
DEPT OF HUMAN RESOURCES 

BALTIMORE CITY DEPARTMENT OF SOCIAL SERVICES 

LEGAL SERVICES DIVISION 

Division I Unit 

DEPARTMENT OF 

GENERAL SERVICES 
Records Management Division 

7275 Waterloo Road 
P.O. Box 275 

Jessup MD 20794-0275 
(410) 799-1379 

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. City Solicitor Files 2309 1 1977- 

1981 

25.0 11/29/ 

2004 

burned 

2. 4-E Project Files 2309 5 1986- 

1994 

7.0 11/29/ 

2004 

BURNED 

3. 

4. 

5. 

6. 

7. 

8. 

9. 

10. 

11. 

12. 

13. 

14. 

15. 

16. 
1 

♦Records must be listed on an Authorized Schedule, DGS 550-1, and meet retention requirements before dlsposal is allowed. 

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

  "7 //(/o 
S IGN/lfTUI 

DGS 550-2 (R»v. 1/93) 

Title Date 
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BALTIMORE CITY DEPARTMENT OF SOCIAL SERVICES 

LEGAL SERVICES DIVISION 
6 Saint Paul Street, 20,h Floor 

Baltimore, Maryland 21202-1608 
(410)767-8664 

July 11,2005 

MEMORANDUM 

TO: Karin Lott 

DGS 

FROM: Richard Jackson 

RE: Certificate of Disposal of Records 

Attached is a Certificate of Records Disposal for items that were incinerated on 
November 29, 2004, pursuant to retention schedule 2309, items 1 and 5. 

Please contact me if you are in need of additional information or documentation. Thanks. 
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DEPARTMENT OF GENERAL SERVICES D.C. Cert. 3-6-F-1^34 
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 Caroline January 2, 2004 Amily Thompson, 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 

Satisfied Bad Checks 

Purchase Orders & Receiving Reports 

Statistical Report 

Auditors Receipt Copies 

Bank Statements 

Refund Request Forms 

Petty Cash Reimbursements 

975 V 2000 

y 

5 

1 

1.5 

1.5 

2 

.5 

1 

1 

.5 

1 

1 

.5 
i 

\ P-v\N 

\> 

Destruction Approved by Hall of Records Commission Destruction Certification 

OfC 0 2 am 

Date State Archivist Signature of Court Official Title Date 
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DEPARTMENT OF GENERAL SERVICES D.C. Cert. 3-6-F-1-04 
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 Caroline January 2. 2004 Amily Thompson, 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 

Satisfied Bad Checks 

Purchase Orders & Receiving Reports 

Statistical Report 

Auditors Receipt Copies 

Bank Statements 

Refund Request Forms , 

Petty Cash Reimbursements 

975 V 2000 

5 

1 

1.5 

1.5 

2 

.5 

1 

1 

.5 

1 

1 

.5 
i 

DEC B 2 flu] 

Date 

Destruction Approved by Hall of Records Commission 

State Archivist 

Destruction Certification 

Signature of Court Official Title Date 
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DEPARTMENT OF GENERAL SERVICES D.C. Cert. 3-6-CV-1 -04 
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 Caroline January 1, 2004 Amily Thompson, 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 

2000 

2000 

1991 

1991 

1991 

10 

1 

1 

1 

1 ll 

| O-W ^' 1 ^ 

(I 

Destruction Approved by Hall of Records Commission 

OCC 0 2 2063 

Date State Archivist 

Destruction Certification 

CN^.c 

Signature of Court Official Title 

^ - Ov-\ 

Date 
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DEPARTMENT OF GENERAL SERVICES D.C. Cert. 3-6-CV-1-04 
Hail 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 Caroline January 1,2004 Amily Thompson, 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 

2000 

2000 

1991 

1991 

1991 

10 

1 

1 

1 

1 L, 

1 * \ 

d 

Destruction Approved by Hall of Records Commission Destruction Certification 

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. 3-6-CR-1-04 

District Court of Maryland Caroline January 1, 2004 

COURT COUNTY DATE 

Amily Thompson, County Clerk 

CUSTODIAN OF RECORDS AT TIME OF DESTRUCTION 

Series 
No. 

Description of Records 
Inciude 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) 

CIVIL CITATIONS CLOSED 
(Stripped material only) 

975 

975 

975 

2 
a&b 

2 
a&b 

2 
a&b 

2000 

2000 

2000 

12 

\k 

BEC e 2 2003 

Date 

Destruction Approved by Hall of Records Commission 

State Archivist 

Destruction Certification 

Signature of Court Official Title 

- 3-c\ -o A 

Date 



y' i 

«. • 

m 

p< 
M 

- - 
* a#I » 5 *> J1: 

«•- - 



?</// 

DEPARTMENT OF GENERAL SERVICES D.C. Cert. 3-6-CR-1-04 
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 Caroline January 1,2004 Amily Thompson, County Clerk 

C0URT 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 

2000 

2000 

2000 

12 

2 

1 \l/ 
V 

Destruction Approved by Hall of Records Commission Destruction Certification 

KC t Z 2003 
C 03 ■ C-V-cj-V:— 

Date State Archivist Signature of Court Official Title Date 





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. 3-6-MISC-1-04 

District Court of Maryland Caroline January 1, 2004 Amily Thompson, 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 975 IV 2000 7 "S.- ^ — 

Destruction Approved by Hall of Records Commission 

DEC 0 I 2003 c. 

Date State Archivist 

Destruction Certification 

Signature of Court Official Title Date 



  

»JB'- 

* y 

T •***■*• — 



3V/J 

DEPARTMENT OF GENERAL SERVICES D.C. Cert. 3-6-MISC-1-04 
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 Caroline January 1,2004 Amily Thompson, County Clerk 

C0URT 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 975 IV 2000 7 
- V-V- 

Destruction Approved by Hall of Records Commission 

DEC 0 I 2003 

Date State Archivist 

Destruction Certification 

Q-fe 
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 

D.C. Cert. 3-6-TR-1-04 

PROPOSAL AND CERTIFICATE OF RECORDS DESTRUCTION 

District Court of Maryland Caroline January 1, 2004 Amily Thompson, 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 

2000 

2000 

2000 

2000 

2000 

2000 

2000 

1 

3 

4 

4 

1 

1 

1 

il 

i H fa or 

d 

a 

I 1 1 

4 

KC I Z 2K13 

Destruction Approved by Hall of Records Commission 

Date State Archivist 

Destruction Certification 

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 

D.C. Cert. 3-6-TR-1-04 

PROPOSAL AND CERTIFICATE OF RECORDS DESTRUCTION 

District Court of Maryland Caroline January 1, 2004 Amily Thompson, 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 

2000 

2000 

2000 

2000 

2000 

2000 

2000 

1 

3 

4 

4 

1 

1 

1 

i 

/H f^or 

d 

11) 

5^ 

B£C I Z 2U3 

Destruction Approved by Hall of Records Commission 

Date State Archivist 

Destruction Certification 

C C5 . C ^ 

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 

District Court of Maryland Kent January 1,2005 Rose Marie Metcalf, 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 

2219 

V 1 a, b, c 

1 a 

2.3 

2001 

3 

1 

1.5 

1.5 

2 

.5 

1 

1 

.5 

1 

1 

.5 

W/cS- 

^t7 

Destruction Approved by Hall of Records Commission 

DEC 1 5 im 

Date State Archivist 

Destruction Certification 

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 

District Court of Maryland Kent January 1, 2005 Rose Marie Metcalf, County Clerk 

COURT COUNTY DATE CUSTODIAN OF RECORDS AT TIME OF DESTRUCTION 

D.C. Cert. 3-3-F-1-05 

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 

2219 

V 

2001 

1 a, b. c 

1 a 

2,3 

3 

1 

1.5 

1.5 

2 

.5 

1 

1 

.5 

1 

1 

.5 

'xi/oS 

Destruction Approved by Hall of Records Commission 

'"'Maw 

Destruction Certification 

Date State Archivist 
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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. 3-3-CV-1-05 

District Court of Maryland Kent January 1, 2005 

COURT COUNTY DATE 

Rose Marie Metcalf, 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 

Domestic Violence Cases 
(stripped material only) 

Emergency Evaluations 
(stripped material only) 

2219 

2219 

2219 

2219 

2219 

1,2,3 

1.2 

1,2 

2001 

2001 

1992 

1992 

1992 

10 

.5 

.5 

.5 

\1/ 



m 

JUN 17. — o2^ C 2 ? 33»f 

itcwonos 
' qjiftsnaak.^ 



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 Kent January 1, 2005  Rose Marie Metcalf, 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) 

2219 
il 

2219 
11 

2219 
II 

2219 
III 

2219 
III 

1.2,3 

1.2 

1.2 

2001 

2001 

1992 

1992 

1992 

10 

1 

.5 

.5 

.5 

fa 

/ 

\ 

^3" 

/ 

N 

^■7 

/ 

D.C. Cert. 3-3-CV-1-05 

Destruction Approved by Hall of Records Commission 
<0*9 

DEC 1 5 ^ 

Date State Archivist 

Destruction Certification 

Signature of Court 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 

District Court of Maryland Kent January 1,2005 Rose Marie Metcalf, 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) 

2219 
IV 

2219 
IV 

2219 
IV 

2 a, b, c, 
f 

2001 

2001 

2001 

7 

1 

1 

D.C. Cert. 3-3-CR-1-05 

3723 

Destruction Approved by Hall of Records Commission 

BEC f 5 2004 
Wyd.C'' 

Date State Archivist 

Destruction Certification 

Signature of CourfOfficial 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. 3-3-CR-1-05 

District Court of Maryland Kent January 1, 2005 

COURT COUNTY DATE 

Rose Marie Metcalf, County Clerk 

CUSTODIAN OF RECORDS AT TIME OF DESTRUCTION 

Series 
No. 

Description of Records 
Include Title and/or Form Number 

CRIMINAL 

CRIMINAL CLOSED 
(Stripped material only) 

NATURAL RESOURCE CLOSED 
(Stripped material only) 

CIVIL CITATIONS CLOSED 
(Stripped material only) 

Authorization 

Retention 
Sched. No, 

2219 
IV 

2219 
IV 

2219 
IV 

Item 
No. 

2 a, b, c, 
f 

Inclusive 
Dates of Records 

Destroyed 

2001 

2001 

2001 

Volume 
(Cubic Feet) 

Date of 
Destruction 

-d- ; 

Method of 
Destruction 

(Recycle, shred, 
landfill, etc.) 

BEE f 5 mi 

Destruction Approved by Hall of Records Commission 

t'.y 
A /■ 

Date State Archivist 

Destruction Certification 

Signature of CourrOfficial 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. 3-3-CR-2-05 

PROPOSAL AND CERTIFICATE OF RECORDS DESTRUCTION 

District Court of Maryland Kent January 1, 2005 

COURT COUNTY DATE 

Rose Marie Metcalf, 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.) 

EXPUNGED CRIMINAL CASES 

*ro be shredded 

2219 
Sec IV 

2 
d&e 

2001 

HZ \ 5 MM 

Destruction Approved by Hall of Records Commission Destruction Certification 

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 

District Court of Maryland Kent January 1. 2005 Rose Marie Metcalf, County Clerk 

COURT COUNTY DATE CUSTODIAN OF RECORDS AT TIME OF DESTRUCTION 

D.C. Cert. 3-3-CR-2-05 
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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 Kent January 1,2005 Rose Marie Metcalf, 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 

2219 
IV 

2 a&b 2001 

2001 

2001 

2001 

2001 

2001 

2001 

1 

3 

4 

3 

1 

1 

1 

/r 

D.C. Cert. 3-3-TR-1-05 

Destruction Approved by Hall of Records Commission 

t£C 1 5 2004 

Destruction Certification 

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. 3-3-TR-1-05 

District Court of Maryland Kent January 1, 2005 Rose Marie Metcalf, County Clerk 

COURT COUNTY DATE CUSTODIAN OF RECORDS AT TIME OF DESTRUCTION 

Series 
No. 

Description of Records 
Include Title and/or Form Number 

TRAFFIC 

TRANSMITTALS 

MISCELLANEOUS CORRESPONDENCE 

Z BATCH ENVELOPES 

CLOSED TRAFFIC FILES 

CLOSED NONMATS CITATIONS 

CLOSED CITIZEN ARRESTS 

CLOSED PARKING CITATION 

Authorization 

Retention 
Sched. No. 

2219 
IV 

Item 
No. 

2 a&b 

Inclusive 
Dates of Records 

Destroyed 

2001 

2001 

2001 

2001 

2001 

2001 

2001 

Volume 
(Cubic Feet) 

3 

4 

3 

1 

1 

1 

Date of 
Destruction 

// 

Destruction Approved by Hall of Records Commission 

hc t s m 

Date State Archivist 

Method of 
Destruction 

(Recycle, shred, 
landfill, etc.) 

4 

/ 

// 



•r 
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ODt-iS-^ >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 Talbot January 1,2005 Loretta Baker, County Clerk 

COURT COUNTY DATE CUSTODIAN OF RECORDS AT TIME OF DESTRUCTION 

D.C. Cert. 3-5-F-1-05 

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 

2219 

V 1 a, b, c 

1 a 

2,3 

2001 

5 

1 

1.5 

1.5 

2 

.5 

1 

1 

.5 

1 

1 

.5 

s/W0< S^wajbl1^ 

V 

Destruction Approved by Hall of Records Commission Destruction Certification 

■EC15 r^M>u QuAOLL 

Date State Archivist Signature of Court Official Title t 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 

District Court of Maryland Talbot January 1,2005 Loretta Baker, County Clerk 

COURT COUNTY DATE CUSTODIAN OF RECORDS AT TIME OF DESTRUCTION 

D.C. Cert. 3-5-F-1-05 

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 

2219 

V 1 a, b, c 

1 a 

2,3 

2001 

5 

1 

1.5 

1.5 

2 

.5 

1 

1 

.5 

1 

1 

.5 

spv/c< 

xV 

S ^ 

BEC 1 5 201H 

Destruction Approved by Hall of Records Commission Destruction Certification 

6 Uy h&o j 

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-CV-1-05 

373 V 

District Court of Maryland Talbot January 1, 2005 

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 

Domestic Violence Cases 
(stripped material only) 

Emergency Evaluations 
(stripped material only) 

2219 

2219 

2219 

2219 

2219 
III 

1.2,3 

1.2 

1.2 

2001 

2001 

1992 

1992 

1992 

15 

it 

Destruction Approved by Hall of Records Commissjon 

DEC 1 5 20M 

Destruction Certification 

Date State Archivist Signature of Court Official Title Date 





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 Talbot January 1,2005 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. 

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) 

2219 
II 

2219 
II 

2219 
II 

2219 
III 

2219 
III 

1,2,3 

1.2 

1.2 

2001 

2001 

1992 

1992 

i 
> 

> : 

, 1992 

r 1 ' i ' * 

15 

2 

1 

1 

1 

5|^(r 

it i 

Destruction Approved by Hall of Records Commission Destruction Certification 

DEC 1 5 ZOM 
CjltA j  ^jtoof 

Date State Archivist Signature of Court Official Title Date 





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 Talbot January 1,2005 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. 

CRIMINAL 

CRIMINAL CLOSED 
(Stripped material only) 

NATURAL RESOURCE CLOSED 
(Stripped material only) 

CIVIL CITATIONS CLOSED 
(Stripped material only) 

2219 
IV 

2219 
IV 

2219 
IV 

2 a, b, c, 
f 

2001 

2001 ^ 

2001 

\ 

* 

15 

2 

4 

> 

4/ i 

D.C. Cert. 3-5-CR-1-05 

Destruction Approved by Hall of Records Commission Destruction Certification 

WC f 5 aii 
   <£.  fp.AnlJ. frU 

Date State Archivist Signature of Court Official Title I Date 





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-CR-1-05 

J 7 2.S 

PROPOSAL AND CERTIFICATE OF RECORDS DESTRUCTION 

District Court of Maryland Talbot January 1, 2005 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.) 

CRIMINAL 

CRIMINAL CLOSED 
(Stripped material only) 

NATURAL RESOURCE CLOSED 
(Stripped material only) 

CIVIL CITATIONS CLOSED 
(Stripped material only) 

2219 
IV 

2219 
IV 

2219 
IV 

2 a, b, c, 
f 

2001 

2001 „ 

2001 

15 3 ft* 

i 

Destruction Approved by Hall of Records Commission 

dec i s m v-: V ir 3 

Destruction Certification 

Date State Archivist Signature of Court Official Title 





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 Talbot January 1, 2005 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. 

EXPUNGED CRIMINAL CASES 

*7o be shredded 

2219 
Sec IV 

2 
d&e 

2001 

» 

1 

D.C. Cert. 3-5-CR-2-05 

1736 

Destruction Approved by Hall of Records Commission 

DEC 1 5 HKK 

;a oy Man or Kecoras commission Destruction Certification 

Date State Archivist Signature of Court Official 

CstjArfi.l- S/arJuvr 

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 

District Court of Maryland Talbot January 1,2005 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. 

EXPUNGED CRIMINAL CASES 

*Jo be shredded 

2219 
Sec IV 

2 
d&e 

2001 

1 

1 spins' SlvvulcU-'A 

D.C. Cert. 3-5-CR-2-05 

375 

v Destruction Approved by Hall of Records Commission ' Destruction Certification 

tEt'5iW   

Date State Archivist Signature of Court Official Title 





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-1-05 

(ZTih 

District Court of Maryland Talbot January 1, 2005 

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.) 

TRAFFIC 

TRANSMITTALS 2219 
IV 

2 a&b 

MISCELLANEOUS CORRESPONDENCE 

Z BATCH ENVELOPES 

CLOSED TRAFFIC FILES 

CLOSED NONMATS CITATIONS 

CLOSED CITIZEN ARRESTS 

CLOSED PARKING CITATION 

2001 

2001 

2001 

2001 

2001 

2001 

2001 

5/^/^ 

1 

6 

6 

1 

1 

1 

i 

5u,<W"l 

Destruction Approved by Hall of Records Commission Destruction Certification 

B€C 1 S 2W 
jhju" Ccit£trCM=L  

Date State Archivist Signature of Court Official Title ' Ddte 
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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-1-05 

2>1 £8 

District Court of Maryland Talbot January 1, 2005 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 2219 
IV 

2 a&b 

MISCELLANEOUS CORRESPONDENCE 

Z BATCH ENVELOPES 

CLOSED TRAFFIC FILES 

CLOSED NONMATS CITATIONS 

CLOSED CITIZEN ARRESTS 

CLOSED PARKING CITATION 

2001 

2001 

2001 

2001 

2001 

2001 

2001 

1 

6 

6 

1 

1 

1 

5/^/&r 

i 

Destruction Approved by Hall of Records Commission Destruction Certification 

9EC I 5 am 

Date State Archivist Signature of Court Official Title ' Dcfte 
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Charles County Gov't 
Attn; Bill 

P.O. Box 2150 

La Plata, MD 20646 

Dept. of General Services 
Records Management Divsion 

7275 Waterloo Road 
P.O. Box 275 

Jessup, MD 20794-0275 

liiliiliiiilitiliiimiiilliiniiiillmliliiilmlililiiiiiil 





Department of General 
Charles County Government Services Prepare in duplicate 

Reporting Agency 

Fiscal Services - Accounting 

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 

Division or Unit 

CERTIFICATE OF RECORDS DISPOSAL 
No Dcacription of Records Authoriation inclusive Dates of 

Records Destroyed 
Votume 

Cubic Feet 
Data of 

Disposal 
Method of Disposal 

(Sam* Tttta listed on Schadulo) Retention 
Schedule No, 

Item 
No 

1 Employee Files - Payroll C-834 1 2001 Terminated Employees 04/29/2005 Shredder 

2 Check Requests for Payroll C-834 2 2000 Maryland Tax 04/29/2005 Shredder 
Related Deductions and 2000 EMS Billing 
Expenses 2000 Receipts 

2000 Savings Bonds 
2000 AFLAC Flex 
2000 AFLAC Ins 
2000 Deferred Comp (Pebsco) 
2000 MCEA Dues 
2000 County Retirement 
2000 Court Reporters Billing 
2000 Deferred Comp (Copeland) 
2000 Deferred Comp (Hartford) 
2000 United Way 
2000 MD State Retirement 
2000 Employees Credit Union 
2000 Unemployment Insurance 
2000 So. Services Billing 
2000 Child Support 
2000 Sheriff Dues 
2000 Sheriff Retirement 
1998 LTD 
2000 LTD 
2000 Payroll Vendor Invoice Listing 

3 Payroll Processing Reports C-834 3 2000 Payroll Approvals 04/29/2005 Shredder 
2000 941 
2000 Miscellaneous 
2000 Virginia Tax 
2000 Attachment of wages 
2000 Calendar Year Adjustments 
2000 Earnings Register 
1998 Leave Reports 
1999 Leave Reports 
2000 Leave Reports 
1998 Hours Editing Listing 
1999 Hours Work Sheet 
2000 Worksheets 
2000 Hours Entry 
2001 Auditors 
2000 Hours Register 
2000 Direct Deposit Listing 
2000 Salary. Benefit Expense 
2000 EEO Report 
2000 Worker's Comp Report 

Shredder 4 Journal entries C-834 8 1998 Joumal Entries 04/29/2005 
2000 Joumal Entries 
2001 Joumal Entries 



- 
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DEPARTMENT OF GENERAL SERVICES 
Hall of Records Commission 

Kvcords Mana^cmeiit Division 
7275 WATERLOO Rl)., P. O. Box 275 

JESSUP, MD 20794 - 0275 ( SSS'S) 

PROPOSAL AND CERTIFICATE OF RECORDS DESTRUCTION ^  

District Court #4-3 St. Mary's County 3/22/04 
COURT COUNTY DATE 

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 ALPHA FOLDERS 

Back-up paperwork on closed motor vehicle cases, closed 

citizens arrests, traffic transmittals & non-mats traffic 

citations. To be retained for 3 years and all audit 

requirements have been met 

2219 

Sec IV 

2a &b 1/1/2000- 12/31/2000 25 cubic feet 

Destruction Approved by Hall of Record; 

7 am 

iordi^owffnisjion 'Z i g 

Date 

Rev. 10/83 DG^ 

State Archivist 

M D' 

Destruction Certification 

itJLjdx 

Signature of Court Official Title Date Signature of Court Official 

instructions for Preparation and Submission on Reverse Side 



INSTRUCTIONS FOR PREPARATION 

1. 

2. 

3. 

4. 

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 CERTIFICTES AT LEAST IN TRIPLICATE.) 

MAIL TO THE STATE RECORDS MANAGEMENT CENTER, P.O. BOX 275 
7275 WATERLOO RD. (RT. 175), JESSUP, MARYLAND 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 
OF THE RANK OF RECORDS MANAGER, SECTION SUPERVISOR OR ABOVE). 
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 TOT HE 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 Rccoi ds Commission 

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

JESSUP, Ml) 20794 - 0275 3SS8j 

PROPOSAL AND CERTIFICATE OF RECORDS DESTRUCTION 

District Court #4-3 St. Mary's County 
COURT COUNTY 

3/22/04 
DATE 

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 ALPHA FOLDERS 

Back-up paperwork on closed motor vehicle cases, closed 

citizens arrests, traffic transmittals & non-mats traffic 

citations. To be retained for 3 years and all audit 

requirements have been met 

2219 

Sec IV 

2a &b 1/1/2000 - 12/31/2000 25 cubic feet 

MAY 0 7 aw 

Date 

Rev. 10/83 DGSl 

Destruction Approved by Hall of RecordEecfnrni^ion 
c. 

Destruction Certification 

State Archivist Signature of Court Official Title Date Signature of Court Official 

Instructions for Preparation and Submission on Reverse Side 



t 
INSTRUCTIONS FOR PREPARATION 

-, ^ v- •' • " A ^ » '-■/gse 

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 CERTIFICTES AT LEAST IN TRIPLICATE.) 

MAIL TO THE STATE RECORDS MANAGEMENT CENTER, P.O. BOX 275 
7275 WATERLOO RD. (RT. 175), JESSUP, MARYLAND 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 ANE 
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 
OF THE RANK OF RECORDS MANAGER, SECTION SUPERVISOR OR ABOVE). 
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 TOT HE CHIEF CLERK'S OFFICE.) 

FOR YOUR INFORMATION: 

ONE LETTER-SIZE FILE DRAWER = 1..5 CU. FT. OF RECORDS 
ONE LEGAL -SIZE FILE DRAWER 
ONE RECORDS CENTER BOX 

= 2.0 CU. FT. OF RECORDS 
= 1.0CU. FT. OF RECORDS 

'5 

ft* 
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Baltimore County 
Drumcastle Center 
Department of Social Services 
6401 York Road 
Baltimore, Maryland 21212 

State Records Management Center 

P.O. Box 275 

Jessup, Maryland 20794 

kfnJ' 

2C?S4f G27-5 03 lnlilllinhiillilntl$illlniiililhiihlihlmlililniliil 





CERTIFICATE OF RECORDS DISPOSAL 

Authorization 

No. Description of Records 
(Same Title as listed on 

Schedule) 

Retention 
Schedule No. 

Item 
No. 

Inclusive Dates of 
Records Destroyed 

Volume 
Cubic Feet 

Date of 
Disposal 

Method of 
Disposal 

1 POC ODO 1023-7 48 7/01-6/02 10 3/1/05 Shred-It 

yih 

I i 

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

pMSM  

DHR 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 

on left. 

Reporting Agency 

BCoDSS 

Division or Unit 



ft- ^ i \ 
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rnQrM\a(Ad OrtVi nr? Rar iru I'kxus 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 

Ciirv-tYQ\ 

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. 

1 Pur those orders /(*7k 7 
r-m \ bx "i-m-os foccjdjL 

f ool OA \ \( a / (ViainV ^ oa net/ fNol \ loV 4/ 

SUppl^ CLk\cmqeyy 
<? 

3 faid ) W 
1° IbV "MS-fcS n 

PojAChase ordfin^ ;(p71# 
7 FNol 

ff 

5 u 
1 7 FSO^- I 11 

to Pa\d luTU 10 FN 0^- \ bx 11 

roo) pOavoV^tnano 
Supp c ^\a > m i \ec\ y / 1^1 ie> 9 lUv lv 1/ 

• 

p 17/^771 
Xv VED 

JUL 18 2005 

DEF T ni- 

NC 
i. wr AAunit>Ub 1 UHb 

Entral S|RViei§ 

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

/nTvwnaUU, risen \ ft CVrvJL n-^S-oS' 

Signature Title D«t« 

DGS 550-2 (Rev 1/93). 
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Maryland Department of Environment Department of General 

Services 

Records Management Division 

7275 Waterloo Road (Rte. 175) 

P.O. Box 275 

Prepare in duplicate 

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

Reporting Agency 

Water Manage. Admin. - Compliance Prog. 

Division or Unit Jessup, Maryland 20794-0275 

CERTIFICATE OF RECORDS DISPOSAL 

No. Description of Records 
(Same title as list on Schedule) 

Authorization 

Inclusive Dates of 
Records Destroyed 

Volume 
Cubic Feet 

Date of 

Disposal Method of Disposal 
Retention 
Schedule No. 

Item 
No. 

1. 
NPDES Facility File 1888 1 1998 & 1999 4.0 01/21/05 Incineration 

2. NPDES Facility File 1888 1 1999 1.0 01/10/05 Dumpster 

3. NPDES Facility File 1888 1 1996 to 1999 3.0 02/03/05 Shredded 

4. NPDES Facility File 1888 1 1998 to 1999 1.0 04/30/05 Dumpster 

5. Tidal Wetlands 1888 3 
Expired Wetland 
Licenses 5.25 01/13/05 Dumpster 

1 6 

L 

8. 

9. 

TOTAL 14.25 

I hereby certify that the recordslisted aboye were disposed of as indicated 

Administrative Specialist 
Title 

6/10/2005 

Date 
DOS 550-2 (Rev. 1/93). 
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MARYLAND DEPARTMENT OF THE ENVIRONMENT 

1800 Washington Boulevard • Baltimore MD 21230 

MDE 410-537-3000 • 1-800-633-6101 

Robert L. Ehrlich, Jr. 
Governor 

Michael S. Steele 
Lt. Governor 

Kendl P. Philbrick 
Secretary 

Jonas A. Jacobson 
Deputy Secretary 

June 10, 2005 

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

ATTN; Mr. Gabriel Lopez, Acting Records Center Manager 

Dear Mr. Lopez: 

Attached is a Certificate of Records Disposal for destruction of documents and records from our files. 
Destruction was accomplished by commercial trash hauler, shredding and recycling in accordance with 
Retention Schedules 1888 and 2077, which were approved April 27, 1997 and October 19, 2000 
respectively,. The total volume destroyed was 14.25 cubic feet. 

WWW.mde.State.md.US TTY Users 1-800-735-2258 
Recycled Paper Via Maryland Relay Service 
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Department of Housing & 

Comnaunity Development 
Reporting Agency 

 tbuz ' n(l  
Single Family jEofgyemj-. 

DivisionAJnit 

Department of General Services 

Records Management Division 

7275 Waterloo Road (Rte 175) 

P.O. Box 275, Jessup, MD 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 Tide as 

listed on 
Schedule) 

.Autho 
Retention 

Schedule No. 

rization 
Item 
No. 

Inclusive Dates 
of Records 
Destroyed 

Volume 
Cubic Feet 

Date of 
Disposal 

Method of 
Disposal 

N/A Individual N/A N/A N/A 
Drtgage loar 
id applieafa on—?!  

' 

£ Lies— c*rtC4 C — - 

w Lthdrawn aoc 
ULL 
lications 

—»  

Title 

i/Z 

Date 

iS 550-2 
!V. 1/93) 
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Borrower Name Cancel Date Loan Number 

MARTIN, JULIA 5/18/2005 WH2-037-01534 
WADE, DEUNKAM. 5/14/2005 WH2-154-01555 
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Department of Housing & 

Comnaunity Development 

Reporting Agency 

—:  —thusn(l 
Single Family Pern] am j-. 

Division/Unit 

Department of General Services 

Records Management Division 

7275 Waterloo Road (Rte 175) 

Prepare in duplicate 

Retain one (1) copy and 

forward 

Original to address at left 

CERT IFICATE OF RECORDS D1 S1 POSAL 

No. 
Desciiptiuu of 

Records 
(Same Title as 

listed on 
Schedule) 

.Authc 
Retention 

Schedule No. 

nzation 
Item 
No. 

Inclusive Dates 
of Records 
Destroyed 

Volume 
Cubic Feet 

Date of 
Disposal 

Method of 
Disposal 

N/A Individual N/A N/A N/A 
iDrtgage loai 
Td applieafa M a  

* 

t 
r 

Lies— CJirtd 

U Lthdrawn aoc lications 

-   

. hereby certify-^hat the records listed above were disposed of as indicated. 

mt ujm  

re I Signature Title 

rS 550-2 
rv. 1/93) 
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Maryland 
Department of 
Housing and 
Community 
Development 
100 Community Place 
Crownsville, Maryland 21032 

Return Service Requested 

SM30 
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Borrower Name Cancel Date Loan Number 

MARTIN, JULIA 5/18/2005 WH2-037-01534 
WADE, DEUNKA M. 5/14/2005 WH2-154-01555 
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Date of 
Disposal 

Method of Disposal 
Relenlion 
Schedule No. 

07/12/2005 15:45 4107998532 STATE RECORDS CENTER PAGE 01/01 

Reporting Agency 

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. 

Description of Records 
(Same Title as listed on Schedule) 

Authorization 

ftrcif ad (hsejile 

Inclusive Dates of j Volume 
Records Destroyed Cubic Feet 

Date 
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07/12/2005 15:45 4107998532 STATE RECORDS CENTER PAGE 01/01 

Reporting Agency 

Division or Unit 

Department of Genera! 

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 
originai to address al left- 

CERTIFICATE OF R ECORDS DISPO SAL 

No. 
Description of Records 

(Same Titla as listed on Schedule) 

Authorization 

Retention 
Scteduie No. 

ttsm 
NO. 

Inclusive Dates of 
Records Destroyed 

Volume 
Cubic Fest 

Date ot 
Disposal 

Method of Disposal 

farth OrtJ hbdwi O&fle | .MM 
I WO 

I 4eby certify Uiat the f cords listed .above were disposed of as indicated. 

H. MnM  
jj- I'U-OS 

Date 

1 550-2 pev. t/93). 





Office oP 4h£ Ih^ccvia Department of General 

Services 

Records Manaaement 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 

on left. 

1 Reporting Agency 

Division or Unit 

CERTIFICATE OF RECORDS DISPOSAL 

Authorization 

No. Description of Records 
(Same Title as listed on 

Schedule) 

Retention Item 
Schedule No. No. 

Inclusive Dates of 
Records Destroyed 

Volume 
Cubic Feet 

Date of 
Disposal 

Method of 
Disposal 

C03C -bits (03? 2. wsji - mi 30cr Wll05 6onn 

UtaJuinq laofife mip- ms lOU ^hios ^bum 

5 T\m<?Shcc-hS 

accoun+iVva 
TeccidS B iws-ms 4GP los 

ol 
irwoiccs) expend i-kr^. 
Tvcmsftr 

AjrCMsim 
K€CmiSJ -£ ^hlos 

A 9cujroU TrCinsvu'-Woi: 
(UUjbon-ftna 

VixmAiy D ms- mi 4^ ^lllOo 

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

^jyiOjwrL lU • Qp $!nUi Mm\r\&lrodicr)^ 
Signature 0 Title Dale 

DCS 550-2 (rev. 1/93) 
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Maryland State Police 

Reporting Agency 

02-OBFLA 

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 DISPOSAL 

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

Manual Projects File; All project numbers 
preceded by an "M". Numbers are as 
follows; 

1285, 1291, 1403, 1654, 1710, 1712, 1717, 
1721, 1723, 1724, 1727, 1728, 1731, 1732, 
1733, 1735 - 1740, 1742, 1743, 1745 

Authorization 
For Disposal 

Retention 
Sched. No. 

971-02-A-05 

Item 
No. 

02-09 

Inclusive Dates 
of Records 
Destroyed 

04-15-02 to 06-21-0! .75 

Volume 
Cubic 
Feet 

Date of 
Disposal 

7-15-05 

Method of 
Disposal 

recycled 

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

Signature Title 

AT Jt&S' 

Date 

DGS 550-2 (Rev. 10/92) i 
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U/fs-rvWSrg* 7?/;^c 

Reporting Agency 

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 DISPOSAL 

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

Authorization 
For Disposal 

Rentention 
Sched. No. 

Item 
No. 

Inclusive Dates 
of Records 
Destroyed 

Volume 
Cubic 
Feet 

Date of 
Disposal 

Method of 
Disposal 

2 
3 
4 
5 
6 

GENERAL CORRESPONDENCE 
"Miles Messages 
*Outgong Miles Mess. Log 
"Repo Log 
"Lost Property Log 
-'-"Tow List 
"Court Request 
"Inves t.As s ign.Records(S/W) 
"Warrant Recalls 
"Drug reports(copies) 
MEMOS 
PERSONNEL 
INTERNAL INVESTIGATIONS 
PAYROLL 
ARREST RECORDS 
"Arrests Photos & log book 
JUVENILE RECORDS 
"Juv.Photos & log book 

M-42 

M-42 
M-42 
M-42 
M-42 
M-42 

M-42 

1 
1 
1 
1 
1 
1 
1 
1 
1 
1 
2 
3 
6 
7 
9 
9 
10 
10 

Various thru 2003 
2003 
2002-2003 
2002-2003 
2002-2003 
2002-2003 
2003-2004 
2003 
Various thru 2003 
1999-2003 
2002-2003 
2000 
1997 
2001-2003 
1988-1989 
1985-1989 
1988-1989 
1988-1989 

05-31-2005 BURNED 

05-31-2005 
05-31-2005 
05-31-2005 
05-31-2005 
05-31-2005 

05-31-2005 

BURNED 
BURNED 
BURNED 
BURNED 
BURNED 

BURNED 

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

s/31/oSr 

Signature 

DGS 550-2 (Rev. 10/92) 

  s/li /c 
Title Date 
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Wgs-rvn^ryx- h iex Cffrt-T f^CdT 

Reporting Agency 

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 0 F RECORDS DISPOSAL 

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

Authorization 
For Disposal 

Rentention 
Sched. No. 

Item 
No. 

Inclusive Dates 
of Records 
Destroyed 

Volume 
Cubic 
Feet 

Date of 
Disposal 

Method of 
Disposal 

8 

9 
10 

11 
12 
13 

14 

15 
16 

17 

OFFENSE RECORDS (CCR1s,SVR's,MPR's) 
"Victim Cards 
INCIDENT REPORTS 
ACCIDENT REPORTS 
"Accident Cards 
IMPOUND RECORDS 
DISSEMINATION LOGs 
CITY TICKETS (paid) 
"Pd.Receipts 
--Flagged Receipt books 
CITY TICKETS (unpaid) 
"City Ticket log book 
CITY TICKETS (nolle prosequi) 
STATE CITATIONS 
*SER0 
*St. Cit.log book 
*St.Cit.Transmittl.sheets 
"MVA Out of State "Citations" (grant) 
STATE CIVIL CITATIONS 

M-42 

M-42 
M-42 

M-42 
M-42 
M-42 

M-42 

M-42 
M-42 

M-42 

11 
11 
12 
13 
13 
14 
17 
18 
18 
18 
19 
19 
20 
21 
21 
21 
21 
21 
22 

1988- 
1988- 
2002- 
1998- 
1998- 
1998- 
2000- 
2002- 
2001- 
2001- 
1998- 
1999- 
2001- 
2002- 
2002- 
2002- 
2002- 
2001- 
2000- 

1989 
1989 
2003 
1999 
1999 
1999 
2001 
2003 
2003 
•2002 
•2000 
•2000 
•2004 
•2003 
•2003 
■2003 
•2003 
■2002 
•2003 

16.50 
1 
6 
2.5 
.15 
.50 
.25 
4 
.05 
.05 
.10 
.25 
.50 
.75 
.25 
.25 
.50 
.50 
.05 

05-31-2005 

05-31-2005 
05-31-2005 

05-31-2005 
05-31-2005 
05-31-2005 

05-31-2005 

05-31-2005 
05-31-2005 

05-31-2005 

BURNED 

BURNED 
BURNED 

BURNED 
BURNED 
BURNED 

BURNED 

BURNED 
BURNED 

BURNED 

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

Signature 

DGS 550-2 (Rev. 10/92) 

Title 

s/zi lo-f 

Date 
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Reporting Agency 

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 DISPOSAL 

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

Authorization 
For Disposal 

Rentention 
Sched. No. 

Item 
No. 

Inclusive Dates 
of Records 
Destroyed 

Volume 
Cubic 
Feet 

Date of 
Disposal 

Method of 
Disposal 

18 
19 

WARNING TICKETS 
ACTIVITY/TIME SHEETS 
''SCORE time sheets 

M-42 
M-42 

23 
24 
24 

2003-2004 
2001-2003 
2002-2003 

.50 
9 
.50 

05-31-2005 
05-31-2005 

BURNED 
BURNED 

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

^ Signature 

DGS 550-2 (Rev. 10/92) 

tie Date 
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WESTMINSTER POLICE DEPARTMENT 
36 LOCUST STREET 
P.O. BOX 300 
WESTMINSTER, MD 21158 

tr 

00.37° J05- 
2 1157 8 15 9 WESTMINSTER MD 

Department of General Services 
Records Management Division 
7275 Waterloo Road (Route 175) 
P.O. Box 275 
Jessup, Maryland 20794-0275 





THOMAS K. FERGUSON 
Mayor 

JEFFREY SPAULDING 
Chief of Police 

Westminster Police Department 
36 LOCUST STREET, P.O. BOX 300 

WESTMINSTER, MD 21158 
(410) 848-4646/(410) 848-4230 fax 

May 31,2005 

Department of General Services 

Records Management Division 

To Whom it May Concern: 

Attached are the original three (3) pages of the Certificate of Records Disposal. The attached items were 

disposed of as outlined in the attachment. 

Thank you. 

Dean A. Brewer 
Major 




