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DEPARTMENT OF GENERAL SERVICES 
Hall of Records Commission 

Records Management Division 
7275 Waterloo RD., P. O. Box 275 

JESSUP, MD 20794-0275 

PROPOSAL AND CERTIFICATE OF RECORDS DESTRUCTION 

District Court of Maryland Baltimore City March 15,2002 Accession 00A69 
 District #1 

COURT COUNTY DATE January 18,2002 

Series 
No. 

Descriptions of Records 
Include Title and/or Form Number 

Authorization 

Inclusive 
Dates of Records 

Destroyed 

Volume 
(Cubic Feet) 

Date of 
Destruction 

Method of 
Destruction 

(Recycle, shred, landfill, 
etc.) 

1- r 

Retention 
Sched. No. 

Item 
No. 

Criminal, Microfilm and Destroy 

(Md Rule 1299) 

975 

1994 36 J-'J-OX l 

Destruction Approved by Hall of Records Commission Destruction certification 

APB 0 9 ^ 
Date State Archivist / Signature of Court Official Title ff 

Rev. 10/83 DGS-55Q-9 Instructions for Preparation and Submission on Reverse Side 

Date 



INSTRUCTIONS FOR PREPARATION 

1. PREPARE IN DUPLICATE. LEAVE COLUMNS DATE OF DESTRUCTION. METHOD OF 
DESTRUCTION. AND DESTRUCTION CERTIFICATION BLANK UNTIL ACTUAL 
DESTRUCTION HAS BEEN COMPLETED BY YOUR OFFICE. 
(DISTRICT COURTS SHOULD PREPARE CERTIFICATES AT LEAST IN TRIPLICATE.) 

2. MAIL TO THE STATE RECORDS MANAGEMENT CENTER, P. O. BOX275, 
7275 WATERLOO RD. (RT. 175), JESSUP, MD 20794. 

3. THE RECORDS MANAGEMENT DIVISION WILL FORWARD THE PROPOSAL AND 
CERTIFICATE OF RECORDS DESTRUCTION FORMS TO THE STATE ARCHIVIST FOR 
APPROVAL. IF THE RECORDS PROPOSED FOR DESTRUCTION ARE CONSIDERED 
BY THE STATE ARCHIVIST TO BE OF ARCHIVAL VALUE. ARRAGEMENTS WILL 
BE MADE FOR TRANSER TO THE HALL OF RECORDS. 

4. IF THE STATE ARCHIVIST APPROVES THE DESTRUCTION. BOTH COPIES 
WILL BE SIGNED AND RETURNED TO THE COURT. UPON RECEIPT, INDICATE THE 
DATE AND METHOD OF DESTRUCTION IN THE PROPER COLUMNS, AND HAVE THE 
DESTRUCTION CERTIFICATE SIGNED BY A COURT OFFICIAL (TO BE A PERSON 
RETAIN ONE COPY FOR YOUR FILE, AND FORWARD THE SECOND COPY TO THE 
RECORDS MANAGEMENT DIVISION AT THE ABOVE ADDRESS. (DISTRICT COURTS 
MUST SEND 1' COPY TO THE CHIEF CLERK'S OFFICE.) 

5. FOR YOUR INFORMATION- 

ONE LETTER-SIZE FILE DRAWER = 1.5 CU. FT. OF RECORDS 
ONE LEGAL - SIZE FILE DRAWER = 2.0 CU. FT. OF RECORDS 
ONE RECORDS CENTER BOX = 1.0 CU. FT. OF RECORDS 

MAY 7 



DEPARTMENT OF GENERAL SERVICES 
Hall of Records Commission 

Records Management Division 
7275 Waterloo RD., P. O. Box 275 

JESSUP, MD 20794-0275 

PROPOSAL AND CERTIFICATE OF RECORDS DESTRUCTION 

Accession #00 All 

District ronrt of Maryland Raltimrirp City December 3, 2001 
COURT COUNTY DATE 

Series 
No. 

Descriptions of Records 
Include Title and/or Form Number 

Authorization 

Retention 
Sched. No. 

Item 
No. 

Inclusive 
Dates of Records 

Destroyed 

Volume 
(Cubic Feet) 

Date of 
Destruction 

Method of 
Destructicn 

(Recycle, shred, landfill, 
etc.) 

Microfilm and Destroy (Maryland Rule 1299) 1995 12 
/- J'"/ 

Destruction Approved by Hall of Records Commission Destruction Certificaticn 

DEC 1 * 2001 

Date 

Rev. 10/83 DGS-55Q-9 

State Archivist Signature of Court Official Titfe 

Instructions for Preparation and Submission on Reverse Side 



1 



DEPARTMENT OF GENERAL SERVICES 
Hall of Records Commission 

Records Management Division 
7275 Waterloo RD., P. O. Box 275 

JESSUP, MD 20794-0275 

PROPOSAL AND CERTIFICATE OF RECORDS DESTRUCTION 

District Court of Maryland Baltimore City December 12,2001 Accession# 00 A22 

COURT COUNTY DATE 

Series 
No. 

Descriptions of Records 
Include Title and/or Form Number 

Authorization 

Inclusive 
Dates of Records 

Destroyed 
Volume 

(Cubic Feet) 
Date of 

Destruction 

Method of 
Destruction 

(Recycle, shred, landfill, 
etc.) 

i/y7\ 

Retention 
Sched. No. 

Item 
No. 

Criminal Microfilm and destroy 

Maryland Rule 1299 
1995 99 

*1 

Destruction Approved by Hall of Records Commission Destruction Certification 



INSTRUCTIONS FOR PREPARATION 

PREPARE IN DUPLICATE. LEAVE COLUMNS DATE OF DESTRUCTION. METHOD OF 
DESTRUCTION. AND DESTRUCTION CERTIFICATION BLANK UNTIL ACTUAL 
DESTRUCTION HAS BEEN COMPLETED BY YOUR OFFICE. 
(DISTRICT COURTS SHOULD PREPARE CERTIFICATES AT LEAST IN TRIPLICATE.) 

MAIL TO THE STATE RECORDS MANAGEMENT CENTER, P. O. BOX 275, 
7275 WATERLOO RD. (RT. 175), JESSUP, MD 20794. 

_THE RECORDS MANAGEMENT DIVISION WILL FORWARD THE PROPOSAL AND 
CERTIFICATE OF RECORDS DESTRUCTION FORMS TO THE STATE ARCHIVIST FOR 
APPROVAL. IF THE RECORDS PROPOSED FOR DESTRUCTION ARE CONSIDERED 
BY THE STATE ARC HIVIST TO BE OF ARCHIVAL VALUE. ARRAGEMENTS WILL 
BE MADE FOR TRANSER TO THE HALL OF RECORDS. 

4. IF THE STATE ARCHIVIST APPROVES THE DESTRUCTION. BOTH COPIES 
WILL BE SIGNED AND RETURNED TO THE COURT. UPON RECEIPT, INDICATE THE 
DATE AND METHOD OF DESTRUCTION IN THE PROPER COLUMNS, AND HAVE THE 
DESTRUCTION CERTIFICATE SIGNED BY A COURT OFFICIAL (TO BE A PERSON 
RETAIN ONE COPY FOR YOUR FILE, AND FORWARD THE SECOND COPY TO THE 
RECORDS MANAGEMENT DIVISION AT THE ABOVE ADDRESS. (DISTRICT COURTS 
MUST SEND r COPY TO THE CHIEF CLERK'S OFFICE.) 

5. FOR YOUR INFORMATION- 

ONE LETTER-SIZE FILE DRAWER =1.5 CU. FT. OF RECORDS 
ONE LEGAL - SIZE FILE DRAWER = 2.0 CU. FT. OF RECORDS 
ONE RECORDS CENTER BOX = 1.0 CU. FT. OF RECORDS - 1 

FEB 19 yoois 



DEPARTMENT OF GENERAL SERVICES 
Hall of Records Commission 

Records Management Division 
7275 Waterloo RD., P. O. Box 275 

JESSUP, MD 20794-0275 

PROPOSAL AND CERTIFICATE OF RECORDS DESTRUCTION 

District Court of Maryland Baltimore City January 2, 2002 Accession 00A22 
 District 1 

COURT COUNTY DATE 

Series 
No. 

Descriptions of Records 
Include Title and/or Form Number 

Authorization 

Retention 
Sched. No. 

Item 
No. 

Inclusive 
Dates of Records 

Destroyed 

Volume 
(Cubic Feet) 

Date of 
Destruction 

Method of 
Destruction 

(Recycle, shred, landfill, 
etc.) 

Criminal to be microfilmed and destroyed 
(MD Rule 1299) 

/?f* 7? 

m 3 0 2002 

Date 

Rev. 10/83 DGS-55Q-9 

Destruction Approved by Hall of Records Commission Destruction Certification 

State Archivist Signature of Court Official Title 

Instructions for Preparation and Submission on Reverse Side 

Date 



INSTRUCTIONS FOR PREPARATION 

1. PREPARE IN DUPLICATE. LEAVE COLUMNS DATE OF DESTRUCTION. METHOD OF - 
DESTRUCTION. AND DESTRUCTION CERTIFICATION BLANK UNTIL ACTUAL 
DESTRUCTION HAS BEEN COMPLETED BY YOUR OFFICE. 
(DISTRICT COURTS SHOULD PREPARE CERTIFICATES AT LEAST IN TRIPLICATE.) 

2. MAIL TO THE STATE RECORDS MANAGEMENT CENTER, P. O. BOX 275, 
7275 WATERLOO RD. (RT. 175), JESSUP, MD 20794. 

3. THE RECORDS MANAGEMENT DIVISION WILL FORWARD THE PROPOSAL AND 
CERTIFICATE OF RECORDS DESTRUCTION FORMS TO THE STATE ARCHIVIST FOR 
APPROVAL. IF THE RECORDS PROPOSED FOR DESTRUCTION ARE CONSIDERED 
BY THE STATE ARCHIVIST TO BE OF ARCHIVAL VALUE. ARRAGEMENTS WILL 
BE MADE FOR TRANSER TO THE HALL OF RECORDS. 

4. IF THE STATE ARCHIVIST APPROVES THE DESTRUCTION. BOTH COPIES 
WILL BE SIGNED AND RETURNED TO THE COURT. UPON RECEIPT, INDICATE THE 
DATE AND METHOD OF DESTRUCTION IN THE PROPER COLUMNS, AND HAVE THE 
DESTRUCTION CERTIFICATE SIGNED BY A COURT OFFICIAL (TO BE A PERSON 
RETAIN ONE COPY FOR YOUR FILE, AND FORWARD THE SECOND COPY TO THE 
RECORDS MANAGEMENT DIVISION AT THE ABOVE ADDRESS. (DISTRICT COURTS 
MUST SEND r COPY TO THE CHIEF CLERK'S OFFICE.) 

5. FOR YOUR INFORMATION- 

ONE LETTER-SIZE FILE DRAWER = 1.5 CU. FT. OF RECORDS 
ONE LEGAL - SIZE FILE DRAWER = 2.0 CU. FT. OF RECORDS 
ONE RECORDS CENTER BOX = 1.0 CU. FT. OF RECORDS 

fEB 19 9^.^ 



9DEPARTMENT OF GENERAL SERVICES \  
Hall of Records Commission 

Records Management Division 
7275 WATERLOO RD., P. O. Box 275 

JESSUP, MD 20794-0275 

PROPOSAL AND CERTIFICATE OF RECORDS DESTRUCTION 

District Court of Maryland Baltimore City May 3, 2002 Accession 00A34 
 District #1 

COURT COUNTY DATE 

Series 
No. 

Descriptions of Records 
Include Title and/or Form Number 

Authorization 

Inclusive 
Dates of Records 

Destroyed 
Volume 

(Cubic Feet) 
Date of 

Destruction 

Method of 
Destruction 

(Recycle, shred, landfill, 
etc.) Retention 

Sched. No. 
Item 
No. 

Microfilm and destroy criminal 

(Md Rule 1299) 

975 

1995 82 7-/■?■<!2- 

MAY 2 3 2002 

Date 

Rev. 10/83 DGS-55Q-9 

Destruction Approved by Hall of Records Commissiltem on Destruction certification 

State Archivist Signature of Court Official 

Instructions for Preparation and Submission on Reverse Side 

Date 



INSTRUCTIONS FOR PREPARATION 

PREPARE IN DUPLICATE. LEAVE COLUMNS DATE OF DESTRUCTION. METHOD OF 
DESTRUCTION. AND DESTRUCTION CERTIFICATION BLANK UNTIL ACTUAL 
DESTRUCTION HAS BEEN COMPLETED BY YOUR OFFICE. 
(DISTRICT COURTS SHOULD PREPARE CERTIFICATES AT LEAST IN TRIPLICATE.) 

a 
MAIL TO THE STATE RECORDS MANAGEMENT CENTER, P. O. BOX 275, 
7275 WATERLOO RD. (RT. 175), JESSUP, MD 20794. 
THE RECORDS MANAGEMENT DIVISION WILL FORWARD THE PROPOSAL AND 
CERTIFICATE OF RECORDS DESTRUCTION FORMS TO THE STATE ARCHIVIST FOR 
APPROVAL. IF THE RECORDS PROPOSED FOR DESTRUCTION ARE CONSIDERED 
BY THE STATE ARCHIVIST TO BE OF ARCHIVAL VALUE. ARRAGEMENTS WILL 
BE MADE FOR TRANSER TO THE HALL OF RECORDS. , *«■ 

IF THE STATE ARCHIVIST APPROVES THE DESTRUCTION. BOTH COPIES 
WILL BE SIGNED AND RETURNED TO THE COURT. UPON RECEIPT, INDICATE THE 
DATE AND METHOD OF DESTRUCTION IN THE PROPER COLUMNS, AND HAVE THE 
DESTRUCTION CERTIFICATE SIGNED BY A COURT OFFICIAL (TO BE A PERSON 
RETAIN ONE COPY FOR YOUR FILE, AND FORWARD THE SECOND COPY TO THE 
RECORDS MANAGEMENT DIVISION AT THE ABOVE ADDRESS. (DISTRICT COURTS 
MUST SEND 1 COPY TO THE CHIEF CLERK'S OFFICE.) 

FOR YOUR INFORMATION - 

ONE LETTER-SIZE FILE DRAWER = 1.5 CU. FT. OF RECORDS 
ONE LEGAL - SIZE FILE DRAWER = 2.0 CU. FT. OF RECORDS 
ONE RECORDS CENTER BOX = 1.0 CU. FT. OF RECORDS 

SM31MVnD0V3H 
■^'nQo ioiyis/a 

:oi v u mr zoo.7 



DEPAHTHENT OF GENERAL SERVICES 
Hall of Records Commission 

Records Management Division 
7275 Waterloo Road, PO Box 275 

Jessup, Maryland 20794-0275 

PRQPOgAL AMP CBR'TIJCCATK OF RECORDS DKBTRUCTJQW 

o^^v\c< 
^-OOCVocvs.W 

Date: 

Series 
No. 

Description Of Records 
Include Title and/or Form I 

Authorization Inclusive 
Dates Of 
Records 
Destroyed 

Date of 
Destruction 

Volume 
(Cubic Feet) 

Method of 
Destruction 
(Recyle, 
Shred, 
Landfill, 
etc.) 

• 

CH'.s )i peq nU#- V^c?o. 

Ctudi VcjcV- 

• 

<7 7^ ^t'c- 

.XJ^r 

1 

Po »t»0- W) 

GLjCUAJ^V'liU 

«r 

2>1k ' i (1 V-vcl -PV [ | 

• 

Destruction Approved By Hall of Records Con. 

DEC 3 1999 

Date State Archivist 

Destruction Certification 

■ /-W   3^±£a_ 



' ^ Sd^Vi.' »" i i ' i* 
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9DEPARTMENT OF GENERAL SERVICES 
Hall of Records Commission 

Records Management Division 
7275 WATERLOO RD., P. O. Box 275 

JESSUP, IMD 20794-0275 

(vT?) 

PROPOSAL AND CERTIFICATE OF RECORDS DESTRUCTION 

District Court of Maryland Baltimore City May 24, 2002 
 District # 1 

Accession #00A236 

COURT COUNTY DATE 

Series 
No. 

Descriptions of Records 
Include Title and/or Form Number 

- ' /) 

Authorization 

Inclusive 
Dates of Records 

Destroyed 

Volume 
(Cubic Feet) 

Date of 
Destruction 

Method of 
Destruction 

(Recycle, shred, landfill, 
etc.) 

Retention 
Sched. No. 

Item 
No. 

Microfilm and destroy (MD Rule 16-505) 
975 

Sec V 1996 14 

Destruction Approved by Hall of Records Commission Destruction certification 

JUN 1 0 2002 A/-/ JW/ ^ 

Date State Archivist Signature of Court Official Title ,y Date 

Rev. 10/83 GS-55Q-9 Instructions for Preparation and Submission on Reverse Side 



INSTRUCTIONS FOR PREPARATION 

PREPARE IN DUPLICATE. LEAVE COLUMNS DATE OF DESTRUCTION. METHOD OF 
DESTRUCTION. AND DESTRUCTION CERTIFICATION BLANK UNTIL ACTUAL 
DESTRUCTION HAS BEEN COMPLETED BY YOUR OFFICE. 
(DISTRICT COURTS SHOULD PREPARE CERTIFICATES AT LEAST IN TRIPLICATE.) 

MAIL TO THE STATE RECORDS MANAGEMENT CENTER, P. O. BOX 275, 

7275 WATERLOO RD. (RT. 175), JESSUP, MD 20794. 
THE RECORDS MANAGEMENT DIVISION WILL FORWARD THE PROPOSAL AND 
CERTIFICATE OF RECORDS DESTRUCTION FORMS TO THE STATE ARCHIVIST FOR 
APPROVAL. IF THE RECORDS PROPOSED FOR DESTRUCTION ARE CONSIDERED 
BY THE STATE ARCHIVIST TO BE OF ARCHIVAL VALUE. ARRANGEMENTS WILL 
BE MADE FOR TRANSFER TO THE HALL OF RECORDS. 

IF THE STATE ARCHIVIST APPROVES THE DESTRUCTION. BOTH COPIES 
WILL BE SIGNED AND RETURNED TO THE COURT. UPON RECEIPT, INDICATE THE 
DATE AND METHOD OF DESTRUCTION IN THE PROPER COLUMNS, AND HAVE THE 
DESTRUCTION CERTIFICATE SIGNED BY A COURT OFFICIAL (TO BE A PERSON 
RETAIN ONE COPY FOR YOUR FILE, AND FORWARD THE SECOND COPY TO THE 
RECORDS MANAGEMENT DIVISION AT THE ABOVE ADDRESS. (DISTRICT COURTS 
MUST SEND r COPY TO THE CHIEF CLERK'S OFFICE.) 

FOR YOUR INFORMATION - 

ONE LETTER-SIZE FILE DRAWER = 1.5 CU. FT. OF RECORDS 
ONE LEGAL - SIZE FILE DRAWER = 2.0 CU. FT. OF RECORDS 
ONE RECORDS CENTER BOX = 1.0 CU. FT. OF RECORDS 



, 3//^ 
9DEPARTMENT OF GENERAL SERVICES 

Hall of Records Commission 
Records Management Division 

7275 WATERLOO RD., P. O. Box 275 
JESSUP, MD 20794-0275 

PROPOSAL AND CERTIFICATE OF RECORDS DESTRUCTION 

District Court of Maryland Baltimore City May 24, 2002 Accession #00 A3 5 
   District #1 

COURT COUNTY DATE 

Series 
No. 

Descriptions of Records 
Include Title and/or Form Number 

Authorization 

Inclusive 
Dates of Records 

Destroyed 
Volume 

(Cubic Feet) 
Date of 

Destruction 

Method of 
Destruction 

(Recycle, shred, landfill, 
etc.) 

Retention 
Sched. No. 

Item 
No. 

Criminal 
Microfilm and destroy (MD Rule 16-505) 

975 

Sec V 1996 29 
//-Jf'd <2- JUUM 

Destruction Approved by Hall of Records Commission 

JUN 1 0 2002 

Date 

Rev. 10/83 GS-55Q-9 

Destruction certification 

Instructions for Preparation and Submission on Reverse Side 

State Archivist 



- "■ Y't^ 

HOV 14 

, 



DEPARTMENT OF GENERAL SERVICES 
Hall of Records Commission 

Records Management Division 
7275 WATERLOO RD., P. O. Box 275 

JESSUP, MD 20794-0275 

PROPOSAL AND CERTIFICATE OF RECORDS DESTRUCTION 

District Court of Maryland Baltimore City January 15,2002 Accession 
   District 1 

COURT COUNTY DATE 

iM 3 0 ® 

Destruction Approved by Hall of Records Commission 

Date 

Rev. 10/83 DGS-55Q-9 

mLa 
State Archivist 

Destruction Certification 

Till Signature^Court Official Title 

Instructions for Preparation and Submission on Reverse Side 

Date 



'A** % ^ 

HAH 8 >110^ 



9DEPARTMENT OF GENERAL SERVICES 
Hall of Records Commission 

Records Management Division 
7275 WATERLOO RD., P. O. Box 275 

JESSUP, MD 20794-0275 

PROPOSAL AND CERTIFICATE OF RECORDS DESTRUCTION 

District Cnnrt nf MarylanH Raltimnre City October 7? 7007  Accession #99A221 District #01 
COURT COUNTY DATE 

Series 
No. 

Descriptions of Records 
Include Title and/or Form Number 

Authorization 

Inclusive 
Dates of Records 

Destroyed 

Volume 
(Cubic Feet) 

Date of 
Destruction 

Method of 
Destruction 

(Recycle, shred, landfill, 
etc.) Retention 

Sched. No. 
Item 
No. 

> 

Rent cases destroy 

r1'**- 'Mm**# 

f a* 

975 

Sec V 

Sec IV 
Item 1 1998 107 /A?/- o" 

"Destruction Approved by Hall of Records Commission Destruction certification 

Date State Archivist Signature of Court Official Title y Date 

Rev. 10/83 GS-55Q-9 Instructions for Preparation and Submission on Reverse Side 



INSTRUCTIONS FOR PREPARATION 

1. PREPARE IN DUPLICATE. LEAVE COLUMNS DATE OF DESTRUCTION, METHOD OF 
DESTRUCTION. AND DESTRUCTION CERTIFICATION BLANK UNTIL ACTUAL 
DESTRUCTION HAS BEEN COMPLETED BY YOUR OFFICE. 
(DISTRIC 

T COURTS SHOULD PREPARE CERTIFICATES AT LEAST IN TRIPLICATE.) 

2. MAIL TO THE STATE RECORDS MANAGEMENT CENTER, P. O. BOX 275, 
7275 WATERLOO RD. (RT. 175), JESSUP, MD 20794. 

3. THE RECORDS MANAGEMENT DIVISION WILL FORWARD THE PROPOSAL AND 
CERTIFICATE OF RECORDS DESTRUCTION FORMS TO THE STATE ARCHIVIST FOR 
APPROVAL. IF THE RECORDS PROPOSED FOR DESTRUCTION ARE CONSIDERED 
BY THE STATE ARCHIVIST TO BE OF ARCHIVAL VALUE. ARRANGEMENTS WILL 
BE MADE FOR TRANSFER TO THE HALL OF RECORDS. 

4. IF THE STATE ARCHIVIST APPROVES THE DESTRUCTION. BOTH COPIES 
WILL BE SIGNED AND RETURNED TO THE COURT. UPON RECEIPT, INDICATE THE 
DATE AND METHOD OF DESTRUCTION IN THE PROPER COLUMNS, AND HAVE THE 
DESTRUCTION CERTIFICATE SIGNED BY A COURT OFFICIAL (TO BE A PERSON 
RETAIN ONE COPY FOR YOUR FILE, AND FORWARD THE SECOND COPY TO THE 
RECORDS MANAGEMENT DIVISION AT THE ABOVE ADDRESS. (DISTRICT COURTS 
MUST SEND 1 COPY TO THE CHIEF CLERK'S OFFICE.) 

5. FOR YOUR INFORMATION - 

ONE LETTER-SIZE FILE DRAWER = 1.5 CU. FT. OF RECORDS 
ONE LEGAL - SIZE FILE DRAWER = 2.0 CU. FT. OF RECORDS 
ONE RECORDS CENTER BOX = 1.0 CU. FT. OF RECORDS 

DEC 9 



9DEPARTMENT OF GENERAL SERVICES 
Hall of Records Commission 

Records Management Division 
7275 Waterloo RD., P. O. Box 275 

JESSUP, MD 20794-0275 

PROPOSAL AND CERTIFICATE OF RECORDS DESTRUCTION 

District Court of Maryland May 24,2002 Accession 0t ft ^ ^ 
——  District # —*/ 

COURT COUNTY DATE 

Series 
No. 

Descriptions of Records 
Include Title and/or Form Number 

Authorization 

Inclusive 
Dates of Records 

Destroyed 

Volume 
(Cubic Feet) 

Date of 
Destruction 

Method of 
Destruction 

(Recycle, shred, landfill, 
etc.) 

Retention 
Sched. No. 

Item 
No. 

- - 

Criminal 

Microfilm and destroy (MD Rule 16-505) 

975 

Sec V 1992 1 

Destruction Approved by Hall of Records Commission Destruction certification 

Jli'n " m  6 
Date State Archivist / Signature of Court Ofiicial Title // Date 

Rev. 10/83 GS-55Q-9 Instructions for Preparation and Submission on Reverse Side 



INSTRUCTIONS FOR PREPARATION 

1. PREPARE IN DUPLICATE, LEAVE COLUMNS DATE OF DESTRUCTION, METHOD OF 
DESTRUCTION. AND DESTRUCTION CERTIFICATION BLANK UNTIL ACTUAL 
DESTRUCTION HAS BEEN COMPLETED BY YOUR OFFICE. 
(DISTRICT COURTS SHOULD PREPARE CERTIFICATES AT LEAST IN TRIPLICATE.) 

2. MAIL TO THE STATE RECORDS MANAGEMENT CENTER, P. O. BOX275, 
7275 WATERLOO RD. (RT. 175), JESSUP, MD 20794. 

3. THE RECORDS MANAGEMENT DIVISION WILL FORWARD THE PROPOSAL AND 
CERTIFICATE OF RECORDS DESTRUCTION FORMS TO THE STATE ARCHIVIST FOR 
APPROVAL. IF THE RECORDS PROPOSED FOR DESTRUCTION ARE CONSIDERED 
BY THE STATE ARCHIVIST TO BE OF ARCHIVAL VALUE. ARRANGEMENTS WILL 
BE MADE FOR TRANSFER TO THE HALL OF RECORDS. 

4. IF THE STATE ARCHIVIST APPROVES THE DESTRUCTION. BOTH COPIES 
WILL BE SIGNED AND RETURNED TO THE COURT. UPON RECEIPT, INDICATE THE 
DATE AND METHOD OF DESTRUCTION IN THE PROPER COLUMNS, AND HAVE THE 
DESTRUCTION CERTIFICATE SIGNED BY A COURT OFFICIAL (TO BE A PERSON 
RETAIN ONE COPY FOR YOUR FILE, AND FORWARD THE SECOND COPY TO THE 
RECORDS MANAGEMENT DIVISION AT THE ABOVE ADDRESS. (DISTRICT COURTS 
MUST SEND r COPY TO THE CHIEF CLERK'S OFFICE.) 

5. FOR YOUR INFORMATION- 

ONE LETTER-SIZE FILE DRAWER =1.5 CU. FT. OF RECORDS 
ONE LEGAL - SIZE FILE DRAWER = 2.0 CU. FT. OF RECORDS 
ONE RECORDS CENTER BOX = 1.0 CU. FT. OF RECORDS 



9DEPARTMENT OF GENERAL SERVICES 
Hall of Records Commission 

Records Management Division 
7275 Waterloo RD., P. O. Box 275 

JESSUP, MD 20794-0275 

3$ 79, 

PROPOSAL AND CERTIFICATE OF RECORDS DESTRUCTION 

District Court of Maryland Cambridge April 26,2002 Accession #00A229 
 District #2-1 

COURT COUNTY DATE 

Series 
No. 

Descriptions of Records 
Include Title and/or Form Number 

Authorization 

Inclusive 
Dates of Records 

Destroyed 

Volume 
(Cubic Feet) 

Date of 
Destruction 

Method of 
Destruction 

(Recycle, shred, landfill, 
etc.) 

t i 

Retention 
Sched. No. 

Item 
No. 

■ 

Microfilm and destroy criminal 

(Md Rule 1299) 

975 

1993 9 jU/W 

Destruction Approved by Hall of Records Commission Destruction certification 

Ma' 1J ^ I  ^ZS 
Date State Archivist / ' Signature of Court OfTicial Title y Date Signature of Court Official 

Rev. 10/83 DGS-55Q-9 Instructions for Preparation and Submission on Reverse Side 



INSTRUCTIONS FOR PREPARATION 

1. PREPARE IN DUPLICATE. LEAVE COLUMNS DATE OF DESTRUCTION. METHOD OF 
DESTRUCTION. AND DESTRUCTION CERTIFICATION BLANK UNTIL ACTUAL 
DESTRUCTION HAS BEEN COMPLETED BY YOUR OFFICE. 
(DISTRICT COURTS SHOULD PREPARE CERTIFICATES AT LEAST IN TRIPLICATE.) 

2. MAIL TO THE STATE RECORDS MANAGEMENT CENTER, P. O. BOX275, 
7275 WATERLOO RD. (RT. 175), JESSUP, MD 20794. 

3. THE RECORDS MANAGEMENT DIVISION WILL FORWARD THE PROPOSAL AND 
CERTIFICATE OF RECORDS DESTRUCTION FORMS TO THE STATE ARCHIVIST FOR 
APPROVAL. IF THE RECORDS PROPOSED FOR DESTRUCTION ARE CONSIDERED 
BY THE STATE ARCHIVIST TO BE OF ARCHIVAL VALUE. ARRAGEMENTS WILL 
BE MADE FOR TRANSER TO THE HALL OF RECORDS. 

4. IF THE STATE ARCHIVIST APPROVES THE DESTRUCTION. BOTH COPIES 
WILL BE SIGNED AND RETURNED TO THE COURT. UPON RECEIPT, INDICATE THE 
DATE AND METHOD OF DESTRUCTION IN THE PROPER COLUMNS, AND HAVE THE 
DESTRUCTION CERTIFICATE SIGNED BY A COURT OFFICIAL (TO BE A PERSON 
RETAIN ONE COPY FOR YOUR FILE, AND FORWARD THE SECOND COPY TO THE a t- , 
RECORDS MANAGEMENT DIVISION AT THE ABOVE ADDRESS. (DISTRICT COURTS 
MUST SEND r COPY TO THE CHIEF CLERK'S OFFICE.) * " ^ 

* ^: !? 
5. FOR YOUR INFORMATION- \ ' kM 

ONE LETTER-SIZE FILE DRAWER = 1.5 CU. FT. OF RECORDS y « 
ONE LEGAL - SIZE FILE DRAWER = 2.0 CU. FT. OF RECORDS v 
ONE RECORDS CENTER BOX = 1.0 CU. FT. OF RECORDS 



DEPARTMENT OF GENERAL SERVICES 
Hall of Records Commission 

Records Management Division 
7275 Waterloo RD., P. O. Box 275 

JESSUP, MD 20794-0275 

PROPOSAL AND CERTIFICATE OF RECORDS DESTRUCTION 

District Court of Maryland Wicomico January 3, 2002 Accession 99A65 
.District 2-3 

COURT COUNTY DATE 

Series 
No. 

Descriptions of Records 
Include Title and/or Form Number 

Stripped inside material only Landlord Tenant 

Authorization 

Retention 
Sched. No. 

975 
Sect. VI 

Item 
No. 

Inclusive 
Dates of Records 

Destroyed 

1974-75-76 

Volume 
(Cubic Feet) 

Date of 
Destruction 

Method of 
Destruction 

(Recycle, shred, landfill, 
etc.) 

\a. 
u 

aw 3 o M 

Date 

Rev. 10/83 DGS-55Q-9 

Destruction Approved by Hall of Records Commission Destruction Certification 

State Archivist Signature of Court Official Titk 

Instructions for Preparation and Submission on Reverse Side 

Date 



FE8 19 
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DEPARTMENT OF GENERAL SERVICES ^ 
Hall of Records Commission 

Records Management Division 
7275 Waterloo RD., P. O. Box 275 

JESSUP, MD 20794-0275 

PROPOSAL AND CERTIFICATE OF RECORDS DESTRUCTION 

District Court of Maryland Wicomico March 27,2002 Accession 01A03 
 District #2-3 

COURT COUNTY DATE January 18, 2002 

Series 
No. 

Descriptions of Records 
Include Title and/or Form Number 

Authorization 

Inclusive 
Dates of Records 

Destroyed 

Volume 
(Cubic Feet) 

Date of 
Destruction 

Method of 
Destruction 

(Recycle, shred, landfill, 
etc.) Retention 

Sched. No. 
Item 
No. 

Strip inside material only 
Landlord Tenant 

975 Sec 2 
II 1988 9 S-J-dZ- < 

Destruction Approved by Hall of Records Commissiltem on Destruction certification 

APR 0 9 2002 £iLrK~JC. jLaJ 

Date State Archivist Signature of Court Official Title {/ Date 

Rev. 10/83 DGS-55Q-9 Instructions for Preparation and Submission on Reverse Side 



INSTRUCTIONS FOR PREPARATION 

1. PREPARE IN DUPLICATE. LEAVE COLUMNS DATE OF DESTRUCTION. METHOD OF 
DESTRUCTION. AND DESTRUCTION CERTIFICATION BLANK UNTIL ACTUAL 
DESTRUCTION HAS BEEN COMPLETED BY YOUR OFFICE. 
(DISTRICT COURTS SHOULD PREPARE CERTIFICATES AT LEAST IN TRIPLICATE.) 

2. MAIL TO THE STATE RECORDS MANAGEMENT CENTER, P. O. BOX 275, 
7275 WATERLOO RD. (RT. 175), JESSUP, MD 20794. 

3. THE RECORDS MANAGEMENT DIVISION WILL FORWARD THE PROPOSAL AND 
CERTIFICATE OF RECORDS DESTRUCTION FORMS TO THE STATE ARCHIVIST FOR 
APPROVAL. IF THE RECORDS PROPOSED FOR DESTRUCTION ARE CONSIDERED 
BY THE STATE ARCHIVIST TO BE OF ARCHIVAL VALUE. ARRAGEMENTS WILL 
BE MADE FOR TRANSER TO THE HALL OF RECORDS. 

4. IF THE STATE ARCHIVIST APPROVES THE DESTRUCTION. BOTH COPIES 
WILL BE SIGNED AND RETURNED TO THE COURT. UPON RECEIPT, INDICATE THE 
DATE AND METHOD OF DESTRUCTION IN THE PROPER COLUMNS, AND HAVE THE 
DESTRUCTION CERTIFICATE SIGNED BY A COURT OFFICIAL (TO BE A PERSON 
RETAIN ONE COPY FOR YOUR FILE, AND FORWARD THE SECOND COPY TO THE 
RECORDS MANAGEMENT DIVISION AT THE ABOVE ADDRESS. (DISTRICT COURTS 
MUST SEND r COPY TO THE CHIEF CLERK'S OFFICE.) 

5. FOR YOUR INFORMATION - 

ONE LETTER-SIZE FILE DRAWER = 1.5 CU. FT. OF RECORDS 
ONE LEGAL - SIZE FILE DRAWER = 2.0 CU. FT. OF RECORDS 
ONE RECORDS CENTER BOX = 1.0 CU. FT. OF RECORDS 

S**} i t- 

L AVH 



Oouif-y 14lfUT)-opf 

Rtporting Agtrvcy 

10^ £• ./Y^A-i ^ 
mA- ^ 1 

Division or Unit 

Department of General 

■ Services 

Records Management Division 
7275 Waterloo Road-.(Rte. 175) 

P.O. Box 275 
Jessup, Maryland 20794-0275 

Prepare in duplicate 

Retain one (1) copy and forward 
ongmd «o •ocrwm at Wft 

CERTIFICATE OF RECORDS DISPOSAL 

No. 
Description of Records 

(Same Title as listed on Schedule) 

Authonzation 

Relenntyi 
Scneouie No 

Indusive Dates of 
Records Destroyed 

Volume 
Cubic Feet 

Date of 
Disposal 

Method of Disoosai 

^ Ccvd- ^2. 32£l F; 

I—>'nAOc.'> AI S^m-V 19T4— His 

0^nsu(l4- 

"DgfA'tl do&'f IIU.-TI.-I* 

n 
U 

0->>-A»\V C;>ene>^^l s\DUfr\Al 

n 
r a ni ^ u Aa «■ i-S. hi7 

I^eVa\ 1 os.^ Ud^v- 

£ ay vol 19 I 

?.&s,elra>'rv\ul a n± 

iAn/vig t4e.iA.I(-V\ 

Oot-ftn-V 

lite 

^As-e L-ed^P)- 

mx 

Ivw.l Uc h&L. 

hereby certify that the records listed above were 

Signature itun vo 

disposed of as indicated. 

iqUSL hT- 
TrtJt Data 

DCS 550-2 (Rev 1/93). 
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LOlCftAvic^ 

Rtporting Agcncy 

10^ . fYl fit-\ ^ S f 

Division or Unit 

Department of General 

■ Services 

Records Management Division 
7275 Waterloo Road-.(RtB. 175) 

P.O. Box 275 
Jessup, Maryland 20794-0275 

Prepare in duplicate 

Retain one (1) copy and forward 
ongmal to at iett. 

CERTIFICATE OF RECORDS DISPOSAL 

No. 
Description of Records 

(Same Title as listed on Schedule) 

Authonzabon 

Retention 
Scneouie No 

Hem 
No 

Induslve Dates of 
Recoros Destroyed 

Volume 
Cubic Feel 

Date of 
Disposal Method of Disposal 

"jV^ \ Qas-I- l^eci ^ Qy 

D 
tnll £ U A ^ I 12. 1113 

C~>ha/\"Vs illA 

i Fi 11 

r\ 
.As.e Ho^iyml^- ^3 

'be'V^'x 1 C-osi 

r DH 

Pay hoi\ ^un 

u. Vz- T.tw 

r> -r ,. ^ I . 
wfvs,g. G./ /- 

Ooh^ry-V^ 

laii 

O.A^P hokmuU Lerl^^ 

L^-VavI C.ns.4 l~ed^v- 

»S-1 P[ ^ 

p.ft c. ^cK^duk 13JJL 

+- iee-f- s T 

hereby certify that the records listed above were disposed 

<<2U_ 
Signatun itura o 

of as indicated. 

TltJa 
tdaaL ̂ lL. 

Data 

DCS 550-2 (Rev. 1/93). 





[ILL3I r.ftAvic* l-i-lfU^pT 

Rtporting Agtncy 

10 i £" • fYl A-i o S ■(- 

Division or Unit 

Department of General 

■ Services 

Records Management Division 
7275 Waterloo Road- (Rte. 175) 

P.O. Box 275 
Jessup, Maryland 20794-0275 

Prepare in duplicate 

Retain one (1) copy and forward 
ongtnBi to aodr— at 

No. 

CERTIFICATE OF RECORDS DISPOSAL 

Description of Records 
(Same Title as listed on Schedule) 

Authonzation 

Relent on 
Scneouie No 

llefn 
No 

Indusive Dates of 
Records Destroyed 

Volume 
Cubic Feet 

Date of 
Disposal KAethod of Disposal 

la-.ll ."jTiAt;. J2. 

l-eri.Qo&T Rqc.OU^^i J- 

IliiL o^l J Fill 

_X 

P<Ay v-o11 

7 

m s* 

-fYWA.fA.Pt 

PUns 1/ (=> 

inc> 

Spe.c,\ HRk 

I- €.C - 

Ul^-U ClfvS^ Lfeci^€»- 
hH 

1^4. 

C-o^f Lffi 

l^£, /1R(. 

M.I4. Cl^sU MS7 

(^7 

im 

Mo^l4H-k^siu^ L* ^17 

I nn 

I hereby certify that the records listed above were disposed of as indicated. 

eO^, 
Signatun m 

yv^ 

TttJf 
ClL. 

DaU 

DCS 550-2 (Rev. 1/33). 





Rtporting Agtncy 

10? £■ . OOa-'I o S-(~ke.«-f> 

Division or Unit 

Department of General 

■ Services 

Records Management Division 
7275 Waterloo Roab-.(Rte. 175) 

P.O. Box 275 
Jessup, Maryland 20794-0275 

Preparo in duplicate 

Retain one (1) copy and forward 
ongtnrt to addTM* at Wft. 

CERTIFICATE OF RECORDS DISPOSAL 

No. 
Descnption of Records 

(Same Tifis as listed on Schedule) 

Authonzation 

Reiemion 
Scneouie No 

Hem 
No 

Indusive Dates of 
RecorOs Destroyed 

Volume 
Cubic Feel 

Date of 
Disposal Method of Disposei 

O 
{-Oi-faulty Ml i°kikL Lwd Pill 

^/rdl hTL A. 

lAl-t-U - fWd, MA 

mi 

U >V\rM. A-i" y IIST 

u ww ^ 
no 

Re.pof'i 
-lil 

ASgTT-n [A 
ISU 

/qn 

(Lnd- ^11. 

l_>A-S<rPr»-muU 
_iii 

Led 
m. 

mo 

{\w 1 C./ jL 
i gin 

I qJJ. Hq i 

.okAn4-<c Pej-All O.os,f 

hereby certify that the records listed above were disposed of as indicated 

££\ 

I 
T 

Signature iturt m Title 
ni. 

DiU 

DCS 550-2 (Rev 1/33). 
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JUStcomtco department 

108 ^ast ^atn Street 

^alisbur^, ^ar^tlanb 21801 

410-749-1244 
FAX: 410-543-6975 
TDD: 410-543-6952 

JUDITH A. SENSENBRENNER M.D., M.P.H. 
HEALTH OFFICER 

October 25,2002 

' ■ ■ r.S Y- *.* . 
"»'• '<* 1' ■, " 

Department of General Services 

Records Management Division 

7275 Waterloo Road (Rte. 175) C' 2t" 
P. O. Box 275 

Jessup, Maryland 20794-0275 • * . . • • <■, 

' ■Vrv; •' , •. 
To Whom It May Concern: * 

Enclosed please find four (4) pages of "Certificate of Records Disposal" for the 
Wicomico County Health Department. We followed the revised Records Retention and 
Disposal Schedule-General Schedule/Administrative Records, #2112 dated 2/15/02 
signed by Jonathan Seeman, Deputy Secretary for Operations. 

This revised Schedule only requires us to retain Audits permanently, whereas the 

previous Schedule required us to "retain permanently" Books of Final Entry-General 
Ledgers. As of this revised Schedule we have disposed of Books of Final Entry-General 

Ledgers. 

If you have any questions regarding the Disposal of these Records please call me at 
410-543-6931. 

Sincerely, 

Esther C. Dwyer, Administrator 

Wicomico County Health Dept. 

v:J, 

DCi 

"*L - 

fr 

affirmative action and Equal Opportunity employer and provider. 





9DEPARTMENT OF GENERAL SERVICES 
Hall of Records Commission 

Records Management Division 
7275 Waterloo RD., P. O. Box 275 

JESSUP, MD 20794-0275 

PROPOSAL AND CERTIFICATE OF RECORDS DESTRUCTION 

2M/, 

District Court of Maryland Worchester April 26, 2002 Accession 00A144 
.District #2-4 

COURT COUNTY DATE 

Series 
No. 

Descriptions of Records 
Include Title and/or Form Number 

Authorization 

Retention 
Sched. No. 

Item 
No. 

Inclusive 
Dates of Records 

Destroyed 

Volume 
(Cubic Feet) 

Date of 
Destruction 

Method of 
Destruction 

(Recycle, shred, landfill, 
etc.) 

975 

Microfilm and destroy criminal 

(Md Rule 1299) 

1993 
(p 

Destruction Approved by Hall of Records Commission Destruction certification 

m I I 2002 

Date 

Rev. 10/83 DGS-55Q-9 

State Archivist Signature of Court Official Title // Date 

Instructions for Preparation and Submission on Reverse Side 



INSTRUCTIONS FOR PREPARATION 

PREPARE IN DUPLICATE. LEAVE COLUMNS DATE OF DESTRUCTION, METHOD OF 
DESTRUCTION. AND DESTRUCTION CERTIFICATION BLANK UNTIL ACTUAL 
DESTRUCTION HAS BEEN COMPLETED BY YOUR OFFICE. 
(DISTRICT COURTS SHOULD PREPARE CERTIFICATES AT LEAST IN TRIPLICATE.) 

MAIL TO THE STATE RECORDS MANAGEMENT CENTER, P. O. BOX275, 
7275 WATERLOO RD. (RT. 175), JESSUP, MD 20794. 
THE RECORDS MANAGEMENT DIVISION WILL FORWARD THE PROPOSAL AND 
CERTIFICATE OF RECORDS DESTRUCTION FORMS TO THE STATE ARCHIVIST FOR 
APPROVAL. IF THE RECORDS PROPOSED FOR DESTRUCTION ARE CONSIDERED 
BY THE STATE ARCHIVIST TO BE OF ARCHIVAL VALUE. ARRAGEMENTS WILL 
BE MADE FOR TRANSER TO THE HALL OF RECORDS. 

IF THE STATE ARCHIVIST APPROVES THE DESTRUCTION. BOTH COPIES 
WILL BE SIGNED AND RETURNED TO THE COURT. UPON RECEIPT, INDICATE THE 
DATE AND METHOD OF DESTRUCTION IN THE PROPER COLUMNS, AND HAVE THE 
DESTRUCTION CERTIFICATE SIGNED BY A COURT OFFICIAL (TO BE A PERSON 
RETAIN ONE COPY FOR YOUR FILE, AND FORWARD THE SECOND COPY TO THE 
RECORDS MANAGEMENT DIVISION AT THE ABOVE ADDRESS. (DISTRICT COURTS 
MUST SEND 1 COPY TO THE CHIEF CLERK'S OFFICE.) 

FOR YOUR INFORMATION - 

ONE LETTER-SIZE FILE DRAWER = 1.5 CU. FT. OF RECORDS 
ONE LEGAL - SIZE FILE DRAWER = 2.0 CU. FT. OF RECORDS 
ONE RECORDS CENTER BOX = 1.0 CU. FT. OF RECORDS 



DEPARTMENT OF GENERAL SERVICES 
Hall of Records Commission 

Records Management Division 
7275 Waterloo RD., P. O. Box 275 

JESSUP, MD 20794-0275 

PROPOSAL AND CERTIFICATE OF RECORDS DESTRUCTION 

3^23. 

District Court of Maryland Worcester February 28, 2002 Accession 00A141 
.District 2-4 

COURT COUNTY DATE January 18, 2002 

Series 
No. 

Descriptions of Records 
Include Title and/or Form Number 

Authorization 

Retention 
Sched. No. 

Item 
No. 

Inclusive 
Dates of Records 

Destroyed 

Volume 
(Cubic Feet) 

Date of 
Destruction 

Method of 
Destruction 

(Recycle, shred, landfill, 
etc.) 

975 
Criminal, Microfilm and Destroy 

(Md Rule 1299) 

1994 25 
\tL 

MAR 2 5 2002 

Destruction Approved by Hall of Records Commission Destruction certification 

Date State Archivist Signature of Court Official Title J Date 

-t) t/'J-Qz- 

Rev, 10/83 DGS-55Q-9 Instructions for Preparation and Submission on Reverse Side 



INSTRUCTIONS FOR PREPARATION 

1. PREPARE IN DUPLICATE. LEAVE COLUMNS DATE OF DESTRUCTION. METHOD OF 

DESTRUCTION. AND DESTRUCTION CERTIFICATION BLANK UNTIL ACTUAL 
DESTRUCTION HAS BEEN COMPLETED BY YOUR OFFICE. 
(DISTRICT COURTS SHOULD PREPARE CERTIFICATES AT LEAST IN TRIPLICATE.) 

2. MAIL TO THE STATE RECORDS MANAGEMENT CENTER, P. O. BOX 275, 
7275 WATERLOO RD. (RT. 175), JESSUP, MD 20794. 

•L THE RECORDS MANAGEMENT DIVISION WILL FORWARD THE PROPOSAL AND 
CERTIFICATE OF RECORDS DESTRUCTION FORMS TO THE STATE ARCHIVIST FOR 
APPROVAL. IF THE RECORDS PROPOSED FOR DESTRUCTION ARE CONSIDERED 
BY THE STATE ARCHIVIST TO BE OF ARCHIVAL VALUE. ARRAGEMENTS WILL 
BE MADE FOR TRANSER TO THE HALL OF RECORDS. 

4. IF THE STATE ARCHIVIST APPROVES THE DESTRUCTION. BOTH COPIES 
WILL BE SIGNED AND RETURNED TO THE COURT. UPON RECEIPT, INDICATE THE 
DATE AND METHOD OF DESTRUCTION IN THE PROPER COLUMNS, AND HAVE THE 
DESTRUCTION CERTIFICATE SIGNED BY A COURT OFFICIAL (TO BE A PERSON 
RETAIN ONE COPY FOR YOUR FILE, AND FORWARD THE SECOND COPY TO THE 
RECORDS MANAGEMENT DIVISION AT THE ABOVE ADDRESS. (DISTRICT COURTS 
MUST SEND r COPY TO THE CHIEF CLERK'S OFFICE.) 

5. FOR YOUR INFORMATION- 

ONE LETTER-SIZE FILE DRAWER = 1.5 CU. FT. OF RECORDS 
ONE LEGAL - SIZE FILE DRAWER = 2.0 CU. FT. OF RECORDS 
ONE RECORDS CENTER BOX = 1.0 CU. FT. OF RECORDS 



DEPARTMENT OF GENERAL SERVICES 
Hall of Records Commission 

Records Management Division 
7275 WATERLOO RD., P. O. Box 275 

JESSUP, MD 20794-0275 

1023 

PROPOSAL AND CERTIFICATE OF RECORDS DESTRUCTION 

District Court of Maryland Worcester February 28, 2002 Accession 00A141 
 District 2-4 

COURT COUNTY DATE January 18, 2002 

Series 
No. 

Descriptions of Records 
Include Title and/or Form Number 

Authorization 

Retention 
Sched. No. 

Item 
No. 

Inclusive 
Dates of Records 

Destroyed 
Volume 

(Cubic Feet) 
Date of 

Destruction 

Method of 
Destruction 

(Recycle, shred, landfill, 
etc.) 

975 
Criminal, Microfilm and Destroy 

(Md Rule 1299) 
1994 25 

Y-Z-o 

MAR 1 5 2002 

Destruction Approved by Hall of Records Commission Destruction certification 

Date 
♦ 
' Rev. 10/83 DGS-55Q-9 

State Archivist Signature of Court Official Titl 

Instructions for Preparation and Submission on Reverse Side 

Date 



INSTRUCTIONS FOR PREPARATION 

1. PREPARE IN DUPLICATE. LEAVE COLUMNS DATE OF DESTRUCTION. METHOD OF 
DESTRUCTION. AND DESTRUCTION CERTIFICATION BLANK UNTIL ACTUAL 
DESTRUCTION HAS BEEN COMPLETED BY YOUR OFFICE. 
(DISTRICT COURTS SHOULD PREPARE CERTIFICATES AT LEAST IN TRIPLICATE.) 

2. MAIL TO THE STATE RECORDS MANAGEMENT CENTER, P. O. BOX 275, 
7275 WATERLOO RD. (RT. 175), JESSUP, MD 20794. 

3. THE RECORDS MANAGEMENT DIVISION WILL FORWARD THE PROPOSAL AND 
CERTIFICATE OF RECORDS DESTRUCTION FORMS TO THE STATE ARCHIVIST FOR 
APPROVAL. IF THE RECORDS PROPOSED FOR DESTRUCTION ARE CONSIDERED 
BY THE STATE ARCHIVIST TO BE OF ARCHIVAL VALUE. ARRAGEMENTS WILL 
BE MADE FOR TRANSER TO THE HALL OF RECORDS. 

4. IF THE STATE ARCHIVIST APPROVES THE DESTRUCTION. BOTH COPIES 
WILL BE SIGNLD AND RETURNED TO THE COURT. UPON RECEIPT, INDICATE THE 
DATE AND METHOD OF DESTRUCTION IN THE PROPER COLUMNS, AND HAVE THE 
DESTRUCTION CERTIFICATE SIGNED BY A COURT OFFICIAL (TO BE A PERSON 
RETAIN ONE COPY FOR YOUR FILE, AND FORWARD THE SECOND COPY TO THE 
RECORDS MANAGEMENT DIVISION AT THE ABOVE ADDRESS. (DISTRICT COURTS 
MUST SEND 1' COPY TO THE CHIEF CLERK'S OFFICE.) 

5. FOR YOUR INFORMATION- 

ONE LETTER-SIZE FILE DRAWER =1.5 CU. FT. OF RECORDS 
ONE LEGAL - SIZE FILE DRAWER = 2.0 CU. FT. OF RECORDS 
ONE RECORDS CENTER BOX = 1.0 CU. FT. OF RECORDS 



9DEPARTMENT OF GENERAL SERVICES 
Hall of Records Connnission 

Records Management Division 
7275 WATERLOO RD., P. O. Box 275 

JESSUP, MD 20794-0275 

PROPOSAL AND CERTIFICATE OF RECORDS DESTRUCTION 

District Court of Maryland Caoline May 24,2002 Accession #00A267 
 District #3-6 

COURT COUNTY DATE 

Series 
No. 

Descriptions of Records 
Include Title and/or Form Number 

Authorization 

Inclusive 
Dates of Records 

Destroyed 

Volume 
(Cubic Feet) 

Date of 
Destruction 

Method of 
Destruction 

(Recycle, shred, landfill, 
etc.) 

Retention 
Sched. No. 

Item 
No. 

- 

Criminal 

Microfilm and destroy (MD Rule 16-505) 
975 

Sec V 1996 3 (> 

Destruction Approved by Hall of Records Commission Destruction certification 

JUN 1 fl 2m 

Qftlf#* Arrllivict Qirmofuro rS r\\\ri Official Til la rtn«A Date State Archivist Signature of Court Official Title // Date 

Rev. 10/83 GS-55Q-9 Instructions for Preparation and Submission on Reverse Side 



INSTRUCTIONS FOR PREPARATION 

PREPARE IN DUPLICATE. LEAVE COLUMNS DATE OF DESTRUCTION. METHOD OF 
DESTRUCTION. AND DESTRUCTION CERTIFICATION BLANK UNTIL ACTUAL 
DESTRUCTION HAS BEEN COMPLETED BY YOUR OFFICE. 
(DISTRICT COURTS SHOULD PREPARE CERTIFICATES AT LEAST IN TRIPLICATE.) 

MAIL TO THE STATE RECORDS MANAGEMENT CENTER, P. O. BOX275, 

7275 WATERLOO RD. (RT. 175), JESSUP, MD 20794. 
THE RECORDS MANAGEMENT DIVISION WILL FORWARD THE PROPOSAL AND 
CERTIFICATE OF RECORDS DESTRUCTION FORMS TO THE STATE ARCHIVIST FOR 
APPROVAL. IF THE RECORDS PROPOSED FOR DESTRUCTION ARE CONSIDERED 
BY THE STATE ARCHIVIST TO BE OF ARCHIVAL VALUE. ARRANGEMENTS WILL 
BE MADE FOR TRANSFER TO THE HALL OF RECORDS. 

IF THE STATE ARCHIVIST APPROVES THE DESTRUCTION. BOTH COPIES 
WILL BE SIGNED AND RETURNED TO THE COURT. UPON RECEIPT, INDICATE THE 
DATE AND METHOD OF DESTRUCTION IN THE PROPER COLUMNS, AND HAVE THE 
DESTRUCTION CERTIFICATE SIGNED BY A COURT OFFICIAL (TO BE A PERSON 
RETAIN ONE COPY FOR YOUR FILE, AND FORWARD THE SECOND COPY TO THE 
RECORDS MANAGEMENT DIVISION AT THE ABOVE ADDRESS. (DISTRICT COURTS 
MUST SEND 1' COPY TO THE CHIEF CLERK'S OFFICE.) 

FOR YOUR INFORMATION - 

ONE LETTER-SIZE FILE DRAWER =1.5 CU. FT. OF RECORDS 
ONE LEGAL - SIZE FILE DRAWER = 2.0 CU. FT. OF RECORDS 
ONE RECORDS CENTER BOX = 1.0 CU. FT. OF RECORDS 



. . -1 . _ Uljf O l\ i 1 l Wl VJlJll UlVll LJ v^LJiV » 
Mail original . gj^Tg RECORDS MANAGEMENT CENTER 

7275 Waterloo Road (Rte. 175) 
P.O. Box 275 

Jessup, Maryland 20794-0275 

CERTIFICATE O F RECORDS DISPOSAL 

DEPARTMENT OF JUVENILE JUSTICE - CECIL COUNTY - AREA IV. 
R*po<ilng Ajtncy 

DIRECT CARE SERVICES DIVISION 

170 E. MAIN ST., ELKTON, MD 21921  
Dlvliion M But*«u 

PREPARE IN DUPLICATE 

R«l«ln en* e»^y "nrf 
• rl|ln*l U •k#*« 

N*. Dticripllon ol Rtcef^l 
Inclvd* Till* •nJ/ef Fmm Numk*r 

AutKorl i«ti on 
Inclutlv* 

Dim *1 RitfJi 
Dl§pf4 

V«lum« 
(Cukl( PmO 

D«i» •! 
0l«»»««l OiirMtl 

Scb*4. N«. N«. 

CO 

Case file folders (includes family 
data, psychological/psychiatric 
reports, school records, 
correspondence, police reports. 
Court reports, etc.) 

t • 

Paul Bowden, Coordinator 
Dept. of Juvenile Services 
105 W. Chesapeake Avenue 
Towson, MD 21204 

1259 6,7,8, 
9, 16 

Files closed of 
youth whose year 
of birth was 1980 

12 

• 

r • ** 

1/4/02 Shredded 

1 h«r-»by ctftily ihor th« obov# f#ewd» w*r« JiipeitJ of •• in^icattd. 

, .■ 1)08 s5o"j 

Martin E. Salmon Supprvi <;nr   ] /^/02 
TlfU Slf natvr# 
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CECIL COUNTY HEALTH DEPT. 

Reporting Agency 

ALCOHOL & DRUG CENTER 

Division or Unit 

Department of General 
• Services 

Records Management Division 
7275 Waterloo Road (Rte. 175) 

P.O. Box 275 
Jessup, Maryland 20794-0275 

Prepare in duplicate ' 

Retain one (1) copy and forwara 
original to address at left 

CERTIFICATE OF RECORDS DISPOSAL 

L 
Authorization 

Inclusive Dates of 
Records Destroyed 

Volume 
Cubic Feet 

Date of 
Disposal 

Method of Disposal UBsenpuon ot kbcoigs 
(Same Title as listed on Schedule) Ret em on 

Schedule No 
Item 
No. 

Alcohol & Drua A-Z 1518 
Jan-Dec. 

1995 15 cf 2002 BURY 

i 

I hereby certify that the records listed above were disposed of as indicated. woo /r>-> 
Director ■ 1/22/02 
Administrative Services * 

Signature TKie Dete 

DGS 550-2 (Rev 1/93). 
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DEPARTMENT OF GENERAL SERVICES D.C. Cert. 3-2-CR-2-02 
Hall of Records Commission 

Records Management Division / - -7 
7275 WATERLOO RD., P.O. Box 275 ( \f)0 7 ' 

JESSUP, MD 20794-0275 

PROPOSAL AND CERTIFICATE OF RECORDS DESTRUCTION 

District Court of Maryland Cecil January 2, 2002 N. Lea Gochnauer, County Clerk 

COURT COUNTY DATE CUSTODIAN OF RECORDS AT TIME OF DESTRUCTION 

f 

Series 
No, 

Description of Records 
Include Title and/or Form Number 

Authorization inclusive 
Dates of Records 

Destroyed 

Volume 
(Cubic Feet) 

Date of 
Destruction 

Method of 
Destruction 

(Recycle, shred, 
landfill, etc.) 

Retention 
Sched. No. 

Item 
No. 

EXPUNGED CRIMINAL CASES 

To he shredded 

975 
Sec IV 

2 
a&b 

1998 2 
f/pz 

Destruction Approvgdjby Hall of Records Commission , Destruction Certification 

Date State Archivist Signature of Court Official Title '' Date lature of Court Official Title d Date 
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DEPARTMENT OF GENERAL SERVICES D.C. Cert. 3-2-CR-1-02 
Hall of Records Commission 

Records Management Division 
7275 WATERLOO RD., P.O. Box 275 

JESSUP, MD 20794-0275 

PROPOSAL AND CERTIFICATE OF RECORDS DESTRUCTION 

District Court of Maryland Cecil January 2,2002 N. Lea Gochnauer, County Clerk 

COURT COUNTY DATE CUSTODIAN OF RECORDS AT TIME OF DESTRUCTION 

Series 
No, 

Description of Records 
Include Title and/or Form Number 

Authorization Inclusive 
Dates of Records 

Destroyed 

Volume 
(Cubic Feet) 

Date of 
Destruction 

Method of 
Destruction 

(Recycle, shred, 
landfill, etc.) Retention 

Sched. No. 
Item 
No. 

CRIMINAL 

CRIMINAL CLOSED 
(Stripped material only) 

NATURAL RESOURCE CLOSED 
(Stripped material only) 

CIVIL CITATIONS CLOSED 
(Stripped material only) 

975 

975 

975 

2 
a&b 

2 
a&b 

2 
a&b 

1998 

1998 

1998 

40 

2.5 

3 

// 

1 > 

l__anP>F/ LL- 

If 

/ 1 

) 

Destruction Approved by Hall of Records Cammission 

NOV 2 6 2001 

Date State Archivist 

Destruction Certification 

Signature of Court Official 

n do ^siry V-5o - o Z 

Title Date 
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DEPARTMENT OF GENERAL SERVICES D.C. Cert. 3-2-TR-1-02 
Hall of Records Commission 

Records Management Division 
7275 WATERLOO RD., P.O. Box 275 

JESSUP, MD 20794-0275 

PROPOSAL AND CERTIFICATE OF RECORDS DESTRUCTION 

District Court of Maryland Cecil January 2,2002 N. Lea Gochnauer, County Clerk 

COURT COUNTY DATE CUSTODIAN OF RECORDS AT TIME OF DESTRUCTION 

Series 
No. 

Description of Records 
Include Title and/or Form Number 

Authorization Inclusive 
Dates of Records 

Destroyed 

Volume 
(Cubic Feet) 

Date of 
Destruction 

Method of 
Destruction 

(Recycle, shred, 
landfill, etc.) 

Retention 
Sched. No. 

Item 
No. 

TRAFFIC 

TRANSMITTALS 

MISCELLANEOUS CORRESPONDENCE 

Z BATCH ENVELOPES 

CLOSED TRAFFIC FILES 

CLOSED NONMATS CITATIONS 

CLOSED CITIZEN ARRESTS 

CLOSED PARKING CITATION 

975 

975 

975 

975 

975 

975 

975 

IV2b 

IV2b 

IV2b 

2a&b 

2a&b 

2a&b 

2a&b 

1998 

1998 

1998 

1998 

1998 

1998 : • 

1998 

2 

7 

10 

14 

.5 

0 

1 

t/fJo jot 

// 

1 1 

! ' 

U 

f / 

¥60 

Lctflbf H-1- 

// 

n 

/ 1 

! t 

// 

/ / 

Destruction Approyefl by Hall of Records Commission 

HOV 2 6 2001 

Date State Archivist 

Destruction Certification 

--7^ 1 i ( o Urt r y 6Z 

Signature of Court Official Title Date 



MAY 7 

*4-*^. \*jL 



DEPARTMENT OF GENERAL SERVICES D.C. Cert. 3-2-MISC-1 -02 
Hall of Records Commission 

Records Management Division 
7275 WATERLOO RD., P.O. Box 275 

JESSUP, MD 20794-0275 

PROPOSAL AND CERTIFICATE OF RECORDS DESTRUCTION 

District Court of Maryland Cecil January 2, 2002 N. Lea Gochnauer, County Clerk 

COURT COUNTY DATE CUSTODIAN OF RECORDS AT TIME OF DESTRUCTION 

Series 
No. 

Description of Records 
Include Title and/or Form Number 

Authorization Inclusive 
Dates of Records 

Destroyed 

Volume 
(Cubic Feet) 

Date of 
Destruction 

Method of 
Destruction 

(Recycle, shred, 
landfill, etc.) 

Retention 
Sched. No. 

Item 
No. 

R-DAT RECORDING TAPES 

,4 

975 IV 1998 12 jy- 

Destruction Approvedby Hall of Records Copimission Destruction Certification 

m 16 im 

Date State Archivist Signature of Court Official Title Date 



MAY 7 syi d-*- 

- *.v- M«k. ]» > , V.-.. 



DEPARTMENT OF GENERAL SERVICES 
Hall of Records Commission 

Records Management Division 
7275 WATERLOO RD., P.O. Box 275 

JESSUP, MD 20794-0275 

PROPOSAL AND CERTIFICATE OF RECORDS DESTRUCTION 

D.C. Cert. 3-2-F-1-02 

District Court of Maryland Cecil January 2, 2002 N. Lea Gochnauer, County Clerk 

COURT COUNTY DATE CUSTODIAN OF RECORDS AT TIME OF DESTRUCTION 

Series 
No. 

Description of Records 
Include Title and/or Form Number 

Authorization 

Retention 
Sched. No. 

Item 
No. 

Inclusive 
Dates of Records 

Destroyed 

Volume 
(Cubic Feet) 

Date of 
Destruction 

Method of 
Destruction (Recycle, 
shred, landfill, etc.) 

ACCOUNTING RECORDS 

Certificates of Deposit 

Closed Transcript Records 

Closed Deferred Payment Records 

Commissioner Daily Transmittals 

Court Fund Receipts and Ledger Cards 

Satisfied Bad Checks 

Purchase Orders & Receiving Reports 

Statistical Report 

Auditors Receipt Copies 

Bank Statements 

Refund Request Forms 

Petty Cash Reimbursements 

975 1998 

13 

1 

1.5 

1.25 

2 

.5 

.5 

1 

.5 

1 

1 

.25 

/' 

/ ' 

I ' 

/ • 

t 1 

/ ' 

& 

fitrt i ^ WM 

Destruction Appnjvad by Hall of Records Commission Destruction Certification 

] hcsrAyn^j it C^ounr^ ^/-30-o2-. 

Signature of Court Official Title Date Date State Archivist 



MAY 7 



DEPARTMENT OF GENERAL SERVICES D.C. Cert. 3-2-CV-1-02 
Hall of Records Commission 

Records Management Division 
7275 WATERLOO RD., P.O. Box 275 

JESSUP, MD 20794-0275 

PROPOSAL AND CERTIFICATE OF RECORDS DESTRUCTION 

District Court of Maryland Cecil January 2,2002 N. Lea Gochnauer, County Clerk 

COURT COUNTY DATE CUSTODIAN OF RECORDS AT TIME OF DESTRUCTION 

Series 
No. 

Description of Records 
Include Title and/or Form Number 

Authorization Inclusive 
Dates of Records 

Destroyed 

Volume 
(Cubic Feet) 

Date of 
Destruction 

Method of 
Destruction 

(Recycle, shred, 
landfill, etc.) Retention 

Sched. No. 
Item 
No. 

CIVIL 

Civil Cases Closed 
(stripped material only) 

Landlord/Tenant Cases 

Summary Ejectment Money Judgments 

Domestic Violence Cases 
(stripped material only) 

Emergency Evaluations 
(stripped material only) 

975 

975 

975 

975 

975 

II 

II 

II 

III 

III 

1998 

1998 

1989 

1989 

1989 

23 

2.5 

1.5 

2 

.5 

4jsojol- 

n 

/i 

/' 

// 

3/7.50 

/' 

! 1 

/ 1 

l/ 

NOV 2 6 

Destruction Approjred by Hall of RecordspCommission , 

Date State Archivist 

Destruction Certification 

e7t • ' C a, / Cs-eXK 

Signature of Court Official Title 

^/-30-o2 

Date 



MAY ? IXfU 



D.C. Cert. 3-2-CR-2-02 

District Court of Maryland 

DEPARTMENT OF GENERAL SERVICES 
Hall of Records Commission 

Records Management Division 
7275 WATERLOO RD., P.O. Box 275 

JESSUP, MD 20794-0275 

PROPOSAL AND CERTIFICATE OF RECORDS DESTRUCTION 

Cecil January 2, 2002   N. Lea Gochnauer, County Clerk 

COURT COUNTY DATE CUSTODIAN OF RECORDS AT TIME OF DESTRUCTION 

Series 
No. 

Description of Records 
Include Title and/or Form Number 

EXPUNGED CRIMINAL CASES 

To be shredded 

Authorization 

Retention 
Sched. No. 

975 
Sec IV 

Item 
No. 

a&b 

Destruction ApprovtjcLby Hall of Records C^nmission 

HO, 2 6 2001 

Date State Archivist 

Inclusive 
Dates of Records 

Destroyed 

1998 

Volume 
(Cubic Feet) 

Date of 
Destruction 

Method of 
Destruction 

(Recycle, shred, 
landfill, etc.) 

jJ/nJlhM 

Destruction Certification 

JL 
Signature of Court Official Title U Date 



MAY 7 



9DEPARTMENT OF GENERAL SERVICES 
Hall of Records Commission 

Records Management Division 
7275 Waterloo RD., P. O. Box 275 

JESSUP, MD 20794-0275 

PROPOSAL AND CERTIFICATE OF RECORDS DESTRUCTION 

District Court of Maryland Kent May 24,2002 Accession #00A260 
 District #3-3 

COURT COUNTY DATE 

Series 
No. 

Descriptions of Records 
Include Title and/or Form Number 

Authorization 

Inclusive 
Dates of Records 

Destroyed 
Volume 

(Cubic Feet) 
Date of 

Destruction 

Method of 
Destruction 

(Recycle, shred, landfill, 
etc.) 

Retention 
Sched. No. 

Item 
No. 

Criminal 

Microfilm and destroy (MD Rule 16-505) 

975 

Sec V 1996 3 

Destruction Approved by Hall of Records Commission Destruction certification 

State Archivist Signature of Court Official Title u Date Date 

Rev. 10/83 GS-55Q-9 Instructions for Preparation and Submission on Reverse Side 



INSTRUCTIONS FOR PREPARATION 

1. PREPARE IN DUPLICATE. LEAVE COLUMNS DATE OF DESTRUCTION. METHOD OF 

DESTRUCTION. AND DESTRUCTION CERTIFICATION BLANK UNTIL ACTUAL 
DESTRUCTION HAS BEEN COMPLETED BY YOUR OFFICE. 
(DISTRICT COURTS SHOULD PREPARE CERTIFICATES AT LEAST IN TRIPLICATE.) 

2. MAIL TO THE STATE RECORDS MANAGEMENT CENTER, P. O. BOX 275, 
7275 WATERLOO RD. (RT. 175), JESSUP, MD 20794. 

3 . THE RECORDS MANAGEMENT DIVISION WILL FORWARD THE PROPOSAL AND 
CERTIFICATE OF RECORDS DESTRUCTION FORMS TO THE STATE ARCHIVIST FOR 
APPROVAL. IF THE RECORDS PROPOSED FOR DESTRUCTION ARE CONSIDERED 
BY THE STATE ARCHIVIST TO BE OF ARCHIVAL VALUE. ARRANGEMENTS WILL 
BE MADE FOR TRANSFER TO THE HALL OF RECORDS. 

4. IF THE STATE ARCHIVIST APPROVES THE DESTRUCTION. BOTH COPIES 
WILL BE SIGNED AND RETURNED TO THE COURT. UPON RECEIPT, INDICATE THE 
DATE AND METHOD OF DESTRUCTION IN THE PROPER COLUMNS, AND HAVE THE 
DESTRUCTION CERTIFICATE SIGNED BY A COURT OFFICIAL (TO BE A PERSON 
RETAIN ONE COPY FOR YOUR FILE, AND FORWARD THE SECOND COPY TO THE 
RECORDS MANAGEMENT DIVISION AT THE ABOVE ADDRESS. (DISTRICT COURTS 
MUST SEND r COPY TO THE CHIEF CLERK'S OFFICE.) 

5. FOR YOUR INFORMATION- 

ONE LETTER-SIZE FILE DRAWER = 1.5 CU. FT. OF RECORDS 
ONE LEGAL - SIZE FILE DRAWER = 2.0 CU. FT. OF RECORDS 
ONE RECORDS CENTER BOX = 1.0 CU. FT. OF RECORDS 



9DEPARTMENT OF GENERAL SERVICES 
Hall of Records Commission 

Records Management Division 
7275 Waterloo RD., P. O. Box 275 

JESSUP, MD 20794-0275 

PROPOSAL AND CERTIFICATE OF RECORDS DESTRUCTION 

District Court of Maryland CjlUieens Anns May 24, 2002 Accession #00A5 5 
 District #3-4 

COURT COUNTY DATE 

Series 
No. 

Descriptions of Records 
Include Title and/or Form Number 

Authorization 

Inclusive 
Dates of Records 

Destroyed 

Volume 
(Cubic Feet) 

Date of 
Destruction 

Method of 
Destruction 

(Recycle, shred, landfill, 
etc.) 

j /» 

Retention 
Sched. No. 

Item 
No. 

- 

Criminal 

Microfilm and destroy (MD Rule 16-505) 

975 

Sec V 1996 5 

Z/27, 

Destruction Approved by Hall of Records Commission Destruction certification 

JUN 1 0 2002 > J .1 /JtiT. T t yMJ,. ^ 
C. JLU ^ / V-V ^ : J-'.fj k- 
irchivist w Signature of Court Official Title J Dat Date State Archivist f Signature of Court Official Title y Date 

Rev. 10/83 GS-55Q-9 Instructions for Preparation and Submission on Reverse Side 



INSTRUCTIONS FOR PREPARATION 

1. PREPARE IN DUPLICATE. UEAVE COLUMNS DATE OF DESTRUCTION. METHOD OF 
DESTRUCTION. AND DESTRUCTION CERTIFICATION BLANK UNTIL ACTUAL 
DESTRUCTION HAS BEEN COMPLETED BY YOUR OFFICE. 
(DISTRICT COURTS SHOULD PREPARE CERTIFICATES AT LEAST IN TRIPLICATE.) 

2. MAIL TO THE STATE RECORDS MANAGEMENT CENTER, P. O. BOX275, 
7275 WATERLOO RD. (RT. 175), JESSUP, MD 20794. 

3. THE RECORDS MANAGEMENT DIVISION WILL FORWARD THE PROPOSAL AND 
CERTIFICATE OF RECORDS DESTRUCTION FORMS TO THE STATE ARCHIVIST FOR 
APPROVAL. IF THE RECORDS PROPOSED FOR DESTRUCTION ARE CONSIDERED 
BY THE STATE ARCHIVIST TO BE OF ARCHIVAL VALUE. ARRANGEMENTS WILL 
BE MADE FOR TRANSFER TO THE HALL OF RECORDS. 

4. IF THE STATE ARCHIVIST APPROVES THE DESTRUCTION. BOTH COPIES 
WILL BE SIGNED AND RETURNED TO THE COURT. UPON RECEIPT, INDICATE THE 
DATE AND METHOD OF DESTRUCTION IN THE PROPER COLUMNS, AND HAVE THE 
DESTRUCTION CERTIFICATE SIGNED BY A COURT OFFICIAL (TO BE A PERSON 
RETAIN ONE COPY FOR YOUR FILE, AND FORWARD THE SECOND COPY TO THE 
RECORDS MANAGEMENT DIVISION AT THE ABOVE ADDRESS. (DISTRICT COURTS 
MUST SEND r COPY TO THE CHIEF CLERK'S OFFICE.) sv ^ 

5. FOR YOUR INFORMATION- 
*T S = 

ONELETTER-SIZEFILEDRAWER=1.5CU. FT. OF RECORDS »C 
ONE LEGAL - SIZE FILE DRAWER = 2.0 CU. FT. OF RECORDS 
ONE RECORDS CENTER BOX = 1.0 CU. FT. OF RECORDS 

■ 'Sff. ■ 

J / 



N DEPARTMENT OF GENERAL SERVICES 
Hall of Records Commission 

Records Management Division 
7275 WATERLOO RD., P.O. Box 275 

JESSUP, MD 20794-0275 

PROPOSAL AND CERTIFICATE OF RECORDS DESTRUCTION 

District Court of Maryland Queen Anne's January 1, 2002 Gladys Foster, County Clerk 

COURT COUNTY DATE CUSTODIAN OF RECORDS AT TIME OF DESTRUCTION 

Series 
No. 

Description of Records 
Include Title and/or Form Number 

Authorization Inclusive 
Dates of Records 

Destroyed 

Volume 
(Cubic Feet) 

Date of 
Destruction 

Method of 
Destruction 

(Recycle, shred, 
landfill, etc.) Retention 

Sched. No. 
Item 
No. 

CRIMINAL 

CRIMINAL CLOSED 
(Stripped material only) 

NATURAL RESOURCE CLOSED 
(Stripped material only) 

\ 

CIVIL CITATIONS CLOSED 
(Stripped material only) 

975 

975 

975 

2 
a&b 

2 
a&b 

2 
a&b 

1998 

1998 

1998 

12 

2 

1 

3/29/02 

3/39/02 

3/29/02 

Shred 

Shred 

Shred 

DEC 1 ^ 2001 

ill Date 

Destruction Approved by Hall of Records Commission Destruction Certification 

County Clerk 

State Archivist Signature of Court Official 

Gladys S.Foster 

Title 

8/9/02 

Date 



4(/G gg 
>$<3^ 

^' .i v t •, , >., 



DEPARTMENT OF GENERAL SERVICES 
Hall of Records Commission 

Records Management Division 
7275 WATERLOO RD., P.O. Box 275 

JESSUP, MD 20794-0275 

PROPOSAL AND CERTIFICATE OF RECORDS DESTRUCTION 

District Court of Maryland Queen Anne's January 1, 2002 Gladys Foster, County Clerk 

COURT COUNTY DATE CUSTODIAN OF RECORDS AT TIME OF DESTRUCTION 

Series 
No. 

Description of Records 
Include Title and/or Form Number 

Authorization Inclusive 
Dates of Records 

Destroyed 

Volume 
(Cubic Feet) 

Date of 
Destruction 

Method of 
Destruction 

(Recycle, shred, 
landfill, etc.) 

Retention 
Sched. No. 

Item 
No. 

EXPUNGED CRIMINAL CASES 

*7o be shredded 

t 

y 
' it. 

V 

975 
Sec IV 

2 
a&b 

1998 1 &/0/02 Shred 

Destruction Approved by Hall of Records Commission 

EEC t t 

'1; ' -n Date State Archivist Signature of Court Official 
Gladys S.Foster 

estruction Certification 

County Clerk 

Title 

8/9/02 

Date 



V»i *V.i • 

* -l> ^ t .r^. 

141/6 

- > , -y. •, .' » ' 

DEC 7 2001 

MARYLAND STATE ARCHIVES 



DEPARTMENT OF GENERAL SERVICES 
Hall of Records Commission 

Records Management Division 
7275 WATERLOO RD.. P.O. Box 275 

JESSUP, MD 20794-0275 

PROPOSAL AND CERTIFICATE OF RECORDS DESTRUCTION 

District Court of Maryland Queen Anne's January 1, 2002 Gladys Foster, County Clerk 

COURT COUNTY DATE CUSTODIAN OF RECORDS AT TIME OF DESTRUCTION 

D.C. Cert. 3-4-F-1 

Series 
No. 

Description of Records 
Include Title and/or Form Number 

Authorization Inclusive 
Dates of Records 

Destroyed 

Volume 
(Cubic Feet) 

Date of 
Destruction 

Method of 
Destruction (Recycle, 
shred, landfill, etc.) Retention 

Sched. No. 
Item 
No. 

ACCOUNTING RECORDS 

Certificates of Deposit 

Closed Transcript Records 

Closed Deferred Payment Records 

Commissioner Daily Transmittals 

Court Fund Receipts and Ledger Cards 

Satisfied Bad Checks 

Purchase Orders & Receiving Reports 

Statistical Report 

Auditors Receipt Copies 

Bank Statements 

Refund Request Forms 

Petty Cash Reimbursements 

975 V 1998 

5 

1 

1.5 

1.5 

2 

.5 

1 

1 

.5 

1 

1 

.5 

8/9/02 

8/9/02 

8/9/02 

8/9/02 

B/9/02 

8/9/02 

8/9/02 

8/9/02 

8/9/02 

8/9/02 

8/9/02 

8/9/02 

shred 

shred 

shred 

shred 

shred 

shred 

shred 

shred 

shred 

shred 

shred 

shred 

Destruction Approved by Hall of Records Commission 

DEC H 2001 

Date State Archivist Signature of Court Official 

Gladys S.Foster 

Destruction Certification 

County Clerk 

Title 

8/9/02 

Date 



VT» ^ V - "*■ 
\i f 

>■ 'i ■f'i'im 

AUG 83 

RECEIVE^ 

DEC 7 2001 

MARYLAND STATE ARCHIVES 



DEPARTMENT OF GENERAL SERVICES 
Hall of Records Commission 

Records Management Division 
7275 WATERLOO RD., P.O. Box 275 

JESSUP, MD 20794-0275 

PROPOSAL AND CERTIFICATE OF RECORDS DESTRUCTION 

D.C. Cert. 3-4-TR-1-02 

District Court of Maryland Queen Anne's January 1, 2002 Gladys Foster, County Clerk 

COURT COUNTY DATE CUSTODIAN OF RECORDS AT TIME OF DESTRUCTION 

Series 
No. 

Description of Records 
Include Title and/or Form Number 

Authorization 

Retention 
Sched. No. 

Item 
No. 

Inclusive 
Dates of Records 

Destroyed 

Volume 
(Cubic Feet) 

Date of 
Destruction 

Method of 
Destruction 

(Recycle, shred, 
landfill, etc.) 

TRAFFIC 

TRANSMITTALS 

MISCELLANEOUS CORRESPONDENCE 

Z BATCH ENVELOPES 

CLOSED TRAFFIC FILES 

CLOSED NONMATS CITATIONS 

CLOSED CITIZEN ARRESTS 

CLOSED PARKING CITATION 

975 

975 

975 

975 

975 

975 

975 

IV2b 

IV2b 

IV2b 

2a&b 

2a&b 

2a&b 

2a&b 

1998 

1998 

1998 

1998 

1998 

1998 

1998 

1 

3 

6 

8 

1 

1 

1 

3/29/02 

3/29/02 

3/29/02 

3/29/02 

3/29/02 

3/29/02 

3/29/02 

Landfill 

Landfill 

Landfill 

Landfill 

Landfill 

Landfill 

Landfill 

Destruction Approved by Hall of Records Commission 

DEC 1 ^ 2001 

KS 

estruction Certification 

County Clerk 

Date State Archivist Signature of Court Official 
Gladys S.Foster 

Title 

8/9/02 

Date 



AIJG 23 

'-—*3 

DEC 7 2001 

MARYLAND STATE ARCHIVES 



DEPARTMENT OF GENERAL SERVICES 
Hall of Records Commission 

Records Management Division 
7275 WATERLOO RD., P.O. Box 275 

JESSUP, MD 20794-0275 

PROPOSAL AND CERTIFICATE OF RECORDS DESTRUCTION 

District Court of Maryland Queen Anne's January 2, 2002 Gladys Foster, County Clerk 

COURT COUNTY DATE CUSTODIAN OF RECORDS AT TIME OF DESTRUCTION 

Series 
No. 

Description of Records 
Include Title and/or Form Number 

Authorization Inclusive 
Dates of Records 

Destroyed 

Volume 
(Cubic Feet) 

Date of 
Destruction 

Method of 
Destruction 

(Recycle, shred, 
landfill, etc.) 

Retention 
Sched. No. 

Item 
No. 

R-DAT RECORDING TAPES 

1 

> 
if 

975 IV 1998 6 3/29/02 Landfill 

D.C. Cert. 3-4-MISC-1-02 

DEC 1 4 2001 

Destruction Approved by Hall of Records Commission truction Certification 

County Clerk 

r* 
Date State Archivist Signature of Court Official 

Gladys S.Foster 
Title 

8/9/02 

Date 



£■* ' 4 t ■*-, 

1 AUG 23 

**,:•-: ■'; -i.. v, v ?>>. 'r v.*«*.*'■ ^ * 
r w>'** .; ., 

REdElVEid 

IW" 

0£C 7 2001 

MARYLAND STATE ARCHIVES 



DEPARTMENT OF GENERAL SERVICES 
Hall of Records Commission 

Records Management Division 
7275 WATERLOO RD., P.O. Box 275 

JESSUP, MD 20794-0275 

PROPOSAL AND CERTIFICATE OF RECORDS DESTRUCTION 

D.C. Cert. 3-4-CV-1-02 

District Court of Maryland Queen Anne's January 1, 2002 Gladys Foster, County Clerk 

COURT COUNTY DATE CUSTODIAN OF RECORDS AT TIME OF DESTRUCTION 

Series 
No. 

Description of Records 
Include Title and/or Form Number 

Authorization 

Retention 
Sched. No. 

Item 
No. 

Inclusive 
Dates of Records 

Destroyed 

Volume 
(Cubic Feet) 

Date of 
Destruction 

Method of 
Destruction 

(Recycle, shred, 
landfill, etc.) 

CIVIL 

Civil Cases Closed 
(stripped material only) 

Landlord/Tenant Cases 

Summary Ejectment Money Judgments 

* i 

Domestic Violence Cases 
(stripped material only) 

Emergency Evaluations 
(stripped material only) 

975 

975 

975 

975 

975 

II 

II 

II 

III 

III 

1998 

1998 

1989 

1989 

1989 

14 2/28/02 

2/28/02 

8/9/02 

8/9/02 

Shred 

Shred 

Shred 

Shred 

DEC 1 * 2001 

Destruction Approved by Hall of Records Commission 

l';,,'S Date State Archivist 
-r— 

Signature of Court Official 

Gladys S.Foster 

Destruction Certification 

County Clerk 

Title 

8/9/02 

Date 



V iV V-' 
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DEPARTMENT OF GENERAL SERVICES 
Hall of Records Commission 

Records Management Division 
7275 WATERLOO RD., P. O. Box 275 

JESSUP, MD 20794-0275 

PROPOSAL AND CERTIFICATE OF RECORDS DESTRUCTION 

Qooj) 

District Court of Maryland Talbot January 2, 2002 

COURT COUNTY DATE 

Accession 99A151 
.District 

Series 
No. 

Descriptions of Records 
Include Title and/or Form Number 

Authorization 

Retention 
Sched. No. 

Item 
No. 

Inclusive 
Dates of Records 

Destroyed 
Volume 

(Cubic Feet) 
Date of 

Destruction 

Method of 
Destructicn 

(Recycle, shred, landfill, 
etc.) 

Criminal to be microfilmed and destroyed 

(MD Rule 1299) 

j9fy 6 

JAN 3 0 im 

Date 

Rev. 10/83 DGS-55Q-9 

Destruction Approved by Hall of Records Commission Destruction Certification 

State Archivist Signature of Court Official Titld 

Instructions for Preparation and Submission on Reverse Side 

Date 



INSTRUCTIONS FOR PREPARATION 

1. PREPARE IN DUPLICATE. LEAVE COLUMNS DATE OF DESTRUCTION. METHOD OF 
DESTRUCTION. AND DESTRUCTION CERTIFICATION BLANK UNTIL ACTUAL 
DESTRUCTION HAS BEEN COMPLETED BY YOUR OFFICE. 
(DISTRICT COURTS SHOULD PREPARE CERTIFICATES AT LEAST IN TRIPLICATE.) 

2. MAIL TO THE STATE RECORDS MANAGEMENT CENTER, P. O. BOX275, 
7275 WATERLOO RD. (RT. 175), JESSUP, MD 20794. 

3. THE RECORDS MANAGEMENT DIVISION WILL FORWARD THE PROPOSAL AND 
CERTIFICATE OF RECORDS DESTRUCTION FORMS TO THE STATE ARCHIVIST FOR 
APPROVAL. IF THE RECORDS PROPOSED FOR DESTRUCTION ARE CONSIDERED '4$ 
BY THE STATE ARCHIVIST TO BE OF ARCHIVAL VALUE. ARRAGEMENTS WILL 
BE MADE FOR TRANSER TO THE HALL OF RECORDS. 

WILL BE SIGNED AND RETURNED TO THE COURT. UPON RECEIPT, INDICATE THE 

P * | 
* . . . 

4. IF THE STATE ARCHIVIST APPROVES THE DESTRUCTION. BOTH COPIES v- *T St. ^ k ■ VT- 

DATE AND METHOD OF DESTRUCTION IN THE PROPER COLUMNS, AND HAVE THE > * m 
mrsTUiirTinM riTRTnnr atf sinivFn rv a rniTOT nnrTr'TAT rt r* ttr a turucnivj iJkr DESTRUCTION CERTIFICATE SIGNED BY A COURT OFFICIAL (TO BE A PERSON 
RETAIN ONE COPY FOR YOUR FILE, AND FORWARD THE SECOND COPY TO THE 
RECORDS MANAGEMENT DIVISION AT THE ABOVE ADDRESS. (DISTRICT COURTS 
MUST SEND r COPY TO THE CHIEF CLERK'S OFFICE.) - " 

5. FOR YOUR INFORMATION- 

ONE LETTER-SIZE FILE DRAWER = 1.5 CU. FT. OF RECORDS 
ONE LEGAL - SIZE FILE DRAWER = 2.0 CU. FT. OF RECORDS 
ONE RECORDS CENTER BOX = 1.0 CU. FT. OF RECORDS 



> t * Department of General Services 
Hall of Records Commission 

Records Management Division 

7275 Waterloo Rd., P.O. Box 275 

Jessup, MD 20794-0275 

D.C.Cert.3-5 -MISC-1-01 

PROPOSAL AND TFRTIFICATF. OF RF.rORnS PFSTRlirTION 

District Court of Maryland for T.ilhpl rnunlv .lannarv 1. 2001 LORETTA A BAKER - COUNTY CT FRK 

Custodian of Records at time of Destruction 

Series 
No. 

Authorization Inclusive Date 
 Description of Records Retention Item of Records 
Include title and/or form number Sched. No. No. Destroyed 

Volume 
Cu. Ft. 

Date of 
Destruction 

Method of 
Destruction 
(Shred/landfill) 

R-DATE RECORDING TAPES 975 IV 1997 qUi ox 

Destruction Approved by Hall of Records Commission 

JAN (I 2 mo 

Destruction Certification 

Date State Archivist /Signature of Court Official 
Cos, , .L 9/jl jo* 

<./ Title / Datjfe 
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t 
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1 
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Department of General Services D.C.Cert.3-5 -CV-1-01 

Hall of Records Commission 

Records Management Division 

7275 Waterloo Rd., P.O. Box 275 

Jessup, MD 20794-0275 

PROPOSAL AND CERTTFTCATE OF RECORDS DESTRUCTTON 

District Court of Maryland for Talbot County .Taniiarv 1. 20(11 

2CW 

LORETTA BAKER - COTINTY CT.FRK 
Custodian of Records at time of Destruction 

Series 
No. 

Authorization Inclusive Date 
Description of Records Retention Item of Records 

Include title and/or form number Sched. No. No. Destroyed 

Volume 
Cu. Ft. 

Date of 
Destruction 

Method of 
Destruction 
(Shred/landfill) 

JAN 

CIVIL CASES CLOSED 975 
(Stripped material only) 

LANDLORD/TENANT 975 

SUMMARY EJECTMENT 975 
(Money judgement) 

DOMESTIC VIOLENCE 975 
(Stripped material only) 

EMERGENCY EVALUATIONS 975 
(Stripped material only) 

II 

II 

II 

III 

III 

1997 

1997 

1988 

1988 

1988 

15 

2 

1 

9I£7jo 

Destruction Approved by Hall of Records Commission Destruction Certification 

0 2 

Date State Archivist 
> / /)irif 91:^7/0^ 

/ / Signature of Court Official Title / Da/e 
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Department of General Services 

Hall of Records Commission 

Records Management Division 

7275 Waterloo Rd., P.O. Box 275 

Jessup, MD 20794-0275 

D.C.Cert.3-5 -TR-1-01 
££ '/ / y 

PROPOSAL AND CERTIFICATE OF RECORDS DESTRTICTTON 

District Court of Maryland for Talbot County January 1. 2001 LORETTA A. BAKER - COUNTY CI FRK 

Custodian of Records at time of Destruction 

Series 
No. 

Authorization Inclusive Date 
  Description of Records Retention Item of Records 
Include title and/or form number Sched. No. No. Destroyed 

Volume 
Cu. Ft. 

Date of 
Destruction 

Method of 
Destruction 
(Shred/landfill) 

TRAFFIC 

TRANSMITTALS 

MISCELLANEOUS 
CORRESPONDENCE 

975 

975 

IV2b 1997 

IV2b 1997 

Z BATCH ENVELOPES 975 

CLOSED TRAFFIC FILES 975 

CLOSED NONMATS CITATION 975 

CLOSED CITIZEN ARRESTS 975 

CLOSED PARKING CITATION 975 

IV2b 

2a&b 

2a&b 

2a&b 

2a&b 

1997 

1997 

1997 

1997 

1997 

9 k ox MjjiJ 

JA 

Destruction Approved by Hall of Records Commission 

0 2 200(1 
Date 

Destruction Certification 

State Archivist Signature of (Jourt Official Title Date 
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Department of General Services 
Hall of Records Commission 

Records Management Division 

7275 Waterloo Rd., P.O. Box 275 

Jessup, MD 20794-0275 

D.C.Cert.3-5-F-l-01 cJ (? 

PROPOSAT. AND CERTIFICATE OF RECORDS DESTRIirTTON 

District Court of Maryland for Talbot County January 1. 2001 
LQRETTA A. BAKER - COUNTY Cl ,F.RK 

Custodian of Records at time of Destruction 

Series 
No. 

Authorization Inclusive Date, 
 Description of Records Retention Item of Records 
Include title and/or form number Sched. No. No. Destroyed 

975 ACCOUNTING RECORDS 
Certificates of Deposit 
Closed Transcript Records 
Closed Deferred Payment Records 
Commissioner Daily Transmittals 
Court Fund Receipts and Ledger cards 
Satisfied Bad Checks , ^ 
Purchase Orders & Receiving Reports 
Statistical Report 
Auditors Receipt Copies 
Bank Statements 
Refund Request Forms 
Petty Cash Reimbursements 

1997 

Volume 
Cu. Ft. 

5 
1 
1.5 
1.5 
2 
.5 
I 
1 
.5 
1 
1 
.5 

Date of 
Destruction 

Method of 
Destruction 
(Shred/landfill) 

*£161- 

Desjruction Approved by Hall of Records Commission Destruction Certification 

State Archivist Signature of Court Official $ Title 'iDate^ 



OCT $ 2— 

• *..». ■*■■- * i' • ■ *. 
•; A" -v 

- ' ■ .. .r 



DEPARTMENT OF GENERAL SERVICES 
Hall of Records Commission 

Records Management Division 
7275 WATERLOO RD., P.O. Box 275 

JESSUP, MD 20794-0275 

PROPOSAL AND CERTIFICATE OF RECORDS DESTRUCTION 

D.C. Cert. 3-5-CV-1-02 

District Court of Maryland Talbot January 1, 2002 

COURT COUNTY DATE 

Loretta Baker, County Clerk 

CUSTODIAN OF RECORDS AT TIME OF DESTRUCTION 

Series 
No. 

Description of Records 
Include Title and/or Form Number 

Authorization 

Retention 
Sched. No. 

Item 
No. 

Inclusive 
Dates of Records 

Destroyed 

Volume 
(Cubic Feet) 

Date of 
Destruction 

Method of 
Destruction 

(Recycle, shred, 
landfill, etc.) 

CIVIL 

Civil Cases Closed 
(stripped material only) 

Landlord/Tenant Cases 

Summary Ejectment Money Judgments 

> ' # Jf-JL 
V 

Domestic Violence Cases 
(stripped material only) 

Emergency Evaluations 
(stripped material only) 

975 

975 

975 

975 

975 

II 

II 

II 

III 

III 

1998 

1998 

1989 

1989 

1989 

15 

Destruction Approved by Hall of Records Commission Destruction Certification 

DEC 1 ^ 2001 

vt- 
Date State Archivist Signature of Court Official Title Date 
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DEPARTMENT OF GENERAL SERVICES 
Hall of Records Commission 

Records Management Division 
7275 WATERLOO RD., P.O. Box 275 

JESSUP, MD 20794-0275 

PROPOSAL AND CERTIFICATE OF RECORDS DESTRUCTION 

D.C. Cert. 3-5-CR-1-02 

X9&0, 

District Court of Maryland Talbot January 1, 2002 

COURT COUNTY DATE 

Loretta Baker, County Clerk 

CUSTODIAN OF RECORDS AT TIME OF DESTRUCTION 

Series 
No. 

Description of Records 
Include Title and/or Form Number 

Authorization 

Retention 
Sched. No. 

Item 
No. 

Inclusive 
Dates of Records 

Destroyed 

Volume 
(Cubic Feet) 

Date of 
Destruction 

Method of 
Destruction 

(Recycle, shred, 
landfill, etc.) 

CRIMINAL 

CRIMINAL CLOSED 
(Stripped material only) 

NATURAL RESOURCE CLOSED 
(Stripped material only) 

I 

CIVIL CITATIONS CLOSED 
(Stripped material only) 

975 

975 

975 

2 
a&b 

2 
a&b 

2 
a&b 

1998 

1998 

1998 

15 

Destruction Approved by Hall of Records Commission Destruction Certification 

DEC 1 ^ 2001 

$1. S Date State Archivist Signature of Court Official Signature of Court Official Title Date 
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DEPARTMENT OF GENERAL SERVICES D.C. Cert. 3-5-F-1 -02 
Hall of Records Commission 

Records Management Division O /?'/' 0 
7275 WATERLOO RD., P.O. Box 275 ( 

JESSUP, MD 20794-0275 

PROPOSAL AND CERTIFICATE OF RECORDS DESTRUCTION 

District Court of Maryland Talbot January 1,2002 Loretta Baker, County Clerk 

COURT COUNTY DATE CUSTODIAN OF RECORDS AT TIME OF DESTRUCTION 

Series 
No. 

Description of Records 
Include Title and/or Form Number 

Authorization Inclusive 
Dates of Records 

Destroyed 

Volume 
(Cubic Feet) 

Date of 
Destruction 

Method of 
Destruction (Recycle, 
shred, landfill, etc.) Retention 

Sched. No. 
Item 
No. 

ACCOUNTING RECORDS 

Certificates of Deposit 

Closed Transcript Records 

Closed Deferred Payment Records 

Commissioner Daily Transmittals 

Court Fund Receipts and Ledger Cards 

Ssltisfied Bad Checks 

Purchase Orders & Receiving Reports 

Statistical Report 

Auditors Receipt Copies 

Bank Statements 

Refund Request Forms 

Petty Cash Reimbursements 

975 V 1998 

5 

1 

1.5 

1.5 

2 

.5 

1 

1 

.5 

1 

1 

.5 

Ufv 

Destruction Approved by Hall of Records Commission Destruction Certification 

it Date State Archivist ' Signature of Court Official Title Date 
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DEPARTMENT OF GENERAL SERVICES 
Hall of Records Commission 

Records Management Division 
7275 WATERLOO RD., P.O. Box 275 

JESSUP, MD 20794-0275 

PROPOSAL AND CERTIFICATE OF RECORDS DESTRUCTION 

D.C. Cert. 3-5-TR-1-02 

District Court of Maryland Talbot January 1, 2002 Loretta Baker, County Clerk 

COURT COUNTY DATE CUSTODIAN OF RECORDS AT TIME OF DESTRUCTION 

Series 
No. 

Description of Records 
Include Title and/or Form Number 

Authorization 

Retention 
Sched. No. 

Item 
No. 

Inclusive 
Dates of Records 

Destroyed 

Volume 
(Cubic Feet) 

Date of 
Destruction 

Method of 
Destruction 

(Recycle, shred, 
landfill, etc.) 

TRAFFIC 

TRANSMITTALS 

MISCELLANEOUS CORRESPONDENCE 

Z BATCH ENVELOPES 

CLOSED TRAFFIC FILES 

CLOSED NONMATS CITATIONS 

CLOSED CITIZEN ARRESTS 

CLOSED PARKING CITATION 

975 

975 

975 

975 

975 

975 

975 

IV2b 

IV2b 

IV2b 

2a&b 

2a&b 

2a&b 

2a&b 

1998 

1998 

1998 

1998 

1998 

1998 

1998 

1 

1 

6 

6 

1 

1 

1 

Destruction Approved by Hall of Records Commission Destruction Certification 

Date State Archivist Signature of Court OfTicial Title Date 
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DEPARTMENT OF GENERAL SERVICES 
Hall of Records Commission 

Records Management Division 
7275 WATERLOO RD., P.O. Box 275 

JESSUP, MD 20794-0275 

D.C. Cert. 3-5-MISC-1-02 

PROPOSAL AND CERTIFICATE OF RECORDS DESTRUCTION 

District Court of Maryland Talbot 

COURT COUNTY 

January 2, 2002 Loretta Baker, County Clerk 

DATE CUSTODIAN OF RECORDS AT TIME OF DESTRUCTION 

Series 
No. 

Description of Records 
Include Title and/or Form Number 

Authorization 

Retention 
Sched. No. 

Item 
No. 

Inclusive 
Dates of Records 

Destroyed 

Volume 
(Cubic Feet) 

Date of 
Destruction 

Method of 
Destruction 

(Recycle, shred, 
landfill, etc.) 

R-DAT RECORDING TAPES 

it- 
v 

975 IV 1998 7jo A 

Destruction Approved by Hall of Records Commission 

dec i * m 

•'fV v" 
fr'; ■ Date State Archivist 

Destruction Certification 

Signature of Court Official Title 
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DEPARTMENT OF GENERAL SERVICES 
Hall of Records Commission 

Records Management Division 
7275 WATERLOO RD., p. O. Box 275 

JESSUP, MD 20794-0275 

PROPOSAL AND CERTIFICATE OF RECORDS DESTRUCTION 

District Cnint of Maryland Charles County November 26,2QQI  District #4-2 
COURT COUNTY DATE 00A114 

Series 
No. 

Descriptions of Records 
Include Title and/or Form Number 

Authorization 

Inclusive 
Dates of Records 

Destroyed 

Volume 
(Cubic Feet) 

Date of 
Destruction 

Method of 
Destruction 

(Recycle, shred, landfill, 
etc.) Retention 

Sched. No. 
Item 
No. 

Microfilm and destroy Criminal 
MD Rule 1299 

1995 

Destruction Approved by Hall of Records Commission Destruction Certificatioi 

JAN 0 3 ZOOZ 

Date 

Rev. 10/83 DGS-55Q-9 

State Archivist 

/-/-eU 

Signature of Court Oflicial 

Instructions for Preparation and Submission on Reverse Side 

Date 
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CHARLES COUNTY SHERIFF'S OFFICE 

Reporting Agency 

RECORDS MANAGEMENT SECTION 

Division or Unit 

Department of General 

Services 

Records Management Division 
7275 Waterloo Road (Rte. 175) 

P.O. Box 275 
Jessup, Maryland 20794-0275 

Prepare in duplicate 

Retain one (1) copy and fcrward 
original to address at left. 

No. 

CERTIFICATE OF RECORDS DISPOSAL 

Descriplion ol Records 
(Same Title as lisled on Schedule) 

INCIDENT REPORTS 

INCIDENT REPORTS 

Authorization 

Relenlion 
Schedule No 

C-919 

C-919 

Mem 
No. 

7-A 

7-A 

Inclusive Dales of 
Records Destroyed 

1995 

1995 

Volume 
Cubic Feet 

1.0 

1.0 

Date of 
Disposal 

07-20-01 

07-21-01 

Method of Disposal 

SHREDDED 

INCIDENT REPORTS C-919 7-A 1995 .5 07-22-01 

SHREDDED 

SHREDDED 

INCIDENT REPORTS C-919 7-A 1995 07-28-01 

_5_ 

_6_ 

_7_ 

8 

INCIDENT REPORTS• C-919 7-A 1995 

INCIDENT REPORTS C-919 7-A 1995 08-31-01 

SHRFnnFD 

SHREDDED 

INCIDENT REPORTS C-919 7-A 1995-1996 .25 10-04-01 SHREDDED 

INCIDENT REPORTS C-919 7-A 1996 10-15-01 SHREDDEn 

hereby certify that the records listed above were disposed of as indicated. 

Signature Title 

('2t/'OZ 

Date 

DGS 5% 2 (Rev 1/93). 

FifV'iro f) 
- 41 - 



I 
' - t 
J: ♦T 

J"; 

\ 
■ 

% 

to 
00 

• Vi; 

*■ •''fe; 

A . 

<• s% 

|l 



03/06/2002 12:27 4107Sg8532 

Reporting Agency 

RF.rUSTFR nv T.TTTTQ PHAPTVC mTTMTV 

Division or Unit 

STATE RECORDS CENTER 

Department of General 

Services 

Records Management Division 

7275 Waterloo Road (Rte. 175) 

P.O. Box 275 

Jessup, Maryland 20794-0275 

PAGE 01/01 

Prepare in duplicate 

Retain one (1) copy and forward 
original to address st loft 

CERTIFICATE OF RECORDS DISPOSAL 

No. 
Description of Records 

(Same Tit!# ae listed on Schedule) 

Authorization 
Inclusive Dates of 
Records Destroyed 

  

Volume 
Cubic Feet 

Date of 
Disposal 

Method of Disposal 
Rstenlsn Itvn 

No. 

1 
SECTION II 
General Acct Rcds/Misc Ad t Reds 

1972/76/77/78 
79/80/- 98 1 v 3-i/aj PAPER RECYT.TW 

2 
SECTION II 

1QR=; _ 1QQ9 1 3-1102 "/ / ii 

3 
SECTION II 
General Acct RQ<Jg 1QRT _ 1 QQ/i 1 1-11-07 

ft 11 

4 
SECTION II 

107"; Q9 i 3-11-02. 

II II 

5 
SECTION II 

Pavroll Acct Rcds/Misc A( rt Reds 1qRft-1991 i 3-11 OZ 
II II 

6 
SECTION I 
Personnel Files iq74 - IQQn i 3-tl.OJ 

II II 

7 
SECTION II 
Payroll Acct Reds 1981 - 1985 i 5-11* OJ 

II II 

8 
SECTION II 
Misc Acct Reds iqqn - iqq4 i 3-11-02 

II II 

q 
SECTION II 
Payroll Acct Reds 1981 - 1985 i 3-tl-OJ 

II II 

10 
SECTION II 
Misc Acct Reds iqftn - iqq4 i 3- tl-oz 

II II 

11 
SECTION II 
Misc Acct Reds 1977 - 1984 1 3- ll-OJ 

II II 

12 
SECTION II 
Misc Acct Reds 1 qRi _i qftft 1 3-IIOJ 

13 
SECTION II 
Misc Acct Reds 1 QHfi- 1 9qi i 3-II-0J 

II 11 

14 - 
33 

SECTION II 
1980 - 1996 20 i-ljOd 

II II 

C TTTT ATTAOUm TTOT 

hereby certify that the records listed abeve were disposed of as indicated. 

Signature Date 

DCS 550-2 (Rev. 1/93). 
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SUSIE C. BOWLES, REGISTER OF WILLS 
ORPHANS' COURT FOR CHARLES COUNTY 
P.O. Box 3080 Courthouse 
La Plata, Maryland 20646 

jM5 0 -3 

POSTAGE | 

Department of General Services 
Records Management Division 
7275 Waterloo Road 
P.O..Box 275 
Jessup, MD 20794-0275 





RECEIPT BOOKS 

29701 

30301 

30901 

31501 

32101 

32651 

34001 

35051 

36401 

37901 
38551 

39701 
40901 

42101 

43351 

44601 

45901 

46801 
47901 

49001 

50051 

51251 

52451 

53651 

30300 

30900 

31500 

32100 

32650 

34000 

35050 

36400 

37900 

38550 
39700 

40900 

42100 

43350 

44600 

45900 

46800 

47900 
49000 

50050 

51250 

52420 

53650 

53700 

05/09/80-12/12/80 

12/12/80- 07/02/81 
07/02/81 -01/25/82 

01/25/82 - 07/26/82 

07/26/82 - 02/14/83 
01/05/83-03/23/84 

03/23/84-01/03/85 

01/03/85 -11/22/85 

11/22/85-11/17/86 

11/28/86-04/20/87 

04/20/87 - 12/10/87 

12/10/87 -10/25/88 

10/04/88 - 04/25/89 

04/04/89 - 02/12/90 

01/08/90 -10/24/90 

09/27/90 - 08/29/91 

08/07/91 - 02/20/92 

01/28/92 - 02/14/92 
06/08/92-05/11/93 

04/26/93-03/24/94 

12/23/93 - 01/03/94 
08/21/94-06/16/95 

05/22/95 - 02/23/96 

NEW BOOK - NEVER USED 

CuAuc^ ^ 

I 

1 
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department of general services 
Noll of Records Commission 

Records Monogemenl Division 
7275 Waterloo rd., p.o. box 27s 

JESSUP, MD 20784-0275 

In ji'iitlCT COUlvf OF MARYLAliD 
FOR CHARLES COUNTY #4-2 
200 CHARLES ST FOB 3070 
I.A PLATA MJ) 20646 

AHD CERTIFICATI- OP R P r n p n t DE STRUCT 
0 N 

S «r 1 • ■ 
No. 

Court county 

^••crlpflon of R»co<di 
Inc I• Till# on<J/(K F «m Humtvvr 

Accounting Records 
Bank books, statements and 
deposit receipts, cancelled 
checks and stubs. To be 
retained for three years and 
all audit requirements have 
been met. 

DATE 

Aolh or i 1 of i of 1 

Rvlvnti on 
S c h • d . Ho. 

975 

lr. 
No 

Sec V 
Item la 

Destruction Approvcdby Noll of Records Commission , 

APR 0 9 * _ f'r-hr 

Stole Archivist Dole 

,;"v- 10/03 ' DGS- 55 0 -9 

Indus! v» 
Dot* tof R*corJ« 

D• 1 Iroy 

1993-1996 

V el um« 
(Cubic F««f) 

/ 

Dot • o f ' 
D«i»rucH 

£122102. 

M •tfio d of 
D m fru crton 

: Rrcy cl ihr od, 
landRll, •>€•) 

Desltuclion Certificatic 1 

Jign^tyr^ off Court Official 

Instructions for Preparation and Suh 

Date 

Side 
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DEPARTMENT OF GENERAL SERVICES 
Hall of Records Commission 

Records Management Division 
7275 WATERLOO RD., P.O. BOX 275 

JESSUP, MD 20794-0275 

to A 

in STRICT COURT MARYLMD 
FOR CHARLES COUNTY '#4-2 
200 CHARLES ST FOB 3Q70 
l.A PLATA MD 20646 

PROPOSAL—AMD—g JJ^J I FICATE OF RECORD S DESTRUCTION 

cfounr COUNTY DATE 



f-, , . : 

6 & 

i!$ ' ". <» * 

      



Department of General 
Services 

Records Management Division 
7275 Waterloo Road (Rte. 175) 

P.O. Box 275 
Jessup, Maryland 20794-0275 

Charles County Government 
Reporting Agency 

Fiscal Services/ Accounting 
Division or Unit 

Prepare in duplicate 

Retain one (1) copy and forward 
original to address at left. 

CERTIFICATE OF RECORDS DISPOSAL 

No. Description of Records 
(Same Title as listed on Schedule) 

Authorization Inclusive Dates of 
Records Destroyed 

Volume 
Cubic Feet 

Date of 
Disposal 

Method of Disposal 
Retention 

Schedule No. 
Item 
No. 

1-4 Treasurer's Reports C-834 15 July '92 - June '93 06/07/02 Landfill 
5-10 Treasurer's Reports C-834 15 July '93 - June '94 06/07/02 Landfill 
11-16 Treasurer's Reports C-834 15 July '94 - June '95 06/07/02 Landfill 
17-25 Treasurer's Reports C-834 15 July '95 - June '96 06/07/02 Landfill 
26-34 Treasurer's Reports C-834 15 July '96 - June '97 06/07/02 Landfill 

l'35;44^ (Treasurer's Reports C-834 15 July '97 - June '98 06/07/02 Landfill 
  ^ 44 total banker boxes 

I hereby certify that the records lifted above were disposed of as indicated. 

Sr. Accountant 

lereoy certiry tnat tne re 

Signature 
06/14/02 

Title Date 
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Charles County Government 
Reporting Agency 

Fiscal Services/ Accounting 
Division or Unit 

Department of General 
Services 

Records Management Division 
7275 Waterloo Road (Rte. 175) 

P.O. Box 275 
Jessup, Maryland 20794-0275 

Prepare in duplicate 

Retain one (1) copy and forward 
original to address at left. 

CERTIFICATE OF RECORDS DISPOSAL 

No. Description of Records 
(Same Title as listed on Schedule) 

Authorization Inclusive Dates of VoKjmo 
Cubic Feet 

Date of 
Disposal 

Method of Dispose 
Retentton 

Schedule No. 
Item 
No. 

Records Destroyed 

1-4 Treasurer's Reports C-834 15 July '92 - June '93 06/07/02 Landfill 
5-10 Treasurer's Reports C-834 15 July '93 - June '94 06/07/02 Landfill 
11-16 Treasurer's Reports C-834 15 July '94 - June '95 06/07/02 Landfill 
17-25 Treasurer's Reports C-834 15 July '95 - June '96 06/07/02 Landfill 
26-34 Treasurer's Reports C-834 15 July '96 - June '97 06/07/02 Landfill 
35-44 Treasurer's Reports C-834 15 July '97 - June '98 06/07/02 Landfill 

44 total banker boxes 

I hereby certify that thejrecords lifted above were disposed of as indicated. 

'ciy, i Sr. Accountant 06/14/02 
Signature Title Date 
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1 
Charles County Government 

Department of General 
Services Prepare in duplicate 

Reporting Agency Records Management Division 
7275 Waterloo Road (Rte. 175) 

P.O. Box 275 
Jessup, Maryland 20794-0275 

Retain one (1) copy and forward 
original to address at left. Fiscal Services/ Accounting 

Division or Unit 

CERTIFICATE OF RECORDS DISPOSAL 

No. Description of Records 
(Same Title as iisted on Schedule) 

Authorization Inclusive Dates of 
Records Destroyed 

Volume 
Cubic Feet 

Date of 
Disposal 

Method of Disposal 
Retention 

Schedule No. 
Item 
No 

1-4 Journal Entries C-834 for all 8 JE's 91 & prior 07/29/2002 Landfill 
5 Journal Entries 8 FY92 JE's, etc. 07/29/2002 Landfill 
6 Journal Entries 8 FY93 & prior 07/29/2002 Landfill 
7 Journal Entries 8 FY93 07/29/2002 Landfill 
8 Journal Entries 8 FY94 JE's July-Dec. 07/29/2002 Landfill 
9 Journal Entries 8 FY94 JE's Dec.-March 07/29/2002 Landfill 
10 Journal Entries 8 FY94 JE's Apr-June 07/29/2002 Landfill 
11 Journal Entries 8 Journals 5/18/94-4/29/95 07/29/2002 Landfill 
12 Journal Entries 8 Journals 5/1/95-11/21/95 07/29/2002 Landfill 

Landfill 
13 A/P Vendor Files 9 From A7150 to M589600 F at Folders 07/29/2002 Landfill 

Landfill 
14 Bank Statements, Cancelled C checks,... 10 3en. Fund Bank stmts 87-92 07/29/2002 Landfill 
15 Bank Statements, Cancelled C -hecks,... 10 A/P checks 4/96-6/96 07/29/2002 Landfill 
16 Bank Statements, Cancelled C checks,... 10 A/P checks 7/96-8/96 07/29/2002 Landfill 
17 Bank Statements, Cancelled C checks,... 10 A/P checks 9/96-10/96 07/29/2002 Landfill 
18 Bank Statements, Cancelled C Ihecks, ... 10 A/P checks 11/96-12/96 07/29/2002 Landfill 
19 Bank Statements, Cancelled Ihecks,... 10 A/P checks 1/97- 3/97 07/29/2002 Landfill 
20 Bank Statements, Cancelled C Ihecks, ... 10 A/P checks 3/97-5/97 07/29/2002 Landfill 
21 Bank Statements, Cancelled C .hecks, ... 10 A/P checks 6/97-7/97 07/29/2002 Landfill 
22 Bank Statements, Cancelled C ihecks,... 10 A/P checks 8/97-9/97 07/29/2002 Landfill 
23 Bank Statements, Cancelled C Ihecks,... 10 A/P checks 10/97-11/97 07/29/2002 Landfill 
24 Bank Statements, Cancelled C ihecks,... 10 A/P checks 12/97-1/98 07/29/2002 Landfill 
25 Bank Statements, Cancelled C Ihecks,... 10 A/P checks 2/98-3/98 07/29/2002 Landfill 
26 Bank Statements, Cancelled C Ihecks,... 10 A/P checks 4/98-5/98 07/29/2002 Landfill 
27 Bank Statements, Cancelled C ihecks,... 10 A/P checks 6/98-7/98 07/29/2002 Landfill 
28 Bank Statements. Cancelled C hecks,... 10 A/P checks 8/98-9/98 07/29/2002 Landfill 
29 Bank Statements, Cancelled C Ihecks,... 10 A/P checks 10/98-11/98 07/29/2002 Landfill 
30 Bank Statements, Cancelled C Ihecks,... 10 A/P checks 12/98-1/99 07/29/2002 Landfill 
31 Bank Statements, Cancelled C :hecks,... 10 A/P checks 2/99-3/99 07/29/2002 Landfill 
32 Bank Statements, Cancelled C hecks,... 10 A/P checks 4/99-5/99 07/29/2002 Landfill 
33 Bank Statements, Cancelled C Ihecks,... 10 A/P checks 02/01 (now on CD-rom) 07/29/2002 Landfill 
34 Bank Statements, Cancelled C Ihecks,... 10 A/P checks 07/29/2002 Landfill ^ 
35 Bank Statements, Cancelled C Ihecks.... 10 A/P checks 07/29/2002 Landfill 

Landfill 
36 General Ledger Account Reco nciliations 11 FY 94 misc. recons, sub -le 'dgers 07/29/2002 > Landfill 
37 General Ledger Account Reco nciliations 11 Old seized currency closed files 07/29/2002 Landfill 
38 General Ledger Account Reco nciliations 11 Closed CDS folders # 7-30 5, escrows 07/29/2002 Landfill 
39 General Ledger Account Reco nciliations 11 Road Fund expense folders 07/29/2002 Landfill 

Landfill 
40 Forms 1099 and Related Repc jrts 12 1099 printouts, rpts. prior y s, 1988-89 07/29/2002 Landfill 

above were disposed of as indicated. 

Sr. Accountant ^/ld/o^ 
Title ' /Date 
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2 
Charles County Government 

Department of General 
Services 

Records Management Division 
7275 Waterloo Road (Rte. 175) 

P.O. Box 275 
Jessup, Maryland 20794-0275 

Prepare in duplicate 

Retain one (1) copy and forward 
original to address at left. 

Reporting Agency 

Fiscal Services/ Accounting 
Division or Unit 

CERTIFICATE OF RECORDS DISPOSAL 

No. Description of Records 
(Same Title as listed on Schedule) 

Authorization Inclusive Dates of 
Records Destroyed 

Volume 
Cubic Feet 

Date of 
Disposal 

Method of Disposal 
Retention 

Schedule No. 
Item 
No. 

41 Treasurer's Reports 15 FY 99 July 07/29/2002 Landfill 
42 Treasurer's Reports 15 FY 99 Aug-Sept. 07/29/2002 Landfill 
43 Treasurer's Reports 15 FY 99 Sept. 07/29/2002 Landfill 
44 Treasurer's Reports 15 FY 99 Sept.- Oct. 07/29/2002 Landfill 
45 Treasurer's Reports 15 FY 99 Oct. - Nov. 07/29/2002 Landfill 
46 Treasurer's Reports 15 FY 99 Dec. - Jan. 07/29/2002 Landfill 
47 Treasurer's Reports 15 FY 99 Jan. - Feb. 07/29/2002 Landfill 
48 Treasurer's Reports 15 FY 99 Feb. - March 07/29/2002 Landfill 
49 Treasurer's Reports 15 FY 99 April - May 07/29/2002 Landfill 
50 Treasurer's Reports 15 FY 99 May - June 07/29/2002 Landfill 

51 General Ledger & Yr End Rep Drts 22 FY95 - W/S billing, old bon j files 07/29/2002 Landfill 
52 General Ledger & Yr End Rep Drts 22 Deleted P.O.'s, BA's, Jury slips 07/29/2002 Landfill 
53 General Ledger & Yr End Rep Drts 22 Sec. 8 1988-June 91 07/29/2002 Landfill 
54 General Ledger & Yr End Rep Drts 22 Sec. 8 Bond $ Escrows-clo sed 07/29/2002 Landfill 
55 General Ledger & Yr End Rep Drts 22 1968 Series "B" Bond Couf •ons 07/29/2002 Landfill 
56 General Ledger & Yr End Rep )rts 22 Gen. Fund Recon-FY 94, e tc. 07/29/2002 Landfill 
57 General Ledger & Yr End Rep Drts 22 Landfill Recycling memo bi nder 07/29/2002 Landfill 
58 General Ledger & Yr End Rep )rts 22 Bank Stmts, ROW, G/L acc ts 07/29/2002 Landfill 
59 General Ledger & Yr End Rep jrts 22 90-92 P.O. copies, handcu /void cks 07/29/2002 Landfill 

hereby certify that the records listed above were disposed of as indicated. 

Sr. Accountant 
Title Date 
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(©fftcc of tl|E^t|eriff 

Qlharlea Qlount^, ^JKar^lanb 
Headquarters 

6915 Grain Hwy. - PO. Box 189 
iFrcilerick E. Uauta La Plata, Maryland 20646-0189 

Sheriff 301-609-6400 

November 20, 2002 

Department of General Services 

Records Management Division '.*1^ 

7275 Waterloo Road (RT 175) Wl ■ * ' 

P.O. Box 275 .• 

Jessup, Maryland 20794-0275 H0V 22 

RE: Certificates of Records Disposal 

Dear Mr. Lopez, 

Enclosed are copies of the Certificates of Records Disposal, one from the Charles County 

Sheriffs Office and one from the Charles County Sheriffs Office Detention Center. The items 

listed were destroyed on 10/31/02 via shredding. The Retention Schedule number C-981 was 

used for this disposal. 

If you have any questions regarding this notice or the attached Certificates of Records Disposal, 

please contact me at 301-609-6411. 

Sincerely; 

.nt/Mi 

iaer, I 

Lieutenant 

Commander, Records Management 

Custodian of Records 

Indian Head District Station 
301-743-2222 (Metro) 301-753-6200 

La Plata District Station 
301-932-2222 (Metro) 301-870-3232 

AN EQUAL OPPORTUNITY EMPLOYER 

Waldorf District Station 
301-932-7777 (Metro) 301-870-6060 
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Charles County Sheriffs Office 
Department of General 

Services 

Records Management Division 
7275 Waterloo Road (Rte. 175) 

P.O. Box 275 
Jessup, Maryland 20794-0275 

Prepare in dupiicale 
Repotting Agency 

Retain one (1) copy and forward 
original (o address al left. Charles County Detention Center 

Division or Unit 

Authorizalion Dale o( 
Disposal 

Volume 
Cubio Feel 

Inclusive Dales of 
Records Deslroyad 

Description ol Records 
(Same lille as listed on Schedule] 

Method of Disposal 
Relsnlkxi 
Schedule No 

Shredded Correspondence Record^ C-981 1C 

Shredded Court Records  

Disciplinary Actions 

Cash & Property Record 

Shredded 

Shredded 

Shredded 
Program participation 

Intake, Inmates request Shredded 

cihmildpd 

Shredded 
1  Medical Records 

8 Miscellaneous 

DOS MO 2 (ne» 1/93). 

Fiiniro f) 

the records listed above were disposed of as indicated. hereby cerlify 

Signature 

Custodian Of Records/Corrections, 

Title 

11/07/02 

Date 
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&MLeS COOHT/ SH&iFFi Department of General 

Services 

Records Management Division 
7275 Waterloo Road (Rte. 175) 

P.O. Box 275 
Jessup, Maryland 20794-0275 

Prepare in duplicate 

Retain one (1) copy and forward 
original to address at left. 

Reporting Agency 
1        

2iSOgt&Ji4MAf£>f£UT Qscpn. 1 

Ulvision or Unit 

CERTIFICATE OF RECORDS Dl 
S P 0 S A L 

No. Desctiplion ol Records 
(Same Title as llslsd on Schedule) 

Authorization 
Inclusive Dales of 
Records Destroyed 

Volume 
Cubic Feet 

Date of 
Disposal Method ol Disposal Relenllon 

Schedule No. 
Hem 
No. 

z 

2L 

UC£ Jtfofirs 1i31l /e t9K-/99S. jf Jn JsJ /ft2. xjjMcrj\cr\ 

Mi'juzkov gecsehz CzSZL £c 

// 

/99t. -2M/ & 

/vy tV/ w"- 

/OJA/JATi 

C?7/ /99s* ~/997 /nlijJft 2j 

_sM/c cyAJ^U 

XUjncjrf^zT) FdfCfO vfffiClc jfijTffy 
coAiun? a P C-92/ f9fc-/999 

r  

/£j 

<C//Vy v 

M/sj/AIi 

SjJireCLAJClJ 

S T&tlS/j/ZZ/ Pn£j/A C- 9?/. Li /f9/. ■/??? * 

If Q fj. 

Jr\ /» // /» 7. 

7 

C-?*/ Zb 19??-/m 

'QJ.ZIJ w/V 

M )J?IIA7, vW/vn/iiYD 

C-fr/ 7/ /99^-/9ff In/S/ioZj 

NfT/vy UV* '■*' __ 

8 teouzsrs CH#T c-ti/ //? ZavZool 

 **  

/ 

U/v// vf*' 

/dJs/Jat, 'u/rv— 

f 

.s t» 

  
Ws'. •' 7 

Itoreby certify llial the records listed above were disposed of as indicated. 

DGS 550 2 (Rev 1/93). 

I'i(Viirn f) 

dftmOUKj APPrCatlf/dPSn 

ReCoAks M4Aj/£r/f^£r 
Dale 

41 - 





St. Mary's County Health Department 

Reporting Agency 

Medical/Vital Records Unit 

Division or Unit 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 
7275 Waterloo Road (Rte. 175) 

P.O. Box 275 
Jessup, Maryland 20794-0275 

PREPARE IN DUPLICATE 
Retain one copy and 
forward original to 
address at left. 

CERTIFICATE OF RECORDS DISPOSA 

No. 

5-LP 

6-LP 

7-LP 

8-LP 

Description of Records 
(Same Title as Listed on Schedule) 

IVC 1 - Ridge & Valley Lee 

IVC 2 - St. Mary's College & Nursing Home 

Measles, Rubella-Rubeola & Polio Campaign 
Schools A-0 

Measles, Rubella-Rubeola & Polio Campaign 

SCHOOLS P-Z 

Authorization 
For Disposal 

Retention 
Sched. No, 

1518 

1518 

1518 

1518 

Item 
No. 

2 

2 

2 

Inclusive Dates 
of Records 
Destroyed 

1975-1977 

1975-1977 

1975 - 1977 

1975 -1977 

Volume 
Cubic 
Feet 

4 

4 

4 

Date of 
Disposal 

1/2002 

1/2002 

1/2002 

1/2002 

Method of 
Disposal 

Incineration 

Incineration 

Incineration 

Incineration 

I ',ereby c®rt^y N)" the records listed above were disposed o£ as Indicated. 

A jaZdEa I u 

Signature 

DGS 550-2 (Rev. 10/92) 

Hftfl 1 th—RP.PDr(18—Tprhmn'an .Snpprvi'cnr- 

Title Date 
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DEPARTMENT OF GENERAL SERVICES 1 

STATE RECORDS MANAGEMENT CENTER 
7275 Waterloo Road (Rte. 175) 

P.O. Box 275 
Jessup, Maryland 2079A-0275 

C E R T I F I C A T E 0 F RECORDS DISPOSAL 

rOAry'<i Cniin4y 0-f Sir.v, / Sen/; 
• ^ * p or 11 Ag • nc^ * 

- ^€. nnP/i~t / -f-Pt'P.f :^q.\ 
Oj*\t\on or Bur*ou 

PREPARE IH DUPLICATE 
R«Ioln on® copy end forward 
original to obov* addr«ti 

No. D« t cripllon of R« cordi 
Include Tlll« ond/or Form Numbtr 

Purdn^be-Orclt-rs «>V-Ream's■'+»( 

ZLrwjoiCeS 

/d23^j 

JX Vo-n+o ry ^t-/3ort-3 

and. poSsOoV o 

Author! > all on 
F or 011 poi ol 

R»ftnllon 
Sch«J. No, 

/oa.3-ic> 

IOXi-\e 

No. 

31 

an 

Inclutlv. 
Dot* • of R«cord« 

Ola poi«({ of 

U|o to 

apt© /6/^ 

V o I um* 
(Cubic F#0|) 

^c.+. bcv>C 

3L bo/ 

RcV. Viox 

Dot* of 
DI • p o ■ o I 

/1/7/oa 

II/7J0X 

i\/7/o^ 

M«tho<f of 
Of •pot ol 

^KrtdL 

S Kr~co^ 

5a ^rxcA. 



*< .it. 4 

' - m* W 

■ ' . : -• 
■•-• ■•. . /f "* ■ '' 
- ■ l , »'■ 



9DEPARTMENT OF GENERAL SERVICES 
Hall of Records Commission 

Records Management Division 
7275 Waterloo RD., P. O. Box 275 

JESSUP, MD 20794-0275 

PROPOSAL AND CERTIFICATE OF RECORDS DESTRUCTION 

District Court of Maryland Prince Georges May 3, 2002 Accession 00A269 
 District #5 

COURT COUNTY DATE 

Series 
No. 

Descriptions of Records 
Include Title and/or Form Number 

Authorization 

Inclusive 
Dates of Records 

Destroyed 
Volume 

(Cubic Feet) 
Date of 

Destruction 

Method of 
Destruction 

(Recycle, shred, landfill, 
etc.) 

/ 

Retention 
Sched. No. 

Item 
No. 

Microfilm and destroy criminal 

(Md Rule 1299) 

975 

1995 66 

Destruction Approved by Hall of Records Commissiltem on Destruction certification 

MAY 2 3 2002 

Date 

Rev, 10/83 DGS-55Q-9 

State Archivist Signature of Court Official 

Instructicns for Preparaticn and Submission on Reverse Side 

Date 



INSTRUCTIONS FOR PREPARATION 

PREPARE IN DUPLICATE. LEAVE COLUMNS DATE OF DESTRUCTION, METHOD OF 
DESTRUCTION. AND DESTRUCTION CERTIFICATION BLANK UNTIL ACTUAL 
DESTRUCTION HAS BEEN COMPLETED BY YOUR OFFICE. 
(DISTRICT COURTS SHOULD PREPARE CERTIFICATES AT LEAST IN TRIPLICATE.) 

MAIL TO THE STATE RECORDS MANAGEMENT CENTER, P. O. BOX275, 

7275 WATERLOO RD. (RT. 175), JESSUP, MD 20794. 
THE RECORDS MANAGEMENT DIVISION WILL FORWARD THE PROPOSAL AND 
CERTIFICATE OF RECORDS DESTRUCTION FORMS TO THE STATE ARCHIVIST FOR 
APPROVAL. IF THE RECORDS PROPOSED FOR DESTRUCTION ARE CONSIDERED 
BY THE STATE ARCHIVIST TO BE OF ARCHIVAL VALUE. ARRAGEMENTS WILL 
BE MADE FOR TRANSER TO THE HALL OF RECORDS. 

IF THE STATE ARCHIVIST APPROVES THE DESTRUCTION. BOTH COPIES 
WILL BE SIGNED AND RETURNED TO THE COURT. UPON RECEIPT, INDICATE THE 
DATE AND METHOD OF DESTRUCTION IN THE PROPER COLUMNS, AND HAVE THE 
DESTRUCTION CERTIFICATE SIGNED BY A COURT OFFICIAL (TO BE A PERSON 
RETAIN ONE COPY FOR YOUR FILE, AND FORWARD THE SECOND COPY TO THE 
RECORDS MANAGEMENT DIVISION AT THE ABOVE ADDRESS. (DISTRICT COURTS 
MUST SEND I' COPY TO THE CHIEF CLERK'S OFFICE.) 

FOR YOUR INFORMATION - 

ONE LETTER-SIZE FILE DRAWER = 1.5 CU. FT. OF RECORDS 
ONE LEGAL - SIZE FILE DRAWER = 2.0 CU. FT. OF RECORDS 
ONE RECORDS CENTER BOX = 1.0 CU. FT. OF RECORDS 
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Ut h'AK I MhN I Uh UtNtKAL btKVILtb 
Hall of Records Commission 

Refcords Management Division 
Treasury Building, Rm. 302 
Annapolis, Maryland 21401 

PROPOSAL AND C E RTIFICATE OF RECORDS DESTRUCTION 

05-01-05-21-02 Hyatt 
5th District Court 

Court 
Prince George's 

County 

Sorios 
No. 

Dvtcriptfon of Rocords 
Includo Tltlo and/or Form Numbor 

Authorization 

Retention 
Sched. No. 

Item 
No. 

Indus! ve 
Dates of Records 

Destroyed 
V olume 

(Cubic Feet) 
Date of 

Destruction 

Method a f 
Des trucMon 

(Recycle, shred, 
landfill, etc.) 

Civil Non-Est/Certifled Mail 

Criminal/Traffic Batch Mail 

Commissioner Transmittals 

L & T Default and Dismissals 

Writ Returns for Defaults (L&T) 

Return mail copies (L&T) 

z Cf-T idri'h )km i "Hd ^ 

OFT 

1998 

1998 

1998 

1998 

1998 

1998 

)99? 

7/? 

l/zjd'L' 

IJ\P 

Destruction Approved by Hall of Records Commission 

JU» I II 2II02 

Date 

Rev. 1/78 DGS-RM-550-9 

State Archivret 

Destruction Certification 

Signature ofC^(or/0fficiai7^—- Title 

Instructiohs for Preparation and Submission on Reverse Side 

fccX 
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DEPARTMENT OF GENERAL SERVICES 
Hall of Records Commission 

Records Management Division 
7275 WATERLOO RD., p. O. Box 275 

JESSUP, MD 20794-0275 

PROPOSAL AND CERTIFICATE OF RECORDS DESTRUCTION 

District Court of Maryland Montgomery March 27,2002 

Series 
No. 

Accession 02A18 
.District #06 

COURT COUNTY DATE January 18, 2002 

Descripticns of Records 
Include Tillc and/or Form Number 

Authorization 

Retention 
Sched. No. 

Item 
No. 

Inclusive 
Dates of Records 

Destroyed 
Volume 

(Cubic Feet) 
Date of 

Destniction 

Method of 
Destruction 

(Recycle, shred, landfill, 
etc.) 

975 
Strip inside material only (Civil) 

Sec 2 

II 1989 260 
%WY-0-Z- 

Destruction Approved by Hall of Records Commissiltem on Destruction certification 

APR 0 0 2002 

Date 

Rev. 10/83 DGS-55Q-9 

g:, . Jaf;. 

State Archivist Signature of Court Official Title // 
'L 

Date 

Instructions for Preparaticn and Submission on Reverse Side 
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DEPARTMENT OF GENERAL SERVICES 
Hall of Records Commission 

Records Management Division 
Treasury Building, Rm. 302 
Annapolis, Maryland 21401 

a 7^ 

PROPOSAL AND CERTIFICATE OF RECORDS DESTRUCTION 

n-iRt-rir.t Court of Maryland. Montgomery County 
Court County 

Soriot 
No. 

Dotcriptlon of Rocordt 
Includo TitU ond/of Form Numbor 

Authorization 

Rotontion 
Schod. No. 

|t«m 
No. 

Inclusi vo 
Dates of Records 

Destroyed 
V olume 

(Cubic Feet) 
Date a f 

Destructian 

Method af 
Des tn> ct< on 

(Recycle, shred, 
landfill, etc.) 

ACCOUNTING RECORDS 

Cancelled Checks 
Check request forms 
Bank reconcilatons 
Cashiers daily work 
Trial Balances sheets 
Ledger cards 
Comm Receipt books 
Register tapes 
Transcript forms DCA27 
Traf/Crim Dpay Reports 

1993 to 1995 47 Landfill 

Destruction ApprovejUjy Hall of Records Cpjnmission 

" i m 

Date State Archivist 

Destruction Certification 

VJ 
A/J Qtx AU c-v 

Title 1 Jign^tyre of Court Official Title ' Date 

1 n Irt ir f i nn ■; fnr Prfnnrntion nnd Submiision On V-j" 
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DEPARTMENT OF GENERAL SERVICES / ^ 
Hall of Records Commission ( / D ^ 

Records Management Division 
Treasury Building, Rm. 302 
Annapolis, Maryland 21401 

PROPOSAL AND CERTIFICATE OF RECORDS DESTRUCTION 

District Court of MD #6. Montgomery County 
Court County 
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DEPARTMENT OF GENERAL SERVICES 
■ Holi of RbcdtJs Commission- 
R^corJs Monagemenf Division 

- 727B WATERLOO no., P.d. POX 279 
JESSUP,'MD 20794-0273 • . 

PROPOSAL AND CERTIFICATE OF RECORDS D E5T RU C Tl ON 

j)! -iTlLi C^T pa-' TC-C-Af CA y f £>• £ ' &! 
Court courmr , date 

$4$*  

Hou 
Doilcrlplloil •! RweefJt 

|n«}lu<i« Till* tkt\4/f* Pefm ■ 

C ore ritvosi X. oo-s )i& t 

ZjLZei rfaPfiJic. f 

AutHorlsalloif 

R»f«nll»<* 
Schvd.Mo- 

9'7 $ 

'ZtC-T/ CAJ JJZ 

tlvm 
H". 

Inelu»lv« 
Data* at RaoacJs 

DMlnrxl 

fl-fjt O $£C If Mr 

/997 

Volum* 

60 

6 

2 cm 

yDd^ 

Doit* of 
6«struell«in 

hli'Cl- 

l . 

of 
D^crnietlon 

(R«»cycl»r 
|ai«flRllf fie.) 

D«sfruction Approved by. Ha 11 of Roconls Commission 

fti i mi ■ v 

bate 
'ftrf i-C.- 

Deslmctioii Cbi 

Stofa Archivist 

^  •. nu cui 

iflcatloi 

. ' Till Dola • 





DEPARTMENT OF GENERAL SERVICES 
STATE RECORDS MANAGEMENT CENTER 

7275 Waterloo Road (Rte. 175) 
P.O. Box 275 

Jessup, Maryland 20794-0275 

CERTIFICATE OF RECORDS DISPOSAL 

I A* llsirc-ciYUrtvJTj: ApfCAtZ QoDUP cbr fVorJr Cb 
AyvnC/ 

Tft* /l.vcssMMr firips/fcs Sopite - cewmL omca 
O Bw 

PREPARE IN DUPLICATE 
R«toin on» copy ond forword 
original to abov* oddrott 

D««C'»p»ion of Records 
Inclvdt Tit!• 9i%4/oe Fftfm Nr 

Authoritotio^ 
for 

Retention 
ScKod. No. 

|t»m 
No. 

Inclutiv* 
0m** % o/ Roco'dt 

Diflfoto^ of 
Volume 

(Cubic Foot) 
Do** of 

0 i I poi ot 
Cf 

On oi a* 

CA3(£ F/L£S 

APR - 1 2002 B/ 

PROPERTY TAX ASSESSMENT 
APPEALS BOARD 

ii sg 
l^^gitvyy^i Cv-Ft 3^1- 2502. CO' 

UtiSre 
ffrC.iL.iTf - /Zccto/tJ-£- 

I Hereby certify that the above lilted recordi were disposed of as indicated. 

O 

DCS 550-2 
Signotur* 

CLBKk Tn THE &of^S> 
TltU 

^jsLSllgpZ 
Oo»« 



APR 11 Md ^ 

4- K 

.v.< ». rii 
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DEPARTMENT OF GENERAL SERVICES 
STATE RECORDS MANAGEMENT CENTER 
7275 Waterloo Road (Rte. 175) 

P.O. Box 275 
Jessup, Maryland 2079A-0275 

CERTIFICATE OF RECORDS DISPOSAL 

aJU^ 
Reporting Agency 

'JUUJXUSU r 

/^Plvltipn or Bur«ou 
L 

?■ 
1 p< -> 

PREPARE IN DUPLICATE 

Ratoin on* copy ond forward 
original to abov* oddrttt 

No. Dvtcription of Records 
Include Tlfle ond/or Form Number 

Author! xatlon 
For Dltpotol 

Retention 
Sched. No. 

Item 
No. 

Inclusive 
Dotes of Records 

Disposed of 
Volume 

(Cubic Feet) 
Dote of 

Disposal 
Method of 
Disposel 

3io /o/^0 

1^1 

ffiJj AJ-^ 

/ DO O 

/ 0 OO 
3/^2- 

I hereby certify that the above listed records were disposed of as indicated. 

Slgnoture ur. 

DGS 550-2 

Dote 
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DEPARTMENT OF GENERAL SERVICES 
HALL OF RECORDS COMMISSION 

RECORDS MANAGEMENT DIVISION 
7275 WATERLOO ROAD, P.O. BOX 275 

JESSUP, MD 20794-0275 

PROPOSAL AND CERTIFICATE OF RECORDS DESTRUCTION 

District Court of Maryland for Anne Arundel County #7 1/25/02 
Court County Date 

Series 
Ne 

Description of Records 
Include Title and/or Form Number 

Authorization Inclusive 
Dates of Records 

Destroyed 
Volume 

(Cubic Feet) 
Date of 

Destruction 

Method of 
Destruction 

(Recycle, shred, 
landfill, etc.) Retention 

Schedule N- 
Item 
N- 

Ciyil "A & D" Boxes 
Request permission to strip 
and destroy stripped materiel 
only 

975 1995 Ciyil 
Satisfied 

109 Landfill 

Destruction Approved by Hall of Records Comm 

13 2112 /feu/ 

ission Destruction Certification 

0-5 5-OS 

erse Side 
Date State Archiyist 

Rev. 10/83 DGS-550-9 
Signature of Court Official Title ^ Dat( 

Instructions for Preparation and Submission on Rev 
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9DEPARTMENT OF GENERAL SERVICES 
Hall of Records Commission 

Records Management Division 
7275 Waterloo RD., P. O. Box 275 

JESSUP, MD 20794-0275 

PROPOSAL AND CERTIFICATE OF RECORDS DESTRUCTION 

District Court of Maryland Anne Arundel 

COURT COUNTY 

May 3, 2002 Accession 00A276 
.District#^ 

DATE 

Series 
No. 

Descriptions of Records 
Include Title and/or Form Number 

Authorization 

Retention 
Sched. No. 

Item 
No. 

Inclusive 
Dates of Records 

Destroyed 

Volume 
(Cubic Feet) 

Date of 
Destruction 

Method of 
Destruction 

(Recycle, shred, landfill, 
etc.) 

975 

Microfilm and destroy criminal 
(Md Rule 1299) 

1996 

MAY 2 3 2002 

Date 

Destruction Approved by Hall of Records Commissiltem on Destruction certification 

State Archivist Signature of Court Official 

Rev. 10/83 DGS-55Q-9 Instructions for Preparation and Submission on Reverse Side 



9DEPARTMENT OF GENERAL SERVICES 
Hall of Records Commission 

Records Management Division 
7275 Waterloo RD., P. O. Box 275 

JESSUP, MD 20794-0275 

MAY 2 3 2002 

Date 

Rev. 10/83 DGS-55Q-9 

Destruction Approved by Hall of Records Commissiltem on 

State Arr.hivkt * 

Destruction certification 

Signature of Court Official Title 

Instructions for Preparation and Submission on Reverse Side 

Date 



9DEPAR.TMENT OF GENERAL SERVfCES 
Hall of Records Commission 

Records Management Division 
7275 Waterloo RIX, P. O. Box 275 

JESSUP, MJ) 2fl794-0275 

PROPOSAL—AND CERT1FICA TE OP RECORDS D E ST RUCTION 

District Court of Maryland Anne Arundel 

Series 
No. 

COURT COUNTY DArE 

May 24, 2002 Accession 
 —District #7-1 $$ 3 

Descripticm of Records 
Inckidc Titb and/cr Form Number 

Criminal 
Microfilm and destroy (MD Rule 16-505} 

AulborizEiIitn 

Retention 
Sched. No. 

975 

Sec V 

Item 
No. 

m i B M 

Date 

Rev. 10/83 GS-5SQ-9 

Destruction Approved by Hall of Records Commission 

State Archivist 

helusn'e 
Dates of Reocrds 

Destroj^Ed 

1996 

Volume 
(Cubic Feet) 

43 

Dale of 
Deslructkn 

Destruction certification 

McthoJ of 
Dcslructicn 

(Rrcjcle, shred, landfill, 
etc.) 

Signature of Court Official Dale 

Insiructims for Preparatien and Submission on Reverse Side 



l( '"ytsoi. 



I 

PROPOSAL AND CERTIFICATE OF RECORDS DESTRUCTION 

District Court of Maryland for Anne Arundel County #7 3/13/02 

Court County Date 

Series 

Ne 

Description of Records 
Include Title and/or Form Number 

Authorization Inclusive 
Dates of Records 

Destroyed 
Volume 

(Cubic Feet) 

Date of 

Destruction 

Method of 
Destruction 

(Recycle, shred, 
landfill, etc.) 

Retention 

Schedule NQ 

Item 

N2 

Ciyil "D" Boxes 

Request permission to strip 

and destroy stripped materiel 

only 

975 
1997 Civil 
Satisfied 

90 Landfill 

Destruction Approyed by Hall of Records Commission 

1 • MAR 2 5 2002 

Destruction Certification 

 L  
< Date State Archiyist 

Rev. 10/18 DGS-550-9 
Signature of Court Official Title Date 

Instructions for Preparation and Submission on Reverse Side 

DEPARTMENT OF GENERAL SERVICES 

HALL OF RECORDS COMMISSION 

RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD, P.O. BOX 275 

JESSUP, MD 20794-0275 

D.C. Cert. 

3^-1 



"V, •V. 

i* 

received 

mi jun -3 P 30 

DISTRICT COURT 
HEftOQUARTERS 



DEPARTMENT OF GENERAL SERVICES 
Hall of Records Commission 

Records Management Division 
7275 Waterloo rd., p.o. box 278 

JESSUP, MD 20794-0275 

PROPOSAL AND CERTIFICATE OF RE CORDS DESTRUCTION 

3082- 

K \ Ct^:-.c-\ i \CC' f\uvv\rl H 
dOURT COUNTY 

HkiQi 
DATE 

/A * V 

Ssrlai 
No. Dcicrlptlen of Rmcofdt 

Includ* Tl»U and/or Form Number 

Authorixatien 

R«tontien 
Sch»d. No. 

If«m 
No. 

Induti v« 
Dot«s of Rccordi 

D •stray od 
Volume 

(Cub)e Foot) 
Dofo of 

Dvstruction 

Method of 
Desfnj ction 

(Rocyclo, shrod/ 
I and f« i I, etc.) 

T 

iV(\\\jo\coi 

(\rl5 S^iOO 
V, 

I. At (V 
CUb\C 

("o-cA 

Destruction Approved by Hall of Records Coj 

^ 3 2002 C- 
Dote 

10/83 DGS-S5Q -9 

;ords t-ojnmission 

^ ^ 4 a. A __L! a State Archivist 

Destruction Certification 

jr-3a-^ 

Date 

Instructions for Preparation and Submission on Reverse Side 



]NSTHL'CTICNS FOR PREPARATION 

1. PREPARE IN CUPL (GATE. L.ZAVS COLUNWS DATT OF DESTRUCTION, METHOD OF 
pgarmiCTion, and szbt.-'bjct\on certification blank until actual 
DESTRUCTION HAS BEEN COMPLETED BY YOUR OFFICE. 
(DISTRICT COURTS SHOULD PREHARE CERTIFICATES AT LEAST IN TRIPLICATE.) 

2. MAIL TO THE STATS HE CORDS MANAGEMENT CENTER, P. O. BOX 2 75, 
7275 WATERLOO RD. (RT. 175), JESSUP, MARYLAND 20794. 

3. THE RECORDS MANASEMEiTT DIVISION WILL FORWARD THE PROPOSAL AND 
CERTIFICATE OF RECORDS DESTRUCTION FORMS TO THE STATE ARCHIVIST FOR 
APPROVAL. IF THS RECORDS PROPOSED FOR DESTRUCTION ARE CONSIDERED 
BY T5-$: STATE ARCHIVIST TO BE OF ARCHIVAL VALUE, ARRANGEMENTS WILL 
BE MADE FOR TRANSFER TO THE HALL OF RECORDS. 

4. IF THE STATS ARCHIVIST APPROVES THE DESTRUCTION. BOTH COPIES WILL 
BE SIGNED AND RETURNED TO THE COURT. UPON RECEIPT, IHDI GATE THE 
DATE AND METHOD OF DESTRUCTION IN THE PROPER COLUMNS, AND HAVE 1TC 
DESTRUCTION CERTIFICATE SIGNED BY A COURT OFFICIAL (TO BE A PERSON 
OF THE RANK OF RECOFSDS MANAGER, SECTION SUPERVISOR OH ABOVE). 
DETAIN ONE COPY FOR YOUR FILE. AMD FORWARD THE SECOTE) COPY TO THE 
RECORDS MANAGEMENT DIVISION AT THE ABOVE ADDRESS. (DISTRICT COURTS 
MJST SEND 1 COPY TO THE CHIEF CLERK'S OFFICE.) 

5 , FOR YOUR INFORMAT1 ON - 

ONE LETTER-SIZE FILE DRAWER " 1.8 CU. FT. OF RECORDS 
ONE LEGAL-SIZE FILE DRAWER " 2.0 CU. FT. OF RECORDS 
ONE RECORDS CENTER BOX = I . 0 CU. FT. OF RECORDS 

5= 
• V 'V 
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DEPARTMENT OF GENERAL SERVICES 
STATE RECORDS MANAGEMENT CENTER 
7275 Waterloo Road (Rte. 175) 

P.O. Box 275 
Jessup, Maryland 2079A-0275 

CERTIFICATE OF RECORDS DISPOSAL 

^porting Agtncy 

mi d, Lk f. 
Division or Bureau 

PREPARE IN DUPLICATE 
Ratain on* copy and forward 
original to obovo addrait 

No. D««cnption of Records 
Include Title and/or Form Number 

Authoriiotlon 
For Dlapoial 

Retention 
Sched. No. 

Item 
No. 

H- ^ 

Inclusive 
Dotes of Records 

Disposed of 
Volume 

(Cubic Foot) 

/5Z) affrtt- 

Dote of 
Disposal 

bZ. 

Method of 
Disposal 

jlttxjcLi 

I hereby certify that the above li«ted records were disposed of as Indicated. 

SM16^ 
DGS 550-2 

Signature Title Data 



MAY 6 X60 Z' 

ft 



DEPARTMENT OF GENERAL SERVICES 
HALL OF RECORDS COMMISSION 

RECORDS MANAGEMENT DIVISION 
7275 WATERLOO ROAD, P.O. BOX 275 

JESSUP, MD 20794-0275 
D.C. Cert. 7-1-TR1-02 ♦ 

PROPOSALAND CERTIFICATE OF RECORDS DESTRUCTION 

District Court of Maryland for Anne Arundel County #7 6/28/02 
Court County Date 

Series 
Ne 

Description of Records 
Include Title and/or Form Number 

Authorization Inclusive 
Dates of Records 

Destroyed Volume 
(Cubic Feet) 

Date of 
Destruction 

Method of 
Destruction 

(Recycle, shred, 
landfill, etc.) 

Retention 
Schedule N2 

Item 
N2 

Other Cases 
1-1-98 - 12-31-98 
Traffic Pay Batch 

Traffic Folders 
Criminal Pay Batch 

Traffic/Criminal Misc. 

975 Sec. IV 
B.C. 

1-1-98- 
12-31-98 

25.0 
40.0 
5.0 
32.0 

Shred 

Destruction Approved by Hall of Records Comm 

JUL 2 I 2302 

ission , Destruction Certification 

T'oa- 

erse Side 
Date State Archivist' 

Rev. 10/83 DGS-550-9 
Signature of Court Offidal Title Date 

Instructions for Preparation and Submission on Rev 



S£p ir Toai, 



DEPARTMENT OF GENERAL SERVICES 
HALL OF RECORDS COMMISSION 

RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD, P.O. BOX 275 
JESSUP, MD 20794-0275 

D.C. Cert. 7-I-MISC1-02 

p r OPOSAL AND CERTIFICATE OF RECORDS DESTRUCTION 

District Court of Maryland for Anne Arundel County #7 6/28/02 
Court County Date 

Series 
Ne 

Description of Records 
Include Title and/or Form Number 

Authorization Inclusive 
Dates of Records 

Destroyed 
Volume 

(Cubic Feet) 
Date of 

Destruction 

Method of 
Destruction 

(Recycle, shred, 
landfill, etc.) Retention 

Schedule Ne 

Item 
NQ 

Personnel Records 
1-1-98 12-31-98 

975 Sec. I 
Item 2 

1-1-98- 
12-31-98 

6.0 Shred 

JUL 2 2 20 

Date 
Rev. 10/83 

Destruction Approved by Hall of Records Commission 

State Anifiivfst / ' 
DGS-550-9 

Destruction Certification 

Signature of Court Official Title ^ Date 
Instructions for Preparation and Submission on Reverse Side 
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DEPARTMENT OF GENERAL SERVICES 
HALL OF RECORDS COMMISSION 

RECORDS MANAGEMENT DIVISION 
7275 WATERLOO ROAD, P.O. BOX 275 

JESSUP, MD 20794-0275 
D.C. Cert. 7-1-CR2-02 

PROPOSAL AND CERTIFICATE OF RECORDS DESTRUCTION 

District Court of Maryland for Anne Arundel County #7 6/28/02 
Court County Date 

Series 
N2 

Description of Records 
Include Title and/or Form Number 

Authorization Inclusive 
Dates of Records 

Destroyed 
Volume 

(Cubic Feet) 
Date of 

Destruction 

Method of 
Destruction 

(Recycle, shred, 
landfill, etc.) Retention 

Schedule NQ 
Item 
N- 

Criminal Record 
Expundged Cases 

975 1-1-98- 
12-31-98 

8.0 Shred 

Destruction Approved by Hall of Records Comm 

OUL 2 2 m / 

ission Destruction Certification 

sO JLXJUUL-f' CjU, A&[Jud o L> 
k 

erse Side 
Date State Archiyisf 

Rev. 10/83 DGS-550-9 
Signature of Court Official Title ^ Dat( 

Instructions for Preparation and Submission on Rev 
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^ANNE 
SJSarundel 
CT COUNTY 
MARYLAND 

HEALTH DEPARTMENT 
3 HARRY S. TRUMAN PARKWAY 
ANNAPOLIS, MARYLAND 21401 

Dept. of General Services 
State Records Management Center 
7275 Waterloo Road 
P.O. Box 275 
Jessup, MD 20794-0275 

H—H F N M 5? ' £ O 7 S 4 





DEPARTMENT OF GENERAL SERVICES 
STATE RECORDS MANAGEMENT CENTER 
7275 Waterloo Road (Rte. 175) 

P.O. Box 275 
Jessup, Maryland 20794-0275 

CERTIFICATE OF RECORDS DISPOSAL 

Reporting Agency 

(^Vision or Bur«ou M 

PREPARE IN DUPLICATE 

Retain on# copy and forward 
original to abova addratt 

No. D«tcription of Records 
Include Title ond/or Form Number 

Authorliofion 
For Dltpotal 

Retention 
Sched. No. 

Item 
No. 

inclusive 
Dotes of Records 

Disposed of 
Volume 

(Cubic Foet) 
Dote of 

Disposoi 
Method of 
Disposoi 

Mo 

■Ws\ 

/9^c/_ /990, 

Signature 

I hereby certify that the above listed records were disposed of as indicated. 

^—qi-!p/6Z- 
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Anne Arundel Community College 

101 College Parkway Arnold, Maryland 21012-1895 410 647-7100 

December 6, 2002 

Mr. Gabriel Lopez 

Director 

State of Maryland Department of General Services 

State Records Management Center 
7275 Waterloo Road (Rte. 175) 
P.O. Box 275 

Jessnp, MD 20794 

Dear Mr. Lopez: 

Enclosed are the "Certificates of Record Disposal" for the records that my office 

disposed of during the academic (fiscal) year 2001-2002. The year started in July 
2001, but you will note that some records were destroyed before July 2001 because 
the records reached the end of their retention periods before the end of the 
academic year 2000-2001. 

Contact my office at 410-777-2549 if you have any questions. 

Sincerely, 

Robert O. Felter 
Records Retention Office 

0£C U 
« A 

COMMUNITY COLLEGE OF THE YEAR • national alliance of business 

40 years of success at anne arundel community college 





Anne Arundel Community College 
    

Reporting Agency 

Development/Alumni/Foundation 

Division or Unit 

Department of General 

Services 

Records Management Division 

7275 Waterloo Road (Rte. 175) 

P.O. Box 275 

Jessup, Maryland 20794-0275 

Prepare in duplicate 

Retain one (1) copy and forward 
original to address at left. 

CERTIFICATE OF RECORDS DISPOSAL 

No. 

Disposal during FY2002 
Description of Records 

(Same Title as listed on Schedule) 

Authorization 

Retention 
Schedule No 

Item 
No. 

Inclusive Dates of 
Records Destroyed 

Volume 
Cubic Feet 

Date of 
Disposal 

Method of Disposal 

1987 Alumni Assn Files(POC) 1925 1/1987-12/1987 01/2002 shredded 

Bull Roasts 1990 Alumni 1925 1/1990-12/1990 01/2002 shredded 

hereby certify that the records listed above were disposed of as indicated. 

0GS 550-2 (Rev 1/93). 

Figure 9 

Signature 

Robert 0. Felter 

Title 

Records Retention Manager 

Date 

- 41 





Anne Arundel Community College 

Reporting Agency 

Human Resources 

Division or Unit 

Department of General 

Services 

Records Management Division 

7275 Waterloo Road (Rte. 175) 

P.O. Box 275 

Jessup, Maryland 20794-0275 

Prepare in duplicate 

Retain one (1) copy and forward 
original to address at left. 

CERTIFICATE OF RECORDS DISPOSAL 

No. 

Disposal during FY2002 
Description of Records 

(Same Tide as listed on Schedule) 

Authorization 

Retention 
Schedule No 

Item 
No. 

Inclusive Dates of 
Records Destroyed 

Volume 
Cubic Feet 

Date of 
Disposal 

Method of Disposal 

Office Files-Correspondence 
prior to 1993 & 1953-94 1907 1/1993-6/1994 12/2001 shredded 

hereby certify that the records listed above were disposed of as indicated. 

OGS 550-2 (Rev 1/93). 

Figure 9 

Signature 

Robert 0. Felter 

Title 

Records Retention Manager 

- 41 

7 Date 



. 



Anne' Arundel Community College 

Reporting Agency 

Grants Development 

Division or Unit 

Department of General 

Services 

Records Management Division 

7275 Waterloo Road (Rte. 175) 

P.O. Box 275 

Jessup, Maryland 20794-0275 

Prepare in duplicate 

Retain one (1) copy and forward 
original to address at left. 

CERTIFICATE OF RECORDS DISPOSAL 

No. 

Disposal during FY2002 
Description of Records 

(Same Title as listed on Schedule) 

Authorization 

Retention 
Schedule No 

Item 
No. 

Inclusive Dates of 
Records Destroyed 

Volume 
Cubic Feet 

Date of 
Disposal 

Method of Disposal 

Federal & State Grants- 
DCTAL FY93&FY94  1911 7/1992-6/1994 11/2001 shj-prMpH 
Federal & State Grants- 
Files for Talp.nt Sp.arrh 1911 7 / 1994-6/199 S 12/2001 shredded 

21 

I hereby certify that the records listed above were disposed of as indicated. 

Signature Title Date 

OGS 550-2 (Rev. 1/93). Robert 0- Felter Records Retention Manager 

Figure 9 - 41 - 





Anne Arundel Community College 

Reporting Agency 

Purchasing 

Division or Unit 

Department of General 

Services 

Records Management Division 

7275 Waterloo Road (Rte. 175) 

P.O. Box 275 

Jessup, Maryland 20794-0275 

Prepare in duplicate 

Retain one (1) copy and forward 
original to address at left. 

CERTIFICATE OF RECORDS DISPOSAL 

No. 

Disposal during FY2002 
Description of Records 

(Same Title as listed on Schedule) 

Authorization 

Retention 
Schedule No 

Item 
No. 

Inclusive Dates of 
Records Destroyed 

Volume 
Cubic Feet 

Date of 
Disposal 

Method of Disposal 

Bids FY1994 1910 
Bids FY88-FY94 Food Servic 
Contracts 

7/1993-6/1994 3/2002 shredded —a' 

1910 71988-6/1994 8/2001 shredded 
Bids FY92 & Food Contract 
01/01/93-12/31/93  1910 7/1991-12/1993 7/20»l shrpdri pH 

Purchase orders FY95 1910 7/1994-6/1995 7/2001 lestroyed by 
SRMC  

hereby certify that the records listed above were disposed of as indicated. 

Signature Title / /Date 

DCS 550-2 (Rev. 1/93). Robert 0- Felter Records Retention Manager 

Figure 9 - 41 - 





Anne Arundel Community College 
- 

Reporting Agency 

Information Technologies 

Division or Unit 

Department of General 

Services 

Records Management Division 

7275 Waterloo Road (Rte. 175) 

P.O. Box 275 

Jessup, Maryland 20794-0275 

Prepare in duplicate 

Retain one (1) copy and forward 
original to address at left. 

CERTIFICATE OF RECORDS DISPOSAL 

No. 

Disposal durine FY2002 
Description orRecords 

(Same Title as listed on Schedule) 

Authorization 

Retention 
Schedule No 

Item 
No. 

Inclusive Dates of 
Records Destroyed 

Volume 
Cubic Feet 

Date of 
Disposal 

Method of Disposal 

Office Files-Technology 
Team Filas—1995-96  1913 7 / 199'5-f)/1 99fi 1 /7nn? shj-pdd pd 

hereby certify that the records listed above were disposed of as indicated. 

DGS 550-2 (Rev 1/93). 

Figure 9 

Signature 

Robert 0. Felter 

Title 

Records Retention Manager 

41 - 





Anne Arundel Community College 

Reporting Agency 

Facilities 

Division or Unit 

Department of General 

Services 

Records Management Division 

7275 Waterloo Road (Rte. 175) 

P.O. Box 275 

Jessup, Maryland 20794-0275 

Prepare in duplicate 

Retain one (1) copy and forward 
original to address at left. 

CERTIFICATE OF RECORDS DISPOSAL 

No. 

Disposal during FY2002 
Description of Records 

(Same Title as listed on Schedule) 

Authorization 

Retention 
Schedule No 

Item 
No. 

Inclusive Dates of 
Records Destroyed 

Volume 
Cubic Feet 

Date of 
Disposal 

Method of Disposal 

Facilities Use Requests 1914 1/1996-12/1996 1/2002 shredded 
 -!■ 

Employee Time Cards 1914 7/1995-6/1996 1/2002 shredded 

hereby certify that the records listed above were disposed of as indicated. 

DGS 550-2 (Rev 1/93). 

Figure 9 

Signature 

Robert O. Felter 

THto 

Records Retention Manager 

Date 

41 - 





Alule Arundel Community College 

Reporting Agency 

Allied Health (Instructional Office) 

Disposal FY2002Divi8ion or Unit 

Department of General 

Services 

Records Management Division 

7275 Waterloo Road (Rte. 175) 

P.O. Box 275 

Jessup, Maryland 20794-0275 

Prepare in duplicate 

Retain one (1) copy and forward 
original to address at left. 

CERTIFICATE OF RECORDS DISPOSAL 

No. 

Disposal during FY2002 
Description or Records 

(Same Title as listed on Schedule) 

Authoriz 

Retention 
Schedule No 

ation 

Item 
No. 

Inclusive Dates of 
Records Destroyed 

Volume 
Cubic Feet 

Date of 
Disposal 

Method of Disposal 

1 Student Medical Records 1928 1 7/1995-6/1998 7 7/2001 shredded 

2 Student Medical Records 1928 1 prior to 1998 1 6/2002 shredded 

3 Student Medical Records 1928 1 1998 2 6/2^02 shredded 

' 

hereby certify that the records listed above were disposed of as indicated. 

Signature 
Robert 0. Felter 

DGS 550-2 (Rev 1/93). 

ritia 
Reocords Retention Manager 

Date 

Figure 9 - 41 





Anne Arundel Community College 

Reporting Agency 

Business Office 

Division or Unit 

Department of General 

Services 

Records Management Division 

7275 Waterloo Road (Rte. 175) 

P.O. Box 275 

Jessup, Maryland 20794-0275 

Prepare in duplicate 

Retain one (1) copy and forward 
original to address at left. 

CERTIFICATE OF RECORDS DISPOSAL 

No. 

Disposal during FY2002 
Description of Records 

(Same Title as listed on Schedule) 

Authorization 

Retention 
Schedule No 

Item 
No. 

Inclusive Dates of 
Records Destroyed 

Volume 
Cubic Feet 

Date of 
Disposal 

Method of Disposal 

Payroll disbursements-time 
transact'n proof List 1908 27 1/1994-12/1994 2/2002 shredded 
Payroll disbursements- 
vnlnnl-arv H prhir f i ons PP.10710 1908 2L 1/1994-12/1994 2/2002 shredded 
Payroll disbursements- 
voluntarv deduct-i ons PP.T07|4 1908 21. 1/1994-12/1994 2/20*)2 shredded 

Payroll disbursements- 
workman's compensation 1908 27 1/1993-12/1993 1/2002 shredded 

Cancelled checks-payroll 
checks  1?08 27 

Payroll disbursements- 
tonrkman'g r nmpp-n Qa 1- i* on 

3/1993-11/1994 1/2002 shredded 

1908 27 
Payroll disbursements-con- 

l-rarl-.c; ^ pnvpr shppfg 

71994-12/1994 1/2002 shredded 

1908 27 1/1994-12/1994 1/2002 shredded 
Payroll disbursements-FICA 
Codes&Verification of Titles 1908 27 1/1994-12/1994 1/2002 shredded 
Payroll disbursements-time 
sheets 1994 1908 27 1/1994-12/1994 1/2002 shredded 

10 Monthly General Ledger 
FBM 09.5  1908 19 7/1995-6/1996 12/2001 shredded 

11 Cancelled checks-vendors 1908 5/1993-2/1994 12/2001 shredded 

12 Payroll disbursementsFY94 1908 27 7/1993-6/1994 7/2001 destroyed by 
sm£  

13 Multi-Purpose forms-genera 
ledger forms 1908 11 7/1995-6/1996 12/2001 shredded 

14 Monthly General Ledgers 
VBM094 1908 19 7/1995-6/1996 11/2001 shredded 

15 BR Daily Feed-BBD 100,110 1908 15 8/1998-6/1999 11/2001 shredded 

16 Refund File FY94-FY98 1908 23 7/1993-8/1997 11/2001 shredded 

17 Cancelled checks-vendors 1908 2/1994-5/1994 11/2001 shredded 

18 Check Register VBC030 1908 26 7/1995-6/1996 11/2001 shredded 

19 Refund File FY98 1908 23 7/1997-6/1998 11/2001 shredded 

(continued on page 2) 
hereby certify that the records listed above were disposed of as indicated. 

DGS 550-2 (Rev 1/93). 

Figure 9 

Signature 

Robert 0. Felter 

Title 

Records Retention Manager 

41 - 

Date 

. 





Anne Arundel Community College 

Reporting Agency 

Business Office 

Division or Unit 

Department of General 

Services 

Records Management Division 

7275 Waterloo Road (Rte. 175) 

P.O. Box 275 

Jessup, Maryland 20794-0275 

Prepare in duplicate 

Retain one (1) copy and forward 
original to address at left. 

CERTIFICATE OF RECORDS DISPOSAL 

No. 

Disposal during FY2002 
Description of Records 

(Same Title as listed on Schedule) 

Authorization 

Retention 
Schedule No 

Item 
No. 

Inclusive Dates of 
Records Destroyed 

Volume 
Cubic Feet 

Date of 
Disposal 

Method of Disposal 

20 Multi-Purpose Forms 
GAG Bank Transactions 1908 11 7/1995-6/1996 11/2001 shredded 

—-j 21 Bank Acct Balance ADO-043 
Daily Trial RalanrP  11/1993-6/1994 11/2001 shredded 

22 Cash Receipts FY98 1908- 7/1997-6/1998 35 7-11/2001 shredded 

23 Cash Reports, FBD019 & 
FY9'? & FY9(? fB?Q19 „ 

1908 20 7/1994-6/1996 shredded 

24 Payroll disbursements-ADOlJ 
vniH rhprks ^ hanrMraws-T^ 

1908 27 7/1986-6/1987 7/^661 shredded 

21. 
25 Vouchers FY94 1908 10 7/1993-6/1994 18 7/2001 distroyed by 

SRMC 

hereby certify that the records listed above were disposed of as indicated. 

Signature Title 

rv-c skat /D ,■«,, Robert O. Felter Records Retention Manager Uoo juO-Z (Rev. 1/93). 

Figure 9 - 41 - 





Anne Arundel ComTnuni f v Cnl lp^ 

Reporting Agency 

Campus Security 

Division or Unit 

Department of General 

Services 

Records Management Division 

7275 Waterloo Road (Rte. 175) 

P.O. Box 275 

Jessup, Maryland 20794-0275 

Prepare in duplicate 

Retain one (1) copy and forward 
original to address at left. 

CERTIFICATE OF RECORDS DISPOSAL 

No. 

Disposal during FY2002 
Description ot Records 

(Same Title as listed on Schedule) 

Authorization 

Retention 
Schedule No 

Item 
No. 

Inclusive Dates of 
Records Destroyed 

Volume 
Cubic Feet 

Date of 
Disposal 

Method of Disposal 

vehicle assistance & equip 
K rnsl-prc;  191? b1 /199 7-1? / 1QQf 01/2002 shredded 

Office files-crime prevent .on 
reminders: time sheets: taies 191? 1/1997-12/199? 01/?00? sh rpHH pd  
Security Log Book CY1991 19012 1/1991-12/1991 01/2002 disposed by 

SRMC 

hereby certify that the records listed above were disposed of as indicated. 

Signature Trtl, ' / Date 

DGS 550-2 (Rev 1/93) Robert 0' Felter Records Retention Manager 
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Anrie Arundel Community College 

Reporting Agency 

Financial Aid, Veteran, and Scholarships 
Office 

Division or Unit 

Department of General 

Services 

Records Management Division 

7275 Waterloo Road (Rte. 175) 

P.O. Box 275 

Jessup, Maryland 20794-0275 

Prepare in duplicate 

Retain one (1) copy and forward 
original to address at left. 

CERTIFICATE OF RECORDS DISPOSAL 

No. 

Disposal during FY2002 
Description ot Records 

(Same Title as listed on Schedule) 

Authorization 

Retention 
Schedule No 

Item 
No. 

Inclusive Dates of 
Records Destroyed 

Volume 
Cubic Feet 

Date of 
Disposal 

Method of Disposal 

Pell Grant Files 1920 7/1997-6/1998 14 02/2002 shredded 

Office Files-YrEnd Closing 1920 7/1995-6/1996 01/2002 shredded 
Office Files-FY95Fed Report 
FY95ProRata;&Pellpaperwork 1920 7/1994/6/1995 01/2082 shreeded 
Guaranteed Student Loan 

fyqi  1920 7/1990-6/1991 01/2002 shreeded 

hereby certify that the records listed above were disposed of as indicated. 

 A 
Signature Title 1 Date 

0GS 550-2 (Rev 1/93) Robert O. Felter Records Retention Manager 

Figure 9 - 41 - 



. DO 

n 



Anne Arundel Community College 

Reporting Agency 

Continuing Education (page 1) 

Division or Unit 

Department of General 

Services 

Records Management Division 

7275 Waterloo Road (Rte. 175) 

P.O. Box 275 

Jessup, Maryland 20794-0275 

Prepare in duplicate 

Retain one (1) copy and forward 
original to address at left. 

CERTIFICATE OF RECORDS DISPOSAL 

No. 

Disposal during FY2002 
Description of Records 

(Same Title as listed on Schedule) 

Authorization 

Retention 
Schedule No 

Item 
No. 

Inclusive Dates of 
Records Destroyed 

Volume 
Cubic Feet 

Date of 
Disposal 

Method of Disposal 

Gen. Corr. & Office Files 1927 7/1995-6/1996 8/2001 shredded 
 JL* 

Class Files, Occup. Skills 1927 7/1995-6/1996 8/2001 shredded 

Class Files, Occup. Skill 1927' 7/1992-6/1995 8/2Q01 shredded 

Class Files-registration 
rimfy Spr rnn'r hVl 1977 9/199^-1?/199^ 1 i/?nni gVn-orMcH 

Class Files-regisformac" 
Cmtv. Se.r. & Cnn'r Krl . 1927 6/1995-8/1995 11/2001 shredded 

Class Files- Int'l student 
files: F.SL/Basic Skills 1927 1/1995-1/1996 11/2001 shredded 
Class Files-reg. formsFY96 

& Tnrln q f- -ry Trai Ui>! 1221. 7/199^-^/1990 11/2001 shredded 
Gen. Corr. & Office Files 1927 1988-1996 11/2001 shredded 

Class Files-reg. forms 
Cmtv. Ser. & Con t Ed. 1927 1/1996-6/1996 11/2001 shredded 

10 Class Files-student folder 
Occupational Skills 1927 1/1996-12/1996, 01/2002 shredded 

11 Class Files-reg. forms 
Cml-v. Spr, ^ Cnn'r F.H . 1927 w/mz 

12 Class Files-rosters 
Cmtv. Ser. & Con't Ed. 1927 1/1996-5/1996 2/2002 shredded 

13 Program Files-Evaluations 
Cmt-v. Ser. & Con't Ed. 1927 9/1995-12/1995 2/2002 shredded 

14 Program Files-Evaluations 
Cmtv. Ser. & Con't. Ed. 1927 ^199^-8/1,99^ ?/?nn? Qh H £>rl 

15 Conference Records 1999 
CPE  

1927 1/1999-12/199S 2/2002 shredded 

16 Class Files-reg. forms 
Business & Ind. Train'] 9/1996-12/199^ 2/2Q02 shredded 

17 Class Files-reg. forms 
Rllginggc ^ T nrl Tfaln'c 1 9?7 H/1996-1?/I99f ?/?nn? ghrurlrlprl 

18 Class Files-reg. forms 
Cmty. Ser. & Con't. Ed. 1927 5/1996-8/1996 3/2002 shredded 

19 Class Files-reg. forms 
Cmtv. Ser. & Con't. Ed. 1927 5/1996-8/1996 3/2002 shreddpd 

(Continuing Education is continued on page 2) 
hereby certify that the records listed above were disposed of as indicated. 

0GS 550-2 (Rev 1/93). 

Signature 

Robert 0. Felter 

Title 

Records Retention Manager 

Date 

Figure 9 - 41 - 





Anne Arundel Community College 

Reporting Agency 

Continuing Education (page 2) 

Division or Unit 

Department of General 

Services 

Records Management Division 

7275 Waterloo Road (Rte. 175) 

P.O. Box 275 

Jessup, Maryland 20794-0275 

Prepare in duplicate 

Retain one (1) copy and forward 
original to address at left. 

CERTIFICATE OF RECORDS DISPOSAL 

No. 

Disposal during FY2002 
Description of Records 

(Same Title as listed on Schedule) 

Authorization 

Retention 
Schedule No. 

Item 
No. 

Inclusive Dates of 
Records Destroyed 

Volume 
Cubic Feet 

Date of 
Disposal 

Method of Disposal 

20 Class Files-reg. forms 
Business & Ind. Train'g 1927 

'/ 
1/1996-1997 3/2002 shredded 

21 Class Files-reg. forms 
Business & Ind. Trian'g 1927 12/1926-2/1997 3/2002 shredded 

22 Class Files-records 
ESL & Basic Skills 1927 i/1996-3/1997 4/2002 shredded 

23 Class Files-reg. forms 
Business h Ind. Train'g 1927 1/199 7-5/1997 ^/2Q02 shredded 

24 Class Files-reg. forms 
Bu.sinps.s ^ Tnrl Trai n ' < Lazz. 1 /1QQ7-S/1QQ7 shrp.ddpd 

25 Class Files-reg 
Business & Inc 

forms 
Train'g. 1927 1/1997-7/1/1997 5/2002 shredded 

26 Class Files-rosters 9/96- 
rnmpnt-pr rlaggpg l?/^ 1927 9/1996-12/1996 01/2002 shredded 

I hereby certify that the records listed above were disposed of as indicated. 

DCS 550-2 (Rev 1/93). 

Figure 9 

Signature 

Robert 0. Felter 

Title 

Records Retention Manager 

- 41 - 





% • > 
Anne Arundel Community College 

Reporting Agency 

Registrar's Office 

Division or Unit 

Department of General 

Services 

Records Management Division 

7275 Waterloo Road (Rte. 175) 

P.O. Box 275 

Jessup, Maryland 20794-0275 

Prepare in duplicate 

Retain one (1) copy and forward 
original to address at left. 

CERTIFICATE OF RECORDS DISPOSAL 

No. 

Disposal during FY2002 
Description of Records 

(Same Title as listed on Schedule) 

Authorization 

Retention 
Schedule No 

Item 
No. 

Inclusive Dates of 
Records Destroyed 

Volume 
Cubic Feet 

Date of 
Disposal 

Method of Disposal 

Schedule Requests (Spring 1932 1/1996-5/1996 5/2001 shredded 

Transcript Requests 1932 7/1999-12/1999 2/2002 shredded 

Schedule Requests (Summer) 1932 5/1996-8/1996 2/2002 shredded 

Schedule Requests (Fall) 1932 9/1996-12/1996 2/2002 shredded 

Transcript Requests 1932 8/1999-9/1999 3/2002 shredded 

Gfen Corr. & Office Files 1932 1/1999-12/2001 5/2002 shredded 

hereby certify that the records listed above were disposed of as indicated. 

0GS 550-2 (Rev 1/93). 

Figure 9 

Signature 

Robert 0. Felter 

Title 

Records Retention Manager 

Date 

41 - 





9DEPARTMENT OF GENERAL SERVICES 
Hall of Records Commission 

Records Management Division 
7275 Waterloo RD., P. O. Box 275 

JESSUP, MD 20794-0275 

PROPOSAL AND CERTIFICATE OF RECORDS DESTRUCTION 

(wT) 

District Court of Maryland Baltimore May 24,2002 Accession #01A250 
 District # 8 

COURT COUNTY DATE 

Series 
No. 

Descriptions of Records 
Include Title and/or Form Number 

Authorization 

Inclusive 
Dates of Records 

Destroyed 

Volume 
(Cubic Feet) 

Date of 
Destruction 

Method of 
Destruction 

(Recycle, shred, landfill, 
etc,) 

Retention 
Sched. No. 

Item 
No. 

Microfilm and destroy (MD Rule 16-505) 
975 

Sec V 1992 61 J/AJf 

JUN 1 0 2002 

Date 

Rev, 10/83 GS-55Q-9 

Destruction Approved by Hall of Records Commission 

State Archivist 

Destruction certification 

Signature of Court Official Title 

Instructlcns for Preparation and Submission on Reverse Side 

Date 



INSTRUCTIONS FOR PREPARATION 

1. PREPARE IN DUPLICATE. LEAVE COLUMNS DATE OF DESTRUCTION. METHOD OF 
DESTRUCTION. AND DESTRUCTION CERTIFICATION BLANK UNTIL ACTUAL 
DESTRUCTION HAS BEEN COMPLETED BY YOUR OFFICE. 
(DISTRICT COURTS SHOULD PREPARE CERTIFICATES AT LEAST IN TRIPLICATE.) 

2. MAIL TO THE STATE RECORDS MANAGEMENT CENTER, P. O. BOX 275, 
7275 WATERLOO RD. (RT. 175), JESSUP, MD 20794. 

3. THE RECORDS MANAGEMENT DIVISION WILL FORWARD THE PROPOSAL AND 
CERTIFICATE OF RECORDS DESTRUCTION FORMS TO THE STATE ARCHIVIST FOR 
APPROVAL. IF THE RECORDS PROPOSED FOR DESTRUCTION ARE CONSIDERED 
BY THE STATE ARCHIVIST TO BE OF ARCHIVAL VALUE. ARRANGEMENTS WILL 
BE MADE FOR TRANSFER TO THE HALL OF RECORDS. 

4. IF THE STATE ARCHIVIST APPROVES THE DESTRUCTION. BOTH COPIES 
WILL BE SIGNED AND RETURNED TO THE COURT. UPON RECEIPT, INDICATE THE 
DATE AND METHOD OF DESTRUCTION IN THE PROPER COLUMNS, AND HAVE THE 
DESTRUCTION CERTIFICATE SIGNED BY A COURT OFFICIAL (TO BE A PERSON 
RETAIN ONE COPY FOR YOUR FILE, AND FORWARD THE SECOND COPY TO THE 
RECORDS MANAGEMENT DIVISION AT THE ABOVE ADDRESS. (DISTRICT COURTS 
MUST SEND r COPY TO THE CHIEF CLERK'S OFFICE.) 

5. FOR YOUR INFORMATION- 

ONE LETTER-SIZE FILE DRAWER = 1.5 CU. FT. OF RECORDS 
ONE LEGAL - SIZE FILE DRAWER = 2.0 CU. FT. OF RECORDS 
ONE RECORDS CENTER BOX = 1.0 CU. FT. OF RECORDS 

«w 

MOV 14 



DEPARTMENT OF GENERAL SERVICES 
Hall of Records Commission 

Records Management Division 
7275 WATERLOO RD., P. O. Box 275 

JESSUP, MD 20794-0275 

PROPOSAL AND CERTIFICATE OF RECORDS DESTRUCTION 

District Court of Maryland Baltimore County October 25. 2001 01A254 
COURT COUNTY DATE 

Series 
No. 

Descriptions of Records 
Include Title and/or Form Number 

Authorization 

Retention 
Sched. No. 

Item 
No. 

Inclusive 
Dates of Records 

Destroyed 

Volume 
(Cubic Feet) 

Date of 
Destruction 

Method of 
Destruction 

(Recycle, shred, landfill, 
etc.) 

Criminal Dockets - Microfilm & Destroy 
(Maryland Rule 1299) 

1993 76 /a Jt'#/ 

Destruction Approved by Hall of Records Commission Destructicn Certificatiai 

NOV 0 6 2001 

State Archivist Signature of Court Official Titl// Date Date 

Rev. 10/83 DGS-55Q-9 Instructions for Preparation and Submission on Reverse Side 



INSTRUCTIONS FOR PREPARATION 

1. PREPARE IN DUPLICATE. LEAVE COLUMNS DATE OF DESTRUCTION. METHOD OF 
DESTRUCTION. AND DESTRUCTION CERTIFICATION BLANK UNTIL ACTUAL 
DESTRUCTION HAS BEEN COMPLETED BY YOUR OFFICE. 
(DISTRICT COURTS SHOULD PREPARE CERTIFICATES AT LEAST IN TRIPLICATE.) 

2. MAIL TO THE STATE RECORDS MANAGEMENT CENTER, P. O. BOX 275, 
7275 WATERLOO RD. (RT. 175), JESSUP, MD 20794. 

3. THE RECORDS MANAGEMENT DIVISION WILL FORWARD THE PROPOSAL AND 
CERTIFICATE OF RECORDS DESTRUCTION FORMS TO THE STATE ARCHIVIST FOR 
APPROVAL. IF THE RECORDS PROPOSED FOR DESTRUCTION ARE CONSIDERED 
BY THE STATE ARCHIVIST TO BE OF ARCHIVAL VALUE. ARRAGEMENTS WILL 
BE MADE FOR TRANSER TO THE HALL OF RECORDS. 

4. IF THE STATE ARCHIVIST APPROVES THE DESTRUCTION. BOTH COPIES 
WILL BE SIGNED AND RETURNED TO THE COURT. UPON RECEIPT, INDICATE THE 
DATE AND METHOD OF DESTRUCTION IN THE PROPER COLUMNS, AND HAVE THE 
DESTRUCTION CERTIFICATE SIGNED BY A COURT OFFICIAL (TO BE A PERSON 
RETAIN ONE COPY FOR YOUR FILE, AND FORWARD THE SECOND COPY TO THE 
RECORDS MANAGEMENT DIVISION AT THE ABOVE ADDRESS. (DISTRICT COURTS 
MUST SEND 1 COPY TO THE CHIEF CLERK'S OFFICE.) 

5. FOR YOUR INFORMATION - 

ONE LETTER-SIZE FILE DRAWER = 1.5 CU. FT. OF RECORDS 
ONE LEGAL - SIZE FILE DRAWER = 2.0 CU. FT. OF RECORDS 
ONE RECORDS CENTER BOX = 1.0 CU. FT. OF RECORDS 

4 
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Reporting Agency 

REGISTER OF WILL FOR BALTIMORE 

Division or Unit 
COUNTY 

ueparxmeni 01 uenetdi 

Services 

Records Management Division 

7275 Waterloo Road (Rte. 175) 

P.O. Box 275 

Jessup, Maryland 20794-0275 

Prepare in duplicate 

Retain one (1) copy and forward 
original to address at left. 

CERTIFICATE OF RECORDS DISPOSAL 

No. 
Description of Records 

(Same Title as listed on Schedule) 

Authorizati 

Retention 
Schedule No. 

on 

Item 
No. 

Inclusive Dates of 
Records Destroyed 

Volume 
Cubic Feet 

Date of 
Disposal 

Method of Disposal 

1 

   

CHECKING ACCT STUBS 562 6 1/4/93 thru 
f: / o n / P R 

8 2/27/02 SHREDDED 

9 
3ANK TRANSACTION 

fi 
1/1/99 thru 
i 9 / R / n i 8 2/27/02 RECYCLED 

  

3 

> 1 A 1 EilYlEiN 1 J  
BANK INVESTMENT 

662 6 
1/1/99 thru 
i7/ft/ni 8 7.17.110?. RECYCLED 

3ANK DAILEY TRANSACTIOl 
fi 

1/1/96 thru 
11/31 / a c 3 7 171107 RECYCLED 

—4  

5 riME REPORTS 662 6 7/96 thru 
1 9 / Q R 8 Ull 102 SHREDDED 

F.F.AVF RECORDS CARDS 662 6 1997 - 1998 8 2/27/02 SHREDDED 

7 RANK TTRPnRTT TTCKETS 662 6 1996/1998 8 2/27/02 RECYCLED 

Q 
BANK STATEMENT AND 
fAMPFT.Fn PHF.PKS 662 6 1qqfi/1998 8 7171107 SHREDDED 

Q 
PROBATE FEE & INHERI- 
T A V O T? T? T T M n 662 6 1995/1998 8 2/27/02 SHREDDED 

1 0 
CLAIMS FOR REFUND OF T] 
RRRONEOUSLY PAID 662 6 1996/1998 8 2/27/02 SHREDDED 

1 1 
yiONTHLY REPORTS TO 

fi 199fi/1998 8 ?/?7/n? RECYCLED 

1 2 VENDER INVOICES 662 6 1996/1998 8 2/27/02 
RECYCLED 

1 3 
EXCESS PROPERTY 
TT^pnciaT. DRDFRC; ft 1qqfi/iqqr R 7 171 107 RPr-vrr.Trn 

1 4 
PAYROLL AND CHECK 1 QQR R 9/97 /n9 SHREDDED  
REGISTERS  

.-rV.'- 

hereby certify that the records listed above were disposed of as indicated. 

FISCAL OPERATION SPECIALIST 

Signature Title 

2/27/02 

Date 

DCS 550-2 (Rev 1/93). 

Figure 9 - 41 - 
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