
WlCOMlCO COUNTY 

SCHEDULE NO. c 1 2 1 1 

RECORDS RETENITON AND DISPOSAL SCHEDULE PAGE f_ OF 2 

Agency DivisionAJnit 

Wicomico County Department of Corrections 1 Centralized Booking Unit 

RETENTION 

J 
Retain for one (1) year and then destroy. 

Retain for one ( I )  year and then destroy. 

SCHEDULE AUTHORIZED BY 

ITEM 
NO. DESCRIPTION 

DA" Janu 

SIGNATURE 

TYPE NAME Kaloroumakis 

TITLE Director 

1. 

2. 

APPROVED 
STATE ARCHIVIST 

317' l;i3 
DATE + 

r" 

A - ~ - -  
SIGNATURE , flf 4e,,s;-./ 

1 7 -  --. 
2 

Centralized Booking Intake: 
A. In & out Commitments 
B. Releases 
C. Intake Forms 

Shift Activities: 
A. Activity Sheets 
B. Body Receipts 
C. Court Transport Logs 
D. Release Check Sheet 
E. Security Equipment Inspection & 

Inventory 

BY DEPARTMENT REPRESENTATIVE 



Instructions -Type or Print a separate form for -- - .. - 
each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

1. DepartmentIAgency 

Wicomico County 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

PAGE - 1 OF 2 

AGENCY RECORDS INVENTORY 

11 DEFINITION: RECORD SERIES: A group of rela& records normally filed and used as a unit for reference as well as retention and disposition 11 

410-7941930 

2. Division 

Department of Corrections 

3. Unit 

Centralized Booking Unit 

I 
6. Record Series Desaiption (Briefly describe the types of infmatimldocuments/forms found in the series. Include the purpose or function of the 

purposes. 

series.) 

Activities performed by Officers daily functions to include court transports, releases, and activities. 

4. Record Series Title 

Shiff Activities 

10. Annual A e c u m m  

5. Earliest YearILatest Year 

2009 - to 201 1 

Number oManlh(s) XoYsar(s)  

13. Cum1 Localii(s) (8Mg.. Flow. Roan) 

Wmmico County Detention Center. Centralized Booking Unit 

xu  None q Sale Federal q lnde(anden( - 

14. Is Recad Series D u p l i i  E k e w b m ?  (If yes, specify sgency or m.) 

Ov- X O h  
I I  

15. Acaas Restricliaa (If Yes, cite L M s )  & R=z&&on(s) 16. Audit Requ*ements 

17. Is an index System used? If yes, eapkh brieRy and describe reguinnwnh 

O Y =  ~0~ 

ll 

18. Recommended Retention 

Retain for one (1) year, then destroy 

II 

19. Name and Title of Preparer 20. Telephone Number 

(41 0) 548-4850 

21. Date 

January 7,2013 



Instructions -Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES . AGENCYRECORDSINVENTORY II --- 11 each new a revised remrd series. Forward I RECORDS MANAGEMENT DIVISION I 

II with Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 PAGE 2 OF 2 - II 
410-799-1930 

2. DepartrnenVAgency 2. Division 3. Unit 

Wicomico County Department of Corrections Centralized Booking Unit 

I 1 
DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition 
purposes. 

4. Record Series Title 5. Earliest YearlLatest Year 

Centralized Booking Intake 2009 to 2011 - 

6. Record Series Description (Briefly describe the types of informationldocuments/forms found in the series. Include the purpose or function of the 

series.) 

Information pertaining to inmates' original arrest and release information if not committed. 

7. Record Series Format(s) L i i  all 8. Record Series Sequence 9. Volume 

aswerIs) - 
q M i i  Reel(s) 

q Complt- T W s )  

q -~speclfy)- 

13. Cummt Lccalii(s) (Rldg.. Floor. Roan) 14. Is Recud Serles OuplkaM Elserrhere? (If yes. specify or m.) 
Wicomico County Detention Center, Cenh-aliied Booking Unit 

O y =  5 0 ~  
II 

15. A m n s  Re6tricliarr (If Yes, dte Lmfs) (L Regula(ion(s) 16. Audi Reguinnnenb 

17. IS en Index System used? If yes, e-n tniefiy and desuibe rsqu*emants 18. Recommended Retention 

O y e J  XOb Retain fw one (1) year , then destroy 

19. Name and Title of Preparer I 20. Telephone Number I 21. Date 

(41 0) 548-4850 January 7.201 3 




