
DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

RECORDS RETENTION AND DISPOSAL SCHEDULE 

Schedule No. CI'HK 
Page s 1 of 10 

Agency Division/Unit 
Somerset County Sheriffs Office 

Item 
No. 

Description Retention 

Operations File 

Somerset County Sheriffs Office Hazardous Entry And Tactics 
Team Personnel Roster 

Contains current roster of personnel assigned to the Somerset 
County Sheriffs Office Hazardous Entry and Tactics Team 

Above are Non-Permanent Records 

Retain for two (2) years and 
then destroy 

Schedule Approved by Department, Agency, 
or Division Representative. 
Date 

Signature 

Typed Name 

Title Sheriff 

Schedule Authorized by State Archivist 

Signature 

DGS 550-1 



DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

RECORDS RETENTION AND DISPOSAL SCHEDULE 
(Continuation Sheet) 

Schedule No. ^ ^ ^ DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

RECORDS RETENTION AND DISPOSAL SCHEDULE 
(Continuation Sheet) 

Page 2 of 10 

Agency Division/Unit 

Item 
No. 

Description Retention 

2 

3 

Hazardous Entry and Tactics Team Training 

Contains monthly training reports of the Somerset County Sheriffs 
Office Hazardous Entry and Tactics Team 

Above are Non-Permanent Records 

Impounded Vehicles 

Contain copies of closed Impounded Motor Vehicle Reports, plus 
all attachments dealing with the disposition of the vehicles. 

Above are Non-Permanent Records 

Retain for two (2) years and 
then destroy 

\ 

Retain for three (3) years 
and then destroy 

DGS 550-1A 



DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

RECORDS RETENTION AND DISPOSAL SCHEDULE 
(Continuation Sheet) 

Schedule No. 

Page 3 of 10 

Agency Division/Unit 
Somerset County Sheriffs Office 

Item 
No. 

Description Retention 

Maryland Motor Vehicle Administration 

Contains records and receipts of Motor Vehicle Registration Plates 
returned to the Motor Vehicle Administration. 

Above are Non-Permanent Records 

Investigator Case Load Ledger 

Contains Investigator case load ledger. 
Example: Investigator uses ledger to monitor investigations, 
whether the case in open, closed or suspended. Also, ledger 
indicates type of case; Theft, Burglary etc. 

Above are Non-Permanent Records 

Computer Voice Stress Analysis 
Contains Records of Computer Voice Stress Analysis Equipment. 

Example: Truth Verification - used for criminal investigations and 
pre-employment background checks 

Above are Non-Permanent Records 

Sex Offenders Registry 

Contains list of current registered sex offenders residing within 
Somerset County, Maryland 

Above are Non-Permanent Records 

Retain for two (2) year and 
then destroy 

Retain for three (3) year and 
then destroy 

Retain for three (3) years and 
then destroy 

Retain for twenty (20) years 
and then destroy 

DGS 550-1A 



DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

RECORDS RETENTION AND DISPOSAL SCHEDULE 
(Continuation Sheet) 

Schedule No. 

Page 4 of 10 

Agency Division/Unit 
Somerset County Sheriffs Office 

Item 
No. 

Description Retention 

8 

10 

Electronic Surveillance Equipment 

Contains copies of correspondence relating to the registration of all 
Electronic surveillance equipment. 
Example: Digital Recording equipment 

• Equipment must be registered with the Maryland State 
Police 

Above are Non-Permanent Records 

Motor Vehicle Accident Reports 

Contains Motor Vehicle Accident Reports submitted by the 
Somerset County Sheriffs Office. 

Above are Non-Permanent Records 

Citation Book Ledger 

Contains ledger of Motor Vehicle Citation Books that are issued to 
deputies at the Somerset County Sheriffs Office. 

Above are Non-Permanent Records 

Traffic Citation Transmittals Form 

Contains records of motor vehicle citations that are forwarded to the 
District Court of Maryland. 

Above are Non-Permanent Records 

Retain for five (5) year and 
then destroy 

Retain for ten (10) years and 
then destroy 

Retain for three (3) years and 
then destroy 

Retain for three (3) years and 
then destroy 

DGS 550-1A 



DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

RECORDS RETENTION AND DISPOSAL SCHEDULE 
(Continuation Sheet) 

Schedule No. c m 
Page 5 of 10 

Agency Division/Unit 
Somerset County Sheriffs Office 

Item 
No. 

Description Retention 

12 

13 

14 

15 

Speed Detection 

Contains calibration records for R A D A R and LIDAR speed 
detection units for the Somerset County Sheriffs Office. 

Above are Non- Permanent Records 

Preliminary Breath Test 

Contains a log of all monthly calibration and preliminary breath 
tests of all Preliminary Breath Test Units. 

Above are Non-Permanent Records 

Monthly Uniform Crime Reporting Reports 

Contains the monthly reports of crimes reported to the Somerset 
County Sheriffs Office. 

The Report is forwarded monthly to the Maryland State Police. 

Above is Non-Permanent Records * 

Consent to Search and Seize 

This file contains copies of the Somerset County Sheriffs Office 
Consent to Search and Seize. These reports contain only the 
information that a citizen granted permission to the Somerset 
County Sheriffs Office to conduct a warrantless search 

Above are Non-Permanent Records 

Retain for three (3) year and 
then destroy 

Retain for three (3) years and 
then destroy 

Retain for seven (7) years and 
then destroy 

Retain for two (2) years and 
then destroy 

DGS 550-1A 



DEPARTMENT OF GENERAL SERVICES Schedule No. ^ ^ ^ 
K t t / U K U O IV IA INAUCIV IC lM 1 L M V I O l U f M 

RECORDS RETENTION AND DISPOSAL SCHEDULE 
(Continuation Sheet) Page 6 of 10 

Agency Division/Unit 
Somerset County Sheriffs Office 

Item Description Retention 
No. 

16 Somerset County Sheriffs Office Property Records Retain for ten (10) years and 
then destroy 

Contains property records filed consecutively by Property Record 
Number, with related documents such as Crime Laboratory 
Division Evidence Receipt, and/or Court Receipt or Request for 
Laboratory C D S examination. 

Above are Non-Permanent Records 

17 Property Records - Control Log Retain for fifteen (15) years 
and then destroy 

Contains a listing of Property Record Numbers in sequence, along 
with other pertinent information concerning property records issued 
to Sheriffs Office personnel recorded on the Property Record 
Control Log. 

Above are Non-Permanent Records 

18 Annual Property Record Inventory Retain for three (3) years and 
then destroy 

Contains annual Property Record Inventory. 

Above are Non-Permanent Records 

19 Property Records - Diversion Retain for two (2) years and 
then destroy 

Contains reports of property that has been diverted for use by the 
Somerset County Sheriffs Office. 

DGS 550-1A 



DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

RECORDS RETENTION AND DISPOSAL SCHEDULE 
(Continuation Sheet) 

Schedule No. 

Page 7 of 10 

Agency Division/Unit 
Somerset County Sheriffs Office 

Item 
No. 

Description Retention 

20 

21 

22 

23 

Property Records - Money 

Contains records of monies seized by the Somerset County Sheriff's 
Office. 

• File contains memo showing funds being released to the 
Somerset County Treasurers Department and Somerset 
County Sheriffs Office Chain of Custody report. 

Above are Non-Permanent Records 

Property Records - Firearms Destroyed 

Contains records and photographs of firearms destroyed by the 
Somerset County Sheriffs Office. 

Above are Non-Permanent Records 

Property Destruction Reports 

Contains reports of property that has been destroyed by the 
Somerset County Sheriffs Office. 

• Report includes Property Record Numbers 

Above are Non-Permanent Records 

Property Room Entry Ledger 

Contains Property Room Entry ledger, sign in ledger 

Above are Non-Permanent Records. 

Retain for ten (10) year and 
then destroy 

Retain for ten (10) years and 
then destroy 

Retain for ten (10) years and 
then destroy 

Retain for three (3) years and 
then destroy 

DGS 550-1A 



DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

RECORDS RETENTION AND DISPOSAL SCHEDULE 
(Continuation Sheet) 

Schedule No. 

Page 8 of 10 

Agency Division/Unit 
Somerset County Sheriffs Office 

Item 
No. 

Description Retention 

24 

25 

26 

27 

Vehicle Pursuit Review 

Contains a supervisory review of Vehicle Pursuits by personnel of 
the Somerset County Sheriffs Office. 

Above are Non-Permanent Records 

Mobile Video Recording 

Contains supervisor review of the use of in-car Video Cameras by 
personnel of the Somerset County Sheriffs Office. 

Above are Non-Permanent Records 

Somerset County Sheriffs Office Motor Vehicle Records 

Contains vehicle service and repair invoices, Motor Vehicle Title, 
Registration and Insurance information 

Above are Non-Permanent Records 

Fuel Usage Reports for the Somerset County Sheriffs Office 

Contains monthly records for vehicle fuel usage for Somerset 
County Sheriff s Office. 

Above are Non-Permanent Records 

Retain for three (3) years and 
then destroy 

Retain for forty-two (42) 
months and then destroy 

Retain for five (5) years and 
then destroy 

Retain for two (2) years and 
then destroy 

DGS 550-1A 



DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

RECORDS RETENTION AND DISPOSAL SCHEDULE 
(Continuation Sheet) 

Schedule No. 

Page 9 of 10 

Agency Division/Unit 
Somerset County Sheriffs Office 

Item 
No. 

Description Retention 

28 

29 

30 

31 

Incident Reports 

Contains Somerset County Sheriffs Office Incident Reports. 
Examples of Incident Reports 

• Theft 
• Burglary 
• Child Abuse 

Above are Non-Permanent Records 

Protective/Peace Orders 

Contains Peace and Protective Orders issued by the District and 
Circuit Courts and served by the Somerset County Sheriffs Office. 

Above are Non-Permanent Records 

Arrest Warrants 

Contains active arrest warrants and Bench Warrants issued by the 
Circuit and District Court. 

Above are Non-Permanent Records 

Civil Process Papers 

Contains all civil process documents issued by the Circuit Court 
and served by the Somerset County Sheriffs Office. 
Example: 

• Forfeiture 
• Bankruptcy 

Above are Non-Permanent Records 

Retain for ten (10) years and 
then destroy 

Retain for two (2) years and 
then destroy 

Retain for twenty (20) years 
and then destroy 

Retain for ten (10) years and 
then destroy 

DGS 550-1A 



DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

RECORDS RETENTION AND DISPOSAL SCHEDULE 
(Continuation Sheet) 

Schedule No. ^ |^(<^ DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

RECORDS RETENTION AND DISPOSAL SCHEDULE 
(Continuation Sheet) Page 10 of 10 

Agency Division/Unit 
Somerset County Sheriffs Office 

Item 
No. 

Description Retention 

32 

33 

Missing Person Investigations 

Contains all Missing Person investigations. 
• Missing Person Report and any associated documents s 

Above are Non-Permanent Records 

Confidential Informants 

Contains all records and documents associated with Confidential 
informants for the Somerset County Sheriffs Office. 

• For confidentiality purposes, the above records and 
documentation are secured in the Office of the Chief 
Deputy in a locked filing cabinet. 

Above are Non-Permanent Records 

Retain for twenty (20) years 
and then destroy 

Retain for five (5) years and 
then destroy 

DGS 550-1A 



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 

A G E N C Y R E C O R D S I N V E N T O R Y 

E_ L O F - 3 3 

1. Department/Agency 

Somerset County Sheriff's Office 

2. Division 

N/A 

3. Unit 

N/A 

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 

Somerset County Sheriff's Office Hazardous Entry and Tactics Team Roster 

5. Earliest Year/Latest Year 

2015_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.) 

• Contains current roster of personnel assigned to the Somerset County Sheriff's Office Hazardous Entry and Tactics Team. 

• Above are Non-Permanent records 

7. Record Series Format(s) List all 

|3 Letter Size • Microfilm 

f j Legal Size • Computer Tape 

f j Audio Tape f j Floppy Disk 

f~l Bound Book Q Video Tape 

• Other (specify) 

8. Record Series Sequence 

l~l Alphabetical 

f~1 Numerical 

ffi Chronological 

[~1 Geographical 

• Other (specify) 

9. Volume 

_ 3 file folders 

Number 

f2 File Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s) 

Q Other (specify) 

10. Annual Accumulation 

1 file folder 

Number 

^ File Drawer(s) 

• Microfilm Reel(s) 

f j Computer Tape(s) 

[ J Other (specify) 

11 . File is Used 

• Daily • Weekly • Monthly ] Annually 

12. File Becomes Inactive After 

Number Q Month(s) ] Year(s) 

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

Somerset County Sheriffs Office Archive Room 

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 ^ No 

16. Audit Requirements 

fj3 None • State • Federal • Independent 

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

• Yes ^ No 
18. Recommended Retention 

19. Nam^ran/Title of Pwparj 

Sherij^Ro'nald HQj 

20. Telephone Number 

410-651-9225 

21. Date 

August 4, 2017 

DGS 55CM (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 

A G E N C Y R E C O R D S I N V E N T O R Y 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 _33 

1. Department/Agency 

Somerset County Sheriff's Office 

2. Division 

N/A 

3. Unit 

N/A 

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 

Hazardous Entry and Tactics Team Training 

5. Earliest Year/Latest Year 

2011_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.) 

• Contains monthly training reports of the Somerset County Sheriff's Office Hazardous Entry and Tactics Team. 

• Above are Non-Permanent records 

7. Record Series Format(s) List all 

^ Letter Size • Microfilm 

f j Legal Size • Computer Tape 

Q Audio Tape f j Floppy Disk 

• Bound Book • Video Tape 

• Other (soeciM 

8. Record Series Sequence 

• Alphabetical 

[~1 Numerical 

£3 Chronological 

r ] Geographical 

I - ! Other fsDeciM 

9. Volume 

_ 1 0 file folders 

Number 

^ File Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s) 

CI Other (soeciM 

7. Record Series Format(s) List all 

^ Letter Size • Microfilm 

f j Legal Size • Computer Tape 

Q Audio Tape f j Floppy Disk 

• Bound Book • Video Tape 

• Other (soeciM 

8. Record Series Sequence 

• Alphabetical 

[~1 Numerical 

£3 Chronological 

r ] Geographical 

I - ! Other fsDeciM 

10. Annual Accumulation 

1 file folder 

Number 

^ File Drawer(s) 

l~l Microfilm Reel(s) 

f~l Computer Tape(s) 

[~l Other (soeciM 

11. File is Used 

• Daily • Weekly • Monthly Annually 

12. File Becomes Inactive After 

_ 2 _ 

Number • Month(s) |3 Year(s) 

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

Somerset County Sheriff's Office Archive Room 

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

• Yes E No 

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

• Yes H No 

16. Audit Requirements 

E None • State • Federal • Independent 

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

• Yes ^ No 
18. Recommended Retention 

19. Narcrej^d Title of Prepa're/ S' 

S h e ^ R o n a l d / f^S 

20. Telephone Number 

410-651-9225 

21. Date 

August 4, 2017 

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 

A G E N C Y R E C O R D S I N V E N T O R Y 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 _ 3 0 F 33 

1. Department/Agency 

Somerset County Sheriff's Office 

2. Division 

N/A 

3. Unit 

N/A 

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 

Impounded Vehicles 

5. Earliest Year/Latest Year 

1993_ 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.) 

• Contain copies of closed Impounded Motor Vehicle Reports, plus all attachments dealing with the disposition of the vehicles. 

• Above are Non-Permanent records 

7. Record Series Format(s) List all 

El Letter Size • Microfilm 

f j Legal Size f j Computer Tape 

f j Audio Tape f j Floppy Disk 

• Bound Book f j Video Tape 

Other (specifv) 

8. Record Series Sequence 

r~1 Alphabetical 

f~1 Numerical 

El Chronological 

• Geographical 

[~1 Other (sDecifv) 

9. Volume 

_ 42 file folders 

Number 

El File Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s) 

r~| Other (soecifv) 

7. Record Series Format(s) List all 

El Letter Size • Microfilm 

f j Legal Size f j Computer Tape 

f j Audio Tape f j Floppy Disk 

• Bound Book f j Video Tape 

Other (specifv) 

8. Record Series Sequence 

r~1 Alphabetical 

f~1 Numerical 

El Chronological 

• Geographical 

[~1 Other (sDecifv) 

10. Annual Accumulation 

15 file folders 

Number 

El File Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s) 

r~| Other fsDecifvl 

1 1 . File is Used 

• Daily • Weekly • Monthly El Annually 

12. File Becomes Inactive After 

_ 3 _ 

Number • Month(s) El Year(s) 

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

Somerset County Sheriff's Office Archive Room 

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 

19. N a m / a r ^ T i t l e c ^ ^ a ^ / frf 

S h e r i f $ ^ l d ^ o ^ a f d f / /J^f \ 

20. Telephone Number 

410-651-9225 

21. Date 

August 4, 2017 

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 

A G E N C Y R E C O R D S I N V E N T O R Y 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 33 

1. Department/Agency 

Somerset County Sheriff's Office 

2. Division 

N/A 

3. Unit 

N/A 

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 

Maryland Motor Vehicle Administration 

5. Earliest Year/Latest Year 

2010_ 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.) 
• Contains records and receipts of Motor Vehicle Registration Plates returned to the Motor Vehicle Administration. 

• Above are Non-Permanent records 

7. Record Series Format(s) List all 

|3 Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

• Other (specify) 

8. Record Series Sequence 

• Alphabetical 

[~l Numerical 

^1 Chronological 

• Geographical 

f j ] Other (specify) 

9. Volume 

_ 8 file folders 

Number 

^ File Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s) 

PI Other (specify) 

7. Record Series Format(s) List all 

|3 Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

• Other (specify) 

8. Record Series Sequence 

• Alphabetical 

[~l Numerical 

^1 Chronological 

• Geographical 

f j ] Other (specify) 

10. Annual Accumulation 

1 file folders 

Number 

f3 File Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s) 

(""I Other (sDecifv) 

11 . File is Used 

• Daily • Weekly • Monthly ^ Annually 

12. File Becomes Inactive After 

_ 2 _ 

Number • Month(s) El Year(s) 

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

Somerset County Sheriffs Office Archive Room 

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

• Yes 0 No 

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

• Yes S No 

16. Audit Requirements 

None • State • Federal • Independent 

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

• Yes H No 
18. Recommended Retention 

19. Name arffd/itle of Vxp$Qx/^~l J / 

Sheriff^srtild H o w a X / y S /S^) (\y 

720. Telephone Number 

410-651-9225 

21. Date 

August 4, 2017 

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 

A G E N C Y R E C O R D S I N V E N T O R Y 

P A G E _ ^ _ OF 33_ 

1. Department/Agency 

Somerset County Sheriff's Office 

2. Division 

N/A 

3. Unit 

N/A 

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 

Investigator Case Load Ledger 

5. Earliest Year/Latest Year 

2010 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.) Contains Investigator Case Load Ledger 

• Example: Investigator uses ledger to monitor investigations (Burglary/Theft), whether the case is open, closed or suspended. 

• Above are Non-Permanent Records 

7. Record Series Format(s) List all 

El Letter Size • Microfilm 

l~l Legal Size Q Computer Tape 

[~l Audio Tape Q Floppy Disk 

• Bound Book • Video Tape 

• Other (specify) 

8. Record Series Sequence 

l~l Alphabetical 

l~l Numerical 

El Chronological 

l~l Geographical 

• Other (specify) 

9. Volume 

_ 8 file folders 

Number 

EJ File Drawer(s) 

• Microfilm Reel(s) 

[~l Computer Tape(s) 

• Other (specify) 

10. Annual Accumulation 

1 file folders 

Number 

El File Drawer(s) 

• Microfilm Reel(s) 

f~l Computer Tape(s) 

• Other (specify) 

11 . File is Used 

• Daily • Weekly • Monthly E| Annually 

12. File Becomes Inactive After 

_ 3 _ 

Number • Month(s) El Year(s) 

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

Somerset County Sheriff's Office Archive Room 

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. Telephone Number 

410-651-9225 

21. Date 

August 4, 2017 

DGS 550-S (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 

A G E N C Y R E C O R D S I N V E N T O R Y 

OF _ 3 3 _ PAGE _ y_ OF . 

1. Department/Agency 

Somerset County Sheriff's Office 

2. Division 

N/A 

3. Unit 

N/A 

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 

Computer Voice Stress Analysis 

5. Earliest Year/Latest Year 

2012_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.) 

• Contains Records of Computer Voice Stress Analysis Equipment. Example: Truth Verification - used for criminal investigations and 

pre-employment background checks 

• Above are Non-Permanent Records 
7. Record Series Format(s) List all 

El Letter Size O Microfilm 

• Legal Size • Computer Tape 

f j Audio Tape Q Floppy Disk 

• Bound Book • Video Tape 

• Other (specify) 

8. Record Series Sequence 

Q Alphabetical 

f~| Numerical 

El Chronological 

P) Geographical 

• Other (specify) 

9. Volume 

_ 6 file folders. 

Number 

El File Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s) 

• Other (specify) 

10. Annual Accumulation 

1 file folders 

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 

_ 3 _ 

Number • Month(s) El Year(s) 

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

Somerset County Sheriffs Office Archive Room 

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 

19. Name.and Jffle of Pj 

Sheriff B^Sertd How; 

20. Telephone Number 

410-651-9225 

21. Date 

August 4, 2017 

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 

A G E N C Y R E C O R D S I N V E N T O R Y 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 7_ OF 33 

1. Department/Agency 

Somerset County Sheriff's Office 

2. Division 

N/A 

3. Unit 

N/A 

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 

Sex Offender Registry 

5. Earliest Year/Latest Year 

2009_ 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.) 

• Contains list of current registered sex offenders residing within Somerset County, Maryland 

• Above are Non-Permanent Records 

7. Record Series Format(s) List all 

El Letter Size • Microfilm 

• Legal Size • Computer Tape 

f~l Audio Tape Q Floppy Disk 

• Sound Book • Video Tape 

• Other (specify) 

8. Record Series Sequence 

f~l Alphabetical 

• Numerical 

^ Chronological 

n Geographical 

[~] Other (specify) 

9. Volume 

9 file folders 

Number 

f3 File Drawer(s) 

• Microfilm Reel(s) 

PI Computer Tape(s) 

PI Other 1 soeciM 

7. Record Series Format(s) List all 

El Letter Size • Microfilm 

• Legal Size • Computer Tape 

f~l Audio Tape Q Floppy Disk 

• Sound Book • Video Tape 

• Other (specify) 

8. Record Series Sequence 

f~l Alphabetical 

• Numerical 

^ Chronological 

n Geographical 

[~] Other (specify) 

10. Annual Accumulation 

1 file folders 

Number 

E File Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s) 

I-) Other (sDecifv) 

11 . File is Used 

• Daily • Weekly • Monthly ^ Annually 

12. File Becomes Inactive After 

_ 2 0 _ 

Number • Month(s) ^ Year(s) 

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

Somerset County Sheriffs Office Archive Room 

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

• Yes ^ No 

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

• Yes No 

16. Audit Requirements 

03 None • State • Federal • Independent 

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

• Yes H N ° 
18. Recommended Retention 

19. Name apaTWe of Prepa»r ^yl / 

Sheriff Rc^ralemoward^^ / ^ ^ ^ 

20. Telephone Number 

410-651-9225 

21. Date 

August 4, 2017 

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 

A G E N C Y R E C O R D S I N V E N T O R Y 

PAGE _ _ _ OF ^ 

1. Department/Agency 

Somerset County Sheriff's Office 

2. Division 

N/A 

3. Unit 

N/A 

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 

Electronic Surveillance Equipment 

5. Earliest Year/Latest Year 

2010 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.) 

• Contains copies of correspondence relating to the registration of all Electronic surveillance equipment. 

• Above are Non-Permanent Records 

7. Record Series Format(s) List all 

El Letter Size • Microfilm 

l~l Legal Size Q Computer Tape 

• Audio Tape • Floppy Disk 

• Sound Book • Video Tape 

• Other (specify) 

8. Record Series Sequence 

f j Alphabetical 

[~l Numerical 

El Chronological 

• Geographical 

• Other (specify) 

9. Volume 

_ 2 file folders. 

Number 

El File Drawer(s) 

f j Microfilm Reel(s) 

• Computer Tape(s) 

[~l Other (specify) 

10. Annual Accumulation 

1 file folders 

Number 

El File Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s) 

• Other (specify) 

11 . File is Used 

• Daily • Weekly • Monthly | Annually 

12. File Becomes Inactive After 

_ 5 _ 

Number • Month(s) El Year(s) 

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

Somerset County Sheriff's Office Archive Room 

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

El Yes • No 

Maryland State Police 

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 

19. Name 

Sheriff 

20. Telephone Number 

410-651-9225 

21. Date 

August 7, 2017 

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 

A G E N C Y R E C O R D S I N V E N T O R Y 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 33 

1. Department/Agency 

Somerset County Sheriff's Office 

2. Division 

N/A 

3. Unit 

N/A 

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 

Motor Vehicle Accident Reports 

5. Earliest Year/Latest Year 

2011_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.) 

• Contains Motor Vehicle Accident Reports submitted by the Somerset County Sheriff's Office. 

• Above are Non-Permanent Records 

7. Record Series Format(s) List all 

^ Letter Size • Microfilm 

f~l Legal Size f j Computer Tape 

• Audio Tape • Floppy Disk 

f~l Bound Book Q Video Tape 

• Other (specify) 

8. Record Series Sequence 

f~l Alphabetical 

f~l Numerical 

f^ Chronological 

• Geographical 

r~| Other (sDeciM 

9. Volume 

_ 7 file folders 

Number 

File Drawer(s) 

f j Microfilm Reel(s) 

• Computer Tape(s) 

("I Other (SDeciM 

7. Record Series Format(s) List all 

^ Letter Size • Microfilm 

f~l Legal Size f j Computer Tape 

• Audio Tape • Floppy Disk 

f~l Bound Book Q Video Tape 

• Other (specify) 

8. Record Series Sequence 

f~l Alphabetical 

f~l Numerical 

f^ Chronological 

• Geographical 

r~| Other (sDeciM 

10. Annual Accumulation 

1 file folders 

Number 

File Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s) 

I-) Other tfsoecifv) 

11 . File is Used 

• Daily • Weekly • Monthly |3 Annually 

12. File Becomes Inactive After 

- 1 0 _ 

Number • Month(s) ^ Year(s) 

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

Somerset County Sheriffs Office Archive Room 

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) 

• Yes ^ No 

16. Audit Requirements 

None • State • Federal • Independent 

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

• Yes g] No 
18. Recommended Retention 

19. N a m e ^ ^ t l e o f P j ^ p ^ ^ O ^ J / 

Sheriff R ^ f d H o w a ^ / X / ^ Jyty 

20. Telephone Number 

410-651-9225 

21. Date 

August 7, 2017 

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 

A G E N C Y R E C O R D S I N V E N T O R Y 

P A G E _ 1 0 _ OF _33 . 

1. Department/Agency 

Somerset County Sheriff's Office 

2. Division 

N/A 

3. Unit 

N/A 

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 

Motor Vehicle Citation Book Ledger 

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.) 

• Contains ledger of Motor Vehicle Citation Books that are issued to deputies at the Somerset County Sheriff's Office. 

• Above are Non-Permanent Records 

7. Record Series Format(s) List all 

El Letter Size • Microfilm 

f~l Legal Size Q Computer Tape 

r~l Audio Tape Q Floppy Disk 

l~l Bound Book Q Video Tape 

• Other (specify) 

B. Record Series Sequence 

• Alphabetical 

l~l Numerical 

El Chronological 

r~1 Geographical 

• Other (specify) 

9. Volume 

_ 2 file folders 

Number 

El File Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s) 

• Other (specify) 

10. Annual Accumulation 

1 file folders 

Number 

El File Drawer(s) 

Q Microfilm Reel(s) 

• Computer Tape(s) 

• Other (specify) 

11 . File is Used 

• Daily • Weekly • Monthly | Annually 

12. File Becomes Inactive After 

_ 3 _ 

Number • Month(s) El Year(s) 

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

Somerset County Sheriffs Office Archive Room 

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 

20. Telephone Number 

410-651-9225 

21. Date 

August 7, 2017 

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 

A G E N C Y R E C O R D S I N V E N T O R Y 

P_OF 3.3 PAGE _ _ OF 

1. Department/Agency 

Somerset County Sheriff's Office 

2. Division 

N/A 

3. Unit 

N/A 

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 

Traffic Citation Transmittal Forms 

5. Earliest Year/Latest Year 

2007_ 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.) 

• Contains records of motor vehicle citations that are forwarded to the District Court of Maryland. 

• Above are Non-Permanent Records 

7. Record Series Format(s) List all 

El Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

PI Bound Book Q Video Tape 

• Other (specify) 

8. Record Series Sequence 

• Alphabetical 

Q Numerical 

El Chronological 

r~l Geographical 

f~l Other (specify) 

9. Volume 

11 file folders _ 

Number 

El File Drawer(s) 

f~l Microfilm Reel(s) 

• Computer Tape(s) 

• Other (specify) 

10. Annual Accumulation 

' 1 file folders 

Number 

El File Drawer(s) 

l~l Microfilm Reel(s) 

• Computer Tape(s) 

l~l Other (specify) 

1 1 . File is Used 

• Daily • Weekly • Monthly El Annually 

12. File Becomes Inactive After 

Number • Month(s) El Year(s) 

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

Somerset County Sheriff's Office Archive Room 

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 O State • Federal • Independent 

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

• Yes El No 
18. Recommended Retention 

19. Name 

Sheriff Ri 

20. Telephone Number 

410-651-9225 

21. Date 

August 7, 2017 

OGS 55r>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 
4101799-1930 

A G E N C Y R E C O R D S I N V E N T O R Y 

PAGE x±_ OF 
12 O F 33 

1. Department/Agency 

Somerset County Sheriff's Office 

2. Division 

N/A 

3. Unit 

N/A 

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 

Speed Detection 

5. Earliest Year/Latest Year 

2010_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.) 

• Contains calibration records for RADAR and LIDAR speed detection units for the Somerset County Sheriff's Office. 

• Above are Non-Permanent Records 

7. Record Series Format(s) List all 

El Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

I""] Bound Book • Video Tape 

• Other (specify) 

8. Record Series Sequence 

f~l Alphabetical 

l~l Numerical 

E) Chronological 

• Geographical 

PI Other (specify) 

9. Volume 

_ 8 file folders . 

Number 

El Pile Drawer(s) 

f~l Microfilm Reel(s) 

f j Computer Tape(s) 

l~l Other (specify) 

10. Annual Accumulation 

1 file folders 

Number 

El File Drawer(s) 

Q Microfilm Reel(s) 

l~l Computer Tape(s) 

l~l Other (specify) 

11 . File is Used 

• Daily • Weekly • Monthly ] Annually 

12. File Becomes Inactive After 

_ 3 _ 

Number • Month(s) El Year(s) 

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

Somerset County Sheriff's Office Archive Room 

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 

19. Name anc/Titlj 

Sheriff Roi 

20. Telephone Number 

410-651-9225 

21. Date 

August 7, 2017 

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 

A G E N C Y R E C O R D S I N V E N T O R Y 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 33 

1. Department/Agency 

Somerset County Sheriff's Office 

2. Division 

N/A 

3. Unit 

N/A 

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 

Preliminary Breath Test 

5. Earliest Year/Latest Year 

2012_ 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.) 

• Contains a log of all monthly calibrations and preliminary breath tests of all Preliminary Breath Test Units. 

• Above are Non-Permanent Records 

7. Record Series Format(s) List all 

El Letter Size • Microfilm 

f j Legal Size f j Computer Tape 

• Audio Tape • Floppy Disk-

• Bound Book • Video Tape 

Other fsoecifv) 

8. Record Series Sequence 

Q Alphabetical 

l~1 Numerical 

[X] Chronological 

• Geographical 

[~| Other (specify) 

9. Volume 

_ 6 file folders 

Number 

^ File Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s) 

r~| Other (sDecifv) 

7. Record Series Format(s) List all 

El Letter Size • Microfilm 

f j Legal Size f j Computer Tape 

• Audio Tape • Floppy Disk-

• Bound Book • Video Tape 

Other fsoecifv) 

8. Record Series Sequence 

Q Alphabetical 

l~1 Numerical 

[X] Chronological 

• Geographical 

[~| Other (specify) 

10. Annual Accumulation 

1 file folders 

Number 

El File Drawer(s) 

• Microfilm Reel(s) 

[~] Computer Tape(s) 

r~| Other (sDecifv) 

11 . File is Used 

• Daily • Weekly • Monthly [x] Annually 

12. File Becomes Inactive After 

_ 3 _ 

Number • Month(s) E] Year(s) 

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

Somerset County Sheriffs Office Archive Room 

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 

' 1 7 . Is an Index System used? If yes, explain briefly and describe requirements 

• Yes El No 
18. Recommended Retention 

19. Name an^ptfe of P i ^ ? ^ ^ / 7 A / 

Sheriff R o > ^ H o w a K ^ \ A / /C^ 

20. Telephone Number 

410-651-9225 

21. Date 

August 7, 2017 

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 

A G E N C Y R E C O R D S I N V E N T O R Y 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 A G E _ 1 4 L _ OF 33 

1. Department/Agency 

Somerset County Sheriff's Office 

2. Division 

N/A 

3. Unit 

N/A 

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 

Monthly Uniform Crime Reporting Reports 

5. Earliest Year/Latest Year 

2005_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.) 

• Contains the monthly reports of crimes reported to the Somerset County Sheriff's Office. 

• The monthly Report is forwarded to the Maryland State Police. 

• Above are Non-Permanent Records 

7. Record Series Format(s) List all 

El Letter Size • Microfilm 

Q Legal Size f j Computer Tape 

f j Audio Tape f j Floppy Disk 

r~l Bound Book Q Video Tape 

• Other (specify) 

8. Record Series Sequence 

l~l Alphabetical 

PI Numerical 

El Chronological 

• Geographical 

r~| Other fsoecifv) 

9. Volume 

_ 13 file folders 

Number 

El File Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s) 

I - ! Other (sDecifvl 

7. Record Series Format(s) List all 

El Letter Size • Microfilm 

Q Legal Size f j Computer Tape 

f j Audio Tape f j Floppy Disk 

r~l Bound Book Q Video Tape 

• Other (specify) 

8. Record Series Sequence 

l~l Alphabetical 

PI Numerical 

El Chronological 

• Geographical 

r~| Other fsoecifv) 

10. Annual Accumulation 

1 file folders . 

Number 

El File Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s) 

I"! Other (SDecifvl 

/ 11. File is Used 

• Daily • Weekly • Monthly El Annually 

12. File Becomes Inactive After 

_7_ 
Number • Month(s) El Year(s) 

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

Somerset County Sheriff's Office Archive Room 

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

• Yes El No 

Maryland State Police 

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 

19. Name apdmle of Vx&^jA^y / 

Sheriff Ro^ala H o w a t t f / v ^ ^ / / y & ( 

20. Telephone Number 

410-651-9225 

21. Date 

August 7, 2017 

D G S 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 

A G E N C Y R E C O R D S I N V E N T O R Y 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 _ ] _ 5 _ OF 33 

1. Department/Agency 

Somerset County Sheriff's Office 

2. Division 

N/A 

3. Unit 

N/A 

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 

Consent to Search and Seize 

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.) 
• Contains copies of the Somerset County Sheriff's Office Consent to Search and Seize. 

• Above are Non-Permanent Records 

7. Record Series Format(s) List all 

^ Letter Size • Microfilm 

• Legal Size • Computer Tape 

f j Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

Other (SDeciM 

8. Record Series Sequence 

I""] Alphabetical 

f~l Numerical 

Rl Chronological 

• Geographical 

PI Other (SDeciM 

9. Volume 

_ 2 file folders 

Number 

File Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s) 

f j ] Other (specify) 

7. Record Series Format(s) List all 

^ Letter Size • Microfilm 

• Legal Size • Computer Tape 

f j Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

Other (SDeciM 

8. Record Series Sequence 

I""] Alphabetical 

f~l Numerical 

Rl Chronological 

• Geographical 

PI Other (SDeciM 

10. Annual Accumulation 

1 file folders 

Number 

^ File Drawer(s) 

l~l Microfilm Reel(s) 

• Computer Tape(s) 

CI Other (SDeciM 

11. File is Used 

• Daily • Weekly • Monthly ^ Annually 

12. File 8ecomes Inactive After 

_ 2 _ 

Number • Month(s) ^ Year(s) 

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

Somerset County Sheriffs Office Archive Room 

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

• Yes 0 No 

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

• Yes ^ No 

16. Audit Requirements 

£3 None • State • Federal • Independent 

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

• Yes £3 No 

, , - N 

18. Recommended Retention 

19. Name and/une of Prg|rare#'V s / f S 
S h e r i f f R o n ^ H o w a ^ ^ / 

20. Telephone Number 

410-651-9225 

21. Date 

August 7, 2017 

DGS 550/f(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 

A G E N C Y R E C O R D S I N V E N T O R Y 

16 OF 33 PAGE _ 1 U OF 

1. Department/Agency 

Somerset County Sheriff's Office 

2. Division 

N/A 

3. Unit 

N/A 

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 

Somerset County Sheriff's Office Property Records 

5. Earliest Year/Latest Year 

1999_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.) 

• Contains property records filed consecutively by Property Record Number, with related documents such as Crime Laboratory Division 

Evidence Receipt, and/or Court Receipt or Request for Laboratory CDS examination. 

• Above are Non-Permanent Records 
7. Record Series Format(s) List atl 

El Letter Size • Microfilm 

n Legal Size Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book Q Video Tape 

• Other (specify) 

8. Record Series Sequence 

PI Alphabetical 

f~l Numerical 

El Chronological 

r j Geographical 

• Other (specify) 

9. Volume 

_ 19 file folders. 

Number 

El File Drawer(s) 

f j Microfilm Reel(s) 

l~l Computer Tape(s) 

• Other (specify) 

10. Annual Accumulation 

' 1 file folders 

Number 

El File Drawer(s) 

r~l Microfilm Reel(s) 

Q Computer Tape(s) 

• Other (specify) 

11 . File is Used 

• Daily • Weekly • Monthly | Annually 

12. File Becomes Inactive After 

- 1 0 _ 

Number • Month(s) El Year(s) 

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

Somerset County Sheriff's Office Archive Room 

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 

19, Namey^nd/iitle 

Sheriff J^riald Ho] 

20. Telephone Number 

410-651-9225 

21. Date 

August 7, 2017 

DGS 550-5 (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 

A G E N C Y R E C O R D S I N V E N T O R Y 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 

17 33 PAGE _± 1 OF 

1. Department/Agency 

Somerset County Sheriff's Office 

2. Division 

N/A 

3. Unit 

N/A 

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 

Somerset County Sheriff's Office Property Records Control Log 

5. Earliest Year/Latest Year 

2000_ 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.) 

• Contains a listing of Property Record Numbers in sequence, along with other pertinent information concerning property records issued to 

Sheriff's Office personnel recorded on the Property Record Control Log 

• Above are Non-Permanent Records 
7. Record Series Format(s) List all 

EJ Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

• Other (specify) 

8. Record Series Sequence 

PI Alphabetical 

l~l Numerical 

El Chronological 

• Geographical 

f~l Other (specify) 

9. Volume 

_ 17 file folders. 

Number 

El File Drawer(s) 

r~l Microfilm Reel(s) 

• Computer Tape(s) 

• Other (specify) 

10. Annual Accumulation 

1 file folders 

Number 

El File Drawer(s) 

• Microfilm Reel(s) 

f~l Computer Tape(s) 

• Other (specify) 

1 1 . File is Used 

• Daily • Weekly • Monthly ] Annually 

12. File Becomes Inactive After 

- 1 5 _ 

Number • Month(s) ] Year(s) 

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

Somerset County Sheriff's Office Archive Room 

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 



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 

A G E N C Y R E C O R D S I N V E N T O R Y 

PAGE_18 - 0 F — ^ 

1. Department/Agency 

Somerset County Sheriff's Office 

2. Division 

N/A 

3. Unit 

N/A 

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 

Annual Somerset County Sheriff's Office Property Records Inventory 

5. Earliest Year/Latest Year 

2010 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.) 
• Contains annual Inventory of Property Records 

• Above are Non-Permanent Records 

7. Record Series Format(s) List all 

El Letter Size • Microfilm 

f~l Legal Size D Computer Tape 

• Audio Tape Q Floppy Disk 

• Bound Book • Video Tape 

f~l Other (specify) 

8. Record Series Sequence 

• Alphabetical 

• Numerical 

EI Chronological 

f~l Geographical 

f~l Other (specify) 

9. Volume 

7 file folders _ 

Number 

El File Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s) 

• Other (specify) 

10. Annual Accumulation 

1 file folders 

Number 

El File Drawer(s) 

f~l Microfilm Reel(s) 

f~l Computer Tape(s) 

l~l Other (specify) 

1 1 . File is Used 

• Daily • Weekly • Monthly | Annually 

12. File Becomes Inactive After 

_ 3 _ 

Number • Month(s) El Year(s) 

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

Somerset County Sheriffs Office Archive Room 

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 • Federal • Independent 

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

• Yes El No 
18. Recommended Retention 

19. Name 

Sheriff 

20. Telephone Number 

410-651-9225 

21. Date 

August 7, 2017 

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 

A G E N C Y R E C O R D S I N V E N T O R Y 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 9_ OF "̂ 3 

1. Department/Agency 

Somerset County Sheriff's Office 

2. Division 

N/A 

3. Unit 

N/A 

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 

Annual Somerset County Sheriff's Office Property Records - Diversion 

5. Earliest Year/Latest Year 

2002_ 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.) 
• Contains reports of property that has been diverted for use by the Somerset County Sheriff's Office. 

• Above are Non-Permanent Records 

7. Record Series Format(s) List all 

El Letter Size • Microfilm 

Q Legal Size f j Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

• Other (specify) 

8. Record Series Sequence 

[~1 Alphabetical 

Q Numerical 

El Chronological 

• Geographical 

[""1 Other (specify^ 

9. Volume 

16 file folders 

Number 

El File Drawer(s) 

f j Microfilm Reel(s) 

• Computer Tape(s) 

r~| Other (specify) 

7. Record Series Format(s) List all 

El Letter Size • Microfilm 

Q Legal Size f j Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

• Other (specify) 

8. Record Series Sequence 

[~1 Alphabetical 

Q Numerical 

El Chronological 

• Geographical 

[""1 Other (specify^ 

10. Annual Accumulation 

1 file folders 

Number 

El File Drawer(s) 

[~l Microfilm Reel(s) 

Q Computer Tape(s) 

n Other (sDecifv) 

1 1 . File is Used 

• Daily • Weekly • Monthly El Annually 

12. File Becomes Inactive After 

_ 2 _ 

Number • Month(s) El Year(s) 

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

Somerset County Sheriffs Office Archive Room 

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 

19. Name and'f i t l /of P r e p ^ ^ - O / \ / , ~ ? 

S h e r i f f R a & ^ w z x f / / / w " 

20. Telephone Number 

410-651-9225 

21. Date 

August 7, 2017 

DGS 550J (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 

A G E N C Y R E C O R D S I N V E N T O R Y 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 _ OF 33 

1. Department/Agency 

Somerset County Sheriff's Office 

2. Division 

N/A 

3. Unit 

N/A 

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 

Somerset County Sheriff's Office Property Records - Money 

5. Earliest Year/Latest Year 

1996_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.) • 

• Contains records of monies seized by the Somerset County Sheriff's Office 

• Above are Non-Permanent Records 

7. Record Series Format(s) List all 

^ Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape f j Floppy Disk 

f j Bound Book f j Video Tape 

• Other (sDecifv) 

6. Record Series Sequence 

• Alphabetical 

f~l Numerical 

^ Chronological 

• Geographical 

f j Other (specify) 

9. Volume 

22 file folders 

Number 

[3 File Drawer(s) 

• Microfilm Reel(s) 

Q Computer Tape(s) 

f -) Other (SDecifv) 

7. Record Series Format(s) List all 

^ Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape f j Floppy Disk 

f j Bound Book f j Video Tape 

• Other (sDecifv) 

6. Record Series Sequence 

• Alphabetical 

f~l Numerical 

^ Chronological 

• Geographical 

f j Other (specify) 

10. Annual Accumulation 

1 file folders 

Number 

^ File Drawer(s) 

f j Microfilm Reel(s) ' 

• Computer Tape(s) 

rj) Other (sDecifv) 

1 1 . File is Used 

• Daily • Weekly • Monthly |3 Annually 

12. File Becomes Inactive After 

_ 1 0 _ 

Number • Month(s) fg Year(s) 

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

Somerset County Sheriff's Office Archive Room 

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

• Yes ^ No 

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

• Yes ^ No 

16. Audit Requirements 

S None • State • Federal • Independent 

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

• Yes 0 No 
18. Recommended Retention 

19. Name and/Tms^of PreD^rSr . / 

Sheriff RoB^Howard A? J / / Sf ' 

2€T Telephone Number 

410-651-9225 

21. Date 

August 7, 2017 

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 

A G E N C Y R E C O R D S I N V E N T O R Y 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 A G E _ 2 1 _ OF _33 

1. Department/Agency 

Somerset County Sheriff's Office 

2. Division 

N/A 

3. Unit 

N/A 

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 

Somerset County Sheriff's Office Property Records - Firearms Destroyed 

5. Earliest Year/Latest Year 

1997_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.) 

• Contains records and photographs of firearms destroyed by the Somerset County Sheriff's Office 

• Above are Non-Permanent Records 

7. Record Series Format(s) List all 

El Letter Size • Microfilm 

l~l Legal Size Computer Tape 

• Audio Tape • Floppy Disk 

• Sound Book • Video Tape 

f j ) Other (SDeciM 

8. Record Series Sequence 

• Alphabetical 

PI Numerical 

l%] Chronological 

L~j Geographical 

(""I Other (soeciM 

9. Volume 

_ 2 1 file folders 

Number 

El File Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s) 

r~| Other (soecifv) 

7. Record Series Format(s) List all 

El Letter Size • Microfilm 

l~l Legal Size Computer Tape 

• Audio Tape • Floppy Disk 

• Sound Book • Video Tape 

f j ) Other (SDeciM 

8. Record Series Sequence 

• Alphabetical 

PI Numerical 

l%] Chronological 

L~j Geographical 

(""I Other (soeciM 

10. Annual Accumulation 

1 file folders 

Number 

El File Drawer(s) 

n Microfilm Reel(s) 

Q Computer Tape(s) 

("I Other (SDeciM 

11. File is Used 

• Daily • Weekly • Monthly El Annually 

12. File Becomes Inactive After 

J 0 _ 

Number • Month(s) El Year(s) 

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

Somerset County Sheriff's Office Archive Room 

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 

19. Name an<fTjtfe of PrefJ^jj/r S^/ / / y—' 

Sheriff R ^ n ^ H o w a r o ^ y ^ ' X / Xsj ( ^ / 

"20. Telephone Number 

410-651-9225 

21. Date 

August 7, 2017 

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 

A G E N C Y R E C O R D S I N V E N T O R Y 

E _ 2 2 _ 0 F _ 3 3 . 

1. Department/Agency 

Somerset County Sheriff's Office 

2. Division 

N/A 

3. Unit 

N/A 

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 

Somerset County Sheriff's Office Property Destruction Reports 

5. Earliest Year/Latest Year 

2001_ 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.) 

• Contains reports of property that has been destroyed by the Somerset County Sheriff's Office. 

• Above are Non-Permanent Records 

7. Record Series Format(s) List all 

El Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape O Floppy Disk 

f~l Bound Book • Video Tape 

l~l Other (specify) 

8. Record Series Sequence 

• Alphabetical 

l~l Numerical 

El Chronological 

f~l Geographical 

• Other (specify) 

9. Volume 

_ 17 file folders 

Number 

El File Drawer(s) 

f~l Microfilm Reel(s) 

• Computer Tape(s) 

• Other (specify) 

10. Annual Accumulation 

1 file folders 

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 

_ 1 0 _ 

Number • Month(s) El Year(s) 

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

Somerset County Sheriff's Office Archive Room 

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 

anc/fitle of 19. Name and'fiUe of Prepj 

Sheriff Ro/raTCfHoward, 

20. Telephone Number 

410-651-9225 

21. Date 

August 7, 2017 

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 

A G E N C Y R E C O R D S I N V E N T O R Y 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 

PAGE23 _ OF _ 3 3 

1. Department7Agency 

Somerset County Sheriff's Office 

2. Division 

N/A 

3. Unit 

N/A 

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 

Somerset County Sheriff's Office Property Room Entry Ledger 

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.) 
• Contains Property Room Entry ledger, sign in ledger 

• Above are Non-Permanent Records 

7. Record Series Format(s) List ail 

El Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

• Other (specify) 

8. Record Series Sequence 

f~T Alphabetical 

I"! Numerical 

El Chronological 

• Geographical 

l~l Other (specify) 

9. Volume 

_ 2 file folders . 

Number 

El File Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s) 

• Other (specify) 

10. Annual Accumulation 

1 file folders 

Number 

El File Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s) 

• Other (specify) 

11 . File is Used 

• Daily • Weekly • Monthly | Annually 

12. File Becomes Inactive After 

_ 3 _ 

Number Q Month(s) ] Year(s) 

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

Somerset County Sheriff's Office Archive Room 

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 f j Federal • Independent 

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

• Yes El No 

18. Recommended Retention 

19. Name ap 

Sheriff ROJV 

I Titl^rof Pre/Jara 

Howard/ 

i 20. Telephone Number 

410-651-9225 

21. Date 

August 7, 2017 

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 

A G E N C Y R E C O R D S I N V E N T O R Y 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_24 0 F 23 

1. Department/Agency 

Somerset County Sheriff's Office 

2. Division 

N/A 

3. Unit 

N/A 

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 

Vehicle Pursuit Review 

5. Earliest Year/Latest Year 

2012_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.) 
• Contains a supervisory review of Vehicle Pursuits by personnel of the Somerset .County Sheriff's Office. 

• Above are Non-Permanent Records 

7. Record Series Format(s) List all 

03 Letter Size • Microfilm 

[~l Legal Size f j Computer Tape 

f j Audio Tape • Floppy Disk 

l"~1 Bound Book Q Video Tape 

• Other fspecifvl 

8. Record Series Sequence 

n Alphabetical 

f~l Numerical 

03 Chronological 

f~l Geographical 

f j Other (specify) 

9. Volume 

_ 6 file folders 

Number 

03 File Drawer(s) 

Q Microfilm Reel(s) 

• Computer Tape(s) 

Other (specify) 

7. Record Series Format(s) List all 

03 Letter Size • Microfilm 

[~l Legal Size f j Computer Tape 

f j Audio Tape • Floppy Disk 

l"~1 Bound Book Q Video Tape 

• Other fspecifvl 

8. Record Series Sequence 

n Alphabetical 

f~l Numerical 

03 Chronological 

f~l Geographical 

f j Other (specify) 

10. Annual Accumulation 

1 file folders 

Number 

03 File Drawer(s) 

• Microfilm Reel(s) 

f~l Computer Tape(s) 

r~| Other (SDeciM 

11. File is Used 

• Daily • Weekly • Monthly 03 Annually 

12. File Becomes'Inactive After 

_ 3 _ 

Number • Month(s) 03 Year(s) 

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

Somerset County Sheriffs Office Archive Room 

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

• Yes 03 No 

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

• Yes 03 No 

16. Audit Requirements 

03 None • State • Federal • Independent 

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

• Yes 03 No 
18. Recommended Retention 

19. Name acra Tjjfe of P r e p c f r e ^ "J » //^y? 
Sheriff R o ^ a J d ^ H 6 w a r c / / y / / / f y / 

20. Telephone Number 

410-651-9225 

21. Date 

August 8, 2017 

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 

A G E N C Y R E C O R D S I N V E N T O R Y 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 25.' OF _33 

1. Department/Agency 

Somerset County Sheriff's Office 

2. Division 

N/A 

3. Unit 

N/A 

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 

Mobile Video Recording 

5. Earliest Year/Latest Year 

2010_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.) 
• Contains supervisor review of the use of in-car Video Cameras by personnel of the Somerset County Sheriff's Office. 

• Above are Non-Permanent Records 

7. Record Series Format(s) List all 

El Letter Size • Microfilm 

f j Legal Size f j Computer Tape 

f~l Audio Tape f j Floppy Disk 

f~l Bound Book • Video Tape 

• Other (specify) 

8. Record Series Sequence 

• Alphabetical 

I""] Numerical 

El Chronological 

l~l Geographical 

PI Other (SDeciM 

9. Volume 

8 file folders 

Number 

El File Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s) 

PI Other (soeciM 

7. Record Series Format(s) List all 

El Letter Size • Microfilm 

f j Legal Size f j Computer Tape 

f~l Audio Tape f j Floppy Disk 

f~l Bound Book • Video Tape 

• Other (specify) 

8. Record Series Sequence 

• Alphabetical 

I""] Numerical 

El Chronological 

l~l Geographical 

PI Other (SDeciM 

'10. Annual Accumulation 

1 file folders 

Number 

El File Drawer(s) 

• Microfilm Reel(s) 

f j Computer Tape(s) 

["I Other (speciM 

1 1 . File is Used 

• Daily • Weekly • Monthly El Annually 

12. File Becomes Inactive After 

- 4 2 _ 

Number El Month(s) • Year(s) 

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

Somerset County Sheriffs Office Archive Room 

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 

19. Namea/ fo^ j /eo fPf^ r ia r -^ . ^ 

Sheriff R ^ a l d H o w a f ^ / / / f \ / 

20. Telephone Number 

410-651-9225 

21. Date 

August 8, 2017 

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 

A G E N C Y R E C O R D S I N V E N T O R Y 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 .26 - ° F -3-3 

1. Department/Agency 

Somerset County Sheriff's Office 

2. Division 

N/A 

3. Unit 

N/A 

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 

Somerset County Sheriff's Office Motor Vehicle Records 

5. Earliest Year/Latest Year 

2004_ 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.) 

• Contains vehicle service and repair invoices, Motor Vehicle Title, Registration and Insurance information 

• Above are Non-Permanent Records 

7. Record Series Format(s) List all 

El Letter Size • Microfilm 

f j Legal Size f j Computer Tape 

f j Audio Tape f j Floppy Disk 

f j Bound Book f j Video Tape 

f j Other tsoecifv) 

8. Record Series Sequence 

• Alphabetical 

f~l Numerical 

El Chronological 

• Geographical 

|"~| Other fsDeciM 

9. Volume 

_ 3 4 file folders 

Number 

El File Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s) 

f j Other (specify) 

7. Record Series Format(s) List all 

El Letter Size • Microfilm 

f j Legal Size f j Computer Tape 

f j Audio Tape f j Floppy Disk 

f j Bound Book f j Video Tape 

f j Other tsoecifv) 

8. Record Series Sequence 

• Alphabetical 

f~l Numerical 

El Chronological 

• Geographical 

|"~| Other fsDeciM 

10. Annual Accumulation 

3 file folders 

Number 

El File Drawer(s) 

f j Microfilm Reel(s) 

• Computer Tape(s) 

CI Other (soecifvl 

1 1 . File is Used 

• Daily f j Weekly • Monthly El Annually 

12. File Becomes Inactive After 

_5 _ 

Number • Month(s) El Year(s) 

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

Somerset County Sheriff's Office Archive Room 

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 

19. Name aapT/fe of P r e p ^ f ^ / V / " Z ? 

Sheriff R j ^ l d H o w a r c ^ ^ ( / 

20. Telephone Number 

410-651-9225 

21. Date 

August 8, 2017 

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 

A G E N C Y R E C O R D S I N V E N T O R Y 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 27_ OF 33 

1. Department/Agency 

Somerset County Sheriff's Office 

2. Division 

N/A 

3. Unit 

N/A 

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 

Fuel Usage Reports for the Somerset County Sheriff's Office 

5. Earliest Year/Latest Year 

2014_ 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.) 
• Contains monthly records for vehicle fuel usage for Somerset County Sheriff's Office. 

• Above are Non-Permanent Records 

7. Record Series Format(s) List all 

E) Letter Size • Microfilm 

["I Legal Size Computer Tape 

• Audio Tape f j Floppy Disk 

• Bound Book Q Video Tape 

• Other (specify) 

8. Record Series Sequence 

f~1 Alphabetical 

r~l Numerical 

El Chronological 

PI Geographical 

] Other (specify) 

9. Volume 

3 file folders 

Number 

El File Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s) 

rj) Other (SDecifv) 

7. Record Series Format(s) List all 

E) Letter Size • Microfilm 

["I Legal Size Computer Tape 

• Audio Tape f j Floppy Disk 

• Bound Book Q Video Tape 

• Other (specify) 

8. Record Series Sequence 

f~1 Alphabetical 

r~l Numerical 

El Chronological 

PI Geographical 

] Other (specify) 
10. Annual Accumulation 

1 file folders 

Number 

El File Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s) 

fjl Other (SDecifv) 

11 . File is Used 

• Daily • Weekly • Monthly ^ Annually 

12. File Becomes Inactive After 

2 _ 
Number • Month(s) El Year(s) 

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

Somerset County Sheriff's Office Archive Room 

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

• Yes El N o 

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 E| No 

si 

18. Recommended Retention 

19. Name and/fitl/of PreKSrer^O / ^ 

Sheriff Ron^kj/Howarary/ (///ui ' 

20. Telephone Number 

410-651-9225 

21. Date 

August 8, 2017 

DGS 550-4 (Rev. i/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 

A G E N C Y R E C O R D S I N V E N T O R Y 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_?8_ OF 33 

1. Department/Agency 

Somerset County Sheriff's Office 

2. Division 

N/A 

3. Unit 

N/A 

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 

Incident Reports 

5. Earliest Year/Latest Year 

2006_ 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.) 

• Contains Somerset County Sheriff's Office Incident Reports. 

• Examples of Incident Reports: Theft - Burglary - Child Abuse 

• Above are Non-Permanent Records 
7. Record Series Format(s) List all 

03 Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape f j Floppy Disk 

f~l Sound Book Q Video Tape 

L~] Other (specify) 

8. Record Series Sequence 

f~1 Alphabetical 

[~1 Numerical 

03 Chronological 

• Geographical 

f™| Other fsDecifvl 

9. Volume 

_ 2 8 cubic feet 

Number 

03 File Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s) 

PI Other (SDeciM 

7. Record Series Format(s) List all 

03 Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape f j Floppy Disk 

f~l Sound Book Q Video Tape 

L~] Other (specify) 

8. Record Series Sequence 

f~1 Alphabetical 

[~1 Numerical 

03 Chronological 

• Geographical 

f™| Other fsDecifvl 

10. Annual Accumulation 

3 cubic feet 

Number 

03 File Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s) 

f~| Other (SDeciM 

1 1 . File is Used 

• Daily • Weekly • Monthly 03 Annually 

12. File Becomes Inactive After 

. 1 0 _ 

Number • Month(s) 03 Year(s) 

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

Somerset County Sheriff's Office Archive Room 

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

• Yes 03 No 

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

• Yes 03 No 

16. Audit Requirements 

03 None • State • Federal • Independent 

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

• Yes 03 No 
18. Recommended Retention 

19. Name^nryfrtle c / f ^ r e p a ^ i ^ 7 /- > ^ ~p 

SherifTBwfiald HoJayt, f / / ^fl / 

20. Telephone Number 

410-651-9225 

21. Date 

August 8, 2017 

DGS 55CM (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 

A G E N C Y R E C O R D S I N V E N T O R Y 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 A G E _ ? ^ _ OF 33 

1. Department/Agency 

Somerset County Sheriff's Office 

2. Division 

N/A 

3. Unit 

N/A 

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 

Protective & Peace Orders 

5. Earliest Year/Latest Year 

2011_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.) 

« Contains Peace and Protective Orders issued by the District and Circuit Courts and served by the Somerset County Sheriff's Office 

• Above are Non-Permanent Records 

7. Record Series Format(s) List all 

El Letter Size f j - Microfilm 

f j Legal Size f j Computer Tape 

f j Audio Tape f j Floppy Disk 

• Bound Book f j video Tape 

Other fsDecifv) 

B. Record Series Sequence 

f j Alphabetical 

• Numerical 

El Chronological 

• Geographical 

• Other (specify) 

9. Volume 

8 cubic feet 

Number 

El File Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s) 

f~1 Other (specify) 

7. Record Series Format(s) List all 

El Letter Size f j - Microfilm 

f j Legal Size f j Computer Tape 

f j Audio Tape f j Floppy Disk 

• Bound Book f j video Tape 

Other fsDecifv) 

B. Record Series Sequence 

f j Alphabetical 

• Numerical 

El Chronological 

• Geographical 

• Other (specify) 

10. Annual Accumulation 

3 cubic feet 

Number 

El File Drawer(s) 

Microfilm Reel(s) 

I"! Computer Tape(s) 

Other (specify) 

11 . File is Used 

• Daily • Weekly • Monthly El Annually 

12. File Becomes Inactive After 

_2 _ 

Number • Month(s) El Year(s) 

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

Somerset County Sheriff's Office Archive Room 

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 

20. Telephone Number 

410-651-9225 

21. Date 

August 8, 2017 

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 

A G E N C Y R E C O R D S I N V E N T O R Y 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 _2P . OF 33 

1. Department/Agency 

Somerset County Sheriff's Office 

2. Division 

N/A 

3. Unit 

N/A 

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 

Arrest Warrants 

5. Earliest Year/Latest Year 

1993_ 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.) 

• Contains active arrest warrants and Bench Warrants issued by the Circuit and District Court. 

• Above are Non-Permanent Records 

7. Record Series Format(s) List all 

Letter Size • Microfilm 

• Legal Size f j Computer Tape 

f j Audio Tape Q Floppy Disk 

f j Bound Book • Video Tape 

f j Other fsDecifv) 

8. Record Series Sequence 

r~l Alphabetical 

l~l Numerical 

El Chronological 

f~l Geographical 

• Other (specify) 

9. Volume 

25 cubic feet 

Number 

El File Drawer(s) 

f~i Microfilm Ree!(s) 

• Computer Tape(s) 

PI Other (specify) 

7. Record Series Format(s) List all 

Letter Size • Microfilm 

• Legal Size f j Computer Tape 

f j Audio Tape Q Floppy Disk 

f j Bound Book • Video Tape 

f j Other fsDecifv) 

8. Record Series Sequence 

r~l Alphabetical 

l~l Numerical 

El Chronological 

f~l Geographical 

• Other (specify) 

10. Annual Accumulation 

3 cubic feet 

Number 

El File Drawer(s) 

[3 Microfilm Reel(s) 

• Computer Tape(s) 

CI Other (sDecifv) 

11 . File is Used 

• Daily • Weekly • Monthly El Annually 

12. File Becomes Inactive After 

. 2 0 _ 

Number • Month(s) El Vear(s) 

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

Somerset County Sheriff's Office Archive Room 

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 

19. Name ancTit|0af P r e p a r e r / / / / / /" ~j> 

Sheriff R o r i a ^ o w a r d / A / fs' //Cl f ^/^ 

' 20. Telephone Number 

410-651-9225 

21. Date 

August 8, 2017 

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 

A G E N C Y R E C O R D S I N V E N T O R Y 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 31 OF 33 

1. Department/Agency 

Somerset County Sheriff's Office 

2. Division 

N/A 

3. Unit 

N/A 

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 

5. Earliest Year/Latest Year 

1997_ 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.) 

• Contains all civil process documents issued by the Circuit Court and served by the Somerset County Sheriff's Office. 

• Example: Forfeiture - Bankruptcy 

• Above are Non-Permanent Records 
7. Record Series Format(s) List all 

El Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape f j Floppy Disk 

• Bound Book • Video Tape 

• Other (specify) 

8. Record Series Sequence 

• Alphabetical 

r~l Numerical 

E] Chronological 

• Geographical 

I"! Other (specify) 

9. Volume 

_ 1 0 cubic feet 

Number 

El File Drawer(s) 

• Microfilm Reel(s) 

f~l Computer Tape(s) 

PI Other (SDecifv) 

7. Record Series Format(s) List all 

El Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape f j Floppy Disk 

• Bound Book • Video Tape 

• Other (specify) 

8. Record Series Sequence 

• Alphabetical 

r~l Numerical 

E] Chronological 

• Geographical 

I"! Other (specify) 

10. Annual Accumulation 

3 cubic feet 

Number 

El File Drawer(s) 

f~l Microfilm Reel(s) 

• Computer Tape(s) 

[~~| Other (SDecifv) 

11 . File is Used 

• Daily • Weekly • Monthly El Annually 

12. File Becomes Inactive After 

- 1 0 _ 

Number • Month(s) El Year(s) 

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

Somerset County Sheriff's Office Archive Room 

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 N ° 
18. Recommended Retention 

19. Name a ^ T j ^ o f ^ e j a ^ j p t ^ y 7 <p s^y? 

S h e r i f f R ^ ^ ^ / ^ ^ ^ 

20. Telephone Number 

410-651-9225 

21.'Date 

August 8, 2017 

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 

A G E N C Y R E C O R D S I N V E N T O R Y 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 .32 _ 0 F 33 

1. Department/Agency 

Somerset County Sheriff's Office 

2. Division 

N/A 

3. Unit 

N/A 

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 

Missing Person Investigations 

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.) 

• Contains all Missing Person investigations. 

• Missing Person Report and any associated documents 

• Above are Non-Permanent Records 
7. Record Series Format(s) List all 

El Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape f j Floppy Disk _ 

• Bound Book • Video Tape 

n Other (specify) 

8. Record Series Sequence 

• Alphabetical 

l~l Numerical 

El Chronological 

• Geographical 

PI Other (soecifv) 

9. Volume 

_ 2 file folders 

Number 

El File Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s) 

PI Other fsoecifvl 

7. Record Series Format(s) List all 

El Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape f j Floppy Disk _ 

• Bound Book • Video Tape 

n Other (specify) 

8. Record Series Sequence 

• Alphabetical 

l~l Numerical 

El Chronological 

• Geographical 

PI Other (soecifv) 

10 . Annual Accumulation 

1 file folder 

Number 

El File Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s) 

I -] Other (sDecih/1 

1 1 . File is Used 

• Daily • Weekly • Monthly El Annually 

12. File Becomes Inactive After 

. 2 0 _ 

Number • Month(s) El Year(s) 

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

Somerset County Sheriffs Office Archive Room 

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 

19. Name ansfTitle)of Prepare? SI , / 20. Telephone Number 

410-651-9225 

21. Date 

August 8, 2017 

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 

A G E N C Y R E C O R D S I N V E N T O R Y 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 _33 _ OF _3_3 

1. Department/Agency 

Somerset County Sheriff's Office 

2. Division 

N/A 

3. Unit 

N/A 

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 

Confidential Informants 

5. Earliest Year/Latest Year 

2010_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.) 

• Contains all records and documents associated with Confidential informants for the Somerset County Sheriff's Office. 

• For confidentiality purposes, the above records and documentation are secured in the Office of the Chief Deputy in a locked filing cabinet. 

• Above are Non-Permanent Records 
7. Record Series Format(s) Lis! all 

03 Letter Size • Microfilm 

f j Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

f j Bound Book f j Video Tape 

CI Other (SDecifv) 

8. Record Series Sequence 

PI Alphabetical 

f~l Numerical 

03 Chronological 

f~1 Geographical 

CI Other (SDecifv) 

9. Volume 

_ 2 file folders 

Number 

03 File Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s) 

• Other (specify) 

7. Record Series Format(s) Lis! all 

03 Letter Size • Microfilm 

f j Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

f j Bound Book f j Video Tape 

CI Other (SDecifv) 

8. Record Series Sequence 

PI Alphabetical 

f~l Numerical 

03 Chronological 

f~1 Geographical 

CI Other (SDecifv) 

10. Annual Accumulation 

1 file folder 

Number r 

03 File Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s) 

• Other (specifv) 

11 . File is Used 

• Daily • Weekly • Monthly 03 Annually 

12. File Becomes Inactive After 

_ 5 _ 

Number • Month(s) 03 Year(s) 

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

Somerset County Sheriff's Office Archive Room 

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

• Yes 03 No 

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

• Yes 03 No 

16. Audit Requirements 

03 None • State • Federal • Independent 

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

• Yes 03 No 
18. Recommended Retention 

19. Nameynd Title of Bpepafer / j / / 

SheriffJrorjawHowwa jf / /yfyi / / 
20. Telephone Number 

410-651-9225 

21. Date 

August 8, 2017 

DGS 550-4 (Rev. 1/93) 


