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Agency Division/Unit 
Sheriff's Office 

Item 
No. 

Description Retention 

GENERAL FORMS/FILES used by more than one Bureau for 
record/file maintenance and for conducting Sheriffs Office 
business: 

Anne Arundel Co. Sheriffs Office (AACOSO) Form 001/Form 
001B DAILY, OPERATIONS/ ACTIVITY LOG - Identifies daily 
work assignments and hours worked by all members. 

AACOSO Form 002/Form 002A BUCK SHEETS - Intra-office 
memo sheets. 

AACOSO MONTHLY STATISTICAL REPORT - Used to 
record monthly statistics of a unit's activities. 

AACOSO Form 012 ROUTING SLIP & CO EXECUTIVE (02-
22147, 12/92) ROUTING SLIP - Intra-office routing slip affixed 
to correspondence. 

AACOSO Form 029 WARNING BOOK - A book of warning 
tickets to be issued as warnings of violations. 

AACOSO Form 09-40-7-1 INCIDENT REPORT/Form 09-13-
60A INCIDENT REPORT SUPPLEMENTAL - Used to report 
a commission of a crime or to document unusual circumstances. 

AACOSO Form 175 K-9 INCIDENT REPORT - Used to 
document circumstances involving a Sheriffs Office K-9 

AACOSO Form 174 SPLEEN RISK FORM - Used to document 
exposure to the saliva and/or bite of a Sheriffs Office canine. 

Retain one (1) calendar year 
plus one (1) previous calendar 
year then destroy. 

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

t 

Retain five (5) years then 
destroy. 

Screen annually and destroy 
material no longer needed for 
current business. 

Retain one (1) year then 
destroy. 

Retain fifty (50) years then 
destroy. 

Retain fifty (50) years with 
Incident Report Files then 
destroy. 

Retain fifty (50) years with 
Incident Report Files then 
destroy. 

Schedule Approved by Department, Agency, 
or Division Representative. 
Date 5/18/16 

Signature 

Typed Name Ronald S. Bateman 

Title Sheriff • 

Schedule Authorized by State Archivist 

Date 

Signature 

DGS 550-1 

21355 
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Sheriffs Office 
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No. 
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10 

l i 

12 

13 

14 

15 

16 

17 

18 

AACOSO Form 062 RECOVERED PROPERTY FORM - Used to list 
property coming into the custody of the Sheriffs Office and the chain of 
custody, when necessary. 

AACOSO Form 067 RECORD OF EMPLOYEE COUNSELING - Used 
to document employee counseling by a supervisor. 

AACOSO Form 070 USE OF FORCE REPORT - Used to immediately 
record instances of Use of Force that may or may not require additional 
investigation. 

AACOSO Form 128 LIVESTOCK ESTIMATE/(Animal Control) 
LIVESTOCK DAMAGE CLAIM FORM - Used as attachments to an 
Incident Report completed during a Livestock/Animal Kill appraisal. 

AACOSO Form 134 DEPARTMENTAL ACCIDENT INVESTIGATION 
SUMMARY - A form attached as a cover sheet to any incident report 
09-40-7-1 to summarize vehicular accidents. 

AACOSO Form 095 FAX COVER LETTER - Used to address fax 
messages and give a confidential notice about the contents of the 
transmission. 

AACOSO Form 109 SHERIFF'S OFFICE ACTIVITY CALENDAR 
FORM - Used to book and document appointments and public 
activities. 

AACOSO Form 131 AWARDS NOMINATION FORM - Used to 
nominate co-workers for a Sheriffs Office Award. 

MEETING MINUTES - Records of proceedings for staff meetings and 
respective meetings of the safety committee, background investigators, 
and field training officers (FTO's). 

GENERAL CORRESPONDENCE - Letters, memoranda, and 
documents generated and received. 

Retain fifty (50) years as 
attachment to Incident Report 
Form 09-40-7-1 then destroy. 

Retain one (1) year then 
destroy. 

Retain fifty (50) years with 
Incident Report Files then 
destroy. 

Retain fifty (50) years as 
attachment to Incident Report 
Form 09-40-7-1 then destroy. 

(a)Retain five (5) years with 
Safety Committee then destroy. 

(b)Retain copy attached to 
Incident Report Form 09-40-7-1 
50 years then destroy. 

Destroy after transmission of 
fax or until no longer needed for 
current business, whichever 
occurs later. 

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

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

Retain five (5) years then 
destroy. 

Retain five (5) years then 
destroy. 

DGS 550-1A 

C1355 
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No. 

Description Retention 

19 AGENCY AGREEMENTS - Signed agreement between 
government agencies. 

Retain current valid 
agreements; destroy when no 
longer current or valid. ' 

20 COMPLAINT FILES - Documentation of complaints against 
the AACO Sheriffs Office. 

Retain fifty (50) years then 
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 
OPERATINGPROCEDURES) 

Continuous record. Maintain as. 
a perpetual file by updating 
when amended or revised and 
destroying obsolete material. 

23 PERSONNEL ORDERS, SPECIAL ORDERS, WRITTEN 
DIRECTIVES, FTO MANUALS) - Manual and logs (Form 016) 
generated for reference and training. 

AACOSO AND COUNTY FORMS OR FILES 
PERTAINING TO PROPERTY/ EQUIPMENT/ VEHICLES 

Retain fifty (50) years then 
destroy. 

24 QUARTERMASTER UNIFORM RECORDS (Uniforms, badges, 
patches, leather equipment, etc.) 

Retain five (5) years or until 
disposal of properly item, 
whichever occurs later, then 
destroy. 

25 AACOSO Form 017a UNIFORM PAGE - Used to list clothing 
sizes for ordering uniforms., 

Retain current and two (2) 
previous fiscal years per AAGo 
Purchasing Office then destroy. 

26 AACOSO Form 071 INSPECTION FORM - Used to document 
inspection of personnel and /or vehicles and equipment. 

Retain fifty (50) years then 
destroy. 
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Agency Division/Unit 
Sheriff's Office 

Item 
No. 

Description Retention 

27 

28 

29 

30 

31 

32 

33 

34 

35 

VEHICLE ACCIDENT OR DAMAGE REPORT - Used to 
document a vehicle accident or damage. 

AACOSO Form 031 TOWING FORM - Completed when a 
civilian vehicle is towed. 

AACOSO Form 065 WEAPON INVENTORY - Used to 
inventory weapons belonging to the Sheriffs Office. 

AACOSO Form 088 WEAPON MALFUNCTION REPORT -
Used to report all weapon malfunctions and corrective action 
taken. 

AACOSO Form 098 PORTABLE RADIO SIGNOUT SHEET -
Used to identify portable radios and accessories that are signed 
out by employees. 

AACOSO Form 132 AMMUNITION INVENTORY - Used to 
inventory ammunition; a separate log for each type of 
ammunition is kept. 

CIVIL PROCESS FORMS OR FILES: 

AACOSO Form 032 WRIT OF GARNISHMENT OF 
PROPERTY - A court order directing the Sheriffs Office to 
attach certain Goods and Chattel, Lands and Tenements. 

AACOSO Form 033 WRIT OF EXECUTION - A court order 
directing the Sheriffs Office to cause a levy against certain 
Goods and Chattel, Lands and Tenements. 

AACOSO Form 034 SHERIFF'S SALE NOTICE - A note to the 
public regarding the offer for sale of property seized by the 
Sheriffs Office. 

Original sent to Risk 
Management, copy kept in 
vehicle and with Sheriffs Office 
until disposal of vehicle, then 
destroy. 

Retain five (5) years then 
destroy. 

Retain ten (10) years or until 
next inventory, whichever is 
longer, then destroy. 

Retain ten (10) years then 
destroy. 

Retain ten (10) years then 
destroy. 

Retain ten (10) years then 
destroy. 

Retain twenty (20) years then 
destroy. 

Retain twenty (20) years then 
destroy. 

Retain twenty (20) years then 
destroy. 
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Sheriffs Office 

Item 
No. 

Description Retention 

36 

37 

38 

39 

AACOSO Form 034-1 thru 034-9 SHERIFFS 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 Sheriffs 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 i*eceived; 

- Letter #4 - SAMPLE ADVERTISEMENT giving notice that 
the Sheriffs 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 #8 - 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 Sheriffs 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 Sheriffs 
Office to the Judges of the Circuit Court of Anne Arundel 
County regarding the sale o goods and property. 

AACOSO Form 079 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 they) 
destroy. 

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

Retain twenty (20) years fron 
completion of sale process theA 
destroy. 
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No. 
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40 

41 

42 

43 

44 

45 

46 

47 

48 

49 

50 

AACOSO Form 079a NOTICE TO VACATE PREMISES - Used 
to instruct residents to vacate premises in lieu of having 
property removed by the Sheriffs Office. 

AACOSO Form 100 CASH/CHECK TRANSMITTAL 
DEPOSITS - Used to record and account for cash an/or checks 
forwarded to Anne Arundel County. 

AACOSO Form 102A HOLD HARMLESS AGREEMENT 
REFERENCE FORM - Used to document a Plaintiff holding 
the Sheriffs Office harmless in liability procedures. 

AACOSO Form 103 OPERATIONS BUREAU SUPERVISON 
ACTIVITY LOG - Used document daily activities by 
Operations Bureau Teams. 

AACOSO Form 104 FEE FOR SERVICE LETTER - Used to 
request payment for serving Civil Process papers. 

AACOSO Form 106 SEIZED/FORFEITURE VEHICLE 
REPORT FORM - Used to document the seizure of vehicles 
involved in drug trafficking. 

AACOSO Form 119 NOTICE OF VEHICLE LEVY - Used to 
post notification that a vehicle is in the custody of the Sheriffs 
Office by Writ of Execution.. 

AACOSO Form 133 SHERIFFS REPORT TO DISTRICT 
COURT/DISTRIUBTION OF PROPERTY - Used to let the 
District Court know if monies were collected. 

AACOSO Form 155 REFUND REQUEST - Used to request a 
refund of percentage of Fee for Service to payee if paper is not 
served by the Sheriffs Office 

AACOSO Form 156 OPERATIONS FUND REVIEWER 
CHECKLIST - Used to document cash funds and to record 
reconciliations. 

AACOSO Form 171 SHERIFF'S DEED - deed for property of a 
Sheriffs Sale. 

Retain twenty (20) years 
attached to Writ then destroy. 

Retain twenty (20) years then 
destroy. 

Retain twenty (20) years with 
case then destroy. 

Retain one (1) year then 
destroy. 

Retain twenty (20) years then 
destroy. 

Retain twenty (20) years in ca£e 
file then destroy. 

Retain twenty (20) years then 
destroy. 

Original sent to District Court 
Keep copy with case file for (2(Q̂  
twenty years then destroy. 

Retain copy five (5) years thepi 
destroy. 

Retain five (5) years then 
destroy, 

Retain copy twenty (20) years 
case file then destroy. 
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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 Sheriffs 
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; 
AACOSO Form 045 RECORD OF DISCIPLINARY ACTION -
Record of disciplinary action on a respondent for violation of 
Sheriffs Office Rules, Policy or Procedure; 

If charges are unfounded or nof 
sustained, an individual case 
file may be expunged from the 
IA file cabinet only upon writtdS/i 
request from the individual 
deputy or employee 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 (5QfS 
years then destroy. 



DEPARTMENT OF GENERAL SERVICES Schedule N o . ^ , ^ 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

RECORDS RETENTION AND DISPOSAL SCHEDULE 

Schedule No. DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

RECORDS RETENTION AND DISPOSAL SCHEDULE Page 8 of 19 

Agency Divis 
Sheriffs Office 

on/Unit 

Item 
No. 

Description Retention 

52 

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 
OF RIGHTS - Notification to a deputy sheriff who is being 
investigated for improprieties regarding the processes of the 
Law Enforcement Officer's Bill of Rights; 
AACOSO Form 048, 048A, 048B SUMMARY PUNISHMENT 
ACTION 048MLNOR - Outlines adverse action taken against a 
member for a minor violation, 048A MAJOR - Outlines adverse 
action taken against a member for a major violation; 048B 
LESSER - Outlines adverse action taken against a member for 
less serious transgressions; 
AACOSO Form 049 COMPLAINT AGAINST PERSONNEL 
REPORT - Used in a complaint against a member to identify 
the complainant, deputies involved and witness information; 
AACOSO Form 049A COMPLAINT AGAINST PERSONNEL -
Form used to document that a complaint has been made 
against an employee; 
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. 

AACOSO Form 113 INTERNAL AFFAIRS FILE SIGN OUT 
LOG BOOK - Used to document where and when Internal 
Affairs Files are removed from the file cabinet. 

If charges are unfounded or not 
sustained, an individual case 
file may be expunged from the 
LA file cabinet only upon written 
request from the individual 
deputy or employee 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. 1̂  
charges are sustained, retain 
the individual case file fifty (5(9\ 
years then destroy. 

Continuous Record. Maintain 
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 
No. 

Description Retention 

SECURITY BUREAU Forms or Files: 

53 FMWORKORD - Form for mamtenance/repair/purchase requests 
(major or minor) for the Judicial Center. 

Original sent to Facilities. 
Retain copy one (1) year or unti 
work completed,whichever 
occurs later, then destroy. 

54 AACOSO Form 014A DAILY PERSONNEL ROSTER - Identifies 
daily assignments and duty hours of Security Bureau personnel. 

Retain original three (3) 
calendar years then destroy. 

55 AACOSO Form 050A APPLICATION FOR CIRCUIT 
COURTHOUSE ID CARD - Application necessary to obtain an 
ID card to enter the Circuit Courthouse. 

Retain fifty (50) years then 
destroy. 

56 AACOSO From 061 INMATE LOG - Used to document inmates 
arriving at Circuit Courthouse for judicial process and disposition 
of case. 

Retain six (6) years then 
destroy. 

57 AACOSO Form 080 VENDOR SIGN IN LOG & AACOSO Form 
081 LAW ENFORCEMENT SIGN IN LOG - Used to record 
identification of vendors/law enforcement officers visiting the 
Circuit Courthouse. 

Retain one (1) year then 
destroy. 

58 AACOSO Form 137 CIRCUIT COURT DAILY ASSIGNMENTS -
Used to indicate Deputy/Judge courtroom assignments for each 
day. 

Retain three (3) years then 
destroy. . 

59 PROPERTY ENVELOPE FORM 91-364 - Used to document 
personal property of prisoners in custody. 

Retain front of envelope three 
(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 
- Court statistics. 

Retain three (3) years then 
destroy. 
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Sheriffs Office 
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Description Retention 

63 AACOSO FORM 163 NOTIFICATION FOR DNA SAMPLE - Used 
to document that an inmate has been notified by an order to submit 
to a DNA sample 

Retain for three (3) years then 
destroy. 

'64 AACOSO FORM 164 & 164A DET CMD CELL BLOCK 
INSPECTION & PRISONER COUNT - Used to document that the 
cells have been inspected and to account for the number of prisoners 
in the cells. 

Retain for five (5 )years then 
destroy. 

65 AACOSO FORM 180 JUDICIAL THREAT ASSESSMENT - Used 
when a Judge has been threatened. 

WARRANT Forms or Files: 

Retain for three (3) years then 
destroy. 

66 WARRANT FILES - Paper copies of un-served Warrants issued for 
the arrest of named persons. 

Retain until served or recalled, 
then destroy. 

67 AACOSO Form 019 POSTAL ADDRESS INFORMATION REQUEST 
- Request for changed address or box holder information needed for 
service of legal papers. 

Retain until no longer needed 
for service, then destroy. 

68 AACOSO Form 072 CONSENT TO SEARCH PERMISES WITHOUT 
A SEARCH WARRANT - Used to document instances where citizens 
consent to permit Deputies to search and seize property without a 
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; 

Retain with un-served warrant 
until served or recalled, then 
destroy. 

69 AACOSO Form 111 SUSPECT PROFILE - Used to document all 
pertinent identification factors regarding a suspect. 

Retain with un-served warrant 
until served or recalled, then 
destroy. 

70 AACOSO Form 127 REQUEST FOR UNLISTED PHONE NUMBER 
CHECK - Used to obtain phone information to serve warrants. 

Retain until no longer needed 
for service, then destroy. 
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No. 
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71 

72 

73 

74 

75 

76 

77 

78 

AACOSO Form 064 FUGITIVE TOP HOTLINE LEAD - Used to 
document information provided by caller regarding Wanted persons. 

AACOSO Form 069 WARRANT INFORMATION UPDATE - Used to 
document and update information relating to Arrest Warrants in 
custody of the Sheriffs Office. 

AACOSO Form 101 ARREST NOTIFICATION FORM - Used to 
document the arrest of a subject on the Sheriffs Office Most Wanted 
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 hourly 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. 

Retain until no longer needed, 
then destroy. 

Retain until no longer needed, 
then destroy. 

Retain until no longer needed, 
then destroy. 

Screen 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 

80 

81 

82 

83 

84 

85 

86 

AACOSO Form 089 DISPATCH LOG SHEET - A computerized log 
that records time, location, assignment and disposition of radio 
transmissions and assignments. 

FINANCIAL/BUDGETARY/PURCHASING Forms or Files: 

Budget Manual - Contains all documents pertaining to the specific 
fiscal year budget process. 

AACOSO Form 010 PURCHASE ORDER REQUEST - Identifies 
the item(s) purchased, suggested vendor, approval, account charged, 
item cost and total costs. 

Anne Arundel County EXPENSE STATEMENT - A finance form 
used to obtain reimbursement for personal monies expended for 
County business. ' 

AUTHORIZATIONS FOR PAYROLL, PAA, TIMESHEETS, PETTY 
CASH FUND - Used to provide authorization signature to 
corresponding County departments. 

PETTY CASH VOUCHERS, REPLENISHMENT & 
RECONCILIATION FORMS - Used to document petty cash funds. 
This includes AACOSO FORM 165 Juvenile Meal Vouchers. 

TRANSFER OF FUNDS REQUEST - Used to request transfer of 
funds within a specific department. 

TELEPHONE BILLS - Generated by the telephone company. 

Retain five (5) years then 
destroy. 

Retain ten (10) years then 
destroy. 

Retain current fiscal year plus 
one (1) previous fiscal year then 
destroy. 

Retain current fiscal year plus 
one (1) previous fiscal year then 
destroy. 

Retain current valid 
authorizations until personnel 
are terminated, or if 
authorizations change, then 
destroy. 

Retain current fiscal year plus 
one (1) previous fiscal year then 
destroy. 

Retain current fiscal year plus 
one (1) previous fiscal year then 
destroy. 
Retain eighteen (18) months per 
A.A. County Telecommunications 
then destroy. 
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87 

88 

89 

90 

91 

92 

93 

94 

GRANT FILES - Signed grants issued to the Sheriffs Office by 
outside agencies. 

GENERAL PROPERTY RECORDS - Documents relating to 
Sheriffs Office property (chairs, file cabinets, computers, etc.) 

PROCUREMENT CARD PURCHASE RECORDS - Original 
receipts, logs and statements of items purchased with Anne Arundel 
County procurement card 

AACOSO VOLUNTEER APPLICATION PACKET Forms or 
Files: 

AACOSO Form 004 WAIVER OF CLAIM & RELEASE - An 
agreement to hold harmless Anne Arundel County government or 
the Sheriffs Office for any acts against persons or property while in 
the course of volunteer work or engaging in a ride-along program. 

AACOSO Form 020 VOLUNTEER APPLICATION FORM -
Application containing background and skill-hobby information for 
volunteer work. 

AACOSO Form 021 VOLUNTEER DEPUTY ID FORM - Completed 
by volunteer to provide information for creation of an ID card. 

AACOSO Form 022 VOLUNTEER DEPUTY CALENDAR 
TIMESHEET - Used to record monthly recap of work performed by 
a volunteer. 

AACOSO Form 023 VOLUNTEER DEPUTY CHECKOFF FORM -
Used to record background information about a volunteer deputy. 

Retain fifty (50) years then 
destroy. 

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

Retain one (1) year then destroy 

Retain five (5) years after 
completion of volunteer or ride-
along status then destroy. 

Retain (five) 5 years after 
termination then destroy. 

Retain (five) 5 years after 
termination then destroy. 

Retain (five) 5 years after 
termination then destroy. 

Retain (five) 5 years after 
termination then destroy. 
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RECORDS MANAGEMENT DIVISION 

RECORDS RETENTION AND DISPOSAL SCHEDULE Page. 14 of 19 

Agency Division/Unit 
Sheriff's Office 

Item 
No. 

Description Retention 

95 

96 

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

Anne Arundel County Sheriffs Office JOB APPLICATION PACKET 
- Consists of the Sheriffs Office Personal History Statement Booklet 
(blue book) and the following forms completed by the applicant: 

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 

97 

98 

Anne Arundel County Government EMPLOYMENT 
APPLICATION - Personnel form used to apply for employment; 
EMPLOYMENT ELIGIBILITY VERIFICATION I-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. 1 

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

W-4 EMPLOYEE'S WITHHOLDING ALLOWANCE CERTIFICATE 
- Used to denote Federal taxes to be withheld (Part-time Deputy 
and All Full-Time Deputies/employees). 

(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. 

i 



1 

> 
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Agency Divisior 
Sheriffs Office 

t/Unit 

Item 
No. 

Description Retention 

99 APPLICANT BACKGROUND PACKET - Sheriffs Office Personal 
History Statement (blue book) and documents to perform applicant 
background investigations: 
AACOSO Form 068 AUTHORITY FOR RELEASE OF 
INFORMATION - Applicant's/employee's authorization to obtain 
information for a personal background investigation for continued 
employment; 
AACOSO Form 085 CONFIDENTIAL QUESTIONNAIRE - Records 
information 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 mihtary/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 consumer 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; 

If hired, 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 
Sheriffs Office 

Item 
No. 

Description Retention 

(99) 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: 

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

100 AACOSO Form 005 OFF DUTY WEAPON REQUEST - Used to 
request to carry personal weapon while off-duty. 

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

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

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

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

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

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

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

104 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. 

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

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

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

106 POSITION DESCRIPTION FORM - A Personnel form used to 
define job responsibilities. 

Retain current and all prior 
descriptions thirty (30) years 
from last year of service then 
destroy. 
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Agency Division/Unit 
Sheriff's Office 

Item 
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Description Retention 

107 LEAVE SHARING APPROVAL FORM - A County form to 
indicate leave recipient, leave donor, and approvals if an employee 
has exhausted all forms of paid leave. 

Retain copy in recipient's & donoV 
files for thirty (30) years from last 
year of service then destroy. 

108 ANNUITY & SICK PAY REQUEST FOR MD INCOME TAX 
WITHHOLDING - Used to denote annuity/sick pay payment. 

Retain for term of employment 
plus thirty (30) years then destroy 

109 AACO DRUG/ALCOHOL TEST ORDER FORM PE91-09 - Used 
to order drug/alcohol tests on employees. 

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

110 PERSONNEL MEDICAL RECORDS - Doctor's notes; First 
Report of Injury; Lost Day Report. 

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

111 RANDOM DRUG TESTING RECORDS - Required for Law 
Enforcement personnel. 

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

112 WORKERS COMPENSATION EMPLOYERS' FIRST REPORT 
OF INJURY OR ILLNESS/STARS - A Risk Management form 
used to document and authorized medical treatment for an 
employee. 

Retain original w/incident report 
and photocopy in medical file for 
thirty (30) years from last year of 
service then destroy. 

113 
Personnel-related files not kept in Personnel Files: 
AACOSO FORM Oil ACKNOWLEDGMENT OF RECEIPT -
Acknowledgment of receipt of a General Orders Manual or any 
designated written directive or memorandum. 

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

114 WORKER'S COMPENSATION OCCURRENCE LOG - A log • 
generated by Risk Management that records occurrence of 
Worker's Compensation cases by department. 

Retain five (5) years then destroy. 

115 Anne Arundel County PERSONNEL REQUISITION'- Personnel's 
form to request hiring personnel. 

Retain current fiscal year plus one 
(1) previous fiscal year then 
destroy. 

116 REQUEST FOR REALLOCATION STUDY OF AN OCCUPIED 
POSITION/REQUEST REALLOCATION OF VACANT 
POSITION - A Personnel form used to request a reallocation 
study/reallocation of a position. 

Retain current fiscal year plus one 
(1) previous fiscal year, or until 
reallocation is completed/ denied, 
whichever occurs later, then 
destroy. 
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Agency Division/Unit 
Sheriffs Office 

Item 
No. 

Description Retention 

117 ID CARD LOG - Numbered listing of paper ID cards issued to 
employees & civilian volunteers. 

Retain master log fifty (50) years 
then destroy. 

118 AACOSO Form 059 OFFICE ID CARD FORM - Used to document 
information recorded on paper ID cards (prior to installation of 
Circuit Court ID computer). 

PAYROLL Files and Forms: 

Retain fifty (50) years then 
destroy. 

119 AACOSO Form 014 DAILY PERSONNEL ROSTER - Identifies 
Bureau personnel daily assignments and duty hours. 

Retain original three (3) years 
w/payroll records then destroy. 

120 AACOSO Form 073 DESIGNATION OF AUTHORITY - Used to 
document instances where supervisors designate subordinates to. 
act in their positions during absences. 

Retain originals three (3) years 
then destroy. 

121 INDIVIDUAL PAYROLL TIMESHEETS - Form generated by 
Automated Time & Attendance (ADP) to record hours worked by 
an individual. 

Retain original with payroll 
records three (3) calendar years 
then destroy. 

122 PAYROLL REGISTERS - ADP reports generated by Payroll 
indicating hours worked, leave taken and pay for all employees. 

Retain originals for current 
calendar year plus three (3) 
previous years then destroy. 

123 •AACOSO Form 008 OVERTIME TIME SHEET - Informational 
form submitted with pay sheet identifying date, hours, and 
specific duty performed while on overtime status. 

Retain three (3) years then 
destroy. 

124 AACOSO Form 008A COMPENSATORY LEAVE - Informational 
form submitted with pay sheet identifying date, hours, and 
specific duty performed to justify compensatory leave. 

Retain three (3) years then 
destroy. 

125 AACOSO Form 013 LEAVE APPROVAL FORM - Used by 
employee to request leave approval of any kind. 

Retain three (3) years from date of 
request then destroy. 
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. 126 

127 

l 

TRAINING FILES - All individual employee records 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 
REPORT - Documents deputy sheriffs 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. 
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Instructions -Type or Print a separate form for 
each new or revised record series. Forward 
with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

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

410-799-1930 

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) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

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

410-799-1930 

PAGE 1 OF | 

1. Department/Agency 
Sheriff's Office 

2. Division 3. Unit 

V 

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 
General Forms/Files 

5. Earliest Year/Latest Year 
2015 to 2016 

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

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

7. Record Series Forniat(s) List all 

IS Letter Size • Microfilm 

l~l Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

• Other (specify) 

8. Record Series Sequence 

I 
• Alphabetical 

rxl Numerical 

n I 
|_| Chronological 

I 
_ I 
• Geographical 

• Other (specify) 

,9. Volume 
1 

Number 

G3 File Drawerfs) 
• Microfilm Reel(s) 
• Computer Tape(s) 
• Other (spedfy)__ 

10. Annual Accumulation 

Number 

gl File Drawees) 
• Microfilm Reel(s) 
• Computer Tape(s) 
• Other (spedfy)__ 

11. File is Used 

• Daily • W e e k l y g| Monthly • Annually 

12. File Becomes Inactive After 
2 

Number •Month(s) g|Year(s) 

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

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

• Yes H No 

15. Access Restrictions (If Yes. cite Law(s) & Regulation(s) 
• Yes B| No 

16. Audit Requirements 

O None • State • Federal • Independent 

17. Is an Index System used? If yes, explain briefly and describe requirements 
• Yes |3 No 

18. Recommended Retention 

2 Years 

19. Name and Title of Preparer 
Sue Wilson 

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

OGS 550-4 (Rev. 1/93) 



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

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

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

410-799-1930 

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) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

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

410-799-1930 

PAGE Jf 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 
General Forms/Files 

5. Earliest Year/Latest Year 
2015 to 2016 

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

series.) 
Buck Sheets - Intra-office memo sheets 

* 

7. Record Series Formats) List all 

|3 Letter Size • Microfilm 

[~l Legal Size • Computer Tepe 

• Audio Tape • Floppy Disk 

• Bound BooK • Video Tape 

• Other (specify) 

8. Record Series Sequence 

• Alphabetical 

B3 Numerical 

• Chronological 

• Geographical 

• Other (specify) 

9. Volume 

2 
Number 

B3 File Drawer(s) 
• Microfilm Reel(s) 
• Computer Tape(s) 
• Other (specify) 

7. Record Series Formats) List all 

|3 Letter Size • Microfilm 

[~l Legal Size • Computer Tepe 

• Audio Tape • Floppy Disk 

• Bound BooK • Video Tape 

• Other (specify) 

8. Record Series Sequence 

• Alphabetical 

B3 Numerical 

• Chronological 

• Geographical 

• Other (specify) 
10. Annual Accumulation 

Number 

El File Drawees) 

• Microfilm Reel(s) 
• Computer Tape(s) 
• Other (specify) 

11. File's Used 

IS Daily • W e e k l y • M o n t h l y •Annually 

12. File Becomes Inactive After 
1 

Number •Month(s) E|Year(s) 

V 

13. Current LocaBon(s) (Bldg., Floor, Room) 
Courthouse, 1 " Floor, Operations Bureau 

14. Is Record Series Duplicated Elsewhere? (If yes. specify agency or office.) 
• Yes El No 

15. Access Restrictions (If Yes, cite Law(s) a Regulation(s) 
• Yes E| No 

16. Audit Requirements 

El None • State • Federal • Independent 

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

18. Recommended Retention 

1 Years 

19. Name and Title of Preparer 
Sue Wilson 

20. Telephone Number 
410-222-1571 

21. Date 
6/14/16 

OGS 550-4 (Rev. 1/93) 



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

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

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

410-799-1930 

AGENCY RECORDS INVENTORY 

3 
P A G E _ ^ _ 

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 
purposes. 
4. Record Series Title 
General Forms/Files 

5. Earliest Year/Latest Year 
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.) 
Monthly Statistical Report - Used to record monthly statistics of a unit's activities. 

7. Record Series Fonnat(s) List all 

El Letter Size • Microfilm 

l~l Legal Size Q Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Taps 

• Other (specify) 

8. Record Series Sequence 

• Alphabetical 

El Numerical 

• Chronological 

• Geographical 

• Other (specify) 

9. Volume 
3 

Number 

£3 File Drawees) 

• Microfilm Reel(s) 

l~l Computer Tape(s) 

• Other (spec i fy )_ 

10. Annual Accumulation 

Number 

El File Drawees) 
• Microfilm Reel(s) 
• Computer Tape(s) 
• Other (specfly)__ 

11. R e is Used 

• Daily' • Weekly El Monthly • Annually 

12. File 

5 
Number 

Inactive After 

• Month(s) gjYear(s) 

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

Courthouse, 1 " Floor, Operations Bureau 

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

• Yes El No 

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

• Yes B| No 

16. Audit Requirements 

El None • State • Federal • Independent 

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

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 5 5 0 4 (Rev. 1/93) 



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

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

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

410-799-1930 

AGENCY RECORDS INVENTORY 

1 PAGE JT 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 
General Forms/Files 

5. Earliest Year/Latest Year 
2016 to 2017 

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

series.) 
Routing Slip and County Executive routing slip - affixed to correspondence 

7. Record Series Format(s) List all 

(3 Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape Q Floppy Disk 

• Bound Book • Video Tape 

• Other (specify) 

6. Record Series Sequence 

• Alphabetical 

B Numerical 

• Chronological 

• Geographical 

• Other (specify) 

9. Volume 
4 

Number 

g| File Drawees) 

• Microfilm Reel(s) 

• Computer Tape(s) 

• Other (speoify)___ 

10. Annual Accumulation 

Number 

O File Drawees) 

• Microfilm Reel(s) 

• Computer Tape(s) 

• Other (specify)__ 

11. File is Used 

• Daily • W e e k l y g| Monthly •Annually 

12. File Becomes Inactive After 
1 

Number •Monlh(s) |^Year(s) 

13. Current Locations) (Bldg., Floor, Room) 

Courthouse, I* 1 Floor, Operations Bureau 

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

• Yes B| No 

IS. Access Restrictions (If Yes. cite Law(s) & RegulaBon(s) 

• Yes EJ No 

16. Audit Requirements 

El None • State • Federal • Independent 

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

• Yes E9 No 
18. Recommended Retention 

1 Years 

19. Name and Title of Preparer 
Sue Wilson 

20. Telephone Number 21. Date 
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.O. Box 275 
Jessup, Maryland 20794 

410-799-1930 

AGENCY RECORDS INVENTORY 

PAGE ^ OF 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 
purposes. > 
4. Record Series Title 
General Forms/Files 

5. Earliest Year/Latest Year 
2016 to 2017 

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

series.) 
Warning Book - warning tickets to be issued as warnings of violations. 

7. Record Series Format(s) List all 

El Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape fj Floppy Disk 

• Bound Book • Video Tape 

• Other (specify) 

8. Record Series Sequence 

• Alphabetical -

El Numerical 

• Chronological 

• Geographical 

• Other (specify) 

9. Volume 
5 

Number 

El File Drawees) 
• Microfilm Reel(s) 
• Computer Tape(s) 

• Other (specify)__ 

10. Annual Accumulation 

Number 

El File Drawees) 
• Microfilm Reel(s) 
• Computer Tape(s) 
• Other (spea'fy)__ 

11. File is Used 

• Daily • Weekly Monthly • Annually 

12. File 

1 
Number 

Inactive After 

• Month(s) g|Year(s) 

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

Courthouse, 1 s t Floor, Operations Bureau 

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

• Yes El No 

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

• • Y e s El No 

16. Audit Requirements 

El None • State • Federal • Independent 

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

• Yes El No 
18. Recommended Retention 

1 Years 

19. Name and Title of Preparer 
Sue Wilson 

20. Telephone Number 21. Date 
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.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

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) 

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

Jessup, Maryland 20794 
410-799-1930 

6 
PAGE jt • 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 
General Forms/Files 

5. Earliest Year/Latest Year 
2016 to 2Ot0fe> 

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

series.) 
Incident Report - Used to report a commission of a crime or to document unusual circumstances. 

7. Record Series Format's) List all 

El Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

• Other (specify} 

8. Record Series Sequence 

• Alphabetical 

El Numerical 

El Chronological 

• Geographical 

• Other (specify) 

9. Volume 
6 

Number 

El File Drawees) 
• Microfilm Reel(s) 
• Computer Tape(s) 
• Other (specify) 

7. Record Series Format's) List all 

El Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

• Other (specify} 

8. Record Series Sequence 

• Alphabetical 

El Numerical 

El Chronological 

• Geographical 

• Other (specify) 
10. Annual Accumulation 

Number 

El File Drawer(s) 

• Microfilm Reel(s) 
• Computer Tape(s) 
• Other (specify) 

11. File is Used 

• Daily • W e e k l y • Monthly El Annually 

12. File Becomes Inactive After 

50 \ 

Number • Month(s) El Year(s) 

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

Courthouse, 1 s t Floor, Operations Bureau 

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

• Yes El No 

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

• Yes E| No 

16. Audit Requirements 

El None • State • F e d e r a l •independent 

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

• Yes El No 
18. Recommended Retention 

50 Years 

19. Name and Title of Preparer 
Sue Wilson 

20. Telephone Number 
410-222-1571 

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

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

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

410-799-1930 

•7 
PAGE £ 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 
General Forms/Files 

5. Earliest Year/Latest Year 
__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.) 
K-9 Incident Report - Used to document circumstances involving a Sheriff's K-9. 

7. Record Series Format(s) List all 

El Letter Size • Microfilm 

• Legal Size Q Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book Q Video Tape 

• Other (specify) 

8. Record Series Sequence 

• Alphabetical 

El Numerical 

El Chronological 

• Geographical 

• Other (specify) 

9. Volume 

—z 
Number 

El File Drawees) 
• Microfilm Reel(s) 
• Computer Tape(s) 

' • Other (spedfy)__ 

10. Annual Accumulation 

Number 

El File Drawerts) 
• Microfilm Reel(s) 
• Computer Tape(s) 

• Other (specify) 

11. File is Used 

• Daily • W e e k l y • Monthly El Annually 

12. File Becomes Inactive After 
50 

Number •Monthfs) E|Year(s) 

13. Current Locations) (Bldg., Floor, Room) 
Courthouse, 1 " Floor, Operations Bureau 

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

• Yes El No 

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

• Yes . El No 

16. Audit Requirements 

El None • State • Federal • Independent 

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

• Yes El No 
18. Recommended Retention 

50 Years 

19. Name and Title of Preparer 
Sue Wilson 

20. Telephone Number 21. Date 
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.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 

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 
General Forms/Files 

5. Earliest Year/Latest Year 
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.) 
Spleen Risk Form - used to document exposure to the saliva and/or bite of a Sheriff's canine. 

7. Record Series Format(s) Ustall 

|3 Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

• Other (specify) 

B. Record Series Sequence 

• Alphabetical 

13 Numerical 

0 Chronological 

• Geographical 

• Other (specify) 

9. Volume 

—5—— 
Number 

O File Drawees) 

• Microfilm Reel(s) 

• Computer Tape(s) 

• Other (speoify)__ 

10. Annual Accumulation 

Number 

H File Drawees) 
• Microfilm Reel(s) 
• Computer Tape(s) 

• Other (spedfy)__ 

11. R e is Used 

• Daily • W e e k l y • Monthly g| Annually 

12. File Becomes Inactive After 

SO 

Number •Month(s) |g|Year(s) 

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

Courthouse, 1 " Floor, Operations Bureau 

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

• Yes S No 

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

. Q Y e s B|No 

16. Audit Requirements 

[3 None • State O Federal • Independent 

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

• Yes H No 
18. Recommended Retention 

50 Years 

19. Name and Title of Preparer 
Sue Wilson 

20. Telephone Number 21. Date 
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.O. Box 275 
Jessup, Maryland 20794 

410-799-1930 

AGENCY RECORDS INVENTORY 

PAGE if OF 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 
purposes. 
4. Record Series Title 
General Forms/Files 

5. Earliest Year/Latest Year 
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.) 
Recovered Property Form - used to list property coming into the custody of the SO and the chain of custody, when necessary. 

7. Record Series Format's) List all 

g| Letter Size • Microfilm 

O Legal Size Q Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

• Other (specify) 

8. Record Series Sequence 

• Alphabetical 

El Numerical 

El Chronological 

• Geographical 

• Other (specify) 

9. Volume 

— 2 — 
Number 

El File Drawees) 
• Microfilm Reel(s) 
• Computer Tape(s) 
• Other (specify)__ 

10. Annual Accumulation 

Number 

El File Drawees) 
• Microfilm Reel(s) 
• Computer Tapefs) 
• Other (specify)__ 

11. File is Used 

• Dairy • W e e k l y • Monthly El Annually 

12. File Becomes Inactive After 
SO 

Number •Month(s) E|Year(s) 

13. Current Locations) (Bldg., Floor, Room) 
Courthouse, 1 M Floor, Operations Bureau 

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

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

• Yes El No 

16. Audit Requirements 

El None • State • Federal • Independent 

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

18. Recommended Retention 

50 Years 

19. Name and Title of Preparer 
Sue Wilson 

20. Telephone Number 
410-222-1571 

21. Date 
6/14/16 

OGS 550-4 (Rev. 1/93) 



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

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

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

410-799-1930 

PAGE 10 OF 1 

1. Department/Agency 

Sheriffs Office 

2. Division 3. Unit 

purposes. 
4. Record Series Title 
General Forms/Files 

5. Earliest Year/Latest Year 
_2016 to 2017_ 

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

series.) 
Record of Employee Counseling - used to document employee counseling by a supervisor. 

7. Record Series Format(s) List all 

El Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

• Other (specify) 

8. Record Series Sequence 

• Alphabetical 

El Numerical 

El Chronological 

• Geographical 

• Other (specify) 

9. Volume 
10 

Number 

El File Drawer(s) 
• Microfilm Reel(s) 
• Computer Tape(s)' 

• Other (specify)__ 

10. Annual Accumulation 

Number 

El File Drawerts) 

• Microfilm Reel(s) 

• Computer Tape(s) 

• Other (specffy)__ 

11. File is Used 

• Daily • Weekly • Monthly El Annually 

12. File Becomes Inactive After 

_ 1 _ 
Number • Month(s) g|Year(9) 

13. Current Locations) (Bldg., Floor, Room) 

Courthouse, 1 " Floor, Operations Bureau 

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

• Yes El No 

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

• Yes El No 

16. Audit Requirements 

El Nona • State • Federal • Independent 

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

• Yes El No 
18. Recommended Retention 

1 Year 

19. Name and Title of Preparer 
Sue Wilson 

20. Telephone Number 21. Date 
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.O. Box 275 
Jessup, Maryland 20794 

410-789-1930 

AGENCY RECORDS INVENTORY 

PAGE il OF 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 
purposes. 
4. Record Series Title 
General Forms/Files 

/ 

5. Earliest Year/Latest Year , 
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 Force Report - used to record instances of Use of Force that may or may not require additional investigations. 

7. Record Series Format(s) List all 

IS Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

• Other (specify) . 

8. Record Series Sequence 

• Alphabetical 

El Numerical 

El Chronological 

• Geographical 

• Other (specify) 

9. Volume 

— 1 1 — 
Number 

E| File Drawees) 

• Microfilm Reel(s) 

• Computer Tape(s) 

• Other (speccfy)__ 

10. Annual Accumulation 

Number 

El File Drawees) 
• Microfilm Reel(s) 
• Computer Tape(s) 
• Other (specrfy)__ 

11. File is Used 

• Dairy • w e e k l y • Monthly El Annually 

12. File Becomes Inactive After 

SO 

Number •Month(s) g]Year(s) 

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

Courthouse, 1 " Floor, Operations Bureau 

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

• Yes El No 

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

• Yes El No 

16. Audit Requirements 

El None • State • Federal • Independent 

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

• Yes El No 
18. Recommended Retention 

50 Year 

19. Name and Title of Preparer 
Sue Wilson 

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

DGS SS0-4 (Rev. 1/93) 



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

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

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

AGENCY RECORDS INVENTORY 

.a. PAGE i <~ OF 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 
purposes. 
4. Record Series Title 
General Forms/Files 

5. Earliest Year/Latest Year 
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.) 
Livestock Estimate/Damage Claim Form - used as attachments to an incident Report completed during a Livestock/Animal Kill appraisal. 

7. Record Series Format(s) List all 

El Letter Size • Microfilm 

• Legal Size Q Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

• Other (specify) 

8. Record Series Sequence 

• Alphabetical 

• Numerical 

El Chronological 

• Geographical 

• Other (specify) 

9. Volume 
12 

Number 

El File Drawees) 
• Microfilm Reel(s) 
• Computer Tape(s) 
• Other (spectfy)__ 

10. Annual Accumulation 

Number 

El File Drawerfs) 
• Microfilm Reel(s) 
• Computer Tape(s) 
• Other (specify) 

11. File is Used 

• Daily • Weekly • Monthly ^AnmaUr 

12. File Becomes Inactive After 
_ 5 0 
Number •Month(s) E|Year(s) 

13. Current Locationfs) (Bldg., Floor, Room) 
Courthouse, 1 " Floor, Operations Bureau 

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

• Yes El No 

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

16. Audit Requirements 

El None • State • Federal • Independent 

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

• Yes El No 
18. Recommended Retention 

50 Year 

19. Name and Title of Preparer 
Sue Wilson 

20. Telephone Number 21. Date 

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.O. Box 275 
Jessup, Maryland 20794 

410-799-1930 

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) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

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

410-799-1930 

PAGE I 3 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 re 
purposes. 

ference as well as retention and disposition 

4. Record Series Title v 
General Forms/Files 

5. Earliest Year/Latest Year 
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.) 
Departmental Accident Investigation Summary - used as a cover sheet to any incident report summarizing vehicular accidents. 

7. Record Series Fomiat(s) List all 

El Letter Size • Microfilm 

• Legal Size Q Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book Q Video Tape 

• Other (specify) 

8. Record Series Sequence 

• Alphabetical 

• Numerical 

El Chronological 

• Geographical 

• Other (specify) 

9. Volume 
13 

Number 

El R e Drawees) 
• Microfilm Reel(s) i 
• Computer Tape(s) 
• Other (specify) 

7. Record Series Fomiat(s) List all 

El Letter Size • Microfilm 

• Legal Size Q Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book Q Video Tape 

• Other (specify) 

8. Record Series Sequence 

• Alphabetical 

• Numerical 

El Chronological 

• Geographical 

• Other (specify) 
10. Annual Accumulation 

Number 

El File Drawees) 

• Microfilm Reel(s) 
• Computer Tape(s) 
• Other (spaeHv) 

11. File is Used 

• Daily • Weekly • Monthly El Annually 

12. R e Becomes Inactive After 
5 

Number •Month(s) E|Year(s) 

13. Current LocaBon(s) (Bldg., Floor, Room) 
Courthouse, 1 " Floor, Operations Bureau 

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

15. Access Restrictions (If Yes, cite Law(s) & Regu|atJon(s) 

• Yes El No 

16. Audit Requirements 

El None • State • Federal • Independent 

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

• Yes El No 
18. Recommended Retention 

50 Year 

19. Name and Title of Preparer 
Sue Wilson 

20. Telephone Number 
410-222-1571 

21. Date 
6/14/16 

DGS 550-4 (Rev. 1/93) 



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

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

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

410-799-1930 

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) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

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

410-799-1930 

' PAGE 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 
General Forms/Files 

5. Earliest Year/Latest Year 
2016 to 2016 

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) List all 

E| Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

• Other (specify) 

S. Record Series Sequence 

• Alphabetical 

El Numerical 

• Chronological 

• Geographical 

• Other (specify) 

9. Volume 
14 

Number 

El File Drawees) 
' • Microfilm Reel(s) 

• Computer Tape(s) 

• Other (specify) 

7. Record Series Format(s) List all 

E| Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

• Other (specify) 

S. Record Series Sequence 

• Alphabetical 

El Numerical 

• Chronological 

• Geographical 

• Other (specify) 
10. Annual Accumulation 

Number 

• File Drawer(s) 

• Microfilm Reel(s) - -
• Computer Tape(s) 
• Other (specify) 

11. File is Used 

El Daily . • Weekly • M o n t h l y •Annually 

12. File Becomes Inactive After 
0 

Number •Month(s) E|Year(s) 

13. Current Locationfs) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 
• Yes El No 

15. Access Restrictions (If Yes, cite Law(s) & Regulations) 
• Yes El No 

16. Audit Requirements 

El None • State • Federal • Independent 

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

• Yes El No 
18. Recommended Retention 

OYear 

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 
Jessup, Maryland 20794 

410-789-1930 

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) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

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

410-789-1930 

PAGE fcj OF 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 
purposes. 
4. Record Series Title 
General Forms/Files 

5. Earliest Year/Latest Year 
_2016 to 2017_ 

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

series.) 
Sheriffs Office Activity Calendar Form - used to book and document appointment and public activities. 

7. Record Series Format(s) List all 

El Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape Q Floppy Disk 

• Bound Book Q Video Tape 

Q Other (specify) 

8. Record Series Sequence 

• Alphabetical 

El Numerical 

• Chronological 

f j Geographical 

• Other (specify) 

9. Volume 
15 

Number 

El File Drawer(s) 
• Microfilm Reel(s) 

• Computer Tape(s) 

• Other ( spec i fy )_ 

10. Annual Accumulation 

Number 

El File Drawees) 
• Microfilm Reel(s) 
• Computer Tape(s) 
• Other (specify)__ 

11. File is Used 

El Daily • Weekly • Monthly • Annually 

12. File Becomes Inactive After 

0 

Number • Month(s) El Yearfs) 

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

Circuit Courthouse, 1 M floor. Operations Bureau 

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

• Yes El No 

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

• Yes El No 

16. Audit Requirements 

El None • State Q Federal Q Independent 

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

• Yes El No 
18. Recommended Retention 

1 Year 

19. Name and Title of Preparer 
Sue Wilson 

20. Telephone Number 21. Date 
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.O. Box 275 
Jessup, Maryland 20794 

410-799-1930 

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) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

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

410-799-1930 

PAGE | f j Of 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 
purposes. 
4. Record Series Title 
General Forms/Files 

5. Earliest Year/Latest Year 
2016 to 2017 

6. Record Series Description (Briefly describe the types of informafion/documents/forms found in the series. Include the purpose or function of the 
series.) ' 
Awards Nomination Form - Used to nominate co-workers for a Sheriffs Office Award. 

7. Record Series Format(s) List all 

El Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • F l o p p y Disk . 

• Bound Book • Video Tape 

• Other (specify) 

8. Record Series Sequence 

• Alphabetical 

El Numerical 

• Chronological 

• Geographical 

• Other (specify) 

9. Volume 
16 

Number 

El File Drawer(s) 
• Microfilm Reel(s) 
• Computer Tape(s) 
|~] Other (specify) 

7 . Record Series Format(s) List all 

El Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • F l o p p y Disk . 

• Bound Book • Video Tape 

• Other (specify) 

8. Record Series Sequence 

• Alphabetical 

El Numerical 

• Chronological 

• Geographical 

• Other (specify) 
10. Annual Accumulation 

Number 

El File Drawerfs) 

• Microfilm Reel(s) 
• Computer Tape(s) 
• Other (specifv) 

1 1 . Hie is Used 

El Daily • W e e k l y • Monthly • Annually 

12. File Becomes Inactive After 
1 

Number •Month(s) E|Year(s) 

13. Current Locations) (Bldg., Floor. Room) 
Circuit Courthouse, 1 ° floor, Operations Bureau 

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

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

• Yes El No 

r 

16. Audit Requirements 

El None • State • Federal • Independent 

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

• Yes El No 
18. Recommended Retention 

1 Year 

19. Name and Title of Preparer 
Sue Wilson 

20. Telephone Number 
410-222-1571 

21. Date 
6/14/16 

DGS 550-4 (Rev. 1/93) 



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

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

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

410-799-1930 

AGENCY RECORDS INVENTORY 

PAGE I / 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 
General Forms/Files 

5. Earliest Year/Latest Year 
_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.) 
Meeting Minutes - Record of staff meetings 

7. Record Series Format(s) List all 

El Letter Size' • Microfilm 
i 

• Legal Size • Computer Tape 

• Audio Tape Q Floppy Disk 

• Bound Book • Video Tape 

• Other (specify) 

8. Record Series Sequence 

• Alphabetical 

El Numerical 

• Chronological 

• Geographical 

• Other (specify) 

9. Volume 
17 

Number 

El File Drawees) 
• Microfilm Reel(s) 
• Computer Tape(s) 

• Other (specify)__ i 

10. Annual Accumulation 

Number 

El File Drawees) 

• Microfilm Reel(s) 

• Computer Tape(s) 

• Other (specify)__ 

11. R e is Used 

• Daily • W e e k l y El Monthly •Annually 

12. R e Becomes Inactive After 

S 

Number • Month(s) El Yean» 

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

Circuit Courthouse, Administration 

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

• Yes El No 

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

• Yes El No 

16. Audit Requirements 

El None • State • Federal • Independent 

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

• Yes El No 
18. Recommended Retention 

5 Year 

19. Name and Title of Preparer 
Sue Wilson 

20. Telephone Number 21. Date 
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) 

i 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

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

410-799-1930 

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) 

i 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

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

410-799-1930 

PAGE | { £ OF 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 
purposes. 
4. Record Series Title 
General Forms/Files 

5. Earliest Year/Latest Year 
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.) 
General Correspondence - Letters, memoranda, and documents generated and received. 

7. Record Series Formats) List all 

El Letter Size •Microf i lm 

• Legal Size • Computer Tape 

. • A u d i o Tape • Floppy Disk 

• Bound Book. • Video Tape 

• Other (specify) 

B. Record Series Sequence 

• Alphabetical 

El Numerical 

• Chronological 

• Geographical 

• Other (specify) 

9. Volume 
18 

Number 

, El File Drawer(s) 
• Microfilm Reel(s) 
• Computer Tape(s) 
(~| Other (snerifv) 

7. Record Series Formats) List all 

El Letter Size •Microf i lm 

• Legal Size • Computer Tape 

. • A u d i o Tape • Floppy Disk 

• Bound Book. • Video Tape 

• Other (specify) 

B. Record Series Sequence 

• Alphabetical 

El Numerical 

• Chronological 

• Geographical 

• Other (specify) 
10. Annual Accumulation 

Number 

E| R e Drawees) 

• Microfilm Reel(s) 
• Computer Tape(s) 
• Other (specify) 

11. R e is Used 

• Daily • W e e k l y El Monthly • Annually 

12. R e Becomes Inactive After 
S 

Number •Montht.s) E|Year(s) 

13. Current Location(s) (Bldg., Floor, Room) 
Circuit Courthouse, Administration 

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

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

• Yes El No 

16. Audit Requirements 

El None • State • Federal • Independent 

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

18. Recommended Retention 

5 Year 

19. Name and Title of Preparer 

Sue Wilson 

20. Telephone Number 
410-222-1571 

21. Date 
6/14/16 

OGS 550-4 (Rev. 1/93) 



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

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

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

410-799-1930 

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) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

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

410-799-1930 

PAGE l°\ OF 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 
purposes. 
4. Record Series Title 
General Forms/Files 

5. Earliest Year/Latest Year 
2016 to 2017-18 

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 government agencies. 

7. Record Series Formal(s) List all 

El Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

• Other (specify) 

8. Record Series Sequence 

• Alphabetical 

El Numerical 

• Chronological 

• Geographical 

• Other (specify) 

9. Volume 
19 

Number 

El File Drawees) 
• Microfilm Reel(s) 
• Computer Tape(s) 

• Other (specify) 

7. Record Series Formal(s) List all 

El Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

• Other (specify) 

8. Record Series Sequence 

• Alphabetical 

El Numerical 

• Chronological 

• Geographical 

• Other (specify) 
10. Annual Accumulation 

Number 

El File Drawees) 

• Microfilm Reel(s) 
• Computer Tape(s) 
• other (specify) . 

11. File is Used 

• Daily • W e e k l y • Monthly E| Annually 

12. File Becomes Inactive After 

Number •Month(s) E|Year(s) 

13. Current Location's) (Bldg., Floor, Room) 
Circuit Courthouse, Administration 

14. Is Record Series Duplicated Elsewhere? (If yes. specify agency or office.) 
• Yes El No 

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

• Yes El No 

16. Audit Requirements 

El None • State • Federal • Independent 

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

18. Recommended Retention 

1-2 Years - length of agreement 

19. Name and Title of Preparer 
Sue Wilson 

20. Telephone Number 
410-222-1571 

21. Date 
6/14/16 

DGS 550-4 (Rev. 1r93) 



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 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 

PAGE > OF 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 re 
purposes. 

ference as well as retention and disposition 

4. Record Series Title 
General Forms/Files 

5. Earliest Year/Latest Year 
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.) 
Complaint Files - Documentation of complaints against the Sheriffs Office. 

7. Record Series Format(s) List all 

El Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

Q Bound Book • Video Tape 

• Other (specify) 

8. Record Series Sequence 

• Alphabetical 

El Numerical 

• Chronological 

• Geographical 

• Other (specify) 

9. Volume 
__20 

Number 

El File Orawerfs) 

• Microfilm Reel's) 

• Computer Tape(s) 
• Other (snecHv) 

7. Record Series Format(s) List all 

El Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

Q Bound Book • Video Tape 

• Other (specify) 

8. Record Series Sequence 

• Alphabetical 

El Numerical 

• Chronological 

• Geographical 

• Other (specify) 
10. Annual Accumulation 

Number 

El File Drawerfs) 

• Microfilm Reel(s) 

• Computer Tape(s) 

• Other (specify) 

11. File is Used 

• Daily • Weekly • Monthly El Annually 

12. File Becomes Inactive After 
SO 

Number •Month(s) E|Year(s) 

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

Circuit Courthouse, Security Bureau 

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

• Yes EjNo 

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

• Yes El No 

16. Audit Requirements 

El None • State • Federal • Independent 

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

• Yes El No 
18. Recommended Retention 

50 Years 

19. Name and Title of Preparer 
Sue Wilson 

20. Telephone Number 
410-222-1571 

21. Date . 
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.O. Box 275 
Jessup, Maryland 20794 

410-799-1930 

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) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

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

410-799-1930 

PAGE "2. | 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 re 
purposes. 

Ference as well as retention and disposition 

4. Record Series Title 
General Forms/Files 

5. Earliest Year/Latest Year 
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.) 
Key Logs - Lists of keys issued to Sheriffs Office personnel 

7. Record Series Format(s) List all 
/ 

El Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book Q Video Tape 

• Other (specify) 

8. Record Series Sequence 

• Alphabetical 

El Numerical 

• Chronological 

• Geographical 

• Other (specify) 

9. Volume 

— 2 1 — 
Number 

El File Drawer's) 
• Microfilm Reel(s) 
• Computer Tapefs) 
• Other (specify) 

7. Record Series Format(s) List all 
/ 

El Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book Q Video Tape 

• Other (specify) 

8. Record Series Sequence 

• Alphabetical 

El Numerical 

• Chronological 

• Geographical 

• Other (specify) 
10. Annual Accumulation 

Number 

El File Drawees) 

• Microfilm Reel(s) 
• Computer Tape(s) 
• Other (specify) 

11. File is Used 

• Daily • Weekly • M o n t h l y 0 Annually 

12. File Becomes Inactive After 
SO 

Number •Month(s) E|Year(s) 

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

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

• Yes El No 

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

• Yes El No 

16. Audit Requirements 

El None • State Q Federal • Independent 

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

• Yes El No 

i 

i 

18. Recommended Retention 1 

50 Years 

19. Name and Title of Preparer 
Sue Wilson 

20. Telephone Number 
410-222-1571 

21. Date 
6/14/16 

DGS 5504 (Rev. 1/93) 



1 
Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

AOENCYRECORDS INVENTORY 
1 

Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

PAHF £ OF 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 
purposes. 
4. Record Series Title 

General Forms/Files 

5. Earliest Year/Latest Year 

2016 - to Continuous Record 

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

series.) 

General Orders, Standard Operating Procedures 

7. Record Series Format(s) UsteB 

rj§ Letter Size • Mteontm 

• Legal Size , • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

63 Other (soecrfv) Site on Computer 

8. Record Series Sequence 

• Alphabetical 

E3 Numerical 

• Chronological 

• Geographical 

• Other (specify) 

9. Volume 
22 

Number 

{3 File Drawees) 

• Microfilm ReeKs) 

• Computer Tape(8) 

• Other (specify) 

7. Record Series Format(s) UsteB 

rj§ Letter Size • Mteontm 

• Legal Size , • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

63 Other (soecrfv) Site on Computer 

8. Record Series Sequence 

• Alphabetical 

E3 Numerical 

• Chronological 

• Geographical 

• Other (specify) 
10. Annual Accumulation 

Number 

13 FBa Drewer(s) 

• Microfilm ReeKs) 

Q Computer Tapef» 

n Other f s D c r i f v ) 

11. File b Used 

• DaBy • Weekly • Monthly g] Annually 

12. FOo Becomes Inactive After 

. . Continuous Record 

Number •Monlh(s) •Yeart.s) 

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

Circuit Courthouse 

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

• Yes No 

IS. Access Restrictions (If Yes, cfte Law(s) & Regulation^) 

• Yes E|No 
16. Audit Requirements 

(3None • s t a t e • F e d e r a l • Independent 

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

• Yes O No 
18. Recommended Retention 

Continuous Record 

19. Name and Title of Preparer 

Sue Wilson 

c 

20. Telephone Number 

410-222-1571 

21. Date 

6714/16 

OGS SSO-4 (Rev. 1fB3) 



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 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 

PAGE jf 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 
General Forms/Files 

5. Earliest Year/Latest Year 
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.) 
Personnel Orders, Special orders, written directives, FTO manuals - manual and logs generated for reference and training. 

7. Record Series Format(s) List all 

El Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape Q Floppy Disk 

• Bound Book • Video Tape 

• Other (specify)_ 

8. Record Series Sequence 

• Alphabetical 

El Numerical 

• Chronological 

• Geographical 

• Other (specify) 

9. Volume 
_ ? 3 
Number 

El File Drawer(s) 
• Microfilm Reel(s) 
• Computer Tape(s) 
• Other (specify)__ 

10. Annual Accumulation 

Number 

El File Drawees) 
• Microfilm Ree!(s) 
• Computer Tape(s) 
• Other (specify) 

11. File is Used 

• Daily • W e e k l y • Monthly El Annually 

12. File Becomes Inactive After 
SO 

Number •Month(s) E|Yearis) 

13. Current Loeatton(s) (Bldg., Floor, Room) 
Circuit Courthouse 

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

• Yes El No 

15. Access Restrictions (If Yes, cite Urw(s) 8 Regulatlon(s) 

• Yes El No 

16. Audit Requirements 

El None • State • Federal • Independent 

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

18. Recommended Retention 

50 years 

19. Name and Title of Preparer 

Sue Wilson 

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

DGS 550-4 (Rev. 1/93) 



1 

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

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

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

• 410-799-1930 

AGENCY RECORDS INVENTORY 

1* 
PAGE y OF J_ 

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

5. Earliest Year/Latest Year 
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.) 
Quartermaster Uniform Records - Uniforms, badges, patches, etc. 

7. Record Series Formal(s) List all 

E| Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape Q Floppy Disk 

f j Bound Book • Video Tape 

• Other (specify) 

8. Record Series Sequence 

• Alphabetical 

El Numerical 

• Chronological 

• Geographical 

• Other (specify) 

9. Volume 
_ 2 4 
Number 

El File Drawees) 
• Microfilm Reel(s) 

• Computer Tape(s) 
• Other (specify) 

10. Annual Accumulation 

Number 

El File Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s) 

• Other (specify)__ 

11. File is Used 

• Daily • W e e k l y • Monthly El Annually 

12. File 
_ 5 _ 

Number 

Inactive After 

• Month's) ElYearis) 

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

Circuit Courthouse, Security Bureau 

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

• Yes El No 

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

• Yes El No ' 

16. Audit Requirements 

El None • State • Federal • Independent 

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

• Yes El No 
18. Recommended Retention 

5 years 

19. Name and Title of Preparer 
Sue Wilson 

20. Telephone Number 
410-222-1571 

21. Date 
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.O. Box 275 
Jessup, Maryland 20794 

410-799-1930 

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) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

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

410-799-1930 

PAGE V OF 1 

1. Department/Agency 
Sheriffs Office 

2. Division 3. Unit 

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

5. Earliest Year/Latest Year 

_2016 to 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.) 
Uniform Page - used to list clothing sizes for ordering uniforms. 

7. Record Series Format(s) List all 

El Letter Size • Microfilm 

• Legal Size Q Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

• Other (specify) 

8. Record Series Sequence 

• Alphabetical 

El Numerical 

• Chronological 

l~1 Geographical 

• Other (specify) 

9. Volume 
25 

Number 

El File Drawees) 
• Microfilm Reel(s) 
• Computer Tape(s) 
• Other (specrfy)__ 

10. Annual Accumulation 

Number 

El File Drawees) 
• Microfilm Reel(s) . 
• Computer Tape(s) 
• Other (speoify)__ 

11. File Is Used 

• Daily • W e e k l y • M o n t h l y • ElAn™3^ 

12. File 
2 

Number 

Inactive After 

• Monlh(s) E|Year(s) 

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

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

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

16. Audit Requirements 

El None • State • Federal • Independent 

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

18. Recommended Retention 

2 years 

19. Name and Title of Preparer 
Sue Wilson 

20. Telephone Number 21. Date 
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.O. Box 275 
Jessup, Maryland 20794 

410-799-1930 

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) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

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

410-799-1930 

PAGE J/ 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 
County Forms/Files Pertaining to property/Equipment/Vehicles 

5. Earliest Year/Latest Year 
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.) 
Inspection Form - Used to document inspection of personnel and/or vehicles and dequipment. 

7. Record Series Format(s) List all 

El Letter Size •Microf i lm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

• Other (spRcifv) 

8. Record Series Sequence 

• Alphabetical 

El Numerical 

• Chronological 

• Geographical 

• Other (specify) 

9. Volume 
26 

Number 

El File Drawees) 
• Microfilm Reel(s) 
• Computer Tape(s) 
• Other (spedfy) 

7. Record Series Format(s) List all 

El Letter Size •Microf i lm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

• Other (spRcifv) 

8. Record Series Sequence 

• Alphabetical 

El Numerical 

• Chronological 

• Geographical 

• Other (specify) 
10. Annual Accumulation 

Number 

El File Drawees) 

• Microfilm Reel(s) i 
• Computer Tape(s) 
f j Other (specify) 

11. File is Used 

• Daily • Weekly • Monthly El Annually 

12. File Becomes Inactive After 
SO 

Number •Month(s) E|Year(s) 

13. Current Location(s) (Bldg., Floor, Room) 
Circuit Courthouse, Fleet Maintenance 

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

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

• Yes El No 

16. Audit Requirements 

El None • State • Federal • Independent 

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

18. Recommended Retention 

50 years 

19. Name and Title of Preparer 

Sue Wilson 

20. Telephone Number 
410-222-1571 

21. Date 
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.O. Box 275 
Jessup, Maryland 20794 

410-799-1930 

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) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION ' 

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

410-799-1930 

PAGE 1 / OF 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 
purposes. v 

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

5. Earliest Year/Latest Year 
2016 to 

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the 
series.) 
Vehicle Accident or Damage Report - used to document a vehicle accident or damage. 

7. Record Series Formal(s) List all 

g| Letter Size •Microf i lm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

• Other (specify) 

8. Record Series Sequence 

• Alphabetical 

El Numerical 

• Chronological 

• Geographical 

• Other (specify) 

9. Volume 

Number 

El File Drawees) 

• Microfilm Reel(s) 
• Computer Tape(s) 

• Other (specify) 

10. Annual Accumulation 

Number 

El File Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s) 

• Other (spedfy)__ 

11. R e is Used 

• Daily • W e e k l y • M o n t h l y El Annually 

12. R e Becomes Inactive After 

Number • Month(s) El Year(s) 

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

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

El Yes • No 
Risk Management 

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

• Yes El No 
16. Audit Requirements 

El None • State • Federal • Independent 

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

• Yes El No 
18. Recommended Retention 

Life of vehicle 

19. Name and Title of Preparer 
Sue Wilson 

20. Telephone Number 21. Date 
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.O. Box 275 
Jessup, Maryland 20794 

410-799-1930 

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) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

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

410-799-1930 

lib 
PAGE Jl* OF 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 
purposes. 
4. Record Series Title 
County Forms/Files Pertaining to property/Equipment/Vehicles 

5. Earliest Year/Latest Year 
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.) 
Towing Form - used when a civilian vehicle is towed 

7. Record Series Format(s) List all 

El Letter Size • Microfilm 

• Legal Size Q Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

• Other/specify) 

8. Record Series Sequence 

• Alphabetical 

El Numerical 

• Chronological 

• Geographical 

• Other (specify) 

9. Volume 
28 

Number 

El File Drawees) 
• Microfilm Reel(s) 
• Computer Tape(s) 
• Other (specify) 

7. Record Series Format(s) List all 

El Letter Size • Microfilm 

• Legal Size Q Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

• Other/specify) 

8. Record Series Sequence 

• Alphabetical 

El Numerical 

• Chronological 

• Geographical 

• Other (specify) 
10. Annual Accumulation 

. Number 

El File Drawees) 

• Microfilm Reel(s) 
• Computer Tape(s) 
• Other (soeciiy) 

11. File is Used 

• Dairy • W e e k l y • Monthly El Annually 

12. File Becomes Inactive After 
5 ( 

Number • Month's) HYear(s) 

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

Circuit Courthouse, Operations Division 

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

• Yes El No 

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

• Yes El No 

16. Audit Requirements 

El None • State • Federal • Independent 

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

• Yes El No 

r I 

18. Recommended Retention 

5 years 

19. Name and Title of Preparer 
Sue Wilson 

20. Telephone Number 
410-222-1571 

21. Date 
6/14/16 

OGS 550-4 (Rev. 1/93) 



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

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

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

410-799-1930 

AGENCY RECORDS INVENTORY 

PAGE jT OF . 

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

5. Earliest Year/Latest Year 
2016 to 2026 

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

series.) 
Weapon Inventory - used to inventory weapons belonging to the Sheriffs Office 

7. Record Series Format(s) List all 

El Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape fj Floppy Disk 

• Bound Book - • Video Tape 

• Olher (specify) 

8. Record Series Sequence 

• Alphabetical 

El Numerical 

• Chronological 

• Geographical 

• Other (specify) 

9. Volume 
29 

Number 

El File Drawees) 
• Microfilm Reel(s) 
• Computer Tape(s) 
• Other (specify)_ 

r 

10. Annual Accumulation 

Number 

El File Drawer(s) 
• Microfilm Reel(s) 
• Computer Tape(s) 
• Other (specify) 

11. File is Used 

• Daily • Weekly • Monthly g|Anually 

12. File Becomes Inactive After 
10 

Number •Month(s) E|Year(s) 

13. Current Location(s) (Bldg., Floor, Room) 
Circuit Courthouse, Fleet Maintenance 

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

• Yes El No 

15. Access Restrictions (If Yes, cite Law(s) & Regulations) 
• Yes El No 

16. Audit Requirements 

El None • State • Federal • Independent 

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

• Yes El No 
18. Recommended Retention 

10 years 

19. Name and Title of Preparer 
Sue Wilson 

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

DGS 550-» (Rev. 1/93) 



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

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

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

410-799-1930 

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) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

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

410-799-1930 

PAGE y 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 
County Forms/Files Pertaining to property/Equipment/Vehicles ' 

5. Earliest Year/Latest Year 
2016 to 2026 

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

series.) 
Weapon Malfunction report - used to report all weapon malfunctions and corrective action taken. 

J 

7. Record Series Format(s) List ell 

El Letter Size • Microfilm 

• Legal Size fj Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

f_] Other (specify) 

8. Record Series Sequence 

• Alphabetical 

El Numerical 

• Chronological 

• Geographical 

• Other (specify) 

i 

9. Volume 
30 

Number 

El File Orawer(s) 
• Microfilm Reel(s) 
• Computer Tape(s) 
|~| Other fsnedfy) 

7. Record Series Format(s) List ell 

El Letter Size • Microfilm 

• Legal Size fj Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

f_] Other (specify) 

8. Record Series Sequence 

• Alphabetical 

El Numerical 

• Chronological 

• Geographical 

• Other (specify) 

i 

10. Annual Accumulation 

Number 

El R e Drawer's) 

• Microfilm Reel(s) 
• Computer Tape(s) 
• Other (specify) 

11. File is Used 

• Daily • W e e k l y • Monthly g|AnuaIty 

12. R e Becomes Inactive After 
10 

Number •Month(s) tj3 Year's) 

13. Current Location(s) (Bldg., Floor, Room) 
Circuit Courthouse, Fleet Coordinator/Training Coordinator 

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

• Yes El No 

15. Access Restrictions (If Yes, cite Law(s) & Regulation's) 
• Yes H No 

16. Audit Requirements 

El None • State • Federal • Independent 

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

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 550-4 (Rev. 1/93) 



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

" DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

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

410-799-1930 

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) 

" DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

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

410-799-1930 

t 

3 / 
PAGE Jf OF 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 
purposes. 
4. Record Series Title 
County Forms/Files Pertaining to property/Equipment/Vehicles 

5. Earliest Year/Latest Year 
2016 to 2026 

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

series.) • 
Portable Radio Signout Sheet - used to identify portable radios that are signed out by employees 

7. Record Series Fomiat(s) List all 

El Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

• Other (specify) 

8. Record Series Sequence 

• Alphabetical 

El Numerical 

• Chronological 

• Geographical 

• Other (specify) 

9. Volume 
31 

Number 

El File Drawerfs) 
• Microfilm Reel(s) 
• Computer Tape(s) 
• Other (soedfy) 

7. Record Series Fomiat(s) List all 

El Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

• Other (specify) 

8. Record Series Sequence 

• Alphabetical 

El Numerical 

• Chronological 

• Geographical 

• Other (specify) 
10. Annual Accumulation 

Number 

El File Drawees) 

• Microfilm Reel(s) 
• Computer Tape(s) 
f l Other fsnerifvi 

11. File is Used 

• Daily • W e e k l y • Monthly |g|Anualry 

' 12. File Becomes Inactive After 
10 

Number •Month(s) E|Year(s) 

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

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

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

16. Audit Requirements 

El None • State • Federal • Independent 

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

1 

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. 1/93) 



1 

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

DEPARTMENT OF GENERAL SERVICES " 
RECORDS MANAGEMENT DIVISION 

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

410-799-1930 

AGENCY RECORDS INVENTORY 1 

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

DEPARTMENT OF GENERAL SERVICES " 
RECORDS MANAGEMENT DIVISION 

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

410-799-1930 

PAGE Jf 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 
County Forms/Files Pertaining to property/Equipment/Vehicles 

5. Earliest Year/Latest Year 
2016 to 2026 

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

series.) 
Ammunition Inventory - used to inventory ammunition 

7. Record Series Format(s) List all 

El Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • F l o p p y Disk 

• Bound Book • Video Tape 

• Other (specify) 

6. Record Series Sequence 

• Alphabetical 

El Numerical 

• Chronological 

• Geographical 

• Other (specify) 

9. Volume 

Number 

El File Drawer(s) 

• Microfilm Reel(s) 
• Computer Tape(s) 
• Other (specify) 

7. Record Series Format(s) List all 

El Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • F l o p p y Disk 

• Bound Book • Video Tape 

• Other (specify) 

6. Record Series Sequence 

• Alphabetical 

El Numerical 

• Chronological 

• Geographical 

• Other (specify) 
10. Annual Accumulation 

Number 

El File Drawees) 

• Microfilm Reel(s) 
• Computer Tape(s) . 
f~| Other IsneciM 

11. File is Used 

• Daily • Weekly • M o n t h l y ElAnually 

12. File Becomes Inactive After 

10 

Number • Month(s) El Year(s) 

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

Circuit Courthouse, Training Coordinator 

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

' • Yes El No 

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

• Yes El No v 

16. Audit Requirements 

El None • State • Federal • Independent 

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

• Yes El No 
18. Recommended Retention. 

10 years 

19. Name and Title of Preparer 
Sue Wilson . 

20. Telephone Number 
. 410-222-1571 

21. Date 
6714/16 

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.O. Box 275 
Jessup, Maryland 20794 

410-799-1930 

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) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

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

410-799-1930 

PAGE OF 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 
purposes. 
4. Record Series Title 

Civil Process forms/files 

5. Earliest Year/Latest Year 
2016 to 2036 

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

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

7. Record Series Format(s) List all 

El Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book Q Video Tape 

• Other (specify! 

8. Record Series Sequence 

• Alphabetical 

El Numerical 

• Chronological 

• Geographical 

9. Volume 
33 

Number 

El File Drawees) 
• Microfilm Reel(s) < 
• Computer Tape(s) 
• Other (specify) 

7. Record Series Format(s) List all 

El Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book Q Video Tape 

• Other (specify! • Other (specify) 
10. Annual Accumulation 

Number 

El File Drawees) 

• Microfilm Reel(s) 
• Computer Tape(s) 
n Other (specify) 

11. File is Used 

• Daily • W e e k l y • Monthly ElAnually 

12. File Becomes Inactive After 
20 

Number •Month(s) El Year's) 

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

Circuit Courthouse, Operations Bureau • 

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

• Yes El No 

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

• Yes H No 

16. Audit Requirements 

El None • State • Federal • Independent 

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

• Yes. El No 
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 5HM (Rev. 1(93) 



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

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

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

410-799-1930 

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) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

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

410-799-1930 

P 
PAGE OF 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 
purposes. 
4. Record Series Title 
Civil Process forms/files 

5. Earliest Year/Latest Year 
2016 to 2036 

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

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

7. Record Series Format(s) List all 

El Letter Size Q Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

f j Other (specify) 

8. Record Series Sequence 

• Alphabetical 

El Numerical 

• Chronological 

• Geographical 

• other (specify) 

9. Volume 
34 

Number 

El File Drawer's) 

• Microfilm Reel(s) 
• Computer Tape(s) 
f~| Other (specify) 

7. Record Series Format(s) List all 

El Letter Size Q Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

f j Other (specify) 

8. Record Series Sequence 

• Alphabetical 

El Numerical 

• Chronological 

• Geographical 

• other (specify) 
10. Annual Accumulation 

Number 

El R e Drawer(s) 

• Microfilm Reel(s) 
• Computer Tape(s) 
• Other (specify) 

11. File is Used 

• Daily • W e e k l y • Monthly ElAnually 

12. R e Becomes Inactive After 

Number • Monthfs) E|Year(s) 

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

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

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 
• Yes E| No 

16. Audit Requirements 

El None • State • Federal • Independent 

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

• Yes El No 
18. Recommended Retention 

20 years 

19. Name and Title of Preparer 
Sue Wilson 

20. Telephone Number 
410-222-1571 

21. Date 
6/14/16 

OGS 550-4 (Rev. 1/93) 



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

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

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

410-793-1930 

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) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

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

410-793-1930 

PAGE < OF 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 

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

Civil Process forms/files 2016 to 2036 

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

series.) 
Sheriffs Sale Notice - a note to the public regarding the offer for sale of property seized by the SO 

7. Record Series Format(s) List all 

El Letter Size • Microfilm 

• Legal Size O Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

• Other (specify) 

8. Record Series Sequence 

• Alphabetical 

El Numerical 

• Chronological 

• Geographical 

• Other (specify) 

9. Volume 
35 

Number 

El File Drawees) 
• Microfilm Reel(s) 
• Computer Tape(s) 
• Other (specify)_ _ 

10. Annual Accumulation 

Number 

El File Drawees) 
• Microfilm Reel(s) 
• Computer Tape(s) 
• Other (spedfy)__ 

11. File is Used 

• Daily • Weekly • Monthly g| Anually 

12. File Becomes Inactive After 

Number • Month's) E|Year(s) 

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

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

• Yes El No 

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

• Yes El No 

16. Audit Requirements 

El None • State • Federal • Independent 

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

• Yes El No 
18. Recommended Retention 

20 years 

19. Name and Title of Preparer 

Sue Wilson 

20. Telephone Number 21. Date 
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.O. Box 275 
Jessup, Maryland 20794 

410-799-1930 

AGENCY RECORDS INVENTORY 

36 
PAGE J OF 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 
purposes. 
4. Record Series Title 
Civil Process forms/files 

5. Earliest Year/Latest Year 

2016 to 2036_ 

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

series.) 
Sheriffs Sale Letter #1 thru #9 - procedure for Sheriffs Sale 

7. Record Series Format(s) List all 

El Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

• Other (specify) 

8. Record Series Sequence 

• Alphabetical 

£3 Numerical 

• Chronological 

• Geographical 

• Other (specify) 

9. Volume 
36 

Number 

B File Drawees) 
• Microfilm Reel(s) 

• Computer Tape(s) 
• Other (specify) 

10. Annual Accumulation 

Number 

FJ3 File Drawees) 

• Microfilm Reel(s) 

• Computer Tape(s) 
Q Other (specify) 

11. R e is Used 

• Daily • Weekly • Monthly BjAnually 

12. File Becomes Inactive After 

Number •Monlh(s) H Year's) 

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

Circuit Courthouse, Operations Bureau 

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

• Yes BJ No 

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

• Yes H No 

16. Audit Requirements 

None • State • Federal • Independent 

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

• Yes PJ No 
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 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 5S0-1) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

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

' 410-799-1930 

AGENCY RECORDS INVENTORY Instructions -Type or Print a separate form for 
each new or revised record series. Forward 
with Records Retention Schedule (DGS 5S0-1) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

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

' 410-799-1930 

PAGE a/ OF 1 

1. Department/Agency 

Sheriffs Office 

2. Division 3. Unit 

purposes. 
4. Record Series Title 
Civil Process forms/files 

5. Earliest Year/Latest Year 

_2016 to 2036_ 

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

series.) 
Report of Real Property Disbursement - Report to Judge of the Circuit Ct. regarding the sale of goods and property. 

7. Record Series Format(s) List ail 

El Letter Size Q Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

• Other (specify) 

8. Record Series Sequence 

• Alphabetical 

El Numerical 

• Chronological 

• Geographical 

• Other (specify) 

9. Volume 
37 

Number 

El File Drawees) 

• Microfilm Reel(s) 

• Computer Tape(s) 

Q Other (speoify)_ _ 

10. Annual Accumulation 

Number 

El File Drawer's) 

• Microfilm Reel(s) 

• Computer Tape(s) 

• Other (specrfy)__ 

11. File is Used 

• Daily •Weekly •Monthly ElAnually 

12. R e Becomes Inactive After 

Number • Month(s) El Year(s) 

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

Circuit Courthouse, Operations Bureau 

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

• Yes El No 

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

• Yes El No 

16. Audit Requirements 

El None • State • Federal • Independent 

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

• Yes El No 
18. Recommended Retention 

20 years 

19. Name and Title of Preparer 
Sue Wilson 1 

20. Telephone Number 21. Date 
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.O. Box 275 
Jessup, Maryland 20794 

410-799-1930 

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) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

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

410-799-1930 

PAGE *" 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 
Civil Process forms/files 

5. Earliest Year/Latest Year 
2016 to 2036 

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

series.) 
Sheriffs Sale Letter Report of Distribution of proceeds - Report of the SO to the Judge re: sale of goods and property. 

7. Record Series Format(s) List all 

E| Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

• Other (specify) 

8. Record Series Sequence 

• Alphabetical 

El Numerical 

• Chronological 

• Geographical 

• Other (specify) 

9. Volume 
38 

Number 

El File Drawer's) 

• Microfilm Reel(s) 
• Computer Tape(s) 
• Other (specify) 

7. Record Series Format(s) List all 

E| Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

• Other (specify) 

8. Record Series Sequence 

• Alphabetical 

El Numerical 

• Chronological 

• Geographical 

• Other (specify) 
10. Annual Accumulation 

Number 

El File Drawer's) 

• Microfilm Reel(s) 
• Computer Tape(s) 
• Other (soecrfv) 

11. File is Used 

• Daily • Weekly • M o n t h l y El Annually 

12. Hie Becomes Inactive After 
20 

Number • Month(s) El Yearfs) 

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

Circuit Courthouse, Operations Bureau 

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

• Yes El No 

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

• Yes El N o 

16. Audit Requirements 

El None • State • Federal • Independent 

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

• Yes El No 
18. Recommended Retention 

20 years j 

19. Name and Title of Preparer 
Sue Wilson 

20. Telephone Number 
410-222-1571 

21. Date 
6/14/16' 

I 
i 

DGS 550-4 (Rev. 1/93) I 



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

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

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

410-799-1930 

PAGE ^ 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 
Civil Process forms/files 

5. Earliest Year/Latest Year 
2016 to 2036 

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

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

7. Record Series Format(s) List all S. Record Series Sequence 9. Volume 
39 

El Letter Size •Microf i lm • Alphabetical Number 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

• 

El Numerical 

• Chronological 

• Geographical 

El File Drawerfs) 
• Microfilm Reel(s) 
• Computer Tape(s) 
|~| Other (snedfy) 

• Other (specify} • Other (specify) 
10. Annual Accumulation 

Number 

i 
El File Drawerfs) 
• Microfilm Reel(s) 
• Computer Tape(s) 
|~| Other (soecHy) 

1 1 . File is Used 

• Daily • Weekly • Monthly El Annually 

12. File Becomes Inactive After 
2 0 

Number •Monlh(s) E|Year(s) 

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

Circuit Courthouse, Operations Bureau 

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

• Yes El No 

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

• Yes El No 

16. Audit Requirements 

El None • S t a t e • F e d e r a l •independent 

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

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 550-4 (Rev. 1/93) 



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

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

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

410-799-1930 

AGENCY RECORDS INVENTORY 

9 
PAGE JC 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 
Civil Process forms/files 

5. Earliest Year/Latest Year 
2016 to 2036 

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

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

7. Record Series Format(s) List all 

El Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

• Other (specify) 

8. Record Series Sequence 

• Alphabetical 

El Numerical 

• Chronological 

• Geographical 

• Other (specify) 

9. Volume 
40 

Number 

El File Drawees) 

• Microfilm Reel(s) 
• Computer Tape(s) 

• Other (specify)_ _ 

10. Annual Accumulation 

Number 

El File Drawer(s) 

• Microfilm Reel(s) 
• Computer Tape(s) 

• Other (specify)__ 

11. File is Used 

• Daily • W e e k l y • Monthly El Annually 

12. File Becomes Inactive After 

Number • Month(s) El Year(s) 

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

Circuit Courthouse, Operations Bureau 

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

• Yes El No 

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

• Yes El No 

16. Audit Requirements 

El None • State • Federal • Independent 

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

• Yes El No 
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 550-4 (Rev. 1/93) 

/ 



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

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

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

410-799-1930 

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) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

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

410-799-1930 

PAGE 1 OF 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 
purposes. 
4. Record Series Title 
Civil Process forms/files 

5. Earliest Year/Latest Year 
2016 to 2036 

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the 
series.) 
Cash/Check transmittal deposits - used to record and account for cash/checks forwarded to AACo. 

7. Record Series Format(s) List all 

El Letter Size • Microfilm 

l~l Legal Size • Computer Tape 

• Audio Tape fj Floppy Disk 

• Bound Book • Video Tape 

n Other (specify) 

8. Record Series Sequence 

• Alphabetical 

El Numerical 

• Chronological 

• Geographical -

• Other (specify) 

9. Volume 
41 

Number 

El File Drawees) 

• Microfilm Reel(s) 
• Computer Tape(s) 
PI Other (snedfy) 

7. Record Series Format(s) List all 

El Letter Size • Microfilm 

l~l Legal Size • Computer Tape 

• Audio Tape fj Floppy Disk 

• Bound Book • Video Tape 

n Other (specify) 

8. Record Series Sequence 

• Alphabetical 

El Numerical 

• Chronological 

• Geographical -

• Other (specify) 
10. Annual Accumulation 

Number 

El File Drawees) 

• Microfilm Reel(s) 
• Computer Tape(s) 
[~] Other fsnecifvl 

11. File is Used 

• Daily • W e e k l y • M o n t h l y El Annually 

12. File Becomes Inactive After 

—20—— 
Number • Month(s) El Yearts) 

13. Current Locatlon(s) (Bldg., Floor, Room) 
Circuit Courthouse, Operations Bureau 

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

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

• Yes E| No 

16. Audit Requirements 

El None • State • Federal • Independent 

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

• Yes El No 
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 550-4 (Rev. 1/93) 



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

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

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

410-799-1930 

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) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

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

410-799-1930 

PAGE } / OF 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 
purposes. 
4. Record Series Title 
Civil Process forms/files 

5. Earliest Year/Latest Year 
2016 to 2036 

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the 
series.) 
Hold Harmless Agreement Reference Form - used to document a Plaintiff holding the SO harmless in liability procedures. 

7. Record Series Format(s) List all 

E| Letter Size • Microfilm 

• Legal Size • Computer Tape 

f j Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

• Other isneriftrt 

8. Record Series Sequence 

• Alphabetical 

El Numerical 

• Chronological 

• Geographical 

• Other (specify) 

9. Volume 

Number 

El File Drawer(s) 

• Microfilm Reel(s) 
• Computer Tape(s) 
|~| Other fsnecify) 

7. Record Series Format(s) List all 

E| Letter Size • Microfilm 

• Legal Size • Computer Tape 

f j Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

• Other isneriftrt 

8. Record Series Sequence 

• Alphabetical 

El Numerical 

• Chronological 

• Geographical 

• Other (specify) 
10. Annual Accumulation 

Number 

El File Drawer(s) 

• Microfilm Reel(s) 
• Computer Tape(s) 
|~| Other (specify) 

11. File is Used 

• Daily • Weekly • Monthly El Annually 

12. File Becomes Inactive After 
20 

Number "•Month(s) E|Year(s) 

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

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

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

16. Audit Requirements 

El None • S t a t e • F e d e r a l •independent 

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

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 550-1 (Rev. 1/93) 



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

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

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

410-799-1930 

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) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

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

410-799-1930 

PAGE A 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 

Civil Process forms/files 

5. Earliest Year/Latest Year 
_2016 to 2017_ 

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the 
series.) 
Operations Bureau Supervision Activity Log — used to document daily activities by OPS teams. 

7. Record Series Formal(s) List all 

El Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

Q Bound Book • Video Tape 

• Other (specify) 

8. Record Series Sequence 

• Alphabetical 

E) Numerical 

• Chronological 

• Geographical 

• Other (specify) 

9. Volume 
43 

Number 

E| File Drawees) 
• Microfilm Reel(s) 
• Computer Tapefs) 
• Other (specHy)_ _ 

10. Annual Accumulation 

Number 

El File Drawer's) 
• Microfilm Reel(s) 
• Computer Tapefs) 
• Other (specify) 

11. File is Used 

El Daily • Weekly • M o n t h l y •Annually 

12. File Becomes Inactive After 
1 

Number • Month(s) . E|Year(s) 

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

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

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

16. Audit Requirements 

El None • State • Federal • Independent 

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

18. Recommended Retention 

1 year 

19. Name and Title of Preparer 
Sue Wilson 

20. Telephone Number 21. Date 
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.O. Box 275 
Jessup, Maryland 20794 

410-799-1930 

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) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

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

410-799-1930 

H3 
PAGE y or i 

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 
purposes. 
4. Record Series Title 
Civil Process forms/files 

5. Earliest Year/Latest Year 

_2016 to 2036_ 

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the 
series.) 
Fee for Service Letter - used to request payment for serving Civil Process papers. 

7. Record Series Format(s) List all 

El Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book f j Video Tape 

• Other (specify) 

8. Record Series Sequence 

• Alphabetical 

El Numerical 

• Chronological 

• Geographical 

Q Other (specify) 

9. Volume 

Number 

El File Drawees) 

• Microfilm Reel(s) 

• Computer Tape(s) 

• Other (specrfy)__ 

10. Annual Accumulation 

Number 

El File Drawees) 

• Microfilm Reel(s) 

• Computer Tape(s) 

• Other (specify) 

11. File is Used 

El Daily • Weekly • Monthly •Annually 

12. File Becomes Inactive After 

Number •Month(s) E|Year(s) 

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

Circuit Courthouse, Operations Bureau 

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

• Yes El No 

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

• Yes El No 

16. Audit Requirements 

. El None • State • Federal • Independent 

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

• Yes El No 
18. Recommended Retention 

20 years 

19. Name and Title of Preparer 
Sue Wilson 

20. Telephone Number 21. Date 
410-222-1571 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 
Jessup, Maryland 20794 

AGENCY RECORDS INVENTORY 

HH 
PAGE X 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 
Civil Process forms/files 

5. Earliest Year/Latest Year 
2016 to 2036 

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

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

7. Record Series Foimat(s) List all 

El Letter Size •Microf i lm 

• Legal Size • Computer Tape 

• Audio Tape • F l o p p y Disk 

• Bound Book • V i d e o Tape 

• Other (specify) 

8. Record Series Sequence 

• Alphabetical 

El Numerical 

• Chronological 

• Geographical 

• Other (specify) 

9. Volume 
45 

Number 

El File Drawees) 
• Microfilm Reel(s) 
• Computer Tape(s) 
• Other (spedfy)_ _ 

10. Annual Accumulation 

Number 

El File Drawees) 
• Microfilm Reel(s) 
• Computer Tape(s) 
• Other (spec i fy )_ 

11. R e is Used 

El Daily • W e e k l y • Monthly •Annually 

12. File Becomes Inactive After 
20 

Number •Month(s) E|Year(s) 

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

Circuit Courthouse, Operations Bureau 

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

• Yes El No 

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

• Yes El No 

16. Audit Requirements 

El None • State • Federal • Independent 

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

• Yes El No 
18. Recommended Retention 

20 years 

19. Name and Title of Preparer 

Sue Wilson 

20. Telephone Number 21. Date 
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.O. Box 275 
Jessup, Maryland 20794 

410-799-1930 

' 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) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

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

410-799-1930 

PAGE OF 1 

1. Department/Agency 
Sheriffs Office 

2. Division 3. Unit 

purposes. 
4. Record Series Title 
Civil Process forms/files 

5. Earliest Year/Latest Year 

_2016 to 2036_ 

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

series.) 
Notice of Vehicle Levy - used to post notification that a vehicle is in the custody of the SO by Writ of Execution. 

7. Record Series Format(s) List all 

El Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

• Other (specify) 

8. Record Series Sequence 

• Alphabetical 

El Numerical 

• Chronological 

• Geographical 

• Other (specify) 

9. Volume 
46 

Number 

El File Drawees) 
• Microfilm Reel's) 
• Computer Tape(s) 
• Other (specify)_ _ 

10. Annual Accumulation 

Number 

El File Drawees) 
• Microfilm Reel(s) 
• Computer Tape(s) 
• Other (spedfy)__ 

11. File is Used 

El Daily • Weekly • Monthly •Annually 

12. File Becomes Inactive After 
20 

Number •Month(s) E|Year(s) 

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

Circuit Courthouse. Operations Bureau 

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

• Yes El No 

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

• Yes El No 

16. Audit Requirements 

El None • State • Federal • Independent . 

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

18. Recommended Retention 

20 years 

19. Name and Title of Preparer 
Sue Wilson 

20. Telephone Number. 21. Date 
410-222-1571 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 
Jessup, Maryland 20794 

410-799-1930 

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) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

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

410-799-1930 

PAGE ~f 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 re 
purposes. 

ference as well as retention and disposition 

4. Record Series Title 
Civil Process forms/files 

5. Earliest Year/Latest Year 
2016 to 2036 

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

series.) 
Sheriffs Report to District Court/Distribution of Property - used to let the District Court know if monies were collected. 

7. Record Series Format(s) List all 

El Letter Size fj Microfilm 

• Legal Size O Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

• Other (specify) 

8. Record Series Sequence 

• Alphabetical 

El Numerical 

• Chronological 

• Geographical 

• Other (specify) 

9. Volume 
47 , 

Number 

El File Drawees) 
• Microfilm Reel(s) 
• Computer Tape(s) 
• Other (specify) 

7. Record Series Format(s) List all 

El Letter Size fj Microfilm 

• Legal Size O Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

• Other (specify) 

8. Record Series Sequence 

• Alphabetical 

El Numerical 

• Chronological 

• Geographical 

• Other (specify) 
10. Annual Accumulation 

Number 

El File Drawer(s) 

• Microfilm Reel(s) 
• Computer Tape(s) 
• Other (specify) 

11. File is Used 

El Daily • W e e k l y • Monthly •Annually 

12. File Becomes Inactive After 

Number •Month(s) E|Year(s) 

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

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

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

16. Audit Requirements 

El None • S t a t e • F e d e r a l •independent 

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

1 

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 550-4 (Rev. 1/93) 



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

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

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

410-799-1930 

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) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

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

410-799-1930 

V 
PAGE OF 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 re 
purposes. 

ference as well as retention and disposition 

4. Record Series Title 
Civil Process forms/files 

5. Earliest Year/Latest Year 
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.) 
Refund Request - Used to request a refund of percentage of Fee for Service to payee if paper is not served by the SO. 

7. Record Series Format(s) List all 

El Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk t 

• Bound Book • Video Tape 

• Other (specify) 

8. Record Series Sequence 

• Alphabetical 

El Numerical 

• Chronological 

• Geographical 

• Other (specify) 

9. Volume 
48 

Number 

El File Drawer(s) 
• Microfilm Reel(s) 
• Computer Tape(s) 
• Other (specify! 

7. Record Series Format(s) List all 

El Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk t 

• Bound Book • Video Tape 

• Other (specify) 

8. Record Series Sequence 

• Alphabetical 

El Numerical 

• Chronological 

• Geographical 

• Other (specify) 
10. Annual Accumulation 

Number 

El File Drawer(s) 

• Microfilm Reel(s) 
• Computer Tape(s) 
• Other (specify) 

11. R e is Used 

El Daily • W e e k l y • Monthly •Annually 

12. File Becomes Inactive After N 
5 

Number •Month(s) E|Year(s) 

13. Current Locations) (Bldg., Floor, Room) 
Circuit Courthouse, Operations Bureau 

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

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

18. Audit Requirements 

-El None • State • Federal • Independent 

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

18. Recommended Retention 

5 years 

19. Name and Title of Preparer 
Sue Wilson 

20. Telephone Number 
410-222-1571 

21. Date 
6/14/16 

OGS 550-4 (Rev. 1/93) 



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

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

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

410-789-1930 

AGENCY RECORDS INVENTORY 

PAGE y 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 

Civil Process forms/files 

5. Earliest Year/Latest Year 
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.) 
Operations Fund Reviewer Checklist - used to document cash funds and to record reconciliations. 

7. Record Series Format(s) List all 

El Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape Q Floppy Disk 

• Bound Book • Video Tape 

• Other (specify) 

8. Record Series Sequence 

• Alphabetical 

El Numerical 

• Chronological 

• Geographical 

• Other (specify) 

9. Volume 
49 

Number 

El File Drawees) 
• Microfilm Reel(s) 
• Computer Tape(s) 
• Other (specify) 

10. Annual Accumulation 

Number 

El File Drawer(s) 
• Microfilm Reel(s) 
• Computer Tape(s) 
• Other (spec i fy )_ 

11. File is Used 

El Daily • W e e k l y • Monthly •Annually 

12. File 

— 5 — 
Number 

Inactive After 

• Montfi(s) E|Yeai(s) 

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

Circuit Courthouse, Operations Bureau 

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

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

16. Audit Requirements 

El None • State • Federal • Independent 

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

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 550-4 (Rev. 1/93) 



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

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

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

410-799-1930 

i 

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) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

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

410-799-1930 

PAGE / OF 1 

1. Department/Agency 
Sheriffs Office 

2. Division 3. Unit 

purposes. 
4. Record Series Title 
Civil Process forms/files 

5. Earliest Year/Latest Year 

2016 to 2036_ 

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

series.) 
Sheriffs Deed - deed for property of a Sheriffs sale. 

7. Record Series Format(s) List all 

El Letter Size •Microf i lm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

• Other (specify) 

8. Record Series Sequence 

• Alphabetical 

El Numerical 

• Chronological 

• Geographical 

• Other (specify) 

9. Volume 
SO 

Number 

El File Drawees) 
• Microfilm Reel(s) 
• Computer Tape(s) 

• Other (spedfy)_ _ 

10. Annual Accumulation 

Number 

El File Drawer's) 

• Microfilm Reel(s) 

• Computer Tape(s) 

• Other (specify) 

11. File is Used 

El Daily • Weekly • Monthly •Annually 

12. File 
20 

Number 

Inactive After 

• Month(s) El hearts) 

13. Current Locations) (Bldg., Floor, Room) 
Circuit Courthouse, Operations Bureau 

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

• Yes El No 

15. Access Restrictions (If Yes, cite Law(s) & Regulations) 
• Yes El No 

16. Audit Requirements 

El None • State • Federal • Independent 

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

• Yes El No 
18. Recommended Retention 

20 years 

19. Name and Title of Preparer 
Sue Wilson 

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

OGS 550-4 (Rev. 1/93) 



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

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

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

410-789-1930 

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) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

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

410-789-1930 

so 
PAGE / OF 1 

1. Department/Agency 
Sheriffs Office 

2. Division 3. Unit 

purposes. 
4. Record Series Title 

Internal Affairs 

5. Earliest Year/Latest Year 

_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.) 
Complaint of Brutality; Notification of Complaint; Advertisement of Miranda Rights; Notification of Charge; Waiver of Law Enforcement Officers Bill of 
Rights and Acceptance of Punishment; Notification of Evidence/Document receipt form; Notification of Hearing; Witness Summons/Duces Tecum; 
Hearing Board Procedure; Record of Disciplinary Action; Confidentiality Agreement; Notification of Rights-Waiver of Rights; Summary Punishment 
Action (minor/major);Complaint Against Personnel Report; Recorded Interview Work Sheet; Sexual Harassment Complaint; Witness Statement/Victim 
Statement; Internal Investigation Summary & Conclusion. 
7. Record Series Formal(s) List all 

6JI Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

f~l Bound Book Q Video Tape 

• Other (specify) 

8. Record Series Sequence 

• Alphabetical 

B3 Numerical 

• Chronological 

l~l Geographical 

• Other (specify) 

9. Volume 

51 

Number 

El File Drawees) 

• Microfilm Reel(s) 

• Computer Tape(s) 

• Other (specify) 

10. Annual Accumulation 

Number 

El File Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s) 

• Other (specify)__ 

11. File is Used 

El Daily • Weekly • Monthly •Annually 

12. R e 

SO 

Number 

Inactive After 

• Month(s) E|Year(s) 

13. Current Locafjonfs) (Bldg., Floor, Room) 

Circuit Courthouse, Administration 

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

• Yes El No 

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

• Yes El No 

16. Audit Requirements 

El None • State • Federal • Independent 

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

• Yes El No-
18. Recommended Retention 

50 years 

19. Name and Title of Preparer 
Sue Wilson 

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

n e e c tcn A / D « . . m m 



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. 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 

PAGE 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 re 
purposes. 

Ference as well as retention and disposition 

4. Record Series Title 
Internal Affairs 

5. Earliest Year/Latest Year 
2016 to Infinite 

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

series.) 
Internal Affairs File Sign out Log Book - used to document where and when IA Files are removed from the file cabinet. 

7. Record Series Format(s) List all 

El Letter Size • Microfilm 

• Legal Size •Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

• Other (SDBCJfv) 

8. Record Series Sequence 

• Alphabetical 

E| Numerical 

• Chronological 

• Geographical 

• Other (specify) 

9. Volume 

52 
Number 

El File Drawer(s) 

• Microfilm Reel(s) 
• Computer Tape(s) 
• Other (specify) 

7. Record Series Format(s) List all 

El Letter Size • Microfilm 

• Legal Size •Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

• Other (SDBCJfv) 

8. Record Series Sequence 

• Alphabetical 

E| Numerical 

• Chronological 

• Geographical 

• Other (specify) 
10. Annual Accumulation 

Number 

El File Drawer's) 

• Microfilm Reel(s) 
• Computer Tape(s) 
• Other (specify) 

11. File is Used 

El Daily • W e e k l y • M o n t h l y • Annually 

t 

12. File Becomes Inactive After 
Infinite 

Number • Month(s) El Year(s) 

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

Circuit Courthouse, Administration 

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

• Yes El No 

1S. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 

• Yes El No 

16. Audit Requirements 

El None • State • Federal • Independent 

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

• Yes El No 
18. Recommended Retention 

Infinite 

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 
Jessup, Maryland 20794 

410-799-1930 

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) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

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

410-799-1930 

PARE ^ OF 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 
purposes. 
4. Record Series Title 
Security Bureau Forms/Files 

5. Earliest Year/Latest Year 
2016 to 2017 

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

series.) 
Facility Maintenance Work Order-form for maintenance/repair/purchase requests for the Judicial Center. 

7. Record Series Fomiat(s) List all 

El Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

f j ] Other (specify) 

8. Record Series Sequence 

• Alphabetical 

El Numerical 

• Chronological 

• Geographical 

• Other (specify) 

9. Volume 
53 

Number 

El File Drawer(s) 

• Microfilm Reel(s) 
• Computer Tape(s) 
• Other 'soetity) 

7. Record Series Fomiat(s) List all 

El Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

f j ] Other (specify) 

8. Record Series Sequence 

• Alphabetical 

El Numerical 

• Chronological 

• Geographical 

• Other (specify) 
10. Annual Accumulation 

Number 

El File Drawees) 

• Microfilm Reel(s) 

• Computer Tape(s) 

• Other (soecify) 

11. R e is Used 

El Daily • Weekly • M o n t h l y •Annually 

12. File Becomes Inactive After 1 

1 

Number •Month(s) E| Year's) 

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

Circuit Courthouse, Security Bureau 

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

• Yes El No 

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

• Yes El No 

16. Audit Requirements 

El None • State • Federal • Independent 

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

• Yes EJ No 
18. Recommended Retention 

1 Year 

19. Name and Title of Preparer 
Sue Wilson 

20. Telephone Number 
410-222-1571 

21. Date 
6/14/16 

IT-

OGS 550-4 (Rev. 1/93) 



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

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

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

410-799-1930 

AGENCY RECORDS INVENTORY 

PAGE S OF . 

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 
purposes. 
4. Record Series Title 
Security Bureau Forms/Files 

5. Earliest Year/Latest Year 
2016 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.) 
Daily Personnel Roster - Identifies daily assignments and duty hours of Security Bureau personnel. 

7. Record Series Format(s) List all 

El Letter Size • Microfilm 

Q Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

• Other (specify) 

8. Record Series Sequence 

• Alphabetical 

El Numerical 

• Chronological 

• Geographical 

• Other (specify) 

9. Volume • 
54 

Number 

El File Drawer(s) 

• Microfilm Reel(s) 
• Computer Tape(s) 

• Other (specify)_ _ 

10. Annual Accumulation 

Number 

El File Drawees) 
• Microfilm Reel(s) 
• Computer Tapefs) 
• Other (specify)__ 

11. File is Used 

El Daily • W e e k l y • M o n t h l y •Annually 

12. File Becomes Inactive After 
3 

Number •Monthts) El^earfs) 

13. Current Locationfs) (Bldg., Floor, Room) 

Circuit Courthouse, Security Bureau 

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

• Yes El No 

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

• Yes El No 

16. Audit Requirements 

El None • State • Federal • Independent 

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

• Yes El No 
18. Recommended Retention 

3 Years 

19. Name and Title of Preparer 
Sue Wilson 

20. Telephone Number 21. Date 
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.O. Box 275 
Jessup, Maryland 20794 

410-799-1930 

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) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

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

410-799-1930 

P 
PAGE <T OF 1 

1. Department/Agency 
Sheriff's Office 

2. Division 3. Unit 

purposes. 
4. Record Series Title 
Security Bureau Forms/Files 

5. Earliest Year/Latest Year 

_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.) 
Application for Circuit Courthouse ID Card - Application necessary to obtain an ID card to enter Courthouse. 

7. Record Series Format(s) List all 

El Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book f j video Tape 

• Other (specify) 

B. Record Series Sequence 

• Alphabetical 

El Numerical 

• Chronological 

• Geographical 

• Other (specify) 

9. Volume • 
55 

Number 

El File Drawer's) 

• Microfilm Reel(s) 
• Computer Tape(s) 

• Other (specify)_ _ 

10. Annual Accumulation 

Number 

El File Drawees) 

• Microfilm Reel(s) 

• Computer Tape(s) 

• Other (specify)__ 

11. R e is Used 

El Daily • W e e k l y • M o n t h l y •Annually 

12. File Becomes Inactive After 

50 

Number • Month(s) El Year(s) 

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

Circuit Courthouse, Security Bureau 

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

• Yes El No 

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

• Yes El No 

16. Audit Requirements 

El None • State • Federal • Independent 

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

• Yes El No 
18. Recommended Retention 

50 Years 

19. Name and Title of Preparer 
Sue Wilson 

20. Telephone Number 21. Date 
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.O. Box 275 
Jessup, Maryland 20794 

410-799-1930 

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) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

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

410-799-1930 

PAGE y OF 1 
i — — 

1. Department/Agency 
Sheriffs Office 

i 

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 
Security Bureau Forms/Files 

5. Earliest Year/Latest Year 
2016 to 2022 

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

series.) 
Inmate Log - used to document inmates arriving at Courthouse for judicial process. 

7. Record Series Format(s) List all 

El Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

• Othpr rspecHvl 

8. Record Series Sequence 

• Alphabetical 

El Numerical 

• Chronological 

• Geographical 

• Other (specify) 

9. Volume 
56 

Number 

El File Drawer(s) 
• Microfilm Reel(s) 
• Computer Tape(s) 
• Other (specify) 

7. Record Series Format(s) List all 

El Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

• Othpr rspecHvl 

8. Record Series Sequence 

• Alphabetical 

El Numerical 

• Chronological 

• Geographical 

• Other (specify) 
10. Annual Accumulation 

Number 

El File Drawees) 

• Microfilm Reel(s) 
• Computer Tape(s) 
n Other (specify) 

11. File is Used 

5J| Daily • Weekly • Monthly •Annually 

12. File Becomes Inactive After 
6 

Number •Month(s) g|Year(s) 

13. Current location(s) (Bldg., Floor, Room) 
Circuit Courthouse, Security Bureau 

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

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

• Yes ' El No 

16. Audit Requirements 

El None • S t a t e • F e d e r a l •independent 

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

18. Recommended Retention 

6 Years 

19. Name and Title of Preparer 
Sue Wilson' U 

20. Telephone Number 
410-222-1571 

21. Date 
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.O. Box 275 
Jessup, Maryland 20794 

. 410-799-1930 

AGENCY RECORDS INVENTORY 

PAGE i f OF i . 

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 
Security Bureau Forms/Files 

5. Earliest Year/Latest Year 
2016 to 2017 

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

series.) 
Vendor Sign In Log & Law Enforcement sign In Log - used to record identification of vendors/law enforcement officers visiting the Courthouse. 

7. Record Series Formats) List all -

IS) Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

• Other (specify) 

8. Record Series Sequence 

• Alphabetical 

El Numerical 

• Chronological 

• Geographical 

• Other (specify) 

9. Volume 
57 

Number 

El File Drawees) 
• Microfilm Reel(s) 
• Computer Tape(s) 
• Other (specify)_; 

1D. Annual Accumulation 

Number 

El File Drawees) 
• Microfilm Reel(s) 
• Computer Tape(s) 
• Other (specify) 

11. File is Used 

El Daily • W e e k l y • Monthly •Annually 

12. File Becomes Inactive After 

Number • Month(s) E|Year(s) 

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

Circuit Courthouse, Security Bureau 

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

• Yes El No 

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

• Yes El No 

16. Audit Requirements 

El None • State • Federal • Independent 

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

18. Recommended Retention 

1 Year 

19. Name and Title of Preparer 
Sue Wilson 

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

OGS 550-4 (Rev. 1/93) 



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

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

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

AGENCY RECORDS INVENTORY 

si 
PAGE y OF 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 
purposes. 
4. Record Series Title 
Security Bureau Forms/Files 

5. Earliest Year/Latest Year 
2016 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.) 
Circuit Court Daily Assignments - used to indicate Deputy/Judge courtroom assignments daily. 

7. Record Series Formats) List all 

El Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape Q Floppy Disk 

• Bound Book • Video Tape 

• Other (specify) 

8. Record Series Sequence 

• Alphabetical 

El Numerical 

• Chronological 

Q Geographical 

• Other (specify) 

9. Volume 
58 

Number 

'El File Drawer(s) 

• Microfilm Reel(s) 
• Computer Tape(s) 
• Other (specify) 

10. Annual Accumulation 

Number 

El File Drawees) 

• Microfilm Reel(s) 

• Computer Tape(s) 

• Other (specify)__ 

11. File is Used 

El Daily • W e e k l y • Monthly •Annually 

12. File Becomes Inactive After 
3 

Number •Month(s) EI Y e a r (s) 

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

Circuit Courthouse, Security Bureau 

14.1s Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

• Yes El No 

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

• Yes El No 

16. Audit Requirements 

El None • State • Federal • Independent 

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

• Yes El No 
18. Recommended Retention 

3 Years 

19. Name and Title of Preparer 
Sue Wilson 

20. Telephone Number 
410-222-1571 

21. Date 
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.O. Box 275 
Jessup, Maryland 20794 

410-799-1930 

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) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

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

410-799-1930 

si 
PAGE jf 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 
Security Bureau Forms/Files 

5. Earliest Year/Latest Year 
2016 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.) 
Property Envelope Form - used to document personal property of prisoners in custody. 

7. Record Series Format(s) List all 

El Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book f j video Tape 

• Other (specify) 

8. Record Series Sequence 

• Alphabetical 

El Numerical 

• Chronological 

• Geographical 

• Other (specify) 

9. Volume 
59 

Number 

S File Orawer(s) 
• Microfilm Reel(s) 

• Computer Tape(s) 
• Other /specify) 

7. Record Series Format(s) List all 

El Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book f j video Tape 

• Other (specify) 

8. Record Series Sequence 

• Alphabetical 

El Numerical 

• Chronological 

• Geographical 

• Other (specify) 
10. Annual Accumulation 

Number 

El File Drawerfs) 

• Microfilm Reel(s) 
• Computer Tape(s) 
r~| Other (specifv) 

11. File Is Used 

El Daily • W e e k l y • Monthly •Annually 

12. File Becomes Inactive After 

3 

Number • Month(s) El Yearfs) 

13. Current Locations) (Bldg., Floor, Room) 

Circuit Courthouse, Security Bureau 

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

• Yes El No 

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

• Yes El No 

16. Audit Requirements 

El None • State • Federal • Independent 

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

• Yes El No 
18. Recommended Retention 

3 Years 

19. Name and Title of Preparer 
Sue Wilson 

20. Telephone Number 
410-222-1571 

21. Date 
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.O. Box 275 
Jessup,'Maryland 20794 

410-799-1930 

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) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

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

410-799-1930 

PAGE • OF 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 
purposes. 
4. Record Series Title 
Security Bureau Forms/Files 

5. Earliest Year/Latest Year 
_2016 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.) 
Docket Records (Juvenile & Civil) - court statistics 

7. Record Series Format(s) List all 

Bl Letter Size •Microf i lm 

• Legal Size • Computer Tape 

• Audio Tape • F l o p p y Disk 

• Bound Book • V i d e o Tape ' 

• Other (specify) 

8. Record Series Sequence 

• Alphabetical 

El Numerical 

. • Chronological 

• Geographical 

• Other (specify) 

9. Volume 
60 

Number , 

El File Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape's) 

• Other (SDBdty) 

7. Record Series Format(s) List all 

Bl Letter Size •Microf i lm 

• Legal Size • Computer Tape 

• Audio Tape • F l o p p y Disk 

• Bound Book • V i d e o Tape ' 

• Other (specify) 

8. Record Series Sequence 

• Alphabetical 

El Numerical 

. • Chronological 

• Geographical 

• Other (specify) 

10. Annual Accumulation 

Number 

E| File Drawerts) 

• Microfilm Reel(s) 
• Computer Tape(s) 
f~| Other'snecifv) 

11. File is Used 

IS) Daily • W e e k l y • Monthly •Annually 

12. File Becomes Inactive After 

3 

Number • Month(s) HYearts) 

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

Circuit Courthouse, Security Bureau 

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

• Yes IS No 

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

• Yes IS No 

16. Audit Requirements 

El None • State • Federal • Independent 

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

• Yes IS No 
18. Recommended Retention 

3 Years 

19. Name and Title of Preparer 
Sue Wilson 

20. Telephone Number 
410-222-1571 

21. Date 
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.O. Box 275 
Jessup, Maryland 20794 

410-799-1930 

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) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

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

410-799-1930 

to 
• PAGE / 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 re 
purposes. 

ference as well as retention and disposition 

4. Record Series Title 
Security Bureau Forms/Files 

5. Earliest Year/Latest Year 
2016 to 2028 

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

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

7. Record Series Formats) List all 

El Letter Size Q Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

• Othpr (specify) 

8. Record Series Sequence 

• Alphabetical 

El Numerical 

• Chronological 

• Geographical 

• Other (specify) 

9. Volume 
61 

Number 

El File Drawerfs) 

• Microfilm Reel(s) 
• Computer Tape(s) 
• Other (specify) 

7. Record Series Formats) List all 

El Letter Size Q Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

• Othpr (specify) 

8. Record Series Sequence 

• Alphabetical 

El Numerical 

• Chronological 

• Geographical 

• Other (specify) 
10. Annual Accumulation 

Number 

El File Drawees) 

• Microfilm Reel(s) 
• Computer Tape(s) 
• Other (specify) 

11. File is Used 

El Daily • W e e k l y • Monthly •Annually 

12. File Becomes Inactive After 

Number • MontrXs) ElYearfs) 

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

Circuit Courthouse, Security Bureau 

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

• Yes El No 

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

• Yes El No 

16. Audit Requirements 

El None • State • Federal • Independent 

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

• Yes El No 
18. Recommended Retention 

12 Years 

19. Name and Title of Preparer 
Sue Wilson 

20. Telephone Number 
410-222-1571 

21. Date 
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.O. Box 275 
Jessup, Maryland 20794 

410-799-1930 

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) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

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

410-799-1930 

PAGE Jf" OF 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 
purposes. 
4. Record Series Title 
Security Bureau Forms/Files 

5. Earliest Year/Latest Year 
2016 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/Prisoner Commitment Records - Court statistics 

7. Record Series Format(s) List all 

El Letter Size •Microf i lm 

• Legal Size • Computer Tape 

• Audio Tape • F l o p p y Disk 

• Bound Book • Video Tape 

• Other (specify) 

B. Record Series Sequence i 

• Alphabetical 

El Numerical 

• Chronological 

• Geographical 

• other (specify) 

9. Volume 

Number 

El File Drawees) 

• Microfilm Reel(s) 
• Computer Tape(s) 
• Other (specify) • 

7. Record Series Format(s) List all 

El Letter Size •Microf i lm 

• Legal Size • Computer Tape 

• Audio Tape • F l o p p y Disk 

• Bound Book • Video Tape 

• Other (specify) 

B. Record Series Sequence i 

• Alphabetical 

El Numerical 

• Chronological 

• Geographical 

• other (specify) 
10. Annual Accumulation 

Number ' 

El File Drawees) 

• Microfilm Reel(s) 
• Computer Tapefs) 
• Other (specifv! 

11. R e is Used 

El Daily • W e e k l y • M o n t h l y •Annually 

12. File Becomes Inactive After 
3 

Number ' •Month(s) g| Yeans) 

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

Circuit Courthouse, Security Bureau / 

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

• Yes El No 

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

• Yes El No 

16. Audit Requirements 

El None • State • Federal • Independent 

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

• Yes El No 
18. Recommended Retention 

3 Years 

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 
Jessup, Maryland 20794 

410-799-1930 

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) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

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

410-799-1930 

PAGE jf OF 1 

1. Department/Agency 

Sheriffs Office 

2. Division 3. Unit 

purposes. 
4. Record Series Title 
Security Bureau Forms/Files 

5. Earliest Year/Latest Year 
_2016 to 2019". 

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

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

7. Record Series Format(s) List all 

El Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

• Other (specify) 

8. Record Series Sequence 

• Alphabetical 

El Numerical 

• Chronological 

• Geographical 

• other (specify) 

9. Volume 
63 

Number 

El File Drawees) 
• Microfilm Reel(s) 
• Computer Tape(s) 
• Other (specify) 

10. Annual Accumulation 

Number 

El File Drawees) 
• Microfilm Reel(s) 
• Computer Tape(s) 
• Other (specify)__ 

11. R e is Used 

El Daily • W e e k l y • M o n t h l y • Annually 

12. R e 
3 

Number 

Inactive After 

• Month(s) K|Year(s) 

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

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

• Yes El No 

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

• Yes El No 

16. Audit Requirements 

El None • State • Federal • Independent 

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

• Yes El No 
18. Recommended Retention 

3 Years 

19. Name and Title of Preparer 
Sue Wilson 

20. Telephone Number 21. Date 

410-222-1571 6/14/16 

OGS 5 5 0 4 (Rev. 1/93) 



Instructions-Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

AGENCY RECORDS INVENTORY 

b3 
PAGE A* 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 

Security Bureau Forms/Files 

5. Earliest Year/Latest Year 

_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.) 

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

of prisoners in the cells. 

7. Record Series Format(s) List all 

El Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book Q Video Tape 

• Other (specify) 

S. Record Series Sequence 

• Alphabetical 

El Numerical 

• Chronological 

• Geographical 

• Other (specify) 

9. Volume 
84 

Number 

El File Drawer(s) 

• Microfilm Reel(s) 
• Computer Tape(s) 
• Other (specify) 

10. Annual Accumulation 

Number 

El File Drawees) 
• Microfilm Reel(s) 

• Computer Tape(s) 
• Other (specify)__ 

11. File is Used 

El Daily • W e e k l y • Monthly •Annually 

12. File Becomes Inactive After 

— 5 — 
Number •Month's) ElYearfs) 

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

Circuit Courthouse, Security Bureau 

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

• Yes El No 

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

• Yes El No 

16. Audit Requirements 

El None • State • Federal • Independent 

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

• Yes El No 
18. Recommended Retention 

5 Years 

19. Name and Title of Preparer 

Sue Wilson 

20. Telephone Number 

410-222-1571 

21. Date 

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.O. Box 275 
Jessup, Maryland 20794 

410-799-1930 

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) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

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

410-799-1930 

PAGE y OF 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 
purposes. 
4. Record Series Title 
Security Bureau Forms/Files 

5. Earliest Year/Latest Year 
2016 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.) 
Judicial Threat Assessment - used when a Judge has been threatened. 

7. Record Series Format(s) List all 

El Letter Size •Microf i lm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

• Other (specify) 

8. Record Series Sequence 

• Alphabetical 
> 

El Numerical 

• Chronological 

• Geographical 

• other (specify) 

9. Volume 
65 

Number 

El File Drawer(s) 
• Microfilm Reel(s) 
• Computer Tape(s) 
• Other (specify) 

7. Record Series Format(s) List all 

El Letter Size •Microf i lm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

• Other (specify) 

8. Record Series Sequence 

• Alphabetical 
> 

El Numerical 

• Chronological 

• Geographical 

• other (specify) 
10. Annual Accumulation 

Number 

El File Drawees) 

• Microfilm Reel(s) 
• Computer Tape(s) 
n Other (snecifvl 

11. File is Used 

El Daily • W e e k l y • M o n t h l y •Annually 

12. File Becomes Inactive After 
3 

. Number •Month(s) E|Year(s) . 

13. Current LocatJonfs) (Bldg., Floor. Room) 
Circuit Courthouse, Security Bureau 

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

• Yes El No 

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

• Yes El N° 

1 

16. Audit Requirements 

El None • State • Federal • Independent 

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

18. Recommended Retention 

3 Years 

19. Name and Title of Preparer 
Sue Wilson 

20. Telephone Number 
410-222-1571 

21. Date 
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.O. Box 275 
Jessup, Maryland 20794 

410-799-1930 

AGENCY RECORDS INVENTORY 

PAGE • OF 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 
purposes. 
4. Record Series Title 
Warrant Forms/Files 

5. Earliest Year/Latest Year 
2016 to 

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

series.) 
Warrant Files - Paper copies of unserved Warrants issued for the arrest of named persons. 

7. Record Series Format's) List all 

El Letter Size • Microfilm 

• Legal Size • Computer Tape 

Q Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

• Other (specify) 

8. Record Series Sequence 

• Alphabetical v 

El Numerical 

• Chronological 

• Geographical 

• Other (specify) 

9. Volume 
66 

Number 

El File Drawer's) 
• Microfilm Reel(s) 
• Computer Tape(s) 
• Other (specify)_ _ 

10. Annual Accumulation 

Number 

El File Drawees) 
• Microfilm Reel(s) 
• Computer Tape(s) 
• Other (spedfy)__ 

11. File is Used 

El Daily • Weekly • Monthly • Annually 

12. File Becomes Inactive After 

Number •Month(s) E|Year(s) 

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

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

IS. Access Restrictions (If Yes, cite Law(s) & Regulations) 
• Yes El No 

16. Audit Requirements 

El None • State Q Federal • Independent 

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

• Yes El No 
18. Recommended Retention 

Until served 

19. Name and Title of Preparer 
Sue Wilson 

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

DGS 5S0-4 (Rev. 1/93) 



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

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

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

410-799-1930 

AGENCY RECORDS INVENTORY 

PAGE y 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 
Warrant Forms/Files 

5. Earliest Year/Latest Year 
2016 to 

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

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

7. Record Series Format(s) List all 

El Letter Size • Microfilm 

• Legal Size Q Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book Q Video Tape 

• Other (specify) 

S. Record Series Sequence 

• Alphabetical 

El Numerical 

• Chronological 

• Geographical 

• Other (specify) 

9. Volume 
67 

Number 

E| File Drawees) 
• Microfilm Reel(s) 
• Computer Tape(s) 
• Other (speoify)_ _ 

10. Annual Accumulation 

Number 

El File Drawer(s) 
• Microfilm Reel(s) 
• Computer Tape(s) 
• Other (specify) 

11. File is Used 

El Daily • Weekly • Monthly • Annually 

12. File Becomes Inactive After 

Number • Month's) g]Year(s) 

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

14.1s Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 
• Yes El No 

15. Access Restrictions (If Yes, cite Law(s) & Regulation's) 
• Yes . El No 

16. Audit Requirements 

El None • State • Federal • Independent 

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

18. Recommended Retention 

Until served 

19. Name and Title of Preparer 
Sue Wilson 

20. Telephone Number 

410-222-1571 

21. Date 
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.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

1 

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) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

n 
PAGE Jf O F 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 
purposes. 
4. Record Series Title 

Warrant Forms/Files 

5. Earliest Year/Latest Year 

2016 to 

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

series.) 

Consent to Search premises 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 

ordered search warrant. 
7. Record Series Format(s) Ust all 

El Letter Size • Microfilm 

• Legal Size • Computer Tepe 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

• Other (specify! 

8. Record Series Sequence 

• Alphabetical ) 

El Numerical 

• Chronological 

• Geographical 

• other (specify) 

9. Volume 
6 8 

Number 

El File Drawees) 
• Microfilm Reel(s) 
• Computer Tape(s) 
• Other (snecify) 

7 . Record Series Format(s) Ust all 

El Letter Size • Microfilm 

• Legal Size • Computer Tepe 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

• Other (specify! 

8. Record Series Sequence 

• Alphabetical ) 

El Numerical 

• Chronological 

• Geographical 

• other (specify) 
10. Annual Accumulation 

Number 

El File Drawees) 

• Microfilm Reel(s) 
• Computer Tape(s) 
• Other (specify) 

1 1 . File is Used 

El Daily • W e e k l y • Monthly •Annually 

12. Re Becomes Inactive After 

Number •Month(s) ElYearfs) 

13. Current Location(s) (Bldg., ROOT, Room) 
Circuit Courthouse, Security Bureau 

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

• Yes El No 1 

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

• Yes El No 

16. Audit Requirements 
• 

El None • State • Federal • Independent 

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

18. Recommended Retention 

Until served 

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 
Jessup, Maryland 20794 

AGENCY RECORDS INVENTORY 

PAGE jf OF 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 
purposes. 
4. Record Series Title 
Warrant Forms/Files 

5. Earliest Year/Latest Year 
2016 to 

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

series.) 
Suspect Profile - used to document all pertinent identification factors regarding a suspect. 

7. Record Series Format(s) List all 

El Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

fj Bound Book • Video Tape 

f~) Other (specify) 

B. Record Series Sequence 

• Alphabetical 

El Numerical 

fj Chronological 

• Geographical 

• Other (specify) 

9. Volume 

Number 

El File Drawerfs) 
• Microfilm Reel(s) 
• Computer Tape(s) 
• Other (sperify)_ _ 

10. Annual Accumulation 

Number 

El File Drawer's) 
• Microfilm Reel(s) 

• Computer Tape(s) 

• Other (spedfy)_j_ 

11. File Is Used 

El Daily • Weekly • M o n t h l y • Annually 

12. File Becomes Inactive After 

Number • Month(s) El Yeanjs) 

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

Circuit Courthouse, Security Bureau 

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

• Yes El No 

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

• Yes El No 

16. Audit Requirements 

El None • State • Federal • Independent 

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

• Yes El No 
18. Recommended Retention 

Until served 

19. Name and Title of Preparer 
Sue Wilson 

20. Telephone Number 
410-222-1571 

21. Date 
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.O. Box 275 
Jessup, Maryland 20794 

410-799-1930 

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) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

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

410-799-1930 

. M • 
PAGE f OF 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 
purposes. 
4. Record Series Title 
Warrant Forms/Files 

5. Earliest Year/Latest Year 
2016 to 

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

series.) 
Request for Unlisted Phone number check - Used to obtain phone information to serve warrants. 

7. Record Series Format's) List all 

El Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

• Other (specify) 

I 

8. Record Series Sequence 

• Alphabetical 

El Numerical 

• Chronological 

• Geographical 

• Other (specify) 

9. Volume 
70 

Number 

El File Drawees) 
• Microfilm Reel(s) 
• Computer Tape(s) 
• Other (specify) 

7. Record Series Format's) List all 

El Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

• Other (specify) 

I 

8. Record Series Sequence 

• Alphabetical 

El Numerical 

• Chronological 

• Geographical 

• Other (specify) 
10. Annual Accumulation 

Number 

El File Drawees) 

• Microfilm Reel(s) 
• Computer Tape(s) 
• other (specify) 

11. File is Used 
j 

El Daily • Weekly • Monthly • Annually 

12. File Becomes Inactive After 

Number • Month's) E|Year(s) 

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

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

• Yes El No 

15. Access Restrictions (If Yes, cite Law(s) & Regulations) 
• Yes El No 

16. Audit Requirements 

El None • State • Federal • Independent 

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

18. Recommended Retention 

Until served 

19. Name and Title of Preparer 
Sue Wilson 

20. Telephone Number 
410-222-1571 

21. Date 
6/14/16 

OGS 550-4 (Rev. 1/93) 



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

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

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

410-799-1930 

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) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

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

410-799-1930 

7° 
PAGE OF 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 
purposes. 
4. Record Series Title 
Warrant Forms/Files 

5. Earliest Year/Latest Year 
2016 to 

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

series.) 
Fugitive top hotline lead - used to document information provided by caller regarding wanted persons. 

7. Record Series Format(s) Ust all 

E l Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

• Other (specify) 

8. Record Series Sequence 

• Alphabetical 

E l Numerical 

• Chronological 

• Geographical 

• Other (specify) 

9. Volume 
71 

Number 

\ • 

E l File Drawees) 
• Microfilm Reel(s) 
• Computer Tape(s) 
• Other (specify) 

7. Record Series Format(s) Ust all 

E l Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

• Other (specify) 

8. Record Series Sequence 

• Alphabetical 

E l Numerical 

• Chronological 

• Geographical 

• Other (specify) 
10. Annual Accumulation 

Number 

E l File Drawees) 

• Microfilm Reel(s) 

• Computer Tape(s) 

• Other (specify! 

11. File is Used 

H Daily • Weekly • Monthly • Annually 

12. File Becomes Inactive After 

Number • Month's) ElYear(s) 

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

Circuit Courthouse, Security Bureau 

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

• Yes E l No 

IS. Access Restrictions (If Yes, cite Law(s) & Regulalion(s) 

• Yes G3 No 

16. Audit Requirements 

13 None • State • Federal • Independent 

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

• Yes |3 No 
18. Recommended Retention 

Until no longer needed 

19. Name and Title of Preparer 

Sue Wilson 

20. Telephone Number 
410-222-1571 

21. Date 
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.O. Box 275 
Jessup, Maryland 20794 

410-799-1930 

AGENCY RECORDS INVENTORY 

1\ 
PAGE }S OF !_ 

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 
Warrant Forms/Files 

5. Earliest Year/Latest Year 
2016 to 

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

series.) 
Warrant information update - used to document and update info, relating to Arrest Warrants in Custody of the Sheriff's Office. 

7. Record Series Format(s) List all 

E| Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

• Other (specify) 

8. Record Series Sequence 

• Alphabetical, 

D?J Numerical 

• Chronological 

• Geographical 

• Other (specify) 

9. Volume 
72 

Number 

El File Drawerfs) 
• Microfilm Reel(s) 
• Computer Tape(s) 

• Other (specify) 

10. Annual Accumulation 

Number 

El Rle Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s) 

• Other (specify)__ 

11. File is Used 

El Daily • W e e k l y • M o n t h l y • Annually 

12. File Becomes Inactive After 

Number • Month(s) El Yearfs) 

13. Current Locations) (Bldg., Floor, Room) 
Circuit Courthouse, Security Bureau 

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

. • Yes El No 

IS. Access Restrictions (If Yes, cite Law(s) & Regulationls) 

• Yes El No 

16. Audit Requirements 

El None • State • Federal • Independent 

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

• Yes El No 
18. Recommended Retention 

Until no longer needed 

19. Name and Title of Preparer 
Sue Wilson 

20. Telephone Number 21. Date 
410-222-1571 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 
Jessup, Maryland 20794 

410-799-1930 

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) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

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

410-799-1930 

PAGE jf OF 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 
purposes. 
4. Record Series Title 
Warrant Forms/Files 

5. Earliest Year/Latest Year 

_2016 to 

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

series.) 
Arrest Notification form - used to document the arrest of a subject on the Sheriffs Office Most Wanted List. 

7. Record Series Format(s) List all S. Record Series Sequence 9. Volume 
73 

El Letter Size • Microfilm • Alphabetical Number 

• Legal Size • Computer Tape ' El Numerical El File Drawees) 
• Microfilm Reel(s) 

• Audio Tape • Floppy Disk • Chronological • Computer Tape(s) 
• Other (specify) 

• Bound Book • Video Tape • Geographical , 

10. Annual Accumulation 
• Other (specify) • Other (specify) 

Number 

El File Drawer(s) 
• Microfilm Reel(s) 
• Computer Tape(s) 
• Other (specify) 

11. File is Used 

El Daily • Weekly • Monthly •Annually 

12. File Becomes Inactive After 

Number •Month(s) E|Year(s) 

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

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

• Yes El No 

15. Access Restrictions (If Yes, cite Law(s) & Regulations) 
• Yes El No 

16. Audit Requirements 

El None • State • Federal • Independent 

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

18. Recommended Retention 

Until no longer needed - destroy 

19. Name and Title of Preparer 
Sue Wilson 

20. Telephone Number 21. Date 
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.O. Box 275 
Jessup, Maryland 20794 

410-799-1930 

AGENCY RECORDS INVENTORY 

-73 
PAGE y OF 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 
purposes. 
4. Record Series Title 
Warrant Forms/Files 

5. Earliest Year/Latest Year 
2016 to 

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

series.) 
Most Wanted checkoff List - used to document steps taken to verify that a warrant for a Most Wanted taping is still active. 

7. Record Series Format(s) List all 

Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • VHeo Tape 

• Other (specrfy)_ 

8. Record Series Sequence 

• Alphabetical 

El Numerical 

• Chronological 

• Geographical 

• Other (specify) 

9. Volume 
7 4 

Number 

El File Drawees) 
• Microfilm Reel(s) 
• Computer Tape(s) 
• Other (specify) 

10. Annual Accumulation 

Number 

El File Drawerfs) 
• Microfilm Reel(s) 
• Computer Tape(s) 
• Other (specify)__ 

1 1 . File is Used 

El Daily • W e e k l y • Monthly • Annually 

12. File Becomes Inactive After 

Number •Month(s) g|Year(s) 

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

Circuit Courthouse, Security 8ureau 

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

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

• Yes El No 

16. Audit Requirements 

El None • S t a t e • F e d e r a l •independent 

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

• Yes El 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 
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.O. Box 275 
Jessup, Maryland 20794 

410-799-1930 

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) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

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

410-799-1930 

PAGE OF 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 
purposes. 
4. Record Series Title 
Warrant Forms/Files 

5. Earliest Year/Latest Year 
2016 to 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.) 1 

MUCR Report Form - used to enter statistics that are sent to Central Records Division of MD State Police. 

7. Record Series Format(s) List all 

El Letter Size Q Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

• Other (specify) 

8. Record Series Sequence 

• Alphabetical 

El Numerical 

• Chronological 

• Geographical 

• Other (specify) 

9. Volume 
75 

Number 

El File Drawees) 
• Microfilm Reel(s) 

• Computer Tape(s) 
• Other (specify) 

10. Annual Accumulation 

Number 

El File Drawees) 

• Microfilm Reel(s) 

• Computer Tape(s) 
• Other (spedfy)__ 

11. File is Used 

El Daily • W e e k l y • Monthly •Annually 

12. File 

2 _ 
Number 

Inactive After 

• Month(s) ElYear(s) 

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

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

• Yes El No 

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

• Yes El No 

16. Audit Requirements 

El None • State • Federal • Independent 

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

• Yes El No 
18. Recommended Retention 

2 Years 

19. Name and Title of Preparer 
Sue Wilson 

20. Telephone Number 21. Date 
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.O. Box 275 
Jessup, Maryland 20794 

410-799-1930 

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) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

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

410-799-1930 

PAGF OF 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 
purposes. 
4. Record Series Title 
Warrant Forms/Files 

5. Earliest Year/Latest Year 
2016 to 2026 

6. Record Series Description (Briefly describe the types of information/documents/fonns 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. 

7. Record Series Format's) List all 

El Letter Size •Microf i lm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

• Other (specify) 

8. Record Series Sequence 

• Alphabetical 

El Numerical 

• Chronological 

• Geographical 

• Other (specify) 

9. Volume 
76 

Number 

El File Drawer(s) 

• Microfilm Reel(s) 
• Computer Tape's) 
• Other (specify) 

7. Record Series Format's) List all 

El Letter Size •Microf i lm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

• Other (specify) 

8. Record Series Sequence 

• Alphabetical 

El Numerical 

• Chronological 

• Geographical 

• Other (specify) 
10. Annual Accumulation 

Number 

El File Drawees) 

• Microfilm Reel(s) 
• Computer Tape(s) 
• Other (specify) 

11. File is Used 

El Daily • W e e k l y • Monthly •Annual ly 

12. File Becomes Inactive After 

10 

Number • Month(s) El Yearfs) 

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

Circuit Courthouse, Security Bureau 

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

• Yes El No 

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

• Yes El No 

16. Audit Requirements 

El None • State • Federal • Independent 

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

• Yes El No 
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. 1/93) 



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

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

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

410-789-1930 

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) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

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

410-789-1930 

PAGE JT OF 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 
purposes. 
4. Record Series Title 
Warrant Forms/Files 

5. Earliest Year/Latest Year 
2016 to 

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

series.) 
Firearms Surrender Notice - used to document possession/surrender of firearms pursuant to a temporary or final protective order. 

7. Record Series Format(s) List all 

El Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

• Other (specify) 

8. Record Series Sequence 

• Alphabetical ^ 

El Numerical 

• Chronological 

• Geographical 

• Other (specify) 

9. Volume 
77 

Number 

El File Drawer(s) 

• Microfilm Reel(s) 
l~l Computer Tapefs) 
• Other (specify) 

10. Annual Accumulation 

Number 

El File Drawer(s) 
• Microfilm Reel(s) 
• Computer Tape(s) 
• Other (specify) 

11. File is Used 

El Daily • Weekly • Monthly • Annually 

12. File Becomes Inactive After 

Number •Month(s) EIY ear(s) 

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

Circuit Courthouse, Security Bureau 

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

• Yes El No 

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

• Yes El No 

16. Audit Requirements 

El None • State Q Federal • Independent 

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

• Yes El No 
18. Recommended Retention 

Until order expires 

19. Name and Title of Preparer 
Sue Wilson 

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

OGS 5904 (Rev. 1/83) 



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

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

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

410-799-1930 

PAGE JT OF 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 
purposes. 
4. Record Series Title ' 
Warrant Forms/Files 

5. Earliest Year/Latest Year 
2016 to 2017 

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

series.) 
Teletypes - used for incoming and outgoing teletype transmission. 

7. Record Series Format(s) List all 

El Letter Size Q Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • F l o p p y Disk ' 

• Bound Book • Video Tape 

• Other (specify) 

8. Record Series Sequence 

• Alphabetical 

El Numerical 

• Chronological 

• Geographical 

• other (specify) 

9. Volume \ 
78 

Number 

El File Drawees) 
• Microfilm Reel(s) 
• Computer Tapefs) 
• Other (specify) 

7. Record Series Format(s) List all 

El Letter Size Q Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • F l o p p y Disk ' 

• Bound Book • Video Tape 

• Other (specify) 

8. Record Series Sequence 

• Alphabetical 

El Numerical 

• Chronological 

• Geographical 

• other (specify) 
10. Annual Accumulation 

Number 

El File Drawees) 

• Microfilm Reel(s) 
• Computer Tape(s) 
• Other (snecifv) 

• 11. Filers Used 

El Daily • W e e k l y • Monthly • Annually 

12. File Becomes Inactive After 
1 

Number •Month(s) E|Year(s) 

c 

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

Circuit Courthouse, Security Bureau 

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

• Yes El No 

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

• Yes El No 

16. Audit Requirements 

El None • State • Federal - • Independent 

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

• Yes El No 
18. Recommended Retention 

1 Year 

19. Name and Title of Preparer 
Sue Wilson 

20. Telephone Number 
410-222-1571 

21. Date 
6/14/16 

OGS 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 
Jessup, Maryland 20794 

410-799-1930 

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) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

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

410-799-1930 

PAGE OF 1 

1. Department/Agency 
Sheriffs Office 

2. Division 3. Unit 

purposes. 
4. Record Series Title 
Warrant Forms/Files 

5. Earliest Year/Latest Year 
_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.) 
Dispatch Log Sheet - a computerized log that records time, location, assitnment and disposition of radio transmissions and assignments. 

7. Record Series Foimat(s) Ustall 

El Letter Size . • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book Q Video Tepe 

• Other (specify) 

8. Record Series Sequence 

• Alphabetical 

El Numerical 

• Chronological 

• Geographical 

• Other (specify) 

9. Volume 
79 

Number 

El File Drawees) 

• Microfilm Reel(s) 

l~l Computer Tepe(s) 

• Other (spedfy)__ 

10. Annual Accumulation 

Number 

El File Drawees) 

• Microfilm Reel(s) 

• Computer Tape(s) 

Q Other (speo'fy)__ 

11. File is Used 

El Daily • Weekly • M o n t h l y •Annually 

12. File 

5 

Number 

Inactive After 

• Month(s) ElYearfc) 

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

Circuit Courthouse, Security Bureau 

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

• Yes El No 

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

• Yes El No 

18. Audit Requirements 

El None • State • Federal • Independent 

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

• Yes El No 
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 550-4 (Rev. 1/93) 



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

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

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

410-799-1930 

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) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

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

410-799-1930 

T 
PAGE X 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 
Financial/Budgetary Purchasing Forms/Files 

5. Earliest Year/Latest Year 
2016 to 2026 

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

series.) 
Budget Manual - Contains all documents pertaining to the specific fiscal year budget process. 

7. Record Series Format(s) List all 

El Letter Size f j Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • F l o p p y Disk 

• Bound Book • Video Tape 

• Other (specify) 

8. Record Series Sequence 

• Alphabetical -

El Numerical 

• Chronological 

• Geographical 

• Other (specify) 

9. Volume 
80 

Number 

El File Drawerfs) 

• Microfilm Reel(s) 
l~l Computer Tape(s) 
• Other (specify) 

7. Record Series Format(s) List all 

El Letter Size f j Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • F l o p p y Disk 

• Bound Book • Video Tape 

• Other (specify) 

8. Record Series Sequence 

• Alphabetical -

El Numerical 

• Chronological 

• Geographical 

• Other (specify) 
10. Annual Accumulation 

Number 

El File Drawer(s) 

• Microfilm Reel(s) 
• Computer Tape(s) 
• Omar (specify) 

11. File Is Used 

El Daily • W e e k l y • Monthly • Annually 

12. File Becomes Inactive After 
10 

Number •Month(s) ElYear(s) 

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

Circuit Courthouse, Security Bureau 

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

• Yes El No 

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

• Yes El No 

16. Audit Requirements 

El None • State • Federal • Independent 

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

• Yes El No 
18. Recommended Retention 

10 Years 

19. Name and Title of Preparer 
Sue Wilson 

20. Telephone Number 
410-222-1571 

21. Date 
6/14/16 

OGS 550-4 (Rev. 1/93) 



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

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

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

AGENCY RECORDS INVENTORY 

PAGE *t OF 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 
purposes. 
4. Record Series Title 
Financial/Budgetary Purchasing Forms/Files 

5. Earliest Year/Latest Year 
2016 to _ 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 total cost 

7. Record Series Format(s) List all 

El Letter Size •Microf i lm 

. • L e g a l S i z e •ComputerTape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

• Other (specify) 

8. Record Series Sequence 

• Alphabetical 

El Numerical 

• Chronological 

• Geographical 

• Other (specify) 

9. Volume 
81 

Number 

El File Drawerfs) 
• Microfilm Reel(s) 
• Computer Tape(s) 
• Other (specify)_ _ 

10. Annual Accumulation 

Number 

El File Drawer(s) 

• Microfilm Reel(s) 

• Computer Tapefs) 

• Other (specrfy)__ 

11. File is Used 
r 

El Daily • W e e k l y • Monthly •Annually 

Inactive After 

• Month(s) EJYearts) 

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

Circuit Courthouse, Security Bureau 

14.1s Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

• Yes El No 

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

• Yes El No 

16. Audit Requirements 

El None • State • Federal • Independent 

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

• Yes El No 
18. Recommended Retention 

2 Years 

19. Name and Title of Preparer 
Sue Wilson 

20. Telephone Number 
410-222-1571 

21. Date 
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.O. Box 275 
Jessup, Maryland 20794 

410-799-1930 

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) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

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

410-799-1930 

PAGE y OF 1 

1. Department/Agency 
Sheriffs Office 

2. Division 3. Unit 

purposes. 
4. Record Series Title 
Financial/Budgetary Purchasing Forms/Files 

5. Earliest Year/Latest Year 
_2016 to _ 2018_ 

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

series.) 
Expense Statement - used to obtain reimbursement for personal monies expended for County business. 

7. Record Series Format's) List all 

El Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Oisk 

• Bound Book • Video Tape 

• Other (specify) 

8. Record Series Sequence 

• Alphabetical 

El Numerical 

• Chronological 

• Geographical 

• Other (specify) 

9. Volume 
(82 

Number 

El File Drawer(s) 
• Microfilm Reel(s) 
• Computer Tape(s) 

• Other (specify)_ _ 

10. Annual Accumulation 

Number 

El File Drawer(s) 
• Microfilm Reelfs) 
• Computer Tape(s) 
• Other (speoify)__ 

11. File is Used 

El Daily • W e e k l y • Monthly •Annually 

12. File 

2 _ 
Number 

Inactive After 

• Month(s) E|Year(s) 

13. Current Localion(s) (Bldg., Floor, Room) 
Circuit Courthouse, Security Bureau 

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

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

• Yes El No 

16. Audit Requirements 

E) None • State • Federal • Independent 

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

18. Recommended Retention 

2 Years 

19. Name and Title of Preparer 
Sue Wilson 

20. Telephone Number 21. Date 
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.O. Box 275 
Jessup, Maryland 20794 

410-799-1930 

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) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

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

410-799-1930 

PAGE j/ 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 
Financial/Budgetary Purchasing Forms/Files 

5. Earliest Year/Latest Year 
2016 to Personnel Terminated 

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 to provide authorization signature to corresponding County Departments. 

7. Record Series Format(s) List all 

El Letter Size •Microf i lm 

• Legal Size • Computer Tape 

• Audio Tape • F l o p p y Disk 

• Bound Book • Video Tape 

• Other (specify) 

8. Record Series Sequence 

• Alphabetical 

El Numerical 

• Chronological 

• Geographical 

• Other (specify) 

9. Volume 
83 

Number 

El File Drawees) 
• Microfilm Reel(s) 
• Computer Tape(s) 
• other (specify! 

7. Record Series Format(s) List all 

El Letter Size •Microf i lm 

• Legal Size • Computer Tape 

• Audio Tape • F l o p p y Disk 

• Bound Book • Video Tape 

• Other (specify) 

8. Record Series Sequence 

• Alphabetical 

El Numerical 

• Chronological 

• Geographical 

• Other (specify) 
10. Annual Accumulation 

Number 

El File Drawees) 

• Microfilm Reel(s) 
• Computer Tape(s) 
• Other fsnecifvl 

11. File is Used 

El Daily • W e e k l y • M o n t h l y •Annually 

12. File Becomes Inactive After 
Until Personnel Terminated 

Number • Month's) E|Year(s) 

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

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

• Yes El No 

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

• Yes IS No 

16. Audit Requirements 

El None • State • Federal • Independent 

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

18. Recommended Retention 

Until Personnel Terminated 

19. Name and title of Preparer 
Sue Wilson 

20. Telephone Number 
410-222-1571 

21. Date 
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.O. Box 275 
Jessup, Maryland 20794 

410-799-1930 

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) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

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

410-799-1930 

PAGE ^JT 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 
Financial/Budgetary Purchasing Forms/Files 

5. Earliest Year/Latest Year 
2016 to 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.) 
Authorizations for Payroll, PAA, Timesheets, Petty Cash Fund - used to provide authorization signature to corresponding County Departments. 

7. Record Series Format's) List ell 

El Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

• Other (specify) 

8. Record Series Sequence 

• Alphabetical 

El Numerical 

• Chronological 

• Geographical 

• Other (specify) 

9. Volume 
84 

Number 

El File Drawer's) 
• Microfilm Reel(s) 
• Computer Tape(s) 
• Other (specify) 

10. Annual Accumulation 

Number 

El File Drawer's) 

• Microfilm Reel(s) 

• Computer Tape(s) 

• Other (specify) 

11. Filets Used 

El Daily • W e e k l y • Monthly •Annually 

12. File Becomes Inactive After 

Number • Month(s) El Year's) 

13. Current Locations) (Bldg., Floor, Room) 

Circuit Courthouse, Security Bureau 

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

• Yes El No 

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

• Yes El No 

16. Audit Requirements 

El None • State • Federal • Independent 

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

• Yes El No 
18. Recommended Retention 

2 Years 

19. Name and Title of Preparer 
Sue Wilson 

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

OGS 550-4 (Rev. 1/93) 



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

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

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

410-799-1930 

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) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

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

410-799-1930 

H 
PAGE jf 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 
Financial/Budgetary Purchasing Forms/Files 

5. Earliest Year/Latest Year 
2016 to 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.) 
Transfer of funds request - used to request transfer of funds within a specific department. 

7. Record Series Format(s) List all 

El Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

• Other (specify) 

8. Record Series Sequence 

• Alphabetical 

E| Numerical 

• Chronological ' 

• Geographical 

• Other (specify) 

.9. Volume 
as 

Number 

El File Drawerts) 
• Microfilm Reel(s) 
• Computer Tape(s) 
• Other (specify) 

7. Record Series Format(s) List all 

El Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

• Other (specify) 

8. Record Series Sequence 

• Alphabetical 

E| Numerical 

• Chronological ' 

• Geographical 

• Other (specify) 
10. Annual Accumulation 

Number 

El File Drawees) 

• Microfilm Reel(s) 
• Computer Tape(s) 
• Other (specify) 

11. File is Used 

El Daily • Weekly • Monthly • Annually 

12. File Becomes Inactive After 

Number •Monthfs) E|Year(s) 

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

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

15. Access Restrictions (If Yes, cite Law(s) & Regulations) 
• Yes El No 

16. Audit Requirements 

El None • State • Federal • Independent 

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

• Yes El No 
18. Recommended Retention 

2 Years • 

19. Name and Title of Preparer 
Sue Wilson 

20. Telephone Number 
410-222-1571 

21. Date 
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.O. Box 275 
Jessup, Maryland 20794 

410-739-1930 

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) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

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

410-739-1930 

If 
PAGE ^ OF 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 re 
purposes. 

ference as well as retention and disposition 

4. Record Series Title 
Financial/Budgetary Purchasing Forms/Files 

5. Earliest Year/Latest Year 
2016 to 2017 

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

series.) 
Telephone Bills - Generated by the telephone company. 

7. Record Series Format(s) List all 

El Letter Size •Microf i lm 

• Legal Size • Computer Tape 

• Audio Tape • F l o p p y Disk 

• Bound Book • Video Tape 

• Other (specify) 

i 

B. Record Series Sequence 

• Alphabetical , 

El Numerical 

• Chronological 

• Geographical 

• other (specify) 

9. Volume 
86 

Number 

El File Drawees) 
• Microfilm Reel(s) 
• Computer Tape(s) 
• Other (specify) 

7. Record Series Format(s) List all 

El Letter Size •Microf i lm 

• Legal Size • Computer Tape 

• Audio Tape • F l o p p y Disk 

• Bound Book • Video Tape 

• Other (specify) 

i 

B. Record Series Sequence 

• Alphabetical , 

El Numerical 

• Chronological 

• Geographical 

• other (specify) 
10. Annual Accumulation 

Number 

El File Drawees) 

• Microfilm Reelfs) 
• Computer Tape(s) 
• Other (specify) 1 

11. File is Used 

El Dairy • Weekly • Monthly • Annually 

12. File Becomes Inactive After 
18 

Number El Month(s) • Yearfs) 

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

Circuit Courthouse, Security Bureau 

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

• Yes El No. 

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

• Yes H No 

16. Audit Requirements 

El None • State • Federal • Independent 

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

• Yes El No 
18. Recommended Retention 

18 Months 

19. Name and Title of Preparer 
Sue Wilson 

20. Telephone Number 
410-222-1571 

21. Date 
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.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

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) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

g o 
PAGE Jt_ OF 1 

1. Department/Agency 
Sheriff's Office 

2. Division 3. Unit. 

purposes. 
4. Record Series Title 
Financial/Budgetary Purchasing Forms/Files 

5. Earliest Year/Latest Year 
_^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.) 
Grant Files - signed grants issued to the Sheriffs Office by outside agencies. 

7. Record Series Format(s) List all 

El Letter Size • Microfilm 

• Legal Size Q Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book Q Video Tape 

• Other (specify) 

S. Record Series Sequence 

• Alphabetical 

El Numerical 

• Chronological 

• Geographical 

• Other (specify) 

9. Volume 
87 

Number 

El File Drawer(s) 
• Microfilm Reel(s) 
• Computer Tape(s) 
• Other (specify) 

10. Annual Accumulation 

Number 

El File Drawees) 
• Microfilm Reel(s) 
• Computer Tape(s) 
• Other (specify)__ 

11. File is Used 

El Daily • W e e k l y • Monthly •Annually 

12. File Becomes Inactive After 
SO 

Number • Month's) E|Year(s) 

13. Current Location(s) (Bldg., Floor, Room) 
Circuit Courthouse, Administration 

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

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

• Yes El No 

16. Audit Requirements 

El None • State • Federal • Independent 

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

18. Recommended Retention 

50 Years 

19. Name and Title of Preparer 
Sue Wilson 

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

DGS S504 (Rev. 1/93) 



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

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

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

410-799-1930 

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) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

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

410-799-1930 

f 
PAGE JT OF 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 re 
purposes. 

ference as well as retention and disposition 

4. Record Series Title 
Financial/Budgetary Purchasing Forms/Files 

5. Earliest Year/Latest Year 

_^2016 to 2017 

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

series.) 
General Property Records - documents relating to Sheriffs Office property (chairs, file cabinets, computers, etc.) 

7. Record Series Format's) Ust all 

El Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

f j Other (specify) 

8. Record Series Sequence 

• Alphabetical 

El Numerical 

• Chronological 

• Geographical 

• Other (specify) 

9. Volume 
88 

Number 

El File Drawees) 
• Microfilm Reel(s) 

• Computer Tapefs) 
• Other (specify! 

7. Record Series Format's) Ust all 

El Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

f j Other (specify) 

8. Record Series Sequence 

• Alphabetical 

El Numerical 

• Chronological 

• Geographical 

• Other (specify) 
10. Annual Accumulation 

Number 

El File Drawer(s) 

• Microfilm Reel(s) 
• Computer Tape(s) 
• Other (specify) 

11. File is Used 

El Daily • Weekly • Monthly • Annually 

12. File Becomes Inactive After 

1 

Number •Month 's) E| Year's) 

13. Current Locations) (Bldg., Floor, Room) 

' Circuit Courthouse, Administration 

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

• Yes El No 

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

• Yes El No 

16. Audit Requirements 

El None • State • Federal • Independent 

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

• Yes El No 
18. Recommended Retention 

1 Year 

19. Name and Title of Preparer 

Sue Wilson 

20. Telephone Number 
410-222-1571 

21. Date 
6/14/16 

OGS 550-4 (Rev. 1/93) 



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

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

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

410-799-1930 

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) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

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

410-799-1930 

P 
PAGE JS 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 
Financial/Budgetary Purchasing Forms/Files 

5. Earliest Year/Latest Year 
_2016 to _ 2017_ 

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

series.) 
Procurement Card Purchase Records - Original receipts, logs and statements of items purchased with AA County procurement card. 

7. Record Series Formal(s) List all 

El Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

• Other (specify) 

8. Record Series Sequence 

• Alphabetical 

El Numerical 

• Chronological 

• Geographical 

• Other (specify) 

9. Volume 
89 

Number 

El File Drawer(s) 
• Microfilm Reel(s) 
• Computer Tape(s) 
• Other (specify) 

10. Annual Accumulation 

Number 

El File Drawer's) 
• Microfilm Reel(s) 
• Computer Tape(s) 
• Other (specify) 

11. R e is Used 

El Daily • W e e k l y • M o n t h l y •Annually 

12. R e Becomes Inactive After 

Number • Month's) E|Year(s) 

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

Circuit Courthouse, Administration 

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

1S. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 
• Yes El No 

16. Audit Requirements 

El None • S t a t e • F e d e r a l •independent 

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

18. Recommended Retention 

1 Year 

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 
Jessup, Maryland 20794 

410-799-1930 

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) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

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

410-799-1930 

PAGE if OF 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 re 
purposes. 

ference as well as retention and disposition 

4. Record Series Title 
Volunteer Application Packet Forms/Files 

5. Earliest Year/Latest Year 
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.) 

Waiver of Claim & Release - Agreement to hold harmless AACo government 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 Series Fonnat(s) List all 

El Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape Q Floppy Disk 

• Bound Book • Video Tape 

• Other (specify! 

8. Record Series Sequence 

• Alphabetical 

El Numerical 

• Chronological 

• Geographical 

• Other (specify) 

9. Volume 

— 5 9 — 
Number 

El File Drawees) 
• Microfilm Reel(s) 
• Computer Tape(s) 
• Other (specify) 

7. Record Series Fonnat(s) List all 

El Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape Q Floppy Disk 

• Bound Book • Video Tape 

• Other (specify! 

8. Record Series Sequence 

• Alphabetical 

El Numerical 

• Chronological 

• Geographical 

• Other (specify) 

10. Annual Accumulation 

Number 

El File Drawer(s) 

• Microfilm Reel(s) 
• Computer Tape(s) 
• Other (specify) 

11. File is Used 

El Daily • Weekly • Monthly • Annually 

12. File Becomes Inactive After 
S ' 

Number • Month(s) El Year(s) 

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

Circuit Courthouse, Operations 

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

• Yes El No 

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

• Yes El No 

16. Audit Requirements 

El None • State • Federal • Independent 

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

• Yes El No 
18. Recommended Retention 

5. Years 

19. Name and Title of Preparer 
Sue Wilson 

20. Telephone Number 
410-222-1571 

21. Date 
6/14/16 

OGS 550-4 (Rev. 1/93) 



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

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

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

410-799-1930 

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) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

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

410-799-1930 

TP 
PAGE • OF 1 

1. Department/Agency 
Sheriff's Office 

2. Division 3. Unit 
J 

purposes. 
4. Record Series Title 
Volunteer Application Packet Forms/Files 

5. Earliest Year/Latest Year 

_2016L to _ 2 0 2 1 . 

6. 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 volunteer work. 

7. Record Series Format(s) List all 

El Letter Size Q Microfilm 

• Legal Size Q Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

• Other (specify) 

8. Record Series Sequence 

• Alphabetical 

El Numerical 

• Chronological 

• Geographical 

• Other (specify) 

9. Volume 
91 

Number 

El File Drawer(s) 
• Microfilm Reel(s) 
• Computer Tape(s) 
• Other (specrly)_ _ 

10. Annual Accumulation 

Number 

El File Drawer(s) 
• Microfilm Reel(s) 
• Computer Tape(s) 
• Other (spetify)___ 

11. File is Used 

El Daily • Weekly • Monthly • Annually 

12. File Becomes Inactive After 

— 5 — 
Number ' •Monthf.s) E|Year(s) 

13. Current Location(s) (Bldg., Floor, Room) 
Circuit Courthouse, Operations 

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

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

16. Audit Requirements 

El None • State • Federal • Independent 

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

18. Recommended Retention 

5 Years 

19. Name and Title of Preparer 
Sue Wilson 

20. Telephone Number 2 1 . Date 
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.O. Box 275 
Jessup, Maryland 20794 

410-799-1930 

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) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

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

410-799-1930 

PAGE OF 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 re 
purposes. 

ference as well as retention and disposition 

4. Record Series Title 
Volunteer Application Packet Forms/Files 

5. Earliest Year/Latest Year 
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.) 
Volunteer Deputy ID Form - Completed by volunteer to provide information for creation of an ID card. 

7. Record Series Format's) List all 

El Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book fj video Tape 

| - | Other 'snecHvt 

8. Record Series Sequence 

• Alphabetical 

El Numerical 

• Chronological' 

- • Geographical 

9. Volume 

Number 

El File Drawer(s) 

• Microfilm Reel(s) 
• Computer Tape(s) 
• Other (specify) 

7. Record Series Format's) List all 

El Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book fj video Tape 

| - | Other 'snecHvt • Other (specify) 
10. Annual Accumulation 

Number 

El File Drawerfs) 

• Microfilm Reel(s) 
• Computer Tape(s) 
• Other (specifv) 

11. File is Used 

El Daily • Weekly • M o n t h l y •Annually 

12. File Becomes Inactive After 
5 

Number •Month(s) E|Year(s) ' 

13. Current Location(s) (Bldg., Floor, Room) 
Circuit Courthouse, Operations 

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

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

• Yes El No 

16. Audit Requirements 

El None • State • Federal • Independent 

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

• Yes El No 
18. Recommended Retention 

5 Years 

19. Name and Title of Preparer 
Sue Wilson 

20. Telephone Number 
410-222-1571 

21. Date 
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.O. Box 275 
Jessup, Maryland 20794 

410-789-1930 

AGENCY RECORDS INVENTORY 

PAGE V OF 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 
purposes. ; 

4. Record Series Title 
Volunteer Application Packet Forms/Files 

5. Earliest Year/Latest Year 
_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.) 
Volunteer Deputy Calendar timesheet - Used to record monthly recap of work performed by a volunteer. 

7. Record Series Formats) List all 

El Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

Q Bound Book fj Video Tape 

• Other (specify) 

8. Record Series Sequence 

• Alphabetical 

El Numerical 

• Chronological 

• Geographical 

• Other (specify) 

9. Volume 
93 

Number 

13 File Drawees) 
• Microfilm Reel(s) 
• Computer Tape(s) 
• Other (specify) 

10. Annual Accumulation 

Number 

El File Drawees) 
• Microfilm Reel(s) 
• Computer Tape(s) 
• Other ( spee i fy )_ 

11. File Is Used 

El Daily • W e e k l y • Monthly •Annually 

12. File 

—5— 
Number 

Inactive After 

• Month(s) ElYearfs) 

13. Current Locations) (Bldg., Floor, Room) 

Circuit Courthouse, Operations 

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

• Yes El No 

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

• Yes El No 

16. Audit Requirements 

El None • State • Federal • Independent 

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

• Yes El No 
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 550-4 (Rev. 1/93) 



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

DEPARTMENT OF GENERAL SERVICES 
< RECORDS MANAGEMENT DIVISION 

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

410-799-1930 

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) 

DEPARTMENT OF GENERAL SERVICES 
< RECORDS MANAGEMENT DIVISION 

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

410-799-1930 

PAGE X OF 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 
purposes. 
4. Record Series Title 
Volunteer Application Packet Forms/Files 

5. Earliest Year/Latest Year 
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.) 
Volunteer Deputy Checkoff Form - used to record background information about a volunteer deputy. 

7. Record Series Format(s) List all 

El Letter Size • Microfilm 

• Legal Size Q Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

• Other (specify) 

8. Record Series Sequence 

• Alphabetical 

El Numerical 

• Chronological 

• Geographical 

• Other (specify) 

9. Volume 
94 

Number 

El File Drawees) 
• Microfilm Reel(s) 
• Computer Tape(s) 
• other (specify) 

I 

7. Record Series Format(s) List all 

El Letter Size • Microfilm 

• Legal Size Q Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

• Other (specify) 

8. Record Series Sequence 

• Alphabetical 

El Numerical 

• Chronological 

• Geographical 

• Other (specify) 
10. Annual Accumulation 

Number 

El R e Drawees) 

• Microfilm Reel(s) 
• Computer Tape(s) 
• Other (specify) 

11. File Is Used 

03 Daily • W e e k l y • Monthly •Annually 

12. R e Becomes Inactive After 

— § — 

Number •Month(s) E|Year(s) 

13. Current Location(s) (Bldg., Floor, Room) 
Circuit Courthouse, Operations 

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 
• Yes |3 No 

15. Access Restrictions (If Yes, cite Law(s) & Regulation^) 
• Yes El No 

16. Audit Requirements 

I3 None • State • Federal • Independent 

17. Is an Index System used? If yes, explain briefly and describe requirements 
• Yes 13 No 

18. Recommended Retention 

5 Years 

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 
Jessup, Maryland 20794 

410-799-1930 

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) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

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

410-799-1930 

V 
PAGE jJT OF 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 
purposes. 
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/documents/forms found in the series. Include the purpose or function of the 

series.) 
Personnel Records Files-contain copies of documents such as Performance evaluations, position descriptions, PAA's awards/commendations. SO 
Personnel Orders and related correspondence. 
7. Record Series Format(s) List al l ' 

g| Letter Size • Microfilm 

• Legal Size • Computer Tape • 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

Other (specify) 

8. Record Series Sequence 

• Alphabetical 

El Numerical 

• Chronological 

• Geographical 

• Other (specify) 

9. Volume 
95 

Number 

El File Drawer(s) 
• Microfilm Reel(s) 
• Computer Tape(s) 
• Other (soedfy) 

7. Record Series Format(s) List al l ' 

g| Letter Size • Microfilm 

• Legal Size • Computer Tape • 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

Other (specify) 

8. Record Series Sequence 

• Alphabetical 

El Numerical 

• Chronological 

• Geographical 

• Other (specify) 
10. Annual Accumulation 

Number 

El File Drawer(s) 

• Microfilm Reel(s) 
• Computer Tape(s) 
• Other (specify) 

11. File is Used 

El Daily • W e e k l y • Monthly • Annually 

12. File Becomes Inactive After 
30 

Number •Month(s) El Yeats) 

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

Circuit Courthouse, Administration 

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

• Yes El No 

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

• Yes - E| No 

16. Audit Requirements 

El None • State • Federal • Independent 

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

• Yes El No 
18. Recommended Retention 

30 Years 

19. Name and Title of Preparer 
Sue Wilson • 

20. Telephone Number 
410-222-1571 

21. Date 
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.O. Box 275 
Jessup, Maryland 20794 

410-789-1930 

AGENCY RECORDS INVENTORY 

PAGE • / OF . 

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 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.) 
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) List all 

El Letter Size • Microfilm 

• Legal Size Q Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

• Other (specify) 

8. Record Series Sequence 

• Alphabetical 

El Numerical 

• Chronological 

• Geographical 

• Other (specify) 

9. Volume 
96 

Number 

El File Drawerfs) 
• Microfilm Reel(s) 
• Computer Tape(s) 
• Other (spedfyL__ 

10. Annual Accumulation 

Number 

El File Drawerfs) 

• Microfilm Reel(s) 

• Computer Tapefs) 

• Other (specify)__ 

11. File is Used 

El Daily • Weekly • Monthly • Annually 

12. File 
30 

Number 

Inactive After 

• Month's) ElYearfs) 

13. Current Locationfs) (Bldg., Floor, Room) 
Circuit Courthouse, Administration 

14.1s Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 
• Yes El No 

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

16. Audit Requirements 

El None • State • Federal • Independent 

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

18. Recommended Retention 

30 Years 

19. Name and Title of Preparer 
Sue Wilson 

20. Telephone Number 
410-222-1571 

21. Date 
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.O. Box 275 
Jessup, Maryland 20794 

410-799-1930 

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) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

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

410-799-1930 

u 
PAGE y OF 1 

1. Department/Agency 

Sheriff's Office 

2. Division 3. Unit 

purposes. 
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/documents/forms found in the series. Include the purpose or function of the 

series.) 
Employees MD Withholding Exemption Certificate - used to denote MD taxes to be withheld. 

7. Record Series Format(s) List all 

El Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

• Other (specify) 

8. Record Series Sequence 

• Alphabetical 

El Numerical 

• Chronological 

• Geographical 

• Other (specify) 

9. Volume 
97 

Number 

El File Drawees) 
• Microfilm Reel(s) 
• Computer Tape(s) 

• Other (specffy)_ _ 

10. Annual Accumulation 

Number 

El File Drawer(s) 
• Microfilm Reel(s) 
• Computer Tape(s) 
• Other (spedfy)__ 

11. File is Used 

El Daily • Weekly • Monthly •Annually 

12. File 
30 

Number 

Inactive After 

• Month(s) ElYear(s) 

13. Current Location(s) (Bldg., Floor, Room) 
Circuit Courthouse, Administration 

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

• Yes El No 

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

• Yes El No 

16. Audit Requirements 

El None • State • Federal • Independent 

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

• Yes El No 
18. Recommended Retention 

30 Years 

19. Name and Title of Preparer 
Sue Wilson' 

20. Telephone Number 21. Date 
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.O. Box 275 
Jessup, Maryland 20794 

410-799-1930 

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) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

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

410-799-1930 

PAGE JT OF 1 

1. Department/Agency 
Sheriff's Office 

2. Division 

i 

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 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.) 
W-4 Employees withholding allowance certificate - used to denote Federal taxes to be withheld. 

7. Record Series Format(s) List all 

El Letter Size • Microfilm 

f j Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

• Other (specify) 

8. Record Series Sequence 

• Alphabetical 

El Numerical 

r~l Chronological 

Q Geographical 

• Other (specify) 

9. Volume 
98 

Number 

El File Drawees) 
• Microfilm Reel(s) 
Q Computer Tape(s) 

• Other (specify)_ _ 

10. Annual Accumulation 

Number 

El File Drawees) 

• Microfilm Reel(s) 

• Computer Tape(s) 

• Other (specffy)__ 

11. File is Used 

El Dally • Weekly • Monthly • Annually 

12. File Becomes Inactive After 
30 

Number •Month(s) E|Year(s) 

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

Circuit Courthouse, Administration 

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

• Yes El No 

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

• Yes El No 

16. Audit Requirements 

El None Q State Q Federal • Independent 

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

• Yes El No . 
18. Recommended Retention 

30 Years 

19. Name and Title of Preparer 
Sue Wilson 

20. Telephone Number 21. Date 
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.O. Box 275 
Jessup, Maryland 20794 

410-799-1930 

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) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

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

410-799-1930 

PAGE £ 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 
Personnel Records/Files 

5. Earliest Year/Latest Year 
_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.) 
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 
notification sequence form' conditions of applications process; consumer credit reporting disclosure; Lateral/comparative compliance supplemental 
information sheet; AFC/MPTC tracking sheet; Interview score sheet; employee data sheet; fingerprint card. 
7. Record Series Formal(s) List all 

El Utter Size • Microfilm 

• Legal Size Q Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

p o t h e r (specify) 

8. Record Series Sequence 

• Alphabetical 

El Numerical 

• Chronological 

• Geographical 

• Other (specify) 

9. Volume 
99 

Number 

El R e Drawerfs) 
• Microfilm Reel(s) 

• Computer Tape(s) 
• Other (specify) 

7. Record Series Formal(s) List all 

El Utter Size • Microfilm 

• Legal Size Q Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

p o t h e r (specify) 

8. Record Series Sequence 

• Alphabetical 

El Numerical 

• Chronological 

• Geographical 

• Other (specify) 
10. Annual Accumulation 

Number 

El File Drawees) 

• Microfilm Reel(s) 
• Computer Tape(s) 
• Other (specify) 

11. File is Used 

El Daily- • Weekly • M o n t h l y •Annually 

12. R e Becomes Inactive After 
30 

Number •Month 's) EIY ear(s) 

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

Circuit Courthouse, Administration 

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

• Yes El No 

15. Access Restrictions (If Yes, oite Lawfs) S Regulations) 

• Yes El No 

16. Audit Requirements 

El None • State • Federal • Independent 

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

• Yes El No 
18. Recommended Retention 

30 Years 

19. Name and Title of Preparer 
Sue Wilson 

20. Telephone Number 
410-222-1571 

21. Date 
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.O. Box 275 
Jessup, Maryland 20794 

410-799-1930 

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) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

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

410-799-1930 

PAGE • OF 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 
purposes. 
4. Record Series Title 
Personnel Records/Files 

5. Earliest Year/Latest Year 
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.) 
Deputy Weapon Request - used to request to carry personal weapon while off-duty. 

7. Record Series Formats) List all 

El Letter Size • Microfilm 

fj Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book Q Video Tape 

• Other (specify) 

8. Record Series Sequence 

• Alphabetical 

El Numerical 

• Chronological 

• Geographical 

• Other (specify) 

9. Volume 
ICQ 

Number 

El File Drawer(s) 
• Microfilm Reel(s) 
• Computer Tape(s) 
• Other (specify) 

7. Record Series Formats) List all 

El Letter Size • Microfilm 

fj Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book Q Video Tape 

• Other (specify) 

8. Record Series Sequence 

• Alphabetical 

El Numerical 

• Chronological 

• Geographical 

• Other (specify) 
10. Annual Accumulation 

Number 

El File Drawees) 

• Microfilm Reel(s) 
• Computer Tape(s) 
• Other (specify) 

11. R e is Used 

El Daily • Weekly • Monthly • Annually 

12. R e Becomes Inactive After 
5 

Number •Month(s) g]Year(s) 

13. Current Locations) (Bldg., Floor. Room) 
Circuit Courthouse, Administration 

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

• Yes El No 

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

• Yes El No 

16. Audit Requirements 

El None • State • Federal • Independent 

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

• Yes El No 
18. Recommended Retention 

5 Years 

19. Name and Title of Preparer 
Sue Wilson 

20. Telephone Number 
410-222-1571 

21. Date 
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.O. Box 275 
Jessup, Maryland 20794 

410-799-1930 

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) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

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

410-799-1930 

PAGE fflP OF 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 
purposes. 
4. Record Series Title 
Personnel Records/Files 

5. Earliest Year/Latest Year 
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.) 
Acknowledgement of receipt of weapon and/or ammo - documents receipt of weapon and/or ammunition. 

7. Record Series Fonmat(s) List all 

El Letter Size •Microf i lm 

• Legal Size • Computer Tape 

• Audio Tape • Roppy Disk 

• Bound Book • Video Tape 

• Other (sperifv) 

8. Record Series Sequence 

• Alphabetical 

El Numerical 

• Chronological 

• Geographical 

• Other (specify) 

9. Volume 

101 
Number' 

El File Drawees) 

• Microfilm Reel(s) 
• Computer Tape(s) 
(~| Other (snecify) 

7. Record Series Fonmat(s) List all 

El Letter Size •Microf i lm 

• Legal Size • Computer Tape 

• Audio Tape • Roppy Disk 

• Bound Book • Video Tape 

• Other (sperifv) 

8. Record Series Sequence 

• Alphabetical 

El Numerical 

• Chronological 

• Geographical 

• Other (specify) 
10. Annual Accumulation 

Number 

El File Drawees) 

• Microfilm Reel(s) 
• Computer Tape(s) . 
|~| Other (snedfvl 

11. File is Used 

El Daily • W e e k l y • M o n t h l y •Annually 

12. File Becomes Inactive After 
s 

Number _ •Month(s) E)Year(s) 

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

Circuit Courthouse, Administration 

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

• Yes El No 

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

• Yes El No 

16. Audit Requirements 

El None • State • Federal • Independent 

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

• Yes El No 
18. Recommended Retention 

5 Years 

19. Name and Title of Preparer 
Sue Wilson 

20. Telephone Number 
410-222-1571 

21. Date 
6/14/16 

DGS 55<M (Rev. 1/93) 

i 



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 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 

PAGE | 6 i OF 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 
purposes. 
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/documents/forms found in the series. Include the purpose or function of the 

series.) 
Agreement for Personal Vehicle Usage - agreement to utilize a private vehicle furtherance of official duties for an established mileage allowance. 

7. Record Series Format(s) List all 

El Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape Q Floppy Disk 

• Bound Book • Video Tape 

• Other (specify) 

8. Record Series Sequence 

• Alphabetical 

El Numerical -

• Chronological 

• Geographical 

• Other (specify) 

9. Volume 
1t» 

Number 

El File Drawer(s) 
• Microfilm Reel(s) 
• Computer Tape(s) 
• Other 'specify) 

7. Record Series Format(s) List all 

El Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape Q Floppy Disk 

• Bound Book • Video Tape 

• Other (specify) 

8. Record Series Sequence 

• Alphabetical 

El Numerical -

• Chronological 

• Geographical 

• Other (specify) 
10. Annual Accumulation 

Number 

El File Drawees) 

• Microfilm Reel(s) 
• Computer Tape(s) 
• Other (specify) 

11. File is Used 

El Daily • W e e k l y • Monthly •Annually 

12. File Becomes Inactive After 
30 

Number •Month(s) E|Year(s) 

13. Current Locatlon(s) (Bldg., Floor, Room) 
Circuit Courthouse, Administration 

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

15. Access Restrictions (If Yes, cite Law(s)& Regulation^) . 
• Yes C3 No 

16. Audit Requirements 

El None • State • Federal • Independent 

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

18. Recommended Retention 

30 Years 

19. Name and Title of Preparer 
Sue Wilson 

20. Telephone Number 
410-222-1571 

21. Date 
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.O. Box 275 
Jessup, Maryland 20794 , 

410-799-1930 

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) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

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

410-799-1930 

PAGE / 0 • 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 
purposes. 
4. Record Series Title 
Personnel Records/Files 

5. Earliest Year/Latest Year 
_2016 to _ 2046_ 

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

series.) 

Application for Secondary Employment Authorization/Liability Agreement - Application to participate in secondary employment listing duties to be 

performed. 
7. Record Series Format(s) List all 

El Letter Size • Microfilm 

• Legal Size •Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book' • Video Tape 

• Other (specify) 

8. Record Series Sequence 

• Alphabetical 

El Numerical 

• Chronological 

• Geographical 

• Other (specify) 

9. Volume 
103 

Number 

El File Orawer(s) 
• Microfilm Reel(s) 
• Computer Tape(s) 
• Other (spetify)_ _ 

10. Annual Accumulation 

Number 

El File Drawerfs) 
• Microfilm Reel(s) 
• Computer Tape(s) 
• Other (spedfy)__ 

11.Fneis.Used 

E l Daily • W e e k l y • Monthly •Annually 

12. R e 
30 

Number 

Inactive After 

• Month(s) E)Year(s) 

13. Current Location(s) (Bldg., Floor, Room) 
Circuit Courthouse, Administration 

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

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

• Yes El No 

16. Audit Requirements 

El None • State • Federal • Independent 

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

• Yes El No 
18. Recommended Retention 

30 Years 

19. Name and Title of Preparer 
Sue Wilson 

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

DGS 550-4 (Rev. 1/93) 

http://11.Fneis.Used


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

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

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

AGENCY RECORDS INVENTORY 

PAGE j II 5 OF 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 
purposes. 
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/documents/forms found in the series. Include the purpose or function of the 
series.) 
Hire/Exit checkoff List - 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. 

7. Record Series Format's) List all 

El Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Roppy Disk 

• Bound Book • Video Tape 

. • Other (specify) 

8. Record Series Sequence 

• Alphabetical 

El Numerical ' 

• Chronological 

• Geographical 

• Other (specify) 

9. Volume 
104 

Number 

El Rle Drawer(s) 
• Microfilm Reel(s) 
• Computer Tape(s) 
• Other (spedfy)__ 

10. Annual Accumulation 

Number 

El File Drawees) 
• Microfilm Reel(s) 
• Computer Tape(s) 
• Other (specify)__ 

11. File is Used 

El Daily • W e e k l y • Monthly • Annually 

12. Rle 
30 

Number 

Inactive After 

• Month(s) E|Year(s) 

13. Current Location's) (Bldg., Roor, Room) 
Circuit Courthouse, Administration 

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

• Yes El No 

IS. Access Restrictions (If Yes, cite Law(s) & Regulation's) 
• Yes El No 

16. Audit Requirements 

El None • State • Federal • Independent 

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

18. Recommended Retention 

30 Years 

19. Name and Title of Preparer 
Sue Wilson 

20. Telephone Number 
410-222-1571 

21. Date 
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 (OGS 550-1) 

i 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

AGENCY RECORDS INVENTORY Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (OGS 550-1) 

i 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

PAGE 'I'lfl^ OF 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 
purposes. 
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/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, hire/exit, change of address, etc. 

7. Record Series Formats) List all 

El Letter Size Q Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

• Other (specify) 

8. Record Series Sequence 

• Alphabetical 

El Numerical 

• Chronological 

• Geographical 

• Other (specify) 

9. Volume 
105 

Number 

El File Drawer(s) 
• Microfilm Reel's) 
• Computer Tape(s) 
• Other (specify) 

10. Annual Accumulation 

Number 

El File Drawees) 
• Microfilm Reel(s) 
• Computer Tape(s) 
• Other (specify)__ 

11. File is Used 

El Daily • W e e k l y • Monthly • Annually 

12. Rle Becomes Inactive After 
30 

Number • Month's) g|Year(s) 

13. Current Location(s) (Bldg., Floor, Room) 
Circuit Courthouse, Administration 

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

AA County Personnel 

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

• Yes El No 

16. Audit Requirements 

El None • State • Federal • Independent 

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

• Yes El No 
18. Recommended Retention 

30 Years 

19. Name and Title of Preparer 

Sue Wilson 

20. Telephone Number 21. Date 

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.O. Box 275 
Jessup, Maryland 20794 

410-799-1930 

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) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

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

410-799-1930 

PAGE { O F 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 
purposes. 
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/documents/forms found in the series. Include the purpose or function of the 

series.) 
Position Description form-form used to define job responsibilities 

7. Record Series Format(s) List all 

El Letter Size •Microf i lm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

Q Other (specify) 

8. Record Series Sequence 

• Alphabetical 

El Numerical 

• Chronological 

• Geographical 

• Other (specify) 

9. Volume 
IPS 

Number 

El File Drawees) 
• Microfilm Reelfs) 
• Computer Tape(s) 

• Other (specify) 

10. Annual Accumulation 

Number 

El File Drawees) 
• Microfilm Reel(s) 
• Computer Tape(s) 
• Other (specffy)__ 

11. File Is Used 

El Daily • Weekly • Monthly • Annually 

12. File 
30 

Number 

Inactive After 

• Month(s) E| Year's) 

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

Circuit Courthouse, Administration 

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

El Yes • No 
AA County Personnel 

15. Access Restrictions (If Yes, dte Law(s) & RegulaBon(s) 

• • Yes El No 

16. Audit Requirements 

I 

El None • S t a t e • F e d e r a l •independent 

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

• Yes El No 
18. Recommended Retention 

30 Years 

19. Name and Title of Preparer 
Sue Wilson 

20. Telephone Number 21. Date 
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.O. Box 275 
Jessup, Maryland 20794 

410-769-1930 

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) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

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

410-769-1930 

PAGE | fit OF 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 re 
purposes. 

ference as well as retention and disposition 

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/documents/forms found in the series. Include the purpose or function of the 

series.) 
Leave Sharing Approval Form - used to indicate leave recipient, leave donor, and approvals if an employee has exhausted all forms of paid leave. 

7. Record Series Format(s) List all 

g| Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

f j Bound Book • Video Tape 

PI Other fspecifvl 

8. Record Series Sequence 

• Alphabetical 

El Numerical 

• Chronological 

f j Geographical 

• Other (specify) 

9. Volume 
107 

Number 

El File Drawerfs) 
• Microfilm Reel(s) 
• Computer Tape(s) 
• Other (specify) 

7. Record Series Format(s) List all 

g| Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

f j Bound Book • Video Tape 

PI Other fspecifvl 

8. Record Series Sequence 

• Alphabetical 

El Numerical 

• Chronological 

f j Geographical 

• Other (specify) 
10. Annual Accumulation 

Number 

El File Drawees) 
• Microfilm Reel(s) 
l~l Computer Tapefs) 

Other (specify) 

H.FileisUsed 

El Daily • Weekly • Monthly • Annually 

12. File Becomes Inactive After 
30 

Number • Monthfs) g|Year(s) 

13. Current LocaHon(s) (Bldg., Floor, Room) 
Circuit Courthouse, Administration 

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

El Yes • No 
AA County Personnel 

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

• Yes BJ No 

16. Audit Requirements 

El None • State O Federal • Independent 

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

• Yes E| No 

i 

18. Recommended Retention 

30 Years 

19. Name and Title of Preparer 
Sue Wilson 

20. Telephone Number 
410-222-1571 

21. Date 
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.O. Box 275 
Jessup, Maryland 20794 

410-799-1930 

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) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

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

410-799-1930 

PAGE |(J "7 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 
Personnel Records/Files 

5. Earliest Year/Latest Year 
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.) 
Annuity & Sick Pay Request for MD Income tax withholding - Used to denote annuity/sick pay payment. 

7. Record Series Format's) List all 

E l Letter Size • Microfilm 

n Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book f j Video Tape 

• Other (specify) 

8. Record Series Sequence 

• Alphabetical 

El Numerical 

• Chronological 

• Geographical 

• Other (specify) 

9. Volume 
108 

Number 

El File Drawees) 
• Microfilm Reel(s) 
• Computer Tape(s) 
• Other (specify) 

7. Record Series Format's) List all 

E l Letter Size • Microfilm 

n Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book f j Video Tape 

• Other (specify) 

8. Record Series Sequence 

• Alphabetical 

El Numerical 

• Chronological 

• Geographical 

• Other (specify) 
10. Annual Accumulation 

Number 

El File Drawer(s) 

• Microfilm Reel(s) 
• Computer Tape(s) 
• Other fenedfy) 

11. File is Used 

El Daily • W e e k l y • Monthly •Annually 

* 

12. File Becomes Inactive After 

— 3 0 — , 
Number • Month's) E| Year's) 

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

Circuit Courthouse, Administration 

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

El Yes • No 
AA County Personnel 

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

• Yes El No 

16. Audit Requirements 

El None • State • Federal • Independent 

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

• Yes El No 
18. Recommended Retention 

30 Years 

19. Name and Title of Preparer 
Sue Wilson 

20. Telephone Number 
410-222-1571 

21. Date 
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.O. Box 275 
Jessup, Maryland 20794 

410-799-1930 

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) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

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

410-799-1930 

PAGE jDS 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 re 
purposes. 

ference as well as retention and disposition 

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/documents/forms found in the series. Include the purpose or function of the 

series.) 
Drug/Alcohol Test Order Form - Used to order drug/alcohol tests on employees. 

7. Record Series Format(s) List all 

El Letter Size • Microfilm 

• Legal Size Q Computer Tape 

• Audio Tape Q Floppy Disk 

• Bound Book • Video Tape 

• Other (specify) 

8. Record Series Sequence 

'•Alphabetical 

El Numerical' 

• Chronological 

• Geographical 

• Other (specify) 

9. Volume 
109 

Number 

El File Drawees) 
• Microfilm Reel(s) 
• Computer Tape(s) 
• Other (specify) 

7. Record Series Format(s) List all 

El Letter Size • Microfilm 

• Legal Size Q Computer Tape 

• Audio Tape Q Floppy Disk 

• Bound Book • Video Tape 

• Other (specify) 

8. Record Series Sequence 

'•Alphabetical 

El Numerical' 

• Chronological 

• Geographical 

• Other (specify) 
10. Annual Accumulation 

Number 

El File Drawees) 

• Microfilm Reel(s) 
• Computer Tape(s) 
• Other (specify) 

11. File is Used 

El Daily • W e e k l y • Monthly • Annually 

12. File Becomes Inactive After 
30 

Number •Month(s) E|Year(s) 

13. Current Location(s) (Bldg., Floor, Room) 
Circuit Courthouse, Administration 

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

AA County Personnel 

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

16. Audit Requirements 

El None • State • Federal • Independent I 

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

•\ 

I 

18. Recommended Retention 

30 Years 

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 
Jessup, Maryland 20794 

410-799-1930 

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) 

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 
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 
purposes. 
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/documents/forms found in the series. Include the purpose or function of the 

series.) 
Personnel Medical Records - Doctor's notes; first report of Injury; lost day report. 

7. Record Series Format(s) List all 

El Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

• Other (specify) 

8. Record Series Sequence 

• Alphabetical 

El Numerical 

• Chronological 

• Geographical 

• Other (specify) 

9. Volume 
110 

Number 

13 File Drawer(s) 
• Microfilm Reel(s) 
• Computer Tape(s) 

• Other (specify) 

10. Annual Accumulation 

Number 

El File Drawees) 
• Microfilm Reel(s) 

• Computer Tape(s) 

• Other (specify)__ 

11. File is Used 

El Daily • W e e k l y • M o n t h l y •Annually 

12. File Becomes Inactive After 

30 

Number • Month(s) El Year(s) 

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

Circuit Courthouse, Administration 

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

• Yes El No 

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

• Yes El No 

16. Audit Requirements 

El None • State • Federal • Independent 

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

• Yes El No 
18. Recommended Retention 

30 Years 

19. Name and Title of Preparer 
Sue Wilson 

20. Telephone Number 
410-222-1571 

21. Date 
6/14/16 
J 

DGS 550-4 (Rev. 1/93) 



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

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

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

410-799-1930 

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} 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

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

410-799-1930 

PAGE OF 1 

1. Department/Agency 
Sheriffs Office 

2. Division 3. Unit J 

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 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.) 
Random Drug Testing Records - required for Law Enforcement personnel 

7. Record Series Format(s) List all 

E| Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

• Other (specify) • 

8. Record Series Sequence 

• Alphabetical 

El Numerical 

• Chronological 

• Geographical 

• Other (specify) 

9. Volume 
111 

Number 

El File Drawees) 
• Microfilm Reel(s) 
• Computer Tapefs) 
• Other (specify) 

10. Annual Accumulation 

Number 

El File Drawer(s) 
• Microfilm Reel(s) 
• Computer Tape(s) 
• Other (specify) 

11. R e Is Used 

El Daily • W e e k l y • Monthly •Annually 

12. File Becomes Inactive After 
30 

Number •Month(s) E|Year(s) 

13. Current Location(s) (Bldg., Floor, Room) 
Circuit Courthouse, Administration 

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

• Yes El No 

15. Access Restrictions (If Yes, die Law(s) & Regulation(s) 
• Yes El No 

16. Audit Requirements 

El None • State • Federal • Independent 

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

18. Recommended Retention 

30 Years 

19. Name and Title of Preparer 
Sue Wilson 

20. Telephone Number 21. Date 
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.O. Box 275 
Jessup, Maryland 20794 

410-799-1930 

AGENCY RECORDS INVENTORY 

•ill PARE j I I OF 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 
purposes. 
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/documents/forms found in the series. Include the purpose or function of the 

series.) 
Workers Comp Employers first report of injury or illness/stars - used to document and authorized medical treatment for an employee. 

7. Record Series Formal(s) List all 

El Letter Size Q Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

fj Bound Book Q Video Tape 

• Other (specify) 

8. Record Series Sequence 

• Alphabetical 

IS Numerical 

• Chronological 

• Geographical 

• Other (specify) 

9. Volume 

Number 

El File Drawees) -

• Microfilm Reel(s) 
• Computer Tape(s) 
• Other (specify) 

10. Annual Accumulation 

Number 

El File Drawer's) 
• Microfilm Reel(s) 
• Computer Tape(s) 
• Other (specrfy)__ 

11. File is Used 

El Daily • W e e k l y • M o n t h l y • Annually 

12. R e Becomes Inactive After 

30 

Number • Month(s) El Year's) 

13. Current Locatj'on(s) (Bldg., Floor, Room) 

Circuit Courthouse, Administration 

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

El Yes • No 

Risk Management 

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

• Yes El No 

16. Audit Requirements 

El None • State • F e d e r a l •independent 

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

• Yes El No 
18. Recommended Retention 

30 Years 

19. Name and Title of Preparer 
Sue Wilson 

20. Telephone Number 21. Date 
410-222-1571 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 
Jessup, Maryland 20794 

410-799-1930 

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) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

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

410-799-1930 

PAGE [l"^" OF 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 
purposes. 
4. Record Series Title 
Personnel Records/Files 

5. Earliest Year/Latest Year 
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.) 
Acknowledgement of Receipt - acknowledgement of receipt of a General Orders Manual or any designated written directive or memorandum. 

7. Record Series Format(s) List all 

El Letter Size •Microf i lm 

• Legal Size •Computer Tape t 

• Audio Tape • F l o p p y Disk 

• Bound Book • V i d e o Tape 

• Other (specify) 

8. Record Series Sequence 

• Alphabetical 

El Numerical 

• Chronological 

• Geographical 

• Other (specify) 

9. Volume 
113 

Number 

El File Drawer(s) 
• Microfilm Reel(s) 
• Computer Tape(s) 
• 'Other (specify) 

7. Record Series Format(s) List all 

El Letter Size •Microf i lm 

• Legal Size •Computer Tape t 

• Audio Tape • F l o p p y Disk 

• Bound Book • V i d e o Tape 

• Other (specify) 

8. Record Series Sequence 

• Alphabetical 

El Numerical 

• Chronological 

• Geographical 

• Other (specify) 
10. Annual Accumulation 

Number 

E|FileDrawer(s) 

• Microfilm Reel(s) 
• Computer Tape(s) 
• Other (specify) 

11. File is Used 

El Daily • W e a k l y • M o n t h l y •Annually 

12. File Becomes Inactive After 
' 5 

Number • Month(s) El Yeartjs) 

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

Circuit Courthouse, Administration 

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 
• Yes El No ' 

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

• Yes El No 

16. Audit Requirements 

El None • State • Federal • Independent 

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

18. Recommended Retention 

5 Years 

r 

19. Name and Title of Preparer 

Sue Wilson 

20. Telephone Number 
410-222-1571 

21. Date 
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.O. Box 275 
Jessup, Maryland 20794 

410-799-1930 

AGENCY RECORDS INVENTORY 

PAGE_1_L2. OF • 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 
purposes. 
4. Record Series Title 
Personnel Records/Files 

5. Earliest Year/Latest Year 
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.) 
Workers comp. Occurrence Log - records occurrence of Workers Comp cases by department. 

7. Record Series Format(s) List all 

El Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

• Other (specify) 

8. Record Series Sequence 

• Alphabetical 

El Numerical 

• Chronological 

• Geographical 

• Other (specify) 

9. Volume 

114 
Number 

El File Drawer(s) 
• Microfilm Reel(s) 
• Computer Tape(s) 

• Other (specify) 

10. Annual Accumulation 

Number 

El File Drawer's) 

• Microfilm Reel(s) 

• Computer Tapefs) 
• Other (specify) 

11. File is Used 

E) Daily • W e e k l y • Monthly •Annually 

12. File Becomes Inactive After 

5 

Number • Month(s) El Year(s) 

13. Current Locations) (Bldg., Floor, Room) 

Circuit Courthouse, Administration 

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

El Yes QNo 

Risk Management 

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

• Yes El No 

16. Audit Requirements 

El None • State • Federal • Independent 

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

• Yes El No 
18. Recommended Retention 

5 Years 

19. Name and Title of Preparer 
Sue Wilson 

20. Telephone Number 
410-222-1571 

21. Date 
6/14/16 

DGS S50-4 (Rev. 1/93) 



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

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

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

410-799-1930 

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) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

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

410-799-1930 

PAGE ^ / H OF 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 re 
purposes. 

ference as well as retention and disposition 

4. Record Series Title 
Personnel Records/Files 

5. Earliest Year/Latest Year 
2016 to 2017 

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

series.) 
Personnel Requisition - used to request hiring personnel. 

7. Record Series Format(s) List all 

El Letter Size • Microfilm 

• Legal Size •computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

• other (specify) 

8. Record Series Sequence 

• Alphabetical 

El Numerical 

• Chronological 

• Geographical 

• Other (specify) 

9. Volume 
lis 

Number 

El File Drawees) 
• Microfilm Reel(s) 
• Computer Tape(s) 
• Other (specify) 

7. Record Series Format(s) List all 

El Letter Size • Microfilm 

• Legal Size •computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

• other (specify) 

8. Record Series Sequence 

• Alphabetical 

El Numerical 

• Chronological 

• Geographical 

• Other (specify) 
10. Annual Accumulation 

Number 

El File Drawerfs) 

• Microfilm Reel(s) 
• Computer Tape(s) 
• Other (spetifv) 

11. File is Used 

El Daily • W e e k l y • Monthly • Annually 

12. File Becomes Inactive After 
1 

Number •Month(s) E|Year(s) 

13. Current Locations) (Bldg., Floor, Room) 

Circuit Courthouse, Administration 

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

• Yes El No 

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

• Yes El No ' 

16. Audit Requirements 

El None • State • Federal • Independent 

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

• Yes El No 
18. Recommended Retention 

1 Year 

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 
Jessup, Maryland 20794 

410-799-1930 

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) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

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

410-799-1930 

PAGE J |i5" OF 1 

1. Department/Agency 

Sheriffs Office 

2. Division 3. Unit 

purposes. 
4. Record Series Title 
Personnel Records/Files 

5. Earliest Year/Latest Year 

_2016 to _ 2017_ 

6. Record Series Description (Briefly describe the types of information/documents/fonns found in the series. Include the purpose or function of the 
series.) 
Request for reallocation study of an occupied position/request reallocation of vacant position - used to request a reallocation study/reallocation of a 
position. 

7. Record Series Format(s) List all < 

El Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

• Other (specify) 

6. Record Series Sequence 

• Alphabetical 

El Numerical 

• Chronological 

Q Geographical 

• Other (specify) 

9. Volume 
116 

Number 

El File Drawer's) 
• Microfilm Reel(s) 
• Computer Tape(s) 
• Other (specify) 

10. Annual Accumulation 

Number 

ElRleDrawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s) 
• Other ( s p e c H y ) _ 

11. Rle is Used 

ElOaily •Weekly •Monthly •Annually 

12. Rle Becomes Inactive After 

1̂  
Number • Month's) E l Yeans) 

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

Circuit Courthouse, Administration 

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

• Yes El No 

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

• Yes El No 

16. Audit Requirements 

El None • State • Federal Q Independent 

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

• Yes El No 
18. Recommended Retention 

1 Year 

19. Name and Title of Preparer 
Sue Wilson 

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

OGS 550-4 (Rev. 1/93) 



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

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

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

410-799-1930 

AGENCY RECORDS INVENTORY 

E—ili)— 
PAGE lift OF 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 
purposes. 
4. Record Series Title 
Personnel Records/Files 

5. Earliest Year/Latest Year 
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.) 
ID Card Log - numbered listing of paper ID cards issued to employees and civilian volunteers. 

7. Record Series Format(s) List all 

El Letter Size • Microfilm 

• Legal Size O Computer Tape 

• Audio Tape Q Floppy Disk 

• Bound Book • Video Tape 

• Other (specify) 

8. Record Series Sequence 

• Alphabetical 

El Numerical 

• Chronological 

• Geographical 

• Other (specify) 

9. Volume 
117 

Number 

El File Drawees) 
• Microfilm Reel(s) 
• Computer Tape(s) 

• Other (specify) 

10. Annual Accumulation 

Number 

El File Drawerfs) 
• Microfilm Reel(s) 

• Computer Tape(s) 

• Other (specify) 

11. File is Used 

E| Daily • W e e k l y • M o n t h l y •Annually 

12. File Becomes Inactive After 

50 

Number • Month(s) El Year(s) 

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

Circuit Courthouse, Security 

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

• Yes El No 

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

• Yes El No 

16. Audit Requirements 

El None • State • Federal • Independent 

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

• Yes El No 
18. Recommended Retention 

50 Years 

19. Name and Title of Preparer 
Sue Wilson 

20. Telephone Number 21. Date 
410-222-1571 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 
Jessup, Maryland 20794 

410-799-1930 

AGENCY RECORDS INVENTORY 

PAGE I I / 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 
Personnel Records/Files 

5. Earliest Year/Latest Year 
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.) 
Office ID Card Form - used to document information recorded on paper ID cards (prior to installation of Circuit Court ID computer). 

7. Record Series Format(s) List all 

El tetter Size • Microfilm 

fj Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • video Tape 

• Other (specify) 

8. Record Series Sequence 

• Alphabetical 

El Numerical 

• Chronological 

• Geographical 

• Other (specify) 

9. Volume 
118 

Number 

El File Drawees) 

• Microfilm Reel(s) 

• Computer Tape(s) 

• Other (spedfy)_ 

10. Annual Accumulation 

Number 

El f i le Drawerfs) 
• Microfilm Reel(s) 
• Computer Tape(s) 
• Other (spechy)__ 

11. File is Used 

El Daily • Weekly • Monthly • Annually 

12. File 

SO 

Number 

Inactive After 

• Month's) ElYear(s) 

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

Circuit Courthouse, Security 

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

• Yes El N« 

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

• Yes El No 

16. Audit Requirements 

El None • State fj Federal • Independent 

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

• Yes El No 
18. Recommended Retention 

50 Years 

19. Name and Title of Preparer 
Sue Wilson 

20. Telephone Number 
410-222-1571 v 

21. Date 
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.O. Box 275 
Jessup, Maryland 20794 

410-799-1930 

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) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

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

410-799-1930 

PAGE J|i? OF 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 
purposes. 
4. Record Series Title 
Payroll Files/Forms 

5. Earliest Year/Latest Year 
2016 • ' 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.) 
Daily Personnel Roster - Identifies Bureau personnel daily assignments and duty hours. 

7. Record Series Fonnal(s)' List all 

E) Letter Size • Microfilm 

• Legal Size • Computer Tape. 

• Audio Tape Q Floppy Disk 

• Bound Book • Video Tape 

• Other (specify) 

S. Record Series Sequence 

• Alphabetical 

El Numerical 

• Chronological 

• Geographical 

• Other (specify) 

9. Volume 
11 

Number 

El File Drawer(s) 
• Microfilm Reel(s) 
• Computer Tapefs) 
• Other (specify) 

10. Annual Accumulation 

Number 

El File Drawees) 
• Microfilm Reel(s) 
• Computer Tape(s) 
• Other (specify)__ 

11. File is Used 

El Daily • Weekly • Monthly • Annually 

12. R e Becomes Inactive After 
3 

Number rjMonthfs) E)Yeai(s) 

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

Circuit Courthouse, Administration 

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

• Yes El No 

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

16. Audit Requirements 

El None • State • Federal • Independent 

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

• Yes El No 
18. Recommended Retention 

3 Years 

19. Name and Title of Preparer 
Sue Wilson' 

20. Telephone Number 
410-222-1571 

21. Date 
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.O. Box 275 
Jessup, Maryland 20794 

410-799-1930 

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) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

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

410-799-1930 

PAGE [l^ OF 1 

1. Department/Agency 
Sheriff's Office 

2. Division 3. Unit 

purposes. 
4. Record Series Title 
Payroll Files/Forms 

5. Earliest Year/Latest Year 
_2016 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.) J 

Designation of Authority - used to document instances where supervisors designate subordinates to act in their positions during absences. 

7. Record Series Format(s) List all 8. Record Series Sequence 9. Volume 
120 

El Letter Size • Microfilm • Alphabetical Number 

• Legal Size Q Computer Tape El Numerical El File Drawerfs) 
• Microfilm Reel(s) 

• Audio Tape • Floppy Disk • Chronological • Computer Tape(s) 
• Other (specify) 

• Bound Book • Video Tape • Geographical 

10. Annual Accumulation 
|~) Other (sneafv) • Other (specify) 

Number 

El File Drawer(s) 
• Microfilm Reel(s) 
• Computer Tape(s) 
• Other (sneoilv) 

11. R e is Used 

El Daily • Weekly • M o n t h l y •Annually 

12. File 
3 

Number 

Inactive After 

• Month(s) E|Year(s) 

13. Current Location(s) (Bldg., Floor, Room) 
Circuit Courthouse, Administration 

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

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

16. Audit Requirements 

El None • State • Federal • Independent 

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

• Yes El No 
18. Recommended Retention 

3 Years 

19. Name and Title of Preparer 
Sue Wilson 

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

OGS 550-4 (Rev. 1/93) 



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

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

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

410-799-1930 

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) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

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

410-799-1930 

PAGE j[ "L0 OF 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 
purposes. 
4. Record Series Title 
Payroll Files/Forms 

5. Earliest Year/Latest Year 
2016 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.) 
Individual Payroll Timesheets - generated by automated time and attendance to record hours worked by an individual. 

7. Record Series Format(s) List all 8. Record Series Sequence 9. Volume 
121 

El Letter Size • Microfilm • Alphabetical Number 

• Legal Size • Computer Tape El Numerical El File Drawees) 
• Microfilm Reel(s) 

I~l Audio Tape • Floppy Disk • Chronological • Computer Tape(s) 
• Other (specify) 

• Bound Book • Video Tape • Geographical 

10. Annual Accumulation 
• Other (specify} • Other (specify) 

Number 

El File Drawer(s) 
• Microfilm Reel(s) 

• Computer Tape(s). 
• Other (soerifv) 

11. File is Used 

El Daily • Weekly • Monthly •Annually 

12. File 

3 

Number 

Inactive After 

' •Monlh (s ) ElYear(s) 

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

Circuit Courthouse, Administration 

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

• Yes El No 

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

• Yes El No 

16. Audit Requirements 

El None • State • Federal • Independent 

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

• Yes El No 
18. Recommended Retention 

3 Years 

19. Name and Title of Preparer 
Sue Wilson 

20. Telephone Number 21. Date 
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.O. Box 275 
Jessup, Maryland 20794 

410-799-1930 

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) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

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

410-799-1930 

PAGE |"Z.I 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 
Payroll Files/Forms 

5. Earliest Year/Latest Year 
_2016 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.) 
Payroll registers - ADP reports generated by Payroll to indicating hours worked, leave taken and pay for all employees. 

7. Record Series Format(s) List all 

El Letter Size • Microfilm 

• Legal Size Q Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

• Other (specify) 

8. Record Series Sequence. 

• Alphabetical 

El Numerical 

l~l Chronological 

• Geographical 

• Other (specify) 

9. Volume 

Number 

El File Drawerfs) 

• Microfilm Reelfs) 
• Computer Tapefs) 
• Other (specify) 

10. Annual Accumulation 

Number 

El File Drawerfs) 
• Microfilm Reelfs) 
• Computer Tapefs) 
• Other (speoify)__ 

11. File is Used 

El Daily • Weekly • Monthly • Annually 

12. File 

—2— 
Number 

Inactive After 

• Month(s) E|Year(s) 

13. Current LocaUon(s) (Bldg., Floor, Room) 
Circuit Courthouse, Administration 

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

• Yes El No 

15. Access Restrictions (If Yes, cite La'wfs) & Regulationfs) 
• Yes El No 

16. Audit Requirements 

El None • State • Federal • Independent 

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

• Yes El No 
18. Recommended Retention 

3 Years 

19. Name and Title of Preparer 
Sue Wilson 

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

DGS 5 5 0 4 (Rev. 1/93) 



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

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

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

410-799-1930 

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) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

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

410-799-1930 

PAGE j"Z"Z-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 
Payroll Files/Forms 

5. Earliest Year/Latest Year 
2016 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.) 
Overtime time sheet - Indentifies date, hours, and specific duty performed while on overtime status. 

7. Record Series Format(s) List all 

El Letter Size • Microfilm 

l~l Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

• Other (specify) 

8. Record Series Sequence 

• Alphabetical 

El Numerical 

• Chronological 

• Geographical 

• Other (specify) 

9. Volume 
123 

Number 

El File Drawees) 
• Microfilm Reel(s) 
• Computer Tape(s) 
• Other (specify) 

10. Annual Accumulation 

Number 

El File Drawees) 
• Microfilm Reel(s) 
• Computer Tape(s) 
• Other (specify) 

11. File is Used 

El Daily • Weekly • Monthly • Annually 

12. File Becomes Inactive After 
3 

Number ' •Monlhfs) E|Year(s) 

13. Current LocaSon(s) (Bldg., Floor, Room) 
Circuit Courthouse, Administration 

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

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

• Yes El No 

16. Audit Requirements 

El None • State • Federal • Independent 

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

18. Recommended Retention 

3 Years 

19. Name and Title of Preparer 
Sue Wilson 

20. Telephone Number 21. Date 
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.O. Box 275 
Jessup, Maryland 20794 

410-799-1930 

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) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

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

410-799-1930 

PAGE {13 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 
Payroll Files/Forms 

5. Earliest Year/Latest Year 
2016 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.) 
Compensatory Leave - Identifies date, hours, and specific duty performed to justify compensatory leave. 

7. Record Series Format(s) List all 

El Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

• Other (specify) 

8. Record Series Sequence 

• Alphabetical 

El Numerical 

• Chronological 

• Geographical 

• Other (specify) 

9. Volume 
124 

Number 

El File Drawees) 
• Microfilm Reel(s) 
• Computer Tape(s) 
• Other (specffy)__ 

10. Annual Accumulation 

Number 

El File Drawees) 
• Microfilm Reel(s) 
• Computer Tape(s) 
• Other (specrfy)__ 

11. File is Used 

El Daily • W e e k l y • Monthly •Annually 

12. File 
_ 3 _ 
Number 

Inactive After 

• Month(s) E|Year(s) 

13. Current Location(s) (Bldg., Floor, Room) 
Circuit Courthouse, Administration 

14.1s Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

• Yes El No 

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

• Yes El No 

16. Audit Requirements 

El None • State • Federal • Independent 

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

18. Recommended Retention 

3 Years 

19. Name and Title of Preparer 
Sue Wilson 

20. Telephone Number 21. Date 
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.O. Box 275 
Jessup, Maryland 20794 

410-799-1930 

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) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

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

410-799-1930 

PAGE / Z . * / O F 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 
purposes. 
4. Record Series Title 
Payroll Files/Forms 

5. Earliest Year/Latest Year 
_2016 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.) 
Leave Approval Form - used by employee to request leave approval of any kind. 

7. Record Series Format(s) List all 

El Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy btsk 

• Bound Book • Video Tape 

• Other (specify) 

8. Record Series Sequence 

• Alphabetical 

El Numerical 

• Chronological 

• Geographical 

• Other (specify) 

9. Volume 

125 

Number' 

El File Drawer's) 

• Microfilm Reel(s) 

l~l Computer Tape(s) 

• Other (specHy)__ 

10. Annual Accumulation 

Number 

El File Drawer(s) 

• Microfilm Reelfs) 

• Computer Tape(s) 

• Other (specify) 

11. File is Used 

El Daily • Weekly • Monthly • Annually 

12. File Becomes Inactive After 

3 

Number • Month(s) El Year's) 

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

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

• Yes El No 

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

• Yes El No 

16. Audit Requirements 

El None • State • Federal • Independent 

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

• Yes El No 
18. Recommended Retention 

3 Years 

19. Name and Title of Preparer 
Sue Wilson 

20. Telephone Number 21. Date 
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.O. Box 275 
Jessup, Maryland 20794 

AGENCY RECORDS INVENTORY 

PAGE OF 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 
purposes. 
4. Record Series Title 
Training Files 

5. Earliest Year/Latest Year 
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.) 
Computer training needs: firearms range performance report; field training recruit observation report/field training record; 

7. Record Series Format(s) List all 

El Letter Size Q Microfilm 

• Legal Size | • Computer Tape 

• Audio Tape • F l o p p y Disk 

• Bound Book • Video Tape 

• Other (specify) 

8. Record Series Sequence 

• Alphabetical 

El Numerical 

• Chronological 

• Geographical 

• Other (specify) 

9. Volume 

126 
Number 

El File Drawerfs) 
• Microfilm Reel(s) 
• Computer Tape(s) 

• Other (spedfy)__ 

10. Annual Accumulation 

Number 

El File Drawerfs) 
• Microfilm Reelfs) 
• Computer Tapefs) 
• Other (specify)__ 

11. File is Used 

El Daily • Weekly • Monthly • Annually 

12. File Becomes Inactive After 

30 

Number' • Monthfs) El Yearfs) 

13. Current Locationfs) (Bldg.. Floor, Room) 
Circuit Courthouse, Training Coordinator 

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

• Yes El No 

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

• Yes El No 
16. Audit Requirements 

El None • State • Federal • Independent 

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

• Yes El No 
18. Recommended Retention 

30 Years 

19. Name and Title of Preparer 
Sue Wilson 

20. Telephone Number 
410-222-1571 

21. Date 
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.O. Box 275 
Jessup, Maryland 20794 

AGENCY RECORDS INVENTORY 

PAGE 

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 
purposes. 
4. Record Series Title 
Training Files 

5. Earliest Year/Latest Year 
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.) 
Maryland Police & Connection Training Commissions year-end Reports. 

7. Record Series Format(s) List all 

El Letter Size Q Microfilm 

• Legal Size • Computer Tape 

• Audio Tape Q Floppy Disk 

• Bound Book • Video Tape 

• Other (specify) 

8. Record Series Sequence 

• Alphabetical 

El Numerical 

Q Chronological 

• Geographical 

• Other (specify) 

9. Volume 
127 

Number 

El File Drawees) 
• Microfilm Reel(s) 
• Computer Tape(s) 

• Other (spedfy)_ _ 

10. Annual Accumulation 

Number 

El File Drawer(s) 
' • Microfilm Reel(s) 
• Computer Tape(s) 

• Other (specify)__ 

11. File is Used 

El Daily • Weekly • Monthly • Annually 

12. File Becomes Inactive After 
30 

Number • Monlh(s) El Year(s) 

13. Current Locations) (Bldg., Floor, Room) 

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

El Yes • No 
MP Police ft Correctional Training Commission 

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

• Yes El No 
16. Audit Requirements 

El None • State • Federal Q Independent 

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

18. Recommended Retention 

30 Years 

19. Name and Title of Preparer 
Sue Wilson 

20. Telephone Number 
410-222-1571 

21. Date 
6/14/16 

OGS 550-4 (Rev. 1/93) 


