adly s Ludnly secords Lenter and Archiives

RECORDS RETENTION AND DISPOSAL SCHEDULE

No. ¢ _6a4-A1
Page

No. /96 /

Agency

St. Mary's County

Division

State's Attorney

Item
No.

Description

Retention

**kktk%* THIS IS AN ADDITION TO SCHEDULE C-644 **k#kk

ALCOHOL EDUCATION - MONEY RECEIPTS

Receipt books containing carbons for payments
of class and screening fees by those required
to participate in the alcohol education program.

CHILD SUPPORT - REJECTED REFERRALS

Files for cases State's Attorney's office elected
not to pursue or handle. Files contain
correspondence, referral applications and related
docuements.

JUVENILE RECORDS

Juvenile petitions (Charging documents) & Police
reports used in Juvenile court and prepared by
State's Attorney's Office. Two page juvenile
petition form (#28824) and police reports.

CHECK COLLECTION LETTERS

Letters to merchants accompanying restitution for
bad checks used for office reference. These are
copies of the letters with originals of checks
attached.

CHECK RETURNS TO MERCHANTS

Copies of letters to merchants containing checks
which are uncollectable.

CLOSED COURT CASES ON BAD CHECKS
Completed files containing court papers, letters,
checks.

Retain 6 years, thereafter
destroy.

Retain 7 years, thereafter
destroy by shredding.

Retain until juvenile reaches
the ageof 18, thereafter
destroy by shredding.

Retain 10 years, thereafter
destroy by shredding.

Retain 10 years, thereafter
destroy by shredding.

Retain 10 years after case is
closed or until administrative
value ceases, whichever is
later. Thereafter destroy

by shredding.

Schedule apBroved by Department,

Agency, or

ivision Representative
(4!
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LLSTRYCTIGNS -  TYPE OR PRINT A DEFARTMENT OF GENERAL SERVICES : ‘
SEPARATE FORM FOR EACH NEW OR RECORDS MANAGEMENT DIV ISION AGENCY RECORDS INVENTURY
REV |SED RECORD SERIES. FORWARD 72785 WATERLOO ROAD

WITH RECORDS RETENTION SCHEDULE P.O. BOX 278 / @

) PAGE oF

(DGS 380-1) JESSUP, MARYLAND 20794
‘iPARTHENT/AGENCY 2. DIVISION 3. WNIT

St. Mary's County State's Attorney Alcohol Education
DEFINITION +RECORD SERIES‘A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR

REFERENCE AS RELL AS RETENTION AND DISPOSITION PURPOBES

4. RECORD SERIES TITLE ' ' : 8. EARLIEST YEAR/LATEST YEAR

Alcohol Education - Money Receipts : —hdfd To 1287

§. RECORD SERIES DESCRIPTION (-RII'LY PDESCRIDE THE TYPES OF lNFORNAT’ON/DOCUNENT'/PORN' FOUND

‘IN THE SERIES, . INCLUDE THE PURPOSE OR FUNCTION OF THE IRP1ZS)

Receipt books containing carbons of recelpt slips given for payment of class and
screening fees,

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
O LETTER SIZE O MICROFILM O ALPHABETICAL OF ILE DRAWER(S )
.5 0O MICROFILM REEL(S)
0 LEGAL S1ZE 0O COMFUTER TAPE BXNUMER 1 CAL O COMPUTER TAPE(S)
NUNBER o oriep(sPECIFY)
BOOK U FLOPPY DISK O CHRONOLOGICAL . (
\ o o
AUDIO TAPE VIDEO TAPE GEOGRAPH 1 CAL 10. ANNUAL ACCUMULAT ION
D OTHER(SPECIFY) O OTHER(SPECIFY) O FILE DRAWER(S)
0 O MICROFILM REEL(S)

ROWSER O COMPUTER TAPE(S)

O OTHER(SPECIEY)

. piLE IS USED 12. FILE BECOMES INACTIVE AFTER

0 palLy 0 WEEKLY B MONTHLY mm.’h. O MONTH(S) & YEAR(S)
13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPL |CATED ELSEWHERE?
St..Mary's County Records Center & Archives tir vyes, srEciry sraENcY OR OFFicE)

0 YES RXNO

15. ACCESS RESTRICTIONS C YES 2xno 16. AUDIT REQUIREMENTS

(1r ves, ciTE LAw(S) & rREGULATION(S)
' NoNE O STATE O FEDERAL D INDEPENDENT

17. 18 AN INDEX SYSTEM USED? (1r YRS.E)PLAIN

18. RECOMMENDED RETENT !ON
BRIEFLY AND DESCRIRE ANY HARDWARE/SOFPTWARE )

. Retain 6 years, thereafter destroy.
Q yEsS XX NO

"I'}UWE AND TI!TLE OF PREPARER 20. T;LEPHONE NUMBER 21. DATE
Jan Blodgett / County Archivist] (301) 475-7844 3/27/90

DGS 550-4 (REVISED 2/87)




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

REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROAD

AGENCY RECORDS INVENTORY

P.O. BOX 278 )
or
(DGS B8B80-1) JESSUP, MARYLAND 20794 PAGE (0
‘EPAR’I’MENT/AGENCY 2. DIVISION 3. UNIT

St. Mary's County

State's Attorney

Child Support

OEFINITION-RECORD SERIES.A OROUP OF RELATED

RECORDS NORMALLY FILED

AND USED AS A UNIT FOR

REFERENCE AS WELL AS RETENTION AND DISPOS|TION PURPOSESN

4., RECORD SERIES TITLE

Rejected Referrals

B. EARLIEST YEAR/LATEST YEAR
1977 vo 1989

6. RECORD SERIES DESCRIPTION (ll!llPI-Y DESCRIBE THE TYPES OF INFOMTION/DOCMN'I'./POM PFOUND

‘N THE SERIES.

Files for cases State's Attorney's office’ elected not to pursue or handle.

INCLUDE TME PURPOSE OR PFUNCTION OF THK SEFIES )

Files

contain correspondence, referral applications and related documents.

7. RECORD SERIES FORMAT(S)

O LETTER SIZE O MICROFILM

@]
xxkEGN. S1ZE 0O COMFUTER TAPE

O NUMERICAL
BOOK O FLOPPY DISK
AUDIO TAPE O VIDEO TAPE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE 9.
XX8 ALPHAEETICAL

O CHRONOLOG ICAL
O GEOGRAPHICAL
O OTHER(SPECIFY)

VOLUME
KXFILE DRAWER(S)
O MICROFILM REEL(S)

ey O COMPUTER TAPE(S)
WMBER 0 oTHER(SPECIFY)

10. ANNUAL ACCUMULAT ION

8 FILE DRAWER(S)
.5 DO MICROFILM REEL(S)
RUNGER O COMPUTER TAPE(S)

1. piLe IS UsED

O pAlLY

0 WEEKLY FXMONTHLY

0 OTWER(SPECIFY)
INACTIVE AFTER
O MONTH(S) x® YEAR(S)

12. fp|LE BECOMES

vt 14

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

14. 15 RECORD SERIES DUPL ICATED ELSEWHERE !
St. Mary's County Records Center & Archives tir vs, srEciry raency or orrice)
D YE8 XXNO
15. ACCESS RESTRICTIONS £ YES 0 no 16. AUDIT REQUIREMENTS

{ir vyEs, civE LAW(S) & REGULATIONIS)
MD Annotated:Code. State Government §10-618(c)

D NONE & STATE @<FEDERAL D INDEPENDENT

17, 16 AN INDEX SYSTEM USED? (1 YRS.E)PLAIN

BRIEFLY AND DESCRIBE ANY MHARDRARE/SOFTWARE )

index cards
cross-reference

@XYEs 0O NoO

18. RECOMMENDED RETENT ION

Retain 7 years from calendar year in
which created, thereafter destroy by
shredding.

.NANE AND TITLE OF PREPARER 20,

Jan Blodgett / County Archivist] (301) 475-7844

TELEPHONE NUMEER

DATE
3/27/90

21.

DGS 3530-4 (REVISED 2/87)




INSTRYCTIGNS - -TYPE OR PRINT A
SEPARATE FOFRM FOR EACH NEW OR

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

REVISED RECORD SERIES. FORWARD 7278 WATERLOO ROAD

WITH RECORDS RETENTION SCHEDULE P.O. BOX 275 3 lo
' PAGE oF

(DGS 880-1) JESSUP, MARYLAND 20794

‘EPARD»ENT/AGENCY 2. DIVISION 3. WNIT

St. Mary's County

State's Attorney

Juvenile Court

DEFINITION - RECORD SERIES'A GROUP OF RELATED RECORDS NORMALLY FILED

AKFERENCE AS WELL AS RETENTION AND DISPOS

4. RECORD SERIES TITLE

Juvenile Records

AND USED AS A UNIT FOR
LTION PURPOSESR

5. EARLIEST YEAR/LATEST YEAR

2586 TO 1989

8. RECORD SERIES DESCRIPTION (.RllPLY DESCRIBE THE TYPES OF INPOMTION[DOCMNT'/POM PFOUND

‘IN THE SERIES.

INCLUDK THE PURPOSE OR FUNCTION OF THK BEFIES )

Juvenile petitions (Charging documents) & Police reports, used in Juvenile Court, prepared
by State's Attorney's office/ Two page juvenile petitio@ (Form #28824) & police reports.

7. RECORD SERIES FORMAT(S)
O LETTER S1ZE O MICROFILM
8X EGAL SI1ZE O COMFUTER TAPE
BOOK O FLOPPY DISK
AUDIO TAPE O VIDEO TAPE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
O ALPHAEETICAL
8XNUMER 1 CAL
O CHRONOLOGICAL
0 GEOGRAPHICAL
O OTHER(SPECIFY)

9. VOLUME

XX FILE DRAWER(S)

O MICROFILM REEL(S)

5" O COMPUTER TAPE(S)
RMBER 0 orpep( sPECIFY)

10. ANNUAL ACCUMULAT ION
Q. FILE DRAWER(S)

1 O MICROF ILM REEL(S)

ROUWSER O COMPUTER TAPE(S)

0 OTHER(SPECIEY )

FILE IS USED 12. r|LE BECOMES INACTIVE AFTER
O pailLy 0 WEEKLY S MONTHLY mﬁ“. O MONTH(S) HX YEAR(S)
13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPL ICATED ELSEWHERE!

St. Mary's County Records Center & Archives

tir vEs, sPeciFY 2GENCY OR OPFFiCE)
*XYES D NO Circuit Court Records

15. ACCESS RESTRICTIONS

X8 YES

(1r ves, ciTe rAwls) & rREGULATION(S)
MD Annotated Code. State Government §10-618(f)

g no 16.

XXNONE O STATE O FEDERAL O

AUDIT REQUIREMENTS

INDEPENDENT

17. 165 AN INDEX SYSTEM USED? (I1r YRES.E)PLAIN
BRIEFLY AKND DESCRIBE ANY HARDIARE/!OPTIIARE)

0 veEs &XnNo

18. RECOMMENDED RETENT ION
Retain until juvenile reaches age of 18,
18, thereafter destroy by shredding..

.NAME AND TITLE OF PREPARER

Jan Blodgett / County Archivist

20. TELEPHONE NUMEER

(301) 475-7844

21. DATE

3/27/90

DGS 330-4 (REVISED 2/87)




LISTRWCTIGNS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEVW OR

REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE

(DGS 380-1)

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

AGENCY RECORDS INVENTORY

‘EPAR’I"MENT/ AGENCY

St. Mary's County

2., DIVISION
State's Attorney

Check collection

DEFINITION - RECORD ﬁRlES-A GROUP OF RELATED RECORDS NORMALLY FILED

REFERENCE AS RELL AS RETENTION AND DISPOS

4. RECORD SERIES TITLE

.Check Collection Letters

AND USED AS A UNIT FOR

JTION PURPOSES

3. EARLIEST YEAR/LATEST YEAR
1983 TO 1987

8. RECORD SERIES DESCRIPTION |

Letters to merchants accompanying restitution for bad checks.

reference.

‘IN THE SERIES,

BRIEFLY DESCRIBE THE TYPES OF lNFOMTION/DOCMNTB/POM FOUND
INCLUDE THE PURPOSE OR FUNCTION OF THK SERIES |

These are used for

7. RECORD SERIES FORMAT(S)

B LETTER SIZE O MICROFILM

O LEGAL SIZE 0O COMFUTER TAPE

BOOK O FLOPPY DISK
AUDIO TAPE O VIDEO TAPE
O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
RXALPHABET I CAL
O NUMERICAL
O CHRONOLOG I CAL
O GEOGRAPHICAL
O OTHER(SPECIFY)

9. VOLUME

X FILE DRAWER(S)
; D MICROFILM REEL(S)
O COMPUTER TAPE(S)
RUMBEN 0 v o R(sPECIFY)

10. ANNUAL ACCUMULAT JON
BXFILE DRAWER(S)
.5 O MICROFILM REEL(S)
ROWEER O COMPUTER TAPE(S)

O OTHER|SPECIFY)

1. piLE IS USED

O palLYy 0 WEEKLY

X MONTHLY

RuRERE

12. F|LE BECOMES INACTIVE AFTER
O MONTH(S)

x® YEAR(S)

13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) ' 14. 158 RECORD SERIES DUPL ICATED ELSEWHERE?

St. Mary's County Records Center & Archives

ti1r ves, serEciry saEncY OR OFFice)
0 YES | NO

15. ACCESS RESTRICTIONS

XX¥YES
(1P ves, ci1Te LAB(S) & REGULATION(S)

MD Annotated Code State Government §10-618(f)

0 No 16. AUDIT REQUIREMENTS

XBXNONE O STATE O FEDERAL 0O INDEPENDENT

17. 18 AN INDEX SYSTEM USED? (I1r YRES.,E)PLAIN
BREIEFLY AND DRSECRIBE ANY MHARDWARE/SOFTWARE)

O YES Rx NO

18. RECOMMENDED RETENT ION

Retain 10 years, thereafter destroy
by shredding.

.NANE AND TITLE OF PREPARER
Jan Blodgett / County Archivigt

20. TELEPHONE NUMEER

(301) 475-7844

21. DATE
3/27/90

DGS 350-4 (REVISED 2/87)




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

REVISED RECORD SERIES, FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS 380-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROQAD
P.O. BOX 278
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE { OI"6

‘EPAR‘I‘MENT /AGENCY

St. Mary's County

2. DIVISION

State's Attormey

3. WINIT

Check Division

CEFINITION-RECORD SERIES-

A GROUP OF RELATED RECORDS NORMALLY FILED

REFERENCE AS WELL AS RETENTION AND DISFPOSITION PURPOSER

4. RECORD SERIES TITLE

Check returns to merchants

AND USED AS A UNIT FOR

5. EARLIEST YEAR/LATEST YEAR
1983 vo 1987

8. RECORD SERIES DESCRIPTION (DRIIPLY DESCRIBE THE TYPES OF INFOMTION/DOCMNTI/POM FOUND

THE SERIES.,

Letter to merchants containing checks which are uncollectable.

INCLUDR THE PURFPOSE OR FPUNCTION OF THE SEFRIES)

7. RECORD SERIES FORMAT(S)
QXLETTER SI1ZE 0O MICROFILM
O LEGAL SIZE 0O COMPFUTER TAPE
BOOK 0O FLOPPY DISK
AUDIO TAPE 0O VIDEO TAPE
O OTHER(SPECIFY)

8. RECORD SERIES SBEQUENCE
BXALPHABET I CAL
0 NUMERICAL
O CHRONOLOGICAL
0 GEOGRAPHICAL

O OTHER{SPECIFY)

5. VOLUME
X8 FILE DRAWER(S)
O MICROFILM REEL(S)
2.5 O COMPUTER TAPE(S)
ER 0 orHER(SPECIFY)

ANNUAL ACCUMULAT JON

O FILE DRAWER(S)
O MICROFILM REEL(S)
ROWBEN O COMPUTER TAPE(S)

0 OTHER(SPECIFY)

10.

1« piLE IS USED

0 palLy 0 WEEKLY

KX MONTHLY

RO

FILE BECOMES INACTIVE AFTER
D MONTH(S)

x8 YEAR(S)

13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?
ti1®r ves, srecirFy soeNcy Or oFrice)

St. Mary's County Records Center & Archives 0 yes £k No

15. ACCESS RESTRICTIONS XYES 0 NO 16. AUDIT REQUIREMENTS

(1 vyes, civx LAwW({s) & REGuULATION(S)
MD Annotated Code State Government §10-618(f)

d2 NONE O STATE O FEDERAL 0O [INDEPENDENT

17. IS AN INDEX SYSTEM USED? (1Fr YES.E)PLAIN

BRIEFLY AND DESCRIBE ANY HARDWARE/SOFTWARE )

O YyEs 88X No

18, RECOMMENDED RETENT ION

Retain 10 years, thereafter destroy by
shredding.

.wwn: AND TITLE OF PREPARER
Jan Blodgett / County Archivist

TELEPHONE NUMEER
(301) 475-7844

21. DATE

3/27/90

DGS 330-4 (REVISED 2/87)



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

REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENT ION SCHEDULE
(DGS B80-1)

DEFARTMENT OF GENERAL SERV|ICES
RECORDS MANAGEMENT DIV ISI1ON
7278 WATERLOO ROAD
P.O. BOX 278
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

oace (& or b

—‘CPARTNENT/AGENCY 2.

St. Mary's County

DIVISION

State's Attorney

3. WNIT

Check Division

DEFINITION - RECORD SERIES'A OROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR

REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOBER

4. RECORD SERIES TITLE

Closed Court Cases on bad checks

5. EARLIEST YEAR/LATEST YEAR
1986 TO __1984

8. RECORD SERIES DESCRIPTION (lRllPLY DESCRIBE THE TYPES OF INFOMTION/DOCMNTB/'OM FOUND

‘IN TFHE SERIES.

INCLUDE THE PURPOSE OR FUNCTION OF THK SEFIES )

Completed files containing court papers, letters, checks.

7. RECORD SERIES FORMAT|(S) 8.
O LETTER S1ZE O MICROFILM
BXLEGAL SiIZE 0O COMPUTER TAPE
BOOK O FLOPPY DISK
AUDIO TAPE O VIDEO TAPE
0 OTHER(SPECIFY)

Y ———

RECORD SERIES SEQUENCE 9.
EXALPHAEET I CAL
Q NUMERICAL
0 CHRONOLOGICAL
O GEOGRAPHICAL
D OTHER(SPEC!IFY)

VOLUME

<% FILE DRAWER(S)

O MICROFILM REEL(S)

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

10. ANNUAL ACCUMULATION
& FILE DRAWER(S)

5 O MICROFILM REEL(S)

RUMBER O COMPUTER TAPE(S)

O OTHER(SPECIEY)

1. piLE 1S UsED

O pAilLY 0 WEEKLY £ MONTHLY

12. FILE BECOMES INACTIVE AFTER
mgﬁr O MONTH(S) XXX YEAR(S)

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

St. Mary's County Records Center & Archives

14. 18 RECORD SERIES DUPL ICATED ELSEWHERE?

{17 vys, sreciry roENCY OR OFFicE)
0O YyEs XKNO

15, ACCESS RESTRICTIONS & YES O No
{1r vyes, ci1Te LAwW(S) & REGULATION(S)
MD Annotated Code State Govt. §10-618 (f)

16. AUDIT REQUIREMENTS

0O NoNE KXSTATE O FEDERAL 0O INDEPENDENT

17. 1S AN INPEX SYSTEM USED? (1r YRS.EXPLAIN
BRIEFPLY AND DESCRIRBE ANY HARDIAR!/!OPTIAR!)

0 YEs X NO

s el

18. RECOMMENDED RETENT ION

=

t
NI

Retain ten years:after case is closed or
until administrative value-.ceases, whichever
is later. Theredfter destroy by shredding.

L

H

’

.m AND TITLE OF PREPARER 20.

Jan Blodgett / County Archivist

TELEPHONE NUMEER
(301) 475-7844

21. DATE
3/27/90

DGS 350-4 (REVISED 2/87)




