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DGS-$50-§ DEPARTMENT OF GENERAL SERVICES soHEDULE
RXV. 7/86 Records Manogement Division C-58u
PAGE
NO.

RECORDS RETENTION AND DISPOSAL SCHEDULE

s

Anne Arundel County State's Attorneys Office

AGENCY DI VIiSION
ltem . .
No.' . Description Retention
Following items supercede Schedule C-472
1.)] CIRCUIT COURT CRIMINAL CASE FILES 4 years after they
are closed except
Circuit Court criminal case files include a) homicides
all or some of the following documents. b) cases in which
Charging documents. sentence was 10 yrs.
Motions & other court papers. or more incarceration
Writs & witness summonses. either suspended or
Correspondence. imposed.
Police & other investigation reports. c) cases placed on
Medical reports. stet docket because
Memoranda & work papers. Defendant is at large
| Court Orders. Retain excepted cases for
. Pre-sentence reports. twenty (20) years.
2. | DISTRICT COURT APPEAL/JURY TRIAL PRAYER __ 1 year after they
) CASE FILES : 7 | are closed. -

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-sentenceée reports.

Schedvle Authorized by

Schedule Approved by Depertment,
Agency, or Diviel on ;

tate's Attoxine
Tidle D
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FOHM RM 1A RECORDS RETENTION AND DISPOSAL SCHEDULE SCHEDULE
REV. 2/75 (CONTINUATION SHEET) NO. A
PAGE
NO. 2
Item )
No. Description Retention
3.1 JUVENILE COURT CASE FILES 1 year after they are

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

District 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.
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.

closed.

60 days after case is

closed.

Permanently.

4

10 years after it is
Aclosed.

PS - I8
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FUKRM BM 1A RECGRDS RETENTION AND DISPOSAL SCHEDULE SCHEPULE
REV. 2/75 (CONTINUATION SHEET) NO. c_5gy
PAGE
No. 3
Item
No. Description Retention
7.} BAD CHECK RECORDS 'Y 1 year after closed.

Pomer e

Records contain computer hard copy &
correspondence indicating charging decisions
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, Dept.
of Parole & Probation reports &
correspondence.

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

3 years after they
are closed.

S - J4)



ISTRUCTIQNS - -TYPE OR PRINT A
IPARATE FORM FOR EACH NEW OR

SVISED RECORD SERIES. FORWARD
iTH RECORDS RETENTION SCHEDULE

DEFARTMENT OF GENERAL SERVYICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.O. BOX 278 ’

AGENCY RECORDS INVENTORY

y PAGE _] or _9
DGS B50-1) JESSUP, MARYLAND 20794

.|‘.rknann7AGﬂ«n" - 2. DIVISION 3. WIT i
) NA NA j
AACo. State's Attorney . :

R

EFINITION-RECORD SERIES-A GROUF OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FO

REFERENCE AS BELL AP RETENTION AND DISPOS]ITION PURPOSES

. . .

RECORD SERIES TITLE

-

Circuit Court Criminal Case Files

5. EARLIEST YEAR/LATEST YEAR
1278 T1o0 Present

. RECORD SERIES DESCRIPTION |
: _ 4N THE SERIES.

documents.
Charging documents

Writs & witness summonses
Correspondence

Medical reports
Memoranda & work papers

Motions & other court papers

BRIEFLY DEBECRIBE THE TYPES OF lNFORMATlON[DOCUHENTB/FORﬂ! FOUND
IRCLUDE TRE PURPOSE OR FUNCTION OF THR ll!1l',

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

Police & other investigation reports

Court Orders
Pre-sentence reports

. RECORD SERIES FORMAT{S) 8.
O 1LETTER S1ZE O MICROFILM

X LEGAL S1ZE 0O COMFUTER TAPE X NUMER 1 CAL

o ‘lLu:aou< O FLOPFY DISK

O Auplo TAPE O VIDEO TAFE

O OTHER({SPECIFY)

RECORD SERIES SEQUENCE

O ALPHAEETICAL

0 CHRONOLOG I CAL
O GEOGRAPHICAL
0 OTHER(SPECIFY)

VOLUME
O FILE DRAWER(S)
O MICROFILM REEL(S)
D COMPUTER TAPE(S)
O OTHER|SPECIFY)

Lateral File
ANNUAL ACCUMULAT ION

O FILE DRAWER(S)

100
NUMBER

10 O MICROF ILM REEL(S)
RUGEER U COMPUTER TAPE(B)
[»]
1 12 ' Lateral File
* FILE IS USED * FILE BECOMES INACTIVE
(a] -] EXg O MONTHL
DAILY :Err1 closed Y nuwmﬂrcase 1ls t& ed;or % er&lse______

disposed ot

i3. CURRENT LOCATION(S} (BLDG.,FLOOR,RROOM) 14. 15 RECORD SERIES DUPLICATED ELSEWHERE?
3 tl' YES, SPECIFY JGENCY OR OPFCC!,
r
Sﬁ‘i‘tgostﬁtgo Qe s Office 4 yEs O No Portions are duplicated
Aﬁnapo 15. ﬁB ﬁ 401 by police depts. & Circuit Court
. Clerk & Dept. of Parole & Probation
i8. ACCESS RESTRICTIONS S YES O No 16. AUDIT REQUIREMENTS
{(ir yes, crvx taw(s) & reGuLATION(S)
. R NONE O STATE 0O FEDERAL 0O [NDEPENDENT
our office
(17. 15 AN INDEX SYSTEM USED? [i1r yzS.E)PLAIN

BRIBFLY ANKD DESCRIBE ANY HARDWARE/SOFTWARE )

card index _

R YEs D NoO

"Q

RECOMMENDED RETENT JON

4 years after they are closed except
a) homicides

b) cases in which sentence was 10 YIS
or more incarceration either sus-
pended or imposed.

c) cases placed on stet docket
because Defendant is at large.

I9. NAME AND TITLE OF PREPARER

Frank R. Weathersbee
Deputy State's Attorney

20. TELEPHONE

These excepteq
R

(301)280-1740

cases will be kept 20 yrs
. DATE

May 5, 1987

DGS 330-4 (REVISED 2/87)




NSTRUCTIONS - -TYPE OR PRINT A
EPARATE FORM FOR EACH NEY OR

EVISED RECORD SERIES, FORWARD

"ITH RECORDS RETENTION SCHEDULE

- DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROAD

P.O. BOX 278 2

- Y
AGENCY RECORDS INVENTORY

0

DGS BB0-1) , : JESSUP, MARYLAND 20794 PAGE oF
. ARTMENT / AGENCY 2. DIVISION $. WNIT
AACo. State's Attorney NA NA

'EkINITJON-RECORD SERlES-A GROUP OF RELATED RECORDS NORMALLY FILED AND UKED ASB A UNIT FOR

. RECORD SERIES TITLE

District Court Appeal/Jury Trial Prayer case files

REFERENCE AS BELL AS RETENTION AND DISPOS|TION PURPOSES

$. EARLIEST YEAR/LATEST YEAR

1982 TO Present

. RECORD SERIES DESCRIPTION ‘BRIIFLY DEEBCRIBE THE TYPES OF INFORMA?ION/DOCUHENTDIPORN' FFOUND

4N THE SERIES.

INCLUDE THE PURPFOSE OR FUNCTION OF THK llR1!l]

District Court Appeal/Jury Trial Prayer case files include all or some of

the following documents.
' Charging documents

Motions & other court papers

Writs & witness summonses
Correspondence

Court Orders
Pre-sentence reports

Police & other investigation reports:

Medical reports
Memoranda & work papers

. RECORD SERIES FORMAT(S) 8.
J LETTER S12ZE O MICROFILM
X LEGAL SIZE

3 o soox

J AUDIO TAPE

0O COMFUTER TAPE
O FLOPFY DISK
O VvIDEO TAPE

3 OTHER( SPECIFY)

RECORD SERIES SEQUENCE 9.
D ALPHAEETICAL
K NUMERICAL
O CHRONOLOG]CAL,
O GEOGRAPHICAL

O OTHER(SPECIFY)

VOLUME
O FILE DRAWER(S)
O MICROFILM REEL(S8)
25 __ O COMPUTER TAPE(S)
ROMBER 0 orpp(sPECIFY)
lateral file drawers

ANNUAL ACCUMULAT ION

10.
rezeren. B FILE DRAWER(S)
5 D MICROFILM REEL(S)
RUKNEER O COMPUTER TAPE(S)

Py
[

'« wiLE 1S useD

O pAlLY | WEEKLY O MONTHLY

. a :
lateral flge drawers
AFTER

FILE BECOMES INACTIVE

NUHEEF‘caég 1s g?ied o? oggégﬁjme______

12.

until closed

dis%%sed of.

I. CURRENT LOCATION(S) {BLDG.,FLOOR, ROOM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?
State's Attorneys Office tir yes, sreciFy reency or orrice)
101 South Stree : %YES D no gortlons are dugllcated
Annapalis, MD 21401 h y-police depts, & Circuit Counrt
i - Clerk & Dept. of Parole & Probation
. ACCESS RESTRICTIONS X YEs O pNoO 16. AUDIT REQUIREMENTS :

(1r ye8, ciTe LAW(S) & REGuLATION(S)
our office

@ NONE O STATE D FEDERAL 0O INDEPENDENT

"« IS AN INDEX SYSTEM USED?! [(tFr YES.E>PLAIN
BRIEFLY AND DEBCRIRBE ANY HARDBARE/SOFTWARE)

R YEE D NO card index

18. RECOMMENDED RETENT JON

1l year after they are closed

« NAME AND TITLE OF PREPARER 20.

Frank R. Weathersbee

TELEPHONE NUMBER
(301)280-1740

21. DATE

May 5, 1987

Deputy State's Attorney

DGS 350-4 (REVISED 2/87)




HSTRYCTIQNS - -TYPE OR PRINT A
EPARATE FORM FOR EACH NEW OR

EVIEED RECORD SERIES. FORYARD
ITH RETCETS RETEMG IO SCHEDULE

DEFARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVENTORY

727F WATERLOO RQAD
P.C. BQX 278

) : - PAGE 3 or _J
3GS 550-1) JESSUP, MARYLAND 20784 :
1"UHTENT/AGENCY 2. DivisioN . 3. WNIT
Co. State's Attorney N/A _ N/A

A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT PFOR

FINITION-RECORD SERIES -

REFERENCE AS WELL AS RETENTION AND DISPOSJTION PURPOSES

RECORD SERIES TITLE
Juvenile Court case files

5. EARLIEST YEAR/LATEST YEAR
1986 +yo Present

RECORD SERIES DESCRIPTION (

BRIEFLY DEECRIBE THE TYPES OF INFORHATION/DOCMNTB/'OWS FOUND

tN THE SERIES. . INCLUDE TME PURPOSE OR PFUNCTION OF THE SEFIES)

Juvenile Court case files

include all or some of the following documents.

Charging documents

Motions & other court papers

Writs & withess summonses
Correspondence

Police & other investigation reports
Medical reports

Memoranda & work papers

Court Orders

Juvenile Service Reports

'RECORD SERIES FORMAT(S)

J LETTER SI1ZE O MICROFILM
ULEGAL S1ZE O COMFUTER TAPE
! A'.unsaxc O FLOPPY DISK

! AUDIO TAPE D VIDEO TAFPE

! OTHER( SPECIFY)

8. RECORD SERIES SEQUENCE #. VOLUME

O FILE DRAWER(S)
O MICROFILM REEL(S)
CK NUMER 1 CAL 5 O COMPUTER TAPE(S)
NUMBER 0 orier(sPECIFY)
lateral file drawers

O ALPHABETICAL

0O CHRONOLOGICAL

[n] OGRAPHI CAL
cE ! o 10. ANNUAL ACCUMULAT ION

D OTHER(SPECIFY) - O FILE DRAWER(S)
D MICROFILM REEL(S)
RUNMSER D COMPUTER TAPE(S)

* FILE 1S USED

.0
Tateral 1le drawers
12. FiLE BECOMES INACTIVE AFTER

DA o s o 8) .
0 DAILY ® weprLy P MONTHLY mumeeg case T HPled or SeBhise
- . disposed of.
. CURRENT LOCATION{S) {BLDG.,FLOOR,ROOM) 14. 15 RECORD SERIES DUPLICATED ELSEWHERE?

State's Attorneys Office
101 South Street

fl? YES, SPECIFY J,OGENCY OR OFPICE,

& )
A res, 989 Borpiong aredupligated

nn]tc' 1401
.. ACCESS RESTRICTIONS X yes

(tr vyes, ci1Te taw(s) & rEGULATION(S)

our office

Clerk & Juvenile Services Admin.
O No 16. AUDIT REQUIREMENTS

N NONE D STATE 0O FEDERAL DO INDEPENDENT

« 15 AN INDEX SYSTEM USED?! (I1F YRS.E)PLAIN
BRIEFLY AND DESCRIBE ANY HARDRARE/SOFTRARK )

B yYEs O NO card index

18. RECOMMENDED RETENT ION

1 year after they are closed.

. NAME AND TITLE OF PREPARER

Frank R. Weathersbee
Deputy State's Attorney

20. TYELEPHONE NUMEER 21. DATE
(301)280-1740 May 5, 1987

DGS 330-4 (REVISED 2/87)




r—

ISTRUCTIQHS - -TYPE OR PRINT A
iPAR.ATE. FOFM FOR EACH NEY OR

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

IVISED RECORD SERIES. FORWARD 7278 WATERLOO ROAD
ITH RECORDS RETENT JON SCHEDULE P.O. BOX 278 4 9
; PAGE or
>GS B80-1) JESSUP, MARYLAND 20794
i.'rnumnvAaucw 2. DIVISION 3. UNIT
o. State's Attorney N/A N/A

FINITION-RECORD SERIES-

A OGROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNI!T FOR

RECORD SERIES TITLE
District Court case files

REFERENCE AS WELL AS RETENTION AND DISFOS|TION PURPFOSES

5. EARLIEST YEAR/LATEST YEAR
1987 to present

‘IN THE SERIJES.

Charging documents

Writs & witness summonses
Correspondence

Medical reports
Memoranda & work papers
Court Orders
Pre~sentence reports

, ND
RECORD SERIES DESCRIFTION (BRIIFLY DESCRIBE THE TYPES OF INFORMATION/DOCUNENTB/PORMI FOUN

INCLUDE THE PURPOSE OR FUNCTION OF THK 'KR"!S)

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

Motions & other court papers

Police & other investigation reports

RECORD SERIES FORMAT(S) 8.
{LETTER SI1ZE U MICROFILM
LEGAL SI1ZE 0O COMFUTER TAPE
m‘.b:xbx O FLOPPY DISK
AUDIO TAPE O VIDEO TAFE

OTHER| SPECIFY)

RECORD SERIES SEQUENCE ’.
B ALPHABETICAL

O NUMERICAL

O cHRONOLOGICAL

O GEOGRAPHICAL

D OTHER(SPECIFY) [

VOLUME
o FAS bRkwer(s)
O MICROFILM REEL{S)
O COMPUTER TAPE|S)
“""BEF O OTHER(SPECIFY)

10." ANNUAL ACCUMULATION

- O FILE DRAYER(S]}
N/A O MICROFILM REEL(S)
KGNSER O COMPUTER TAPE(S)

O OTHFR(SPECIEY)

(1r yes, ci17vx Law(s) & rREGULATION(S)
our office '

FILE 1S USED 12. FILE BECOMES INACTIVE AFTER
O patLy O wEEKLY X MONTHLY mowber D MONTHIS) O YEAR(S)
. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?
Sg?tg'stgtgorne s Office t1r ves, sreciFY roEncY OR orFrice)
Qut 1HEET i ] ict
Annapofls, &5 St401 ' E%H%% éﬁg%kpglbSSt?egfsPago?ésErl
Propation.
ACCESS RESTRICTIONS ¥ YES OnNo 16. AUDIT REQUIREMENTS

X NonE D STATE O FEDERAL D INDEPENDENT

1§ AN INDEX SYSTEM USED? (1r vyES.E)PLAIN
BRIEFPLY ARD DESCRIBE ANY HARDIARE/BOFTIAR!)

0 yes X no

18. RECOMMENDED RETENT ION

60 days after case is closed.

NAME AND TITLE OF PREPARER

Frank R. Weathersbee
Deputy State's Attorney

20,

TELEPHONE NUMEER
(301)280-1740

21. DATE

May 5, 1987

DGS 380-4 (REVISED 2/87)




CJHSTRUCTIQHS - -TYFPE OR PRINT A

BEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD

DEFARTMENT OF CENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO RCAD

~ AGENCY RECORDS INVENTOR

¥1TH RECORDS RETENTION SCHEDULE P.O. BOX 278
pace 5 _or 9
(DGS B30-4) - JESSUP, MARYLAND 20794
'DEFART‘MENT/AGENC‘Y 2. DIVISION 3. uNIT
AACo. State's Attorney N/A N/A

A OROUP OF RELATED RECORDS NORMALLY FILED
REFERENCE AS BELL AfS RETENTION AND DISPFCS

JEFINITION-RECORD SERIES-

4§. RECORD SERIES TITLE

Circuit Court Card Index

JTION PURPOSER

AND USED AS A UNIT POR

8. EARLIEST YEAR/LATEST YEAR
1968 +yo Present

8. RECORD SERJIES DESCR!PTION ‘BRIIPLY DESCRIBE THE TYYPES OF INFOMTIONIDOCMNTS,'OR’X' FOUND

4N THE SERIES.

INCLUDE THE PURPOSE OR FUNCTION OF THE BSEFTE]

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.
closure will be noted on each card.

are closed,

When the case files

‘. RECORD SERIES FORMAT(S)

D LETTER S1ZE O MICROFILM

D LEGAL S1ZE D COMFUTER TAPE
‘oum BOOK U FLOPFY DISK
3 AuDIO TAPE O VIDEC TAPE

DY OTHER( SPECIFY)

8. RECORD SERIES SEQUENCE
0O ALPHAEETICAL
o NUMERICAL

0O CHRONOLOGICAL

9. VOLUME
D riLE DRAWER(S)
1 O MICROFILM REEL(S)
O COMPUTER TAPE(S)
NUMBER O OTHER(SPECIFY)
card file cabinet

O GEOGRAFPHICAL

O OTHER({SPECIFY)

ANNUAL ACCUMULAT 10N
O FILE DRAYER(S)

O MICROFILM REEL(S)
KGHEER U COMPUTER TAPE(S)

(4-6 cards) 4000
' riLE 1S UsED 12. F|LE BECOMES INACTIVE AF gds
¥ DAILY O MONTHLY '

O WEEKLY

ROMEER case

S yalgﬂkg‘&ed Our YggﬁL’}’W1 se
dilsposed ot.

3. CURRENT LOCATION(S) {BLDG.,FLOOR,ROOM) 14. 15 RECORD SERIES DUPLICATED ELSEWHERE?
State's Attorne{s Office ttr ves, serecirFry raeEncy or oOFrice)
101 South Stree Oves B no
Annapolis, MD 21401 :

3. ACCESS RESTRICTIONS ¥ yEs O wo 16, AUDIT REQUIREMENTS

(sr ves, ciTe tAw(s) & rREGULATION(S)

our office

X NoNE O STATE O FEDERAL O INDEPENDENT

7. 1S AN INDEX SYSTEM USED?! (1r YES.E)PLAIN

18. RECOMMENDED RETENT ION
BRIEFLY AKD DESCRIBE ANY HARD!ARE/BOFT'ARE)
. Permanently
0Oyes &X NO Z
9. NAME AND TITLE OF PREPARER 0. TELEPHONE, NUMEER 21. DATE
'~ Frank R. Weathersbee (301)280-1740 May 5, 1987
Deputy State's Attorney

DGS 330-4 (REVISED 2/87)




--TYPE OR PRINT A
PARATE FORM FOR EACH NEW OR
ISED RECORD SERIES. FORWARD

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

727% WATERLOO ROAD
P.O. BOX 273

#. RECORD SERIES TITLE

REFERENCE AS

Circuit Court Card Index

ITH RECORDS RETENT ION SCHEDULE
~ . Pace 5 _or _9
[DGS 330-3) JESSUP, MARYLAND 206794
5. ARTMENT / AGENCY 2. DIVISION 3. uNIT
AACo. State's Attorney _ N/A N/A
DEF INIT 1 ON - RECORD SERIES-“ GROUP OF RELATED RECORDS NORMALLY FFILED AND USED AS A UNIT POR
WELL AS RETENTION AND DISPFOS]T]JON PURPFPOSES

5. EARLIEST YEAR/LATEST YEAR
1968 +yo Present

are closed,

4N THE SERIES.

5. RECORD SERIES DESCRIPTION (BRIIPLY DESCRIBE THE TYPES OF INFORHATION/DOCUHENTBIFORM! FOUND
INCLUDE THE PURPOSE OR FUNCTION OF TMHE 'KP1!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.
closure will be noted on each card.

When the case files

. RECORD SERIES FORMAT(S)
O LETTER S1ZE O MICROF ILM
O LEGAL SIZE D COMFUTER TAPE
a BOOK U FLOPPY DISK

0 Aubpio TAPE 0O VIDEC TAPE

8. RECORD SERIES SEQUENCE
O ALPHAEBETICAL
B NUMERICAL

O CHRONOLOGICAL

#. VOLUME

O FILE DRAWER(S)

0 MICROFILM REEL(S)

O COMPUTER TAFPE(S)
"“"B'“tJOTHER(SPEClFY)
card file cabinet.

o GEOGRAPHI CAL

$0. ANNUAL ACCUMULAT ION
OXOTHER( SPECIFY) . =D -OTHER(SPECIFY) D FILE DRAWER(S)
(4-6 cards) 4000 O MICROFILM REEL(S)
RUWEER O COMPUTER TAPE(S)
- FiLE 1S usED 12. FILE BECOMES INACTIVE Af%%ﬁgds
¥ DAILY O WEEKLY O MONTHLY

RURBEER. case 1S £r£ed or #ﬁgrb1qp

State's Attorneys Office
101 South Street

3. CURRENT LOCATION(S) (él.bc..noon.m)

i4.

t1r veS,
Ovyes B No

. disposed ot
IS RECORD SERIES DUPLICATED ELSEWHERE?

SPECIPFY 2GENCY OR OFFicE)

our office

Annapolis, MD 21401
8. ACCESS RESTRICTIONS vyEs ONoO 16. AUDIT REQUIREMENTS
{ir yes, cI1TE LAW(S) & REGULATIONIS)

o NoNE O STATE D FEDERAL 0O INDEPENDENT

7.

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

18. RECOMMENDED RETENT ION
BRIEFLY ARD DESCRIRE ANY HARD!ARE/BOFT'ARK)
. . Permanently
Dyes & nNno -
9. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMEER 23. DATE
Frank R. Weathersbee (301)280-1740 May 5, 1987
Deputy State's Attorney

DGS 3530-4 (REVISED 2/87)




$S--TYPE OR PRINT A
PARATE FORM FOR EACH NEY OR
18ED RECORD SERIES, FORWARD
71T FE_COMSS RETENT ION SCHEDULE

DEFARTMENT OF GINERAL SERVICES
RECORDS MANAGEMENT DIVISION
J273 WATERLOO ROAD
P.O. BOX 275

AGENCY RECORDS INVENTORY

o

pace 6 or

PEFINITION-RECORD SERIES-

DGS BBO-1) ' JESSUP, MARYLLAND 20794
[P JAGENCY Z. DIVISION 3. UNIT :
ARCO. State's Attorney N/A "N/A '
A OROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT POR

;. RECORD SERIES TITLE

Screening records

REFERENCE AS WELL AS RETENTION AND DISFOSITION PURPOSESR

5. EAR_IEST YEAR/LATEST YEAR
1979 vyo Present

3N 'FHE SERIES.

These records contain a computer hard copy & sometimes
investigative reports & correspondence indicatiﬁg charcing action taken
and/or investigations conducted by the State's Attorneys'

. RECORD SERIES DESCRIPTION (-RIKPLY DESCRIBE THE TYPES OF lNFORMATION/DOCMNTIIPOm. FOUND

INCLUDE THE PURPOSE OR PFUNCTION OF THK SEPIES]

police or other

Office.

. RECORD SERIES FORMAT|(S) 8.

OXLETTER SI1ZE O MICROFILM

O OTHER(SPECIFY) ——. .

RECORD SERIES SEQUENCE

O ALPHAEETICAL

O OTHER(SPECIFY) ™~ =

VOLUME

O FILE DRAWER(S)
O MICROFILM REEL(S)

oL S1ZE O COMFUTER TAPE B NUMERICAL 19 o comPUTER TAPE(S)
S BOOK O FLOPPY DISK O CHRONOLOGI MUMEER D omER(sPECIFY)

CAL lateral fi1le Grawers :
2 AUDIO TAPE U VIDEO TAFE o GEOGWU%HCAL - 10. ANNUAL ACCUMULAT ION !

D FILE DRAWER|(S)
1 O MICROFILM REEL(S)
ROUUSPR O COMPUTER TAPE(S)

i. piLE 1S uUsED

512.

. b an§u¥5E£c1£z¢___;~
lateral file drawer
AFTER

FILE BECOMES INACTIVE

ciTx 1A¥(s) & mEGuLATION(S)
our oifice

(1r ves,

o D wEEX) MONTHL D monTH(S) . D YEAR :
BAILY e M © M RUNSFE aiter scénénlng decwé?ﬁn s
. maae.

3. CURRENT LOCATION({S) {BLDG.,FLOOR,ROOM) f14. 15 RECORD SERIES DUPLICATED ELSEWHERE?
State's Attorneys Office tir ves, srecirFy saEncy or orrice)
101 South Street D yEsS 0O NO
Annapolis,. MD 401

S . ACCESS RESTRICTIONS o’yEs 0 No 16. AUDIT REQUIREMENTS

XMV NONE DO STATE D rFEDERAL U INDEPENDENT

7. IS AN INDEX SYSTEM USED? (i1r vrs.EXPLAIN
BRIKFLY AKD DESCRIRE ANY MARDBARE/SOFTWARE)

OyEs O NoO
It is computerized and indexed by

‘...e & numnber

18. RECOMMENDED RETENTION

10 years after it is closed.

« NAME AND TITLE OF PREPARER 20.

Frank R. Weathersbee
Deputy State's Attorney

TELEPHONE NUMEER
(301)280-1740

21. DATE

May 5, 1987




INSTRUCTIQNS - -TYPE OR PRINT A

SEPARATE FORM FOR EACH NEW OFR
REVISED RECORD SERIES. FORWARD

DEFARTMENT OF GENLRAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

72738 WATERLOO ROAD

PITH RECORDS RETENTION SCHEDULE P.O. BOX 273 > 9
E 3 PAGE or
({DGS 830-1) JESSUP, MARYLAND 20754 v T ——
t. ‘I}ARTMENT/AGENCY 2. DIVISION 3. UNIT
AACO. State's Attorney N/RA N/RA

BEFINITION -RECORD SERIES-

A GROUP OF RELATED RECORDS NORMALLY FILED

. er.ms

"REFERENCE AS RELL A® RETENTION AND DIiSPrOS

RECORD SERIES TITLE
3ad check records

4.

4

AND

B. EARLIEST YEAR/LATEST YEAR

UEED AB A UNIT FOR

1982 yo Present

4N THE SERIES.

BRIK R or ON /D NTS /PORMS FOUND’
6. RECORD SERIES DESCRIPTION ( IEFLY DESCRIBE THE TYYPES INFORMATI ] pocCume /
INCLUDE THE PURPOSE OR FUNCTIONX OF THE '!P.“l!'i

Records contain computer hard copy & correspondence incicating charging
decisions in bad check cases & whether or not restitution

is made.

7. RECORD SERIES FORMAT(S)
O LETTER S1ZE D MICROFILM
D S1ZE O COMFUTER TAPE
o BOOK O FLOPPY DISK
O AUDIO TAPE O VIDEO TAFE

O ONER( SPECIFY)

8. RECORD SERIES SEQUENCE
8 ALPHAEETICAL
O NUMERICAL

D CHRONOLOG 1 CAL

8.

VOLUME
O FILE DRAYER(S)
Lo DO MICROFILM REEL(S)
O COMPUTER TAPE(S)
ROBER 5 orren(sPECIFY)
lateral file Srawsr

O GEOGRAPHICAL
O OTHER(SPECIFY)

ANNUAL ACCUMULAT ION
D FILE DRAWER({S) ~~
2 D MICROFILM REEL(S)
RUWEPK O COMPUTER TAPE(S)
o

YISO 8 R T 53

(1r vyRs, crTx LAW(S) & mEguLATION|S)

F8. pILE 1S usED 12. FILE BECOMES INACTIVE AFTER
0 wEEK O MONTHI O MonTH(S) . . O YEAR(SB
R} palLY wEERLY M RUNBER C%])GC( 1s‘:>231a oy _‘DevLogq
. cnargea

3. CURRENT LOCATION(S] (BLDG.,FLOOR, ROOM) 14. 15 RECORD SERIES DUPL ICATED ELSEWHERE?

State's Attorneys Office t1r ves, sreciry raency or oFrice)

101 Zouth Stree OvyEs X NO

A PRS- 3- S D2 1401
‘8. ACCESS RESTRICTIONS Ovyes B no 16. AUDIT REQUIREMENTS

B NoNE O STATE O FEDERAL O INDEPENDENT

,.

1§ AN INDEX SYSTEM USED? [(1r YRS .EDPLAIN

RECOMMENDED RETENT JON

Deputy State's Attorney

BRIEFLY ARD DESCRIBE ANY H.ARDIAR&IIO"TIARI , 18.
: : 1 vear after closed
Ovyes P nNo N
2. NOE AND TITLE OF PREPARER 20. TELEPHONE NUMEER 21. DATE
Frank R. Weathersbee (301)280-1740 May 5, 1987




3S--TYPEL OR PRINT A
PARATE FORM FOR EACH NLY OR
I6ED RECORD SERIES., FORYARD

DLFARTMENT OF GINERAL SERVICES
RECORDS MANAGIMIENT DIVISIQN

AGENCY RECORDS INVENTORY

7173 WATERLOO ROAD
P.O. BOX 273

. RECORD SERIES TITLE

REPFERENCE AS

Collateral proceedings case file

4

ITH RECORDS RETENT ION BCHEDULE 9
. . PAGE 8 or
[{DGS BBO-1) JESSUP, MARYLAND 20784
f. ARTMENT /[ AGENCY 2. DIVISION 3. UNIT
AACO. State's Attorney N/A N/A
DEF INIT J ON - RECORD SERIES~A GROUP OF RELATED RECORDE NORMALLY FILED AND USED AP A UNIT PFOR
WELL AS RETENTION AND DISPFOB]ITION PURPOSES -

5. EARLIEST YEAR/LATEST YEAR
1978 yo Present

BN

procuct and memoranca and

File may contain petitions & cther court documents.
police or other investigation reports, attornevs notes

THE SERIES.

other legal research.

5. RECORD SERIES DESCRIPTION (-RIIFLY DESCRIBE THE TYPES OF mrom-non[oocuu:n"rl/roms FOUND
INCLUDE THE PURPOSE OR PUNCTION OF TME .lr_ll‘l

corresponaence.

~
o

other work

'« RECORD SERIES FORMAT(S)

C LETTER SiZE D MICROFILM
O(!ii::

O AUDIO TAPE D VIDEO TAFE

SI1ZE 0 COMFUTER TAPE

o BOOK U FLOPPY DISK

O OMER( SPECIFY)

8. RECORD SERIES SEQUENCE
D ALPHAEBETICAL
O NUMERICAL

D CHRONOLOG I CAL

. VOLUME

D FILE DRAVER(S)
O MICROFILM REEL(S)
O COMPUTER TAPE(S)
O OTHER({SPECIFY)
file érawers

10
NUwWBER

lateral

O GEOGRAPHICAL

O OTHER(SPECIFY)

10. ANNUAL ACCUMLRLAT ION
—0 .FILE DRAWER(S) =~

-——

e |

{ir vyes, C1TK LAwW(s) & mREauLaTION(S)

] O MICROFILM REEL(S)
RUNEPK O COMPUTER TAPE(S)
[0}
H 12 Jaterzl file drawer
° FILE IS USED * FILE BECOMES INACTIVE AFTER
o EXi O MONTHI O MONTH(S DYFMQB
DALY X wE Y M RUMEFE Court ru&e’s on pe .1t&c?n
3. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14. 15 RECORD SERIES DUPL ICATED ELSEWHERE?
State's Attorneys Office ti1r vES, sSrECIPY s0ENCY OR grnlc:g) .
t treet 8 yes D noOrtions are duplicatead
%g%a§g?ig4gﬁg 21401 by police & Circuit Conurt Clerk
3. ACCESS RESTRICTIONS Q YES O no 16. AUDIT REQUIREMENTS

our office

B NONE O STATE D FEDERAL 0O INDEPENDENT

7. 1S AN INDEX SYSTEM USED! {i1r vas.®)PLAIN

18. RECOMMENDED RETENT ION
SRIEFLY AKD DESCRIRE AKY HARDBARE/SOPTWARK)
WMYES O NO _ Z 4 vezrs after clocsing except
card index past convictisn case files which
‘ will bhe kept 20 years.
. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMEER 21. DATE
Frank R. Weathersbee (301)280-1740 May 5, 1987
Deputy State's Attorney

21}




./
INSTHRAWCTIQNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD
wiTH RgCOFDS RETENT ION SCHEDULE

DEFARTMENT OF GINERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7275 WATERLOO ROAD
P.O. BOX 273

4. RECORD SERIES TITLE

Violation

REFERENCE AS WELL AS RETENTION AND DISPROE

¢

of Probation Case Files

v Pace __° or
{(DGS 3850-1} JESSUP, MARYLAND 20794
l.l'.umnwanvAca«n 1. DIVISION 3. WNIT
AACO. State's Attorney N/A N/B
»
DEF INITION-RECORD SERIES-‘ OROUP OF RELATED RECORDE NORMALLY FILED AND USBED AS A UNIT PO
1TION PURPOSES

5. EARLIEST YEAR/LATEST YEAR
1978 4o Present

TN

correspondence.

Files may contain court docurments,

PHE SERIES.

Dept.

of Parole & Probhation

] (-} DoOC TS /FORMS POUND
6. RECORD SERIES DESCRIPTION (-RIIFLY DESCRIBE THE TYPES OF INFORMATION/DOCUMEN ,
INCLUDE THE PURPOSE OR PUNCTION OF THK BEFIES)

renorts &

7. RECORD SERIES FORMAT(S)

" LETTER SI1ZE D MICROFILM

-9

D AUDIO TAPE D VIDEO TAFE

SIZE 0O COMPUTER TAPE

BOOK U FLOPPY DISK

0 OTHER({ SPECIFY)

8. RECORD SERIES SEQUENCE
D ALPHABETICAL
A NUMERIJICAL

O cHRONOLOG I CAL

9. VOLUME

O FILE DRAWER(S)

O MICROFILM REEL(S)

20 O coMmPUTER TAPE(S)
NONEER 5 oryERr(sPECIFY)
latercgl file dravers

D GEOGRAPHICAL
O OTHER({SPECIFY)

ANNUAL ACCUMULAT ION o
- O FILE DRAWER(S)

TR

QYEsS D NO card

index

BRIEPLY AKD DESCRIAR ANY MHARDRARE/SOPTWARK )

2 O MICROFILM REEL(S)
ROWSER O COMPUTER TAPE(S)
. 0
11 12 lateral file drawers
* FILE 1S USED * FILE BECOMES INACTIVE AFTER
o D s) . D YEAR(S)
DAILY X wEEKALY C MONTHLY ROWERE  Contingals) o (
13. CURRENT LOCATION(S} {(BLDG.,FLOOR,ROOM) 14. 15 RECORD SERIES DUPL ICATED ELSEWHERE?
State's Attorne'{s Cffice f1r vyes, srECiIPY saENCY OR OFFicCR)
101 South Stree : 8@ yES O No portions with Circuit
Annapolis, D 21401 Conrt—Llerk—i—Pept—of—Parcte—t—ProsatIith
18. ACCESS RESTRICTIONS RYES O nNO 16. AUDIT REQUIREMENTS
{(:Fr ys, ciTE LAW(s) & REauLaTIONIS)
) O NoNE O STATE O FEDERAL D INDEPENDENT
our office
i7. 15 AN INDEX SYSTEM USED? .
(1r vas.Drian 18. RECOMMENDED RETENT ION

3 years after they are closed.

19. NAME AND TITLE OF PREPARER
Frank R. Weathersbee

Deputy State's Attorney

20. TELEPHONE NUMEER

(301)280-1740

DATE
May 5,

21.
1987

< 1




