.DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

Schedule No. M2,9Y

RECORDS RETENTION AND DISPOSAL SCHEDULE Page 1 of 3
Agency Division/Unit
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DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
RECORDS RETENTION AND DISPOSAL SCHEDULE

Schedule No. M394
Page 2 of 3 '

Agency

City of Aberdeen

Division/Unit

Criminal Investigations Division

Item
No.

Description

Location

Retention

01CID

Case Files, Criminal
Investigations Division

CID

Retain for 15 years after case is closed,
then scan to Maryland State Archives
standards and destroy paper originals.
Retain images and recordings for 40
years, then destroy, except for
Homicide cases-Retain images for 100
years, then destroy. '

02 CiD

Case Files, Internal Affairs

CID Internal
Affairs

Retain paper originals for 20 years after
employee leaves employment or until
statute expires, whichever is later, then
destroy. (Ref. CALEA 26.1.8)

03 CID

1AU Case Ledger

CID - Internal
Affajrs

-Print out paper copy at the end of each
calendar year and place in front of the
IAU case files for that year. Retain paper
copy until all files for that calendar year
are destroyed, then destroy paper copy.
-Retain digital record until all case files
for a calendar year are destroyed, then
destroy digital record for that calendar
year. (Ref. CALEA 26.1.8}

NOTE to CID: Write on the disposal
certificate whether the paper or digital
log was destroyed and that all files for
that calendar year were already
destroyed.

04 CID

Case Files, Special
Operations Unit

CID - Special
Operations
Unit

Retain for 20 years after case is closed,
then scan to Maryland State Archives
standards and destroy paper originals.
Retain images and recordings for 50
years, then destroy, except for
Homicide cases-Retain images for 100
years, then destroy.

05CID

Confidential Cash Funds
Records

CID - Special
Operations
Unit

Retain paper originals, or scan to
Maryland State Archives standards and
destroy paper originals. Retain images
or paper originals for 4 years or until all
CALEA accreditation requirements are
met, whichever is sooner, then destroy.

DG S 550-1
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DEPARTMENT OF GENERAL SERVICES Schedule No. M394
RECORDS MANAGEMENT DIVISION - :
RECORDS RETENTION AND DISPOSAL SCHEDULE Page 3 of 3
Agency . Division/Unit
City of Aberdeen : . Criminal Investigations Division
_ :i':n Description Location Retention
' Retain 3 years after Confidential
- Informant is no longer active, then scan
. Confidential Informant CID - Special to Maryland State Archives standards .
06 CID Files Operations and destroy paper originals. Retain
Unit images for 40 years, then destroy, -
: except for Homicide cases-Retain
images for 70 years, then destroy.
Controlled Dangerous CID - Special Retain for 7 years, then scan to
- i . Maryland State Archives standards and
07 CID | Substances (CDS}) Case Operations d . A
_ Files Unit estroy paper originals. Retain images
for 20 years, then destroy.
08 CID CPS, !Chﬂd Protective CID : Retain for 12 months, then destroy.
Services) Referrals
Retain for one year, then screen
09 CID Criminal Intelligence CID annually and destroy records.
Records containing obsolete or incorrect
: information.
10CID | Photographs - Adult - | CID dRe.tai“ images for 20 years, then
estroy.

DG S 550-1



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

gggw%rd with Records Retention Schedule (DGS

DEPARTMENT OF GENERAL SERVICES
RECOQRDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275
Jessup, Maryland 20794
410-760-1930

AGENCY RECORDS INVENTORY

PAGE 01 CID OF 10 CID

1. Department/Agency
Aberdeen Police Department

2. Division
Criminal Investigations

3. Unit

DEFINITION: REGORD SERIES: A graup of related records normally filed and used as a unit for referen

ce as well as retenlion and dispasition purposes.

4, Record Series Title

Case Files, Criminal [nvestigations Division

5. Earliest Year/Latest Year -
201010 2017

function of the series.)

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

Case Files: homicide, rape, sexual assult, and other confidential investigations, related evidence, any digital
media, Incident Reports, investigative documents, other reports and forms, METERS/NCIC reports,
correspondence, photos, audio or visual recordings, and any other documentation of criminal investigations.
PDF's are maintained in Harford County's records management system.

60 N. Parke St, Maryland MD 21001

DYes—
No

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

7. Record Series Format(s) List all 8. Record Series Sequence 9. Volume
& Letter Size |:| Microfilm D Alphabetical %un.lber
. File Drawer(s)
D Legal Size D.Computer Tape D Numerical D Microfilm Reel(s)
[ JAudioTape [ ] Floppy Disk Chronological [] Computer Tape(s)
D Bound Book I:l Video Tape D Geographical |:| Other (specify)
Other (specify) PDF formatin D Other (specify) 10. Annual Accumulation
addition to paper records ' 2 Number
g File Drawer(s)
D Microfilm Reel(s)
D Computer Tape(s)
[:, Other (specify)
11. File is Used | 12_ File Becomes Inactive After
}Z{ Daily Weekly Monthly DAnnuaIly Number Case is Closed [:l Month(s) |:|Year(s)
13. Current Location(s) (Bldg., Floor, Room) 14. 1s Record ‘Series Duplicated Eisewhere? (if yes, specify
CID agency or office.)

& Yes - PDF's are maintained in Harford County
Police Records Management System

[ Jno

16. Audit Requirements

None D State I:I Federal D Independent

describe requirements

I:IYes-
gNo

17. 1s an Index System used? It yes, explain briefly and

18. Recommended Retention

Retain for 20 years after case is closed, then scan to
Maryland State Archives standards and destroy paper
originals. Retain images and recordings for 50 years,
then destroy, except for Homicide cases-Retain images
for 100 years, then destroy.

19. Name and Title of Preparer
. Lt. David Swain

20. Telephone Number
410-272-2121

21, Date
6/21/2017

DGS 5504 (Rev. 1/63)




Instructions —Type of Print a separate form for each
new or revised record sefies.

gggu{a)rd with Records Retention Schedule (DGS

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275
Jessup, Maryland 20794
4107991930

AGENCY RECORDS INVENTORY

PAGE 02 CID OF 10 CID

1. Department/Agency
Aberdeen Police Department

2. Division
Criminal Investigations

- 3. Unit
Internal Affairs

4, Record Series Title
Case Files, Internal Affairs

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

5. Earliest Year/Latest Year
1998 t0 2017

function of the series.}

Suspensions, Loss of Leave, etc.

6. Record Series Description (Briefly describe the types of information/documents/f

‘orms found in the series. Include the purpose or

Internal investigative reports, LEOBR (Law Enforcement Officers' Bill of Rights) Disciplinary Records:

7. Record Series Format(s) List all 8. Recor_d Series Sequence 9. Volume
Letter Size D Microfilm [:l Alphabetical U::I:el:)rawer(s) '
|:| Legal Size D Computer Tape I:' Numerical Microfilm Reel(s)
[ JAudioTape [ ] Floppy Disk Chronological [ Computer Tape(s)
|:| Bound Book |:| Video Tape I___l Geographical [:l Other (specify)
D Other (specify) D Other (specify) 10. Annual Accumulation
1 Number
File Drawer(s)
[ ] Microfitm Reel(s)
|:| Computer Tape(s)
D Other {specify)
11 File is Used 12, File Becomes Inactve After

D Daily & Weekly D Monthly

[:I Annually

Number Case Closed

I:I Month(s) I:, Year(s)

13. Current Location(s) (Bldg., Floor, Room)
CID Lieutenant
60 N Parke St, Aberdeen MD 21001

DYes-

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

&No

DYes-—
|Z No

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

16. Audit Requirements

None |:| State D Federal D independent

describe requirements

. DYes-
N

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

18. Recommended Retention

Retain paper originals for 20 years after employee
leaves employment or until statute expires, whichever
is later, then destroy. (CALEA 26.1.8)

o
19. Name and Title of Preparer 20. Telephone Number 21. Date
‘Lt David Swain 410-272-2121 6/21/2017

DGS 5509 (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 Waterluo Road, P.O. Box 275
Jessup, Maryland 20794
410-780-1030

AGENCY RECORDS INVENTORY

PAGE 03 CID OF 10 CID

1. Department/Agency
Aberdeen Police Department

2. Division
Criminal Investigations

3. Unit
Internal Affairs

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a umtfor referen

ce as well as retention and disposition purposes.

4. Record Series Title

AU (Internal Affairs Unit) Case Ledger

5. FEarliest Year/Latest Year
2013 t0 2017

function of the series.)

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

[nternal Affairs Unit (IAU) log of complaints against employees. IAU Case Ledger was created in 2013.

processing format

7. Record Series Format(s) List all 8. Record Series Sequence 9. Volume
5 Number
[ Jrettersize [ ] Microfilm [] Atphabetica .
. D File Drawer(s)
[:l Legal Size D Computer Tape D Numerical |:| Microfilm Reel(s)
D Audio Tape I:I Floppy Disk |E Chronological D Computer Tape(s)
D Bound Book D Video Tape D Geographical & Other (specify) Computer files

1 Number

I:I File Drawer(s)

[ ] Microfitm Reel(s)

D Computer Tape(s)

@ Other (specify) Computer file

11. File is Used

I:I Daily

I:IWeekIy @ Monthly I:lAnnuaIIy

12. File Becomes

Number Case is Closed D Month(s)

nactive After
|:| Year(s)

Criminal Investigations Division
60 N Parke St, Aberdeen MD 21001

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

I:IYes-
] No

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

|:| Yes -
] No

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

16. Audit Requirements

None D State D Federal |:| Independent

describe requirements

DYes-
X no

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

18. Recommended Retention

-Print out paper copy at the end of each calendar year
and place in front of the IAU case files for that year.
Retain paper copy until all files for that calendar year
are destroyed, then destroy paper copy.

-Retain digital record until all case files for a calendar
year are destroyed, then destroy digital record for that
calendar year. (CALEA 26.1.8)

NOTE to CID: Write on the disposal certificate whether
the paper or digital log was destroyed and that all files
for that calendar year were already destroyed.

19. Name and Title of Preparer
Shirley Echols, Accreditation Manager

20. Telephone Number
410-272-2121

21. Date
6/21/2017

DGS 550-4 (Rev. 183}




r

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

Fognra)rd with Records Retention Schedule (DGS
550-1

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.Q, Box 275
Jesgup, Maryland 20794
410-799-1930

AGENCY RECORDS INVENTORY

PAGE 04 CID OF 10 CID

1. Department/Agency
Aberdeen Police Department

2. Division

Criminal Investigations

3. Unit
Special Operations Unit

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

4. Record Series Title
Case Files, Special Operations Unit

5. Eariiest Year/Latest Year
2011102017

function of the series.)

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

Case Files: homicide, rape, sexual assult, and other confidential investigations, related evidence, any digital
media, Incident Reports, investigative documents, other reports and forms, METERS/NCIC reports,
correspondence, photos, audio or visual recordings, and any other documentation of criminal investigations.

X]paity [ weekly [_] Monthiy DAnnuaIIy

7. Record Series Format(s) List all 8. Record Series Sequence 9. Volume
& Letter Size |:| Microfilm D Alphabetical unllber
_ . File Drawer(s)
|:| Legal Size D Computer Tape D Numerical |:| Microfilm Reel(s)
l:l Audio Tape D Floppy Disk Chronological I:l Computer Tape(s)
I:l Bound Book D Video Tape I:I Geographical D Other (specify)
D Other (specify) I:l Other (specify) T0. Annual Accumulation
' ' 1 Number
[_] File Drawer(s)
[ Microfilm Reei(s)
|:| Computer Tape(s) .
[ ] other (specify)
11 File is Used 12. File Becomes Inactive After

Number Closed/Solved [ |Months) [ | Year(s)

13. Current Location(s) (Bldg., Floor, Room)
Special Operations Unit
60 N Parke St, Aberdeen MD 21001

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

|:|Yes-
IZINO

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

l:' Yes —
X No

16. Audit Requirements

X none [ ]state [ | Federal D Independent

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

I:]Yes-
] No

18. Recommended Retention

Retain for 20 years after case is closed, then scan to
Maryland State Archives standards and destroy paper
originals. Retain images and recordings for 50 years,
then destroy, except for Homicide cases-Retain images
for 100 years, then destroy.

19. Name and Title of Preparer
Lt David Swain

20. Telephone Number
410-272-2121

21, Date
7/18/2017

DGS 550-4 (Rov. 1/83)



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

. Egswa)rd with Records Retention Schedule (DGS
1

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275
Jassup, Maryland 20794
410-798-1830

AGENCY RECORDS INVENTORY

PAGE 05 CID OF 10 CID

1. Department/Agency 2. Division

Aberdeen Police Department

Criminal Investigations

3. Unit : ,
Special Operations Unit

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

4, Record Series Title
Cash Funds Records - CDS

5. Earliest Year/Latest Year
201110 2017

function of the series.)

6. Record Series Description (Briefly describe the types of lnformatlon!documentslforms found in the series. Include the purpose or

Audits, ledgers, receipts, requests for payments or relmbursements deposit reciepts, check stubs.

CID SOU office
60 N Parke St, Aberdeen MD 21001

7. Record Series Format(s) List all 8. Record Series Sequence 9. Volume
: 1 Number
Letter Size D Microfilm I:l Alphabetical < ..
_ I:‘ Numerical File Drawer(s)
D Legal Size D Computer Tape — D Microfilm Reel(s)
I:] Audio Tape D Floppy Disk Chronological D Computer Tape(s)
[ ]BoundBook [ ] video Tape [_] Geographical | ] other (specify)
|:| Other (specify) D Other (specify) 10. Annual Accumulation
1/4 Number -
File Drawer(s)
| I:I Microfilm Reel(s)
|
r |:| Computer Tape(s)
! D Cther (specify)
1. File is Used 12. File Becomes Inactive After
[_] paily Weekly [_| Monthly [ ]Annually | Number 1 Month(s) [ | Year(s)
13. Current Location(s) {Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere? (If yes, specify
agency or office.)

Yes - City Payment Ledger

[ Ino

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

16. Audit Requirements

X None [ ] state |:| Federal |_] Independent

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

[ ] ves-
N No

18. Recommended Retention

Retain paper originals; or scan to Maryland State
Archives standards and destroy paper originals. Retain
images or paper originals until all CALEA accreditation
requirements are met (up to 4 years), then destroy

19. Name and Title of Preparer
Lt David Swain

20. Telephone Number
-410-272-2121

21. Date
7/18/217

OGS 550-4 {Rev. 1183)




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

Forward with Records Retention Schedule (DGS
550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterico Road, P.O. Box 275
Jessup, Maryland 20724
410-798-1930

AGENCY RECORDS INVENTORY

PAGE 06 CID OF 10 CID

1. Department/Agency
Aberdeen Police Department

2. Division

3. Unit
Special Operations Unit

Criminal Investigations

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

4. Record Series Title .
Confidential Informant Files

5. Earliest Year/Latest Year
2011102017

function of the series.)

6. Record Series Description (Bnefly describe the types of |nformatlonldocumentslfonns found in the series. Include the purpose or

History Sheets, Contact Reports, Records of Payments for Information

[ ] Daity

7. Record Series Format(s) List all 8. Record Series Sequence 9. Volume
. i
. ' . 1 Number
Letter Size [] Microfim [ ] Aiphabetical 7| :
. . File Drawer(s)
I:l Legal Size D Computer Tape D Numerical D Microfilm Reel(s)
[ ] Audio Tape || Floppy Disk X chronological [ Computer Tape(s)
[ |BoundBook [ ] Video Tape [ Geographical [ ] other (specify)
[] other (speciy) ' [ ] other (specify) 70, Annual Accumulation
1/4 Number
> File Drawer{s)
= |:| Microfilm Reel(s)
D Computer Tape(s)
|:| Other (specify)
11. File is Used 12. File Becomes Inactive After

X weekly [ | Monthly [ ] Annually

Number Informant is not longer active

- [ ] Month(s)
Year(s)

Special Operations Unit

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

60 N Parke St, Aberdeen MD 21001

14. Is Record Series Duplicated Elsewhere? (If yes, spec:|fy
agency or office.)

|:| Yes -

No

|:|Yes—
DX No.

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

16. Audit Reguirements

& None |:| State D Federal D Independent

describe requirements

D Yes -
X No

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

18. Recommended Retention

Retain 3 years after Confidential Informant is no longer
active, then scan to Maryland State Archives standards
and destroy paper originals. Retain images for 40 years,
then destroy, except for Homicide cases-Retain images
for 70 years, then destroy.

19. Name and Title of Preparer
Lt David Swain

20. Telephone Number 21. Date
410-272-2121 7/18/2017

DGS 5504 (Rev. 1/83)



Inslructlons —Type or Print a separate form for each
new of revised record series. -

gggna)rd with Records Retenlion Schedule (DGS
-1

DEPARTMENT OF GENERAL SERVICES
- RECORDS MANAGEMENT DIVISION
7275 Waterloo Rozad, P.O. Box 275
Jessup, Maryland 20794
410-788-1930

AGENCY RECORDS INVENTORY

PAGE 07 CID OF 10 CID

1. DepartmentlAgeHcy 2. Division

Aberdeen Police Department

Criminal Investigations

3. Unit .
Special Operation Unit

.

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

4. Record Series Title
Controlled Dangerous Substances (CDS) Case Files

5. Earliest Year/Latest Year
201410 2017

function of the series.)

8. Record Senes Description (Briefly descrlbe the types of mformatlonfdocumentslforms found in the series. Include the purpose or

Case Files: Controlled Dangerous Substances confidential investigations, related evidence, any digital
media, Incident Reports, investigative documents, other reports and forms, METERS/NCIC reports,
correspondence, photos, audio or visual recordings, and any other documentation of criminal investigations.

D Daily Weekly I:] Monthly DAnnually

7. Record Series Format(s) List all 8. Record Series Sequence 9. Volume
Letter Size |:| Microfilm” [_] Aiphabetical %ﬂ:lbeg "
EI Legal Size I:I Cdmputer Tape [:l Numerical D Iv:i:rof.i-lam :ise)l(s}
[ JAudioTape [ | Fioppy Disk [X] chronological [ ] computer Tape(s)
[ ] Bound Book Video Tape | [ ] Geographical Other (specify) digital files
Other (specify) digital files on DVDs | || Other (specify) 10. Annual Accumulation
1 Number
File Drawer(s)
[_] Microfilm Reel(s)
[:l Computer Tape(s)
|:| Other (specify)
- 11. File is Used 12. File Becomes Inactive After

Number Case is Closed D Month(s) |:|Year(s)

13. Current Location(s) (Bldg., Floor, Room)
Special Operations Unit
60 N Parke St, Aberdeen MD 21001

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

|:|Yes-
X No

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

DYes—
X No

16. Audit Requirements

None |:| State D Federal |:| Independent

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

D Yes -
g No

18. Recommended Retention

Retain for 7 years, then scan to Maryland State Archives
standards and destroy paper originals. Retain images
for 20 years, then destroy. .

19. Name and Tltle of Preparer
Lt David Swain

20. Telephone Number
410-272-2121

21. Date
7/18/2017

DGS 550-4 (Rav. 1/93)




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

Forwa)rd with Records Retention Schedule (DGS
550-1

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275
Jessup, Maryland 20794
410-799-1830

AGENCY RECORDS INVENTORY

PAGE 08 CID OF 10 CID

1. Department/Agency
Aberdeen Police Department-

2. Division
Criminal Investigations
Division

3. Unit

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

ce as well as retention and disposition purposes.

4. Record Series Title

- CPS (Child Protective Services) Referrals

5. Earliest Year/Latest Year
2014 to 2017

function of the series.)

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

Faxed page - Notice from Harford County Department of Socnal Services, Referred Child Abuse cases Child
Protective Services (CPS) is investigating.

[ Joaily [ Jweeky [ ] monthly

X Annually

Number 4 IEMonth(s)

7. Record Series Format(s) List all 8. Record Series Sequence 9. Volume
Letter Size D Microfilm D Alphabetical Eu::e[;r wer(s)
I:l Legal Size I:l Computer Tape D Numerical D N:icroﬂ:'n ER;I(S)
[ ] Audio Tape |:| Floppy Disk Chronological [:l Computer Tape(s)
|:| Bound Book |:| Video Tape |:] Geographical Other (specify) Binders
D Other (specify) ___ I:] Other (specify) _____ 10. Annual Accumulation
1 Number
|:| File Drawer(s)
‘. |:| Microfilm Reel(s)
D Computer Tape(s)
. Other (specify) Binder
11. File is Used 12. File Becomes Inactive After

D Year(s)

13. Current Location(s) (Bldg., Floor, Room)
CID Lieutenant's Office
- 60 N Parke St, Aberdeen MD 21001

DYes-
No

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

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

D Yes -

No

16. Audit Requirements

None [ |State [ |Federal [ ]independent

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

DYes-
> No

18. Recommended Retention
Retain for 12 months the destroy.

19. Name and Title of Preparer
Shirley Echols, Accreditation Manager

20. Telephone Number
410-272-2121

21. Date
6/21/2017

DGS 5504 {Rev. 1/83}




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

Forward with Records Retention Schedule {DGS
550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275
Jessup, Maryland 20794
410-799-1930

AGENCY RECORDS INVENTORY

PAGE 09 CID OF 10 CID

1. Department/Agency 2. Division

Aberdeen Police Department

Criminal Investigations

3. Unit

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

4. Record Series Title
Criminal Intelligence Records

5. Earliest YearlLatesgt Year
2010 to 2017

function of the series.)

outside sources.

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

Notices, documentation associated with criminal intelligence received from outside agencies and other

7. Record Series Format(s) List all

D Letter Size |:| Microfilm

8. Record Series Sequence

[ ] Alphabetical

i Numerical
I:] Legal Size |:| Computer Tape |:| |:| Microfilm Reel(s)
I:] Audio Tape |:| Floppy Disk x Chronological D Computer Tape(s)
[ ]BoundBook [ | video Tape [] ceographical [X] other (specify) Digital
Other (specify) Computer Folder I:l Other (specify) 10. Annual Accumulation
, 1 Number

9. Volume
1 Number

I:l File Drawer(s)

D File Drawer(s)

[ ] Microfilm Reel(s)

|:| Computer Tape(s)

Other (specify) Computer file

11. File is Used

Klpaily [ Jweeky [ ] Monthly [ | Annually

Number 1

12. File Becomes Inactive After
Year(s)

[ ] Month(s)

13. Current Location(s) (Bldg., Floor, Room)
CID . .
60 N Parke St, Aberdeen MD 21001

14. 1s Record Series Duplicated Elsewhere? (If yes, specify
agency or office.)

DYes-
]| No

Al

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

[ ] Yes-
lZl No

16. Audit Requirements

g None D State l:l Federal D Independent

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

DYes-

18. Recommended Retention

Retain for one year, then screen annually and destroy
records containing obsolete or incorrect information.

No
19. Name and Title of Preparer 20. Telephone Number 21. Date
Lt David Swain 410-272-2121 7/10/2017

DGS 550-4 (Rev. 1/83)



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

Forward with Records Relention Schedule (DGS
550-1) '

DEPARTMENT QF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Walerloo Road, P.O. Box 275
Jessup, Maryland 20794
410-7891930

AGENCY RECORDS INVENTORY

PAGE 10 CID OF 10 CID

1. Department/Agency 2. Division

Aberdeen Police Department

Criminal Investigations

3. Unit
CID

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for referen ce as well as retenlion and disposition purposes,

4. Record Series Title
Photographs - Adult

5. Earliest Year/Latest Year
2010t 2016

function of the series.)

Digital photos of Adult subjects of investigations.

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

D Daily Weekly D Monthly |:| Annually

7. Record Series Format(s) Listall 8. Record Series Sequence 9. Volume
) 1 Number
[ Jiettersize [ ] Microfim [ ] Atpnabetical
. D File Drawer(s)
D Legal Size . I:l Computer Tape D Numerical D Microfilm ReeI(S)
[ JAudioTape [ ] Floppy Disk [X] chronalogical [ Computer Tape(s)
D Bound Book |:| Video Tape I:l Geographical Other (specify) Computer Folder
X Other (specify) Digital Computer [] other (specify) 10, Annual Accumuiation
Folder 1 Number
D File Drawer(s}
[ ] Microfiim Reel(s)
D Computer Tape(s)
Other (specify) Computer File
11. File is Used ~12. File Becomes Inactive After

Number Case is Closed l:l Month(s) |:] Year(s)

13. Current Location(s) (BIdg., Floor, Room)
CID |
60 N Parke St, Aberdeen MD 21001

14. I1s Record Series Duplicated Elsewhere? (If yes, specify
agency or off’ ice.)

I:lYes-

No

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

DYes—
No

16. Audit Requireménts

None DState DFederaI Dlndependent

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

DYes-
X no

18. Recommended Retention ‘

Retain for 20 years, then scan to Maryland State
Archives standards and destroy paper originals. Retain
images for 20 years, then destroy.

19. Name and Title of Preparer
Lt David Swain

20. Telephone Number
410-272-2121

21. Date
6/22/2017

DGS 5504 (Rev. 1/93)




