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Agency DivisionlUnit 

Item 
No. 

1-0 

1 

1-1 

1-2 

1-3 

Schedule 

Carroll County Sheriffs Office Law Enforcement Records Unit 

or Division Representative. 
Date &P& X),,X)13 

Title M f  

Retention 

Maintain as a perpetual file by 
updating when amended or 
revised and destroying obsolete 
material. 

Maintain approved requests as 
long as the form is still in use. 
When form is no longer used, 
destroy. Unapproved requests 
are retained in the file for one 
year, then destroyed. 

Retain for three years after 
separation, then destroy. 

Remain in file until information 
is released to authorized party, 
then place in the closed file. 
Maintain closed file for three 
years, then destroy. 

Archivist 

Date F / I / Z ~ / ?  

Description 

Supersedes Schedule C 1033 

Administrative 
These files consist of all correspondence, records, and reports, 
which relate to the internal management of the Carroll County 
Sheriffs Office. 

Records Management 
Contains a copy of applicable Filing and Retention Schedules. 
This file is maintained by the Office Executive Secretary. 

Request for New or Revised Forms 
Contains the record copy of all Requests for new or revised forms. 
This file is maintained by the Office Executive Secretary. 

Receipt of Electronic Material Record 
This is an electronic file that employees verify receipt of all 
policies, procedures, and special orders for the Sheriff's Office 
manual. This file is maintained by the Chief, Management 
Services Bureau. 

Freedom of Information 
Contains open Freedom Of Information Act requests. These files 
are maintained by the Office Executive Secretary. 
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Carroll County Sheriffs Office Law Enforcement Records Unit 

Item Description Retention 
No. 

General Orders 
Contains a copy of all General Orders issued by the Sheriff to 
announce policies affecting the entire Sheriffs Office. This file is 
maintained by the Office Executive Secretary. 

General Order Issuance Record 
Contains General Order Issuance record of issuing authority. This 
file is maintained by the Office Executive Secretary. 

Special Orders 
Contains a copy of all Special Orders, which affect specific 
segments of activities and are of a temporary or self-canceling 
nature. This file is maintained by the Office Executive Secretary. 

Special Order Issuance Record 
Contains Special Order Issuance record of issuing authority. This 
file is maintained by the Office Executive Secretary. 

Memorandums 
Contains a copy of all memorandum issued to disseminate 
information, which does not warrant a formal order. This file is 
maintained by the Ofice  Executive Secretary. 

Memorandum Issuance Record 
Contains Memorandum Issuance record of issuing authority. This 
file is maintained by the Office Executive Secretary. 

Retain for five years, then 
transfer to the Maryland State 
Archives. 

Retain for five years, then 
transfer to the Maryland State 
Archives. 

Maintain as a perpetual file 
by updating when amended or 
revised and destroying 
obsolete material. 

Maintain as a perpetual file 
by updating when amended or 
revised and destroying 
obsolete material. 

Screen annually and destroy 
material that is no longer 
needed for current business. 
Any memorandums with 
historical value will be 
retained for five years, then 
transferred to the Maryland 
State Archives. 

Maintain as a perpetual file 
by updating when amended or 
revised and destroying 
obsolete material. 
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No. 

5 Status Reports 
Contains copies of those reports prepared by commanders at 
originating source and used to produce annual reports, as well as to 
review the operating efficiency of individual sections within the 
Sheriffs Office. This file is maintained by the Office Executive 
Secretary. 

6 Sheriffs Office All HazardfSpecial Event Plans 
Contains copies of documents relating to Critical Incident 
Management, Fire, Hazard Mitigation or comparable Emergency 
Evacuation Procedures. Originals are maintained by the Office 
Executive Secretary. 

7 Statistical Surveys 
Contains printouts from Uniform Crime Reports, Maryland 
Automated Accident Reporting System, Automated Incident 
Reporting System, Speed Survey, and related summaries. This file 
is maintained by the Office Executive Secretary. 

7-1 Uniform Crime Reports 
7 -2 Maryland Automated Accident Reporting System 
7-3 Traffic Analysis 
7-4 Enforcement Activity Summary 
7-5 ExParteProtective/Show Cause Order Stats 
7-6 Temporary Peace OrdersPeace Order Stats 

8 Maryland Electronic Telecommunications Enforcement Resource 
System (METERS)/Maryland Inter-Agency Law Enforcement 
System (MILES)/ National Crime Information Center (NCIC) 
Contains information regarding the Maryland Inter-Agency Law 
Enforcement System and the National Crime Information Center. 
This file is maintained by the Warrant Unit. 

--- --- - 

Records Unit 

Retention 

Retain for three years, then 
destroy. 

Retain for fifty years, then 
transfer to the State Archives. 

Retain annual summaries for 
five years, then transfer to the 
Maryland State Archives. 
Retain support data such as 
monthly and quarterly 
summaries for five years, then 
destroy. 

See #7 above. 
See #7 above. 
See #7 above. 
See #7 above. 
See #7 above. 
See #7 above. 

Retain for one year, then 
destroy. 








































































