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DEPARTMENT OF GENERAL SERVICES
. RECORDS MANAGEMENT DIVISION .
RECORDS INVENTORY AND RETENTION SCHEDULE

Schedule No. M%b Page1 of6

(Te be campleted by DGS/Records Management Division).

Records Series Title: Identify the name or litle given 1o this record serias. Keep in
mind that this should be the name by which peopie refer ta the recerds when they are, for
example, requesling access,

Access Logs

Record Series Content provide a descriplion of what the record series typically
includes, such as the lypes of information, decuments, or forms, In olher words: Whal are
these records? To prevent canfusion, spell out any acropyms you use.

Sign-In sheets documenting names, dates and
times of all persons who entered and exited the
property room.

Record Series Function Exptain the purpose and context of thiase records. Why
are these recards created? How are they used by your agency or by the public?

Assigns accountability to alt persons who entered
the Property and Evidence Rooms.

OrganizationIArrangement How are the records arganized or filed by your
agency. Fos example, are they alphabelical by pame, numerical by case number, of in
" a relational database?

Chronological

Indexmg System If an indexing system is necessary to access these rocords,
describe it here. Far example, records arranged by case number typically need an index lo
link an individual's name {0 a spacific case number. Keep in mind thal indexes are also
recard serigs and must be retaired for at feast as fong as the record series to which they
pravide access and are ofien considered 1o be of permanent vatue in and of fhemselves.

‘none

Restrictions (Law or Regulation Citation) uniess atherwise provided
by law, Maryland governmen? records are apen 1o public inspection, iF there arg any Yaws or
regulations that restricl access lo these records, include a specific citation [such as
“Restricied for confidentiality under Maryland Annotaled Code General Provisions Section §
4-3287)

none

Formats (bound book, microfilm, pdf, tif, etc.) what s the physical
form of this record? Be sure (o include all the formats for the record seres. For example,
perhaps these records were first created as books, then were oaly created in microfilm, and
now are gnly in a digital format, such as pdf. Examples: loocse paper, bound books TIF
images, microfim. photoaraphs

Letter-size sheets of paper

Volume (file drawers, gigabytes, etc.) Give an estimate of how much of
this type of record is currently in Ine custody of your agency. You can use whalever measure
is uselul, such as cubic feet or megabyles. This inlormation is uselul for your agency's
storage planning, If you have muitiple fonmats for this record type be sure to include the
volume of each format.

20 sheets in a file folder

Annual Accumulation {file drawers, gigabytes, etc.} provide an
eslimate of how much of this ype of record your agency craates or receives each year. This
information is also useful for your agency’s storage planning.

1 file folder a year

LCurrent Location: (check Ore)  First Floor MSecond Floor

Aberdeen Police Department

Property and Evidence
60 N Parke St, Aberdeen MD 21001

Audit Requirements specify whether there are any audit requirements. When
determining haw leng to relain records, it's necessary (o be aware of the presence ofany
audit requiremenis.

none

Date Span Specity what dates you have for this type of record in your agency’s
custody. For example, you may have srecords from 1990-2016. Do not include Inhe dates of
records lhal have been destroyed or previousty lransfetred 10 the State Archives. If you have
multiple formals for this record type be sure 1o specify the dale span of each formal

2013-2019

Completeness /Gaps Pieass note if there are any gaps in the records. For
example, il records were lost in a flood ar server crash or if they weren't crealed during a
certain time, note it here.

none

Schedule Item Number Number each record series sequentially, starting with 1.
This number will be useful for citing a schedule for transfer or disposal purposes.

01PE

Retention How long the record will be retained before it is destroyed (in the case of
non-permanent secords} or transfeered 10 the State Archives {for permanent records).

Retain for 3 years, then scan to Maryland State
Archives standards and destroy paper originals.
Retain images for 5 years, then destroy.

Justification for Permanent Retention wnie we must ensure that all
records with permanenl value are transferred to the Archives. we cannot justily the cosis of
storing records Lhat have no further value. If you balieve a record series should be retained
forever, provide your reasons in this field

none

DGS 550-15 (REV. 7/17)




- DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
RECORDS INVENTORY AND RETENTION SCHEDULE

Page 2 ofé6

Schedule No. IY\A\?)LD

{To be completed by DGS/Records Management Division)

Records Series Title: tdentify the name or titie given to this record series. Keep in
mind that his should be the name by which people refer to the recards when they are, for
example, requesting access.

Inspection Reports

includes, such as the types of information, documents, or forms. In olher words: What are -
these records? To prevent confusion, spall oul any acronyms you use.

Record Series Content provide a deseription of whai the record series typically

Documentation of Property & Evidence Room
inspections for procedures, organization,
maintenance, and inventory.

Record Series Function explain the purpose and context of these records. Why
afe these fecords created? How are they used by your agency o by the public?

Assigns Department accountability for all property
and evidence in the Department's possession.

| Discovers any inefficiency and recommends

improvements.

Organization/Arrangement How are the records organized or filed by your
agency, For example, are they alphakelical by name, numerical by case number, or in
a relational daiabase?

Chronological

Indexing System i an indexing system is necessary lo access these records,
describe it here. For example, records arranged by case.number typically need an index to
fink an individual's name 1o a specific case number. Keep in mind that indexes are aiso
record seres and musl be retained for at leasl as long as the record series to which they
provide access and are often considered ta be of permanent value in and of themselves.

None

Restrictions (Law or Regulation Citation) untess otnerwise provided
by law, Maryland government records ase open {o public inspection. If there are any laws or
regulalions thal restrict access 1o these records, include a specific citalion (such as
*Restricted for confidentiality under Maryland Anaotated Code Genéral Provisions Section §
4-329°}

None

Formats (bound book, microfilm, pdf, tif, etc.} whatis e phys:cal
farm of khis record? Be sure {o lnclude all the tormats for the record sefies. For example,
perhaps lhese records were first created as books, then were only created in microfiim, and
now are only in a digital format, such as pdf. Examples: loose paper, bound bocks, TIF
irhages, microfikm, photographs

Letter size papers

Volume {file drawers, gigabytes, etc.) Give an estimate of how much of

is useful, such as cubic feet or megabytes. This informaticn is useful for your agency's
storage planning. I you have multiple formals for this record type be sure to include the
volume of each format.

this type of record is currently In the custody of your agency. You can use whalever measure

.75 sheets

Annual Accumulation (flle drawers, gigabytes, etc.) Provide an
eslimate of how much of this type of record your agency creates or receives each year. This
infarmation is alse useful for yolr agency's slorage planning,

20 sheets of paper per year

1 Current Location: (creck one)  First Floor ¥ Second Floor

Aberdeen Police Department
Property and Evidence
60 N Parke St, Aberdeen MD 21001

Audit Requirements Specity whether there are any audil requirements, When
determining how kong o retain recards, it's necessary tn be aware of the presence of any -
audil requirements,

None

Date Span specify whal dates you have for this type of recard in your agency's

custody. For example, you may have recerds from 1890.2016. Do not include the dales of

records that have been destroyed or previously transferred to the State Archives. If you have
mullipte formats for this record type be sure to specify the dale span of each fonmal

2013 --2019

| Completeness /Gaps Please note if there are any gaps in the records. For
exampie, if records were lost in a flood ¢f server ¢rash of if they weren't crealed during a
cerlain lime, note it here.

none’

Schedule Item Number Number each racord serias sequentially, starting wilh 1.
‘This number will be useful foz ciling a schedule for transfer or disbosal purposes.

02PE

Retention How tong the record will be.retained before it is deslroyed {in the case of
non-pérmanent records) or transferred to the State Archives (for permangani records).

Retain for 4 years, or when all correcnons are
completed, whichever is later, then destroy.

Justification for Permanent Retention while we must ensure that al
reoords with permanent valea are lransferred 1o the Archives, we cannol justify the costs of
sloring records thai have na further value. If you believe a record sefies should be retained
forever, provide your reasons in this field,

none

DGS 550-15 (REV. 7/17)




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGENMENT DIVISION

RECORDS INVENTORY AND RETENTION SCHEDULE

Schedule No. Page3 of6

(To be completed by DGSIﬁecords Management Division)

Records Series Title: igentiy the name o title given to this record series, Keep in
mind that this should be the nrame by which people refer lo the records when they are, far
example, requesting access,

Property & Evidence Records |

Record Series Content Provide 2 dascription of what the record series typically
includes, such as the fypes of information, documents, or forms. In other words: What are
these records? To prevent confusion, Spell Cul any aCronyms you use.

Property Forms and Evidence Forms, Proof of
Ownership Documents, Laboratory Exam
Requests, Laboratory Exam Results;
Correspondence: Court documents.

Record Series Function Expiain the purpose and canlext of these records. Why
are ihese records created? How are they used by your agency or by the public?

Case investigation documents. Used in court.

OrgamzattonlArrangement Haow are the records organized or fited by your
agency. For example, are lhey alphabetical by name, numerical by case numbser, or in
a relalional database?

Filed by Incident Report number

Indexing System i anindexing system is necessary to access these records,
describe it here. For example, records arranged by case number typically need an index lo
link an individual's name to a specific case number. Keep in mind that indexes are also
record series and must be relained for at léast as long as the record series 10 which they
provide access and are often considered to be of permanent value in and of thermselves,

Property and Evidence Logs (item 05PE)

Restrictions (Law or Regulation Citation) untess olnerwise provided
by law, Maryland government records are upen Lo public inspetiion. Il there are any lews or
requlations that resirict access to these records. include a specific citation (such as
"Resvricted for conficentiality under Maryiand Annotated Code Generat Provisions Section §
4-328")

MD Annotated Code Title 10, Subtitle 6; Title 4,
Subtitle 3

Formats {hound book, microfilm, pdf, tif, etc.) wnatis thé physical
form of this record? Be sure to include all the farmats for the record series. For example,
perhaps these recgrds were first created as books, then were only created in miceofifm, and
novi are only in a digital format, such as pdi. Examples Ieose paper, bound books, TIF
|_images, microfilm, phoiegraphs

Letter size paper files

"Volume {file drawers, gigabytes, etc.} Give an estimate of how much of
this type of record is curtently in the custody of your agency. You can use whalever measure
is useful, such as cubic feet or megabyles. This information is usefut for your agency's
storage planning. If you have mutltiple formats for this record type be sure 16 include the
volume of each format.

8 file drawers .

Annual Accumulation (file drawers, gigabytes, etc.) Provige an
eslimate of how muich of lhis type of record your agency creates or receives each year. This
information Is also uselul for your agency’s storage plaaning. .

1/8 file drawer per year

Current Location: (Check 0ney  First Floor

'@ Second Floor

Aberdeen Police Department
Property and Evidence
60 N Parke St, Aberdeen MD 21001

Audit Requirements Specify whether there are any audit requirements. When
determining how long to retain records, it's necessary 1o be aware-of lhe presence of any
audil requirements.

nane

Date Span Specify whai dates you have for this type of record in your agency’s

cuslody. For example, you may have records from 199G-2016. Do nol include the dates of

recosds that nave been destroyed of previousty transferred to the State Archives. If you have
multiple formats for this recard type be sure [0 specify he date span of each format

1986 to 2019

Completeness /(Gaps Piease note i there are any gaps in the records. For

This number will be useful for ciling a schedule for lransfer or diSpasal purposes,

exampte, il records were last in a lpod or server crash or if they weren'i created during a none
certain time, note it hece.
Schedule Item Number number each record series sequentiatly, starting with 1. | g3 PE

Retention How long ihe record will be retained before it is destroyed (in The case of
non-permanesd records) or transferred to the Stale Aschives (for permanent records).

Upon Receipt of expungement order, destroy.
Retain for 20 years after case is solved, then scan
to Maryland State Archives standards and destroy
paper originals. Retain images for 50 years, then
destroy, except for Homicide Cases-Retain
images for 100 years, then destroy.

Justification for Permanent Retention while we musi ensure tha! ail

sloring records thal have no {urther vatue, Il you believe a record saries should be relained
forever, provide your reasons in this fietd.

records with permanent vatue are transferred to the Archives, we cannot justify the costls of .

none

DGS 550-15 (REV. 7M7)




DEPARTMENT OF GENERAL SERVICES
, RECORDS MANAGEMENT DIVISION
RECORDS INVENTORY AND RETENTION SCHEDULE

Schedule No. i!)ﬂ 9@ Page 4 ofG

{To be completed by DGSIRecords Management Dmsron)

Records Series Title: ideniity the name or title given to this recard series. Keep in
mind that this should be the name by which pecple reler lo the recards when they are, for
example requesting access.

broherty & Evidence Records, CDS

includes, such as the types of information, documents, or forms. In cther words: What are
these records? To prevent confusion, speff oul any acronyms you use. .

Record Series Content Provite a description of what the record series lypically

Controlled Dangerous Substances (CDS)-
Property Forms and Evidence Forms, Proof of
Ownership Documents, Laboratory Exam
Requests, Laboratory Exam Results;
Correspondence; Court documents.

Record Series Function Exprain the purpose and context of these records, Why
are these records crealed? How are they used by your agency or by the oublic?

Case investigation documents. Used in court.

OrganizationfArrangement How are ihe records organized or filed by your
agency. For example, are they alphabelical by name, numerical by case number, or in
a relalional database?

Filed by Incident Report number

tndexing System i an indaxing system is necessary 1o access these records,
dascribe il here. For example, records arranged by case number typically need an index to
link an individual's name 10 2 specific case number. Keep in mind that indexes are also
record series and must be retained for al feast as ong as the record seres 10 which they |
_provide access and are often considered {a be of permanent value in and of Lhemselves.

Property and Evidence Logs (item OSPE)

Restrictions (Law or Regulation Citation) untess otherwise provided
by faw, Maryland gavernment records are open lo public inspection, If there are any faws or
regulat:ons that restiici access {o these records, include a specific cilation (such as

- *Resiricted for canfidenitality under Maryland Annoiated Code Gener‘al Provisions Seclion §
4-3287) .

MD Annctated Code Title 10 Subtitle 6: Tstle 4
Subtltle 3

Formats (bound book, microfiim, pdf, tif, etc.) wnatis the physicat
torm of this record ? Be sure 16 |nclude all the formals for the recnrd series. For examgle,
perhaps these records were firsl created as books, then were only created In microfilim, and
naw are oy in a digital formal, such as pdf. Examples: loose paper, bound books, TIF
images. microfilm, gholographs -

Letter size paper files

Volume (file drawers, gigabytes, etc.) Give an estimaie of how much of
this type of recosd is currently in the custody of your agency. You can vse whatever measure
is useful, such as cubic feet or megabytes, This infermation is uselul fer your agency’s
storage planning, If you have mulliple formats far Lhis record type be sure to include the
votume of each format,

10 file drawers

Annual Accumulation (file drawers, gigabytes, etc.} Provide an
estimate of hgw much. gt this type of record your agency creates or receives each year. This
information is also useful tor your agency's storage planning.

13 file’drawer per year

Current Location: (creck 0nej  First Floor i Second Floor

Aberdeen Pglice Department
Property and Evidence
60 N Parke St, Aberdeen MD 21001

Audit Requirements Specity whether there are any audit requirements. When -
delermining how long to retain recaeds, i's necessary lo be aware of Ihe preser\ce of any
audit requirernents.

none

Date Span Specify what dates you have for this type of record in your agency's

custody. For example, you may have records from 1990-2016. Do not include the dales of

records that have been deslroyed or prevnously transferred lo the State Archives. If you have
mulliple formats for this record type be sure to specify \he date span of each format

1986 to 2019

Completeness /Gaps Piease note it there are any gaps in the records, For
example, if records were los! in a flood ar seétver crash or if they weren't treated during a
certain time, note it here.

none -

Schedule tem Number number each record series sequentially, starling with 1.
This number will be useful for citing a schedule for transfer or disposal purposes.

04PE

Retention row long the recard will be retained befare it is destroyed (in the case of
non-permanesni recards) or transferred to the Slate Archives (for permanent records). :

Upon Receipt of expungement order, destroy
Retain for 20 years after case is solved, then scan
to Maryland State Archives standards and destroy
paper originals. Retain images for 50 years, then
destroy, except for Homicide Cases-Retain
images for 100 years, then destroy.

Justification for Permanent Retention while we must ensure that all
recards with permanent value are transferred to the Archives, we cannot juslify the costs of
slaring fecords that have no further value. If you believe a record series should be retained
foraver, provige your reasons in this field.

none

DGS §50-15(REV. 7/17)




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
RECORDS INVENTORY AND RETENTION SCHEDULE

| Schedule No. ML\?)QQ

Pige5 of6

{To be comgpleted by DGS/Records Management Division)

Records Series Title: dentity the name or fitle given to this record series. Keep in
mind that this should be the name by which people refer to hg records when they are, for
exampte requesling access.

Property and Evidence Logs

Record Series Content Provide a description of what the record series typicay
inctudes, such as the fypes of information, documents, or forms. In other words: Whai are
these records? To prevent canfusion, spell oul any acronyms you use.

Spreadsheets that contain: Description of
evidence/property; Status of property/evidence,;

date of disposition; method of disposition; location

of evidence/property; Case number.

"Record Series Functi_on Explain the purpose and conlexi of these records. Why
are these records created? How are they used by your agency or by the public?

‘Maintains the status of all evidence and property

secured in by the Department

Organization/Arrangement How are the records orgarizec o filed by your
agency. Far example, are they alphabetical by name, numerical by case number, orin
a relattonal database?

Property Number

Indexing System if an indexing system is necessary 1o access lhese reconds,
describe it here. For example, records arranged by case nember lypically need an index {0
Enk an individual's name to a specific case number. Keep in mind that indexes are also
record series and must be retained for at least as long as ke record series 1o which they
provide access and afe often considered to be of permanent value in and ¢f themselves.

None

Restrictions (Law or Regulation Citation) uniess otherwise provided
by law, Maryland government retords are open Lo public inspeclion. If there are any laws of
regulations that restrct access (o these records, inctude a specitic citation {such as

“Restricted for confidentialily under Maryiand Annotated Code General Provisions Section §

4-3297%

None

Formats {bound book, microfilm, pdf, tuf, etc.) wnatis Ihe physical
form of this record? Be sure to include alt the formats for the record series. For example,
perhaps ihese records were first created as books, then were only created in microfitm, and
row are only In a digital format, such as pdf. Examptes; loose paper, bound books, TIF
images, m:crofilm, photographs

Electronic Spreadsheet

Volume (file drawers, gigabytes, efc.) Give an estimate of how much of
this type of record is currently in the cuslody of your agency. You can use whatever measure
is usefil, such as cubic feel or megabyles. This information is useful for your agency’s
siorage ptannlng I you have multiple formats for this record type be sure 1o include the
velume of each formal.

400 kb

Annual Accumulation {file drawers, gigabytes, etc.) piovide an
estimate of how much of this fype of record your agency creales or receives each year. This
information is also useful for your aqency's sterage planning.

25 kb

Current Location: Caeck oney First Floor @ Second Floor

-Aberdeen Police Department

Property and Evidence
60 N Parke St, Aberdeen MD 21001

Audit Requirements Specify whether thers are any audit requirements. When
determining haw long to retain records, it's necessary 1o be aware of the presence of any
audit requirements,

None

Date Span speciy whal dales you have for this type of record in your agency's
custody, For example, you may have records from 1890-2018. Do not include the dales of
records that have been destroyed or previously transferred 1o the Siate Archives. If you have
multiple formais for this recond fype be sure to specily ihe dale span of each format

2012-2019

Completeness /Gaps Please note if there are any gaps in the recards. For
example, if records were lost in a flood or server crash or if they weren't created clurlng a
certain time, note i here.

None

Schedule Item Number number each record series sequentially, starting with 1,
This number will be useful for citing a schedule for transfer or disposal purpeses.

05PE

Retention How long the record will be retzined before it is destroyed {in the case of
non-permaneant records) or tAnsferred 1o the State Archives (for permanent tecards).

Retain for 50 years, then destroy, except for
Homicide cases—Retain images for 100 years,
then destroy.

Justification for Permanent Retention waie we must ensure that al
records with permanent value are transferred to the Archives, we cannot justify lhe cosis of
storing records that have no further value. If you believe a record series should be retained
forever, provide your reascns in this field.

nene '

DGS 550-15 (REV. 717}




DEPARTMENT OF GENERAL SERVICES
. RECORDS MANAGEMENT DIVISION
RECORDS INVENTORY AND RETENTION SCHEDULE

Schedule No. Page6 of6

(To be completed by DGS/Records:Management Division)

Records Series Title: denlity the name o tite given to this record seres. Keep in
mind ihat {his should be the name by which people refer fo Ihe records when they are, for
example, reguesling access.

Vehicle impound Records

Record Series Content provide a description of what ihe record series typicafly
includes, such as the types of information, documents, ar forms, in other words: What are
these records? To prevent confusion, spell out any atronyms you use,

Original impound forms, inventory of vehicle
contents, owner identification, certified letters to

| owner, release forms final disposition forms to

maintain continuity and answer any vehicle
process questions from vehicle owners.

Record Series Function Exptain ihe purpose and context of these records, Why
are these records created? How are (hey used by your agency or by the pubtic?

Documents all Depadment actions regarding
disposition of impounded vehicles.

Organization/Arrangement How are the records organized or fited by your
agency. For example, are they alphabetical by name. numerical by case number, of in
a relational database?

Impound Number

Indexing Systemn if anindexing system is necessary to access these records,
describe it here. For example, records arranged by case number typically need an index lo
link an individual's name to a specific case number. Keep in mind that indexes are also
record series and must be retained 16r at least as long a5 the record series to which they
provide access angd are often considered to be of permanent value in and of themselves,

Impound Recards are filed by incident Repont
Number. Impound Number is linked to Incident
Report Number in the Records Management
System (inpursuit RMS) which is contracted by a
vendor through Harford County. {Incidents are
indexed in RMS hy Incident Number.)

Restrictions (Law or Regulation Citation) uniess cinenwise provided
by law, Marytand government records are open o pubfic inspection. If there are any laws or
regulations thal reslrict access to these records, include a specific citalion (such as
Rgzslgn;:ted for confidentiality under Maryland Annoiated Code Genesal Provisions Seclion §

None

Formats (bound book, microfilm, pdf, tif, etc.) whatis the physmal
form of his record? Be sure to anclude all the rormais for \he recard sesies. For example,
perhaps these records were first crealed as baoks. then were only created in microfitr, and
now are only in a digital format, such as pdl, Examples: loose paper, bound books, TIF
images, microfilm, pholographs

Loose Letter-Size sheets of paper

Volume (file drawers, gigabytes, etc.) Give an estimale of how much of
this type of record is curently in the cuslody of your agency. You cap use whatever measure
is useful, such as cubic feet or megabyles, This information is useful for your agency’s
storage plannlng If you have mulIJple formats far this record type be sure te include the
voleme of each formal,

6 file drawers

Annual Accumulation {file drawefs gigabytes, etc.) Provide an
estimate of how much of this lype of record your agency creales or receives each year. Thrs
information is also useld for your agency's storage planning.

3 to 10 sheets of paper = 1 record
50-60 records = 1 year
1 year = % file drawer

Current Location: (check 0ne;  First Floor Second Floor

Aberdeen Police Department
Property and Evidence

60 N Parke St, Aberdeen MD 21001

Audit Requirements Specify whether there are any audit requirements, When
determining haw long 1 retain recards, it's necessary to be aware of ihe presence of any
audit requirements.

None

Date Span Specify what dates you have far this type of record 1 yOur agency’s .

cuslogdy, For example, you may have recards from 1990-2016. Do not include the dates of

records that have been gesiroyed or previously transferred 1o the State Archives. If you have
multiple formats for this record type be sure to specify the date span of each format

2013-2019

Complete ness lGaps Please nate if there are any gaps in the records. For
example, if recorgds were l0st in a Nood or server crash or if they weren't created during a
cerlain lime, note it hete.

None

Schedule {tem Number number each record series sequentially, staring wilh 1.
This number will be useful for citing a schadule for ransler or disposal purposes.

06PE

Retention How long the record will be retained belore it is destroyed (in the case of
nen-permanent records) or transferred 1o the State Archives {for permanent records),

Retain for 1 year after final disposition then

Justification for Permanent Retention whie we must ensure that all
records with permanent value are fransferred to the Archives. we cannot juslify the costs of
storing records.that have no furiher value. If you believe a record series should be retained
forever, provide your reasons in this field. -

destroy.

None

DGS 550-15 (REV. 7/17)




