RECORDS RETENTION AND DISPOSAL SCHEDULE

SCHEDULE NO.
C-688

PAGE NO.

1 of 2

Howard County

AGENCY Dept. of Planning & Zoning

DIVISION Zoning Admin.

ITEM

NO. DESCRIPTION

RETENTION

1. |GENERAL ADMINISTRATIVE CORRESPONDENCE
Contents:

operations

ADMINISTRATIVE ADJUSTMENT FILES

Date: Files date back to 1976
Contents:

a. Application; b.
c.
d. Correspondence;

Property Plat; -

c.

ZONING VIOLATION FILES

Date: Files date back to 1949

Contents:

&. Zening Violation Origination Form;
b. Inspection Reports; c.
d. Telephone Notes; e.
f. Zoning Violation Notice;
g. Cease and Desist Orders;
h. Court Decision

ZONING MAP AND REGULATION AMENDMENT FILES

Date: Files date back to6 1948

letters, reports, memorandums, newsletters and
miscellaneous materials which reflect normal office

Certification of Posting of Property;
Director's Decision

Photographs;
Correspondence;

Screen annually. Destroy
material no longer ‘needed.

Retain original files for 7
years. Thereafter,
microfilm application and
Director's decision.

Upon validation of microfilm,
destroy paper record.

Retain microfilm permanently;
transfer periodically to
State Archives.

Retain original! files for 7
years. Thereafter,
microfilm violation notice.
Upon validation of microfilm,
destroy paper record.

Retain microfilm permanent.ly;
transfer periodically to
State Archives

Retain original files for 7
years. Thereafter,
microfilm entire file.
validation of microfilm,

Upon

' DATE

RE

Contents : destroy paper record. Retain
a. Petition of proposed amendment; microfilm permanently;
SCHEDULE APPROVED BY SCHEDULE APPROVED BY
RECORDS MANAGEMENT OFFICER STATE ARCHIVIST
V), /e e
/ i (0 SIGNATU

/ /DA'TE

" SIENATURE )

SCHEDULE APPROVED BY —
AGENCY, OR DIVISION REPRESENTATIVE

ples/fr  pande S D ey

7 DATE SIGNATURE

CS - 90-588




' SCHEDULE
oMM R TR RECORDS RETENTION AND DISPOSAL SCHEDULE Mo, C-688
REV. 2/7% (CONTINUATION SHEET)
Nt 2:0f 2
{tem D - Retention
No. escription
b - R 3
ZONING MAP AND REGULATION:'AMENDMENT FILES (continued) |transfer periodically to
. State Archives.
Contents: (continued)
b. Property Plat; c¢. Planning Board -
Recommendation & Staff Report;
d. Affidavit by Petitioner; e. Certification of
Notice Posting of Property; g. Correspondence;
h. Exhibits; 1i. Resolution and/or Decision
and Order
5. }BOARD OF APPEALS DEPARTMENTAL APPEALS Retain original files for

Date: Files date back to 19320

Contents: .
a. Petition of proposed appeal; b.
c. Department Affect - Staff Report or Comments;:
d. Affidavit by Petitioner; e. Certification

of Notice of Hearing and Posting of Property;
f. Correspondence; g. Exhibits;
h. Resolution and/or Decision and Order.

BOARD OF APPEALS  SPECIAL EXCEPTION,

VARIANCE AND NON CONFORMING USES

Date: Files date back to 1948
Contents:
a. Petition; b. Property Plat; c¢. Planning

Board Recomnendation & Staff Report;

d. Affidavit by Petitioner; e. Certification of
Hearing & Posting of Property; f. Correspondence;
g. Exhibits; h. Resolution and/or Decision and
Order.

ARD OF APPEALS  SIGN REQUESTS

Date: Files date back to 1973.

1

Contents:

R. Petition of Proposed Request; b. Property Plat;

C. DPW Staff Report; d. Affidavit by Petitioners;
e. Certification of Notice of Hearing and Posting
bf Property; f.' Correspondence; g. Exhibits;

h. Resolution and/or Decision and Order.

Iase o arr

Property Plat; Imicrofilm permanently;

7 years. Thereafter,
microfilm entire file.
validation of microfilm,
destroy paper record. Retain

Upon

transfer periodically to
State Archives.

[Retain original! files for 7
years. Thereafter, microfilm
entire file. Upon validation
f microfilm, destroy paper
Fecord. Retain microfilm

Lo State Archives.

Retain original files®for 7
years. Thereafter, microfilm
Decision and Order. Upon
validation of microfilm,
destroy paper:record. Retain
microfilm permanently;
transfer periodically to
State Archives.

permanent.ly; transfer periodicalj!

PS = 242




-

SEPARATE FORM FOR EACH NEW OR

is TIGNS - -TYPE OR PRINT A DEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION

AGENCY RECORDS IRVENTORY

" DPZ/DZASE Zoning Admin. & Enforcement

‘REVISED RECORD SERIES. FORWARD 7278 WATERLOO ROAD
RECORDS RETENTION SCHEDULE P.0. BOX 273 1
' PAGE or 7
350-1) JESSUP, MARYLAND 20794
{ 1. DEFARTMENT /AGENCY 2. DIVISION »oowur

DEFIN'Tlm"Em SERIES - A SROUP OF AKLATED RECORDS NORMALLY FILED

Pr—

..

REFERENCE AS TELL AS .m"?lo" ANMND DISrOS
RECORD SERIES TITLE ’ )

r.:um__:u.'unm

AND VUSED AB A UNIT POR

$. EARLIEST YEAR/LATEST YEAR

Genera! Correspondence Files

225 TO Ccurrent

THE SERIES.

' ¢. RECORD SERIES DESCRIPTION ‘.lll'LY PESCRIBE THE TYPES OF IN'OMTUON/DDCWTD/NRR. POUND
INCLUDE THE PURPOSE OR FUNCTION OF THK BEFIES )

a. Copy of all our office's correspondence (pinks)
b. Al zoning inquiries received from the public with the office's response.
c. Accounting forms (purchase orders, employee expenses; store requisitions, etc)
d. Interoffice correspondence
. fi .
g . gtfhege—P%-g‘E‘?gg?sreports memorandums, newsletters and miscellaneous materials

which reflect normal office operations.

9. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE
B LETTER S1ZE O MICROFILM
‘c.u. S1ZE D COMPUTER TAPE

O BOUND BOOK O FLOPPY DISK

D ALPHABETICAL
& jsERICAL
B amonoLoGICAL

9. YVOLUME

X riLE DRAVER(S)
O MICROFILM REEL(S)
O COMPUTER TAPE(S)
D OTHER(SPECIFY)

ﬁ"s"‘it'

D AUDIO TAPE D VIDEO TAFE
O OMER( SPECIFY)

0 GEOGRAPH | CAL
D OTHER(SPECIFY)

10. ANNUAL ACCUMULAT ION
FILE DRAVER(S)
1-1/2 0O MICROFILM REEL(S)
RUMSER O COMPUTER TAPE(S)
D oTHER(SPECIFY )

1. piLE 1S usED 12. piLE BECOMES INACTIVE AFTER
X pAalLY D wEEQLY O MoNTHLY 5 O MONTH(S Y yEar(s
$3. CURRENT LOCATION(S) ({BLDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPL ICATED ELSEWMHERE?

George Howard DvEs ¥ No

tir vzs, srrciry somncy OR OFrice)

15. ACCESS RESTRICTIONS OvyEs P pno
(sr vas, ciTx LAwW(S) & REGULATION(S)

16. AUDIT REQUIREMENTS

X2 NONE O STATE O FEDERAL ‘D INDEPENDENT

37. 1S AN INDEX SYSTEM USED? (ir ves.Z)PLAIN

18.
BRIEPLY AXD DESCRIBE ANY NAHDIARE/.O"-AII)

OyEs & wNo

MECOMMENDED RETENT ION

Screen .annuall
‘Destro; .nat-o:tn:la1 no longer *‘eeded.

8. NAME AND TITLE OF PREPARER
Marsha McLaughlin
File Retention Officer

20. TELEPHONE NUMEER
(410) 313-2350

21. DATE

3/6/92

DGS 850-4 (REVISED 2/87)




Y ——1
ANSTRVUCT :“NS - -TYPE OR PRINT A DLPARTMENT OF GENERAL EERVICES : C oo
SEPARATL r;fu FOR EACH NEW OR MECORDS MANAGEMENT DIVISION AGENCY RECORDS INVENTURY
ISED RECORD SERIES. FONEARD 7275 WATERLOO WOAD —_—
RECORDS METENTION SCHEDAK P.0. mox 278 . 7
(DGS 850-1) JESSUP, MARYLAND 20794 (PAGE 2 _or
| 1. DEFARTMENT /AGENCY 2. DIVISION ' 3. WNIT -
DPZ/DZA&E Zoning Admin. & Enforcement n/a
WINITIW-BM SERIES - A SROUP OF RELATED RECORDE NOMMALLY PILED AND VSED AS A UNIT POR

T

4. RECORD BERIES TITLE
Administrative Adjustment Files

REFERENCE AS WELL AS WETENTION AND DIBFOS{TION PURPOSEN
’ $. EARLIEST YEAR/LATEST YEAR

1976 TO _current

e ittt

6. MECORD SERIES DESCRIPTION '”IIPI.Y DESCRIBE THE TYPES OF IN"OMTIMIDOCMTI/”N. PFOUND

4n THE SERIES. ' . EINCLUDE THME PURPOSE OR PUNCTION OF TNE series)

a. Application

'b. Property Plat

c. Certification of Posting of Property
d. Correspondence

e. Director's Decision

. e

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE - p. VOLUWME
SI1ZE O MICROFILM O ALPHABETICAL P FILE DRAWER(S)
: O MICROFILM REEL(S)
D'LzGAL 812X O COMPUTER TAPE B NERICAL R D COMPUTER TAPE(S)
. D BouUND BoOK D FLOPPY DISX ¥ CHRONOLOGICAL YHBEY D oniER(BPECIFY)
] o
ALDIO TAPE VIDEO TAPE O GEOGRAPHICAL 10. ANNUAL ACCUMULAT ION
O OMER(SPECIFY) O OMHER(SPECIFY) ¥ riLE DRAVER(S)
1-1/2 O MICROFILM REEL(S)
RULSER D COMPUTER TAPE(S)
B mumsmmm___
1. riLe 18 usED 12. FILE BECOMES INACTIVE AFTER |
XpailLy 0 moay O MoNTILY j!iﬂ!‘ O MoNTH(S) R YEAR(S) i
$3. CURRENT LOCATION(S) (BLDG.,FLOOR, ROOM) 14. IS RECORD SETRIKS DUPLICATED ELSEWMHERE?
: ¢1¥ vz, srEcirY seENCY ON oncct)
George Howard . OwvEs fwmo o
18. ACCESS RESTRICTIONS oves B wno 16. AUDIT REQUIREMENTS After 7 yeafé;

{ir vs, c1vx Lav(s) & mEounraTiOn(s)

S NONE O STATE O FEDERAL D INDEPENDENT

17. 1S AN INDEX SYSTEM USEDY (ip vas.m)PLAIN

[

1s. mEcomENDED PETENTION After 7 years,,'

SRIEFLY AXD DESCRIBE ANY MANDRARE/ SOPTRARK ) microfilm spec1f1ed items.,- Validate ,_

microfilm and rétain permanent'y with
perlochc transfer to -State Archives

‘ ' ’ Destroy paper.

1. ;‘a‘h"ﬁcﬂ%’q' PREPARER 20. TELEPHONE NUMEER
rsha McLaughlin _
File Retention Officer (410) 313-2350

21. DATE

3/6/92



http://ftONMAL.LV

l';uéxﬁuszisuE:-TQ*Efzﬁ PRINT A
"1 BEPARATE FORM FOR EACH NEW OR

DEFARTMENT OF GENERAL EERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

REVISED RECORD SERIES. FORWARD J2rs 'ATERL@ ROAD
TH RECORDS RETENTION SCHEDULE P.O. BOX 273 ’ 3 or i
$80-1) JESSUP, MARYLAND 20704 "
| 1. DEFARTMENT/AGENCY 2. DIVISION 3. WNIT
| Dppz/DZAsE Zoning Admin. & Enforcement n/a

H REFERENCE AS BELL AS RETENTION AND DisPrOS

i DEFINITION-RECORD “RIESO‘ GROUP OF RELATED RECORDE NORMALLY FILED

p—

4. RECORD SERIES TITLE
Zoning Violation Files

AND VERD AP A UNIT PFOR

$. EARLIEST YEAR/LATEST YEAR
1949 4o current

Zoning Violation Notice
Cease and Desist. Order

I8 THE BERIES.

a. 2oning Violation Origination Form
: b. Inspection Reports

c. Photographs

d. Telephone Notes

e. Correspondence

£

g

o}

Court Decision

¢. RECORD SERIES DESCRIPTION ‘.RIK'LY DESCRIBE THE TYPES OF INFONTION[DOCMTI/PORNI FOUND
INCLUDE TME PURPOSE OR PUNCTION OF THE IEL’I!F]

7. RECORD SERIES FORMAT(S)
OXLETTER S1ZE O MICROFILM

Q- -

D AUDIO TAPE

0 COMPUTER TAPE
O FLOPPY DISK
0 VIDEO TAPE

O oOnER(SPECIFY)

8. RMECORD SERIES SEQUENCE
O ALPHABETICAL
X MUMERICAL
B OHRONOLOG 1 CAL

8. VOLULME

& FiLE DRAVER(S)
6 D MICROFILM REEL(S)
O COMPUTER TAFPE(S)
':"""_“ O OTHER(SPECIFY)

O GEOGRAPHICAL
O oTHER(SPEC!IFY)

10. ANNUAL ACCUMULAT ION
R FILE DRAWER(S)
1-17220 MICROFILM REEL(S)
RUISPR D COMPUTER TAFPE(S)
D OTHER[SPECIFY )

3. piLe 18 useD

¥ DALY O wEEQY

O MONTHLY RUREFE.

FILE BECOMES INACTIVE AFTER
D MONTH(S)

8 YEAR(S)

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

- George Howard

Ovyes & no

14. 1S R-ECORD SERIES DUPL ICATED ELSEVHERE?
tir vyes, spEciry soEncy On oPriceE)

313. ACCESS RESTRICTIONS

0 vxs
(1P vs, civx Law(s) & mEGULATION(S)

X Nno 16.

AUDIT REQUIREMENTS

g NoNE O STATE O rFEDERAL D INDEPENDENT

17. 15 AN INDEX SYSTEM USED? (1@ vas.OPLAIN
BERIEFLY ARD DESCRIRE ANY MANDRARE/SOFTRARE )

0O vEs X no

RECOMMENDED RETENTION After 7 years,
icrofilm s
mwro%ﬂm a
" periodic transfer to State Archives.
Destroy paper. o

cified items. Validate
retain permanently with

TLE OF PREPAFER

19 NREANEME 5%

File Retention Officer

20. TELEPHONE MNUMELR

(410) 313-2350

21. DATE

3/6/92

DGS $50-4 (REVISED 2/a7)




e

AUSTHUCT NS - -TYPE OR PRINT A
SEPARATE FORM FOR EALKH NEW OR

DEPARTMENT .OF GDNERAL EERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTURY

REVISED RECORD SERILS. FORNARD 7275 WATERLOO ROAD
RECORDS RETENT ION SO-EDALE ».0. BOX 273 " 4 9
:. 5s0-1) JESEUP, MARYLAND 20794 ACE O
1. DEFARTMENT [AGENCY 2. DIVISION 3. WNIT ,
DPZ/DZA&E DZASE n/a

DEFINITION -RECORD ml55°‘. SROUP OF RELATED RECORDS NORMALLY FILED

AND VSED AS A WNIT POR

R

4. RECORD SER)ES TITLE
Zoning Map and Regulation Amendment Files

REFERENCE AS WELL AD RETENTION AND DISPOSITION PURFPOSES

5. EARLIEST YEAR/LATEST YEAR
1948 yo Current

S ame e wae -

4% THE SERIES.

a. Petition of Proposed amendment
b. Property Platt

d. Affidavit by Petitioner

e. Certification of Notice of Hearing
f. Certification of Posting of Property
g. Correspondence

h. Exhibits

i. Resolution and/or Decisions & Orders

6. RECORD SERILS DESCRIPTION [PR!EFLY BESCRIBE TXX TYPZS OF INFORMATION/DOCUMENTS/FORMS POUND

INCLWI THE PURPOSE OR FONCTION OF THE SEFIES )

c. Planning Board Retommendation & Staff Report

7. RECORD SERIES FORMAT(S)

S LETTER SI1ZE D MICROFILM
’au. SIZE O COMPUTER TAPE
D pound Boox O FLOPPY DISK
D AUDIO TAPE O VIDEO TAFE

® maxnicaL

O OMER(SPECIFY)

8. RECORD SERIES SEQUENCE .
0 ALPHARETICAL

D aomoNoLOGICAL
D GEOGRAPHICAL
D OTHER(SPECIFY)

VOLUME

P FILE DRAVER(S)

0 MICROF ILM REEL(S)
D COMPUTER TAPE(E)
B OTHER({SPECIFY)

8
L 113 3

10. ANNUAL ACCUMULAT ION
¥ FiLe DRAVER(S)

1-1/2 © MICROFILM REEL(S)

O COMPUTER TAFE(S5)

D onER SPECLEY )
$1. piLx 1s useD 12. FiILE BECOMES INACTIVE AFTER |
B DAlLY 0 mDay O MONTHLY O MONTH(S) ! YEAR(S) |

__move

$3. CURRENT LOCATION(S) (BLDG.,FLOOR,ROON)
George Howard Building

14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?

ti1r vxs, srrciry sozxcy or oFricE) i
Ovzs PN

15. ACCESS RESTRICTIONS Cvis 8 no
{17 yms, civx LAwW(s) & mEouLATION(S)

16. AUDIT REQUIREMENTS

X on: O STATE O rFEDERAL D INDEPENDENT

17. 1S AN INDEX SYSTEM USED? (19 vas.DPrLAIN
SRIEBPLY AKD DESCRIBE ANY MANDBARE/SOPTERARK )

RECOMMENDED RETENT ION
After 7 years, microfilm specified items.
Validate

smicrofilm & retain permanently with -
periodic transfer to State Archives.
Destroy paper.

15, NAME AND TITLE OF PREPAFER

Marsha McLaughlin
File Retention Officer

TELEPHONE MUMELR
(410) 313-2350.

21. DATE

3/6/92

OGS 8$30-4 (REVISED 2/87)




"JNSTRUCTICNS - -TYPE OR PRINT A
' SEPARATL FORM FOR EACKH NEVY OR

*REVISED RECORD SERIES. FORWARD

-

DEPARTMENT OF GEXERAL SERVICES
RECORDS MANAGEMENT DIVISION

"AGENCY RECORDS lNVENTURY

J275 WATERLOO ROQAD

RESORDS RETENT ION SCHEDULE £.0. BOX 273 wace 5 7
& ss0-1) JESEUP, MARYLAND 20784 e OF
§. DLCFARTMENT /AGENCY 2. DIVISION 3. LT ;‘/a

DPZ/D2ASE

Zoning Admin. and Enforcement

DEF INITION -RECORD ‘Rlu-‘. SROUP OF RELATED RECORDS NORMALLY P)LED

RXPERENCE AS FELL AD RETENTION AND PISPOS

i 6. RECORD BERIES TITLE

Board cf Appea‘s - Departmental Appeals

a .

AND VSED AP A UNIT POR

s. I.An.l YEAR/LATEST YEAR
. %ﬂ éurrgnt

. > enfiee Gna 08

“ e e

6. FECORD SERIES DESCRIPTION |PR!EFLY DESCRISE TME YYPES OF (NFORMATION/DOCUMENTS/[PORMS FOUND

4 THE SERIES.

a. Petition of proposed appeal

b. Property Plat

c. Department Affect - Staff Report or Comments
d. Affidavit by Petitioner

Certification of Notice of Posting & Posting of Property

e.

f. Correspondence

g. Exhibits

h. Resolution and/or Decision & Order

INCLU‘DR THE PURPOSE OR FUNCTYION OF THE SEFIES )

3. RECOID SERILS FORMAT(S)

8 LETTIR 8125 D MICROFILM
‘.:w S1ZE D COMPUTER TAPE
D sounD Boox O FLOPPY DISK
D ADI0 TAPE O VIDEO TAPE

8 ONER(SPECIFY)

8. NRECORD SIRIES SEQUENCE
D ALPHAEETICAL
& paeRicAL
& SHRONOLOG 1 CAL,

. VOLLME

X0 FILE DRAVER(S)
O MICROF ILM REEL(S)
D COMPUTER TAFE(S )
D oTHER{SPECIFY)

8
m

© GEOGRAPHICAL
C onER(SPECIFY)

10. ANNUAL ACCLMULAT JON
& FiLE DRAVER(S)

1=1/2 B MICROFILM REEL(S)

RUSEYK D COMPUTER TAPE(S)

.0 onER(CSprotEy)
$1. piLz 18 usED 12. FILK BECOMES INACTIVE AFTER
&XpalLY 0 EpayY O MoNTHLY 7 D MONTH(S D YEAR(S)
ECEEYY (=)

$3. CURRENT LOCATION(S] (mLDG. ,FLOOR, ROON )

George Howard Building

Dvis Qwno

14. 15 RECORD STRILS DUPL ICATED FLSTWERE?
ts» vzs, srzciPY ssENcY OR OFFICE)

$3. ACCESS RESTRICTIONS

O vis
{7 vzs, c17E LAv(S) & mscuraTION(S)

« AUDIT REQUIREMENTS

¥ NONE O STATE © FEDERAL D INDEPENDENT

$2. IS AN INDEX SYSTEM USED? (1r wvas.mPLAIN
SRIEFLY AXD DESCRIBE ANY MANDBARE/SOPTEARE )

Owvis DX o

¢ - - e E g
H

RECOMMENDED MRETENTION After 7 years,
microfilm specified items..,
microfilm and retain permanently with
periodic transfer to State Archives

Validate °

'

H (.?-73' ‘:"‘1 ﬁ? !
DR “ad

Sy
i )

$9. NAME AND TITLE OF PREPAFER
Marsha Mclaughlin
File Rentention Officer

20.! TELEPHONE MAGER
(410) 313-2350.

21. DATE

3/6/92

OGS $30-4 (REVISED 2/87)




~ . == R TERN

e o

o
JNSTRXCTICNS - “TYPE OR PRINT A — ] DEPARTMENT ©OF GINERAL SERVICES | ‘
| SEPARATE FOR4 FOR EACH NEW OR SECORDS MANAGEMENT DIVISION AGENCY RECORDS jNVENTURY
- MEVISEL RECORD SERIES. FORUARD 7278 uvmqo ROAD

RECORDS RETENT ION SOEDAL P.0. BOX 278 6 7
& s50-3) JESSUP, MARYLAND 20794 PACE or .

1. DEFARTMENT [AGENCY 2. DIVISION ’ 3. UNIT :
DPZ/DZA&E ‘ Bonin~ Admin. &TEfforesment n/a
ARFERENCE AS UELL A9 RETENTION AND pigros :

\ - . a . .
i 4. FECORD SERIZS TITLE 5. EARLIEST YEAR/LATEST YEAR

]
i goard of Appeals - Special! Exception, Variance & Non—conformmck .1948 oo cursent
1 seg
; .. ‘m SERIES DESCRIPTION ..hll'l.v DESCRIBE THE TYPES OP tunmnu(»cuuv./nm. PFOUND
SN THE SERIES. . INCLUDE TME PURPOSE OR PUNCTION OF THE SEFIES)

a. Petition

b. Property Plat

€. Planning Board Recommendation and Staff Report

d. Affidavit by Petitioner

e.f Certification of Notice of Hearing & Posting of Property of Property
f. Correspondence

g. Exhibit

h. Resolution and/or Decision and Order

¢ & .-

7. RECORD SERILS FORMAT(S) 0. FECORD SERIES SEQUENCE - 9. VOLUME
8 LETTER 3125 © MICROF ILM O ALPHARETICAL 0 riLe pRavER(s)
: O MICROF ILM REEL(S)
‘.:au. SIZE O COMPUTER TAPE & naERICAL 8 D COMPUTER TAPE(E)
O sounp ook B ruorPy DISK & GHRONOLOG | CAL O OTHER(SPECIFY)
] B
AUDIO TAPE D VIDEO TAFE D GEOGRAPH ) CAL 10. ANNUAL ACCUMULAT ION
D OMER(SPECIFY) | O O ER(SFECIFY) O, FILE DRAVER(S)
2 D MICROF ILN REEL(S)
ROUEEK O COMPUTER TAPE (5 ) .
Denepisercivyy
81 piLz 13 weo 12. piLE BECOMES INACTIVE AFTER l
XpalLy C mpay o 7 O MNTH(S B yoar(s '
MONTHLY P (8) (8] |
$3. CURRENT LOCATION(S) {BLDG.,FLOOR, ROOM ) 14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?
o t1r vxs, sreciry sesxcy onr orrice)
George Howard Building - Owvzs 8 No
$18. ACCESS RESTRICTIONS owes Owo 16. AUDIT REGUIREMENTS

(sr vms, ci17x LAV(S) & mEouravION(S)
. ] nonE O STATE O rEDERAL B INDEPENDENT

17. IS AN INDEX SYSTEM USED? (1P wvas.m>PLAIN
GRIEPLY AXD DESCRIBE AXY MANDBARK/SOPTWARK )
Owvs B w | microfilm'and retain permanently with

periodic transfer to State Archives.

18. RECOMENDED METENTION After 7 years,
microfilm specified items, Validate

19. NAME AND TITLE OF PREPANER 20. TELEMMONE MUMEER 21. DATE

Marsha McLaughlin (410) 313-2350. 3/6/92
File Retention Officer

OGS $30-4 (REVISED 2/87)




-

om0 ey’

1

a B b m e

|

G

JMSTRUCT (GNS - -TYPE OR PRINT A

'KPAM?; FORM FOR EACKH NEY OR

REVISEVU RECORD SERIES. FORUARD
™ RECORDS RETENTION SOEDAE

DEPARTMENT ©OF GENERAL EERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROAD
£.0. BOX 273

4

AGENCY RECORDS lN‘.’E. CRY

7 9
8se-1) JESSUP, MARYLAND 20794 PACE ____oOF
§. DEFARTMENT /AGENCY 2. DIVISION 3. WNIY .
DPZ/DZASE Zoning Admin. & Enforcement n/a

w.“lf‘m.‘m SERIES - A SROUP OF RELATED RECORDS NORMALLY PILED
RZFLRENCE AS UELL A® RETENTION AND DISPFOSITION PURPOSES

- RECORD sTRICS TITLE

ARD VESED AS A UNIT POR

i 5. EAML] YEAR
o Board of Appeals - Sign Requests }'9=7'3’ w’é&i’?@?ﬁt““
-1
| 6. MECORD SERIKS DESCRIPTION (SRIEFLY DESCRIBK THE TYPES OF INFORMATION/DOCUMENTS/FORMS POUND
SN TE SERIES. INCLUDE ¥HE PURPOSE OR PUNCTION OF THK scriEs )
a. Petition of Proposed Request
i b. Property P2at
. c. DPW Staff Report
- d. Affidavit by Petitioners
e. Certification of Notice of Hearing & Posting of Property
f. Correspondence
g. Exhibits
h. Resolution and/or Decision & Order

7. RECCRD SERIES FORMAT(S)

OXLETTER S1ZE D MICROF ILM
LEGAL SIZE D COMPUTER TAPE

D souUND BOOK D FLOPPY DISXK

D ADIO TAPE B VIDEO TAPE

0D OTMER(SPECIFY)

8. RECORD SERIES SEQGUENCE
O ALPHABRETICAL :
& maxriCAL
8 omonoLOGICAL

2. VoLLME

B FILE DRAYER(S)
8 O MICROFILM REEL(S)
D COMPUTER TAFPE(S)
moma(sncln)

8 GEOGRAPHICAL
O oTER(SPECIFY)

10. ANNUAL ACCUMULAT ION
¥ FiLE DRAVER(S)
/3 D MICROFILN REEL(S)
RUMNTE O COMPUTER TAPE(S)

8. piLz 18 WmED

o DALY 0 wDay

sbary

O MoNTHLY

$3. QURRENT LOCATION(S) (BLDG.,FLOOR,ROON)

George Howard Building

B vEAr(s)

L Domensmrciryy
FILE BECOMES INACTIVE AFTER
O MoNTH(S)

O vzs X0 N0

14. 1S RECORD SERILS DUPL ICATED ELSEWHERE?
¢s7 vxs, srzciry semncy On OFrice)

$3. ACCESS RESTRICTIONS
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