BALTIMORE COUNTY

OFFICE OF CENTRAL SERVICES C-683
Records Management Divisien BCE ND.
RECORDS RETENTION AND DISPOSAL SOHEDULE I of 2

SCHEDULE NO.

PEOPLES COUNCEL

ALL DIVISIONS

AGENCY DIVISION
I'TEM
ND. DESCRIPTION RETENTION
1. GENERAL CORRESPONDENCE Screen annually and
Subject arrangement of original incoming letters, destroy that material no
copies of outgoing letters, memoranda, studies, longer needed for current
reports, directives, policies, and other materials business.
related to the administration of the agency.
Directives, policies, and
other material related to
the planning and policy
that illustrate the
development of the agency,
retain permanently for
eventual transfer to the
Archives.
2. UNOFFICTAL PERSONNEL FILES
Files contain information on current employees. Screen annually and
Files may contain but are not limited to copies of destroy that material no
applications, annual reviews. reprimands and longer needed for current
disciplinary actions, awards, doctor slips, accident reference. Retain
reports, resumes, etc. remaining items for two
(2) years after
termination, then destroy.
3. LEAVE AND TIME SHEETS Retain for one (1) year,
This file contains office copies of employees annual then destroy.
leave and daily time recordings (biweekly copies of
time sheets, and computer biweekly printouts).
4, BUDGET RECORDS Retain annual submissions

Annual Budget Submissions
Monthly Budget Printouts
Work Papers

for five (5) years, then
destroy. Retain all other
papers for two (2) years,
then destroy.

SCHEDULE APPROVED BY
RECORDS MANAGEMENT OFFICER

SCHEDULE APPROVED BY

COUNTY ADMINISTRATIVE OFFICER = . ;

SCHEDULE, APPROVED BY
‘ AGENCY,0R DIVISION REPRESENTATIVE

afayfie. 24l o Tursonse,

/

Wb (REV. 1/86)




SCHEDULE NO.
& RECORDS RETENTION AND DISPOSAL SCHEDULE C*683
/ o/ 0 K {CONTINUATION SHEET)
Qﬁﬂ* - PAGE NO.
2 of 2
ITEM
NO. DESCRIPTION : RETENTION
5. GENERAL ACCOUNTING RECORDS Retain for three (3)
Files contain office copies of: years, then destroy.
Goods Received memoranda, billing invoices, .
expense/travel reports, requisitions, petty cash (Recqrds not subject to
vouchers, mileage reports, direct payment forms, paid audit.)
bills, ticket books, purchase orders deposit slips,
receipt books, etc.
6. FIXED ASSET FILE Retain fixed asset
Fixed asset printouts (including vehicles) printout for one (1)
IRA Forms (office copy) year, then destroy.
Lost/Stolen Forms (office copy) Retain all other
Surplus Forms (office copy) completed forms for three
Transfer Forms (office copy) (3) years, then destroy.
7. CLOSED ZONING CASE FILES Purge of all non-record
These files contain all relevant documents for material. Retain balance
cases in which the Peoples Council was involved. for four (4) years after
They are arranged alphabetically and are indexed by appeals process is
case number on Docket Cards and then alphabetically completed, then destroy.
by name of petitioner for each fiscal year.
They duplicate the Master ZXoning Petition Case File
Retained by Planning and Zoning, but also include
documentation of People's Council representation in
the case.
8. OPEN ZONING CASE FILES Retain open files until
These case files are pending hearing and/or decision] appeal process is
by the Zoning Commissioner, County Board of Appeals completed or final
or the Courts and are duplicated in those offices. decision made. Exhibits
They also include active cases involving in recent County Boaxd Of
environmental or equity issues. Files may contain | Appeals cases are teturneq
but are not limited to decisions, correspondence, to Zoning COmmissioner,
background information, copies of zoning petitions, and People's Counsel's
site plans, exhibits, etc., which should be retained file is.then'trénsferFed
until final disposition of the cases. When a case to closed case files-/(iter}
is closed, it becomes "Closed Zoning Case File", YR \
item #7. They are arranged alphabetically and are N IR EPR
indexed by case number on Docket Cards and then Tl e T
alphabetically by name of petitioner then status of
case, .
9. DOCKET CARD FILE
This file'serveg as a quick, interoffice ref?rence ' Destroy individual cards |
to cases involving the Peoples Council. It is when no Tonger required.
arranged by case number on Docket cards and then i
alphabetically by name of the petitioner then status
of the case. (Working paper -- Not record copies)
RM 1A (Rev. 1/90)



I [dSIRUCTlgt§ -TYPE OR F’RINT A
l SEPARATE FORM FOR EACH NEW OR
|

REVISED RECORD SERJES. FORWARD
¥ITH RECORDS RETENTION SCHEDULE
GS 580-1)

DEFARTMENT OF GENERAL
RECORDS MANACGEMENT DIVISION
7278 WATERLOO ROAD
P.O. BOX 278

CERVICES

AGENCY RECORDS INVENTORY

PAGE _L OF 7

JESSUP, MARYLAND 20794 7

1. DEFARTMENT /AGENCY

Zoning

2. plvision

People’s Counsel
for Baltimore County

3. UINIT

i DEFINITION-RECORD SERIES-

A GROUP

QF RELATED RECORDS NORMALLY FILED

AND USED AS A UNIT FOR

i
l Office of Planning &
'.
|

. 4. RECORD SERIES TITLE

REFERENCE AS WELL AS RETENTION AND DISPOS|TION PURPQSES

Administrative and General Correspondence

5. EARLIEST YEAR/LATEST YEAR

1989 1o Fueenl

1

| §. RECORD SERIES DESCRIPTION (anlerv Z?SZ:;BE THE TYPES OF INFORMAT!ON/DOCUMENTS/FORMS FOUND
. ‘IN THE SERI

INCLUDE THE PURPOSE OR FUNCTION OF THE SET"!ES‘

Subject arrangement of original letters, copies of outgoing letters, memoranda, studies,

reports,
agency.

directives, policies and other materials related to the

administration of the

7. RECORD SERIES FORMAT(S)

W/LETTER Stre O MICROFIIM

O LEGAL 51zE° O COMFUTER TAPE
BOUND BOOK O FLOPPY DISK

0 AUDIO TAPE 0O VIDEO TAPE

O OTHER({SPECIFY)

8. RECORD SERIES SEQUENCE 9. VOLUME
ALPHAEET I CAL &’FILE DRAWER(S)
0 MICROFILM REEL(S)
0 NUMERICAL 4 0 COMPUTER TAPE(S )
NUMBE

O CHRONOLOGICAL,
O GEOGRAPHICAL

dCMHER“ﬂECWY)

Qubpt’

D OTHER(SPECIFY)

ANNUAL ACCUMULAT ICN
FILE DRAVER(S}
O MICROFILM REEL(S)
RGkeelR U COMPUTER TAPE(S)

10.

Ki

-

0 oTHER(SPECIEZ!

' FiLE 1S useED Fpitj 12. grLe aEcﬁ;PS INACTIVE AFTER i
O pailLY O WEEKLY O MONTHLY MCNTH(S) O YEAR(S) i
13. CURRENT LOCATIONLi) (BLDG.,FLS;E(?DOM) 14. 1s chonp SERIES DUPL ICATED ELSEWHERE 1
Ao - 47 52§f 225 TON {1 S, SPECIFY raENCY OR orrice)
YES B NO /ﬁ
Toween, g 2/20%
13. ACCESS RESTRICTIONS g YES NO 18. AUDIT REGQUIREMENTS

(17 ves,

c1TE Lawl{s) & reguraTiON(S)

U/;ONE O sTATE U FEDERAL O INDEPENDENT

swets

17. 1S AN

INDEX SYSTEM USED? (1r yrRS.E)PLAIN

BEIEFLY AND DESCRIBE ANY HANDRARE/ SOFTWARE )

{iss ¢ No

VI

gy A%

pae e i

i

g
-

18. RECCMMENDED RE%ENT! g\ e L
Screen annually an¢ dedtrdy that material no

longer needed for current business. Direétives
policies and other hater1a1 .relitedito the
planning and p011cy1that illustrate the =i
development of the agency, retain permanently
for eventual transfer to the Apph1ve§mmﬁ.

19. NAME AND TITLE OF PREPARER

Shirley M. Hess

Legal Assisstant to P.C.

20.

TELEPHCNE NUMEER

gE7-218Y

21. DATE

March 9,1992

DCS 3350-a4 (REVISED 2/37)

.




[ I
Instructions TYPE OR PRINT A | DEPARTMEN? OF GENERAL SERVICES | AGENCY  RECORDS  IKVERTORY
SEPARATRE FORM FOR EACH NEW OR | RECORDS MARAGEMENT DIVISION |
REVISED RECORDS SERIES. PORWARD ] 1275 WATERLOO ROAD |
WITH RECORDS RETENTION SCHEDULS | B.0. BOX 275 | PAGE Z:TOP__fiz
‘ | JESSUP, MARYLAND 20794 I ‘
I |
1. DEPARTNENT/AGENCY | 2. DIVISION | 3. ONIT
Office of Planning & | People’s Counsel |
Zoning |—for Baltimore County |

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

4. RECORDS SERIES TITLE 5 BARLIES? YEAR/LATEST YEAR

I
|
UNOFFICIAL PERSONNEL FILES : 198G | fheaert

§. RECORDS SERIBS DESCRIPPION (Briefly describe the types of information/docusents/foras found in the series,
Include the purpose or function of the series)

Files contain information on current employees. Files may contain but are not limited
to copies of applications, annual reviews, reprimands and disciplinary actions, awards,
doctor slips, accident reports, resumes, etc.

7. RBCORDS SERIES FORMAT{S)
[4LBTTER SIZE (] NICROPILN

8. RECORDS SERIRS SEQUENCE
[/ ALPHABETICAL

9. VOLUN
LV/FILE DRARER(S)
[} NICROPILM REBL(S)
III'I (] LEGAL SIZE  [] COMPUTER TAPE
RUNBER  |] OTHER(SPECIFY)

[] BOUND BOOK || PLOPPY DISK [] CHRONOLOGICAL

10. VOLUNE
[4-FILE DRANER(S)
[} NICROFILM RBBL (5)
(| OTHER (SPRCIFY) | {] COMNPUTER TAPE(S)
| TNONBER _ | ] OTHER{SPBCIFY)
l .

(] AUDIO TAPE (] VIDEO TAPE

I
I
|
{1 RUMBRICAL | (1 COMPUTER TAPB(S)
I
|
[1 GBOGRAPHICAL |
I

[] OTHER (SPBCIFY)

11.FILE 15 USED

12. FILB BECOMBS INACTIVE AFTER' oy
(] DAILY (] WBgKLY (] MONTHLY &7’ Aowrers

L} HORTE{S) [} TBAR(S)
NONBER : | | .

14, 15 RECORDS SERIES DUPLICATED BLSEWHERE? ;

13. CURRENT LOCATIggISI %gPG.,FLOO , ROON) ¢*//
fom . 47 % 0“’%‘4& ] 188 W0 (If Yes, Specify Agency or Office)
L0080 o AnnaTO < H . ( ) p y»-‘g Y S ‘)I...

7§¢vﬁen,zﬁzji'z4tlv¢

15, ACCESS RESTRICTIONS  [] V8§ |i¥o~
(If yes, cite law{s} & regulation(s)

16. AUDIT RBQUIREMENTS

|
I
I
I
I
I
I
I
|
| [}-fORS (] STATE [} EEDERAL [] INDBPENDEKT

¢ R

17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and 18, RECOMMENDED RETENTION

describe any hardware/software) Screen annually and-‘destroy that material

:Zijé; Retain remaining items for two years after
. termination, then destroy.

-

I
I
[
b TES (1 %o ; no longer needed for current reference.
I
I
I

I
9. NAME AND TITLE OF PREPARER | 20. TRLEPHONE NUMBER
Shirlley M. Hess: | gvg 7.7//(5/
|

Lepgal Assisstant P.C.

21, DATE
March 9, 1992

DGS 550-4(REVISED 2/87)




Instructions TYPB OR PRINT A DEPARTNERT OF GENERAL SERVICES AGENCY  RECORDS  IRVENTORY

| I

| l

SEPARATE FORM FOR EACH NEW OR | RECORDS MARAGEMENT DIVISIOR |

REVISED RECORDS SERIRS. FORWARD | 1275 WATERLOO ROAD :
I

|

I

WITH RECORDS RETENTIOK SCHEDULE 2.0. BOX 275 maE 3 a9
‘ | JRSSUP, MARTLAND 20794 =
|
1, DEPARTNENT/AGRNCY | 2. DIVISION | 3. ORIT
|

People’s Counsel
£.P1 & bs |
Offlcezgnlngannlng for Baltimore County |

DRFINITION - RBCORD SERIES A group of related records normally filed and used as a unit for reference as well as
retention and disposition purposes

4. RECORDS SERIES TITLE 5 EARLIES? VEAR/LATEST YEAR

||
LEAVE AND TIME SHEETS : 199/ | Precart="

§. RECORDS SERIRS DESCRIPTION (Briefly describe the types of information/documents/foras found in the series.
Include the purpose or function of the series)

This file contains office copies of employees annual leave and daily time recordings.

7. RBCORDS SERIRS FORMAT(S)
LETTER SIZE [] MICROFILN

8. RECORDS SERIBS SEQUENCE
{1 ALPHABETICAL

9. VOLUME
LY PILE DRAWER(S)
[] MICROFILM RRBL(S)

‘ {1 LBGAL STZB  [] COMPUTER TAPE (1 NUMBRICAL / (] COMPUTER TAPE(S)

{] BOUND BOOK [] PLOPPY DISK

10. VOLUME
718 DRAWER(S)
(] NICROFILN RSBL (5

{) AUDIO TAPR (] VIDBO TAPR {] GEOGRAPHICAL

[| OTHER (SPECIFY)

|
I
I
|
| TNUNBER {] OTHER{SPECIFY)
[q/ CHRONOLOGICAL |
|
|
l
{] OTHER (SPBCIFY) |
l

‘ (] COMPUTER TAPE(S)
NONBER  |] OTHER{SPECIFY)
|

-1
11.FILE IS USBD | 12. FILR BECOMBS INACTIVE APTER
[} DAILY {] WBBKLY L} HONTHLY | [} MONTH({S) [} YBAR(S)
| NUNBER
|
13, CUT;éyT LOCATION{S) (BLDG.,ELOOR, ROOM) | i, é;/RECORDS SERIES DUPLICATED BLSEWHERE?
- 47 O- MM& | 18S [} NO (If Yes, Specify Agency or Office)
o W Arremai
Caoton. D g 1204 |l /4’””"“%‘;0"“ e . PA/%WZ
15. ACCESS RESTRICTIONS [] 188 bJ/ﬁa | 16, AUDIT ﬂiﬁUIREHENTS
(1f yes, cite law(s) & requlation(s) | LI RONE [] STATE (] FEDBRAL ([] INDBPBRDENT
| - - ]
17. IS AN INDRY SYSTEM USED? (If yes, explain briefly and | 18. RECOMMENDED RETENTION
des e any hardware/éoftware) | Retain for one year, then destroy.
us {1 wo \
I
® '
|
I ! |
9. NANE AND TITLE OF PREPARER | 20, TELEPHONE NUMBER | 21, DATR
Lesghlfley M. Hess ' g 7-214% : March 9,1992

DGS 550-4(REVISED 2/87)




DEPARTNENT 0F GERERAL SERVICES
SEPARATE FORN FOR EACH NEW OR RECORDS MANAGEMERT DIVISION

Instructions TIPR OR PRINT A AGENCY  RECORDS  INVENTORY

‘IISBD RECORDS SERIES. PORWARD 1275 VATERLOO ROAD

PGs_ Y _o0r_7_

JESSUP, MARTLAND 20794

1. DRPARTMENT/AGENCY 2. DIVISION o
Office of Planning & People’s Counsel for

|
|
I
H RECORDS RETENTION SCHEDULR | P.0. BOX 215
|
I
| 3, UNIT
|

Zoning | Baltimore County
DRFINITION - RBCORD SERIBS A group of related records mormally filed and used as 4 unit for reference as well as

retention and disposition purposes
|

1. RBCORDS SERIRS $ITLE | 5 EARLIEST YEAR/LATEST VEAR
BUDGET RECORDS I 198571 Precot™

|
§. RBCORDS SERIBS DRSCRIPTION (Briefly describe the types of imformation/docusents/foras found in the serfes,
Include the purpose or function of the series)

Annual Budget Sudmissions
Monthly Budget printouts
Workpapers

1. RBCORDS SERIRS FORMAT(S)
. {] LETTER SIZE [] MICROPILNM

[d/ilGAL SIZE (] COMPUTER TAPR

8. RECORDS SERIES SEQUENCE
{1 ALPEABRTICAL

9. VOLUMR
[4-F1L8 DRAWER(S)
[] NICROFILK REEL(S)
(] COMPUTER TAPE(S)
NUNBER [} OTHER(SPECIFY)

(] KOMERICAL

{] BOUKD BOOK [} PLOPPY DISK {] CHROHOLOGICAL

{] AUDIO TAPE (] VIDEO TAPE

10. VOLUME
[] GROGRAPHICAL I}/fiis DRAWER(S)

[] MICROFILM REBL (5)

{] OTHER (SPBCIFY) [J/ﬁiﬂik {SPECIEY) + [] COMPUTER TAPB(S)
f:j/ NOMBER  [] OTHER{SPECIFY) \
T I -
11.F1L8 1§ USED [1/,/’ | 12. PILB BECONES INACTIVE APTER LY/}/ '
[} DAILY (] WBEKLY MONTHLY | { [] NONTH(S) YEAR(S)
| NUMBER . I
| e -
13. CURRENT LOCATION{S) (BLDG.,FLOQR,ROON | 14, IS RECORDS SERIES DUPLICATED ELSEWHERE?
M;ﬂ ot W‘é | {188 [] HO (If Yes, Specify Agency or Office)
(V%4 ' -~ \ . ~
Surton  Id 2 gk | Lonrncrs t20ncs Ml + Srahet I e
15, ACCESS RESTRICTIONS [] TES |tHo I [ ey J
I

16, AUDIY, REQUIRBNENTS ¥y - o
ions () st {1irshs i

i - ¢

(1f yes, cite law(s) & requlation(s) ‘*I]“’mﬁ‘x‘%inmr :

f—

1 TN
18. RECONMENDED RETENTION
Retain annual submissions for five years,
then, destroy. [Retain all other.papers

Y] i

for two years, then'desfroy.. -

17. IS AN INDBX SYSTEM USED? (If yes, explain briefly and
describe amy hardware/software)

‘ll" WS (] %o

Shirley M. Hess $g7-2188 March 9,1992

| I

9. NAME AND TITLB OF PREPARER | 20. TELEPHONS NUMBER | 21. DATS
I I
I l

Legal Assistant P.C =



DEPARTMENT OF GENERAL SERVICES
SEPARATE FORM POR EACH NEW OR RECORDS MANAGEMERT DIVISION

Instructions TYPE OR PRINT A AGERCY  RECORDS  IKVEHRTORY

REVISED RECORDS SERIES. FORWARD 1275 WATERLOO ROAD

JESSUP, MARYLAND 20794

I I
I I
' '. z
l
WITH RECORDS RETENTION SCHEDULE I B.0. BOX 275 | PAGE 5 OF
I I
I I
I I
I I
I

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNI?
Office of Planning & People’s Counsel for
Zonineg I Baltimore County

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

4. RECORDS SERIES TITLE 5 BARLIES? ¥ j/bATEST YEAR

|
I
GENERAL ACCOUNTING RECORDS : /7

§. RECORDS SERIES DRSCRIPTION (Briefly descride the types of information/documents/foras found in the series.
Include the purpose or function of the series)

Files contain office copies of:

Goods received memoranda,billing invoices, expense/travel reports, requisitions, petty
cash vouchers, mileage reports, direct payment forms, paid bills, ticket books, purchase
orders, deposit slips, receipt books, etc.

7. RBCQRDS SERIRS FORMAT(S)
BTTER SIZE [] MICROFILN

8. RECORDS SERIES SEQUENCE
ALPHABETICAL

9. VOLUNB
}-F1L8 DRAWER(S)
[} MICROFILM REBL(S)
. [} LBGAL SIZE  [] COMPUTER TAPE {] HUMBRICAL é [| COMPUTER TAPB(S)
NUKBER (| OTHER(SPBCIFY)

{) BOUKD BOOK [) PLOPPY DISK

10. VOLUME
{JF1LB DAAWER{S)
[] MICROFILM REBL (S)
(] COMPUTER TAPR(S)
NUMBER  [] OTHER(SPBCIFY)

() AUDIO TAPR (] VIDBO TAPE (] GBOGRAPHICAL

[} OTHER (SPBCIFY) {] OTHER (SPRCIFY)

I
|
l
I
|
[1 CHRONOLOGICAL |
I
I
I
I
I
I

é?azmmaaﬁ P Zovere -4é;gw44b“ %;244;QQ&414-

t G NG - 2O Y

16. Aﬁ%&? RBQDIRRHSNfgf

-
15. ACCESS RESTRICTIONS  [] YBS [] NO
[}/ﬂ/hl [] STATE [] FEDBRAL [] IHDBPENDERT

{1f yes, cite law({s) & requlation(s)

11.FILE IS USED | 12. FILR BECOMES INACTIVE AF?TER
(] DAILY [] WBBRLY HONTHLY | [ WORTR(S)  BHTEAR(S)

| NUMBER
|

13, CURREtgﬂk?CAT%PNIS).ng?ﬂ.,FLOOR,ROOHI ] 14, IS RECORDS SERIRS DUPLICATED BLSEWHERE?

L e I‘ *4it] [1 80 (If Tes, Specify Agency or Office)

|
I
|

17, 15 AN INDBY SYSTEM USED? (If yes, explain briefly and
describe any hardware/software)

18, RBCONMENDED RETENTION

Retain for three years, then destroy.

|
|
|
[] 185 [] Ko |
| (Records not subject to audit) .-.
o |
I
I ! I
9. NAME AND TITLE OF PREPARER | 20, TELEPHONE NUMBER | 21. DATR
Le?zhallrk€331rg.ta%etssto P.(I. 387 - ?// %/% I March 9.1992

DGS 550-4{RBVISED 2/87)




Instructions TYPR OR PRINT A DEPARTMENT OF GENERAL SERVICES AGENCY  RBCORDS  IRVERTORY
SEPARATE PORM FOR EACH NEW OR

RECORDS MANAGENMENT DIVISION
REVISED RECORDS SERIRS, PORWARD

1. DEPARTNENT/AGENCY 2. DIVISION

| |
: :
| 7275 WATERLOD ROAD | 5 A
WITH RECORDS RETENTION SCHBDULE | P.0. BOX 275 | A o ;Zf
‘ | JRSSUP, NARTLAND 20794 |
| |
| | 3. UNIT
|

Office of Planning & ZPnlng, People’s Counsel for 4a1timore County

DEFINITION - RBCORD SERIES A group of related records normally filed and used as a unit for referemce as well as
retention and disposition purposes
|

4. RBCORDS SERIBS TITLE | 5 BARLIBST? YEAR/LATEST TEAR
| 1970 | Pheacsis™

Special Accounting Records |

§. RBCORDS SERIRS DRSCRIPTION (Briefly descride the types of information/documents/forms found in the series.
Include the purpose or function of the series)

Audit Reports (jnternal of ekXterndl, finaricial or program)

1. RBCORDS SERIBS FORMAT(S)
Al LETTER SIZE [] MICROFILM

8. RECORDS SERIBS SBQUENCE
(] ALPHABBTICAL

3. VOLONE
F{/;}Ll DRAWER(S)

u// |} MICROPILN REBL(S)
. LBGAL SIZE [} CONPUTER TARE PI/NUKERICAL { [] COMPUTER TAPE(S)
NUKBER [} OTHBR{SPBCIFY)
{] BOUKD BOOK |[] PLOPPY DISK

10. VOLUNE
{] AUDIO TAPE [] VIDEG TAPE [L/fgil DRAWER(S)

(] MICROFILN RRRL (S)
‘ [] CONPUTER TAPE(S)
{1 OTHER{SPECIFY)

[] GEBOGRAPHICAL

[| OTHER {SPECIFY) (| OTHER (SPBCIFY)

l
|
I
I
=
(] CHROROLOGICAL |
|
I
l
I
I
l

-|
11.FILE 15 DSED | 12. FILE BECOMBS INACTIVE APTER
[] DAILY [] WBBRLY F&’ﬁai&BLY | {1 NONTH(S) [] YEAR(S)
| NUNBER
| . e
13. CURRENT LOCATIOR(S) ( LDg. C?BOR ROO!) | 14, 15 RBCORDS SRRIRS DUPLICATBD RLSEWHERE?
| [y188 [] RO (If Yes, Specify Agemcy or Office)
4wo &Jw’ | - :
7 Bwraen ¢/¢7¢sv’ 2 11,,¢9 “f | (Aiadan
15, ACCESS RESTRICTIONS  [] T8S 4)40 | 16, Aoz maquingments  /
(1f yes, cite Iaw(s) & requlation{s) | RONE [] STATE (] PRDBRQ&'.[].IHDBEFHDSKT
I ,
17. 1S AN INDRY SYSTEM USED? {1f yes, explain briefly and | 18. RRCOMMENDED RETRNTION
describe any hardware/software) 7. | ) "
{&1&5 1) /;7" ;%élmb_;2£2é%,béaﬂu | Retain one (1) popy permdréntly for eventual
| transfer to the Archives.
o | T
|
I | |
9. NAME AND TITLE OF PREPARER | 20, TELEPRONE NOUMBER | 21. DATE
Shirley M. Hess
Legal Assistant to P(; %57- Z-| %(K I March 9, 1992

DGS 550-4(REVISED 2/87)




Instructions TYPE OR PRINT A DEPARTMENT OF GENERAL SERVICES
SEPARATR FORM FOR EACH NEW OR RECORDS MAHAGEMERT DIVISIOK

I
] AGENCY  RECORDS  INVERTORY
I
REVISED RECORDS SERIES. FORWARD | 1275 WATERLOO ROAD
I
I
I

TH RECORDS RETENTION SCHEDULE P.0. BOX 275 PAGE ﬁ 0F z
JESSUP, MARYLAND 20794
1. DEPARTMENT/AGENCY | 2. DIVISION V3, NI
Planning & Zoning [ People's Councel - Balto 40.

DEFINITION - RECORD SERIBS A group of related records normally filed and used as a unit for referemce as well as
retention and disposition purposes

|
4. RECORDS SERIES TITLE | 5 EARLIBST YEAR/LATEST YEAR
FIXED ASSETS FILE : 1990 | _phtesit”

6. RBCORDS SERIES DESCRIPTION (Briefly describe the types of information/documents/forss found in the series.
Include the purpose or function of the series)

Fixed asset printouts (including vehicles)
IRA Forms (office copy)

Lost/stolen forms (office forms)

Surplus forms (office forms)

Transfer Forms (office forms)

7. RECQRDS SERIES FORMAT(S)
‘ [/LETTER SIZE [} MICROFILN

8. RECORDS SERIES SEQUENCE
[} ALPHABBTICAL

9. VOLUNE

LFILE DRANER(S)

[] NICROFILM REBL{S)
é {1 COMPUTER TAPB(S)
NUMBER  [] OTHER(SPECIFY)

I
I
|
{] LBGAL SIZR  [] COMPUTER TAPE |
I
|
| 10. VOLUMR
| [Mﬁx DRAWER(S)
I
I
I
[

f] NUMERICAL

(! AUDIO TAPE (] VIDEO TAPE (] GEOGRAPHICAL

{] MICROFILN REEL (S)
(] COMPUTER TAPE(S)
uiI'axn (] OTHER{SPECIFY)
12. PILE BECOMES INACTIVE APTER
(] NONTH(S) W TEAR(S)

{ ] OTHER {SPBCIFY) [] OTHER (SPBCIFY)

|
|
I
I
|
I LI’///
(] BOUND BOOK (] PLOPPY DISK | CHRONOLOGICAL
I
I
I
I
|
I

11.FILE IS USED
[} DAILY [] WBERLY L&’gaNTHLY

13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM)

Bom 47 6354%4254§9‘b462 cify
W%»&‘/ Fuped] A sty Copptrd O3 :Mq/m

15, ACCESS RESTRICTIONS  [] 1BS b}’ﬁh | 16. AUDIT REQUIREHENTS

(If ves, cite law(s) & requlation(s) | {] RONE [] STAQE [] FEDERAL {J INDBPKNDKHT
) \\! ar -

NUMBER

14, IS RECORDS SERIES DUPLICATED ELSEWHERE?
WTES [] N0 (If Ves, Specify Agency or. 0££1ce)

A

I

17. IS AN INDBX SYSTEM USED? (If yes, explain briefly and 18. RECOMMENDED RETENTION
describe any hardware/soft‘are, Retain fixed asset Prl,nt;outy.“for one Year,

4
i
I
I
I
1es [] %0 | then destroy. Ll o
|
I
I
I

Retain all other completed forms for three
|

years, then destroy.
I
§. NAME AND TITLE OF PREPARER | 20. TELEPHONE NUMBER { 21. DATE
Shirley Hess : 287218 { March 9, 1992
DGS 550-4(REVISED 2/87)
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l l

| DEPARTHENT OF GEHRRAL SERVICES |

SEPARATE FGiN POR EACH NEW OR | RECORDS MANAGENERT DIVISION l

REVISED RECORDS SERIRS. FORWARD | 7275 WATERLOO ROAD | .

YI7R RECORDS RETENTION SCHEDULR | P.0, BOX 275 [ PAGE j_ g
! |
l l
| l

JESSUP, MARYLAND 20794
‘ OEPARTNENT/AGENCY

Office of Planning & Zonipg) People's Counsel for BaltimorelCountv

DEFINITION - RECORB SERIBS A group of related records noraally filed and used as a unit for reference as well as
retention and dispesition purposes

“Instructions TYPE OR PRINT A AGERCY  RECORDS  INVERTORY

2. DIVISICH T3, UNIT

1975/ 199}

|

{, ATCORDS SERIZS TITLR | 5 BARLIZST TEAR/LATES? TIAR
- |
Closed Zoning Case Files (in which P.C. was involved) |

§. RICORDS SERIZS DESCRIPTION (Briefly describe the types of information/documents/foras found {n the series,
Include the purpose or function of the seriss)

Zoning Cases Files mav contain but are not limited to
County Board of Appeals Cases decisions, correspondence, background
Circuit Court Cases information, copies of zoning petitions,

Ct. of Sp. Apveals & Ct. of Appeals site plans, exhibits, etc., to be retained
for reference and nossible future use in
cases involving same propertv or zoning
issues. ,

NOTE: People's Counsel also maintains
files for cases involving envir-
onmental or equity issues.

! l
8. RECORDS SSRIES SEQUENCE
Kl ALPEABETICAL

9. VOLUME — Alphabetical
4 K] PILR DRAWER(S) (desk)
[] MICROPILK REEL(S)
{] COMPUTER TAPE(S)
NUMBER [ OTHER(SPBCIFI) (boxes)

7. RBCORDS SERIES FORMAT(S)
f4 LETTER SIZE [] MICROFILN

[] CHROROLOGICAL

|
l
l

(4 LBGAL SIZR (] COMPUTER TAPE | Il KUNERICAL
|
{1 BOURD BOOK [} FLOPPY DISK |
l

1 K] FItg DRAWER(S) (latersl)
[} MICROFILN REEL (5]
20 [} COMPUTER TAPR(S)
" FUNBER - K] OTHER(SPBCIFT} (Dboxes).

[] GBOGRAPHICAL

|
|
|
|
|
|
| 10. VOLUME - Numerical
[} AUDIO TAPE [] VIDRG TAEE %
l
|
|

|
l
{] OTHER {SPECIFY) l {] OTHER {SBECIFY)
I
|

12. TIL3 BECOMSS INACTIVE AFTRR

2 [] NORTE(S) I TEAR(S)
KUXBER oy

11.FILE IS USED
i DAILY [y WEEKLY N XORTRLY

(X) WHEN PERTINENT TO A CURRENT CASE
13, CURRENT LOCATIOM(S) (BLDG. +FLOOR, ROOX)

County Office Bldg.
3rd Floor, Rm. 304

14, IS RECORDS SERIES DUPLICATED EL3EWHERE? J

K| 188 [] B0 (If Tes, Specify Agency or Office). f
Zoning Commlss1oner s.0ffice, OPZ, 'retains
master zonineg case fileg: Ckt, Ct. retains

16, AUDIT RBQUIRENEN?S master appellate case files.
i RORE [] STATE |[] FBDERAL {] IKDEPRKDER?

t -

15, ACCESS RESTRICTIONS (1188 [y WO
(If yes, cite law{s) & requiatioa(s)

—— . e e, e — s ]
"

17, IS AW INDRX SYSTEX USED? (If yes, explain briefly and 18. RBCOXNENDED RRTENTION

|
describe any hardware/software) - | Retain for 10 vears after appeals process
M 118 {] xo | completed, then microfilm. Retain microfilm
Docket Cards: (1) Master Index by Case | permanently and send original papers to

No. of all zoning cases for each fiscal year| State Archives.
and (2) alphabetically by name of petitioner] .

cted cases) | | _ .

"
= L%

9. NAME AND TITLE OF PREPARER | 20. TELEPHONE NOUMBER | 21, DATR
Shirley M. Hess |
Legal Assistant to P.C | 887-2188 | Qctober 11, 1990

DGS 550-4{REVISED 2/87)




DEPARTMERT OF GERERAL SERVICRS AGERCY  RECORDS  INVERTORY
SEPARATE_70:M FOR EACH HEW OR RECORDS MANAGEMENT DIVISION <’——j5;7
REVISED RECORDS SERIES. PORWARD 1275 WATERLOO ROAD

Instructions 7YP3 OR PRIRT A i l
' |
' |
WITH RECORDS RETENTION SCHEDULS | P.0. BOX 275 ‘ | PAGE i{ 0
| | -4
' n
| |

JESSUP, MARTLAND 20794

‘1 DEPARTNENT/AGENCY 2. DIVISION 3, UNIT

Office of Planning & Zonlng,= People's Counsel for Baltimore C%untv

DETINITION - RECORD SERIRS X group of related records noraally filed and used as a unit for reference as well as
retention and disposition purposes
|

4. RECORDS SBRIBS TITLR | 5 BARLIEST TEAR/LATEST VBAR
Open Zoning Case Files (in which P.C. was-involved) } 1981 /1991
§. ABCORDS SERIES DESCRIPTION (Briefly describe the types of {nforaation/docunents/foras found in the seriss,
Inciude the purpose or fumction of the series)
Zoning cases pending hearing and/or decision by Zoning Commissioner, County
Board of Appeals or the Courts. Files mav contain but are not limited to decisions,
correspondence, background information, copies of zoning petitions, site plans,
exhibits, etc., to be retained until final disposition of cases when they are then
transferred to closed zoning case files.

NOTE: People's Counsel also maintains files for active cases involving
environmental or equity issues. "t
l l
7, ABCORDS SERIES FORMAT(S) | §. RECORDS SZRIES SEQUENCE | 9. VOLUME - Alphabetical
{¥ LETTER SIZE [] MICROPILM ( ALPHABETICAL N PILE DRAWER(S) (lateral)
{] MICROFILM REBLIS)
1 [] COMPUTBR TAPX(S)
NUXBER (] OTRER{SPECIFI)

[} LBGAL SIZE  [] COMPUTER TAPE [} RUMERICAL

[] CERONOLOGICAL

. [} BOUAD BOOK (] PLOPPY DISK

[} GEOGRAPHICAL Of PILB DRAWER(S) (desk)

(] AUDIO TAPR [] VIDEO 7APX

[) MICROFILY RRBL {S)
&[] coMpUTER TAPE(S)
(1

OTHER(SPECIFY)

[] OTHER (SPECIFY) [] OTHER (SPECIFY)

l

l

[

|

l

| 10, VOLUNE - Alphabetical
|

|

|

| T HUNBER

|
|
I
|
l
I
I
!
l
|
|

|
12, TILE BECOMES INACTIVE AFT®R FINAL DISPOSITION.
[] MORTH(S) [] 18AR(S)

11.FILB IS USED
X DAILY K weExLy X] XORTALY

(X) WHENEVER FILE IS UPDATED HUMBER

14, IS RECORDS SERIRS DUPLICATRD BLSEWHERR?
i YB3 (] RO (If Tes, Specify Aqgency or Office)
Zoning Commissioner's Offlce, OPZ rerains

master zoning case filegi CKt detains
16, AUDIT REQUIREMENTS master appellate case files

} RORE (] STATR [] PEDERAL [] IRDEPENDENT

13, CURRENT LOCATION{S) {BLDG,, FLOOR,ROQM)
County Office Bldg.
3rd Floor, Rm. 304

15. ACCESS RBSTRICTIONS [1188 N WO
{1f yes, cite law{s) & requiation(s)

— —— T e — e ——
L

1]

18, RECONNENDED RETENTION  © -\

Retain in open files until appeal process
is completed or final decision made.
Exhibits in recent County Board of Appeals
cases are returned to Zoning Commissiioner,
and Peopie' SICounsel s file is then trans-
Ierred to cl?s?? ci%f Tiles.

17, IS A¥ INDRX SYSTEN USED? (If yes, explain driefly and
describe amy hardware/software) -
K 118 [} %o
Docket Cards: (1) Master Index by Case No.
of all zoning cases for each fiscal year and

(2) alphabetically by name of petitioner by
status of cases, |

9, NAME AND TITLE OF PREPARER | 20. TELEPRONE NUMBER
Shirley M. Hess | [
Legal Assistant to P.C. | 887-2188 ! October I1, 1990

DGS $50-4(RBVISED 2/87)
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INSTRUCTIONS — TYPE OR PRINT A DEPARTMENT OF GFNERAL SERVICES

SEPARATE FORM FOR PACH NEW OR RECORDS MANAGEMENT DIVISION AGENCY RECORDS TNVENTORY
REVISED RECORD SERIES. FORWARD 7275 VATEKL00 ROAD
WITH REGORDS RETENTION SCHEDULE. P.0. Box 275 pape G £ g
Jessup, Maryland 20794 "ape _°
ARTMENT /AGENCY 2. DIVISION 3. UNIT
fice of Planning & Zoning People's Council

.S B e AS:

A GROUP OF RFIATFD RECDRDS NORMALLY FILED AND USED AS A UNTT FOR
REFERENCE AS WELL AS RETENTTON AND DISPOSITION PURPOSES. —

4., REOORD SERIES TTTIF S. EARLIESI YEAR/TATEST YFAR

Docket Card File
19.5 T Pregent

_(RRIFFLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORYS FOUND
IN THE SFRIES, INCLUDE THF PURPOSE OR FUNCTION OF THE SERTES)

DEFINTTION-RECORD SERIES-

6. RECORD SERIES DISCRIPTION

This file provices a quick, interoffice indexing system and reference
to cases involving the People's Council. They are arranged by case
number on Docket cards, then alphabetically by petiLionér name. They

also contain the current status of each case.

7. REOORDS SERIES FORMST(S) 8. RECORDS SRRIES SHQUENCE 9. VOLIME
{) LETTER 51ZE (] MICROFDM {} AUPHABETICAL B FILE DRAWER(S)
() MICROFTIM REEL(S)
[) umAL 5128 ] OOMPUTER TAPE £] MMERICAL 2 [)] OMPUTER TAPE(S)
MMEER () OTHFR SPECIFY
‘U BOUND ROK [ FLOPPY DISK (] CHRONOLOGICAL
10, VOLIME
(] an10 TAPE  [] VIDEO TAPE (] GEOGRAPBMICAL £ FILE DRAWER(S)
[ MICROFDM REELS(S)
{3 OTHER(SPECIFY) [] ONR SPECIFY .5 [) ooMPUTER TAPE(S)
card file mm[] onm(smcm)
11. FILE US USED |2 Fm:smammcnvzm a
§3 DATLY [] wemay {1 MONTHLY Date Cloged {7 MoNmH(S) [1 YEAR(S)
W ;
13, CURRENT LOCATION(S) (BLDG., FLOOR, ROCM) m 1s REcxms SERI'ES DUPLICATED ELSEVHERE? -
(1f yes, specify agency or office v
400 Washington Ave. Suite 03 &iYFS e [1 Now‘,“m“,,
15, ACCESS RESTRICTIONS () YES £k to 16. AUDIT KEQUIKEMANTS
(1f yes, cite law(s) & regulation(s) (2 m [1 smm () FOERAL  [] INDEPENDENT
B Ry odis ki
17, IS AN IMEX SYSIEM USED? (If yes, explain briefly and i8. RFmbﬂm mmrfm VIR |
describe and hardware/software) ‘ e
(3 ¥ES {1w ' Destroy individual cards when T
Numeric, then alphabetic by petitioner's name. no lTonger required.
. ; i g o ‘,/‘h\ul\ J"‘\ 'b“ ' g}’ r: ‘_:{ ‘
19. NAME AND TITLE OF PREPARER zo.muzmqlmmggm 2|, DATE
Shirley Hess, Legal Assistant 887-21

March 24, 1992




