
DEPARTMENT OF GENERAL SERVICES 
Records Monogement Division 

RECORDS RETENTION AND DISPOSAL SCHEDULE 

SCHEDULE 
M 0 , C-584 
PACE 
NO. 1 

Anne Arundel County t State's Attorneys Office 
AOKNCY DIVISION 

Item 
No. Description Retention 

1. 

2. 

Following items supercede Schedule C-472 

CIRCUIT COURT CRIMINAL CASE FILES 

Circuit Court criminal case files include 
all or some of the following documents. 
Charging documents. 
Motions & other court papers. 
Writs & witness summonses. 
Correspondence. 
Police & other investigation reports. 
Medical reports. 
Memoranda & work papers. 
Court Orders. 
Pre-sentence reports. 

, DISTRICT COURT APPEAL/JURY TRIAL PRAYER 
CASE FILES -- • 

District Corut Appeal/Jury Trial Prayer case 
files include all or some of the following 
documents. 
Charging documents. 
Motions & other court papers. 
Writs & witness summonses. 
Correspondence. 
Police & other investigation reports. 
Medical reports. 
Memoranda & work papers. 
Court Orders. 
Pre-sentence reports. 

4 years after they 
are closed except 
a) homicides 
b) cases in which 
sentence was 10 yrs. 
or more incarceration 
either suspended or 
imposed. 
c) cases placed on 
stet docket because 
Defendant is at large 
Retain excepted cases for 
twenty (20) years. 

1 year after they 
are closed.• 

WARREN DUCKETT 



Item 

No. 

RECORDS RETENTION AND DISPOSAL SCHEDULE 
(CONTINUATION SHEET) 

Descr ip t ion 

iCMCDUUI 
NO. C-58'l 
PAGE 
NO. 

Retent ion 

3. 

6. 

JUVENILE COURT CASE FILES 
t 

Juvenile Ccurt case files include all or 
some of the following documents. 
Charging documents. 
Motions & other court papers. 
Writs & witness summonses. 
Correspondence. 
Police & other investigation reports. 
Medical reports. 
Memoranda & work papers. 
Court Orders. 
Juvenile Service Reports. 

DISTRICT COURT CASE FILES 

1 year after they are 
closed. 

60 days after case is 
closed. 

or District Court case files include all 
some of the following documents. 
Charging documents. 
Motions & other court papers. 
Writs & witness summonses. 
Correspondence. 
Police & other investigation reports. 
Medical reports. 
Memoranda & work papers. 
Court Orders. 
Pre-sentence reports. 

CIRCUIT COURT CARD INDEX 

The Card Index is an index to Circuit Court 
Juvenile Court & DistrictCourt Appeal/Jury 
trial prayers under the name of defendants 
& giving dates of proceedings & action of 
the Court in each case. When the case 
files are closed, closure will be noted 
on each card. 

SCREENING RECORDS 

These records contain a computer hard 
copy & sometimes police or other investi­
gative reports & correspondence indicating 
charging action taken and/or investigations 
conducted by the State's Attorneys Office. 

Permanently 

10 years after it is 
closed. 



I t e m 
N o . 

RECORDS RETENTION AND DISPOSAL SCHEDULE 
(CONTINUATION SHEET) 

Descr ip t ion 

SCHEDULE 
H 0- C-584 
PAGE 
NO. 3 

R e t e n t i o n 

BAD CHECK RECORDS t 

Records contain computer hard copy & 
correspondence indicating charging decision^ 
in bad check cases & whether or not 
restitution is made. 

COLLATERAL PROCEEDINGS CASE FILE 

File may contain petitions & other court 
documents, correspondence, police or other 
investigation reports, attorneys notes 
& other work product and memoranda and 
other legal research. 

VIOLATION OF PROBATION CASE FILES 

Files may contain court documents, Dep.t. 
of Parole & Probation reports & 
correspondence. 

1 year after closed, 

4 years after closing 
except past conviction 
case files which will 
be kept 20 years. 

3 years after they 
are closed. 



•4STKUCT 1 OMR - - TYPE OR PRINT A 
SEPARATE FORM FOR EACH NEW OR 
rVISED RECORD SERIES. FORWARD 
ITH RECORDS RETENTION SCHEDULE 
DCS 830-1 ) ' 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

72 7 B WATERLOO ROAD 
P.O. BOX 278 

JESSUP, MARYLAND 20784 

A G E N C Y R E C O R D S I N V E N T O R Y 
•4STKUCT 1 OMR - - TYPE OR PRINT A 
SEPARATE FORM FOR EACH NEW OR 
rVISED RECORD SERIES. FORWARD 
ITH RECORDS RETENTION SCHEDULE 
DCS 830-1 ) ' 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

72 7 B WATERLOO ROAD 
P.O. BOX 278 
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. I^^^RTMENT/ACCNCY 

AACo. State's Attorney 

Z. DIVISION 
NA 

1. U N I T 
NA 

1 1 —. 
EF IN IT ION-RECORD SERIES-* °nOU* O F RELATED RECORDS NORMALLY FILED AND USED AB A UNIT FOR 

REFERENCE A8 IELL AS RETENTION AND DISPOSITION PURPOSES 
. RECORD SERIES T I T L E 

Circuit Court Criminal Case Files 
5. EARLIEST YEAR/LATEST YEAR 

1978 T O Present 

R E C O R D S E R I E S D E S C R I P T I O N j B R , K r l - ' r DESCRIBE THE TYPES O F IN FORMAT I ON/DOCUMENTS/FORMS FOUND 
•IN THE SERIES. INCLUDE THE PU R P O S E OR FUNCTION OF THE SEF1ESJ 

Circuit Court criminal case files include all or some of the following 
documents. 

Charging documents Court Orders 
Motions & other court papers Pre-sentence reports 
Writs & witness summonses 
Correspondence 
Police & other investigation reports 
Medical reports 
Memoranda & work papers 

RECORD SERIES FORMAT(S) 
D LETTER SIZE D MICROFILM 

LEGAL SIZE D COMPUTER TAPE 
D ^ N D BOOK D FLOPPY DISK 
D AUDIO TAPE D VIDEO TAPE 
D OTHER(SPECIFY) 

RECORD SERIES SEQUENCE 
D ALPHABETICAL 
CK NUMERICAL 
B CHRONOLOGICAL 
D GEOGRAPHICAL 
D OTHER(SPECIFY J 

VOLUME 

100 
NUMBER 

• FILE DRAWER(S] 
• MICROFILM REEL(S) 
D COMPUTER TAPE(S) 
O OTHER(SPECIFYJ 
Lateral File 

10. ANNUAL ACCUMULATION 
• FILE DRAWERfS) 

10 ° MICROFILM REEL(S) 
BbTuBETt D COMPUTER TAPE(S) 

= D OTHFR(fiPFCIFY) 
1 . TILE IS USED 

D DAILY H WEEKLY 
l int i I r l nspri 

D MONTHLY 
12. FILE B E C O M E S 

• 

Lateral 
INACTIVE A F T E R 

N U M B E R case'TsTtt.tr^)ed 
D 

or o 

File 

,-.(81 h p r w i S P 
it. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOMJ 

State's Attorneys Office 
101 South Street.,,. Annapolis. MP 21401 

14. 
disposed 63 

IS R E C O R D S E R I E S D U P L I C A T E D ELSEWHERET 
flF Y ES, S P E C I F Y M E K C T OR O F F I C E ) 
H Y E S o N O Portions are duplicated 
hy pnlir-P rippt^. & Cirr-nit Court -C^Lerk & Dept". of Parole & Probation 

16. AUDIT REQUIREMENTS 
5? NONE D STATE D FEDERAL ° INDEPENDENT 

18. ACCESS RESTRICTIONS ^ YES O NO 
( I F Y E S , C I T E L A V ( S ) ** R E O U L A T I O N ( S J 

our office 
17. IS AN INDEX SYSTEM USEDT (IF YES.EXPLAIN 

BFilBPLY A K D D E S C R I B E A N Y H A R D B A R E / S O F T W A R E ) 

R Y E S o N O card index 

18. RECOMMENDED RETENTION 
4 years after they are closed except| 
a) homicides 
b) cases in which sentence was 10 yrs 
or more incarceration either sus­
pended or imposed. 
c) cases placed on stet docket 
because Defendant is at large. 

IS . NAME AND TITLE OF PREPARER 
Frank R. Weathersbee 
Deputy State's Attorney 

These excepted 
20. TELEPHONE NUMBER 

(301)280-1740 

cases will be 
21. DATE 

May 5, 1987 

kept 20 yrs 

D C S 330-4 (REVISED 2/87) 



NSTKVCT1QMS--TYPE OR PR INT A 
t P A R A T E FORM FOR EACH NEW OR 
EV 1 SED RECORD SER 1 E-S . FORWARD 
ITH RECORDS RETENTION SCHEDULE 
DGS BBC -t ) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

727B WATERLOO ROAD 
P.O. BOX 278 

JESSUP, MARYLAND 20794 

I 

A G E N C Y R E C O R D S I N V E N T O R Y 
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. l^feARTMENT /AGENCY 
AACo. State's Attorney 

2 . DIVISION 
NA 

1. UNIT 
NA 

EF IN IT ION-RECORD SERIES •* O R O U P RBLATED RECORDS NORMALLY r 1 LCD AND U S E D A» A ON 1T FOR 
KEFCRCNCC AS WELL AS RETENTION AND DISPOSITION PURPOSES 

. RECORD SERIES TITLE 
District Court Appeal/Jury Trial Prayer case files 

I. EARLIEST YEAR/LATEST YEAR 
T O Present 

RECORD SERIES DESCRIPTION J B R , K R I - T DESCRIBE THE TYRES Of 1NFORMAT 1 ON/DOCUMENTS/FORMS FOUND 
•IN THE SERIES. INCLUDE T HE PURP O S E OR FUNCTION OP T H E S E R I E S ) 

District Court Appeal/Jury Trial Prayer case files include all or some of 
the following documents. 

Charging documents Court Orders 
Motions & other court papers Pre-sentence reports 
Writs & witness summonses 
Correspondence 
Police & other investigation reports 
Medical reports 
Memoranda & work papers 

. RECORD SERIES FORMAT(S J 
3 LETTER SIZE D MICROFILM 
X LEGAL SIZE • COMFUTER TAPE 
3 E^^ID BOOK D FLOPPY DISK 
3 AUDIO TAPE O VIDEO TAPE 
3 OTHER(SPECIFY) 

8. RECORD SERIES SEQUENCE 
D ALPHABETICAL 
OX NUMERICAL 
• CHRONOLOGICAL 
D GEOGRAPHICAL 
D OTHER(SPEC I FY J 

t. VOLUME 
• FILE DRAWER(S) 
• MICROFILM REEL(S) 

2 5 O COMPUTER TAPEfSl 
NUMBER Q OTHERtSPECIFYJ 
lateral file drawers 

10. ANNUAL ACCUMULATION 
: ' • • D FILE DRAWER(S) 

5 O MICROFILM REEL(S) 
F l U M B C n w w » « w w a v m r%* mm \ § 

D OfTHFPlKPFrlFYl 
1' FILE IS USED 

D DAILY R WEEKLY O MONTHLY 

lateral file drawers 
FILE BECOMES INACTIVE AFTER 

NUMBER caseM?sn^r:/ed or r^Urii RP 
1. CURRENT LOCATION!S) ( BLDG.,FLOOR,ROOM) 

State's Attorneys Office 
101 South Street • 
R n n a p n l i c; f N|n ? 1 d n 1 

. disposed of. 
14. IS RECORD SERIES DUPLICATED ELSEWHERET 

H P Y E S , SPECIFY A O E N C Y OR O F F I C E ) 
tx Y E S O N O Portions are duplicated 
by p o l l C P ripptK- C i r n n r P n n r t i . ACCESS RESTRICTIONS & YES D NO 

( ir Y E S , C I T E LAS(s) A REOULAT1ON(S} 
our office 

Clerk & Dept". of Parole & Probation 
16. AUDIT REQUIREMENTS 

8 NONE O STATE D FEDERAL D INDEPENDENT 

. IS AN INDEX SYSTEM USED T ( | r YE S . EXP l_A 1N 
B R I E F L Y AND D E S C R I B E A N Y HARDHARE./SOFTWARE ) 

8 Y E S D N O card index 

• 
18. RECOMMENDED RETENTION 

1 year after they are closed 

. NAME AND TITLE OF PREPARER 
Frank R. Weathersbee 
Deputy State's Attorney 

2 0 . TELEPHONE NUMBER 
(301)280-1740 

2 1 . DATE 
May 5, 1987 

DCS 5S0-4 (REVISED Z / 8 7 ) 



MSTRVCTIQHS--TYPE OR PR INT A 
EPARATE FORM FOR E A C H NEW OR 
£V 1 SED RECORD SER IES . FORWARD 
1 TH RZZC&ZS RETENTION SCHEDULE 
3GS B B O - I ) • 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

727f WATERLOO ROAD 
P.O. BOX 278 

JESSUP, MARYLAND 20784 

A G E N C Y R E C O R D S I N V E N T O R Y 
MSTRVCTIQHS--TYPE OR PR INT A 
EPARATE FORM FOR E A C H NEW OR 
£V 1 SED RECORD SER IES . FORWARD 
1 TH RZZC&ZS RETENTION SCHEDULE 
3GS B B O - I ) • 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

727f WATERLOO ROAD 
P.O. BOX 278 

JESSUP, MARYLAND 20784 P A G E 3 O F 9 

. CA^RTMENT /AGENCY 

W c o . State's Attorney 
2. DIVISION 

N/A 
S. U N I T 

N/A 
~FIN 1T1 ON-RECORD S E R I E S - * O R O U F ° r RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR 

REFERENCE A S WELL A S RETENTION AND DlBROS I T I O N PURPOSES 

. RECORD S E R I E S TITLE 
Juvenile Court case files 

8 . E A R L I E S T Y E A R / L A T E S T YEAR 
1986 T O Present 

RECORD S E R I E S D E S C R I P T I O N j B R I * ' r l - v DESCRIBE THE T Y P E S O F 1N F O R M A T 1 O N / DOCUMENTS / FORMS FOUND 
IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES) 

Juvenile Court case files include all or some of the following documents. 
Charging documents 
Motions & other court papers 
Writs & witness summonses 
Correspondence 
Police & other investigation reports 
Medical reports 
Memoranda & work papers 
Court Orders 
Juvenile Service Reports 

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

) LETTER S I Z E D M I C R O F I L M 

t LEGAL SIZE D C O M P U T E R T A P E 
1 B^^ ID BOOK D F L O P P Y D I S K 

1 A U D I O TAPE D V I D E O T A P E 

1 O T H E R { S P E C 1 F Y ) 

S. RECORD S E R I E S SEQUENCE 

O ALPHABETICAL 

CK NUMERICAL 

D CHRONOLOGICAL 

D GEOGRAPHICAL 

D O T H E R ( S P E C I F Y ) 

8. VOLUME 
D FILE DRAWER(S) 
D M I C R O F I L M R E E L ( S ) 

. 5 O C O M P U T E R T A P E ( S l 
NUMBER D QTHER(SPEC1 F Y ) 
lateral file drawers 

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

) LETTER S I Z E D M I C R O F I L M 

t LEGAL SIZE D C O M P U T E R T A P E 
1 B^^ ID BOOK D F L O P P Y D I S K 

1 A U D I O TAPE D V I D E O T A P E 

1 O T H E R { S P E C 1 F Y ) 

S. RECORD S E R I E S SEQUENCE 

O ALPHABETICAL 

CK NUMERICAL 

D CHRONOLOGICAL 

D GEOGRAPHICAL 

D O T H E R ( S P E C I F Y ) 
10. ANNUAL A C C U M U L A T I O N 

D FILE DRAWER!S ) 
5 D M I C R O F I L M R E E L ( S ) 

W W MM C M n *r • » * ™ » \ — - g 

D OTHFPlRPFrirVl 
* FILE IS USED 

D D A I L Y fi W E E K L Y . MONTHLY 
until closed 

lateral tile drawers 
1 Z • FILE BECOMES INACTIVE A F T E R 

HUMBER caseM?sT>^!rled or Y E^?yrwise 
. CURRENT L O C A T I O N ( S ) (BLDG.,FLOOR,ROOM) 

State's Attorneys Office 
101 South Street 
I n n s n n l i c Mn ll/ini >: 

. disposed of. 
14. IS R E C O R D S E R I E S D U P L I C A T E D ELSEWHERET 

tlF YES, SPECIFY AGENCY OR O F F I C E ) 
S Y E S p N O Portions are duplicated by police aepts. S Cirnnf Pnurf 

. A C C E S S R E S T R I C T I O N S & Y E S D N O 
(IF Y K B , CITE L A B ( B ) * R E O U L A T 1 O N ( B ) 

our office 

Clerk & Juvenile Services Admin. 
16. A U D I T R E Q U I R E M E N T S 

Of N O N E O STATE O FEDERAL D INDEPENDENT 

. IS AN INDEX S Y S T E M USEDT ( |r YES.EXPLAIN 
BRIEFLY AND DE S C R I B E A N Y HARDBARE/SOFTWARE) 

H Y E S o N O card index 

• 
18. R E C O M M E N D E D RETENTION 

1 year after they are closed. 

. NAME A N D T I T L E OF P R E P A R E R 

Frank R. Weathersbee 
Deputy State's Attorney 

20. TELEPHONE N U M B E R 

(301)280-1740 
21 . DATE 

May 5, 1987 

D C S 35 0-4 (REVISED Z/S7) 



•ISTKVCT 1 Q f l ? - - TYPE OR PHI NT A 
:PARATE FORM FOR E A C H N E W OR 
RVISED RECORD S E R I E S . FORWARD 
ITH R E C O R D S RETENTION S C H E D U L E 
>OS 8 B 6 - 1 ) 

DEPARTMENT OF GENERAL S E R V I C E S 
RECORDS MANAGEMENT DIVISION 

7278 WATERLOO ROAD 
P.O. BOX 278 

JESSUP, MARYLAND 207B4 

A G E N C Y R E C O R D S I N V E N T O R Y 
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. DJ»|J?TMENT/ AGENCY 
fflRo. State's Attorney 

2 . DIVISION 
N/A 

S. U N I T 
N/A 

IF IN 1T1 ON -RECORD S E R I E S - * ° " O U P ° r RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR 
REFERENCE AS I E U AS RETENTION AND DlBROS IT ION PURPOSES 

RECORD S E R I E S TITLE 
District Court case files 

E . E A RLIEST Y E A R / L A T E S T YEAR 
1987 Y O Present 

RECORD S E R I E S D E S C R I P T I O N j B R , I r i - V DESCRIBE THE TYPES O P INFORMAT1 ON/DOCUMENTS/FORMS FOUND 
IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OP THE SERIES J 

District Court case files include all or some of the following documents. 
Charging documents 
Motions Si other court papers 
Writs Si witness summonses 
Correspondence 
Police Si other investigation reports 
Medical reports 
Memoranda Si work papers 
Court Orders 
Pre-sentence reports 

RECORD S E R I E S F O R M A T ( S J 

<LETTER S I Z E D M I C R O F I L M 

LEGAL S I Z E • C O M F U T E R TAPE 

B C ^ ^ 3 B O O K D F L O P P Y D I S K 

AUDIO T A P E 0 V I D E O T A P E 

O T H E R { S P E C I F Y ) 

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

K ALPHABETICAL 

D NUMERICAL 

D CHRONOLOG1 GAL. 

D GEOGRAPHICAL 

D O T H E R ( S P E C I F Y ) -

•. VOLUME 
C F H ^ D R A W E R I S ) 
• MICROFILM R E E L ( S ) 

1 D COMPUTER T A P E ( S ) 
NUMBER D oTHER(SPECIFY) 

10. ANNUAL ACCUMULATION 
Q FILE DRAWER(S-) 

N/A ° MICROFILM R E E L ( S ) 
K U M B E V D COMPUTER T A P E ( S ) 

D OTHFPlRPrrirvl 
' FILE IS USED 

CI D A I L Y D W E E K L Y » MONTHLY 

1 2 • FILE B E C O M E S INACTIVE AFTER 
B U ^ T » " O N T H ( S ) ° Y E A R ( S , 

. C U R R E N T L O C A T I O N ( S ) (BLDG.,FLOOR,ROOM) 
State's Attorneys Office 
Annag8tts\Sfi5eSi.401 i. 

14. IS R E C O R D S E R I E S D U P L I C A T E D ELSEWHERET 
tlF Y E S , SPECIFY A O E N C Y OR O F F I C E ) 

. A C C E S S R E S T R I C T I O N S V Y E S O N O 
(IP YES, CITE LAW(s) A REOULAT1 O N ( S ) 

our office 

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

30 N O N E D S T A T E O FEDERAL ° INDEPENDENT 

IS AN INDEX S Y S T E M USEDT ( |p YES. EXPLAIN 
BRIEFLY AND DESCRIBE ANY HARDSARE/SOFTWARE) 

D Y E S NO • 
18. R E C O M M E N D E D R E T E N T I O N 

60 days after case is closed. 

NAME A N D T I T L E OF P R E P A R E R 
Frank R. Weathersbee 
Deputy State's Attorney 

2 0 . TELEPHONE N U M B E R 
(301)280-1740 

2 1 . D A T E 
May 5, 1987 

D C S S9 0-4 (REVISED 2 / 8 7 ) 



INSTRUCTIQMS--TYPE OR PRINT A 
SEPARATE F O R M FOR EACH NEW OR 
REVISED RECORD S E R I E S . FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DGS 5 B 0 - J ) 

DEPARTMENT OF CENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

727B WATERLOO ROAD 
P.O. BOX 27B 

JESSUP, MARYLAND 20794 

A G E N C Y R E C O R D S I N V E N T O R 

PAGE J3 O F 9 

t^B^pEFARTMENT / A G E N C Y 

^^AACo. State's Attorney 
2 . DIVISION 

N/A 
8 . UNIT 

N/A 
•1EF IN IT ION-RECORD SERIES-* O R O U P '*>F RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR 

REFERENCE AS SELL AS RETENTION AND DISPOSITION PURPOSES 
». RECORD SERIES TITLE 

Circuit Court Card Index 
8 . EARLIEST YEAR/LATEST YEAR 

1968 T O Present 

5. RECORD SERIES DESCRIPTION J B R 1 K r u v DESCRIBE THE TYPES O F 1NFORMAT 1ON/DOCUMENTS/FORMS FOUND 
•IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE BEFttEl 

The Card Index is an index to Circuit Court, Juvenile Court & District 
Court Appeal/Jury trial prayers under the name of defendants & giving dates 
of proceedings & action of the Court in each case. When the case files 
are closed, closure will be noted on each card. 

'. RECORD SERIES FORMAT( S ) 
D LETTER SIZE D MICROFILM 
D LEGAL SIZE D COMPUTER TAPE 
^ ^ O U N D BOOK D FLOPPY DISK 
3 AUDIO TAPE D VIDEO TAPE 
°XoTHER{SPEC 1FY) 

( 4 - 6 cards) 

8. RECORD SERIES SEQUENCE 
D ALPHABETICAL 
H NUMERICAL 
D CHRONOLOGICAL 
D GEOGRAPHICAL 
D OTHER(SPECIFYJ 

8 . VOLUME 
•FILE DRAWER(S) 
O MICROFILM REEL(S) 

, 1 O COMPUTER TAPElSJ 
NUMBER D oTHER(SPEC 1 FY) 
cardfile cabinet 

10. ANNUAL ACCUMULATION 
O FILE DRAWER(S) 

4000 D MICROFILM REEL(S) 
NUMBER D COMPUTER TAPE(S) 

. O OTWTRl KPrr I P-Y 1 
1 • FILE IS USED 

J? DAILY D WEEKLY D MONTHLY 
l Z • FILE BECOMES INACTIVE A F T E S ? ^ 5 

NUMBER case is t r\ed or ̂ T ^ E P A M P P 

8 . CURRENT LOCATION(S) {BLDG.,FLOOR,ROOM) 
State's Attorneys Office 
101 South Street 
Annapolis. MD 21403 

disposed ot. 
14. IS RECORD SERIES DUPLICATED ELSEWHERET 

(iF YES, SPECIFY AGENCY OR OF F I C E ) 
D YES 1& N O 

5. ACCESS RESTRICTIONS *3 YES D NO 
(IF Y E S , CITE LA»(l) » R B Q U L A T 1 O N ( 8 ) 

our office 

16. AUDIT REQUIREMENTS 

X3 NONE D STATE D FEDERAL O INDEPENDENT 

7. IS AN INDEX SYSTEM USEDT (|p YES.EXPLAIN 
• H I E f L Y AKD DES C R I B E A N Y HARDBARE/SOFTWARE) 

D YES OX N O 1 

• 
18. RECOMMENDED RETENTION 

Permanently 

t. NAME AND TITLE O F PREPARER 
Frank R. Weathersbee 
Deputy State's Attorney 

2 0 . TELEPHONE NUMBER 
( 3 0 1 ) 2 8 0 - 1 7 4 0 

2 1 . DATE 
May 5 , 1987 



INSTRUCTIQNS--TYPE OR PRINT A 
SEPARATE FORM FOR EACH NEW OR 
REVISED RECORD S E R I E S . FORWARD 
VITH R E C O R D S RETENTION S C H E D U L E 
(DGS 880 -I ) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7278 WATERLOO ROAD 
P.O. BOX 278 

JESSUP, MARYLAND 20794 

A G E N C Y R E C O R D S I N V E N T O R Y 

PAGE _5 O F 9 

6 . ^ ^ A R T M E N T /AGENCY 

AACo. State's Attorney 
2 . DIVISION 

N/A 
3. UNIT 

N/A 
DEFINITION-RECORD S E R I E S - * O R O U P O F RELATED R E C O R D S NORMALLY 1 F I L E D A N D U S E D A S A U N I T F O R 

i. R E C O R D S E R I E S TITLE 
Circuit Court Card Index 

5. EARLIEST YEAR/LATEST YEAR 
1968 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 (BR,B:',,-Y D E S C R I B E T H E T Y R E S O F I N F O R M A T 1 O N / D O C U M E N T S / F O R M S F O U N D 
-IN THE SERIES. I N C L U D E T H E P U R P O S E O R F U N C T I O N O F T H E S E R I E S ) 

The Card Index is an index to Circuit Court, Juvenile Court & District 
Court Appeal/Jury trial prayers under the name of defendants & giving dates 
of proceedings & action of the Court in each case. When the case files 
are closed, closure will be noted on each card. 

R E C O R D S E R I E S FORMAT{S J 

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

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

O I^^lD BOOK O F L O P P Y D I S K 

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

nXoTHERlSPEC IFY] 
(4-6 cards) 

8. RECORD S E R I E S SEQUENCE 

• ALPHABETICAL 

H NUMERICAL 

• CHRONOLOGICAL 

O GEOGRAPHICAL 

. D OTHER(SPEC 1FY J 

9. VOLUME 
• FILE DRAWER(S) 
D MICROFILM REEL(S) 

1 O COMPUTER TAPE!Si 
N U M B E R D O T H E R ( S p E C , F Y J 
card'file cabinet. 

10. ANNUAL ACCUMULATION 
• FILE DRAWER(S) 

4000 D MICROFILM REEL(S) 
N U M B E R D COMPUTER TAPE(S) 

. O OTHFPlfiPFrlFYl 
1 * FILE IS USED 

X> D A I L Y O W E E K L Y O MONTHLY 

1 2 • FILE B E C O M E S INACTIVE A F T E S ^ 2 

NUMBER case is tr^jed or ^n^krln 
*. C U R R E N T LOCATION(S) (BLDG.,FLOOR,ROOM) 

State's Attorneys Office 
101 South Street 
Annapolis. MD 21401 

disposed ot. 
14. IS RE C O R D S E R I E S DUPLICATED ELSEWHERET 

( I F Y E S , S P E C 1 F Y A O E N C Y O R O F F I C E ) 
O Y E S B NO 

S. A C C E S S RESTRICTIONS £ Y E S • N O 
( I F Y K S , C I T E L A W ( S ) A R E O U L A T 1 O N ( S } 

our office 

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

5D N O N E • S T A T E O FEDERAL D INDEPENDENT 

7. IS A N INDEX S Y S T E M U S E D ? ( T P Y E S . E X P L A I N 
B R I E F L Y A N D D E S C R I B E A N Y H A R D B A R E / S O F T W A R E ) 

D Y E S IX NO 1 

• 
18. R E C O M M E N D E D RETENTION 

Permanently 

>. NAME A N D TITLE OF P R E P A R E R 
Frank R. Weathersbee 
Deputy State's Attorney 

2 0 . TELEPHONE N U M B E R 

(301)280-1740 
2 1 . D A T E 

May 5, 1987 



tfJSTFVCT IQN^- - TYPE OR PR 1 NT A 
SEPARATE FORM FOR E A C H N E W OR 
*EV i B E D RECORD SERIES. FORWARD 
?ITH R E C O R D S RETENTION S C H E D U L E 
D C S DBO- 1 ) 

DEPARTMENT OF GENERAL SERVICES 
R E C O R D S MANAGEMENT DIVISION 

7Z7I WATERLOO ROAD 
P.O. BOX 17t 

JESSUP, MARYLAND X0764 

A G E N C Y R E C O R D S I N V E N T O R Y 

PAGE & o r 5. 

. I ^ ^ A R T M E N T / A G E N C Y 
AACO. State's Attorney 

Z. DIVISION 
N/A 

>. U N I T 
N/A 

DEFINITION-RECORD S E R I E S - * ° * O W P O F "ELATED RECORDS NORMALLY F I L E D A N D U S E D AS A UNIT FOR 
R E F E R E N C E AS WELL AS RETENTION AND Dl BROS IT ION PURPOSES 

5. R E C O R D S E R I E S TITLE % 

Screening records 
I. E A R L I E S T YEAR/LATEST YEAR 

1 9 7 9 T O Present 
R E C O R D S E R I E S D E S C R I P T I O N { • R , E R U V DESCRIBE THE TYPES O F INPORMAT1 ON/DOCUMENTS/FORMS FOUND 

•IN THE SERIES. INCLUDE THE P U R P O S E OR FUNCTION OF THE SEFJlESJ 
These records contain a computer hard copy & sometimes police or other 
investigative reports & correspondence indicating charging action taken 
and/or investigations conducted by the State's Attorneys' Office. 

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

Q$ L E T T E R S I Z E D M I C R O F I L M 

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

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

P AUDIO T A P E D V I D E O T A P E 

Q OTHER(SPECIFY) 

S. RECORD S E R I E S SEQUENCE 

O ALPHABETICAL 

B NUMERICAL 

O CHRONOLOGICAL 

O GEOGRAPHICAL -

D OTHER (SPECIFY)"" -

». VOLUME 
D FILE DRAWER(S) 
O MICROFILM R E E L ( S ) 

X J 0 COMPUTER T A P E ( S ) 
NUMBER D o T H E R fSPECIFY) 
lateral file drawers : 

10. ANNUAL ACCUMULATION I 
D F I L E D R A W E R ( S ) 

1 0 MICROFILM R E E L ( S ) 

D orrwrp/ KPFrirrl 
1 ' FILE IS USED 

D D A I L Y D W E E K L Y * MONTHLY 

,, lateral file drawer 
L Z • FILE B E C O M E S INACTIVE AFTER 

„ ^ P *OKTHfS) . O YEAR] 8 ) 
NUMBER after s c w m m ; dpr i £ i nr. i c 

8. C U R R E N T L O C A T I O N ( S ) ( B L D C . . F L O O R . R O O M ) 
State's Attorneys Office 
1 0 1 South Street 

naoe. 
14. IS R E C O R D S E R I E S D U P L I C A T E D ELSEWHERE? 

(IF T C S , S P E C I F Y A O E N C Y OR O F F I C E ) 
O Y E S X> NO 

S. A C C E S S R E S T R I C T I O N S D ^ Y E S O N O 
(IF Y E S , C I T E L A W ( S ) » R K O U L A T 1 O N ( • ) 

our office 

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

)0 N O N E O S T A T E O FEDERAL O INDEPENDENT 

7 . IS A N INDEX S Y S T E M U S E D T (|F VKS.EXPLAIN 
B R I E F L Y AND D E S C R I B E A N Y HARDBAKE./SOFTWARE) 

D X Y E S O N O 
It is computerized and indexed by 

& number 

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

1 0 years after it is closed. J 

i 

i. NAME A N D T I T L E OF P R E P A R E R 

Frank R. Weathersbee 
Deputy State's Attorney 

1 0 . TELEPHONE N U M B E R 

( 3 0 1 ) 2 8 0 - 1 7 4 0 

Z 1 . D A T E } 

May 5 , 1 9 8 7 



INSTRL»CT ICfS'S - - TYPE OR PR I NT A 
SEPARATE FORM FOR EACH NEW OR 
REV 1SEC RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DCS 110-1) 

DEPARTMENT OF CENTRAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7171 WATERLOO ROAD 
P.O. BOX 27» 

JESSUP, MARYLAND 20794 

A G E N C Y R E C O R D S I N V E N T O R Y 

PAGE ; 7__ OF 9_ 

1 . ^^ARTMENT/AGENCY 
AACO. State's Attorney 

Z. DIVISION 
N/A 

>. UNIT 
N/A 

DEFINITION-RECORD SERIES-* °m°V* O F RELATED RECORDS NORMALLY F I L E D AND USED AS A UNIT FOR 
REF E R E N C E AS WELL AS RETENTION AND D l B R O S IT ION PURPOSES 

«. RECORD SERIES TITLE t 
Bad check records 

8. EARLIEST YEAR/LATEST YEAR 
1982 TO Present 

#. RECORD SERIES DESCRIPTION j * R , K F I - Y DESCRIBE THE TYPES O P INFORMAT ION/DOCUMENTS/FORMS FOUND 
-IN THE SERIES. INCLUDE THE P U R P O S E OR FUNCTION OP T H E SERIES-

Records contain computer hard copy & correspondence indicating charging 
decisions in bad check cases & whether or not restitution is made. 

?. RECORD SERIES FORMAT(S) 
Cfc LETTER SIZE O MICROFILM 
O LfiCAL SIZE D COMPUTER TAPE 
B BOUND BOOK O FLOPPY DISK 
D AUDIO TAPE O VIDEO TAPE 
D OTHER(SPEC1FY J 

8. RECORD SERIES SEQUENCE 
8 ALPHABETICAL 
O NUMERICAL 
O CHRONOLOGICAL 
D GEOGRAPHICAL 
O OTHER(SPECIFY) 

>. VOLUME 
•FILE DRAWER(S) 
O MICROFILM REEL(S) 

1 0 D COMPUTER TAPE(S) 
N U M B E R Q QTK:R( SPEC 1 FY) 
l ^ Q i - = l flip nrswpr. 

10. ANNUAL ACCUMULATION 
D FILE DRAWER(8) " 

2 O MICROFILM REELJS) 

D w t v F B l R P r r i r Y l 

' 1 * FILE IS USED 
IR DAILY D WEEKLY D MONTHLY 

lateral file drawer 
, Z • FILE BECOMES INACTIVE AFTER 

O MONTH(S) . . D YEARIS) 
MUMeEH Check ;s oft i o or i p r ^ n r , 

I * . CURRENT LOCAT1ON(S] (BLDG.,FLOOR,ROOM} 
State's Attorneys Office 
101 South Street 

charged 
IA. I S RECORD SERIES DUPLICATED ELSEWHEREf 

( I F Y E S , S P E C 1 FY A O E N C Y O R O F F I C E . ) 
D YES X> NO 

B. ACCESS RESTRICTIONS • YES B NO 
( I F Y E S , C I T E LAW(s) A R E O U L A T 1 O N ( S ) 

18. AUDIT REQUIREMENTS 

V NONE D STATE O FEDERAL O INDEPENDENT 

7. IS AN INDEX SYSTEM USED? ( I P Y E S.EXP LA I N 
B R I E F L Y AKD D E S C R I B E A N Y H A R D W A R E / S O F T W A R E ) 

O YES D NO • 
18. RECOMMENDED RETENTION 

1 year after closed 

•. NAME AND TITLE OF PREPARER 
Frank R. Weathersbee 
Deputy State's Attorney 

20. TELEPHONE NUMBER 
(301)280-1740 

21. DATE 
May 5, 1987 



INSTRUCTIQNS- - TYPE OR PRINT A 
SEPARATE FORM FOR E A C H N E W O R 
REVISED RECORD S E R I E S . FORWARD 
WITH R E C O R D S R E T E N T I O N S C H E D U U E 
[DCS IBO -1 } ' 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7271 WATERLOO ROAD 
P.O. BOX 271 

JESSUP, MARYLAND 20784 

A G E N C Y R E C O R D S I N V E N T O R Y 

PAGE • 8 OF 9. 

f . ^ ^ A R T M E N T /AGENCY 
AACO. State's Attorney 

2 . DIVISION 
N/A 

2 . U N I T 
N/A 

DEFINITION •RECORD S E R I E S - * O R O U P o r RELATED RECORDS NORMALLY FILED AND U S E D AS A UNIT FOR 
R E F E R E N C E AS WELL AS RETENTION AND DISPOSITION PURPOSES 

5. R E C O R D S E R I E S TITLE t 

Collateral proceedings case file 
&. E A R L I E S T YEAR/LATEST YEAR 

1978 T O Present 

1. R E C O R D S E R I E S D E S C R I P T I O N { • R , K R U Y DESCRIBE THE TYPES O P INFORMAT 1 ON/DOCUMENTS/FORMS FOUND 
-IN THE SERIES. INCLUDE THE P U R P O S E OR FUNCTION OF THE SEPJIESJ 

File may contain petitions & other court documents.- correspondence, 
police or other investigation reports, attorneys notes & other work 
product and memoranda and other legal research. 

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

P L E T T E R S I Z E O M I C R O F I L M 

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

O SOCIND B O O K O F L O P P Y D I S K 

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

D O T H E R { S P E C 1FY) 

•. RECORD S E R I E S S E Q U E N C E 

O ALPHABETICAL 

«X NUMERICAL 

0 C H R O N O L O G I C A L 

0 GEOGRAPHICAL 

O O T H E R ( S P E C I F Y ) 

>. VOLUME 
D FILE DRAWER(S) 
D MICROFILM REEL(S) 

_ D COMPUTER TAPEfS) 
NUMBER q oTHER(SPECIFY) 

lateral file drawers 
10. ANNUAL ACCUMULATION . 

— To FILE DRAWER(S) 
1 O MICROFILM R E E L ( S ) 

ft W J M S E L n •••in w « mmm*m • mm | mw g 

. D onrwFPi R P r r i n r i 
1 ' FILE IS U S E D 

D D A I L Y 5 W E E K L Y D MO N T H L Y 

lateral file'drawer 
L Z • FILE B E C O M E S INACTIVE AFTER 

D M O N T H ! S I O YEAR(S) 
HUHBER Court rules on neFit^irfn 

2 . C U R R E N T L O C A T I O N ! S ) { B L D C . , F L O O R , R O O M ) 
State's Attorneys Office 
101 South Street 
I n n a n n l i R , Mn 71401 

14. IS RECORD S E R I E S DUPLICATED ELSEWHERET 
(IF YES, S P E C I F Y /.OENCT OR OFFICw) 
B Y E S D N O oortions are duplicated 
h v pnlirp X Pirn: it Cotjrt Cl^rk 

*. A C C E S S R E S T R I C T I O N S Q Y E S O N O 
(IF Y E S , CITE LAw(s) A R K O U L A T 1 O N ( • ) 

our office 

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

P N O N E O S T A T E O FEDERAL O INDEPENDENT 

7 . IS A N INDEX S Y S T E M U S E D ! (|p YES.EXPLA IN 
BRIEFLY AKD DESCRIBE ANY HARDWARE./SOFTWARE) 

XP YES O N O 
card index • 

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

4 years after closing except 
past convictiafl case files which 
will be kept 20 years. 

1. NAME A N D TITLE O F P R E P A R E R 

Frank R. Weathersbee 
Deputy State's Attorney 

2 0 . T ELEPHONE N U M B E R 

(301)280-1740 
2 1 . DATE 

May 5, 1987 



/ 
JNSTKVCT IONS- -TYPE OR PRINT A 
SEPARATE FORM FOR EACH NEW OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DCS »B0 - 1 J * 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

727B WATERLOO ROAD 
P.O. BOX 27B 

JESSUP, MARYLAND 207B4 

A G E N C Y R E C O R D S I N V E N T O R Y 

PAGE 3_ OF 9. 

1 . f^^ARTMENT/AGENCY 
AACO. State's Attorney 

2 . DIVISION 
N/A 

>. UNIT 
N/A 

DEFINITION-RECORD SERIES-* ° * O U P ° R ""LATED RCCORDI NORMALLY FILED AND USED AS A U N I T FOR 
R E F E R E N C E AS WELL AS RETENTION AND DISPOSITION P U R P O S E S 

4. RECORD SERIES TITLE ' K 

Violation of Probation Case Files 
B. EARLIEST YEAR/LATEST YEAR 

1978 T O Present 

• - RECORD SERIES DESCRIPTION ( "*' KF',-V D E B C R I T E THE TYPES O F INPORMAT 1 ON/DOCUMENTS/FORMS FOUND 
I N THE SERIES. INCLUDE THE P U R P O S E OR FUNCTION Or THE SEPJ1ESJ 

Files may contain court documents. Dept. of Parole & Probation reports £.• 
correspondence. 

7. RECORD SERIES FORMAT{S J 
'' LETTER SIZE D MICROFILM 
^ ^ A L SIZE Q COMPUTER TAPE 
O BOUND BOOK O FLOPPY DISK 
O AUDIO TAPE D VIDEO TAPE 
O OTHER{SPEC 1FY) 

t. RECORD SERIES SEQUENCE 
D ALPHABETICAL 
)C NUMERICAL 
O CHRONOLOGICAL 
O GEOGRAPHICAL 
D OTHER(SPEC 1 FY ) 

1. VOLUME 
O FILE DRAWERfS) 
D MICROFILM REEL(S) 

2 0 D COMPUTER TAPE(S) 
NUMBER D oTHER[KPEClFY} 
lateral file drav.'ers 

10. ANNUAL ACCUMULATION _2 
O FILE DRAWER(S) 

2 0 MICROFILM REEL(S) 
H U M 0 C *f *m ww w *r • m***-* •" — •» | ̂  f 

. D O T M r o i K P F r i r v l 
8 1 * FILE IS USED 

O DAILY B WEEKLY D MONTHLY 
lateral file drawers 

1 z • FILE BECOMES INACTIVE AFTER 
D MONTH!S) D YEARfBl WDMBTT Court rSpH'cinn 1 

11. CURRENT LOCATION(S) (BLDC..FLOOR.ROOM) 
State's Attorneys Office 
101 South Street 
Annapolis, MD 21401 

14. IS RECORD SERIES DUPLICATED ELSEWHERET 
(IF YES, SPECIFY AOENCT OR OFFICE) 
£ Y E S o N O portions with Circuit-

IB. ACCESS RESTRICTIONS Q Y E S O NO 
(IF YES, CITE LAW(S) A REOULAT1ON(S) 

our office 

kj'i«L LJ C J. « 'L J'I fa—L'UIJl . O l — L G T V _ i? a ir I Vua l-i-L/ii 
If. AUDIT REQUIREMENTS 

B N O N E D STATE O FEDERAL O INDEPENDENT 

17. IS A N INDEX SYSTEM USEDT ( |p VKS.EXPLAIN 
BRIEFLY AKD DESCRIBE A N Y HARDWARE/SOFTWARE) 

Q Y E S o N O card index ^ • 
It. RECOMMENDED RETENTION 

3 years after they are closed. 

1». NAME A N D T I T L E O F PREPARER 
Frank R. Weathersbee 
Deputy State's Attorney 

2 0 . TELEPHONE NUMBER 
(301)280-1740 

2 1 . DATE 
May 5, 1987 


