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- . DEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION

 RECORDS RETENTION AND DISPOSAL SCHEDULE

Schedule No.J('_QzL

Page 1 of 3

Agency

Division/Unit

Wicomico County Sheriff’s Office

Civil

Item
No.

Description

Retention

10

11

Eviction Schedule

Worksheets for Daily Papers

Civil Out of State Paperwork

Gaming License

Peddlers License

Warrant of Restitutions

Transmittal Sheets from District Court

Receipts for Civil Paper Service

Postings

Copies of Salisbury Police Department papers served

Spreadsheet of Fiscal Year Paper Services

Retain current year plus 1
year, then destroy

Retain current year plus 1
year, then destroy

Retain current year plus 1
year, then destroy

Retain 5 Years, then
destroy

Retain 5 years, then
destroy

Retain current year plus1
year, then destroy

Retain current year plus 1
year, then destroy

Retain current year plus 1
year, then destroy

Retain current year plus 1
year, then destroy

Retain current year plus 1
year, then destroy

Retain 5 years, then
destroy

Title

Schedule Approved by Department, Agency,
or Division Representative.

Schedule Authorized by State Archivist

Date / // Date (9
Signatur W/ iy

ignature 5 ! /’M
Typed Name _Michael A. Lewis__ Signature \V“

Sheriff

DGS
550-1




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
RECORDS RETENTION AND DISPOSAL SCHEDULE
(Continuation Sheet)

Schedule No. Clzzl

Page 2 of 3

Agency Division/Unit
Wicomico County Sheriff’ Office Civil Processing
Item Description Retention
No.
12 Spreadsheet of Gaming and Peddlers Licenses Retain 5 years, then

is Gaming License Income Statement

14 Gaming License Report

15 Gaming Cash Report

16 Bingo Control Sheets

17 Tracking Sheets for Pull Tabs

18 Application for Gaming License

19 Instruction Sheet for Gaming Cash Report

20 Requirement Instruction Sheet for Gaming License
21

Slot records

29 Writ of Replevins
293 Sheriff's Office Notice of Sale
24 Purchaser's Affidavit

destroy

Retain 5 years, then
destroy

Retain 5 years, then
destroy

Retain 5 years, then
destroy

Retain 5 years, then
destroy

Retain 5 years, then
destroy

Retain 5 years, then
destroy

Retain 5 years, then
destroy

Retain 5 years, then
destroy

Retain 5 years, then
destroy

Retain 5 years, then
destroy

Retain 5 years, then
destroy

Retain 5 years, then
destroy

DGS
550-1A




. DEPARTMENT OF GENERAL SERVICES Schedule No. >, ,

i <~ «+ RECORDS MANAGEMENT DIVISION Page 3 of 3
RECORDS RETENTION AND DISPOSAL SCHEDULE
Agency Division/Unit
Wicomico County Sheriff’s Office Civil
Item Description Retention
No.
25 Sheriff's Bill of Sale Retain 5 Years, then
destroy
26 Notice of Sale Retain 5 Years, then
destroy
27 Final Order of Ratification Retain 5 Years, then
destroy
28 Sheriff's Report of Sale Retain 5 Years, then
destroy

Schedule Approved by Department, Agency,

or Division Representative.
Date

Signature

Typed Name _Michael A. Lewis

Title Sheriff

Schedule Authorized by State Archivist

Date

Signature

DGS
550-1




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

with Records Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794

410-799-1930

AGENCY RECORDS INVENTORY

PaGE_1___ oF _28___

1. Department/Agency 2. Division
Wicomico County Sheriff’s Office
401 Naylor Mill Road Civil

3. Unit

purposes.

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

4. Record Series Title
Eviction Schedules

5. Earliest Year/Latest Year
_2011_to _2012__

series.)

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

Sheet that the Deputies use to Schedule evictions captures info such as landlord, tenant and tenants address. And shows time and date of eviction

7. Record Series Formal(s) List all 8. Record Series Sequence 9. Volume
5
x Letter Size  [] Microfilm [J Alphabetical Number
[ Legal Size  [[] Computer Tape [C] Numerical X File Drawer(s)
[ Microfilm Reel(s)
[J Audio Tape  [[] Floppy Disk x Chronological ] Computer Tape(s)
Other (specify)__
[J Bound Book  [] Video Tape [ Geographical
10. Annual Accumulation
[ Other (specify) [ other (specify) 1331
Number
X File Drawer(s)
] Microfiim Reel(s)
[] computer Tape(s)
Other (specify)_
11. File is Used 12. File Becomes Inaclive Alter
t [
x Daily [ weekly O Monthly [ Annually Number [J Month(s)  x Year(s)

13. Current Location(s) (Bldg., Floor, Room)
401 Naylor Mill Road Salisbury, MD 21801 Room 34

[ ves

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.)

x No

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s)
x Yes No Applicable Wicomico County Sheriff's Office

Policy and Procedures, and Wicomico County Policy and Procedures

xNone [] State [] Federal

16. Audit Requirements

[ independent

17. Is an Index System used? If yes, explain briefly and describe requirements

x Yes No

Filed by deputy that serves that area and separated by dalte

18. Recommended Retention

Retain current year plus one year, then destroy

19. Name and Title of Preparer
Deborah A. Brannan

20. Telephone Number
410-548-4891

21. Date
01/15/2013

DGS 550-4 (Rev. 1/93)




Instructions ~Type or Print a separate form for
each new or revised record series. Forward
with Records Retention Schedule (DGS 550-1)

AGENCY RECORDS INVENTORY

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794
410-799-1930

PAGE _2___ OF _28__

1. Department/Agency
Wicomico County Sheriff’s Office
401 Naylor Mill Road

2. Division 3. Unit

Civil

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
Work Sheets for Daily Papers

5. Earliest Year/Latest Year
_2011_to __2012__

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

series.)

Sheet that the Deputies use to know what papers that they have for service and used to check papers in after service

7. Record Series Format(s) List all
x Letter Size  [] Microfilm
[] Legal Size  [[] Computer Tape
[ Audio Tape  [] Floppy Disk
[] Bound Book  [] Video Tape

[ other (specify)

8. Record Series Sequence 9. Volume
5
[] Alphabetical Number
[C] Numerical x File Drawer(s)
] Microfiim Reel(s)
X Chronological [] computer Tape(s)
Other (specify)__
[ Geographical
10. Annual
[ other (specify) _______
Number

X File Drawer(s)

[ Microfilm Reel(s)

[] computer Tape(s)
Other (specify)_

11. File is Used

12. File Becomes Inactive After
1

x Daily [J weekly [J Monthiy [ Annually Number [ Month(s)  x Year(s)

13. Current Location(s) (Bldg., Floor, Room)
401 Naylor Mill Road Salisbury, MD 21801 Room 34

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.)
O ves x No

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s)

X Yes No Applicable Wicomico County Sheriff's Office Policy and

Procedures, Wicomico County Policy and Procedures

16. Audit Requirements

xNone [[]State [] Federal [] Independent

17. Is an Index System used? If yes, explain briefly and describe requirements 18. Recommended Retention

xYes No

Separated and given to the Deputy for which areas they cover

Retain current year plus one year, then destroy

19. Name and Title of Preparer
Deborah A. Brannan

20. Telephone Number | 21. Date
410-548-4891 01/15/2013




Instructions ~Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES N
each new or revised record series. Forward RECORDS MANAGEMENT DIVISION
with Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275
Jessup, Maryland 20794 PAGE A O 28
410-799-1930
1. Department/Agency 2. Division 3. Unit
Wicomico County Sheriff’s Office
401 Naylor Mill Road Civil

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 Year/Latest Year

Civil Out of State Paperwork _2011_to __2012__

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

series.)
Service for in county from out of state

7. Record Series Formal(s) List all 8. Record Series Sequence 9. Volume

=S
x Letter Size  [] Microfilm [ Alphabetical Number
[ Legal Size  [] Computer Tape ] Numerical X File Drawer(s)

[ Microfilm Reel(s)
[ Audio Tape  [[] Floppy Disk X Chronological [[] computer Tape(s)

Other (specify)__

[J Bound Book  [] Video Tape [] Geographical

10. Annual Accumulation
[ other (specify) [ other (specify) ______ _28

Number

X File Drawer(s)
[ Microfilm Reel(s)
[J computer Tape(s)

Other (specify)_
11. File is Used 12. File Becomes Inactive After
\ [

x Daily D Weekly D Monthly D Annually Number D Month(s) x Year(s)
13. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.)
401 Naylor Mill Road Salisbury, MD 21801 Room 34 D Yes X No
15. Access Restrictions (If Yes, cile Law(s) & Regulation(s) 16. Audit Requirements

X Yes No Applicable Wicomico County Sheriff's Office Policy and
Procedures, Wicomico County Policy and Procedures xNone [] State [[] Federal [[] Independent
17. Is an Index System used? If yes, explain briefly and describe requirements 18. Recommended Retention

x Yes No
Given lo the deputy thal covers the area for which the paper is for Retain current year plus one year, then destroy
19. Name and Title of Preparer 20. Telephone Number | 21. Date
Deborah A. Brannan 410-548-4891 01/15/2013

DGS 550-4 (Rev. 1/93)




Instructions —Type or Print a separate form for

each new or revised record series. Forward

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7275 Waterloo Road, P.O. Box 275
Jessup, Maryland 20794

with Records Retention Schedule (DGS 550-1)
PAGE _4__ oF _28_

410-799-1930
1. Department/Agency 2. Division 3. Unit
Wicomico County Sheriff’s Office
401 Naylor Mill Road Civil

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

5. Earliest Year/Latest Year
_2007_to __2012__

4. Record Series Title

Gaming License

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

series.)

To give an Organization permission to hold an event that raises money

7. Record Series Formal(s) List all 8. Record Series Sequence 9. Volume
-
X Lelter Size D Microfilm X Alphabetical Number
[ Legal Size  [[] Computer Tape [] Numerical X File Drawer(s)
[ Microfilm Reel(s)
[ Audio Tape  [] Floppy Disk Chronological [[J Computer Tape(s)

Other (specify)__

[ Bound Book [ Video Tape [ Geographical
10. Annual Accumulation
[ other (specify) [ other (specify) _170
Number
x File Drawer(s)
[ Microfilm Reel(s)
] Computer Tape(s)
Other (specify)_
11. File is Used 12. File Becomes Inaclive After
. T
x Daily ] weekiy [ Monthly [ Annually Number [ Month(s)  x Year(s)

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.)
[ Yes X No

13. Current Location(s)
401 Naylor Mill Road Salisbury, MD 21801 Room 34

(Bldg., Floor, Room)

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 16. Audit Requirements

X Yes No Applicable Wicomico County Sheriff's Office Policy and

Procedures, Wicomico County Policy and Procedures xNone []State [[]Federal []]Independent

17. Is an Index System used? If yes, explain briefly and describe requirements 18. Recommended Retention

x Yes No

Filed by name of the Organization for which the license was filed for Retain five Years, then destroy

21. Date
01/15/2013

20. Telephone Number
410-548-4891

19. Name and Title of Preparer
Deborah A. Brannan

DGS 550-4 (Rev. 1/93)




Instructions ~Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTORY

Wicomico County Sheriff's Office
401 Naylor Mill Road Civil

each new or revised record series. Forward RECORDS MANAGEMENT DIVISION
with Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275
PAGE _5___ OF _28__
Jessup, Maryland 20794
410-799-1930
1. Department/Agency 2. Division 3. Unit

purposes.

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

4. Record Series Title
Peddlers License

5. Earliest Year/Latest Year
_2007_to __2012__

series.)

To give a person a license permitting them to sell their product door to door

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

[ Audio Tape  [] Floppy Disk
[ Bound Book  [] Video Tape

[[] Other (specify).

Chronological
[ Geographical

[ other (specify)

7. Record Series Formal(s) List all 8. Record Series Sequence 9. Volume
I |
xLetter Size [ Microfilm X Alphabetical Number
[ LegalSize  [] Computer Tape [] Numerical File Drawer(s)

[ Microfilm Reel(s)
[ computer Tape(s)
Other (specify)__File Folder

10. Annual Accumulation
3

Number

[ File Drawer(s)
[J Microfiim Reel(s)
[ Computer Tape(s)
X Other (specify)_File folder

11. File is Used

x Daily [ weekly [J Monthiy [ Annually

12. File Becomes Inaclive After
1

Number [JMonth(s)  x Year(s)

13. Current Location(s) (Bidg., Floor, Room)
401 Naylor Mill Road Salisbury, MD 21801 Room 34

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.)
[Jvyes xNo

15. Access Restrictions (If Yes, cite Law(s) & Regulalion(s)
X Yes No Applicable Wicomico County Sheriff's Office Policy and

Procedures, Wicomico County Policy and Procedures

16. Audit Requirements

xNone []State [[]Federal [[]Independent

17. Is an Index System used? If yes, explain briefly and describe requirements

x Yes No

Filed by the name of the person applying for the license

18. Recommended Retention

Retain five years, then destroy

19. Name and Title of Preparer

Deborah A. Brannan

20. Telephone Number | 21. Date

410-548-4891

01/15/2013

DGS 550-4 (Rev. 1/93)




AGENCY RECORDS INVENTORY

Instructions -Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES

each new or revised record series. Forward RECORDS MANAGEMENT DIVISION
with Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275
PAGE __6__ oF _28
Jessup, Maryland 20794
410-799-1930
1. Department/Agency 2. Division 3. Unit
Wicomico County Sheriff's Office Civil

401 Naylor Mill Road

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 Year/Latest Year

Warrant of Restitutions _2011_to__2012__

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

series.)
Paper from the courts stating a person or persons is to evicted from a residence

7. Record Series Formal(s) List all 8. Record Series Sequence 9. Volume
5
X Letter Size ] Microfilm [ Alphabetical Number
[ Legal Size  [[] Computer Tape x Numerical X File Drawer(s)
[ Microfilm Reel(s)
[ Audio Tape  [] Floppy Disk [ chronological [ Computer Tape(s)
Other (specify)_ _
[[] Bound Book  [[] Video Tape (0] Geographical
10. Annual Accumulation
[ Other (specify) [ other (specify) __3156,
Number
x File Drawer(s)
[ Microfiim Reel(s)
[ Computer Tape(s)
Other (specify)__
11. File is Used 12. File Becomes Inactive Alter
P
X Daily D Weekly D Monthly D Annually Number D Month(s) x Year(s)
13. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Eilsewhere? (If yes, specify agency or office.)
401 Naylor Mill Road Salisbury, MD 21801 Room 34 [ ves X No
15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 16. Audil Requirements
x Yes No Applicable Wicomico County Sheriff's Office Policy and
Procedures, Wicomico County Policy and Procedures xNone [[] State [[] Federal [[] Independent
17. Is an Index System used? If yes, explain briefly and describe requirements 18. Recommended Retention
x Yes No
Retain current Year plus One Year, then destroy
Separated and given to the deputy for which areas they cover

19. Name and Title of Preparer 20. Telephone Number 21. Date
Deborah A. Brannan 410-548-4891 01/15/2013

DGS 550-4 (Rev. 1/93)




AGENCY RECORDS INVENTORY

Instructions ~Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES

each new or revised record series. Forward RECORDS MANAGEMENT DIVISION
with Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275
PAGE _7___OF _28___
Jessup, Maryland 20794
410-799-1930
1. Department/Agency 2. Division 3. Unit
Wicomico County Sheriff's Office Civil

401 Naylor Mill Road

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 Year/Latest Year

Transmittal Sheets from District Court _2011_to _2012_

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

series.)
Paper received from court tracking all checks for paper service

7. Record Series Formal(s) List all 8. Record Series Sequence 9. Volume
S5
x Letter Size ] Microfilm [ Alphabetical Number
[ Legal Size  [[] Computer Tape [ Numerical X File Drawer(s)
[ Microfilm Reel(s)
[J Audio Tape  [] Floppy Disk X Chronological [] Computer Tape(s)
Other (specify)_
[ Bound Book  [] Video Tape [[] Geographical
10. Annual Accumulation
[ other (specify). [J Other (specify) 425
Number
X File Drawer(s)
[ Microfilm Reel(s)
[J computer Tape(s)
Other (specify)_
11. File is Used 12. File Becomes Inactive After
1
x Daily ] weekly ] Monthly [ Annually Number [JMonth(s)  x Year(s)
13. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Eisewhere? (If yes, specify agency or office.)
401 Naylor Mill Road Salisbury, MD 21801 Room 34 [ ves X No
15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 16. Audit Requirements
x Yes No Applicable Wicomico County Sheriff's Office Policy and
Procedures, Wicomico County Policy and Procedures X None D State [:] Federal D Independent
17. Is an Index System used? If yes, explain briefly and describe requirements 18. Recommended Retention
x Yes No
Filed by the date which they are received from the courts Retain current year plus one year, then destroy
19. Name and Title of Preparer 20. Telephone Number | 21. Date
Deborah a. Brannan 410-548-4891 01/15/2013

DGS 550-4 (Rev. 1/93)




AGENCY RECORDS INVENTORY

Instructions ~Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES

each new or revised record series. Forward RECORDS MANAGEMENT DIVISION
with Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275
PAGE _8__ OF __28__
Jessup, Maryland 20794
410-799-1930
1. Department/Agency 2. Division 3. Unit
Wicomico County Sheriff’s Office Civil

401 Naylor Mill Road

""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 Year/Latest Year

Receipts for Civil Paper Service __2011_to _2012_

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

series.)
Papers from court for record of payment for civil paper service

7. Record Series Format(s) List all 8. Record Series Sequence 9. Volume
-
X Letter Size  [] Microfilm [] Aiphabetical Number
[ Legal Size  [[] Computer Tape ] Numerical File Drawer(s)
[ Microfilm Reel(s)
] Audio Tape ] Floppy Disk x Chronological [J Computer Tape(s)
’ X Other (specify)_on computer
[0 BoundBook [ Video Tape [] Geographical
10. Annual Accumulation
[ other (specify) [J other (specify) ______ 5045
Number
[ File Drawer(s)
[ Microfilm Reel(s)
[[] Computer Tape(s)
X Other (specify)_on computer
11. File is Used 12. File Becomes Inactive After
1
x Daily [ weekly [ Monthly [ Annually Number [ Month(s)  x Year(s)
13. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.)
401 Naylor Mill Road Salisbury, MD 21801 Room 34 D Yes x No
15. Access Reslrictions (If Yes, cile Law(s) & Regulation(s) 16. Audit Requirements
x Yes No Applicable Wicomico County Sheriff's Office Policy and
Procedures, Wicomico County Policy and Procedures xNone []State []Federal [ Independent
17. Is an Index System used? If yes, explain briefly and describe requirements 18. Recommended Retention
x Yes No
Filed by the month they are recieved Retain current year plus one year, then destroy
19. Name and Title of Preparer 20. Telephone Number 21. Date
Deborah A. Brannan 410-548-4891 01/15/2013

DGS 550-4 (Rev. 1/93)




AGENCY RECORDS INVENTORY

Instructions —Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES

each new or revised record series. Forward RECORDS MANAGEMENT DIVISION
with Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275
PAGE_9____OF __28__
Jessup, Maryland 20794
410-799-1930
1. Department/Agency 2. Division 3. Unit
Wicomico County Sheriff's Office Civil

401 Naylor Mill Road

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 Year/Latest Year
Postings __2011_to _2012_

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the
series.)
Anything the courts order to be posted

7. Record Series Format(s) List all 8. Record Series Sequence 9. Volume
_5
X Letter Size  [[] Microfilm [ Alphabetical Number
[ Legal Size  [[] Computer Tape [ Numerical X File Drawer(s)
[] Microfiim Reel(s)
[0 Audio Tape  [[] Floppy Disk x Chronological [] Computer Tape(s)
Other (specify)_
[J Bound Book  [] Video Tape [ Geographical
10. Annual Accumulation
[ other (specify) [ other (specify) 42 Number
x File Drawer(s)
[ Microfilm Reel(s)
[J Computer Tape(s)
Other (specify)_
11. File is Used 12. File Becomes Inactive After
. .
x Daily [[] weekiy [ Monthly [ Annually Number [ Month(s)  x Year(s)
13. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.)
401 Naylor Mill Road Salisbury, MD 21801 Room 34 D Yes x No
15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 16. Audit Requirements
x Yes No Applicable Wicomico County Sheriff's Office Policy and
Procedures, Wicomico County Policy and Procedures xNone [] State [[] Federal [] Independent
17. Is an Index Syslem used? If yes, explain briefly and describe requirements 18. Recommended Retention
x Yes No
Separated and filed by the deputy that covers the area for thal paper Retain current year plus one year, then destroy
19. Name and Title of Preparer 20. Telephone Number 21. Date
Deborah A. Brannan 410-548-4891 01/15/2013

DGS 550-4 (Rev. 1/93)




AGENCY RECORDS INVENTORY

Instructions ~Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES

each new or revised record series. Forward RECORDS MANAGEMENT DIVISION
with Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275
pace_10___ oF __28__
Jessup, Maryland 20794
410-799-1930
1. Department/Agency 2. Division 3. Unit
Wicomico County Sheriff's Office Civil

401 Naylor Mill Road

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 Year/Latest Year

Copies of Salisbury Police Departments papers served _2011_to _2012_

3. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the

series.)
Copies of summons taken to and served on Salisbury Police Department Officers
7. Record Series Format(s) List all 8. Record Series Sequence 9. Volume
1
X Letter Size  [] Microfilm [] Alphabetical Number
[J LegalSize  [] Computer Tape [ Numerical File Drawer(s)
[ Microfilm Reel(s)
[J Audio Tape  [] Floppy Disk x Chronological ] Computer Tape(s)
Other (specify)_on computer
[ Bound Book  [] Video Tape [ Geographical
10. Annual Accumulation
[ other (specify)________ [ other (specify) _____ _3178
Number
[ File Drawer(s)
[ Microfilm Reel(s)
[ computer Tape(s)
X Other (specify)_on computer
11. File is Used 12. File Becomes Inactive After
; A
x Daily [ weekly [ Monthly [ Annually Number [ Month(s)  x Year(s)
13. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.)
401 Naylor Mill Road Salisbury, MD 21801 Room 34 [ ves x No
15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 16. Audit Requirements
X Yes No Applicable Wicomico County Sheriff's Office Policy and
Procedures, Wicomico County Policy and Procedures xNone [] State [[] Federal []] Independent
17. lIs an Index System used? If yes, explain briefly and describe requirements 18. Recommended Retention
x Yes No
Filed by the month they are received Retain current year plus one year, then destroy
19. Name and Title of Preparer 20. Telephone Number | 21. Date
Deborah A. Brannan 410-548-4891 01/15/2013

DGS 550-4 (Rev. 1/93)




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

with Records Retention Schedule (DGS 550-1)

AGENCY RECORDS INVENTORY

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794
410-799-1930

2. Division 3. Unit

1. Department/Agency
Wicomico County Sheriff's Office Civil

401 Naylor Mill Road

purposes.

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

4. Record Series Title
Spreadsheet of Fiscal Year Paper Services

5. Earliest Year/Latest Year
_2007_to _2012__

series.)

Spreadsheet kept year to year of amount of papers served in a year

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

X Other (specify)_Kept on Computer

[ other (specify)

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

A
[ Lettersize [ Microfim [ Alphabetical Number
[ Legal Size  [] Computer Tape [ Numerical File Drawer(s)

[ Microfilm Reel(s)
] Audio Tape  [[] Floppy Disk x Chronological [[] Computer Tape(s)

Other (specify)_Civil Computer_

[ Bound Book  [] Video Tape [ Geographical

10. Annual Accumulation
1

Number

[ File Drawer(s)

[ Microfilm Reel(s)

[] Computer Tape(s)

X Other (specify)_Civil Computer

11. File is Used

[ weekly [J Monthly x Annually

[ paily

1

Number

12. File Becomes Inactive After

[ Month(s)  x Year(s)

13. Current Location(s) (Bldg., Floor, Room)
401 Naylor Mill Road Salisbury, MD 21801 Room 34

[ ves

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.)

x No

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s)
Yes No Applicable Wicomico County Sheriff's Office Policy and
Procedures, Wicomico County Policy and Procedures

16. Audit Requirements

x None [[] State [] Federal [] Independent

17. Is an Index System used? If yes, explain briefly and describe requirements

x Yes No

Kept by year with data from each month of that year

18. Recommended Retention

Retain five Years, then destroy

19. Name and Title of Preparer
Deborah A. Brannan

20. Telephone Number
410-548-4891

21. Date
01/15/2013

DGS 550-4 (Rev. 1/93)




AGENCY RECORDS INVENTORY

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275
Jessup, Maryland 20794

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

with Records Retention Schedule (DGS 550-1)
PaGE _12____ oF __28

410-799-1930
1. Department/Agency 2. Division 3. Unit
““Wicomico County Sheriff’s Office
401 Naylor Mill Road Civil

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

5. Earliest Year/Latest Year
_2007_to _2012__

| 4. Record Series Title
Spreadsheet of Gaming and Peddlers Licenses

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

series.)

Spreadsheet kept year to year of amount of Gaming and Peddlers Licenses given out

7. Record Series Format(s) List all 8. Record Series Sequence 9. Volume
1
[ Letter size  [] Microfim [] Aiphabetical Number
[ Legal Size  [] Computer Tape [J Numerical x File Drawer(s)
[ Microfilm Reel(s)
[ Audio Tape  [] Floppy Disk x Chronological [J computer Tape(s)

Other (specify)_Civil Computer_

[ Bound Book  [] Video Tape [ Geographical

10. Annual Accumulation
[] Other (specify) 1

Number

X Other (specify)_Kept on Computer

[[J File Drawer(s)

[ Microfilm Reel(s)

] Computer Tape(s)

x Other (specify)_Civil Compuler

12. File Becomes Inactive After
1

Number

11. File is Used

[ weekiy [ Monthly X Annually [J Month(s)  x Year(s)

[ aily

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.)

[ ves

" 13. Current Location(s)
401 Naylor Mill Road Salisbury, MD 21801 Room 34

(Bldg., Floor, Room)
x No

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 16. Audit Requirements

x Yes No Applicable Wicomico County Sheriff's Office Policy and

Procedures, Wicomico County Policy and Procedures xNone []State [] Federal []Independent

17. Is an Index System used? If yes, explain briefly and describe requirements 18. Recommended Retention

x Yes No

Kept by year with data from each month of that year Retain five years, then destroy

19. Name and Title of Preparer
Deborah A. Brannan

20. Telephone Number
410-548-4891

21. Date
01/15/2013

GGS 550-4 (Rev. 1/93)




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

- with Records Retention Schedule (DGS 550-1)

AGENCY RECORDS INVENTORY

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275
Jessup, Maryland 20794

PAGE _13___ oF _28__

410-799-1930
1. Department/Agency 2. Division 3. Unit
Wicomico County Sheriff’s Office
401 Naylor Mill Road Civil

purposes.

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

4. Record Series Title

Gaming License Income Statement

5. Earliest Year/Latest Year
_2007_to _2012_

series.)

Record of the amount of money taken in for a gaming event, and for operating expenses

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

7. Record Series Format(s) List all 8. Record Series Sequence 9. Volume
L K-
X Letter Size  [] Microfilm x Alphabetical Number
[ Legal Size  [] Computer Tape [C] Numerical X File Drawer(s)
[ Microfilm Reel(s)
[J Audio Tape  [] Floppy Disk [ chronological [[] Computer Tape(s)
Other (specify)
[ Bound Book  [[] Video Tape [ Geographical
10. Annual Accumulation
[ other (specify) [ other (specify) ______ 170
Number
x File Drawer(s)
[ Microfilm Reel(s)
[[] computer Tape(s)
Other (specily)__
11. File is Used 12. File Becomes Inactive After
(=
X Daily [ weekly O Monthly [ Annually Number [[JMonth(s)  x Year(s)

13. Current Location(s) (Bldg., Floor, Room)
401 Naylor Mill Road Salisbury, MD 21801 Room 36

[ ves

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.)

x No

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s)
x Yes No Applicable Wicomico County Sheriff's Office Policy and

Procedures, Wicomico County Policy and Procedures

x None [] State [] Federal

16. Audit Requirements

[ Independent

17. Is an Index System used? If yes, explain briefly and describe requirements

x Yes No

Filed alphabetically by the organization that filed for the License

18. Recommended Retention

Retain five years, then destroy

19. Name and Title of Preparer

Deborah A. Brannan

20. Telephone Number
410-548-4891

21. Date
01/15/2013

DGS 550-4 (Rev. 1/33)




Instructions -Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES L ot o
each new or revised record series. Forward RECORDS MANAGEMENT DIVISION
with Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275
Jessup, Maryland 20794 PAGE_ 14 F 0.
410-799-1930
1. Department/Agency 2. Division 3. Unit
Wicomico County Sheriff's Office
401 Naylor Mill Road Civil

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 Year/Latest Year

Gaming License Report _2007_to _2012_

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

series.)
Filled out by the person who filled out the cash reports

7. Record Series Formal(s) List all 8. Record Series Sequence 9. Volume
- —2
x Letter Size  [] Microfilm X Alphabetical Number
[7] Legal Size  [[] Computer Tape ] Numerical x File Drawer(s)
[ Microfiim Reel(s)
[ Audio Tape  [] Floppy Disk [ chronological [[] Computer Tape(s)
Other (specify)
[ Bound Book  [[] Video Tape [ Geographical
10. Annual Accumulation
[ other (specify)______ [] other (specify) _____ 170
Number

X File Drawer(s)
[ Microfiim Reel(s)
[ computer Tape(s)

Other (specify)__
11. File is Used 12. File Becomes Inactive After
, T

X Daily [J weekly [ Monthly [ Annually Number [ Month(s)  x Year(s)
13. Current Location(s) (Bldg., Fioor, Room) 14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.)
401 Naylor Mill Road Salisbury, MD 21801 Room 36 D Yes x No
15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 16. Audit Requirements

X Yes No Applicable Wicomico County Sheriff's Office Policy and
Procedures, Wicomico County Policy and Procedures xNone []State [[] Federal [[] Independent
17. Is an Index System used? If yes, explain briefly and describe requirements 18. Recommended Retention

xYes No
Field Alphabetically by the organization that filed for the license Retain five years, then destroy
19. Name and Title of Preparer 20. Telephone Number | 21. Date
Deborah A. Brannan 410-548-4891 01/15/2013

DGS 550-4 (Rev. 1/93)




Instructions ~Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES A GO NN
. each new or revised record series. Forward RECORDS MANAGEMENT DIVISION

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

Jessup, Maryland 20794 Pace . 16..or 28
410-799-1930

1. Department/Agency 2. Division 3. Unit

Wicomico County Sheriff's Office

401 Naylor Mill Road Civil

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 Year/Latest Year

Gaming Cash Report _2007_to _2012_

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

series.)
Record of the amount of money taken in for a gaming event but broken down into categories of the types of games played

7. Record Series Formal(s) List all 8. Record Series Sequence 9. Volume
S
x Letter Size  [[] Microfilm X Alphabetical Number
[J Legal Size  [] Computer Tape ] Numerical X File Drawer(s)
[ Microfilm Reel(s)
[ Audio Tape  [] Floppy Disk [ chronological [J Computer Tape(s)
Other (specify)
[ Bound Book  [] Video Tape [ Geographical
10. Annual Accumulation
[ Otner (specity) [ other (specify) _170
Number
X File Drawer(s)
[ Microfilm Reel(s)
[J computer Tape(s)
Other (specify)__
11. File is Used 12. File Becomes Inactive After
PV, S
x Daily [ weekly [ Monthly [ Annually Number [J Month(s)  x Year(s)
13. Current Location(s) (Bldg., Floor, Room) 14, Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.)
401 Naylor Mill Road Salisbury, MD 21801 Room 36 D Yes X No
15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 16. Audit Requirements
Yes No Applicable Wicomico County Sheriff's Office Policy and
Procedures, Wicomico County Policy and Procedures X None D State [j Federal D Independent
17. Is an Index System used? If yes, explain briefly and describe requirements 18. Recommended Retention
X Yes No
Filed alphabetically by the organization that filed for the License Retain five years, then destroy
19. Name and Title of Preparer 20. Telephone Number | 21. Date
Deborah A. Brannan 410-548-4891 01/15/2013

DGS 550-4 (Rev. 1/93)




Instructions ~Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES Ao eCORbe VERION)
each new or revised record series. Forward RECORDS MANAGEMENT DIVISION
with Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275
Jessup, Maryland 20794 pace_18__oF 28,
410-799-1930
1. Department/Agency 2. Division 3. Unit
Wicomico County Sheriff's Office
401 Naylor Mill Road Civil

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 Year/Latest Year

Bingo Control Sheets _2007_to _2012_

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

series.)
Reports games played and payout for each game

7. Record Series Format(s) List all 8. Record Series Sequence 9. Volume
-
X Letter Size  [[] Microfilm X Alphabetical Number
[ Legal Size [ Computer Tape [] Numerical x File Drawer(s)
] Microfiim Reel(s)
[ Audio Tape  [] Floppy Disk [ chronological ] Computer Tape(s) !
Other (specify)
[ Bound Book  [] Video Tape [} Geographical
10. Annual Accumulation
[ other (specify) [ other (specify) 150
Number
x File Drawer(s)
[ Microfilm Reel(s)
[ Computer Tape(s)
Other (specify)__
11. File is Used 12. File Becomes Inactive After
1
X Daily [[] weekiy O Monthiy [ Annually Number [ Month(s)  x Year(s)
13. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.)
401 Naylor Mill Road Salisbury, MD 21801 Room 36 [ Yes x No
15. Access Restrictions (If Yes, cile Law(s) & Regulation(s) 16. Audit Requirements
x Yes No Applicable Wicomico County Sheriff's Office Policy and
Procedures, Wicomico County Policy and Procedures xNone [] State [] Federal [] Independent
17. Is an Index System used? If yes, explain briefly and describe requirements 18. Recommended Retention
X Yes No
Field alphabetically by the organization that filed for the License Retain five years, then destroy
19. Name and Title of Preparer 20. Telephone Number | 21. Date
Deborah A. Brannan 410-548-4891 01/15/2013

DGS 550-4 (Rev. 1/93)




Instructions ~Type or Print a separate form for | DEPARTMENT OF GENERAL SERVICES AGENCY RECOADS INVENTORY
each new or revised record series. Forward RECORDS MANAGEMENT DIVISION
with Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275
PAGE _17__ oF _28___
Jessup, Maryland 20794
410-799-1930
1. Department/Agency 2. Division 3. Unit
Wicomico County Sheriff's Office
401 Naylor Mill Road Civil

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 Year/Latest Year

Tracking Sheets For Pull Tabs _2007_to _2012_

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

series.)

Control sheet for pull tab instant bingo

7. Record Series Formal(s) List all 8. Record Series Sequence 9. Volume
—
x Letter Size  [] Microfim x Alphabetical Number
[ Legal Size  [[] Computer Tape [J Numerical X File Drawer(s)
[ Microfilm Reel(s)
[ Audio Tape ] Floppy Disk [ chronological [J Computer Tape(s)
Other (specify)
[ Bound Book  [] Video Tape [ Geographical
10. Annual Accumulation
[ other (specify) [ other (specify) 150
Number
x File Drawer(s)
[] Microfilm Reel(s)
D Computer Tape(s)
Other (specify)__
11. File i1s Used 12. File Becomes Inactive After
1
x Daily [ weekly ] Monthiy [ Annually Number [J Month(s)  x Year(s)
13. Current Location(s) (Bldg., Fioor, Room) 14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.)
401 Naylor Mill Road Salisbury, MD 21801 Room 36 D Yes X No
15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 16. Audit Requirements
X Yes No Applicable Wicomico County Sheriff's Office Policy and
Procedures, Wicomico County Policy and Procedures xNone [] State [[] Federal []] Independent
17. Is an Index System used? If yes, explain briefly and describe requirements 18. Recommended Retention
x Yes No
Filed Alphabetically by the Organization that filed for the License Retain five years, then destroy
19. Name and Title of Preparer 20. Telephone Number | 21. Date
Deborah A. Brannan 410-548-4891 01/15/2013

DGS 550-4 (Rev. 1/93)




Instructions ~Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES R D
each new or revised record series. Forward RECORDS MANAGEMENT DIVISION
with Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275
Jessup, Maryland 20794 Pace_18__or _28__
410-799-1930
1. Department/Agency 2. Division 3. Unit
Wicomico County Sheriff’s Office
- 401 Naylor Mill Road Civil

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 Year/Latest Year

Application for Gaming License _2007_to _2012_

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

series.)
Information taken from an organization to obtain a gaming license

7. Record Series Format(s) List all 8. Record Series Sequence 9. Volume
2
X Letter Size [ Microfilm X Alphabetical Number
[ LegalSize  [] Computer Tape [ Numerical x File Drawer(s)
[ Microfilm Reel(s)
[J Audio Tape  [] Floppy Disk [ chronological [ Computer Tape(s)
Other (specify)
[ Bound Book  [] Video Tape [ Geographical 10. Annual Accumulation
i -]
[ other (specify) [ other (specify) Number
x File Drawer(s)
[ Microfilm Reel(s)
[ computer Tape(s)
Other (specify)__

11. File is Used 12. File Becomes Inactive After
S

x Daily ] weekly [ Monthly [] Annually Number [J Month(s)  x Year(s)
13. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Eisewhere? (If yes, specify agency or office.)
401 Naylor Mill Road Salisbury, MD 21801 Room 36 [ ves x No
15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 16. Audit Requirements

x Yes No Applicable Wicomico County Sheriff's Office Policy and
Procedures, Wicomico County Policy and Procedures xNone []State [[] Federal [[] Independent
17. Is an Index System used? If yes, explain briefly and describe requirements 18. Recommended Retention

X Yes No
Filed Alphabetically by the organization that filed for the License Retain five years, then destroy
19. Name and Title of Preparer 20. Telephone Number | 21. Date
Deborah A. Brannan 410-548-4891 01/15/2013

DGS 550-4 (Rev. 1/93)




Instructions ~Type or Print a separate form for
each new or revised record series. Forward
with Records Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275
Jessup, Maryland 20794

AGENCY RECORDS INVENTORY

PAGE __19_oF __28___

410-799-1930
1. Department/Agency 2. Division
Wicomico County Sheriff’s Office
401 Naylor Mill Road Civil

3. Unit

purposes.

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

4. Record Series Title
Instruction Sheet for Gaming cash report

5. Earliest Year/Latest Year
_2007_to _2012_

series.)

Information on how to fill out a application for a gaming License

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

7. Record Series Format(s) List all
x Letter Size ] Microfilm
[ Legal Size  [[] Computer Tape
[J Audio Tape  [[] Floppy Disk
[] Bound Book  [] Video Tape

[ other (specify)

8. Record Series Sequence
X Alphabetical

[ Numerical

[J chronological

[ Geographical

[ Other (specify)

9. Volume
2

Number

X File Drawer(s)

[ Microfilm Reel(s)

] Computer Tape(s)
Other (specify)

10. Annual Accumulation
175
Number

x File Drawer(s)

D Microfilm Reel(s)

[J Computer Tape(s)
Other (specify)__

11. File is Used

O Monthly [ Annually

x Daily [] weekly

1

Number

12. File Becomes Inactive After

[ Month(s)  x Year(s)

13. Current Location(s) (Bidg., Floor, Room)
401 Naylor Mill Road Salisbury, MD 21801 Room 36

[ ves

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.)

X No

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s)
x Yes No Applicable Wicomico County Sheriff's Office Policy and

Procedures, Wicomico County Policy and Procedures

16. Audit Requirements

xNone []State [] Federal [] Independent

17. Is an Index System used? If yes, explain briefly and describe requirements

X Yes No

Filed Alphabetically by the Organization that filed for the License

18. Recommended Retention

Retain five years, then destroy

19. Name and Title of Preparer

Deborah A. Brannan

20. Telephone Number
410-548-4891

21. Date
01/15/2013

DGS 550-4 (Rev. 1/93)




Instructions ~Type or Print a separate form for | DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS WVENTORY
each new or revised record series. Forward RECORDS MANAGEMENT DIVISION
with Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275
Jessup, Maryland 20794 mce_ 20 of 28
410-799-1930
1. Department/Agency 2. Division 3. Unit
Wicomico County Sheriff's Office
401 Naylor Mill Road Civil

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 Year/Latest Year

Requirement Instruction Sheet for Gaming cash license _2007_to _2012_

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

series.)
Gives the required information on what is need to obtain a gaming license

7. Record Series Formalt(s) List all 8. Record Series Sequence 9. Volume
2
x Letter Size [ Microfilm X Alphabetical Number
[] Legal Size  [[] Computer Tape [J Numerical X File Drawer(s)
[ Microfim Reel(s)
[ Audio Tape  [[] Floppy Disk [ chronological [J Computer Tape(s)
Other (specify)
[ Bound Book  [] Video Tape [] Geographical
10. Annual Accumulation
[ Other (specify) [0 other (specify) _175,
Number
X File Drawer(s)
[ Microfilm Reel(s)
[] computer Tape(s)
Other (specify)__
11. File is Used 12. File Becomes Inactive After
: S
x Daily [ weekiy [J Monthly [ Annually Number [ Month(s)  x Year(s)
13. Current Location(s) (Bldg., Fioor, Room) 14. Is Record Series Duplicated Eisewhere? (If yes, specify agency or office.)
401 Naylor Mill Road Salisbury, MD 21801 Room 36 D Yes X No
15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 16. Audit Requirements
x Yes No Applicable Wicomico County Sheriff's Office Policy and
Procedures, Wicomico County Policy and Procedures xNone [] State [[] Federal [] Independent
17. Is an Index System used? If yes, explain briefly and describe requirements 18. Recommended Retention
x Yes No
Filed Alphabelically by the Organization that filed for the License Retain five years, then destroy
19. Name and Title of Preparer 20. Telephone Number | 21. Date
Deborah A. Brannan 410-548-4891 01/15/2013

DGS 550-4 (Rev. 1/93)




AGENCY RECORDS INVENTORY

Instructions ~Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES
each new or revised record series. Forward RECORDS MANAGEMENT DIVISION

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

Jessup, Maryland 20794
410-799-1930

PAGE _21__ OF __28___

1. Department/Agency 2. Division 3. Unit
Wicomico County Sheriff's Office Civil

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 Year/Latest Year

Slot Records _2007___to _07/01/2012

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

series.)

Records showing the accuracy of slot machines and to find if they are legal. Effective July 1, 2012 these are now done by the Dept of Comptroller

7. Record Series Format(s) List all 8. Record Series Sequence 9. Volume
1 file shelf
X Letter Size  [[] Microfilm [ Alphabetical Number
[ Legal size [ computer Tape [ Numerical File Drawer(s)
] Microfiim Reel(s)
[ Audio Tape  [[] Floppy Disk x Chronological [ Computer Tape(s)
[ other (specify)__shelf
[ BoundBook  [] Video Tape [ Geographical
10. Annual Accumulation
[ Other (specify)________ [ other (specity) __as of June 2012 these are done by the Comptroller's office.
Number
[] File Drawer(s)
[ Microfiim Reel(s)
[ computer Tape(s)
X Other (specify)__shelf
11. File is Used 12. File Becomes Inactive After
[ oaily [J weekly X Monthly [ Annually Number [ Month(s)  [] Year(s)
13. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.)
[OJyes xNo
15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 16. Audit Requirements
X Yes No Applicable Wicomico County Sheriff's Office Policy and
Procedures, Wicomico County Policy and Procedures xNone []State [] Federal []]Independent
17. Is an Index System used? If yes, explain briefly and describe requirements 18. Recommended Retention
X Yes No
Filed by establishment by date done Retain five years, then destroy
19. Name and Title of Preparer 20. Telephone Number 21. Date
Deborah A. Brannan 410-548-4891 01/15/2013

DGS 550-4 (Rev. 1/93)




AGENCY RECORDS INVENTORY

Instructions ~Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES

each new or revised record series. Forward RECORDS MANAGEMENT DIVISION
with Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275
PAGE _22__ OF _28___
Jessup, Maryland 20794
410-799-1930
1. Department/Agency 2. Division 3. Unit
Wicomico County Sheriff's Office Civil

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 Year/Latest Year

Writ of Replevins _2008__to__2012__

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

series.)
Orders from the court to seize property

7. Record Series Formal(s) List all 8. Record Series Sequence 9. Volume
S5
x Letter Size D Microfilm [:] Alphabetical Number
[ LegalSize  [] Computer Tape [C] Numerical X File Drawer(s)
[ Microfiim Reel(s)
[J Audio Tape  [] Floppy Disk x Chronological [] computer Tape(s)
Other (specify)__
[ Bound Book  [] Video Tape [ Geographical
10. Annual Accumulation
[J other (specify) [ other (specify) 6.
Number
x File Drawer(s)
[ Microfilm Reel(s)
[ computer Tape(s)
Other (specify)__
11. File is Used 12. File Becomes Inactive After
x Daily [ weekiy [ Montniy [ Annually Number [ Month(s) [ Year(s)
After Wril has been served
13. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.)
401 Naylor Mill Road Room 27 [ ves x No
15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 16. Audit Requirements
X Yes No Applicable Wicomico County Sheriff’s Office Policy and
Procedures, Wicomico County Policy and Procedures xNone [] State [] Federal [[] Independent
17. Is an Index System used? If yes, explain briefly and describe requirements 18. Recommended Retention
X Yes No
Filed by the date they are done Retain five years, then destroy
19. Name and Title of Preparer 20. Telephone Number | 21. Date
Deborah A., Brannan 410-548-4891 01/15/2013

DGS 550-4 (Rev. 1/93)




Instructions —Type or Print a separate form for
each new or revised record series. Forward
with Records Retention Schedule (DGS 550-1)

AGENCY RECORDS INVENTORY

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794
410-799-1930

PAGE _23__ OF _28__

1. Department/Agency
Wicomico County Sheriff’s Office

2. Division 3. Unit

Civil Department

[TDEFINITION: 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 Year/Latest Year
Sheriff’s Office Notice of Sale _2008__to__2012_

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the
series.)
Part of a writ, is used for the sale of real property and or personal property

7. Record Series Format(s) List all 8. Record Series Sequence 9. Volume
5
X Letter Size  [] Microfilm [] Alphabetical Number
[ Legal Size  [[] Computer Tape [] Numerical X File Drawer(s)
[ Microfilm Reel(s)
[J Audio Tape  [] Floppy Disk X Chronological [ Computer Tape(s)
Other (specify)__
[ Bound Book [] Video Tape [ Geographical
10. Annual Accumulation
[ other (specify) [] other (specify) 13
Number
| X File Drawer(s)
[ Microfilm Reel(s)
[ computer Tape(s)
Other (specify) _ _
11. File is Used 12. File Becomes Inactive After
—
x Daily ] Weekly [ Monthly ] Annually Number [ Month(s)  x Year(s)

13. Current Location(s) (Bldg., Floor, Room)
401 Naylor Mill Road Room 27

14. Is Record Series Duplicated Elsewhe!
[ Yes x No

re? (If yes, specify agency or office.)

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s)
X Yes

Procedures, Wicomico County Policy and Procedures

No Applicable Wicomico County Sheriff's Office Policy and

16. Audit Requirements

xNone []State [] Federal [] Independent

17. Is an Index System used? If yes, explain briefly and describe requirements

X Yes No

Filed by date as they are done

18. Recommended Retention

Retain five years, then destroy

19. Name and Title of Preparer
Deborah A. Brannan

20. Telephone Number
410-548-4891

21. Date
01/15/2013

)GS 5504 (Rev. 1/93)




Instructions —Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES
each new or revised record series. Forward RECORDS MANAGEMENT DIVISION

with Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275
Jessup, Maryland 20794

AGENCY RECORDS INVENTORY

PAGE _24__ OF _28__

410-799-1930

Wicomico County Sheriff's Office Civil

1. Department/Agency 2. Division

3. Unit

purposes.

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

4. Record Series Title
Purchaser’s Affidavit

5. Earliest Year/Latest Year
_2008_to __2012_

series.)

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

Part of a Writ of replevins Signed by the person purchasing property

[J Bound Book  [] Video Tape

[ other (specify)

7. Record Series Format(s) List all 8. Record Series Sequence 9. Volume
=5
x Letter Size  [[] Microfilm [] Alphabetical Number
[ Legal Size  [] Computer Tape ] Numerical X File Drawer(s)
[ Microfilm Reel(s)
[ Audio Tape  [] Floppy Disk x Chronological [ Computer Tape(s)
Other (specify)__

[[] Geographical

10. Annual Accumulation
_13
Number

[ other (specify)

X File Drawer(s)

[ Microfilm Reel(s)

[ Computer Tape(s)
Other (specify)__ _

12. File Becomes Inactive After

401 Naylor Mill Road Salisbury, MD Room 27

11. File is Used
g |
x Daily ] weekly [ Monthly [ Annually Number [ Month(s)  x Year(s)
13. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.)

[ Yes x No

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s)
X Yes No Applicable Wicomico County Sheriff's Office Policy and
Procedures, Wicomico County Policy and Procedures

16. Audit Requirements

xNone [] State [] Federal [] Independent

17. Is an Index System used? If yes, explain briefly and describe requirements
x Yes No

Filed by the date they are done

18. Recommended Retention

Retain five years, then destroy

19. Name and Title of Preparer

Deborah A. Brannan

20. Telephone Number | 21. Date
410-548-4891 01/15/2013

DGS 550-4 (Rev. 1/93)




AGENCY RECORDS INVENTORY

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794
410-799-1930

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

with Records Retention Schedule (DGS 550-1)
PAGE _25__ OoF __28___

1. Department/Agency 2. Division 3. Unit

Wicomico County Sheriff's Office Civil

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

5. Earliest Year/Latest Year
__2007 to___2012__

4. Record Series Title
Sheriff’s Bill of Sale

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

series.)
Shows the sale of a property

7. Record Series Format(s) List all 8. Record Series Sequence 9. Volume
5
x Letter Size ] Microfilm [] Aiphabetical Number
[ Legal Size  [] Computer Tape [C] Numerical X File Drawer(s)
[ Microfilm Reel(s)
[ Audio Tape  [] Floppy Disk x Chronological [] Computer Tape(s)
D Other (specify)
[ Bound Book  [] Video Tape [ Geographical
10. Annual Accumulation
[ Other (specify) [ other (specify) _13
Number

x File Drawer(s)

[] Microfilm Reel(s)
[[] Computer Tape(s)
[ other (specify)

11. File is Used 12. File Becomes Inactive After
B
X Daily [J weekly [ Monthiy [J Annually Number [ Month(s)  x Year(s)
13. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.)
401 Naylor Mill Road Salisbury, MD 21801 Room 34 [ Yes x No
15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 16. Audit Requirements

X Yes D No Applicable Wicomico County Sheriff's Office Policy and Procedures,

And Wicomico County Policy Procedures

x None [[] State [[] Federal [[] Independent

17. Is an Index System used? If yes, explain briefly and describe requirements

[ No

X Yes

Filed by the dale they are done

18. Recommended Retention

Retain five years, then destroy

19. Name and Title of Preparer

Deborah A. Brannan

20. Telephone Number | 21. Date

410-548-4891

01/15/2013

DGS 550-4 (Rev. 1/93)




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

with Records Retention Schedule (DGS 550-1)

AGENCY RECORDS INVENTORY

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794
410-799-1930

PAGE _26__ OoF __28__

1. Department/Agency

2. Division 3. Unit

Wicomico County Sheriff’s Office Civil

purposes.

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

4. Record Series Title

Notice of Sale

5. Earliest Year/Latest Year
_2008__to __2012__

series.)

Part of a writ of replevins Posts the date and time of a sale

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

7. Record Series Formal(s) List all 8. Record Series Sequence 9. Volume
-
X Letter Size ] Microfilm [ Aiphabetical Number
[ regalSize  [[] Computer Tape ] Numerical X File Drawer(s)
[ Microfilm Reei(s)
[J Audio Tape  [[] Floppy Disk x Chronological [ Computer Tape(s)
Other (specify)__
[ Bound Book  [] Video Tape [] Geographical
10. Annual Accumulation
[ Other (specify) [ other (specify) 13
Number
X File Drawer(s)
[ Microfilm Reel(s)
[CJ Computer Tape(s)
Other (specify)_
11. File is Used 12. File Becomes Inaclive After
, [
X Daily [ weekly [ Monthly [ Annually Number [J Month(s)  x Year(s)

13. Current Location(s) (Bldg., Floor, Room)
401 Naylor Mill Road Room 27

[ Yes

14. Is Record Series Duplicated Eisewhere? (If yes, specify agency or office.)

X No

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s)
X Yes No Applicable Wicomico County Sheriff's Office Policy and

Procedures, Wicomico County Policy and Procedures

16. Audit Requirements

xNone [] State [T] Federal [] Independent

17. Is an Index System used? If yes, explain briefly and describe requirements

X Yes No

Are filed by date that they are done

18. Recommended Retention

Retain five years, then destroy

19. Name and Title of Preparer

Deborah A. Brannan

20. Telephone Number
410-548-4891

21. Date
1/15/2013

DGS 550-4 (Rev. 1/93)




N ¢

AGENCY RECORDS INVENTORY

Instructions —Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES

each new or revised record series. Forward RECORDS MANAGEMENT DIVISION
with Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275
PAGE _27__ OoF _28___
Jessup, Maryland 20794
410-799-1930
1. Department/Agency 2. Division 3. Unit
Wicomico County Sheriff's Office Civil

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 Year/Latest Year

Final Order of Ratification _2008_to __2012__

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

series.)
Judge agrees process was done correctly. Part of a writ of replevins

7. Record Series Format(s) List all 8. Record Series Sequence 9. Volume
5
x Letter Size ] Microfilm [ Alphabetical Number
[ Legal Size ] Computer Tape [C] Numerical x File Drawer(s)
[ Microfilm Reel(s)
[ Audio Tape  [] Floppy Disk x Chronological [ computer Tape(s)
Other (specify)__
[ Bound Book [ Video Tape [[] Geographical
10. Annual Accumulation
[ other (specify)_____ [ other (specify) _13
Number
x File Drawer(s)
[ Microfilm Reel(s)
[ computer Tape(s)
Other (specify)_ _
11. File is Used 12. File Becomes Inactive After
I
x Daily [ weekly [J Monthly [J Annually Number [J Month(s)  x Year(s)
13. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.)
401 Naylor Mill Road Room 27 [Oyes xNo
15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 16. Audit Requirements
x Yes No Applicable Wicomico County Sheriff's Office Policy and
Procedures, Wicomico County Policy and Procedures X None D Slate D Federal D Independent
17. Is an Index System used? If yes, explain briefly and describe requirements 18. Recommended Retention
x Yes No
Filed by the date they are done Retain five years, then destroy
19. Name and Title of Preparer 20. Telephone Number 21. Date
Deborah A. Brannan 410-548-4891 01/15/2013

DGS 550-4 (Rev. 1/93)




AGENCY RECORDS INVENTORY

Instructions ~Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES

each new or revised record series. Forward RECORDS MANAGEMENT DIVISION
with Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275
PAGE _28_ oF __28__
Jessup, Maryland 20794
410-799-1930
1. Department/Agency 2. Division 3. Unit
Wicomico County Sheriff’s Office Civil

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 Year/Latest Year

Sheriff's Report of Sale _2008_to __2012_

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

series.)
Associated with Writs, States property sold, name of purchasers, amount of proceeds and the distribution of proceeds

7. Record Series Format(s) List all 8. Record Series Sequence 9. Volume
=5
X Letter Size  [] Microfilm [J Alphabetical Number
[] Legal Size  [[] Computer Tape [ Numerical X File Drawer(s)
[ Microfilm Reel(s)
[J Audio Tape  [] Floppy Disk X Chronological [J Computer Tape(s)
Other (specify)__ __
[ Bound Book  [[] Video Tape [ Geographical
10. Annual Accumulation
[ other (specify) [ other (specify) _13
Number
x File Drawer(s)
[ Microfilm Reel(s)
] Computer Tape(s)
Other (specify)__
11. File is Used 12. File Becomes Inactive After
;IO
X Daily [ weekiy [ Monthiy [ Annually Number [J Month(s)  x Year(s)
13. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Eisewhere? (If yes, specify agency or office.)
401 Naylor Mill Road Room 27 [Oyes xNo
15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 16. Audit Requirements
X Yes No Applicable Wicomico County Sheriff's Office Policy and
Procedures, Wicomico County Policy and Procedures X None D State D Federal D Independent
17. Is an Index System used? If yes, explain briefly and describe requirements 18. Recommended Retention
X Yes No
Filed by the date they are done Retain five years, then destroy
19. Name and Title of Preparer 20. Telephone Number | 21. Date
Deborah A. Brannan 410-548-4891 01/15/2013

DGS 550-4 (Rev. 1/93)




