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D E P A R T M E N T O P G E N E R A L S E R V I C E S 
R e c o r d * M a n a g e m e n t D i r U i o n 

RECORDS RETENTION AND DISPOSAL SCHEDULE 

SCHEDULE 
NO. 

C-657 

PACE . , . 
MO. 1 of 3 

Wicomico County Central Emergency C o m m u n i c a t i o n s 

Item 
No. Description Retention 

U N O F F I C I A L PERSONNEL FILES 

Files contain information on currect emp
loyees. Files may contain but are not 
limited to copies of a p p l i c a t i o n s , annual 
reviews, reprimands and disciplinary 
a c t i o n s , a w a r d s , doctor slips, accident 
r e p o r t s , r e s u m e s , etc. 

LEAVE AND TIME SHEETS 

This file contains office copies of emp
loyees annual leave and daily time re
cordings . 

GENERAL C O R R E S P O N D E N C E 

Subject arrangement of original incoming 
letters, copies of outgoing letters, mem
oranda, studies, reports, d i r e c t i v e s , 
p o l i c i e s , and other m a t e r i a l s related to 
the a d m i n i s t r a t i o n of the agency. 

S c h e d u l e A e p f o v e d k y D e p e r f t M f l t , 
A f w i c y , o r D M i i w i R e p r e s e n t a t i v e 

I p i c H f re f r f / TUI> 

khefele AvrheHied W 

Screen annually and 
destroy that m a t e r i a l 
no longer needed for 
current r e f e r e n c e . 
Retain remaining item^ 
for (5) years after 
t e r m i n a t i o n , then desH 
troy. 

Retain for (1) 
then d e s t r o y . 

year 

Screen annaully and 
destroy that m a t e r i a l 
no longer needed for 
current b u s i n e s s . 
D i r e c t i v e s , p o l i c i e s 
and other m a t e r i a l re-\ 
lated to the planning 
and policy that illu
strate the developmentj 
of the agency, retain 
p e r m a n e n t l y . ~Tro.^i^-c 
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RECORDS RETENTION AND DISPOSAL SCHEDULE 
( C O N T I N U A T I O N S H E E T ) 

SCHIOULI 

N 0 - C-657 
PAGE 
NO. 2 of 3 

i :orti 
No. D e s c r i p t i o n R e t e n t i o n 

4. BUDGET RECORDS 

Annual Budget Submissions 
Monthly Budget printouts 
Fixed Assets printouts 

R e t a i n annual submission;; 
for (5) y e a r s , then d e s 
troy. 
R e t a i n all others p a p e r s 
for (2) y e a r s , then d e s 
troy . 

5. GENERAL ACCOUNTING RECORDS 

Office copies of: 

Goods Received M e m o r a n d a 

Retain in office for (2) 
y e a r s , then d e s t r o y . 

E x p e n s e / T r a v e l Reports 

Petty Cash V o u c h e r s 

Direct Payments 

Purchase Orders 

Requ isi t ions 

M i l e a g e Reports 

6 . COMPLAINT AND COURT SUBPOENA FILES 

Initiated by individual citizens and the 
court system. Files are used for infor
mation in support of court a p p e a r e n c e s 
and in testimony as required. 

R e t a i n for 
d e s t r o y . 

(2) years thei 

7 . P O L I C E , FIRE, EMS INCIDENTS (TAPES) 

Recorded documented; incidents of emergency 
action required and are used to c r o s s 
check complaints and answer concerned 
agency i n q u i r i e s . 

R e t a i n for (90) d a y s , 
then d e s t r o y . 

8. P O L I C E , FIRE, EMS INCIDENTS (CARDS) 

1 

Recorded documented incident cards of 
emergency action required and are used to 
c r o s s - c h e c k complaints and answer c o n c e r n 
ed agency i n q u i r i e s . 

R e t a i n for (5) y e a r s , 
then d e s t r o y . 

i 
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RECORDS RETENTION AND DISPOSAL SCHEDULE 
( C O N T I N U A T I O N S H E E T ) 

J C H I D U U 

PAGt 
NO. 3 of 3 

i tern 
No. D e s c r i p t i o n R e t e n t i o n 

9 . 9-1-1 COMPLAINT CONTROL (CARDS) 

Recorded d o c u m e n t e d . i n c i d e n t cards of 
emergency action required and are used to 
c r o s s - c h e c k complaints and answer c o n c e r n 
ed agency i n q u i r i e s . 

R e t a i n for (5) y e a r s , 
then d e s t r o y . 

10 . ANI/ALI RECORDS 

Files document list numbers from which 
emergency calls were made (machine i n i t i 
ated) . They are used to c r o s s - c h e c k com
p l a i n t s , answer public safety agency in
q u i r i e s , and in court cases. 

R e t a i n for (2) y e a r s , 
then destroy. 

11. G EOGRAPHIC BASE FILE 

This file is an on-line database listing 
all addresses currently on file with 
Wicomico County Central Emergency Comm
u n i c a t i o n s . P e r i o d i c a l l y this file is 
updated and a computer print tape is 
generated. 

R e t a i n d a t a b a s e until 
updated or no longer 
needed, then e r a s e . 
Retain p r i n t o u t s until 
updated, then d e s t r o y . 

12 . GEOGRAP-HIC, FLIGHT P A T T E R N S , ETC. 

Informational type maps used as resources 
by the d e p a r t m e n t . 

R e t a i n until updated or 
no longer needed, then 
destroy. 

13. T E R R I T O R I A L , BOUNDRY, FIRE & AMBULANCE 
T E R R I T O R Y MAPS 

14 

I n f o r m a t i o n a l type maps used as r e s o u r c e s 
by the department. 

9-1-1 Computer Incident File 
Computer i n f o r m a t i o n , stored daily of 9-1-1 
i n c i d e n t s , p o l i c e , fire, E . M . S . , m i s c . 
etc., handled by o p e r a t o r s 

R e t a i n p e r m a n e t l y . New 
maps should be dated and 
i n i t i a 1 e d . Tr<x»<;Vc<- pef»cAtcu\l«j 

R e t a i n for 6 m o n t h s to 
1 year, as w o r k load 
r e q u i r e s , then d e s t r o y . 

15 

1 

! 
• 

9-1-1 Computer Incident File (Hard copy) 
Hard copy of computer information stored 
daily of 9-1-1 i n c i d e n t s , police, fire, 
E . M . S . , misc., etc., handled by o p e r a t o r s 

Retain five (5) y e a r s , 
then destroy 



1 
INSTRUCTIONS--TYPE O R P R I N T A 
S E P A R A T E F O R M F O R E A C H N E W O R 
R E V I S E D R E C O R D S E R I E S . F O R W A R D 
W I T H R E C O R D S R E T E N T I O N S C H E D U L E 
( D G S B 5 0 - 1 ) 

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

7 2 7 8 W A T E R L O O R O A D 
P.O. B O X 2 7 B 

J E S S U P , M A R Y L A N D 2 0 7 9 4 

A G E N C Y RECORDS I N V E N T O R Y 
INSTRUCTIONS--TYPE O R P R I N T A 
S E P A R A T E F O R M F O R E A C H N E W O R 
R E V I S E D R E C O R D S E R I E S . F O R W A R D 
W I T H R E C O R D S R E T E N T I O N S C H E D U L E 
( D G S B 5 0 - 1 ) 

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

7 2 7 8 W A T E R L O O R O A D 
P.O. B O X 2 7 B 

J E S S U P , M A R Y L A N D 2 0 7 9 4 P A G E _1 O F 'l^T* 

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

W i c o m i c o Cty. 9-1-1 

2 . D I V I S I O N 3. U N I T 

D E F I N I T I O N - R E C O R D S E R I E S - * O B O U ! B 0 P L R E L A T E D R E C O R D S N O R M A L L Y * F I L E D A N D U S E D A B A U N I T F O R 
R E F E R E N C E A S W E L L A S R E T E N T I O N A N D D I S P O S I T I O N P U R P O S E N 

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

U n o f f i c i a l P e r s o n n e l Files 
5 . E A R L I E S T Y E A R / L A T E S T Y E A R 

nu T O y | e » / -
C. R E C O R D S E R I E S D E S C R I P T I O N ( B R I B F L- Y D E S C R I B E T H E T Y P E S O r IN 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 T H E S E R I E S . 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 ) 

Files contain information on currect e m p l o y e e s . Files may contain 
but are not limited to copies of a p p l i c a t i o n s , annual r e v i e w s , 
r e p r i m a n d s and disciplinary a c t i o n s , a w a r d s , doctor slips, 
accident r e p o r t s , r e s u m e s , etc. 

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

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

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

D ^ ^ D ' B O O K • F L O P P Y D I S K 

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

O O T H E R ( S P E C IFY) 

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

23 A L P H A B E T I C A L 

• N U M E R I C A L 

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

O G E O G R A P H I C A L 

• O T H E R ( S P E C I F Y ) 

9. V O L U M E 
^ F I L E DRAWER( S ) 

, • M I C R O F I L M R E E L ( S ) 
/ • C O M P U T E R T A P E IS1 

N U M B E R p OTHER.[ S P E C I F Y ) 

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

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

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

D ^ ^ D ' B O O K • F L O P P Y D I S K 

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

O O T H E R ( S P E C IFY) 

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

23 A L P H A B E T I C A L 

• N U M E R I C A L 

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

O G E O G R A P H I C A L 

• O T H E R ( S P E C I F Y ) 
1 0 . A N N U A L A C C U M U L A T I O N 

^ F I L E DRAWER( S ) 
1 O M I C R O F I L M R E E L ( S ) 

• O T H F R l S P F r l F Y l 
L L - F I L E is U S E D When necessary 

O D A I L Y D W E E K L Y D M O N T H L Y 

, Z - F I L E B E C O M E S INACTIVE A F T E R t e r m i n a t i o n ' 

num^r ^ MONTHJ s j • Y E A R ( S , 

13. C U R R E N T L O C A T I O N ( S J ( B L D G . , F L O O R , R O O M ) 
W i c o m i c o County 9-1-1 Center 
Basement Old Court H o u s e , Salisbury, 

1 4 . I S R E C O R D S E R I E S D U P L I C A T E D E L S E W H E R E T 
llF Y E S , S P E C I F Y A G E N C Y O R O F F I C E ) 

Md. B Y E S D N O P e r s o n n e l D e p a r t m e n t 

15. A C C E S S R E S T R I C T I O N S » Y E S • N O 
( I F Y E S , C I T E L A B ( s ) & R B O U L A T 1 O N ( S ) 
R e s t r i c t e d to Department Head access 

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

H N O N E tl S T A T E O F E D E R A L ° I N D E P E N D E N T 

17. IS A N I N D E X S Y S T E M U S E D ? { I F 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 ) 

Q Y E S O N O 

18 . R E C O M M E N D E D R E T E N T I O N 
Screen annually and destroy that 
m a t e r i a l no longer needed for current 
r e f e r e n c e . Retain remaining items foi 
five (5) years after t e r m i n a t i o n , 
then destroy. 

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

Jane Grogan 
A d m i n i s t r a t i v e A s s i s t a n 

2 0 . T E L E P H O N E N U M B E R 

: 301-548-4809 

2 1 . D A T E 

1-29-90 

D G S 5 5 0 - 4 ( R E V I S E D 2 / 8 7 ) 



INSTRUCT 1QMS--TYPE O R P R I N T A DEPARTMENT OF GENERAL SERVICES 
i 

A G E N C Y RECORDS I N V E N T O R Y SEPARATE FORM FOR EACH NEW O R RECORDS MANAGEMENT DIVISION 

i 

A G E N C Y RECORDS I N V E N T O R Y 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DGS 550 - 1 ) 

7275 WATERLOO ROAD 
P.O. B O X 275 

JESSUP, MARYLAND 20794 PAGE _2 O F 

1 . ^^ARTMENT/AGENCY 
W i c o m i c o Cty. 9-1-1 

2. DIVISION 3. UNIT 
i 

DEFINITION-RECORD SERIES- A O R O U P 0 R R E L A T E D R E C O R D S N O R M A L L Y F I L E D A N D U S E D A S A U N I T F O R 
R E F E R E N C E A S B E L L A S R E T E N T I O N A N D D I S P O S I T I O N P U R P O S E S 

4. RECORD SERIES TITLE 
Leave and Time sheets 

5. EARLIEST YEAR/LATEST YEAR i 

! 
6. RECORD SERIES DESCRIPTION ( B R , L T , , L- V D E S C R I B E T H E T Y P E S OF" IN F O R M A T 1 ON / D O C U M E N T S / F O R M S F O U N D 

•IN T H E SERIES. I N C L U D E T H E P U R P O S E O H F U N C T I O N O F T H E BEFTIESJ 

This file contains office copies of the employee annual leave and daily time 
r e c o r d i n g s . 

7. RECORD SERIES FORMAT(S) 
K LETTER SIZE O MICROFILM 
D LEGAL SIZE Q COMPUTER TAPE 
• ^ ^ 1 D BOOK O FLOPPY DISK 

8. RECORD SERIES SEQUENCE 
O ALPHABETICAL 
P NUMERICAL 
33 CHRONOLOGICAL 

9. VOLUME 
2 FILE DRAWER(S) 

/ D MICROFILM REEL(S) 
/ • COMPUTER TAPEfS] 

N U M B E R p OTHER(SPECI F Y ) 

D AUDIO TAPE D VIDEO TAPE 
• OTHER{SPEC IFY) 

O GEOGRAPHICAL 
D OTHER(SPECI F Y J 

10. ANNUAL ACCUMULATION 
S FILE DRAWER(S) 

/ D MICROFILM R E E L ( S ) 

• O T H F B I S P F r l F V l 
1 1 ' FILE IS USED 

D A 1LY D WEEKLY • MONTHLY 
1 2 ' FILE BECOMES INACTIVE AFTER 

mrmr ^ M O N T H ( S ) a Y E A R ( S , 

13. CURRENT LOCATION(S) ( BLDG..FLOOR,ROOMJ 
W i c o m i c o County 9-1-1, basement Old 
Court H o u s e , Salisbury, Md. 21801 

14. IS RECORD SERIES DUPLICATED ELSEWHERET 
( I F Y E S , S P E C I F Y A O E N C Y O R O F F I C E ) 
a Y E S a N O 

15. ACCESS RESTRICTIONS O YES >CkNO 
( I F Y E S , C I T E L A H ( S ) a R E G U L A T I O N ! s J 

16. AUDIT REQUIREMENTS 

a NONE ^STATE • FEDERAL ° INDEPENDENT 

17. IS AN INDEX SYSTEM USED? ( I F 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 HARDWARE./ S O F T W A R E ) 

D YES tX N O 

IB. RECOMMENDED RETENTION 
Retain for one (1) year, then destroy 

i 

9. NAME AND TITLE OF PREPARER 
Jane Grogan 
A d m i n i s t r a t i v e Assistant 

20. TELEPHONE NUMBER 
3 0 1 - 5 4 8 - 4 8 0 9 

21. D A T E 

1-29-90 

DOS 550-4 (REVISED 2/87) 

i 



I N S T R U C T IQMS--TYPE OR PRINT A 
SEPARATE FORM FOR EACH NEW OR 
REVISED RECORD SERIES, FORWARD 
ITH RECORDS RETENTION SCHEDULE 

(DGS 5S0 - I ) 

D E P A R T M E N T OF G E N E R A L SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
P.O. BOX 275 

JESSUP, MARYLAND 20704 

A G E N C Y RECORDS I N V E N T O R Y 

I. ^ • A R T M E N T / A G E N C Y 

W i c o m i d o County 9-1-1 
DIVISION 3. UNIT 

DEFINITION-RECORD SERIES-* O B O U F °* R E L A T E D R E C O R D S N O R M A L L Y F I L E D A N D U S E D A S A U N I T F O R 
R E F E R E N C E A S B E L L AS R E T E N T I O N A N D D I S P O S I T I O N P U R P O S E S •_ 

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

General C o r r e s p o n d e n c e 
EARLIEST YEAR/LATEST 

I W T O 

LATEST YEAR 

6. RECORD SERIES DESCRIPTION J B R , K F U Y D E S C R I B E T H E T Y P E S O F IN F O R M A T I O N / D O C U M E N T S / F O R M S F O U N D 
•IN T H E S E R I E S . 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 J 

Subject arrangement of original incoming l e t t e r s , copies of outgoing l e t t e r s , 
m e m o r a n d a , studies, r e p o r t s , d i r e c t i v e s , p o l i c i e s , and other m a t e r i a l s related 
to the ad m i n i s t r a t i o n of the agency.. 

• J ^ ^ I D 

O AUDIO 
D OTHER{SPEC IFY) 

1 SERIES FORMAT(S) 8. RECORD SER1ES SEQUENCE 
t SIZE O MICROFILM D ALPHABETICAL 
SIZE • COMPUTER TAPE Q NUMERICAL 
BOOK • FLOPPY DISK D CHRONOLOGICAL 
TAPE a VIDEO TAPE O GEOGRAPHICAL 

8 OTHER(SPEC IFY) 
depending on mate r i a l 
contained within 

9. VOLUME 

N U M B E R 

D FILE DRAWER!S) 
• MICROFILM REEL(S) 
• COMPUTER TAPE(S) 
• OTHER{SPECI FY) 

10. ANNUAL ACCUMULATION 
B FILE DRAWER!S) 
• MICROFILM REEL(S) 

KUSTSER" D COMPUTER TAPE ( S ) 
..PTHFRt SPFC I FY ] 

1 • F I L E is U S E D depends on ma t e r i a l contaiietfe. 
G D A I L Y O W E E K L Y • M O N T H L Y 

^ 3 . CURRENT LOCATION!S) (BLDG.,FLOOR,ROOM) 
W i c o m i c o County 9-1-1, old Court Hous 
Salisbury, Maryland 21801 

FILE BECOMES INACTIVE AFTER SJTJU_|5 C l C ^ ? ^ 
• MONTH(S) • YEAR{S ) ' 

14 . I S R E C O R D S E R I E S D U P L I C A T E D E L S E W H E R E T 
I I F Y E S , S P E C I F Y / . O E N C Y O R O F F I C E ) 0 t I 

• Y E S o N O (Sometimes 
)4t> OjSOC+arkd P S. ACCESS RESTRICTIONS O YES Z3 NO 

(IF Y E S , CITE L A B ( s ) & REOULATION(S) 
16. AUDIT REQUIREMENTS 

B NONE • STATE O FEDERAL • INDEPENDENT 

IS AN INDEX SYSTEM USED? (|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 YES H3C NO 

IB. RECOMMENDED RETENTION 
Screen annually and destroy that materia| 
no longer needed for current b u s i n e s s . 
D i r e c t i v e s , p o l i c i e s and other m a t e r i a l 
related to the planning and policy that 
illustrate the development of the agencj) 
retain p e r m a n e n t l y . 

NAME AND TITLE OF PREPARER 
Jane Grogan 
A d m i n i s t r a t i v e Assistant 

20. TELEPHONE NUMBER 
301-548-4809 

2 1 DATE 
1-29-90 

DGS 550-4 (REVISED 2/87) 



I N S T R U C T 1QMS--TYPE O R P R I N T A 
S E P A R A T E F O R M F O R E A C H N E W OR 
R E V I S E D R E C O R D S E R I E S . F O R W A R D 
W I T H R E C O R D S R E T E N T I O N S C H E D U L E 
(DGS 8B0 - 1 ) 

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

72 78 W A T E R L O O R O A D 
P . O . B O X 278 

J E S S U P , M A R Y L A N D 207 94 

A G E N C Y RECORDS I N V E N T O R Y 
I N S T R U C T 1QMS--TYPE O R P R I N T A 
S E P A R A T E F O R M F O R E A C H N E W OR 
R E V I S E D R E C O R D S E R I E S . F O R W A R D 
W I T H R E C O R D S R E T E N T I O N S C H E D U L E 
(DGS 8B0 - 1 ) 

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

72 78 W A T E R L O O R O A D 
P . O . B O X 278 

J E S S U P , M A R Y L A N D 207 94 P A G E 4 O F / ^ " L 

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

W i c o m i c o County 9-1-1 
2. D I V I S I O N 3 . U N I T 

D E F I N I T I O N - R E C O R D S E R I E S - * O R O U P O F * « I - A T E D R E C O R D S N O R M A L L Y F I L E D A N D U S E D A S A U N I T F O R 
R E F E R E N C E A S B E L L A S R S T E N T 1 O N A N D D I S P O S I T I O N PURPOfrn 

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

8. E A R L I E S T Y E A R / L A T E S T Y E A R 
/ W T O 

S. R E C O R D S E R I E S D E S C R I P T I O N { B R , K R U V D E S C R I B E T H E T Y P 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 T H E S E R I E S . I N C L U D E T H E P U R P O S E O H F U N C T I O N O F T H E S E R I E S ) 

Annual budget s u b m i s s i o n s , Monthly budget p r i n t o u t s and fixed asset p r i n t o u t s 

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

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

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

A B O O K ° 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 

° O T H E R ( S P E C I F Y ) 

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

O A L P H A B E T I C A L 

N U M E R I C A L 

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

a G E O G R A P H I C A L 

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

9. V O L U M E 
H F I L E D R A W E R ( S ) 

/ • M I C R O F I L M R E E L ( S ) 
D C O M P U T E R T A P E I S ) 

N U M B E R ofHER^ S P E C I F Y ) 

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

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

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

A B O O K ° 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 

° O T H E R ( S P E C I F Y ) 

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

O A L P H A B E T I C A L 

N U M E R I C A L 

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

a G E O G R A P H I C A L 

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

D F I L E D R A W E R ( S ) 
J O M I C R O F I L M R E E L ( S ) 

MUMBER w • &r* • »— \ —̂  0 
• f y T H T R l R P F r l F Y l 

1 1 • F I L E IS U S E D 

° D A I L Y O W E E K L Y 5& M O N T H L Y 

L Z - F I L E B E C O M E S INACTIVE A F T E R li^C|d~Lj£A/t* , 

_ _ _ _ _ _ • M O N T H ( S ) 0 Y E A R ( S ) C-t)topl$XC> 

13. C U R R E N T L O C A T I O N ( S ) ( B L D G . . F L O O R , R O O M ) 

W i c o m i c o 9-1-1, basement Old Court 
H o u s e , Salisbury, Maryland 21801 

14. I S R E C O R D S E R I E S D U P L I C A T E D E L S E W H E R E T 
( I F Y E S , S P E C I F Y / . O E N C Y O R O F F I C E ) 
S Y E S D N O Finan c e D e p a r t m e n t 

15. A C C E S S R E S T R I C T I O N S 3 Y E S • N O 
( I F Y E S , C I T E LAW(s) & R B O U L A T 1 O N ( S ) 

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

° N O N E H, S T A T E O F E D E R A L V I N D E P E N D E N T 

17. IS A N I N D E X S Y S T E M U S E D ? ( I F 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 ) 

• Y E S • N O 

—\ f—^ . 

18. R E C O M M E N D E D R E T E N T I O N 
R e t a i n annual s u b m i s s i o n s for five (5) 
yea r s , then destroy. R e t a i n all others 
for two (2) y e a r s , then destroy 

9. N A M E A N D T I T L E O F P R E P A R E R 
Jane Grogan 
A d m i n i s t r a t i v e Assistant 

20. T E L E P H O N E N U M B E R 
301-548-4809 

21. D A T E 
1-29-90 

D G S 550-4 ( R E V I S E D 2/87) 



INSTRUCT 1QMS--TYPE OR PRINT A DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY 
r 
i 

SEPARATE FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVENTORY ; 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DGS BBO -1 ) 

7275 WATERLOO ROAD 
P.O. BOX 275 

JESSUP, MARYLAND 20794 PACE 5 OF 
i 

i 

1 . ^^ARTMENT/AGENCY 
W i c o m i c o County 9-1-1 

2. DIVISION 3. UNIT 

DEFINITION-RECORD SERIES-* O F B B 1 - A T E D M C O R B B - N O R M A L L Y F I L E D 
R E F E R E N C E A8 W E L L Afl R E T E N T I O N A N D D I S P O S 

A N D U S E D A S A U N I T F O R 
IT I O N P U R P O S E S ! 

4. RECORD SERIES TITLE 
G e n e r a l A c c o u n t i n g records 

5 . EARL 1 EST YEAR/LATE ST .YEAR 
/ T O TO%<®ft 

6. RECORD SERIES DESCRIPTION j B R , K F I U Y D E S C R I B E T H E T Y P E S O F 1N F O R M A T 1 O N / D O C U M E N T S j F O R M S F O U N D 
I N 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 } 

Office copies of: goods received m e m o r a n d a , e x p e n s e / t r a v e l r e p o r t s , petty 
cash v o u c h e r s , direct p a y m e n t s , purchase o r d e r s , r e q u i s i t i o n s and m i l e a g e repor ts 

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME 
K LETTER SIZE • MICROFILM 
D LEGAL SIZE Q COMPUTER TAPE 

° B O O K ° FLOPPY DISK 

O ALPHABETICAL 
^NUMERICAL 
O CHRONOLOGICAL 

S FILE DRAWER(S) 
i a MICROFILM REEL(S) 
/ O COMPUTER TAPE(S) 

N U M B E R • OTHER(SPECIFY) 

D AUDIO TAPE D VIDEO TAPE 
D OTHER(SPECIFY) 

D GEOGRAPHICAL 
D OTHER(SPEC I FY) 

10. ANNUAL ACCUMULATION 
O FILE DRAWER(S) 

/ Q MICROFILM REEL(S) 

• f y r H F R / R P r r i r Y l 

1 1 • FILE IS USED 
E DAILY J9 WEEKLY 0 MONTHLY 

1 2 • FILE BECOMES INACTIVE AFTER ^Burfoj'tJ- Lj££lJC-? • 

H U M b e | t
 D MONTH(S) O YEAR(S) Q£mp/tio 

13. CURRENT LOCATION(S) ( BLDG..FLOOR,ROOM) 
W i c o m i c o County 9-1-1, basement Old 
Court H o u s e , Salisbury, M a r y l a n d 2180: 

14. IS RECORD SERIES DUPLICATED ELSEWHERET 
t l F Y E S , S P E C I F Y A O E K C Y O R O F F I C E ) 
O YES S NO 

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

16. AUDIT REQUIREMENTS 

D NONE ^ySTATE O FEDERAL ^ INDEPENDENT 

17. IS AN INDEX SYSTEM USED? (IF 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 ) 

18. RECOMMENDED RETENTION 

a Y E S a N O 
Retain in office for two (2) y e a r s , ther 
destroy. 

t 

1 

9. NAME AND TITLE OF PREPARER 
Jane Grogan 
A d m i n i s t r a t i v e Assistant 

20. TELEPHONE NUMBER 
301-548-4809 

21. DATE 
1-29-90 

DGS 550-4 (REVISED 2/87) 

i 



INSTRUCT IONS-rTYPE OR PRINT A 
SEPARATE FORM FOR EACH NEW OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DGS S 8 0 - I ) 

^ J ^ L R T M E N T / A G E N C Y 
W i c o m i c o County 9-1-1 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7278 WATERLOO ROAD 
P.O. BOX 278 

JESSUP, MARYLAND 20794 

A G E N C Y RECORDS I N V E N T O R Y 

i DIVISION 3. UNIT 

DEFINITION-RECORD SERIES-* O R O U P O L * H B L A T E D R E C O R D S N O R M A L L Y F I L E D A N D U S E D A S A U N I T F O R 
R E F E R E N C E A S B E L L A S R E T E N T I O N A N D D I S P O S I T I O N P U R P O S E S 

4. RECORD SERIES TITLE 
Complaint and Court Subpoena files 

6. RECORD SERIES DESCRIPTION j B R , l r F l - v D E S C R I B E T H E T Y P E S O F IN F O R M A T I O N / D O C U M E N T S / F O R M S . F O U N D 
I N 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 J 

Initiated by individual citizens and the court system. Files are used for 
information in support of court a p p e a r e n c e s and in testimony as requ i r e d . 

|7. RECORD SERIES FORMAT( S ) 
0 j LETTER SIZE O MICROFILM 
S LEGAL SIZE D COMPUTER TAPE 

• BOOK D FLOPPY DISK 
E AUDIO TAPE ° VIDEO TAPE 
D OTHER(SPEC IFY) 

8. RECORD SERIES SEQUENCE 

ALPHABETICAL 
• NUMERICAL 
• CHRONOLOGICAL 
• GEOGRAPHICAL 
O OTHER(SPECIFY) 

9. VOLUME 

iER" 

XI FILE DRAWER( S ) 
• MICROFILM REEL(S] 
a COMPUTER TAPE(S) 
• OTHER(SPECI FY) 

10. ANNUAL ACCUMULATION 
D FILE DRAWER(S) 
• MICROFILM REEL(S) 

NUlib^R D COMPUTER TAPE(S) 
• QTHFB( f iPFr[rV) 

I 
FILE BECOMES INACTIVE AFTER 

a MONTH(S) D YEAR(S ) tKjL>TDuttx.) 
I11' F I L E is U S E D w h en necessary 

E D A I L Y O W E E K L Y • M O N T H L Y 

|l3. CURRENT LOCATION(S) ( BLDG., FLOOR, ROOM) 
W i c o m i c o County 9-1-1, basement Old 
Court H o u s e , Salisbury, Maryland 218 

1 4 . I S R E C O R D S E R I E S D U P L I C A T E D E L S E W H E R E ? 
( I F Y E S , S P E C I F Y A G E N C Y O R O F F I C E ) 

l a Y E S D N O ( ^ J- ^ I t p p 
[15. ACCESS RESTRICTIONS • YES D NO 

I IF Y E S , C I T E LAB(s) » R E G U L A T I O N ! S ) 
16. AUDIT REQUIREMENTS 

.NONE • STATE O FEDERAL B INDEPENDENT 

17. IS AN INDEX SYSTEM USED? (|F 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 ) 

18. RECOMMENDED RETENTION 
Retain for two (2) years then destroy 

D YES NO 

|9. NAME AND TITLE OF PREPARER 
Jane Grogan 
A d m i n i s t r a t i v e Assistant) 

20. TELEPHONE NUMBER 
301-548-4809 

21 DATE 
1-29-90 

DGS 850-4 (REVISED 2/87) 



INSTRUCT IONS-rTYPE O R P R I N T A 
S E P A R A T E F O R M F O R E A C H N E W O R 
R E V I S E D R E C O R D S E R I E S . F O R W A R D 
W I T H R E C O R D S R E T E N T I O N S C H E D U L E 
{ D C S 580 -1 } 

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

7278 W A T E R L O O R O A D 
P.O. B O X 278 

J E S S U P , M A R Y L A N D 20794 

A G E N C Y RECORDS I N V E N T O R Y 

P A G E 7 O F /'-> 

! 1 . ^ ^ A R T M E N T / A G E N C Y 
W i c o m i c o County 9-1-1 

2. D I V I S I O N 3. U N I T ! 

D E F I N I T I O N - R E C O R D S E R I E S - * O R O U P O F R«"-ATED R E C O R D S N O R M A L L Y F I L E D A N D U S E D A S A U N I T F O R 
R E F E R E N C E A S B E L L A S R E T E N T I O N A N D D I S P O S I T I O N P U R P O S E S 

! 

4. R E C O R D S E R I E S T I T L E 
P o l i c e , fire, ems incident (tapes) 

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

TO ^suih 
1 
I 

I 
1 

8. R E C O R D S E R I E S D E S C R I P T I O N ( B R I K F L* Y D E S C R I B E T H E T Y P E S O F 1N F O R M A T 1 O N / D O C U M E N T S / FORMS. F O U N D 
IN T H E S E R I E S . 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 J 

Recorded documented incidents of emergency action required and are used 
to cross check complaints and answer concerned agency i n q u i r i e s . 

1 
I 

I 
1 

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

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

° L E G A L S I Z E O C O M P U T E R T A P E 
D J^^LD B O O K £> F L O P P Y D I S K 

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

E O T H E R { S P E C I FY) 

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

O A L P H A B E T I C A L 

H N U M E R I C A L 

E C H R O N O L O G I C A L ~ 

Q G E O G R A P H I C A L 

D O T H E R ( S P E C IFY) 

9. V O L U M E 
V F I L E D R A W E R ( S ) 

/ TJ M I C R O F I L M R E E L ( S ) 
Y d C O M P U T E R TAPEls ) 

N U M B E R N O T H E R ; S P E C I F Y ) . . . . 
Audio tapes 

10. A N N U A L A C C U M U L A T I O N 
F I L E D R A W E R ( S ) 

[p O M I C R O F I L M R E E L ( S ) 
KlmSEW ° C O M P U T E R T A P E ( S ) 

• O T H F R f f i P P r l F V l 
1 1 * F I L E IS U S E D 

jft D A I L Y D W E E K L Y O M O N T H L Y 
1 2 • F I L E B E C O M E S INACTIVE A F T E R £&cL> t t l j ^ Ut&£l i 

V -
13. C U R R E N T L O C A T I O N ( S ) ( B L D G . , F L O O R . R O O M ) 

W i c o m i c o County 9-1-1, b a s e m e n t , old 
Court H o u s e , Salisbury, Maryland 2180: 

y 
14. I S R E C O R D S E R I E S D U P L I C A T E D E L S E W H E R E T 

tlF Y E S , S P E C I F Y A G E N C Y OR O F F I C E } 
a Y E S • N O poli c e A g e n c i e s 

1 

i 

15. A C C E S S R E S T R I C T I O N S CE Y E S • N O 
(IF Y E S , C I T E LAB(s) & R B O U L A T 1 O N ( S ) 

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

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

1 

i 

17. IS A N I N D E X S Y S T E M U S E D ? ( I F 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 ) 

O Y E S O N O 

18. R E C O M M E N D E D R E T E N T I O N 
R e t a i n for ninety (90) da y s , then 
destroy 

1 

i 

9. N A M E A N D T I T L E O F P R E P A R E R 
Jane Grogan 
A d m i n i s t r a t i v e Assistant 

20. T E L E P H O N E N U M B E R 
301-548-4809 

21. D A T E 
1-29-90 

i 

D G S 550-4 ( R E V I S E D 2/87) 

i 



INSTRUCT IQMS--TYPE OR PR INT A 
SEPARATE FORM FOR EACH NEW OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DGS SBO - 1 ) 

"^^RTMENT/ 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7278 WATERLOO ROAD 
P.O. BOX 275 

JESSUP, MARYLAND 20704 

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

r/AGENCY 
W i c o m i c o Cty. 9-1-1 

DIVISION 3 . UNIT 

DEFINITION-RECORD SERIES-* O R O U , * ° R " E L A T E D R E C O R D S N O R M A L L Y F I L E D A N D U S E D A S A U N I T F O R 
R E F E R E N C E AS B E L L A S R E T E N T I O N A N D D I S P O S I T I O N F U R F O S E S •_ 

4. RECORD SERIES TITLE 
P o l i c e , fire, ems incident (cards) 

5. EARLIEST YEAR/LATEST YEAR 
1*176 T O TVrtacf 

6. RECORD SERIES DESCRIPTION (BRIK,,L-Y D E S C R I B E T H E T Y P E S O F IN F O R M A T I 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 ) 

Recorded documented incident cards of emergency action required and are used 
to c r o s s - c h e c k complaints and answer concerned agency inquiries 

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 
• LETTER SIZE D MICROFILM • ALPHABETICAL 
D LEGAL SIZE • COMPUTER TAPE NUMERICAL 
Q ^ ^ 4 D BOOK O FLOPPY DISK D CHRONOLOGICAL ' 
D AUDIO TAPE D VIDEO TAPE • GEOGRAPHICAL 
13 OTHER(SPECIFY] o OTHER(SPECIFY) 
incident cards 

fi. VOLUME 

k> 
N U M B E R 

X] FILE DRAWER( S ) 
• MICROFILM REEL(S) 
O COMPUTER TAPE(S) 
n OTHER(SPECI FY) 

10. ANNUAL ACCUMULATION 
^(,FILE DRAWER ( S ) 

I_ D MICROFILM REEL(S] 
NUMBER D COMPUTER TAPE(S) 

• n T H F B ( R P F r l F Y ) 

FILE IS USED 
DAILY E WEEKLY D MONTHLY 

1 2 • FILE BECOMES INACTIVE AFTER 

[13. CURRENT LOCATION(S) ( BLDG.. FLOOR, ROOM) 
W i c o m i c o 9-1-1, b a s e m e n t , old Court 
H o u s e , Salisbury, Maryland 21801 

14. IS RECORD SERIES DUPLICATED ELSEWHERE 1 
I IF Y E S , S P E C I F Y /.OEKCY O R O F F I C E ) 
• YES X B NO 

|I5. ACCESS RESTRICTIONS B YES • NO 
( I F Y E S , C I T E L A S ( S ) & R B O U L A T I O N ( S ) 

16. AUDIT REQUIREMENTS 

H NONE D STATE O FEDERAL D INDEPENDENT 

|I7. IS AN INDEX SYSTEM USED? (IF 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 W A R E / S O F T W A R E ) 

D YES O NO 

18. RECOMMENDED RETENTION 
R e t a i n for five (5) y e a r s , then destrl 

. 9. NAME AND T1TLE OF PREPARER 
Jane Grogan 
A d m i n i s t r a t i v e Assistant! 

20. TELEPHONE NUMBER 
3 0 1 - 5 4 8 - 4 8 0 9 

2 I . DATE 
1-29-90 

DGS 550-4 (REVISED 2/87) 



I N S T R U C T 1 Q M S - - T Y P E O R P R I N T A D E P A R T M E N T O F G E N E R A L S E R V I C E S 
R E C O R D S M A N A G E M E N T D I V I S I O N 

7275 W A T E R L O O R O A D 
P . O . B O X 275 

J E S S U P , M A R Y L A N D 20794 

i 

A G E N C Y R E C O R D S I N V E N T O R Y S E P A R A T E F O R M F O R E A C H N E W O R 
R E V I S E D R E C O R D S E R I E S . F O R W A R D 
W I T H R E C O R D S R E T E N T I O N S C H E D U L E 
(DOS 5 6 0 - 1 ) 

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

7275 W A T E R L O O R O A D 
P . O . B O X 275 

J E S S U P , M A R Y L A N D 20794 

i 

A G E N C Y R E C O R D S I N V E N T O R Y S E P A R A T E F O R M F O R E A C H N E W O R 
R E V I S E D R E C O R D S E R I E S . F O R W A R D 
W I T H R E C O R D S R E T E N T I O N S C H E D U L E 
(DOS 5 6 0 - 1 ) 

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

7275 W A T E R L O O R O A D 
P . O . B O X 275 

J E S S U P , M A R Y L A N D 20794 P A G E 9 O F j 5 " 

1 . I ^ ^ V R T M E N T / A G E N C Y 
W i c o m i c o County 9-1-1 

2. D I V I S I O N 3 . U N I T 

D E F I N I T I O N - R E C O R D S E R I E S - * O R O U P O P R E L A T E D R E C O R D S N O R M A L L Y F I L E D A N D U S E D A S A U N I T F O R 
R E F E R E N C E A S W E L L AS R E T E N T I O N A N D D I S P O S I T I O N pupPORFn 

4. R E C O R D S E R I E S T I T L E 
9-1-1 Complaint Control Cards 

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

fijti T O f W / r f 
6. 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 I K r i - Y D E S C R I B E T H E T Y P E S O F IN 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 T H E S E R I E S . 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 BERT E S J 

Recorded documented incident cards of emergency action required and are used 
to c r o s s - c h e c k complaints and answer concerned agency i n q u i r i e s . 

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

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

• L E G A L S I Z E • C O M P U T E R T A P E 

° B O O K O F L O P P Y D I S K 

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

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

Incident card 

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

• A L P H A B E T I C A L 

33 N U M E R I C A L 

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

• G E O G R A P H I C A L 

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

9. V O L U M E 
* « F I L E D R A W E R ( S ) 

jj O M I C R O F I L M R E E L ( S ) 
*T O C O M P U T E R T A P E 1 S 1 

N U M B E R D Q T H E R ( S P E C 1 F Y ) 

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

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

• L E G A L S I Z E • C O M P U T E R T A P E 

° B O O K O F L O P P Y D I S K 

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

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

Incident card 

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

• A L P H A B E T I C A L 

33 N U M E R I C A L 

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

• G E O G R A P H I C A L 

D O T H E R ( S P E C I F Y ) 
10. A N N U A L A C C U M U L A T 1 O N 

j j ^ F I L E D R A W E R ( S ) 
C3 M I C R O F I L M R E E L ( S ) 

O OfTHFRff iPFr lFYl 
1 1 * F I L E IS U S E D 

D A I L Y • W E E K L Y D M O N T H L Y 

1 2 • F I L E B E C O M E S INACTIVE A F T E R £/1jLQ' 

mmrxw M O N T H ( S j X ^ 3 ' ^ 

13. C U R R E N T L O C A T I O N ( S ) ( B L D G . , F L O O R , R O O M ) 
W i c o m i c o County 9-1-1, b a s e m e n t , Old 
Court House, Salisbury, Maryland 2180! 

14. I S R E C O R D S E R I E S D U P L I C A T E D E L S E W H E R E T 
( I F Y E S , . S P E C I F Y A O E N C Y OR O F F I C E ) 
a Y E S j(no 

15. A C C E S S R E S T R I C T I O N S H Y E S • N O 
(IF Y E S , C I T E LAB(S) & RBOULAT1ON(S) 

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

O N O N E Q S T A T E O F E D E R A L 0 I N D E P E N D E N T 

17. IS A N I N D E X S Y S T E M U S E D ? ( I F 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 HARDWARE./SOFTWARE ) 

D Y E S • N O 

# 

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

R e t a i n for five (5) y e a r s , then destroy 

9. N A M E A N D T I T L E O F P R E P A R E R 
Jane Grogan 
A d m i n i s t r a t i v e Assistant 

20. T E L E P H O N E N U M B E R 
301-548-4809 

2,. D A T E ^ _ 2 g _ g Q 

D G S 550-4 ( R E V I S E D 2/87) 



INSTRUCTIONS--TYPE OR PRINT A 
SEPARATE FORM FOR EACH NEW OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DOS 960 - 1 ) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
P.O. BOX 275 

JESSUP, MARYLAND 207 94 

A G E N C Y RECORDS I N V E N T O R Y 

PAGE 10 OF 1 ^ 

i 

1 
i 
i 

i i 

t i 

i 

I . ^^VRTMENT/AGENCY 
W i c o m i c o Cty. 9-1-1 

2. DIVISION 3. UNIT 

i 

1 
i 
i 

i i 

t i 

i 

DEFINITION-RECORD SERIES-* O B O U P °r R B L * T E D R E C O R D S N O R M A L L Y F I L E D A N D U S E D A S A U N I T F O R 
R E F E R E N C E A S BELL AS R E T E N T I O N A N D D I S P O S I T I O N PURPOSrd 

i 

1 
i 
i 

i i 

t i 

i 

4. RECORD SERIES TITLE 
A N I / A L I records 

5. EARLIEST YEAR/CftTEST YEAR 
i 

1 
i 
i 

i i 

t i 

i 

8. RECORD SERIES DESCRIPTION J B R , K R L - Y D E S C R I B E T H E T Y P E S OF" 1NFORMAT 1 ON / 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 OR F U N C T I O N O F T H E S E R I E S ) 

Files document l±st numbers from which emergency calls were made (machine 
i n i t i a t e d ) . They are used to cross - c h e c k c o m p l a i n t s , answer public safety 
agency i n q u i r i e s , and in court cases. 

i 

1 
i 
i 

i i 

t i 

i 

7. RECORD SERIES FORMAT(S) 
D LETTER SIZE D MICROFILM 
a LEGAL SIZE • COMPUTER TAPE 
% B O O K 1 3 FLOPPY DISK 
O AUDIO TAPE a VIDEO TAPE 
D OTHER(SPEC IFY) 

Incident card 

8. RECORD SERIES SEQUENCE 
D ALPHABETICAL 
^ NUMERICAL 
O CHRONOLOGICAL 
O GEOGRAPHICAL 
• OTHER(SPEC IFY) 

9. VOLUME 
S FILE DRAWER(S) 

X, Q MICROFILM REEL(S) 
<=»*"' D COMPUTER TAPE(Sl 

N U M B E R D OTHER(SPEC I FY) 

10. ANNUAL ACCUMULATION 
FILE DRAWER(S) 

' j . O MICROFILM REEL(S) 
NUTOETT d COMPUTER TAPE(S) 

• crrHFB/sPFrirYl 

i 

1 
i 
i 

i i 

t i 

i 

1 1 * FILE IS USED 
* DAILY • WEEKLY D MONTHLY 

1 2 • FILE BECOMES INACTIVE AETHER *\ y 
O MONTH/SI e\YEAR(Sl ° ^ (1 NUMBER / \ 

i 

1 
i 
i 

i i 

t i 

i 

13. CURRENT LOCATION(S) ( BLDG.,FLOOR.ROOM) 
W i c o m i c o Cty. 9-1-1, b a s e m e n t , Old 
Court H o u s e , Salisbury, Md. 21801 

14. IS RECORD SERIES DUPLICATED ELSEWHERE? 
( I F Y E S ^ S P E C I F Y A O E N C Y OR O F F I C E ) 
D YES X N O 

i 

1 
i 
i 

i i 

t i 

i 

15. ACCESS RESTRICTIONS YES • NO 
( IF Y E S , C I T E LAW(s) & RBOULATION ( S ) 

16. AUDIT REQUIREMENTS 
B NONE E STATE tJ FEDERAL E INDEPENDENT 

i 

1 
i 
i 

i i 

t i 

i 

17. IS AN INDEX SYSTEM USED? (|P YTCS . E X P L A IN 
BF: 1 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 ) 

• YES Q NO 

18. RECOMMENDED RETENTION 
Retain for two (2) year, then destroy 

i 

1 
i 
i 

i i 

t i 

i 

9. NAME AND TITLE OF PREPARER 
Jane Grogan 
A d m i n i s t r a t i v e Assistant 

2 0. TELEPHONE NUMBER 
301-548-4809 

2 I. DATE 
1-29-90 

i 

1 
i 
i 

i i 

t i 

i 

DGS 550-4 (REVISED 2/87) 
v 

i • 



1HSTRUCT|QMS- -TYPE OH PRINT A 
SEPARATE FO R M F O R E A C H N E W O R 
R E V I S E D R E C O R D S E R I E S . F O R W A R D 
W I T H R E C O R D S R E T E N T I O N S C H E D U L E 
(DOS 950-1 ) 

DEPARTMENT OF GENERAL SERVICES 
R E C O R D S M A N A G E M E N T D I V I S I O N 

7 2 7 5 W A T E R L O O R O A D 
P.O. B O X 2 7 5 

J E S S U P , M A R Y L A N D 2 0 7 9 4 

A G E N C Y RECORDS INVENTORY j 
1HSTRUCT|QMS- -TYPE OH PRINT A 
SEPARATE FO R M F O R E A C H N E W O R 
R E V I S E D R E C O R D S E R I E S . F O R W A R D 
W I T H R E C O R D S R E T E N T I O N S C H E D U L E 
(DOS 950-1 ) 

DEPARTMENT OF GENERAL SERVICES 
R E C O R D S M A N A G E M E N T D I V I S I O N 

7 2 7 5 W A T E R L O O R O A D 
P.O. B O X 2 7 5 

J E S S U P , M A R Y L A N D 2 0 7 9 4 P A G E 1 1 : O F 1^ 

i j ^ P^FARTMENT / A G E N C Y 
W i c o m i c o . C t y . 9-1-1 

2 . D I V I S I O N 3. U N I T 

D E F I N I T I O N - R E C O R D S E R I E S - * O B O U P O F R E L A T E D R E C O R D S N O R M A L L Y F I L E D A N D U S E D A S A U N I T F O R 
R E F E R E N C E AS W E L L AS R E T E N T I O N A N D D I S P O S I T I O N P U R P O S E S 

4. R E C O R D S E R I E S T I T L E 
G e o g r a p h i c Base File 

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

nn T O > f o t f F 
8. R E C O R D S E R I E S D E S C R I P T I O N ( B R 1 , T ' ' L V D E S C R I B E T K E T Y P E S O F IN F O R M A T I O N / D O C U M E N T S / F O R M S F O U N D 

IN THE SERIES. INCLUDE T H E P U R P O S E OR F U N C T I O N OF T H E S E R I E S ) 
This file is an on-line database listing of all addr e s s e s currently on file 
with Wicomico County Central Emergency C o m m u n i c a t i o n s . P e r i o d i c a l l y this file 
is updated and a computer print tape is gener a t e d . 

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

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

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

i ^ D U N D B O O K O F L O P P Y D I S K 

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

• O T H E R { S P E C I F Y ) 

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

O A L P H A B E T I C A L 

• N U M E R I C A L 

• C H R O N O L O G I C A L 

G G E O G R A P H I C A L 

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

V O L U M E 

N U M B E R 

D F I L E D R A W E R ( S ) 
• M I C R O F I L M R E E L ( S ] 
& C O M P U T E R T A P E ( S ) 
D O T H E R ( S P E C I F Y ) 

10. A N N U A L A C C U M U L A T I O N 
• F I L E D R A W E R ( S ) 
O M I C R O F I L M R E E L ( S ] 

N U W B E ^ X C O M P U T E R T A P E ( S ; 
• Q T H F B l R P F r l l 

3> 
11. F I LE IS U S E D 

Q D A I L Y O W E E K L Y D M O N T H L Y 

IS. C U R R E N T L O C A T I O N ( S ) ( B L D G . , F L O O R , R O O M ) 
W i c o m i c o County 9-1-1, b a s e m e n t , Old 
Court H o u s e , Salisbury, Md. 21801 

12. F I LE B E C O M E S INACTIVE A F T E R 
D M O N T H ( S ) D Y E A R N S 

14. IS R E C O R D S E R I E S D U P L I C A T E D E L S E W H E R E T 
I IF Y E S . S P E C I F Y A O E N C Y OR O F F I C E ) 
• Y E S JB N O 

15. A C C E S S R E S T R I C T I O N S CK Y E S • N O 
(IF Y E S , C I T E L A V ( S ) A R E O U L A T I O N ( S ) 

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

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

17, IS A N I N D E X S Y S T E M U S E D T (IF 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 W A R E / SOFTWARE ) 

<=> Y E S • N O 

18. R E C O M M E N D E D R E T E N T I O N 
Retain database until updated or no 
longer needed, then e r a s e . Retain 
p r i n t o u t s until u p d a t e d , then destroy 

"^•PNAME A N D T I T L E O F P R E P A R E R 2 0 . T E L E P H O N E N U M B E R 2 I. D A T E 
Jane Grogan 301-548-4809 1-29-90 
A d m i n i s t r a t i v e Assistant 

D C S 5 5 0 - 4 ( R E V I S E D 2 / 8 7 ) 



INSTRUCT 1QMS--TYPE O R PRINT A 
SEPARATE F O R M F O R E A C H N E W O R 
R E V I S E D R E C O R D S E R I E S . F O R W A R D 
W I T H R E C O R D S R E T E N T I O N S C H E D U L E 
(DOS 8 8 0 - 1 J 

DEPARTMENT OF GENERAL. SERVICES 
R E C O R D S M A N A G E M E N T D I V I S I O N 

7 2 7 8 W A T E R L O O R O A D 
P.O. B O X 2 7 9 

J E S S U P , M A R Y L A N D 2 0 7 9 4 

A G E N C Y RECORDS I N V E N T O R Y • 
INSTRUCT 1QMS--TYPE O R PRINT A 
SEPARATE F O R M F O R E A C H N E W O R 
R E V I S E D R E C O R D S E R I E S . F O R W A R D 
W I T H R E C O R D S R E T E N T I O N S C H E D U L E 
(DOS 8 8 0 - 1 J 

DEPARTMENT OF GENERAL. SERVICES 
R E C O R D S M A N A G E M E N T D I V I S I O N 

7 2 7 8 W A T E R L O O R O A D 
P.O. B O X 2 7 9 

J E S S U P , M A R Y L A N D 2 0 7 9 4 P A G E 12 Q F 1^ 

n ^ ^ E P A R T M E N T / A G E N C Y 
W i c omico C^. 9-1-1 

2 . D I V I S I O N 3. U N I T 
1 

D E F I N I T I O N - R E C O R D S E R I E S - * O R O U P ° r HKLATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR 
REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSES •_ 

4. R E C O R D S E R I E S T I T L E 
G e o g r a p h i c , flight p a t t e r n s , etc 

9. E A R L I EST^YEARTLATEST Y E A R 

a Z ^ T o d f e e x F 

I 6. R E C O R D S E R I E S D E S C R I P T I O N ^ B R I K F l - v DESCRIBE THE TYPES O F INFORMATI ON/DOCUMENTS/FORMS FOUND 
IN T H E S E R I E S . INCLUDE THE PURPOSE Oil FUNCTION OF THE BEFTIES) 

I n f o r m a t i o n a l type maps used as resources by the department 

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

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

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

^fcoUND B O O K • F L O P P Y D I S K 

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

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

Map s 

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

D A L P H A B E T I C A L 

O N U M E R I C A L 

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

^ G E O G R A P H I C A L 

D O T H E R ( S P E C IFY) 

9. V O L U M E 

_£_ 
NUMBER 

ILE D R A W E R ( S ) 
ICROFILM R E E L ( S ) 

• C O M P U T E R T A P E ( S ) 
O T H E R ( S P E C I F Y ) 

10. A N N U A L A C C U M U L A T I O N 
O F I L E D R A W E R ( S ) 
D M I C R O F I L M R E E L ( S ) 

IUMB£R D C O M P U T E R T A P E ( S ) 
OTHFR( S.PF.C 1 F Y 

A R ( S ) ylnQOfA 
I II FILE IS USED 

Gc DAILY Q W E E K L Y ° MONTHLY 

13. C U R R E N T L O C A T I O N ( S ) ( B L D G . , F L O O R , R O O M ) 
W i c o m i c o County 9-1-1, b a s e m e n t , Old 
Court H o u s e , Salisbury, Md. 21801 

• ^ j ^ F I L E B E C O M E S INACTIVE A F T E R 
*V$ML H M O N T H I S ) * Y E A R 

14. IS RECORD SERIES DUPLICATED ELSEWHERE T r ^ . ' 
(IF Y E S , S P E C I F Y A G E N C Y O R ^ E J E X C J E * ^ ^ J 
rfkYES o NO (sometimes) T ® * ^ B v t P - x > ' 

15. A C C E S S R E S T R I C T I O N S • Y E S B N O 
(IF Y E S , CITS L A W ( s ) & RBOULATION( 8 ) 

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

ft N O N E • S T A T E D F E D E R A L ° I N D E P E N D E N T 

17. IS A N I N D E X S Y S T E M U S E D T (IF 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 ) 

0 Y E S O N O 

18. R E C O M M E N D E D R E T E N T I O N 
R e tain until updated or no longer 
needed, then destroy. 

NAME A N D T I T L E O F P R E P A R E R 
Jane Grogan 
A d m i n i s t r a t i v e Assistant 

2 0 . T E L E P H O N E N U M B E R 
3 0 - 1548-4809 

2 1 . D A T E 
1-29-90 

D G S 9 5 0 - 4 ( R E V I S E D 2 / 8 7 ) 



1 H S T R U C T 1 Q M S - -TYPE OR PRINT A 
SEPARATE FORM FOR E A C H N E W O R 
R E V I S E D R E C O R D S E R I E S . F O R W A R D 
W I T H R E C O R D S R E T E N T I O N S C H E D U L E 
(DGS 850-1 ) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS M A N A G E M E N T D I V I S I O N 

727 5 W A T E R L O O R O A D 
P.O. BOX 2 7 5 

J E S S U P , M A R Y L A N D 2 0 7 0 4 

A G E N C Y RECORDS INVENTORY 
1 H S T R U C T 1 Q M S - -TYPE OR PRINT A 
SEPARATE FORM FOR E A C H N E W O R 
R E V I S E D R E C O R D S E R I E S . F O R W A R D 
W I T H R E C O R D S R E T E N T I O N S C H E D U L E 
(DGS 850-1 ) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS M A N A G E M E N T D I V I S I O N 

727 5 W A T E R L O O R O A D 
P.O. BOX 2 7 5 

J E S S U P , M A R Y L A N D 2 0 7 0 4 
P A G E 13 Q F I j f" ' 

^ ^ E P A R T M E N T / A G E N C Y 
W i c o m i c o Cty. 9-1-1 

2 . D I V I S I O N 3. U N I T 

D E F I N I T I O N - R E C O R D S E R I E S - * O R O U P ° R R E L A T E D R E C O R D S N O R M A L L Y F I L E D A N D U S E D A S A U N I T F O R 
R E F E R E N C E AS W E L L AS R E T E N T I O N A N D D I S P O S I T I O N P U R P O S E S 

4. R E C O R D S E R I E S T I T L E 
T e r r i t o r i a l , b o u n d r y , fire & ambulance territory maps 

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

R 7 P T O f h s w r 

6. 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 I , , T , R , - V D E B C R I B B T H E T Y P E S O F IN F O R M A T I O N / D O C U M E N T S / F O R M S F O U N D 
IN THE SERIES. INC 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 ) 

I n f o r m a t i o n a l type maps used as resources by the department 

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

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

a L E G A L S I Z E • C O M P U T E R T A P E 

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

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

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

Maps 

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

• A L P H A B E T I C A L 

• N U M E R I C A L 

• C H R O N O L O G I C A L 

G E O G R A P H I C A L 

• O T H E R ( S P E C I F Y ) 

9. V O L U M E ^ 
P ^ j • F I L E DRAWER( S ) 

0 M I C R O F I L M R E E L ( S ] 
, . „ ° C O M P U T E R T A P E ( S ) 

N U M B E R O T H E R ( S P E C I F Y ) 

10. A N N U A L A C C U M U L A T I O N 
F I L E D R A W E R ( S ) 

Q> ' ° M I C R O F I L M R E E L ( S ) 
NTJHBETT P C O M P U T E R T A P E ( S ) 

-' a QTHgB( SPPClFY') 
I I . FILE IS USED 

a DAILY • W E E K L Y O M O N T H L Y 
h 

13. C U R R E N T L O C A T I O N ( S ) ( B L D G . , F L O O R , R O O M ) 
W i c o m i c o Cty. 9-1-1, b a s e m e n t , Old 
Court H o u s e , Salisbury, Md. 21801 

1 2 . -FILE BECOMES INACTIVE AFTER 
%fTfcff» • M O N T H ( S ) O Y E A R ( S ) 

14. IS RECORD SERIES DUPLICATED ELSEWHERE T i 
( I F Y E S , SPEC IFY /.OffjeY O R O F P I C E ) O Mi^PtlA^A 
ckYEs D N O fcsa&IaWt o%fJimo L ^ 

15. A C C E S S R E S T R I C T I O N S • Y E S £> N O 
(IF Y E S , C I T E L A W ( s ) * R B O U L A T I O N ( S ) 

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

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

17. IS A N I N D E X S Y S T E M U S E D ? ( |p Y E S , E X P L A I N 
BF.-IBFLY A N D D E S C R I B E A N Y H A R D B A R E / SOFTWARE , 

D Y E S • N O 

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

Retain p e r m a n e t l y , New maps should be 
dated and initialed by m a k e r . 

N A M E A N D T I T L E OF P R E P A R E R 
Jane Grogan 
A d m i n i s t r a t i v e A s s i s t a n t 

2 0 . T E L E P H O N E N U M B E R 
301-548-4809 

2 I . D A T E 
1-29-90 

D G S 5 5 0 - 4 ( R E V I S E D 2 / 8 7 ) 



I N S T R U C T 1 Q M S - - T Y P E O R P R I N T A 
S E P A R A T E FORM F O R E A C H N E W O R 
R E V I S E D R E C O R D SERIES. F O R W A R D 
WITH RECORDS RETENTION SCHEDULE 
(DOS 880-1) 

D E P A R T M E N T OF GE N E R A L S E R V I C E S 
R E C O R D S M A N A G E M E N T D I V I S I O N 

72 78 W A T E R L O O ROAD 
P.O. B O X 278 

JESSUP, MARYLAND 20794 

A G E N C Y RECORDS I N V E N T O R Y 
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t^PEPARTMENT/AGENCY 
Wicomico Cty. 9-1-^1 

Z . DIVISION S . UNIT 

D E F I N I T I O N - R E C O R D SERIES-* O R O U F ° R " E L A T E D R E C O R D S N O R M A L L Y F I L E D A N D U S E D AS A U N I T FOR 
R E F E R E N C E AS W E L L AS R E T E N T I O N A N D D I S P O S I T I O N P U R P O S E S 

4. RECORD SERIES TITLE 

9-1-1 Computer Incident Files 
8. EARLIEST YEAR/LATEST YEAR 

TO 

0. RECORD SERIES DESCRIPTION (•R,",L"V B « » C R I » B T H E T Y P E S O F INFORMATION / D O C U M E N T S /FORMS F O U N D 
•IN T H E S E R I E S . INCLUDE T H E P U R P O S E OR F U N C T I O N OF T H E SBFTIES) 

Computer i n f o r m a t i o n , stored daily of 9-1-1 i n c i d e n t s , p o l i c e , fire, E . M . S . , 
m i s c . , etc., handled by operators 

7. RECORD SERIES FORMAT(S) 
Q LETTER SIZE 0 MICROFILM 
• LEGAL SIZE » COMPUTER TAPE 

: ^ ^ B O U N D B O O K O FLOPPY DISK 

Q AUDIO TAPE O VIDEO TAPE 
^OTHER(SPEC1FY) 

6. RECORD SERIES SEQUENCE 
° ALPHABETICAL 
P NUMERICAL 
* CHRONOLOGICAL 
0 GEOGRAPHICAL 
• OTHER(SPECIFY) 

9. VOLUME 
• FILE DRAWER(S) 
O M I C R O F I L M REEL(S) 

^14 X t t COMPUTER TAPE1S) 
N U M B E R Q oTHERt SPEC1 FY) 

10. ANNUAL ACCUMULATION 
• FILE DRAWER(S) 
• MICROFILM R E E L ( S ) 

O OTWFBIKPFC IFY l 

! U ' FILE IS U S E D 
« DAILY • WEEKLY 0 MONTHLY 

L 2 ' F I L E B E C O M E S INACTIVE A F T E R ON e--e 31 e n d a r 
• MONTH!sl Q YEAR!si y e a r . 

OTHBETT 1 1 

: 13. CURRENT LOCATION(S) ( BLDG.,FLOOR,ROOM) 
W i comico County 9-1-1 Center, 
Basement, Old Court H o u s e , Salisbury, 

14. IS RECORD SERIES DUPLICATED E L S E W H E R E T 
(IF Y E S , S P E C I F Y A G E N C Y OR O F F I C E ) 

Md . D Y E S ® NO 

15. A C C E S S RESTRICTIONS * YES 0 NO 
(IF Y E S , C I T S L A W ( S ) * R B O U L A T 1 O N ( S ) 
Restricted to office use 

16. AUDIT REQUIREMENTS 

jPxNONE D STATE D FEDERAL ° INDEPENDENT 

17. IS AN INDEX SYSTEM USEDT (|p Y B B . E X P L A I N 
B R I E F L Y AND 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 ) 

Q YES yRi NO 

IS. RECOMMENDED RETENTION 

Retain six (6) mont h s to one (1) year 
as work load r e q u i r e s , then d e s t r o y . 

. NAME A N D T I T L E OF P R E P A R E R 
Jane Grogan 
A d m i n i s t r a t i v e Assistant 

20. T E L E P H O N E N U M B E R 
3 0 1 - 5 4 8 - 4 8 0 9 

21. D A T E 
1-29-90 

DGS 880-4 (REVISED 2/87) 



1HSTRUCT|QMS - -TYPE O R P R I N T A 
S E P A R A T E F O R M F O R E A C H N E W O R 
R E V I S E D R E C O R D S E R I E S . F O R W A R D 
W I T H R E C O R D S R E T E N T I O N S C H E D U L E 
{DGS 9 5 0 -1 ) 

D E P A R T M E N T OF G E N E R A L S E R V I C E S 
R E C O R D S M A N A G E M E N T D I V I S I O N 

7279 W A T E R L O O R O A D 
P.O. B O X 2 7 9 

JE S S U P , M A R Y L A N D 2 0 7 9 4 

A G E N C Y RECORDS I N V E N T O R Y 
1HSTRUCT|QMS - -TYPE O R P R I N T A 
S E P A R A T E F O R M F O R E A C H N E W O R 
R E V I S E D R E C O R D S E R I E S . F O R W A R D 
W I T H R E C O R D S R E T E N T I O N S C H E D U L E 
{DGS 9 5 0 -1 ) 

D E P A R T M E N T OF G E N E R A L S E R V I C E S 
R E C O R D S M A N A G E M E N T D I V I S I O N 

7279 W A T E R L O O R O A D 
P.O. B O X 2 7 9 

JE S S U P , M A R Y L A N D 2 0 7 9 4 P A G E 1 5 O F 1 5 

"tf^pteFARTMENT/AGENCY 
W i c o m i c o Cty. 9-1-1 

2 . D I V I S I O N a . U N I T 

DEFINITION-RECORD S E R I E S - * O B O U * 0 r """ATBO RECORDS NORMALLY FILED AND USED AO A UNIT FOR 
REFERENCE AS SELL AS RETENTION AND DISPOSITION PURPOSES •_ 

4. R E C O R D S E R I E S T I T L E 
9-1-1 Computer Incident File (Hard Copy) 

9. E A R L I E S T Y E A R / L A T E S T Y E A R 
T O 

I 6. 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 , 1 E , A ' V DESCRIBE THE TYPES Or INFORMATION/DOCUMENTS/FORMS FOUND 
IN T H E S E R I E S . INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES] 

Hard copy of computer information stored daily of 9-1-1 i n c i d e n t s , p o l i c e , 
fire, E . M . S . , m i s c . , e t s . , handled by operators 

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

° L E T T E R S I Z E • M I C R O F I L M 

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

^ ^ B O U N D 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 Q V I D E O T A P E 

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

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

O A L P H A B E T I C A L 

O N U M E R I C A L 

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

Q G E O G R A P H I C A L 

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

V O L U M E 

NUMBER 

R F I L E D R A W E R ( S ) 
• M I C R O F I L M R E E L ( S ) 
• C O M P U T E R T A P E ( S ) 
° O T H E R ( S P E C I F Y ) 

10. A N N U A L A C C U M U L A T I O N 
a F I L E D R A W E R ( S ) 
• M I C R O F I L M R E E L ( S } 

N u M b g H D C O M P U T E R T A P E ( S ) 
• f y r n F P | R P F r i F Y ) 

11 F I LE IS U S E D 
^QX D A I L Y Q W E E K L Y O M O N T H L Y 

IS. C U R R E N T L O C A T I O N ! S ) ( B L D G . , F L O O R , R O O M ) 
Wicomico County 9-1-1 Center, 
Basement, Old Court H o u s e , Salisbury, 

1 4 . I S R E C O R D S E R I E S D U P L I C A T E D E L S E W H E R E T 
llF YES, SPECIFY AGENCY OR OFFICE) 

Md . D Y E S 9 N O 

12 , F I L E B E C O M E S INACTIVE A F T E R 
O M O N T H ( S ) D Y E A H ( S ) 

15. A C C E S S R E S T R I C T I O N S >tkYES O N O 
(IF Y E S , CITE LAs(s) A RBOULATION(8) 
R e s t r i c t e d to office use 

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

5ftNONE • S T A T E O FE D E R A L O I N D E P E N D E N T 

17. IS A N I N D E X S Y S T E M U S E D T (|p YES.EXPLAIN 
BRIEFLY AND DESCRIBE ANY HARDWARE/SOFTWARE) 

• Y E S xa N O 

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

Retain five (5) y e a r s , then destroy 

N A M E A N D T I T L E OF P R E P A R E R 
Jane Grogan 
A d m i n i s t r a t i v e Assistant 

2 0 . T E L E P H O N E N U M B E R 
301-548-4809 

2 I . D A T E 

1-29-90 

D G S 5 5 0 - 4 ( R E V I S E D 2 / 8 7 ) 


