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RECORDS RETENTION AND DISPOSAL SCHEDULE 

AGENCY Planning and Code Enforcement DIVISION Animal Control 
l i t e m N o D e s c r i p t i o n R e t e n t i o n 

RABIES CERTIFICATES (SPAY/NEUTER CLINIC) 
Rabies certificates serve as proof of rabies vaccination 
and contain the name, address and phone number of the 
owner as well as a description of the animal. The vaccine 
type, serial number and rabies tag number is recorded. The 
certificate is signed by the veterinarian giving the vaccine. 

ADOPTION CONTRACTS 
Contract signed by animal adopter agreeing to comply to 
certain requirements of the Agency and County law. 
Adoption contracts are filled out containing name, address, 
phone number of adopter. The contract also includes social 
security number and drivers license number. The adoption 
contract lists all dates of vaccinations and date of surgery 
to spay or neuter. 

EUTHANASIA LOG/DRUG RECORD 
Logbook containing records of each animal euthanized by 
Animal Control. The record contains date, the pickup slip 
or ADS number, approximate weight of animal and number 
of CC's of sodium pentobarbital used. 

Retain in office five 
years, then destroy. 

Retain in office 
three years, then 
destroy. 

Retain in office 
three years, then 
destroy. 

OFFICE OF CENTRAL SERVICES 
Records Management Division 

M A R Y L A N D 
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I t e m N o , D e s c r i p t i o n R e t e n t i o n 

ANIMAL DATA SHEET 
All information regarding any animal turned over to the 
facility. It includes the date, time, and location of impound, 
a complete desctiption of the animal, owner or adopter 
information as well as final disposition of the animal. 

ANIMAL BITE REPORTS 
An official record of each animal bite including all 
pertinent information on the animal, animal owner 
and the victim. It includes instructions to the animal 
owner reference quarantine dates and conditions. It 
requires the owner and officer's signature as proof of 
service. 

RABIES EXAMINATION FORM 
This form accompanies each animal specimen submitted 
to Baltimore City Health Department for rabies testing 
The form contains all pertinent information on the sub
mitting agency, the animal, the victim, if any, and results 
of the test. 

COMPLAINT CARDS 
This card acts as a record of incoming complaints and 
contains information including name, address, phone 
number of complainant and suspect animal owner; 
type of complaint; type of animal involved; officer 
responding to call; date and times and outcome of 
call. 

Retain in office for 
five years, then 
destroy. 

Retain in office for 
five years, then 
destroy. 

Retain in office for 
three years, then 
destroy. 

Retain in office for 
two years, then 
destroy. 

OFFICE OF CENTRAL SERVICES 
Records Management Division 
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I t e m N o . D e s c r i p t i o n R e t e n t i o n 

10 

11 

12 

KENNEL LICENSES 
Files on dog fancier, cat fancier, commercial 
kennels, pet shops, grooming parlors, petting zoos, 
exotic animals. Include yearly renewal applications, 
cash receipts proving payment of fees, copy of 
actual license issued, notes from inspector. 

SHELTER REPORT 
Inhouse report form to record activity of shelter . 

ANIMAL COMMISSION 
Audio recording and written transcript (minutes) of 
all hearings and meetings conducted by Animal 
Commission and correspondence pertaining to 
findings on hearings and Director's decisions. 

AFFIDAVITS 
A swom and notarized statement of violation of 
the County animal ordinance made by one citizen 
against another. Criminal civil citation issued on 
basis of this document. Related evidence attached. 

SUMMONS 
Criminal civil citation issued to a citizen for 
noncompliance with Animal Control laws by 
Animal Control Officer or authorized repre
sentative of an Animal Control Officer. 

Retain active files 
indefinitely. Retain 
inactive files three 
years, then destroy. 

Retain in office for 
three years, then 
destroy. 

Retain in office for 
five years, then 
destroy. 

Retain in office for 
three years, then 
destroy. 

Retain in office for 
three years, then 
destroy. 
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I t e m N o . D e s c r i p t i o n R e t e n t i o n 

13 NOTICE OF VIOLATION 
Citation issued to citizens in violation of the 
animal ordinance law when they agree to pay 
fine at Shelter and no court is involved. 

NOTICE OF COMPLIANCE 
Notice issued to citizen that they are in violation 
of an animal law which states a specific date by 
which they are to comply. 

WARNINGS 
Notice issued to citizen giving them a documented, 
official warning that they are in violation of an animal 
law. 

DISTRICT COURT 
Daily transmittal of uniform criminal/civil citations 
of... District Court - Lists civil citations in which 
Recipient has failed to file notice of intention to 
stand trial for the offense. Also, record of fines paid at 
District Court - copy of receipt from District Court 
for fines/costs collected for Animal Control 
Citations. 

Retain in office three 
years, then destroy. 

Retain in office three 
years, then destroy. 

Retain in office three 
years, then destroy. 

Retain in office three 
years, then destroy. 

OFFICE OF CENTRAL SERVICES 
Records Management Division 

M A R Y L A N D 
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1 . D E P A R T M E N T / A G E N C Y 

PACE 
I DIVISION 
Licensing & Enforcement 

3. U N I T 

Animal Control 

D E F I N I T I O N • R t c o r d i Sarlti • A group of r t l i U d rtcordi normilly fll»d i n d u i * d n • unit for r t f t r t n e i w»ll n rtUntfon * n d dlipoilbon p u r p o i t t . 

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

Rabies Certificates (Spay/Neuter Clinic) 
5. E A R L I E S T Y E A R / L A T E T E S T Y E A R 

7 / 9 3 T O Present 

6. R E C O R D S E R I E S D E S C R I P T I O N { Briefly descnbe the types of infonnaliorVdccuments/forms found in the Series. Include Ihe purpose or function of the Senes) 

Rabies certificates serve as proof of vaccination against rabies and contain 
the name, address and phone number of adopter or owner redeeming their pet. 
A description of the animal including breed, sex, color, size and name as 
well as serial number of vaccine is on the certificate. Certificate contains 
date vaccinated, expiration date and veterinarian's signature. 

Certificates are cross referenced with owners name to enable location of 
owner by name or tag number. 

0 7 . R E C O R D S E R I E S F O R M A T f S ) 

1 • Lefler S e e • McrofBm 

| _ o legal S e e a Computer Tape 

^ • V o Bound Book • Floppy Disk 

1 • A u d o T a p e • Video Tape 

8 is ochw (SMdfyi 3 " X 5 " paper 

1 . R E C 0 R 0 S E R I E S S E Q U E N C E 

O Aktabetical 

£ Numerical 

• Chronological 

a Geographical 

o Other (Soedfy) 

9. V O L U M E 
X File Orawer(s) 
• Microfilm Reel (s) 1 
• Computer Tape (s) [ 
0 Other ISoecrfyl J 

Number 1 

10. A N N U A L A C C U M U L A T I O N 
J6 File Orawer (s) 
• Microfilm Reel (s) 
• Computer Tape(s) 
D Other (Specify) 

Number 

1 1 . F I L E IS U S E D 

£ D a i y O Weekly • Monthly 

12. F I L E B E C O M E S I N A C T I V E A F T E R 

5 • Monlhfs) OT Year(s) 
Number 

13. C U R R E N T L O C A T I O N ® (Bldg.. Floor. Room) 

7 4 0 9 A Baltimore & Annapolis Blvd 
Glen Burnie, MD 2 1 0 6 1 

1 4 IS R E C O R D S E R I E S D U P L I C A T E D E L S E W H E R E ? (If yes. specify agency or office) 

• Yet 5fa N o 

I S . A C C E S S R E S T R I C T I O N S (If yes. rile law(s) S regulation^) 

a Y « K N O 

1 1 A U O I T R E Q U I R E M E N T S 

jp None • State • Federal • Independent 

1 7 . IS A N I N D E X S Y S T E M U S E D ? (1' yes. explain briefly and 
desert* any hardware/software) 

# coordinated to 
Y « n a m e of o w n p r f - o o fto 

allow cross reference by name or t* 

1 1 . R E C O M M E N D E D R E T E N T I O N 1 

State law requires 5 year retention then 1 
g # r l p c f r n y J 

^ P l A U E A N D T I T L E OF P R E P A R E R 

Stephanie Smith, Shelter Supervisor 
20. T E L E P H O N E N U M B E R 

4 1 0 - 2 2 2 - 6 6 9 0 

21. DATE I 



8 REVISED RECORD. SERIES. F O R W A R O WITH RECORDS RETENTION 
1 S C H E C H . U (OGS 

R E C O R D S M A N A G E M E N T DIVISION 
TVS W A T E R L O O R O M ) 

P.O B O X iTi - JESSUP. M A R Y L A N D 2 0 7 9 4 Page 2 Of 1 7 

1 . D E P A R T M E N T / A G E N C Y 

^ PACE 
2. DIVISION 

Licensing & Enforcement 
3. UNIT 

Animal Control 

D E F I N I T I O N • R t c e r d i Sirtot • A group of r t l i U d r t c o r d i normally fll»d tnd m o d I I t unit for r t f t r t n c i n w*ll ai nltntlon and dlipoilBon p u r p o i w . | 

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

Adoption Contracts 

5. E A R L I E S T Y E A R / L A T E T E S T Y E A R 1 

89 T O Present 1 

l R E C O R D S E R I E S D E S C R I P T I O N ( Briefly describe the types of informatiorVdocuments/fornis found in Ihe Series Include the purpose or function of Ihe Series) fl 

Contract signed by animal adopter agreeing to comply to certain requirements of 
the Agency and County law. 

Adoption contracts are f i l led out containing name, address, phone number of adopter. 
The contract also includes social security number and drivers license number. The 
adoption contract l ists a l l dates of vaccinations and date of surgery to spay or neuter. 

7 . R E C O R D S E R I E S F 0 R M A T ( S ) 

R Letter S e e • Microftrn 

• Legal Size • Computer Tape 

Bound Book O floppy Disk 

O A u d o Tape O Video Tape 

O Other (Specify) 

i 1 1 . F I L E IS U S E D 

X> D a * • Weekly a Monthly 

I . R E C O R D S E R I E S S E Q U E N C E 

K Aphabelical 

O Numerical 

• Chronological 

• Geographical 

o Other (Specify) 

V O L U M E 
H File Orawer(s) 
• Microfilm Reel (s) 
a Computer Tape (s) 
• Other (Specify) 

Number 

10. A N N U A L A C C U M U L A T I O N 
X File Drawer (s) 
• Microfilm Reel (s) 
O Computer Tapefs) 
• Other (Specify) _ 

Number 

12. F I L E B E C O M E S INACTIVE A F T E R 

• Monlh(s) H Yearfs) 
Number 

1 ) . C U R R E N T L O C A T l O N f S ) (Bldg.. Floor. Room) 

7A09A Baltimore & Annapolis Blvd 
Glen Burnie, MD 21061 

14. IS R E C O R D S E R I E S D U P L I C A T E D E L S E W H E R E ? (If yes. specify agency or office) 
Animal Control 

X Yes Computer o N o 

15. A C C E S S R E S T R I C T I O N S (If yes. cite fcrw(s) S regulations) 

O Tes X N o 

16. A U D I T R E Q U I R E M E N T S 

rX None • Slate • Federal a Independent 

1 7 . IS A N I N D E X S Y S T E M U S E D ? (If yes. explain briefly and 
desert* any hardware/software) 

computer program to allow search 
» Yes h y name, address o No 
adoption contract # 

1 1 . R E C O M M E N D E D R E T E N T I O N 

2 years paper copy, 
destroy. 

3 years computer copy then 

I t ^ U f E A N D T I T L E O F P R E P A R E R 

Stephanie Smith, Shelter Superviso|r 

20. T E L E P H O N E N U M B E R 

410-222-6690 

2 1 . D A T E 



I R E V I S E D R E C O R D S E R I E S . F O R W A R D WITH R E C O R O S R E T E N T I O N 
jj S C M E D U f (DGS M O - I ) 

R E C O R D S M A N A G E M E N T D I V I S I O N 
7775 W A T E R L O O R O A D 

P O B O X 275 - J E S S U P . M A R Y L A N D 70794 

1 I R E V I S E D R E C O R D S E R I E S . F O R W A R D WITH R E C O R O S R E T E N T I O N 
jj S C M E D U f (DGS M O - I ) 

R E C O R D S M A N A G E M E N T D I V I S I O N 
7775 W A T E R L O O R O A D 

P O B O X 275 - J E S S U P . M A R Y L A N D 70794 p . j e 3 or 17 1 
| 1 . O E P A R T M E N T / A G E N C Y 

w P A C E 

2. DIVISION 

Licensing & Enforcement 
3. U N I T | 

Animal Control 

D E F I N I T I O N • Roeordt S » r l » i • A g r o u p o f r t l i U d r t c o r d i n o r m a l l y fll»d and u i t d i t • unit for r t f t r t n c i i t wtJI aa r t t a n t l o n and d l i p o i l b ' o n p u r p o i M . 

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

Euthanasia Log/Drug Record 

5. E A R U E S T Y E A R / L A T E T E S T Y E A R 

1984 T 0 Present 

6. R E C O R D S E R I E S D E S C R I P T I O N ( Briefly describe Ihe types of informalion/documenis/lomis found in the Series. Include Ihe purpose or function of Ihe Senes) 

Log book containing records of each animal euthanized by Animal Control. Record 
contains date of pickup s l ip or ADS number, approximate weight of animal and how 
many cc 's of sodium pentobarbitol used. Figures are totalled at the end of the 
day and recorded on a monthly report which is sent to the Maryland Department of 
Agriculture. 

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

O Letter Size • Microffim 

legal Size • Computer Tape 

^ • T C Bound Book • Floppy Disk 

o A u l o Tape o Video Tape 

O Other (Soerifyt 

1 . R E C O R D S E R I E S S E Q U E N C E 

Q Akihabebcaf 

0 Numerical 

K Chronological 

• Geographical 

a Other (Specify) 

9. V O L U M E 
X File Dtawer(s) 1 
Q Microfilm Reel (s) 
• Computer Tape (s) 
o Olher (SDecrfv) 

1 
Number 

10. A N N U A L A C C U M U L A T I O N 1 
• File Drawer (s) I 
O Microfilm Reel (s) 
• Computer Tape(s) 
S. Olher tSoecihrl 1 h n n k 

Number 

1 1 . F I L E IS U S E D 

i X Daiy a Weekly O Monthly 

12. F I L E B E C O M E S I N A C T I V E A F T E R 

1 • Monlh(s) X Yeailsl 
Number 

1 1 C U R R E N T L O C A T I O N ( S ) (Bldg.. Floor. Room) 

7 4 0 9 A Baltimore & Annapolis Blvd 
Glen Burnie, MD 21061 

14. IS R E C O R D S E R I E S D U P U C A T E D E L S E W H E R E ? (If res. specify agency or office) 

X Yes Dept of Agriculture o N o 

1 5 . A C C E S S R E S T R I C T I O N S (If yes. cite law(s) S regulators) 

O Yes ]T) H i 

16. A U D I T R E Q U I R E M E N T S 

• None tj( State • Federal • Independent 

Dept of Agriculture 
1 7 . IS A N I N D E X S Y S T E M U S E D ? (If yes. explain briefly and 

describe any haroVare/softwa/e) 

O Yes H N o 

16. R E C O M M E N D E D R E T E N T I O N 

State law requires three year retention then destroy. 

^ ^ A M E A N D T I T L E O F P R E P A R E R 

Stephanie Smith, Shelter Supervise 

20. T E L E P H O N E N U M B E R 

c 410-222-6690 

21. D A T E 



H REVISED R£CORC SERIES. FORWARD WITH RECORDS RETENTION 
fl SCHEDULE (DCS 150-1) 

U L I H I U H I L I I 1 U l U L I I L I I K L J U H M t L J 

R E C O R D S M A N A G E M E N T DIVISION 
Wi WATERLOO ROAO 

P.O. BOX 275 • JESSUP. MARYLAND » 7 9 4 Paoe 4 Of 17 

I 1 . D E P A R T M E N T / A G E N C Y 

^ PACE 

1 DIVISION 

Licensing & Enforcement 

J . UNIT 

Animal Control 
| Q D E f l H I T l O N - R t c o r d i S t r t t i • A group of rtl ittd r t c o r d i normilly flltd ind u i t d • • • unit for r t f t r t n c t i t wttl n rtttntlon t n d dlipoilbon p u r p o i H . 

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

0 Animal Data Sheet 
$. E A R L I E S T Y E A R / L A T E T E S T Y E A R 

1989 T 0 Present 

( . R E C O R D S E R I E S D E S C R I P T I O N ( Briefly descnbe the types of informaliorVdocuments/forms found in the Series. Include the purpose or function of the Senes) 

ADS sheets contain a l l information regarding an animal turned over to the facil ity. 
I t includes the date and time of impoundment at well as where the animal was picked 
up from. It contains a complete description of the animal as well as its disposition. 
I f adopted - the adopters information is recorded, i f redeemed the owners information 
is recorded. The ADS form also contains space for any medical problems or vaccinations 
given. 

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

K Letter S e e • Microfilm 

o Legal S e e o Computer Tape 

O Bound Book O Floppy Disk 

1 O A u d o Tape • Video Tape 

| o Other fSoeafrl 

8 . R E C O R O S E R I E S S E Q U E N C E 

• Akrfiabetical 

• Numerical 

& Chronological 

• Geographical 

• Other (Speafyl 

9. V O L U M E 
J ( File Orawer(s) 
• Microfilm Reel (s) 
• Computer Tape (s) 
O Other iSoeafy) 

1 
Number 

10. A N N U A L A C C U M U L A T I O N 
X File Drawer (s) 
• Microfilm Reel (s) 
• Computer Tape(s) 
• Other ( S c e d M 

1 
Number 

| 1 1 . F I L E I S U S E D 

<X Daly • Weekly o Monthly 

12. F I L E B E C O M E S I N A C T I V E A F T E R 

5 a Monih(s) X Yearfs) 
Number 

1 1 C U R R E N T L O C A T I O N ® (Bldg.. Floor. Room) 

7409A Baltimore & Annapolis Blvd 
Glen Burnie, MD 21061 

14. IS R E C O R D S E R I E S D U P L I C A T E D E L S E W H E R E ? (tl yes. specify agency or office) 
Animal Control 

X Yes Computer ° N O 

1 5 . A C C E S S R E S T R I C T I O N S (If yes. cite law(s) 8 regulation's) 

a Yes ft No 

16. AUDIT R E Q U I R E M E N T S 

£ None • Stale O Federal • Independent 

1 7 . IS A N I N D E X S Y S T E M U S E D ? (If yes. explain briefly and 
d e s e r t * any hardwaVe/software) 
Gxrrputer system to 

I V Yes o No 
^ S i l o w search by ADS # 

1 1 . R E C O M M E N D E D R E T E N T I O N 

Retain 5 years then destroy. 

^ P N A M E A N D T I T L E O F P R E P A R E R 

Stephanie Smith, Shelter Supervise 

20. T E L E P H O N E N U M B E R 

: 410-222-6690 

21. D A T E 

• 



1 . D E P A R T / H E W / A G E N C Y 

PACE 
2. DIVISION 

Licensing & Enforcement 

D E F I N I T I O N • R t c o r d i S t r t t i • A group of r t f i t i d r t c o r d i normilly fllid ind u i t d 1 1 i unit for r i f i r t n c t i t wtfl i t ntintfon i n d dlipoilBon p u r p o u i . 

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

Animal Bita Reports 
5. E A R L I E S T Y E A R I L A T E T E S T Y E A R 

1989 T 0 Present 

( . R E C O R D S E R I E S D E S C R I P T I O N (Briefly descnbe the types of informalicirVdxumenis/Torms found in the Series Include the purpose or function of the Senes) 

An Animal Bite Report is an off icial record of an animal bite including a l l pertinent 
information on the animal,-the animal owner and the victim It includes instructions 
to the animal owner reference quarantine dates and conditions. It requires the owner 
and of f icer ' s signature as proof of service. 

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

a Letter See a Microflm 

legal S e e • Computer Tape 

Bound Book a Floppy Disk 

• A u d o Tape O Video Tape 

a Other (Spedfy) 

I . R E C O R D SERIES S E Q U E N C E 

• Alphabetical 

K Numencal 

• Chronological 

• Geographical 

• Other (Specify) 

». V O L U M E 
M F3e Or?*er(s) 
O Microfilm Reel (s) 
o Computer Tape (s) 
O Other (Specify) 

Number 

10. A N N U A L A C C U M U L A T I O N 
H File Draper (s) 
a Microfilm Reel (s) 
O Computer Tapefs) 

0 a Other (Spedfy) _ 

Number 

1 1 . F I L E IS U S E S 

( X Daly 

1 1 F I L E B E C O M E S I N A C T I V E A F T E R 

O Weekly D Monthly O Monties) K Year(s) 
Number 

1 1 C U R R E N T L O C A T I O N ® (Bldg. Floor. Room) 

7 4 0 9 A Baltimore & Annapolis Blvd 
Glen Burnie, MD 2 1 0 6 1 

14. IS R E C O R D S E R I E S D U P L I C A T E D E L S E W H E R E ? (I' yes. specify agency or office) 

K Yes Police Dept/Millersville o No (copies) 
Health Dept/Harry S. Truman Pkwy, Annapolis 

15. A C C E S S R E S T R I C T I O N S (If yes. die bw(s) 8 regutetion(s) 

O Yes JO. N o 

I t . A U D I T R E Q U I R E M E N T S 

£ None a Slate • Federal O Independent 

T. IS A N I N D E X S Y S T E M U S E D ? (II yes. explain briefly and 
d e s a t * any hardwarefeofhrae) 

o Yes « No 

case # only 

I S . R E C O M M E N D E D R E T E N T I O N 

Retain 5 years, then microfilm. Destroy paper f i les. 

I E A N D T I T L E O F P R E P A R E R 

Dan Strickland, Field Supervisor 

20. T E L E P H O N E N U M B E R 

4 1 0 - 2 2 2 - 6 6 9 0 

21. 0 A T E 
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1 . D E P A R T M E N T / A G E N C Y 

PACE 

2. D I V I S I O N 

Licensing & Enforcement 
3. U N I T 

Animal Control 

D E F I N I T I O N • R i c o r d i Strttt • A g r o u p of r t J t l t d r t c o r d i n o r m i l l y t l l f d and u i * d n t unit for r t f e n n c i i t w*ll n rttinHon i n d d l i p o i l b ' o n p u r p o i H . 

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

Rabies Exam Form 
5. E A R L I E S T Y E A R / L A T E T E S T Y E A R 

1990 T O Present 

6. R E C O R D S E R I E S D E S C R I P T I O N ( Briefly describe Ihe types of infofmaltorVdocumenls/forms found in Ihe Series Include Ihe purpose or function of the Series) 

This form accompanies each animal specimen submitted to Baltimore City Health 
Department for rabies testing The form contains a l l pertinent information on 
the submitting agency, the animal, the victim i f any, and results of the test. 

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

H a Letter Size • Microfilm 

o Legal Size a Computer Tape 

^ • ^ o Bound Book • Floppy Disk 

O A u d o Tape • Video Tape 

r X o t h e r f S o e c f t i 5" X 9" form 

t . R E C O R D S E R I E S S E Q U E N C E 

O Alphabetical 

rX Numerical 

• Chronological 

a Geographical 

o Other (Spedfy) 

9. V O L U M E 
£ File Drawer(s) 
• Microfilm Reel (s) 
• Computer Tape (s) 
o oiher iSoeafY) Computer 

Number 

10. A N N U A L A C C U M U L A T I O N 
• File Drawer (s) 
• Microfilm Reel (s) 
• Computer Tape(s) 

^ O Other fSoecrfvl 

Number 

1 1 . F I L E IS U S E D 

% Daly O Weekly • Monthly 

12. F I L E B E C O M E S I N A C T I V E A F T E R 

3 • MorthCs) H Yearfs) 
Number 

1 1 C U R R E N T L O C A T I O N S ) (Bldg, Floor. Room) 

7409A Baltimore & Annapolis Blvd 
Glen Bumie, MD 21061 

14. IS R E C O R D S E R I E S D U P U C A T E D E L S E W H E R E ? (II yes. specify agency or office) 

Si Yes Health Dept/Baltimore City o N o 

1 5 . A C C E S S R E S T R I C T I O N S Of yes. die law(s) 8 tegulalioofs) 

D Yes M No 

16. A U D I T R E Q U I R E M E N T S 

r X None • State • Federal • Independent 

1 7 . IS A N I N D E X S Y S T E M U S E D ? (If yes. explain briefly and 
describe any hardware/software) 

H Yes numerical • No 

18. R E C O M M E N D E D R E T E N T I O N 

Retain 3 years - then destroy a l l f i les . 

^Pf A M E A N D T I T L E O F P R E P A R E R 

Dan Strickland, Field Supervisor 
20. T E L E P H O N E N U M B E R 

410-222-6690 
21. D A T E 



Q R E V f i E O R E C O R D S € R J E S . F O R W A R O WITH R E C O R D S R E T E N T I O N 
1 S C H E D U L E ( D C S .550-1) 

R E C O R D S M A N A G E M E N T D I V I S I O N 
7275 W A T E R L O O R O A O 

P.O B O X 275 - J E S S U P . M A R Y L A N D 20794 

Q R E V f i E O R E C O R D S € R J E S . F O R W A R O WITH R E C O R D S R E T E N T I O N 
1 S C H E D U L E ( D C S .550-1) 

R E C O R D S M A N A G E M E N T D I V I S I O N 
7275 W A T E R L O O R O A O 

P.O B O X 275 - J E S S U P . M A R Y L A N D 20794 Page 7 or 1 7 

1 . D E P A R T M E N T / A G E N C Y 
PACE 

1 DIVISION 
Licensing & Enforcement 

1 . U N I T 

Animal Control 
___ 

D E F I N I T I O N • R t c o r d i S t r t t i . A group of rtfi ltd r t c o r d i normilly flltd ind u i t d n I unit for r t f t r t n c t i t wtll i t rtttntjon i n d dlipoilbon p u r p o i t t . 

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

Complaint Cards 
5. E A R U E S T Y E A R / L A T E T E S T Y E A R 

1990 T O Present 

8. R E C O R D S E R I E S D E S C R I P T I O N ( Briefly descnbe the types of informatiorVdocurnents/forrns found m the Senes Include the purpose or function of the Senes) 

Card acts as record of incoming complaints and contains information that may include 
complaining party and owner of animal's name, address, and phone number; type of 
complaint; type of animals involved, officer responding to ca l l ; dates and times; 
and outcome of cal l -

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

a Letter Sat o Uaclim 

a legal Size • Computer Tape 

^ 8 ^ Bound Bock a Floppy Disk 

• Aucfc Tape • Video Tape 

o a h e r r e o e c i M 3" X 7 1/2" card 

8. R E C O R D S E R I E S S E Q U E N C E 

• Alphabetical 

Numerical 

O Chronological 

• Geographical 

O Other ISoedfyl 

9. V O L U M E 
K File Ora-«er(s) 
• Microfilm Reel (s) 
• Computer Tape (s) 
Q Other (SpeafY) P /w^t^r 

boxes c 

Number 

10. A N N U A L A C C U M U L A T I O N 
• File Orawer (s) 
• Microfilm Reel (s) 
O Computer Tapefs) 
• Other (SDeafvl 

12 boxes 
Number 

1 1 . R L E IS U S E D 

X Daly a Weekly a Monthly 

1 1 F I L E B E C O M E S I N A C T I V E A F T E R 

2 O Monlhfsl X Year's) 
Number 

1 1 C U R R E N T L O C A T I O N S ) (Bldg., Floor. Room) 

7409A Baltimore & Annapolis Blvd 
Glen Burnie, MD 21061 

14. IS R E C O R D S E R I E S D U P U C A T E D E L S E W H E R E ? (If yes. specify agency or office) 

O Yes cX No 

I S . A C C E S S R E S T R I C T I O N S (If yes. ale fewfs) 8 regulation^) 

O Yes X No 

16. A U D I T R E Q U I R E M E N T S 

% None • State O Federal • Independent 

1 7 . IS A N I N D E X S Y S T E M U S E D 7 (If yes. explain briefly and 
desert* any hardware/software) 

X Yes Case numbers o N O 
( i e 94-0315) 

18. R E C O M M E N D E D R E T E N T I O N 

Retain 2 years - then destroy records. 

I^PLuE A N D T I T L E O F P R E P A R E R 

Dan Strickland, Field Supervisor 

20. T E L E P H O N E N U M B E R 

410-222-6690 

21. D A T E 

. . 



P a g e . 17 

1 . D E P A R T M E N T / A G E N C Y 

PACE 

2. DIVISION 

Licensing & Enforcement 

3. UNIT 

Animal Control 

D E F I N I T I O N • R t c o r d i S t r t t i • A group of rolittd rtcordi normally flltd ind u i t d n i unit for r t f t r t n c t i t w*ll n rtUnfJon ind dlipoilrjon p u i p o i t i . 

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

Kennel Licenses 

5. E A R L I E S T Y E A R / L A T E T E S T Y E A R 

Initial 
ApplicaLiJO Prp.sent 

( . R E C O R D S E R I E S D E S C R I P T I O N ( Briefly describe Ihe lypes of Informalion/documenls/forms found in Ihe Senes Include Ihe purpose or function of Ihe Series) 

Files on dog fancier, cat fancier, commercial kennels, pet shops, 
grooming parlors, petting zoos, exotic animals. Include yearly 
renewal applications, cash receipts proving payment of fees, copy 
of actual license issued, notes from inspector. 

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

X Letter Size • Microfilm 

Legal Size • Computer Tape 

Bound Book a Floppy Disk 

a Auoto Tape o Video Tape 

O Other ( S o e a M 

1 . R E C O R D S E R I E S S E Q U E N C E 

X Aphabelial 

O Numerical 

a Chronological 

• Geographical 

X Olher (Soeafyl bv tvpe 

9. V O L U M E 
K File Drawer(s) 
0 Microfilm Reel (s) 
• Computer Tape (s) 
• Other (Soecrfv) 

2 
Number 

10. A N N U A L A C C U M U L A T I O N 
K File Drawer (s) 
O M'crofSm Reel (s) 
• Computer Tapefs) 
O Other ISoecifvl 

0 
Number 

1 1 . R L E IS U S E D 

a Oa*y J j Weekly a Monthly 

12. F I L E B E C O M E S INACTIVE A F T E R 

O n going • MontMs) • Yearfs) 
Number 

1 3 . C U R R E N T L O C A T I O N S ) (Bldg.. Floor. Room) 

7409A Baltimore & Annapolis Blvd 

14. IS R E C O R D S E R I E S D U P L I C A T E D E L S E W H E R E ? (If yes. specify agency or office) 

O Yes V No 

1 5 . A C C E S S R E S T R I C T I O N S (If yes. cite law(s) « regutation(s) 

• Yes )0 N o 

1 8 . A U D I T R E Q U I R E M E N T S 

(JJ None • Stale • Federal O Independent 

1 7 . IS A N I N D E X S Y S T E M U S E D 7 (If yes. explain briefly and 
describe any hardware/software) 

a Yes K N o 

18. R E C O M M E N D E D R E T E N T I O N 

As long as currently active. If closed, three 
years then destroy. 

I I ^ H I E A N D T I T L E O F P R E P A R E R 

Vickie B. Hamilton 
20. T E L E P H O N E N U M B E R 

410-222-6690 
21. D A T E 



P a g e . or 17 

1 . D E P A R T M E N T / A G E N C Y 

PACE 
2. DIVISION 

Licensing & Enforcement 
3. UNIT 

Animal Control 

D E F I N I T I O N - R t c o r d i S t r t t i • A g r o u p o f r t l i t t d rtcordi normilly flltd ind u i t d n i unit for n f t r t n c t i t wtll n ritindon i n d dlipoilbon p v r p o i H . 

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

Shelter Report 
5. E A R L I E S T Y E A R / L A T E T E S T Y E A R 

1991 T O Present 

6. R E C O R D S E R I E S D E S C R I P T I O N ( Briefly describe the types of informalwrVdocuments/fomis found in the Senes. Include the purpose or function of the Senes) 

Inhouse report form to record activity of shelter daily. 

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

9 X Letter Size 

•X Legal Size 

O Bound Bock 

a A u d o Tape 

o Other (Specify) 

• Microfilm 

a Computer Tape 

• Floppy Disk 

• Video Tape 

Recently changed from legal to 
le t ter . 

I . R E C O R D S E R I E S S E Q U E N C E 

• Afchabelcal 

• Numerical 

•X Chronological 

• Geographical 

• Other (Speafy) 

9. V O L U M E 
K File Drawer(s) 
• Microfilm Reel (s) 
a Computer Tape (s) 
O Other (Speafy) 

Number 

10. A N N U A L A C C U M U L A T I O N 
fX File Orawer (s) 
• Microfilm Reel (s) 
• Computer Tape(s) 
a Other (Specify) _ 

1 
Number 

1 1 . F I L E IS U S E D 

a Daly O Weekly cX Monthly 

1 1 F I L E B E C O M E S INACTIVE A F T E R 

J- OX Monthfs) • Year(s) 
Number 

1 1 C U R R E N T L O C A T I O N S (Bldg.. Floor. Room) 

7 4 0 9 A Baltimore & Annapolis Blvd 

14. IS R E C O R D S E R I E S D U P L I C A T E D E L S E W H E R E ? (If yes. specify agency or office) 

O Yes : M N o 

I S . A C C E S S R E S T R I C T I O N S (If yes. ole taw(s) 8 regulation^) 

O Yes X No 

16. AUDIT R E Q U I R E M E N T S 

B[ None o Slate • Federal • Independent 

1 7 . IS A N I N D E X S Y S T E M U S E D ? (If yes. explain briefly and 
d e s e r t * any tardware/software) 

18. R E C O M M E N D E D R E T E N T I O N 

O Yes_ K No Retain in office three years and destroy. 

N A M E A N D T I T L E O F P R E P A R E R 

Vickie B. Hamilton 
20. T E L E P H O N E N U M B E R 

410-222-6690 
21. D A T E 



P a g e . 10 Of 17 

1 . D E P A R T M E N T / A G E N C Y 

PACE 
2. DIVISION 

Licensing & Enforcement 
1 . UNIT 

Animal Control 

D E F I N I T I O N • R t c o r d i S t r t t i • A group of r t l i t t d rtcordi normilly flltd ind u t t d n I unit for r t f t r t n c t n wtfl i t r t U n S o n and dlipoiltlon p o r p o i t t . 

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

Animal Commission 

! . E A R L I E S T Y E A R I L A T E T E S T Y E A R 

86 T 0 Present 

6. R E C O R D S E R I E S D E S C R I P T I O N {Briefly describe Ihe types of infomialiorVdocuments/tonTis found in the Series. Include Ihe purpose or function of Ihe Senes) 

Animal Commission 

A- Audio recording and written transcript (minutes) of a l l hearings and 
meetings conducted by Animal Commission. 

B. Correspondence pertaining to findings on hearings and Director's decisions. 

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

K Letter S e e • Microfilm 

• Legal Size • Computer Tape 

o Bound Book • Floppy Disk 

a Aucto Tape • Video Tape 

o Other (Specffy) 

8. R E C O R D S E R I E S S E Q U E N C E 

K Alphabetical 

0 Numerical 

fXCI«onological(Tapes) 

• Geographical 

• Other (Specify) 

9. V O L U M E 
K Fie Drawer(s) 
• Microfilm Reel (s) 
• Computer Tape (s) 
o Olher (Specify) 

Number 

10. A N N U A L A C C U M U L A T I O N 
{ ( Fae Drawer (s) 
• Microfilm Reel (s) 
a Computer Tapefs) 
o Other (Specify) _ 

1/2 
Number 

1 1 . F I L E IS U S E D 

O D a * y 

12. F I L E B E C O M E S INACTIVE A F T E R 

« Weekly • Monthly • Monthfs) tX Year(s) 
Number 

1 3 . C U R R E N T L O C A T l O N f S ) (Bldg.. Floor. Room) 

7409A Baltimore & Annapolis Blvd 

14. IS R E C O R D S E R I E S D U P U C A T E D E L S E W H E R E ? (If yes. specJy agency or office) 

O Yes . X N o 

1 5 . A C C E S S R E S T R I C T I O N S (If yes. cite lawfs) S regulator^) 

« T e s . a No 

16. A U D I T R E Q U I R E M E N T S 

K None • State O Federal • Independent 

AA Co Code Article 12 Sect 3-111 
1 7 . IS A N I N D E X S Y S T E M U S E D ? (If yes. explain briefly and 

describe any hardware/software) 
18. R E C O M M E N D E D R E T E N T I O N 

O Y e s . K No Retain in office five years and destroy. 

S A M E A N D T I T L E O F P R E P A R E R 

Vickie B. Hamilton 
20. T E L E P H O N E N U M B E R 

410-222-6690 
2 1 . D A T E 



P a g e . 11 0 1 17 

1 . D E P A R T M E N T / A G E N C Y 

PACE 
2. orvisiON 1 . UNIT 

Licensing & Enforcement Animal Control 

D E F I N I T I O N • R t c o r d i S t r l t i • A group of rafatid ricordi normally f l M i n d ua»d at a unit for n f i r i n c i n w»fl n n U n t l o n i n d dlipeiltlon p u r p o i t i . 

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

Affidavits 
5. E A R L I E S T Y E A R I L A T E T E S T Y E A R 

89 T O Present 

I . R E C O R D S E R I E S D E S C R I P T I O N (Briefly describe the types of WormaliorVcocurnents/Torms found in the Senes. Include the purpose or function of Ihe Senes) 

Affidavits 

A sworn and notarized statement of violation of the County animal 
ordinance made by one citizen against another. Criminal c iv i l 
citation issued on basis of this document Related evidence attached 

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

K letter Size o Microfilm 

legal Size a Computer Tape 

• Bound Bock • Floppy Disk 

o A u J o Tape o Video Tape 

O Other (Speafy) 

I . R E C O R D S E R I E S S E Q U E N C E 

X Alphabetical 

O Numerical 

O Chronological 

• Geographical 

O Other (Speafy) 

S. V O L U M E 
X FDe Drawer(s) 
a Microfilm Reel (s) 
• Computer Tape (s) 
O Other (Specify) 

Number 

10. A N N U A L A C C U M U L A T I O N 
K F3e Drawer (s) 
• McrofHm Reel (s) 
o Computer Tape(s) 
• Other (Specify) _ 1/4 

Number 

1 1 . F I L E I S U S E D 

• Da*y X> Weekly • Monthly 

12. F I L E B E C O M E S INACTIVE A F T E R 

3 
Number 

a Monthfs) X Year(s) 

1 1 C U R R E N T L O C A T I O N S (Bldg.. Floor. Room) 

7409A Baltimore & Annapolis Blvd 

14. IS R E C O R D S E R I E S D U P U C A T E D E L S E W H E R E ? 01 yes. specify agency or office) 

O Yes J{ No 

I S . A C C E S S R E S T R I C T I O N S (If yes. cite fcrw(s) 8 regutationls) 

* Y e s . • No 

18. AUDIT R E Q U I R E M E N T S 

H None • State • Federal O Independent 

AA Co Code Article 12 Sect 3-111 
1 7 . IS A N I N D E X S Y S T E M U S E D ? (If yes. explain briefly and 

describe any haroVore/software) 
I S . R E C O M M E N D E D R E T E N T I O N 

a Yes_ X No Retain in office three years and destroy. 

A M E A N D T I T L E O F P R E P A R E R 

Vickie B. Hamilton 
20. T E L E P H O N E N U M B E R 

410-222-6690 
2 1 DATE 



II J N M R V I N K W S - TYPE OK FKINI A StPAKAlt huHV I U K LALH W W 
H R E V I S E S R E C O R D S E R I E S . F O R W A R D WITH R E C O R D S R E T E N T I O N 

' D S C H E D U L E (CjGS « 0 - ! | 

U t r A K 1 M t N 1 U h L . L N L K A L J > t K V I L . t b 
R E C O R D S M A N A G E M E N T D I V I S I O N 

777S W A T E R L O O R O A 0 
P.O B O X 275 • J E S S U P . U A R Y L A N O 20794 

12 „ 17 
Page 0 1 

R 1 . D E P A R T M E N T / A G E N C Y 
L PACE 

1 DIVISION 
Licensing & Enforcement 

3 . UNIT 
Animal Control 

D E F I N I T I O N • R t c o r d i S t r t t i . A group of r t l i t t d rtcordi normilly flltd ind u i t d n i unit for r i f t r t n c t • • wtll 1 1 rittntfon i n d dlipoilbon p u r p o i H . 

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

Surrmons 
5. E A R U E S T Y E A R / L A T E T E S T Y E A R 

89 T O Present 

6 . R E C O R D S E R I E S D E S C R I P T I O N ( Briefly describe the types of information/dccumenis/fomis found in the Series. Include the purpose or function of the Senes) 

R Surrrnons 

Criminal c iv i l citation issued to a citizen for noncompliance with 
Animal Control laws by Animal Control Officer or authorized representative 
of an Animal Control Officer. 

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

O Letter S e e • Microfilm 

fl^_ o legal S e e • Computer Tape 

B ^ k ^ o Bound Book a Floppy Disk 

a Audo Tape • Video Tape 

S o t h e r f S o e d f , ! 5 1/2" X 9 1/2" 

1 . R E C O R D S E R I E S S E Q U E N C E 

• Alphabetical 

j { Numerical 

O Chronological 

• Geographical 

D Other (Soedfyl 

9 . V O L U M E 
X File Orawer(s) N 
a Miaofilm Reel (s) 1 
• Computer Tape (s) 1 
O Other fScecify) 1 

Number I 

1 0 . A N N U A L A C C U M U L A T I O N 
X File Orawer (s) 
• Microfilm Reel (s) 
• Computer Tape{s) 

^ O Other (Specify) 

Number 

1 1 . F I L E IS U S E D 

J5 Daly O Weekly o Monthly 

1 1 F I L E B E C O M E S I N A C T I V E A F T E R 

3 • Monthfs) (ST Yearts) 
Number 

1 1 C U R R E N T L O C A T I O N ® (Bldg.. Floor. Room) 

7409A Baltimore & Annapolis Blvd 

1 4 . IS R E C O R D S E R I E S D U P U C A T E D E L S E W H E R E ? (If yes. specify agency or office) 

• Yes M N o 

j 1 5 . A C C E S S R E S T R I C T I O N S (If yes, a t e law(s) S regulalion(s) 

! OX Yes 0 N o 

' AA Co Code Article 12 Sect 3-111 

1 6 . A U D I T R E Q U I R E M E N T S 

H None • State o Federal a Independent 

1 7 . IS A N I N D E X S Y S T E M U S E D ? (If yes. explain briefly and 
d e s a t e any harcKvare/software) 

O Yes W No 

1 1 . R E C O M M E N D E D R E T E N T I O N 

Retain in office three years and destroy. 

^ B I A M E A N D T I T L E O F P R E P A R E R 

Vickie B. Hamilton 

2 0 . T E L E P H O N E N U M B E R ', 

410-222-6690 
1 1 . D A T E 



D I N 3 i n w i f U H ^ - L I F T U K R N I N F A ^ R W W I R M J K M R U N T * U I « F - W 
H R E V I S E D R E C O S D ' S E R I E S . F O R W A R D WITH R E C O R O S R E T E N T I O N 
| * S C H E D U L E ( D C S tfO-t) 

R E C O R D S M A N A G E M E N T D I V I S I O N 
7775 W A T E R L O O R O A D 

P.O. B O X 275 • J E S S U P . M A R Y L A N D 207S4 

D I N 3 i n w i f U H ^ - L I F T U K R N I N F A ^ R W W I R M J K M R U N T * U I « F - W 
H R E V I S E D R E C O S D ' S E R I E S . F O R W A R D WITH R E C O R O S R E T E N T I O N 
| * S C H E D U L E ( D C S tfO-t) 

R E C O R D S M A N A G E M E N T D I V I S I O N 
7775 W A T E R L O O R O A D 

P.O. B O X 275 • J E S S U P . M A R Y L A N D 207S4 Page 1 3 O f 17 

| 1 . D E P A R T M E N T / A G E N C Y 

^ PACE 
2. D I V I S I O N 

Licensing & Enforcement 
3. U N I T 

Animal Control 

D E F I N I T I O N • R t c o r d i S I I I I I • A ( r o u p o f r i l i t i d r i c o r d i n o r m i l l y f l l i d i n d u i » d n i unit for r i f i r i n c i a i w » f l • • r i l i n t f o n i n d d l i p o i l b o n P U R P O I M . 

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

Notice of Violation 
5. E A R U E S T Y E A R 1 L A T E T E S T Y E A R 

89 T 0 Present 

I . R E C O R D S E R I E S D E S C R I P T I O N ( Briefly descnbe the types of informatico'dCKurnents/TorTns found in (he Senes. Include the purpose or function of the Senes) 

Notice of Violation 

Citation issued to citizen in violation of the animal ordinance 
law when they agree to pay fine at Shelter and no Court is involved. 

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

I • Letter Size • Microfilm 

legal Size a Computer Tape 

Bound Bock o Floppy Disk 

• A u d o Tape o Video Tape 

R O h e r f S o e d f , ) 4 1 / 2 " X 8 1 / 2 " 

1 . R E C O R O S E R I E S S E Q U E N C E 

a Alphabetical 

X Numerical 

• Chronological 

• Geographical 

O Other (Soeafyl 

9. V O L U M E 
X File Drawerfs) 
• Microfilm Reel (s) 
o Computer Tape (s) 

j o Other (Specify) 

Number 

10. A N N U A L A C C U M U L A T I O N 
X FAe Orawer (s) 
• Microfilm Reel (s) 
a Computer Tape(s) 

1 ^ • Other (Specify) 

Number 

1 1 . R L E IS U S E D 

K Daly • Weekly • Monthly 

12. F I L E B E C O M E S I N A C T I V E A F T E R 

3 a Monthfs) X > Yearts) 
Number 

1 3 . C U R R E N T 1 0 C A T 1 0 N ( S ) (Bldg.. Floor. Room) 

7 4 0 9 A Baltimore & Annapolis Blvd 

14. IS R E C O R D S E R I E S D U P U C A T E D E L S E W H E R E ? (If yes. speafy agency or office) 

• Yes % No 

I S . A C C E S S R E S T R I C T I O N S (If yes. d e tawfs) S regulationls) 

Yes • N o 
AA Co Code Article 1 2 Sect 3 - 1 1 1 

16. A U D I T R E Q U I R E M E N T S 

jQ None a State • Federal • Independent 

1 7 . IS A N I N O E X S Y S T E M U S E D ? Of yes. explain briefly and 
descnbe any hardware/software) 

O Yes X ) N o 

I t . R E C O M M E N D E D R E T E N T I O N 1 

Retain in office three years and destroy. 

I W R M E A N D T I T L E O F P R E P A R E R 

Vickie B. Hamilton' 
20. T E L E P H O N E N U M B E R 

4 1 0 - 2 2 2 - 6 6 9 0 

21. D A T E 

. -
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1 . D E P A R T M E N T / A G E N C Y 

PACE 
2. DIVISION 

Licensing & Enforcement 
3. UNIT 

Animal Control 

D E F I N I T I O N • R t c o r d i S i r l i i • A group of r i l i l i d n c o r d i normilly fllfrd i n d u i n f • • i unit for r i f i r i n c i n will n ritintlon i n d dlipoiltlon p u r p o t t i . 

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

Notice to Comply 
5. E A R L I E S T Y E A R / L A T E T E S T Y E A R 

89 T O . Present 

6. R E C O R D S E R I E S D E S C R I P T I O N ( Briefly describe the types of inforrnaliorVdocuments/lorms found in Ihe Series. Include Ihe purpose or function of the Senes) 

Notice to Comply 

Notice issued to citizen that they are in violation of an animal 
law which states a specific date by which they are to comply. 

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

O Letter Size • Microfilm 

O Legal Size • Computer Tape 
i 

o Bound Book • Floppy Oisk 

o A u d o Tape • Video Tape 

X Other (Scetify) 4 1/2" X 8 1/2" 

S. R E C O R D S E R I E S S E Q U E N C E 

o Aphabetical 

X Numerical 

• Chronological 

• Geograpncal 

o Other (Specify) ' 

J . V O L U M E 
) J File Drawer(s) 
O Microfilm Reel (s) 
a Computer Tape (s) 
o Olher (Specify) 

Number 

10. A N N U A L A C C U M U L A T I O N 
X File Drawer (s) 
O Microfilm Reel (s) 
o Computer Tape(s) 
o Other (Specify) 1/4 

Number 

! 1 1 . F I L E IS U S E D 

X DaJy o Weekly • MonlNy 

12. F I L E B E C O M E S I N A C T I V E A F T E R 

3 a Monthfs) % Year(s) 
Number 

13. C U R R E N T L O C A T I O N ( S ) (Bldg.. Floor. Room) 

7409A Baltimore & Annapolis Blvd 

14. IS R E C O R D S E R I E S D U P U C A T E D E L S E W H E R E ? 01 yes. speafy agency or office) 

• Yes X N o 

I S . A C C E S S R E S T R I C T I O N S (If yes. cite bw(s) S reyutalonfs) 

^ Yes a N o 

AA Co Code Article 12 Sect 5-111 

I S . AUDIT R E Q U I R E M E N T S 

£ None • Stale • Federal a Independent 

— . 

1 7 . IS A N I N D E X S Y S T E M U S E D ? (I' yes. explain briefly and 
descnbe any hardware/software) 

I I . R E C O M M E N D E D R E T E N T I O N 

a Yes_ J? N o Retain in office three years and destroy. 

N A M E A N D T I T L E O F P R E P A R E R 

Vickie B- Hamilton' 
20. T E L E P H O N E N U M B E R 

410-222-6690 
21. D A T E 



I] I N S T R U C T )QW$ - T Y P E O R PRINT A S E P A R A T E F O R M F O R E A C H N E W 
R R E V I S E D R E C O R D S E R I E S . F O R W A R D WITH R E C O R D S R E T E N T I O N 
B S C H E D U L E ( D C S 55&t) • 

D E P A R T M E N T O h G t N t K A L S f c K V I t t S 
R E C O R D S M A N A G E M E N T D I V I S I O N 

7275 W A T E R L O O R O A D 
P.O B O X 275 • J E S S U P . M A R Y L A N D 20794 

I] I N S T R U C T )QW$ - T Y P E O R PRINT A S E P A R A T E F O R M F O R E A C H N E W 
R R E V I S E D R E C O R D S E R I E S . F O R W A R D WITH R E C O R D S R E T E N T I O N 
B S C H E D U L E ( D C S 55&t) • 

D E P A R T M E N T O h G t N t K A L S f c K V I t t S 
R E C O R D S M A N A G E M E N T D I V I S I O N 

7275 W A T E R L O O R O A D 
P.O B O X 275 • J E S S U P . M A R Y L A N D 20794 pae. 15 t . o, 17 

1 . D E P A R T M E N T / A G E N C Y 

A PACE 
1 D I V I S I O N 

Licensing & Enforcement 
3. UNIT 

Animal Control | 

D E F I N I T I O N - R t c o r d i S i r l u • A group of r t l t l i d r t c o r d i normilly fllid ind u i » d • • • unit for n f i n n c i n will n ntintlon ind dlipoilbon p u i p o i n . 

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

Warnings 
5. E A R L I E S T Y E A R / L A T E T E S T Y E A R 

89 T O Present 

6. R E C O R D S E R I E S D E S C R I P T I O N ( Briefly describe the types of information/cbcuments/torms found in the Senes. Include the purpose or function of the Senes) 

Warnings 

Notice issued to citizen giving them a documented, offical warning 
that they are in violation of an animal law. 

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

• Letter Size • Microfilm 

legal Size a Computer Tape 

O Bound Book O Floppy Disk 

a A u d o Tape • Video Tape 

X o t h e r fSpedfy, 4 1/2" X 8 1/2" 

I . R E C O R D S E R I E S S E Q U E N C E 

• Alphabetical 

K Numerical 

• Chronological 

• Geographical 

• Other (Specify) 

J . V O L U M E 
M File Orawerfs) 
• Microfilm Reel (s) 
• Computer Tape (s) 
O Other (Speafy) 

Number 

10. A N N U A L A C C U M U L A T I O N 
X F3e Orawer (s) 
• Miatffm Reel (s) 
• Computer Tape(s) 
O Other (Specify) 1/4 

Number 

1 1 . F I L E IS U S E D 

6X Da*y 

1 2 , F I L E B E C O M E S INACTIVE A F T E R 

• Weekly a Monthly a Monthfs) 8 Year(s) 
Number 

1 1 C U R R E N T L O C A T l O N f S ) (Bldg.. Floor. Room) 

7 4 0 9 A Baltimore & Annapolis Blvd 

14. IS R E C O R D S E R I E S D U P U C A T E D E L S E W H E R E ? (11 yes. speafy agency or office) 

• Yes X No 

1 5 . A C C E S S R E S T R I C T I O N S (If yes. cite law(s) & regvia!ion(s) 

t } ( Yes o No 

16. A U D I T R E Q U I R E M E N T S 

£ None • State 0 Federal • Independent 

i 1 7 . IS A N I N D E X S Y S T E M U S E D ? (If yes, explain briefly and 
describe any ftardware/software) 

I I . R E C O M M E N D E D R E T E N T I O N 

a Yes_ X No Retain in office three years and destroy. 

1 1 T N A M E A N D T I T L E O F P R E P A R E R 

Vickie B. Hamilton 
20. T E L E P H O N E N U M B E R 

410-222-6690 
21. D A T E 

O S S 5 W (Rtvsaj V 9 3 ) 



I H S T f t U C T I O H S , - T Y P F O R PRINT A S t P A f t A l f f o f e u f-OR E A C H U F W 
R E Y 1 M D R E C O R D S E R I E S . F O R W A R D WITH R E C O R O S R E T E N T I O N 
S C H E O U U . ( D G 5 SSO-I) 

U b F A K I M t N l U H L , L N t H A L S b H V I L H S 
R E C O R D S M A N A G E M E N T D I V I S I O N 

7775 W A I E R I O O R O A D 
P.O B O X 275 • J E S S U P . M A R Y L A N D 70794 

R U L I I - I I U . L U I I U J I I I I U H U I l l 

P a g e . 16 Of 17 

1 . D E P A R T M E N T / A G E N C Y 2. D I V I S I O N 

PACE Licensing & Enforcement 
J . UNIT 

Animal Control 

D E F I N I T I O N • R t c o r d i S i r t t i • A group of rtlattd rtcordi normilly flltd ind u i t d • • i unit for r i f t r t n c t n will n n U n t l o n ind d l i p o i l t l o n p u r p o i t i . 

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

District Court (A) 

5. E A R U E S T Y E A R / L A T E T E S T Y E A R 

89 T O Present 

8. R E C O R D S E R I E S D E S C R I P T I O N ( Briefly describe the types of informaliorVdocumenis/Iorms found m Ihe Senes. Include Ihe purpose or function of Ihe Senes) 

Daily Transmittal of uniform criminal/civil citations of 
District Court - Lists c iv i l citations in which recepient has failed 
to f i l e notice of intention to stand tr ia l for the offense. 

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

K Letter Size • Microfilm 

o Legal Size a Computer Tape 

a Bound Book a Floppy Disk 

1 • A u d o Tape • Video Tape 

• Other fSoedfv) 

1 . R E C O R D SERIES S E Q U E N C E 

• Alphabetical 

• Numerical 

i £ Chronological 

• Geographical 

• Other (SoeaM 

9. V O L U M E 
H. File Drawer(s) 
0 Microfilm Reel (s) 
0 Computer Tape (s) 
o Other (SDecify) 

Number 

10. A N N U A L A C C U M U L A T I O N 
£ F3e Orawer (s) 
• Microfilm Reel (s) 
O Computer Tape(s) 
O Olher I S o e d M 

1 Folder 
Number 

1 1 . F I L E IS U S E D 

o OaJy • Weekly D£ Monthly 

12. F I L E B E C O M E S INACTIVE A F T E R 

3 • Monlhfcl Of. Yearfs) 
Number 

1 3 . C U R R E N T L O C A T I O N S (Bldg.. Floor. Room) 

7 4 0 9 A Baltimore & Annapolis Blvd 
14. IS R E C O R D S E R I E S D U P U C A T E O E L S E W H E R E ? (II yes. speafy agency or office) 

o Yes 6X No 

1 5 . A C C E S S R E S T R I C T I O N S (If yes. cite ferw(s) S regulalion(s) 

H Yes 0 N o 

AA Co Code Article 12 Sect 3-111 

16. AUDIT R E Q U I R E M E N T S 

X> None 0 Slate • Federal a Independent 

. 

1 7 . IS A N I N D E X S Y S T E M U S E D ? (If yes. explain briefly and 
describe any hardware/software) 

a Yes X ) N o 

18. R E C O M M E N D E D R E T E N T I O N 

Retain in office three years and destroy. 
-

N A M E A N D T I T L E O F P R E P A R E R 

Vickie B. Hamilton' 
20. T E L E P H O N E N U M B E R 

410-222-6690 
21. DATE 
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1 . D E P A R T M E N T / A G E N C Y 

PACE 

2, D I V I S I O N 

Licensing & Enforcement 

3 . U N I T 

Animal Control 

D E F I N I T I O N . R t c o r d i S t r t t i - A g r o u p of r t d t t d rtcordi normilly flltd ind u i t d n I unit for r t f i n n c t i t will i t nttntlon i n d dlipoilbon p u i p o i M . 

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

District Court (B) 

5. E A R U E S T Y E A R / L A T E T E S T Y E A R 

89 T 0 Present 

6. R E C O R D S E R I E S D E S C R I P T I O N ( Briefly descnbe Ihe types of informaliorVdocumenis/fomis found in the Series Include the purpose or function of the Senes) 

Record of fines paid at District Court - Copy of receipt from 
District Court for fines/costs collected for Animal Control Citations. 

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

K letter Size • Microfilm 

o legal Size • Computer Tape 

• Bound Book a Floppy Disk 

o A u d o Tape • Video Tape 

a Other (Specify) 

8. R E C O R D S E R I E S S E Q U E N C E 

• Alphabetical 

• Numerical 

Chronological 

• Geographical 

• Other (Specify) 

i. V O L U M E 
S File Drawer(s) 
a Microfilm Reel (s) 
Q Computer Tape (s) 
0 Other (Speafy) 

Number 

10. A N N U A L A C C U M U L A T I O N 
X fit Orawer (s) 
O Microfilm Reel (s) 
a Computer Tapefs) 
o Other (Speafy) _ 

1 Folder 
Number 

1 1 . F I L E IS U S E D 

• D a l y • Weekly f£ Monthly 

12. F I L E B E C O M E S INACTIVE A F T E R 

3 a Monthfs) H Year(s) 
Number 

1 1 . C U R R E N T L O C A T l O N f S ) (Bldg.. Floor. Room) 

7 4 0 9 A Baltimore & Annapolis Blvd 

14. IS R E C O R D S E R I E S D U P U C A T E D E L S E W H E R E ? (II yes. specify agency or office) 

a Yes )l N o 

15. A C C E S S R E S T R I C T I O N S (If yes. cite taw(sj 8 regulation^) 

OX Y a • No 

AA Co Code Article 12 Sect 3-111 

16. A U D I T R E Q U I R E M E N T S 

£ None • Slate • Federal • Independent 

— . 

1 7 . IS A N I N O E X S Y S T E M U S E D ? (II yes. explain briefly and 
describe any tarctware/software) 

18. R E C O M M E N D E D R E T E N T I O N 

o Yes_ X No Retain in office three years and destroy 

^ j f N A M E A N D T I T L E O F P R E P A R E R 20. T E L E P H O N E N U M B E R 21. D A T E 

Vickie B Hamilton 410-222-6690 


