Records Management Division

OFFICE OF CENTRAL SERVICES

Schedule No.
C-1263

Page No.
1 of 11

RECORDS RETENTION AND DISPOSAL SCHEDULE

Police Department DIVISION:

Description

Retention

SUPERSEDES SCHEDULE C-1004 & C1004-A1

Police Reports
Incident and accident reports, including supplemental

reports, filed by case number. Reports document incidents
initiated by citizen or officer complaints.

Photographic Images
Photos taken as evidence by department officers or crime
scene technicians and filed by case number.

Detective/Investigative Files

Original notes, statements, rights forms, polygraph
records, and other documents compiled during an
investigation.

Laboratory Analysis Notes .
Form submitted with suspected drug(s) for analysis including
chain of custody and results of analysis. Notes and
observations of chemist made during analysis of suspected
drug(s) and forensic biology specimens.

Crime Scene Case Files. Notes and Chain of Custody Forms
Each case processed by Crime Scene Technicians, Crime Lab,

Property Management, and Digital Forensics Lab is
documented with a case file. This file contains original and
subsequent notes, a report, chain of custody forms, and other
relevant information.,

Retain 25 years then destroy,

Retain 80 years then destroy.

Retain 80 years then destroy,

Retain 80 years then destroy.

Retain 80 years then destroy.
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RECORDS RETENTION AND DISPOSAL SCHEDULE

10

11

12

13

14

15

Latent prints that are recovered at crime scenes by
department officers or crime scene technicians and filed by
case number.

Recovered Property Forms
All forms used to list and document recovered property and

evidence.

Abandoned Auto Files
Documentation of disposal of abandoned automobiles.

Narcotice Ledgers
Narcotics cases including suspect information.

Narcotics Expense Statements :
Records of Controlled Dangerous Substance (CDS)
purchases, informant payments and investigative expenses.

Confidential Informant Files
Photos, names, address, criminal history, expenditure
information, receipts, contact sheets.

Drug Logs
Log Books recording the receipt and release or destruction of
CDS.

Criminal Intelligence Files

Copies of arrest warrants, investigative reports, Iists of
career criminals, gang activity, suspicious activitly
reports, criminal histories, alias and nickname files,
extradition files, intelligence files, statistical files.

Adult Criminal History Record Information
Microfilm files of persons arrested prior to 1984. Computer

files of persons arrested since 1984. Records of arrest and
disposition. :

Juvenile Criminal History Record Information
Records of juvenile citations and arrests. Computer files of
juveniles arrested.

(Continuation Sheet)
AGENCY: Police Department DIVISION:
Ttem No. Description Retention
6 Latent Prints

Retain 80 years then destroy.

Retain 80 years then destroy.

Retain 25 years then destroy.
Retain 80 years then destroy.

Retain 25 years then destroy.
Retain 25 years then destroy.

Retain 25 years then destroy.

Retain 5 years or until annual
review deems record unjustified
due to lack of criminal actiuifv,
whichever occurs sooner,‘”'m
Retention may exceed 5§ years
with continued criminal
activity.

Retain 80 years then destroy.

Retain 5 years after juvenile’s 18th
birthday then destroy. .

DGS 550-2(AAC)
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Records Management Division Page No.
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RECORDS RETENTION AND DISPOSAL SCHEDULE

17

18

19

20

21

22

23

24

Mug shots are kept for all persons arrested by the
department. Applicant mug shots are also kept in a separate
file.

Finperprint/Palm Print Records

All persons arrested by the department for misdemeanors
and felonies have their fingerprint impressicns recorded.
Certain persons also have their palm print impressions
recorded.

Slap Card File

Each applicant and person arrested by the depariment
prior to implementation of electronic fingerprinting
has a Slap Card. This is a 4 x 6 card with four finger
simultaneous plain impressions, On the reverse sideis a
brief description of the charge.

rinted Trajni anuals
Manuals and hand-outs used in the development and delivery
of palice training.

Lesson Plans
Detailed lesson plans of Police Academy courses.

Recruit Class Records

Records of recruit classes.

In-Service Training Records
Records of in-service training of sworn personnel,

Department Personnel Files
Local, departmental records of employees of the police

department.

Applicant Background Files
Files on applicants processed but not hired.

(Continuation Sheet)
AGENCY: Police Department DIVISION:
Item Nao. Description Retention
16 Mug Shots

Retain 80 years then destroy.

Retain 80 years then destroy.

Retain 80 years then desiroy.

Retain one (1) copy of each for 40
years then destroy.

Retain 40 years then destroy.
Retain 40 years then destroy.
Retain 40 years from date of
training then destroy.

Retain 30 years from last year of

service then destraoy.

Retain 5 years then destroy.

DGS 550-2(AAC)
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RECORDS RETENTION AND DISPOSAL SCHEDULE
{Continuation Sheet)
AGENCY: Police Department DIVISION:
Item No. Description Retenticn
25 Overtime Slips
) Record of overtime worked. Retain 3 years then destroy.
26 Absentee Record Card
Recorded absence records. Retain 3 years then destroy.
27 .| Crossing Guard Files
Personnel and payroll records for all present and former Retain 30 years from last year of
crossing guards. service then destroy.
28 Reserve Officer and Volunteers in Police i
Records of Reserve Officers and Volunteers in Police Service. | Retain 30 years from last year of
service then destroy.
29 State Citation and Ticket Book Logs
Copies of State of Maryland Uniform Citations and records of | Retain 5 years then destroy.
ticket books logged out to officers.
30 DR-15 Forms and DR-15 Logs (Driver Advice of Rights)
Copies of form DR-15 issued during arrest for driving while | Retain 5 years then destroy.
intoxicated (DWI) or driving under the influence (DUI)
including temporary driver's license and logs of citations
issued to officers.
31 Criminal/Civi] Citations
State of Maryland Uniform Criminal/Civil Citations issued in | Retain 4 years then destroy.
lieu of physical arrest and logs of citations issued to officers.
32 Non-Mpving Citation File and Tog
Summons issued for illegal parking within Anne Arundel Retain 6 months if paid, 3 years if
County and logs of citations issued to officers. uncollected then destroy.
33 | Warnines |
Data entered for statistical purposes only. Destroy after data is entered into
computer, Retain electronic record
- for 3 years then destroy.
34 Repair Orders
' Data entered for statistical purposes only. Originals mailed to Motor Vehicle
Administration. Retain electronic
record for 3 years then destroy.

DGS 550-2(AAC)
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RECORDS RETENTION AND DISPOSAL SCHEDULE
(Continuation Sheet)
AGENCY: Police Department DIVISION:
Item No. Description Retention
35 Prigoner Initia]l Entry Form and Personal Property Inventory
Form completed at district station for each arrest. Retain 4 years then destroy.
36 11
Log of prisoners incarcerated and released. Retain 4 years then destroy.
a7 u .
Log of juvenile arrest and detention activities through release | Retain 4 years then destroy.
of individual.
38 Detainer
Notice of warrant for prisoner by another jurisdiction. Retain 3 years after release or
transfer of prisoner, whichever
occurs sooner, then destroy.
39 Cash Receipt and Journal Reports
Reports of cash receipts for records provided to the public Retain 3 years then destroy.
and from payment of non-moving violations including
records of audit.
40 Statistics
Monthly, quarterly and annual reports used for UCR Retain 5 years then destroy.
(Uniform Crime Reports) and departmental activity
reporting.
41 Recei ies of Pawn Transactions
Copies of receipts for pawned items forwarded from Retain 5 years then destroy.
pawnshops as required by law.
42 Computer Aided Dispatch (CAD) Back-Up Tapes/Digks
Back-up tapes or disks of calls for service from computer Retain 3 years then destroy.
aided dispatch {CAD) system.
43 Copies of Phone Bills
Local and long distance telephone bills and detail. Retain 2 years then destroy.
44 Computer System Updates
Update tapes for computer systems. These tapes include Retain 3 generations of updates
updates to operating system and applications software. (including most recent update)
_ thereafter destroy.
45 Communications Audio Recordings
Recordings of conversationg with 911 call takers and police Retain 1 year then write-over.
dispatchers.

DGS 550-2(AAC)
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RECORDS RETENTION AND DISPOSAL SCHEDULE
(Continuation Sheet)
AGENCY: Police Department | DIVISION:
Item No. Description Retention
46 Equipment Service Logs
Logs of equipment and communication line problems and Retain 2 years then destroy.
significant CAD events. -
47 Accountability Sheets
Records of personal accountability for department equipment. | Retain until item is returned,
destroyed or otherwise out-of-
service then destroy.
48 Radar Calibration Certificates
Copies of calibration certificates. Retain 10 years then destroy.
49 Booking Activity Report
The Booking Activity Report is used to verify that required | Retain 4 years then destroy.
booking data is received by the Booking Supervisor. The data
is checked off and then processed.
50 Budget Files
Records of budgets submitted and approved and monthly Retain 4 years then destroy.
expenditure reports.
51 Project Files
Accreditation and Grant application files. Retain Accreditation files 5 years,
Grant Files for 3 years then destroy.
b2 Fiscal Management Budget Files
Department’s approved budget and budget requests. Retain 3 years then destroy.
53 Vehicle, Vessel, and Aircraft Files (Departmental
Vehicle accident reports (county long form), information Retain 4 years then destroy.
pertaining to confiscated vehicles, list of departmental
vehicles.
54 Cash ipt _
Receipts and back-up information for restitution, vehicle Retain 4 years then destroy.
proceeds, county forfeitures and seizures, deposits made to
general fund, sub-item budget reimbursements.
55 Written Directives and Accountability Sheets . _
General Orders, Special Orders, memoranda, and associated | Retain perl.nanent,ly; transfer to
accountability sheets. State Archives every 3 years.

DGS 550-2(AAC)
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RECORDS RETENTION AND DISPOSAL SCHEDULE
{Continuation Sheet)

AGENCY: Police Department DIVISION:

Item No. Description Retention

56 Records of Inspections
Records of routine inspections of facilities, vehicles, vessels, | Retain 3 years then destroy.
aircraft and equipment.

57 Purchase Orders
Purchase Orders for service, supplies and equipment. Retain 3 years then destroy.

58 Petty Cash Transactions
Records of petty cash (under $25) purchases. Retain 3 years then destroy.

59 1, dus Operandi, Crime Analysis File If part of a specific case file,
These are files compiled to assist in the investigation of cases | retain in accordaence with
or pattern crimes, including Field Interrogation Reports | retention period for that case
(FIR). file. If not part of a specific case,

destroy after 5 years.

60 Correspendence
General Correspondence, both interoffice and letterhead, in Retain 4 years then destroy.
personal and department files.

61 Officer Uniform/Equipment Files
Records the equipment issued to the officer along with the | Retain 2 years after the officer
serial numbers of the equipment, and records the uniforms resigns or retires then destroy.
issued to the officer.

62 Traffic Stop Data Sheets
Forms used to capture racial profiling data on traffic stops. Retain 5 years then destroy.

63 Traffic Stop D. rt:

Reports used to analyze racial profiling data collected on Retain 5 years then destroy.
Traffic Stop Data Sheets.

64 Marviand Interagency Law Enforcement System (MILES)

Query Logs Retain 3 years then destroy.
Logs of personnel activity accessing MILES database

65 Fingerprint Records Retain 4 years then destroy.
Court ordered printing records and applicant logs

66 DNA Collection Logs
Logs of DNA collection by Booking Officers Retain 4 years then destray.

DGS 550-2(AAC)
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RECORDS RETENTION AND DISPOSAL SCHEDULE

(Continuation Sheet)

AGENCY:

Police Department DIVISION:

Item No.

Description

Retention

67

68

69

70

T

72

73

74

75

Teletype (TTY) Stolen Property Data Sheets
Documentation of stolen property entered into National

Crime Information Center (NCIC)

Laite List
Weekly report to Commanders of reports not sent to Central
Records for processing

Court Notice of Collection of Payment

Notification that the court has collected payment on a
Civil/Criminal Citation and are forwarding payment to the
Anne Arundel County Department of Finance

Bad Check Notices
Notice of bad checks received for payments of fines or services
from the County Department of Finance

VR119

Receipts issued to citizens when they have paid their
outstanding Parking/Redlight fines after their registration
has been flagged.

Court Dispositions
Dispositions from the courts on Parking Citations sent to them

for hearing

Court Transmittals
Departmental transmissions of Parking/ State/Civil Citations
to the courts.

School Notifications
Notification to School attended by a student involved in

certain COMAR mandated crimes and misdemegnors.

Police Fgcility Surveillance Recordings
All video surveillance of police facilities whether external or
internal. .

Retain 3 years then destroy.

Retain 1 year then destroy.

Retain 3 years then destroy.

Retain 5 years then destroy.

Retain 3 years then destroy.

Retain 3 years then destroy.

Retain 5 years then destroy.

Retain 3 years then destroy.

Retain 30 days then write-over.

DGS 550-2(AAC)
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RECORDS RETENTION AND DISPOSAL SCHEDULE

77

78

79

80

81

82

83

84

All video or audio recordings of mterrogatwns made in the
course of an investigation.

SWAT Enforcement Reports
Reports submitted to the state regarding SWAT activity

Non-Investigative Notes
Notes taken by patrol officer at time of response

Sex Offender Records
Includes registration, school notification, and address
verification documentation

Internal irs I tigative Files- Sustaine

Includes investigative reports, related correspondence,
evidence and transcripts (when required) on complaints filed
and/or initiated against employees.

Internal Affairs Investigative Files- Not Sustained
Includes investigative reports, related correspondence,
evidence and transcripts (when required) on complaints filed
and /or initiated against employees.

Media Releases
Authorized notices released for public dissemination

Public Information Request/311 Audio Request

Written request for copy or inspection of public record,
including 911 audio requests.

Extradition Records
Correspondence and records pertaining to extraditions.

(Continuation Sheet)
AGENCY: Police Department DIVISION:
Item No. Description Retention
76 Video/Audio Recordings of Interrogations If part of a specific case file,

retain in accordance with
retention period for that case
file. If not part of a specific case,
destroy after 5 years.

Retain 5 years then destroy.
Destroy after data is entered into
police report.

*If notes are reasonably anticipated
for litigation, officer should submit
notes as police report supplement.
Retain 25 years after last
registration or update then destroy.

Retain 10 years from last year of
employee’s service then destroy.

Retain 3 years from date of
disposition then destroy.

Retain 1 year then destroy.

Retain 4 years then destroy.

Retain 3 years then destroy.

DGS 550-2(AAC)
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86

87

88

89

91

92

93

Includes consent to search without a warrant

Ride-a-Long Records
Includes request forms and waiver of claims

Release Without Charges Records
Daocumentation of persons released from custody without

criminal charges.

Vehicular Pursuit Report
Report of police vehicular pursuit

Use of Force Regort

Documentation of police use of force

Home Security and Alarm Records
Records of residential and commercial alarms

Vehicle Inventory Records
Records pertaining to inventory of a towed or seized vehicle

Tag Reader Records
Data obiained from license plate readers

Police Officer Recordings
All video recordings of police officer activity whether from
body or vehicle

(Continuation Sheet)
AGENCY: Police Department DIVISION:
Item No. : Description Retention
85 Search Warrant Records If part of a specific case file,

retain in accordance with
retention period for that case
file. If not part of a specific case,
destroy after 3 years.

Retain 4 years then destroy.

Retain 80 years from date of birth or
until proof of subject’s death, '
whichever occurs sooner, then
destroy.

Retain 25 years then destroy.

Retain 25 years then destroy.

Retain 5 years then destroy.

Retain 5 years then destroy.

Retain 65 days then delete.

Retain for 366 days then destroy.

DGS 550-2(AAC)




OFFICE OF CENTRAL SERVICES

Schedule No.
C-1263

. Records Management Division
MARYLANTD

Page No,

1t |of|'

11

(Continuation Sheet)

RECORDS RETENTION AND DISPOSAL SCHEDULE

Litigation Hold: When litigation of a particular matter commences, or is reasonably

anticipated, the Office of Law will institute a litigation hold to persons involved in the case.
The litigation hold is & memorandum directing that information relevant to the litigation,

including electronically stored information, must be preserved and not destroyed. The
details of what is required will be addressed in the litigation hold memorandum. It is
imperative that all recipients adhere to the directions of the litigation hold, even if it is

contrary to the directives of this retention policy. Questions regarding how to adhere to the
instructions in the litigation hold can be addressed with the Office of Law and/or Office of
Information Technology. The Office of Law will notify individuals when they are no longer

subject to the litigation hold.

DGS 550-2(AAC)




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

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

AGENCY RECORDS INVENTORY:

PAGE___1__ OF d (” 7

410-788-1930

1. Department/Agency
Arnne Arundsl County Palice Department

2 .:Division

3. Unit

purposes.

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

4, Record Series Title
Photographic Images

5. Earliest Year/Latest Year

1480 1 26, -

series.)

6. Record Series Description (Briefly desctibe’thé‘types-of information/documents/forms found in the-series. include the purpose or function of the

Photos taken as evidence by department officérs or crime scene technicians arid filed by case number.

7. Recard Series Formal(s) Listsll
O tettersSize [ Microfilim
Oepasize ] Computer Tape
" ' AudieTape [J Flopay Disk
[ 8ound Book D Video Tape

B3 Other {spedity)_35 mm, CO, and elactronic_file(jpeg)___

[}

8, Record Series Sequente. 9, Volums . I
[ Alphabetical Number
[} Numerical {J File Drawer(s}
[ Microfilen Reel(s)
B4 Chronalogicel [ Gomputer Tape{s)
(] Cther (specily) Unknown Quantity,
[]:Gacgraphical
10. Annual Accumtilation
[ othar (spesity)
Number
[0 File Drawer{s) '

"0 Microfim Réels)

O computer Tapets)
([ Other. {specify)__Unknown Quaniity.

11. Filo is Used

Roay  [Jwesky

0 soatnly -DA'r'\mialli'

Number
N/A

12. File Becomes Jnactive After

[J Menthits)  [J¥ear(s)

13, Current Location(s}  {Bldg., Floor,.Room).

syslem as pan of the polica report.,

35 mm and pholo CDs are on site at police headquarters or in off-sila storage. Electronically
siorad pholos taken after Navember 2011, are saved within Whe police repartin the field raporting

O ves

14. Is Record Series Duplicated Efsewhera? (If yes, apeclly agency or offica.)-

B No

15, Agcess Restrictions {If Yes, cite Law(s) & Regutalion{s}
Oves oo

16, Aldit Requireménts

B None [J Sute [ Federat [ independent

Hyves [Ono

pollca report. .

17. Is an Index System yseq? |l yes, explain briefly and describe requirements

35 mm grd photo CDs are filed numerically by year. Elecironicaly stored pholos taken sfist
November 2011 ara savad within the pofice repor tn tha field reporting systern as'part of the

80 .years

18. Recommended Retention:

19. Name and Titfe of Preparer
Christine Ryder, Records Manager

20. Telephone Number
410-222-8977

21. Date
April 8, 2018

OGS 550 (Rev. 1193)




Instructions -Type or Print a saparate.form for
each new or revised record series, Forivard
with Records Retention Schedule _(DGS 550-1)

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

Jessup, Maryland 20794
410-789-3530

AGENCY RECORDS INVENTORY

2 97

PAGE __ 3¢ OF _ o1

1. Depariment/Agency 2. Division

Arine Arunde! County Police Department

"3. Unit:

DEFINITION: RECORD SERIES: A group of related records normably filed and used.as a unit for refe}en_ce as well as retention and disposition

purposes:

4. Record Series Title
" Detective/investigative Files

8. Earliest Year/Latast Year
1967 o 2010

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

series.)

Original notes, statements, rights forms, polygraph records, and other documents compiled during an

inveatigation.
7. Racord Serles Format(s)  Listal " 8. Record Series Sequence 8. Volume
[ Lotter Size  {X] Microfm ) aphabetical Numbsr
B vegal Size (R Computer Tapa Numaerical [ File Drawer(s)
7 Microfilm Resk(s)
Audio Tape B Floppy Disk 17 Chronalogical [ .computer Tapels)
1 [ Other {specity) Unkicwr Quantty_______
Bd Bound Bock  [X] Video Tape [0 Geographieal
10. Annual Accumulation
Other {spacify}_variea based on confent collecied [ Other (spacify) _____ . .
’ Numbar
[ Fre Driawer(s)
] ssterofiim Reelte)
[ Computer Tape(s) /
] Other {specity)_Uninown Quantity. 1

11. Fila is'Used

Eoay  [JWeshy O mentnty [ Annuaty

12. File Becomas Inactive Aflar

Number [OMonthis) [ Yearis}

NiA

13, Cumenl Location{s)  (Bldp.. Floor, Room)
_ Recent/current cages are.on site of applicable deteclive whit location. Others ara
. archived in;off-sita storage

14, is Record Sedas Duplicated Elsewhere? (H yes, spocily agency or Gffice.}
Oves Hmo

15. Accass Restictions {If Yas, tite Law(s) & Regulation{s)
Yoo |m '
;. Law, dnd restrictians apply based on report type ani contents'of ﬁl@ which may vary {open
| investigatisns, confidential sources, child abyse, elc.).

16. Autil Réqulreménts

B None [ stete [ Federal [ Iridapendent

17. Is an Index Sysbem used? I yas, exptali brietly and describe requiramints-

Blves [OJne

18, Recommended Retentiori.

Recoris submilted 10 56 includes in the fikd raporting sysiem are indased numericaly and by {| 50 Y@arS ’
year. On ife'éaso tilas ara Indexed by cade number andior narr_m.

'19. Name and Title of Preparer 20. Talephone Number | 21. Date

Christine Ryder, Records Manager 410-222-8977 April 6, 2016

OGS 550-3 (Rev. 1/53)




AGENCY RECORDS INVENTORY

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

each new or revised record series. Forward RECORDOS MANAGEMENT.DIVISION
e - _ . 5
with Records Retention Schedule (DGS 550-1} 7275 Walerioo Road, P.O. qu 275 PAGE 7 oF . "f 7
Jessup, Maryland 20784 '
410-769-1330
1. Departmerit/Agency 2. Division 3. Unit '

Anne Arundel Caunty Police Depégrtment

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retenﬁoq and disposilion
PUrposes.

4. Record Series Title 5. Earliest Year/Latest Year
Laboratory Analysis Forms and Chemist Notes G0 w_lalle

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

serigs.)

Form submitted with suspected drug(s) for analysis including chain of custody and results of analysis. Notes and
observations of chemist made during analysis of suspected drug(s) and forensic biology specimens.

7. Record Series Format(s) List all -8, Record Serles Sequence 9, Volume
B Letter Size ] Microflim [ Alphabetical Number
[Jvegatsiza I Computar Tape Numerical [J File Drawerts)
] saszrofiim Reel(s)
[0 Audic Tagie [ Flappy Disk X ctwonglogical [ Compuiter Tape(s).
(3 other (specity)_Unknown Quaniity.
O Bound Book  [] Video Tape 0] Geographical
. . 10. Annudl Accumivlation
O Other (speaty)________ ] Oter {specity) .
Number
O Fiie Draweris)
O Micrefim Reei(s)
E Computer Tapa(s)
[ Cther (specify)_ Unknown Quantity,
11, File is Used 72 File Becomes Inactive Aftor
(4 Daly. [ weekly 3 Monihty O Annwally Number Omoningsy [ Yearis)
NIA
13. Curren! Location{s)  (Bldg.. Floos, Room) 14, |5 Record Series Dupiicated Elsewhere? (if yes. specfy agency or office.j
Recantieurrent cases ara on slta.of taboratary. Others are archived in off-site storage Ovés Blno
15. Access Rastrictions (If Yes, cito Law(s) & Regulstian(s) 16. Audit Requirgmenis
Oves (AN
BAnone [Jstate [ Federal [J Indépandent
17. ts an Index System used? If yes, explain briefly and describe requirements 18. Recommended Retention
ves [JIno 80
Regords submittad ta be included in the field reporiing system are dexed numedcally and by years
year. On-slte and archived case flos are Indexed by case number andior name.
18. Name and Title of Preparer. 20. Telephone Number | 21.-Date
Christine Ryder, Records Manager 410-222-8977 April 6, 2016

DGS 5504 (Rev. 1/53)



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

with Records Retention Scheduie (DGS 550-1)

410-799-1930

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

q
PAGE ¥ OF __ o7

i. Department/Agency 2. Division

Anne Arundel County Police Depanment

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 .
Crime- Scane Case Files, Notes and Chain of Custody Ferms

5. Earliest Year/Latest Year
Q0o w_2Zoiw

series.}

and other relevant information.

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

Each case processed by Crime Scene Technicians, Crime Lab, Property Management, and Digital Forensics Lab is
documented with a case file. This file contains original and subsequent notes, a report, chain of custody forms,

7. Regord Serles Formal(s)  Listall 8. Record Sarles Saquence

Lettsr Sz [] Microfim [ Alphabetical
[ iegsisize  [J] Computer Tape B3 numerical
] Autio Tape [ Ftappy Disk [ crronclogical
[J Bound Book [ videa Tape . [] Geagraphizal

9. Volume.

Number

[] Fite Drawer(s) ~

{1 Microfim Reeils)

[[] Computer Tapais)

[ Othar (specily).Unknown Quantly.__

10. Annua Accurutation

O etherispeciy)_ [ Other (speity) _____
, Number
O File Drawarts)
[C] ##ierofim Reet(s)
[J Computor Tape(s}
[ Other (specity)__unk Quantity,
“11. File is,Usod 12, Fits Bacomas Inactive After -
{X Dally: [ weekly O monthty [ Annuaiiy Numbar Ovonings) [ Years)
NIA

13, Gurrant Locadon(s)  {Bldg., Floor; Room) - .
"Recenticurren) cases are on site of Property Management and Evidenca Collection Units.
Others are archived in off-site starage

O ves

14. Is Record Series Cuplicated Efsewhere?- {If yes, specify agency or ffica.)

B No

15. Access.Rastrictions (i Yes, cite Law(s) & Regulation(s)

Oves « Ko

16. Audit Reguirements

None. [[] State [] Federal [] lndependent

17, Isan lndex System used? If yes, axplain brieflly and describe requirements

Ryes Eno
Racords submitted to be included in the field reportirig system ara indexed numerlcaby and by
year, On'sita and archived case fes are indexed by.case number andior name.

80 years

18. Remmr.nandedﬂelenﬁon

19. Name and Tille of Preparer
Christine Ryder, Records Manager

20 Telephone Number
410-222-8977

21. Date
April 8, 2015

DGS 5504 (Rev../83)


http://-11.Fileis.Used
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Insiructions ~Type ar Print a separate:form for éach ‘DEPARTMENT OF GENERAL SERVICES: AGENCY RECORDS/INVENTORY
new or revised recard series. Forward with Records RECORDS MANAGEMENT, DIVISION P
Retention Schedule (DGS 550-1) 7275 Waterioo Road, P.O. Box 275 orce __45'_ o 17
Jessup, Maryland 20794
410-7891830
1, Department/Agency 2. Division ] 3 Unit

Anne Arunidel County Palice Department

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

4. Record Series Title 5. Earliest Year/Latest Year
Latent Prints A7 ©v_2oly

8. Record Series Description (Briefly describe the types of information/documentsiforms found in the séries. Include the purpose ar function of the series.)
Latent prints that are recovered at crime scenés by department officérs or crime scene technicians and filed by case
number.

7. Recard Seriés Format(s) Listal 8. Record Series Saquance 9. Volurme
Oettersge [J Micromm . [0 Alphabetical ‘Number
OvlegaiSize [ Computer Tape B Numerical [ Fite Drawar(s)
[ #Mcrofii Reslts)
[ Audia Tape [ Floppy Disk [ Chronolagical ] Campiter Tape(s}
] [ Other (spacify)_Uninown Quantity_______
[ Bound Book  [] Video Tape, [1 Geogrephicat
10. Annupt Accumutation
=] Other {specity)_prints vary by colteckios type_______ .| Oother(specityy
Numb_w
] Fle Drawer(s)
[ Microfilm Rael(s)
[ computer Tape(s}
v . 1 [ Other (3pecify)__Unknown Quantity

-11. Fits is Used 12; File Becomes Inactive Aftar
B ey [ wWeeky O sonbty  [(JAnnusty ) Number Omentnisy [ Yearts)
NiA
13. Curfent Location{s)  (Bldg., Floor, Room) 14. }a Record Serias Duplicated. Elsgwhere? (If yes, specify agency or office.)
Recent/curmant cases are on sité of iha Evidence Colleciion Unit. Othars ars archivad In [Jves Xno
off:slte storage
" 15. Access Rostrictions {if Yes, clte Lews) & Regulation{s) 16, Audik Requirements
Ove Rmw . .
Nena [1State []Faderal [J Independent
17, Is an Index System used? If yes, axplain briafly and cescribe requirements 18. Retommended Retention
X Yes One .
Recoids a7é filed by case aumber. On slis and archived casa files are indexed by cass number and/or 80 years
name. '
19. Name and Title of Preparer . ‘ ' ' 20. Telepﬁon~ Number | Z1. Date
Christine Ryder, Records Manager 410:222-8977 _Aprii 6, 2016

DGS 5804 (Rev. 1/93)




Instructions -Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES | AGENCVRECORDS 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 é oF (_‘1_._ 7
Jessup, Maryland 20794
410-749-1530
1. Department/Agency .2, Division 3. Unit

Anne Arunde! County Police Department

DEFNITION: REGORD SERIES: A group of related records normally filed and Used as a uit for reference as well as retention and disposioon
Eumoses. -

4. Record Series Title C ‘ 5. Earliest Year/Latest Year
Recovered Property Forms: {480 to_ .20l

6. Record Series Description {Briefly describe the types of informationtdocuments/forms fourid in the series. Include the purpose or funciion of the
series.) '

All forms used to list and document recovered property and evidence.

7. Record Series Formal(s)  Listal ) ’ 8. Record Serips Sequence 9..Volume
B Letter Sze ] Microfim 3 Asphabstical Number
CJLegal Siza ] Computer Tape B Numerical O File Drawer(s)
[] Microfiim-Reels)
‘] Audio Tape [ Floppy Disk ’ R chronclogical O computer Tape(s)
[O ©ther {specity). Unknown Quantity
] 8aund Book  [] Video Tape [ Gedgraphical )
) 10. Annual Accumulation
(] Ciner{specity)_ ‘[ Other (specity)
Numbar
] Ette Orewers)
[ Microftim Reelis)
[ Computer Tepe(s)
[ ©ther (spicity)_Unknown Quantity,
" 11.Filais Used 12. Fila Bacomas Inactive After
B3 Daly ] weexly 1 Monthly {1 Annually Numtier O Wanthisy [ Yeans)
NIA
13, Cumrent Location(s)  (Bldp.. Flaor, Room) ) 14. |s Racord Series Duplicated Elsewhsre? |\l yes, spacify agency or affice.}
Recent/cummen cases are on slie of the Property Management Unit. Others ara archived in Bves [k
ofi-site storaga. . Soma fonms Scanned and attached lo police rapart In the fald reporting sykter.
15. Access Restrictions (If Yes, ¢ite Law(s) & Regulation(s). 16. Audit Requlremerits
Ovyes Mo
Bl Mone [JState [JFedéral [ Independent
17. Is an Index System used? If yes, explairi biiefy and describe requirements 18. Recommended Retention
Bves [One -
80 years
Records are-indexed by case number which are numerlc and by year.

18. Name-and Title of Preparer 20. Telephone Numtier | 21. Date
LChristine Ryder, Records Manager 410-222-8977 April 6, 2016

DGS 550-4 (Rev. 1/83)



instructions ~Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS 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 once 7__ w M7
Jessup, Maryland 20794
5 410-739-1830
1. Departiment/Agency 2. Division 3. Unit

Anne Arundel County Police Department

'DEFINIfION: RECORD SERIES: A group of refated records normally fiied and used as a unit for reference as well as retention and dispnsiion

|_purposes. .
4. Record Series Title : ' 5. Earliest Year/Latest Year
Narcotics Ledgers 13U 10 20l

6. Record Series Description’ (Briefly describe the i_'ypes of information/documents/forms found in the series. Include the purpose or funciion of the:
series.)

Narcotics cases including suspect information.

7. Recdrd Series Formatis) Listall 8. Record Series Sequence 8, Volume
Bd Letter Siza [ bicrofim [ Alphabetical Number
[Oegaisize  [X] Computar Tape B Mumarical {0 File Drawiils)
R [ Microfilm Reel(s)
B Audio Tepa [ Fioppy Disk: Chronological [J compsder Tapa(s)
' [ Oher (specify)_Unkngwn Quantity.
[C] Bound Baok Video Tape ‘0 Geographizal
10. Annual Accurmitation
[ Other {specity)__records vary depending on fla contents. 0 Other {spesity)
Mumber
{71 Fite Déawests)
[ Mcrofim Reetis)
[ compiutér Tape(s)
[ Other (specity)_Uniknown Quantity
11, Filols Used _ I 2. File Bocomes inactive After
Daly [ Weekiy O Moritey 0 annuany Numbar [ Monthisy [ Yearis)
NIA
13. Cumrent Localanis)  (Bidg., Floor; Room) 14, Is Record Series Duplicated Elsewhere? (I yas, spadfy agency or office.)
‘Retont/cunvent cases are on site of the Narcotics and Spectal investigatiana Units, Cves Rno
Cthers are archived In off-site slorage.
15. Accass Restrictions {If Yes, cite Laiv(s) & Reguletion(s) 16. Audlt Requiréments
Bves [Ne ' s ]
‘Restrictians vary basad on content of record {open investigation, confidentlal sources, etc.) B none [ siate [ Federal [ indapendent
47: {is an Indox Systam usad? if yes, explain briefly and describe requirements 18. Recommended Retention
Byss [INe 80 ’
Records are indaxad by case number which ara'numeric-and by year. years
19. Name and Title of Preparer 20. Telephone Number | 21.Date
Christine Ryder, Records Manager | 410-222-8977 April 6, 2016

DGS 5504 (Rev. 1/83)
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Instriictions ~Type or Print a separate form for | DEPARTMENT OF GENERAL SERVICES' | AGENCY RECORDS INVENTORY

@ach new orrevised racord series. Forward RECORDS MANAGEMENT DIVISION )
with Records Retention Schedule (DGS-550-1). 7275 Waterioo Road, P.O, Box 275 3 \'f 7
' . PAGE___ N OF __etl
Jessup, Maryland 20794 i :
410-788-16830
1.. Depariment/Agency 2. Division 3. Unit

Anne Arundel County Police Department

”QI';FII\_H'I;ION: RECURD SERIES: A group of related records normally filed and used as a unit for reference. as well as retention and dispositon

| puiposes.
4, Record Series Title 5. Earliest Year/Latest Year
Narcotics Expenss Statements 1417 o 2ol

6. Record Series Description (ﬁriéﬂy describe the types of information/documentsfforms found in-the series. Inciude the purpose or function of the
seties:) '

Records of Controlled Dangerous Subs‘t'a-noe (CDS) purchases, informant payments and investigative expenses.

7. Recafd Safles Format(s) Listall 8. Record Serlos Sequence 8. Volume
Letter Size . [ Microfiim O Aipnabaiical Numbzr
[Jlegaisize []Computer Tape ] Numenical [ Fite Drinwerts)
’ : 3 Micrafilm Reei(s)
O Audio Tape  [J Fleppy Disk | B chronclogical [ Computar Tape(s)
oo ' [C] Other (specify)_Urknown Guantity,
[ tund Book [ vives Tape ] Geographical
10.-Annual Accymulition
-CJ Other {specity)_ [ Other (specity) _____
Number
[ File Drawer(s)
1 sicrofitm Reei(s)
{0 Computer Tape(s),
O Ohar {speciiy)__Unknown Quantay,
", Flja is Used ' ) 12. Fila Becomies fiaclive Aftar
[ paty ] Weenly Bd Momny [ Anwally Number O sonnts) ) Yaar(s)
NA
13.Cument Location{s})  [Bldg., Floor, Rasm) . 14. 18 Record Serfes Duplicated Elsewtiere? (If yes, specify agency or offica.)
Records are fMed by month and year, When an-slle'storage is exhausted, recosds are O ves No-
arclilved in off-site storaga. .
“15. Aocest Restrictions (If Yes, cite Lawi(s) & Regulation(s) 15, Audit Requiremants
By [CONe
Restricted based confidential EcUres. R Mocia [ state: [] Féderal. [ Independent
17. I5.an Index System used? If yes, explaln bricfly and describe requiremants 18. Recommended Retention
Byes [One .
Rucords ara indexed by month and year, 25 years
-/
19. Name and Title of Preparer. o 20, Telaphone Number | 21.Date
Christine Ryder, Records Manager "410-222-8977 | April 6, 2016
—— - —

| DGS 5504 (Rev. 1/93)
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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

410-788-1030

-AGENCY RECORDS INVENTORY

U7

PAGE _j_ OF A

1. Department/Agency
Anne Arunde! County Police Department

2, Division

3. Unit

il _purposes.

DEFINITICN: RECORD SERIES: A group of related records normally filed and used as a unit for

erence as well as retention and disposition

4. Record Series Title
Criminal Intelligence Files

5. Earliest Year/Latest Year
LoV 201y

series.)

6. Record Series Description (Briefly describe the types of information/documentsfiorms found In the series. Include the purpose or function of the

Copies of arrest warrants, investigative reports, lists of career criminais‘, gang activity, suspicious activity
reports, criminal histories, alias and nickname files, extradition files, intelligence files, statistical files.

l 7. Record Series Farmat[s) Listall
X Letter Size  [J Microfim

O iegetSize  [J Computer Tape
[0 audiovapa [ Fioppy Disk

[ Bound Book  [T] Video Yape

[ Cther {spocity)_records may vary based on collected material madia

8, Record Series Sequence
B3 Alphabetical

[ Numericat

X chronategics!

[ Geographicat

O Other (specify} .

9. Valume

Number

[ Fite Draweris)
O Microfim Reel(s)
_D Computer Tapa(s)

] Other (specity)_Unknown Quaniity,

10. Annuat Accumiutation

Number

[ File Brawan(s)

[ Microfim Reetis)
3 computer Tape{s)
(O other (specify}_Unknown Quaniity,

‘Cument/open investigations are on site of the Inteligence Unik.

0O ves

11. File ls Used '12. Fila Becomes inactiva After
Dally [ Weekly 3 mony O Annuaily Number, CIMenin(s) [ Yearts)
NIA
13, Cument Location(s)  (Bidg., Floor, Room) 14. 15 Record Series Duplicated Elsawhere? {If yas, specity agency or office.)

& No

15. Access Restrctions (if Yes, cita Law{s) & Regulation{s)
BYes [One
Restrictad based on open investigation and confidential scirees.

16, Audit Requirements

R'none [Jswate [JFederat [] independent

Bvas [Ono

alphebatically by name.

17. 1s.an Indax System used? If yes, explain briefly and describe requirements

Records are indexed case numbar which is numaric and by year, Other fMes are stored

18. Recommended Retention

Retaln § years. or until annual review deems record unjustified due to lack of eriminal auiv'igy.
whichevdr accurs stanar, Retantion’ may excesd 5 yoars with continued criminal atftivity.

19, Name and Title of Preparer
Christine Ryder, Records Manager

20. Telephone Numbar
410-222-8977

21, Date
April 6; 2016

——
DGS 5504 (Rav, 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

-AGENCY RECORDS INVENTORY

RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

Jessup, Maryiand 207984
410-799-1830

PAGE ___,{0_ OF __/ﬂ

1. Cepartment/Agency
Anne Arundel County Palice Departmant

2. Division 3. Unit

DEFINITION: RECORD SERIES: A group of related-records normally fled and used as a unit for reference a

s well as retention and disposition

PUrPeSEes.
4. Record Series Title 5. Earliest Year/Lataest Year
Mug Shots 14N v 22l .

series.)

file.

6. Record Series Description (Briefly describé the types of informaticn/documents/forms found in the series. Include the purpose or funclion of the

Mug shots are kept for all persons arrested by the department. Applicant mug shots are also kept in a separate

.7. Record Sarles Formal(s) Listall
[ ieterSize  [J Microfilm
O LegaiSize. [ Computer Tape
[0 Audio Tapa [ Floppy Disk
[ Bound-Baok ] Video Tape

E Other [specify)_35 mm and jpep

[ Other'{specity)_Unknown Quantity______

[ Other (specity)_Uniknown Quantity

8. Revord Series Sequenca 9. Volume
) Alphabetical Number
[ Mumrical [] Fite Dravear()
[ Miceotiim Reelis},
{7 chronclogical [ Computer Tape(s)
[ Geegraphical
10. Annual Accumutation
[ Other {specity) ..
’ Number
[ File Drawests)
D Microfiim Reetis):
[3 computer Yape{s)

11, Flle is Used 12, File Becomes Inactive After
B4 Daily [ weexty O Montmy [] Annyatly Number [ Month(s)
N/A

[ Yearts)

13. Currant Location(s)  (Bkig., Floor, Room)

system.

35 mm fim is archived off-shte. Elecronic phalos are stared jpegsiin the photo management

[ ¥es Ne.

14. Is Record Series Duplicated Elsewhara? (if yes, specify agency or office.)

15. Access Restrictions (If Yes, cite Law(s) & Regulation{s)
[1ves No

18, Audit Requirgmenis

Nong [ State [J Federal [ Independent

Byes [Ono

saarchable by master name index numbar (MNI) assigned locally.

17. Is an index System used? If yes, expldin briefly and deseribé requiréments

Racmls g{e'ingnxad aiphabatically by name and in photo management system also indexed and

18. Recommended Retention
80 years

19. Name and Title of Preparer’
Christine Ryder, Records Manager
y g

21. Date
April 6, 2016

20, Telephone Number
410-222-8977

DS 55044 (Rav. 1/83)



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

AGENCY RECORDS INVENTORY

RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

Jessup, Maryiand 20794
410-789-1930

w7

PAGE {[ oF

1. Department/Agency
Anne Arundel County Police Department

| 2. Division

3. Unit

DEFINITION: RECORD SERIES:; A group of related recor,ds normally fited and used as a unit for reference as well as retention and disposition.

|l_purposes.
4, Record Series Title 5. Earliest Year/Latest Year
FingerprintPaim Print Records (a3 w_Zole

1

series.)

6. Record Series Description. {Briefly describe the types of information/documentsfforms found in the series. Include the purpose or function of the

All persons arrested by the department for misdemeanors and felonies have their ﬁngerpnnt impressions
recorded. Certain persons aléo have their palm print impressions recorded.

7. Record Sertas Formal{s} Listall
[ Lettersize [ Microfiim
Owegaisike  [J Computer Tape
[ Audio Tape:  [] Floppy Disk
(O Bourdi Book [ video Tape

{¥] Other {spacify)_fingarprint cards

‘8. Record Seriss Sequente 9. Volume.
[ Atphabetical Numbar
%} Numerical [ Fite Drawer(s)
[ icrafitm Ras(s)
[ chronclogical [ Computer Tape(s)
[ otier (specity)_ynk
[ Geographizal ,
10. Asinual Accumudatian
O other (spesiy) '
‘Numbar
[ File Orawerts)
[ mMicrofiim Resi{s)
O Computer Tapsas}
[] other (specify)__Unimown Quaniity.

11, Filo is Used 12, Fils Becomas Inactive Afer
Xl Daily O wooy O mentnty [ annuaty Number [ Manth(s)
A

0O Yenis)

13, Current Location(s)  {B)dg.. Floor, Room)
Cards are stared an site of the Evidence Callaclion Unit

& ves F_"I No

14, Is Record Seres Duplicated Elsewhere? (If yos, apacily agency er office.)

Eladmnic Images oﬂha fingerprints.are saved to an archive server.

"15. Access Rosticlons (If Yes, cite Law(s) & Rogulation(s)
"Yes Hno

16. Audit Requiremients

Rinone [lSwte [ Fedordl [ Indepondent

Ryes DONe

‘17. I8 Bri Index Systemn used? If yes, explain belefly and dascribe-raquirements

Racards are indexed and searchable by master name index numbér (MNI) assigned locally.

18. Recommended Retention
B0 yaars

19. Name and Title of Preparer
Christine Ryder, Records Manager

21. Date
April &, 2016

20. Telephone Number
410-222-8977

DGS $50-4 (Rev. 1/93)




Instructions ~Type or Print a saparate form for
©ach naw or revised record series. Forward

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

with Records Retention Schedule (DGS'550-1)

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

Y7

once__ | Loor_n 1!

410-768-1830

1. Department/Agency 2. Division-

Anne Arundel County Palice Department

3. Unit

DEFINITION: RECORD-SERIES: A-group of related records normally fled 2nd used as a unit for reference.as well as relention and disposiion

purposes.
4: Record Series Title 5. Earliest Year/Latest Year
Slap Card File _a3e to 2080

séries:) )

degcription of the charge.

8. Record Series Description (Briefly describe thetypes of information/documents/forms found in the seriés. Include the purpose or function of the

Each apphcant and person arreated by the department prior to implementation of electronic ﬁngerpnntmg lias a
Slap Cird. This is a 4 x 6 card with four finger simultaneous plain impressions. On the reverse side is a brief

7. Record Series Formatl(s) Listall B, Record Series Sequance 8. Volume
" Jietersize [T Microfim D atphabetica Number
‘Dliegaisife [ Compiter Tapa B Numerical [ [JFile Drawer(s)
O Microfim Réetis)
(Ol Augio Taps [ Floppy Disk [ chronological [ Computer Tagefs)
. ] Other (specity)_Unimown Quantity.
OecundBock [ video Taps [0 Geographicar

10. Annual Accumidation

‘B Other (specity)_ fingerprint Index card 3 Other (specity}
Number
D File, Drawer(s)
[ Mierafim Reeiis)
[ Computer Tapais)
[ Otner (specify)_Unkiown Guantity.
11, File is Used 12. File Becomes Iriactive After
Dally 3 weeky O monty [ Annualiy Numbar O Morith(s) [ Yearts)
NIA

13. Current Locaton(s)  ([Bldy., Floor, Room)
Cards gre atored on sita of the Eviderico Collectioh Unit

14. Is Record ‘Series Duplicates Elsewhera? ( yos, specify agency or offica,)

Oyes. [Hno

15. Access Resirictions (if Yes, vite Law(s) & Regulatian(s)
O ves B} No

16, Audil Requiremanis

B vone [JState. {J Federat [J Indapendem

17, laan Indu System used? It yes, expiain briefly and describe requh-emsnls

.Yaa CINe

Revords are Indexed and searchable by masler.name index number {MNI} assigned locally.

18. Recommended Retention
80 yeurs

19. Namé and Title of Preparer
Christine Ryder, Records Manager

DGS 550-4 {Rev. 1/93)

20. Telephone Number
410-222-8977

21. Date
Agril 6,2016

e
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Instructions ~Type or Print a separate form for | DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
sach.new cor revised record series, Forward RECORDS MANAGEMENT DIVISION ’ 7
with Records Retention Schedule (DGS 550-1) 7275 Watérloo Road, P.Q. Box 275 Page __13_ oF , H

Jessup, Maryland 20794
410-788-1930
1. Department/Agency 2. Division 3. Unit

Anrie Aiundel County Police Depariment

DEFINITION: RECORD SERIES: A graup of related recards hormally iled and used as a Unit [ar reference as well.as retention and isposon
purpcses,

4. Record Series Title : . 5. Earliest Year/Latest Year

Department Persannel Files 1934 10_Z0tke

6. Record Series Descriptiors (Briefly describe the types of infarmation/documents/orms found In the series. Include the purpose or function of the
series.)

Liocal, departmental records of employees of the police department.

7. Record Series Farmat(s) Listall ‘8. Racord Sarles Sequenco 9 Volums
B tatierSze [ Microfim A B3 Aiphabetical Number
[ tegalsize [ Computer Tape [ Numericat [ Fita Drawerts)
[0 Microtim Reel{s)
O Avdio Tape ] Floppy bisk {1 chronciogical [ Compuiér Tapeis)
1 OO Other (specity)_Unknown Quanthy,
[ sound Book [ Video Tepe [ Geographical
' 10. Annual Aécumiylation
[C] Cther (specify)_lingemrint index card : [ Other {specity) _____
Number
O File Drawents)
[ microfim Raalfs)
[0 computer Tapels) N
[ other {specily)_Unknown Quentity________
11, File Is Used 12. Fite Becomes Inactive After
[ paty [ waexty 3 Monthty [ Anrwaly Number CInmoninis) [ Yeeris)
NIA
13, Currend Location{s)  (Bidg., Finor, Room) 14, Is Recond Series Duplicaled Elsowhera? {If yes, specify agency or office.}
Cards ara stored on sit¢ of the Parsonnel Unit. Non-active employee recards ere archived Bves [Ono
off-site. Some {ila.contents gre also stored at the County Personnel Office
15, Access Restriclions (f Yes, cite Law(s) & Regutation(s} ’ 16. Audit Requiremants
Bdves [Jie
Some persannel records protecied acsording o-vailous laws end basa on.requasior, R Neris [Jswte [JFediril [ Independent
17. (s an Index System used? I yes, explain briefly and desceibe requirements "1 18. Recommended Retention
Yes One : 30 yaars
Records are indexnd and searchable alphabetically byname,

19: Nama and Title of Preparer 20. Telephone Number | 21. Date
Christine Ryder, Records Manager 410-222-8977 Apri 6, 2018

mm, ——

— — — —

OGS 550-4 (Rev. 1/93)



_Instructions ~Type or Print a-separata form for
‘each -new or revised record series. Forward
with Records Retention Schedule. (DES 550-1)

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

Jessup, Maryland 20794
410-785-1830

—
T AGENCY RECORDS INVENTORY.

q7

m'ss__ﬂ_ ofF a7

1. DepartmenVAgency 2. Division

Anne Arundel County Police Department

3. Unit

purposes.

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

4. Record Series Title
Crossing Guard Filas

5, Eartiest Year/Latest Year

_892 w 20w

series.)

8. Record Serles Description (Briefly dascribe-the types of information/documentsforms found.in the seres. Inciude the purpose or function of the

Personnel and payroll records for all present and former erossing guarda.

7. Racdrd Series Format(s) List atl 8. Record Series Sequence 9. Volume'
R uettersice [ Microfim [ Aiphabetical Number
O tegarsize [ Computer Tape L} Numericar [ File Grawer(s)
O Microfiim Reells)
[ Autio Tape [ Floppy Disk I Civanslogieal 3 Computer Tapeis)
£ otier (spacify)_Unknowsn Quanthy.
[J eound Book [J Video Tape [ Geographicat
10, Anrual Aceurmutation
[ Other {specity)_fingerprint index card ] Omer (specityy '
Number
[ Feé Drawer(s)
O Mierylim Reel(s)
[} Computer Tapa(s)

[ Other {specify)._Unknown Quaniity.

11. Fife ts Used

B Dsity O weenty O Monthty a Annually'

12. File Becomes Inactive After

Number DO Montigsy [ Year(s)

N/A

13, Ganrent Locallon(s)  (Bldg., Fisor, Room)
Records-are stored on site of tha Schaol Safety UnH, Non-active Crossing Guard records are

archived off-slte.

14. Is Record Serigs Duplicated Elsewhere? {|f yes, spacify agency or office.)
Byes One

Somie file conténts are also slored atthe County Personne! Office

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

Byes [One
Soma personnel recards protected according to various laws and baseo on requesior,

16. Audil Requirafments

B none [ Stite [] Federal [ Independent

17. 1§ an Index System used? ITyes, explain briefly and daseribe requlrements

Rvyes [
Records aré indexed and searchable alphabetically bynams.

18. Recommerided Reterition
Retain 30 years from last year of seivice then destroy;

19. Name and Title of Preparer
Christine Ryder, Records Manager

20. Telaphone Number
410-222-8977

21..Date
April 7, 2016

|

DGS 5504 (Rev. 1/83)




Instructions ~Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES | AGENCY RECORDS INVENTORY.

each new or revised record series. Forward RECORDS MANAGEMENT DIVISION 7
with Reccrds Relention Schadule (D_GS-550-1) 7275 Waterloo Road, P.Q. Box 275 paGE —l i oF ,\'f
Jessup, Maryland 20794
_ 4107881830 .
1. Department/Agency * | 2. Division ' 3. Unit

Anne Arundel County Polic§ Depariment

| DEFINITION: RECGRD SERIES: A group, of related re_cordé normally filed and used as a unit for i‘eferenr_:a as well as retention and disposilion
puposes. . .

4, Record Series Title ; ' 5. Earliest Year/Latest Year
Reserve Officer and Volunteers in Police (VIP) Files a8 to_2.0o\e

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

series.)

Records of Reserve Officers and Volunteers in Police Service.

7. Record Serles Formal(s) List al ‘ 8. Record Serles Sequence 9. Volure

X LatterSize  [J Microfim B Apnabeticat _Nu‘mb'er
(Jtegitsza [ Computer Tape . 7 Numerical 3 Fite Drawer(s)
. [0 microfilm Re&(s)
[ Audio Tape  [] Floppy Disk [ ¢hronological ] Gomputer Tape(s)
[0 Other (specity)_Uriknown Quantty
[ 8gund Book (] Video Tape ’ ] Geagraphical
10. Ahnual Azsumulation’
[ Other {specify)_fingerprint index card [ Other (spedily) ___
: - Number
‘O Fie Drawes(s)
[ Microfilm Reel(s) -
[ compiter Tape(s)
[J Other {specily)__Unknown Quantity.
1. File is Used 12. Fila Becoines Inactive ARer
B3 Daily [ weekiy 3 Monthy [1-Annualty Number Dmonnsy  ['Yearis)
: ' NIA .
13, Cument Location{s)  (Btdg., Floor, Room) } 14. 13 Recard Sarias Duplicated-Elséwhere? (It yes, specily ageney or office.)
Records are stored on site of the Community Relations Section. Mon-active Reserve Officers Bd ves ONe
and VIPS" records are archived off-site: Some file contenls are ziso stored &t the County Personnel Office
1s. Accass' Restrictions (If Yes, ¢ite Law(s) & Regulationis) " " 16. Audit Requirements ’
yes [IMo ) . , . )
‘Same personnel records protected according {0 various laws and base on requestor, & Nore- []State  [] Federat [T indepandant
17. Is af Index Systemn used? |l yas, explain brisfly and describe reguirements . 18. Recommended Reienti'on
®ves [Ore _ , Retain 30-years from last-year of service then destroy.
Records gre'indexad and searchatile siphabétically byname.
!

19. Name and Tille of Preparer 20. Telephone Number | 21. Date
Christine Ryder, Records Manager 410-222-8977 April 7,-2016

] DGS 5504 (Rev, 1/83)



— e

Instructions ~Type or Print a separate.form for | DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
each new or revised record sefies. Forward RECORDS MANAGEMENT DIVISION v{(
with Records Retention Schedule (DGS 550-1) 7275 W;terloo Road, P.O, Box 275 PAGE l L oF V4 7
Jessup, Maryland 20784
410-769-1930 i
1. Department/Agency -| 2. Division . 3. Unit !

Anng Arundel County Police Depariment

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

‘1| _purposes.
4. Raecord Serigs Title _ 5. Earliest Year/Latost Year
DR-15 Forms and DR-15 Logs {Driver Advice of Rights) . AP0 to_ 2Bty

6. Record Series Description (Briefly describe the types of information/documentsffiorms found in the series. include the purpose or function of the
series:)

Copises of forrn DR-15 issued during amrest for driving whila Intoxicated {DWI) or driving under the influence (DUI) including temporary driver's license”
and logs of citations Issued to officers.

7. Record Series Format(s} List all 8. Record Series Sequence 8. Valume

B Lotter Size [ Micfofiim [ aphabeticat Number
[Otegaisize  [J Computer Tape & Numorical ] Fiis Drawans)
[ Merofitm Rael(s)
[ Audia Tape  [[] Floppy Disk [X] Chronological 3 Compitet Tape(s)
- [ gmer (apecity) Unknown Quaniity
[ ecund Baok [ Video Tape [ Geographical .
10, Anhudl Accumidlation
{0 othar Es’pedfy)_ﬁngemhl index card . [ otner (specity) _____
Number
[ Fite Orawer(s)
[ Microfim Reelfs)
[ computer Tapas)
. T Other {apesify)_Linknown Quantit,
11, Ello i Used 12. Fils Becornes Mactive After
& Daily O weekly 0 Monthiy 3 Annuatty Number O menth(s) - [J'vear(s)
’ : NA
13. Current Location{s)  (Bldg., Fioor, Rgom) : 14. 1s Record Series Cuplicatad Elsewhera? {ityes, specify agency or office.)
‘Retords are stored on sila of the District Station it-originates and with.the police report. Bves [no
DR-15 forms ere scanned and atiched to the poilce raport in Ihe fleld seporting system.
‘18,.Access Rastrictions (If Yes, cite Lawi{s) & Regulation{s) * 16. AuditRequirements
[OQyes [No
R nose [] Swater [J Federat  [J Independent
17. s an Index Systam used? f yes, explain briefly ang describe requiremegnts 18. Recommended Reteniion
Bvyes [Dne ) 5 years
The DR-15torms are Index accerding to asslgned case number which {s numerically
searchabile.
19. Name and Title of Preparer 20. Telephone Number | 21, Date
Chrisline'Ryder, Recorss Manager 410-222-8977 April 7, 2016

DGS 5504 {Rev. 1/83)



each new or revised record series. Forward

Instructions.~Type or Print a séparate form for -

with Records Retention Schedule {DGS 550-1)

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

410-783-1830

AGENCY RECORDS iINVENTORY

PAGE _‘1 OF _.(j_7

4. Department/Agency
Anne Arunde) County Police Dapariment

2. Division.

3. Unit

urposes.

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

4. Recard Series Title
Cash.Receipt and Journal Reports:

-~

5. Eaifiest.Year/Latest Year
2018 to Tblw

series.)

6.'Record Series Description (Briefly describe thé:types of information/documentsfforms found in the series.. Include the purpose or function of the

Rieports of cash recaipts for records provided to the public and from payment of non-moving viclations including records of audit.

7:'Record Serlés Format{s) List ad
LetterSize [} Microfim
[JtegelSiza  [JComputer Tape
O audinTape [ Floppy Disk
[0 Bound Bosk ] Viteo Tape.

0 Other (specity)_register rofl raceipts inchided

8. Record Seriea Sequancs
[ Alphabstcat

[ Numerical

[X] Chranotagical

{0 Geographkal

1 0] Other (specy) ____

9. Volume

Nurviber:

[ 2o Drawsr(s)
[ Micsofim Reel(s)
O Computer Tapeis)

[} Other {specity)_Unkriown Quantity________

-10. Annwal Agcumulation

Number

[ Fite Drawerts)
0] Microfiim Real(s)

.0 Computer Taps(s}

3 Gther (specfy)_Unkngwn Quantity

11, Fite i Used

[ Oally [0 waexty

O wontly 3 Anmsally . Number

NA

12. File Becomes.Inactive Afier

ClManthis) [ Yearts)

13. Current Lecsllan(s)  (Bidg., Floor, Rcom)
Records are siored on sita at Central Records

O ves

14. Is Recorid Serlas Duplicated Elsgwhare? (I yes, spacify agency or affice.}

Xl No

15, Acoaes Restrictions {if Yes; dia Law(s) & Regulation(s)
Oves [Xno

16, Augit Requirsrents

R Mone [ 'state. [ Federal. [Jindependent

Oves Rno

17. Is an Irdex System usad? if yes, explain briafly and descsitia requiremants

5 years

18. Recommended Retention

19. Nartie and Title of Preparer

DGS 550-4 {Rev. 193

-20: Telephone Number | 21.Date
Christiné Ryder; Records Manager -410-222-8977 April 7, 2018
— —— — ————————




Instructions -Type or Print a8 separate form for
each new or revised record series. ‘Forward with
Records Retention Schedule (DGS650-1)

DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTORY:

RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794.
410-792-1930,

PAee‘__l.ﬁ_ OF _/_i7

1. Department/Agency .
Anne Arundel County Police Department

2. Division

3. Unit

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference.as well as refention and gisposiion PUIPGSEs.

4, Record Series Title
Suspect, Modus Operandi, Crime Analysis Files

5. Earliest Year/Latest Year

200915 _2Zovy

series.}

These are filas compliéd 1o agsistin the investigation of cases or pattern crimes, including Field Interrogation Reports (FIR).

6, Record Series Description (Briefly describe the types of information/documentsfiorms found in'the sefies. Include the purpose or function of the

Recordss are siored on site at the CAma Analysis Unlt and within thelr computer systems

OYes: [@AnNe

7. Racord Serles Formal(s} Listall 8, Record Series Sequencs 9. Volime,
B Lattersze [ Microfiim (] Alphabetical Nuniter,
[regatsize (] Computer Taps. O Numertcal Orie ufawgi(a)
[ Micrefilm Reelisy
[ audio Tape [ Floppy.Disk O creonolegical ] Computer Tape(a)
L] Othier (specity). Unkngwn Quantity_________
[ 8ound Book  [] Video Tape &) Geographizal-
10. Apnuzal Accumulation
[C] ther (spedily)_Compuler sysiems epplications [ Other (specity) ___
Number
[0 Fée Drawer(e)
] Microfilm Reel{s)
[ Computer Tape(s)
[ Other {specity)__Unknown Quanity,
11. File Is Used 12, Fits Becomes Inactive After
& bay O Weekly [ montny ] Annually Number O vioninis) [ Yearts)
NIA
13. Curent Location{s)  (Bldg.; Floor, Room) 14. Is Record Serles Duplicated Elsewhere? ({If yes, specily agoncy or office.}

15, Accass Restricions (1 Yas, ciie Law(s) & Regutation(s)
Ove: Eno

16. Audit Requiremants

R None []5wie [JFedera [ lhdapmdeﬂt.—

' 17, is'an Index Systam yasd? if yos, expliin briefly and descibie fequirements

Oves [ONo
Computer systems contain dalz indexed by name and crime iype; FIR dals indexid numericatly by
thcally dssigned FIR numbers as well aiphabelically by niame

18. Recommended Retention

If part of a specific case file, rétain in-accordance with retention pariod
forthat case file. If not part of a specific case, destroy after 5'years.’

19. Name:and Title of Preparer
Christine Ryder, Records Manager

20. Telephone Number
410-222-8977

21. Date
April 7,2016

—

DGS 5504 (Rev. 163}



Instrictions ~Type ar Print a separate form for
each new, or.revised record series: Forward
with Records Retention. Schedule {DGS 550-1)

DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTORY

RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794
410-798-1930

PAGE _,_CI_ oF A"

M7

1. D‘epaﬁrhenthgency
Anne Arunde! County Police Department

2. Division

3. Unit

DEFIN TTIGN: RECORD SERIES: A group of related recorgs nommally Tiled and used as a unit for reference as,well as retention and GiSposiion

|_purposes.
4, Record Series Title 5. Earliest Year/Latest Year
'Fingerprint Records _ZD\O 5 20t

-series.),

Couit ordered printing records and applicant logs-

- 6. Récdrd Series Description {Briefly déscrite the types of information/documents/forms found in the series. Inciude the purpose or function of the

7. Record ‘Series Fermat(s) List all .

8. Record Serles Sequance 9. Valume
X tetterSza ] Microfim O Alphabetical Number
[iegaisize [ Computer Tape O Numerical [JFilo Drawer(s)
[ micromim Reeis)
[ audio Tape [ Floppy Disk {®] Chranelogical [0 -Computer Tapais)
[0 Ginier {specity)_Unknown Quantity____
[ Bound Book  [] Video Tape E] Geographical
10; Annual Accumuilation
[ Other (specity} ' Other (specity) ___—
. Nunber
2 Fie Drawer(s)
[0 Miceofiim Reelis)
[ computer Tapafs)
[ Other (specity)_Uriknown Quantity
11. File fs.Used 12. Fils Becomes Inactive After-
B3 paity ] Waekly ] Monthly 3 Annwatly. Number OO Month(s) [ Yearis)
N/A

" 13: Cumerit Location(s)  {Bidg., Ftoor, Rloorn)
.Log records ara maintained in tha District Station whare they criginated:

Ovee Rne

14, Is Record Seri¢s Duplicated Elswhere? (Il yés, spacify agency or ofica.)

18, Access Restrictions (¥.Yes, cile Law(s) & Regulationis)
OYes Xno

16. Audl) Requirements

B none []Siae [ Faderal [7]independant

1 ¥es No

17. 15 an Index System used? If yes, axplain briefly and describe requirements

18. Recomménded Retention

19. Name and Title of Preparer
Christine Rydar, Records Manager

4 years
20. Telephone Number | 21. Date
410-222-8977 April 7, 2016

DGS-5504 (Rev. 193)




 Instructions -Type or Print a separate formfor | DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY

eachnew or revised record sefies. Forward RECORDS MANAGEMENT DIVISION . v
with Récords Retention Schedule (DG§-550-1) 7275 Waterloo Road, P.Q. Box-275 PAGE T OF 7
' Jessup, Maryland 20794

410-7608-1530 .
1. Dépaitment/Agency 2. Division 3. Unit

Anrie Arundel Counly Police Depariment’

DEFINITION: RECORD SERIES: A group-of related recards normally fited and used &s a unit for reference as well'as retention and disposition
_ purposes.
4, Record Series Title ‘ 5. Earliest Year/Latest Year

'ONA Coilection Logs 20T 10 2o\

6. Record Series Description {Briefly describe the types of information/documents/forms found in the series. Include tha purpbse or function of the.
series.).

Logs :of'leA'mlledion by Booking Officers.

7. Record Series Format(s) Listall . 8. Record Series Sequence 9. Voluma
B6J Lettersize [ Micrefilm [ Aphabstical Number
Ouegasia [ Gomputer Tape ] Mumerical [C] File Drawar(s)
' . [] Miérofiin Reetls)
OAudio Tape [ Fiéppy Disi . X crronological ] Computer Tape(s)
[ Giner (specity)_ Unknown Quantiy_______
] Bound Bock [ video Tape [J Geographical i .
10; Anniial Accumulation
Clother(spectty).__ O other (specity) —___ -
Number
O Filo Drawer(s)
[ miciotim Reel(s)
. computer Tapels)
{3 otfier (specity)_Unknown Quaniity__
11, Fita Js Used 1 ’ ' 12. Flla Becomes inactive After
X Daily ] weeky 3 sonthly [ Annuatty _ Number D'Mdnlﬁ{i) [ vearis)
N/A
13, Cument Lotation(s)  {Bldg., Fkogr, Roam), 14, 15 Record Serlps Dupficated Eisewhere? (i yes, specify agency or office.) -
Lag records ara maintainied in the District Station where thay originatéd. ] Yes No.
15, Aweas Restrictions {If Yes, cils Law{s) & Regulation{s) 16. Audit Requiramonts
Oves B No .
t B Nona [ Siate [JFedera! [ independant
17. Is an Index System used? If yes, axplaln bilefiy and describe requimmrits 18. Recommended Retentic'm,.
‘ Oves No ~ 4 years
l _ .
i | 19. Name.and Titta of Preparer: 20, Telephone Number | 21. Date
Christine Ryder, Records Manager- . M 0-222-8977 April 7,.2018

DGS 5504 (Rav. 183)




instrictions ~Type or Print @ separate-form for DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY

i

each new-or revised record series. Forward RECORDS MANAGEMENT DIVISION lfl 5
with Records Retention Schedule {DGS 5§50-1) 7275 Waterloo Road, P.O. Box 275 - " oF ¢
Jessup, Maryland 20794
410-793-1830
1. Department/Agency 2. Division: 3. Unit

Anne Arundel County Police Dapartmenit

DEFINITION: RECORD ‘SERIES: A.group of rela'led records nomally filed and used as a unit for reference as well as retention and disposition

|_puirpioses:

4. Record Series Title . 5. Eanliest Year/Latest Year
Teletype Stolen Property Data Sheéts Lo\ to_ 2D\

-

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

series.).

Documentation of stolen property entered into Nationa) Crime Information Center (NCIC)

" 7. Record Serles Format(s) List all 8, Racard Serles Sequence 9, Volume
B Letter Size [ Microfiln D Aiphabatical Number
CJregatsize  [J-Computer Tape B Numerical O Fite Drawerts)
. [ Microtitm Resl(s)
‘D AugioTepe [ Floppy Disk 3 chronctagical O Computer-Tapats}
’ [3 Qtiver (spexify]_Unknown Quantity___
[:I Bound Bock [ Video Tepe, ] Geagraphical
10. Annual Accumulation
O other (specity) [ Other (specify) ______
Numtier
3 File Draiver(s)
[ Microfitm Ree{s)
[ Computer Tape(s)
O Other {spacity)_Unkncwn Quantity________
11, File Is Used ' 12. Fite Bacames fnactive Aftar
& Daily [ weakly O Moty [ Arvowally Number CImonns) [ Yearts)
NIA
13, Cument Location(s}  (Bldg., Floar, Rogm) o ' 14. Is Record Serles Ouplicated Elsewhers? (i1 yes, specify agency or offica.) I
Records are held in the Communications Section Teletype Unil, Oves o
15. Accass Restrictions {if Yes, cite Law(s) & Ragulation(s) 16. Audh Réquirements
[ Yes: No .
B2 Nane. [ State [J Federsl "] Independent
17. Is an Index System used? If yes, explain briefy and desciibe requiremants 18. Regommended Retenﬁun
Yes, [Jie 3 years
Recards are indexed by number assigried from Natidnal Crinie (nfarmation Center (NCIC)
19, Name and Tille of Preparer 20. Telephone Number | 21. Date
Christine Ryder, Records Manager 410-222-8977 - April 7, 2016

DGS 550-4 (Rev, 1/93)



_Instructions ~Type or Print a separata form for DEPARTMENT OF GENERAL SERVICES | AGENCY RECORDS INVENTORY.

each new or revised record series. Forward RECORDS MANAGEMENT DIVISION q7
\ . . 3 _ : N . . L :
with Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275 FAGE }_ o _/_
Jessup, Maryland 20794
410-763-1030
1. Department/Agency 2. Division 3, Unit

Anne-Arundel County Police. Department

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

pUrposes. :
4. Record Series Title 5. Earliest Year/Latest Year
Late List Anid o Zoe

6. Racerd Series Description (Briefly describe the types of information/dacumentsifarms found in the series. Include the purpose or function of the
series:)

Weekly repont to Commanders of reports not.sant ta Céntral Récords for processing

7. Recard Series Format(s)  Listall ) 8, Recard §eries Sequence 9. Volurne

[Jeenersize [ Microfim ] Atphabeticet Number
O tegarsize [ Computer Taps 0 numerkcal | [J Fite Drawerts)
1 O microfim Resl(s)

D AudioTape [ Froppy Disk [2) Chronlogien) [ computer Tapeis}

[0 Other (specity)_Unkriowh QUantity______
{7 Bovnd Boox ] video Tepe J Geographical

' 10, Annuat Accuruiation

[ Other (specity)_Computer [Excel) iy, [ Other (specity) ____

Nuriiber -

L] File Drawer(s)

[ Microfilm Reel{s)

1 compter Tapals)

] Other {specily)_Urknowni Quantity _____
11, Filels Used ' A 12. Flle Becomes Inacliva Aftar

. O] oaiy &) Weesly 0] Montily [ Annwaty Numtyer O Monmis) [ Yearts)
NA ’
13. cumm_ueaﬁon[s) (Bidg., Flaar, Room) 14. (s Record Series Duplested Eisewhere? (If yes, opecily agancy or office.)
Racords are maintained on Records Manager's éomputer EJ.ves O ne
Reconds locatad in sant email recards for one year.
15. Access Restrictions {If Yes, ¢its Law{s) & Regulation(e) 18. Audil Reduirgments i
O Yes B No .
B nore (] siate [JFederal [ Independent’
17, iz an Index System used? Ifyes, explain biefly and destribe requiremmenti | 18. Recommendad Retention
Blves [ONe ' . 1 year

Records are indexed by date created and disseminated.
49. Name and Title of Preparer 20. Telephane Number | 21. Date
Chiristine Rydet, Records Manager 410-222:8977 April 7, 2016 ‘

DGS 550-4 (Rev. 1/53)




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

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.0. Box 275
Jessup, Marviand 20794

410-795-1930

AGENCY RECORDS INVENTORY'

13

PAGE AT OF __, 17

1. Department/Agency
Anne Arundel County Police Depdrtment

2. Division

3. Unit

PUIPOSES.

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

4, Recqrd Series Title
Court Nétice of Collection of Payment:

5. Earliest Yaar/Latest Year
2011 to_2bMWe

series.}

Financeé

6: Record Series Description (Briefly describe the types of information/docurnents/forms found in the series: Include the purposs or function of the

Notification that the court has collected payment on a CiviliCriminal Citation.and are forwarding payment to the Anne Arundel County Department of

7. Record Series Format(s) Listal
[J Letter Size [ Miomofim '
O lLegalsize ] Computer Tapa
O AudioTape ] Floppy Disk

] Bound Book-  [] Video Tepe

" | ‘8. Record Sories Sequenca
[[] Atphabstical

O Numerical

3 Chronologieal

[0 Geographicat

9. Volume

Number

[] File Draweris)

[] Microfiim Ragk(s)

O Computer Tape(s)

[ Cther {specity)_Unkerawn Quantity.

-10. Annuet Acsumulation

Records e maintained in the Manegement Planaing Office

[ Yes

[ Other (specily) [0 Other (specity)
Number
[ Fiie Drawer(s)
[] Microfitm Reelfs)
[ Computer Tapzis)

: {0 Giher (apecity)_Unknown Quantity,
11, Flie iz Used 2. File Becomas Inactive After
Dally ] Weakly O -monthiy O Arnualy Number O Mentmis) [ Years}
A
13: Cument Location(s)  {Bidg., Floor, Reom) 14, I Record Serles Duplicated Eisewhera? (!f yas, specify agency or office’) -

B3 No

15; Ascuss Restrictions (If Yes, cite Law(s). & Regulation(s)
] Yes Na

16. Audit Roquiremants

R None [Jswie [ Federal [1independent

Oyes Eno

17. Is.an Index System used? Ifyes, explain briefly and dascribe' feguirements

dyears

18. Recommended Retention

19. Name and Tilte of Preparer
. Christine Ryder, Records Manager

20. Telephone Number
410-222-8977

21, Dale

| Apri7, 2018

OGS 550-4 (Rev. 1/83)
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instructions ~Type o Print a separate form for DEPARTMENT OF GENERAL SERVICES ——AGENCY REGOADS INVENTORY.
.each new or revised recird series. Farward .RECORDS MANAGEMENT DIVISION "I 7
R o ) PN | . 2! Y
with'Records Retention Schedile (DGS-550-1) 7275 Waterloo Road, P.O. Box 275 paGE 7 oA
) Jessup, Maryland 20794
410-795-1930
1. Department/Agency 2. Division’ 3, Unit

Anne Arundel County Police Department

DEFINITION; RECORD SERIES: A group-of related racords normally filed and used as a unit for reference-as well as relention and disposition
purposes. '

4, Retord Series Tifle 5. Eatliest. Year/Latest Year
Bad Check Notices 200 to_2doue

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

Notice of bad checks received for payments of fines or services from the County Department of Finance

7. Racord Séries Formai(s) List all 8. Racord Series Sequance ‘9. Valume

Eienersize  [J Microfiim O Asphabetical Number
‘Diegaisize [ Computer Tapa [ Numgrical [ Fie Dravrorts}
[ Microfiim Rae(s)
‘[ Audio Tape  [J Floppy Disk i [X Chrenatogical [3-Computar Tape(s)
3 Otrer(specity)_Unknown Quantity,
[ 8ound Book ] Video Tape [ Geographical [
10. Annual Accumulation
{7 Other (specity) 7 Other (spedity) ____
Number
0 Fie Drawer(s)
[J Mlerofitm Reei(s)
. [ Computer Tape(s)
‘| [ othes (specify),_ Unknown Quantity,
11. Filel5.Used 12. File Becomes Inactive After
[ Daty O Weekty 0. Monthly 3 Annuaty Number O ispnings) [ Yearis)
NIA
13. Current Location{s)  (Bia., Floor; Room) , 14, 1s Recard Series Dupilcated Elsowhera? (If yes, specify agency or ofiica.)
Records are maintained in the Cantral Records Section Office Oves: Xno .
15, Access Restrictions {f Yes, cite Law(s) & Regulation[s) 16. Audit Requirements
Oves Moo :
R None [J State. [JFederat [T} dependant
17. Is an Indox System used? |l yes, explain briefly and describe requirements 18. Recommendéd Retention
Oyes BMne Syears

19. Name and Title of Preparer 20. Telephone Nufmber | 21. Date
Christiné Ryder, Records Manager 1 410-222-8977 -April 7, 2016

DGS 550-4 (Rev. 1/83)


http://11.Filels.Used

each new or ravised record serfies. Forward
with Records Retenlion Schedule (DGS 550-1)

Instructions ~Type or Print a separate form for

—

DEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794
410-799-1930.

AQENCY RECORDS INVENTORY II

PAGE _317_5. oF _Jl?'

1. Department/Agency
Anne Arundel County Police Department’

2. Division

3; Unit

DEFINITION: RECORD SERIES; A group of related records narmally fiied and used as a unit for reference-as well as retention and dispusitioﬁ

-

pUrposes. .
4. Record Series Title 5. Earliest Year/Latest Year
VR119 _2ou_ to_2ole

series.)

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

Receipts issued to cilizens when they have paid their outstanding Parking/Redlight fines after their registration has been flagged.

7. Record Series Formal(s)  List all
[Jtomersze [ Microfim
[ tegaisize [ Computer Tape
| [JavgioTepe [ Floppy Disk

] sound Back  [] Video Tape

[ Oiner (specity)_Motor Vehicls Admintstration Raceipt back__

8. Record Series Sequence

[ Other (speiity)_Unkriown Quaniity

9. Volume
[ Atphabetical Nurmbrer
O rumestcat ] Fitle Orawer(s)

] Microfitm Resi{s)
[X] Chronological [ Computer Tape(s)
[ Geographical

10. Annysl Accumulgtion
[ Cther {specity)

Number

[ File Drawiiis)

[ Microfim Reel{s)

[ Computer Tapeis)

[, Othes (specify)_Unknowh Cuantity,

Records are maintained in the Central Records Section Office

Oves [BEno

11. Fita Is Used Il 12. Fila Becomesinactive After
B3 paily [ Weexty O Manthy O Annuatly Number CImonthts) [ Yeanis)
NA :
13 Cument Lacation(s})  (Bldg., Floor, Room) 14. Is Racont Series Duplicated Elsewnera? (if yes, specify agency or office.)

15, Access Resirictions {If Yes, cite Law{s) & Regulation{s)
O Yes No

18, Audit Requirements

" R Nonw []Sisie [)Federat [ lndependent

Oves No

17. 13.an indax Syalam used? If yes, explain brieflly and dascribe requirements

3years

18. Recormmended Retention

19, Name and Titie of Preparer
Christine Ryder, Records Manager

20. Telephone Number
410-222-8977

21, Date

April 7, 2016

DGS 5504 (Rev. 1/83)



Insiructions —~Type or Print a separate foim for
each.new or revised record series. Farward
with Recards Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES . AGENCY RECORDS INVENTORY.

RECORDS MANAGEMENT DIVISION -y "t .7
7275 Waterloo Road, P.Q: Box-275 PAGE 7 o .

Jessup, Maryland 20794
410.795-1830

1. Depariment/Agency
Anne Arundel County Police Department -

2. Division 3. Unit

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

purposes. 5
4. Record-Series Title 5. Earliest Year/Latest Year
' Coun Dispositions _2oy  fo_ 20lw

series.}

6. Record Series Description (Briefly destribe the types ofinformation/documentsforms found in the series. Include the purposs or function of the'

Il Dispositions from the courts on Parking Citations sent to them for hearing

7. Record Serles Format(s) Listal
[ Létter Size ] Microfiim
O legatSize [ Computer Tape

O AudioTape (] Ftoppy Disk

8. Record Series Sequence 9. Volume
[[] Alphabstical ' 1 Number
[J Mumadical 1 [OFik Draweris)
i O mierofiim Reetis)
B4 Chrenological [ Computer Tapa(a)

(3 Other (sbecty).Unknown Guantiy

[ Bound Bock [ Video Tape [0 Geographical
10. Annual Accumutatien
[ other (Epocity) O other (specify) _____
Number
{3 Fite Drawars)
O Microfim Reel(s)
[ computer Tape(s) \
{7 Other {spicify)__ Ui Quantity
11. File 5 Used 12, File Bocomes Inactive After-
Dally [ weekty O wenthly D Annwally Numbér D Monihis} [ Year(s)

N/A

13. Curreiit Location{s)  (BIdg., Fioor, Room)

‘Records are mainisined in the Central Reconds Section Office

4" 14. Is Record Serlas Duplicated Elsewhere? (Ifyos, specify agency or office.)
[] XYes, No .

15. Accass Reiiricllons (If Yes, cite Lav(s) & Rogulatian(s}
Oves e

16. Audit Reguifements

B None [Jstts [JFederat [ Indépendant

Oves EHno

17. 13 an Index System used? If yes, explain briefly-and describe requirements 18. Recommended Retention

Jyears

19. Name and Title of Preparer
Christirieé Ryder, Records Manager

20. Telephone Number | 21. Date '
410-222-8977 April 7, 2016

—

DGS 5504 {Rev. 7B}




instructions —Type or Print a separate form for
edch new or revised record series. Forward
with Recards Retention Scheduls {DGS 550-1)

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

410-788-1830

AGENCY RECORDS INVENTORY

1. Depariment/Agency
Anne Arundel County Paolice Department

2. Division

3. Unit

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

Court Transmittals

purposes.
4. Record.Series Title 5, Earliest Year/Latest Year
2o to_lotwe

series.)

Deparimiental transmissions of Parking/State/Civil Citation’s to the courts.

6. Record Series Dascription (Briefly describe the types of information/documentsiforms found in Lhe series. Include the purposa or function of the

7. Rocord Serles Format(s) Llst alf '8, Retord Series Sequence 9, Volume:
LetterSze  [] Mierofiim ] Atphabetical Number
[tegalsza  [] Computer Yape ] Numerical [0 File Drawsis)
. [ Microfim Reel{s)
[ Audio Tape [ Floppy Disk [X] Chionological [0 Commuter Tapels)
O ©ther {specity)_Unknown Quantiy
[ Bound Bock [ Video Tape [] Gecgraphica!
| 10.Annual Accumutation
[ Gther-{speciiy) O Other {specity) ____
. Numbar
[ File Drawer(s)
[ Microfiiim Reet(s)
] Computer Tapals)
3 Other {specify)_Unknown Quaniity
11. File is Used 12. Fila Becothes inactive Ater”
BQ Cally [ weeky [ Monikty O Aririually Nurmber O Momntsy [ vear(s)
N/A

13. Gumrent Location(s)  (Bidg., Floor, Room)
Records are maintained in the Cantral Records Section Office

[ ves

14. Is Racord Serios Dupficated Elswhere? (If yas, specily agency or office.}

Rl No

15. Access Restrctions {if Yes, cile Law(s) & Regulation(s)

Oyes [@{no

16. Audit Reguiremints,

X None [JState [J Federat [ independent

Oyes XnNo

“A7. Is an Indax System used? If yes, akplain briefly and describe requirements

. §years

18. Recommended Retention

19. Name and Title of Praparer
 Christine Ryder, Records Manager:

20. Telephone Number
410-222-8977

DGS 5504 (Rev- 1/33)

21. Date
April 7, 2016




Instructions -Type or Print a separate form.for DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY

each new or revised record series. Forward . .RECORDS MANAGEMENT DIVISION 7
with' Records Retention Schéduie: (DGS 550-1) 7275 Waterloo Road, P.O. Box 275 PAGE . o ,"]’
Jassup, Maryland 20794
410-785-1530
1. Department/Agency - 2. Division | 3. Unit

-Anne Arundel County Police Depariment’

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

pUrpases.

4. Retord Series Title - 5 Eal_ilest-Ye_aﬂLatest Year
School Notifications _toj) fo_Loblse

6. Record Series Description (Bﬁéﬂy describe the types of information/documentsforms found in the series. Include the purpose or function of the’
series.).

Notification to School attended by a student involved in certain COMAR mandated crimes and misdemeanars.

7. Reoord Sgrios Farmal(s) List el '8, Record Series Saquendid . Volumia
Qtettarsize [ Mierofim .[[] Asphabetical Numbar
OtegsiSize  [J Computer Tape " [ Numerical ‘CJ Fite Drawes(s)
. ) [ Microfitm Reslis)
[ Audio Tape ] Floppy Disk . Chronological O computer-Tane(s)
_ ‘ {7 Cther (specity)_Uninown Quamity_____
[ Bound Bock [] Video Taps {7 Geographicat
-1¢. Annugl Aceumulation
[ atriér (specity)_Computer (Excal system [ Other (specity) ____
Numbier
(7] Fita Drawer(s)
[ Microfilm Reel(s)
[ Computer Tape{s)
] Cther (spacity)__Uninown Queantity__
1. Flle'fs Used . 12. File Becomes Inactive After - -
B2 paiy [0 weekly [ mantily O Armwally Number - [ monthis) [ Yearis)
NA
13 Currént Location(s}  {Bldg., Flsar, Resm) ' 14, 15 Récord Serles Duplicatéd Elsawhero? (it yes, specify agency or office.)
Recosds are maintained in the Coentral Records Section Computer BRAves [Ino
. Racerds retained in sent emall far.one.year
'15. Accass Restrictions {If Yes, cile Law{s) & Regulation(s) ) 16. Audit Requirements
Blves [One
Maryland Caurts & Judiclal Procaedings, Code Annclated, Section 3-8A-27 BNone [JState [ Federal, [ Independent
17. is'8n Index System used? Hf yes, expisin briefy and describe requirements 18. Recommended Retention
[ ves No 3years
19. Name and Title of Preparer 20. Telephone Number | 21, Date
Christiné Riyder, Records Manager _ 410-222.8977 April 7, 2016

DGS 550-4 (Red. 1193}



instructions ~Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY

@ach new-or revised record series, Forvward RECORDS MANAGEMENT DIVISION 24 y 7
with Reicords Retention Schedule. (DGS 550-1) 7275 Watarloo Road, P.O. ng 275 PAGE - o /
Jessup, Maryland 20794
. 410-799-1930
1. Departrient/Agency 2. Division 3. Unit

.Anne Arundel County Police Department’

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

4, Record Series Title 15 Earligst Year/Latest Year
Police Facility Surveillance Racordings . _2016 o 200

6. Record Series Description (Brisfly describe the types of ihformation/documents/forms found in the series. include the purpose o function of the,
series.)

All video surveillance of palice faciliies whether external ar internal.

7. Record Serles Format(s) Listal 4. Record Sarias Sequence 9. Valume

O ietersize {7 Microfiim : [ Atphabetical .Ni.l'mbr' ‘
[ LegalSize ] Computer Tape - [ Numesteat [ Fita Drawer(s)
[ Microfitm Reel(s)
O Audio Tape ] Flcppy Disk Chronological [ Gomputer Tape(s)
[0 .Cther- (specify)_Unknown Guantity.
[ eourd Bock [ Video Taps [ Gecaraphical
) ‘ 10, Annual Accumulation
[ Other (spatify)_Computer System recordlig system_____ [ Other specity) _____
) Number
[ File Draver(s)
[ Microfiim Reel{s)
3 computer Tape(s)
[ oiher {specify)_unknown'Quantity____
11. Fite is Used ' 12. Flle Becomes Inaclive A_ﬂ&
B2 pally O waeky 2 wmontnly [ Aanuaty Number' CIvontnisy [ Year(s)
NiA
13. Currend Location{s)  {Bldg., Floor, Raom) 14, 15 Rocord Sertes Dupficated Elséwliere? (ILyes, specily agericy or offite )
Racords are maintalned within the currert faciiy recording computef system/application. Oves o
' ”15: Accass Rastrictions (If Yes, cita Law(s) & Regulation(s) 18. Audit Requirererils:
Oves RKNe
B None [] State [ Federal [[] independent
17. 15 un Index System used? If yes, expialn briafly and describe requirements 18. Recomm'ende_d Retention
O Yes No 30 days
19. Name and Title of Preparer 20, Telephone Number | 21. Date
Christine Ryder, Records Manhager 410-222-8977 April 7; 2016

DGS 550:4 (Rov, 1/83)



- ———

Instructions -Type ar Print a. separate form for
each newor revised racord series. Forward
with Records Retention Schedule {DGS 550-1)

DEPARTMENT OF GENERAL SERVICES:

AGENCY RECORDS INVENTORY

RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.0. Box 275

Jessup, Maryland 20794,
410-789-1630

¥ 47

PAGE " OF —

1. Department/Agency
Anne Arunde] Counly Police Department.

2. Division 3. Unit. -

| purposes.

DEFINITION: RECORD SERIES: A group of reigted records normatly fiied and used as a unit for re

rence.as well as retantion and disposition

4. Record Series Title
Video/Audio Recordings of Interrogations

5. Earliest Year/Latest Year

_JG86  to _2ole

‘series.)

All video or audio recordings of 'i'mer'rog_'ations made in the course of an investigation.

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 alf 8. Record Serles Sequence 9. Vouma
Oiettersize [J miciofim [ Alphabsticel ' ‘Number
O LegalSize  [] Computer Tape [ vumesteat [ File Drawer(s)
‘ ] Microfitm Reells),
JAudicTape  [J Floppy Disk {3 Giwonclegicat [2] camputer Tage(s)
O Sther (spasity). Unknown Quantity.
{0 Bound Book  [] Video Tape [ Geographical .
_ 10, Anmwal Accumutation
[ Other (specify)_Compider System recording system [J other (specity) :
Number
3 Fite Grawer(s)
[ Misrofitrs Reet(s)
0O Computer Tape(s)
[3 oOther (specify) _Unknown Quaniity.
11. File'is Used 12, File Becomes Inaciive After
B4 Laily [ weexy O wontry O Annuaiy Numbar DI Monthis) [ Year(s)
: ; NA.

13, Current Location(s)  (Bldg., Floor, Room)

‘Reécords are maintained within the Invistigative Unit witers the racording criginated or with the

Oyes o

14, Is Recard Series Duplicated Elsewhare? (i yes, specify agency or offica)

15. Accass Resirictians {If Yes, cite Law(s) & Regulstion(s)
B3 ves Ome :

{nvestigation, confidential sources, child abuse, elc.)

Léws and réstrictions apply based on case type’and-content of video which may vary {open

16." Audit Requirements

R Nore [I'State [ Feders! [J Independent

Kves [Ino

'17. s an Index System used? If yes, explaln brfefly and desciibe requirements

If part-of a spacific casa fily, Indexed numerically by thal case number

18. Recommended Retention

If part of a specific-case file, refain in‘accordance with retention period
for that case file. If not part.of a specific case, destroy after 5'years.

49, Name and Title of Preparer
Christinie Ryder, Records Manager:

21. Date
April 7, 2016

20. Telephone Number
410-222-B977

DES 5504 (Rev. 1/93)




e e

hstructions - Type or Print a separate farm for
eachnew or revised record series. Forward
wilh Recards Retention Scheduls {DGS 550-1)

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

Jessup, Maryland 20794
410-789-1030

. AGENCY RECORDS INVENTORY

pAeE_z'_l_ OF ._._,/i?

1.. Department/Agency
Anne Arundel County Palice Department

2. Division

3. Unit

DEFINITION: RECORD SERIES: A group of relalej:l records normally fied and used as-a unit for rel ere;wca ‘as well as retention and disposition

purposes. .
4. Record Series Title §. Earliest Year/Latest Year
SWAT Enforcement Reports LDI0Q to_ 200

series.)

Reports submitied to the state regarding SWAT activity

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

7. Record Series Format(s) List all B. Record Serles Sequence 8. Voluma
R tauersize [ Micrafim (] Alphabetkal Number:
[Jtegatsize  [J'Computer Tape O Numericat ] Fite Drawer{s}
(] Microfiim Reelz)
{1 Ao Tape ] Floppy Disk B chrenatoical O computer Tape(s)
[ other {spasify)_tinknown Quantity.
[ /8ound Back ] Video Taps O Geographicat
10. Annual Accumiulation
[ Other [specity), O other tspecity)
Number
[ Fia Drawer(s)
{7 Micxofitm Reot{s)
{1 computar Tapats)
[ Other (spacity)_Unknawh Guantity,
11. Fiie Is Used 12. Fita' Bocories Inactivér Aftar
[ oady ] weenty B3 Monthly {J Annally Number OManthis) T Yeartsy'
NA

13. Cyrrent Lacation{s}  (Bidg., Floar, Rasm)
Reccrds are maintained within the Spatial Operations Section
¢

[ Yes

14. Is Record Series Dupficated Elsawhere? {If yes, spacify agency or offica.)

XNo

15. Adcess Reskictions (M Yes, cile Law{s) & Regulation{s}
Oves X

16. Audit Requiremants

[ONone [0 State [J Federsl [ independent

Cves Ewno

12, I3 anlndex System used? If yes, explain brigfly and describe requlrements

Syears

18. Recommended Reterition

19, Name and Title of Preparer
Christine Ryder, Records Manager

20. Telephone Number
'410-222-8977

21, Date
. April 7, 2016

—
‘DES.550-4-(Rev. 1/93)



AGENCY RECORDS INVENTORY:

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

-Anne Arundel County Palice Department

edich héw or revised record series. Forward RECORDS MANAGEMENT DIVISION y 7
with Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.D. Box: 275 PAGE o
Jassup, Maryland 20754 I
410-795-1930
1. Department/Agency 2. Division 3, Uniit

DEFINITION: RECORD SERIES: A group of relaled recards normally filed and used as & urit for reference as well as retention and diSposTia\

|_purposes. .
4, Record Series Title 5. Earliest Year/Latest Year
. Non-Investigative Notes ) 1% to_2eolie

'6. Record Series Description {Bfiefly describe the types.of information/documents/forms found in the series. Include the purpose or function of the-

series.}

Notes taken by patrol officers at timé-of fesponse’

'DGS §50-4 (Rev, 499

7: Record Series Format(s) Listall : ‘8. Record Series Sequence 8. Voluma
B Lenter Size [J- Microfitm [J Atphabetical Number
O Legarsize [ Computer Tape Numerical [ Fiie Orawer(s).
[ Microfim. Reelts)
[ Audio Tape ] Floppy Disk Chronslogical [[] comiputer Tape(s),
{0 Other.(spegify)_Unknown Queritly.
B Bound Book [ Vides Tape - ] Geographical
10, Anfivdl Accumulation
3 Other {spacity)__Note pad, electronicrecords____ O oaner specity)
Numbar.
" [ File Crawar(s}
3 Microfiim Reel(s)
{0 computer Tapas)
[0 Othar (spacity)__Unknown Quantity.
11. Filp is Used o 12, Fils Becomes Inactive After
@osy  [JWeany O wantrty [ Annuaty Nurmber Omontntsy [ Yewts)
NA
13. Cumant Location(s)  (Bido., Flocr, Ream) 14, 1s Recard Series Duplicated Elsawhere? (If yos, spetity agency or office)
Retords are malntalniad by the indivikdual officer OyYes [Eno
15. Access Restrictigns (if Yes, cite I.my(s'j & Ragulation(s) 16, A'A_Jdn Requltements
L] Yes No
RNone” [J State  [J Federal  [] Independent
17. s an Index System used? f yes, explain briefty and describe requirements 18. Recommended Retenticn
Oves Rno Destroy sfier date is entared into potice repart.
"If nates are raasonably anbdpatadfarﬁbaabon aifficer should submil noles &s pofice repart
& 3
19. Name and Title of Preparar 20. Telephone Number | 21. Date
Christihe Ryder, Records Manager -{ 410-222-8977 April 7, 2016



Instruictions ~Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY.

each new or revised record series. Forward RECORDS MANAGEMENT DIVISION 33
with Récords Refention Schedule (DGS 550-1) 7275 Waterioo Road, P.O. Box 275 eace__ A c .’L‘ 7
Jessup, Maryland 20794.
. ) 410-788-1030 .
1. Depaitment/Agency 2. Divigion -3. Unit

Anne Arinde! County Palice Department

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

4; Record Series Title ' . ‘| 5. Eartiest Year/Latest Year

Sex Offender Records _qu._<_ to _El_@p_

'6. Record Saries Description (Brieﬂy-describe"the.types of information/documents/fanms found in the series. Include the purpose or funclion of the
series.)

Includes registration, schaol notification, and address verificalion documentation

7. Racard Series Format{s) List ell ' 8. Retord Series Sequence 8. Volume
LetterSiza ~ [] Microfiim . X Alphabetical Numbar
LegalSize ] Computer Tape Numerical O'Fia Drawer(s}
- [ Microfim Reet(s)
] AudioTapo  [J Floppy Disk Chrenglopical . [].Computar Tapeis) .
[0 other (specity)_Unkriown Quantity_________
O eound Bock [ Video Tape '] Geographical
10. Annwal Accurnulation
] Qher(apecity) O Other (specity) _____
'Number
[ Fis Drawents)
O Microfiim Reet(s)
[ Computr Tapais)
- (0] Omer (specity)_ Unknown Quantity _______
1i. Flpistzed 12, Fila Bocomes Inactive Aftar ‘
B Daiy 3 Weeky 3 Mennly  [].Annually ) Number O Womntsy [ Year(s)
NIA
1 c.urrenl Locatian{s} (Bldg., Flaar, Room} ‘ -14. Is Record Series Duplicated Elsewhero? {if yes, specify agency o7 offica.)
Records are malntained by the Sex Offenae Uil Rves [N -
! N Some records are duplicatad with the Siate Sex Offender Reglstry
16. Access Restrictions (If Yes, cite Law(s) & Regulatian(s) 16. Audit Requiremants
 Ove ®e
E.none [ Ste. [JFederal [ indepandent
17. 15 en Index System used? If yos, axplain bristly and describa raquirements 18. Recommended Retention
ves  [Je I 25years
Reconds are indexed alphabetically by name
19. Namé and Title of Preparer - 20. Telaphane Number | 21.Date
Chrisline Ryder, Records Manager 440-222-8977 April 7, 2016

UGS 550-4 (Rev. 1/53)



e — = —

Forward with Records Retention: Schedule (DGS'550-1)

Instructions -Type or Print a separale. form for each new or revised record series,

DEPARTMENT OF AGENCY HECOHD_S-INVENT‘_JHY

GENERAL
SERY_'CES PAGE _3/_'1 oF __ ﬂ
RECORDS
MANAGEMENT
DIVISION
7275 Waterloo
Road, P.O. Box 275
Jessup, Maryland
20794
410-299-1930

1. Departinent/Agency
Anne Arundel County Police Department

2. Division 3. Unit

4. Record Series Title
Internal Affairs Investigalive Files- Sustained

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

5. Earliest Year/Latest Year
141K to 29t

6. Record Series’ Dascﬁptian {Briefly ,déscribe the types of information/documentsiforms found in the series. [nclude the purpose or function of tha seriés.)

Includis investigative reporis; related co}faspondenoe. evidence and transcripts (when requifed) on-complaints filed and/or inifiatéd against employees.

Daily [ weakiy O Montiy [ Annualy

7. Racord Series Format{s) List all 8. Record 9. Voluma
Series
B Letiersize  [] Microfilm Séquence Number
Diegaisze [ Computer Tape (] [ File Drevar(s)
Alphabetical [ Migrofim Reelis)
{3 Audio Taps (] Floppy Disk [J Carmiputer Tapé(s)
B Numerical | - [] otner (specity) Unknown Quanty______
[ Bound Bock  [] Video Tepe
L 10, Annuel Accumulation
Ciher (specify)__Note pads Ghronglogical
D - _“I.ll Ibnr
1 Geagraphical '
e 3 Fite Drawents)
[ other [ Miesotim Reelis)
s [0 computer Tapeis)
{specity) : ) Lo
[0 Gther (specity)_Unkncwn Cleantity_____.
“11. File 1§ Used 12, Filo Becomes Inactive After

Number CMomnis) [ Yearlsh
NA

-13 Currant Localion(s)  (Bidp., Floor, Room)
-Rocards e mainteined by the Intemal Affairs Uriic

14.is Record Series Duplicated Elsewhara? (if yes, specily agency or
office.)

(i ves B no

15: Access Resbictions (If Yes, cila-Law{s} & Regulation(s}
Ryes DOne
Polica v. State, 158 Md. App. 274, 262-263 (2004)

Maryking Public Information Act § 4-311. Sae also Monfgomery Counly v. Shropshire, 420 Md. 362,-381 (2011)-and Battimare Gy |

16. Audit Requirements

R none ] Swe [ Féderal [ independent

17. Is an Intex Sysiem ysed? If yes, explain briefly and desoribe requirements
X VYes OnNe ,
Records are Indexad by locally issued number.

18. Recommended Retsntion
10 years.from last year of employee’s service

19. Name and Tille of Preparer
Christine Ryder, Records Manager

20. 21.Date
Telephone- | April 7, 2016
Number




 —————— —
nstructions ~Type or Print a separate form for each new or revised record series, Forward’ DEPARTMENT .. AGENCY RECORDS INVENTORY
with Recards Retention Scheduls: (DGS 550-1) OF GENERAL ‘1 7
SERVICES PacE _33: o°_a
RECORDS,
MANAGEMENT
DIVISION
’ 7275 Waterloo
Road, P.O. Box
275
Jessup,
, ‘Maryland 20794
410-768-1830
1, Depariment/Agency 2, Division 3. Unit
Anne Arundel County Police Depariment
i

- DEFINTION REGORD SERIES: A

4. Record Series. Tille
Internal-Affairs Investigative Files- Not Sustained

group of related records normally filed and used as a unit for reference as well as retention and diSpasiion purposes.

S. Earfiest Year/Latest Year
919 1_20k

6. Record Series Description {Briefly describe the types of infofmaltion/documentsfforms found in the series.- Ihélud_e the purpase or function of the series:)

Includes investigative reports, related coirespondence, eviderice and franscripts (when required) o complaints filed andfor initiated against employees.

7. Racord Sértes Forhat(s} Listafl. 8, Regord Series Sequence. 9. Voluma
B Letter Size  [] Microfilm [] aphabetical- Number
O tegaisee [ Computer Tape B Numerical [CJ File Drawar(s)
[ Microfim Reel(s)
B4 Audio Teps  [] Floppy Disk O chronological O computer Tapets)
) D Diher {specify)_Unknown Quaniity,
[ Bound Book [ Video Tape [ Geographicat
10, Annual Aczumulation
B2 Other {specify)__Nate pads [ Other (spaciry)
Number
L] Fite Drawaris)
[ Microfim Reei(s)
D_ Computar Tape{s)
] Other (specity)_Unkngwn Guandity.
11. File Is Used 12, File-Becomes tnactive After
B2 Daiy [ weexy 0O Menthiy 0 Annuany Number O Monthis} ] Year(s)
NA

15. Current Location{s)  (Bidg., Fioor, Room)
Records are maletained by the Intemat Affairs Unit

14. I5 Record Series Duplicated Elsewhere? (i.yes, specily agency or
oifice-}

Clves EINo

15: Access Regtrictions (if Yas, cite Law(s) & Regulation(s)

Yes  {JNo
Maryland Public Information Act § 4-311. Ses elsc Mamgomery
Patice v. State, 156 Md. App. 274, 262263 {2004)

Caunty v. Shropshire, 420 M, 352, 381 (2011) and Baftimors City

16. Audit Requirements

B Nane [ state  [J Federal [ Independent

1 7. 15 antndes System used? If yes, expiain biiefly.and describe réquirements

48. Recommended Retention

DGS 850-4 {Rev. 1/183)

Bve O 10 years from dispasition
Records are Indexed by locally Issved number. /
19. Nama and Title of Praparer 20. Telgphone Number ‘21, Date
Christine Ryder, Records Manager 410-222-8977 Aprid 7, 2016
——————



_—
instructions ~Type or Print'a separate form for each new, or revised record series, DEPARTMENT | AGENCY RECORUS INVENTORY
Forward with Records Retention Schedute (DGS 550-1) OF GENERAL
' SERVICES PAGE _36_ oF ____‘(__‘:iz
RECORDS
MANAGEMENT
DiVISION
7275 Walerloo
Road; P.O. Box
275
Jessup,
Marylgn_d 20794
410.789-1830"
1. DepartmenyAgenicy _ | 2. Division 3. Unit
-Anne Arundel! County Palice Department

DEFINITION: RECORD SERIES: Agroup of related records normally filed and used as a unit for referenca as weli as retention and disposition purposes. A
4.'Récord Series Title 5. Earliest Year/Latest Year

Media Releases ZO\WW 10 28

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

Authorized notices refeased forpublic dissemination,

- 7.Record Sefies Formal(s) Listak . ) ) B. Record Serles Séquence 8. Volume
B LetterSze  [J Microfim [0 atphabetical Number
[l LegatSiza  [J Compuler Tapa O Numerical . O Fte Drewer(s)
. ‘[ Micrafiim Reel(s)
D aucioTaps [ Floppy Disk Chronological ‘0 computer Tapals)
[ oiter (specify)_Unknown Quantity____-
{J sound Bock [ Video Tupe O Geographical. .
’ 10. Annua) Accumulation
Othar (spacity)__Email O Other {spacify) .
i ‘Number
[ File Draweris}
] Misroftz Reei(s)
O Computer Tape(s}
"0 Onher (specify)_Unknown Quantity.
"11. File Is Used 12. File Bétormes Inattive After
B oaiy 0 weekly O Monthly O Anruaty Number Omoninis) [ Years)
oA
13. Current Location(s)  (Bldg., Floor, Room) ' 14. Is Record Series Ouplicatad Elsawhara? (If yes; specify dgency of office.)
Ricorifs aré maintained by the Public Information:Office. ’ Byes [Owno
Some media ralaases ere retained for one yaar in sent emall corresporidence:
15. Access Restrictions (IF Yes, cite Law{s) & Regulation(s) 15. Audi Reguirements ’ ' '
Oves Rwno
[ None [Jsmte [JFaderat [] Independent:
17. 15 an Index System used? If yes, explain briefly and describe requirements 18. Recommended Retantion
] Yes No ) 1 year
18. Name and Title of Preparer 20. Telephohe Number 21. Daty
Christine Ryder, Records Manager 410-222-8977 April 7,:2016
s e

DOS 550-4 (Rev. 1/83)



instructions —Type or Print a DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY,
separate form for each newor . . RECORDS MANAGEMENT DIVISION U[ 7
revised record series. Forward with 7275 Waterloo Road, P.O. §ox 275 pace__£_oF __ o ‘
Records Retention Schedule (DGS Jessup, Maryland 20794

550_1) 410-799-1930

1. Depariment/Agency 2. Division 3. Unit

Anne Aninde! County Police

Department

DE?iﬁiT_ 1ON: RECORD SERIES: A grdup-of ralated i'ecprds normally fited and used as a unit for re_fgrénne ag well as retention and disposition purposes.

4. Record Series Title
Public Information Request/311.Audio Request

5. Earliest Year/Latest Year

20607 1o ZDle

Written request for copy or inspection of public record, including 911 audio requests,

Al

B. Record Series Description {Briefly describe the typas of information/documentsiorms found in the series. Include the purpose or function of the series.)

B3 Daily [ Weeny O Monhy ] Annuarly

7: Record Serles Formatis) Listal | ©. record Séries Sequence. 8. Volume
Rlatersze [ Microliim L] Alphabetical Nuriiber
CltegaiSize [ Computar Tape 3 Numerical [ Fie Drawerts)
(] Mierefim Reel(s)
D Audio Taps [ Floppy Disk Chronological O Computer Tapel(s}
[J Cther (specity)_Unknown Quéntily_______
[} 8ound Book [ Video Tape [ Geographical :
. 10. Annual Accumulation
0 Other (specify)_ 1 Gther (specity) _____
Number
[ Fie Drawarts)
[ Microfim Reei(s)
[ Computar Tape(s)
[ other (specily)_Unknown Quentity.
‘11, Fla 5 Used 12. Fil¢ Becomes Inaclive After

Number Ol monthis)  [J Year(s)
A

13, Current Location{s)  {Bldg., Floor, Room)
Records are maintained by the Central Records Section

14, |3 fecord Serles Duplicated Elsewnore? {If yes, spacify-agency or olfice.)
Yes [Ono
Some requestsiresponses are retained for ona year in receivedisant email

"15: Actess Restrictions (Hf Yes, cite Law(s) & Regulation(s)
[ Yes No

‘16, Audil Requirements

B nore []siate [JFederal [Jindependent

7. 1 an Index System used? i yes, piplain briefly and desciibe requirements

" 18. Recommended Retention

Ov¥es BIne 4years
19. Name and Title of Preparer ' 20. 21. Date
Christine Ryder, Records Manager Telaphone | April 7, 2016
Mumber,
410-222-
8977

DGS 550-4 {Rév. 183)



Records Retention Schedule (DGS
550-1)

Jessup, Maryland 20794
410-759-1530

—— — 1
Instructions ~Type or Print 2 DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
separate form for each new or RECORDS MANAGEMENT DIVISION )
revised record series.  Forward with ‘7275 Waterioo Road, P.O. Box 275 39 Lt 7

PAGE _ A& - OF __ A

- 1. DepértrnentIAgency
-Anne Arundel County Police
Department

2. Division

3. Unit

4. Record-Series Tille
Extradition Records

DEFINITION: RECORD SERIES: A group of related records nomally filed and used as a unil for relerence as well as retention and digpoéition purposes.

5. Earliest Year/Latest Year

2OV to_Taolte

6. Record Series Description (Briefly describe the-types of information/documents/forms found in the serias.

Corrasponidencs and records pertaining to extraditions.

Include the purpose or funiction of the series.)

@oaty [ Weeky

3 Monthy [Q Annually

7. Recoid Sefles Format(s) Uist sl 8. Racord Series Sequence 9. Volumie
LeiferSiza ] Microfim B Aghabetical NumbaF
iegalSize  [J Computer Tapa | [J Numerical D File Drawer(s)
7 _ [ sticrofam Roels)
[(J Audio Tapa [ Floppy Disk &3 chronotagical ] computer Tapeis)
] Other {specity]_Unioawn Cuanfity,
] Bound Boak [ Video Tape [ Geographical
40. Annusl Accumulatian
] Other (specity)_ [ other tspectty} —
Number
[ File Drawer(s)
[ Micrafilm Reei(s)
(] Computer Tape(s)
O Other (specity)_Unknown Quantlty
11. File js Used 12. Fita Becomes Inactiva After

Numbeé Omentnisy [ Yeas(s}

NA

13. Currani Locatlon(s)

{Bldg., Fisor, Room)
‘Records are maintained by 1he Specig) Enforcement Section.

14, 15 Rocosd Seites Duplicated Elsewhera? (it ye3; specify anenty or offioa,)

Hves [Ono .
‘Soma carrespandence may be retained for ane year in réceivedtisent emall
corfespondence )

Oves Rno

15. Access Restrictions {if Yes, cte Law(s) & Regulationis)

16. Audit Requirements

R none [ state [ Federal’ [ independint:

“17. s an Index System used? f yes, explain briefly and describe requirements

18. Recommended Retention

O Yes E No 3years
19. Name and Title of Preparer 20. 21. Date
Christine Ryder, Records Manager Telephone | April 7, 2016
Numbér
| 410-222- \
| BO77 '

DGS 5504 [Rev. 1/83)



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
410-799-1830

i

AGENCY RECORDS INVENTGRY.

47

PAGE _jj/_- o _ A

1. Départment/Agency
Anne Arundel County Police
 Department: :

2. Division

3, Uit

4. Record. Series Title
. .Search Warrant Records

DEFINITION: RECORD SERIES: A group of reiated records normally filed and used as a unit for reference as well as retention and dispos' ilion purposes.

5. Earliest Year/Latest Year-

[gBo  to_2ale

Ifichides-consent to search withcut.a warrant

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

8. Racard Serips.Sequenca

7. Record Series Format{s) List al 9. Volume
T LetterSize  [] Microfim [} Alphabetical * Number
[ tegsiSze [ Computer Tape Numerical 'O File Drawes{s)
[ Microfim Riselis)
O Audio.Taps ] Floppy Disk E£] Shronological [ Computer Tape(s)
[ Qther tspecity) Unknawn Quantity.
[ Bound Boak ] Video Tape [0 Geographical .
' 10, Arinwal Acoumalation,
] omer (specifyl _____ [ Oiber (specify) ____
Number
[ Fete Dréwes(s)
[ Micrafitm Reel(s)
O computer Tapa(s)
[7] other (specify)__Unknown Quantity:
11. Filg Is Used 12. File Becomes Inactive After
[ Dally: [ Waekiy O Montnty” [ Aniwally Muimber O Montns) [ vearts)
N/A

13. Currént Locatloni(s)  {Bldg., Floor, Rooin}

Records sra maintained by the component where the sesrch warran! nriginated.

14. Is Record Séries Duplicated Elsowhere? (i y&s, specily agency or office.),

Oves Rno . .

Ovyes XnNo

15. Accéss Rastrictions (It Yas, cite Law(&) & Regulation(s)

16. Audit Requirements

X None [ State [J Federsd [ Independent

Rves [Jno

17. s an Index Sysiem used? If yas. explain briafly and describe requiraments

If part'of a specific case; racords are Inddxed numerically by ¢ase number.

18. Recommended Retention .
If part of a specfic case fife, retain in accordance with ratantion periad for thal

| . case file. If net part of a specific case, dastroy after.3-yaars,

19. Name and Title of Prepérer
Christine Ryder, Records Manager:

DGS550-¢ (Rav." 1193)-

20. -21. Date
‘Telephone | April 7, 2016
Number
410-222-

-8ar?




Instructions —Type orPrinta
separate form for each new or
revised racord saries.  Forward with

Records Retention Schedule {DGS
550_1) 410-798-1830

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

AGENCY RECORDS INVENTORY
0
PABE_‘;{/_ oF _A’i?

1. Department/Agency 2. Divisioh
Aring Arundel County Paolice
Department

3. Unit

DEFINITION: RECORD SERIES: A group of telated records normally filed and used as a unit for referance as well as reteniion and disposition purposes.

4. Record Serles Title
Ride-a-Long Records

*

5. Earliest Year/Latast Year

2018 _w_2:dcn

Includes request forms and waiver of claims

6. Record Series Description (Briefly describe the types af infarmation/documentsifarms found in the serles. Include the purpose or function of the series.)

{53 oaily O weesy O Monthiy [ Annwally

T. Record Serles Format(s)  List ull &. Rocord Sdries Sequente 9 Volume
. (etierSize ] Miczofim ] Atphabetical 1 Number
TlLegaisize ] Computer Tape O Numenial [0 Fiie Drawes(s)
| O microfiim Rasl(5)
[ Audio Tape  [] Fioppy Disk B4 Gliranclogical O computer Tapels)
0 Cifier (spacily)_Uriknown Quaniny
[ Bound Book  [] Video Tape 0 Geographical .
*10. Annual Accumulation’
Ol other (apecity)_______ 0 other (spacity) _____
' Number
D Fils Draweris)
. [ sicrofitm Rasi(s)
[ Computer Tapets)
- [ other (specify)_Unknown Quirility.
i 1 ;'na is Used 12, File Becomes Inactiva After

Number [ Monthisy ] Year(s).
NA :

13. Curent Localion(s)  (Bidg., Floar, Room)
‘Ratords are imaintained by the component whare the fide-a-long originated,

14. Is.Racord Series Duplicated Elsawhera? (if yes, specily agency or office.}
Oves [Rlio .

15. Access-Restrictions (If Yes, cite Law{s) & Ragulatloniz)
0 Yes No

18. Audit Requirements

® None []Sate []Federal []independent

17. Is 8n Index System used? If yes, explain brtafly 5nd describe requiraments
Oves Rno

J '#8. Recommiended Retention

19. Name and Title of Preparer
Christine Ryder, Racords Managar-

dyears
20, 21. Date
Tolaphonie | Aprir7, 2016
Number
410-223-
go77
— -}

DGS 550-4 (Rev. 1/53)



| Instiuctions -Type or Print a
separate form for'each new or

‘Records Retention Schedule {(DGS
550-1)

revised record series. Forward with

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

Jessup, Maryland 26794
410-795:1830

ll

AGENCY RECORDS INVENTORY

PAGE_j’_‘_ oF _,Jﬂ

1. Department/Agency
Anne Arunde! Gounty Police
Depariment '

2. Division

| s Uhit

4. Record Series Title
Release Without Charges Records

~DEFINITION: RECORD SERIES: A group of related records normally iled and used as a unit 1o reference as well as retenion and disposiion DUrDoses.

‘5. Earliest Year/Latest Year

Lolo ¢ _Zoity .

6: Record Series Description (Briefly déscribé the types of information/documentsfforms found in the series.

Doctumentation of persons reledsed from custody without criminal charges

Include the purpose or function of the serias.)

7. Record Serles Formal(s) ListaD 8. Record Series. Sequenco 9. Volume
téttarSize ] Microfim 3 Atphabetica Nymber
Ol Legaisize [ Computer Tape' [J'Nuinerical E[ Fite Drawerls)
[ Microfiin Reat(s)
[J Audio Tape [ Floppy Disk Chronologleal L] Computer Taps(s)
{71 Other {specify}_Unknown Quantiiy,
[ eoundBook [ Video Tape [ Geanraphical
. ’ 1. Annual Accumulation
Ootherispecity) O Othér (specity) .
Number
{0 Fite Drawer(s)
[ Microfim Reels)
[ Computer Tapefs)
[0 Ottier (spacify)_Unknawn Quantiy,
11. File is Usad 12, File Becomes Inactive After
Daiy O weekly 3 Monttly [ Annisaity - Number O Monthtsy ] Year(s)
NIA

.

13. Cumrent Location(s}  (Bidg., Floor, Reomi)
Fecords ara maintained by the component whara the ride-a-fong.originated.

14. |s Racord Sefies Duplicated Elsewhere? {If yes; specify agency or office.}

O Yes No

Eves [INe

15: Access Restrictions ([T Yes, cite Law{s) & Regulation(s)

Marylang Cada Annotstad, Criminal Procedures, SG §10-103

6. Audit Requlrements:

R none []5tate [J Federat [ independent-

Oves [Ene

17. Vs'an Index Sysiem used? If yes, explain briafly and describe requirements

18. Recommended Rétention
80 years from dite of birth or untit proof of. subjact’s deaih, whichever eccurs
soaner, then destroy.

19, Name and Title of Preparer
Christine Ryder, Records Manager

20, 21. Date
Telephone | April 7, 2018
Numbet

410-222-

8977

2655504 {Rov. 1/93)



lnstructions ~Type or Print a DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY.
separate form for each new or RECORDS MANAGEMENT DIVISION u7
revi . ; ‘ T .
revised record series. Forward 7275 Waterloo Road, P.O, Box 275 PAGE ‘{_, oF . A
with Records Relention Schedulé Jessup, Maryland 20794

(DGS 550_1} 410-789-1930

1. Department/Agency 2. Division . 3. Unit

Anne Arundel County Palice

Department

DEFINITION:. RECORD SERIES: A group of related records normally fled and used as 3 unil for reference as well as relention and disposition purposes..

4. Record Series Title 5. Earliest Year/Latest Year
Vehicular Pursuit Report 993 tb_Zole

6. Record Series Description (Briefly describe the types of informalion/documentsiforms found in the series. Include the purpose or function of the series.)

Report of police vehicular pursuit

7. Record Serlas Format(s)  istall | ® Record Series Sequance’ 9, Veime
K LetarSze  [] Microflim [J Atphabetical iNumber
[Jiegiisee [ Computer Tape [J Mumiarical 3 Fits Draweiis)
. [ Mizroftm Resils)
[J Audio Tape [ Floppy Disk Chironological .0 comgiuter Tapes) '
’ O Other {specify)_Unknown Quantity
[ Bound Book [ Video Tape [ Geographical
© 10, Annual Accumulation
D oterspacity)________ [ Otner {spedity) __.
Number
[ Fite Draweris)
. Microfitm Real(s)
[ Computer Tapeis)
[2] Other (specity)__\nkngwn Guantity,
11, File fs Used 12. File Becemes Inactive Afler
B2 Daty 3 weeky 0O Montity [ Annvaly - Number [COMenihisy [ Year(s)
. NA
13. Current Location(s)  {Bldg., Flocr, Room) . 14.:1s Record Series Duplicaled Elsewhare? (If yes, hahﬂy-agm.w office.)
-Recards are mainiained by the component where the pursuit occured Oves RN .
15. Access Restrictions (If Yes, cile Law{s} & Regulation(s) 1| 18. Audit Requirements
Qves HQno '
B Nene []state [JFederal [ indepandent
17.. 13 an Indox System used? If yes, explalh triefy and describa requiiements 18. Recommended Retention
Oves BNe "25yaars.
19. Name and Title of Preparer ' 20, | 2t.pate
Christine Ryder, Records Manager Telephone | April 7, 2016
- Number
410-222-
8977

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 Walerlgo Read, P.Q. Box 275

Jassup, Maryland 20794
410-768-1830

AGENCY RECORDS INVENTORY

PAGE ._.:!’1 oF _.;i_?_

- 1. ‘Department/Agancy 2. Division.
- Anihe Arundel County

Polica Department

3. Urilt

4 Record Series Tlll_e
Use of Force Report

DEFINITION: RECORD SERIES: A group of related records normally tT_Ied and used as a unit for reference as well as retention and disgosiﬁon PUIposes.

5. Earl_iest Year/Latest Year

|QQ§ to Lbl}g

Documentation of police use of force

6. Record $eries Description {Briefly describe the types of information/documentstiorms found in the series. Include the purpose or function of the series:)

Racords are malintained by the Staff Inspections Unit

* 7. Record Sesies Format(s) List 8t | -8. Record Saries Sequence 9, Volume
B3 Letter Sze [ Microfim - O3 Alphabeticat Number
CliegeiSiee  [J Computer Tape Numerical [ File Drawer{s)
[ Microfilm Raal(s)
[ AutioTapia [ Flappy Disk 3 chronological [ computer Tape(s)
- ] Gither {specity) Unknown Quansiy
[ sound Book [] Video Tape 3 Gecgraghical _
10. Aninudl Accummulation
2 Other (spedityr________ T Otner (specity) __
Number
'O File Drawer(s)
[ Micréfim Reel{s)
[ Computer Tape(s)
[0 Other (specity)__Unknown Quaniity.
11. File &' Used 12. Fie'Becomes Inactive ARer
Hoay  [}weskly O mentity [ 'Anriuaity’ il Nurriber Dwoathis) [ Yeats)
NA
'13. Cument Location{s)  (Bldg.. Floar, Room) 44. Is Racord Series Duplicated Eisewhere? (if yas, Speciy agency o office.)

Rves [N

‘Goples refained by the component where the use of forca originated/was assigned

15, Agcess Restriclions (If-Yes; cite Lawi(s) & Regulation(s)
Oves o

16. Audit Requiraments

@ none [] state: [ Federal [J indopendent

17, 'Is.an Indax System used? i yes, explain brigfly and destribe nsquirements

18. Recommended Retention

Bves O 25 yoars
Reconds are indexed according to the numaric case nuimbér
19. Name and Title of Preparer 20. 21. Date
Christine Ryder, Records Manager Telephone | April 7, 2016
Numbet
410-222-
. 8977

DGS 550-4 (Rev. 1/53)



— e

—

Instructions ~Type or Print
‘a separate form for each
-new or ravised record
‘sgries, Forward with
| Records Retention
Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Watertao Road, P.0O. Box 275

Jessup, Maryland 20794
410-783-1930

AGENCY RECORDS INVENTORY'

PAGE _j(i OF ._7;'{_7

1. Departinent/Agency
Anne Arundel County
Police-Department

4. Record Series Tille

2. Divigion

3. Unit.

Home Security and Alarm Records

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

L 2600 2ot

Regords of Residential and commercial alarms

‘8. Racord Series Dascription (BrieBy describe the types of information/documentsfiorms found in the series. Incliidé the purpose or funclion of the series.)

9: Volume

7. Record Sertes Format(s) Listall 8. Record Series Sequance
LotterSzs [ Microfitm [ Atphabetical Nuniber
Otegaisize  [J Computer Tape [ Numericat [0 Fite Drawer(s)
_ O Microfim Reells)
.3 AudioTapa [ Floppy Disk O chwanclogical O tomputer Tape(s)
!:] Other {specify)_Un ‘Quantity,
[ Beund Book  [J] Video Tape [ Geographical
10, Annval Agcurmutation
Dother(specity)________ [ other (specity)
Number
[ Fita Drawer{s}
- [ Microfiim Reet(s)
] Computer Tapa(s)
[ Oter (specity)__Unknown Guanlity,
“11. File is Used 12, File Hecomes Inactive After
13 paily ] weekly O Monmy O Annuaty Numbar [ Mentnisy [ Yearisy
NiA

13- Current Location{s)

{Bldg., Floor, Reom)
Rebords'aré maintsined by the Community Ralations Unit

14. ls Recard Sérles Dupileatad Elsewhara? (If yes,-spacily agency or affice.)
Oves [Eno

B Yes One

15, Access Restictions (I Yes, 'ito Law(s) & Regulation(s)

Annotated Code of Maryland, General Provisions Article ("GP"), §4-339

" 16: Audit Requiréments

@ None []Siate [J Fedaral [ Indépendent

-17. Is an lndéx System used? H yes, explaln biiofly and describe requirements

18., Reécornmended Retention

Ryves DOne 5 yoars:
Reconds are indexed according to addrass
19. Name and Tille of Preparer 20. 21, Date
Christine Ryder, Records Manager- Telephoné | Apiil 7, 2016
. Number
410-222-
8977

DGS 550-4 (Rav. 1/03)



Instructions -Type or Print

DEPARTMENT OF GENERAL SERVICES

Schedule (DGS 550-1)

-a separate form for each RECORDS MANAGEMENT DIVISION
new ar revised record 7275 Waterloo Road, P.O. Box 275
sefies. Forward with Jessup, Maryland 20754
Records Retention “10-793-4630

AGENCY RECORDS INVENTORY

E qf OF ybi?

PAG

1. Department/Agency 2. Division
Anng Arundel County
Police Department

3. Unit

4. Record Series Title
" Vehicle inventory Records

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
LODR 1 Lol

Records pertaining to inventory of a towed or seized vehicle;

6. Record Series Description (Briefly dascribe the types of information/documentsiforms found in the series. Inciude the purposa or function of the series.)

7. Record Serias Format(s) Ust all 8. Racord Sarles Sequance 9. Volumne
Letier Sze [ Microfim [ Aphebetical Number
[ tegatSiza ] Computar Tape B3 Numerical O Fite Drawer(s)
[ Microfiim Reel{s)
[ Ausio Tape (] Fioppy Disk [ chronotagical 0 computer Taps(s)
(O oitier (specily)Unkngwn Quantily,
‘0] Bouind Book | [] Vedeo Tape [0 céagraphical A
10. Anfiuai Accumulation
. L other(spacity) ____ {3 other (spacify)
. ' Number-
O File Drawe(s)
! [C] micrafites Roei(s)
0] Computer Tapa(s)
[ iner (specify) _ Unknown Quentity
11, File is-Used 12 File Becomes:Inactiva Alter

Ciaily [ Weeny O Monthiy  [J Annally

Number O montnis) 7 veans)
N/A

13. Current Location{s)  (Blda., Fioor, Room)
Records are mginteined by the component whera the vehicle was processed

14; Is Record Serles Duplicated Elsewhere? (If yes, speclly agency at'office.)
B ves. No

15. Access Restrictions {If Yes, cite Law(s) '&'Rasuhﬁonts)
[ yes: No

16. Audit Regulremanis

[® None [Stete [ Feders! [ Indepandent

17. Is.an |ndex System used? If yes. explain briefly ar desciibe requirements

18. 'Recommended Retention

Bvyes [Oivo - S years
- Reconda dra indexed acconding to numerical casa furiber .
18. Name and Title of Preparer 20. ' 21. Date
- Christine Ryder, Recards Manager Telephone: |. .April 7, 2616
Number
410-222-
B977

DGS 5504 (Rev. ¥RY)



INSTRUGTIONS — TYPE ORPRINTA
SEPARATE FORM FOR EACH NEW/REVISED
ELECTRONIC RECORD SERIES. FORWARD

DEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD, P.O. BOX 275

ELECTRONIC RECORDS INVENTORY

WITH | o JESSUP, MARYLAND 20794 Yb . A,’f?"
RECORDS RETENTION SCHEDULE (DGS (410) 799-1930 Page___ AT __of A_
550-1)

COMAR 14.18.02

1 DEPARTMENT/AGENCY |'2 pwvision 3 UNIT

Anne Arundel County Police Depariment

A group of related records stored electronically and used as a unit for reference as'well as retention

DEFINITION - Record Series -
. ) ‘and disposition purposes

4 ELECTRONIC RECORD SERIES TITLE '5 EARLIEST YEAR/LATEST YEAR
‘Tag Reader Records ) o
Iohe TO_tOlp

7 OUT‘PUT - Idenitify the use/s of information Qeqéréte;i by system
Data is checked against motor vehicle and National Crime
.| Information Center (NCIC) databases.

8 INPUT - Identify source of information to be entered
System captures data from the license plates it comes in
contact with. ’

8 ELECTRONIC RECORD SERIES DESCRIPTION - Briefly describe the information/documents/forms

contained in a series. Include purpose and function of the system.

Vehicle, registered owner and location data is checked against motor vehicle and National Crime Information Center (NCIC)
databases. :

9 POLICY ON ACCESS AND USE - Explain or attach copy if established in writing.

Data used for iaw enforcement purposes only.,

10 -l._lPDATING CYCLES OR CONDITIONS AND RULES FOR REVISING INFORMATION IN THE SYSTEM

Data held for 65 days only then deleted from database.

11 SPECIFY THE LOCATION AND MEDIA OF THE MAIN ELECTRONIC DATA FILE. Explain the progression. established to
ensure the record's retention and usability throughout the record's authorized life cycle.

Database and system operations administered by Information Technology as well as law enforcement personnel,

12 RECOMMENDED RETENTION

65 days

13 TYPED OR PRINTED NAME OF 14 TELEPHONE NUMBER. 15 DATE
PREPARER 410-222-8977 April 8, 2016

Christine Ryder

16 TITLE OF PREPARER
Custodian of Records

DGS 550-6 {rev. 10/12)
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INSTRUCTIONS = TYPEORPRINTA
SEPARATE FORM FOR EACH NEW/REVISED
ELECTRONIC RECORD SERIES. FORWARD

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD, P.O. BOX 275

ELECTRONIC RECORDS INVENTORY

97

Anne Arundel County Police Department

WITH o JESSUP, MARYLAND 20784 47
RECORDS RETENTION SCHEDULE (DGS (410) 7991930 Page A of -t
550-1)

COMAR 14.18.02

1 DEPARTMENT/AGENCY 2 DIVISION 3 UNIT

i

‘DEFINITION - Record Series -

and disposition purposes

A group aof related records stored electronically and used as a unit for reference as wéll as retention

4 ELECTRONIC RECORD SERIES TITLE
Police Officer Recordings

5 EARLIEST YEAR/LATEST YEAR

2ol TO_20lw

6 INPUT - identify source of infqrmaﬁon to be entered
System captures video of police activity when recorder is

initiated. :

7 OUTPUT - Ide;ntify the use/s of information generated by system
Data is checked against motor vehicle and National Crime
Information Center (NCIC) databases.

8 ELECTRONIC RECORD SERIES DESCRIPTION - Briefly describe the informationldocumentslfonns
contained in a series. Include purpose and function of the system.

Police activity is captured from vehicle dashboard camera when recording is engaged by officer. Used to document actions while

responding to police calls for service.

9 POLICY ON ACCESS AND USE — Explain or attach copy if established in writing.

Data used for law enforcement purposes.-only.

10 UPDATING CYCLES OR CONDITIONS AND RULES FOR REVISING INFORMATION IN THE SYSTEM

Records held for 366 days then destroyed.

11 SPECIFY THE LOCATION AND MEDIA OF THE MAIN ELECTRONIC DATA FILE. Explain the progression established fo
ensure the record's retention and usability throughout the record's authorized life cycle.

Database and system operations administered by Information Technology as well as law enforcement personnel.

12 RECOMMENDED RETENTION
366 days

13 TYPED OR PRINTED NAME OF
PREPARER

_Christine Ryder

14 TELEPHONE NUMBER
410-222-8977

15 DATE
April 8, 2016

16 TITLE OF PREPARER

Custodian of Records

DGS 550-6 (rev. 10/12)




