIONS
{1r vyxs,

18. AUDIT REQUIREMENTS

- ONenNE O sSTATE O FEDERAL O INDEPENDENT

17. 1S AN INDEX SYSTEM USED?T (1P vyeS.EXPLAIN
BRIEFLY AND DESCRIBE ANY HARDWARE/SOFTWARE)

O yes X¥ NO

18. RECCMMENDED RETENT ION

Retain originals 3 years after termination
then microfilm or microimage and destroy
originals. Retain film or image 50 years,
then destroy.

NAME AND TITLE OF PREPARER

-PETER D. CHRISTENSEN
RECORDS MANAGER

20.

TELEPHONE NUMEER 21,
(301) 222-8750

DATE
7/31/91

DGS 350-4 (REVLISED 2/87)




INSTRUCTIGNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEY OR

REVISED RECORD SERIES. FORWARD
¥ITH RECORDS RETENTION SCHEDULE

7273

D_EPARTME\(T OF GENERAL SERVICES
RECORDS MANAGEMENT piVISION

WATERLOGQ RGAD

P.O. BOX 273

AGENCY RECORDS INVENTURY

{DGS SBO-1) JESSUP, MARYLAND 20794 Pacz 23 or 71
1. ARTMENT / AGENCY 2. DIVISICN 3. WNIT -
ANNE ARUNDEL COUNTY POLICE DEPARTMEXNT RECORDS

CEFINITION-RECORD SERIES-

A GROUF OF RRLATED RECORDS NORMALLY FILED
AEFERSNCE AS ¥WEILL AS RETENTION AND DISPOSITION PURFOSES

"AND USED A% A UNIT FOR T T T

4.

RECORD SERIES TITLE

DEPARTMENTAL PERSONNEL FILES

8. EARLIEST YEAR/LATEST YEAR

8.

RECORD SERIES DESCRIPTION (PT!XFLY DEECRIEK THE TYFKS OF INFORMAT!ON/DOCUMENTS/FORMS FOUND,

4N THE SERIES.

LOCAL, DEPARTMENTAL RECORDS OF EMPLOYEES OF THE POLICE DEPARTMENT.

\ -

1960 1o 1991

ITNCLUDK THE PURPOSE QR FUNCTION OF THE SEPIES )

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES. SEQUENCE $. VOLUME ' . - -
| XX LETTER SI2ZE O MICROFILM - XX ALPHAEETICAL X FILE DRAWER(S)
0 MICROFILM REEL(S)
J LEGAL SIZE O COMPUTER TAPE 0O NUMERICAL 10 0 COMPUTER TAPE(S)
: NUMBER : Coe
3 Botxp BooK O FLOPPY DISK 0 cHRONOLOGICAL . U OTHER(SPECIFY]
‘I’unlo TAPE O VIDEO TAPE a OGRAPHICAL :
= ! 10. ANNUAL ACCUMULATION
C OTHER({SPECIFY) C O oTHER(SPECIFY) - AX FILE DRAYER(S)
. 0 MICROFILM REEL(S)
- RULEEZR 0 COMPUTER TAPE(S|

FILE 1S USED — - = - —-l == L&

B pailLy

- = O oprep(specifFy)

.

"4’ ,

R FILE‘séchss;xNAttJGé‘gFTER

C B a O MCNTH(S 0 YEAR(S)
=Y RUREYE , (=]
| 13, CURRENT LOCATION(S) (BLDG.,FLOOR,RROCM) f4. 1S RECORD SERIES DUPLICATED ELSEWHERE?
POLICE HEADQUARTERS, MILLERSVILLE f1r yzs, sreciry raency or orrice)

POLICE PERSONNEL

O YEs DO NO

X vEs O No
c1Tx LAW{3) & rEGULATION|S)

ACCESS RESTRICTIONS
{1 vyes,

16, AUDIT REQUIREMENTS

O NonE XR STATE X® FEDERAL O INDEPENDENT

IS AN INDEX SYSTEM USED? (1@ YRS,.E)PLAIN

BRIEFLY AND DESCRIBE ANY HARDIARE/SOFT!AR!)

C YEs X8 NO

s © e e

18. RECCMMENDED :RETENTION °

.."-."v:.,',' }
Retain originéls 3 years after termination
then microfilm of microimage.and destroy
originals. Retai? film or image 50 years,
then destroy. ;
LRIV

!

NAME, AND TITLE OF PREPARER

-PETER D. CHRISTEXNSEN
RECORDS MANAGER

20,

TELEPHONE NUMEER
(301) 222-8750

21.

7/29/91

DGS 5350-4 (REVISED 2/87)




INSTRUCTIGNS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEY OR

REVISED RECORD SERIES. FORWARD
TI{TH RECORDS RETENTION SCHEDULE

DEFARTMENT OF GENERAL SERVYICES

RECORDS MANAGEMENT DIVISION
7273 WATERLOQ ROAD

P.O. BAX 273

AGENCY RECORDS INVENTURY

{DGS 880-1) JESSUP, MARYLAND 20794 pace 24 or 71
1. ARTMENT / AGENCY 2. DIVISION 3. UNIT B
ANNE ARUNDEL COUNTY POLICE DEPARTMENT RECORDS

CEFINITION -RECORD SER]ES-A AROUPr - OF RELATED R‘CORD!'NOMA'LL*‘PYL‘D

4. RECORD SERIES TITLE -

APPLICANT BACKGROUXND FILES

REFERKNCE AS WELL AS RETENTION AND DINFOUITION Pummrgarm

"AMD USED AS ATUNIT Wom T TTTT

5. EARLIEST YEAR/LATEST YEAR®
1985 T 1991

s,

4N THE SERIES.

FILES ON APPLICANTS PROCESSED BUT XNOT HIRED.

‘BR ™E TYP -
RECORD SERIES DESCRIPTION (°R!XFLY DESCRIRK ¥3 OF INFORMATION/DOCUMENTS/FORMS FOUND,
INCLUDE THME PURFPOSE OR FUNCTICR OF THE txmz!]

7. RECORD SERIES FORMAT(S]

8. RECORD SERIES. SEQUENCE 9. VOLUME . -
X LETTER S1ZzE O MICROFILM - IXALPHAEETICAL XR FILE DRAYER(S)
0 MICROFILM REEL(S)
J LEGAL SI1ZE O COWMFFUTER TAPE 0 NUMERICAL 5 O COMPUTER TAPE(S)
NGMBER
Jd oD BooK O FLOPPY DISK O CHRONOLOGICAL ) O CTHER(SPECIFY)
1o TAPE 0O VIDEO TAFE a OGRAPHICAL
T T = ! 10. ANNUAL ACCLMULATION
O OTHER(SPEC!IFY) -- -0 OTHER(SPECIFY] - - XR FILE DRAWER(S) -~
O MICROFILM REEL(S).
- ROCWBZYX O COMPUTER TAPE(S|
= - 0 o ER{SPECIEYY _
11. “pILE IS USED — . ST =T 777 =] YR FILE BECOMES _INACTIVE- AFTER -
QO palLy O sEEKLY X MONTHLY 1 O MONTH(S) XB YEAR(S)
1319028:1:4: 8

13. CURRENT LOCATION(S)

POLICE PERSONNEL

{ BLDG. , FLOOR, ROOM |
POLICE HEADQUARTERS, MILLERSVILLE

14.

!S RECORD SERIES DUPLICATED ELSEWHERE?

tir vyes,

0O yes fLXnNO

SPrECIFY ,QENCY OR OFFicE)

ACCESS RESTRICTIONS
{1 vyes,

15.

XXJ—Y:-:s
ciTe tAw(s)] & rEauLaTiION(S)

aQ No

16.

AUDIT REQUIREMENTS

- O nNenE O staTe SXFEDERAL O INDEPENDENT

17. 1S AN INDEX SYSTEM USED?

0O vyes X nNo

(1" yes.E5PtAIN
BRIEFLY AND DESCRIBE ANY HARORARE/ SOFTWARE )

18,

RECCMMENDED RETENT ION

Retain 5 yeafs, then destroy.

NAME AND TITLE OF PREPARER

.PETER D. CHRISTENSEN
RECORDS MANAGER

20.

TELEPHONE NUMEER
(301) 222~-8750

21. DATE
7/29/91

DGS 530-4 (REVLISED 2/87)




INSTRUCTIQNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEY OR

DFF‘A.RT'METI‘ OF GENERAL SERYICES
RECORDS MANAGEMENT DIVISION

REVISED RECORD SERIES. FORWARD

72785 WATERLOO RGQAD
¥ITH RECORDS RETENTION SCHEDULE E

P.C. BaX 273

AGENCY RECORDS INVENTUORY

pace 25 71

(DGS 380-1) JESSUP, MARYLAND 20794 or
:. ARTMENT / AGENCY 2. DIVISICN 1. wuT N
SoE ARUNDEL COUNTY POLICE DEPARTMENT RECORDS

DEFINITION-RECORD SERIES-

4., RECORD SERIES TITLE

OVERTIME SLIPS

A GROUP OF RELATED RECORDS NORMALLY FILKD "AND USED AS A UNIT FOR — -
REFERENCKE AS WELL AS RETENTION AND DISPOSITION Pumeosrs

5. EARLIEST YEAR/LATEST YEAR
1987 To 1991

s.
4N THE SERIES.

RECORD OF OVERTIME WORKED.

AR -
RECORD SERIES DESCRIPTION ( IEFLY DESCRISE THE TYPKS OfF INPQMTION/DOCMTQ/FGW FOUMD
{NCLUDE THE PURPFPOSE OR FUNCTION OF THE SEFIES i

FORMAT(S) 8., RECORD SERIES. SEQUENCE

MICROFILM - X0 ALPHABETICAL
COMFUTER TAPE 0 NUMERICAL
FLOPPY DISK 0 CHRONOLOGICAL

VIDEQS TAP= 0 cEOGRAPHICAL

0 OTHER({SPECIFY)

9. VOLLM™E

B FILE DRAWER(S)

0 MICROFILM REEL(S)

1 O COMPUTER TAPE(S)
NUMBER o oTHER(SPECIFY)

10. AMNNUAL ACCUMULAT JON

X% FiLE DRAWER(S)

1 O MICROFILM REEL(S)

- RGEEPE U COMPUTER TAPE(S)
O orreR{SpecieYd

-11.

FILE 1S USED _ o L T = . o FILE-BECOMES INACTIVE AFTER . i -
X8 paiLy O wEEKLY O MONTHLY 1 O MONTH( S| XX YEAR(S) -

13, CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

POLICE HEADQUARTERS, MILLERSVILLE ti®» vyes, sreciry sraEncY Or OFrFice)

POLICE PERSONNEL 2 yes & no
1S5, ACEEES RESTRICTIONS XX-:'-—YES ) O NO 16, AUDIT REQUIREMENTS

{1® yEs, c1Tx LAw{3) & rxautaTiION(S)
-X¥0 NonE O STATE O FEDERAL O INDEPENDENT

17. 1S AN INDEX SYSTEM USED? (1P vyES.EXPLAIN

18,
BRIEFLY AKND DESCRIBE ANMY HARD.AR:/ BOFTWARE )

o YES X8 no Retain 1 y

RECCMMENDED RETENT ION

ear, then destroy.

NAME. AND TITLE OF PREPARER

.PETER D. CHRISTENSEN
RECORDS MANAGER

20. TELEPHONE NUMEER

(301) 222-8750

21. DATE

7/29/91

DGS 330-4 (REVISED 2/87)




INSTRUCTIGNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERJES. FORWARD
¥{TH RECORDS RETENTION SCHEDULE

DEFARTMENT OF GENERAL SERV ICES
RECORDS MAMNAGEMENT DIVISION
7273 WATERLOO ROAD

P.O. BAX 273 -oT

AGENCY RECORDS

INVENTORY

pace 26 or _71

(DGS 380-1) JESSUP, MARYLAND 20794
1. ARTMENT [ AGENCY 2. pivision 3. UNIT .
ANNE ARUNDEL COUNTY POLICE DEPARTMENT RECORDS

CEFINITION-RECORD SE'_RIES-A AROUPFr OF RELATED RECOADS NORMALLY

FILED AND USED AS A UNIT FOR T

4. RECORD SERIES TITLE
ABSENTEE RECORD CARDS

REFERENCE AS WELI AS RETENTION AND DINPOSITION PURFOAESR

S . EARLIEST YEAR/LATEST YEAR
T

4N FHE SERIES.

RECORDED ABSENCE RECORDS. -

§. RECORD SERIES DESCRIPTION (>7!X7LY DESCRIRK THE TYPES OF INFORMATION/DOCUMENTS/FORMS FOUND
INCLUDE THE PURFPOSE OR FUNCTION OF THK sSEPIES )

{1" yes, ci1Tx LAW({S) & rEQuULATION(S])

~ O NoNE O sTATE O FEDERAL O INDEPENDENT

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES STQUENCE 9. VOLLME ) ;
J LETTER SI1ZE O MICROFILM - XX ALPHABETICAL O FILE DRA¥ER(S)
O MICROFILM REEL(S)
O LEGAL S1zZE O COMFUTER TAPE O NUMERICAL O COMPUTER TAPE(S)
NU‘MB!%
a O FLoP g CTHER({SPECIFY]
BOUND BOOK LOPPY DISK CHRONOLOG | CAL, CARD FILE
! O TAPE O VIDEO TAPE a OCRAPHICAL ;
to T VIDES T S ! 10. ANNUAL ACCUMULAT ION
X OTHER{SPECIFY) O_CTHER(SPECIFY) R D FILE DRAYER(S]) - -
- - 50-100- © MICROFILM REEL(S]
_ B coMPUTER TAPE(S)
' - CARDS - HMELSPC'J:IFY\ _
M.wpiLg 1s"USED"._"" .~ __ "= "7 '"| 12+ FlLE-BECOMES INACTI\E- AFTER - ) -
a o 3 O MONTH(S X0 YEAR(S o
| DAILY X vEEKLY MONTHLY ROmEEE (s} (s)
13. CURRENT LOCATION(S) {BLDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERS?
POLICE HEADQUARTERS, MILLERSVILLE t1r vyes, sPeciry raenxcy or OFrFice)
POLICE PERSONNEL O yEs O nNO
1S. ACCESS RESTRICTIONS 2 YES o NO 15. AUDIT REQUIREMENTS

17. 1S AN INDEX SYSTEM USED?T (1@ yYES.EIPLAIN

BRIEFLY AND DESCRIBZ ANY HARDWARE/ SOFTWARE )

0O yeEs O NoO

18, RECCMMENDED RETENTION

Retain 1 year, then destroy.

NAME AND TITLE OF PREPARER

-PETER D. CHRISTEXSEN
RECORDS MANAGER

20.

TELEPHONE NUMBER
(301) 222-8750

21. DATE

DGS ¥%0-4 (REVLISED 2/87)




INSTRUCTIQNS - - TYPE OR PRINT A

SEPARATE FORM FOR EACH NEY OR
REVISED RECORD SERIES. FORWARD
¥ITH RECORDS RETENTION SCHEDULE S

DFPARTME\T OF GENERAL, SERVYICES
RECORDS MANAGEMENT DIVI1SION
7273 WATERLOO ROAD
P.O. BOX 273

AGENCY RECORDS INVENTURY

(DGS 350-1) JESSUP, MARYLAND 207394 pace 27 or 1
1. ARTMENT | AGENCY 2. DIVISIOoN 3. WNIT 3
NoE ARUNDEL COUNTY POLICE DEPARTMENT RECORDS

DEFINITION-RECORD SERIES-

A GROUP OF RELATED RECOADE NORMALLY FiLED

TAND USED"AS ATUNIT FOR T 7
ITION PumPQaESR

4. RECORD SERIES TITLE

CAD BACKUP

TAPES

REFERENCE AS WELL AS RETENTION AND DSPOm

5. EARLIEST YEAR/LATEST YEAR
1989 To 1991

6.

4N YHE SERIES.

BACKUP TAPES OF CALLS FOR SERVICE FROM COMPUTER AIDED DISPATCH (CAD) COMPUTER

TBRIX N
RECORD SERIES DESCRIPTION | IEFLY DESCRIEK THE TYPKS OF INFORMAT!ION/DOCUMENTS /FORME FOUND,
. INCLUDOR THE PURPOSE OR FUNCTION OF THE SEFIES)

-
IS

RECORD SERIES FORMAT(S)
J LETTER S1ZE O MICROFILM -
J Lrcal SIzZE ¥ COMFUTER TAPE
J BolnD BOOK O FLOPPY DISK

..rmo TAPE O VIDEQ TAPE

O OTHER({ SPECIFY)

-

8. RECORD SERIES. SEQUENCE
O ALPHAEETICAL
0 NMUMERICAL

XX CHRONOLOGICAL

O cEocRrAPHICAL

O OTHER(SPECIFY)

. VOLUME

O FILE DRAWER(S)
0 MICROFILM REEL(S)
0 coMPUTER TAPE(S)

NUMBER 0 oTHER(SPECIFY)

ANNUAL ACCLMULAT ION

- 0 FILE DRAYER(S] -

. .0 MICROFILM REEL(S}
- RUWBPR O COMPUTER TAFPE(S)
C omre(spec1FY)

10.

11,

FILE IS USED -
O pAlLY

X8 wEEKLY

RUREEHR

2 FILE BECOMES_ INATTIVE- AFTER

1 " s

O MoNTH(S) O YEAR(S)

13, CURRENT LOCATION(S)

[ELDG. , FLOCR, ROOM )
POLICE HEADQUARTERS, MILLERSVILLE

14.

1S RECORD SERIES DUPLICATED ELSEWHERE?
t1r yrs, srEcirFY saENCY OR OFFiceE)

COMMUNICATIONS B YES XKXNoO
15. ACCESS RESTRICTIONS Q YES XX NO 16. AUDIT REQUIREMENTS
{17 vyes, ci1Tvx rAw(s)] & rxautaTION(S) .
“X0 NonE O STATE O FEDERAL O INDEPENDENT
17. [S AN INDEX SYSTEM USED? (1w vyES.Z2OPLAIN

BRrIEFLY AND DESCRIBE ANY HARDNARE/ SOFTWARK )

18. RECCMMENDED FEFENTION

y.

Q Y‘gs X No Retain 3 years, ;then destro '
¢ N :
i :
i '
} oo :
’wwzm TITLE OF PREPARER 20. TELEPHONE NUMEER 21. DATE T
.PETER D. CHRISTENSEN (301) 222-8750 7/29/91
RECORDS MANAGER

DGS 330-4 (REVLISED 2/87)




ANSTRUCTIQNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEYW OR

REVISED RECORD SERIES. FORWARD

¥ITH RECOROS RETENTION SCHEDULR

DEFARTMENT OF GENERAL SERVYICES
RECORDS MANAGEMENT D|Vi1SION
7273 WATERLOQ RCAD
P.0. Bax 273

AGENCY RECORDS INVENTURY

(DGS 380-1) JESSUP, MARYLAND 20794 Pace 28 or 71
i MT/AW 2. DIVISION 3. WNIT e
NNE ARUNDEL COUNTY POLICE DEPARTMENT RECORDS

DEFINITION-RECORD SERIES.A OMOUP OF RELATED RECORDS MORMALLY FiLxn
REFERENCE AS REILl AN RETENTION ANO DISFOSITION PURFOAES

AND URSED AS A UNIT PFOR

4., RECORD SERIES TITLE

COPIES OF PHOXNE BILLS

- 5. EARLIEST YEAR/LATEST YEAR
TO

§. RECORD SERIES DESCRIPTION (P7!XFLY DEECRIRK THE TYFPES OF INFORMATION/DOCUMENTS/FORMS FOUND,

‘4N FTHE SERIES.

LOCAL AND LONG DISTANCE TELEPHONE BILLS AND DETAIL.

INCLUDE THE PURPOSE OR FUNCTION OF THE SEFIES )

7. RECORD SERIES FORMAT(S) 8.

J LETTER SIZE MICROFILM -

Jd LEGAL SliZE

'JJDIO TAPE

K OTHER( SPECIFY)

COMFUTER TAPE

o
a
O FLOPPY DIsK
a

VIDEQ TAPE

RECORD SERIES. SEQUENCE ]
O ALPHAFETICAL
0 NUMERICAL

XH CHRCNOLOGICAL
0 GEOCGRAPHICAL

0 cTHER(SPECIFY) - --

. VOLUME . -

X® FILE DRAYER(S)

O MICROFILM REEL(S)

O COMPUTER TAPE(S)
NUMBER 0 oTHER(SPECIFY)

ANNUAL ACCUMULAT JON

O FILE DRAWER(S]

O MICROFILM REEL(S)
_ RCWEPY O COMPUTER TAPE(S)

10.

-

-

O crrrR(SPECtEY!

—-—

FILE 1S USED-- =~ - R - IE

—— .

11.

T2, FILE BECOMES. INACTIVE AFTER

I|4|

g paILy O WEEKLY 1 B MoNTH(S HXyeAr(S)
RXMGNTHLY RUTETE {s])

11. CURRENT LOCATION{S) [BLDG.,FLOCR,ROCM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?
POLICE HEADQUARTERS tir yes, sreciry raexcYy or orrice)
COMMUNICATIONS CENTER O yEs O No

1S. ACCESS RESTRICTIONS 9 yEs XN no 16. AUDIT REQUIREMENTS

{17 yms, ciTx vawls) & rEcutaTiON(S)

- XB NoNE O STATE O FEDERAL O INDEPENDENT

IS AN INDEX SYSTEM USED?T (1P vyES.EPLAIN

BRIEFLY AND DESCRIBE ANY HARD.ARE/ BOFTHARE )

0 vyes XX NO

18, RECCMMENDED RETENTION

Retain 2 years, then destroy.

NAME AND TITLE OF PREPARER

-PETER D. CHRISTENSEN
RECORDS MANAGER

20,

TELEPHONE NUMEER
(301) 222-8750

21. DATE
9/5/91

DGS 550-4 {REVLISED 2/87)




INSTRUCT QNS -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEY OR

REVISED RECORD SERIES. FORWARD
¥ITH RECORDS RETENTION SCHEDULE

DEFARTMENT OF GENERAL SgRYICES
RECORDS MANAGEMENT pviSION
7273 WATERLOC RGAD

P.O. BOX 273 o

AGENCY RECORDS INVENTURY

pace 29 or 71

(bGS 8B80-1) JESSUP, MARYLAND 20794
1. ARTMENT / AGENCY 2. DIVISION 3. wNIT
SOE ARUNDEL COUNTY POLICE DEPARTMENT RECORDS

DEFINITION-RECORD SERIES.A 9MOUF

OF REILATED RECORDE NORMALLY FILED
REFERENCE AS TELI AS RETENTION AND D! SPro

AND UXED A A UNIT POR ~ T T T
1TION PURPONES

. SERIES TITLE C - )
4. RECORD COMPUTER SYSTEM UPDATES

5. EARLIEST YEAR/LATEST YEAR
TO

4N FHE SERIES.

6. RECORD SERIES DESCRIPTION (PR!XF-Y DESCRISK THE TYPES Of" INFORMATION/DOCUMENTS/FORMS FOUND.

UPDATE TAPES FOR COMPUTER SYSTEMS INCLUDING CAD, AND SYSTEM 36.

INCLUDE THE PURPOSE OR FUNCTICN OF THE SEPFIES)

7. RECORD SERIES FORMAT(S) -
O LETTER SiZE O MICROFILM -

J LecaL sizE XX COMFUTER TAPE X8 NUMERICAL
J BoND BooK O FLOPPY DISK

.mlo TAPE O VIDEO TAPE

O OTHER(SPECIFY)

RECORD SERIES. SEQUENCE ]

O ALPHABETICAL

0 CHRONOLOGICAL
0 GEoGRAPHICAL

0O OTHER(SPECIFY) .- - -

. VOLLME . -

O FILE DRAWER(S)

O MICROFILM REEL(S)

X coMPUTER TAPE(S)
NUMBER U oTHER(SPECIFY)

10. ANNUAL ACCLMULAT ION

O FILE DRAWER(S)

0 MICROFILM REEL(S)
_— EGaEPEXY coMPUTER TAPE(S)

-

FILE IS USED — =~ -~ ST mm =
8 palLY

11,

C ¥EEKLY B MoNTHLY

2 FiLF BECOMES _INAGTLVE AFTER

=0 o speciey]

'M' )

6 B moeTH({S) " O YEAR(S)

13. CURRENT LOCATION(S)] {BLDG.,FLOOR,ROOM)
POLICE HEADQUARTERS
COMPUTER ROOM

14. 1S RECORD SERIES DUPL ICATED ELSEWHERS?

b1 vEs, srecirFry raEncy or orrice)

LB vyes O no VENDOR HAS COPIES

ACCESS RESTRICTIONS
{1" vyes,

X YES QO no
CI1TE tAw(s) & rEautATION(S)

I
! COPY RIGHTED MATERIALS

16. AUDIT REQUIREMENTS

- X0 NonE O STATE O FEDERAL O INDEPENDENT

17. 1S AN INDEX SYSTEM USEDT {1r vyRS.Z:PLAIN
BRIEFLY AND DESCRIBE ANY P!ARQIAR&/SOFT'ARE)

0 yes X nNo

18. RECCMMENDED RETENTION
Retain 3 generations of updates (including

most recent update), thereafter destroy.

NAME AND TITLE OF PREPARER

.PETER D. CHRISTENSEN
RECORDS MANAGER

20.

TELEPHONE NUMEER
(301) 222-8750

21. DATE
9/5/91

DGS 330-4 (REVISED 2/87)




INSTRUGT QNS - ~TYPE OR PRINT A
SEPARATE FORM FOR EACH NEY OR

REVISED RECORD SERIES. FORWARD
¥1TH RECORDS RETENTION SCHEDULE
(DGS 3B80-1)

JESSUP,

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DlVISION
7273 WATERLOCO RQAD
P.O. BoX 273

MARYLAND 20794

AGENCY RECORDS INVENTORY

Pacz 30 or _71

1 ARTMENT / AGENCY 2. DIVISIon 3. LNIT .
“oE ARUNDEL COUNTY POLICE DEPARTMENT RECORDS

DEFINITION-RECORD SERIES-

A GROUP OF REKLATED RECORDSE NORMALLY FILED—AND USED AS A UNIT WFOR =~ "~ -~ —
ARFERIENCE AS WELL AS RETENTION ANDO D8R

ITION PURPOSESN

4.

RECORD SERIES TITLE oL L
COMMUNICATIONS AUDIO TAPES

- - 5. EARLIEST YEAR/LATEST YEAR
1991 o 1991

$.

RECORD SERIES DESCRIPTION (BRIIP‘LY DESCRIAK THE TYPKS OF lNFOMT!QN/DOCWTB/mM FOUND

‘1N THE SERIES.

TAPES OF CONVERSATIONS WITH CALL TAKERS AND DISPATCHERS IN COMMUNICATIONS

INCLUDE THE PURPOSE OR FUNCTION OF  THK sEPFTES |

J OTHER(SPECIFY)

FORMAT(S ) 8.
MICROFILM -
COMFUTER TAPE
FLOPPY DISK

VIDEQO TAPE

RECORD SERIES. SEQUENCE 9.

O ALPHAEETICAL

VOLUME -

O FILE DRAYER(S)
O MICROFILM REEL(S)

O COMPUTER TAPE(S)
NUMBER T CTHER(SPECIFY)

AUDIO ‘TAPES

10. ANNUAL ACCUMULAT ION

0O FILE DRAYER(S)
O MICROFILM REEL(S)
— ROEE?ZR U COMPUTER TAPE(S)

-

11

B S omrrp(SPectFY ]
12, ’

POLICE HEADQUARTERS, MILLERSVILLE
COMMUNICATIONS

*CFILE 1S USED L . S = oo FILE BECOMES INACTI!VE- AFTER -
& DALY O ¥WEEKLY 0 MeNTHLY 3 X& moreTH(S) " 0 YEAR(S|
13, CURRENT LOCATICON({S) (BLDG.,FLOOR,ROOM) f4. 1S RECORD SERIES DUPLICATED ELSEWHERE?

ti® yzs, sreciry sraency or orrice]
O vyEs XR No

18-}

G_YES XJO NO
ciTE LAw(s] & rEGuULATION(S])

. ACCESS RESTRICTIONS
{1r vyes,

16. AUDIT REQUIREMENTS

-~ XB NoeNE O STATE O FEDERAL 0O INDEPENDENT

12.

IS AN INDEX SYSTEM USED? (1r YES.EXPLAIN
BRRIEFLY ARND DESCRIBE ANY HARDRARE/ SOFTWARK)

0 YES ® NO

18, RECCMMENDED RETENTION

Retain 2 months, then reuse.

NAME AND TITLE OF PREPARER

-PETER D. CHRISTENSEN
RECORDS MANAGER

20.

TELEPHONE NUMEER
(301) 222-8750

DATE
7/29/91

21

DGS 35%30-4 (REVLISED 2/87)




REVISED RECORD SERIJES.

INSTRUCT OGNS~ -TYPE OR PRINT A
SEPARATE FORM FOR EACH NE¥W OR

FORYWARD

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7273 WATERLOO ROAD

AGENCY RECORDS INVENTORY

¥ITH RECORDS RETENTION SCHEDULER

P.O. BQX 273 C -

{DGS $80-1) JESSUP, MARYLAND 20754 Pace 3l or _71
1 ARTMENT [ AGENCY 2. plvision 3. UNIT .
SNE ARUNDEL COUNTY POLICE DEPARTMENT RECORDS
SEFINITION-RECORD SERIES." ONOUF OF -RELATED RECOARDSE NORMALLY FILED-AND USED AS A UNIT FoR oo
REFERENCE AS WELL AS RETENTION AND DISPOS]TION PURPOAES

{. RECORD SERIES TITLE to
LINE UP SHEETS

5 : EARLIEST YEAR/LATEST YEAR
TO

‘tN FTHE SERIES.

4. RECORD SERIES DESCRIPTION (BRlIPLT DESCRIBE THE TYPKS OF lNPQmT!ON/DOCMTE/POM FOUND

INCLUDE THE PURPOSE OR PUNCTION OF THK SEMIES')

7. RECORD SERIES FORMAT(S) 8.

A LETTER SI1ZE T MICROFILM -

J LEGAL SizE O CcoMFUTER TAPE 0 NUMERICAL

32 BOWND BOOK

.U'DIO TAPE

O OTHER{ SPECIFY)

O FLOPPY DISK

8 VIDEO TAFE

RECORD SERIES. SEQUENCE 9.

0O ALPHAEETICAL

X3E CHRCMNOLOGICAL
0 cEoGRAPHICAL

0 oTHER(SPECIFY) - — .- --

VOLUME

O FILE DRAYER(S)
0 MICROFILM REEL(S)
O COMPUTER TAPE(S)

NUMBER o oTHER{SPEC!FY)

10. ANNUAL ACCLMULATION

- O FILE DRAYER(S] -
0 MICROFILM REEL(S)

-

— KRUWERPE O COMPUTER TAPE(S)

1. piLE 1S USED —- -

XB pairy C wEEKLY o

© Y2 F1F BECOMES_ INACTIVE- AFTER

O ornreR(specteyY)

\ 4|

O MoNTH{S " C YEAR(S
RUMEET {s) (s)

13. CURRENT LOCATION(S)] (BRLDG.,FLOOR,ROCM)

DISTRICTS, CIDJPOLICE HQ

14. 1S RECORD SERIES DUPLICATED ELSEYHERET?

t1P y=s, sreciry saEncy om orFrice)
0 yes X no

1S. ACCESS RESTRICTIONS
{1" vyxs,

Q y=s XA nNo
cI1TE vAaw({s] & rEautaTION(S)

16. AUDIT REQUIREMENTS

-~ XM NoNE D STATE O FEDERAL O INDEPENDENT

17. IS AN

INDEX SYSTEM USED?T (1w YxS.E>PLAIN

-PETER D. CHRISTENSEN
RECORDS MANAGER

18, RECCMMENDED RETENT ION

BRIEFLY AND DESCRIBE ANY HARDNARE/SOFTWARE) .
. . - .. t‘

0 vyes XX No Retain 3 years, then dest'ro,y.
; :
! !
: !
! I i
~ | ‘s
"
NAME AND TITLE ©OF PREPARER 20. TELEPHONE NUMBER J21. DATE =, oy U0

(301) 222-8750

7/31/91

DCS 5%0-4 (REVLISED 2/87)




INSTRUCTIGNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEY OR
REVISED RECORD SERIES. FORWARD
¥ITH RECORDS RETENTION SCHEDULE

P.O.

DEFARTMENT OF GENERAL SERV ICES
RECORDS MANAGEMENT D{VISION
7278 WATERLOO RQAD

BaX 27%

-

AGENCY RECO RDS INVENTORY

{DGS $80-1) JESSUP, MARYLAND 20794 PAGE 32 or 71
t. ARTMENT / AGENCY 2. DIVISION 3. wNIT )
E ARUNDEL COUNTY POLICE DEPARTMENT RECORDS

DEFINITION-RECORD SERIES-

A GROUP OF RELATED

RECORDS NORMALLY FILED AND USKD AS A UNIT FOR ~ =7

4.

REFERENCE AS WELLI AS RETENTION AND DISFOSITION Pumrosrs
RECORD SERIES TITLE ) ’

BUDGET FILES

--- |'S. EARLIEST YEAR/ULATEST YEAR
TO

tN FHE SERIJES.

 BRIK Y O
6. RECORD SERIES DESCRIPTION (! - SCRIRK THE TYPES OF INFORMATION/DOCUMENTS/FORMS FOUND,
INCLUDE THE PURPFOSE OR FUNCTION OF THK: SEPFIES |

RECORDS OF BUDGETS SUBMITTED AND APPROVED, MONTHLY EXPENDITURE REPORTS.

. RECORD SERIES FORMAT(S) a.

MICROFILM -
COMFUTER TAPE 0O NUMERICAL
FLOPPY DISK

Q
Qa
a
o TAPE 4 VIQDEO TAPE
FY

RECORD SERIES. SEQUENCE 9.

O ALPHAEETICAL

K cronoLoGIcAL
0 GEOGRAPHICAL

) O OTHER(SPECIFY) - - — - —--

VOL UME . .
O FILE DRAYER(S)
O MICROFILM REEL(S)
8 COMPUTER TAPE(S)
NUMBER O oTHER(SPECIFY)

ANNUAL ACCUMULAT 10N
O FILE DRAYER(S] - -

10.

O MICROFILM REEL(S)

{1r ves,

citx LAW{s) & rEauLaTiON(S)

11 X 14 — RUEEPE O COMPUTER TAPE(S)
- . g QIHEBLSEEELEIL______
M. pe1s usen 0 T _4-—""_;"'“ R “FILE—Becans INACT IVE_ AFTER - -
O paiLY O WEEKLY X MGNTHLY Z 0 meevtH(s]  XB year(s) <
13. CURRENT LOCATICON(S) {EBLDG.,FLOOR,ROCM) 4. 1S RECORD SERIES DUPLICATED ELSE¥WHERE?
POLICE HEADQUARTERS 1P vyes, sereEciry raexcy or orrice)
DISTRICTS, CID X YEs O NO FINANCE
15. ACCESS RESTRICTIONS O YES ¥X NO 1s.

AUDIT REQUIREMENTS

- X NoNE O STATE O FEDERAL O INDEPENDENT

IS AN INDEX SYSTEM USEDT (1w vyes.EPLAIN

BRIEFLY AND DESCRIBE ANY MARDRARE/SOFTWARE )

O vyes X NO

18. RECCOMMENDED RETENTION

Retain 4 years, then destroy.

NAME AND TITLE OF PREPARER

PETER D. CHRISTENSEN
RECORDS MANAGER

b,

20.

TELEPHONE NUMEER
(301) 222-8750

21. DATE

9/5/91

DGS 5350-4 (REVLISED 2/87)




INSTRUCTIQNS - -TYPE OR PRINT A DEFARTMENT OF GENERAL SERYICES N N
SEPARATE FORM FOR EACH NEW OR RECORDS MANACEMENT Div1SI1ON AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD 7273 WATERLOO ROAD
¥ITH RECORDS RETENTION SCHEDULE P.O. BoX 273 o 33 71
{DGS $80-1) JESSUP, MARYLAND 20794 PACE or
1. ARTMENT / AGENCY 2. DIVISION 3. WNIT )

NE ARUNDEL COUNTY POLICE DEPARTMENT RECORDS

DEFINITION-RECORD SERIES-" 27OUF OF RELATED REXCORDS NORMALLY FILED"AND USED AS A UNIT FOR
REFERENCE A‘ WELL A’ RETENTION AND DiSpeo

ITION PURPOSES

4, RECORD SERIES TITLE

EQUIPMENT SERVICE LOGS

- - - 5. EARLIEST YEAR/LATEST YEAR

™

$. RECORD SERIES DESCRIPTION (PRIKFLY DKSCRIRK THE TYPES OF INFORMATION/DOCUMENTS/FORME FOUND,
INCLUDE THE PURPOSE GR FUNCTION OF THX .!m!!)

‘1N FHE SERIJES.

LOGS OF EQUIPMENT AND COMMUNICATION LINE PROBLEMS AND SIGNIFICANT CAD EVENTS.

| 7. RECORN SERIES FORMAT({S] 8. RECORD SERIES. SEQUENCE 9. VOLLME .
IXLETTER Six= U MICROFILM - O ALPHAEBETICAL U FILE DRAWER(S)
O MICROFILM REEL(S)
J LEGAL SIZTE O COVMFUTER TAPE O NUMERICAL 0 CcoMPUTER TAPE(S)
- - NUMB
Jd oD BOOK U FLOPPY DISK X CHRONOLOGICAL, O OTHER(SPECIFY)
10 TAPE O VIDED TAPE 0 cEocrAPHICAL -
‘ . ! 10. AMNUAL ACCLMULAT ION
J OTHER(SPECIFY) . “- 0 OTHER(SPECIFY) - -—-~ - O FILE DRAWER(S]
- O MICROFILM REEL({S)
_ RULEZR 0 CoOMPUTER TAFPE(S)
— - 0 omren(specteyY)
e piLe1s Usen -~ U7 7 - T e 7 12 FILE-BECOMES INACTIVE AFTER - )

- —_— R —_—

O palLy E(wszm.y O MCNTHLY

1 O MoNTH(S)

|.4' .

XX yEAR(S)

13. CURRENT LOCATION(S) (EBLDG.,FLOOR,ROOM)
COMMUNICATIONS CENTER
POLICE HEADQUARTERS

O YEs X NO

14. 1S P.'ECORD SERIES DUPLICATED ELSEYWHERE?
tir yes, sreciFry soENcY Or OFrFice])

1S. ACCESS RESTRICTIONS O yEs XXnNo
{1 yes, ci1Tx uvAw({E) & rEcuULATION(S])

16. AUDIT REQUIREMENTS

- X NoeE DO STATE

O FEPERAL U INDEPENDENT

17. 1S AN INDEX SYSTEM USED? (1w yES.EXPLAIM
BRIEFLY AND DESCRIBE ANY MHARDRARE/ SOFTWARE )

0 yes dX Nno

18, RECCMMENDED RETENTICN

Retain 2 years,

then destroy.

NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21.
-PETER D. CHRISTENSEN (301) 222-8750

RECORDS MANAGER

DATE

8/2/91

DGs 530-4 (REVLISED 2/87)




INSTRUCTIQNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NE¥W OR

REVISED RECORD SERIES. FORWARD
¥ITH RECORDS RETENTION SCHEDULE
(DGS 580-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7273 WATERLOO ROAD
P.O. BOX 273
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

Pace 34 or 71

ARTMENT / AGENCY
ANNE ARUXDEL COUNTY

2. DlviIisSion

POLICE DEPARTMENT

3. WNIT -

RECORDS

DEFINITION-RECORD SERIES.”A SMOUF

OF RELATED RECOARDS NOMRMALLY FiLED

AND USED AS A UNIT FOR

PURPORESR

REFERENCE AS WHLL A® RETENTION AND DISPOSITION

4. RECORD SERIES TITLE

ACCOUNTABILITY SHEETS

8. EARLIEST YEAR/LATEST YEAR
TO

6. RECORD SERIES DESCRIPTIon (PRIXFLY DESCRIEK THE TYPES OF INFORMAT!ON/DOCUNMENTS/FORMS FOUND,

‘IN

RECORDS OF PERSONAL ACCOUNTABILITY FOR HEADSETS, RADIOS, KEYCARDS, PAGERS.

THE SERIES.

INCLUDE TME PURFPOSE OR PUNCTION OF THK SEFIES |

FORMAT(S )
MICROFILM -
COMFUTER TAPE
FLOPPY DI1SK

VIDEQ TAPE

-

8.

O ALPHAEETICAL

O NUMERICAL

0 CHRONOLOGICAL
O GEOGRAPHICAL

O OTHER({SPECIFY)

RECORD SERIES. SEQUENCE ]

. VOLWME ' . -
O FILE DRAYER(S)
0 MICROFILM REEL(S)

O CoMPUTER TAPE(S)
NUMBER g ongr(sPeciFY)

10. ANNUAL ACCUMULAT ION

O FILE DRAVWER(S)
0O MICROFILM REEL(S)
RCKEZR O COMPUTER TAPE(S)

1. piLE 1S USED— - -

Q pAlLY X8 ¥EEKLY

0 MONTHLY

= 0O omrp(speciEY)
TZ— FILE BECOMES-INAGTIVE AFTER
O MoNTH(S) 0 YEAR(S)

h 4‘

RUREFN

13. CURRENT LOCATION(S) (BLDG.,FLOOR,RCOM]

POLICE HEADQUARTERS
COMMUNICATIONS CENTER

1S RECORD SERIES DUPLICATED ELSEWHERE?

ttr yes, srEciry sgEncy or errice)
0 YES XR NO

14.

13. ACCESS RESTRICTIONS

{(1r ves,

0 yes XR No
c1Tx LAw{s) & rEguULATION(S)

16, AUDIT REQUIREMENTS

- X8 NonE U STATE O FECERAL O INDEPENDENT

17. IS AN INDEX SYSTEM USED? (1w

BRIEFLY AND DESCRIBE ANY HARDRARE./SOFTWARK )

C yES YR NO

YES.EOPLAIN

18. RECOMMENDED RETENTICN

Retain until item is returned, destroyed,
or otherwise out of service, then destroy.

NAME AND TITLE OF PREPARER
PETER D. CHRISTENSEN

RECORDS MANAGER

20.

(301) 222-8750

TELEPHONE NUMEER

21. DATE

8/2/91

DGS 33%50-4 {REVLISED 2/87)




INSTRUCTIGNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEY OR

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DlVv!SION

AGENCY RECORDS INVENTORY

REVISED RECORD SERIES. FORYARD 7278 WATERLOO ROAD
¥ITH RECORDS RETENTION SCHEDULE P.O. BOX 273
(DGS 580-1) JESSUP, MARYLAND 20794 Pacz 35 or ]l
1. ARTMENT / AGENCY 2. DIVISION 1. WNIT .
NE ARUNDEL COUNTY POLICE DEPARTMENT RECORDS

CEF

aro
INIT1ON - RECORD mlES-A UP OF RXKLATED RECORDS NORMALLY FILED ANDO URSKED AS A uUMIT FOR
REFERNNCE AS YELL AS RETENTION AND DiSPog ITION PURPOARSN

4.

DRUG LAB STATISTICS

RECORD SERIES TITLE

5. EARLIEST YEAR/LATEST YEAR
1984 o 1991

¢. RECORD SERIES DESCRIPTION (7 'XILY DESCRIAL THE TYPES OF INFORMATION/DOCUMENTS/FORMS POUND,

4N FHE SERIES.

COMPILATION OF STATISTICS ON CDS SEIZURES, CHEMICAL ANALYSES, AND RELATED

ACTIVITIES OF LABORATORY.

ITNCLUDE TME PURPFPOSE GR FUNCTION OF THK SEFIES )

| 7.

?. VOLUME

O FILE DRAYER(S)

O MICROFIIM REEL(S)

O COMPUTER TAPE(S)
NUMBER O oTHER{SPECIFY)

ANNUAL ACCLMULAT ION

D FILE DRAWER(S)
U MICROFILM REEL(S)

10,

RECORD SERIES FORMAT(S) 8. RECORD SERIES. SEQUENCE
HLETTER S1ZzE U MICROFILM - O ALPHAEBETICAL
J LEGAL SIz=2 O COMFUTER TAPE O NUVERICAL
9 oD PooK O FLOPPY DISK X% CHRONOLOGICAL,
1o TAPE O vxﬁac TAPE O cEoGRAPHICAL
J oTHER({SPECIFY) 0 OTHER(SPECIFY} - —

_ RUNB?X O COMPUTER TAPE(S]
g omrEr(SspeniEY?

1t.

T e——

FILE IS USED
QO pailLy

C wEEXLY

——

XX MGNTHLY

12. ‘FlLE-BECOMES INACTIVE AFTER -
3 O monTH(S)  XB YEAR(S)

|,4’

13,

CURRENT LOCATION(S) |BLDG.,FLOOR,ROOM)
v

POLICE HEADQUARTERS
DRUG LAB

1S RECORD SERIES DUPLICATED ELSEWHERE?
ti® yes, sepecirFy raency or orrice)

XXYyEs 0O NO DEPUTY CHIEF, SERVICES

14.

15.

Qg vyEs XX No
ci1Ttx vaw{s) & rEguLAaTION(S])

ACCESS RESTRICTICNS
(1" vyes,

16. AUDIT REQUIREMENTS

- XX NonE O STATE O FEDERAL O INDEPENDENT

17.

IS AN INDEX SYSTEM USEDT (1p vyRS,.Z>PLAIN
BRIEFLY AND DESCRIBE ANY HARDWARE/SOFTWARE)

0 yes X NO

n

1

18. RECOMMENDED RETENTION

Retain 10 yeafs, thén destréy.

NAME AND TITLE OF PREPARER

-PETER D. CHRISTENSEN
RECORDS MANAGER

20.

TELEPHONE NUMEER
(301) 222-8750

21. DATE -

9/10/91

DGS 530-4 (REVLSED 2/87)




INSTRUCTIGNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEY OR

REVISED RECORD SERIES. FORWARD
¥I1TH RECORDS RETENTION SCHEDULE
{DGS $BO-t)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO RQAD
P.O. BOX 273
JESSUP, MARYLAND 20754

AGENCY RECORDS INVENTORY

Pace 36 or _71

4, RECORD SERIES TITLE

DRUG LOGS

1 ARTMENT | AGENCY 2. DIVISION 3. WNIT .
KNE ARUNDEL COUNTY POLICE DEPARTMENT RECORDS
DEFINITION-RECORD SERIES-A ONOUT OF REXLATED RECORDS NOMMALLY FILED AND USKD AS A UNIT PFOR
REFERENCE AS YELL A% RETENTION AND DIapo 1 ON PURPOSPF®

5. EARLIEST YEAR/LATEST YEAR
1972 o 1991

4N FHE SERIES.

§. RECORD SERIES DESCRIPTION (PR!XFLY DESCRIAK THE TYFES OF INFORMATION/DOCUMENTS/FORMS FOUND,
INCLUDE THE PURPFOSE QR FUNCTION OF THEK .Emzs’

LOG BOOKS RECORDING RECEIPT AND RELEASE OR DESTRUCTION OF CDS

7. RECORD SERIES FCORMAT(S)

O LETTER SI1ZE U MICROFILM -

J LecAL S1zZE O COMFUTER TAPE
X pom BoOK O FLOPPY DISK
‘I'unlo TAPE O VIDEO TAPE

3 OTHER(SPECIFY)

-

8. RECORD SERIES. SEQUENCE
O ALPHAEETICAL
0 NUMERICAL

X CHRONOLOG I CAL,

. VOLUME o .
0O FILE DRAYER(S)
O MICROFILM REEL(S)
0O COMPUTER TAPE(S)
NUMBER 0 oriER({SPECIFY)

0 c=EocraPHICAL

O OTHER(SPECIFY)

10. ANNUAL ACCULMULATION
O FILE DRAWER(S)
O MICROFILM REEL(S)

_ KRUWE?ZE 9 COMPUTER TAPE(S)

O omER(SPECIEY)

1. FiLE 1S UsED _ B e == _~ | Y& FlLE BECOMES_INACTIVE AFTER =
XX pAILY O EEEDKLY O MoNTHLY 3 O menTH(S) X YEAR(S) )
RUREEY _
| 13, CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) {4. 1S RECORD SERIES DUPLICATED ELSEWHERE?
POLICE HEADQUARTERS tir yes, sPrECiIFY raexcy or orwrice)
DRUG LAB 0O YyES X NO
15. ACCESS RESTRICTIONS O yEs XXno 16. AUDIT REQUIREMENTS
{1 yms, ci1Tx LAwW({s) & rEauLaTION(S) INSPECTION UNIT
- O NONE O STATE O FEDERAL XX INDEPENDENT
17. 1S AN INDEX SYSTEM USED? o
(1r ves.mriamm 18. RECCMMENDED RETENT ION
BRIEFLY AND DESCRIBE ANY HARQ.ARE!SC"T'ARS)
0 yes & no Retain 30 years, (micro as necessary and
destroy originals) then destroy.

NAME AND TITLE OF PREPARER
-PETER D. CHRISTEXSEX

RECORDS MANAGER

20. TELEPHONE NUMEER

(301) 222-8750

21. DATE
9/10/91

DGS 330-4 [REVISED 2/87)




INSTRUCT QNS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEY OR

REVISED RECORD SERIES. FORWARD
¥ITH RECORDS RETENTION SCHEDULE

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROAD
P.O. BOX 273

AGENCY RECORDS INVENTORY

(DGS $80-1) JESSUP, MARYLAND 20794 Pace 37 or 71
ARTMENT / AGENCY 2. DIVISION 3. WNIT -
NNE ARUNDEL COUNTY POLICE DEPARTMENT RECORDS

DEFINITION-RECORD SERIES-A SNOVF

OF REXLATED RECORDS NOMMALLY FIlLED

AND USED AS A UNIT FOR

REFERINCK AS WEILLl AS RETENTION AND DISPOSITION PURPOSESN

4, RECORD SERIES TITLE

LABORATORY ANALYSIS FORMS

5. EARLIEST YEAR/LATEST YEAR
1972 1o 1991

6. RECORD SERIES DESCRIPTiON (ST!EFLY DESCRIEK THE TYPKS OF INFORMAT!ION/DOCUMENTS/FORMS FOUND.

‘1IN THE SERIES.

5 PART FORM SUBMITTED WITH SUSPECTED CDS FOR ANALYSIS INCLUDING CHAIX OF CUSTODY

INCLUDE TME PURPOSE OR FUNCTION OF THK SEFIES )

AND RESULTS OF ANALYSIS COPIES: White - Lab/Chemist
Green - With Evidence -
Goldenrod - Officer
Yellow - State's Atty. -
Pink - Defendant through State's Atty.
| 7. RECORD SERIES FORMAT(S) 8. RECORD SERIES. SEQUENCE 9. VOLUME o - -
TXLETTER S1Zx O MICROFILM - O ALPHAEETICAL 0 FILE DRAWER(S)
d LEGAL SI1ZE COMFUTER TAPE XXNUMER] O MICROFILM REEL(S]
CAL 0 COMPUTER TAPE(S)
NUMBER

FLOPPY DIsK

o
o
a
0 vIDEO TAPE
FY

0 cHrRoNOLOGICAL
O czoGraPHICAL

) O OTHER{SPECIFY)

R O oTHER(SPECIFY)

10. ANNUAL ACCLMULAT ION

O FILE DRAYER(S)
0O MICROFILM REEL(S)
RCMEPR O COMPUTER TAPE(S)

- -0 omrR{SPECIEY)

1. FiLE 1S USED — - -

XR pDAILY C ¥YEEKLY a

'Z.— FILE BECOMES -INAGTIVE AFTER
3 O MoNTH(S) XX vyeAR(S)

N "

13. CURRENT LOCATION(S) (BLDG.,FLOCR,ROOM])
POLICE HEADWUARTERS

18 R.ECORD SERIES DUPLICATED ELSEWHERE?
tir yes, sereEcirFry raEncy or orFrice)

14.

DRUG LAB B/ YES 0O No See # 6
15. ACCESS RESTRICTIONS X yEs 0O nNO 16. AUDIT REQUIREMENTS
(1" ya, ci1Tvx raw(s) & reEauLATION(S] INSPECTION UNIT
ANNOTATED CODE OF MARYLAND 10~618 ~ O NenE O STATE O FEDERAL XB INDEPENDENT
12. 1S AN INDEX SYSTEM USEDT?Y o« B
(1r yes.zorcan 18. RECCMMENDED RETENTION

BRIEFLY AND DESCRIBE ANY HARDRARE/ SOFTWARE )

0 YEs & NO

Retain originals for 3 years. Then micro-
film or capture electronic image and destroy
originals. Retain microfilm or electronic image
for 50 years, then destroy.

NAME, AND TITLE OF PREPARER

PETER D. CHRISTENSEN
RECORDS MANAGER

20.

TELEPHONE. NUMEER
(301) 222-8750

21. DATE
9/9/91

DGS 3%50-4 (REVISED 2/87]}




INSTRUCT |QNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH MNEY OR

REVISED RECORD SERIES. FORWARD
¥1TH RECORDS RETENTION SCHEDULE
(DGS s80-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
727% WATERLOC ROAD
P.O. BOX 273
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

pace 38 or _71

1 ARTMENT / AGENCY
NNE ARUNDEL COUNTY

2. DIVISION

POLICE DEPARTMENT

3. WNIT

RECORDS

DEFINITION -RECORD SERIES.A OMOUP OF RELATED RECORDS NORMALLY FiLsD

4. RECORD SERIES TITLE

CHEMISTS XOTES

REFERIINCE AS WELL AS RETENTION AND DISPOS|TION PURPOSESR

AND USED AS A UNIT FOR

5. EARLIEST YEAR/LATEST YEAR
1972 o 1991

¢. RECORD SERIES DESCRIPTION (°0'XILY DESCRIAK THE TYPKS OF INFORMATION/DOCUMENTS/FORMS FOUND,

IN TFHE SERIES.

INCLUDE TME PURPOSE OR FUNCTION OF THX SEFIES )

NOTES AND OBSERVATIONS OF CHEMIST MADE DURING CHEMICAL ANALYSIS OF SUSPECTED CDS.

FORMAT( S |
MICROFILM -
COMFUTER TAPE
FLOPPY DIsK

YIDEO TAPE

8. RECORD SERIES. SEQUENCE
O ALPHABETICAL

B NUMERICAL

0 cHrRoNOLOGICAL

0 GEOGRAPHICAL

O OTHER(SPECIFY)

9. VOLUME S -
O FILE DRAWER(S)
O MICROFIIM REEL(S)

0O COMPUTER TAPE(S)
NGMBER o orpeR(SPECIFY)

10. ANNUAL ACCLMULAT ION
O FILE DRAVWER(S)
O MICROFILM REEL(S)

ROWEPR O COMPUTER TAPE(S)

*"FILE 1S USED .. -

X8 pAlLY 0O wEEKLY

—

S———

O MosTHLY 3

0 OTUER|SPECIEY)

- - | ¥~ FiLETBECOMES_INACTIVE-AFTER

O MONTH(S) "X yEAR(S)

. 'tq’ .

13,
POLICE HEADQUARTERS
DRUG LAB

CURRENT LOCATION(S)} (BLDG.,FLOCR,ROOM)

14.

1S RECORD SERIES DUPLICATED ELSEYWHERE?

tir ye=, seECciFY raENcY or Orrice)
O YEs X8 NO

15. ACCESS RESTRICTIONS

(1" vyes,

By YES

c1TE tAw{s]) & rEauLATION(S)

O No 18,

AUDIT REQUIREMENTS

INSPECTION UNIT

- O NonrE O sTATE O FEDERAL XU INDEPENDENT

17. 1S AN INDEX SYSTEM USED?

0 yes 88X no

(1P yes.mPraIN
BRIEFLY AND DESCRIRE ANY HARDWARE/SOFTWARK )

RECOMMENDED RETENT ION

Retain originals for 3 years. Then micro-
film or capture electronic image and destroy
originals. Retain microfilm or electronic
image for 50 years, then destroy.

NAME AND TITLE OF PREPARER
PETER D. CHRISTENSEN
RECORDS MANAGER

20. TELEPHONE NUMEER

(301) 222-8750

21. DATE

9/10/91

DGS 530-4 (REVISED 2/87)




INSTRUCTIGNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEY OR
REVISED RECORD SERIES. FORWARD
¥1TH RECORDS RETENTION SCHEDULE

DEFARTMENT OF GENERAL SERVICES
RECORNDS MANAGEMENT DIVISION
7273 WATERLOO ROAD
P.O. BOX 273

AGENCY RECORDS INVENTORY

{DGS 880-1) JESSUP, MARYLAND 20794 pace 39 or _J1
ARTMENT / AGENCY 2. DIVISION 3. WNIT -
AXYNE ARUXNDEL COUNTY POLICE DEPARTMENT RECORDS

CEFINITION-RECORD SERIES-

REFERKNCE AS WELL AS RETKNTION AND DISPOSITION PURPOAFS

A GROUP OF RXLATED RECORDS

NORMALLY FILED AND UZED AS A UNIT FOR

4, RECORD SERIES TITLE

VEHICLE FILES

S. EARLIEST YEAR/LATEST YEAR

1985, __ TO _Present

5. RECORD SERIES DESCRIPTION (BRIKPLT DESCRIBE THE TYPKS OF INPOMTION/DOCWTSIPOM FOUND

IN TFHE SERIES.

VEHICLE ACCIDENT REPORTS (County Long Form)

INFORMATION PERTAINING TO CONFISCATED VEHICLES

LIST OF ALL DEPARTMENT VEHICLES

IHNCLUDR THME PURPOSE OR FUNCTION OF THE SEF1ES |

| 7. RECORD SERIES FORMAT(S) 8. RECORD SERIES. SEQUENCE 9. VOLUME o - -
OXLETTER SIZE U MICROFILM - O ALPHAEETICAL X FILE DRAWER(S)
0O MICROFILM REEL(S}
O LEGAL S1zE O COMFUTER TAPE O NUMERICAL ) .
Vehicle Acci. —2———5-0 COMPUTER TAPE(S)
NUMBER O oTHER(SPECIFY)
J BOUND BOOK O FLOPPY DISK XE cHRONOLOGICAL Monthly .
Q a o a
WDI1O TAPE VIDEO TAFE GEOGRAPHICAL ro. ACCLMULAT 10K
X$ OTHER({SPECIFY) X® OTHER(SPECIFY) O FILE DRAWER(S)
. . Dept. Vehicles (all types) 0 MICROFILM REEL(S)
D?pt. Vehicles in S/36 ROTEEE O COMPUTER TAPE(S
i - -0 omrpl{SPECiEY)
1. wiLE 1S UusED - - —=:| 12+ r|LE BECOMES- INACTHVE AFTER =
B paiLy 0 WEEKLY XB monTHLY 3 D MoNTH(S) 0 YEAR(S)
RUREeR -

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

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

POLICE HEADQUARTERS, 2nd FLGOR tir yEs, sreciry saEncy om orrice)
MANAGEMENT PLANNIXNG ¥R YEs O No (Parts of them are)
15, ACCESS RESTRICTIONS X8 YEs g Nno 16. AUDIT REQUIREMENTS

{1t vyes, ciTe Law(s) & rEautATiON(S]

Management Planning Staff

- X8 NoNE D STATE 0O FEDERAL .0 INDEPENDENT

17. IS AN INDEX SYSTEM USED?T {i»¥ YES.EPLAIN

BRIEFLY AND DESCRIBE ANY MARDNARE/ SOFTWARE)

Oyes O NO

il
E) Yo ) 1

- P
ot ‘ ted !
- - )
* B - . 13

18. RECOMMENDED RETENTION .

ool Y
Retain 4 years, then destroy.
1

NAME AND TITLE OF PREPARER
PETER D. CHRISTENSEN

"RECORDS MANAGER

20.

TELEPHONE NUMEER

(301) 222-8750

21. DATE

9/23/91

DGS 530-4 (REVISED 2/87)




INSTRUCTIGNS - ~TYPE OR PRINT A
SEPARATE FORM FOR EACH NEY OR

REVISED RECORD SERIES. FORWARD
¥ITH RECORDS RETENTION SCHEDULE

D;PARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO RQAD
P.O. BOX 2758

AGENCY RECORDS INVENTURY

(DGS 350-1) JESSUP, MARYLAND 20794 Pace 40 or /1
ARTMENT [ AGENCY 2. DIVISION 3. WNIT -
NNE ARUNDEL COUNTY POLICE DEPARTMENT RECORDS

DEFINIT1CHN -RECORD SERIES.A 97OVF

OF RELATED RECORDS NORMALLY

FILED AND USKD AS A UNIT POR

REFERENCKE AS WELL AS RETENTION AND DIAPOSITION PURFOSES

4. RECORD SERIES TITLE

PROJECT FILES

5. EARLIEST YEAR/LATEST YEAR
T

6. RECORD SERIES DESCRIPTION (BRIIFLT DESCRIBEE THE TYPKS OF lNPOMTlON/bOCWTB/POM FOUND

‘N THE SERIES.

ACCREDITATION FILES - (1991-Present)

GRANT FILES - (1987-Present)

INCLUDE THE PURPOSE QR FUNCTION OF THK SEFRIES)

7. RECORD SERIES FORMAT(S) 8.

Xx§ LETTER SIZE O MICROFILM -
Jd LEGAL S1ZE O COMFUTER TAPE
QO pouNnD BOOK U FLOPPY DIsSK
WoIQ TAPE O VIDEO TAFE

0 OTHER(SPECIFY)

RECORD SERIES. SEQUENCE 9
O ALPHAEETICAL
X NumERIcaL Accreditation
IX CHRONOLOG | CAL
O GEOGRAPHICAL

0 OTHER(SPECIFY)

. VOLWME -

Accred. XX FILE DRAWER(S)

QO MICROFILM REEL(S)
Frants 1| o comPuTER TAPE(S)
NU“BEE

Grants 0O OTHER(SPECIFY)

10. ANNUAL ACCUMULAT JON

O FILE DRA¥ER(S)
0O MICROFILM REEL(S)
RUMEZE O COMPUTER TAPE(S)

-

- - O omER(SPeEcIEY]

11 e

. "rn.z— 1S USED— - - —=-
XX pAalLYy ACCRED X¥EEKLY Grant O MoNTHLY

———

'lql .

2 - - ACCRED Néver
~- FILE BECOMES- INACTIVE AFTER

1 O MONTH(S X year(s GRANTS
RUREER (s) (

11, CURRENT LOCATION(S) {BLDG.,FLOCR,ROOM) 14. 1S RECORD SERIES DUPLICATED ELSE¥WHERE?
Police Headquarters ~ 2nd Floor tir y=s, seEciry saEncY oOr OFFice)
Management Planning 0 YEs O NO
Accred. Independent
18. ACCESS RESTRICTIONS X YES 0 NoO 16, AUDIT REQUIREMENTS

(ir ye8, cI1TE taw{s] & reauLaTiON(S)

Management Planning

Grants all Three
O nonE KB sTaTe X8 rFeEpERAL X INDEPENDENT

17. IS AN INDEX SYSTEM USED? (1pr vyES.EDPLAIN

BRIEFLY AND DESCRIBE ANY HARDRARE/ SOFTWARE )

g yes X no

18. RECCMMENDED RETENTION

Retein accreditation files 5 years and
grant files 3 years, then destroy.

. NAME AND TITLE OF PREPARER
PETER D. CHRISTENSEN
‘'RECORDS MANAGER

20,

TELEPHONE NUMEBER

(301) 222-8750

21. DATE

9-23-91

DGS 330-4 (REVLISED 2/87)



file://'/UDIO

ANSTRUCTIGNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEY OR
REVISED RECORD SERIES. FORWARD
YITH RECORDS RETENTION SCHEDULE

(DGS B80-1) JESSUP,

D;PART‘MENI’ OF GENERAL SERVICES
RECORDS MANAGEMENT DiVISION
727% WATERLOO RCQAD
P.O. BOX 2753

MARYLAND 20794

AGENCY RECORDS INVENTORY

Pace 41 _or _71

1 ARTMENT / AGENCY
SNE ARUXDEL COUNTY

2. DIVISION

POLICE DEPARTMENT

3. UNIT
RECORDS

DEFINITION - RECORD &RlES-A GROUP OFf RXLATED RECORDS NORMALLY FlLED

AND USED AS A UNIT FORW

4. RECORD SERIES i'xn.z i
BUDGET FILES

REFERENCKE AS UELL AS RETENTION AMND DISPOSITION PURFPOAEFS

5. EARLIEST YEAR/LATEST YEAR
To

6. RECORD SERIES DESCRIPTION (.BRI‘FLY‘ DESCRIBE THE TYPFPES OF INPOMT!ON/DOCWTSIPOM PFOUND

‘1N FHE SERIJES.

PURCHASE ORDER COPIES
DEPARTMENTS APPROVED BUDGET

DEPARTMENT BUDGET REQUESTS

INCLUDK THE PURFPOSE QR FUNCTION OF THE sSErTESs |

7. RECORD SERIES FORMAT(S) 8.

5 1S RECORD SERIES. SEQUENCE 9. VOLUME S - 3
Purchase Orders
NXLETTER SIZE U MICROFILM - 0 ALPHAEETICAL X FILE DRAWER(S)
O MICROFILM REEL(S)
o O COMFUTE
t%&ﬁ%ysﬁﬁﬁget c R TAPE X NUMER 1 CAL NSLB O COMPUTER TAPE(S)

RXpotaip BOOK O FLOPPY DIsSK

'I'unlc TAPE O VIDEO TAPE

X oTHER({ SPECIFY)

Report Covers/3 ring Binders

X8 CHRONOLOGICAL,
0 GEOGRAPHICAL

O OTHER(SPECIFY)

R O oTHER(SPECIFY)

10. ANNUAL ACCUMULAT ION

X FILE DRAYER(S)
1 0 MICROFILM REEL(S)
RUWHEPE O COMPUTER TAPE(S)

= Dept. Budget Requfts.
11. ) .

- R DQT}-CER(S.PEC[E’Y\_

FILE 1S USED — - - —— = . =} ¥ p|LE BECOMES -INACTLVE "AFTER =
X8 paiLy QO wEEKLY 0 MoNTHLY E!Lé!!ﬁ' 0 MonTH(S) XX yEAR(S)
13. CURRENT LOCATION(S) (ELDG.,FLOOR.ROOM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

Police Headquarters - 2nd Floor
Management Planning

tir yes, srECiFY raency om OFrice)
X8 yEs 0O No Arundel Ctr. - Office of Financ

15, ACCESS RESTRICTIONS
(1" vyes,

Q vEs O No
civTE taw{s) & rEguLaTION(S)

16. AUDIT REQUIREMENTS

- X8 NoNE O STATE O FEDERAL DO INDEPENDENT

17. 1S AN INDEX SYSTEM USED? (1w yxsS.EXPLAIN

BRIEZFLY AND DESCRIBE ANY HARD'ARE/ BSOFTRARE ]

8 yes X8 no

18, RECCMMENDED RETENTION

Retain purchase orders 3 years, then destroy
Retain department budget requests and approved
budgets 2 years, then destroy. '

NAME AND TITLE OF PREPARER
PETER D. CHRISTENSEN
" RECORDS MANAGER

20.

TELEPHONE, NUMEER

(301) 222-8750

21. DATE

9/23/91

DGS 5350-4 (REVLISED 2/87)




INSTRUCTIGNS - -TYPE OR PRINT A DEFARTMENT OF GENERAL SERVICES

SEPARATE FORM FOR EACH NEY OR RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVENTURY
REVISED RECORD SERIES. FORWARD 7278 WATERLOO ROAD
¥1TH RECORDS RETENTION SCHEDULE P.O. BOX 273 42 71
(DGS 380-1) JESSUP, MARYLAND 20794 PAGE or
ARTMENT [ AGENCY 2. DIVISICN 3. WNIT -
NNE ARUNDEL COUNTY POLICE DEPARTMENT RECORDS

DEFINITION -RECORD ERIES-A GROUPr OF RXKLATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR

REFEREINCE AS NELL A RETENTION AND DISPOSITION PumposEs

4. RECORD SERIES TITLE 5. EARLIEST YEAR/LATEST YEAR

CASH RECEIPTS T™

6. RECORD SERIES DESCRIPTION (pnllrnv DESCRIEK THE TYPKS OF INFORMATION/DOCUMENTS/FORMS FOUND.
‘IN THE SERIES. . INCLUDE THE PURPOSE OR FUNCTION OF THE SEFIES)

RECEIPTS AND BACK-UP INFO. FOR THE FOLLOWING:

Restitution Reimbursement to various sub-items within the Police
Vehicle Proceeds Departments operation budget.
County Forfeitures & Seizures ’ -
Federal Seizures

Deposits made to General Fund(DEA Overtime, Disciplinary Fines)

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES. SEQUENCE 9. VOLUME ' i - -
¥ LETTER SI1ZE O MICROFILM - O ALPHABETICAL XX FILE DRAWER(S)
O MICROFILM REEL(S)
d LEGAL S1ZE O COMFUTER TAPE XX NUMERICAL 1 O coMPUTER TAPE(S)
NUMBER g orpep(SPECIFY)
0 BouNn BOOK O FLOPPY DIsSK 0 CHRONOLOGICAL .
. a a
'I’»UDIO TAPE VIDEO TAPE CEOGRAPHICAL 10. ANNUAL ACCUMULAT!ON
0 OTHER(SPECIFY) O oOTHER(SPECIFY) O FILE DRAYER(S)
O MICROFILM REEL(S)
RGCWEPR O COMPUTER TAPE(S|
- - . a MRLSFC!@)

1. piLe 18 usED— - - —— = —=... <= TZ~ FILE BECOMES- INACTIVE™ AFTER =
O pAILY X8 wEEKLY O MONTHLY O MoNTH(S) O YEAR(S]
RUNBER )

13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14. |S RECORD SERIES DUPLICATED ELSEWHERE?
Police Headquarters, 2nd Floor tir yes, seecirFy raexcy om orrice]
Management Planning ¥Xvyrs 0O No Arundel Ctr. Office of Finance

13, ACCESS RESTRICTIONS X YES O No 16. AUDIT REQUIREMENTS

(1" yEs, c1Tx LAw{s) & rREauLATION(S]

. - - XX NoNE D STATE 0O FEDERAL O INDEPENDENT
Management Planning Staff

17. IS AN INDEX SYSTEM USED? (i1r vyeEs.EXPLAIN

18. RECCOMMENDED RETENT ION
BREIEFLY AND DESCRIBE ANY HARDRARE/ BOFTWARE )

Retain 3 years, then destroy.
0YyeEs O nNoO

. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE
_PETER D. CHRISTEXNSEN
RECORDS MANAGER (301) 222-8750 9/23/91

DGS 230-4 [REVLISED 2/87)




INSTRYCTIGNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEY OR

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTURY

REVISED RECORD SERIES. FORWARD 7278

WATERLOO ROAD
P.O. BOX 273

¥ITH RECORDS RETENTION SCHEDULE 43 -
(DGS 380-1) JESSUP, MARYLAND 20794 PAGE or
‘~ DEFARTMENT / AGENCY 2. pivision 3. WNIT -
ANNE ARUNDEL COUNTY POLICE DEPARTMENT RECORDS

DEFINITION -RECORD SERIES-

A GROUP OF AKLATED RECORDS NORMALLY WILED
REFERENCE AS WELL A® RETENTION AND DISPFOSITION PURFOAES

AND URED AS A UNIT FOR

4. RECORD SERIES TITLE

ACTIVITY LOGS

8. EARLIEST YEAR/LATEST YEAR
TO

‘4N THE SERIES.

-—

8. RECORD SERIES DESCRIPTION (IRIIPLY OESCRIBE THE TYPKES OF INFOMT!ON/DOCMTB/NM PFOUND

INCLUDE THE PURPOSE OGR FUNCTION OF THK SEFIES |

Logs Recording Day-to-Day Operational Activities of Units.

7. RECORD SERIES FORMAT(S) 8.

RRETTER S1ZE U MICROFILM

0 LEGAL SIZE O COMFUTER TAPE O NuvMERICAL

0 potD pooK O FLOPFY DISK
‘AUDIO TAPE O VIDEO TAFPE

O OTHER(SPECIFY)

RECORD SERIES SEQUENCE
0O ALPHABETICAL

RYcHronoLOGICcAL
O GREOGRAFPHICAL

O CTHER{SPECIFY)

VOLUME ' - -
O FILE DRAWER(S)
. O MICROFILM REEL(S)
Varies o compuTER TAPE(S)

NGWBER ®XOTHER(SPECIFY)

ANNUAL ACCUMULAT ION

O FILE DRAWER(S)

0 MICROFILM REEL(S)
ROMERR O COMPUTER TAPE(S)

10.

-~ . -

= O oTHER(SPECIEY)

{1" yes, ci1Te LAw(s] & rREGULATION(S)

1". piLE 1S USED. . . == . <= |- FILE BECOMES INACTIVE AFTER =
. X DAILY O wEEKLY O MONTHLY nmlnrr XX MoNTH( S) O YEAR(S)
13, CURRENT LOCATION(S) (BLDG.,FLOOR,ROCM) 14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?
Anne Arundel County Police Department Hdqtrs. él;zgzzé(:;zcarv raency om orrice]
Section Commanders Offices.
18, ACCESS RESTRICTIONS QO vYESs a no 18. AUDIT REQUIREMENTS

XX NewE O STATE O FEDERAL O .INDEPENDENT

17. 1S AN INDEX SYSTEM USED? (1r yES.EXPLAIN

BRIEFLY AND DESCRIDBE ANY HARDRNARE/SOFTWARE )

Q YES QXXX NO

g IRt
18, RECCMMENDED RETENTION

Retain' 4 years, then destroy.%

NAME, AND TITLE OF PREPARER 20,

. Peter D. Christensen

" Police Records Manager

TELEPHONE NUMEER

(301) 222-8750

21. DATE

9/14/92

DGS $30-4 (REVISED 2/87)




INSTRUCTIQNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
¥ITH RECORDS RETENTION SCHEDULE

(DGS 380-1) JESSUP,

D_EPA.RTMETI’ OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROAD
P.O. BOX 2753

MARYLAND 20794

AGENCY RECORDS INVENTOURY

Pace _44 or 71

1 ARTMENT / AGENCY
SNE ARUXNDEL COUNTY

2. DIVISION

POLICE DEPARTMENT

3. WNIT -

RECORDS

o
DEFINITION-RECORD SERIES.A OMOUP OF RXLATED REKCORDS NORMALLY FI1LED
REFERENCE AS WELL A® RETENTION AND DISPOSITION PURPOSEN

AND UXED AS A UNIT FOR®m

4, RECORD SERI!ES TITLE

WRITTEN DIRECTIVES & ACCOUNTABILITY SHEETS

5. EARLIEST YEAR/LATEST YEAR
87 1o Present

§. RECORD SERIES DESCRIPTION ‘BRIIPLT DESCRIBE THE TYPES OF INFORHATIQN/DOCMTSIPQM FOUND

4N 'FHE SERIES.

ALL COPIES OF GENERAL ORDERS, SPECIAL ORDERS, MEMORANDUMS AND ASSOCIATED

ACCOUNTABILITY SHEETS.

ITNCLUDK THE PURPOSE QR FUNCTION OF THK SEFTES |

7. RECORD SERIES FORMAT({S) 8.

XR LETTER SIZE O MICROFILM -

O LEGAL SIZE O COMFUTER TAPE X8 nERICAL

O potnp BOOK O

‘l.hnno TAPE O

O OTHER({ SPECIFY)

FLOPPY DISK

YIDEC TAPE

RECORD SERIES. SEQUENCE 9.

O ALPHAEBETICAL

XE cHroNoLOGICAL
0 GEOGRAPHICAL

O OTHER({SPECIFY)

VOLUME

XX FILE DRA¥YER(S)
, 0 MICROFILM REEL(S)
4
0 cOMPUTER TAPE(S)
NUMBER o OTHER(SPECIFY)

10. ANNUAL ACCUMULATION

X0 FILE DRAWER{S)
1 O MICROFILM REEL{S)
ROUKEPE O COMPUTER TAPE(S)

-

11. —_—

;'ILE 1S USED — - -

- - 0 omrrEel SPEC[EY\_

'Ml X

12— FILE BECOMES (INACTLVE AFTER

XE paiLy 0 wEEKLY D MONTHLY Never O MONTH(S) O YEAR(S)
J240101:1:4:8

13. CURRENT LOCATION(S] (BLDG.,FLOOR,ROOM) t{4. 1S RECORD SERIES DUPLICATED ELSEWHERE?

Police Headquarters, 2nd Floor tir yes, serEcirFy saEncy om oFrice)

Management Planning Staff 0 YEs X' No
15. ACCESS RESTRICTIONS g YES QO No 16, AUDIT REQUIREMENTS

(1" vyes, ciTx taw(s] & reguLAaTION(S)

" XR NowE O sTATE O rEDERAL 0O INDEPENDENT

17.

1S AN INDEX SYSTEM USED? {1 yYES.E>PLAIN
BRIEFLY AND DESCRIBE ANY MRQ'ARE/SO”'A“‘)

Oyes O NoO

18. RECOMMENDED RETENTION

Retain permanently, periodically transfer
to State Archives.

bNAMEANDTITLEOFPREPARER

PETER D. CHRISTENSEN
RECORDS MANAGER

20,

(301) 222-8750

TELEPHONE NUMEER

21. DATE

9/23/91

DGS 330-4 {REVLISED 2/87)




INSTRUCTIGNS - -TYPE OR PRINT A DEFARTMENT OF GENERAL SERVICES
SEPARATE FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD 7273 WATERLOO ROAD
¥ITH RECORDS RETENTION SCHEDULE P.C. BOX 273
Pace _45 _or _71

{DGS 550-1) JESSUP, MARYLAND 20794
1 ARTMENT / AGENCY 2. DIVISION 3. WNIT -

NNE ARUNDEL COUNTY POLICE DEPARTMENT RECORDS

4. RECORD SERIES TITLE )
CORRESPONDENCE

ano o
CEFINITION-RECORD SERIES- UP OF RELATED REXCOADS NORMALLY FILED AND USED AS A UNIT FoR
REFERENCK AS NELL AS RETENTION AND DISFOS]TION PURPOAEN

5. EARLIEST YEAR/LATEST YEAR
90 To Present

GENERAL CORRESPONDENCE - LETTERHEAD AND INTEROFFICE.

- -
]

. RECORD SERIES DESCRIPTION |’ RIKFLY DESCRIEX THE TYPKS OF INFORMATION/DOCUMENTS/FORMS FOUND,
N THE SERIES. . INCLUDE THE PURPFPOSE OR FUNCTION OF THK SEFIES)

{tr y=s8, ctTE taw(s] & rREGULATION(S)

Management Planning Personnel

| 7. RECORD SERIES FORMAT(S) 8. RECORD SERIES. SEQUENCE 9. VOLUME o - _
@LLETTER SIZE O MICROFILM - O ALPHAEETICAL XX0 FILE DRAWER(S)
0 MICROFILM REEL(S)
O LEGAL. S1ZE 0O COMFUTER TAPFE 0 NUMERICAL 1 0 COMPUTER TAPE(S)
NGMBER g orpER(SPECIFY)
0O BouND BOOK O FLOPPY DISK : O CHRONOLCGICAL .
a a
AD1O TAPE VIDEO TAPE GEOGRAPHICAL ‘o, Acc Tion
O OTHER(SPECIFY) X¥ oTHER(SPECIFY) O FILE DRA¥ER(S)
0O MICROFILM REEL(S)
Type ROREPR O COMPUTER TAPE(S)
- - - O OTHER([SPECIFY) :
1. piLE 1S USED— - -—— == . = | T¥— F|LE BECOMES_INACTIVE™ AFTER =
x@ PAILY O wEDQ.Y O MGNTHLY nm:?i;zg: O MoNTH(S) X0 YEAR(S]
13. CURRENT LOCATION(S) {BELDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?
t1® vyes, sereciry saEncy or oFrice)
0 yes X8 No
15. ACCESS RESTRICTIONS XE YES O Nno 16. AUDIT REQUIREMENTS

- X8 NoNE D STATE 0O FEDERAL O INDEPENDENT

17. 1S AN INDEX SYSTEM USED? {1 vyES.E>PLAIN
BRIEFLY AND DESCRIBE ANY HARDIARE/ SOFTRARK )

18. RECOHMMENDED RETENTION

CYEsS O NO . Retain 4 yéars, then destroy.
. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMEER 21. DATE

PETER D. CHRISTENSEN

RECORDS MANAGER (301) 222-8750 9/23/91

DGS 3%0-4 (REVLISED 2/87)




(W--m OR PRINT A
SEPARATE FORM FOR EACH NEY OR
REVISED RECORD SERIES. FORWARD

TITH RECORDS RETENTION SCHEDULE

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTURY

7273 WATERLOQ RQAD
P.O. BQX 273

(DGS $80-1) JESSUP, MARYLAND 20794 PacE 46 or 71
1. ARTMENT / AGENCY 2. DIVISION 3. WNIT B
L ARUNDEL COUNTY POLICE DEPARTMENT RECORDS

CEFINITION-RECORD SERIES.® MOV

REFERENCE AS WELL A® Rm?tcﬂ AMO DisPros

O' RELATED RECOARDE NORMALLY PFlLxD

_AND USED AS A UNIT FOR
1TIoN PumpoaEx

4, RECORD SERIES TITLE

RADAR CALIBRATION CERTIFICATES

EARLIEST m/uﬁ:sr YEAR
1970 o 1991

COPIES

THE SERIES.

OF CALIBRATION CERTIFICATES™

 BRIXK
s. RECORD SERIES m‘"‘m ( IXFLY DESCRIRE THE TYPER OF lHFOmAT!ON/DOCmT!/Nm rOouUND |
INCLUDE THE PURFPOSE OGR FUNCTION OF THE: SEFIES |-

FORMAT( S )
MICROFILM -
i COMFUTER TAPE
i : FLOPFY DISK
{ 'I.UDIO TAPE VIDEC TAPE

i

O OTHER(SPECIFY)

P

8. RECORD SERIES. SEQUENCE
O ALPHAEETICAL

XRB NUMERICAL
o éHRcNQLOGICAL
0 c=ocraPHICAL

C.OoTHER(SPECIFY])

9. VOLWME

Xd FILE DRAWER{(S]
O MICROFILM REEL(S]

O CTHER({SPECIFY)

0 COMPUTER TAPE(S) -

ANNUAL ACCLMULAT ION
O FILE DRAWER(S) -~
0O MICROFILM REEL(S)
_ RUWB?E U COMPUTER TAPE(S)

10.

V1. $i1LE 1S USED

MRLSPGC!E'Y‘

i {17 vyes,

cI T LAI(I) & R‘GULAT!ON(S)

O Nonx XX STATE O FEDERAL O INDEPENDENT

— . C o T = T TP FILETBECOMES  INACTIVE- AFTER é,
g palLy X% WEEKLY O MONTHLY 3 O MONTH(S) XB YEAR(S)
13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?
POLICE HEADQUARTERS, MILLERSVILLE ti®» ves, sreciry saEncy or Orrice]
: TRAFFIC SAFETY 8 YES XX NO
1S. ACCESS RESTRICTIONS g yEs *Xno t6. AUDIT REQUIREMENTS

1S AN

C yes Xt No

INDEX SYSTEM USED? (1r yES.E>PLAIN
BRIEFLY AND DESCRIBE ANY HARDWARE/SOFTWARK )

then destroy.

RECCMMENDED RETENT ICN

Retain original 3 years, then micro and
destroy original.

Retain micro for 10 years,

NAME AND TITLE OF PREPARER

.PETER D. CHRISTENSEN
RECORDS MANAGER

20. TELEPHONE NUMEBER

(301) 222-8750

21. DATE
7/29/91

DGS S30-4 (REVLISED 2/87)




INSTRUCTIQNS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEY OR

REVISED RECCRD SERIES. FORYARD
YITH RECORDS RETENTION SCHEDULE'

DEFARTMENT QF GENERAL SERVICES
RECORDS MANAGEMENT D|VISION

AGENCY RECORDS INVENTORY

7278 WATERLOO ROAD
P.O. BEXX 273

CEFINITION-RECORD SERIES-

RXLATED RECORDS NORIALLY riien -

4, RECORD SERIES TITLE

CROSSING GUARD FILES

REFERENCE ‘AS ‘Kl.l. AS RmNTION ANU D'!PO!

AMD ‘USED ASTATUNIT ron‘f"“’f"

|DGS 380-1) JESSUP, MARYLAND 20794 Pace 47 or 71
1. ARTMENT [ AGENCY 2. DivisSion 3. WNIT -
oL ARUNDEL COUNTY POLICE DEPARTMENT RECORDS
A amour O'

-3 . EARLIEST YEAR/LATEST YEAR

1980 1o 1991

‘IR

FHE SERIES.

§. RECORD SERIES DESCRIPTION (>0 !XFLY DEXCRIRK THE TYres or INFORMAT 1 ON/DOCUMENTS [ FORITS FOUND,
INMCLUDE TME PURPOSE OR FUNCTION-OF - THK sSEFIES)

PERSONNEL AND PAYROLL RECORDS FOR ALL PRESENT AND FORMER CROSSING GUARDS

-
4 .

RECORD SERIES FORMAT(S)

RECORD SERIES. SEQUENCE 9. VOLUME ) - _
& LETTER SI1ZE O MICROFILM - ¥X ALPHAEET1CAL XR FILE TRAYER(S)
O MICROFILM REEL({S)
3 LEGAL SIZE O COMFUTER TAPE O NUMERICAL 1l O COMPUTER TAPE(S)
- Coe - s NUMB - :
I polr® BOoK O FLOPPY DISK O CHRONOLOGICAL O OTHER({SPECIFY)
10 TAPE 0O VIDEQC TAFPE = OGRAPHICAL -
‘I'UD = ! 10. ANNUAL ACCUMULATION .
O OTHER{SPECIFY) -0 OTHER(SPECIFY) _ - O FILE DRAWER(S)
) 3 O MICROFILM, REEL(S)
_ EOWHPE O COMPUTER TAPE(S)
- . . - XY OOHER(SPECIFY Y -
i - g - - = __ .. .T . - - ; '
Ve pieeis'usen — 0 T 0 L TTETE T | t¥— FILE BECOMES_ INACTIVE- AFTER =
Q DAILY X wEEKLY o 30 O MONTH(S) XB YEAR(S)

13. CURRENT LOCATION(S)

TRAFFIC SAFETY

| BLDG. ,FLOOR, ROCM)
POLICE HEADQUARTERS, MILLERSVILLE

14.

t1r vyes,
O yEs & No

IS RECORD SERIES DUPLICATED ELSEWHERE?
SPECIFY J.QGENCY OR OFFIC!)

. ACCESS RESTRICTIONS
{17 ves,

X YES

c1Tx tAw(sS) & rEcuLATION(S])

O Nno 16.

AUDIT REQUIREMENTS

. ” a : ]
8 NenE XX sTATE XX FEDERAL | O INDEPENDENT

h1

IS AN INDEX SYSTEM USED? (1p

C yeEs XBR NO

BRIEFLY AND DESCRIBE ANY HARDIARE/ SOFTYARE )

YES.EOPLAIN 18

originals.

Retain originals for 3 years.
film or capture electronic 1mage and: destroy
Retain microfilm .or 8Tectronic
image for 50 years, then destroy.

RECCMMENDED RETENTION . L

Then micro-

NAME AND TITLE OF PREPARER

-PETER D. CHRISTENSEN
RECORDS MANAGER

20. TELEPHONE NUWMEER

(301) 222-8750

21.

DATE

7/29/91

DGS ¥30-4 (REVLSED 2/87)




[

INSTRYCTIGNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEY OR

REVISED RECORD SERIES. FORWARD

¥I1TH RECORDS RETENTION SCHEDULE

DEFARTMENT OF GENERAL, SERVICES
RECORDS MAMAGEMENT DIVISION
7278 WATERLOO RGAD
P.O. BOX 273

AGENCY RECORDS INVENTURY

48 op 71

(DGS $80-1) JESSUP, MARYLAND 20794 PAGE
1. ARTMENT / AGENCY 2. DIVISICN 3. WNIT -
NOE ARUNDEL COUNTY POLICE DEPARTMENT RECORDS

DEFINITICN-RECORD SERIES-

A GROUP "OF RXLATED RECORDS NORMALLY FILEZD
REFERENCE AS WELL AN RETENTION ANO DISFOS]TION Pumegars

4. RECORD SERIES TITLE

ABANDONED AUTO FILE

AND USED AS A UNIT FOR T T T

5. EAE.'XESK' YEAR/LATEST YEAR'

1980 1o .1991

DOCUMENTATION

1 -

‘1N .THE SERIES.

 BRIEK
RECORD SERIES DESCRIPTION (; IXFLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS FOUND.
ITNCLUDE THE PURFPOSE GR FUNCTION OF THK- SEMIES )

INVOLVED WITH DISPOSAL OF ABAXNDONED AUTOS.

~

. RECORD SERIES FORMAT(S)

MICROF1LM

COMFUTER TAPE

FLOPFY DISK

VIDEQ TAPE

.-

8. RECORD SERIES. SEQUENCE
O ALPHAEBETICAL

K nuMERICAL .

a CHRCNOLocchL

O GEOGRAPHICAL

0 oTHER(SPECIFY)

8. VOLUME -

XR FILE DRAWER(S)
0 MICROFILM REEL(S]
3 0 COMPUTER TAPE(S)
NUMBER O oTHER{SPECIFY)

10. ANNUAL ACCLMULAT JION

LESS THEANXR FILE DRAWER(S)- -
1 O MICROFILM REEL{S)

ROTHPN O COMPUTER TAPE(S)

-+,

O oreR(sSpeciey)

i TRAFFIC SAFETY

POLICE HEADQUARTERS, MILLERSVILLE

Ve lpiLg 1S USED =" " 7 0 LTt ST T oo = FILE BECOMES_ INACTIVE AFTER -
X parLy O wEEKLY O MONTHLY \ O MoNTH(S) XR YEAR(S) )
RUNEEH _
13. CURRENT LOCATION(S)] {ELDG.,FLOOR,ROOM ] 14. !S RECORD SERIES DUPLICATED ELSEWHERE?

tir vyes,

SPECIFY ,QENCY OR OFWICE)
O yEs XXNO

. ACCESS RESTRICTICNS
{1r vms,

Q vyEs
c1Tx rAw{s) & rEGuULATION|S)

‘EXNO

1¢.

AUDIT REQUIREMENTS

LXNenwE O sTATE O FEDERAL O INDEPENDENT

17.

BRIEFLY AND DESCRIBE ANY

C YES X®@ NO

IS AN INDEX SYSTEM USED? {1r yES.E>PLAIN

18,
MARDRARE/ SOFTWARE )

originals.

RECCMMENDED RETENT ION

Retain originals for 3 years. Then micro-
film or capture electronic image and destroy
Retain microfilm or electronic imag:
for 50 years, then destroy.

NAME AND TITLE OF PREPARER

-PETER D. CHRISTENSEN
RECORDS MANAGER

20. TELEPHONE NUMEER

(301) 222-8750

21. DATE
7/29/81

DGS s50-4 (REVISED 2/87)




INSTRYGCTIGNS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEY OR

REVISED RECORD SERJES. FORWARD
TITH RECORDS RETENTION SCHEDULER

DEFARTMENT OF GENERAL SERYICES
RECORDS MANAGEMENT pDiVISION

7278 WATERLOO ROAD
P.O. BOX 273

AGENCY RECORDS INVENTORY

(DGS 380-1) JESSUP, MARYLAND 20794 pace 29 or 11
1. ARTMENT [ AGENCY 2. DIVISICN 3. wNIT
E ARUNDEL COUNTY POLICE DEPARTMENT RECORDS
DEF INITION -RECORD SERIES-A OMOUP OF RXLATED RECORDS NORMALLY PILED AND USKD AS ATUNIT Mom =~ 777 7
REFERRNCE AS WELL AS RETENTION ANO DISPOSITION PURPOAES.
4. RECORD SERIES TITLE - 5. EARLIEST YEAR/LATEST YEAR
RECORDS OF ROUTINE INSPECTIONS 1987 o 1991

4N THE SERIES.

6. RECORD SERIES DESCRIPTION (°7!EFLY DEECRIRK THE TYPKS OF INFORMAT!ION/DOCUMENTS/FORMS FOUND,
INCLUDE THE PURPOSE GR FUNCTION OF THE ’!m!!)

INSPECTION RECORDS OF FACILITIES AND EQUIPMENT CONDUCTED ON A REGULAR ROUTINE BASIS.

7. RECORD SERIES FORMAT(S)

X LETTER S1ZE O MICROFILM -
J LeEcAL S1ZE O COMFUTER TAPE
J oD BOOK O FLOPPY DISK

i 1o TAPE O Vl_DEO TAPE
O OTHER({SPECIFY)

8. RECORD SERIES. SEQUENCE
O ALPHAEETICAL
O NuUMERICAL
XX CHRONOLOG I CAL
0 GEOGHAPHICAL

-0 OTHER(SPECIFY) - -—

9. VOLUME )
O FILE DRAWER(S)
O MICROFILM REEL(S)
0 COMPUTER TAPE(S)
NGMBER 31 oriap(sPeciFy)

10. ANNUAL ACCLMULAT JON

0 FILE DRAYER(S])-

O MICROFILM REEL(S)
_ RUNMBEPE O COMPUTER TAPE(S)

O orrEp({SpecirY)

FILE 1S USED

-_—

—

12. FiLE BECOMES INACTIVE_AFTER -

{tr yes, ci1TE tAwW(s) & rEcuLaTION(S]

; O palLy K eerkay D monTHLY L O monTH(S) X8 yEar(s) ol
; RUREEE
13. CURRENT LOCATICN(S] (BLDG.,FLOOR,ROCH) f4. 1S RECORD SERIES DUPLICATED ELSEWHERE?
hr YES, SPECIFY /.QENCY OR OPF’(CL’.)
DISTRICTS, SECTIONS 0 vyEs X No
1S . ACCESS RESTRICTIONS 8 yEs XX NoO

16.

AUDIT REQUIREMENTS

- YN O sTATE O FEDERAL O INDEPENDENT

17. IS AN

0 vyes RX NO

INDEX SYSTEM USED?T (1pr YRS.EXPLAIN
BRIEFLY AND DESCRIBE ANY HARQIAR&/BOF"I"ARE)

18.

RECCMMENDED RETENT ION

Retain 3 years, then destroy.

. NAME AND TITLE OF PREPARER

-PETER D. CHRISTENSEN
RECORDS MANAGER

20. TELEPHONE NUMEER

(301) 222-8750

21. DATE
7/29/91

DGS s530-4 (REVLISED 2/87)




[

INSTRUCTIGNS - -TYPE OR PRINT A

SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD

DEFARTMENT OF GENERAL SERV ICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROAD

AGENCY RECORDS INVENTURY

¥1TH RECORDS RETENTION SCHEDULE P.0. BOX 275 50 -
(OGS 3B0-1) JESSUP, MARYLAND 20794 PACE or
! . gREFARTMENT / AGENCY 2. ptvisien 3. waT .

®wNC ARUNDEL COUNTY POLICE DEPARTMENT RECORDS

QEFINITION -RECORD SERIES-

A GROUP OF RELATED REXCORDS nomuu_LY L SRS 5-] ) - ° e T

AND USXED AS A UNIT PFOR

REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOAES

4. RECORD SERIES TITLE

CELL BLOCK LOG

8. EARLIEST YEAR/LATEST YEAR

TO

8.
‘4N FTHE SERIES.

LOG OF PRISONERS INCARCERATED AND RELEASED.

, B THE TYP s FOUN
RECORD SERIES DESCRIFTION (; RIKFLY DESCRIRK K3 OF INFORMAT!ON/DOCUMENTS/FO o

INCLUDE THE PURFPOSE OR FUNCTION OF THEX SEFIES)

7. RECORD SERIES FORMAT(S) 8.

XS LETTER Si1ZE O MICROFILNM

3 LEGAL SizE O COMFUTER TAPE 0 NUMERICAL

d BOxD BOOK U FLOPPY DISK

‘u‘DlO TAPE O VIDEQC TAPE

U OTHER({SPECIFY)

RECORD SERIES. SEQUENCE

O ALPHAEETICAL

XX cHRONOLOGICAL,
O CZOGRAPHICAL

O oTHER(SPECIFY)

9. VOLUME

O FILE DRAWER(S)

O MICROFILM REEL(S)

0 COMPUTER TAPE(S)
NUMBER O oTHER(SPECIFY)

10. ANNUAL ACCLMULAT ION
O FILE DRAVER(S]"

O MICRCFILM REEL(S)

Py

ROEEPRE O COMPUTER TAPE(S)
G omrep{speciEY)

'

11.

12, -

'

FILE 1S USED _ .~ . L == ok * FILE-BECOMES INACTIVE. AFTER - -
XR pAILY O WEEKLY O MONTHLY 1 LA MoTH( S ) O YEAR(S) -
. 13, CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPLICATED ELST¥HERE?
flr YES, #PECIFY ).QENCY OR OFFIC!)
DISTRICTS O vES X% No
1S. ACCESS RESTRICTIONS g YyES X% NO 16. AUDIT REQUIREMENTS

{1 yes8, c1Tx LAwW(s)] & rEGULATION(S)

- X8 NenE O STATE O FEDERAL 0O INDEPENDENT

17. IS AN INDEX SYSTEM USED? (1@ yeS.EOPLAIN

BRIEFLY AND DESCRIBES ANY HARn'AR:/ SOFTYWARE )

g vyes X0 nNo

18. RECCMMENDED RETENTION

Retain 4 years, then destroy.

. NAME AND TITLE OF PREPARER

-PETER D. CHRISTENSEXN
RECORDS MANAGER

20.

TELEPHONE NUMEER
(301) 222-8750

21. DATE

7/31/91

DGS 530-4 (REVLISED 2/87)




INSTRUSTIGNS - - TYPE OR PRINT A
SEPARATE FOFRM FOR EACH NEY OR

REVISED RECORD SERIES. FORWARD

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROAD

AGENCY RECORDS INVENTORY

¥ITH RECORDS RETENTION SCHEDULE P.0. Box 273

(DGS S80-1) JESSUP, MARYLAND 20794 pace 3L or 1

1. ARTMENT / AGENCY 2. DlIVISICeN 3. T .
woE ARUNDEL COUNTY POLICE DEPARTMENT RECORDS

DEFINITION-RECORD SERIES-

A SGROUP - OP REXLATED R‘EORBI NORMALLY Flixn

AND USED AS AT UNIT FOR

REFFRENCE AS WELL AS WETENTION AND DISPOS{TION Pumeoars

4, RECORD SERIES TITLE

PRISONER INITIAL ENTRY CARD

EARLIEST YEAR/LATEST YEAR
TO

§. RECORD SRIES DESCRIPTION (BRIIP’LY DESCRIBE THE TYPES OF INPQMTION/DOCWTS/POM POUND

tN TFHE SERIES.

CARD COMPLETED BY TRANSPORTING OFFICER.

INCLUDK THE PURFPOSE CR FUNCTION OF THXK SEFIES)

7. RECORD SERIES FORMAT{S) 8.

3J LETTER SIZE MICROFILM -
CCMFUTER TAPE
3 BOLND BPOOK

‘I'UDIO TAPE

X8 cTHER(SPECIFY)

o
0 LecaL sIiZE O
O FLOPFY DIsSK

a

VIDEQ TAPE

RECORD SERIES. SEQUENCE 9.
O ALPHABETICAL
O NUMERICAL
a cnﬁéﬁOLOGICAL
0 GEoGRAPHICAL

O omHER(SPECIFY) -

VOLUME C B}
O FILE DRAWER(S)
O MICROFILM REEL(S)
O COMPUTER TAPE(S)
NUMBER O oTHER(SPECIFTY)

10, ANNUAL ACCIMULAT ION

O FILE DRAYER(S) -
O MICROFILM REEL(S) .

‘3 X5 - RUWEPE O COMPUTER TAPE(S)
-~ - O ornrp{specieYy)
1. FiLE 1S USED .17 ; LT =T __-| ¥ FiLEBECcOMES _INACTIVE- AFTER T -—
XB paiLy O wEEKLY 0O MONTHLY 0 YEAR(S)

1 K peeeTH( S)

13. CURRENT LOCATION(S)

DISTRICTS

[ELDG. ,FLOOR, ROOM)

14. |S RECORD SERIES DUPL ICATED ELSEWHERE?

t1r yes, sereciry raEncYy Oomr OFrice)
o yes & no

15. ACCESS RESTRICTIONS
{17 rxs,

2 yes XA no
civx LAwW(s) & rEauLaTiON(S])

16, AUDIT REQUIREMENTS

- X NoNE D STATE O FEDERAL O INDEPENDENT
= i

17. IS AN INDEX SYSTEM USED? (1r vyES.EDOPLAIN

BRIEFLY AND DESCRIBE ANY HARDRARE/ SOFTEARE )

0 yes X NoO

. .
18. RECCMMENDED RETENT ION

Retain 2 years, then-destroy:

NAME AND TITLE OF PREPARER

-PETER D. CHRISTENSEN
RECORDS MANAGER

20,

TELEPHONE NUMEBER
(301) 222-8750

21. DATE
7/31/91

DGS 3%0-4 (REVLISED 2/87)




I

INSTRYCTIQNS- -TYPE OR PRINT A
SEPARATE FORM FOR EACH NE¥Y OR

REVISED RECORD SERIES. FORWARD
¥{TH RECORDS RETENTION SCHEDULE
({DGS S80-1)

DEFARTMENT OF GENERAL SERVICES
RECORNDS MANAGEMENT DIVISION
7273 YWATERLOO ROAD

P.O. BOX 27

JESSUP, MARYLAND 20794

’ Pace 32___or _71

AGENCY RECORDS INVENTORY

1. ARTMENT / AGENCY
ANSE ARUNDEL COUNTY

2. DIVISION

POLICE DEPARTMENT

3. WNIT -
RECORDS

A GmO -0 -]
CEF INIT1ON - RECORD 1ES- UP - OF RELATED RECORDE NOMMALLY FlLen
REFERENCE AS WELL AS RETENTION ANOD DISPOSITION PURFQSER

AND USED ASTA UNIT FOR T

4, RECORD SERIES TITLE

. - 3. EARLIEST YEAR/LATEST YEAR
JUVENILE ARREST/DETENTION LOG TO

4N 'FHE SERIES.

, BRIK» 1
6. RECORD SERIES DESCRIPTION | LY DESCRIER THE TYPKZ OF INFORMATION/DOCUNENTS/FORMS FOUND,
INCLUDE THE PURPFPOSE O FUNCTION OF THE SEFIES|

LOG OF JUVENILE ARREST AND DETENTION ACTIVITIES THROUGH RELEASE OF INDIVIDUAL.

7. RECORD SERIES FORMAT(S)
MICROFILM -
COMFUTER TAPE

FLOPFY DISK

a
g
o
.mlo TAPE O VI-DEO TAPE
FY

-

8. RECORD SERIES. SEQUENCE 9.

O ALPHAEETICAL
O NUMERICAL

XX cHRrONOLOG I CAL,
0 GEoGRAPHICAL

O OTHER(SPECIFY)

VOLUME

NUMBE

Q FILE DRAYER(S)
O MICROFIILM REEL(S)
0 cOMPUTER TAPE(S) -
0 OTHER(SPECIFY)

10. ANNUAL ACCUMULAT ION

- - - O FILE DRAYER(S)]) -
O MICROFILM REEL(S)

_ KRUOWB?R O COMPUTER TAPE(S)

V1. ¥ILE 1S USED —

O ogrrrRr({sSpeciEY!

{tr vyes, ciTe LAwW(S) & rREaGuULATION(S])

== 77 2| Y- FiLE BECOMES _INACTIVE-AFTER = =
DAILY O wEEKLY O MoNTHLY 1 XX menTH(S) 0 YEAR(S)
K 210:0-2:4:8
13. CURRENT LOCATION(S) (ELDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?
tir yxs, sreciry saEncy om orFrice)
DISTRICTS O YES X¥ NO
1S . ACCESS RESTRICTIONS M yes 4 nNo 16. AUDIT REGUIREMENTS

- XXmnonE O STATE O FEDERAL O INDEPENDENT

17. 1S AN INDEX SYSTEM USED? (1 YES.EXPLAIN

-PETER D. CHRISTEXSEN
RECORDS MANAGER

(301) 222-8750

18. RECCMMENDED RETENTION
BRIEFLY AKRD DESCRIBE ANY HARDIARE/BOF’TIARE)
Retain 4 years, then destroy.
0 yEs X No Y ’
{
.NA»EAMDT!TLE: OF PREPARER 20, TELEPHONE NUMEER 21. DATE

7/31/91

DGS 3%50-4 (REVLISED 2/87)




INSTRUCTIGNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEY OR

REVISED RECORD SERIES. FORWARD
¥!TH RECORDS RETENTION SCHEDULE

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DiV1SION
7273 WATERLOO RQAD

P.O. BOX 273 o

AGENCY RECORDS INVENTORY

{DGS SBO-1) JESSUP, MARYLAND 20794 pace 33 _or 71
1 ARTMENT / AGENCY 2. DIVISICH 3. UNIT .
ROE ARUNDEL COUNTY POLICE DEPARTMENT RECORDS

CEFINITION-RECORD SERIES-A ONOUP OF RXLATED REXCORDS NORMALLY FILED-AND USED AS A UNIT FOR

MEFERENCE AS RELL AS RETENTION AND D“ll;ogm_mmxg

4, RECORD SERIES TITLE

DETAINER

8. EARLIEST YEAR/LATEST YEAR
T

8. RECORD SERIES DESCRIPTION (ZR!E7LT DEZCRIEK THE TYPES OF INFORMATION/DOCUMENTS/FORMA FOUND,

4N THE SERIES.

NOTICE OF WARRANT FOR PRISONER BY ANOTHER JURISDICTION.

JHCLUDE TME PURPOSE OR FUNCTIOR OF THEK SEPIES)

7. RECORD SERIES FORMAT(S) 8.

X8 LETTER S1ZE O MICROFILM -
d LEGAL SIZE O COMFUTER TAPE
9 BouND POOK O FLOPPY DISK
.umo TAPE O VIDEO TAPE

XA o—ﬁ-:zé(#éc.xn)

TELETYPE MESSAGE

RECORD SERIES. SEQUENCE 3
X8 ALPHAEETICAL
0 NUMERICAL
O CHRONOLOGICAL
C GEOGRAPHICAL

O oTHER(SPECIFY) -

. VOLUME ] }
O FILE DRAYER(S)
O MICROFILM REEL(S)
O COMPUTER TAPE(S)
ROMBER g orppr(speciFY)

10. ANNUAL ACCLMULAT 1ON
O FILE DRAYER(S)
0 MICRCFILM REEL(S)

[y

_lpunszx'ﬂ COMPUTER TAPE(S)
O omieRp(sSeectiey’

11..

‘FILEtS UuseD _ 1 " - T == = - " | 42: Fiir-BECOMES INACTIVE AFTER T -
X8 paiLy C ¥EEKLY O MoNTHLY 1 X% monTH(S] O YEAR(S) i
HUREER _
13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?

tir yes, sereciry raENcy om orFricE])

DISTRICTS O yEs O No
15. ACCESS RESTRICTIONS O yes XX NO 16. AUDIT REQUIREMENTS
417 yea, c1Tr vAw(s) & rEguLATION(S] .
- X NenrE 0O sSTATE O FEDERAL O INDEPENDENT
17. IS AN INDEX SYSTEM USED?T (1w vyrRS,.EPLAIN

BRIEFLY AND DESCRIBE ANY HARDWARE/SOFTWARE )

C yes XB nNO

18. RECCMMENDED RETENTION

Retain until 3 years, after release of
prisoner or transfer , then destroy.

NAME AND TITLE OF PREPARER

.PETER D. CHRISTENSENXN
RECORDS MANAGER

20.

TELEPHONE NUMEER
(301) 222-8750

21. DATE

7/31/91

DeS 330-4 [REVISED 2/87)




|

INSTRUCTIGNS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVY ISED RECORD SERIES. FORWARD
¥{TH RECORDS RETENTION SCHEDULE

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
72738 WATERLOO ROAD

P.O. BOX 273 T -

AGENCY RECORDS INVENTORY

(DGS 380-1) JESSUP, MARYLAND 20794 PacE 34 or 71
1. ARTMENT [ AGENCY 2. DIVISICN 3. WNIT
Wi ARUNDEL COUNTY POLICE DEPARTMENT RECORDS

a
DEF INIT 10N -RECORD S&RIES-A ROUP OF REXLATED RECORDS NOMMALLY FliyDn

AND USZD AENA UNIT Fom T T "

4. RECORD SERIES TITLE

REFERENCK AS WELL A% RETENTION ANO DISPOSITION Pumrosrs

PERSONAL PROPERTY INVENTORY

5. EARLIEST YEAR/LATEST YEAR
TO

4N THE SERIES.

§. RECORD SERIES DESCRIPTION ("7 !EFLY DEECRIRK THE TYPKS OF INFORMATION/DOCUMENTS/FORIE FOUND

LIST. OF ALL ITEMS TAKEN FROM PRISONER UPON ARREST.

INCLUDK THE PURFOSE GR FUNCTION OF THE SEFIES |

7. RECORD SERIES FORMAT(S) 8.

KX LETTER SI12E T MICROFILM -
J LEGAL SI1ZE O CoMFUTER TAPE
0 ot BooK O FLOPFPY Dlék

o

.J‘DIO TAPE

0 OTHER(SPECIFY) -

VIDEQ TAFPE

RECORD SERIES. SEQUENCE 9
XX ALPHAEETICAL
O NuMERICAL
0 cmonoLoGICAL
O cEocrAPHICAL

0 oTHER{SPECIFY) - - -

. VOLUME . B
QO FILE CRAYER(S)
O MICROFILM REEL(S)
0 coMPUTER TAPE(S)
NUMBER g oTHER{SPECIFY)

10. ANNUAL ACCUMULATION
O FILE DRAYER(S) -
0 MICROFILM REEL(S)
_ RUWEPE O COMPUTER TAPE(S)

-

0 orHER(SPECIEY)

0 ¥EEKLY

———

X pairy O MCNTHLY

Hle-pire- 18 UsED - Tems : "=

1a. FILE-BECOMES INACTIVE. AFTER’ -
1 XX meNTH(S) © O YEAR(S]}

[

"4’

| 13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROCM)

DISTRICTS

1 -
14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

t1» vy=s, srecirFyY samxcy omr OFrFice)
g vyes X0 NO

15. ACCESS RESTRICTICNS
(17 ves,

g yes XX NO
c1Tx LAW({S} & rEcuLATION(S)

16. AUDIT REQUIREMENTS

~ XXNoNE O STATE O FEDERAL O

INDEPENDENT

{ 17. 1S AN INDEX SYSTEM USED? (1w yES.E}PLAIN

BRIEFLY AND DESCRIRE ANY HARODWARE/SOFTEARE)

0O YEs X NO

18. RECCMMENDED RETENTION

Retain until property returned to prisoner
(or transfer?), then destroy.

! NAME AND TITLE OF PREPARER

-PETER D. CHRISTENSEN
RECORDS MANAGER

20.

TELEPHONE NUMEER
(301) 222-8750

21. DATE N
C7/31/91

DGS 330-4 (REVLISED 2/87)




INSTRUCTIGNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEY OR

REVISED RECORD SERIES. FORWARD
¥1ITH RECOROS RETENTION SCHEDULE

DEFARTMENT OF CGENERAL SeRYICES
RECORDS MANAGEMENT D{VISION
7273 WATERLOO RQAD
P.O. BOX 273

AGENCY RECORDS INVENTURY

|DGS $580-1) JESSUP, MARYLAND 20794 pacz 33 or 71
1 ARTMENT/AGB&__:Y 2. DIvIiSIOoN 3. UNIT -
SOE ARUNDEL COUNTY POLICE DEPARTMENT RECORDS

CEFINITION-RECORD SERIES- 97OUF

QF REXLATED RECORDS NORMALLY FILED

4. RECORD SERIES TITLE

PURCHASE ORDERS

AND USKED AS ATUNIT FOR < T

REFERANCK AS WELL AS RETENTION AND DISPOS|TION PURPOAFS

3. EARLIEST YEAR/LATEST YEAR
1988 o 1991

TN

THE SERIES.

PURCHASE ORDERS FOR SERVICES, SUPPLIES, AND EQUIPMENT.

BRIE THE TYP oA UEN] MBS POUNM
§. RECORD SERIES DESCRIPTION | FLY DESCRIRK X3 OF INFORMATION/DOCUMENTS/FO o,
INCLUDE THE PURPOSE GR FUNCTION OF THK SEFIES ’

? . RECORD SERIES FORMAT(S)
X LETTER SI12E O MICROFILM -
J LEcAL sSizE 0O COMFUTER TAPE
J BOWLND BOOK

j .;mo TAPE

O OTHER(SPECIFY)

0 FLOPPY DISK

O VIDEOQ TAPE

-

8. RECORD SERIES. SEQUENCE
O ALPHAEETICAL
0O NUMERICAL

X8 cHroroLoGicAL

0 GEoeRAPHICAL

0 OTHER(SPECIFY) - -- - --

9. VoLLME .

0 FILE DRAYER(S)
O MICROFILM REEL(S)
O CoMPUTER TAFPE(S)

NUMBER g oTHER(SPECIFY)

10. ANNUAL ACCLMULAT ION
0O FILE DRAWER(S]
O MICROFILM REEL(S)
- RUONEZY O COMPUTER TAPE(S|
a G’T'HEPIGP'-'C!EYJ

1. Fiee 1S USED . - -

n

—-——

mm— T

12~ _ FILE-BECOMES INACTIVE-AFTER

n "

117.

0 yEs X nNoO

INDEX SYSTEM USED?T {(1F YRS.E2PLAIN
BRIZFLY ANKD DESCRIBEE ANY HAHQ.ARE/UQ”'ARR)

Retain 3 years, thendestidy.

O mAlLY 0 wEEKLY XT MONTHLY 1 O MONTH(S) KN YEAR(S)

l 13. CQURRKRENT Locxrlou(é) (E!—DG. ,FLOOR , ROCM } 14. 1S R-ECORD SERIES DUPLICATED ELSE¥WHERE?

POLICE DEPARTMENT t1r vyzs, sreciFry raENcY OR OFFicCE]) o
| Zes - - SRR '
| 1S. ACCESS RESTRICTIONS Q yes X No 16. AUDIT REQUIREMENTS
| {1 y=s, ci1Tx vAaw({s) & rEGuULATION(S) .
! - O NenE O sSTATE O reEperaL XB (NDEPENDENT
| IS AN

18. RECOMMENDED RETENTION

PR .

g -

oy

—n b oy

‘NAME AND TITLE OF PREPARER

-.PETER D. CHRISTENSEN
RECORDS MANAGER

290. TELEPHONE NUMEER

(301) 222-8750

21. DATE

9/10/91

DGS 330-4 [(REVLISED 2/87)




o

I HSTRUCTIONS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REV ISED RECORD SERIES. FORYARD
¥ITH RECORDS RETENTION SCHEDULE
(OGS 380-1)

DEFARTMENT OF GENERAL SERYICES
RECORDS MANAGEMENT p|ViISION
7273 WATERLOO ROAD
P.O. BOX 273
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTURY

pace 96 or _71

1. ARTMENT / AGENCY
ANNE ARUNDEL COUNTY

2. Divigsicont

POLICE DEPARTMENT

3. WNIT

RECORDS

A GROUP OF RKLA ’
JEFINITION-RECORD SERIES- TED RECORDE NORMALLY PFILRES AND USED AS A UNIT FOR
REFERENCE AS EELL AS RETENTION AND DtSpo

JTION PUBRFOIES

4. RECORD SERIES TITLE

PETTY CASH TRANSACTION RECORDS

3. EARLIEST YEAR/LATEST YEAR
1988 To 1991

‘tN THE SERIJES.

BRIKF -
§. RECORD SERIES DESCRIPTION ( ] LY DESCRIBRE THE TYPKS OF lNPQmTION/DOCWB/POM FOUND |
INCLUDE THE PURPOSE OR FUNCTICON OF THX SEFFIES |

RECORDS OF PETTY CASH (under $25.) PURCHASES.

| 7. RECORD S&RIES FORMAT(S)

XK LETTER SI1ZE MICROFILM -

J LEGAL SI1ZE COMFUTER TAPE

2 BOUND BOOK

o
a
O FLOPPY DIsSK
a

10 TAPE VIDEC TAPE

O OTHER(SPECIFY)

- -

8. RECORD SERIES. SEQUENCE
O ALPHABETICAL

O NUMER!CAL

B arronoLosicat,

O GEOCRAPHICAL

O OTHER(SPECIFY) -

9. VOLUME .
O FILE DRAWER(S) -
O MICROFILM REEL(S)
O COMPUTER TAPE(S)
NUMBER O oTHER(SPEC!FY)

10. ANNUAL ACCLMULAT ION
- O FILE DRAYER(S)
O MICROFILM REEL(S)
- RUGEPE O COMPUTER TAPE(S)
O omrp(sSpecIiEY)

11

ALL SECTIONS, DISTRICTS OF
POLICE DEPARTMENT.

< “FiLE 1S UsSED._ T T — _ | 12- FiLE BECOMES INACTIVE AFTER . - :
O pAILY 0 vEDIQY X MONTHLY ) 1 O MoNTH(S) ‘X8 YeAR(S) 5
181210:3:4: %
13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROCM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERS?

t1r vyes,

X®B YEs 0O No

APECIFY JQENCY OR OFWFICE)

MANAGEMENT PLANNING

ACCESS RESTRICTIONS
{1 vyes,

15.

QO yEs #NO
c1TE tAw({s) & rEaguLaTION(S)

- O NonE O

16. AUDIT REQUIREMENTS

STATE O reEperaL X8 INDEPENDENT

17.

QyEs XX NO

IS AN INDEX SYSTEM USED? (1w yES.EXPLAIN
BRIRFLY AND DESCRIBE®2 ANY HARDRARE/ SOFTEARE)

i8.

RECOMMENDED RETENTION

Retain 3 years, then destroy.

1
’. NAME AND TITLE OF PREPARER

-PETER D. CHRISTENSEN
RECORDS MANAGER

20. TELEPHONE NUMEBER

(301) 222-8750

21. DATE

9/10/91

DGS 5%0-4 (REVLISED 2/87)




INSTRUCTIGNS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEY OR

REVISED RECCRD SERIES. FORYARD
¥iTH RECORDS RETENTION SCHEDULE T

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO RQAD
© p.O. BOX 273 o

AGENCY RECORDS INVENTORY

{DGS 580-1) JESSUP, MARYLAND 20794 pace 37 or _J1
1. ARTMENT [ AGENCY 2. pIvISIOoN 3. UNIT
NNE ARUNDEL COUNTY POLICE DEPARTMENT RECORDS N

DEF INITION - RECORD SERIES.A OMOUF -OF RELATED RECOADS MORMALLY FILED AND USED AS A UNIT FOR

19N PURPORES

4. RECORD SERIES TITLE
FLSA SHEETS

REFERENCE AS "BLL AS RETENTION ANO DIAPO

- .- 5. EARLIEST YEAR/LATEST YEAR
1987 o 1991

4N THE SERIES.

¢. RECORD SERIES DESCRIPTION (PRIIFLY DESCRIBE THE TYPES OF lnromrror«/nocmfs,rom FOUND

WEEKLY BASIS TIME RECORDS OF EMPLOYEES COVERED BY FLSA REGULATIONS.

INCLUDK THE PURPOSE OR FUNCTION OF  THK- BEFIES )

7. RECORD SERIES FORMAT({S) 8.

X LETTER S1ZzE O MICROFILM -

Jd LEGAL SIZE O COMFUTER TAPE 0 NUMERICAL

3 pouND BOOoK O

'I.LJDIO TAPE O

J OTHER( SPECIFY) -

FLOPFY DISK

VIDEO TAPE

RECORD SERIES. SEQUENCE 9.

X3 arPHARETICAL
O CHRONOLOGICAL
0 GEOCRAPHICAL

C oTHER(SPECIFY) -~ - -

VOLLME )

C FILE DRAWER(S) -
O MICROFILM REEL(S)
O COMPUTER TAPE(S) -

NUMBER g OTHER({ SPECIFY)
FILE FOLDERS

ANNUAL ACCUMULAT ION
O FILE DRAYER(S)

- - O MICROFILM REEL(S)
_ RUEE?ZE O COMPUTER TAPE(S)

10.

-~

O o rER{SPeCIEY)

11,

FILE 1S USED __
Q pAlLY

R wrxay o

12. piLE BECOMES INACTIVE AFTER S

1 O MoNTH(S) XB yeEAR(S
RUNEET (s) (s

13. CURRENT LOCATION(S) (BLDG.,FLOGR,ROOM)
DISTRICTS, SECTIONS

1S RECORD SERIES DUPLICATED ELSEWHERS?

tir yEs, srECiFY saENCY Om OFFicE)
0 vyes X8 no

14,

1S. ACCESS RESTRICTIONS
{17 ves,

B yes g No
ci1TE LAW{s]) & rEauLATION(S)

16. AUDIT REQUIREMENTS

- O NenE XX STATE XX FEDERAL O INDEPENDENT

17. 1S AN INDEX SYSTEM USED? (10 YRS.EPLAIN
BRIEFLY AND DESCRIBE ANY MARDRARE/ BOFTWARE )

0Oyes X NO

18. RECCOMMENDED RETENTION

Retain 4 years or until replaced by new
payroll system, then destroy.

NAME AND TITLE OF PREPARER

-PETER D. CHRISTEXSEN
RECORDS MANAGER

20.

TELEPHONE NUMBER
(301) 222-8750

21. DATE
7/29/91

DGS 35%50-4 (REVISED 2/87)




INSTRUCTIGNS - ~TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD
TITH RECORDS RETENTION SCHEDULE
[DGS 38D -1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROAD
P.O. BOX 273
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

pace 58 or _71

2.

_I‘AR!'HENT [ AGENCY

ANNE ARUXNDEL COUNTY

DivisIOon

POLICE DEPARTMENT

3. WNIT

RECORDS

- A aAarour
DEFINITION-RECORD SERIES- OF RELATED RECORDS .
REFERENCE AS WELLIL AS RETENTION ANT Q'S’Q!LTION PURPOSES

NORMALLY FILED AND UKD AS A UNIT POR -

4, RECORD SERIES TITLE

MSA TIME SHEETS

5. EARLIEST YEAR/LATEST YEAR
1987 +to 1991

s.
MN FHE SERIES.

RECORD SERIES DESCRIPTION (PR!‘FLT DEBCRIRBE THX TYPKS OF lNFOMT!ON/DOCWT!/?OM FoOuUMD |

INCLUDE THE PURPOSE OR FUNCTION OF THX sSEFRtES |

FORMAT(S) 8.

RECORD SERIES. SEQUENCE 9

J LETTER SiZE O MICROFILM - X ALPHAEETICAL 0 FILE DRARER(S)
0 MICROFILM REEL({S)
J LEcAL SizE O COMFUTER TAPE 0 NUMERICAL 1-3 0 comPUTER TAPE(S)

. X NMUMBER
pook O rFLOPPY DISK O CHRCNOLOGICAL FILE FOLDERg’THER(SPECXFY)
WDIO TAPE 0O VIDEO TAPE ln} OGRAPH I CAL ]
= ! 10. ANNUAL ACCUMULATION
Xd OTHER(SPECIFY) . - 0 oTHER(SPECIFY) - - - -- O FILE DRAWER(S)

. VOLUME

O MICROFILM REEL(S)
- RUNEPE U COMPUTER TAPE(S)

11°X 14 : o -

O oT-ER(SPECIEYY

1. piLg 1S"USED ™ T 7 0 -

g pAalLY XK weErLY o

. FILE BECOMES INACTIVE AFTER
1 O MONTH( S) ¥ YEAR(S])

5 4’

13. CURRENT LOCATION(S) (BLDG.,FLOQR,ROCM)
DISTRICTS AND SECTIONS.

14. 1S R:ECORD SERIES DUPLICATED ELSEYHERE?
t1r y=s, serEcirFy saENCY OR OFFicE)

¥ yEs 0O No POLICE PERSONNEL, PAYROLL

XX YES a no
citx vaw{s) & rEautaTION|S)

ACCESS RESTRICTIONS
{1r yes,

15.

16. AUDIT REQUIREMENTS

- o NenE X sTate XX FEpERAL O INDEPENDENT

17. IS AN INDEX SYSTEM USED? (1 vyeS.E>XPLAIN

BRIEFLY AND DESCRIAE ANY HARDIAR&/ SOFTWARE )

O yes CO NoO

18, RECCMMENDED RETENT ION

Retain 1 year, then destroy.

NAME AND TITLE OF PREPARER

-PETER D. CHRISTENSEN
RECORDS MANAGER

20.

TELEPHONE NUMEER
(301) 222-875Q

21. DATE
7/29/91

DGS 330-4 (REVISED 2/87)




INSTRUCTIQNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEY OR

REVISED RECORD SERIES. FORWARD
¥{TH RECORDS RETENTION SCHEDULE

DEFARTMENT OF GENERAL SERV ICES
RECORDS MANAGEMENT pivISION

AGENCY RECORDS INVENTORY

72738 WATERLOO RQAD
P.O. BEQX 273

pace 59 or 71

(DGS 830-1) JESSUP, MARYLAND 20794
1. ARTMENT [ AGENCY 2. DlVISION 3. wNIT
ANNE ARUNDEL COUNTY POLICE DEPARTMENT RECORDS

- c. a . . - - r——— -
CEF INIT1ON - RECORD SERIES.® GNOUP OF AKLATED RXCORDS NORMALLY FILED AND USKD AS A UNIT FOR

4, RECORD SERIES TITLE

INTEROFFICE CORRESPONDENCE

REFERENCE AS WELlLL A% RETENTION AND DISM!W

5. EARLIEST YEAR/LATEST YEAR
To

GENERAL CORRESPONDENCE KEPT 1IN

4N THE SERIES. .

§. RECORD SERIES DESCRIPTION (BRIIPLT DESCRIBE THE TYPKES OF lnrcmvlon/bocumns/rcm PFOUND
INCLUDK THE PURFPOSE OR FUNCTION OF THE SEFTES)

PERSONAL AND DEPARTMENT FILES.

7. RECORD SERIES FORMAT(S)

X LeTTER S1ZE O MICROFILM -

J LEcar sS1zE O COMFUTER TAPE

J oD BPOOK O FLOPPY DISK
10 TAPE O VX-DEO TAPE

J OTHER(SPECIFY)

-
L

8. RECORD SERIES. SEQUENCE
0 ALPHAEBETICAL
O NUMERICAL

X CHRONOLOG I CAL,

9. VOLUME )
XP FILE DRAWER(S) -
O MICROFILM REEL(S)
2 O COMPUTER TAPE(S)
NUMBER 0 orHER(SPECIFY)

0 c=ochAPHICAL

O OTHER(SPECIFY) - - -

10. ANNUAL ACTLUMULATION
O FILE DRAYER(S)
. O MICROFILM REEL(S)
_ RUNE?E U COMPUTER TAPE(S)

O cmER(SPECIEY )

V1. prLE~1S USED.. T T T L

X® paiLy O wEEKLY

T —— - - ialiaiated
————

O MoNTHLY 6

~12. pFiLE- BECOMES INACTIVE AFTER - -
X meeerH(S)

h"

° G yeEAR(S)

t3.

CURRENT LOCATICN(S)] (EBLDG.,FLOOR,ROOM)

XYES O NO

14. IS RECORD SERIES DUPLICATED ELSEWHERE?
t1» vyzs, sPreciFry raEncy or OFFicE)

VARIOUS

15S. ACCESS RESTRICTIONS

{17 ves,

Q yes
ci1Tx LAwW(s) & rEcuLATION(S)

XX NO 16.

AUDIT REQUIREMENTS

- B nonE U STATE O FEDERAL DO INDEPENDENT

17. 1S AN INDEX SYSTEM USED?

O yes @ NO

{17 yYEs.E>PLAIN
BRIEFLY AND DESCRIBE ANY HARDRARE/ SOFTYARE )

18. RECCMMENDED RETENTION' '

Retain 4 years, then destroy.

DA
E A
3

NAME AND TITLE OF PREPARER

-PETER D. CHRISTENSEN
RECORDS MANAGER

20, TELEPHONE NUMEER

(301) 222-8750

PGS 330-4 (REVISED 2/87)




L

1STRYCT JQNS- -TYPE OR PRINT A
PEPARATE FORM FOR EACH NEWY OR

DEFARTMENT OF GENERAL SERYICES
RECORDS MAMNAGEMENT DiVISION

AGENCY RECORDS INVENTURY -

RV ISED RECORD SERIES. FORWARD
71TH RECORDS RETENTION SCHEDULE
DGS $350-1)

7273 WATERLOO RQAD
P.O. BXOX 273
JESSUP, MARYLAND 20794

Pace 60 or _71 .

2. plvision

x.!liuauanvAaann
AMe_Arundel Co.

Police

Technical Services

3. uNIT

Evidenge Collection
& Identification

DEFINITION-RECORD SERIES-

A GROUP OF REKLATED RECOADS NORMALLY KFILED

AND USED AB A UNIT PFOR

RECORD SERIES TITLE
Mug Shots

4.

REFERENCE AS YELL AS RETENTION AND DISPOSITION PURPOAESR

% . EARUIEST YEAR/LATEST YEAR
1940 +to Present .

‘IN 'FHE SERIES.

shots are also kept in a separate file.

-]
6. RECORD SERIES DESCRIPTION (BRIIFLY OESCRIBK THE TYPES OF INPOMT!QN/QOCWTS'/PORH’! PFOUND

Mug shots are kept for all persons arrested by the Department.

INCLUDR THE PURPOSE OR PFUNCTICN OF THE SERIES)|

Applicant mug

7. RECORD SERIES FORMAT(S}

O LETTER SI1ZE O MICROFILM

O LEGAL SI1ZE O COWMFUTER TAPE X NvERICAL

&) PpooK O FLOPPY DISK

o TAPE DO VIDEO TAPE

~

8. RECORD SERIES SEQUENCE
0O ALPHABETICAL

O CHRONOLOGICAL,
0 GEOGRAPHICAL

VOLUME .
& FILE DRAWER(S) -
O MICROFILM REEL(S)
37 O COMPUTER TAPE(S)
NUMBER 0 orpzR(sPECIFY)

10. ANNUAL ACCUMULATION

Police Headquarters, First Floor

X otHER(SPECIFY) Photo 0 OTHER{SPECIFY) R FILE DRAWER(S)
Negative 5 O MICROF ILM REEL(S)
ROUNEPE O COMPUTER TAPE(S)
- 0 OTHER({SPECIFY)
1. piLE 1S usED — - —— = -| 12~ _FILE-BECOMES INACTIVE_ AFTER - -
. b O MoNTH{S) o N/A =
X DAILY 0 YEEKLY O MGNTHLY RoTErYT MCNTH( S ) YEAR(S) =
13. CURRENT LOCATION(S] {BLDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPLICATED ELSE¥HERE?

ti1» vyes, seEciry raExcy om orrice)
CYyEs B NO

BRIEFLY AND DESCRIRE ANKY HARDWARE/SOFTWARK )

XX{yes 0 No AACJIS
Index (PAT Card) File

15 . ACCESS RESTRICTIONS B{YES 0O nNo 18. AUDIT REQUIREMENTS
(1r yEs, ci1Te tAaw(s} & rREGuLATION(S) o O 1roEr
Criminal History O NonE )? STATE FEDERAL NDEPENDENT
. 18 1 Jm>e

17 IS AN INDEX SYSTEM USED?Y {(I1r YES.EPLAIN 1s. ReC £ JoN

Retain until subject 80 years of age
or proof of death, then destroy.

20,

‘.lruuzlum TITLE OF PREPARER
Pergeant R.E. Forest

TELEPHONE NUMEER
(410)222-8800

DATE
12-06-91

21.

DGS 33%50-4 {REVISED 2/87)

_

PRI T o -y e




--TYPE OR PRINT A DEFARTMENT OF GENERAL SERVICES
PARATE FORM FOR EACH NEW OR 'RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVENTURY
1SED RECOR SERIES. FORRARD 727% WATERLOO ROQAD

1TH RECORDS RETENTION SCHEDULE P.O. BIX 273

pace 61 or 1

DGS 880-1) JESSUP, MARYLAND 20794

l:‘\ ARTMENT /| AGENCY 2. DiviSION 3. WNIT Evidence Collection
Anne. Arundel Co. Police Technical Services & Identification

A GRO Q co -] unN ]
DEFINITION-RECORD SERIES- ur ” RRXLATED RK ROS NORMALLY FILED AND USKED AS A 1T ro

4. RECORD SERIES TITLE
Fingerprint/Palmprint Records

REFERENCE AS WELL AS RETENTION AND DISPFOSITION PURPOSEN

8. EARLIEST YEAR/LATEST YEAR
1940 4oPresent

6. RECORD SERIES DESCRIPTION (°PR!XFLY DESCRISK THX
4N THE SERIES.

impressions recorded.

A;l persons arrested by the Department for misdemeanors and felonies have their
fingerprint impressions recorded. Certain persons also have their palmprint

TYPRS OF lNPORIlAT‘ON/DOCUIEHTG/POm FOUND
INCLUDE THME PURPOSE OR FUNCTION OF THK SERIES)

]

{ 7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME -
\ - e - = -
| O LETTER Si1zE O MICROFILM O ALPHAEETICAL § FILE DRAWER(S) -
. O MICROFILM REEL(S)
| O LEGAL Si1ZE O COMFUTER TAPE O NUMERICAL 25 O COMPUTER TAPE(S )
| NUMBER g OTHER{ SPECIFY)
pooK O FLOPPY DISK O cHRONOLOGICAL .
o
WD1O TAPE VIDEO TAFE O GEOCRAPHICAL 10. ANNUAL ACCUMULAT ION
XomEr(speciFy) Fingerprint/ XXotHER(SPECIFY) O FILE DRAYER(S)
Palmprint Card 1 O MICROFILM REEL(S)
— Henry_Classification RUNEYR O COMPUTER TAPE(S)

O comrR(SPECIFY)

1. wiLE 1S USED — - e = -

XX palLy O wEEKLY O MoNTHLY

12. FiLE-BECOMES INACTIVE AFTER ; -

=

13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM)
Police Headquarters, First Floor

O MONTH(S) T YEAR(S) N/A

14. 1S R.Ecom SERIES DUPL ICATED ELSEYHERE?
tir yEs, serEciFY raency or orFrice)

XXvyes DO No CJIS, FBI

| 15. ACcESS RESTRICTIONS . RXyEs O no

Criminal History

16. AUDIT REQUIREMENTS

O NoiE B STATE O FEDERAL O INDEPENDENT

! {1r yes, ciTx tAw(s] & rEGurLaTION(S)

17. 1S AN INDEX SYSTEM USED?T (1w yES.E)QPLAIN
BRIEFLY AND DESCRIBE ANY HARDWARE/SOFTWARE)

Index (PAT Card) File

18. RECOMMENDED RETENTION

Retain until subject 80 years of age
or proof of death, then destroy.

Sergeant R.E. Forest (410) 222-8800

‘._NAME AND TITLE OF PREPARER 20. TELEPHONE NUMEER 2%. DATE

12-06-91

DGS 330-4 [REVISED 2/87)

|
i




HSTRUSTIQNS - -TYPE OR PRINT A
IEPARATE FORM FOR EACH NEY OR

£V ISED RECORD SERIJES. FORWARD
[1TH RECORDS RETENTION SCHEDULE
DGS 350-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIV1SiON
7278 WATERLOC ROAD
P.O. BOX 273
JESSUP, MARYLAND 26754

AGENCY RECORDS INVENTURY -

pace 62 or 71 .

2. DIVISION

_.‘!;ARH&DHVAGENCY
~Anne Arundel Co.

Police

Technical Services

3. WIT Evidence..Collection
&Identification

REFERINCE AS XELL AS

A GROUP OF RELATED RECORDS NORMALLY FILED AND USK S A UNIT FOR
PEFINITION-RECORD SERIES- D A
RETENTION AND DISPO

TION PURFOARY

. - .

t. RECORD SERIES TITLE
PAT Card File

B. EARLIEST YEAR/LATEST YEAR
1960 1o Present :

4N 'FHE SERIES.

and FBI numbers and SS numbers.

8 OF INFO toN/DOC TS /FORMS POUND,
6. RECORD SERIES DESCRIPTION (nnlxm.'r DESCRIBE THE TYPX 1 RMAT / UMENTS /

Each person arrested by the Department has a PAT Card completed. This is a
4X6 card with the fingerprint impressions taken of the right hand and con-
taining certain identifying data, such as Henry classification, local,
On the reverse side is a brief description of

INCLUBE THE PURPOSE QR FUNCTION OF THK SEFRIES)

state,

the charge. Applicants also have a PAT Card in the file.
7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME -
. 3 X& : y -
O LETTER SI1ZE O MICROFILM BXALPHAEETICAL FILE DRA¥ER(S)
O MICROFILM REEL(S)
O LEGAL SI1ZE O COMFUTER TAPE O NUMER!CAL 17 O COMPUTER TAPE(S)
NuUMBE
! BoOK 0O FLOPPY DISK O CHRONOLOGICAL © O OTHER(SPECIFY)
‘ gt 10 TAPE O VIDEOC TAPE O czocrAPHICAL ‘0. AcC 10N
| XX omHER(SPECIFY) 4X6 Index O oTHER(SPECIFY] R FILE DRAYER(S)
| card 1 O MICROFILM REEL(S)
[ KRGLEPR 0 COMPUTER TAPE(S)
. N O crERp{speCclEY]
[ 11. yiLE 1S USED - —— = =] ¥ _FiLEBECOMES INACTIVE- AFTER - . _
! . e =
i XX DALY O ¥EEKLY O MoNTHLY O MoNTH(S) 0 YEAR(S) s

i::. CURRENT LOCATION(S)] (BLDG.,FLOOR,ROOM)
. Police Headquarters

RUREEH N/A
1S RECORD SERIES DUPLICATED ELSEWHERE?

tir vyes, sereciry sraEexcy or orrice)
0O YyES EXNo

14.

15. ACCESS RESTRICTIONS BXYES O Nno

{17 ys, c1Tx LAm|3) & rEGuULATION(S)
Criminal History

16. AUDIT REQUIREMENTS

Knonwr DO STATE O FEDERAL O INDEPENDENT

17. 1S AN INDEX SYSTEM USED? (tr YRES.EXPLAIN

BRIEFLY ARD DESCRIBE ANY HARDNARE/ SOFTWARE )

Oyes O pno N/A

18. RECOMMENDED RETENTION

Retain until subject 100 years of age
or proof of death, then destroy.

il’ NAME AND TITLE OF PREPARER 20.

sergeant R.E. Forest

TELEPHONE NUMEER

(410)222-8800

21. DATE

12-06-91

DGS 580-4 [REVISED 2/87)

[ v
sty 1 S




| HSTRUCT QNS --TYPE OR PRINT A
BEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD
1TH RECORDS RETENTION SCHEDULE

'DGS 380-1) JESSUP,

I?_EPARTN@T OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROAD
P.O. BOX 275

MARYLAND 20794

AGENCY RECORDS INVENTURY

Pace 63 or 71

1. ‘MIA@CY 2. DIYISION

"Anne Arundel Co. Police

Technical Services

3. WNITEvidence.Collection
& Identification

A arno | 4
SEFINITION -RECORD SERIES- UPr OF RELATED RNXCORDS NORMALLY ILED AND USED AS A UNIT FOR
REFERENCK AS WELL AP RETENTION AND DISPOSITION PURFOSES

4, RECORD SERIES TITLE

Case File with notes and Chain of Custody forms

5. EARLIEST YEAR/LATEST YEAR
1974 4+ Present

N THE SERIES.

forms, and other relevant information.

¢. RECORD SERIES DESCRIPTION (BRIIP‘L\’ DESCRIBE THE TYPES OF INPOMTIQN/DOCMTB/NM PFOUND

Each case processed by crime scene technicians is documented with a case file.
This file contains original and subsequent notes, a report, chain of custody

INCLUDE THE PURPOSE OR FUNCTICN OF THE SERIES)

sl

7. ggpoaﬁ'sznxzs FORMAT(S)
MICROF ILM
COMFUTER TAPE KnwericaL
FLOPPY DISK

a
a
Q
io TAPE O VIDEO TAPE
FY

8. RECORD SERIES SEQUENCE 9.

O ALPHAEETICAL

O CHRONOLOGICAL
0 GEoGRrAPHICAL

) O OTHER(SPECIFY)

VOLUME '— ]
@YFILE DRAWER(S) -
U MICROFILM REEL(S)
21 0 coMPUTER TAPE(S]
NUMBER 0 oTHER(SPECIFY)

10. ANNUAL ACCUMULATION
PXFILE DRAWER({S)

5 O MICROFILM REEL(S)

ROGEPRE O COMPUTER TAPE(S)
. O cmyrplsSPeEciEY)

RS
z

O pAILY B eweEBRQY

FILE 1S USED - s — & N

12~ _FILE BECOMES INACTIVE-AFTER -
O MONTH(S) O yeEar(s)} Varies
RUNERH

—
=

{ 11. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM|

Police Headquarters, First Floor

14. 1S RECORD SERIES DUPLICATED ELSE¥YHERE?

ti1r vy=s, srecirFy soENcY Or OFFicE]
O YyEs XXNO

' 18. ACCESS RESTRICTIONS

(17 ves,

XXYEs O nNo
ci1Tx tAw{s]} & rEguLATION(S)

16. AUDIT REQUIREMENTS

X nNone O STATE O FEDERAL O INDEPENDENT

17. 1S AN INDEX SYSTEM USED?! {1y vyRS.EOPLAIN

' BRIEFLY AND DESCRIRE ANY HARQIARQ/ SOFTHNARE )

BXyes ©o nNo AACJIS, Incident

Reporting, ECU Log Book

i
i
'
1
1

-~

18. RECOMMENDED RETENTION
B S ‘
Retain accident processing 3 years, retair
misdemeanors w/out arrests 2 years, misde-
meanors w/agrest 10 years, and felonies
50 years, then destroy. ‘

‘__NANE AND TITLE OF PREPARER 20.

\ékrgeant R.E. Forest

TELEPHONE NUMEER
(410)222-8800

[ DS

21 'DATE Y

12-06-91

DGS %30-4 (REVISED 2/87)

o e




STRYCTIGNS - - TYPE OR PRINT A
PARATE FORM FOR EACH NE¥ OR

ISED RECORD SERIES. FORWARD
ITH RECORDS RETENTION SCHEDULE
DGS 380-1)

TMENT Ex
mcomms mancomn Dieimion | AGENCY RECORDS INVENTURY
72783 WATERLOQO RQAD

P.O. BOX 278
JESSUP, MARYLAND 20794 pace 64 or 71

]
t

LR

._!!'mwwaﬂVAaaxw
ne Arundel Co. Police

2. blvision

3. WNIT Evidence -Collection
Technical Services

& Identification

bEF INITION -RECORD SERIES.A ROUP

REFERENCE AS WELL AS RETEKNTION AND DISPOSITION PURPOSEW

CF REKLATED RECORDS NORMALLY FILED AND USKD AS A UNIT FOR

I, RECORD SERIES TITLE
lLatent Prints

5. EARLIEST YEAR/LATEST YEAR
1970 yo Present

IN
When latent prints are re
are identified. On identi
if appropriate (Victim's

s . RECORD SERIES DESCRIPTION (DRIIFLT DESCRIBE THE TYPES OF INFOMTION/DOCMTB/POM FOUND

THE SERIES. JHCLUDKE THE PURPOSE OR FUNCTION OF THEK SEFRIES)

covered at crime scenes, they are filed until suspects

fication, they are retained if ‘evidence, or destroyed
prints, etc)

sl

7. RECORD SERIES FORMAT(S)

O LETTER S1ZE 0O MICROFILM

O LEGAL SIZE U COMFUTER TAPE

a BOOK O FLOPPY DIsK
1o TAPE 0O VIDEO TAFE

X OTHER( SPECIFY)

Latent Print Card

P

8. RECORD SERIES SEQUENCE 8. VOLUME

O ALPHAEETICAL X& FiLE pRAWER(S)
O MICROFILM REEL(S)
XXNuERICAL 9

O COMPUTER TAPE(S)
O CHRONOLOGICAL B OTHER(SPECIFY]

a OGRAPHICAL
= ! 10. ANNUAL ACCTUMULAT ION

0 OTHER(SPECIFY) X& FILE DRAWER(S)
2 0O MICROFILM REEL(S}
RGIEPE U COMPUTER TAPE(S|
B omEr(sSpeciryY)

FILE 1S USED — - — e —+ 125 FiLE BECOMES INACTIVE -AFTER i -
O pAILY Bermay O MGNTHLY ) O monTH(S) g year(s) N/A N
RUREEN _
13, CURRENT LOCATION(S) (ELDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?
tir yes, serciry raEncy orR orFrFice)
Police Headquarters, First Floor 0 YES XX No
13, ACCESS RESTRICTIONS X8 vES O No 16. AUDIT REQUIREMENTS
(1r Y3, c1vx LAW(s8] & rREauLaTION(S])

X¥nenE O STATE O FEDERAL O INDEPENDENT

ECU Log Book, Case Files

17. 1S AN INDEX SYSTEM USED?! (1» vyRS.EXPLAIN
BRIEFLY AND DESCRIBE ANY HARDWARE./SOFTWARE)

. . . . tai isdemeanors w/out arrests 2 years,
XM yes O no AACJIS,Incident Reporting, Retain m

18. RECOMMENDED RETENTION

Retain misdemeanors w/arrests 10 years, and
retain felonies 50 years, then destroy.

NAME AND TITLE OF PREPARER

Sergeant R.E. Forest

20. TELEPHONE NUMEER 21. DATE

(410)222-8800 12~-06-91

DGS 350-4 (REVISED 2/87)

 TaRrs, = - ——— e -1 -




JNSTRUGTIONS - ~TYPE OR PRINT A
SEPARATE FORM FOR EACH NE¥ OR
REVISED RECORD SERIES. FORWARD
¥ITH RECORDS RETENTION SCHEDULE
(DGS 880-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTURY

72785 WATERLOO ROAD
P.O, BOX 2753
JESSUP, MARYLAND 20794

Pace 65 or 71

1, ARTMENT / AGENCY

“Anne Arundel Co. Police

2. DlvisSion
Technical Services

3. WNIT Eyidence-Collection

& Identification

DEF INITION - RECORD mlES-A GROUP OF RELATED RECORDS
REFERENCE AS WEILL AS RETENTION AND DIsPros

NORMALLY FlLxD

4, RECORD SERIES TITLE

Photo Log

AND USED AR A UNIT FOR
1TION PunronEs

5. EARLIEST YEAR/LATEST YEAR
1970 vo Present

tN THE SERIES.

B -]
RECORD SERIES DESCRIFPTION ‘ RIEFLY DESCRI{BE THE TYPES OF INFOMTIQN/DOCWTBINM PFOUND |
INCLUDE THME PURPOSE OR FUNCTION OF THEK SEFRIES|

Each time a person is photographed in the Department, his name and local
identification number is entered onto the Photo Log. On completion of each

page of the log, it is sent to the Unit as a cross reference to locate mug
shots if they are missing.

]

7. RECORD SERIES FORMAT(S)
KLeTTER SI1ZE O MICROFILM
J LEGAL S1zE 0O COMPUTER TAPE
g pooK O FLOPPY DISK
10 TAPE 0O VIDED TAPE

0 OTHER{ SPECIFY)

=

8. Ezmma:széuﬁiszqgmcs
O ALPHABETICAL
O NUMERICAL
XX CHRONCLOG I CAL,
0 GEOGRAPHICAL

0 OTHER(SPECIFY)

3. VOLUME

UlﬂLé.DRA'ER(S)
15 O MICROFILM REEL(S)
0 COMPUTER TAPE(S)
Nuund;CJOTHER(SPECIFY)
small binder

10. ANNUAL ACCUMULAT ION
O FILE DRAWER(S)
1 O MICROFILM REEL(S)
RUIBEZR O COMPUTER TAPE(S |}

1. piLE 18 USED — - -

Q pAILY

EXW'EE!‘C.‘I...Y

——
—— e

O MeNTHLY 3 X

- 127 —p 1L E BECOMES 1INACTIVE AFTER

BXomrRisPeciEY)

MCNTH( S ) T YEAR(S)

4 4'

fam

Police Headquarters,

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

First Floor

14.

Q YeES

1s RECORD SERIES DUPLICATED ELSEWHERE?
tir yes, speciry raEncy or oFrFice)

K3no

15. ACCESS RESTRICTIONS
(1r ves,

Criminal History

g XYES
cI1Tx tAaw({s) & rxguLaTION(S)

O NO 16,

AUDIT REQUIREMENTS

XKnonr O STATE O FEDERAL O INDEPENDENT

17.

0 yes XXX NO

1S AN INDEX SYSTEM USED? {1r YRS, PLAIN
BRIEFLY ARD DESCRIRE ANY HARDRARE/ BOFTWARK )

RECONMMENDED RETENT ION

Retain 5 years, then destroy.

‘M AND TITLE OF PREPARER
S

ergeant R.E. Forest

20. TELEPHONE NUMEER

(410)222~-8800

21. DATE

12-06-91

DGS 3%0-4 (REVISED 2/87)




INSTRYCTIGNS - -TYPE OR PRINT A DEFARTMENT OF GENERAL SERVICES

SEPARATE FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVENTORY

REVISED RECORD SERIES. FORWARD 7278 WATERLOO ROAD

¥1TH RECORDS RETENTION SCHEDULE P.O. BOX 273 pace 66 or 71

(DGS 380-1) JESSUP, MARYLAND 20794 —_— —

Im/;\m 2. DIVISION 3. WNITEyidence Collection
Anne Arindel Co, Poljce | réchnical Services & Identification

A CGROUP OF RELATED RECORDS NOMRMALLY FILED AND USED B2 A UNIT FOR
DEFINITION-RECORD SERIES- A

© o

REFERENCE AS WELL AS RETENTION AND DISPOSITION PUNPOSER

4. RECORD SERIES TITLE 5. EARLIEST YEAR/LATEST YEAR

Daily~ Arrest Report 1988 roPresent

6. RECORD SERIES DESCRIFTION (BRII”LY DESCRIBK THE TYPKS OF lNFOMT!ON/DOCWT!/NM PFOUND
‘IN 'FHE SERIJES. . INCLUDE THME PURFOSE OR PUNCTION OF THEK SEFRIES)
The Daily Arrest Report is used to verify that the required booking data is
received by the Booking Supervisor. The data is checked off and then processed.

M

NUMBE
R g SPECIFY
pook O FLOPPY DISK XX CHRONOLOG 1 CAL OTHER({ !

Data Binder

| 7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLULME ) -
! - | a 3 YER(S

! O LETTER SI1ZE O MICROFILM O ALPHABETICAL FILE DRA {s)

i O MICROFILM REEL(S)

{ D LEGAL SIZE D COMFUTER TAPE 0 NUMERICAL 3 O COMPUTER TAPE(S )

i

!

1o TAPE U VIDEO TAPE O GEoGRAPHICAL 10. AcC Tion
X OTHER{ SPECIFY) 0 OTHER(SPECIFY) O FILE DRAWER(S])
1 O MICROFILM REEL(S]
! Computer Sheets :

ROREPE O COMPUTER TAPE(S)
- B{SPECIEY .-

L 11, piLE 1S uUsED 12. FiLE BECOMES TNACTIVE AFTER -

X

1 XK T YEAR(S
XX DAILY 0O WEEKLY O MONTHLY RuREET MONTH(S ) (s]
t3. CURRENT LOCATION(S) (BLDG.,FLOOR,ROCH) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?
ti1r vye=s, serEciFY sgENCY OR OFFicE)
. Police Headquarters, First Floor XXYES O NO AACJIS, Arrest and Booking
.
! 18, ACCESS RESTRICTIONS X YES O No 16. AUDIT REQUIREMENTS
: {17 ys, ci1Tx LAw(s) & rEgutLAaTION(S)
' Criminal History XX NeNE O STATE O FEDERAL O INDEPENDENT

17, 1S AN INDEX SYSTEM USED? (1 vyRS.E:PLAIN

. 18. RECOMMENDED RETENTION
i BRIEFLY AND DESCRIBE ANY HARDRARE/SOFTWARE )

o *r.ss BX no . Retain 10 years, then destroy.

‘m AND TITLE OF PREPARER 20. TELEPHONE NUMEER 21. DATE
~Sergeant R.E. Forest (410)222-8800 12-06-91

DGS ¥50-4 (REVISED 2/87)




INSTRUCT JQNS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEY OR

REVISED RECORD SERIES. FORWARD
¥ITH RECORDS RETENTION SCHEDULE

DEPARTMENT OF GENERAL SERVICES -
RECORDS MANAGEMENT DIVISION
7273 WATERLOO RQAD
P.O. BOX 273

AGENCY RECORDS INVENTO RY

pace _67 or 71

(DGS 380-1) JESSUP, MARYLAND 20794
1. ARTMENT / AGENCY 2. DIVISIoN 3. wuT :
Police. Technical Services Property Management

CEFINITION-RECORD ERIES-A GROUPr OF RELATED RECORDS NORMALLY FILED AND USKED AS A UNIT FOR

4. RECORD SERIES TITLE
Officer's Uniform/Equipments Files

REFERENCE AS WELL AS RETENTION AMO DISPOSITION PURPORESN

8. EARLIEST YEAR/LATEST YEAR
1960 o 1991 ,

4N TFHE SERIES.

§. RECORD SERIES DESCRIPTION (PR!XFLY DEECRIERK THE TYPES OF INFORMATION/DOCUMENTS/FORMS FOUND,

Records the equipment issued to the Officer along with the serial numbers of the equipment
and records the uniforms issued to the Officer.

INCLUDE TME PURPOSE OR FUNCTION OF THK sEFiEs)

\

7. RECORD SERIES FORMAT(S)
A LETTER S1ZE O MICROFILM

A tEGAL SiZE 0O COMFUTER TAPE 0 NvERICAL

3 pouD BoOK O FLOPPY DISK
10 TAPE 0O VIDEO TAFPE

J OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE 9.

B ALPHAEETICAL

0 CHRONOLOGICAL
O GEOGRAPHICAL

0 oTHER(SPECIFY)

VOLUME - )
X FILE DRAWER(S)
O MICROFILM REEL(S)
O COMPUTER TAPE(S)
0O OTHER(SPECIFY)

5

NuUMBIE

16. ANNUAL ACCUMULAT ION
Y FILE DRAWER(S)
1/3 O MICROFILM REEL(S)

RUEPRE O COMPUTER TAPE(S])

-

O oQTHER(SPECIFY ]

11. -—

FILE 1S USED
X pAILY

0 vExxLY

— . —

0O MONTHLY

12. FILE BEGOMES INACTIVE..AFTER

HES INACTIV
RUmEET MoRTH(S )

After Officer
T YEAR(S) Resigns

K 4’

, 13. CURRENT LOCATION(S) (BLDG.,FLOGCR,ROOM)
’ Headquarters, First Floor

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

t1» yxs, sreciFY raEncy Om OFFiIcCE)
0 yes dno

<
8 yE5 O NoO
ciTe LAwW{s) & reguLaTION(S])

| 15. ACCESS RESTRICTIONS

(1" vyes,

Department Rules and Regulations

16. AUDIT REQUIREMENTS

{NoNE O STATE O FEDERAL O INDEPENDENT

17. IS AN INDEX SYSTEM USED? (1w yYES.EOPLAIN

t BEIEFLY AND DESCRIBE ANY HARDWNARE/ SOFTWARE )

XvyeEs O nNoO

System 36 for equipment

18, RECOMMENDED RETENT ION
Retain for:2 years' after officer .resigns
or retires, then festroy. ' ‘¢ !

.‘rr
1
3
i

1 NAME AND TITLE OF PREPARER

Jennifer Schuster
Storekeeper II

20,
222-8691

TELEPHONE NUMEER X

21. DATE
l2/10/9L,

;
)
!
.
3
+
)
{
+

Tk

DGS 3%50-4 {REVISED 2/87)
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INSTRYCTIGNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEY OR

REVISED RECORD SERIES,

FORWARD

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROAD

AGENCY RECORDS INVENTORY

WITH RECORDS RETENTION SCHEDULE P.O. BOX 273 P 68 71

(pGS 330-1) JESSUP, MARYLAND 20794 ACE or

1 ARTMENT / AGENCY 2. DIVISION 3. UNIT -
Police - Technical Services Property Management

DEFINITION-RECORD SERIES-A OTCUP OF REKLATED RECORDS NORMALLY FILED
REFERKNCE AS WELL AS RETENTION AND DISPOSITION PURPQSES

AND USED AS A UNIT FOR

4,

RECORD SERIES TITLE

Recovered Property Supplement

5. EARLIEST YEAR/LATEST YEAR
1992 To

6. RECORD SERIES DESCRIPTION (BRIIPLY DESCRIBE THE TYPKS OF INPORHATION/DOCUH!NTB/PORNS FOUND

‘4N THE SERIES.
8 1/2" x 11"

INCLUDE TME PURPOSE OR FUNCTION OF THE SEFIES |

Form Used for Continuations of Recovered Property Form used to

List Recovered Property and Evidence

7.

# LeTTER SI1ZE
0 LEGAL SI1ZE

0 BotND BOOK

!I'FDIO TAPE
OTHER( SPECIFY)

Rgconn'sznlss

FORMAT( S ) 8.

MICROFILM

8 NUMERICAL

o

O COMFUTER TAPE
O FLOPPY DISK
o

VIDEO TAPE

RECORD SERIES SEQUENCE

O ALPHABETICAL

O CHRONOLOGICAL
0 GEOGRAPHICAL

O OTHER(SPECIFY)

VOLUME - .
¥ FILE DRAWER(S)

O MICROFILM REEL(S)

0 C COMPUTER TAPE(S)

NUMBER o CTHER({SPEC1FY]

§10. ANNUAL ACCUMULAT JON
X riLe DRAWER(S)
O MICROFILM REEL(S)

RGWEER O COMPUTER TAPE(S)

0 oTHER(SPECIEY )

11.

FILE

y

Headquarters, First Floor

1S USED _— o 12 piie mecoMES INACT-I VE =AFTER
o paiLy O wEEKLY D MONTHLY O MoNTH(S) o year(s} N/A
RURBEN _
| 13. CURRENT LOCATION(S) (ELDG.,FLOOR.ROOM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

t1® yes, seecirFry raEncy or orrice)
€ yES O no Central Records

15.

(1" vyms,

Byes Ono
ci1TE LAw(s) & rEGuULATION(S])
Department Rules and Regulations

ACCESS RESTRICTIONS

16. AUDIT REQUIREMENTS

 NoNE D STATE O FEDERAL 0O INDEPENDENT

17.

1S AN INDEX SYSTEM USED?T (1» vyxs.m-PLAIN
BRIEFLY AND DERSCRIBE ANY HARDWARE./ SOFTWARE )

&g YES O NO

System 36

18. RECOMMENDED RETENTION

Retain originals for 3 years. Then micro-
film or capture electronic image and destroy
originals. Retain microfilm or electronic
image for 50 years, then destroy.

NAME AND TITLE OF PREPARER 20. TELEPHONE NUMEER 21. DATE
ennifer Schuster
Storekeeper II 222-8691 12/10/91

DGS 3350-4 (REVISED 2/87)
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. ANSTRUCTIGNS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEY OR

REVISED RECORD SERIES. FORWARD
¥i1TH RECORDS RETENTION SCHEDULE
(DGS 580-%)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO RQAD
P.O. BOX 273
JESSUP, MARYLAND 20794

e

AGENCY RECORDS INVENTORY

pace _69 or 71

2. Dlvision

! ilIFEPARTMENT/AGENCY
; Police -

Technical Services

3. WNIT -
Property Management

DEF INITION-RECORD SERIES.A SNOUP

OF ARLATED RECORDS NORMALLY FILED
REFERENCE AS WELl AS RETENTION AND DISPOSITION PURFOSESN

AND USED AS A UNIT FOR

4. RECORD SERIES TITLE
Revised Recovered Property Form

5. EARLIEST YEAR/LATEST YEAR
1992 +To

‘1IN FTHE SERIES.

, .

¢. RECORD SERIES DESCRIPTION ('BRIIFLY DESCRIBE THE TYPES OF IN'OMTIQN/DOCMTSIPDM FOUND |

8 1/2" x 11" Paper Used for Recovered Property and Evidence

INCLUDE THE PURPOSE OR FUNCTION OF THK SEFTES )

sl

, 7. RECORD SERIES FORMAT(S)

X LETTER SI1ZE U MICROFILM

O LEGAL S1ZE & NUMERICAL

O COMFUTER TAPE

0 pounD BOOK O FLOPPY DISK

i
: ‘I'unlo TAPE O VIDEO TAPE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE 9.

O ALPHAEETICAL

0 CcHRONOLOGICAL
O GEOGRAPHICAL

0 OTHER(SPECIFY)

voLlmE - =
¥ FILE DRAWER(S)
0 MICROFILM REEL(S)

D COMPUTER TAPE(S)
ROWBER OTHER(SPECIFY)

10. ANNUAL ACCUMULATION
¥ FiLE DRAWER(S)
1 8 MICROFILM REEL(S)

RUMEPRE O COMPUTER TAPE(S)

i

O CMYFER(SPECIEY)

it

[ —

‘FILE 1S USED
B paiLy

——— e

0 MoeNTHLY

0 WEEKLY

12~ £ rBEGOMES INACTIVES"AFTER

" 4|

N/A

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

Headquarters, First Floor

O MoNTH(S 0O YEAR(S
. (s) (s}

1s R..ECORD SERIES DUPLICATED ELSE¥YHERE?
t1®r vyes, sereciFy roEncy or orrice)

YES B NO (Central Records

14.

15. ACCESS RESTRICTIONS % yES O No 16. AUDIT REQUIREMENTS
(17 ves, ci1Tx LAw{s] & rREGuULATION(S]
. NONE D o RAL O ENDE
Department Rules and Regulations R . STATE FEDE {NDEP T
17. 1S AN INDEX SYSTEM USED? (1p vyrs.EXPLAIN

BRIEFLY AND DESCRIBE ANY HARDRARE/BOFTWARE)
RYEsS O nNo

System 36

18. RECCMMENDED RETENTION

Retain originals for 3 years. Then micro-
film or capture electronic image and destroy
originals. Retain microfilm or electronic
image for 50 years, then destroy.

IQNAM!—: AND TITLE OF PREPARER 20. TELEPHONE NUMEER 21. DATE
Jennifer Schuster 222-8691 12/10/91
Storekeeper II

DGS 550-4 (REVISED 2/87)
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rFr

ANSTRUCTIGNS - - TYPE OF PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD
W1TH RECORDS RETENT ION SCHEDULE

QFPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7273 WATERLOO ROAD
P.O. BOX 273

o

AGENCY RECORDS INVENTOURY

(DGS 380-1) JESSUP, MARYLAND 20794 pace 70 or 71
1 ARTMENT / AGENCY 2. DIVISION 3. UNIT -
olice Technical Services Property Management

DEF INITION-RECORD SERIES-A GROUP OF RELATED RECORDS NORMALLY FILED
REFERENCE AS WELL AS RETRNTION AND DISPOS|TION PURPOAES

AND USED AB A UNIT PFOR

4, RECORD SERIES TITLE
Recovered Property Forms

5. EARLIEST YEAR/LATEST YEAR
1960 o 1991

6. RECORD SERIES DESCRIFPTION (.RIIFLY DESCRIBE THE TYPES OF lNFOMTION/DOCWTS,POM FoOUND |
N THE SERIES.

INCLUDE TME PURPOSE OR FUNCTION OF THK SEFIES)

5" x 8" Cards Used for Evidence and Recovered Property

]

7. }?z-:_com‘ SERIES FORMAT(S)
O LETTER SI1ZE U MICROFILM
0 LEGAL sS1ZE 0O COMFUTER TAPE
0O potD BOOK

1‘I'muo TAPE

U OTHER(SPECIFY)

QO FLOPPY DISK

O VIDEO TAPE

-

8. RECORD SERIES SEQUENCE 9.
O ALPHAEBETICAL
& numERICAL
O CHRONOLOGICAL,
O GEOGRAPHICAL

O OTHER(SPECIFY)

VoLUME .
& FILE DRAWER( S )
O MICROFILM REEL{S)
D COMPUTER TAPE(S)
a OTHER(SPECIFY)

10

NUMBE

10. ANNUAL ACCUMULAT I1ON

% FILE DRAWER(S)
1 O MICROFILM REEL(S)
RONMBEPR C COMPUTER TAPE(S)

1. yiLE 1S USED

% paILy

O wEEKLY

—

s e

D MoNTHLY

12~— rILE BECOMES INACTIVE “AFTER

o a N/A
MONTH({ S} YEAR(S }

UM_ER.L.SEEC_LE!LL_'_-—-—

l.4|

13. CURRENT LOCATION(S) {BLDG.,FLOOR,ROCM)

Headquarters First Floor

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

fir yes, sreCciFY raEncY Om OFrice)
YES O No Central Records

15, ACCESS RESTRICTIONS Byes oOno 16. AUDIT REQUIREMENTS
{tr yea, ci1Te raw({s] & rEguLAaTION(S) -
. NONE O STATE O FEDERAL O (NDEPENDENT

' Departmental Rules & Regulations -
.17, 1S AN INDEX SYSTEM USED? .
: (1r ves.zriain 18. RECCMMENDED RETENT ION
? BRIEFLY AKRD DESCRIBE ANY HARDIARE/BOPT'ARR’
§ 8Yes O nNo . Retain originals for ? years. Then micro-
} film or capture electronic image and destroy
{ System 36 originals. Retain microfilm or electronic
i image for 50 years, then destroy.
i
' AND TITLE OF PREPARER 20. TELEPHONE NUMEER 21. DATE

WJennifer Schuster,
! Storekeeper II 222-8691 12/10/91

DGS 3%50-4 |REVISED 2/87)
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ANSTRYCTIGNS - -TYPE OR PRINT A

SEPARATE FORM FOR EACH NEY OR

!
DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

REVISED RECORD SERIES. FORWARD

727% WATERLOO ROAD

WITH RECORDS RETENTION SCHEDULE P.0. BOX 273 71
PAGE or 71
(DGS 880-1) JESSUP, MARYLAND 20794
ARTMENT / AGENCY 2. DIVISION 3. WNIT -
NNE ARUNDEL COUNTY POLICE DEPARTMENT RECORDS

DEFINITION-RECORD SERIES.A 97OUF

OF RELATED RECORDS NORMALLY FILED

AND UESED AS A UNIT FOR

4. RECORD SERIES TITLE

REFERENCE AS WELL AS RETENTION AND DISFROSITION Punrosrs

COMMUNITY ORIENTED POLICING ACTIVITY LOGS

5. EARLIEST YEAR/LATEST YEAR

1987 _ To Pregent

4N THE SERIES.

OFFICERS.

P RECORD SERIES DESCRIPTION (BRIIFLY DESCRIBE THE TYPKS OF INFOMTION/DOCWTB/POM FOuUND |

LOGS OF ACTIVITIES, CONTACTS AND INTELLIGENCE INFORMATION COMPILED BY P.A.C.T.

INCLUDK THE PURPOSE OR FUNCTION OF THK SEFTES )

| 7. RECORD SERIES FORMAT(S) 8.

FXAETTER S1ZE O MICROFILM -

O LEGAL SIZE U COMFUTER TAPE C NUMERICAL

.‘JJDIO TAPE

O OTHER(SPECIFY)

U FLOPPY DISK

0 VIDEO TAPE

RECORD SERIES SEQUENCE 9.

O ALPHAEBETICAL

RXCHRONOLOG 1 CAL,
0 GEOGRAPHICAL

0 OTHER(SPECIFY)

VOLUME C - 3
XXFILE DRAWER(S)
O MICROFILM REEL(S)
2 O COMPUTER TAPE(S)
NGMBER [ OTHER(SPECIFY)

ANNUAL ACCUMULAT ION
BxXFILE DRAWER(S)

3 0 MICROFILM REEL(S) ]

RUMBPR O COMPUTER TAPE(S)

a MRLSPFCIELQT

-

11.

"4!

- _ P FBECOMES _INACT LVE -AFTER

18. ACCESS RESTRICTIONS

(1 yes, ciTe LAw(s] & reguLATION(S]

‘FILE 1S USED _ ) - = —
®& DAILY O WEEKLY O MONTHLY D MoNTH(S) O YEAR(S)
RUREER
13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14. !S RECORD SERIES DUPLICATED ELSEWHERE?
Millersville Police Headquarters g" YES, SPECIFY sgENCY OR orrice)
2nd Floor P.A.C.T. Section YES X NO
X® yES O No 16, AUDIT REQUIREMENTS

~ XNoNE O STATE 0O FEDERAL 0O INDEPENDENT

17. 1S AN INDEX SYSTEM USED? (1r vyeg.E)PLAIN
BRIEFLY AND DESCRIBE ANY HARDRARE/ SOFTWARK )

0 vyes XX NoO

18. RECCMMENDED RETENT ION
Retain 2 years, then destroy.

L
. o,

=

" Y

NAME AND TITLE OF PREPARER 20.

Peter D. Christensen
Police Records Manager

TELEPHONE NUMEER 21. DATE ]

(410) 222-8750

MRS
- P

CULLE T sy
2/20/92 =" Ui

ew

PGS 35%50-4 (REVISED 2/87)
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