Schedule Approved by Depertment,
Agency, ot Division Representetive

Subject arrangement of original incoming
letters, copies of outgoing letters, mem-
oranda, studies, reports, directives,
policies, and other materials related to
the administration of the agency.
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DEPARTMENT OF GENERAL SERVICES SCHEDULE
“§80-1 Records Management Division no.
. 7/86 9 C-657
PAGE :
NO. 1l of 3
RECORDS RETENTION AND DISPOSAL SCHEDULE
Wicomico County Central Emergency Communications
AQENCY Ot VISION
tem
No. Description Retention
1. UNOFFICIAL PERSONNEL FILES
Files contain information on currect emp- Screen annually and
loyees., Files may contain but are not destroy that material
limited to copies of applications, annual no longer needed for
reviews, reprimands and disciplinary current reference.
actions, awards, doctor slips, accident Retain remaining items
reports, resumes, etc. for (5) years after
termination, then des-
troy.
2, LEAVE AND TIME SHEETS
This file contains office copies of emp- Retain for (1) year,
loyees annual leave and daily time re- then destroy.
cordings.
3. GENERAL CORRESPONDENCE

Screen annaully and
destroy that material
no longer needed for
current business.
Directives, policies
and other material re-
lated to the ‘planning
and policy that illu-
strate the developmendt
of the agency, retain
permanently. Transter
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Recorded documented incident cards of
emergency action required and are used to
cross-check complaints and answer concern-
ed agency inquiries.

TMota RECORDS RETENTION AND DISPOSAL SCHEDULE SCHEDULE
" (CONTINUATION SHEET) NO.  ~_g57
PAGE
NO. 2 of 3
rem
No. Description Retention
4, BUDGET RECORDS
Annual Budget Submissions Retain annual submissions
Monthly Budget printouts for (5) years, then des-
Fixed Assets printouts troy.
Retain all others papers
for (2) years, then des=-
troy.
5. GENERAL ACCOUNTING RECORDS
Office copies of: Retain in office for (2)
years, then destroy.
Goods Received Memoranda
Expense/Travel Reports
Petty Cash Vouchers
Direct Payments
Purchase Orders
Requisitions
Mileage Reports
6. COMPLAINT AND COURT SUBPOENA FILES
Initiated by individual citizens and the Retain for (2) years the
court system., Files are used for infor- destroy. T
mation in support of court appearences
and in testimony as required.
7. POLICE, FIRE, EMS INCIDENTS (TAPES)
Recorded documented:incidénts of emergency|] Retain for (90) days,
action required and are used to cross- then destroy.
check complaints and answer concerned :
agency inquiries.
8. POLICE, FIRE, EMS INCIDENTS (CARDS)

Retain for (5) years,
then destroy.
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M ota RECORDS RETENTION AND DISPOSAL SCHEDULE SCHEDULE
5 NO.
! (CONTINUATION SHEET) o C—657
PAGE
NOo. 3 of 3
nem
No. Description Retention
9. 9-1-1 COMPLAINT CONTROL (CARDS)
Recorded documented. incident cards of Retain for (5) years,
emergency action required and are used to then destroy.
cross—-check complaints and answer concern-
ed agency inquiries.
10. ANI/ALI RECORDS
Files document list numbers from which Retain for (2) years,
emergency calls were made (machine initi- then destroy.
ated). They are used to cross-check com-
plaints, answer public safety agency in-
quiries, and in court cases.
11. GEOGRAPHIC BASE FILE
This file is an on-line database listing Retain database until
all addresses currently on file with updated or no longer
Wicomico County Central Emergency Comm- needed, then erase.
unications. Periodically this file is Retain printouts until
updated and a computer print tape is updated, then destroy.
generated.
12. GEOGRAPHIC, FLIGHT PATTERNS, ETC.
Informational type maps used as resources Retain until updated or
by the department. no longer needed, then
destroy.
13. TERRITORIAL, BOUNDRY, FIRE & AMBULANCE
TERRITORY MAPS
Informational type maps used as resources Retain permanetly. New
by the department. maps should be dated and
initialed. —rransg-cr Qcﬁoé\\ca\‘.)
14 9-1-1 Computer Incident File b Shvhe Rrdnves,
Computer information, stored daily of 9—1—# Retain for 6 months to
incidents, police, fire, E.M.S., misc. 1 year, as work load
etc., handled by operators requires, then destroy.
15] 9-1-1 Computer Incident File (Hard copy)

S wbe e -

Hard copy of computer information stored
daily of 9-1-1 incidents, police, fire,
E.M.S., misc., etc., handled by operators

[N

Retain five (5) vyears,
then destroy

I




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

REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
727% WATERLOO ROAD
P.O. BOX 275

AR AT

[

AGENCY RECORDS INVENTORY

(DGS BB0-1) JESSUP,

MARYLAND 20794

or 5

PAGE _1

1. 'Amr/AGENCY 2.
9-1-1

DIVISION

Wicomico Cty.

3. UNIT

DEFINITION -RECORD SERIES-A GROUP OF RELATED RECORDS NORMALLY WFILED

AND USED AS A UNIT FOR

4. RECORD SERIES TITLE

Unofficial Personnel Files

REFERENCE AS RWELL AS RETENTION AND DISPOSITION PURPOSEN

5. EARLIEST Tlﬁﬂ Y;_AR

IN THE SERIES.

6. RECORD SERIES DESCRIPTION (BRIEFLY DESCRIBE THE TYPES OF INFORMATION/DOCUHENTB/FORM’Q FOUND

Files contain information on currect employees.’
but are not limited to copies of applications,

INCLUDE THME PURPOSBSE OR FUNCTION OF THE SEmZS)

Files may contain
annual reviews,

reprimands and disciplinary actions, awards, doctor slips,
accident reports, resumes, etc.
7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
Z LETTER S1ZE O MICROFILM 1 ALPHABETICAL XTFH-E DRAWER(S )
0O MICROF} L(S
D LEGAL S1ZE O COMFUTER TAPE 0 NUMERICAL [ o cqm{nxgﬂﬁﬁ:(é))
. " i VIR N 4
- ‘D Book O FLOPPY DISK 'O CHRONOLOGICAL ~ ~ =~ = ="~ = YMBER 0 otrER(sPECIFY)
0 AUDIO TAPE O VIDEQ TAPE ) CJGEOGWU*“CAL‘
o 10. ANNUAL ACCUMULAT ION
OTHER( SPECIFY) 0 OTHER(SPECIFY) JX FILE DRAMER(S)
! O MICROFILM REEL(S)
O COMPUTER TAPE(S)
O OTHER(|SPECIFEY)

1.
FILE 1S USED When necessary

O pAlLY O WEEKLY 0O MONTHLY

2. FILE BECOMES INACTIVE AFTER

O MONTH(S)

termination'

_RUMEER © YEAR(=)

13. CURRENT LOCATION(S) (BLDG.,FLOOR, ROOM)
Wicomico County 9-1-1 Center
Basement 0ld Court House, Salisbury,

14. IS RECORD.SERIES DUPLICATED ELSEWHERE?

Md t1r vEs, sPEciFY raEncy or oFricE)
- B YES D NO Personnel Department

15. ACCESS RESTRICTIONS X YES O No
(1" yes, c1TE raw(s) & rEcuLAaTION(S)

Restricted to Department Head access

16. AUDIT REGUIREMENTS

B-NONE 0O STATE O FEDERAL 0D INDEPENDENT

7. 1S AN INDEX SYSTEM USED? (I YES.EXPLAIN
BRIEFLY AND DESCR!IBE ANY HARDWARE/SOFTWARE )

0 vyeEs O nNO

18. RECOMMENDED RETENTJON
Screen annually and destroy that
material no longer needed for current
reference. Retain remaining items fof
five (5) years after termination,
then destroy.

@

9. NAME AND TITLE OF PREPARER 20.

Jane Grogan
Administrative Assistang

TELEPHONE NUMEER

301-548-4809

21. DATE

1-29-90

DGS 550-4 (REVISED 2/87)




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

REV1SED RECORD SERIES. FORWARD
¥WITH RECORDS RETENTION SCHEDULE
(DGS 550-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7278 WATERLOO ROAD
P.O. BOX 273
JESSUP, MARYLAND 20794

PAGE _2

or IS

1. ‘I‘;RTMENT/AGENCY

Wicomico Cty. 9-1-1

2. DIVISION

DEF INIT 1 ON - RECORD SERIES'A GROUP OF RELATED RECORDS NORMALLY PFILED
REAFERFENCE AS WUELL AfS RETENTION AND DISPOSs

4. RECORD SERIES TITLE
Leave and Time sheets

AND USED AS A UNIT FOR
LTION PURPOSER

5. EARLIEST YEAR/LATEST '
1975 o Desent

recordings.

'IN FHE SERIES.

6. RECORD SERIES DESCRIPTION (BRIKFLY DESCRIBE THE TYPES OF INFOR‘MAT'ON/DOCMNTB/FOM FFOUND
INCLUDE THE PURPOSE OR FUNCTION OF THE BKP'IZS)

This file contains office copies of the employee annual leave and daily time

7. RECORD SERIES FORMAT(S)

X LETTER SIZE O MICROFILM

O LEGAL S1zE O COMFUTER TAPE
o ‘I’u:aoox O FLOPPY DISK
O AUDIO TAPE 0O VIDEO TAPE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
0O ALPHABETICAL
0 NUMERICAL

X" CHRONOLOG § CAL i

VOLUME

O OTHER(SPECIFY)

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

O GEOGRAPHICAL

0 OoTHER(SPECIFY)

ANNUAL ACCUMULAT ION

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

X FILE DRAWER(S)

D oTHER{SPECIFY])

1. FiLE IS USED

XX DAILY 0 WEEKLY

O MONTHLY NUWEYE

$2. FILE BECOMES INACTIVE AFTER C

O MONTH(S)

O YEAR(S)

Wicomico County 9-1-1,

basement 01d

Court House, Salisbury, Md. 21801

13. CURRENT LOCATION(S) (BLDG.,FLOOR.mOM) 14. IS R'ECORD SERIES DUPLICATED ELSEWHERE?
ti1r yEs, sPECIFY raENCY OR orrice)

O veEs @&NO

15. ACCESS RESTRICTIONS O vyEs
{1r vyEs, CITE LAW(S) & rREGULATION(S)

*KNO 16. AUDIT REQUIREMENTS

O NoNE a<STATE 0O FEDERAL 0O INDEPENDENT

O0YEsS &X No

@

17. 1S AN INDEX SYSTEM USED? {|r YES,E)XPLAIN
BRIEFLY AND DESCRIEE ANY HARDRARE/SOFTWARE )

18. RECOMMENDED RETENT ION
Retain for one (1) year, then destroy

9. NAME AND TITLE OF PREPARER

Jane Grogan

Administrative Assistant

20. TELEPHONE NUMEER
301-548-4809

1-29-90

DGS 3550-4 (REVISED 2/87)

——



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

REVISED RECORD SERIES. FORWARD

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROAD

AGENCY RECORDS INVENTORY

Wicomico County 9-1-1

WITH RECORDS RETENTION SCHEDULE P.O. BOX 278 3 5
DGS 550 - PAGE or /

( 1) JESSUP, MARYLAND 20794

1. ‘\RTMENT/AGE;NCY 2. DIVISION 3. UNIT

DEF IN1T 10N -RECORD SERIES-A GROUP OF RELATED RICORDS NORMALLY FILED

AND USED AS A UNIT PFOR

4. RECORD SERIES TITLE

General Correspondence

REFERENCE AS WELL A RETENTION AND DISPFOSITION PURPOSES

5. EARLIEST YEAR/LATEST A
(7D o ﬂmv;rzﬂ

memoranda, studies,

reports,
to the administration of the agency.

6. RECORD SERIES DESCRIFTION (BRIIPLY DESCRIBE THE TYPXS OF INFOMTION/DOCMNTB/FOM FOUND
‘IN ‘FHE SERIES.

Subject arrangement of original incoming letters,
directives,

INCLUDE THE PURPOSE OR FUNCTION OF THE SEFIES)
copies of outgoing letters,

policies, and other materials related

7. RECORD SERIES FORMAT(S)

X LETTER SI1ZE O MICROF ILM

O LEGAL S1ZE 0O COMFUTER TAPE
o ‘l'm BOOK O FLOPPY DISK
0O AUDIO TAPE 0O VIDEO TAPE

O OTHER(SPECIFY)

0 NUMERI]CAL

RECORD SERIES SEQUENCE

O ALPHABETICAL

O CHRONOLOGICAL
O GEOGRAPHICAL

R OTHER(SPECIFY)

depending on material
contained within

9. VOLWE

O FILE DRAWER(S)
O MICROFILM REEL(S)
02; O COMPUTER TAPE(S)
. NUMBFR 1 oripR(sPECIFY)

10. -ANNUAL ACCUMULAT ION
B FILE DRA¥ER(S)
0O MICROFILM REEL(S)
RGWEFR O COMPUTER TAPE(S)

O OTHER({SPECIFY)

O palLy 0O wWEEKLY

#1. FiLE 1S usep depends on material contai%eth. FILE BECOMES INACTIVE AFTER

D MONTHLY

S ocdPre,

O MONTH(S) 0 YEAR(S)

RUNBER

Wicomico County 9-1-1,
Salisbury, Maryland

#3. CURRENT LOCATION(S) (BLDG.,FL.OOR,ROOM)

21801

0ld Court Housg¢

14. IS RECORD SERIES DUPL ICATED ELSEWHERE?

k1P yeEs, sPECiFY rarncy orR OFrFice)

OYES D nNO (Sometimes)’}-oa.ﬁsocff(dfcl(

15. ACCESS RESTRICTIONS

O ves
{1F vES, CcITE LAR(S) & RxauLATION(S)

X 'NO

16. AUDIT REQUIREMENTS

CLc; EMNOIeS.

R 'NONE O STATE O FEDERAL DO INDEPENDENT

i7.

0 YES XX NO

1S AN INDEX SYSTEM USED? (1w YES.EXPLAIN
BRIEFLY AND DESCRIEE ANY HARDRARE/SOFTWARE )

18. RECOMMENDED RETENT ION

Screen annually and destroy that materigl

no longer needed for current business.

Directives, policies and other material
related to the planning and policy that
illustrate the development of the agency,
retain permanently.

@

8. NAME AND TITLE OF PREPARER
Jane Grogan

Administrative Assistanf

20.
301-548-4809

TELEPHONE NUMBER

21. DATE

1-29-90

DGS 550-4 (REVISED 2/87)

7




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

REVISED RECORD SERIES. FORWARD

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7273 WATERLOO ROAD

Wicomico County 9-1-1

WITH RECORDS RETENTION SCHEDULE P.O. BOX 275 ~
o PAGE 4 oF /3

{DGS B880-1) JESSUP, MARYLAND 20794

:.1'IiunmmwT/Acéncy 2. DIVISION 3. UNIT

DEFINIT10ON-RECORD SERlEs-A GROUP OF RELATED RECORDS NORMALLY FILED

4. RECORD SERIES TITLE
Budget records

REFERENCE AS RELL AS RETENTION AND DISPOS

AND USED AS A UNIT FOR
1TION PURPOSES

5. EARLIEST YEAR/
ﬂ&&%

‘IN THE SERIES.

Annual budget submissions,

Monthly budget printouts

6. RECORD SERIES DESCRIPTION (BRIIFLY DEBSCRIBE THE TYPES OF INPORMATION/DOCUNENTB/FOM FOUND
INCLUDE THE PURPOSE OR FUNCTION OF THE BEPIZB)

and fixed asset printouts

7. RECORD SERIES FORMAT(S)

B LETTER SI12E O MICROFILM

X LEGAL S1zZE 0O COMFUTER TAPE
'.rnixox O FLOPPY DISK

O AUDIO TAPE 0O VIDEO TAPE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

X FILE DRAWER(S)
/ 0 MICROFILM REEL(S)
0O COMPUTER TAPE(S)
“P?P“E-D OTHER(SPECIFY) -

O OTHER(SPECIFY)

10. ANNUAL ACCUMULAT ION
O FILE DRAWER(S)
0 MICROFILM REEL(S)
RONMEER O COMPUTER TAPE(S)
O OTHFR({SPECIFY)

(1P ves,

CITE LAW(S8) & REGULATION{S)

"1 riLE 1S UsED 12. FILE BECOMES INACTIVE AFTERiBUAqif—q '
O pAILY O WEEKLY X MONTHLY 0 MONTH(S) O YEAR(S) C$”“p eﬁb
RUWBER.
13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?
Wicomico 9-1-1, basement 01ld Court b1r vE8, sPECIFY raENcY OR oFFice)
House, Salisbury, Maryland 21801 8 YES D No Finance Department
15. ACCESS RESTRICTIONS & yEs O No 16. AUDIT REQUIREMENTS

O NONE .ykérArs O FEDERAL ){lNDEPENDENT

OyvyEs O NO

7. 1S AN INDEX SYSTEM USED? {1pr YRS.EXPLAIN
BRIEFLY AND DESCRIBE ANY HARDWARE/SOFTWARE )

18.
Retain annua
years, then

for two (2) years,

RECCOMMENDED RETENT ION

1 submissions for five (5)
destroy.
then destroy

Retain all others.

@

8. NAME AND TITLE OF PREPARER
Jane Grogan
Administrative Assistant

20. TELEPHONE NUMBER
301-548-4809

21. DATE

1-29-90

DGS 550-4 (REVISED 2/87)

o vy
.

e O prr——




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

REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS 880-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7278 WATERLOO ROAD
P.O. BOX 2753
JESSUP, MARYLAND 20794

PAGE

5 or 13

2. DIVISION

3.

UNIT

1.1llbun1ENT/AGENCY

Wicomico County 9-1-1

DEFINITION-RECORD SER]ES'A GROUP OF RELATED RECORDS NORMALLY WFILED
REFERENCE AS RELL AS RETENTION AND DISPOS

AND USED A8 A UNIT FOR
JTION PURFOSED

4. RECORD SERIES TITLE

General Accounting records

5. EARLIEST YEAR/ YEAR

TO

TEST

THE SERIES.

Office copies of:
cash vouchers, direct payments,

6 RECORD SERIES DESCRIPTION (BRIIFLY DESCRIBE THE TYPES OP‘INFORMATION/DOCUNENTBIFORNS FOUND
INCLUDE TMHE PURPOSE OR FUNCTION OF THE 8!P1!S’
goods received memoranda,
purchase orders,

expense/travel reports, petty

requisitions and mileage repor

7. RECORD SERIES FORMAT(S) 8.
R LETTER SI1ZE 0O MICROFILM
0 LEGAL S1ZE 0O COMFUTER TAPE

CJ"lrn BOOK O FLOPPY DISK

O AUDIO TAPE 0O VIDEO TAPE

NUMERICAL

0 OTHER(SPECIFY)

RECORD SERIES SEQUENCE

0O ALPHABETICAL

0 CHRONOLOGICAL
0 GEOGRAPHICAL

O OTHER(SPECIFY)

8. VOLUME

¥ FILE DRAVER(S)
O MICROFILM REEL(S)
0 COMPUTER TAPE(S)

NUMBFR 0 oTHER(SPECIFY)

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

O COMPUTER TAPE(S)

0 OTHER{SPECIFY}

0O MICROFILM REEL(S)

{ir vyes, CcI1TE LAW(8) & rREGULATION|S)

1. riLE 1S USED 12. FILE BECOMES INACTIVE AFTER qQJ*quUCD ‘
O DAILY ¥ WEEKLY "D MONTHLY 0 MONTH(S) O YEAR(S) Qbrnp[
NOMEER
13. CURRENT LOCATION(S) (BLDG.,FLOOR, ROOM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?
Wicomico County 9-1-1, basement 0ld bir ves, sreciry raeEncy oRr orrice)
Court House, salisbury, Maryland 21801 0 YES X nNO
15. ACCESS RESTRICTIONS O YEs 0ONo 16. AUDIT REQUIREMENTS

O NonE %STATE O FEDERAL %INDEPENDENT

17. IS AN INDEX SYSTEM USED? (Ir YES,EXPLAIN

BEIEFLY AND DESCRIBE ANY HARDBARE/BOFTHARE)

ODYEs O No

18. RECOMMENDED RETENT ION

Retain in office for two (2) years,
destroy.

then

-

8. NAME AND TITLE OF PREPARER 20.

Jane Grogan
Administrative Assistan

TELEPHONE NUMEER
301-548-4809

21. DATE

1-29-90

DGS 550-4 (REVISED 2/87)

bf




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

REVISED RECORD SERIES. FORWARD

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROAD

AGENCY RECORDS INVENTORY

Wicomico County 9-1-1

WITH RECORDS RETENT ION SCHEDULE P.O. BOX 273 6 of I35
{DGS 850-1) JESSUP, MARYLAND 20794 PACE
1. ‘l}mwmanVAaﬂxn 2. DIVISION 3. UNIT

DEFINIT 1 ON - RECORD SERIES-A GROUP OF RELATED RECORDS NORMALLY WFJLED
REFERENCE AS RELL AS RETENTION AND DISPOS

4. RECORD SERIES TITLE

Complaint and Court Subpoena files

AND USED AS A UNIT FOR
ITION PURPOSES

4N 'THE SERIES.

6. RECORD SERIES DESCRIPTION (PR'XFLY DESCRIBE THE TYPES OF INFORMATION/DOCUNENTS/FORME FOUND

INCLUDE THE PURPOSE OR FUNCTION OF THE SEFIES)
Initiated by individual citizens and the court system.
information in support of court appearences and in testimony as required.

Files are used for

7. RECORD SERIES FORMAT(S)
BAETTER S1ZE O MICROFILM

R LEGAL S1ZE 0O COMFUTER TAPE
u‘l’m BOOK O FLOPPY DISK
O AUDIO TAPE O VIDEO TAPE:

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
X ALPHABETICAL
D NUMERICAL

0 CHRONOLOGICAL

VOLUME

NUMBPR

X FILE DRAWER(S)
O MICROFILM REEL(S)
O COMPUTER TAPE(S)
0 OTHER(SPECIFY)

a GEOGRAPI-“CAL'

O OTHER(SPECIFY)

10. -ANNUAL ACCUMULAT ION

: O FILE DRAWER(S)

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

1. Fi1LE 1S USED

O DAILY D WEEKLY

when necessary

O MONTHLY RUWEEE

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

P o
P

O YEAR(S)

>

Wicomico County 9-1-1,

CURRENT LOCATION(S) {BLDG.,FLOOR, ROOM)
basement O0ld
Court House, Salisbury, Maryl;nd

21801 R YES O NO

14. IS RECORD SERIES DUPLICATED ELSEWHERE1
b1r ves, sPECIFY raEncy or orFricE)

=y

15. ACCESS RESTRICTIONS a YEs

(vr yes, ciTE LAW(B) & rREGULATION(S)

O NO

16. AUDIT REQUIREMENTS

?kFONE 0 STATE D FEDERAL D INDEPENDENT

17.

OYEs O NoO

IS AN INDEX SYSTEM USED? (IF YES.E>PLAIN
BRIEFLY AND DESCRIEBE ANY HARDRARE/SOFTWARE )

18. RECOMMENDED RETENT ION
Retain . for two (2)

years then destroy

@

9. NAME AND TITLE OF PREPARER

Jane Grogan
Administrative Assistanﬁ

20. TELEPHONE NUMBER

301-548-4809

21. DATE

1-29-90

DGS 550-4 (REVISED 2/87)

e e e Y




INSTRUCT IQMNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROAD

AGENCY RECORDS INVENTORY

Wicomico County 9-1-1

WITH RECORDS RETENTION SCHEDULE P.O. BOX 275 5
Page 7  ofF [9.

(DGS 850-1) JESSUP, MARYLAND 20794

1. ‘er/;\eéucv 2. DIVISION 3. UNIT

DEF INITION-RECORD SERIES-* 97°YP

OF RELATED RECORDS NORMALLY FILED

REFERENCE AS BELL AS RETENTION AND DISPOS

4. RECORD SERIES TITLE

Police, fire,

ems incident (tapes)

AND USHED AS A UNIT POR
ITION PURPOSES
5. EARLIEST YEAR/LATEST

19

‘IN

6. RECORD SERIES DESCRIPTION (BRIIFLY DESCRIBE THE TYPES OF INFORNATION/DOCUHENTB/FORMQ FOUND
INCLUDE THE PURPOSE OR FUNCTION OF THE BEF1IES )

Recorded documented incidents of emergency action required and are used
to cross check complaints and answer concerned agency inquiries.

‘FHE SERIES.

B e

7. RECORD SERIES FORMAT(S)

O LETTER SI1ZE DO MICROFILM

O LEGAL Si1ZzE 0O COMFUTER TAPE
El‘l'm BOOK U FLOPPY DISK
X AUDIO TAPE O VIDEO TAPE

0 OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
0 ALPHABETICAL
O NUMERICAL

B CHRONOLOGICAL ™

9. VOLUME
XF'ILE DRAWER( S }
MICROFILM REEL(S)
0 COMPUTER TAPE(S)

NUMBFR 0 oriep(sPECIFY)

Audio tapes

O GEOGRAPHICAL

O OTHER(SPECIFY)

10. . ACCUMULAT 10N
FILE DRAWER(S)
m—gw 0 MICROFILM REEL(S)

0 cCOMPUTER TAPE(S)
0 OTHER(|SPECIFY)

1. FiLE 1S USED

* DAILY 0 WEEKLY

O MONTHLY RUMBER

12. FILE BECOMES INACTIVE AFTER ﬁadoth.jb% maﬁJ}Ef

O MONTH(S)

§3. CURRENT LOCATION(S) (ELDG.,FLOOR,ROOM)

D'wum(s) ZB 93 [

L
}

(1r ves,

c1TE LAW(8) & rEGULATION|S)

14. 15 RECORD SERIES DUPLICATED ELSEWHERE?
Wicomico County 9-1-1, basement, old t1r ves, speciFY raency or orrice)
Court House, Salisbury, Maryland 2180} R YES DNO pyiice Agencies
15. ACCESS RESTRICTIONS X YES O nNo 16.

AUDIT REQUIREMENTS

B'NONE 0O STATE D FEDERAL O INDEPENDENT

£

!

i7.

DyeEs O nNO

@

IS AN INDEX SYSTEM USED? (1w YES.E>PLAIN
BRIEFLY AKND DESCRIBE ANY HARDHARE/BOFTHARE)

Retain fo
destroy

RECCMMENDED RETENT JON

r ninety (90) days, then

8. NAME AND TITLE OF PREPARER
Jane Grogan

Administrative Assistantg

TELEPHONE NUMEER
301-548-4809

20,

21. DATE

1-29-90

DGS 550-4 (REVISED 2/87)




INSTRUYCTIOQNS - -TYPE OR PRINT A DEFARTMENT OF GENERAL SERVICES . ;

SEPARATE FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVENTURY :
REVISED RECORD SERIES. FORWARD 727% WATERLOO ROAD
WITH RECORDS RETENTION SCHEDULE P.O. BOX 273

8 o I3
{DGS 550-!) . JESSUP, MARYLAND 20794 PAGE

1. wm/.«eéncv 2. DIVISION 5. UNIT

Wicomico Cty. 9-1-1

DEFINIT 1 ON - RECORD SERIES-A GROU® OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR

REFERENCE AS BELL AS RETENT!ON AND Dlaroarllgu_zunzgagg
4. RECORD SERIES TITLE ) ) . | 5. EARL

1IEST YEAR/LATES'I'U;ui
Police, fire, ems incident (cards) 1910 W:PZQ“

e e £ . e cope————— %

6. RECORD SERIES DESCRIPTION (BRIIFLY DESCRIBPE THE TYPES OF INFORMATlon/bocuuznrs/ronuq FOUND
‘IN ‘FHE SERIES. . INCLUDE THE PURPOSE OR FUNCTION OF THE SEFIES )

Recorded documented incident cards of emergency action required and are used
to cross-check complaints and answer concermned agency inquiries

1
7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME f
O LETTER SI1ZE O MICROFILM O ALPHABETICAL T FILE DRAWER(S) !
LP O MICROFILM REEL(S) |
O LEGAL SIZE 0O COMFUTER TAPE X NUMERICAL O COMPUTER TAPE(S) .
f NUMBER OTHER({SPECIFY) '
al ‘m BOOK O FLOPPY DIsK O CHRONOLOGICAL "~~~ .
0 o o :
AUDIO TAPE VIDEO TAPE GEOGRAPHI CAL, 10. ANNUAL ACCUMULAT ION
X.OTHER( SPECIFY) O OTHER(SPECIFY) ){FlLE:ﬂMﬂER(s) f
incident cards ! D MICROFILM REEL(S) ‘
O COMPUTER TAPE(S) .
0 QTHER(SPECIFY])
H. riLe 1s useD 12. FILE BECOMES INACTIVE AFTER 5 LD
X DAILY 0 WEEKLY a Y 0O MONTH(S YEAR(S) j/
EKL MONTHL NOWEEE ) }‘(
13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?
Wicomico 9-1-1, basement, old Court tir ves, sreciPY raEncy or orrick)
House, B8alisbury, Maryland 21801 0 YEs X& No
i15. ACCESS RESTRICTIONS @ YEs 0 NO 16. AUDIT REQUIREMENTS

{ir vyes, cive Law{s) & rREGULATIONIS) .
B NONE DU sSTATE O FEDERAL D INDEPENDENT

17. IS AN INDEX SYSTEM USED? {I1r YES.E)PLAIN

18. RECOMMENDED RETENT ION
BREIEFLY AND DESCRIBE ANY HARDWARE/SOFTWARE )

: Retain for five (5) years, then destrjoy
OYEs O NoO

- B

f 8. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE
Jane Grogan 301-548-4809 1-29-90

Administrative Assistant

DGS 350-4 (REVISED 2/87)




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

REVISED RECORD SERIES. FORWARD

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROAD

AGENCY RECORDS INVENTORY

VWITH RECORDS RETENT]ON SCHEDULE

Wicomico County 9-1-1

P.0. POX 275 PAGE 9or _J5_
{DGS B50-1) JESSUP, MARYLAND 20794
1. JAGENCY 2. DIVISION 3. WNIT

DEF INITON - RECORD SER|E$°A GROUP OF RELATHED RECORDS NORMALLY FILED

AND USED AB A UNIT FOR

4. RECORD SERIES TITLE
9-1-1 Complaint Control Cards

REFERENCE AS WELL AS RETENTION AND DlBPOBrIJQB_anzQaEEAA, :
) ' ’ | 5. EARLIEST YEAR/LATEST
»

ﬁ&imm

IN TFHE SERIES.

6. RECORD SERIES DESCRIPTION (BRIIPLY DESCRIBE THE TYPES OF‘INFORNATION[DOCUHENTB/FORMQ FOUND

Recorded documented incident cards of emergency action required and are used
to cross-check complaints and answer concerned agency inquiries.,

INCLUDE THE PURPOSE OR FUNCTION OF THH SEETES)

7. RECORD SERIES FORMAT(S) 8.
O LETTER s1zE O MICROFILM
0 LEGAL S1zE 0O COMFUTER TAPE

o ‘I.u:aoo«. O FLOPPY DISK

0O AuDlO TAPE O VIDEO TAPE

X NUMERICAL

O OTHER(SPECIFY)
Incident card

RECORD SERIES SEQUENCE 9.

0 ALPHAEBETICAL

D CHRONOLOGICAL"
O GEOGRAPHICAL

O OTHER(SPECIFY) i

VOLUME
X! FILE DRAWER(S)
O MICROFILM REEL(S)
O COMPUTER TAPE(S)

NUMBER 0 oTHER(SPECIFY)

10. ANNUAL ACCUMULAT ION
XFuEmumms)

O MICROFILM REEL(S)
RUNBER O COMPUTER TAPE(S)

1. FILE 1S USED

XX DAILY 0O WEEKLY O MONTHLY

0 OTHER(|SPECIFY )

51d_€lllﬂ'

12. FILE BECOMES INACTIVE AFTER

rowem | © MONTHIS) )(mn(s)

3. CURRENT LOCATION(S)} (BLDG.,FLCOR,RROCM)
Wicomico County 9-1-1, basement, Old
Court House, Salisbury, Maryland 2180]

14. 1S RECORD SERIES DUPL ICATED ELSEWHERET? -

tir vyER,, 8PECIFY raGENCY OR qrrccz)'
O YES )(NO

i5. ACCESS RESTRICTIONS & YES O NO
(1P vyES, Cc1TE LAW(8) & REGULATION(S)

16. AUDIT REQUIREMENTS

B NONE U STATE O FEDERAL 0O INDEPENDENT

i7. 1S AN INDEX SYSTEM USED? (1y YES.E>XPLAIN

BRIEFLY AND DESCRIBE ANY HARDBARE/SOFTHARE)

0 yvyes O NO

18. RECOMMENDED RETENTION

Retain for five (5) years, then destroy

9. NAME AND TITLE OF PREPARER 20

Jane Grogan
Administrative Assistant

21. DATE

1-29-90

DGS 350-4 (REVISED 2/87)




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

REVISED RECORD SERIES. FORWARD
¥WI1TH RECORDS RETENTION SCHEDULE
(DGS 880-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7278 WATERLOO ROAD
P.O. BOX 278
JESSUP, MARYLAND 20794

—
pace 10 ofF |3

JAGENCY
Wicomico Cty.

1.
9-1-1

2. DIVISION

3. UNIT

DEFINITION-RECORD SERIES-

A GROUP OF RELATED
REFERENCE AS RELL A8 RETENTION AND DISPrOSs

RECORDSB NORMALLY WFI1LED

4. RECORD SERIES TITLE

ANI/ALI records

AND USED AB A UNIT FOR
ITION PURPOSES

initiated).

agency inquiries, and in

1IN ‘FHE SERIES.

court cases.

6. RECORD SERIES DESCRIPTION ‘BRIEFLY DESCRIBE THE TYPES OF‘INFORHATION/DOCUNENTB/FORMQ FOUND
INCLUDE THE PURPOSBE OR FUNCTION OF THE SEFIKS)
Files document 1l4st numbers from which emergency calls were made (machine
They are used to cross-check complaints,

answer public safety

7. RECORD SERIES FORMAT(S)

O LETTER S1ZE O MICROFILM

0 LEGAL S1ZzE O COMFUTER TAPE
Q;‘I’mxeoox 0 FLOPPY DISK
0 AUDIO TAPE 0O VIDEO TAPE

O OTHER(SPECIFY)

Incident card

8. RECORD SERIES SEQUENCE
O ALPHABETICAL
¥ 'NUMERICAL

0O CHRONOLOGICAL

9. VOLUME
B FILE DRAWER(S)
O MICROFILM REEL(S)
O COMPUTER TAPE(S)
NUMBE

0 OTHER(SPECIFY)

<

O GEOGRAPHICAL

O OTHER(SPECIFY)

10. -ANNUAL ACCUMULAT ION
K FILE DRAWER(S)
O MICROFILM REEL(S)
O COMPUTER TAPE(S)
O OTHFR(SPECIFY)

{1r Y8, c1TE LAW(S8) & REGULATION(S)

1. FILE IS usED 12. FILE BECOMES INACTIVE AETER CQ 7119}
X palLy O WEEKLY O MONTHLY O MONTH(S) ?&7EAR(S) %
ROWEER
i 3. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?
Wicomico Cty. 9-1-1, basement, 0Old t1r ves ,sPECIFY raENCY OR OFFiICE)
Court House, Salisbury, Md. 21801 0 YES ;(NO
IS5 . ACCESS RESTRICTIONS #vyeEs ONo 16,

AUDIT REQUIREMENTS

B NONE O STATE 0O FEDERAL O INDEPENDENT

7.

O yYyEs D NO

1S AN INDEX SYSTEM USED? (i1r YRS.E)XPLAIN
BREIEFLY AND DESCRIBE ANY HARDBARE/SOFTHARE)

RECOMMENDED RETENT ION
Retain for two (2) year,

then destroy

W)

9. NAME AND TITLE OF PREPARER

Jane Grogan
Administrative Assistant

20. TELEPHONE NUMEER
301-548-4809

21. DATE

1-29-90

DGS 550-4 (REVISED 2/87)




INSTRUCTIGNS - -TYPE OR PRINT A DEFARTMENT OF GENERAL SERVICES -
SEPARATE FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVENTORY 11
REVISED RECORD SERIES. FORWARD 7273 WATERLOO ROAD
WITH RECORDS RETENTION SCHEDULE P.O. BOX 278 11: - '/5"
(DGS 880-1) JESSUP, MARYLAND 20794 PAGE oF

FARTMENT / AGENCY 2. DIVISION 3. UNIT .
Wicomico. Cty. 9-1-1 :

DEFINITION -RECORD SERIES- A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR
REFERENCE AS WELL AS RETENTION AND DISPOS|ITION PURPOSER

4. RECORD SERIES TITLE ) 5. EARLIEST YEAR/LATEST i
. Geographic Base File TO EZSEW
| 6. RECORD SERIES DESCRIPTION (!RIIPLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS FOUND f

THE SERIES. . INCLUDE THE PURPOSE OR FUNCTION OF THE SEFIES)
This filé is an on-line database listing of all addresses currently on file
with Wicomico County Central Emergency Communications. Periodically this file

is updated and a computer print tape is generated.

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME ‘
{
O LETTER SI1ZE O MICROF ILM O ALPHABETICAL D FILE DRAWER(S) :
DO MICROFILM REEL(S) i
O LEGAL SI1ZE R COMFUTER TAPE 0 NUMERICAL XCOMPUTER TAPE(S) ;

Nuulsl!ﬁ
BOOK U FLOPPY DISK D CHRONOLOGICAL . O OTHER(SPECIFY) ;

AUDIO TAPE 0O VIDEO TAFE O GEOGRAPHICAL

10. ANNUAL ACCUMULAT ION
O OTHER({SPECIFY) O OTHER(SPECIFY) O FILE DRAWER(S)
O MICROFILM REEL(S)
KROUWEER R COMPUTER TAPE(S)
O or

| 11. pig 18 useD 12. F|LE BECOMES INACTIVE AFTER
'. Q pAILY O WEEKLY O MONTHLY O MONTH(S) o isl u,pd
L » RUNMEER
! 13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14, 1S RECORD SERIES DUPLICATED ELSEWHERE?
Wicomico County 9-1-1, basement, 0ld ti1r vES, BPECIFY 2GENCY OR OFFICE) \
Court House, Salisbury, Md. 21801 O YES NO |
15, ACCESS RESTRICTIONS X YES 0 NO ) 16. AUDIT REQUIREMENTS

{ir yES, cITE LAW(S) & REGULATION(S)
XEXNONE D STATE O FEDERAL 0O INDEPENDENT

17, 1S AN INDEX SYSTEM USED? +» EDL
(1r ves.mxrLaIn 18. RECOMMENDED RETENT ION ,
BEIEFLY AKD DESCRIBE ANY MARDWARE/SOFTWARE) | Rotain database until updated or no-

longer needed, then erase. Retain

B yes 0O nNo printouts until updated, then destroy ,

’NAME AND TITLE OF PREPARER 20. TELEPHONE NUMEER 21. DATE
Jane Grogan 301-548-4809 1-29-90

Administrative Assistant

DGS 350-4 (REVISED 2/87)




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

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

P.O.
JESSUP,

DEFARTMENT OF GENERAL SERVICES }
RECORDS MANAGEMENT DIVISION
7278 WATERLOO RQAD

BOX 273 . 5
12
MARYLAND 20794 PAGE __o_OF -L{

AGENCY RECORDS INVENTORY

EFARTMENT / AGENCY
Wicomico.Cyx. 9-1-1

2. DIVISION

3. UINIT

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

AND USED AS A UNIT FOR

, 4. RECORD SERIES TITLE

v Geographic, flight patterns, etc.

REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSER

. 1EST 7 ST
5 EAH.MEAT:LA _,EIFPR

| 6. RECORD SERIES DESCRIPTION (PR!¥FLY DESCRIEE THE TYPEKS OF INFORMATION/DOCUMENTS/FORME FOUND

‘N ‘FTHE SERIES.

JNCLUDE TME PURPOSE OR FUNCTION OF THE SEFIES )

'
Informational type maps used as resources by the department i

7. RECORD SERIES FORMAT(S) 8.

D LETTER S1ZE O MICROFILM

D LEGAL SI1ZE O COMFUTER TAPE

BOOK U FLOPPY DISK

AUDIO TAPE O VIDEO TAPE

& OTHER( SPECIFY)

RECORD SERIES SEQUENCE
O ALPHAEETICAL
O NUMERICAL
O CHRONOLOGICAL
X GEOGRAPHI CAL
O OTHER(SPECIFY)

9. VOLUME

. FILE DRAWER(S)
D&%% O MICROFILM REEL(S)
O COMPUTER TAFE(S)

"""5""; Ko'rm-:n(sn-:cun)

ANNUAL ACCUMULAT ION
O FILE DRAWER(S)

oW

Maps O MICROFILM REEL(S) A
‘%gnszw O COMPUTER TAFPE(S)

; . X‘m‘“‘.%ﬁ'“% 5:\ ol

I 11 riLE 1S USED 12 FiLe BecoMes nacTivE arrer O -t M,m(“’“)

: X DAILY 0 WEEKLY O MONTHLY % O MONTH(S) O YEAR(S) AQQC\Q(

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

14. |5 RECORD SERIES DUPL ICATED ELSQEWI-ERE?

(&)
S\
fir vyes, sPeECIFY raENCY °n§°€£§sg§ﬁi asiﬂ

Wicomico County 9-1-1, basement, 01ld \
Court House, Salisbury, Md. 21801 HYES 0O NO (Sometimes) m
15. ACCESS RESTRICTIONS O YES R NO 16. AUDIT REQUIREMENTS

{ir vye8, ciTE LAW(S) & REGULATION(S)

G NONE O STATE O FEDERAL 0O INDEPENDENT

17. 1S AN INDEX SYSTEM USED?T (1 YERS.,.E>PLAIN

BREIEFLY AKRD DESCRIBE ANY HARDBARE/ SOFTWARE )

OYEsS O NO

18. RECOMMENDED RETENTION

Retain until updated or no longer
needed, then destroy.

‘.NANE AND TITLE OF PREPARER
Jane Grogan
Administrative Assistant

20.

TELEPHONE NUMEER
30-1548-4809

21. DATE

1-29-90

DGS 350-4 (REVISED 2/87)




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

REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENT ION SCHEDULE
" (DGS 880-1)

P.O.

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROAD

BOX 278
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY
13 oF l’,{

PAGE

EFARTMENT / AGENCY 2.
Wicomico Cty. 9-1-1

DIVISION

3. UNIT

DEFINITION-RECORD SERIES-® 9FOUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR
REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSES :

! 4. RECORD SERIES TITLE

+ Territorial, boundry,

' 5. EARLIEST YEAR/ s'r/?
fire ‘& ambulance territory maps Ig'ﬂg TO ®

| 6, RECORD SERIES DESCRIPTION (BHIIFLY DEBCRIBE THE TYPES OF INFORMATION/DOCUHENTB/FDRMI FOUND

'IN FHE SERIES.

INCLUDE THE PURPOSE OR FUNCTION OF THE BEFRIES )

Informational type maps used as resources by the department

7. RECORD SERIES FORMAT(S)
O LETTER SI1ZE D MICROFILM

U LEGAL S1zE 0O COMFUTER TAPE O NUMERICAL

BOOK U FLOPPY DISK
O AUD10 TAPE O VIDEO TAFE
2 OTHER(SPECIFY)
Maps

8. RECORD SERIES SEQUENCE

O ALPHAEETICAL

O CHRONOLOGICAL,
Xcgommlm
O OTHER(SPECIFY)

8. VOL

~ 'O FILE DRAWER(S)
o " O MICROFILM REEL(S)
0 COMPUTER TAPE(S)

""’""E"i /ﬁ(drm:n(spzcwv)

10. ANNUAL ACCUMULAT ION
P> o FiLe DRAWER(S)

5* O MICROFILM REEL(S)

RONBER O, COMPUTER TAPE(S)

| 1% giLE 1S UsED

& DAILY U WEEKLY O MONTHLY

<

-
——¥X

12. FILE BECOMES INACTIVE AFTER

m O MONTH(S) O YEAR(S) g@tﬂs‘at

p—

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

14. IS RECORD SERIES DUPLICATED ELSEWHERE?

QM,@,E,&H\

Wicomico Cty. 9-1-1, basement, 01d tir vyES, SPECIPFY raENCY OR OFFICE)D®
Court House, Salisbury, Md. 21801 XYEsS D No Q%Eﬂﬁuo
15. ACCESS RESTRICTIONS O YES B NOo 16. AUﬁl'I’ REQU I REMENTS

(i@ vyEs, ciTE LAW(S) & REGULATION(S)

& NONE O STATE O FEDERAL 0O INDEPENDENT

17. IS AN INDEX SYSTEM USED?! (tpr vYES,E)PLAIN

BEIEFLY AND DESCRIBE ANY HARDWARE/BOFTWARE )

QyEs O No

18. RECOMMENDED RETENT JON !

Retain permanetly, New maps should be
dated and initialed by maker.

’NAMI-: AND TITLE OF PREPARER
Jane Grogan
Administrative Assistant

20.

TELEPHONE NUMEER
301~-548-4809

21. DATE
1-29-90

DGS 550-4 (REVISED 2/87)




[

| JLSTRYCTIGNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES., FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS 880-1)

P.O.

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO RGAD

BOX 278
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTURY

PAGE _14 or _15

FARTMENT / AGENCY
9-1-+1%

2. DIVISION

Wicomico Cty.

3. WNIT

DEFINITION-RECORD SERIES.” 97°VF

OF RELATED RECORDS NORMALLY FILED

AND USED AS A UNIT FOR

f 4. RECORD SERIES TITLE

9-1-1 Computer Incident Files

REFERENCE AS WELL AS RETENTION AND DISFOSITION PURPOSES

5. EARLIEST YEAR/LATEST YEAR
TO

6. RECORD SERIES DESCRIPTION ('Rl'FLY DESCRIBE THE TYPES OF INFOMTION/DOCMNTB/POM FOUND

THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SEFIES)

Computer information, stored daily of 9-1-1 incidents, police, fire, E.M.S.,
misc., etc., handled by operators

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

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

. D MICROFILM REEL(S)

: O LEGAL SIZE X COMFUTER TAPE 0 NUMERICAL 14 XX COMPUTER TAPE(S)

: NUMBE

BOUND BOOK O FLOPPY DISK

0 AUDIO TAPE 0O VIDEO TAFE

B CHRONOLOGICAL

0 GEOGRAPHICAL

O OTHER(SPECIFY)

" 10. ANNUAL ACCUMULAT JON
)(Uﬂﬁﬂﬂ#tcuw) 0 OTHER(SPECIFY) O FILE DRAWER(S)
O MICROFILM REEL(S)
Ji&uiﬂﬁsﬂi.__. RUNGEW O COMPUTER TAPE(S)
O OTHER(SPECIFY)
i 11 pILE 1S USED 12. FILE BECOMES INACTIVE AFTER ONe--¢alendar
8 palLY O WEEKLY (s} Y 0 MONTH(S) O YEAR(S) Year.
* 13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?
Wicomico County 9-1-1 Center, 1w vyES, SPECIFY s0ENCY OR OPFFiCE)
Basement, 0ld Court House, Salisbury, |[Md. O YES @& NO
15. ACCESS RESTRICTIONS P YES DO No 16, AUDIT REQUIREMENTS

(1r vyes, ciTe LAW(S) & REGULATION(S)
Restricted to office use

BXNONE O STATE O FEDERAL U INDEPENDENT

17. IS AN INDEX SYSTEM USED? (17 YRS.E)PLAIN

BRIEBFLY AND DESCRIBE ANY HANDIARE/BOFT'IARE)

O YES X NO

18. RECOMMENDED RETENT ION

Retain six (6) months to one (1) year
as work load requires, then destroy.

.9. NAME AND TITLE OF PREPARER 20.

Jane Grogan
Administrative Assistant

TELEPHONE NUMEER
301-548-4809

21. DATE
1-29-90

DGS 550-4 (REVISED 2/87)




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

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

Wicomico Cty. 9-1-1

REVISED RECORD SERIES. FORWARD 727% WATERLOO ROAD
WiITH RECORDS RETENTION SCHEDULE P.O. BOX 278 PAGE 15 OF]'S
({DGS 350-1) JESSUP, MARYLAND 207%4

FARTMENT / AGENCY 2. DIVISION 3. UNIT

A GROUP

OF RELATED RECORDE NORMALLY FILED

AND USED AD A UNIT FOR

DEFINITION-RECORD SERIES-

! 4. RECORD SERIES TITLE

: 9-1-1 Computer Incident File (Hard Copy)

REPERENCE AS WELL AS RETENTION AND D]SPFOSITICN PURPORES

3. EARLIEST YEAR/LATEST YEAR
TO

| 6. RECORD SERIES DESCRIPTION (DRIIFLY DESBCRIBE THE TYPES OF INPORNAYION/DOCUHENTB/FORMS FOUND

N THE SERIES.

fire, E.M.S., misc., ets., handled by

INCLUDE THE PURPOBE OR FUNCTION OF THE BEFIES )

Hard copy of computer information stored .daily of 9-1-1 incidents, police,

operators

7. RECORD SERIES FORMAT(S) 8.
D LETTER S1zE O MICROFILM

O LEGAL S1ZE U COMFUTER TAPE 0 NUMERICAL

BOOK O FLOPPY DISK
O AUDIO TAPE 0O VIDEO TAFE
O OTHER(SPECIFY)

RECORD SERIES SEQUENCE
D ALPHAEETICAL

30X CHRONOL.OG | CAL,
O GEOGRAPHICAL
O OTHER(SPECIFY)

9. VOLUME

R FILE DRAWER(S)

D MICROF ILM REEL(S)

0 COMPUTER TAPE(S)
NUWBER OTHER( SPEC I FY)

10. ANNUAL ACCUMULAT ION
O FILE DRAWER(S)
O MICROFILM REEL(S)
RUWBYR O COMPUTER TAPE(S)

O OTHER(SPECIFY)

I'1%. piLE 1S useD

XK DAILY C WEEKLY D MONTHLY

[

12. F|LE BECOMES INACTIVE AFTER

0 MONTH(S O YEAR(S

v

! 13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM)
Wicomico County 9-1-1 Center,
Basement, 01ld Court House, Salisbury,

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

t1r vyes, sPEcIFY saENCY OR OFFICE)

Md. O YES & NO

15. ACCESS RESTRICTIONS HKYES O No
(1" vyEs, cITE LAW|8) & REGULATION(S)

Restricted to office use

16. AUDIT REQUIREMENTS

¥XNONE O STATE O FEDERAL [ INDEPENDENT

17. 1S AN INDEX SYSTEM USED? (ir YRS.EXPLAIN

BRIEFLY AND DESCRIBE ANY HARDWARE/BOFTWARE )

Q YES XX NO

18. RECOMMENDED RETENT ION

Retain five (5) years, then destroy

.. NAME AND TITLE OF PREPARER 20,

Jane Grogan 301-548-4809

Administrative Assistant

TELEPHONE NUMEER

PP

21. DATE
1-29-90

DGS 350-4 {REVISED 2/87)




