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RECORDS RETENTION AND DISPOSAL SCHEDULE , g 1
Agency ' Division/Unit
Sheriff's Office
item Description Retention
No.
ENERAL FORMS/FILES used by more than one Bureau for

record/file maintenance and for conducting Sheriffs Office

buginess:

1 Anne Arundel Co. Sheriff's Office (AACOSO) Form 001/Form Retain one (1) calendar year
001B DAILY.OPERATIONS/ ACTIVITY LOG — Identifies daily | plus one (1) previous calendar
work assignments and hours worked by all members. year then destroy.

2 AACOSO Form 002/Form (002A BUCK SHEETS — Intra-office | Screen annually and destroy
memo sheets. any material no longer needed

for current busines‘s.

3 AACOSO MONTHLY STATISTICAL REPORT — Used to Retain five (5) years then

"record monthly statistics of a unit’s activities. destroy.

4 AACOSO Form 012 ROUTING SLIP & CO EXECUTIVE (02. Screen annually and destroy
22147, 12/92) ROUTING SLIP — Intra-office routing slip affixed | material no longer needed for
to correspondence. current business,

5 VAACOSO Form 029 WARNING BOOK - A beok of warning Retain one (1) year then

| tickets to be issued as warnings of violations. destroy.

6 AACOSO Form 09-40-7-1 INCIDENT REPORT/Form 09-13- Retain fifty (50) years then
60A INCIDENT REPORT SUPPLEMENTAL ~ Used to report | destroy.
a commission of a crime or to document unusual circumstances.

7 AACOSO Form 175 K-9 INCIDENT REPORT - Used to Retain fifty (50) years with
document circumstances involving a Sheriffs Office K-9 Incident Report Files then

destroy.

8 AACOSQ Form 174 SPLEEN RISK FORM — Used to document | Retain fifty (50) years with
exposure to the saliva and/or bite of a Sheriff's Office canine. Incident Report Files then

destroy. .
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(Continuation Sheet)
Agency . Division/Unit . .
Sheriff’s Office
item Description Retention
No.

9 AACOSO Form 062 RECOVERED PROPERTY FORM — Used to list Retain fifty (50) years as
property coming into the custody of the Sheriff's Office and the chain of - | attachment to Incident Report
custody, when necessary. Form 09-40-7-1 then destroy.

10 AACOSO Form 067 RECORD OF EMPLOYEE COUNSELING ~Used Retain one (1) year then
to document employee counseling by a supervisor. destroy.

11 AACOSO Form 070 USE OF FORCE REPORT — Used to immediately Retain fifty (50) years with
record instances of Use of Force that may or may not require additional | Incident Report Files then
investigation. destroy.

12 AACOSO Form 128 LIVESTOCK ESTIMATE/(Animal Control) Retain fifty (50) years as
LIVESTOCK DAMAGE CLAIM FORM — Used as attachments to an attachment to Incident Report
Incident Report completed during a Livestock/Animal Kill appraisal. Form 09-40-7-1 then destroy.

13 | AACOSO Form 134 DEPARTMENTAL ACCIDENT INVESTIGATION | (a)Retain five (5) years with
SUMMARY — A form attached as a cover sheet to any incident report Safety Committee then destroy.

| 09-40-7-1 to summarize vehicular aceidents.
\ (b)Retain copy attached to
Incident Report Form 09-40-7-1
50 years then desiroy.

14 AACOSO Form 095 FAX COVER LETTER — Used to address fax Destroy after transmission of
messages and give a co'pﬁdenﬁal notice about the contents of the fax or until no longer needed for
transmission. cwrrent business, whichever

oceurs later.

15 7 AACOSO Form 109 SHERIFF’S OFFICE ACTIVITY CALENDAR Screen annually and destroy
FORM - Used to book and document appointments and public any material no longer needed
activities. for current business.

16 AACOSO Form 131 AWARDS NOMINATION FORM - Used to Screen annually ;nd destroy
nominate co-workers for a Sheriff's Office Awaxd. any material no longer needed

for current business.

17 MEETING MINUTES — Records of proceedings for staff meetings and | Retain five (5) years then
respective meetings of the safety committee, background investigators, | destroy.
and field training officers (FTO's).

’ Retain five (5) years then

18 GENERAL CORRESPONDENCE - Letters, memoranda, and destroy.

documents generated and received.

DGS 550-1A
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19 AGENCY AGREEMENTS — Signed agreement between Retain current valid -
government agencies. agreements; destroy when no
longer current or valid.
20 COMPLAINT FILES - Documentation of complaints against Retain fifty (50) years then
the AACO Sheriff's Office. . v | destroy. ‘
21 KEY LOGS = Lists of keys issued to Sheriffs Office personnel. | Retain master log fifty (60)
years then destroy.
22 MANUALS (GENERAL ORDERS. STANDARD Continuous record. Mamtam as.
: OPERATINGPROCEDURES) a perpetual file by updating
: when amended or revised and
dest.roying obsolete material.
23 PERSONNEL ORDERS, SPECIAL ORDERS, WRITTEN Retam fifty (50) years then
DIRECTIVES, FTO MANUALS) - Manual and loga (Form 015) | destroy.
generated for reference and training.
0S0 AND COUNTY FORMS O ES
N TO] (] 1P, Y VEHICL
24 QUARTERMASTER UNIFORM RECORDS (Umforme, badges Retain five (5) years or until
patches, leather equipment, etc.) '| disposal of property item,
whichever accurs later, then
destroy.
25 AACOSO Form 017a UNIFORM PAGE - Used to list clothing | Retain current and two (2)
sizes for ordering uniforms., previous fiscal years per AACo
- _ Purchasing Office then destroy.
26 AACOSO Form 071 INSPECTION FORM — Used to docuﬁent Retain fifty (50) yoars then

inspection of personnel and /or vehicles and equipment.

destroy.
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Agency Division/Unit
Sheriff's Office
Item Description Retention
No.
27 VEHICLE ACCIDENT OR DAMAGE REPORT — Used to Original sent to Risk
document a vehicle accident or damage. Management, copy kept in
vehicle and with Sheriff's Office
until disposal of vehicle, then
destroy. -
28 AACOSO Form 031 TOWING FORM — Completed when a Retain five (5) years then
civilian vehicle is towed. destroy.
29 AACOSO Form 065 WEAPON INVENTORY — Used to Reta-in ten (10) years or until
inventory weapons belonging to the Sheriff's Office. next inventory, whichever is
longer, then destroy.
30 AACOSO Form 088 WEAPON MALFUNCTION REPORT - Retain ten (10) years then
Used to report all weapon malfunctions and corrective action destroy.
taken.
31 AACOSO Form 098 PORTABLE RADIO SIGNOQUT SHEET — | Retain ten (10) years then
Used to identify portable radios and accessories that are signed | destroy.
out by employees.
32 AACOSO Form 132 AMMUNITION INVENTORY - Used to- Retain ten (10) years then
inventory ammunition; a separate log for each type of destroy.
ammunition is kept.
CIVIL PROCESS FORMS OR FILES:
33 AACOSO0 Form 032 WRIT OF GARNISHMENT OF Retam twenty (20) years then
PROPERTY — A court order directing the Sheriff's Office to destroy.
attach certain Goods and Chattel, L.ands and Tenements.
34 AACOSO Form 033 WRIT OF EXECUTION - A court order Retain twenty (20) years then
directing the Sheriffs Office to cause a levy against certam destroy.
Goods and Chatiel, Lands and Tenements.
35 AACOSO Form 034 SHERIFF'S SALE NOTICE - A note to the | Retain twenty (20) years then
public regarding the offer for sale of property seized by the destroy.

Sheriff's Office.
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Division/Unit

Sheriff's Office

Item
No.

Description

Retention

36

37

38

39

t

AACOSO Form 034-1 thru 034-9 SHERIFF'S SALE LETTER

#1 THRU #9: -

- Letter #1— SEIZURE Memorandum to appropriate persons
requiring they execute “Hold Harmless” agreement;

Letter #2 — Memorandum to appropriate persons notifying
them that the Sheriff's Office has levied property;

- Letter #3 — REQUESTS RECEIVED Memorandum to
appropriate persons notifying them that the request to go
to sale on: property levied has been received;

- Letter #4 — SAMPLE ADVERTISEMENT giving notice that
the Sheriff's Office intends to sell a particular debtor’s
property; .

- Letter #5 — AFFIDAVIT regarding amount due on
judgment/defendant’s interest in the property;

- Letter #6 — LEVIED/Not Seized Affidavit informing
appropriate persons that property levied will be sold at
auction;

- Letter #7 - PURCHASER'S AFFIDAVIT that they acted
properly in the bids to purchase auctioned property;-

- Letter #3 — TRANSMITTAL SHEET records proceeds form
an auction delivered to Anne Arundel County;

- Letter #9 - EXECUTION SALE OF APROPERTY
Memorandum to appropriate persons informing them that
the Real Property in a particular case has been sold.

AACOSO Form 034-10A REPORT OF REAL PROPERTY
DISBURSEMENT - A report by the Sheriff's Office to the
Judge of the Circuit Court of Anne Arundel County regarding
the sale of Real Property.

AACOSO Form 034-10B SHERIFF'S SALE LETTER REPORT
OF DISTRIBUTION OF PROCEEDS - A report of the Sheriff’s
Office to the Judges of the Circuit Court of Anne Arundel
County regarding the sale o goods and property.

AACQOSO Form 07% WRIT OF POSSESSION/WARRANT OF
RESTITUTION — Used to notify mortgage corporations
regarding the date and time their Writ of Possession will take
place.

Retain twenty (20) years from
completion of sale process then
destroy.

Retain twenty (20) years from
completion of sale process themn
destroy.

Retain twenty (20) years from
completion of sale process theyp
destroy.

Retain twenty ( 20) years fron
completion of sale process then
destroy.
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Agency. Division/Unit
Sheriff’'s Office
Item Description Retention
No.
40 AACOSO Form 079a NOTICE TO VACATE PREMISES - Used | Retain twenty (20) years
to instruct residents to vacate premises in lieu of having attached to Writ then destroy.
property removed by the Sheriffs Office.
41 AACOSO Form 100 CASH/CHECK TRANSMITTAL Retain twenty (20) years then
DEPOSITS — Used to record and account for cash anfor checks | destroy.
forwarded to Anne Arundel County.
42 AACOSO Form 102A HOLD HARMLESS AGREEMENT Retain twenty (20) years with
REFERENCE FORM — Used to document a Plaintiff holding case then destroy.
the Sheriff's Office harmless in liability procedures.
43 AACOSO Form 103 OPERATIONS BUREAU SUPERVISON Retain one (1) year then
ACTIVITY LOG - Used document daily activities by destroy.
Operations Bureau Teams.
44 AACOSO Form 104 FEE FOR SERVICE LETTER - Used to Retain twenty (20) years then
request payment for serving Civil Process papers. destroy.,
45 AACOSQ Form 106 SEIZED/FORFEITURE VEHICLE Retain twenty (20) years in cage
REPORT FORM — Used to document the seizure of vehicles file then destroy.
involved in drug trafficking.
46 AACOSO Form 119 NOTiCE OF VEHICLE LEVY —~ Used to Retain twenty (20) years then
_post notification that a vehicle is in the custody of the Sheriff's | destroy. ‘
Office by Writ of Execution.,
47 AACOSO Form 133 SHERIFF'S REPORT TO DISTRICT Original sent to District Court
COURT/DISTRIUBTION OF PROPERTY — Used to let the Keep copy with case file for (20)
District Court know if monies were collected. twenty years then destroy.
48 AACOSO Form 155 REFUND REQUEST - Uséd to request a Retain copy five (5) years thep
refund of percentage of Fee for Service to payee if paperis not | destroy.
served by the Sheriff's Office
49 AACOSO Form 156 OPERATIONS FUND REVIEWER Retain five (5) years then
CHECKLIST — Used to document cash funds and to record destroy.
reconciliations.
50 AACOSO Form 171 SHERIFF'S DEED — deed for property of a | Retain copy twenty (20) years
Sheriff's Sale. case file then destroy.
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Agency Division/Unit
Sheriff's Office
item Deécription Retention
No.
51 INTERNAL AFFAIRS - The following Forms or Files are to

be retained as needed in individual Internal Affairs Case files:
AACOSO Form 036 COMPLAINT OF BRUTALITY — A sworn
statement alleging a Complaint of Brutality;

AACOSO Form 037 NOTIFICATION OF COMPLAINT - A
form notifying a deputy sheriff that a complaint has been filed
against him/her; _

AACOSO Form 038 ADVERTISEMENT OF MIRANDA
RIGHTS — A form advising a person about their constitutional
rights not to answer questions; '
AACOSO Form 039 NOTIFICATION OF CHARGE - A form
advising a sworn member that he/she has been charged with
specific violations of the Rules and Regulations of the Sheriff's
Office; : ’

AACOSO Form 040 WAIVER OF LAW ENFORCEMENT

"OFFICERS BILL OF RIGHTS AND ACCEPTANCE OF

PUNISHMENT - A voluntary waiver of rights for the purpose
of disciplinary charges and acceptance of proposed punishment;
AACOSO Form 041 NOTIFICATION OF
EVIDENCE/DOCUMENT RECEIPT FORM - An exchange
notification from prosecutor to defense and defense to
prosecutor regarding witnesses and documents to be used
before an administrative Hearing Board;

AACOSO Form 042 NOTIFICATION OF HEARING — A form
notifying the Respondent that a hearing will be conducted;
AACOSO Form 043 WITNESS SUMMONS/DUCES TECUM -
Notification to a witness directing them to appear at a Hearing
Board and acknowledgment of receipt of same;

AACOSO Form 044 HEARING BOARD PROCEDURE - A
memorandum informing the Chairman of a Hearing Board of
the procedure in conducting a hearing;

AACOSO0 Form 045 RECORD OF DISCIPLINARY ACTION -
Record of disciplinary action on a respondent for violation of
Sheriff's Office Rules, Policy or Procedure;

If charges are unfounded or no}
sustained, an individual case
file may be expunged from the
IA file cabinet only upon writt@n
request from the individual
deputy or emplayee after a
minimum of three (3) years
after findings by the agency or
administrative hearing board
were determined. Otherwise,
retain the individual case file
fifty (50) years then destroy. IF
charges are sustained, retain
the individual case file fifty (50}
years then destroy.
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Agency Division/Unit
Sheriff's Office

Item Description Retention

No.
AACOSO Form 046 CONFIDENTIALITY AGREEMENT —
Agreement signed by an accused deputy sheriff to waive or
retain specific rights;
AACOSO Form 047 NOTIFICATION OF RIGHTS- WAIVER If charges are unfounded or not
OF RIGHTS - Notification to a depuiy sheriff who is being sustained, an individual case
investigated for improprieties regarding the processes of the file may be expunged from the
Law Enforcement Officer's Bill of Rights; IA file cabinet only upon written
AACOSO Form 048, 0484, 048B SUMMARY PUNISHMENT [ request from the individual
ACTION 048MINOR — Outlines adverse action taken against a | deputy or employee after a
member for a minor violation, 048A MAJOR — Outlines adverse | Minimum of three (3) years
action taken against a member for a major violation; 048B after findings by the agency or
LESSER - Outlines adverse action taken against a member for | administrative hearing board
less serious transgressions; were delbler.mu‘lefi. uglthermﬁie,
AACOSO Form 049 COMPLAINT AGAINST PERSONNEL | g 1o Indiy e s R
REPORT - Used in a complaint against a membex to identify | 57 ° 7¥285 2720 Fo 2N

| the complainant, deputies involved and witness information; the ugl dividual case fil::, fifty (50)
AACOSO Form 049A COMPLAINT AGAINST PERSONNEL - | years then destroy.
Form used to docurent that a complaint has been made
against an employee; o
AACOSO Form 060 RECORDED INTERVIEW WORK SHEET
~ Used to assist an investigator in advising an interviewee of
their rights in reference to giving a statement;
AACOSO Form 093 SEXUAL HARASSMENT COMPLAINT
FORM - Used to report a complaint of sexual harassment;
AACOSO Form 129 WITNESS STATEMENT/Form 130
VICTIM STATEMENT — Used to record witness/victim
statements during an internal investigation,;
AACOSO Form 135 INTERNAL INVESTIGATION SUMMARY
& CONCLUSION — Summarizes final concurrence with
investigator’s findings.
' | Continuous Record. Maintain
52 AACOSO Form 113 INTERNAL AFFAIRS FILE SIGN OUT oniations Fegore. Tart

LOG BOOK — Used to document where and when Internal
Affairs Files are removed from the file cabinet.

as a perpetual file by updating
when amended or revised and
destroying obsolete material.
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Agency Division/Unit
Sheriff’s Office
item Description Retention
No.
SECURITY BUREAU Forms or Files:
53 FMWORKORD - Form for maintenance/repair/purchase requests | Original sent to Facilities.
{(major or minor) for the Judicial Center. Retain copy one (1) year or until
. work completed, whichever
occurs later, then destroy.
54 AACOSO Form 014A DAILY PERSONNEL ROSTER — Identifies | Retain original three (3)
daily assignments and duty hours of Security Bureau personnel. | calendar years then destroy.
65 AACOSO Form 05bA APPLICATION FOR CIRCUIT Retain fifty (50) years.then
COURTHOUSE ID CARD — Application necessary to obtain an destroy.
ID card to enter the Circuit Courthouse.
56 AACOSO From 061 INMATE LOG — Used to document inmates Retain six (6) years then
arriving at Circuit Courthouse for judicial process and disposition | destroy.
of case.
57 AACOSO Form 080 VENDOR SIGN IN LOG & AACOSO Form Retain one (1) year then
081 LAW ENFORCEMENT SIGN IN LOG - Used to record destroy.
identification of vendors/law enforcement officers visiting the '
Circuit Courthouse.
58 AACOSO Form 137 CIRCUIT COURT DAILY ASSIGNMENTS — | Retain three (3) years then
Used to indicate Deputy/Judge courtroom assignments for each destroy. .
day.
59 PROPERTY ENVELOPE FORM 91-364 — Used to document Retain front of envelope three
personal property of priseners in custody. {3) years then destroy.
60 DOCKET RECORDS (JUVENILE & CIVIL) — Court statistics. Retain three (3) years then
destroy. '
61 DOCKET RECORDS (CRIMINAL & DR) — Court statistics. Retain twelve (12) years then
destroy.
62 PRISONER RELEASE/PRISONER COMMITMENT RECORDS | Retain three (3) years then

— Court statistics.

destroy.
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Agency Division/Unit
Sheriff’s Office
Item Description " Retention
No.

63 AACOSO FORM 163 NOTIFICATION FOR DNA SAMPLE — Used | Retain for three (3) years then
to document that an inmate has been notified by an order to submit | destroy. '
to a DNA sample ' ‘

64 AACOSO FORM 164 & 164A DET CMD CELL BLOCK Retain for five (b )years then
INSPECTION & PRISONER COUNT - Used to document that the destroy.
cells have been inspected and to account for the number of prisoners
in the cells.

65 AACOSO FORM 180 JUDICIAL THREAT ASSESSMENT — Used Retain for three (3) years then
when a Judge has been threatened. destroy.

WARRANT Forms or Files:

66 WARRANT FILES - Paper copies of un-served Warrants issued for Retain until served or recalled,
the arrest of named persons. then destroy.

67 AACOSO Form. 019 POSTAL ADDRESS INFOERMATION REQUEST | Retain until no longer needed
— Request for changed address or box holder information needed for | for service, then destroy.
service of legal papers.

68 | AACOSO Form 072 CONSENT TO SEARCH PERMISES WITHOUT | Retain with un-gerved warrant
A SEARCH WARRANT — Used to document instances where citizens | until served or recalled, then
congent to permit Deputies to search and seize property without a destroy.
court-ordered search warrant;

AACOSO Form 143 WARRANT/SUMMONS RECALL SLIP;
AACOSO Form 144 CRIMINAL WARRANT COVER
SHEET/ATTEMPT SERVICE;

AACOSO Form 148 LAW ENFORCEMENT COPY WARRANT
REMOVAL SLIP;

69 AACOSO Form 111 SUSPECT PROFILE — Used to document all Retain with un-served warrant
pertinent identification factors regarding a suspect. Enﬁl served or recalled, then

estroy.

70 | AACOSO Farm 127 REQUEST FOR UNLISTED PHONE NUMBER | Retain until no longer needed

CHECK - Used to obtain phone information to serve warrants.

for service, then destroy.
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71 AACOSO Form 064 FUGITIVE TOP HOTLINE LEAD - Used to Retain until no longer needed,
document information provided by caller regarding Wanted persons. | then destroy.
72 AACOSO Form 069 WARRANT INFORMATION UPDATE — Used to | Retain until no longer needed,
document and update information relating to Arrest Warrants in then destroy.
custody of the Sheriff's Office.
73 | AACOSO Form 101 ARREST NOTIFICATION FORM — Used to Retain until no longer needed,
document the arrest of a subject on the Sheriff's Office Most Wanted | then destroy.

74

75

76

7

78

List.

AACOSO Form 114 MOST WANTED CHECKOFF LIST — Used to
document steps taken to verify that a warrant for a Most Wanted
taping is still active. ’

AACOSO Form 120 UCR REPORT FORM - Used to enter statistics
that are sent to Central Records Division of MD State Police.

AACOSO Form 121 DOMESTIC RELATIONS TEAM WEEKLY
TIMESHEET - Used to document howrly breakdown of DR activities
for the week. :

AACOSO Form 176 FIREARMS SURRENDER NOTICE - Used to
document possession/surrender of forearms pursuant to a temporary
or final protective order.

TELETYPES — Incoming and outgoing teletype transmissions.

’

v

Sereen annually and destroy
any material no longer needed
for current business.

Retain two (2) years per state
policy then destroy.

Retain ten (10) years then
destroy.

Retain a copy with Protective
Order until Order expires, then
destroy.

Retain one (1) year then destroy
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79 | AACOSO Form 089 DISPATCH LOG SHEET — A computerized log | Retain five (5) years then
that records time, location, agsignment and disposition of radio destroy.
transmissions and assignments.
FINANCIAL/BUDGETARY/PURCHASING Forms or Files:
30 Budget Manual — Contains all documents pertaining to the specific | Retain ten (10} years then
fiscal year budget process. + | destroy.
81 AACOSO Form 010 PURCHASE ORDER REQUEST — Identifies Retain current fiscal year plus
the item(s) purchased, suggested vendor, approval, account charged, | one (1) previous fiscal year then
item cost and total costs. destroy. .
82 Anne Arundel County EXPENSE STATEMENT - A finance form | Retain current fiscal year plus
used to obtain reimbursement for personal monies expended for one {1) previous fiscal year then
County business. . .| destxroy.
83 AUTHORIZATIONS FOR PAYROLL, PAA, TIMESHEETS, PETTY | Retain current valid
CASH FUND — Used to provide authorization s1gnature to authorizations until personnel
corresponding County departments. are terminated, or if
authorizations change, then
destroy.
84 PETTY CASH VOUCHERS, REPLENISHMENT & Retain current fiscal year plus
RECONCILIATION FORMS — Used to document petty cash funds. | one (1) previous fiscal year then
This includes AACOSO FORM 165 Juvenile Meal Vouchers. destroy.
- 85 TRANSFER OF FUNDS REQUEST — Used to request transfer of Retain current fiscal year plus
funds within a specific department. one (1) previous fiscal year then
destroy.
86 TELEPHONE BILLS — Generated by the telephone company. Retain eighteen (18) months per

A A County Telecommunications
then destroy.
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Agency Division/Unit -

Sheriff’s Office
Item Description Retention
No.

87 GRANT FILES - Signed grants issued to the Sheriff's Office by Retain fifty (60) years then
outside agencies. destroy.

88 GENERAL PROPERTY RECORDS — Documents relating to Sereen annually and destroy any
Sheriff's Office property (chairs, file cabinets, computers, etc.) material no longer needed for

' ‘ current business.

89 | PROCUREMENT CARD PURCHASE RECORDS ~ Original Retain one (1) year then destroy
receipts, logs and statements of items purchased with Anne Arundel
County procurement card
AACOSO VOLUNTEER APPLICATION PACKET Forms or

A Files:

90 AACOSO Form 004 WAIVER OF CLAIM & RELEASE - An Retain five (5) years after
agreement to hold harmless Anne Arundel County government or completion of volunteer or ride-
the Sheriff's Office for any acts against persons or property while in | along status then destroy.
the course of volunteer work or engaging in a ride-along program.

91 AACOSO Form 020 VOLUNTEER APPLICATION FORM — Retain (five) 5 years after
Application containing background and skill-hobby information for | termination then destroy.
volunteer work. '

22 AACOSO Form 021 VOLUNTEER DEPUTY ID FORM — Completed | Retain {five) 5 years after
by volunteer to provide information for creation of an ID card. termination then destroy.

93 AACOSO Form 022 VOLUNTEER DEPUTY CALENDAR Retain (five) 5 years after
TIMESHEET — Used to record monthly recap of work performed by | termination then destroy.

a volunteer. :
94 AACOSO Form 023 VOLUNTEER DEPUTY CHECKOFF FORM — | Retain (five) 5 years after

Used to record background information about a volunteer deputy.

termination then destroy.
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Agency Division/Unit

Sheriff’s Office

Item o Description
No. -

Retention

95 PERSONNEL RECORDS FILES - Contain copies of documents
such as performance evaluations, position descriptions, Personnel
Action Authorization (PAA’s), awards/commendations, Sheriff's
Office Personnel Orders, and related correspondence.

96 Anne Arundel County Sheriff's Office JOB APPLICATION PACKET
— Consists of the Sheriff's Office Personal History Statement Booklet
(blue book) and the following forms completed by the applicant:

Anne Arundel County Government EMPLOYMENT
APPLICATION - Personnel form uszed to apply for employment;
EMPLOYMENT ELIGIBILITY VERIFICATION 1-9-A - US
Dept of Justice Immigration & Naturalization Service Form to
establish employment eligibility/citizenship;

EXECUTIVE REGULATION 87.2 — County Executive's Drug
Abuse Control Policy Statement and the Acknowledgment of
Receipt of same. ' ‘

a7 MW 507 EMPLOYEE'S MD WITHHOLDING EXEMPTION
CERTIFICATE — Used to denote MD taxes to be withheld (Part-
time Deputy and All Full-Time Deputies/femployees).

98 | W-4 EMPLOYEE'S WITHHOLDING ALLOWANCE CERTIFICATE
- Used to denote Federal taxes to be withheld (Part-time Deputy
and_All Full-Time Deputies/femployees).

-If hired, retain thirty (30) years

from last year of service then
destroy. If not hired, retain five
{5) years then destroy.

If hired, retain thirty (30) years
from last year of service then
destroy. If not hired, retain five
{(5) years then destroy.

If hired, retain thirty (30) years-
from last year of service then
destroy. If not hired, retain five
(5) years then destroy.

If hived, retain thirty (30) years
from last year of service then
destroy. If not hired, retain five
(5) years then destroy.
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Agency Division/Unit
Sheriff's Office
Item Description Retention
No.
99 APPLICANT BACKGROUND PACKET — Sheriff's Office Personal | If hired, retain thirty (30) years

History Statement (blue book) and documents to perform applicant
background investigations:

AACOSO Form 068 AUTHORITY FOR RELEASE OF
INFORMATION — Applicant’'s/lemployee’s authorization to obtain
information for a personal background investigation for continued
employment;

AACOSO0 Form 085 CONFIDENTIAL QUESTIONNAIRE - Records
mformation provided by a “reference” about an applicant; AACOSO
Form 096 APPLICANT PROCESSING CHECKLIST — Worksheet
for background investigations; ,

AACOSO Form 115 REFERENCE CHECK FORM - Lists character
references;

AACOSO Form 118 NEIGHBORHOOD INVESTIGATION - Used to
perform hiring background investigations;

AACOSO Form 122/123 AUTHORIZATION FOR RELEASE OF
MILITARY/CIVILIAN RECORDS — Used to obtain military/civilian
records; TRANSCRIPT REQUEST - Cover letter requesting
transcripts;

AACOSO Form 126 EDUCTIONAL QUESTIONNAIRE ~ Used to
obtain transcripts; .
AACOSO Form 136 NEW EMPLOYEE NOTIFICATION
SEQUENCE FORM - Used to notify staff regarding a new hire;
AACOSO Form 138 CONDITIONS OF APPLICATIONS PROCESS
— Agreement to conditions of selection for employment;

AACOSO Form 139 CONSUMER CREDIT REPORTING
DISCLOSURE ~ Grants permission to request consumey credit
report; AACOSO Form 141 LATERAL/COMPARATIVE
COMPLIANCE SUPPLEMENTAL INFORMATION SHEET — Used
to determine training needs; AACOSO Form 158 Polygraph Exam
Waiver -- consent to have polygraph administered;

from last year of service then
destroy. If not hired, retain five
(5) years then destroy.




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

Schedule No. Clage,

Page 16 of 19

Agency

Division/Unit

-Sheriff’s Office

Item
No.

Description

' Retention

(99

100

101

102

103

104

105

106

AACOSO Form 160 AFC/MPTC Tracking Sheet — Used to document
if MPTC training criteria have been met to be eligible for hire;
AACOSO Form 161 INTERVIEW SCORE SHEET — Used to
document an applicant’s interview panel scores; Form 166
EMPLOYEE DATA SHEET - Used to document emergency contact
information for each employee;

FINGERPRINT CARD (black ink) — Used to fingerprint individual
job applicants.

OTHER PERSONNEL Files or Forms:

AACOSO Form 0056 OFF DUTY WEAPON REQUEST — Used to
request to carry personal weapon while off-duty. .

AACOSO Form 11A ACKNOWLEDGMENT OF RECEIPT OF
WEAPON AND/OR AMMO - Documents receipt of weapon and/or
ammunition. :

AACOSO Form AGREEMENT FOR PERSONAL VEHICLE USAGE
— Agreement to utilize a private vehicle furtherance of official duties
for an established mileage allowance.

AACOSO Form 027/027A APPLICATIONS FOR SECONDARY
EMPLOYMENT AUTHORIZATION/ LIABILITY AGREEMENT -
Application to participate in secondary employment listing duties to
be pexformed.

AACOSO Form 057 HIRE/EXIT CHECKOFF LIST — A form filed in
an employee’s personnel file to document procedures and issued
equipment when hired, and to document the return of items upon

termination.

PERSONNEL ACTION AUTHORIZATION (PAA Form PE90-02) -
A Personnel form used to initiate/change information regarding
personnel such as rate of pay, hirefexit, change of address, etc.

POSITION DESCRIPTION FORM — A Personnel form used to
define job responsibilities. '

(If hired, retain thirty (30} years
from last year of service then
destroy. If not hired, retain five
(5) years then destroy.)

Retain five (5) years from last
year of service then destroy.

Retain five (5) years from last
year of service tl}en destroy.

Retain thirty (30) years from last
year of service then destroy.

Retain thirty (30) years from last
year of service then destroy.

Retain thirty (30) years from las
year of service then destroy.

Retain thirty (30) years from last
year of gervice then destroy.

Retain current and all prior
descriptions thirty (30) years
from last year of service then
destroy.




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

Schedule NO'C‘I 1<

RECORDS RETENTION AND DISPOSAL SCHEDULE Page 17 of 19
Agency Division/Unit
Sheriff’s Office
Item Description Retention
No. : :

107 LEAVE SHARING APPROVAL FORM — A County form to Retain copy in recipient’s & dongr
indicate leave recipient, leave donor, and approvals if an employee files for thirty (30) years from last
has exhausted all forms of paid leave. year of gervice then destroy.

108 ANNUITY & SICK PAY REQUEST FOR MD INCOME TAX Retain for term of employment
WITHHOLDING — Used to denote annuity/sick pay payment. plus thirty (30) years then destroy

109 AACO DRUG/ALCOHOL TEST ORDER FORM PE91-09 — Used Retain thirty (30) years from last
to order drug/alcohol tests on employees. year of service then destroy.

110 PERSONNEL MEDICAL RECORDS - Doctor’s notes; First Retain thirty (30) years from last
Report of Injury; Lost Day Report. vear of service then destroy.

111 RANDOM DRUG TESTING RECORDS — Required for Law Retain thirty (30) years from last
Enforcement personnel. year of service then destroy.

112 WORKERS COMPENSATION EMPLOYERS' FIRST REPQRT Retain original w/incident report
OF INJURY OR ILLNESS/STARS — A Risk Management form and photocopy in medical file for
used to document and authorized medical treatment for an thirty (30) years from last year of
employee. service then destroy.
Personnel-related files not kept in Personnel Files:

113 AACOSO FORM 011 ACKNOWLEDGMENT OF RECEIPT - Retain five (5) years from last yea
Acknowledgment of receipt of a General Orders Manual or any of service then destroy.
designated written directive or memorandum.

114 WORKER'S COMPENSATION QCCURRENCE LOG — A log Retain five (5) years then destroy.
generated by Risk Management that records occurrence of :
Worker's Compensation cases by department.

115 Anne Arundel County PERSONNEL REQUISITION - Personnel’s | Retain current fiscal year plus one
form to request hiring personnel. (1) previous fiscal year then

destroy.

116 REQUEST FOR REALLOCATION STUDY OF AN QCCUPIED Retain current fiscal year plus one

POSITION/REQUEST REALLOCATION OF VACANT
POSITION - A Personnel form used to request a reallocation
study/reallocation of a position.

(1) previous fiscal year, or until
reallocation is completed/ denied,
whichever occurs later, then
destroy.




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

| Schedule NOE’:. 1%S
Page 18

of 19

_employee to request leave approval of any kind.

Agency Division/Unit

Sheriff's Office
Item Description Retention
NO¢ ) 3

117 ID CARD LOG — Numbered listing of paper ID cards issued to Retain master log fifty (50) years
employees & civilian volunteers. then destroy.

118 AACOSO Form 059 OFFICE ID CARD FORM — Used to document | Retain fifty (50) years then
information recorded on paper ID cards (prior to installation of destroy.

Circuit Court ID computer). o
PAYROLL Files and Forms:

119 AACOSO Form 014 DAILY PERSONNEL ROSTER - Identifies .| Retain original three (3) years
Bureau personnel daily assignments and duty hours. wipayroll records then destroy.
document instances where supervisors designate subordinates to. | then destroy.
act in their positions during absences. '

121 INDIVIDUAL PAYROLL: TIMESHEETS — Form generated by Retain original with payroll
Automated Time & Atteridance (ADP) to record hours worked by records three (3) calendar years
an indiVidua.l. then deBtIOY.

122 PAYROLL REGISTERS — ADP feports generated by Payroll Retain originals for current
indicating hours worked, leave taken and pay for all employees. calendar year plus three (3)

previous years then destroy.

123 *AACOSO Form 008 OVERTIME TIME SHEET - Informational Retain three (3) years then
form submitted with pay sheet identifying date, hours, and destroy. '
specific duty performed while on overtime status.

124 AACOSO Form 008A COMPENSATORY LEAVE ~ Informational | Retain three (3) years then
form submitted with pay sheet identifying date, hours, and destroy.

- specific duty performed to justify compensatory leave.
125 AACOS0 Form 013 LEAVE APPROVAL FORM — Used by Retain three (3) years from date of

request then destroy.




\

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEbULE

“ Schedule NO'CI 255
Page 19 of 19

Agency

Division/Unit

Sheriff’s Office

item
No.

Description

Retention

. 128

127

TRAINING FILES - All individual employee recordé of training
including in-service records, tests and scores, attendance, lesson
plans and the following forms:

AACOSO Form 091 COMPUTER TRAINING NEEDS - Used to
identify computer and other training needs of new/transferred
employees; . .
AACOSO Form 108 FIREARMS RANGE PERFORMANCE
REPQORT — Documents deputy sheriff's performance on the
firearms range; |

AACOSO Form 112/112A FIELD TRAINING RECRUIT
OBSERVATION REPORT/FIELD TRAINING RECORD -
Documents the manner in which recruits perform tasks.

MARYLAND POLICE & CORRECTION TRAINING
COMMISSIONS’ YEAR-END REPORTS.

Retain thirty (30) years from date
of training event then destroy.

Send original to MD Police &
Correctional Training
Commissions. Retain copy thirty
(30) years from report date then
destroy. .




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 Waterloa Road, P.0. Box 275

Jessup, Maryland 20794
410-709-1030

AGENCY RECORDS INVENTORY

PAGE _1

1 o__124

1. Department/Agency

2. Division

3. Unit

Sheriff’s Office

purposes.

) 1
DEFINITION: RECORD SERIES: A group of rélated records normally filed and used as a unit for reference as well as refention and disposition

4. Record Saries Title
General Fonnsllfiles

5. Earliest Year/Latest Year
2015 to __2916___

series.)

‘Il 6. Record Series Description (Briefly describe the types of informationydocumentsforms found in the series. Include the purpose or function of the

Daily Operations Activity Log - Identifies daily work assignments and hours worked by all staff.

Courthouse, 15 Floor, Operalions Bureau

3 ves

7. Record Series Formatis) List all 8. Record Series Sequence 2. Valume
—
[ Letter Sze ] Microfim [ Atphabetical Numbet
QlegaiSze  [J Computer Tepa Numerical File Drawer(s)
! [ Microfim Reeljs)
JavdioTape [ Floppy Disk [ ciwonalogicat O computer Tape(s)
) j D Other {spesity).
[] Bound Book  [] Video Tape [ Geographical
' 10. Annual Accumulation
[l otherispecity) .. ... A other (specityy _____
Number
Fita Drawerls}
[ Microfim Reel(s)
[ Computer Tapets) -
CJotherspocity).
11. File is Used 12. Fi's Becomes Inactive Afler
-2 __
[ paiy [ weekiy 2 Montty [ Annually Number ] Month(s) Year(s)
3. Current Location(s)  (Bidg.. Floor, Roam) 14. |s Record Series Duplicated Elsewhere? (If yes, specify agency ar office.)

[ No

15. Access Restrictions {f Yes, cite Law(s} & Regulation(s)
[ Yes No

18. Audit Requiremenis

B None []stats [ Fedarai [ independent

17, 15 an Index System used? If yas, explain briefly and describe requirements
Oves Mo

2 Years

18. Recommended Retention

19. Name and Title of Preparer
Sue Wilson

20. Telephone Number
410-222-1571

" 21. Date
6114116

DGS 5504 (Rev, 1/93)




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

AGENCY RECORDS INVENTORY

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

Jessup, Maryland 20724
410-799-1930

-

PAGE_ . OF __ 1

1. Department/Agency
Sheriff’s Office

2. Division

3. Unit

purposes.

DEFINITION: RECORD SERIES: A group of refated reoor&s normaily filed and used as a U

nit for reference as well as retention and disposition

4. Record Series Title
General Forms/Files °

5. Earfiest
2015

YearfLatest Year
to__2016

series.)
Buck Shgels‘— Intra-offica memo sheets

6. Record Series Description (Bﬁeﬂy'desc:ibe the types of infermation/documentsiforms found in the series. Include the purpose or function of the

7. Record Serfes Formai{s) Listall 8. Record Serdes Sequence 9. Voluma
. —_—
B ettersize [] Microfilm [] Alphabetical Number
[Qrepatsze [ Computer Tape Numerical File Drawer(s)
[ Micrafilm Reel(s)
[ Audio Tape [ Floppy Disk O chranological [J computer Tepa(s)
. [ Ciher {specify) '
[0 Bound Book ] Video Tape [ Geographical .
10, Annual Accmutation
CJower(spectyy_____ [ Other (spacify) _____
. ’ Number
(4 File Drawer(s)
[ Microfir Reel(s)
] computer Tape(s)
Jother (specity)__________
11, Filg Is Used 12. File Bactmes Inactive After
1
Daily [J Weekly [0 Montty [ Armuatty Number {1 Month{s) Year(s)

.

13, Gument Location{s)  (Bldg., Floor, Room)
Caurthouse, 1% Floor, Operations Bureay

[Oyes BdNec

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

15. Access Restrictions (If Yas, cite Law(s) & Regulatior{s)}
] ves X no

16. Audit Requirements

None [ state []Federai [ Independent

[ Yes & Mo

17. Is an index System used? If yes, axplain briefly and describe requirements

1 Years

18. Recommended Retention

19. Name and Title of Preparer
Sue Wilson

21, Date
6M4M16

20. Telephone Number
410-222-1571

DGS 550-4 (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)

410-768-1850

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Walerloo Road, P.O. Box 275

Jessup, Maryland 20794

AGENCY RECORDS INVENTORY

FAGEvg_ OF

——

1. Department/Agency
Sheriff's Office

2. Division

3. Unit

purposes.

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

4. Record Series Title
General Forms/Files

5. Earfiest Year/Latest Year ) N
_2016 to__ 2021

series.)

Monthly Statistical Repart - Used to record monthly statistics of a unit’s activities.

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

Ooaty ' OJwesny & Montty [ Annually

-85
Number

7. Record Seres Format{s) Listal 8, Record Serics Sequence 9. Volume
-3
B Lettersize [ Microfilm [0 Aiphabetical Number
[ Legat Size- [ Computer Tapa B Numerical R File Drawer(s)
[ Microfim Reel{s)
[ Audic Tape ] Fioppy Disk [J chronelogical [ computer Tape(s)
O oter(specifyy
I BoundBook [] Video Tape [] Gecgraphical
. 10. Annual Accumuiation
[J Other (specity} [ Other {specify) __ .
Number
Fite Drawer(s)
3 Microfilm Reei(s)
[3 Computer Tapeis)
[ Gther (spesify)_____
11. File Is Used 12 File Becomes Inactive After

[ Month(s) Year(s})

13, Current Location(s)  (Bldg., Floor, Roam)
Courthouse, 1% Floor, Operations Bureau

[ ves

14, Is Record Serdes Duplicated Elsewhare? (If yas, specify agency or office.)

B no

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

Ovyes XEno

18, Audit Regquiremenis

B Nong []state [JFederat [ Independent

17. I8 an Index System used? If yes, explain briefly and describe requirements

Oyves [BnNe

S Years

18. Recommended Retention

19. Name and Title of Preparer
Sue Wilson

20. Telephone Number
410-222-1571

21.Date
6/14/16

DGS 5504 (Rev. 1/93)




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

AGENCY RECORDS INVENTORY

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

Jessup, Maryland 20794
410-799-1630 )

PAGE.JZ__ OF 1

1. Departmeni/Agency
Sheriff's Office

2. Division 3. Unit

.

purposes. |

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

4. Record Series Title
General Forms/Files

2016,

5. Earliest Year/Latest Year
to___2017

series.)

Routing Slip and County Executive routing slip - affixed to corespondence

[y

6. Record Series Description (Briefly describe the types of information/documentsiforms found in the series. [nclude the purpose or function of the

7. Record Sarl Format(s) Listafl 8. Recand Serfas Sequence 9. Violume
' —4
Bl Letter Ste ] Micrafim [ Atphabetical Number
[Qiegatsize [0 Computar Tape B4 Numericat Fila Drawei(s)
) [ wicrofilm Reei(s)
[ Avdio Tape  [J Floppy Disk [ chronctogical [] Computer Tape(s}
O oer {specty)______
[ eound Bosk  [] Video Tape 0 Geoyraphicat
10. Annual Accumulation
[ Other specity)________ [ other (specity) ____
Number
[X] Fita Crawer(s)
[ Microfim Reel(s)
[0 Computer Tape(s)
[ Other (speciy)______
11. Flie Is Used 12. File Becomes Inactive After
. e
] Oaily O Waekly [ e O Annuatly Number Oenthis) B Year(s)

13, Curent Localios)  (Bidg.. Figor, Room}
Courthause, 1% Floar, Operations Buraau

Clyes [[No

14. Is Record Serigs Duplicated Elsewhera?  (IF yes, specily agency or office.)

15. Access Restrictions (i Yes. cita Law(s} & Regulation(s)
Fves BINo

16. Audit Requirements

B None [Jstate [ Federat [ independent

OYes Bino

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

18. Recommended Retention
1 Years

19. Name and Tille of Preparer
Sue Wilson

20. Telephone Number
410-222-1571

21. Date
61416

DGS 550-4 {Rev. 1/83)




-

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

DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTORY

RECORDS MANAGEMENT DIVISION

with Records Retention Schedule {(DGS 550-1)

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

410-785-1030

g

PAGE __{ OF 1
r

1. Dgpariment/Agency
SherifPs Office

2. Division

3. Unit

purposes. i

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

4. Record Series Title
General Forms/Files

5. Earliest Year/Latest Year
_2018 to___2017

series.)

Warning Book — waming tickels to be issued as wamings of violations.

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

7. Record Series Format{s) Listal 8 Record Serles Saquence 9. Velume
-
Bl LetterSze [ Microfim ] Alphabeticat - Number
[Jlegaisize [] Computer Tape ( Numerical & File Drawer(s)
: ] Microfitm Reei(s)
[ Awdio Tepe ] Floppy Disk ] Chranological [ Computer Tape(s)
: [ Other (specity)______
[ Bound Book ] Video Tape O Geographical
10. Anmural Accumulation
O Otver (specify) O Other (specify}
Numbesr
Flie Drawer{s)
[ Microfikn Real(s)
[ Computer Tape(s)
[ other (specify)
11. Filg is Used 12. Filz Becomes Inactive After
1 _ T
Oosity  Jweedy B3 sontily [ Annually Ruumber 3 Morin(s) Year(s)

13. Cument Location(s)  (Bidg., Floor, Room)
Cotrthouse, 1=t Floor, Operations Bureau

[ Yes

14, Is Record Serivs Duplicated Elsowheve? (If yes, Specily agency or office.)

X No

15. Access Restictians {If Yes, ciie Law{s) & Regutation{s)
[1-Yes No

16. Audit Requirements

ﬁum O state [} Fedaral ] independent

17. Is a0 lndex System used? If yes, explain briefly and deseribe requirements
OYes o

1 Years

18. Recommended Retention

19. Name and Title of Preparer
- Sue Wilson

20. Telephone Number
410-222-1571

21. Date
6114116

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
, 7215 Waterloo Road, P.O. Box 275
Jessup, Maryland 20794

410-799-1930

AGENCY RECORDS INVENTORY

PAGE__‘L‘G___;_ OF __ 1.

1. Department/Agency
Sheriif*s Office

2. Division

3, Unit

purposes.

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

4. Record Series Title
General Forms/Files

5. Earfiest Year/Latest Year
_20M6__. _ to_ 209k

series.)

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

Incident Report — Used to report a commission of a crime or to document unusual circumstances.

7. Racord Series Formal(s} Listal 8. Record Serfes Sequance 9. Volume
JR
Bl LetterSize [ Microfim [0 Alphabeticat Number
[Jregal sze [ Gomputer Tape & Numerical File Drawer{s)
: (] Microfim Reek(s)
[J AwdicTape [ Floppy Disk £ Chronological [7] computer Tape(s)
O Other (specity)________
[J BoundBook ] Video Tape 3 Geographicas
' 10. Annual Accumulation
(0 Other (specity)______ [ Other (specity}
Number
B File Draweris)
[ rerofitm Reel(s)
[ Computer Tape(s)
D other(spectty)
1. File Is Used 12. File Becoimes Inacliva After
50 i
[ paity [ Weeidy [0 Monthly Annually Number [ monthis) Year(g)

13. Current Location{s)  (Bldg.. Floor, Room)
Courthouss, 12 Floor, Oparations Bureau

[J Yes

14. 18 Record Serles Oupficated Elsewhene? {if yes, specify agency or uffice.}

X No

15. Access Restrictions (If Yes, ciie Law(s) & Ragutation{s)
OJyes [XNo

16. Audit Requiraments

K Nona []sate [JFederst [ Independent

Oves o

17. 15 an Index Systam used? iF yes, explain briafly and desoribe requirements

50 Years

.

18. Recommended Retention

19. Name and Title of Preparer
Sue Wilson

20. Telephone Number
410-222-1571

21. Date
6/14/16

DGE 5504 (Rev. 1/53)




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

DEFARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTORY

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

Jessup, Maryland 20794
410-785-1830

7
PAGE _,g___ OF

—a

1. Department/Agency
Sheriffs Office

2. Division 3. Unit

urposes.

I DEFINITION: RECORD SERIES: A group of refated records normally filed and used as a unit for reference as well as retention and dispo_si_gion

4. Record Series Title
General Forms/Files

5. Earliest Year/Latest Year

2016 to ___2066

series.) .

-9 Incident Report — Used to document circumstances involving a Sheriff's K-9.

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

7. Record Serigs Format{s) Llst all
B Letter Size  [] Microfilm
[ Legatsize ] Computer Taps
0 AudoTapte [J Fioppy Disk
{3 Bound Baok ] Video 'i:apa

[ Other (spacify)__—___

5. Voluma
7

-’ A

Number

8. Record Series Sequence
[0 Atphabeticai

{X] Fito Drawer(s)

] Micrefim Rasi(s}

O computer Tape(s)
‘Ooter(specy)

Numesical
B chronciogicat

[ Geographizal

10. Annual Accumulation
] Other (specify)

Number

B Flla Drawer(s)

[ Microfiim Reel(s)

[ Computer Tapa(s)

[] Other {specify)____-

11. Fila is Used

[ Daity [ wesky [1 Monthly

BJ Annwalty

12. File Begomes inactive After
50

Number

Clmontnis) [ Yearls)

13 Cuirent Location(s)  (8idg., Floor, Room)
Courthouse, 1% Flaor, Operations Bureau

Ovyes XNo

' 14. Is Record Senes Duplicated Elsewhera? {If yes, specify agency or office.)

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

Qves. BNe :

16. Audit Requirements

Nona [] State [] Federal [ Independent

.

COyes [no

17. 1s an Index System ysed? If yes, explain briefly and describe requirements

18. Recommended Retention
50 Years

19. Name and Title of Preparer
Sue Wilson

21. Date
6/14/16

20. Telephone Number
410-222-1571

DGS 550-4 (Rev. 1/93)




Instructions —Type or Frint 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 Waterlao Road, P.O. Box 276
Jassup, Maryland 20794

410-798-1330

AGENCY RECORDS INVENTORY

PAGE_L oF __1

1. Department/Agency
Sheriff°s Office

2. Division

3. Unit

pUPOSES.

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

4. Record Series Title
General Forms/Files

8. Earliest Year/Latest Year

2016 to

20866

series.)

Spleen Risk Form — used to document exposure to the saliva and/or bite of a Sheriff’s canine.

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

7. Record Serles Format(s) Ustall 8. Record Series Senuence 9. Volume
—8 !
Letter Size [ Microfim [ Aphabetical _ Number
[JiegatSize [} Computer Tope B3 Numerical [X] Fits Drawer(s)
) [ Microfim Reel(s)
[ Audio Tape ] Floppy Disk B chronclogical [J Computer Tape(s)
[ Other {specify)
[0 Bound Book [ Video Tape [ Geographical
' 10. Annual Accumulation
[Jother(spedity) . _ [ oter (spacity) _____
' . Number
File Drawer(s)
[ Microfitm Resl(s)
(1 computer Tape(s)
[ oter (specify)_____
11. Fileis Used 12, File Begomes Inactive After
—50 " .
[ paily L Weenty [J Monthly Annually Nurber O monthts) ] Yearts)

13. Cumrent Locatios)  (Bldg., Floor, Room)
Courthousa, 1t Floor, Operaticns Bunesu

] ves

B3 No

14. Is Recarg Series Duplicated Elsewhere? {If yes, specify agency of office.)

15. Access Rastrictions (IT Yes, cite Law{s} & Regulation(s)
. OYes Eno '

16. Audit Requinements

B None [Jstate [ Federat [} independent

17. 15 an Imdex System used? If yes, explain beiefly and describe requirements
[ Yes B9 No

50 Years

' 18. Recommended Retention

19. Nams and Title of Preparer
Sue Wilson

20. Telephone Number
410-222-1571

21. Date
6/14/16

DGS 550-4 (Rev. 1/33)




!

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

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

Jessup, Maryland 20794
410-789-1930

' AGENCY RECORDS INVENTORY

PAGE__ X __ OF 1

— e

1. Department/Agency
Sheriff’s Office

2. Division

3. Unit

purposes.

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

4, Record Series Title
General Forms/Files

5. Earliest Year/Latest Year
_2016___ _ _to__ 2066

-

series.)

l

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

Recovered Property Form ~ used to list property coming into the custody of the SO and the chain of custady, when necessary.

7. Record Series Format{s) Listal
Letter Siza [ Microfim
" [QLegaisize ] Computer Tape
[0 Audio Tapa  [] Floppy Disk
[ Bound Book [ Video Tape

[JOther (specity)________

[ oter (spectty)

Numbaer

B4 File Drawer(s)

[ Microfém Reei{s}
] computer Tapefs)
D other (specity)

8. Record Series Sequence 9, Volume

_9 .
[ Aphabetical Number
B3 Memencal 4 File Drawer(s}

[ Microfilm Reel(s)
Chronologlcal ] Camputer Tape(s)

D oter(specify)_________
£ Geographical

10. Anhusak Actumulation

11. Fila is Used

S

12. File Becomes inactive After

Oioaty  [Jweeldy 0 Monty  [R] Annually Number {0 Manth(s)

Year(s)

13. Current Lacation(s)  {Bldg., Floor, Room)
Courtthouse, 1= Floor, Operations Bureay

[Oyes BNe

14. |s Recond Serdes Duplicated Elsewhare?  (If yes, specify agency or office.)

16. Acoess Restrictons (1f Yo, ofta Law(s) & Reguiation(s)
COYes o

16. Audit Requirements

R None [state [JFederast [ independent

OYes e

17. Is an Index Sysiem used? if yes, exptain briefly and describe requiraments

50 Years

18. Recommended Retention

19. Name and Title of Preparer
Sue Wilson

20. Telephone Number | 21. Date
410-222-1571 6/14/16

DGS 6504 (Rev, 1/83)




/

r

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, Maryland 20794
410-789-1530

PAGE_;_“]_ OF __ %

1. Depariment/Agency
Sheyiff’s Office

2. Division 3. Unit

PUrposes.

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

4. Record Series Title
General Forms/Files

2016

5. Earliest Year/Latest Year
to___2017

series.}

Record of Employee Counseling — used to document employee counseling by a supervisor,

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) Ustall
LetierSze [ Micofim
[ Legal Sizo [ Computar Tape
] Audio Tape  [] Floppy Disk
[ Bound Bagk  [] Video Tape

Coter(specity)

8. Record Series Sequence 9. Volume
—10
] Aphabeticat Number
] Mumericat =3 File Drawar(s)
[ Microfitm Resi(s)
<] Chronological [ Computer Tapa(s) *
Cl Otherspecity)_____
[] Geographical

10. Anrsal Accumulation
) Other tspecity) ____
N Number

B File Drawer(s)

£7] Miorofilm Reel(s)
[ computer Tapets)
] other (specify),

11. Filo is Used

[ Daity [ Weetdy

O Montty [ Asmually

12. File Booomes Inacive Alley

Number ] Monthis)

B4 vearts)

13. Current Location(s)  (Bldg., Floor, Room)
Courthouse, 18 Floor, Cparalions Bureau

Clyes [(ne

14. Is Recard Series Duplicated Elsewhere?  (If yes, specify sgency of office.)

15. Access Restrictions {If Yes, cite Lawis) & Ragmaﬁm(sj
O Yes No

16, Audit Requiremenis

BINone []state [ Federsl [ Independent

[ Yes B Ne

17. s an Index System used? if yes, axplain briefly and describe requirements

18. Recommended Retention
1 Year

19. Name and Title of Preparer
Sue Wilson

21. Date
6/14/16

20. Telephone Number
410-222-1571

DGS 8504 (Rev. 193)




AGENCY RECORDS INVENTORY

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

each new or revised record series. Forward RECORDS MANAGEMENT DIVISION
with Records Retenfion Schedute (DGS 550-1} |« 7275 Waterloo Road, P.O. Box 275 prce__| [ o ,
Jessup, Maryland 20794 .
. 4106-789-1930
1. Depariment/Agency 2. Division ' ‘ 3. Unit
Sheriff's Office

DEFINITION: RECORD SERIES: A group of related records nomnally filed and used as a unit fo} Teference as well as retention and disposition
pUrposes.

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

General Forms/Files __2016 to__ 2066
; .

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

series.)
Use of Farce Report —used to record instances of Use of Farce that may or may not require additional investigations.

7. Record Serles Formai(s) Listall 8. lRemm Serles Sequence 9. Volume
—1
B3 Letter Size ] Microfilm [0 Atphabetical ! Number
[JiegaiSize [ Computer Tape . Numerical ’ <] File Drawer(s)
[ Microfim Reel(s)
[ Avdio Tape  [] Floppy Disk {3 Crwanatogicat . [[] Computer Tape(s)
) O Other {specit)_________
] 8ound Baok  [] Video Tape [ Geographical
. 10. Annual Accunmutation
Clother (specity)___ . ] Other {specity) __ _
Number
File Drawer(s)
[ Microtiim Reel{s)
. 3 Computer Tape(s)
Ol other(specity).____
11. Filta i3 Used 12, Fila Becomes Inactive After
. —50____
{J oaiy [Q weeny 3 Manitey B9 Annuatly Number [ Months) Year(s)
-13. Current Location{s)  {Bidy., Floor, Room) : 14, is Record Series Duplicated Elsewhera?  (If yes, specify apency or offica.)
Courthouse, 1% Floor, Operations Bureau 3 Yes No
15. Aceess Restrictions (If Yes, cile Law(s) & Regulation{s) 16, Audit Requirements
OvYes Ko
None [ Swate [] Federal [ independent
17. Is an index System used? If yes, explain beiefly and describe requirements 18. Recommended Retention
OvYes KKno
50 Year
19. Name and Title of Preparer 20. Telephone Number | 21.Date
Sue Wilson 410-222-1571 614718

DGS 550-4 (Rev. 1/83)




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

b

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

A10-789-1830

AGENCY RECORDS INVENTORY

eace_{ 2 oF _ 1

1. Department/Agency 2. Division

Sheriff’s Office

3. Unit

purposes.

DEFINITION: RECORD SERIES: A group of related records normally fied and used asa unit for reference as well as retention and disposiion

4, Regord Series Title
General Forms/Files

5. Earliest Year/Latest Year
—2016_______to__ 2068,

series.)

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

Livestock Estimate/Damage Claim Form — used as attachments to an incident Report completed during a Livestock/Animal Kill appraisal.

Y

11. File la Used

{1 caly [ Weekly [ Monthty 5 Annually

Number

) E—

7. Record Series Format(s) List all 8. Record Sarles Sequence 9. Volume
2
& Letter Siza O Microfiim [ Aiphabetical Number
O Legaisize ] Computer Tape [ Numerical File Drawer(s)
[J Microfim Reck{s)
[J AudioTape  [] Foppy Disk Chronolagical [ Computer Tapa(s)
[ Gther (specify).
[] Bound Bock  [] Video Tape (] Gesgraphical
10. Annual Accumylation
[ other {specity) 0 other speciy)
Number
) Fila Drawer(s)
[ Microfilm Reel(s)
[ Gomputar Tapats)
Ol other(specity)
12. Fle Becomes [nactive ARer

[CImontnis) [ Year(s)

13. Current Location{s}  {Bldg., Floor, Rcom)
Courlhousa, 1# Floor, Operations Bureau

O Yes

14. is Record Serles Duplicated Elsewhara? {If yas, specify sgency or office.)

No

15, Accass Resuictions (ff Yes, cRe Lawis} & Regulation{s)
Oves X

16. Audit Requirements

B none [ state [ Federal [ Independent

17. 1s an Index Systam used? if yes, explaln briefly and describe requirements

Oves Rne

50 Year

18. Recommended Retention

19. Name and Title of Preparer
Sue Wilson

20. Telephone Number
410-222-1574

21, Date
6/14/16

DGS 550-4 (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
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

AGENCY RECORDS INVENTORY

PAGE ‘30F 1

Jessup, Maryland 20794
410-795-1830

1. Department/Agency 2. Division 3, Unit

Sheriffs Office

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 YearfLatest Year
2006 _to__ 2021 _

4. Record Series Title . .
General Forms/Files

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

series.)
Departmental Accident Investigation Summary — used as a cover sheet to any incident report summarizing vehicular accidents.

7. Record Serias Farmat(s) List all 8. Record Serles Sequence 2. Volume
1
LetterSize ] Microfitm O Aphabeticat Number
O teqaiSze ] Computer Taps [ Numerical 6 Fite Drawer(s)
] Microfim Resls) v
[ Audio Tape [ Floppy Disk B Chronological [ computer Tape(s)
O otherfepecify)
[ Bound Book [} Video Tape [ Geographical '
, 10. Annual Accumutation
[ other (specify)________ [0 other (specity) ____
Nurnber
Fite Drawas(s)
[ Microfiim Reel(s)
] computer Tepa(s}
() omer(specity)
11. Fila is Used 12. Fle Becomes Inaciive ARer *
: -
[ paily [J weexty [ Monthty Annuaily Number [CImMonthis) B Year(s)

14, Is Record Serlas Dupficated Elsewhera? (if yas, specify agency or office.)

OvYes Ao

13. Current Location{s)  (Bldg., Floor, Room)
Courthouse, 1= Floor, Operations Bureau

15. Access Restrictions (if Yes, cite Law(s) & Regufation{s) 18, Audit Requirements

‘OYes ©&no
5 R None [ Siate [JFederal [ Independent

17. Is an Index System used? [f yes, explain briefly and dascribe requirements

O Yes No

18. Recommended Retention
50 Year

21. Date
6/14/16

20. Telephone Number
410-222-1571

1. Name and Title of Preparer
Sue Wilson

DGS 550-4 (Rev. 1/93)




instructions ~Type or Print a separate fomfor | DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY

each new or revised record series. Forward RECORDS MANAGEMENT DIVISION
with Records Retantion Schedule {DGS 550-1) 7275 Waterioo Road, P.O. Box 275  pAgE_ !! I oF ]
Jessup, Maryland 20794
410-765-1930 °
1. Department/Agency : 2, Division - 3. Unit . -
Sheriff’s Office )

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

4. Record Series Tille 5. Earliest Year/Latest Year
General Forms/Files _2016 to__20%6____

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the
series.)
Fax Cover Letter — used to address fax messages

7. Record Series Format{s) Ust all 8. Record Seres Sequence 9, Volume
4
[ Lettar Siza [ Miorofilm ' [J Alphabetical Nupnber
[)legaisize  [JComputerTaps Numerical Fite Drawer(s)
* [ Microfiim Rael(s)
[ Audio Taps ] Fioppy Disk [] chrenological [ Computer Tape(s)
: [loter(spacit
] Bound Book  [] Video Tapa [ Geegraphical .
’ . 10. Annual Accumulation
[0 Other (specify) [ Other (specity)
! Numbar
! {7 Fite Draweris)
[ mierafim Reel{s)
{1 computer Tape(s)
{] Gther (specity).
11. File Is Used . 12. Fle Becomas Inactive After
. . o
B ey | [Jweeny 3 ™onthly 3 annuatly Number O montngs) B Year(s)
13. Cument Location(s)  (Bldg., Floor, Room) . 14. Is Record Serigs Duplicated Elsawhere? (if yes, specify agency or office.)
. [ ¥es No
15. Accass Restricions (if Yes, cite Law(s) & Regulation{s) 18. Audft Requirements
Cyes [ENo

B None []Siste [] Fedem! I'_'Ilndepender;t

17. Is an Indax System used? {f yes, axpfain briefly and describe reguirements 18. Recommended Retention
Oves ENo ’
0 Year
19. Name and Title of Preparer 20. Telephone Number | 21, Date '

Sue Wilson 410-222-15T1 ) 6/14/16

DGS 5504 {Rev. 1/83)




Instructions ~Type or Printa ;.‘eparate 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

AGENCY RECORDS INVENTORY

PAGE _ Li _OF _ 3}

Jessup, Maryland 20794
416-799-1830

1. bepanmenﬂAgency - 2, Division

Sheriff's Office

_3. Unit

DEFINITION: REGORD SERIES: A group of related records normally fiied and used as a unit for reference as well as retention and disposition
PUTpOSES. !

5. Earliest Year/Latest Year
2016 to__2017_

-4, Record Series Title
General FormsiFiles

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

series.)
Sherif"s Office Activity Calendar Form ~ used to book and document appointment and public activities.

7. Record Series Format{s) Listall 8. Record Series Sequence 9. Volumea
—5_
Bl Lettor Size [ Microfitm [} Atphabeticat Number
[JiegalSze [ Computer Tape B Numrical File Drawer(s}
[ Microfim Reel(s)
[JAudioTapa [ Fioppy Disk ] chronelogizat [J Gomputer Tepets)
[l Cwerfspectty)
7 Bound Book [ Video Tape ] Geograpricar
- 10. Annual Accumulation
) Other (speciy) 03 Other (specify)
Numher
] Fite Drawests)
[ Microfitm Reg!(s)
[ Computer Tape(s)
[ Other gapecify)_
11. File Is Used 12. File Becomes Inactive After
-8
B4 paity [ weexly [ monthly 1 Annually Number ] manth(s) Yean(s)

13. Cument Location(s)  (Bldg., Floor, Room)
Circuit Courthousa, 1= flocr, Operations Bureau

14. |s Racord Series Duplicated Elssewhera? (If yes, specify agency or office.)

Oves BNo

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

OYes [(no
B None [State [ Federsl [ Independent

s

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

OYes PBNo

18. Recommended Retention

1 Year

21. Date
614116

19. Name and Title of Preparer
Sua Wilson

20. Telephone Number
410-222-1571

DGS $50-4 {Rav, 1/83)



AGENCY RECORDS INVENTORY

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

each new or revised record series. Forward RECORDS MANAGEMENT DIVISION
with Reoord_ls Retention Schgdule {DGS 550-1) 7275 Waterloo Road, P.O. Box 275 pagE [ﬁ o 4
Jessup, Maryland 20794
410-788-1830 .
1. Department/Agency 2. Division ' 3. Unit
Sheriff's Office

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

4. Record Series Title 5. Earliest Year/Latest Year
General FormsiFiles _2018 to__2017___

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

series.)
Awards Nomination Form - Used to nominate co-workers for a Sheriff's Office Award.

7. Record Series Format(s) Listall 8. Record Serles Sequance . | 9. Volume
N, (- S
B2} Letter Size [ Microfilm (] Atphabetical Number
[CJtegatSize ] Computer Tape 59 Numerical B9 File Drawes(s)
: [ microfilm Reel(s)
[ Audio Tepe - [J Floppy Disk ; |'_"| Chronclogical * | [ computer Tape{s)
- . CJ Other (spectty)
C] Bound Baok [ video Tape [ Geooraphical
10. Annual Accumulation
[ other (specity) _______ [ other (specity)
’ , Numbar
B Fita Drawer(s)
[ Microfitm Reei{s) :
[ computer Tape(s)
3 Other (speciy)_________
11. File s Used i 12, File Becomes Inactive After
- N 1
X oaiy [ weekiy 3 monthy 3 Annually Number COMonthis) B9 Yesrts)
13, Current Location(s}  (Bldg., Floor, Reom) 14. Is Record Serles Duplicatad Elsewhere? ({If yes, specily agency or office.}
Circult Courthause, 1¢floor, Operations Bureau [ ves No
15, Access Restrictions {If Yes, cite Law(s) & Regulatian(s) 16. Autit Requirements
3 es No
EINene [ Stats [ Federal [ Independent
r
17. 15 an Index System used? !if yes, explain briefly and describe requirements 18. Recommended Retention
1 Yes No
1 Year
19. Name and Title of Preparer 20. Tefephone Number | 21. Date
Sus Wilson 410-222-1571 6/14/16

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)

AGENCY RECORDS INVENTORY

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

Jessup, Maryland 20794
410-759-1830

eoe ] or__ 3

1. Department/Agency
Sherifi"s Office

2. Division 3. Unit

PUrposes,

DEFINITION: REGORD SERIES: A group of related records normallj Tiled and used as a unit for reference as well as retention and dispositian

4. Record Series Title
General Forms/Files

5. Earliest Year/Latest Year
_2016 to___2021

series.)
Meeting Minutes - Record of staff meetings

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

[ pary [J weekly Bd Monthly

O Asnually

5

—_—

Number ] Monihs)

7. Record Serfas Format(s) Listall 8. Record Series Sequence - 9. Velume
- - —
Letter Sizei [ Microfim [] Alphabetical Number
!
[JLegaiSize [ Computer Tape B Numerical [ Fie Drawer(s)
. _ 1 Microfilm Reel(s)
[ AudioTape  [] Floppy Disk [ chronological [ Computer Tape(s)
N [ oOther (specify)___. .
[JBoundBaok [ Video Tape ] Gecaraphical N
) 10. Annual Accumulation
[ other (spacify) [ Other (spesify)
: Mumber
B File Orawen(s)
[ Mierofilm Rael(s)
[ computer Tape{s)
[ other (speciy)_________
11. Fila is Used 12. File Becomes Inactive Afier

(X Yearis)

13. Curant Locaﬂun(s) {Bldg., Floor, Room)
Circult Caurthouse, Administration

OYes o

14. 13 Record Series Cuplicated Flsewhere? (It yes, spedify agency or office.)

15. Acoess Restrictions (If Yes, cite Law(s) & Regulation(s}
[ Yes B Mo

16. Audit Requirements

B Mone [ State [ Federal [] Independent

OYes Ewo

17. [s an Index System used? If yes, explzain briefly and describa requicements

18. Recommended Retention
5 Year

19. Name and Title of Preparer
Sue Wilson

20. Telephone Number
410—222_-1571

21. Date
6/14/16

DGS 550-4 {Rev. 1/83)




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

A .
with Records Retention Schedule (DGS 550-1)

AGENCY RECORDS INVENTORY

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

Jessup, Maryland 20794
470-799-1830

pace_{8  oF __;

1. Deparfment/Agency
Sherff's Office

2. Division 3. Unit

pUIpOSES.

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

4, Record Series Title
General Forms/Files

_2018,_ .

5. Earliest Year/Latest Year
to ___2021

series.)

General Corraspandence — Letters, memoranda, and documents generated and received.

6..Record Series Description (Briefly describe the types of information/documents/forms found in the series. [nclude the purpose or functioq'of the

7. Record Series Formal{s} Listall
Leiter Size [} Microfilm -
O Legat Siza [ J Computer Tags

. DAudioTape  [] Floppy Disk

{1 Bouna Book. [] Video Tape
At

[Jother (specify)___

8. Record Sefles Sequence 8. Volume
—8
[ Alphebetical Number
Numerics) . £} Fite: Drawer(s)
[J Microfitm Reel(s)
0 chronclogical O computer Tape(s}
[ ather {specify),
] Gesgraphical R

[ other (specify) —__

10. Annual Accumulation

Number
= B3 Fila Drewer(s)
[ Microfim Reel(s)
[ computer Tape{s)
Oother(spacity)
11. File is Used 12. Fila Becomes Inactive Afier
-5
[ paiy J Weskly B Monty [ Annualy Number OO Moningsy B Yesnts)
13, Curvent Location(s)  (Bldg., Floor, Rcom) 14, Is Record Series Duplicated Elsewhera? (If yes, specify agency or office.)
Clrcuit Couthouse, Administration [1Yea B No

15, Access Restrictions (If Yes, cite Law{s) & Reguiation(s}
3 Yes No

18. Audit Requirements

B3 None []State (] Faderal [ indepsndent

Oyes Hno

17. 15 .an tndex Syatem used? IFyeas, axplain briefly and describe requirements

18. Recommended Retention
5 Year

19. Name and Tille of Preparer
Sue Wilson

21. Date
6/14/16

20. Telephone Number
410-222-1571

DGS 550-4 (Rev, 1/93)




Instructions -Type or Print a saparate form for
each new or revised record series. Forward
with Records Retention Schedule (DGS §50-1)

DEPARTMENT QF GENERAL SERVICES

AGEMCY RECORDS INVENTORY

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

pace_#% o1
Jessup, Maryland 20794 :
410-789-1830

1. DepartmentfAgency 2. Division 3. Unit

Sheriff's Office ' '

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

§. Earflest Year/Latest Year
—2016 to__2017-18

4. Record Serias Title
General Forms/Files

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

series.)
Agency Agreements — signed agreement between govemment agencies.

7. Recond Serfes Format{s) Listall B. Record Series Saquance 9. Valume
19 !
Letter Size [} Microfilm [] Atphabetical MNumber
[Otegatsize [J Computer Tape Numerical Fila Drawar(s)
[] Microfilm Reel(s)
[0 Audio Tape ] Floppy Disk [ chronetogical [ Computer Tape(s)
DJotherispeciy)_
{OJeoundBook  [] Video Taps [ casgraphical
10, Annual Accumulation
[ other (spacity) 3 Other (specity)
Number
£4 Fita Drawar(s)
[ Microfim Resl(s)
[ Computer Tapels)
[T Other (specity) - _
11, Flle is Used 12. Fita Becomes Inaclive After
12 .
{3 paiy [l weekty O Monthly 4 Annually Number [ Month(s) Year(s)

v

13. Current Locstion{s)  (Bidg.. Floor, Room)
Circuit Courthouse, Administration

14, Is Recond Serios Duplicated Elsewhere? {if yes, specily agency or office.)
[ Yes No

15. Access Restrictions (if Yes, cite W(B} & Regulation(s)
OyYes [BNo

16. Autit Requirements

G Nene [ State [ Federal [ independent

17. Is an Index System used? ifyes, explain briefly and deseribe requirements
] Yes No

18. Recommended Retention
1-2 Years — length of agreement

21. Date
6/14/16

20. Telephone Number
410-222-15T1

19. Name and Title of Preparer
Sue Wilson

DGS 55041 (Rev, 1/83)



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

with Records Retention Schedute (DGS 650-1) 7275 Waterloo Road, P.O. Box 2756 - PAGE ;LO oF ,
Jessup, Maryland 20794

410-753-1930

AGENCY RECORDS INVENTORY

Sheriff’s Office

1. Depariment/Agency 2. Division

3. Unit

purposes.

DEFINITION: RE_EORD SERIES: A group of related records normal

Iy filed and used as a unit for reference as well as retention and disposition

4. Record Series Title
General Forms/Files

5. Earliest YearfLatest Year
_2016__ to_ 2066

series.)

Compilaint Files — Documentation of complaints against the Sheriff's Office.

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

[J oaily [ weety O Monthiy Annualty

—50,

Number

7. Record Seres Format(s} List all 8. Record Serles Saquence 9. Volume
y —20
Letter Size ] Microfilm 1 Atphabetical Number
[JLegaiSize [ Computer Tape B Numerical File Drawer(s)
[J Microfitm Reel{s)
] Audio Taps [ Floppy Disk [ Chronolegicat (] computer Tape(s)
. [l other (specif)________
Bound Book  [] Video Taps [ Gecgraphical
10. Anhual Accumulalion
[0 other(specify)_________ O Other {specity)
Number
B4 File Drawer(s)
(] Microfitm Reels)
[ Computer Tape(s}
[] other (specity)
11, Filo is Used 12, File Becomes Inactive After

2 Maninis) Yean(s)

13. Cumrent Location{s}  {Bldg., Floar, Ragm)
Cwouit Courthouse, Security Bureau

O Yes

14, Is Record Seres Duplicated Elsgwhere? {If yas, specify agency or office.)

No
& /

15. Access Restrictions (if Yes, cite Law(s) & Regulation(s)
[Oves pBINo

16. Audit Requirements

BJ None [Jstate []Federsl [J Independent

17. is an Index System used? If yes, explain bdefly and dascribe requirements
[ Yes B No )

50 Years

18. Recommended Retention

19. Name and Title of Preparer
Sue Wilson

20. Telephone Number
410-222-1571

21.Date .
6/14/18

DGS 5504 (Rev. 1/83)




AGENCY RECORDS INVENTORY

instructions ~Type or Print a separate form for ADE'PARTMENT QOF GENERAL SERVICES

each hew or reévised record series. Forward RECORDS MANAGEMENT DIVISION
with Records .Retentlon Schedute (DGS 550-1) 7275 Waterloo Road, P.O. Box 275 — I oF .
Jassup, Maryland 20794 ’
) 410-793-1530
1. Department/Agency 2. Division 1 3. Unit
Sheriff's Office :

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

4. Record Series Title 5. Earliest Year/Latest Year
General Forms/Files __2016, to___2066

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

senes.)
Key Logs — Lists of keys issued to Sherif's Office personnel

7. Record Series Fommat{s) Listall 8. Record Serles Sequence i 9, Volume
/ ; _n
] Letter Size ] Microfilm [ Alphabetical Number
O tegat Sizé {3 computer Tape [ Numericat [ File Drawer(s)
[ Microfiim Reel(s)
] Audio Tape ] Flappy Disk [3 chwnetogical [ tomputer Tapeis)
. . [ other {specity).
[ 8ound Book [ video Tapa [ Gsographical
10. Annual Accumulation
Oother{specity)_______ [0 Other (specify) _____
' Number
=) File Drawer(s)
[0 Microftm Reel(s}
[ Computer Tapa(s)
3 Other (speciiy)__.—_____
11. File ts Used - 12, File Becomes Inactive ARer
. —50__ .
(0 paly ] Weekiy ] Monthiy B annuaily Number [0 Month(s) Year(s) -
13, Current Location{s)  (Bldg., Fioor, Room) ) . 14, Is Record Series Duplicated Elsawhera? {If yes, specily agency or office.}
Circult Gourthouse, Sacurity Bureau Oves [RENo ’
15, Access Restriclions (If Yes, cite Law(s) & Regutation(s) 16. Audit Requirements
O ves No
BdNone [Jstate []Fedoral [ indegendent
17. Is an Index System used? If yes, explain bifefly and describe requirements 18. Recommended Retention |
Oves Eno : .
50 Years
i
19. Name and Title of Preparer 20. Telephone Number -] 21. Date
Sue Wilsan 410-222-1571 6/14/16

DGS 5504 (Rev, 1/93)




Instructions ~Typs or Print a separate form for DEPARTMENT OF GENERAL SERVICES AQGENCY RECORDS INVENTORY

aach new or revised record serfes. Forward RECORDS MANAGEMENT DIVISION >

with Records Retention Schedule {(0GS 550-1) 7275 Waterlao Road, P.O. Box 275 ) mg_}v_ oF .
Jassup, Maryland 20794 . :

410795180

1. Dapariment/Agency 2; Divislon 3. Unit

Sheriff’s Cffice

DEFINITION: RECORD SERIES: A group of ralated records normally fied and usad as a unit for reforence as well as retention and disposiion

purposes. .

4. Record Saries Title
General Forms/Files

~2016_

5. Earliest Year/Latest Year

to __Continuous Recard

series.)
General Orders, Standard Oparating Procedures

6. Record Serlas Dsscription {Briefly describe the types of Information/dacuments/forms found in the series. Include the purpose or function of the

-

7. Rucord Serlos Formatfs) 'Listal 8, Rocord Serles Sequance 9, Volume
' —22
Bliottersae [ Microfim [ Asphabetical Number
Diegaisiza , [JCompater Tepo [ Numarcat {1 Fiia Drawests)
. O Miorsfitm Resi(s)
DAwdoTepe [ Froppy Disk O ciwonologieal [ Comauter Tape(s)
) (3 Other (specity)_______
O BoundBook ] Video Tepo [ Geographicsl '
10. Annua) Accumetation
B3 Othor (specity)__Sioon Computer 03 Other (specity) ____
' : Number
[ Fio Dravrer(s)
[ MicsoBim Reel{s)
[ Computer Tape(s)
O Ciher (opesiiy)
11. FBa Is Used 12. Fila Becomes Inactive Afior
' —__Lontnuous Record r
Cloaty  [Jweeky {3 Mormnty [ Annuaty Number " CIMont{sy [ Year(s)

- 13. Ciiment Location(s)
Cireuit Gourthousa

(Bidg., Fioor, Room)

Oves Bne

14. I3 Recocd Serias Duplicated Elsewhers? {iTyas, specily egency or office.)

15. Access Reslticllms [ Yea, cite Law(s) & Regulation(s)
Oves No

16. Awdit Requlrernents

B None [ state [JFederat [JIndependent

7. 18.an Indox Syslem used? Ifyes, expialn befelly and describe requivaments
COyes Rwo

18. Recommended Retention

ContUnuous Record

19. Name and Tille of Praparer
Sue Wilson ’

DGS 5504 (Rev. 183)

20. Telaphone Number
410-222-1511

21. Date
- 6/14/16




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 7'3
with Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275 pace_ & o3
Jessup, Maryland 20794 '
410-799-1930
1. Department/Agency 2. Division 3. Unit
Sheriff's Office

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

4. Record Series Title . ) . . . 5. Earliest Year/Latest Year
General FormsiFiles ’ . _ 2016 to ___2066

8. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the
series.)
Personnel Orders, Special orders, wiitten directives, FTO manuals — manual and logs generated for reference and lraihing.

7. Record Series Format(s) Lista® B. Record Series Sequence 9. Volume
B LetterSze [ Microfilm 3 asphabetical Nutmber
[JLesaisze [ Computer Tape 5 (R Numericat B3 File Drawer(s)
' .. , ] Micrefilm Reaf{s)
OAuwdioTape  [J Floppy Disk O Chronclogical 1 Computer Tape(s)
‘ . [ other (specity)__________
[ Bound Book [ Video Tape . [ Geographicat
) 10. Anaual Accumutation
Dotherspectty). O Other {specify) ____
. Number
B4 File Crewer(s) *
] Microfilm Ree!(s)
[ computar Tape(s)
2 Other (specify)_______
11, Fle iz Used f '12. File Bacomes inactive After
_ 0
[ paity [ weekly O Monly B Annually Number [Monivis) B Year(s)
13. Curret Location(s)  (Bidg., Fipor, Room) 14. Is Record Serios Duplicated Elsewhera? (If yes, specify agency or office.)
Clreuit Courthouse [ ves No
15. Acoess Resmwms {If Yes, cita Lawis) & Regulation{s) . 16. Audil Requiremants
Cves Bno N

Nane [JState [ Fedsral [ independent

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

Ye No
Ove & 50 years
19. Name and Title of Preparer 20. Telephone Number | 21, Date
Sue Wilson ) 410-222-1571 6/14/16

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

410-799-1830

AGENCY RECORDS INVENTORY

1. Depariment/Agency
Sheriff’s Office

2. Division

3. Unit

| purposes.

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

4. Record Series Tite
County Forms/Files Pertaining to property/Equipment/Vehicles

5. Earliest Year/Latest Year
_2016_ o_ 2021

series.)
Quartermaster Uniform Records — Uniforms, badges, patches,

efc.

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

8. Vokima

-

7; Record Sarles Format(s) Listall 8. Record Serigs Sequence
) . 24
B Letter Size [ Microfilm [] Aiphabstical Number
[]tegaisize [ Computer Tape Numerical B4 Fito Drawer(s)
' [ Microfin Reel{s)
[ Audio Tapa  [] Fioppy Disk ] Chronologicat [0 computer Tapets)
(3 other (specify)_
[ Bound Back [ Video Taps [ Geographical
10. Annwal Accumulation
O Other (specty) ] Other (specify) ____
Number
[ Fite Drawer{s)
' [ Microfim Reel(s)
[1 Computar Tapa(s)
3 Other (specity),
11. Fita is Used 12, Fila Bacomes Inaclive Aftar
. —5
[0 paly [ weekiy [ Monthly Annuaily Number O Monthisy B Year(s)

13. Current Location(s)  (Bdg., Floor, Room)
Circuit Courthouse, Security Bureau

[] ves

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

B No

15. Access Rastrictions (IF Yas, cite Law(s) & Regulation(s)

O ves No

16. Audit Requiraments

Ewone [Jstwte [ Federat [ independent

17. Is an index System used? If yas, explain briefly and describa requirements

O Yes X no

5 years

18. Recommended Retention

19. Name and Title of Preparer
Sue Wilson

20. Telephone Number
410-222-1571

21. Date
B6M4/16

DGS 550-4 {Rev. 1/83)




Instryctions ~Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES . AGENCY RECOR':_'S 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 -‘Lf
A PAGE_ 3 OQF __1 ___
Jossup, Maryland 20794 )
410-799-1830
1. Department/Agency 2, Division 3. Unit
Sheriff's Office

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

4. Record Series Title . - . 5. Earliest Year/Latest Year
County Forms/Files Pertaining to property/Equipment/Vehicles _2016__ ___ _-to__ 2018

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

series.)
Uniform Page — used to list clothing sizes for ordering uniforms.

7. Record Serfes Farmat(s)  Listall 8. Record Series Sequence 8. Volume
-2
B LetterSze ] Microfiim [ Atphabetical . Number
[OiegalSiza ] Computer Tape Numerical [ File Drawex(s)
[0 micrafitm Reel(s)
[l AudioTape [] Floppy Disk {7} chranological {0 Computer Tape(s)
0 other (specify)_
[J BoundBook ] Video Tape [] Geographical
. 10. Annual Aceurmulation
Clothergspecity) | [J Other (specify) ____
Number
Fllo Drawer{s)
, [T Microfitm Reei(s) .
[ Computar Tape(s)
[ Other (spexity)
L}

11. Flle is Used 12. File Bacomes inactive After
. —
[ paily ] WeeMy [ Monthly - [ Annuatly Number CIMonthis) B Year(s)
3 .

13. Current Location{s}  {Bldg., Floor, Room) . 14. Is Record Series Duplicated Elsewhere? {If yes, specify agency or office.)
Circuiit Courthouss, Security Bureau Oves XNo
15, Access Restrictions (if Yes, cite Law(s) & Reguiation(s) : 16. Audit Requiements

[ Yes No

K none [JState [ Federal [ Independent

17. Is an index System used? If yes, explain briefly and describe requirements 18. Recommended Retention
Oyes Ewno .
2 years
19. Name and Titfe of Preparer 20. Telephona Number | 21. Date
Sue Wilson : 410-222-15711 6/14/16

DES 5504 (Rev. 143)



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, Maryland 20794
410-799-1830

b
PAGE ‘z OF .t __

1. Department/Agency
Sheriff’'s Office

2. Division 3. Unit

PuUrposes.

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

4. Record Series Title

County Forms/Files Pertaining to property/Equipment/Vehicles

5. Earfiest Year/Latest Year
2016 to_ 2086

series.)

Inspettion Farm — Used to document inspection of personnel and/or vehicles and dequipment.

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

9. Volume

7. Record Serfes Format{s) Listall 8. Record Serles Sequence
: —26
B Letter Sza [ Microfilm [J Alphabetical Numbser
[OLepaiSlze [ Computer Tape <] Numarical File Drawar{s)
. [ ierofilm Reel(s)
[ Audio Tape ] Floppy Disk [ chrenclogical [0 Computer Tape(s)
) [ Other (specify)_
{1 Bound Book  [] Video Tape O Geographical
10. Annual Accumulation
[ other {specity). [l Cther (spacity) _____
. Number
BJ File Drawes(s)
O Microfilm Reel(s)
[ camputer Tapels)
[ Other (specify)
11. Filais Used 12. Fila Becomes Inactive After
—50_ .
[3J caily [0 weexty [0 Monivy B9 Annusty Number [ Month(s) Year(s)

13. Current Location{s]  (Bidy., Floar, Room}
Circuit Courthouss, Flest Maintenance

1 Yes Kno

14, Is Record Serles Duplicated Elsewhere? (If yes, spacify agency or office.)

15. Arcess Restrictions (If Yes, cite Law(s) & Regulstion(s)

Oves [EnNo

16. Audit Requirements

B None [Jstate []Federad [ independent

Oves ENo :

17. Iz an Index System used? If yes, explain briefly and deseribe requirements

18. Recommended Retention
50 years '

19. Name and Title of Preparer
Sue Wilson

21. Date
6/14116

20. Telephone Number
410-222-1571

DGS 550-4 {Rev. 1/83)




Instructions —Type cr 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.Q. Box 275

Jessup, Maryland 20794
410-799-1930

1. Department/Agency
Sheriff's Office

2. Division

3. Unit

purposes.

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

4. Record Series Title

County Forms/Files Pertaining to property/Equipment/Vehicles

—2016

5. Earliest Year/Latest Year

to___

series.)

Vehicle Accident or Damage Report — used to document a vehicle accident or damage.

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

7. Record Series Format(s) Listall 8. Record Seras Sequence 9. Volume
—2T
0 Lettersze  [] Microfiim [ Alphabetical Number
[ regatsze  [J Computer Tape ‘NMumesical [Bd File Drawer(s)
[J Migrofilm Reexs)
[ Awio Tape  [] Floppy Disk [ Chronological ™ [] Computer Taps(s)
[ other (spacify) _
[0 Bound Book ] Video Tape O Geoaraphicat
10. Annyal Accumulation
Oother(specity)____ [ Other {specity) ____
Number
\ File Drawer(s)
[0 Microfim Reel(s)
[ computer Tapa(s)
[ Other (specify)_______
11. Fila is Used 12, File Becomes Inactive ARer
1 Daily [ weekty [ Monthly B Annually Number O Monthis} [ Year(s)

13, Current Lucation(s}
Sheriff's Car

{Bidg., Flcor, Room)

BQ Yes One
Risk Management

14, Js Record Series Duplicated Elsewhere? (if yos, spacify agency or offica.)

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

18. Audit Requirements

None []State [] Federal [ indepandent

[ Yes B Mo

17. Is an Index System used? If yes, explain briel}y and describe requirements

Life of vehicle

18. Recommended Retention

19. Name and Title of Preparer
Sue Wilson

21. Date
6/14/16

- 20. Telephone Number
410-222-1571

OGS 5504 (Rev. 1/93)




Instructions —Type or Print a separate form for
each new orf 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, Maryland 20794

410-758-1830

AGENCY RECORDS INVENTORY

PAGE _a~___oOfF _ 1

1. Department/Agency
Sheriffs Office

2. Division

3. Unit

puUrposes.

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

4. Record Series Title
County Forms/Files Pertaining to property/Equipment/Vehicles

5. Earfiest Year/Lalest Year
_2018 to___2021

series.) _
Towing Form - used when a civilian vehicle is towed

6. Record Series Description (Briefly g‘esen'be the types of information/documentsiforms found in the series. Include the purpose or funclion of the

Circuit Courthouse, Operations Division

O ves

7. Record Series Formal{s)  List all 8. Record Series Sequence 9. Volume
—
Bl Letter Siza [T Microfilm [ Aphabetical Number
[JLega1Size  [] Computer Tape X1 Numerical [ Fite Drawer(s)
[ Microfim Reel(s)
[ AvdloTape ] Floppy Disk [ Chranclogical [ Computer Tapeis}
[ oher {spacityy_
[] Bound Beok  [] Video Tape [ Geograprical
10. Annual Accumutation
DY oter (specityy [ Other (specity)
_Number
(4 Fla Drawer(s)
[ Microfilm Reei(s)
[] Computer Tapais)
[ other (opecity)
1. Fila is Used 12. File Bacames Inactive Aflter
_5 t
3 paiy [ Weekiy O Montly B3 Annuatly Number [ Month(s) Year(s)
13. Cument Location{s)  (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.}

B3 No

18. Access Restictions (If Yes, cita Lawis) & Regulation(s)
[ Yes No

-

16. Audit Requirements

B None []State [ Federat [ independent

17. s an Indax System usad? If yes, explain bilefly and describe requirements

Oves XnNo

5 years

18. Recommended Retention

19. Name and Title of Preparer
Sue Wiison

20. Telephone Number
410-222-1571

21. Date
6/14/16

DGS 5504 (Rev. 1/93)




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

AGENCY RECORDS INVENTORY

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

24
PAGE_ A" OF 1

1. Department/Agency
Sherifi*s Office

410-769-1930

2. Division 3. Unit

purposes.

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

4. Record Series Title ~

County Forms/Files Pertaining to property/Equipment/Vehicles

2016

5. Earliest Year/Latest Year
to___2026.

series.)

Weapon Inventory — used to inventory weapons belonging to the Sheriff’s Office

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

" 7. Revord Serius Format({s) Listall

8. Record Serles Saquence

0 weenty

2. Voluma
-
B LetterSize [ Misrofim [ Alphabeticat Number -
O viegatsize  [J Computer Tape B Numerical X File Drawer(s)
(O wicroftm Reel(s)
O Audio Tape [ Fleppy Disk 1 chronological [ computer Tapets)
[ ©ther (specify)_
[0 Bound Book - [] Video Tapa [ Geographicat
’ 10. Annugl Accurnulation
] Other {specity). [ other (speicity} __ -
Number
[X] File Drawer(s)
O Microfilm Rael(s}
[ Commputer Tape(s)
O other (specity).._____
14, Fila is Used 12. Fila Bocomes Inactive After
—10__ '
] oaity [ Manthty Anually Number Omoninis) [ Year(s)

13, Current Location{s}  {(Bldg., Fioor, Room)
Circuit Courthousa, Flest Mainlanance

O ¥es No

4. Is Record Serlas Duplicated Elsewhera? (If yes, specily agency ar office.)

15, Accass Reslrictions (If Yes, tile Law(s) & Regulation(s)
Oves Eno

16. Audit Requirements

B None [J siste [J Federal [ Independent

O Yes B Mo

17. Is an Index System used? If yes, explain brisfly and descride requirements

18. Recommended Retention
10 years

19. Name and Title of Preparer
Sue Wilson

21. Date
6/14/16

20. Telephons Number
410-222-1571

DG5S 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 Watertoo Road, P.O. Box 275

Jessup, Maryland 20794
410-783-1830

AGENCY RECORDS INVENTORY

¥
PAGE_ A& OF __ 1

1. Department/Agency
Sheriff's Office

2. Division 3. Unit

‘

PUrposes.

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

4. Record Series Title

County Forms/Files Pertaining to property/Equipment/Vehicles ¢

2016,

5. Earliest Year/Latest Year
to___2026

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

series.) .
Weapon Malfunction report — used to report all weapon maffunctions and corrective action taken.
J
7. Record Series Format(s) Listsll 6. Record Series Sequence 2. Volurne
—30__
= Letter Size ] Microfim [ Aighabetical Number
[ LegaiSize [0 computer Yape B Numerica 53 File Drawen(s)
[ Microfilm Resl(s)
[ Audio Tape  [] Floppy Disk O chronotogical [ Computer Tapets)
D Other(specity)
[0 sound Boox ] Video Tape [ Gevgraghicel
10. Annual Accumulation
[ other (specity)_______ ] other (specity) ____
Number
. File Drawer(s)
[ Microfiim Reals)
. [ Computer Tepe(s)
O oter (specity,_______
11, File is Used 12. File Becomes tnactive Afler
. —
Oopaity  CJwaeky T Moninly  [5] Anually Nurmber Omenhisy [ Yearis)

13. Current Location(s)  (Bidp., Floos, Room)
Circuil Courthouse, Flest Conrdinalor/Training Coondinalor

OYes BENe

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

15. Access Restrictions (If Yes, chte Law(s) 8 Regulation(s)
Jves Rwo

16. Audit Requirements

None [] State [ Federal [ independent

Oves R

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

18. Recommended Retention
10 years

19. Name and Title of Preparer
Sue Wilson

21. Date -
6/14116

20. Telephone Number
410-222-1571

DGS 550-4 (Rev. 1/83)




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

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

AGENCY RECORDS INVENTORY

31

PAGE _ A" OF 1

—_—t

1. Department/Agency
Sheriff's Office

2. Division

410-799-1030

3. Unit

purposes.

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

4. Record Series Title
County Forms/Files Pertaining to property/Equipment/Vehicles

5. Earliest Year/Latest Year
_ 2016 to_ 2026 .

series.)

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

Portable Radio Signout Sheet — used to identify portable radios that are signed out by employees

7. Record Series Fommat(s) List all 8. Record Serlas Sequence 9. Volume
- ) M
Letter Size  [] Microfim [ Atphabetical Number
(OtegaiSize [ Computer Tape Numarical B Flle Drawests)
O Wicrofim Reel(s)
[ Audio Tape  {_] Floppy Disk {1] chronalogicat [ Computer Tapeis)
O Other (spectiy) _ ..
[JBaundBook [ Video Tape ] Geographical
' 10. Annual Accumulation
[ Other (specify). [ other (specttyy _____
Number
File Drawer(s)
] Microfikm Reel(s)
0 computer Tape{s)
[ Other (spesify)
11. Fiois Used - 12. File Bacomes Inactive Afler
P, | .
[ paity ] Weekty 0 Monthty Anually Number O Monthts) €] Year(s)

13. Current Location{s)  (Bldg., Fioor, Room)
Circult Courthouse, Qperations Bungau

[ Yes

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

B4 No

15, Access Resbrictians (If Yes, cite Law(s) & Regulalion(s)
] Yes B No

16. Audit Requirements

R dNone {]state [ Federat [ independent

17. Is an Index System used? I yas, explain briefly and descrihe requirements

[Oyes, [XNo

10 years

18. Recommended Retention

19. Name and Title of Preparer
Sue Wilson

20. Telephone Number
410-222-1571

21. Date
8/14/16

DGS 5504 (Rev. 1/3)




]
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
410-729-1930

AGENCY RECORDS iINVENTORY

PAGE __»_?_7: oF ___31

——

1. Depariment/Agency 2. Division

Sheriff's Office

3. Unit

PUIPOSES.

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

4. Record Series Tille
County Forms/Files Pertaining to property/Equipment/Vehicles

e

5. Earliest Year/Latest Year
_2Me__ to_ 2026_

senes.)
Ammunition Inventory — used to inventory ammunition

6. Record Series Description (Briefly deseribe the types of information/documentsiforms found in the series. Include the purpose or function of the:

Cireuit Courthbuse, Training Coondinator

7. Record Series Format(s) List ail 8. Record Serfes Sequance 9. Voluma
2
B tettar Sze  [] Microfiim [] Aphabetical Number
[JiegalSze  [] Computer Tape Numerical [X] Fila Drawer(s)
N O Microfitm Reet(s)
[J Audia Tape ] Floppy Disk [ Chronological [[] computer Tape{s}
. [ Other (specify)________
[0 Bound Book ] Video Taps 3 Gecgraphical
10. Annual Accumufation
Oother(specity) . ] Oher (specify) _____
Number
(4 Fite Draweris)
[ Microfim Resl(s)
[J Computer Tape(s} -
O other (specity)_____
11. File is Used 12. File Becomes Inactive After
. —10___
.0 paiy [ weeky O Meninty Anually Number [ Month(s) Year(s)
13. Cument Location{s)  {Bldg., Figer, Room) AM. 1s Record Sedies Duplicated Elsewhare? (If yes, specify apency or office.)

‘OYes [No

15. Access Restrictlons (If Yes, cite Law(s) & Regulation(s)
O Yes B Ne N

16. Audi Requirements

Bd None [1Sate [ Federal [ independant

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

[ Yes B No

18. Recommended Retention .
10 years

19. Name and Title of Preparer
Sue Wilson |

.

20. Telephone Number
. 410-222-1571

21. Date
B/14/16

DGS 5504 {Rev. 1193)




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

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

Jessup, Maryland 20794

410-765-1830

AéENCY RECORDS INVENTORY

33

PAGE & OF 1

1. Depariment/Agency
Sheriff’s Office

2, Division

3. Unit

PUIPOSEs.

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
Civil Process formsffiles

5. Earliest Year/Latest Year

2016 . _ to_ 2036

senies.)

.

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

Wit of Garnishment of Property - court order directing the SO to attached Goods and Chattel, Lands and Tenements.

9. Volume

7. Record Serles Format(s) Listall 8. Record Serles Sequence
~38
LotterSize  [] Microfiim [ Aiphabetical Number
OiegaiSize  [] Computer Tape 9 Numesical File Drawer(s)
’ [ Microfibm Ree(s) .
O Audio Tape [ Floppy Disk [0 chronological [0 Computer Tape(s)
’ [0 other (specity) _
[ Bound Book ] Video Tape [ Geoprephical . '
10. Annual Accumulation
[ Other (specity). 3 Other (specity)
Number
[ Fila Crawen(s}
] Microfim Reet{s)
[ computer Tape{s)
. [ other speaity)
11. File is Used 12. File Becomes Inactiva Aftar
) —2.
O oaity 0O weekty [ Manihiy Anually Numbsr ] Monthis} Year(s}

13. Current Lotalion(s}  (BKig., Flaor, Room)
Cireuit Caurthouse, Operatians Bureau -

O ves

14. Is Record Saries Duplicated Elsewhera?, (If yes, specify agency or office.}

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

16. Audit Raquirements

Bl Nona [ state [ Federal [ Independent

17. Is an index System used? if yes, explain briefly and describe requirements
[ Yes, No

20 years

18. Recommended Retention

19. Name and Title of Preparer
Sue Wilson

20. Telephone Number
410-222-15T1

21, Date
6/14116

DGS 550-4 (Rev. 1/83}




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

DEPARTMENT OF GENERAL SERVICES
RECQRDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

M

PAGE A OF 1

e i W e e

7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794
410-799-1530

with Recards Retention Schedule (DGS 550-1)

1. Department/Agency 2. Division 3. Unit

Sheriff’s Office

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

5. Earliest Year/Latest Year
_2016 to_ 2038

4. Record Series Title
Civil Process formsifiles

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

series.)
Writ of Execution — court arder direction the SO to cause a levi against Goods and Chattel, Lands and Tenements

7. Record Serles Format(s) Listall 8. Record Serles Sequence 9. Yolume
’ -3
B LetterSize ] Microfiim [] Alphahetca! Number
iegaiSiza [ Computer Tape [ Numarical (] Flle Drawer(s}
[ Microfim Reel(s)
] Audio Tape ] Foppy Disk ] chrenclagicat [ Gomputer Tapeis)
[ cther apacity)__
[J Bound Book  [] Video Tape [7] Geographtcal
10. Annual Accumulation
[ other (specify) [0 Other (specity)
Number
Fito Drawer(s)
] microfim Resl(s}
[ Compuier Tape(s) ,
[ Other (specify)_________
11. Flle Is Used 12. File Becomes Inactive After
. * __2_“___
(T paity [0 Weekly O Monthly B4 Anualty Number ) Month(s) Year(s)
13 Cumant Loeation{s}  {Bidg.. Floar, Room) 14. Is Revord Sesies Duplicated Elsewhere? ({If yes, specily agency or office.)

Cirouit Courthouse, Operations Bureau O Yes No .

15, Access Restrictions {if Yes, cite Law(s} & Regulation(s)
COyes Eno

16. Audit Requirements

BINona []state []Federal [ independent

17, Is an Index System used? If yes, axplain briafly and describe requirements
Oves Eno

18. Recommended Retention
20 years

21. Date
6/14116

20. Telephone Number
410-222-1571

19. Name and Title of Preparer
Sue Wilson

DGS 550-4 (Rev. 1/83)



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

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT Dl\fiSiON
7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794
410-788-1930

AGENCY RECORDS INVENTORY

-

c YR
pace_f  oF )

1. Department/Agency
Sheriff*'s Office

2. Division 3. Unit

| purposes.

DEFINITION: RECORD SERIES: A group of related records normally filed and used as & umit for re

nce as well as retention and disposition

e e |

4. Record Series Title
Civil Pracess forms/files

5. Earliest Year/Latest Year
_ 2018 to__2036

series.)

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

Sheriff's Sale Notice — a note to the public regarding the offer for sale of property seized by the SO

7. Racord Series Format(s) Listall 8. Record Serles Sequence . Valume
—35
B LetterSize [ Microfim [ Aiphabetical Number
[l ilegatSiza ] Computer Tape Numerical ] File Drawer(s)
[ Microfim Reel(s)
[ Audio Tape (] Floppy Disk . [ chronciagicar O caomputer Tage(s)
[ other (specify):_
O soundBock  [] Video Tape [ Gevgraphical
. 10. Annual Accumulation
[ Other {specify) O Other (specify) ___
. Number
] Fte Drawer(s)
[ Microfilm Reel(s)
[0 Computer Tape(s)
[l other(specify) .
11. File is Used 12. File Becomes Inactive After
: 2 '
O paiy ] weenty 0 Manthiy B Anually Number OMontnis) B Years)

13, Current Location(s}  (Blg., Flaor, Room)
Circyit Courthouse, Operations Bureau

0 Yes B No

14. Is Record Serles Duplicated Elsewhere? (If yes, specily agency or offica.)

15, Access Restrictions (If Yes, cite Law(s) & Regulatian(s)
[ Yes B4 no

i

16. Audit Requirements

BA None [Jstate [ Federat [ independent

Cves No

17. Is an index System used? If yes, explain briefly and describe requiremants

18. Recommended Retention
20 years

19. Name and Title of Preparer
Sue Wilson

21, Date
6/14/16

20. Telephone Number
410-222-1571

DGS 550-4 (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
410-759-1830

AGENCY RECORDS INVENTORY

36

PAGE A __ OF 1

e .

1. Depattment/Agency
Sheriff's Office

2. Division

3. Unit

purposes.

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

4. Record Series Title
Civil Process forms/files

+

5. Earliest Year/Latest Year
_2016 to___2036______

series.)
Sheriff's Sale Letter #1 thru #9 - procedure for Sherif[’s Sale

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

7. Record Series Format{s) Listall 8. Record Series Saguence 9. Volume
-~ — 36 _
Gd LettarSze [ Microfim [ Alphabetical Mumber
[Jlegaisze [ Computer Tape [ Nurerical & Fie Drawer(s)
O] Microfim Raells)
[ Awtia Tape ] Floppy Disk ] chronological ] Computer Tape(s)
. [ Other (spacify)__
[ Bound Book  [] Video Tepe [ Geopraphical
10, Annual Accumulation
[Jother(specityy [J other (specify) __ :
. Number
File Drewer(s)
(7] wicrofiim Real(s)
[ computer Tape(s)
, [ orther (specify).
11, File is Used 12. File Becmnes Inactive After
-2 .
[ pany {1 Weely O ™ontity B Anualy - Number O Monthis) [ Year(s)

13. Current Locationds}  (Bidg., Floar, Raom)
Clreuit Courthouse, Operations Bureay

14, Is Record Series Duplicated Elsewhera?  (If yes, specify agenty or office.}
[J ves No -

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

Oves Eino

16. Audit Requirements

B vone [Qstate [] Federat [ independent

17. 1s an Index System used? f yas, explaln brefly and describe requirements

Oves RnNo .

18. Recommended Retention
20 years

19. Name and Title of Preparer
Sue Wilson

20. Telephone Number

410-222-1571

21. Date
6/14/16

DGS 5504 (Rev. 199




-

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, Maryland 20794
’ 410-789-1930

-

_ 97
PAGE OF 1

1. Department/Agency.
Sheriff's Office

2. Division 3. Unit

pUrposes.

DEFINITION:; RECORD SERIES: A group of related records normaily filed and used as a unit for reference as well as retention and Jspositon

4. Record Series Title
Civil Process formsffiles

5. Earliest Year/Latést Year
__2018 to___2036.

series.)

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

Report of Real Property Disbursement — Report to Judge of the Circuit Ct. rear'ding the sale of goods and property.

7. Record Serles Formati{s} Listall 8. Record Serles Sequence 9. Volume
&
Letter Size  [J Microfim [ Aphabetical Number
[J Legal Slr'.a [J Computer Tape Numericsl [ File Drawer(s)
[ Microfiim Reel(s)
[0 Audio Tape ] Fioppy Disk [ chrenciogical [ computer Tapa(s)
_ Ol other (spesiy)_
[ Bound Back O vigeo Tapa [ Geographics
10. Annual Accumulation
[J Other {specity) O Cther {specify)
Number
[ Fite Drawer(s)
, [ Microfim ReeXs)
[ Computers Tape{s)
£ Other {specity)____ |
11. File is Used 12, File Becomes Inactive After
' —2
[ paily O weekly [J Monthly (] Anualty Number OMontvs) [ Year(s)

13, Cument Localion(s)  (Bidp., Floor, Room)
Clrcuit Courthouse, Operations Burgau

[ Yes B No

14, Is Record Sarigs Duplicated Eisewhera? (If yes, specify agency or office.)

15, Acoess Restrictions (If Yes, cita Law(s) & Regulation(s)
[ Yes No

16, Audit Requirements

[ None []State [ Federal [ Independent

Oyes HEwme

‘17. 1s an (ndex System used? if yes, explain briefly and describe requiremants

18. Recommended Retention
20 years

19. Name and Title of Preparer
Sue Wilson ¢

21. Date
6/14/16

20. Telephone Number
410-222-1571

DGS 5504 (Rov. 1/83)




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

AGENCY RECORDS INVENTORY

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

with Records Retention Schedule {DGS 550-1)

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

3%

PAGE_ & OF 31

410-768-1

1. Department/Agency
Sheriff's Office

2. Division

3. Unit

PUrPOSES.

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

4. Record Series Title
Civil Process formsffiles

5. Earliest Year/Latest Year
2016 to___2036

series.)

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

Sheriff's Sale Letter Report of Distribution of proceeds — Report of the SC to the Judge re: sale of goods and property.

7. Record Series Format(s) List all 8. Record Series Sequence 9. Volume
' T
B tettersize ] Microtim [ Alphabetical Number
[JLegalSize [ Computar Tape B2 Mumerical [X] File Drawer(s}
[ Microfilm Rael(s)
O AudioTape [ Floppy Disk [ Chronatogicat [] Camputer Tape(s)
. [ other (specily)
[I Bound Baok [ Videa Tape [} Geograptrical
10. Annual Accumulation
[J Other (spacify) [ Other {specify)
Number
B File Drawer(s)
[ Microfilm Reel{s)
[ cemputer Tape(s)
[ other (speciy)
11. File ls Used 12. File Becomes Inactive After
—
[3 paity [1 weeldy [] tanthiy Annuatly Number O Monthis) B Year(s)
13. Cumrent Lecatlon{s)  {Bldg., Floor, Roomn) 14. Is Record Series Duplicated Elsewhera? (I yes, specify agancy or office.)
Circuit Courthouse, Operations Bureau Oves [N
15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 16. Audit Requirements
Oves BNo .
] B Nore [JSwte [JFederal [ Independent
17. s an Index Systam used? If yes, explain briefly and descrite requirements 18. Recommended Retention
OYes REwo |
. 20 years ,
[

18. Name and Title of Preparer
Sue Wilson

20. Telephone Number
410-222-157T1

DGS 5504 (Rev. 1/53)




AGENCY RECORDS INVENTORY

Instructions ~Type ar Print a separate farm for DEPARTMENT OF GENERAL SERVICES

each new or revised record series. Forward RECORDS MANAGEMENT DIVISION
: i : 3
with Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275 PAGE oF .
Jassup, Maryland 20794
410-785-1830
1. Department/Agency 2, Division 3. Unit
Sheriff's Office )

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

purposes.
4. Record Series Title 5. Earliest Year/Latest Year
Civil Process forms/iles . _2016._ _to_ 2036

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

series.)
Writ of Possession/Warrant of Restitution — used to notify morigage corp. regarding the date and time their Writ of Possession will take place.

7. Record Serlas Format{s) Listall 8. Record Series Sequence 6. Voluma
. -3
LetterSize [ Microfim [ Asphabetica) Number
[]LegaiSize  [] Computer Tape - B Numerical [ File Drawer(s)
) [] Microfim Rael(s)
[J Audio Tape  [] Floppy Disk . [ chronslogical ] Computer Tape(s)
L] Other {specify)__
[ Bound Book [ Video Tape [0 Geagraphicat
10, Annwal Accumulation
[ Other (specify) I Other (specify) _
' Number
[}
File Drawer(s)
[ Microfilm Reei(s)
[ computer Tapafs)
[ Other (specify)________
11. File is Used 12, File Becomes Inactive ARer
—20__
O paily [ weeky [ Monthty B Annyaly Number [ Monthis) Year(s)
13. Cument Location(s)  (Bidg., Fioor, Room} 14. Is Record Series I:Jupltnemu Elsawhere? (if yas, specify agency or offica.)
Circuit Cowrthaise, Operations Bureau CYes [XnNo
15, Access Restrictions (If Yes, cite Law(s) & Regulation{s) . 16. Audit Requirements
[ Yes B No -
B None [ state  [J Federal [] ndependent
17. Is an Index Systemn used? If yas, explain briefly and describe requirements 18. Recommended Releniion
[ Yes No
20 years
19. Name and Title of Preparer . 20. Telephone Number | 21.Date
Sue Wilson 410-222-1571 6M14/16

DGS 550-4 (Rev. 1/53)



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

DEPARTMENT OF GENERAL SERVICES AGEMCY RECORDS INVENTORY

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

Jessup, Maryland 20794
410-199-1930

PAGE- ﬁ‘) OF 1

1. Department/Agency
Sheriff's Office

2, Division 3. Unit

purposes.

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

4. Record Senes Title
Civil Pracess forms/files

5. Earliest Year/Latest Year
_2016____  to__ 2036

series.)

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

Notice to Vacate Premises — used to instruct residents to vacate premises in lieu of have property removed by the SO.

.

7. Recard Sarles Format{s)  List all
Letter Size ] Microfilm
] LegatSize ] Computer Tape
[ Avdio Tepa [ Flappy Disk

[ eound Back [ video Tape

8. Record Series Sequence 2. Volume
. > e
[[] Asphavatical Number
B3 Numesical [ File Drawes(s)
[T microfitm Resls)

[ ciwsnaloglcat [ Computer Tape(s)

' ] omer (specify)_
[ Geographical

10. Annual Accumutatian

[l other(specity)_______ [C] Other {specify} .
- Number
B res Dl:awsr{s)
E] Microfilm Reels)
] Computer Tepe(s)
O other (spesity)________
[r 11. Fllais Uised 12. File Becomes nactive Aflar
. . 20
[J Daly [ weety O Mondty (9 Annually Kumber O stontn(s} [ Yearls)

13. Cument Location(s)  {(Bidg., Flocr, Room)
Circuit Cowthause, Operations Bureau

14. Is Record Serles Duplicated Elsewhere? {If yes, speciy agency of ofice.)
[ Yes B No

15. Accass Restrictions (if Yas, cita Law(s) & Regulation|s)
O ves B o _ :

16. Audit Requirements

& Nons []Siate [ Federal [JIndependent

[ ves B No

17. |5 an Index Systern used? I{ yes, explain teiefly and describe requiemants

18. Recommended Retention
20 years

19. Name and Title of Preparer
Sue Wilson

20. Telephone Number
410-222-1571

21. Date
- 61418

UGS 5504 {Rev. 193)




Instructions —Type or Print a separate form for
each new or revised record serfes. 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-T99-1930

AGENCY RECORDS INVENTORY

1. Department/Agency
Sheriff's Office

2, Division 3. Unit

pUrposes.

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

| 4, Record Saries Title
Civil Process formsffiles

2016,

5. Earliest Year/Latest Year

to___2036

series.)

Cash/Check transmittal deposits — used to record and account for cash/checks forwarded to AACo.

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

7. Record Sertes Format(s) Listall 8. Record Seres Sequence 9. Volume
P,
Letter Sze  [] Microfim [ Alphabeticat Number
[OJegaiSize  [] Computer Taps Numerical File Drawe(s)
. [ Microfilm Resl(s)
[ AudioTape  [] Floppy Disk [0 chronclogical ] Computer Tape{s)
[ othar (specify)__
[J Bound Book  [[] Video Tape [ Gecgraphicat -
10. Annual Acmr[mlallon
[ other (speciiy)_______ ] omer (specity) _____
” Number
Fiie Drawer(s)
[ Microfim Rasl(s}
O computer Tape(s)
[ Other (spacity)____
11. Flla Is Used 12. Fike Becomes Inactive ARer
—20 _
[ paiy [J weaxly [T ttontnty B4 Annually Number [OMonthis) [ Yeans)

13. Cunent Location{s)  {Bldg., Floor, Room)
Circuit Courthouse, Operations Bureau

[ Yes B No

14, ts Record Series Duplicated Elsewhera? (If yas, specify agancy or ofiice.)

15. Access Restrictions (If Yes, cile Law(s) & Regufation(s)
[ Yes B3 No

16, Audit Requiremanis

B None [ state [ Federal [ Independent

Oves Mo

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

18. Recommeanded Retention
20 years

19. Name and Title of Preparer
Sue Wilson

21. Date
6/14116

20. Telephone Number
410-222-15T1

DGS 5504 {Rev. 1/93)




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

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

Jassup, Maryland 20794
410-799-1830

AGENCY RECORDS INVENTORY

: j |
PAGE OF __ 2 .

1. Depariment/Agency

2. Divigion

3. Unit

Sheriff's Office

purposes.

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

4, Record Series Title
Civil Process forms/files

5. Earliest Year/Latest Year
_2016_____ to_ 2036

series.)

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

Haold Harmiess Agreement Reference Form — used to document a Plaintiff holding the SO harmiess in liability procedures.

7. Record Serles Format{s) Listall 8. Revord Series Sequence 9. Volume
' a2
B Letter Sz [J Microfiim [ Aphabetical Number
[OiegatSize [ Computer Tape B Numerical File Drawer(s)
. I Microfim ReeYs)
[ AuwdioTape [ Floppy Disk [ cheonological L] Computer Tapel(s)
[ ather (specity)._
[J Bound Book  [] Video Tape , [ Geographical .
10. Annual Accumulation
[ other (specity), [] other (specity) _____
Number
File Orawer{z)
[ Microfilm Reei(s)
{7 computer Tape(s)
[ Other(spectty,
11. File |s Used 12. Fita Becomes Inactive Aftar
—20
[] paiy [ weekiy ] menthly B4 Annually Number "OMenthts) (K] Year(s)

13, Gurrent Location(s)  {Bldg., Floor, Room)
Circuit Courthouse, Operations Bureau

[ Yes

14. Is Record Series Duplicated Elsewhere? {If yes, specify agency or offica.)

B2 No

15. Aecess Restrictions (if Yes, cite Law{s) & Regulation(s)
[ Yes B No

16. Audit Requirements

B None [ State [ Federal [ tndependent

17. Is an Index System used? If ves, explain briefly and dascribe requirements
OvYes ENo

20 years

18. Recommended Retention

19. Name and Title of Preparer
Sue Wilson

20. Telephone Number
410-222-1571

21. Date
6/14/16

DES 550-4 (Rev. 1/33)




A

AGENCY RECORDS INVENTORY

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

each new or revised record series. Forward RECORDS MANAGEMENT DIVISION )
with Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275 PAGE :l ks O‘F .
Jessup, Maryland 20784
410-798-1830
1. Department/Agency - 2. Division . 3. Unit
Sheriff's Office

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

gumoses.
4. Record Series Title ’ : S. Earliest Year/Latest Year
Civil Process forms#files . _2016____ to_ 2017

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

series.)
Operations Bureau Supervision Activity Log — used to document daily activiies by OPS teams.

7. Racord Series Format{s) Listall 8. Revord Serles Sequence 9. Volume
43
[ Lettar Size [ Microfitm [ Atphabeticat ’ Number
CJiegaisze [ Computer Taps " | DB Mumerical B File Drawer(s)
) ‘ [ Microfim Reel(s)
[J Audio Tape  [] Fioppy Disk . [ Chronalogical [ Computer Tape(s)
[ Cther (specify)__
{3 Bound Book [ video Tapa [ Geographical '
. 10. Annual Accumutation
Clother(specify)_______ . . O other (specity) ____
Number -
B File Drawen(s}
[ Microfilm Reel(s)
. ] Computer Tape(s)
Ooterspaan)___ !
11.FilelsUsed ~ : 12. Fils Becomes Inactive After
1
B paity [ weekly O Monthly O Annvaky Number - [ Month(s) . [Bq Years) *
13. Current Location{s)  {Bldy., Floor, Reom) 14, Is Record Series Duplicated Elsewhere? (if yas, specify agency or office.)
Circuit Courthouse, Operations Bureau DOvYes [RNe
. 18, Accass Restrictions {if Yes, cite Law(s) & Regulation(s) 16. Audit Requiraments
[ ves No
None []State [ Federsl [] Independent
17. la en index System used? If yas, explain brtsfly and describe requirements 18. Recommended Retention
OYes Xno
_ 1 year
19. Name and Title of Preparer N | 20. Telephone Number | 21. Date
Sue Wilson 4102221571 6/14/15

DGS 5504 (Rev. 1/83)



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

AGENCY RECORDS INVENTORY

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

Jessup, Maryland 20794
4107991230

1. Department/Agency
Sheriff's Office

2. Division

3. Unit

|_purposes.

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

4. Record Series Title
Civil Process formsifiles

5. Earliest Year/Latest Year
_2016_ ____ _to__ 2036

series.)

Fee for Service Letter ~ used fo reduest payment for serving Civil Process papers.

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

7. Record Saries Formatfs) Listal 8. Record Serias Sequence 9. Valume
B Lettersiza  [] Microfim [0 Alphsbetical Number
[OJvegatSize  [] Computar Tepe B3 Numerical E File Drewer(s}
] Mierofiim Reel(s)
[0 Audio Tape [ Floppy Disk , [3 chrenalogical [ compater Tape(s)
: [ Cther (spacify)_
[] Bound Book ] Video Tape [ Gecgraphical
. " 10. Annual Actumtilation
[ Other (specity) 1 other specity)
Nurnber
[ Fite Drawer(s)
[ Microfitm Reel(s)
D_ Computer Tapels)
[ other (specify)..
11, Flile is Usad 12. File Becomes Inactive After
X 20
BJoaly [ weeky O vonty  [J Annually Number Omonints) [ Yearis)

“13. Gument Location(s)  (Bldg., Floor, Room)
Circuit Courthouse, Operations Bureau

.DYes

14. I3 Record Sedes Duplicated Elsewhere? (If yas, specify agency or offics.)

& No

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

18. Audit Requirements

D None [JStsta [JFedemt ] independent

Oyee EHno

17. 1s an Index System used? if yes, explain briefly and describa requirements

20 years

18. Recommended Retention

19. Name and Title of Preparer
Sue Wilson

20, Telephone Number
410-222-15671

21. Date
6/14/16

DGS 550-4 (Rev. 1/63)




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 Waterlno Road, P.O. Box 275

Jessup, Maryland 20784
4107991930

ok

PAGE _A" OF h)

[— N

1. Department/Agency
Sheriff's Office

2, Division 3. Unit

puUrposes.

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

4. Record Series Title
Civil Process formsiiles

5. Earliest Year/Latest Year
2016 .to__ 2036

series.)

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

Seized/Forfeiture Vehicle Report Form — used to document the seizure of vehicles involved in drug trafficking.

Daily O weenty

[T Moy [ Annuatly

7. Record Serias Format(s) Listall 8. Record Sertes Sequence 9, Voluma
. —45
B LetterSiza [ Microfim [ Aiphabetical Nurnber
{Quepatsize  []Computer Tape B9 Mumerical {54 Fita Drawer(s)
0 Microfitm Reel(s)
"[QaugioTaps [ Floppy Disk [ chronologicat [ Computer Tapals)
7 Otteer {specity)_.
[ Bound Book [ Video Tape [ Gogaraphical -
10. Annual Accumulation
ClOther(specity) _ [ Other (spoctfy)
' Nurnber
File Drawes(s)
[ Micrafilm Reel(s)
1 Computer Tape(s)
[ Other (specify)________
11. FRa is Used 12. File Becomes [nactive After
R |
MNumber - CIMonth(s) B9 Year(s}

13. Current Location(s})  (Bldg.. Floor, Room)
Cirgyit Cowrthouse, Oparalions Bureau

[ Yes No

14, Is Record Serles Duplicated Elsewhere? (If yos, spacify agency or offica,)

15. Access Restrictians (If Yes, cte Lawl(s) & Regulation(s)
OYes BEnNo

16. Audit Requiremanty

[ None Clstate ] Federal [ Independent

[OYes EInNe

17. Is an Index System used? 1f yes, explain bréefly and dascribe requirements

18. Recommended Retention
20 years

19. Name and Title of Preparer

Sue Wilson
-

20. Telephone Number
410-222-1571

21. Date
61416

DGS 5504 (Rev. 1/23)




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

each new or revised record series. Farward RECORDS MANAGEMENT DIVISION
with Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.Q. Box 275 PAGE 35’ oF .
Jessup, Maryland 20794 '
410-798-1930
1. Department/Agency 2. Division ‘ 3. Unit
Sheriff’s Office '

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

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

Civil Process forms/files. - - 2016 to___2036

1

6. Record Series Description (Briefly describe the types of information/documentsfforms found in the series. Include the purp&se or function of the
series.) .
Notice of Vehicle Levy — used to post natification that a vehicle is in the custody of the SO by Writ of Exacution.

i}

-

7. Record Sarles Format(s) Lisl all 8. Record Seres Sequence 8. Volume

—48
B LetterSza [ Micrafim O Alphabetical Number
[JiegaiSiza  [] Computer Tape ) Numerical [ Fite Drawests)
[ MicroRm Rest{s)
[ Audio Tape ] Floppy Disk : [ chronological O computer Tape(s)
[ caner (specify)_
[ sound Book ] Video Taps ~ [ Geographical
: 10. Annual Accumutation
D other(specity). [ Other (specity)
Numbar
B Fite Drawerts)
- [ Microfitm Real{s)
[0 computer Tape(s)
DO other(specify) .
11, File Is Used . . ‘ 12. File Becomes Inactive After
—2
& Daity 3 weekiy 1 Monthly [J Annually . Nutnber ] Menthis) Year(s)
12, Currant Location{s)  {Bldg.. Floor, Room) . 14, Is Record Series Dupiicated Elsewhere? (It yes, specify agency or office.)
Circuit Courthouse, Operations Bureau COvYes BIno
15, Access Restrictions {If Yes, cite Law{s) & Regulation{s) 16, Audit Requiraments
Yes Bno

Rtiono [1state [ Faderal [ indepundent .

17. s an index System used? If ves, expiain twiefly and describe requirements 1 8 Recommended Retention

Yes No
= = 20 years
19. Name and Title of Preparer 20. Telephone Number .| 21. Date

Sue Wilson 410-2221571 - 6114116

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 o
with Records Retention Schedule {DGS 550-1) 7275 Waterloo Road, P.O. Box 275 PAGE _j" oF 1
Jassup, Maryland 20794
410-789-1830
1. Department/Agency 2. Division ’ 3 Unit

Sheriff’s Office .

N

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

purposes.
4. Record Series Title 5. Earliest Year/Latest Year
Civil Process formsffiles - _ 2016 to__2036

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

series.) .
Sherif's Report to District Court/Distribution of Property — used to let the District Caurt know if monies were collected.

7. Record Sexias Formal{s} Listall 8. Record Series Sequence 9. Volurme
. ) Y A
O Letter Sza ] Microfim ] Alphabetical Number
[JlegaiSze ] Computer Tape ’ ] Nuserical Fils Drawenis)
[} Microfilm Reel(s)
[ Audio Tape ] Floppy Disk : [ chronlogical ] Computer Tape(s)
O Other (specify)_.
[JBwndBook [ Video Tape O Geographical
N 10. Annual Accumulation
Cloterspecty) " _ 0 Other {specity}
Number
File Drawer(s)
[ Microfilm Real(s)
[0 computer Tapa(s)
[Jother (specityy,
11. File s Used ] A2. File Bacomes Inactive ARer
' 0
B4 Caily O Weskly [ Monthty O Annuany Number O Monnis) B Year(s)
13, Current Location(s)  (Bidg., Floor, Room} - - I 14.1s Record Series Duplicated Elsewhers? (if yes, specify agency or office.}
Circuit Courthouse, Operatians Bureau [ Yes No
15. Access Restictions (i Yes, cite Law{s} & Regulation(s) 16. Audit Requirements
Clyes BNo :
. B None []stete []Federal []independent
17. 15 an index System used? If yes, explain briefly and describe requirements 18. Recommended Retention
[ Yes No )
20 years
18. Name and Title of Preparer 20. Telephone Number | 21.Date

Sue Wilson 410-222-1571 6/14/16

DGS 550-4 {Rev. 1/83)



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

Sheriff"s Office

each new or revised record series. Forward RECORDS MANAGEMENT DIVISION .
with Recofds Retention Schedule (DGS 550-1) ' 7275 Waterloo Road, P.O. Box 275 PAGE 27 oF 1
: Jessup, Maryland 20794
410-795-1630
1. Department/Agency 2. Divisicn 3. Unit

UrpOsSes.

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

4. Record Series Title
Civil Process formsffiles

5. Earllest Year/Latest Year
_2016_ _ _ fo_ 2021

series.)

7

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

Refund Request — Used to request a refund of percentage of Fee for Service to payee if paper is not served by the SO.

T. Record Serles Formalh(s) List all
Letter Sze  [] Microfitm
[OtegalSze ] Computer Tape
[J Audio Tape [ Floppy Disk .
[0 8ound Book ] Video Tape

O other(specify)__—_

8. Record Series Sequence 9. Volume
. e
[ Aphabeticat Number
Numerical [ Fita Drawer(s)
[0 Mecrofitm Reel(s)

{3 Chronoiogical [ camputer Tapa(s}

: [ Other (specify)
[0 Geograpnical )

10. Annual Accumulation
[ Othos (epecify)

Number

B File DI"EWO!(S)

[ Microfilm Reel(s)

O Computer Tape(s)

[ Cther (speciy)

11. File is Used

& oaity O weexty [J Monthiy O Annuatty

12. File Becames Inactive After ~

5

Nurrber OMonths) B vears)

13, Current Location(s)  (Bldg., Fioor, Room)
Circult Courthouse, Operations Bureau

14, Is Record Serfes Duplicated Elsewhere? (If yes, spacily agency or office.)
[] Yes No

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

COyes Ene

16. Audit Requirements

B none [Jstate [ Federat [] ndependent

17. I3 an Indax System used? if yes, explain briefly and describe requirements.

Oyes Hwo

18. Recommended Retention

5vyears

18. Name and Title of Preparer
Sue Wilson

20. Telephone Number | 21. Date
410-222-1571° 614116

0GS 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 us ‘
with Records Retention Schedule (DGS 550-1) ‘ 7275 Waterloo Road, P.O. Box 275 PacE ¥ OF .
Jessup, Maryland 20794
i 410-769-1930
1. Department/Agency 2. Division k 3. Unit

Sherif"s Office

~

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

4. Record Series Title 5. Earliest Year/Latest Year
Civil Process forms/files _2016 to___2021

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

series.)
Cperations Fund Reviewer Checklist - used to docﬁment cash funds and to record reconciliations.

7. Record Series Format(s} Listall 8. Record Serles Sequane 9. Volume
—48
LeterSze [ Microfim 1 Alphabstical Number
[Jiegeisze {7 Computar Tape Numerical Fie Drawer(s)
- O Microfilm Reel(s)
[ Awdio Tepe [ Floppy Disk [J chronglogizal O computer Tape(s)
’ O Omerspectty)_
[3 Bound Book [ Video Tape £] Geogrphical
\ . ' 10. Annual Accumulation
O Other (speciy)________ O Other (specify)
Number
Fils Drawar(g)
0] Microfilm Reel(s)
{0 computer Tape(s)
O ower(specity)
11. Fite Is Used ’ 12, File Becomes [nactive Afler
—5_
Bl Caty ] weeuy [ Monthty O Amnuatty Number O Monthis) Year(s)
13. Cument Location(s)  {Bidg.. Floor, Room) 14. (3 Record Serles Duplicated Elsewhere? {If yes, specify agency or offica.)
Circuit Courthouse, Operations Bureau ClYes no
15. Access Restrictions (if Yes, cite Law(s) & Regulation(s) 16. Audit Requirements
CYes Xwno

B nNone [JState [J Federat [J independent

17. s an [ndex System used? If yes, explaln briefly and describe requirements 18. Recommended Retention
[ Yes No
5 years
19. Name and Title of Preparer 20. Telephone Number | 21.0Date
Sue Wilson 410-222-15T1 6114116

DES 5504 (Rev. 1/03)



Instructions ~Type or Print a separate form for
each new or revised record series. Forward
with Records Retention Schedule (DGS 650-1)

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

410-789-1930

AGENCY RECORDS INVENTORY

41
PAGE PF 1.

1. Department/Agency
Sheriff’s Office

2. Division

3. Unit

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

purposes.

4. Record Series Title
Civil Process forms/files

I

§. Earliest Year/Latest Year
_2016 to___2036

8. Record Series Description (Briefly describe the types of informationfdocumentsfforms found in the series. Include the purpese or function of the

series.)
Sherif"s Deed — deed for property of a Sherniff’s sale.

7. Record Serfes Format(s) Listall 8. Record Serles Sequance 9. Volume
50
B LstterSize  [] Microfiin O Alphabetics! Number
Oepgarsze  [] Computer Tape Numerical Ftie Drawer(s)
| O Microfilm Reel(s)
O audio Tepe  [] Floppy Disk [0 chronclogice) [0 Computer Tape{s)
[ Other (specify)_
O Bound Bock  [] Video Tape [ Gaographicat
10, Annual Accumulation
Ooterspacityy_____ [0 Other (specity)
Number
[ File Drawet(g)
[ Microfiim Reet(s)
[ Computer Tape(s)
O other (specify)__________
11, File is Used 12. File Becomes Inactiva After
—_—20
[ Daly ] weekly [ Monthly ] Annuany Number OMonints) [ Year(s)
13, Current Location(s)  (Bidg., Fioor, Room) 14. Is Record Serles Duplicated Elsawhare? {If yes, specify agency or office.}

Circuit Courthouse, Operations Buroau

0 Yes

B No

15, Aocess Restrictions (If Yes, cita Law(s) & Regulation(s)
0 ves No

16. Audit Requirements

[ None [ State [ Federal [ Independent

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

20 years

18. Recommended Retention

19. Name and Title of Preparer
Sue Wilson

20. Telephone Number
410-222-1571

21.Date
61416

DGS 8504 (Rev. 1183)




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

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

Jessup, Maryland 20794

410-789-14930

AGENCY RECORDS INVENTORY

S0

PAGE __ 4 oF 1

1. Department/Agency
Sheriff's Office

2. Division

3. Unit

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

purposes.
4. Record Series Title 5. Earliest Year/Latest Year
Intemal Affairs _2016_____ to__ 2066

series.)

Stater'nent: internal Investigation Summary & Conclusion.

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

Compfaint of Brutality: Notification of Compiaint; Advertisement of Miranda Rights; Notification of Charge; Waiver of Law Enforcement Cficers Bill of
Rights and Acceptance of Punishment; Notification of Evidence/Document receipt form; Nolification of Hearing; Witness Summons/Duces Tecum;
Hearing Board Procedure; Record of Disciplinary Action; Confidentiality Agreement; Notiﬁcaﬁbri of Righis-Waiver of Rights; Summary Punishment
Action (minar/major);Complaint Against Personnel Report; Recorded Interview Work Sheet; Sexual Harassment Complaint; Witness Statement/Victim

8. Record Series Sequence

Circylt Courthouse, Administration

O Yes

]

7. Recard Series Format(s} Listalt 8. Volume
s,
B Letter Sze [ Microfim [ Alphabetical Number
[ iegaisize [ Computer Tape B9 Numerical ] Fite Drawer(s)
. 7 microfitm Reel(s)
[ Audio Tape [ Floppy Disk [ chronological ] Computar Tapa(s)
. O Other{specify) ..
{] Bound Baok [ ] Video Tape [ Geographical
10. Annual Accumudation
{1 ather (specity), 3 Other (specity) _____
Numbar
Fila Drawar(s}
] Microfiim Reel(s)
[] computer Tapa(s)
- [] Othes (specify)
11, File is Used 12, File Becomes Inactiva After '
| :
B4 oaiy [0 weekty [ ™onthty O Annuany - Number [Imonthisy B Yearts)
13. Cyrrent Location(s}  (Bldg.. Fioor, Room) 14, Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.)

B o

15. Access Reslrictions (if Yes, cite Law(s) & Regulation(s)
[Oves Eno

16. Audit Requiremants

B None []Swmte [JFederat [ Independent

17. Is en Index System used? If yas, explain briefly and describe requiremenis

Oves BNo.

50 years

18. Recommended Retention

19. Name and Title of Preparer
Sus Wilson

20. Telephone Number
410-222-15M1

21, Date
6/14/16

MRS EXN 4 D 4005




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

AGENCY RECORDS INVENTORY .

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

Jassup, Maryland 20794
410-799-1930

PAGE . ___OF __1____

1. Depariment/Agency
Sheriff's Office

2. Division 3. Unit

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

| purpases.
4. Record Series Title 5. Earliest Year/Latest Year
Intemal Affairs _2016_______ to___Infinite

series.)

8. Record Series Description {Briefly describe the types of information/documentsiorms found in the series. Include the pumose or function of the

Internal Affairs File Sign out Log Book — used to document whare and when IA Files are removed from the file cabinet.

7. Record Sarles Format{s} Us.t all
LetterSiza  [] Micvofilm
[JiegalSiza [J Computer Tape
(O Audio Tape

] Floppy Disk

[0 Bound Bock [ Video Tape

8. Record Series Sequence 9. Valume
—52__
{] Alphabeticat Number N
Numerical File Drawer(s)
[C] Microfiim Reei(s)
[] chronclogical [J Computer Taps(s)
[ Other (specity)
[] Geographical

10. Annual Accurmutation

[ other (specity)_____-+ [ Cther {specifyy ___
' Number
Bd Fite Drawer(s)
[ Microfilm Reel(s)
[ Computer Tape(s)
Clotherapectyy
11. File Is Used 12. File Becomes Inactive After
—Irfinite
B Daily 3 weekly O Monthiy [ Annuatly Number O Monthis) B Year(s)

13. Current Location{s}  {Bldg., Floaf, Room)
Circuit Gourthouse, Administration

Oves o

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

15. Access Restrictions {if Yes, cite Law(s} & Regulation{s)

Oves Mno

16. Audit Requiramens

None []stzte [] Federal []independent

[ Yes B No

17. 12 an ndex System used? f yas, axplain briefly and describe requinements

18. Recommended Retention
Infinite

19. Name and Title of Preparer
Sue Wilson

21. Date
6/14/16

2{}. Telephone Number
410-222-1571

DGS 550-4 (Rev. 1/83)




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

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

Jessup, Maryland 20794
410-799-1830

AGENCY RECORDS INVENTORY

L
PAGE _A" OF 1

1. Department/Agency
Sheriff's Office

2. Division 3. Unit

| purposes. .

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

4, Record Series Title
Security Bureau Forms/Files

2016

5. Earliest Year/Latest Year
to___ 2017

series.)

Facility Maintenance Work Order — form for maintenance/repairfpurchase requests for the Judicial Center.

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

Circuit Courthouse, Security Bureau

[ Yes B Mo

7. Record Series Format(s) List all 8. Record Serles Sequence " 8. Volume
353
B3 Letter Size ] Microfiim [J Alphabaticat Number
[CJLegalSize  [] Camputer Tape Numerical (5] File Drawer(s)
) [J wicrofim Reei(s)
[T Audio Tape  [] Floppy Disk [ chranological O Computer Tape(s)
O other specify_.
[ BoundBook ] Video Tape [] Geographical
' - 10. Anmwal Aceumulation
[ Other (speity) ) [] Other (specity) _____
Number
52 File Drawer(s)
[3 microfim Reel(s}
O computer Tape(s)
[ Other (specify)___
11. File is Used 12. File Becomes Inactlve After
[ S
Daily [ Weexly [J Monthiy [ Annuaty Numbsy [Omonths) [ Year(s)
13. Current Location(s)  (Bldg., Ficor, Room) 14, Is Recond Serfes Duplicated Elsewhers? (If yes, specify agency or offica.)

15. Accass Restrictions (If Yes, cite Law(s) & Regutation(s}
OJyes [Mro

18. Augit Requirements

I none [ state [ Federal [ independent

ClYes Mo

17. 13 an Index System used? f yes. explain brielly and describe requiremenls

18. Recommended Retention
1 Year

19. Name and Title of Preparer
Sue Wilson

21. Date
&M4/16

20. Telephone Number
410-222-1571

OGS 550-4 {Rev. 183}




AGENCY RECORDS INVENTORY

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

each new or revised record series. Forward RECORDS MANAGEMENT DIVISION 53
with Records Retention Schedule {(DGS 550-1) 7275 Waterloa Road, P.O. Box 275 AGE ot OF 3
Jessup, Maryland 20794
410-709-1930
1. Department/Agency 2. Division : 3. Unit
Sheriff"s Office

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

4. Record Series Title . 5, Earliest Year/Latest Year
Security Bureau Forms/Files ' ) . ~.2018 to_ 2019

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

series.) ,
Dally Personnel Roster — Identifies daily assignmants and duty hours of Security Bureau personnel.

7. Record Series Format(s) List all 8. Record Serles Sequence 8. Valumae - .
—8
B Letter Size [ Microfiim [ Atphabetical Numbar
O Legatsize [ Computer Tape Numearical [X) Fite Drawer(s)
[ Mierofilm Rea!(s)
[ Audio Tape  [] Floppy Disk [0 chrenatogical [ Gomputer Tape(s)
[ Other (speaity)__.
[ eound Book  [] Video Tapa O Geographicsi
. 10. Annual Accumulation
O other(speaity)_____ . [ other (specity) ____
Number
File Drawer{s)
[ Microfilm Reel{s)
[ Computer Tape(s)
[ Other (specity)_______
11. File is Used ) 12, Flle Becomes Inactva Afar
. 3 -
Daily O Weexly [ Monthy [ Annuaily Number [ umonthis) B Yeans)
13. Current Location(s)  (Bldg., Floar, Room) 14. is Record Series Duplicated Elsewhera? (If yes, specify agency or office.)
Circuit Courthouse, Securily Bureau O Yes B ne
15. Access Restrictions {if Yes, cite Law(s) & Ragulation(s) 16. Audit Requirements
Ovyes RMne

B none [ State [JFederal [ Independent

17. Is an Index System used? If yas, explain brisfly and describe requiremants 18. Recommended Retention
[Jves B no ’
’ 3 Years i
19. Name and Title of Preparer 20. Telephone Number | 21.Date
Sue Wilson 410-222-1571 6/14/16

DGS 8504 (Rev. 1/83)



Instructions ~Type or Print & 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 20734
410-799-1930

R

AN

P N - U,

1. Department/Agency
Sheriff’s Office

2. Division 3. Unit

purposes.

DEFINITION: RECORD SERIES: A group of refated recards normafly Tiled and used as a unit for reference as well as ratention and disposition

4. Record Series Tile
Security Bureau Forms/Files

2016

5. Earfiest Year/Latest Year
to ___2066

series.)

Application for Circuit Courthouse |D Card — Application necessary o obtain an ID card to enter Courthouse.

LY

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

Circult Courthousa, Securily Bureau

[ ves No

7. Record Series Fonmat(s) Ust all 8. Record Series Sequence 9. Volume +
. . - B
LetterSize ] Micrafilm [ atpnabetical Number
{JiegalSize [ Computer Tape B4 Numerical Fita Drawen(s)
’ ; [ Microfim Reel(s)
O Axdlo Tape [ Foppy Disk * 0] Chronologlcal {0 Computer Tapais}
. ) : [J Other (specity)_
[ Bound Book [ Video Tape ] Geographicat
. 10, Annyal Accurmwiation
[ other(specityy [ Otwer (spacity} _____
. Number
Fite Drawer(s}
) [3 Microfim Reel(s)
[J Computer Tape(s)
] omerspecify)_ .
11. Filais Usad 12. File Becomas inactive After
S0
Daily [ weekty O Monthly [ Annwally Number [JMonthis) [ Year(s)
13, Cumrent Location(s}  (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsawhere? (If yes, specify agency or office.}

15. Access Restrictions (if Yes, cito Law(s) & Regufation{s)
Cyes EJno

16. Audit Requirements

DI None [Istate []Federat []independent

Oyes Ko

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

18. Recommended Retention
50 Years

19. Name and Title of Preparer
Sue Wilson

21. Date
- 6114116

20. Telephone Number
410-222-1571

DGS 550-4 (Rev. 1/83)




Instnctions —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
410-795-1830

AGENCY RECORDS INVENTORY

~

PAGE o’ __ OF __1

1. Department/Agency

2. Division

3. Unit

Sheriff's Office

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

pUrposes.
4. Record Series Title

Security Bureau Forms{Files

5. Earliest Year/Latest Year
__2016 to__ 2022

series.)

Inmate Log — used to document inmates an-ivin'g at Courthouse for judicial process.

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

-

7. Recond Series Format(a) List all 8. Record Series Sequenca 9. Voluma
’ —56 .
) LetlerSize [ Microfim . 3 alphabetical Number )
Oegaisize  [] Computer Tape EJ Numericat File Drawer{s)
[ Microfitm Reel{s}
{0 Audio Tape  [] Floppy Disk [ chranoiogical [ Computer Tape(s)
[ ther (spacity)__
{J Bound Book [ Video Tape [0 Geographical
. 10, Annual Accumulation
[ Other (spacify) [ other (specityy
Number
= File Drawer(s)
] Microfiim Reel(s)
[ computer Tape(s)
O ower(speciy)
11, Filo is Used 12, File Bacomes Inactive After
: —85
Daily O Weeldy O monitiy [ Annualty Number O Monthis} [ Year(s)

13, Current Locatian(s)  (B4dg., Floor, Roorm})
Cinit Courthouse, Security Bureau !

[ ves

14, 15 Record Series Quplicated Etsewhere?  (If yes, specily agency or office.)
B4 Ne ’
<

-15. Access Resirictions (f Yes, dite Law(s) & Regulation(s)
OYes '[KnNe

18. Audit Requiremenis

None []Smte [J Federst [ independant

] Yes [ No

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

6 Years

18. Recommended Retention

18. Name and Title of Preparer
Sue Wilson® G

20. Telephone Number
410-222-15T1

21. Date
6/14116

DGS 5504 (Rev, 1/33)




Instructions ~Type or Print a separate form for
each new or revised record series. Forward |
with Records Retention Schedule {DGS §50-1)

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

. 410.789-1930

AGENCY RECORDS INVENTORY

PAGE _ i OF 1

1. Depariment/Agency
Sheriff’s Office

2. Division

3. Unit

purposes.

DEFINTION: RECORD SERIES: A graup of related records normally fled and used as a unit for reference as well as retention and disposiion

4. Record Series Title
Security Bureau Forms/Files

5. Earliest Year/Latest Year
2016 to___2017

series.)

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

Vendor Sign In Log & Law Enforcement sign In Log — used to record identification of vendorsfiaw enforcement officers visiting the Courthouse.

7. Record Series Format]s) Listall - 8. Record Series Sequence 8. Volume
—57.
B LetterSize [ Microfiim [ Aiphabetical Number
[Jiegatsize  [J Computer Tape Numerical File Drawer(s)
O Microim Reel{s)
[ Audio Tape  [] Flappy Disk ] Chronological [ Compuder Tage(s)
[ other (specify)_
[ Scund Bock  [] video Tape [ Geographicat )
10. Annual Accumulalion
L] Other (specify) [ Other (speaify) ___
Nurmber
Fils Drawer(s)
[0 Microfilm Reel(s)
] computer Tape(s)
[ Other (specify)____
11. Flle is Used 2. Flla Bacomes Inactive Aftar
—uL .
B4 caity [ weekty [ Monthty [ Aanuatty Number O Monthis) [ Year(s)

13. Curent Logation(s)  (Bkig., Flogr, Room)
Circuit Caurthouse, Security Bureau

[ Yes

14. Is Record Series Duplicated Elsewhere? (if yas, specify agency or office.)

15, Acces$ Restrictions (I Yes, cite Law(s) & Regulation(s)
Oves RXne

16. Audit Requirements

R wnone [Jstate [JFederalt [J independent

17. Is an tndex System used? If yes, explain briefly and deswibe requirements

[QIves pdNo

1 Year

18. Recommended Retention

19. Name and Title of Preparer
Sue Wilson

20. Telephone Number
410-222-1571

21. Date
6/14/16

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 Records Retention Schedule (DGS 550-1) 7275 Waterlop Road, P.O. Box 275 PAGE ot oF 4
Jossup, Maryland 20794
410-789-1930
1. Department/Agency 2. Divisian 3. Unit
Sheriff’s Office '

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

4. Record Series Title ’ 5. Earligst Year/Latest Year
Security Bureau Forms/Files ' 206 __ __ to__ 2019

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

1

series.)
Circuit Court Daily Assignments — used to indicate Deputy/Judge courtroom assignments daily.

7. Record Serles Format(s) Listall 8. Record Series Sequence 9. Volume
' . 58
Leter Size ] Microfilm [[] Asphabaticat Number
[CJlegalSze  [] Computer Tape Numerical ‘(4 Flie Drawenr{s)
[ microfilm Resi(s)
[ Audlo Tape ] Floppy Disk ' 3 Chronologleat [ Computer Tapets)
' O Other (specily)________
[J Bound Bock ] Video Tape [ Gecgraphical
10. Annual Accumulation
[ other(speciy)__ [ Other (specify)
. Number
& Fita Drawer(s)
3 Microfiin Reel(s)
[0 Gomputer Tape(s)
[l Other (specify)
11. File: [s Used . 12. File Becomes Inactiva After
. 3.
X Daity Dwesky L[] Monthly £ Annuaily Nurmber [CIMonthis) B9 Year(s)
13. Cument Location{s}  {Bidg., Floor, Room) 14. Is Record Serles Duplicated Elsawhara? (i vas, specify agancy or office.}
Circuit Courthouse, Sacurily Bureau . [ Yes B No
15. Access Restrictions (If Yes, cite Law(s) & Regulation{s) 16. Audit Raguirements
0O ves H weo

[Xl Nona []&tate [JFederst [ Independent

17. |s an Index System used? If yas, explaln briefly and describe requirements 18. Recommended Retention
Oves o ’
3 Years
19. Name and Title of Preparer 20. Telephone Number | 21. Date
Sus Wilson . 410-222-1571 6/14/16

D@S 550-4 (Rev. 1/33)



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 PAGE ﬁ: oF 1
' Jossup, Maryland 20794
. 410-799-1930
1. Department/Agency 2. Division 3. Unit
Shenff's Office .

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

4, Record Series Title 5. Earliest Year/Latest Year
Security Bureau Forms/Files ) _ 2016 to___2019

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

series.)
Proparty Envelope Form — used to document personal property of prisoners in custody.

7. Record Sarles Format(s) Ustall 8. Record Series Sequence 8. Volume
59
Letter Size  [] Microhim [ Alphabetical Number
[ Legalsiza [ Computer Tage Numarical (] ¥ile Drawes(s)
O Microfiim Reei(s)
] AaudioTeps ] Floppy Disk {7 chrenstogical [ Camputer Tape(s)
. . [ Giher (specify)_.
[ ecuraBook [ Video Taps ] Geographicat
’ '10. Annual Ascumulation
[ Other {specity)___—_____ ] ower (spactly) .
Number
B Fite Drawer(s)
[ Microfilm Res!{s)
[ Computer Tape{s)
[ other (specify)______
11. Fila is Used 12, File Becomes Inactive After
—_— .
B baty [ Weenty [ wonthy O Annually Number ] Month(s) Year(s)
13. Cument Location{s)  (Bidg., Floor, Room) 14. 1s Record Sarles Duplicatad Eisewhere? (I yes, specify agency or office.) .
Gircuit Courthouse, Security Bureau Oves EnNe ’
15. Access Restrictions (If Yos, cile Law(s) & Regulation(s} 16. Audit Requirements
Oves . RN '
None [JStata [ Federal [ Independent
17. Is an Index System used? {f yos, explain briefly and desaibe requirements 18. Recommended Refention
Oves Hoo
3 Years
19. Name and Title of Preparer ' 20. Telephone Number | 21. Date
Sue Wilson 410-222-1571 6114116

DGS 5504 (Rev. 1/83)



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

AGENCY RECORDS INVENTORY

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

Sherif’s Office

with Records Retention Schedule {DGS 550-1) 7275 Waterloo Road, P.O. Box 275 PAGE _{7 oF 1
Jessup, Maryland 20794
410-799-1830
1. Departmant/Agency 2. Division "] 3.unit

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

pUIposes.
4. Record Series Title 5. Earliest Year/Latest Year
Security Bureau Forms/Files 2016 to___2019

series.)
Docket Records (Juvenile & Civil) — court statistics

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

7. Record Series Format(s) Listall
O Letter Size [ Microfiim
tegalSize [ Computer Taps .
3 Audlo Tape (] Floppy Disk

[ Bound Book  [] Video Tapa . !

8. Record Series Sequence 9. Volume
—&

[ Alphabeticel Number |

B3 Numeicat [ File Drawer(s)

) [ Microfitm Resi(s)
.[J Chronclagicat L1 Computer Tapels)

] Other (specity)__

[ Gecgraphical

10. Annual Accumulation

[ Other {specify) ] oher (specify)
Number
, Fila Draweris)
[ Microfilm Reei(s)
[ Computer Tape(s)
0 other (specity)_______
11. Fila Is Used 12, File Becomes [nactive After
—3 .
Daily O weenty [ Monthty [ Annuaty ' . Number O ™month(s) D] Yeanis)

13. Current Location{s)  (Bldg., Floor, Reom)
Circuit Courthouse, Sacurity Bureau

14, Is Record Series Duplicated Elsewhare? (If yes, apecify agency or office.)
[ Yes No

15, Access Restrictions (If Yas, cite Law{s) & Regulation(s)
[] Yes No

16, Audit Requirements

X None [JState [ Federat [ Independant

OYes Xno

17. Is an Index System usad? If yes, axplain briefly and describe raguirements 18. Recommended Retention

3 Years

19. Name and Title of Preparer -
Suas Wilson

20. Telephohe Number | 21. Date
410-222-1571 6/14/16

DGS 8504 [Rev. 1/83) .




Instructions ~Type or Printa separate form for
each new ar revised record series. Forward
wilh Records Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION '
b0
7275 Waterloo Road, P.Q. Box 275 . oF ]
Jessup, Maryland 20754

410-795-1930

AGENCY RECORDS INVENTORY

1. Department/Agency
StierifP’s Office

2. Division

3. Unit

PUrpOSes.

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit tor reference as wel as retentioq and disposition

4. Record Series Title
Security Bureau Forms/Files

5. Eartiest Year/Latest Year
_2016 _ to_ 2028

series.)
Docket Records (Criminal & DR) ~ Court statistics.

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

Cirguit Courthousa, Security Bureau

O Yes

7. Record Serfes Formal(s) Listall 8. Record Senes Sequence 9. Volume
&1
B Lettersize ] Microfim [ Alphabetical Number
[Oiegaisize [ Computer Tape B Numericat Fila Drawer(s)
[ Microfilm Reel(s)
[ Audio Tape  [J Floppy Disk [ chronclagleal 2] Camputer Tape(s)
N [ Other {specity)_
[J BoundBook  [[] Video Tape 3 Grographicat
) 10. Annuat Accumulation
[ Other (specityt_____ [J oter tspecify)
Number
Ed File Drawer(si
O Microfim Reei(s}
[ computer Tapa(s) -
Ootmer(spesiy)__.______
11. Filg is Used 12, Fila Becomes Inactive After
P - S
B oaity [ Weekly {0 Monthly O Annusity Numbar OMonintsy [ Yearis)
13. Curvent Location(s}  (Bidy., Floor, Reom) 14. |a Record Serles Dupticated Elsawhere? (if yes, specify agency or office.}

"B No

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

16. Audit Requirements

B Mone ] state [JFederal [ tndependent

17. Is en index System used? i yes, axplain briefly and describe requirements
OYes o

12 Years

18. Recommended Retention

19, Name and Title of Preparer
Sue Wilson

20. Telephone Number
410-222-1571

21. Date
6/14/16

DGS 5504 (Rev. 1/53)




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

AGENCY RECORDS INVENTORY

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

bl

PAGE_f.___ OF __1

410-798-1030

1. Depariment/Agency
Sheriff"s Office

2 Division

3. Unit

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

|_purposes. ,

4. Record Series Title
Security Bureau Forms/Files

5. Earliest Year/L.atest Year
_2916 to___ 2019 __ .

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

series.)

Prisoner Release/Priscner Commitment Records — Court statistics

7. Record Saries Farmat{s) List all 8. Record Series Sequence 1| 9. Velume
- S—
[ Letter Size ] Mécroftm [ Alphavetical Numher
[0 tegatSiza [ Computer Tape (X Numarical [ File Drawerte)
[ Microfilm Reel(s)
[0 Audio Tape  [] Floppy Disk [ chronclogital (] Compater Tape(s}
' ’ [ Other {specity)_
[ Bound Book  [] Video Tape [1 Geographical
. 10. Annual Accismylation
ClOther (specly)_______ [ Other (specify) o
Number !
B File Orewert(s)
[ Microfdm Reel(s)
] Computer Tapa(s)
. 2] Other (specify)__.—_____
11, Fila Is Used - 12. Fila Becomes Inactive After
—3 N
Daily [ weekiy I Monthiy [ Anawaity Number  * COMonthia)  [] Year(s)
13. Current Location(s)  (Bldg., Floor, Room) 44. Is Record Series Duplicated Elsawhere? (I yos, spacify agency or office.)

Cireuit Courthouse, Security Burcau R

O Yes

Ene

15. Access Rastrictions (If Yas, cite Law(s) & Regufation(s)

OYes §dno

16. Audit Requirements

B Nore [Jstate [ Federal [ tindependent

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

3 Years

18. Recommended Retention

19. Name and Title of Preparer
Sue Wilson

20, Telephone Number
410-222-1571

21. Date
614116

DGS 550-4 [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 2765
Jessup, Maryland 20794

410-793-1830

AGENCY RECORDS INVENTORY

gL _
ProE_off  OF 0.

1. Department/Agency
Sheriff's Office

2, Division

3. Unit

pUrposes.

DEFINITION: RECORD SERIES: A group of related records normally Tiled and used as a unit tor reierence as well as retention and disposition

4, Record Series Title
Security Bureau Forms/Files

5. Earfiest Year/Latest Year
_2016__ _ _to_ 2019

series.)

6. Record Series Dascription (Briefly describe the types of informatior/dacumentsiforms found in the series. Include the purpose or function of the

Notification for DNA Sample — used to document that an inmate has been notified by an order to submit to a DNA sample.

8. Record Series Sequence

7. Record Series Format(s) LUstal 9. Valuma
. —8

B LetterSza [ Microfim ] Alphabeticai Number

[tegatSize  [] Computer Tape B Numerical [] File Drawan(s)
[ Microfilm Reet(s)

[ Audio Tape  [] Floppy Disk {J chronotogical {7 Computter Tapeis}
{1 Other {speciy)_ _-

[ BoundBook [ Videa Tape &) [0 Geographical
10. Annuat Accumutation

Doterispecity)._ 3 Other {specify) ____
Number

b . [ Fite Drawer(s)

1 Micro2m Reel(s)
[ Computer Tape(s) .
O omertspecity)________

11. File is Used 12. Flla Becomes lnactive After

. . A
B4 oaily O Weekiy {0 waniry O Annuaty Number 1 Monthis) Year(s)

13. Gurrent Location{s}  {Bidg.. Floor, Room)
Clirouit Caurthouse, Security Bureau

[ Yes

14. Is Record Seties Duplicated Elsawhare? (If yes, specify agency or office.)

B No

15. Accass Restrictions (if Yes, cite Law(s} & Regultion{s)
O] Yes BanNo -

16. Audit Requirements

R None [JState [ Federat [ Independant

17. 18 an Index System used? If yes, explaln briefly and describe requirements

Oves Bno

3 Years

18. Recommended Retention

19. Name and Title of Preparer
Sue Wilson

20. Telephone Number
410-222-15T1

21, Date
614/16

DGS 550-4 (Rov, 1/83)




§

i
)

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

Sheriff's Office

A

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' jj oF 1
Jessup, Maryland 20794
410-799-1530 .
1. Deparment/Agency c 2. Division 3, Unit

pUrpOSES.

DEFINITION: REGORD 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
Security Bureau Forms/Files

5. Eariest Year/Latest Year
__20186 to__ 2021

series.) .

of prisgners in the cells.

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

Detention Command Cell Block Inspection and Prisoner Count — used to document that the cells have been inspected and to account for the number

Daiiy [ weexiy 1 Monthly [ Annuaty

7. Record Serles Format(s) Ustall 8. Record Series Saquance 8. Voluma
84
Letter Siza  [] Microfim [l Aphabetical . Number
[JiegaiSize ] Computer Tape Mumerical ] Fita Drawer(s)
[ Microfilm Reel(s)
[JaudioTepa ] Floppy Disk [ chronglagical [J Computer Tape(s)
, [ Other (specity) . _
[ sound Book [} Video Taps ] Geographical
10. Annuai Accurnulation
[ Other (specify)____ . ] Other {spacify} t k
Number
File Drawer(s)
[ Microfim Reei(s)
[3 Computer Tapeis)
. [ Other (specity)______
1. Fila is Used 12, File Becomes Inactiva After

Number . [JMonthls) [ Year(s)

13, Current Location(s)  (Bldp., Floor, Room)
Circult Courthouss, Security Bureau

14, Is Record Series Duplicated Eisewhere? (If yos, specily agency ar office.}
O Yes No

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

16, Auqit Requirements

B None [JState [ Federal [ independent

17. Is an Index System used? If yes, explain briefly and describa requirements
] Yes B4 Mo

18. Recommended Retention
5 Years

19. Name and Title of Preparer
Sue Wilson

20. Telephone Number | 21. Date
410-222-1571 6/14/16

DGS 850-3 (Rev. 1/93)




Instructions ~Type or Print a separate form for
each new or revised record seifes. 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
410-195-1830

AGENCY RECORDS INVENTORY

b+
PaGE_A”  OF 1

>

1. Department/Agency

2, Division

3. Unit

Sheriff's Office

. ' DEFINTTION: RECORD SERIES: A group of ralated records normaily fileg and used as a unit for reference as well as retention and disposition
{|_purposes. '

4. Record Series Title
Security Bureau Forms/Files

s

5. Earliest Year/Latest Year"
~2016____ to_ 2019

series,)

Judicial Threat Assessment—used when a Judge has been threatened.

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 Serias Format{s) List all 8, Recond Serias Sequenca 9. Volume:
—~85
Letter Size ] Microfim [ Atphabatical Number
2 ]
[Jiegalsze [ Computer Teps [ Numerical File Drawer(s)
[ Microfilm Reel(s)
[ Audio Taps [ Floppy Disk [ Chronglogical {1 Computer Tape(s)
[ Other (specify)_
[J BoundBock  [] Video Tape [ Gaographical
A 10. Annual Ascumulation
[Jother (specify)_____ [ Other (specify}
Number
B Fie Drawer(s)
) Microfim Reel(s)
[ computer Tapals)
[ Cther (specity)_________
11. File i3 Used 12. File Bacomes Inactive Aftar
PR S
B4 Daity [J weexly 0 Monthy [ Annually . Number O Mennis) B vear(s)
13. Cument Logaton{s)  (Bldg., Floor, Room} 14. |3 Record Sarles Duplicated Elsewhere? (If yes, specily agency or office.}
Circult Courthouse, Securily Bureay Oves o

15, Access Restrictions {If Yes, cite Law(s) & Regulation{s)
3 Yes o

18, Audit Requirements

B wone [ state [ Federal [ tndependent

17. Is an index System used? f yes, explain briefly and deseribe requirements

Clves REwno .

3 Years

18. Recommended Retention

19. Name and Title of Preparer
Sue Wilson

20. Telephane Number
410-222-1571

21. Date
6714116

DGS 550-4 (Rev. 1/23)




AGENCY RECORDS INVENTORY

bS

PAGE _#"

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

Jessup, Maryland 20794
410-785-1530

Instructions ~Type or Print a separate form for
each new or revised record series. Forward
with Records Retention Schedule (DGS 5§50-1)

—_—

OF 1

1. Department/Agency 2. Division 3. Unit

Sheriff's Office

DEFINITION: RECORD SERIES: A group of relaled records normaily filed and used as a unit for reference as weli as retention and disposifion
Urposes.

5. Earliest Year/Latest Year
__2016, to__ .

4. Record Series Title
Warrant Forms/Files

6. Record Series Description (Briefly describe the types of information/dacuments/forms found in the series. Include the purpase or function of the
series.)
Warrant Files — Paper copies of unserved Wamrants issued for the ammest of named persons.

8, Record Serles Sequence

7. Retord Seriss Format(s) Listall 8. Voluma
—68
B Lettersize  [] Microfim [ Alphabetical Number
Ovlepatsze [JComputer Tape {4 Numerical Fita Drawer(s)
] Microfim Reex(s)
) Auvio Tape ] Floppy Disk [0] chronalogical [] Computsr Tapeis)
; {7 Other (specity)__
{0 Bound Book [ Video Tape [ Geographics| )
. 10. Annwa! Acamutation
L) other (specity)__________ [ Other {specify) _____ :
Number
Film Drawears)
[ Microfim Reel{s}
O Computer Tape(s)
[other(spectlyy
11, File is Used 12, File Becomes Inactive After

Daily [ weekty [J Monthty O Annsty Numbay DOMoeninis) (] Year(s)

14. Is Recond Series Duplicated Elsewhere? (if yes, spedify agency or office.)
Oves RKno

13. Curent Location(s)  (Bldg., Floor, Room)
Circuit Courthouse, Security Buraau

15. Access Restrictions (If Yes, cita Law(s) & Reguiation{s)
[ Yes No

16. Audit Requiremenls

Enone []state [JFederal [ independent

17. |s an index System used? If yes, explain briefly and describe requirements
OYes Mo

18. Recommended Retention
Until served

21. Date

19. Name and Title of Preparer
Sue Wilson

20. Telephone Number
410-222-1571

6/14/16

DS 560-4 (Rev, 143)




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, Maryland 20794
410-789-1930

kb

PAGE__ o OF 1

—_— e W

1. Department/Agency
Sheriff’s Office

2. Division 3. Unit

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

Warrant Forms/Files

—2016_ o

|_purposas.
4, Record Series Title 5. Earliest Year/Latest Year

series.)

6. Record Series Description (Briefly describe the type$ of information/documentsfforms found in the series. Include the purpose ar function of the

Postal Address Information Request - request for changed address or box holder information needed for service of legal papers.

7. Record Series Formal(s) List all 8. Record Sevies Sequence 9. Volume
. S A—
Bl LetterSiza [ Microfilm ] Alphabetical Nurnbar
[regaiSize ] Computer Tape B3 Numerieal Fila Drawer(s}
. O Mierofilm Reel(s)
[ Audio Tape  [] Floppy Disk [ chranatagical {0 computer Tape(s)
{1 Gther (specify)__
[ BoundBack [ Video Tape [} Geogsephical
$0. Annuak Accumulation
Ootherispecttyy O other ispecity)
Number
File Drawer(s)
[ Microfitm Reel(s)
[J Computer Tapa(s)
] Other {specity)_______
11, Fila is Used 12. Flla Becomes Jnaciive After
B2 Caily {0 Waekly 1 Monthiy O Annuatly Number OMonthis) B Year(s)

13. Current Location{s}  (Bidg., Floor, Room)
Cireuit Courthouse, Security Bureau )

Oves EINo

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

15. Agcess Restrictions (If Yes, dte Law(s} & Regulation(s)

COYes . BIno

16, Awdit Requirements

K None [JSte [ Fedoral [ independent

OYes . BnNo

17 15 an Index System used? If yes, auplain briofly and describe movirements

18. Recommended Retention

Until served

19. Name and Tille of Preparer
Sue Wilson

21. Date
€/14/16

20. Telephone Number
410-222-1571

DGS 550-4 (Rev. 1/83)




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

AGENCY RECORDS INVENTORY

b7
PAGE_# _ OF __t

each new or revised record series. Forward RECORDS MANAGEMENT DIVISION
with Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275
Jessup, Maryland 20794
410-759-1800
1. Department/Agency 2. Division 3. Unit
Sheriff's Office :

PUrposes.

DEFINITION: RECORD SERIES: A group of related recards normally fled and Used as a unit for referenca as well as retenbon and disposiion

4. Record Series Title
Warrant Forms/Files

5. Earliest Year/Latest Year
__2016 to___

series.)

ordered search warrant.

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

Consent to Search preniises without a search warrant; Warrant/summons recall slip; criminal warrant cover sheet/attempt service; Law enforcement
copy warrant removal slip — used to document instances where citizens consent to permit deputies to search and seize property without a court

Daiy [ Weekly {1 Moty [ Anmually

Number

7. Record Series Format{s) Listall " 8. Record Series Sequenca 9. Volume
)
B Letter Size ] Micrefim [0 Alphabetical ' Number
[ legai$ze [ Computer Tapa B Numerical B Fue Drawers) )
[ Microfim Reel{s)
[0 Autio Yapa ] Poppy Disk [ chrenological [ Gamputer Tape(s)
[] Other {specify)
[J Bound Book  [] video Tape [J Geographical
’ . 10. Annuial Accymutation
[ Other(specity)___. . [ Other (specity) ____
’ Number
File Drawar{s)
1 Microfiim Reel(s)
] Computer Tape(s)
[ Other (specify)_____
11. Fila Is Used 12. File Becomes Inactiva After

O moninis) [ Year(s)

13. Current Location{s)  (Bidg., Floor, Room)
Circuit Courthousa, Security Bureau

[ Yes

Rne

14. is Racond Serlas DupKcated Elsewhere? {If yes, specify agency or offive.}

15. Access Restrictlons ([f Yas, clta Law(s) & Regulation(s)
[J es No

18. Audit Requirements

B none []Smte [JFederat [] independent

17. 15 an [ndex Sysiem used? If yes, explain briefly and descrite requements

OYes nNo

Until served

18. Recommended Retention

19. Name and Title of Preparer
Sue Wilson

20, Telephone Number
410-222-1571

21. Date
6/14/16

DGS 5504 {Rev. 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

AGENCY RECORDS INVENTORY

L

PAGE_A ___OF %

Jessup, Maryland 20794
410-799-1830

1. Department/Agency 2. Division 3. Unit

Sheriff's Office

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

5. Earliest Year/Latest Year
2018 to

4. Racord Series Title
Warrant Forms/Files

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

series.)
Suspect Profile — used to document all perlineﬁt identification factors regarding a suspect.

7. Record Serles Formal{s) List ak B. Recard Series Saquence . Volume
—68
B Letter Size ] Microfim [ Aiphabetical Numbar
[Jregatsize [] Computer Tape Bd Numericat ) File Drawer(s)
: [ Microfim Reels)
[J Audio Taps ] Floppy Disk [ chronotagical [J Computer Tape(s)
- [3 Other (specify)_
[ Bound Book  [] Video Tapa [ Geopraphical
. 10. Annual Accumutation
[ Other (specity). [ Other (specity) __
c Number
Fila Drawer(s)
] Micsofilm Reel(s)
{O computer Tape(s)
Clotherfspecify)_.
11. File is Used 12. File Becomes Inactive Afler -
] oaily O weekty O wontmy [0 Anreally Number OMontis) [ Year(s)

14. [s Record Series Duplicated Elsewhere? (If yes, specify agency or dfiice.)
[ Yes No

13. Cumrent Location(s)  (Bidg., Floor, Room)
Circuit Courthouse, Secuiity Bureau

5. Accass Reatrictions (if Yes, cite Law(s) & Reguiation{s) 16. Audit Requirements

Oves Mo

B Mone [Jstate [JFederal [Jindapendem

17. Is an index System used? If yes, explain briefly and describe requirements
[ Yes B Ne

18. Recommended Retention
Until served

19. Name and Title of Preparer
Sue Wilson

20. Telephone Nurnber
410-222-1571

21. Date
6/14/16

DG5S 5504 (Rev. 1193}




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

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

AGENCY RECORDS INVENTORY

67

PA.lGE X ____ OF |

410-789-1930

1. Department/Agency
Sheriff's Office

2. Division

3. Unit

pUrposes. -

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

4. Record Series Title
Warrant Forms/Filas

5. Earliest Year/Latest Year
- 2006_____to____

series.)

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

Request for Unlisted Phone number check — Used to obtain phone information to serve warrants.

7. Record Serles Format(s) Listall 8. Record Series Sequence . Volume
—1o
B tetierSize  [] Microfilm [ Alphabetical Number
[JLegeiSza [ Computer Tapa G Numerical [] File Drawer(s)
[ Microftm Reelis)
[ Audio Tepe  [J Floppy Disk [ chronologica! [ Computer Tapa(s)
[ Other {specity)._ .
] Bound Book [ Video Tape [ Geographizal
" 10. Annual Accumulation
[] Other (specity) O Other (specify) ____
Number
‘ Fila Drawer(s)
] Micrafilm Reel(s)
{3 Computer Tape(s)
[JOther (specity______
1
11. Fila is Used 12. Fite Bacomas Inactiva Alter
!
Daily [J weekiy [0 ™onthty {3 Annualy Number [Imonthis) [ Year(s)

13. Current Location{s)  (Bidg., Floor, Room)
Cireuit Courthouse, Sacurily Bunasu

O ves

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

B No

15. Access Raatrictions (If Yes, cite Law(s) & Regutation(s)

OYes nNo

18. Audit Requirements

R None [ State [] Federal [] Independent

COves BNe '

17. s &n Index System used? if yes, expiain briefly and describe requimments

18. Recommended Retention
Until served

19. Name and Title of Preparer
Sue Wilson

20. Telephone Number
410-222-1511

21, Date
61'.14116_

DG5S 550-9 (Rev, 1/83) N




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

410-783-1030

AGENCY RECORDS INVENTORY

70

pacE_o _ oF 1

e

1. Department/Agency
SherifPs Office

2. Division

3. Unit

pUrposes.

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

4. Record Series Title
Warrant Forms/Files

§, Earliest Year/Latest Year
~2016 _ __ to___.

series.)

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

Fugitive top hotline lead — used to document information provided by caller regarding wanted persons.

7. Record Serles Formai(s) Listall 8. Record Series Sequence 9. Valume
. -
Letter Size ] Microfilm 3 Aphabetical Number
. A
[ Legat Size ] computer Tape Numerical X1 File Drawer(s)
- 3 Microfiim Reei(s)
[J Audio Tapa ] Floppy Disk O chronatogical [ Computer Tape(s)
[ other (specity)_
" OBoundBook [ Video Tepe [3 Geographicat .
_— 10, Anef Accumulation
CiOther(specttyy . [3 Other (specity)
Number
{2 Fits Drawerts)
[ Mierafm Reels)
O computar Taps(s)
N [ other (specify)
11, File is Used 12 File Becomes lnactive After
B4 Daity [] Weekiy O ™enttly O Annuaity ' Number CIMonthis) B Year(s)

13, Cument Location{s]  (Bldg., Flaor, Roam)
Cireuit Courthouse, Security Bureau

D Yes

14. |s Record Serles Duplicated Elsewheme? (I yes, spedfy agency or office.)

Bno -

15. Access Restrictions (if Yes, dis Law{s} & Regulation(s)
Oves Bdno

16. Audit Requiremanis

None [ State [ Federal [ indepsndent

17. !s an Index System used? If yes, explaln briafly and desaibe requirements
O Yes No

18. Recommended Retention
Until no longer needed

19. Name and Titte of Preparer
Sue Wilson

20. Telephone Number
410-222.1571

21. Date
614116

DGS 5504 {Rev. 103)




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

AGENCY RECORDES INVENTORY

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

Jessup, Maryland 20794
410-795-1930

7!
PRGE_ 2 __ OF 3

1. Department/Agency
Sheriff's Office

I ——

2. Division 3. Unit

|_purposes.

DEFINITION: RECORD SERIES: A group of related records nonmaliy filed and used a5 a unit for reference as well as retention and dispositon

4. Record Series Title
Wamant Forms/Files

5. Earliest Year/Latest Year
_2M6______ to

series.)

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

Warrant information update — used to document and update info. retating to Arrest Warrants in Custody of the Sheriff*s Office.

RInasty  []wesky

03 womnly  [] Avnually

] Momings)

Number

7. Record Serfes Format(s) Listall $. Record Series Saguence 9. Volume
v
[ Letter Size [ Micssfilm [0 Aphabetical, Numbey
[Qtegaisze [ Computer Tape ] Numesical [] File Drawsris)
[ Micrafilm Reei(s)
[J Aufio Tape ] Floppy Disk [J Chronclogical 3 Computer Tape(s)
: [ other(specily) ..
[Jeound Book [ video Tapa {0 Geaprephical
10. Anmwial Accumuiation
L] Other (specify)__—_____ [ Other (spacily) _
. Numbsr
‘ [ File Drawar(s)
[ Microfim Resl(s)
3 computer Tapa(a)
. {1 other (ocify)— .
11. Flle s Used 12. File Becomes Inaciive After

[ Year(s)

13. Cument Location(s)  (Bldg., Fldor, Room)
Cincuit Courthouese, Secirity Bureau

‘Cves BEnNo

14, is Record Serles Duplicated Elsewhere? (If yas, specily agency or office.)

15. Access Restrictions (If Yes, cits Law(s) & Regulation(s)
3 es No

16. Audit Requirsments

B None [ m [ Federat [] Indepandant

[QYes [INo

17. [s an Index Systemn usad? If yes, axplain hrlaﬂy'am! describe requirements

18. Recommended Retention
Until no longsr needed

19. Name and Title of Preparer
Sue Wilson

21. Date
6/14/16

20. Telephone Number
410-222-1571

DS 5504 (Rev. 1/53)




il

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

DEPARTMENT QF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

1T

7275 Waterloo Road, P.O. Box 275 PAGE_¥ oOF 3

Jessup, Maryland 20784
410-788-1830

with Records Retention Schedule (DGS 550-1)

1. Department/Agency 2. Division 3, Unit

Shenff's Office

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

5. Eartiest Year/Latest Year

2018 to_

4. Record Series Title \
Warrant Forms/Files

6. Record Series Dascription (Briefly describe the types of information/documentsifforms found in the series. Include the purpase or function of the

serias.}
Arrast Notification form ~ used to document the arrest of a subject on the Sheriff’s Office Most Wanted List.

7. Record Saries Format{s] List all 8. Record Serfes Sequenca 9. Volume
' S -
B Latter Size [ Microfim ] Asphabeticat Number
[JiegaiSize [ Computer Tape ° Numerical Flla Drawer(s}
. [0 Microfilm Reel(s)
[7 Audic Taps  {T] Floppy Disk [ Chronatogies! [J Computer Tapa(s)
, L3 other (specifyi_.
[ Bound Book  [] Video Tapa [ Geographicai ,
. 10. Annual Accumulstion
[ Other (specify) [ Other (specify) _____
Number
g File Ws)
3 Microfibn Reei(s}
[ Computer Tape(s)
[ ower fspecify)
11. Fils i5 Used 12, Filz Becomes Inactive After

B9 Daity [0 Waekly O Monthty [ Annuaity Number O Month(s) [ Yearts)

14, Is Record Saries Duplicated Elsewhere? {If yes, specify agency or office.)
Oyes BMne

13, Current Location{s)  (Bldg., Floor, Room)
Circuit Courthouse, Securily Bureau

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

Oves [BInNe
tane {1 Siate [ Federal [] tndependent

17. ls an Indox System used? i yes, explain briefly and deseribe requirements
[ Yes B No

18. Recommended Retention
Until no longer needed - destroy

21. Date
6/14/16

20. Telephone Number
410-222-1571

19. Name and Title of Preparqr
Sue Wilson

DGS 550-4 (Rev, 1103}




[nstructions -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 DIVISION
7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794
410-759-1930

AGENCY RECORDS INVENTORY

i
N PAGE _ [+ S,

1. Depadment/Agency

2. Division

3. Unit

Sheriff's Office

_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
Warrant Forms/Files

5. Earliest Year/Latest Year
_ 2016 to

series.)

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

Most Wanted checkoff List - used to document steps taken to verify that a wamrant for a Most Wanted taping Is still active.

8. Record Seiies Sequence -

] Daiy 1 weekty O Monthly ] Aneally

Number

7. Record Series Formal(s) Listal 9. Volume
h .
B9 LetterSiza [ Microfim [[] Alphabeticat Number
Jlegaistze [ Computer Tape Numerica) B4 File Drawes(s)
O Microfim Reel(s)
JAudio Tape [ Floppy Disk L] chranotogicat [ Computer Tapals)
: O Other {specify)_
[ BoundBock [7] Viteo Tape 3 Geographical
10. Anmal Accumulation
[l omarspectyy . . [J Other (specity)
Number
Flle Drawer{s)
[0 Microfiim Reel{s}
[ Computer Tapeys)
[ othev (specifyy____
11. Fila Is Used 12, File Bacomes Inactive Afisr

~

L] Month{s) YYear(s)

13. Cument Location(s)  (Bldp., Floor, Raom)
Circyit Courthouse, Security Bureau

[ Yes

14, Is Record Series Duplicated Elsowhere? (i yes, specify agency or office.)

No

15. Access Restrictions (If Yes, cile Law(s) & Regulation(s)
Oves BENo

16, Audit Requiremenis

B Nona [ State [] Federal [] tndependent

17. Is an Index System used? If yes, explain brisfly and describe requirements
[ Yes B No

18. Recommended Retention
Until no longer needed - destroy

19. Name and Title of Preparer
Sue Wilson

20. Telephone Number
410-222-1571

21.Date
614116

DGS 550-1 (Rev. 1283)




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

410-765-1830

AGENCY RECORDS INVENTORY

=24

PAGE _ 37 OF i

1. Department/Agency
Sheriff's Office

2. Division

3. Unit

purposes.

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

4. Record Senes Title
Warrant Forms/Files

5. Eariest Year/Latest Year
2016, to__2018___

series.)

¢

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

LY

MUCR Report Form - used fo enter statistics that are sent to Central Records Division of MD State Police.

7. Record Seres Format(s) Listall 8. Record Series Sequence 9. Volume
-
LetlerSize [ Microfim [] Alphabetical Number
[ Legal Size n O Computer Tape <] Numericat £ Fila Drawer(s)
) [ Microfim Reel(s)
[l AudioTape [ Floppy Disk [ chronalogical (O Computer Tape(s)
] Other (specity)._
[0 Bound Bock [ Video Tape [ Geographical
0. Annual Accumnulation
(] Giner (specity) [J Other (specity) ___
' Number
File Drawer(s)
O Microfiim Ree(s)
[ Compater Tape(sy
D other (speci)________
11. File is Used 12. File Becomes Inactive After
—_
B4 oaiy [ Weekiy 0 ™ontrly O Annuatly Number O monthisy B Yeanis)

13. Cument Location(s)  (Bldg.. Floar, Room)
Cirguit Courthouse, Security Bureau

[ Yes

14, Is Record Serlas Dupficated Elsewhere? (I yes, specify agency or office.}

BIno :

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

16. Audit Requirements

BINone []Stte [] Federal [ independent

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

DYes_ B No

2 Years

18. Recommended Retention

19. Name.and Title of Preparer
Sue Wilson

20. Tetephone Number
410-222-1571

21. Date
6/14116

DGS 550-4 (Rev. 1/93)




DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY

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

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

Jéssup. Maryland 20794
410-789-1830

75
A oF 1

— ——

PAGE

1. Department/Agency 2. Division 3. Unit

Sherifs Office

DEFINITION: RECORD SERIES: A group of related records normally iiled and used a8 a unit for reference as well as retention and disposition
UIPOSES.

5. Earliest Year/Latest Year
_ 2016 to__2026_ _

4. Record Series Title
Warrant Formsi/Files

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

series.)
Domestic Relations Team weekly Timesheet — used to document hourly breakdown of DR activities for the week,

9. Volume
—76_

Number

7. Record Series Format{s) Listall 8. Record Series Sequence

B Letter size [ Microfim [ aphabetical
B3 Fie Draweris) .
1 Microfilm Reel(s)

] Computer Tape(s)

[ Other (spocily)_.

[OLegsiSize  [J Computer Tepe B Numerical

[0 Autio Tape ~ ] Floppy Disk [ chronalagicat

[ Bound Book [} Video Tape [ Geographical

10. Annual Accumulation

[l Other (specity)_______ [ Other (specity) _

Number

Fila Drawer{s)

[ Mierofilm Reei(s)

£ computer Tape(s}

D oter (specity,

12. Fila Becomes Inactive Afler
10

Number

11. Fila is Used

Boaly  [Jweeky [ Moty [ Amualy CIMontnis) [ Year(s)

14. Is Record Series Duplicated Elsewhera? (If yos, specify agericy or office.)
[ Yes No

13. Cumrent Location{s)  {Bldg., Floor, Room)
Circult Courthouse, Security Bureau

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

[ ves Na
None [ State [[] Federal [] Independent

17. s an Index Systam used? [l yes, expiain briefly and descnbe requirements
Cyes [Bno

18. Recommended Retention
10 Years

19. Name and Tille of Preparer
Sue Wilson

20. Telephone Number
410-222-1571

21. Date
614116

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-%)

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

410-759-1930

AGENCY RECORDS INVENTORY

76

pacE_4” OF __ 3

1. Department/Agency
Sheriff's Office

2. Diviston

3. Unit

PUrpOSES.

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

4. Record Series Title
Warrant Forms/Files

5. Earliest Year/Latest Year
26 o

series.)

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

Firearms Sumrender Notice - used to document possession/sumrender of firearms pursuant 1o a temporary or final protective order.

X Daity I:IWBekw‘ 0 Monthly [ Annualy

Number

7. Record Series Format(s) List o 8. Record Serles Sequence 9. Voluma
—n
LetterSze [ Microliim ] Aphabetical Number
[JiegaiSize [ Computer Tape B Numerical Fila Drawer(s)
[ Microfim Reels)
[ Audio Tepe [ Floppy Disk [ chrenologicat 1 Computer Tepe(s)
) [ Other {specity)__
[ Bound Book ] Video Tape [0 Gecgmptical
. 10. Annual Accumulation
Clother(specty) O Other (specity)
Number
[<] File Drawer{s}
0 Microfitm Reel(s)
[] Computer Tape(s)
[ Other {specify)
11, File is Used 2. Flle Becomes inactive After

CIsonins)  [X] Yearts)

13. Cument Location(s)  {Bidg., Floor, Rcom)
Circult Courthouse, Security Bureau

Oves

14. Is Record Series Duplicated Elsewhere?  (If ves, specily agency or offica.)

& ro

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

Oves Mo

B None [ State [ Fedesal [ independent

16. Audit Requirements

17. s an Index Syslem used? i yes, explain briefly and desciibe requirements
O ves No

18. Recommended Retention
Until order expires

19. Name and Title of Preparer
Sue Wilson

20. Telephone Number
410-222-1571

21.Date -
6/14/18

OGS 5504 (Rev. 1703}




Instructions —~Type or Print 2 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
410-799-1530

AGENCY RECORDS INVENTORY

17

PAGE __2" oF 1

1. Department/Agency
Sheriff's Cffica

2. Division

3. Unit

puUrposes.

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

4. Record Series Title '
Warrant Forms/Files

5. Eanliest Year/Latest Year -
016

to__ 2017

series.)

Teletypes — used for inooéning and outgoing teletype transmission.

6. Record Series Description {Briefly describe the types of infomaﬁpnldocymentslforms found in the series. Include the purpose or function of the
)

7. Record Series Format(s) Listall 8. Record Series Sequence 9. Volume 1S
—T18
%] Letter Siza [ Microfiim O Aphabetical Number
[l tegaisize  [J Computer Tape Numerical B Fite Drawer(s)
[ Microfim Resl(s)
[J Audio Tape ] Floppy Disk ’ [ chrenciogical 1 computer Tapeis)
. O owwer (specify)_
[ Bound Book ] Video Tape [ Geographical
10. Armual Accumulation
[ Other (spectiy) [ Cther {epecify) ____
Nurnbar
B4 Flle Drawar(s)
- [ Micrefilm Reel(s)
{0 computer Tape(s)
O Other (specity)
- 11.File is Used 12. File Beco'mes Inactive After
R,
B3 Daity [ Weekty ] sonthly [ Anmualy Number COMenthis) B Yearts)

13. Current Location(s)  (Bldg., Floor, Room)
Gireult Courthouse, Security Bureau

[Qves XnNo

14. 1s Record Series Dupficated Elsewhere? {If yas, specify agency or office.}

15. Access Resbictions (Jf Yes, cite Law(s) & Reguiatian(s)
] yes No

16. Audit Requirements

MNone [ State [ Federal - {J independent

Oves [HEno .

17. I& an Ingex Systermn used? 1f ves, explain briefly and descibe requirements

1 Year

18. Recommended Retention

19. Name and Title of Preparer
Sue Wilson

20. Telephone Number
410-222-15T1

21.Date
61416

DGS 5504 (Rew. 1/33)




.

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

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

Jessup, Maryland 20794 ~

AGENCY RECORDS INVENTORY

T4 |
PAGE _.L_—T oF __ A\

410-789-1830

1. Department/Agency
Sheriff’s Office

2. Division

3. Unit

purposes.

DEFINITION: RECORD SERIES: A group of reiated reconds normally filed and used as a unit for reference as well as retention and disposion

4. Record Series Title
Warrant Forms/Files

5. Earliest Year/Latest Year
_2016 to__2021___

series.)

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

Dispatch Log Sheet — a computerized log that records time, location, assitnment and dispasition of radio transmissions and assignments. ‘

I

| Annuzlly

7. Record Seres Formalt(s) Listall 8. Record Series Sequenca 9, Volume .
' 1
X Letter Size . [ Microflm (J Atphabetical Number
O legaiSize [ Computer Tape & Numericatl 2 File Drawer{s)
[ Microfiim Reel(s)
O Audio Tape [ Floppy Disk O crronological [0 Computer Tape(s}
[ Other (specify)_
[J Bound Book [} Video Tape [ Geographicat
10. Annual Accumulation
Ol other (epecityy ‘ [ Other (specity) ____ -
Number
File Drawes(s)
[ Microfiim Reel(s)
{0 computer Taps(s)
L] Other (opecity)
11. Filo I Used 12. File Besomes [nactive After
5
B paity [ weexty 3 Monthly Number O™onings}  [X Yearis)

13, Current Location{s)  (Bldg., Floor, Room)
Circult Courthouse, Security Bureau

14, Is Record Serles Duplicated Elsewhera? (if yas, spacity agency or office.)
DOves Ko

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

16. Audit Requirements

B None [ State [ Federal [ indepundent

17. Is an Index System used? If yes, explain briefly and describe requiremants
Oves &Kno

18. Recommended Retention
5 Years

19. Name and Title of Preparer
Sue Wilson :

21. Date
6/14116

20. Telephone Number
410-222-1571

DGS 6504 (Rov. 1/53)




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

AGENCY RECORDS INVENTORY

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

Jessup, Maryland 20794
410-799-193D

Zq OF 1

— e W

PAGE

1. Depariment/Agency
Sheriff's Office

2. Division 3. Unit

l_purposes.

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

4, Record Series Title
Financial/Budgetary Purchasing Forms/Files

5. Earliest Year/Latest Year
__2018

to__2026__

series.)

Budget Manual - Contains all documents pertaining to the speciﬁé fiscal year budget process.

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

Chreuit Courthouss, Security Bureau

Oves Rio

7. Record Series Fonmat(s) Listall 8. Record Series Sequence 4. Volume
—80
B LetterSiza [} Micyofiim [ Atphabetical Number
legaiSize [ Computer Tape Numerical =] File Drawerts)
] sdierofiim Reei(s)
[ Auwdic Tape (] Floppy Disk [ Chrenalogical [] Computer Tapefs)
] Other (specity)__
[ Bourd Bock [ Video Tape [ Geographical ,
10 Annual Accumulation
[ Other {speciy) [ ather {spacify) __
Number
File Drawer(s)
] Microfilm Ree(s)
[ computer Tapefs)
CJOther (specity)
11. File is Lised 2. Fila Begomes Inactive After
: — 10
[ caily [0 weexly [J Monthiy [ Annualty Number O Month(s) B Yearts)
13. Current Location[s)  {Bldg., Fizor, Room) 14, Is Record Series Duplicated Elsewhere? ([f yes, specify agency or office.)

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

16. Audit Requirements

B None []State [JFederal [ Independent

ClYes [No

7. Is an index System used? ITyes, explain brisfly and deseribe requirements

18. Recommended Retention
10 Years

19, Name and Title of Preparer
Sue Wilson

20. Telephone Number
410-222-1571

21, Date
6/14/16

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
with Reconds Retention Scheldule {DGS 550-1) ¢ 7275 Waterloo Road, P.O. Box 275 ’ PAGE ;0 oF \
Jessup, Maryland 20794
410-789-1830
1. Department/Agency . 2. Division . 3. Unit
Sheriff"s Office

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

|_purposes.
4, Record Series Title 5. Earliest Year/Latest Year
Financial/Budgetary Purchasing Farms/Files _2M6 . fo_ 2018

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

series.)
Purchase Order Request ~ identifies the item purchased, suggested vendor, approval, account charged, item costs and tota) cost

7. Record Serles Format(s) Listall 8, Record Series Sequenca 9. Volume
S
LetierSize [} Microfiim [0 Alphabetical Number
. [OQLegaiSke [ Camputer Tape . B Numerical Fils Drawer(s)
] Microfitm Reel(s)
[0 Audio Tape  [J Floppy Disk [0 chronategicel [ Computer Tape(s)
1 ' [ Other {specify)_
] 8aund Back [ Video Tapa [J Gesgraphical
. 10. Annual Accumulation
O Cnerispecity)_____ [3 Other (specity) _____
Number
i
) File Drawerts)
] Microfiim Reel(s)
[0 computer Tapels)
2 Other (specify)____
11. File iss Used 12. File Becomes Inactive After
4 . —2
Daily [] weekly 0 ™oeninly [ Annually Number [] Month(s) Year{s)
13. Curant bocation{s)  (Bldg., Floor, Room) 14, I3 Record Series Duplicated Elsawhere? ({If yes, specily agency or offica.)
Circuit Courthouse, Security Bureau 3 Yes No
15, Access Restrictions (if Yes, citg Law{s} & Regulation(s) 18. Audit Requirements
ClYes o )
' : B none [JState []Federal [J independent
7. 15 an Index System used? If yes, explain buiefly and describe requirements 18. Recommended Retention
[Jves [BlNo
: ' 2 Years
19. Name and Title of Preparer N 20. Telephone Number | 21. Date
Sue Wilson 410-222-1571 614116

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

AGENCY RECORDS !h‘IVENTOR\’

RECORDS MANAGEMENT DIVISION .
7275 Waterloo Road, PO, Box 275

Jessup, Maryland 20734
410-789-1830

1. Department/Agency
Sheriff's Office

2. Division 3. Unit

purposes.

DEFINITION: RECORD SERIES: A group of related records normally filed and used as @ unil for reference as well as retention and diSposiion

4, Record Series Title
Financial/Budgetary Purchasing Forms/Files

_.2016

5. Earliest Year/Latest Year
to__2018____

series.)

Expense Statement — used to abtain reimbursement for personal menies expended for County business.

6. Record Series Description (Briefly describe the types of informationfdacumenisfforms found in the series. Include the purpose or function of the -

Roaly  []weeky [ Menthly

(] Aanually

2

Nuber [ Month(s)

7. Recor Series Format(s) Listall 8. Record Seffes Sequence 9. Valume
' 2
Bd Lottersize [ microfim [ Arphabetical Number
Degaske [ Computer Tape B Numerical File Drawes(s}
. 3 Microfitm Reel(s)
[J Audio Tape  [T] Flappy Disk [ Chronatogtcal ] Computer Tape(s)
L] other (specify)__
O BoundBock  [] Video Tape O Geograghical
10. Annual Accymulation
DYother(specity) [ Other tspectfy)
Number
B File Drawerts)
7 MicrofEm Resi(s)
(] Compuiar Tape(s)
. D other (specity)________
11. Fila is Used 12. File Becomes Inactive After

Year(s):

13. Current Location(s)  {Bldg., Floor, Reom)
Circult Courthousa, Security Bureau

14. Is Record Sexies Ouplicated Elsewhere?

OQyes Bdne

{Ifyes, specity agency or office.

15, Access Restictions (If Yes, cite Law(s) & Regulation(s)
[l Yes No

16. Audit Requirements

I Nana []Swte [] Federal [] Independent

Oves PBwo

17. Ia an Index System used? If yes, auplain briefly and describe requitaments

18. Recommended Retention
2 Years

19. Name and Title of Preparer
Sue Wiison

»

21.Date
614116

20. Telephone Number
410-222-1571

DGS 550-4 (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 RECORDS MANAGEMENT DIVISION 37.-
with Records Retentiotl Schedule (DGS 550-1) ) 7275 Waterloo Road, P.O. Box 275 PAGE_ ¥ OF 1
Jessup, Maryland 20794
‘ 410-799-1930
1. Depariment/Agency 2. Division ' 3. Unit
Sheriff’s Office

~

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

4. Record Series Title ‘ ‘ 5. Earfiest Year/Latest Year

Financial/Budgetary Purchasing Forms/Files - 2016 to __ Personnel Teminated

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the
series.)
Authorizations for Payroll, PAA, Timesheets, Petty Cash Fund — used o provide authorization signalure to obrIeSponding County Departmenis.

7. Recard Series Format(s) Listall ' 8, Recard Series Sequence 9. Volume
83
Bl Letier Siza [ Microfilm ’ [ Atphabetical Number
[ legaiSize [} Computer Tape 4] Numesical (B Fiie Drawer(s)
[0 Microfim Reelis)
[] Audio Tape  [] Floppy Disk - [ chranological O Camputer Tape(s}
[ Other (specify)_
O BoundBaok ] video Tepe O ceagraphical
10. Annual Accumulation
Oother(specity) [[] Other(specily)
Number
File Draweris)
[] Microfim Reel(s)
[ computer Tapa(s)
[ Other (specify).
11. File is Used N ' 12, Fite Becomes Inaciive Afler
’ —__Until Personnel Terminated
B paiy [ weekdy E£] Monthty [ Annwally . Number O Month(s) [ Yearis)
13. Current Location(s)  {Bldg., Floor, Room) 14. Is Racord Series Duplicated Elsewhere? (If yes, specify agency or office.)
Circuit Courthouse, Security Bureau Oves B No
15, Access Reslriclions (If Yes, cite Lav':(s) & Regulation(s) 16. Audit Requirements
[ Yes No

O Nona [ State []Federal [] indepandem

-~

17. Is an Index System used? ¥ yes, explain bﬂgﬂy and describs requirements 18. Recommended Retentioh
CYes o )

Until Personnel Terminated

19. Name and Title of Preparer 20. Telephone Number | 21. Date
Sue Wilson ‘ . _ 410-222-1571 “ | enane

DGS 550-4 (Rev. 1/93)



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

AGENCY RECORDS INVENTORY

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

Jessup, Maryland 20794
410-799-1930

> .
PaGE_o&” _OF __1___

1. Department/Agency
Sheriff's Office

2, Division

3. Unit

|_purposes.

TDEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as weil as retention and dispesition

4. Record Series Title
Financial/Budgetary Purchasing Forms/Files

_.2016,

5. Earliest Year/Latest Year

to__2018___

series.)

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

Authorizations for Payroll, PAA, Timesheets, Petty Cash Fund — used to provide authorization signature fo comesponding Cdunty Departments.

7. Record Series Format(s) Listall 8. Record Serfes Sequence 9. Volume
—84
B etierSize [ Microfilm - [] atphabsticat Number .
[Jiegaisze ] Computer Tape Numerical [X] Fite Orawer(s)
[ wicrofim Reel(s)
O Audio Tapa [ Fioppy Disk [ chronotogleat [ Computer Tape(s}
] Cther (specity)__
[] Bound Bock [ Video Tape (7 Geopraphical ' . '
: 10. Annusal Accumrtation
C)other(specity)_____ [ other (specity)
. Number
[ File Drawer(s)
: [ wicrofim Reel(s)
. O Computer Tape(s)
Clomer(spacity)____
11. Fila 13 Used 12 File Becoines Inactive After
+ .
Dailly [ Weeky O Monthy O Annwually Number [ Montha) Yaar(s)

13, Current Locaton(s)  {(Bldg., Fleor, Room)
Circuit Courthouse, Securily Burgau

OYes Mo

14. |s Record Seriss Duplicated Etsewhare? (If yas, specify agency or office.)

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

Oves Mo

16. Audit Requirements

S None [IState [JFederai [] independent

Clyes BEdno

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

2 Years

18. Recommended Retention

19. Name and Title of Preparer
Sue Wilson

21. Date
6/14/16

20. Telephone Number
410-222-1571

0GS 5504 (Rev. 1/23)




AGENCY RECORDS INVENTORY

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

each now or revised record serias, Forward . RECORDS MANAGEMENT DIVISION . '1,
with Records Retenﬁnp Schedule (DGS 550-1) 7275 Waterloo Road, P.0. Box 275 PAGE_2 oF ,
Jessup, Maryland 20724
410-785-1830
1. Department/Agency 2. Division 3. Unit
Sheriff°s Office

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

4. Record Serigs Title 5. Earliest Year/Latest Year
Financial/Budgetary Purchasing Forms/Files _2016 to__2018

6. Record Series Deécription {Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the
series.)
Transfer of funds request — used to request transfar of funds within a specific depariment.

7. Record Serles Format(s) Listall 8. Record Serfes Sequence 8. Volume
. B
Leter Siza [ Microfim {] Alphabeticat Number
[Jregatsiza [ Computer Tape Numerical Fila Drawer(s)
’ [ Microfilm Reei(s)
[J Audio Tape ] Froppy Disk : O chronntogicat [[] Computer Tapa{s}
' ' 3 Other (specify:_
[ 8ound Book [ Vides Tapa [ Geographical
10. Annuai Accumulation
[Jothergspecity) [ other fspecity) _____
Numbes
{1 Flle Drawer(s)
O Micxofilm Reel(s)
[ computer Tape(s) .
[ Cther (specity)____
11. File is Used 12, Fis Becomes Inadive Afler
—2
B2 Daily [0 weekty O Monthiy O Annusity Number [ onth(s) B Year(s)
13._ Current Location{s}  (Bidg., Floor, Room) 14. Is Record Series Duplicated Elsewhera? (If yos, specify agency or office.)
Circuit Courthouss, Securily Bureau OyYes ®wno .
15, Access Restrictions (If Yes, cite Law(s) & Regulation(s) 16. Audit Requirements
[ Yes [ :
R Nona []Stts’ [JFederal [J Independent
17. Is ant index System used? i yes, explain briefly and describe requirements 18. Recommeﬁded Retention
Oves Mo
2 Years '
i
19. Name and Title of Preparer 20. Tetephone Number | 21. Date
Sue Wilson 410-222-1571 6/14/16 '

DGS 550-4 (Rev. 1/93)



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

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

Jessup, Maryland 20794

410-799-1930

AGENCY RECORDS INVENTORY

1. Department/Agency
SherifPs Office

2. Division

3. Unit

PUIPOSES. .

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a Unit for reference as weil as retention and disposiion

4. Record Series Title
Financial/Budgetary Purchasing Forms/Files

5. Earliest Year/Latest Year
_2016___  to_ 2017____

series.)
Telephone Bills — Generated by the telephone company.

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

7. Recard Series Format(s) List all B. Record Series Sequence 9, Volume
8
K LetterSze [ Microfim ] Aiphabetical Number
[QLegaiSize (] Computer Tape B Numerical & File Drawaris}
[ Mixrofilm Reel(s)
[ Audio Tape [ Floppy Disk [ chronotogical [ computer Tape(s)
‘ . ([ other (specify)__
O 8ound Buok  [] Video Tape [] Geographical
10, Annual Accumulation
[ cther (spectly). ] Other {spactty) _____ ‘-
Number .
File Drawer(s}
. (J Microfim Resi(s)
O computer Tape(s)
[ Other (spacify) '
11. File is Uised 12. File Becomes Inactive Aftar
: ' .
B4 paity 3 weakiy O Moninly [ Annually Number B Monihts) [ Year(s)

13. Cumrent Location{s)  (Ekdg.. Floar, Room)
Gireuit Courthousa, Securfty Bureau

[ Yes

14. |s Record Series Duplicated Elsewhere?” (If yas, specify agency or office.)

K No.

15, Access Resiriclions (U Yes, cite Law(s) & Regulation(s)
[} Yes No

-

16, Audit Requirements

R None [] State [] Federai [ independent

17. 15 an index System used? If yes, explain briefly and describe requirements
[] Yes B No

18 Months

18. Recommended Retention

19. Name and Title of Preparer
Sue Wilson

20. Telephone Number
410-222-1571

21. Date
6/14/16

DGS 850-4 (Rev. 1/93)




Instructions —Type or Print a2 separate form for
each new or revised record series. Forward
with Records Retention Schedule (DGS 550-1)

¥

AGENCY RECORDS INVENTQRY

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

Jessup, Maryland 20794
410-799-1830

b

PAGE__Y  OF

1

1. Departmeni/Agency
Sheriff's Office

2. Division

3. Unit.

PpUrposes.

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

4. Recard Series Title
Financizl/Budgetary Purchasing Forms/Files

§. Earliest Year/Latest Year
__2016 to__ 2066 _

series.)

Grant Files — signed grants i&sued to the SherifP's Office by outside agencies.

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

7. Record Series Format(s) Listall
[ Letter Size  [] Microfiim
[J LegalSize  [] Computer Tape
1 Foppy Disk

[] Audio Tape

] Bound Book [ Video Tape

B. Record Seslas Sequence 4. Volume
—ar__
[J Alphabetical Number
Numerical [X] Fite Drawer(s)
] Migrofilm Reel(s)
[J chronslogical [0 Computer Tape(s)
[0 Other (spactty)_,
[ Geographicat -

10. Annual Accumulation

[ other{specify) . [] Other (specify)
Number
- File Drawer(s)
[ Microfilm Reel(s)
[0 Gomputer Tapa(s)
O Other (spacify)_____*
11, Fila is Usad 12. Fie Becomes Inactive After
50
B oaity ] Weakly 1 Monthty ] Annuatly Number O Manin(sy  [X] Year(s)

13. Current Lacation(s)  (Bldy., Fioor, Reom}
Circuit Courthouse, Administration

Oves Xno

14, I3 Record Series Duplicated Elsawhera? (I yas, specify agency or office.)

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

COyes DBJNo

16. Audit Requiremants

] none 'D state [] Federal [ indepandent

OYes [ENo

17, Is an Index System used? If yes, explain brisfly and describe requirsments

50 Years

18. Recommended Retention

19. Name and Title of Preparer
Sue Wilson

21. Date
6114116

20. Telephone Number
410-222-1571

DGS 5504 (Rev. 1/43)




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 (NVENTORY

RECORDS MANAGEMENT DIVISION
. 1275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794
410-769-1830

PAGE _ & ____OF __1___

1. Depariment/Agency
Sheriff's Office

2. Division 3. Unit

purposes.

DEFINMION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and .disposiﬁ'an

4. Record Series Title
FinancialfBudgetary Purchasing Forms/Files

—2016.

8. Earliest Year/Latest Year
to__ 2007

series.) :

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

General Property Records -~ documents refating to Sheriff's Office propertg.r {chairs, file cabinets, computers, etc.)

" Circuit Courthouse, Administration

Oves (®No

'_:!. Record Series Format(s) Listall B. Record Serfes Saquence 9. Volume 7
- S
[d Letter Stz ] Microfilm ] Alphahetical Numbsar
OJiepusize [} Computer Tape B Numerical [ File Grawen(s)
) 3 microfitm Reel(s)
[J AudioTape  [] Flappy Disk 1 chronatogical 7] Computer Tapa{s)
[ Other {specify)_
[J Bownd Book [ Vides Tape [] Geographical ] .
10. Annual Accumulation
[ other {specity). [ other (specity) _____
Number
[ Foe Drawer(s)
[0 Microfim Reel(s)
O computer Tapels)
[ cherispectyy
11. File iy Used 12, File Becomes Inactive After -
R, B
Daily [0 weexty [0 Monthy ] Annually Number OOMonth(s) B Year(s)
13. Cument Location(s)  (Bldg., Floor, Room) 14. Is Recard Serles Duplicatad Elsewhere? {if yes, specify agency or office.)

15. Access Resirictions (If Yes, cite Lew(s) & Regulation(s)
[ ves No

[y

16. Audit Requirements

Bl tone [JsState [JFederal [] independent

OYes Ko

17. hmMMMHyﬁ,mﬁnhﬂeﬂyanﬂdﬁsﬂemmu\m

18. Recommended Retention
1 Year

19. Name and Title of Preparer
Sue Wilson

21. Date
6/14/16

20. Telephone Number
410-222-1571 .

DGS §50-4 (Rev. 1/93)




Instructions -Type or Print a separate fonm 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'

410-789-1830

_AGENCY RECORDS INVENTORY

%5

PAGE__3”  oF

1

1. Depariment/Agency
Sheriff’s Office

.

2. Division

3. Unit

purposes.

DEFINITION: RECORIS 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
Financial/Budgetary Purchasing Forms/Files

5. Earliest Year/Latest Year
2016 to__2017____

series.)

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

Procurement Card Purchase Records - Crigina! receipts, logs and statements of items purchased with AA County procurement card.

O weakty

7. Record Series Format{s) Ustall 8. Record Series Sequenca 9. Valume
—8
X Letter Size ] Microfim [ Aiphabetical Number
Diegetsize ] Gomputer Tape Numerical [ File Drawer(s)
[ Microfilm Reel(s)
O Audio Tape ] Floppy Disk [ Chrenolagical {0 computer Tape(s)
[ Cther (specity)_
[J Bound Bock ] Video Tape [ Geogmphicat
10. Annual Accumulation
[Jother(specify) [J Other (specity) :
Number
[ File Drawes(s)
[J Microfim Reel{s)
[ computer Tape(s)
D other (spaciy)_____
11. File is Used 12. Fite Becomes Inective Afler
—
Dady O ™ontity O Annuatty Number [ Monthis) Year(s)

13. Cument Location(s)  (Bldg., Floor, Reom)
Circuit Courthouse, Administration

[ ves

14, Is Record Serlas Duplicated Elsewhers? (if yes, spedify agency or office.}

& No

15. Access Restrictions (If Yes, cite Law(s) & Regutation(s)
O ves No

18. Audit Requivaments

B None [Jstte (] Federat [ Independent

17. Is an Index System usad? if yes, explain briefly and describe requirements

[ Yes B no

1 Year

18, Recommended Retention

19. Name and Title of Preparer
Sue Wilson

20. Telephone Number
410-222-1571

21, Date
614116

DGS 5504 (Rev. 1193}




Instructions —Type of Print a separate form for DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS NVENTORY

each new or revised record series. Forward RECORDS MANAGEMENT DIVISION
with Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275 J‘I}ﬂ
. PAGE OF 3.
Jessup, Maryland 20794
. 410-709-1830
1. Departiment/Agency 2. Division 3. Unit
SherifPs Office '

DEFINITION: RECORD SERIES: A group of related records nommally filed and Used as a unit for reference as well as retantion and disposition
_PUrposes. .

4. Record Series Title _ 5. Earliest Year/Latest Year
Volunteer Application Packet Forms/Files __2016_____ _ to__ 2066

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

series.)
Waiver of Claim & Release — Agreement to hold harmless AACo govemment or the SO for any acts against persons or property while in the course of

volunteer work or engaging in a'ride-along program.

7. Record Serles Format(s) List all 8. Recard Series Saquence 9. Volums
) —50
Bd LetterSize  [] Microfim [J Alphabetical Number
[Jtegaisiza [ Computer Tape [ N.l.u_nedcal ’ 1= Fle Drawer(s)
. {1 Microfiim Reeks)
[ Audio Tape  [J Floppy Disk [} chronslogical O computer Tapa(s)
. [ Other (spacify)_
[ Bovnd Book [ video Tape [[] Gecgraphical
10. Annual Accumulation
O Other (specify)_—— L] Other (specify)
Nurhbsr
[ Fite Drawer(s)
[ Micrafilm Reet(s)
[ Computer Taps(s)
[ Other (specity)
11. Fleis Usgd 12, File Becomes Inactive After
. —3 '
Daily [] weeky 3 Monthiy 3 Anuaty Number CMonthis) B Year(s)
13. Cument Location{s)  (Bldg., Fipor, Roam) " |t 14.1s Recard Series Dupficated Elsewhere? {If yes, specify agency or office.}
Circuit Courthouse, Operations Oyes B&EnNo
15. Apcess Restrictions (If Yes, die Law(s) 8 Regulation(s) ’ 16. Audit Requiremants
OYes Bno -
Mone {]State [J Federai [ Independent
17. 18 un Index System used? If yes, explain briafly and describe requirements 18. Recommended Retention
OYes BEwno
5 Years
19. Name and Title of Preparer . 20. Telephone Number | 21. Date

Sue Wilson 410-222-1571 6/14116

DGS 550-4 (Rev. 1/83)



AGENCY RECORDS INVENTORY

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

each new or revised record series. Forward RECORDS MANAG_EMENT DIVISION
with Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 27§ PAGE ;10 oF 3
Jessup, Maryland 20794
; 410-755-1820
1. Depariment/Agency 2. Division - 3. Unit
Sheriff's Office ' - ,

DEFINITIONE RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as refention and disposition
|_purposes.

4. Record Serles Title 9. Earliest Year/Latest Year
Volunteer Application Packet Forms/Files ‘ _ 2016 to__2021___

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

series.) \ .
Volunteer Application Form — Used for background and skill-hobby information for velunteer work.

7. Record Sartas Format{s) Listall . 8, Record Series Sequence 9. Volume
) gt
B LetterSiza [ Microfim [ Atphabetical Number
[Oiegaisize [ Computer Tape ) [ Numericat Fila Drawer(s) .
3 Microfilm Reel(s)
[ Audio Tape [ Floppy Disk O chronotogical [ computer Tape(s)
. ‘ Jother(specifyy_______
O Bound Bock  [] Video Tape 3 Geographical
. 10, Annual Accurnulation
Clotheriepecity) . . O other (specify)
Number
] File Drawer(s)
(] Microfim Reaks)
. [ Computer Tape(s)
[]Otherspecity)
11. Fllo is Used . 12, File Becomes Inactive After
; — ;
Dally [ weekly O Menthly O] Annually Number ' OMonthis) [ Yearts)
13. Gurrent Lacation(s)  (Bldg., Fioor, Reom) 14. ts Record Series Dupficated Elsewhere? (If yes, specify agency or office.) "
Circuit Courthouse, Operations O Yes No
15. Accens Restrictions (If Yes, cite Law(s) & Regulation(s) 16. Audit Requiremants .
COyes Mio -

B Mone []State []Federal [ independent

17. 18 an Index System usad? If yes, explain briefly and descibe requiremeants . 18. Recommended Retention
i N
Ove Bt 5 Years
19. Name and Title of Preparer 20. Telephone Number | 21, Date '
SueWison 410-222-1571 ' 6/14/16

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 9
Jessup, Maryland 20794

410-798-19%0

AGENCY RECORDS INVENTORY

PAGE _ &~ OF 1

1. Depariment/Agency
Sheriff's Office

2. Division

3. Unit

purposes.

DEFINITION: REGORD SERIES: A group of related records normaily filed and used as a unit for reference as well as retention and dispostion

4. Record Series Title
Volunteer Application Packet Forms/Files

5. Earflest Year/Latest Year
2016 _to__ 2021

series.)

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

Volunteer Deputy ID Form - Completed by volunteer to provide information for creation of an iD card.

.

7. Record Series Foermat(s) List all 8. Record Serles Sequence 8. Voluma
. g2
Lettar Siza ] Microfilm [J Alphabetical Number
[ LegaiSize [ Computer Tape BQ Numerical [l File Draweris}
[ Meexofilm Reel(s)
[ Audio Tape  [] Floppy Disk [0 Chranofogical” [ Camputer Tapa(s)
' [ Cthes (spectfy)__ .
[ Bound Book  [] vides Tape * |- O Geographical
. ' 10. Anmea Accumalation
[ other {spesity) ... [ Other {specfy} ___
Number
] Fite Drawer(s)
[ Micromm Reel(s)
[ computer Tapes)
[ Other (specify).
11. File is Used 12. Fila Bacomes Inactive Aftar .
-85
Daily O weekly [ Monthly 3 Annuary Number [Omonthis) B Year(s) !

13. Current Location{s)  (Bldg.. Floor, Room)
Cirouit cqurlhouse. Operations

[ Yes

14. |s Record Serigs Duplicated Eisewhere? (If yes, specify agency or offica.)

B Mo

15, Access Restrictians (If Yes, cite Lawis} & Regulation(s)

[ Yes BND

. 18, Audit Requirements

= P:lune O state [] Federal [] independent

17. Is un Index Syslem used? If yes, explain brisfly and describe requirements
[ Yes No

S Years

18. Recommended Retention

19. Name and Title of Preparer
‘Sue Wilsan

20. Telephone Number
410-222-15M1

21. Date
614116

oGS 5'504 (Rev, 1/83)




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

DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTORY

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

Jéssup, Maryland 20794
A10-789-1930

PAGE il' OF 1

1. Depariment/Agency
Sheriff's Cffice

2. Division 3. Unit

UIpOSes.

DEFINITION; RECORD SERIES: A group of related records nomnally filed and used as a unit for reference as welf as retention and disposition

4. Record Series Title
Volunteer Application Packet Forms/Files

5. Earliest Year/Latest Year
2016, to __ 2021

series.)

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

Volunteer Deputy Calendar timesheet — Used to record monthly recap of work performed by a volunteer.

9. Volume

7. Record Sarles Format(s) Ustall 8, Recond Sarles Sequence
83
LetterSizs ] Microfilm ] Alphabetical Number
[Jegaisize [ Computer Tape B Numerical & Fite Drawer(s)
] Microfilm Reel{s)
[ Audio Tape ] Floppy Disk [ chronolagical [ Computer Tape(s}
. [ other {specity)__
J Bound Book  [] Video Tape [[] Geographical
10, Armual Accurmulation
[ omer (spacity) [ othertspecity) _____
MNumber
File Drawer(s) N
] Microfiim Reel(s)
] computer Tapeis)
Ol ower(specifyy
11. Fite Ia Used 12. Fle Becomes Inactive Afer
N
B4 Gaily [3 weetty ] monthty [ Annually Number O Monthis) B Year(s)

13. Cument Location{s)  (Bldg., Fleor, Room)
Circuit Caurthouse, Operatinns

Cdyes DJno

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

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

16, Audit Requirements

B None [ State [ Federal [ Independent

Clves Xne

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

18. Recommended Retention

5 Years

19. Name and Title of Preparer
Sue Wilson

21. Date
6M4/16

20. Telephone Number
410-222-1571

DGS §50-4 (Rev, 1/33)




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

410-795-1930

AGENCY RECORDS INVENTORY

i
PAGE OF _1

1. Department/Agency
Sheriff"s Office

2. Division

3. Unit

pUrposes.

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retenfion and disposi'ﬁin

4. Record Series Title
Volunteer Application Packet Forms/Files

5. Earliest Year/Latast Year
_2016 to__.2021__

series.}

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

Volunteer Deputy Checkoff Form — used to record background information about a volunteer deputy.

9. Volume

EKoaty  [Jweeny O Monty [ Answaly

]

— e

Number

7- Record Sarles Format{s) Listall 8. Record Series Sequence
o4
B LetterSiza  [[] Microfilm (] Aphabeticatl Number
egaiSize  [] Compuler Tape Numerical [ File Drawer(s)
0 microfiin Reells)
[ Audio Tape =[] Floppy Disk [ chrenological 1 Gomputer Tape(s}
. O otter (specity)_
[J ecund Book ] Video Tape [0 Geographical ]
10. Annual Accumutation
[ other (specity), [J other (specity) _____
Number
[ File Drawer(s)
] Micsofim Ree(s)
[ Computer Tape(s)
[ other (specify)________
11. File Is Used 12, Fite Becomes [nactive Afier

O monthis) B3 Year(s)

13. t_:urrant Location(s)  (Bidg., Floor, Room)
Circuit Courthouse, Operations

[ Yes

14, Is Recond Seres Duplicated Elsowhere? (M ves, specily sgency or office.)

Bd No

15. Aciess Restrictions (if Yes, cite Law{s) & Regulation(s)
J Yes No

16. Audit Requirements

BInone [ state [] Federalr [ tndependent

17. Is an index System used? If yes, expiain briefly and describe requiraments
COYes BNo

5Years

18. Recommended Retention

19. Name and Tite of Preparer
Sue Wilson

20. Telephone Number
410-222-1571

21, Date
6/14/16

DGS 550-4 (Rev. 1/93)




DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY

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

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

Jassup, Maryland 20794
410-798-1830

PAGE 4 OF 3

1. Department/Agency 2. Division 3. Unit

Sheriff's Office

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

5. Earliest YeariLatest Year
2016 _to_ 2046 _

4. Record Series Title ’ '
Personnel Records/Files

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

series.) N

Personnel Records Files — contain copies of documents such as Performance evaluations, position descriptions, PAA’s awards/commendations. SO
Personne! Orders and related correspondence.

7. Record Seras Format(s} Listall ° 8. Record Serias Sequence 9. Valume
—85
LetterSkze  [] Microfilm [ Alphatatical Numbar
[Jiegaiskze [ Computer Tape- (<] Numerical Fila Drawer(s)
[ Microfilm Reel(s)
(O Auxdio Tape  [] Floppy Disk [J chronalogicat [ Computer Tapels)
L] Gther (specify)_
[0 Bound Book [} Video Tape [ Geographical
. . : 10. Annual Accumulation
(JOther(spectty)_ 3 other {specity} .
‘ . ’ Number
File Drawer(s)
(] mizrofilm Reel(s)
[ computer Tape(s)
D oter (speciy)
11, File is Used 12. File Becomes Inactive After '
—30 '
[ Daily [] Weekly O Monthly O Annually Number O Montvis)  BJ Yearts) -

14. I3 Record Series Duplicated Elsswhare? (If yes, specify agency or office.)
[ Yes BINe

13. Cumrent Location{s}  (Bida., Floor, Reom)
Cirauit Courthouse, Administration

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

OYes -ENo
B None ] stete [JFederal [ Independent

17. Is an Index System usad? if yes, axplsin briefly and dascribe requirements

COves BINo

18. Recommended Retention
30 Years

19. Name and Tifle of Preparer
Sue Wilson -

20. Telephone Number
410-222-1571

21. Date
6/14/16

DGS 5504 (Rev. 1/83)




Instruclions —Type or Print a separate form for
each new or revised record series. Farward
with Records Retention Schedule {DGS 550-1)

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

Jessup, Maryland 20794
410-795-1830

AGENCY RECORDS INVENTORY

98

PacE_o _OF _ 3

1. Department/Agency
Sheriff’s Office

2. Division

3. Unit

pUrpOses.

DEFINITION: RECORD SERIES: A group of related records normaily fiied and used as a unit for reference as well as retention and disposition ]

4. Record Series Title
Personnel Records/Files

1

5. Earliest Year/Latest Year
__2016, to__ 2046

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

series.)

Job Application Packet — Consists of the SO Personal history statement booklet {blue book) and the following forms completed by the applicant:
Employment application; employment eligibility Verification; Executive Regulation 87.2,

7. Record Series Format(s) Listall 8. Record Series Sequence 9, Volume
. —986____
B3 Letter Size  [] Microfilm ] Alphabetical Number
[JiegaiSiza  [J Computer Tepe ] Numerical [X] File Drawenr(s)
[ Microfilm Reel(s)
[ Audio Tape [ ] Floppy Disk  + [[] Chrenolagical [J Compuster Tape{s)
3 Other (specify)__
[0 Bound Book  [] Video Tape ] Geographical
10. Annuaf Accumulation
{7 ottier (specity) [J Other (specityy _____
Number
[ Fite Drawer{s)
[ Microfim Reel(s)
[ Computer Tape(s)
O other (spacify)______
11. Fila iz Used 12. File Becomes Inactive After
. —30
B caily [ weexiy [ wonthty O Annwaty Mumber I Moanthis} B Years)

13. Curent Location{s}  (Bldg., Fioor, Room)
Cirauit Courthousa, Administration

O Yes

14. Is Record Series Dupficated Elsswhere? (If yes, specy agancy or office.)

Bd o

-

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

16. Audit Requirements

None []State [ Federsl [J Independent

17. g an Index System used? i yes, exptaln briefly and describe requkements

Oves BINo

30 Years

18. Recommended Retention

19. Name and Title of Preparer
Sue Wilson

20. Telephone Number
410-222-1571

21. Date
6/14/16

DGS 5504 {Rev. 1/63)




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 20784

410-788-1930

AGENCY RECORDS INVENTORY

jé
PAGE OF 1

1

1. Department/Agency
Sheriffs Office

2. Division

3. Unit

.

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

purpases. .
4, Record Series Title :

Personnel Records/Files

5. Earliest Year/Latest Year
2016 to__2046____

series.)

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

Employees MD Withholding E_xerhption Certificate — used to denole MD taxes to be withheld.

9, Voluma

) paiy [Oweexy . [J Momby [ Annuaby

30

Number

7. Record Series Fommat{s)  List all 8. Recard Serles Sequance
_ —
Bd LetterSize ) Microfikn [ Alphabstical Number
[QtegalSize {7 Computer Tape Numérical [ File Drawerts)
[ Microfim Reel(s)
O Audio Tapa [ Floppy Disk [ ctronologicat 3 Computar Tape{s)
[ Other {specify)._
[ 8ound Book  [] Video Tape [ ceographical
: 10. Annual Accumulation
O Other(specify)_____ [0 other (specity)
Number
[ Flle Draweris)
[ Microfilm Resl(s)
[ computer Tape(s)
O otherispecity)
11. Fila is Used 12 File Becomes Inartive Afier

Owontfs) [ Year(s)

13. Cupent Location(s)  (Bldg., Floor, Room)
Circuit Courthouse, Administration

[ ves

14. Is Record Sarles Duplicated Elsewhers? (Il yes, specify agency or office.)

B No

15. Access Restrictlons (If Yes, cite Law(s) & Regulation{s}
[QYes BHnNo

16. Audit Requirements

Nons [JState []Federai [] independent

17. Is an indax System used? If yes, expiain briefly and describe requirements

Cyes DBINo

i

30 Years

18. Recommendad Retention

19. Name and Title of Preparer
Sue Wilson'

20. Telephone Number
410-222-1571

21, Date
6/14/16

DGS 550-4 (Rev. 1/03)




AGENCY RECORDS INVENTORY

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

with Records Retention Schedule ({DGS 550-1) ) 7275 Waterloo Road, P.0. Box 275 PAGE jl oF ; ’
Jessup, Maryland 20794 '
‘ 410-788-1830
1. Department/Agency ' 2. Division ' ' 3, Unit
SherifP's Office ‘

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

4. Record Series Title . : . 5. Earliest Year/Lalest Year
Personnel Records/Files ) _2016 to __2046__

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

series.)
W-4 Employees withholding allowance certificate - used to denote Federal taxes to be withheld.

7. Record Series Format(s)  List ell ) . | 8 Record Series Sequence 9. Valume -
—88__
B Letter Size [T] Microfitm [ Aiphabatical Number
O vtegaiSize ] Computer Tape Numerical i [ File Drawer(s)
: . [ Microfim Resel(s)
[ Audio Taps (] Floppy Disk : O chronelagicat 1 Computer Tape(s)
. [ Gther (specity)_ __
[ Bound Book  [] Video Taps 3 Geographical
' 10. Annual Accumulation
[ other (speciy) _______. O Other (specity)
' Number
File Drawerts)
] Microfilm Resi(s)
[ comguter Tapa(s)
' : 3 Quher (specity)
11. File is Used 12. File Bacomes Inactive After
——30
Dalty ] Weeldy [J Monthiy 0 Anrwally Number OMonths) B Year(s)
13, Currentt Location(s}  (Bldg., Floor, Room) 14, Is Record Serfes Duplicated Elsewhera? (If yes, specily agency or offica.)
Circuit Courthouss, Administration OYes Rno
15. Access Restrictions (if Yes, cite Law(s) & Regulation(s) . 16. Audit Requiremanta
[ Yes No
. B3 None [ state [ Federal [ independent
17. Is an Index System used? If yes, explain brisfly and describe requiraments 18. Recommended Retention
[ Yes No
30 Years
19. Name and Title of Preparer. 20. Telephone Number | 21. Date
Sue Wilson 410-222-1571 6/14/18

DGS 550-4 (Rev. 1/83)



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

DEPAF\;TMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTORY ~

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

PAGE_ ¥ OF 1

Jessup, Maryland 20794
410-785-1630

1. Department/Agency 2. Division 3. Unit

Sherif’s Office

[MOEFNITION: RECORD SERIES: A group of refated records nomally Tiled and used as a unit for reference as well as retention and disposition
"[l_purposes.

5. Earliest Year/Latest Year
_2016, to 2021

4. Record Series Title
Personnel Racords/Files

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

series.)

Applicant Background Packet; Authority for release of information; Confidential questionnaire; applicant processing checklist; reference check form; .

neighborhood investigation; authorization for release of military/civilian records; transcript request; educational questionnaire; new employee
nofification sequence form’ conditions of apphca'uons process; consumer credit repomng disclosure; Lateral/comparative compliance suppiementat

information sheet; AFC/IMPTC tracking sheet; Intennew score sheet; employee data sheet fingerprint card,

-7. Record Series Format(s) Listall 8. Record Series Sequence 9. Volums

o

B Letter Siza  [] Micwofim [] Alphshetica Number

[tegatstza  [J Camputer Tape Numarical Fila Drawer(s)
[0 Micaofilm Reei(s)

[0 audis Tape ] Floppy Disk [ chronclapical ] camputer Tape{s)

' [T Other (specity)__

O Bound Bask [ video Tape O Geographical
10. Annual Accumulation

] Other {specify) [ Other (specityy _____
Number
[54 Flle Drawer(s)
{0 Microfim Reel(s)
] Computer Tapels)
] Omer(specify)______

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

30 ___
Daily - [] Weekly 1 wontity O Annualty Number OsMonthisy & Year(s)
13. Current Location(s)  (Bidp.. Floar, Room) 14, Is Record Series Duplicated Elsewhere? ({If yes, specify agency or office.)

Circuit Courthguse, Administration [J Yes No

15, Access Rastrictions {If Yes, cite Law(s) & Regulation{s} 16. Audit Requiremants

dves No ) . :
None []State []Fedsrat [7] Independent

17. |s an Index System used? if yes, expialn briefly and desaribe requirements

OvYes Hno

18. Recommended Retention
30 Years

21. Date
6/14/16

20, Telephone Number
410-222-1571

19. Name and Title of Preparer
Sue Wilson

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

410-799-1930

AGENCY RECORDS INVENTORY

PAGE __¥_ OF 1

1. Department/Agency
Sheriff’s Office '

2. Division

3. Unit

purposes.

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

4. Record Series Title
Personnel Records/Files

5. Earliest Year/Latest Year
_2016___ to_ 2021

series.}

Deputy Weapon Request — used to request to carry personal weapon while off-duty.

.B. 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 Farmat(s) List all

Circuit Courthouse, Administration

1 Yes

" 8. Record Series Sequence 9, Volume
1 00
BJ Letter Sz [] Micrafiim [] Aphabetical Number
[Jiegaisize ] Computer Taps B9 Numerical - Flle Drawerls)
[ Microfilm Reel(s)
[ Audio Tape [ Floppy Disk (] chrunological [ Camputer Tape(s)
Clother{specify)_ .
. O BoundBook [] Video Tape ] Gecgraphical
10. Annual Accurmulation
{7 Cther (specify) [ Otver (speciy) _—___
Number
B4 File Drawer(s)
[ Microfim Reel(s)
{0 computer Tapa(s)
[ Other (specify)_______
11, Fila is Used 12, Fila Bacomes Inaclive Afler
—_—
Daily [ Weekty O Monthly O Annuaty Number OMonthts) B Year(s)
13, Current Location{s)  {Bldg., Floor, Room} 14. I3 Record Series Duplicated Elsewhera? {IFyas, specify agency or offica.)

B o

15, Access Restrictions (If Yes, cita Law(s) & Regulation{s)
[ Yes No

16. Audr Requirements

R rvone {Jstate [ Federal [ independent

17. is an Indax System used? If yes, explain briefly and describe requiremants
Oves &Ino

5 Years

18. Recommended Retention

18. Name and Title of Preparer
Sue Wilson

20. Telephone Number
410-222-1571

21. Date
6114116

DGS 550-4 (Rev. 1/53)




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

AGENCY RECORDS INVENTORY

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

- Jessup, Maryland 20794

eace_ 00 o

410-799-1930

1. Department/Agency
Sheriff’s Office

2. Division

3. Unit

!

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

purposes.

4, Record Series Title
Personnel Records/Files

5. Earliest Year/Latest Year
__2016. to__ 2021

6. Record Series Description {Eriefly describe the types of information/documentsfforms found in the series. include the purpase or function of the

series.)

Acknowledgement of receipt of weapon and/or ammo — documents receipt of weapon andfor ammunition.

7. Record Series Format({s) Listak 8. Record Series Sequence 9. Volume
’ —n__
X Leter Sze ] Microfitm [0 Aphabeticat Number *
OtegaiSice  [J Computer Tape [ Numesical (] File Drawer(s)
_ ] Micrafiim Reel(s)
{1 Audio Tape 7] Floppy Disk [J Chronological [] computer Tape(s)
[ Other (specity) _
[ Bound Book [} video Tape ] Gecoraphical
10, Annua) Accurnulation
[ other (specity) 3 Other (specityy ______
Number
File Drawer{s)
3 Microfim Reel(s) )
[ Computer Tape(s) . ,
O other(specity)
11. Fila is Used 2. Filo Becomes Inactive After
—5_ .
i Daly 3 weekly {3 Monthly [ Annuaily Number [Jaanths)  [Bd Year(s)
13. Cumrent Location(s)  (Bldg., Floor, Reom) 14. ts Racord Series Dupficated Elsewhere? (If yes, specify agency or office.)

Circait Courthouse, Adminisiration

O ves

B No

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

Oves [BJNo

16. Audit Requiraments

B None [JState [[] Federat [ independent

17. Is an Index System used? if yes, explain bitefly and describe requirements
OYes B No

5 Years

18. Recommended Retention

19. Name and Title of Preparer
Sue Wilson

26. Telephone Number
410-222-1571

21. Date
6/14116

DBS 5502 (Rev. 193)




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

AGENCY RECORDS INVENTORY

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

Jessup, Maryland 20794
410-769-1820

PAGE_LO_L oF ) _

1. Department/Agency
Sheriff's Office

2. Division

3. Unit

purposes.

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

4. Record Senes Title
Personnel Records/Files

6. Earliest Year/Latest Year
_2MM6___ _ to__ 2048

series.)

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

Agreement for Personal Vehicle Usage — agreement (o utilize a privale vehicle furtherance of official duties for an established mileage allowance.

7. Record Series Format(s) List al 8. Record Series Sequence 9, Volyma
' —o2__
B Letter Size  [] Microfim [ Alphabetical Number
[JLegaiSize  [] Computer Tape Numerical B Fita Drawsr(s)
[ Microfilm Reel(s)
[J Audio Tape ] Floppy Disk {1 chrenalagical ] computer Tape{s}
O other {specity)_
[] Baund Book ] Video Tape [ Geographical

[JOtherapecifyy_

[ other {specityy _____

/

10. Annual Accumulation

Number

[Bq Fite Drawerl(s)
3 Microfim Rezl(s)
[0 Computar Tape(s)

Dl omer(specty)
11. File is Used 12. Filo Becomes Inactive After
R
Dally O waexiy {1 Morthly [ Annually Number Omonth(s) B Year(s)
13. Cumant bocation{s)  {Bidg., Floor, Room} 14. Is Record Series Duplicated Elsewhera? (If yes, specify agency or office.)
Circuit Courthouse, Administration o Oyes Mo

15, Accuss Restrctions (If Yes, cite Law(s) & Regulation{s)
[ Yes No

16. Audit Requiremerits

EINone [Jstate [JFedermal [J Independent

17. is an Index Systam used? [Fyes, explain briefly and describe requirements:

Oves [Bne

30 Years

18. Recommended Retention

19. Name and Titte of Preparer
Sue Wilson

20. Telephone Number
410-222-1571

21. Date
6/14/16

DGS 5504 {Rev. 1/33)




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

AGENCY RECORDS INVENTORY

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

PAGE ‘U -LOF

1

Jessup, Maryland 20794
410-788-1830

1. Department/Agency 2. Division 3. Unit

Sheriff’s Office

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

5. Earliest Year/Latest Year
_2016 to__2046__

4, Record Series Title
Personnel Records/Files

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

series.)
Application for Secondary Employment Authorization/Liability Agreement — Application 10 participate in secondary employment listing duties to be
performed.
7. Record Serigs Format(s) Listall 8. Record Series Sequence 9. Volums
103 __
O] Letter Siza [ Microfiim [ Asphabetical Number
[JiegaiSize [ Computer Tape [ Numerical . B Fila Drawer(s)
. [ Microfilm Reelis)
[J Audio Tape [ Floppy Disk [ Chronglogica! [ computer Tape(s}
. [ other (specity)_
1 Bound Book™ ] Video Tape [J Geograptical
. 10. Annual Accmulation
] Gther {=pecity). [ other (specityy _____
Number
B4 Fite Drawer(s)
[ microfiim Reells)
] Computer Tape(s)
O] ther (specify)________
11. File ls.Used 12. File Bacomes Ivactive After
—-30.
B Caily O weeky O monthiy [] Annualy Number [ Month(s)  §<] Year(s)

7

14. 1s Record Series Dupficated Elsswhera? (If yes, specify agency or offica.) -
OYes Bdno

13. Current Location{s}  (Blklg., Fleor, Room}
Circult Courthouse, Administration

15. Access Restrictions (It Yes, cite Law(s) & Regulation(s) 18. Audit Requirements

O Yes No
None []state [JFederal [ Indspendant

17. la an Index System used? If yes, explain briefly and describe requirements
O ves No

18. Recommended Retention
30 Years

21. Date
6114116

20. Telephone Number
410-222-1571

19. Name and Title of Preparer
Sue Wilson

BGS 550-4 (Rav, 183)


http://11.Fneis.Used

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 .
poE_Jf? oF 3y
Jassup, Maryland 20794
410-798-1930 "
1. Department/Agency 2. Division 3. Unit
Sherif’s Office
DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for relerence as well as retention and disposition

PUrposes.

4. Record Series Title 5. Earliest Year/Latest Year
Personnel Records/Files ) ) _2016________to__2046__

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

Hire/Exit checkoff List — form filed in an employee’s personnel file to document procedires and issued equipmént when hired, and to document the
return of items upon termination. . '

-

7. Record Serles Format{s} List all - B. Record Series Sequence 8. Volume
104
LetterSiza [} Microfilm [J Alphabetical Number
[OtegalSiza  [J Computer Tape B3 Numerical ' B) Fole Drawer(s)
[ Microfim Rest{s)
[J Audio Tape [ Floppy Disk O Ctwonstogical [0 Computer Tape(s)
[Jother{specity)
[ Bound Book ] Video Tape [ Geographicat
10. Annual Accumulation
[ Other (specify).______ ] Other (spectty} _____
: Number
[ File Drawer(s)
[ Microfim Resi(s)
[ Computer Tape(s) .
[Jother(specify)
11. File is Used i : 12. File Becomes [nactive After
—30 '
B3 Daity [0 Weekiy [d Monthty [ Annualty Numbesr O Manthis) [ Yearls)
13. Cument Locatlon(s)  {Bldg., Floor, Room) ' 14. Is Record Series Duplcated Elsawhera? (If yes, specify agency or office.)
Gircuit Courthouse, Administration ] Yes No
15. Accass Restrictions (If Yes, cite Law(s) & Regulation(s) 7 16, Audit Reguiremenis
COOvYes Moo
None [JState [ Federal [ indepandent
17. 18 an Index System used? If yes, explein briefly and describe requirements 18. Recommended Ratantion
h( N . ‘
Cves R N 30 Years
19. Name and Title of Preparer 20. Telephone Number | 21. Date
Sue Wilson 410-222-1571 ~ 6/14/16

DGS 550-1 (Rov. 1/93)



' .
DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY

Instructions ~Type or Print a separate form for
each new or revised record series. Forward RECORDS MANAGEMENT DIVISION
with Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275

' Jessup, Maryland 20794
410-788-1830

PAGEM oF __1

1. Department/Agency 2. Division 3. Unit

Sherif’s Office

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

purposes.
4. Record Series Tite . 5. Earliest Year/Latest Year
Personnel Records/Files . 2016 to__2046_ .

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

series.)
Personnel Action Authorization — form used to initiate/change information regarding personnel such as rate of pay, hirefexit, change of address, etc.

7. Record Serles Format{s} Llst all 8. Record Series Sequence €. Voluma
o5

(] Letter Size [ Microfim [ Aiphabetical Number
[)legalSize ] Computer Tape Numesical File Drawer(s) ’

. [ Microfim Reel(s)
O AvdioTaps [ Floppy Disk [ Chronclogical [3 Computer Tape(s)

. [ other {spacity)_

[] Bound Book [ Video Tapa {7 Geographical

10. Annual Accumulation

[ Other (specify), - O ower (specity) .
Number
File Drawer(s)
[ Microfilm Reel(s) .
[ Computer Tape(s}
[l other (specity),____~
11. Fite s Used 12, File Becomes Inaclive After
-3 _
B9 Daily O weexy ] Monthly [ Annually Number O monthis) & Year(s)

.

13. Current Location{s)  (Bidg., Floor, Room) 14, I8 Record Serles Duplicaled Elsewhere? . (If yas, specify agency or offica.}

Circuit Courthavse, Administration ves [Ino
: AA County Parsonnel

18. Access Restrictions (if Yes, cite Law(s) & Regulation{s) 18, Audit Requirements

OYes BEno
B None [ State [] Federat [ Independent

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

Oves: RgNo

18. Recommended Retention
30 Years

19. Name and Title of Preparer
Sue Wilson

20. Telephone Number
410-222-1571

21. Date
6/14116

DGS 5504 (Rev. 1/3)




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.Q, Box 275
Jossup, Maryland 20794

410-789-1630

AGENCY RECORDS INVENTORY

PAGE_!QEOF 1

1. Depantment/Agency
Sheriff's Office

2. Division

3. Unit

Ui S.

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 Tille
Personnel Records/Files

A

5. Earliest Year/Latest Year
—2016 to_ 2046

sernes.)

Position Description form — form used to define job responsibilities

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

-

Cirguit Courthousa, Administration f

Yes

7. Record Serins Formal(s) Listall 8. Racord Serfes Sequence 8. Volume
— 10§
B Lettersize [ Microfiim ] Aphabetical Number
O Legatsize [} Computer Tape Numercal [ File Drawens)
[ Microfim Reelfs)
O Audio Tape [} Floppy Disk [ chranological [ Computer Tape(s)
(3 Other (specify)_.
[} Bound Book  [] Video Tape [0 Geographical :
10. Annual Accumulation
[ Other fspecity). [J Other (specify)
- Number
O Flie Drawer(s}
[] Microfitm Resl{s)
{1 Computer Tape(s)
[]other(spedty)
11. File Is Used 12. File Becomes inactive After
__80 .
B4 Daily [ weesty [3 ttomhly 0 Annualy Number OMonth(s) B Yearis)
13. Current Location{s)  {Bldg., Floor, Room) 14. Is Record Series Cuplicated Elsewhere? _{Il‘ws. specify agency or office.)

OOne

AA County Personnel

15. Access Restrictions (If Yes, che Law(s) & Reguiation{s)
OvYes [Gno

’

16. Audk Requirements

.

'
B None [J Siete [JFedemal [ independent

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

30 Years

18. Recommended Retention

19. Name and Title of Preparer
Sue Wilson

20. Telephone Number
410-222-1571

21. Date
6/14/16

DGS 5504 (Rev. 1/93)




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

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

AGENCY RECORDS INVENTORY

pace_§fb or o

Jessup, Maryland 20794
410:7801930

1. Department/Agency 2. Division 3. Unit

Sheriff's Office

purposes.

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

5. Earliest Year/Latest Year
2016 to__2046

4. Record Series Title
Personnel Records/Files

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

series.)
Leave Sharing Approval Form ~ used 1o indicate leave recipient, leave donor, and approvals if an émployee has exhausted all forrns.of paid leave.

7. Recard Series Format{s) Listall 8. Record Serles Sequence 9. Volume
107,

LetterSize [ Microfilm O Alphabetical Number
[JLegatSize ] Computer Tape Numerical (] Fite Drawer(s)

0 Mierolim Reel(s)
[ Audio Taps ] Floppy Disk O chesnotogical [ Computar Tapa(s)

(] Other (speciiy)
[ BoundBaok [] Video Tape [ Geographica)

10. Antwal Accumulation

[ Other (specity). [ other (specity)
Number
[ File Drawer(s)
[0 Microfin Reei(s)
[J Computer Tape(s} ‘
O Other {specity)
1. File is Used 12. File Becomes inactive After
30
B4 Daity O weanty O Monthty [ Annuatly Number O Montnis) B Yearts)

13. Cumrent Location(s)  (Bidg., Floor, Room) 14, Is Recocd Series Duplicated Elsewhere? (if yus, specify agency or office.}
Circuit Courthouse, Administration B4 Yes O ne
AA Caunty Personnel

15. Access Resiztions {if Yes, cite Law{s) & Regulation(s) 16, Audit Requirgments

OYes BIno
B Nona [J Stata  [J Federat  [] independent

17. Is an Index Systemn uged? i yes, explain bricfly end desoribe requitements
Oves EIno

18. Recommended Retention
30 Years

21.Date
61416

20. Telephone Number

19. Name and Title of Preparer
) 410-222-1571

Sue Wilson

DGS 550-4 {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
RECORDS MANAGEMENT DIVISION
7275 Watertoo Road, P.O. Box 275
Jossup, Maryland 20794

410-789-1830

" AGENCY RECORUS INVENTORY

PaGE _wJ oF 1

1. Department/Agency
Sheriff's Office

2. Division

3. Unit

pUrposes.

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

4. Record Series Title
Personnel Records/Files

5. Earliest Year/Latest Year
__2016 to__ 2046

*

series.)

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

Annuity & Sick Pay Request for MD income tax withholding — Used to denote annuity/sick pay payment.

[ Yes B No

7. Record Series Format(s) Listall 8. Record Series Saquence 9. Volume
—M08____
B Letter Size [ Microfim {71 Aphabetical Number
Oegasze [ Computer Tape ] Numerica) [ File Drawer(s)
[ Microfim Reel(s)
[ Autio Tape ] Floppy Disk [ chronological ] Computer Tape(s}
[ Other (specity)_
{JBound Book [ Video Yape [ Geographicat
10. Annual Accurmutation
" 3 Other {specity) [J other (specity) _
Number
[x] Fe Drawsr(s)
] Micxofim Reel(s)
[ Comparter Tapes)
[ otier {specify)________
11. File i3 Used 12. Fila Becomes Inaciive After
-3
Daily [ weexty 1 wonthty [ Annuatly Number [ Month(s) Year(s)
" 13. Current Location{s)  {Bkdp., Floor, Room) 14. I1s Record Series Duplicated Elsewhere? {If yes, specify agency or office.)
Circuit Courthouse, Administration Byes [dno
AA County Parsonnel
15. Aocess Resiricions (If Yes, cite Law(s) & Regulation{s) 16. Audit Requirements

B3 None [JState [JFederat [Jindependant

17. Is an Index System used? If yes, explain briefly and dqsu’ibe requirements

Oves RHno

30 Years

18. Recommended Retenftion

19. Name and Titte of Preparer
Sue Wilson

20. Telephone Number
410-222-1571

21.Date
6/14/16

DGS 550+4 (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
410-785-1830

AGENCY RECORDS INVENTORY

pace._ {08 or 3

1. Department/Agency e
Sheriff’s Office

2. Division

3. Unit

purposes.

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

4, Record Series Title
Personnel Records/Files

5. Earliest Year/Latest Year
- _ 2016 to__2046

series.)

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

Drug/Alcohel Test Order Form — Used to order drug/alcohol tests on emplayees.

Cirguit Courthouse, Adminlstration

7. Record Series Format(s) List all 8. Record Seres Sequence . Volume
. -8 __
B4 Letter Size ] microfitm [ Aphabestical Number
[QlegaiSize (] Computer Tapa Nurerical ' [ Fte Drawer(s)
: ’ ] Micrafilm Rael(s)
[] Avdio Tape [ Floppy Disk [] Chronologicat [ Compuster Tape(s)
L] other (specity)
[JBoundBook [] video Tape [[] Gecgraphical
10, Annual Accumulation
O Other (specify) [J other (spactfyy ______
Number
File Drawer(s)
[] Microfilm Reel(s)
[ computer Tape(s)
[ other (specify)
11. File ts Used 12. File Becomes Inactive After
30,
[ Daily [ weskly [0 Menthty |:] Asinually Nurber OMonth(s) B Year(s)
13. Cument Locatlon(s)  (Bldg., Floor, Room) 14. s Record Serles Duplicated Elsawhera? (If yes, specify agency or office.)
Yes [
AA Counly Personnel

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

-~

" 16. Audit Requirements

X None [ State [] Federal [ independent {

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

N
|

18. Recommended Retention
30 Years

'19. Name and Title of Preparer
Sue Wilson

20. Tetephone Number
410-222-15T1

21, Date
6/14/16

0G5 550-4 (Rev, 193}




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 Sehedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275 PAGE_ lﬂfl_ oF 1
Jessup, Maryland 20794
) 410-789-1930
1. Department/Agency 2. Division 3. Unit
Sheriff’s Office

purp: 5.

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

4, Record Series Title
Personnel Records/Files

5. Earliest Year/Latest Year
_2016 ___ to_ 2046 _

series.)

Personnel Medical Records — Doclor’s notes; first report of Injury; lost day report.

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

9. Volume : . '

& aity [ Weekly [ Monthty [ Anawally

—30.
Number

7. Record Series Format(s) Listad 8. Record Serigs Sequence
. . . _ue
BJ LetterSize ] Microfilm 1 Aphabelicat Number
0 Lsgal Sze [J Computer Tape (] Numerical (] Fita Drawer(s)
. 1 Microfiim Reet(s)
[ Audio Tape ] Floppy Disk £ Chronological 1 Computer Tape(s)
[lother(specity)
[0 Bound Book ] Video Tape ! [0 Gaographical
10. Annuad Accumulation
[] Other {specity). ] other epeciy)
’ Number
[ File Drawer(s}
[ Microfilm Reel(s)
[ Computer Tape(s)
O other jspecify)
11. Fle is Usad 12. File Becomes Inactive After

[IMonth(s) [ Year(s)

13. Currant Location{s)  (Bidg., Floor, Room)
Gircyit Courthouse, Administration

O ves

14. is Revord Seres Duplicatad Elsewhere? {If yes, specily agency or office.}

B3 o

15. Access Reslrictions (IF Yes, cite Law(s) & Regulation]s)
[1 Yes No

16. Audit Requirenenis

B None [ State [] Faderat [ independent

17. Is an Index Systern used? if yes, explain briefly and describe requirements
Oves B Mo

30 Years

18. Recommended Relention .

19. Name and Title of Preparer
Sue Wilson

20. Telephone Number
410-222-1571

21. Date
6114116
4

DGS 550-4 (Rev. 4/03)




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

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISICN

AGENCY RECORDS INVENTORY

7275 Wateroo Road, P.O. Box 275

Jessup, Maryland 20794
410-799-1830

with Records Retention Schedule (DGS 550-1}

mcE__;[_Lﬂ_ OF __ 1

1. Deparfment/Agency 2. Division 3. Unit <

SharifP's Office

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

| _purposes. :
4, Record Series Title 5. Earliest Year/Latest Year

Personnel Records/Files _2016__  to 2046

6. Record Series Description (Briefly describe the types of information/documents/forms found in.the series. Include the purpase ot function of the
series.) .
Random Drug Testing Records - required for Law Enforcement personnei

7. Record Series Format(s) List all 8. Record Serles Sequerice 9. Volume:
: . 1
Bl tettorSize [ Micrafitm [J Aphaetical Nurber
[Jregaisiza [ Computer Tape 2] Numerical Fila Drawer(s)
v (] Microfilm Reef(s)
[J Audio Tape [ Floppy Disk [ chrenclogical 1 computar Tape(s)
. {Jother {specy).______.
[ Bound Back ] Video Tape {1 Geographical
10. Annual Accumulation '
D Other(specifyy - [ other tspecify) .
Number
‘f
{d Fite Drawer(s)
[J microfim Reel(s) ’
[ computer Tape(s)
Ol other {specify).______
11. File is Used 12. Fila Becomes Inaclive Afler
3
[ oaly  [JWesky  [] Monthly  [JAnnually Number ClMonthis) [ Yearls)

by

13, Current Location(s)  (Bldg., Floor, Roam) , 14. |s Record Series Duplicated Efsewhera? (If yes, specify agency or office.)
Cireult Courthouse, Administration [ Yes No

16. Access Restrictions (If Yes, ciie Law(s) & Regulation(s)
[ Yes B Mo

18. Audit Requirements

Nona [ State [J Federal [ independent

17. is an Index System used? [f yes, explain briefly and describe requirements

Oyes EnNo

18. Recommended Retention
30 Years

21, Date
61416

20. Telephone Number
410-222-1571

18, Name and Title of Preparer
Sue Wilson

DGS 550-4 (Rov. 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
410-799-1930

AGENCY RECORDS INVENTORY

PABE_‘ |l OF 1 _

1. Department/Agency
Sheriff’s Office

2. Division 3. Unit

!

|_purposes.

DEFINITION: RECORD SERIES: A group of related records normally filed and usad as a wnit for reference as well as retention and disposiion

4. Record Series Title
Personnel Records/Files

5. Earliest Year/Latest Year
2016 _______

to__2046_

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

L

series.) .
Workers Comp Emplovers first report of injury or llness/stars — used to document and authorized medical treatment for an employee.
7. Racord Series Format(s) Listall 8. Record Series Sequence 9. Volume
' . S
Latter Size ] Microfilm [ Alghabetical | Number )
[JLegaisze [] Computer Tape 2] Mumerical (54 Frle Drawer(s) -
. [ microfim Reel(s)
[OJAudio Tape ] Floppy Disk . [0 Ciwonalogical {1 Computer Tape(s)
_ {7 Other (specify)_
| [J BoundBook [ Video Tape [] Geographical ’
10. Annual Accurmulalion
Oowerspacity)_____ [ Other (spectty) ____ ;
Number
[ Fite Drawer(s)
[ Microfilm Reet{s)
O Computer Tapeis)
[ Other (specify).
11. Fite is Used 12. File Becomes Inaclive After
——30_ _
Daily ] weeny O mentey [ Annually Number O Manth(s) Year(s)

13. Current Location(s}  (Bidg., Fiaur, Room}
Cireuit Courthouse, Administration

Bdves [ONo

Risk Management

14. |s Racord Serias Duplicated Elsewhere? (If yes, spseif)-f mgency or office.)

15. Access Restrictions {if Yes, cite Law(s) & Regulation(s)
COves REwo ‘

16. Audil Requirements

B None (] Stete [ Federal [] tndependent

[COYes o

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

18. Recommended Retention
30 Years

19. Name and Title of Preparer
Sue Wison

21. Date
6/14/16

20. Telephone Number
410-222-1571

DGS 550-4 (Rev, 1/83)




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

DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY

 RECORDS MANAGEMENT DIVISION

Sheriis Office

with‘ Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275 pace__{I Lok 1
Jessup, Maryland 20724
410-T20-1830
1. Department/Agency 2. Division 3, Unit

purposes.

DEFINITION: RECORD SERIES: A group of related records nomally Tiled and used as a unit for reference as well as retention and disposifion '

4. Record Series Title
Personnel Records/Files

5. Earliest Year/Latest Year
_2018 to__2021____

series.)

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

Acknowledgement of Receipt - acknowledgement of receipt of a General Orders Manual or any designated written directive or memorandum.

7. Record Series Formai(s)  List all B, Recond Serfes Sequence 9. Volume
—na___
LetterSize  [] Microfim [ Aiphabetical Number
[ LegaiSize  [] Computer Tape B numesical ] File Drawer(s)
[ Microfim Reei(s)
[ Audio Tape ] Floppy Disk [ ctwonologlead - ) Computer Tapels)
. [J-Other (specily)_,
[ 8ound Book [ Viden Tape [ Gesgraphical .
. . 10. Annual Actumulation
O other (specify) ] other (specify)
Number
s BJ File Drawer(s)
[ Microfilm Reet(s)
[ Computer Tape(s)
[ Other (specity)_______
11. File is Used 12. Filo Becomes Inactive After
' 5
Daily 3 weely [ monthty ] Annuaty Number [IManthis) [ Year(s}

13. Cumant Location{s}  {Bldg.. Flzor, Roorsi)
Circult Courthouse, Administration

14. |5 Record Serles Duplicated Eisewhare? (If yes, specify agency or office.)
[ Yes No

15. Access Restrictions {if Yes, cite Law(s) & Regulation{s)
Oves XnNo

16. Audit Requirements

X None []State []Fedaral [] Independsnt

Oves Bldno

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

5 Years

19. Name and Title of Preparer
Sue Wilson

20. Telephone Number { 21. Date
410-222-1571 6/14116

DGS 5504 (Rev. 1193)




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

DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY

RECORDS MANAGEMENT DIVISION

Sheriff’'s Office

with Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.QO. Box 275 . pace ! (3 or .1
Jessup, Maryland 20794 -
410-788-1930
1. Department/Agency 2. Division 3. Unit

PuUrposes.

DEFINITION: REGCORD SERIES: A group of related records normally fied and used as a unit for reference as well as fetention and disposition

4, Record Series Title
Pé_rsannel Records/Files

5. Earliest Year/Latest Year
_2016__ _  to__2021__ _

series.)

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

Workers comp. Occurrence Log — records cccurvence of Workers Comp cases by department.

7. Record Series Format(s) Listall
Letter Size [ Microfilm
[JtegaiSize  []Computer Taps
[]:Audio Taps [] Floppy Disk

' [J Bound Book ] video Tape

i [ Other (specity).

B. Record Sarles Sequence 8. Valume
-—IE-———-
] Alphabeticat Number
Numerical X} File Drawer(s)
] Microfikn Ree(s)
[J Chronolegical ] computer Tape(s)
[ Other (specify)__
[] Geographical

10. Annual Accumulation
[ Other (specity) _____

Fite Drawer(s)

[ Microfiim ReeXs)

[ Computer Tape(s)

[l Other {specity)

11, Filg is Used

12, File Becomes Inactive After

B9 Daty ] weskty [J Monthly ] Annually Number Cimonthis) [ Yean(s)

13. Current Locatlon{s)  (Bldg., Floor, Roam)

14. {s Record Series Duplicated Eisewhera? (If yas, specily agency or office.)

Cincuit Courthause, Administration Yas ONe
Risk Management

15. Acess Restrictions {If Yes, cile Law(s) & Regulation(s)

[OYes Hwo

1§. Audit Requirements

B None [Jstate [ Federal [] independent

[ Yes No

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

5 Years

i

19. Name and Title of Preparer
Sue Wilson

20. Telephone Number | 21. Date
410-222-15T71 6/14/16

DGS 550-9 (Rev. 1/93)




Instructions -‘r;ipe 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 Waterioo Road, P.O. Box 275
Jessup, Maryland 20794

410-798-1930

AGENCY RECORDS INVENTORY

1. DeparlméntrAgency
Sheriff's Office.

2. Division

3. Unit

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

UrPOSes. .
4. Record Serles Title 5. Earliest Year/Latest Year
Personnel Records/Files a8 to_ 2017

series.)
Persannel Requisition — used to request hiring personnel.

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

7. Record Series Formai(s) Listall 8. Record Series Sequence 9. Volume
s
LetterSiza  [] Microfim [J Atphabeticat Number
Oiegatsizs [ Computer Tepe ' B Numericad Fila Drawer(s)
[ Microfim Reel{s)
[ AuwdioTape [ Fluppy Disk [ Chronological [ Computer Tape(s)
{7 Other (specify)__
[ Bound Book [ Video Tape ] Geographical '
10, Annuai Amuml.l.laﬂon
DO other (specity) _________ [] Ctherspecity) ____
Number
[ Fila Drawen(s)
[d Microfitm Reel{s)
3 computer Tape(s)
[0 other (specity)
11. File is Usad 12. File Becomes Inactive After
—_—
Daily [ Weskty O Manthty {1 Annuaily Number [J Manth{s} Yean(s)

13. Current Location(s)  (Bidg., Floor, Room)
Circult Courthouse, Administration

[ Yes

14. Is Record Serles Duplicated Elsewhere? (If yas, specify apency or office.)

&= o

16. Access Resirictions {If Yes, cite Law(s) & Regulation(s)

Ovyes Mo '

16. Audit Requiraments

B None [] State [] Federal [] independant

17. |5 an Index Systam used? If yes, explain briefly and describe requirements
[ Yes No

1 Year

18. Recommended Retention

19. Name and Title of Preparer
Sue Wilson

20. Telephone Number
410-222-1571

21. Date
6/14/16

DGS 550-4 (Rav. 4/83)

p.nsa_,_j.‘i oF




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

AGENCY RECORDS INVENTORY

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

Jessup, Maryland 20794
410-789-1930

1. Department/Agency
Sheniff’s Office

2. Division 3. Unit

| purposes.

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

4. Record Series Title
Personnel Records/Files

5, Earliest Year/Latest Year

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

PAGE __L Li QF 1

~2016___ _ to_ 27 ____

b

serigs.) .
Request for reallocation study of an occupied position/request reallocation of vacant pasition — used to request a reallocation study/realiocation of a
position.
7. Record Serles Format(s) Lista¥ ¢ 8, Record Series Sequence 8. Voluma
s
Lettar Size ] Microfim [] Alphabatical Number
[Jiegetsze [ Computer Tape B9 Numerical [ Fite Drawests)
[ Microfim Ree!(s)
[J Audio Tape ] Floppy Disk {0 chronciogical [J Computer Tape(s)
) [0 other (specity)__
[ Bound Book ] Video Tape [ Geographical
10. Annual Acoumulation
CZoter(spesity______ [ Othor (specify)
Number
B File Drawer(s)
[] Migroftm Reel{s)
[ Computer Tapeis}
O Other(specify)_______
11, File is Used 12. Flle Becomes Inactive After
R
Bq paily ] waekly O Monthly [J Arnuaty Number Cmonth(s) [ Year(s)

13, Current Location(s)  (Bldg., Floor, Room}
Gireutt Courthouse, Administration

[ ves No

5. Actess Restrictions (If Yes, cita Law{s) & Regulation(s)
[J Yes No

16, Audit Requirements

R Nane [1Swmte [ Federst [} indepentent

1 Yes No

17. Is an Index Systern used? If yes, explain briefly and describe requiremeants

18. Recommended Retention

1 Year

19. Name and Title of Preparer
Sue Wilson

21. Date
6/14/16

20. Telephone Number
- 410-222-1571

DGS 8504 (Rev. 1/83)

14. Is Record Series Duplicated Eisewhera? (I yas, specify agency or office.)




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

A

AGENCYRECORDS INVENTORY

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

Jessup, Maryland 20794
410-798-1830

2. Division 3. Unit

Fm&_ﬂb_ OF i

1. Department/Agency
Sheriff's Office

purposes.

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

4, Record Series Title
Personnel Records/Files

5. Eartiest Yearfl_atest Year
__ 20186 to___2066_

series.)

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

1D Card Log — numbered listing of paper ID cards issued to employees and civilian volunteers.

Circvit Courthouse, Sacurity

O vYes

!

7. Record Serles Format(s) Listall 8. Regord Serfes Sequente 8. Vgluma
R | A
Latter Size  [] Microfim [ Alphabetical Number
[JLegalSze  [] Compuler Tapa B Numerical B9 Fite Drawers)
: [ MicroRim RezXs)
O Adio Tape  [] Floppy Disk [] Chronological 7] Computer Tape(s)
. [ Other {spexify)__
[ Bound Bock  [] Video Tape [ Geographical
. 10. Annual Accumutation
[ ather (specity), [ Other (specity) ____
Number
[ Fite Drawer(s)
S [ Microfitm Reel(s)
f [0 Gomputer Tape(s)
[ other (spacity)____
1 -
11. Fllg ts Used 13. Fila Becomes [nactive After
— 50 _
B4 Oaiy "[ weahty [ Monthly O Annuatly Number [JMonthis} B9 Year(s)
13. Curent Location{s)  (Blda., Floer, Room) 14, Ig Record Saries Duplicated Elsewhere? {If yes, specify agency ar aoffice.)

B No

15. Access Restrictions (If Yes, cite Law(s) & Repgulation(s)
[ Yes B no

16. Audit Requirements

(X None []State [] Federal [ indepandant

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

Oyes [Xno,

50 Years

18. Recommended Retention

19. Name and Title of Preparer
Sye Wilson

20, Telephone Number
410-222-1571

21. Date
6/14/16

DGS 550-4 (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
410-788-1930

AGENCY RECORDS INVENTORY

PAGE “ Jor 1

1. Department/Agency
Sheriff’s Office

2. Division

3. Unit

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

|_purposes. .
4. Record Series Title 5. Earliest Year/Latest Year
Persannel Records/Files _2016 to__ 2066

A}

series.)

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

Office ID Card Formn — used to document information recorded on paper ID cards (prior to installation of Circuit Court ID computer).

3 Monthly O Annually

7. Record Serles Formal(s) Uistai 8. Record Saries Sequence 8 Valume . :
18 ' .
Bd Letter Size [ Microfim 0] Atphabetical Number
Oegaiske [JComputer Tape B Numerica [ Fite Drawer(s)
O Microfikm Reel{s)
[ Audio Tape [ Floppy Disk [0 chronclogical [ computer Tape(s)
[ Other (specity)
. O BoundBook [ Video Tape [ Geographicat
. + | 10, Annual Accumutation '
Dl other(specify) O other (spacity) ____
Number
.fila Drawer(s}
{0 Micraflim Reel(s)
] Computer Tape(s)
[0 other (specify)_________ !
11. File is Used 12. Fita Becomes Inactive After
£0,
X Daily [ weeky Number O Months) [ vearts)

13, Gumrent Location(s)  (Bldg., Floor, Room)
Cirevit Courthouse, Security

14. ts Record Series Duplicated Elsewhera? (If yes, specily agency or office.)

CYes Xno

15. Accass Restrictions (if Yes, cite Law(s) & Regulation(s)
[ Yes B No

16. Audlt Requiremenis

[ None [] State [J Federai [J Independent

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

Oves RNe

18. Recommended Retention
50 Years

19. Name and Title of Preparer
Sue Wilson ;

20. Telephone Number

410-222-1571

21. Date
‘| eM4n1e

DGS 5504 (Rev, 1/83)




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

DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTORY

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

Jessup, Maryland 20794
410-795-1930

PAGE _l_l_g_ oF 1

1. Department/Agency
Sheriff's Office

2. Division 3. Unit

purposes.

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

4. Record Series Title
- Payroll Flles/Forms

~2018 - -

5. Earliest Year/Latest Year

to__2019____

series.)

Daily Personnal Roster — ldentifies Bureau personnel.daily assignments and duty hours.

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

7. Recond Series Format(s) " List all 8. Revord Seres Sequence 9. Vobme
Akl s
Letter Size [ Merofilm [ Asphabetical Number
[JLegalSize  [J Computer Tape. <) Numerical B4 File Drawer(s)
[0 Microfilm Reel(s)
[J Audio Tape [ Flappy Disk ] chronoiogicat 0 Computer Tape(s)
[ Other (specify)
[ Bound Boak ] Video Taps [ Geographical
10. Annual Accumudation
[ Oiher (specity), [ other (specify)
Number
Fila Drawer{s)
[} Microfilm Reel(s)
[C] Computer Tape(s)
D oter(spacify).
11. Filais Used 12, File Becomes Inactive After
—_—
B paity [J weely [] Monthty [ Annualiy Number [ Month(s) Year(s)

13, Current Location(s)  {Bldg.. Floor, Room)
Circuit Courthause, Administration

Oyes Blne

14. !s Record Series Duplicated Elsewhere? (i yes, specify agency or offica.)

.

15, Acoess Restrictions (If Yes, cite Law(s) & Regulation(s)
[ Yes No

16. Audit Requirements

Eneona [ state []Federal [ independent

Oves Ene

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

18. Recommended Retention
3 Years

19. Name and Title of Preparer
Sue Wilson'

21. Date
6/14/16

20. Telephone Number
410-222-15T1

DGS 5504 (Rav. 1/83)




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

AGENCY RECORDS INVENTORY

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

Jossup, Maryland 20794
410-T99-1930

PAGE_Uﬂ_ oF 3

1. Department/Agency
Sheriff's Office

2, Division 3. Unit

purposes.

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

4. Record Series Title
Payroll Files/Forms

8. Earliest Year/lLatest Year
_2016 to_ 2019

series.)

o

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

Designation of Autharity - used to document instances where supervisors designate subordinates to act in their positions during absences.

7. Record Serles Formal(s) Ust all 8. Recard Series Sequence 9. Volume
. im0
] LetterSize ] Microfim [0 Aphabstical Number
COregaisze  [] Computer Tape Numerical & File Drawer(s)
] Microfilm Reel{s)
[ Audio Taps [ Floppy Disk [ chronclogical O Computer Tapa(s)
. [ Other {specify)_
[ Bound ook ] Video Tape [0 Geographical
10. Annual Accumukation
[ Other(specityr. [ other (spectty}
Numbar
File Crawer(s)
[ microfiim Reel(s) ,
[] Computer Tape(s)
Ol other (specify).
11, Fila Is Used 12. Filo Becomes Inactive After
3 ’
B9 paty [ Weskly O Monthiy O annuaity Number [IMenthis) [ Year(s)

13. Cument Location(s)  {Bldg., Floor, Room)
Clreuit Courthousa, Administration

OvYes HNo

14. Is Record Series Duplicated Efsewhere? (If yes, specify agency or office.}

15, Access Restrictiona {If Yes, cita Law(s) & Regulation(s}
O Yes No

16. Audit Requirements

None []State [J] Federal [ Independent

[ Yes B4 no

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

18. Recommended Retention
3 Years

19. Name and Title of Preparer
Sue Wilson

21. Date
6/14/16

20. Telephone Number
410-222-1571

DGSY 5504 (Rev. 1/93)




Instructions -Type or Print a separalé 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 276
Jessup, Maryland 20794

410-739-1630

AGENCY RECORDS INVENTORY

pace_ {TOoF__ 3

1. Departmeni/Agency
SherifP's Office

2. Division

3. Unit

|_purposes. :

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

4. Record Serigs Title
Payroll FilesfForms

5. Earliest Year/Latest Year
_2016_______to_ 2019_

series.)

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

Individual Payroll Timesheets — generated by automated time and attendance to record hours worked by an individual.

8. Record Series Saquence

B oaty  [Jweeky O meonthly [ Annually

3

JR—

Number

7. Record Series Format(s) Listal 9. Volume
—2
B Lettersze [ Microfim ] Alphabetical Number
[j LegalSke  [] Computer Tape K Numerical [ File Orawer(s)
' _ [ Microfitm Reel(s})
[ AwdioTape [ Floppy Disk [ Chronclogical [3 Computer Tape{s)
' [0 Other (specity)_
[ BoundBook [ ] Video Tapa [ Geographical
' 10, Annwsal Accumulation
[ other (spocity).. [ Other (specity)
Number
{1 File Drawer(s)
[ Microfim Real(s)
[ computer Tapsts) ,
O other(spacityy
11. File is Used 12. File Becomes inactlve After

‘CIMonth(s) [ Year(s)

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

[ Yes

14. Is Record Series Dupficated Elsewhere? {If yes, specify agency or office.)

& No

15. Access Restrictions (If Yes, cite Law{s} & Regulation(s)
Oyes Mo

16, Audit Requirements

B None [ state [JFederal [ independent

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

3 Years

18. Recommended Retention

19. Name and Title of Preparer
Sue Wilson

20. Telephone Number
410-222-1571

21. Date
6/1416

DGS 550-4 {Rev. 1/83)




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

DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTORY

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

Jessup, Maryland 20794
410-799-1930

Paée;],ll_ oF 0

4. Depariment/Agency
Sheriff's Office

2. Division 3. Unit

-

Purposas.

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
Payroll Files/Forms

5. Earliost Year/Latest Year
216 to__-2019

series.)

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

Payroll registers — ADP reports generated by Payroll to indicating hours worked, leave taken and pay for all employees.

8. Record Serles Sequenca,

] Daiy ] Weekly [ Monthly

[ Annually

3

R, e

Number £ Manthis)

7. Record Series Fanmal(s}  List al 9. Volume -
. . —12z_
B LetterSze ] Microfim £ Aiphabetical Number
[JLegoiSzs [ Computer Tapa G Numerical 54 File Drawer(s)
[ Microfim Reelts)
[JAutio Taps [ Floppy Disk O Chronological [] Computer Tape(s)
[ Other (specity)__
{JBound Book [JVideoTeps O Geographical
10. Annual Accumulation
CJ Other (specity) 00 Other (specity) :
Number
(] Fite Drawer(s}
[ Microfilm Reel(s)
O computer Tape{s}
O Other fspecity)
11. File s Used 12. File Becomes Inactive ARer

Year{s)

13, Cumrent Location{s)  {Bkip.. Fioos, Room)
Circuit Courthouse, Adminkstration

Oves Rno

14, Is Record Series Duplicated Elsewhere?  (if yes, spacily agency or office.)

15. Accesa Raslrictions (If Yes, cite Lew(s) & Regulation(s)
DOves Blwo

18. Audit Raquirements

R None [JSuta []Federal [J independant

Oyss e

17. 13 an Index System used? If yes, explain brigfy and describe requiremeants

18. Recommended Relention
3 Years

19. Name and Title of Preparer
Sue Wilson

20. Telephone Number
410-222-1571

21. Date
6/114/16

DGS 550-4 (Rev. 1/83)




AGENCY RECORDS INVENTORY

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

each new or revised record series. Forward RECORDS MANAGEMENT DIVISION
with Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275 . PAGE ‘2'2_°F .
Jessup, Maryland 20794 .
- 410-795-1930
1. Deparlment/Agency 2. Division 3. Unit
Sheriff’s Office

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

pUrposes.
4. Record Series Title 5. Earfiest Year/Latest Year
Payrol| Files/Forms 2016 to__ 2019

6. Record Series Description (Briefly describe the fypes of infomation/documentsiforms found in the series. Include the purpose or function of the

series.)
Overtime time sheet — Indentifies date, hours, and specific duty performed while on overtime status.

7. Recond Series Format(s) Lstall 8. Record Serias Sequenca 0. Valume
[ Leter Size [} Micrefilm 1 Alphabetical Numbar
D-I.egal size [J Computes Tape G2 Numerical & Flla Drawar(s}
. [ wicrofiim Reel(s)
O Audio Tape [ Floppy Disk {71 Chronolagical ] computer Tape(s)
' [ other (specify)_ . )
[ Bound Bock  [] Video Tepe ] Geogesphical
; . 10. Annual Accumulation
[ other (specity)___.— . [ other (specity) _____
Number
A File Drawer(s)
3 microfitn Reel{s)
[ computer Tape(s)
[l Othar(specity)_
11. File is Used 12. File Becomes Inactive After
. B, ‘
B4 Daity [0 Weekty O Monthly O Annuatly ) Number O Monins) B Year(s)
13. Cumrent Location(s)  (Bldp., Floor, Room) 4. Is Record Serles Duplicated Elsewhere? {}f yes, spacify agency or office.)
Circuit Courthouse, Administration [ ves No
15. Access Restrictions (If Yas, cite Law(s) & Regulations) | . 16. Audit Requirements
1 Yes No

(& None []State [JFederal [Jindependent

17. s an Index Systam used? If yes, explain briefly and describe mquiremenis 18. Recommended Retention
O Yes Bno |
3 Years
19. Name and Title of Preparer 20, Telephone Number | 21. Date
Sue Wilson 410-222-1571 6/14/16

PGS 5504 (Rev. 1/63)



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.Q. Box 275

Jessup, Maryland 20724
410-798-1530

mes_m oF 3

1. Department/Agency
Sheriff’s Office

2. Division 3. Unit

purposes.

DEFINITION: RECORD SERIES: A group of related records normaily filed and used as a unit for reference

as well as retention and disposition

4. Record Series Title
Payroll Files/Forms

2018

5. Earliest Year/Latest Year

to__2019___

series.)

Compensatory Leave — identifies date, hours, and specific duty performed to justify compensatory leave.

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

Dally [J Weeakly [0 Monihly

[J Annually

-3

Number [ Month(s)

£

7. Record Sarles Format{s) Llstall 8. Record Seﬂag Sequence 9. Volume
P, - —
B Letter Siza [ Microfilm [ Alphabeticar Number
O LegaiSiza  [J Computer Tape Numerfeal B File Drawer(s}
[ wicrofim Resl(s)
[ AudioTape [J Floppy Disk [ chrenaloglesl [ computer Tapsts)
[ other {spocify)_
O Bound Book ] Video Tape [Q Georaphical
10, Annral Accumulation
[ other (specity). [ Other (spacify) _____
Number
Fite Orawar(s)
[ Microfim Reel(s)
[ Computer Tape(s}
O other {specity)______
11. Fita i3 Used 12, File Becomes Inactive After

B Yearts)

13. Curent Location(s)  {Bldg., Floor, Room)
Circult Courthouse, Administration

[ Yes No

14. Is Record Serles Duplicated Elsewhera? (If yes, specify agency or offica.)

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

16. Audit Requirements

None [ State [JFederal [] independent

[:]Yas' B No

17. Is an Index System used? If yes, axplain briefly and dascribe requiremants

18. Recommended Retention
3 Years

19. Name and Title of Preparer
Sue Wilson

21. Date
6/14/16

20. Telephone Number
410-222-157T1

DGS §50-4 (Rev. 183)




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
4107991920

AGENCY RECORDS INVENTORY

PAGE __l_Zj oF 4

1. Department/Agency

2, Division

3. Unit

Sheriff’s Offica

PUrposes.

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

4. Record Serles Title
Payroll Files/Forms

5. Earliest Year/Latest Year
_2016______ to__20M9_

series.)

Leave Approval Form — used by employee to request leave approval of any kind.

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

Circuit Courthousa, Adminlstration

O Yes

5 no

7. Record Series Format(s}) Listall 8.7 Record Series Sequence 9, Voluma
. s
Letter Size ] Microfilm [ Arphabetical Number '
[ legalSke  [] Computer Tape [ Numerical B4 File Drawer(s)
[[] Microfilm Reel{s)
(] Ao Tape (] Floppy Disk [ chranatogleat {0 computter Tapets)
£ Qther {speciiy)_
[ BoundBook  [] Video Tape [ Gengraphical
10. Annual Accumulation
[ Oter (specity) .. [ Other {specify) _____
Number
& Fie meet(.s)
[0 Microfilm Reey(s)
[ Computer Tapets)
[ Other (specity)________
11. File is Used 12. File Becomas Inactiva After
P ' .
B4 Daity [0 Weekty O Monthly O Annusny Number [IMontnis) [ Year(s) .
13. Cument Location(s)  {8ldg., Flcor, Room) 14. Is Record Serles Duplicaled Elsowhera? (Ifyes, spact.fv agency or office.} .

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

16. Audit Requirements

Bd None [JState [ Federal [ independent

OYes [Kno

17. I3 an Index System used? IFyes, explain briefly and describe requiremants

3 Years

18. Recommended Retention

19. Name and Title of Preparer
Sue Wilson

20. Telephone Number
410-222-1571

21, Date
6/14/16

DGS 5504 (Rov. 183}




 Instructions ~Type o 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

410-788-1830

AGENCY RECORDS INVENTORY

once_J25 or 3

1. Department/Agency
Sherif’s Office

2, Division

3. Unit

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

purposes. .
4. Record Series Title 5. Earliest Year/Latest Year
Training Files 2018 to__2046_

serfes.)

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

Computer training needs; firearms range performance report; field training recruit observation reportffield training record;

Cincuit Courthouse, Training Coor¢inator

O Yes

7. Record Serles Format(s) Listall 2. Record Serles Sequenca 9. Volume
' 128
B LotterSize ] Microfilm [J Alphabeticat Number
[ uegat Size | [ computer Tape B4 Numetical B2 Fite Drawar(s)
. [ Microfim Reet(s)
[JAuwdioTaps [] Floppy Disk [ Ciwonalegical [ computer Tape(s)
[ Other {specity)__
(JecundBook  [] Video Tape O Geographical .
. : 10. Anaual Accumulation
{1 othes {specify). O Other {specityy _____
Number
File Drawer(s)
[ Microsim ReeXs)
(2 Computer Taps(s)
O other (specity)
11. File Is Used 12. Fila Becomes Inactive After
-3 :
BJ Daly [0 wesly O Monthly O Anmuay Number O Montne)  [X] Year(e)
13, Cument Location(s)  {Bidg., Floor, Room) 14, Is Record Serles Duplicated Elsewhera? ({fyes, specily agmuyl;l'ufﬁu.)

B No

15. Access Restrictions {If Yes, cita Law{s) & Regulation{s)
Oves No

i

18. Audit Requirements

[ None []Stata [ Federal [J Indepandant

17. Is an index Systam used? If yas, expl=in briefly and describe requirements
OYes PBINo

30 Years

18. Recommended Retention '

19. Name and Title-of Preparer
Sue Wilson ‘

20. Telephone Number
410-222-1571

21. Date
6/14/16

DGS 5504 (Rev. 1/83)

A




AGENCY RECORDS INVENTORY

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

each new or revised record series. Forward RECORDS MANAGEMENT DIVISION ]
with Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275 PAGE _‘[ yi ‘ o [ 2 £
Jessup, Maryland 20794
410-795-1630
1. Department/Agency 2. Division 3. Unit .
Sheriff’s Office . \

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

4. Recard Series Title , 5. Earfiest Year/Latest Year
Training Files ’ 2016 to__2046__

6. Record Series Descriplion (Briefly describe the types of information/decuments/forms found in the series. Include the purpose or function of the
saries.)
Maryland Police & Correction Training Commissions year-end Reports.

7. Record Saries Format(s) List all 8. Record Serles Sequence 9. Volume o
L
LetierSize  [] Microfilm [] Alphabetical Number
[QtegalSize ] Comptter Tape B} Numerical . 4 File Drawen(s)
) . O icrofiim Resi(s)
[J Audio Taps  [[] Floppy Disk : O chronelogical [ Compirter Tape(s)
) O other (specify) -
[ Bound Back  [] Video Tape [ Gengraphical
’ 10. Annwal Accymulation )
D other (specity)._____ O Other (specify) —___
Nurmber
[X] Fiie Drawer(s}
‘[ Microfilm Reei(s)
[ Camputer Tape(s)
. [ other (speci)__
11. File is bised 12. File Becomes Inactive After
—30
B paiy (] Weekty ] Monthiy O Annually Number [ Months) Year(s)
13. Current Locations) {Etig., Fioor, Raom) 14, Is Record Series Duplicated Elsewhera? (If yes, specify agancy or office.)
Cireuit Courthouse, Training Coordinator ’ " BYes [One
MD Police & Comectional Training Commission
15. Access Restictions (If Ves, cite Law{s) & Regulation(s) 8. Auit Requirements
[ Yes B3 No

[ None [JStte []Federal ] independent

17. Is an Index System used? If yos, expialn briefly and describe requiremenis 18. Recommended Retention .

Yi XJ No . .
Clves 30 Years
19. Name and Title of Preparer 20. Telephone Number | 21. Date
Sue Wilson . : 410-222-1571 6/14/16
DGS 550-4 (Rgv. 1183} +



