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Office of Planning & Zoning Howard County 

A G E N C Y D I V I S I O N 

I T E M 
N O . 

D E S C R I P T I O N R E T E N T I O N 

DIRECTOR'S OFFICE 

Planning Board: 

Budgets: 

Minutes - Books 1951 to present 
Tapes 
Agendas and sign-in sheets 

Operating 
Capital 

Administrative: 
1.1 thru 3.82 Budget 

Purchasing 

Retain permanently. * 
Retain permanently. * 
Retain for five (5) years, 
then destroy. 

Retain for five (5) years, 
then destroy. 

Retain for five (5) years, 
then destroy. 

General Plan: 
4.1 thru 4.9 

Subdivision: 
5.1 
5.8 

5.2 thru 5.9 

Co Vehicle 
Drafting & Graphics 
Personnel 

Guidelines 
Population 
General Plan Elements 
Community Programs/Renewal Projects 
House Numbering 
Consultants 

General Correspondence 
New Town 

Processing, review, task force, 
impact fees, fee .schedule mobile 
home parks, pathways and open space 
Commission 

Screen file after five (5) yn 
Material related to 
planning and policy that 
illustrate the development 
of the County, retain 
permanently for eventual 
transfer to the Archives. 
Destroy remainder. 

Retain for ten (10) years, 
then destroy. 

Retain for (5) years, 
then destroy. 

S C H E D U L E A P P R O V E D B Y 
R E C O R D S M A N A G E M E N T O F F I C E R 

S C H E D U L E A P P R O V E D B Y 
S T A T E A R C H I V I S T 

' / D A T E S I G N A T U R E 

S C H E D U L E A P P R O V E D B Y 
A G E N C Y , O R D I V I S I O N R E P R E S E N T A T I V E 

*File retained permanently may be transferred periodically to State Archives C S - 9 0 - 5 
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Office of Planning & Zoning 
A G E N C Y D I V I S I O N 

I T E M 
N O . 

D E S C R I P T I O N R E T E N T I O N 

Zoning Correspondence 

6.1 - 6.87 General correspondence 
Administrative Adjustments 

Public Relations 
7.1 - 7.5 General correspondence 

Legal Opinions: 

8.1 - 8.451 

County/State: 

9.1 - 9.83 

9.9 - 9.995 

Office of Law Correspondence 
Bills 
Opinions 
Litigations 
Zoning Regulations & Zoning Map Corres. 
Planning Board cases 
Board of Appeals cases 

County Executive Correspondence 
County Administrator 
Management Services 
Citizen Services 
County Council 
Department of Public Works 
DPW Studies 
Public Works Board 
Department of Education 
Department of Parks & Recreation 
Police Department • 
Fire Administrator/Civil Defense 
State Agencies Corrrespondence 

Retain for ten (10) years, 
then destroy. 

Retain for ten (10) years, 
then destroy. 

Retain for ten (10) years, 
then destroy. 

Retain for five (5) years, 
then destroy. 

Retain 3 yrs, then destroy. 
S C H E D U L E A P P R O V E D B Y 
R E C O R D S M A N A G E M E N T O F F I C E R 

S C H E D U L E A P P R O V E D B Y 
S T A T E A R C H I V I S T 

D A T E S I G N A T U R E ' D A T E 

S C H E D U L E A P P R O V E D B Y 
A G E N C Y , O R D I V I S I O N R E P R E S E N T A T I V E 

D A T E S I G N A T U R E 
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Office of Planning & Zoning 
A G E N C Y D I V I S I O N 

I T E M 
N O . 

D E S C R I P T I O N R E T E N T I O N 

10 Federal/State Agencies: 

10.1 thru 10.218 Federal Governments Correspondence 
State of MD. General Correspcndence 

10.22 thru 10.226 Dept. of Tansportation Corr. 

10.23 thru 10.29 Dept. of Health & Mental Hygiene 
Correspondence 
Dept. of Public Safety & Correctionap. 
Services Correspondence 
Dept. of Natural Resources Corr. 
Other State Agencies Correspondence 
Dept. of Agriculture Correspondence 
Dept. of Gen. Services Corr. 
Dept. Economic and Community 
Development Correspondence 

Retain for three (3) years, 
then destroy. 

Retain for ten (10) years, 
th€;n destroy. 

Retain for three (3) years, 
then destroy. 

Metropolitan Organizations: 

10.31 thru 10.34 

12 

Regional Planning Council Corr. 
Greater Balto. Comm. Correspondence 
Balto. Metro. Area Study Comm. Corr 
Metro. Transit Authority Corr. 

Central Maryland Agencies: 

10.35 thru 10.3537 General Correspondence & Reports 

Retain for three (3) years, 
then destroy. 

Retain for three (3) years 
then destroy. 

S C H E D U L E A P P R O V E D B Y 
R E C O R D S M A N A G E M E N T O F F I C E R 

S C H E D U L E A P P R O V E D B Y 
S T A T E A R C H I V I S T 

D A T E S I G N A T U R E D A T E S I G N A T U R E 

S C H E D U L E A P P R O V E D B Y 
A G E N C Y , O R D I V I S I O N R E P R E S E N T A T I V E 

D A T E S I G N A T U R E 

CS - 90-SM 
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Office of Planning & Zoning 
A C E N C Y D I V I S I O N 

I T E M 
N O . 

D E S C R I P T I O N R E T E N T I O N 

13 

lA 

Utilities: 

10.41 thru 10.48 General Correspondence 

Other Public Agencies; 

10.5 thru 10.6 

Publications: 

11.1 thru 11.2 

Counties and Cities Correspondence 

General Correspondence 

16 Organizations/Educational Institutions: 

12.1 thru 12.15 
12.2 thru 12.26 

Professional Correspcndence 
State Correspondence 

18 

19 

Educational Institutions: 

12.31 thru 12.38 General Correspondence & Brochures 

Local Organizations: 

12.41 thru 12.49 General Correspondence 

Special Studies and Projects: 

12.51 thru 12.54 General Correspcndence 

Retain for three (3) years, 
then destroy. 

Retain for three (3) years, 
then destroy. 

Retain for three (3) years, 
thftn destroy. 

Retain for three (3) years, 
then destroy. 

Retain for three (3) years, 
then destroy. 

Retain for three (3) years, 
then destroy. 

Retain for five (5) years, 
t-hPn destroy. 

S C H E D U L E A P P R O V E D B Y 
R E C O R D S M A N A G E M E N T O F F I C E R 

S C H E D U L E A P P R O V E D B Y 
S T A T E A R C H I V I S T 

D A T E S I G N A T U R E D A T E S I G N A T U R E 

S C H E D U L E A P P R O V E D B Y 
A G E N C Y , O R D I V I S I O N R E P R E S E N T A T I V E 

D A T E S I G N A T U R E 

CS - 90-SB8 
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Offices of Planning & Zoning 

A G E N C Y D I V I S I O N 

I T E M 
N O . 

D E S C R I P T I O N R E T E N T I O N 

2 0 Hospitals and Health Care Institutions: 

12.61 thru 12.63 Correspondence Retain for three (3) years, 
then destroy. 

S C H E D U L E A P P R O V E D B Y 
R E C O R D S M A N A G E M E N T O F F I C E R 

S C H E D U L E A P P R O V E D B Y 
S T A T E A R C H I V I S T 

D A T E S I G N A T U R E D A T E S I G N A T U R E 

S C H E D U L E A P P R O V E D B Y 
A G E N C Y , O R D I V I S I O N R E P R E S E N T A T I V E 

D A T E S I G N A T U R E 

CS -



JHSTWUCTIQNS- - T Y P S OR PHI NT A _ 
SEPARATE: FORM FOR EACH NEW OR 
REVISED RECORD S E R I E S . FORWARD aLTH RECORDS RETENTION SCHEDULE 

SSO • I ) 

: 
I » 

DEPARTMENT _DF .GENERAL S E R V I C E S 
RECORDS MANAGEMENT D I V I S I O N 

7 2 7 1 WATERLOO ROAD 
P . O . BOX *X 7 1 

J E S S U P , MARYLAND 207>4 

AGENCY RECORDS INVENTORY 

M C E OF 2 0 

DEPARTMENT/AGENCY 

Planning & Zoning 
t . D I V I S I O N 

Director's Office 
UNIT 

DEFINITION-RECORD S E R I E S - * ° * O U P ° r RELATED RECORDS NORMALLY F I L E D AND USED A S A UNIT FOR 
REFERENCE AS. WELL A S RETENTION AND D I S P O S I T I O N PURPOBEB • 

j 4 . RECORD S E R I E S T I T L E 

' Planning Board 
i 

S . E A R L I E S T YEAR/LATEST YEAR 

19V1 TO present 
I # . RECORD S E R I E S D E S C R I P T I O N | B " , , F L Y DESCRIBE THE TYPEBPOF INFORMATION/DOCUMENTS/FORMS FOUND 

*** THE S E R I E S . INCLUDE THE PURPOSE OR FUNCTION OP THE S E R J E S I 

Minutes - 1951 
Tapes - 1971 

Books 

7 . RECORD S E R I E S F O R M A T ( S } 

O LETTER S I Z E O MICROFILM 

f LEGAL S I Z E O COMPUTER TAPE 

SOUND BOOK • FLOPPY D I S K 

£ AUDIO TAPE Q VIDEO TAPE 

O O T H E R ( S P E C I FY J 

RECORD S E R I E S SEQUENCE 

O ALPHABETICAL 

O NUMERICAL 

X B CHRONOLOGICAL 

O GEOGRAPHICAL 

O T H E R ( S P E C I FY) 

VOLUME 

1 « F I L E DRAWER(S) (tapes 
27 O MICROFILM R E E L ( S ) 

D COMPUTER T A P E ( S ) 
8 O T H E R ( S P E C I FY J 
MINUTE BOOKS 

1 0 . ANNUAL ACCUMULATION 
O FILE DRAWERf S ) 
O MICROFILM R E E L ( S ) 

RUBBETT d COMPUTER T A P E ( S ) 
• D QTHFP(sprrirv) 

I I . FILE I S USED 
O DAILY jB WEEKLY O MONTHLY 

I J . CURRENT L C C A T I O N ( S ) ( B L D G . . F L O O R . R O O M } 

Director's Office, Planning & Zoning 
George Howard Bldg. 

1 2 . F I L E BECOMES INACTIVE AFTER 

O M O N T H ( S ) O Y E A R ( S ) 

1 4 . I S RECORD S E R I E S DUPLICATED ELSEWHERET 
t l F Y E S , S P E C I F Y AOENCY OR O F F I C E ) 
O Y E S ftt NO 

I S . A C C E S S R E S T R I C T I O N S O Y E S X X K N O 

( I F Y E S , C I T E L A W ( S ) * R E O U L A T I O N ( • ) 

I • . A U D I T REQUIREMENTS 

X H NONE O S T A T E O FEDERAL O INDEPENDENT 

1 7 . I S AN INDEX SYSTEM USEDT ( I F Y E S . E X P L A I N 

• f t l B P L V AND DESCRIBE* ANY HARDWARE/SOPTBARE) 

O YES fiX NO 

I t . RECOMMENDED RETENTION 

Retain permanently 

1 * . NAME AND T I T L E OF PREPARER 

Marsha McLauqhlin 
Records Retention Officer/, 

2 0 . TELEPHONE NUMBER 

902-2356 
(JPA 

2 1 . DATE 

9-16-88 

D C S 1 3 0 - 4 ( R E V I S E D 2 / S 7 ) 



I N S T R U C T I C M 5 • - T Y P E "OR P R I N T A 
SEPARATE FORM FOR EACH NEW OR 
R E V I S E D RECORD S E R I E S . FORWARD 
J B t f H RECORDS RETENTION SCHEDULE 
^ p s S f O - l ) 

DEPARTMENT OF GENERAL S E R V I C E S 
R E C O R D S MANAGEMENT D I V I S I O N 

7 2 7 1 WATERLOO ROAD 
P . O . B Q X * S 7 S 

J E S S U P . MARYLAND 2 0 7 S 4 

AGENCY RECORDS INVENTORY 
I N S T R U C T I C M 5 • - T Y P E "OR P R I N T A 

SEPARATE FORM FOR EACH NEW OR 
R E V I S E D RECORD S E R I E S . FORWARD 
J B t f H RECORDS RETENTION SCHEDULE 
^ p s S f O - l ) 

DEPARTMENT OF GENERAL S E R V I C E S 
R E C O R D S MANAGEMENT D I V I S I O N 

7 2 7 1 WATERLOO ROAD 
P . O . B Q X * S 7 S 

J E S S U P . MARYLAND 2 0 7 S 4 PAGE 2 OF 20 

{ I . DEFARTMENT/AGENCY 

j Planning .& Zoning 
1 . D I V I S I O N 

Director's Office 
J . U N I T 

' DEFINITION-RECORD S E R I E S - * 9 M O U * ° R * « L A T « D RECORDS NORMALLY F I L E D AND VSED A S A UNIT FOR 
! REFERENCE AS BELL A S RETENTION AND D I S P O S I T I O N PURPOSES 

\ 4 . RECORD S E R I E S T I T L E 
! 
j Budgets - Operating and Capital 

1 . E A R L I E S T YEAR/LATEST YEAR 
1973 TO present 

j I N THE S E R I E S . INCLUDE THE PURPOSE OR FUNCTION OP THE B E P I E S ) 

• operating and capital budgets for OPZ 

7 . RECORD S E R I E S F O R M A T ( 5 J 

O LETTER S I Z E 0 MICROFILM 

^ ^ L Z G A L S I Z E O COMPUTER TAPE 

O BOUND BOOK O FLOPPY D I S K 

O AUDIO TAPE O VIDEO TAPE 

O O T H E R ( S P E C 1FY) 

S . RECORD S E R I E S SEQUENCE 

O ALPHABETICAL 

fi( NUMERICAL 

O CHRONOLOGICAL 

O GEOGRAPHICAL 

O O T H E R I S P E C I F Y ) 

t . VOLUME 

1 -SKFILE D R A W E R ( S ) 
O MICROFILM R E E L ( S ) 
O COMPUTER TAPE ' S ) 

NUMBER D o T H E R f s p E C p y j 

1 0 . ANNUAL ACCUMULATION 
O F I L E D R A W E R ( S ) 
O MICROFILM R E E L ( S ) 

BJOTSET 0 COMPUTER T A P E ' S ) 
. D o r w F B l s p p r i r y l 

1 1 * F I L E I S USED 

O D A I L Y 0 WEEKLY BIMONTHLY 

F I L E BECOMES INACTIVE AFTER 
12 ^ M O N T H ( S ) O Y E A R ( S ) 

I S . CURRENT L O C A T I O N ! S ) ( B L O C . . F L O O R . R O O M ) 

George Howard Bldg. & Jessup 
1 4 . I S RECORD S E R I E S DUPLICATED ELSEWHERET 

( I F Y E S , S P E C I F Y A O E N C Y OR O F F I C E ) 
O Y E S O NO 

I S . A C C E S S R E S T R I C T I O N S O Y E S O NO 
( I F Y E S , C I T E L A W ( a ) * P E C U L A T I O N ! S ) 

I C . AUDIT REQUIREMENTS 

jftNONE O STATE O FEDERAL O INDEPENDENT 

1 7 . I S AN INDEX SYSTEM U S E D ? ( I F V K S . E X P L A I N 
• R I B F L V AND D E S C R I B E * ANY MARDBARE./SOFTWARE ) 

O YES Xfl NO 

• 
- ; / • \* • •' '• i 

I S . RECOMMENDED RETENTION • ' ' 

. Retain for five (5) years, then destroy 

v . ' ' • . V A r . ' ; - . V _ . '' 

I S . NAME AND T I T L E OF PREPARER 
Marsha McLaughlin 

Records Retention Officer, OF 

S O . TELEPHONE NUMBER 

7. Q92-2356 

2 1 . DATE 

9-16-88 

D C S S I O - 4 ( R E V I S E D 2 / 8 7 ) 



JMSTHVCT TONS • -TYPE O R P R I N T A 
SEPARATE FOFW ROR BACH MEW O R — 
R E V I S E D RECORD S E R I E S . FORWARD 

J^F-VTH RECORDS RETENTION SCHEDULE 

I^P^S I I O > l ) 

OCrAHTMENT OF^ENERAL "SERVICES 
RECORDS MANACEMENT DIVISION 

7 2 7 1 WATERLOO ROAD 
P . O . BQX*27I 

J E S S U P , MARYLAND 2 0 7 1 4 

AGENCY RECORDS JNVLNT'JKY 

P A C E o r 20 

I I . DEPARTMENT/AGENCY 

I Planning and Zoning 
t . DIVISION 

Director's Office 
2 . IK IT 

DEFINITION •RECORD S E R I E S ' * ° * O U P O F * « L A T E D R E C O R D S N O R M A L L Y F I L C D AND V S K D A S A U N I T FOR 
R E F E R E N C E A S WELL AW R E T E N T I O N AND D I S P O S I T I O N » u m » B - » ; _ 

4 . RECORD SERIES TITLE 
Administrative Files 1.1 thru 3.82 

I . E A R L I E S T YEAR/LATEST YEAR 

TO 

• . RECORD SERIES DESCRIPTION J * " , , R I - Y D E S C R I B E T H E T Y P E S O F IN F O R M A T I O N / D O C U M E N T S / F O R M S FOUND 
I N THE S E R I E S . I N C L U D E T H E P U R P O S E OR F U N C T I O N O F THE B E R - I E S ) 

Budget 
Purchasing 
Co Vehicle 
Drafting & Graphics 
Personnel 

1. RECORD SERIES FORMAT(S} 

B LETTER SIZE O MICROFILM 

^ ^ L E C A L S I 2 X O COMPUTER TAPE 

O BOUND BOOK O FLOPPY DISK 

O AUDIO TAPE O VIDEO TAPE 

O OTHER(SPEC 1 FY) 

1 . RECORD SERIES SEQUENCE 

O ALPHABETICAL 

$ NUMERICAL 

O CHRONOLOGICAL 

0 GEOGRAPHICAL 

O OTHER(SPEC 1FY) 

1 . VOLUME 
2 Xfi FILE DRAWER(S) 

O MICROFILM R E E L ( S ) 
D COMPUTER T A P E ( S ) 

NUMBER D OTHER(SPECIFYJ 
2 • boxes 

1. RECORD SERIES FORMAT(S} 

B LETTER SIZE O MICROFILM 

^ ^ L E C A L S I 2 X O COMPUTER TAPE 

O BOUND BOOK O FLOPPY DISK 

O AUDIO TAPE O VIDEO TAPE 

O OTHER(SPEC 1 FY) 

1 . RECORD SERIES SEQUENCE 

O ALPHABETICAL 

$ NUMERICAL 

O CHRONOLOGICAL 

0 GEOGRAPHICAL 

O OTHER(SPEC 1FY) 
1 0 . ANNUAL ACCUMULATION 

O FILE DRAWER(S) 
O MICROFILM R E E L ( S ) 

ETjtrSZV 0 COMPUTER T A P E ( S ) 
D e -VTDlsprr irv l 

1 1 ' FILE I S USED 
E* DAILY 0 WEEKLY O MONTHLY 

1 2 • FILE BECOMES INACTIVE AFTER 
D MONTH(S) O YEAR(S ) 

1 2 . CURRENT LOCAT1ON(SJ (BLDS.,FLOOR.ROOM] 

Director's Office, Planning & Zoning 
Howard Building T o c e , , r 

1 4 . I S RECORD S E R I E S DUPLICATED ELSEWHERET 
l l F Y E S , S P E C I F Y /.OENCV OR O F F I C E ) 
O YES R NO 

I I . ACCESS RESTRICTIONS O YES ft NO 
( I F Y E S , C I T E L A w ( s ) * R E O U I _ A T I O N { S ) 

I C . AUDIT REQUIREMENTS 

& NONE O STATE O FEDERAL 0 INDEPENDENT 

1 7 . I S AN INDEX SYSTEM USED? ( I F Y E S . E X P L A I N 
• r . - IEPLV A K O D E S C R I B E ' A N Y MAf*DBARE./sOFTBARE ) 

O YES 2t¥ NO 

• 
I I . RECOMMENDED RETENTION 

Retain for five (5) years, then destroy 

I I . NAME AND TITLE OF PREPARER 

Marsha McLaunhlin 
Records Retention Officer 

2 0 . TELEPHONE NUMBER 

992-2356 

2 1 . DATE 

9-16-88 

DCS 1 1 0 . 4 (REVISED 2 / 1 7 ) 



• 

AGENCY.RECORDS INVENTORY SEPARATE FORM FOR EACH-HE*-OR 
REVISED RECORD S E R I E S . FORWARD 

A H RECORDS RETENTION SCHEDULE 
l R s s i o > t ) 

TJEFAKIMLNI "OF CENERAL~EERV 1CES 
-RECORDS MANAGEMENT DIVISION 

7 2 7 2 WATERLOO ROAD 
P . O . BQX*27I 

J E S S U P . MARYLAND 2 0 7 2 4 

AGENCY.RECORDS INVENTORY SEPARATE FORM FOR EACH-HE*-OR 
REVISED RECORD S E R I E S . FORWARD 

A H RECORDS RETENTION SCHEDULE 
l R s s i o > t ) 

TJEFAKIMLNI "OF CENERAL~EERV 1CES 
-RECORDS MANAGEMENT DIVISION 

7 2 7 2 WATERLOO ROAD 
P . O . BQX*27I 

J E S S U P . MARYLAND 2 0 7 2 4 
PAGE ^ OF 20 

| I . fiCFARTMENT/AGENCY 

| Planning •& Zoning 
2 . DIVISION 

Director's Office 
2 . UNIT 

j DEFINITION•RECORD - R I E S -
REFERENCE AW WELL AW RETENTION AND O f P O S I T I O N f U H ^ B l g i 

j 4 . RECORD SERIES TITLE 

General Plan 4.1 thru 4.9 
* . EARLIEST YEAR/LATEST YEAR 

197? TO 

1 » . RECORD SERIES DESCRIPTION ( B R I E F L Y D E S C R I B E 
I N THE S E R I E S . 

THE T Y P E S O P INPORMATI ON/DOCUMENTS/FORMS FOUND 
INCLUDE THE PURPOSE OR FUNCTION OF TNE SEP/IES) 

Guidelines 
Population 
General Plan Elements 
Community Programs/lenewal Projects 
House Numbering 
Consultants 

7 . RECORD SERIES FORMAT(S) 

JfcX LETTER SIZE O MICROFILM 

^ ^ J C C A L SIZE O COMPUTER TAPE 

0 BOUND BOOK O FLOPPY DISK 

• . RECORD SERIES SEQUENCE 

O ALPHABETICAL 

* NUMERICAL 

•D CHRONOLOGICAL 

0 . VOLUME 

^ T / ' F I L E DRAWER ( S ) 
D MICROFILM R E E L ( S ) 
D COMPUTER TAPE 1S ) 

NUMBER D oTMERlSPECIFY) 

O AUDIO TAPE O VIDEO TAPE 

O OTHER(SPEC 1FY) 

O GEOGRAPHICAL 

D OTHERfSPECIFY) 
1 0 . ANNUAL ACCUMULATION 

O FILE DRAWER(S) 
O MICROFILM R E E L ( S ) 

KUBSZK 0 COMPUTER T A P E ( S ) 

1 0 . ANNUAL ACCUMULATION 
O FILE DRAWER(S) 
O MICROFILM R E E L ( S ) 

KUBSZK 0 COMPUTER T A P E ( S ) 

1 1 ' FILE I S U5ED 
RXDAILY O WEEKLY 0 MONTHLY 

1 1 • FILE BECOMES INACTIVE AFTER 
O MONTH(S) O Y E A R ( S ) 

N U M B E R •i 
1 2 . CURRENT LOCATION(S) (BLDG. .FLOOR.ROOM) 
Director's Office, OPZ, Geo. Howard Bldg. 

1 4 . I S RECORD S E R I E S DUPLICATED ELSEWHEREf j 
l l F Y E S , S P E C I F Y M E K C T OR O F F I C E ) 
O Y E S DXNO 

I I . ACCESS RESTRICTIONS O Y E S XB NO 
( I F Y E S , C I T E L A W ( B ) * R E G U L A T I O N ! * ) 

I C . AUDIT REQUIREMENTS 

^ NONE O STATE O FEDERAL O INDEPENDENT 

1 7 . I S AN INDEX SYSTEM USED! ( I F Y E S . E X P L A I N 
B R I E F L Y AKD D E S C R I B E ' ANY MARDBARE./SOFTWARE ) 
• • 

O Y E S H N O • 
1 0 . RECOMMENDED R E T E N T I O N 

Material related to planning and policy 
that illustrates development of the Countv, 
retain permanently for eventual transfer to 
the Archives 

l 

1 2 . NAME AND TITLE OF PREPARER 
Marsha McLaughlin 

Records Retention Officer 

2 0 . TELEPHONE NUMBER 

992-2356 

2 1 . D A T E 

9-16-88 

DCS 2 2 0 - 4 (REVISED 2 / 2 7 ) 
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AGENCY RECORDSJflVENTORY INSTF-VCT I C f l S - - T Y P E "PR P R I N T A 
SEPARATE FORM FOR *£ACM - N T * - • * » — 
REVISED RECORD S E R I E S . FORWARD 

^•iff-H RECORDS RETENTION * i **~* - J r r v " 
^Pos S S O - I ) 

~XJEFARTMERT O F GENERAL SERVICES 
••ECORDS MANAGEMENT DIVISION 

7 2 7 S WATERLOO ROAD 
P . O . BOX *X71 

J E S S U P . MARYLAND 2 0 7 * 4 

AGENCY RECORDSJflVENTORY INSTF-VCT I C f l S - - T Y P E "PR P R I N T A 
SEPARATE FORM FOR *£ACM - N T * - • * » — 
REVISED RECORD S E R I E S . FORWARD 

^•iff-H RECORDS RETENTION * i **~* - J r r v " 
^Pos S S O - I ) 

~XJEFARTMERT O F GENERAL SERVICES 
••ECORDS MANAGEMENT DIVISION 

7 2 7 S WATERLOO ROAD 
P . O . BOX *X71 

J E S S U P . MARYLAND 2 0 7 * 4 
PACE 5 o r 20 

I 1 . DEFARTMENT/AGENCY 

j Planning. & Zoning 

X . DIVISION 
Director's Office 

S . « M I T 

D E F I N I T I O N - R E C O R D S E R I E S ' 
REFERENCE AW WELL AW RETENTION AMD D U K J I I T I M ) K U t t f O i t l 

• 4 . R E C O R D S E R I E S T I T L E 

' Subdivision 5.1; 5.8; 5.2-5.9 
1 . E A R L I E S T Y E A R / L A T E S T Y E A R 

IV1 T O 

• . R E C O R D S E R I E S D E S C R I P T I O N | 
I N THE S E R I E S . 

THE T Y P E S OF IHFORMATION/DOCUMENTS/PORKS POUND 

INCLUDE THE PURPOSE « R FUNCTION OP THE BE P I E C ) 

5.1 General Correspondence 
5.8 New Town 
5.2 thru 5.9 Processing, review, task force, impact fees, fee schedule, mobile home parks 

pathways and open space Commission 

7 . R E C O R D S E R I E S F O R M A T { S ) 

8 L E T T E R S I Z E D M I C R O F I L M 

^ ^ L E G A L S I Z E TJ . C O M P U T E R T A P E 

O BOUND BOOK O F L O P P Y D I S K 

O A U D I O T A P E O V I D E O T A P E 

O O T H E R ( S P E C 1 F Y } 

S . R E C O R D S E R I E S S E Q U E N C E 

O A L P H A B E T I C A L 

O N U M E R I C A L 

XX C H R O N O L O G I C A L 

O G E O G R A P H I C A L 

O O T H E R ( S P E C I F Y ) 

» . V O L U M E 

2 ^ F I L E D R A W E R ( S ) 

O M I C R O F I L M R E E L ( S ) 
D C O M P U T E R T A P E | S ) 

N U M B E R D Q T ^ R J S P E C 1 F Y ) 
3 • Doxes 

1 0 . A N N U A L A C C U M U L A T I O N 

O F I L E D R A W E R ( S ) 
O M I C R O F I L M R E E L ( S ) 

KQBBEIT 0 C O M P U T E R T A P E ( S ) 
D OTWFBfsprrtrvl 

1 1 * F I L E I S U S E D 

K D A I L Y O WEEKLY TJ MONTHLY 

1 1 ' F I L E B E C O M E S I N A C T I V E A F T E R j 
O M O N T H ( S ) O Y E A R [ S ) j 

I S . C U R R E N T L O C A T I O N ( S ) ( B L D C . . F L O O R . R O O M ) 

Director's 0-ffice, Geo. Howard Bldg., 1st floor 
Jessup 

1 4 . I S R E C O R D S E R I E S - D U P L I C A T E D E L S E W H E R E T J 

( I F YEW, S P E C I F Y F.OENCT OR O F F I C E ) 
O Y E S 0 * N O 

I S . A C C E S S R E S T R I C T I O N S D Y E S X © N O 

( I F Y E B , C I T S L A W ( S ) A * K O U L A T t O N ( « ) 
I S . A U D I T R E Q U I R E M E N T S 

^ NONE O S T A T E O F E D E R A L 0 I N D E P E N D E N T 

1 7 . I S A N I N D E X S Y S T E M U S E D T ( i r m . E I F i A M 

M . I E F L V AKD OX S C R I B E ' ANT MATftDSAKE./ S O F T BARS ) 

O Y E S *k M O • 
I B . RECOMMENDED R E T E N T I O N 

5.1 and 5.8 - Retain for ten. (10) years, 
then destroy. 

5.2-5.9 Retain for five (5) years, then destroj 

I S . NAME A N D T I T L E O F S W S P A S C K 

Marsha McLaughlin 
Records Retention Officer 

J U ) . T E L E P H O N E N U M B E R 

992-2356 
2 1 . D A T E j 

9-16-88 

DCS S S 0 - 4 (REVISED */»7 ) 



I N S T R U C T I C N S - - T Y P E OR PR INT "A 
SEPARATE FORM FOR EACH NEW OR " 
REVISED RECORD S E R I E S . FORWARD 

tSAJTH RECORDS RETENTION SCHEDULE 

(vP-M-5 2 2 0 - 1 ) 

D E F A R T M E N T ~ D F GENERAL SERVICES 
•RECORDS MANAGEMENT DIVISION — 

7 2 7 S WATERLOO ROAD 
P . O . SOX 2 7 1 

J E S S U P . MARYLAND 2 0 7 1 4 

•AGENCY -RECORDS -INVENTORY 

PAGE ^ OF 20 

( 1 . DEPARTMENT /AGENCY 
Planning and Zoning 

t . DIVISION 
Director's Office 

2 . UNIT 

DEFINITION •RECORD S E R I E S ' * •»°»* R E L A T E D R E C O R D S N O R M A L L Y P I L E D AND U S E D A S A U N I T FOR 
R E F E R E N C E AS S E L L AW R E T E N T I O N AND D I S P O S I T I O N P U R P O S E S 

j 4 . RECORD SERIES TITLE 
1 Zoning Correspondence 

2 . EARLIEST YEAR/LATEST YEAR 
.1973 TO . 

• 2 . RECORD SERIES DESCRIPTION 0 « » C R I W E THE T Y P E S O F I N P O R M A T I O N / D O C U M E N T S / P O R M S FOUND 
: I N THE S E R I E S . I N C L U D E T H E P U R P O S E OR F U N C T I O N OP THE S E P / I E S ) 

6.1 to 6.87 

7 . RECORD SERIES F O R M A T ( S ) 

SXLETTER SIZE O MICROFILM 

f^^LEGAL SIZE D COMPUTER TAPE 

O BOUND BOOK O FLOPPY D I S K 

D AUDIO TAPE O VIDEO TAPE 

O OTHERISPEC 1FY) 

0 . RECORD SERIES SEQUENCE 

O ALPHABETICAL 

O NUMERICAL 

ECCHRONOLOG1CAL 

0 GEOGRAPHICAL 

O OTHER(SPECIFY) 

1 . VOLUME 

^ FILE DRAWER(S) 
2 O MICROFILM R E E L ( S ] 

O COMPUTER T A P E ( S ) 
NUMBER 0 oTHERlSPECIFY) 

3 • b o x e s 

1 0 . ANNUAL ACCUMULATION 
•** FILE DRAWER(S) 
O MICROFILM R E E L ( S ) 

K C H K E T T D COMPUTER TAPE ( S ) 
. D OTMFBfSPFrirVl 

1 1 * FILE I S USED 

^ D A I L Y O WEEKLY O MONTHLY 

1 2 • FILE BECOMES INACTIVE AFTER 

If) ° MONTH(S) J R Y E A R I S ) 

1 2 . CURRENT LOCATION(S) (BLDG..FLOOR.ROOM) 

Director's Office, Geo. Howard Bldg., 
1st floor & Jessup 

1 4 . I S RECORD S E R I E S DUPLICATED ELSEWHEREf 
l l P *W.#Lj. S P E C I F Y M E N C T OR O F F I C E ) 
O Y E S 5 0 * N O 

1 2 . ACCESS RESTRICTIONS O Y E S # N O 
( I F YEW, C I T E L A W ( s ) • R E G U L A T I O N ! * ) 

1 • . AUDIT REQUIREMENTS 

XH»*CNE O STATE O FEDERAL O INDEPENDENT 

1 7 . I S AN INDEX SYSTEM USEDT ( I F Y E S . E X P L A I N 
B R I E F L Y AKD DESCRIBE* ANY HARDBARE/SOFTWARE) 

O YES W N O • 
I I . RECOMMENDED RETENTION 

retain for ten (10 years, then destroy 
• 

1 1 . NAME AND TITLE OF PREPARER 
Marsha McLaughl in 

Records Retention Officer 

2 0 . TELEPHONE NUMBER 

992-2356 
2 1 . DATE 

9=16-88 

D C S 2 2 0 - 4 ( R E V I S E D 2 / 1 7 ) 



J N S T K U C T I C N S - - T Y P E OR P R I N T A DEPARTMENT "OF GENERAL S E R V I C E S 
RECORDS MANAGEMENT-DIVISION 

7X71 WATERLOO ROAD 
P . O . B O X ' S 7 * 

J E S S U P , MARYLAND Z 0 7 S 4 

AGENCY RECORDS INVENTORY S E P A R A T - FORM TOR "EACH NEW OR 
, REV 1 SEC/ RECORD S E R I E S . FORWARD 
J U T H RECORDS RETENTION SCHEDULE 

| A s S S O - I ) 

DEPARTMENT "OF GENERAL S E R V I C E S 
RECORDS MANAGEMENT-DIVISION 

7X71 WATERLOO ROAD 
P . O . B O X ' S 7 * 

J E S S U P , MARYLAND Z 0 7 S 4 

AGENCY RECORDS INVENTORY S E P A R A T - FORM TOR "EACH NEW OR 
, REV 1 SEC/ RECORD S E R I E S . FORWARD 
J U T H RECORDS RETENTION SCHEDULE 

| A s S S O - I ) 

DEPARTMENT "OF GENERAL S E R V I C E S 
RECORDS MANAGEMENT-DIVISION 

7X71 WATERLOO ROAD 
P . O . B O X ' S 7 * 

J E S S U P , MARYLAND Z 0 7 S 4 ••AGE .7 OF 20 

j | . OEFARTMENT/AGENCY 

| Planning and Zoning 
t . D I V I S I O N 

Director's Office 
S . UNIT 

' DEFINITION'RECORD S E R I E S ' * * * O U W ° R • , L * T , B R E C O R D S N O R M A L L Y F I L E D A N D U S E D A S A U N I T F O R 
! R E F E R E N C E A S W E L L AW R E T E N T I O N A N D D I S P O S I T I O N P U R P O S E S 

I 4 . RECORD S E R I E S T I T L E 

; Public Relations 
S . E A R L I E S T YEAR/LATEST YEAR 

-197 ^ TO 

J G > RECORD S E R I E S D E S C R I P T I O N J * " , I K r i - Y © M C R I B E THE T Y P E S O F INPOKMATION/DOCUliENTS/PORMS FOUND 
J I N THE S E R I E S . INCLUDE THE PURPOSE OR FUNCTION OP THE B E P I E S ) 

7.1 thru 7.5 Public Hearings 
Educational Materials 
Press Releases 
Gen. Corresp. - Mailing Lists 
Conferences 

7 . RECORD S E R I E S F O R M A T ( S ) 

) f t LETTER S I Z E O M I C R O F I L M 

LEGAL S I Z E O COMPUTER TAPE 

<3 BOUND BOOK O FLOPPY D I S K 

O AUDIO TAPE O VIDEO TAPE 

O O T H E R ( S P E C 1 F Y ) 

S . RECORD S E R I E S SEQUENCE 

O ALPHABETICAL 

O NUMERICAL 

CHRONOLOGICAL 

O GEOGRAPHICAL 

O O T H E R ( S P E C I F Y ) 

S . VOLUME 

XX F I L E D R A W E R ( S ) 
1 O MICROFILM R E E L ( S ) 

D COMPUTER T A P E | S ) 
N U M B E R 0 O T H E R [ S P E C 1 F Y ) 

1 0 . ANNUAL ACCUMULATION 

D F I L E DRAWER(S ) 
O MICROFILM R E E L ( S ) 

HUMVKH * " • fcn .**• «» | | 
. "3 BTHFPlSPPrirvl 

" * F I L E I S USED 

O D A I L Y JR§ WEEKLY O MONTHLY 

1 1 * F I L E BECOMES INACTIVE AFTER 

O M O N T H ( S ) 0 Y E A R ( S ) 

I S . CURRENT L O C A T I O N ( S ) ( B L D C . , F L O O R , R O O M } 

Director's Office, Geo. Howard Bldg. 
1st floor 

1 4 . I S RECORD S E R I E S DUPLICATED ELSEWHERET 

( I F Y E S , S P E C I F Y A O E N C Y OR O F F I C E ) 
O Y E S QtJNO 

I S . A C C E S S R E S T R I C T I O N S O Y E S & N O 

( I F Y E S , C I T E L A W ( S ) • R E O U L A Y I O N I S ) 

l « . A U D I T REQUIREMENTS 

V NONE O S T A T E O FEDERAL 0 INDEPENDENT 

1 7 . I S AN INDEX SYSTEM USEDT (|p V B S . E X P L A I N 

• R I S P L V AND D E S C R I B E ' A N Y M A R D B A R E / S O P T B A R E ) 

O Y E S B x N O 

• 
I S . RECOMMENDED RETENTION 

Retain 3 years, then destroy 

I S . NAME AND T I T L E OF PREPARER 

Marsha McLaughl in 
Records Retention Officer 

S O . TELEPHONE NUMBER 

992-2356 
S I . DATE 

9-16-88 

D C S S S O - 4 ( R E V I S E D X / S 7 ) 



pMSTKUCTIQMS•-TYPE "PR "PRINT A 
-SEPARATE FORM FOR EACH NEW OR 
.REVISED RECORD S E R I E S . FORWARD 
j f tUH RECORDS RETENTION SCHEDULE 
^Bs 2 2 0 . 1 ) 

"DEPARTMENT OF GENERAL S E R V I C E S 
-RECORDS MANAGEMENT D I V I S I O N 

7 S 7 I WATERLOO ROAD 
P . O . BOX *27 l 

J E S S U P , MARYLAND 2 0 7 1 4 

AGENCY RECORDS INVENTORY 

P A C E OF -20 

• I . DEPARTMENT/AGENCY 

Planning- & Zoning 
1 . D I V I S I O N 

Director's Office 
2 . UNIT 

DEFINITION•RECORD 
i 

• R I E S - * O R O U ' " ° r RWLATKD RECORDS NORMALLY P I L E D AND USED A S A UNIT FOR 
REFERENCE AW WELL AW RETENTION AND D I S P O S I T I O N PURPOSES _ ;_ 

, 4 . RECORD S E R I E S T I T L E 
! Legal Opinions 
i 

• . E A R L I E S T YEAR/LATEST YEAR 

1?73 TO 

iCORD SERIES DESCRIPTION ( " M i C > r L > V M I C K I WE THE T Y P E S OF INFORMATION/DOCUMENTS/FORM! FOUND 
I N THE S E R I E S . INCLUDE THE PURPOSE OR FUNCTION OP THE S E R - I E S ) 

8.1 thru 8.451 Office of Law Correspondence 
Bills Correspondence 
Opinions Correspondence 

j Litigations Correspondence 
Zoning Regulations & Zoning' lap Corr. 
Planning Board Cases Correspondence 
Board of Appeals Cases Correspondence 

7. RECORD S E R I E S F O R M A T ( S ) 

% L E T T E R S I Z E O MICROFILM 

^ f e f t j C G A L S I Z E O COMPUTER T A P E 

BOUND BOOK O FLOPPY D I S K 

O AUDIO TAPE 0 VIDEO TAPE 

O O T H E R ( S P E C 1 F Y ) 

1 . RECORD S E R I E S SEQUENCE 

O ALPHABETICAL 

O NUMERICAL 

CHRONOLOGICAL. 

0 GEOGRAPHICAL 

O O T H E R ( S P E C I F Y ) 

1 . VOLUME 

X & F I L E D R A W E R ' S ) 
1 O M I C R O F I L M R E E L ( S ) 

O COMPUTER T A P E I S 1 
NUMBER p Q T H E R [ S P E C 1 F Y ) 

1 • box 
1 0 . ANNUAL ACCUMULATION 

O F I L E D R A W E R ( S ) 
O MICROFILM R E E L ( S ) 

ITOBSETr O COMPUTER T A P E { S ) 
. O O T M r B f s p r n r v l 

> > ' F I L E I S U S E D 

O D A I L Y KX WEEKLY O MONTHLY 

I X • F I L E BECOMES INACTIVE AFTER 

1 0 O M O N T H ( S ) 5 P Y E A R ( S ) 

I S . CURRENT L O C A T I O N ! S ) ( B L D G . . F L O O R , R O O M } 

Director's Office, Geo. Howard Bldg., 
1st floor _ J e s s u D 

1 4 . I S RECORD S E R I E S DUPLICATED ELSEWHERET 

I t F Y E S , S P E C 1 FY /.OENCT OR O F F I C E ) 
O YES *D N O 

I S . A C C E S S R E S T R I C T I O N S O Y E S -CKNO 

( I F T B S , C I T S L A W ( s ) «• PECULATION! S J 
I I . A U D I T REQUIREMENTS 

B NONE O S T A T E O FEDERAL O INDEPENDENT 

1 7 . I S A N I N D E X SYSTEM U S E D ! ( I F Y E S . E X P L A I N 

B R I E F L Y AND DESCRIBE* ANY HARDWARE/SOFTWARE) 
• • 

0 YES 6 * N O 

• 
I I . RECOMMENDED RETENTION ' 

%retain for ten (.10) years, then "destroy 

I I . NAME AND T I T L E O F PREPARER 

Marsha McLaughl in 
Records Retention Officer 

2 0 . TELEPHONE NUMBER 

992-2356 
Z 1 . D A T E 

9-16-88 

D C S 1 1 0 . 4 ( R E V I S E D 2 / 1 7 ) 



- ' INSTHVCT IQ--IS--TVPC -OR PRINT-A — 
- SEPARATE XORM FOR EACH NEW OR -

.REVISED RECORD S E R I E S . FORWARD ~ 
WITH RECORDS RETENTION SCHEDULE 

t g ^ ^ S S S O - I ) 

-DEPARTMENT OF-4SCNERAL -SERVICES 
RECORDS MANAGEMENT DIVISION 

7 Z 7 I WATERLOO ROAD 
P . O . BOX *Z7* 

J E S S U P , MARYLAND 2 0 7 * 4 

AGENCY RECORDS INVENTORY 
- ' INSTHVCT IQ--IS--TVPC -OR PRINT-A — 
- SEPARATE XORM FOR EACH NEW OR -

.REVISED RECORD S E R I E S . FORWARD ~ 
WITH RECORDS RETENTION SCHEDULE 

t g ^ ^ S S S O - I ) 

-DEPARTMENT OF-4SCNERAL -SERVICES 
RECORDS MANAGEMENT DIVISION 

7 Z 7 I WATERLOO ROAD 
P . O . BOX *Z7* 

J E S S U P , MARYLAND 2 0 7 * 4 PAGE -9 OF 20 

j S . DEPARTMENT/ACENCY 

Planning & Zoning 
t . DIVISION 

Director's Office 
S . UNIT 

DEFINITION •RECORD S E R I E S - * °*OU* 0 | r * * L A T B D RECORDS NORMALLY F I L E D AND USED A S A UNIT FOR 

j 4 . RECORD SERIES TITLE 

! County/State 
1 . EARLIEST YEAR/LATEST YEAR 

- 1?73 TO _ 

• . RECORD SERIES DESCRIPTION ( B R I E F L Y DESCRIBE 
I N THE S E R I E S . 

THE T Y P E S OF INPORMATION/DOCUMENTS/PORMS FOUND 
INCLUDE THE PURPOSE OR PUNC1 I ON OP THE S E P I E S ) 

9.1 thru 9.83 - County Executive correspondnece 
County Administrator 
Management Services 
Citizen Services 
County Council 
Dept. of Public Works 
DPW Studies 
Public Works Board 
Dppi-. of Education 

II 
N 

II 

II 

II 

it 

Dept. of Parks & Recreation Corresn. 
Police Dept. " 
Fire Administrator Civil Defence " 

9.9 thru 9.995 State Agencies Correspondnece 

7 . RECORD SERIES FORMAT(S) 

EKLETTER SIZE O MICROFILM 

#LEGAL SIZE O COMPUTER TAPE 

BOUND BOOK O FLOPPY DISK 

D AUDIO TAPE O VIDEO TAPE 

O OTHER(SPEC I FY ) 

RECORD SERIES SEQUENCE 

O ALPHABETICAL 

O NUMERICAL 

O^CHRONOLOO ICAL 

O GEOGRAPHICAL 

O OTHER(SPECIFY) 

VOLUME 

3 

NUMBER 

4 ' 

0 FILE DRAWER(S) 
O MICROFILM R E E L ( S ) 
D COMPUTER T A P E ( S ) 
O OTHER(SPECI FY) 

KNVPC 

1 0 . ANNUAL ACCUMULATION 
D FILE DRAWER(S) 
O MICROFILM R E E L ( S ) 

KUBSTW ° COMPUTER T A P E ( S ) 
. D e r r H F P ( s p r r i r v ; 4-

I I . FILE I S USED 
•R DAILY O WEEKLY O MONTHLY 

I S . CURRENT LOCATION(S) (BLDC.,FLOOR,ROOM) 

Director's Office, Geo.Howard Bldg.& Jessup 

t z . FILE BECOMES INACTIVE AFTER 
O MONTH(S) D YEAR(S ) 

1 4 . I S RECORD S E R I E S DUPLICATED ELSEWHERE? 
I I F Y E S - WPS 
D YES XMNO 
( I F YEW- S P E C I F Y /.OENCT OR O F F I C E ) 

I f . ACCESS RESTRICTIONS 
iIF Y E S . C I T E L A B ( B ) 

O YES 5ft NO 1 4 . AUDIT REQUIREMENTS 

NONE D STATE O FEDERAL O INDEPENDENT 

1 7 . I S AN INDEX SYSTEM USEDT ( I P Y E S . E X P LA IN 
• t J l R F L V AKO D E S C R I B E ' ANY MAROBARC/SOFTBARE) 

• • 

O YES ft NO 

I t . RECOMMENDED RETENTION 

Retain for five (5) years, then destroy. 

I t . NAME AND TITLE OF PREPARER 
Marsha McLaughl in 

Records Retention Officer 

ZO. TELEPHONE NUMBER 
992-2356 

z i DATE 
9-16-88 

DCS I S O - 4 (REVISED Z / S 7 ) 



PNSTKVCTICMS -•TYPE Oft PHINT A " 
SEPARATE FORM FOR EACH NEW OR 
REVISED RECORD S E R I E S . FORWARD 

]pS_UTH RECORDS RETENTION SCHEDULE 
j i f l P o S 2 2 0 * 1 ) 

| I . DEPARTMENT/AGENCY 

Planning & Zoning 

""DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7 2 7 2 WATERLOO ROAD 
p.o. BOX *271 

J E S S U P . MARYLAND 2 0 7 2 4 

A . - D I V I S I O N 

Director's Office 

A6ENCY RECORDS INVENTORY 

PAGE 10 OF 20 

2 . UNIT 

DEFINITION-RECORD S E R I E S ' * ° * O U T " O F R E L A T E D R E C O R D S N O R M A L L Y F I L E D A N D U S E D AW A U N I T F O R 
R E F E R E N C E AW W E L L AW R E T E N T I O N A N D D I S P O S I T I O N P U R P O S E S • _ 

j 4 . RECORD SERIES TITLE 

i . 
Federal/State Agencies 

2 . EARLIEST YEAR/LATEST YEAR 

1 9 7 3 TO 

I g m RECORD SERIES DESCRIPTION J * " , , F U Y » « C R I B E T H E T Y P E S O F I H F O R M A T I O N / D O C U M E N T S / F O R M S F O U N D 

1 H THE S E R I E S . I N C L U D E T H E P U R P O S E O R F U N C T I O N O P T H E SEP/1 B l J 

10.1 thru 10.218 Fed. Governments Correspondence 
, State of M) General Correspondence 

10.22 thru 10.226 Dept. of Transportation Corr. 
10.23 thru 10.29 Dept. of Health & Mental Hygiene 

Dept. of Public Safety & Correctional Services 
Dept. of Natural Resources 
Other State Agencies 
Dept. of Agriculture 

Dept. of General Services 
Dept. Economic & Community 

Development 

7 . RECORD SERIES FORMAT(S) 

XX) LETTER SIZE O MICROFILM 

LEGAL SIZE O COMPUTER TAPE 

O BOUND BOOK O FLOPPY DISK 

O AUDIO TAPE O VIDEO TAPE 

O OTHER(SPECIFY) 

RECORD S E R I E S SEQUENCE 

O ALPHABETICAL 

O NUMERICAL 

EWCHRONOLOGICAL 

O GEOGRAPHICAL 

O O T H E R ( S P E C I F Y ) 

VOLUME 

3 
NUMBER 

i _ 

R X F I L E DRAWXR(S) 
O MICROFILM R E E L ( S ) 
O COMPUTER T A P E ( S ) 
O OTHER(SPECI F Y ) 

HNXP.R 

1 0 . ANNUAL ACCUMULATION 
D F I L E D R A W E R ( S ) 
O MICROFILM R E E L ( S ) 

KVtrmr o COMPUTER T A P E ( S ) 
• D ryrvfrp( - ; p r r 1 r v ) 

I I . FILE I S USED 
XR DAILY O WEEKLY O MONTHLY 

1 2 • FILE BECOMES INACTIVE AFTER 
JFC-L^gy P MQNTH(S) }@L YEAR(S ) 

1 2 . CURRENT LOCATION(S) (BLDC..FLOOR.ROOM) 

Director's Office, Geo. Howard Bldg., 1st floor 
anH .TpgQiip 

1 4 . I S RECORD S E R I E S DUPLICATED ELSEWHERET 
( I F v r s . j S P r c i P Y A G E N C Y OR O F F I C E ) 
O YES IVNO 

1 2 . ACCESS RESTRICTIONS O YES « N O 
( I F Y E B , C I T E L A W ( s ) • R E O U L A T I O N { S ) 

1 2 . AUDIT REQUIREMENTS 

tfcCNONE O STATE O FEDERAL D INDEPENDENT. 

1 7 . I S AN INDEX SYSTEM USED! ( I F Y E S . E X P L A I N 

B R I E F L Y A N D D E S C R I B E * A N Y H A R D W A R E . / S O F T W A R E ) 
• > 

O YEB & NO 

I B . RECOMMENDED RETENTION 
10.1 thru 10.218 and 10.23 thru 10.29 - 3 years, 

j then destroy 
10.2*2 thru 10.226 - ten years, then destroy 

1 2 . NAME AND TITLE OF PREPARER 

Marsha McLaunhl ip^ Records Retention O f f i c e r 

DCS 2 2 0 - 4 (REVISED 2 / 2 7 ) 



* C 

I N S T R U C T I O N S - • T Y P E OR P R I N T A 
. SEPARATE FORM FOR EACH NEW OR 

R E V I S E D RECORD S E R I E S . FORWARD 
A M RECORDS RETENTION SCHEDULE 
^ G S S S O - I ) 

DEPARTMENT OF GENERAL S E R V I C E S 
RECORDS MANAGEMENT D I V I S I O N " 

7X71 WATERLOO ROAD 
P . O . BOX X7I 

J E S S U P . MARYLAND 2 0 7 * 4 

T • 

AGENCY ftECORDS-HWENTOKY 

* C 

I N S T R U C T I O N S - • T Y P E OR P R I N T A 
. SEPARATE FORM FOR EACH NEW OR 

R E V I S E D RECORD S E R I E S . FORWARD 
A M RECORDS RETENTION SCHEDULE 
^ G S S S O - I ) 

DEPARTMENT OF GENERAL S E R V I C E S 
RECORDS MANAGEMENT D I V I S I O N " 

7X71 WATERLOO ROAD 
P . O . BOX X7I 

J E S S U P . MARYLAND 2 0 7 * 4 PAGE OF 20 

{ I . DEFARTMENT/AGENCY 

j Planning & Zoning 
2 . D I V I S I O N 
Director's Office 

2 . UNIT 

I D E F I N I T I O N •RECORD S E R I E S - * - " O U P O F R W C O R D B N O R M A L L Y F I L E D A N D V I E D AW A U N I T F O R 
R E F E R E N C E AW W E L L AW R E T E N T I O N A N D D I S P O S I T I O N P U R P O S E S 

j 4 . RECORD S E R I E S T I T L E 

Metropolitan Organizations 
S . E A R L I E S T YEAR/LATEST YEAR 

1?73 To . 

! - # RECORD SERIES DESCRIPTION ( • * , * r i - r B * » C B I B E THE T Y P E S O P I N P O R M A T I O N / D O C U M E N T S / P O R M S P O U N D 

: I N THE S E R I E S . I N C L U D E T M E P U R P O S E O R F U N C T I O N O P T H E B E P I E S J 

10.31 thru 10.34 Regional Planning Council Corr. 
Greater Balto. Comm. Correspondence 
Baltimore Metropol. Area Study Comm. Corr. 
Metro. Transit Authority Corr. 

7 . RECORD S E R I E S F O R M A T ( S ) 

#LETTER S I Z E O MICROFILM 

LEGAL S I Z E O COMPUTER TAPE 

O BOUND BOOK D FLOPPY D I S K 

D AUDIO TAPE O VIDEO TAPE 

O O T H E R ( S P E C I F Y } 

RECORD S E R I E S SEQUENCE 

O ALPHABETICAL 

O NUMERICAL 

O^CHRONOLOGICAL 

O GEOGRAPHICAL 

O OTHER(SPEC I F Y ) 

VOLUME 

X S F I L E D R A W E R ( S ) 

1 D MICROFILM R E E L ( S ) 

NUMBER 

? 

D COMPUTER T A P E ( S ) 
O O T H E R [ S P E C I F Y ) 
hnxp.s 

1 0 . ANNUAL ACCUMULATION 

O F I L E D R A W E R ( S ) 
O MICROFILM R E E L ( S ) 

N U M B E * O COMPUTER T A P E ( S ) 
. D « T v i P R ( c ;PFr i rv ) 

I I . F I L E I S USED 

XxP D A I L Y LEKLY O MONTHLY 

IX . CURRENT L O C A T I O N ( S J { B L D C . . F L O O R , R O O M ) 

Director's Office, Geo Howard Bldg., 
1st floor a n d j e s s u p 

1 2 . P I L E B E C O M E S I N A C T I V E A F T E R 

3 O M O N T H ( S ) B X Y E A R ( S ) 

1 4 . I S RECORD S E R I E S DUPLICATED ELSEWHERET 

l l F YEW, S P E C I F Y AOEKCT OR O F F I C E ) 
O Y E S HXMO 

I S . ACCESS RESTRICTIONS O YES DjNO 
( I F Y E S , C I T E L A S ( s ) * R S O U L A T I O N ( S ) 

I S . A U D I T REQUIREMENTS 

X& NONE O S T A T E O FEDERAL O INDEPENDENT 

1 7 . I S AN INDEX SYSTEM USEDT ( | P Y E S . E X P L A I N 
B R I E F L Y A N D D E S C R I B E * A N Y M A R D B A R c / S O F T W A R E ) 

O Y E S IfcxNO 

I S . RECOMMENDED R E T E N T I O N 

retain 3 years, then destroy. 

I S . NAME AND T I T L E OF P R E P A R E R 

Marsha McLaughlin 
Records Retention ufficer 

" • - J W - 8 8 

DCS S S 0 - 4 (REVISED 2 / S 7 1 



JNSTfcVCTIONS- - T Y P E O R P H INT A -
SEPARATE FORM FOR EACH NEW OR 7 " 

. R E V I S E D RECORD S E R I E S . FORWARD 
J t J T M RECORDS RETENTION SCHEDULE 
fl^S 2 2 0 - 1 ) 

DEPARTMENT O F GENERAL - S E R V I C E S — 
.RECORDS MANAGEMENT D I V I S I O N 

7 1 7 1 WATERLOO ROAD 
P . O . BOX *172 

J E S S U P , MARYLAND 2 0 7 * 4 

j . 

AGENCY RECORDS INVENTORY 

PAGE 12 o r 20 

j I . DEPARTMENT/AGENCY 

Planning and Zoning 
t . D I V I S I O N 

Director's Office 
2 . U N I T 

DEFINITION-RECORD S E R I E S - * 9mOU'' ° r R « L A T * D RECORDS NORMALLY P I L E D AND USED AW A UNIT POR 
REFERENCE AW WELL AW RETENTION AMD D I S P O S I T I O N PURPOSES 

i 4 . RECORD S E R I E S T I T L E 
1 Central Maryland Agencies 
i — 

1 . E A R L I E S T YEAR/LATEST YEAR 

_1973 TO 

' 2 . RECORD SERIES DESCRIPTION ( •"•• ' R , - T © " S C R I B E T H E T Y P E S O F I N F O R M A T I O N / D O C U M C N T S / P O R M S F O U N D 
: I N THE S E R I E S . I N C L U D E T H E P U R P O S E O R F U N C T I O N O F T H E I C F I C I | 

I 10.35 thru 10.3537 General Corresp. & Reports 

7 . RECORD SERIES FORMAT(S) 

£xLETTER SIZE O MICROFILM 

f LEGAL SIZE O COMPUTER TAPE 

BOUND BOOK • FLOPPY DISK 

O AUDIO TAPE O VIDEO TAPE 

D OTHER(SPEC IFY) 

RECORD SERIES SEQUENCE 

O ALPHABETICAL 

O NUMERICAL 

j f t CHRONOLOGICAL 

D GEOGRAPHICAL 

O OTHER(SPECIFY) 

2 . VOLUME 

1 
N U M B E R 

EbPILE DRAWER(S) 
O MICROFILM R E E L ( S ) 
D COMPUTER T A P E ( S ) 
D O T H E R ( S P E C I F Y ) 

1- DOX 

1 0 . ANNUAL ACCUMULATION 
O FILE DRAWER(S) 
O MICROFILM R E E L ( S ) 

MTJCTZV O COMPUTER T A P E ( S ) 
• D e r r M F B ( R P F g n r v ) 

I t . FILE I S USED 
O DAILY XBXSEEKLY O MONTHLY 

1 2 . CURRENT LOCATION(S) (BLDG..FLOOR.ROOM) 
Director's office, Geo. Howard Bldg., 
1st floor 

1 2 • FILE BECOMES INACTIVE AFTER 
3 O M O N T H ( S ) - E K Y E A R ( S ) 

1 4 . I S RECORD S E R I E S DUPLICATED ELSEWHERET 
( I F Y E S , S P E C I F Y A G E N C Y OR O F F I C E ) 
O YES QCMO 

1 2 . ACCESS RESTRICTIONS O YES & N O 
( I F Y E S , C I T E L A w ( s ) * R E G U L A T I O N ( S ) 

1 2 . AUDIT REQUIREMENTS 

X3P NONE O STATE O FEDERAL ° INDEPENDENT 

1 7 . I S AN INDEX SYSTEM USEDT ( I F Y K B . E X P LA I N 

B R I E F L Y AKD DESCRIBE* ANY HARDWARE./SOFTWARE ) 

O YES XB NO 

I S . RECOMMENDED RETENTION 

Retain three (3) years, then destroy. 

1 2 . NAME AND TITLE OF PREPARER 

_ Marsha McLaunhlin, r j Records Retention Officer 

2 1 . DATE 
9-16-88 

D C S 2 2 0 - 4 ( R E V I S E D 1 / 2 7 ) 



I N S T M J C T ICfMS - -TYPE O R F H 1 NT A — 

SEPARATr FORM FOR.EACH NEW OR 
L REVISED''RECORD S E R I E S . FORWARD 

WITH RECORDS RETENTION SCHEDULE 
t f l f e s I B O - t ) 

DEPARTMENT -OF -GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7 2 7 1 WATERLOO ROAD 
P . O . BOX*27l 

J E S S U P , MARYLAND 2 0 7 1 4 

AGENCY RECORDS INVENTORY 
I N S T M J C T ICfMS - -TYPE O R F H 1 NT A — 

SEPARATr FORM FOR.EACH NEW OR 
L REVISED''RECORD S E R I E S . FORWARD 

WITH RECORDS RETENTION SCHEDULE 
t f l f e s I B O - t ) 

DEPARTMENT -OF -GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7 2 7 1 WATERLOO ROAD 
P . O . BOX*27l 

J E S S U P , MARYLAND 2 0 7 1 4 
13 20 

PAGE . OF _ 

{ I . DEPARTMENT/AGENCY 

j Planning •& Zoning 
t . DIVISION 

Director's Office 
2 . UNIT 

j DEFINITION-RECORD S E R I E S - * 0 * 0 U ' • O F « « " ™ 0 R E C O R D . N O R M A L L Y P I L E D 
j R E F E R E N C E AW W E L L AW R E T E N T I O N A N D D I S P O B 
i N 

A N D V S E D A S A U N I T F O R 

I T I O N P U R P O S E S 

4 . RECORD SERIES TITLE 

Utilities' 
S . E A R L I E S T YEAR/LATEST YEAR 

•19.71 TO 

t . RECORD SERIES DESCRIPTION ( • R I E P L Y D E S C R I B E 

I N THE S E R I E S . 
T H E T Y P E S O P I N F O R M A T I O N / D O C U M E N T S / F O R M S F O U N D 

I N C L U D E T H E P U R P O S E O R F U N C T I O N O P T H E B E P I E S ) 

10.41 thru 10.48 General Correspondence 

7 . RECOro SERIES FORMAT(S) 

jg(LETTER SIZE O MICROFILM 

gtfALEGAL SIZE O COMPUTER TAPE 

• B O U N D BOOK O FLOPPY DISK 

O AUDIO TAPE O VIDEO TAPE 

O OTHER(SPEC 1FY} 

S . RECORD SERIES SEQUENCE 

O ALPHABETICAL 

O NUMERICAL 

j^CHRONOLOG 1CAL 

0 GEOGRAPHICAL 

O OTHER(SPECIFY) 

S . VOLUME 
X ^ F I L E DRAWER!S) 
O MICROFILM R E E L ( S ) 
O COMPUTER T A P E f S 1 

NUMBER D OTHER(SPEC I FY) 

7 . RECOro SERIES FORMAT(S) 

jg(LETTER SIZE O MICROFILM 

gtfALEGAL SIZE O COMPUTER TAPE 

• B O U N D BOOK O FLOPPY DISK 

O AUDIO TAPE O VIDEO TAPE 

O OTHER(SPEC 1FY} 

S . RECORD SERIES SEQUENCE 

O ALPHABETICAL 

O NUMERICAL 

j^CHRONOLOG 1CAL 

0 GEOGRAPHICAL 

O OTHER(SPECIFY) 
1 0 . ANNUAL ACCUMULATION 

0 FILE DRAWER!S) 
O MICROFILM R E E L ( S ) 

HIMBETI d COMPUTER T A P E ( S ) 
. D n r rwro f w n r v \ 

1 0 . ANNUAL ACCUMULATION 
0 FILE DRAWER!S) 
O MICROFILM R E E L ( S ) 

HIMBETI d COMPUTER T A P E ( S ) 
. D n r rwro f w n r v \ 

" * FILE I S USED 
O DAILY ' XXX WEEKLY O MONTHLY 

1 1 ' FILE BECOMES INACTIVE AFTER I 
3 D MONTH(S) BlXyEAR(S) j 

NUMBER 

1 2 . CURRENT LOCATION'S) ( BLDC.,FLOOR,ROOM J 
Director's office, Geo. Howard Bldg. 
1st floor 

1 4 . I S RECORD S E R I E S DUPLICATED ELSEWHERET ] 
( I F Y E B , S P E C I F Y A O E N C T OR O F F I C E ) 

O YES XX) N O 

I S . ACCESS RESTRICTIONS O YES fJjjNO 
( I F Y E S , C I Y E L A W ( S ) * P E C U L A T I O N ! 8 ) 

I t . AUDIT REQUIREMENTS 

•SKNONE O STATE O FEDERAL O INDEPENDENT 

1 7 . I S A N INDEX SYSTEM USEDT (|p Y E S . E X P L A I N 

• R I E P L Y AKD D E S C R I B E " ANY H A R D B A R E / S O F T B A R E ) 
• • 

O Y E S XXX N O 

• 
. • • > • ' . . - • 

I t . RECOMMENDED RETENTION 
1 

Retain three (3) years, then destroy. 
• 

i 

I S . NAME AND TITLE OF PREPARER 

Marsha McLaughl in 
Records Retention Officer 

2 0 . TELEPHONE NUMBER 
992-2356 

2 1 . DATE j 
9-16-88 j 

DCS S S 0 - 4 (REVISED 2 / 0 7 ) 



_ 

INSTRUCT I QMS --TYF-C -©R "PRINT A 
- -SEPARATE FORM (TOR EACH. NEW OR -

R E V I S E D RECORD S E R I E S . (FORWARD 
- f f - T H RECORDS RETENTION SCHEDULE 

| ^ P - S I I O ' I ) 

"DEPARTMENT OF GENERAL. S E R V I C E S 

7 2 7 2 WATERLOO ROAD 
P . O . BOX 1 7 1 

J E S S U P , MARYLAND 1 0 7 * 4 

AGENCY RECORDS INVENTORY 
_ 

INSTRUCT I QMS --TYF-C -©R "PRINT A 
- -SEPARATE FORM (TOR EACH. NEW OR -

R E V I S E D RECORD S E R I E S . (FORWARD 
- f f - T H RECORDS RETENTION SCHEDULE 

| ^ P - S I I O ' I ) 

"DEPARTMENT OF GENERAL. S E R V I C E S 

7 2 7 2 WATERLOO ROAD 
P . O . BOX 1 7 1 

J E S S U P , MARYLAND 1 0 7 * 4 PAGE I* OF 20 

j 1 . OEPARTMENT/AGENCY 

1 Planntne and 7R>N1NG _ 

t . D I V I S I O N 

I H R P R T N R ' E N F F N I - O . 

1 . U N I T 

j DEFINITION'RECORD S E R I E S - * • , , O U • • O F RWLATED RECORDS NORMALLY P I L E D AND USED A S A UNIT FOR 

4. RECORD S E R I E S T I T L E 
J 
L Orhpr Public A r c a n c f a e ; — 

I . E A R L I E S T YEAR/LATEST YEAR 
1973 TO 

' 2 . RECORD SERIES DESCRIPTION | * m , * - r i " Y M S C R I B E THE T Y P E S OP IN FORMAT I ON/DOCUMENTS/FORMS FOUND 

j I N THE S E R I E S . INCLUDE THE PURPOSE OR FUNCTION OP THE BE FT! Eft j 

; 10.5 thru 10.6 Counties and Cities Correspondence 

7 . RECORD SERIES FORMAT(SJ S . RECORD SERIES SEQUENCE • . VOLUME 

EX LETTER SIZE O MICROFILM 

f^^LEGAL SIZE O COMPUTER TAPE 

O ALPHABETICAL 

O NUMERICAL 

ficFILE DRAWER ( S ] 
0 MICROFILM R E E L ( S ) 

1 O COMPUTER T A P E | S ) 
N U M B E R Q O J H E R ( S P E C 1 FY) O BOUND BOOK O FLOPPY DISK X 8 CHRONOLOGICAL 

ficFILE DRAWER ( S ] 
0 MICROFILM R E E L ( S ) 

1 O COMPUTER T A P E | S ) 
N U M B E R Q O J H E R ( S P E C 1 FY) 

D AUDIO TAPE O VIDEO TAPE O GEOGRAPHICAL 
1 0 . ANNUAL ACCUMULATION 

O OTHER(SPEC 1FY) D OTHER(SPECIFY) 0 FILE DRAWER(S) 
O MICROFILM R E E L ( S ) 

ITOBBETT D COMPUTER T A P E ( S ) 
. D BTHFUIsprrirvl 

ITOBBETT D COMPUTER T A P E ( S ) 
. D BTHFUIsprrirvl 

1 1 * FILE I S USED 1 1 ' FILE BECOMES INACTIVE AFTER j 
O DAILY SxWEEKLY 0 MONTHLY • 1 _ P O MONTH(S) X R YEAR(S ) | 

I S . CURRENT LOCATION'S] (BLOC..FLOOR.ROOM) 1 4 . I S RECORD S E R I E S DUPLICATED ELSEWHERET j 
Director's office, Geo. Howard Bldg. 
1st floor 

( I F Y E S , S P E C I F Y A O E M C Y OR O F F I C E ) 
O YES CXJMO 

I S . ACCESS RESTRICTIONS O YES B?NO I t . AUDIT REQUIREMENTS 
( I P Y E S , C I T E L A W ( s ) A R S O U L A T I O N ( S ) 

XJPANONE O STATE 0 FEDERAL O INDEPENDENT 

1 7 . I S A N INDEX SYSTEM USED? ( I F Y E S . E X P L A I N 

B R I E F L Y AKD D E S C R I B E ' A N Y N A R D B A R E / S O F T W A R E ) 
1 • . RECOMMENDEI > RETENTION 

D Y E S 5 0 ! ? N O .Retain for three (3) years, then destroy 

• 
S * . NAME AND TITLE OF PREPARER 

Marsha McLauahl in 
Records Retention Officer 

1 0 . TELEPHONE NUMBER 
992-2356 

1 1 . DATE 

9-16-88 

D C S S I O - 4 ( R E V I S E D 2 / 0 7 ) 



: IMSTKUCTICf lS - -TYPE « R PR INT "A -
- SEPARATE -FORM FOR EACH MEW OR — 

REVISED RECORD S E R I E S . FORWARD 
AUTH RECORDS RETENTION SCHEDULE 

j^Pbs sso-i) 

-• 

DEPARTMENT DF^SOCRAL =SERV 1 CCS 
RECORDS MANAGEMENT DIVISION 

7X71 WATERLOO ROAD 
P . O . BOX*S7S 

J E S S U P , MARYLAND X07S4 

AGENCY RECORDS INVFNTOKY 
: IMSTKUCTICf lS - -TYPE « R PR INT "A -
- SEPARATE -FORM FOR EACH MEW OR — 

REVISED RECORD S E R I E S . FORWARD 
AUTH RECORDS RETENTION SCHEDULE 

j^Pbs sso-i) 

-• 

DEPARTMENT DF^SOCRAL =SERV 1 CCS 
RECORDS MANAGEMENT DIVISION 

7X71 WATERLOO ROAD 
P . O . BOX*S7S 

J E S S U P , MARYLAND X07S4 PACE I L _ O F 2 0 

{ I. DEFARTMENT/AGENCY 

j Planning-& Zoning 
1. DIVISION 

Director's Office 
S. UNIT 

' DEFINITION •RECORD S E R I E S - * **OU* O F RWLATWD RECORDS NORMALLY F I L E D AND USED AW A UNIT FOB 
! REFERENCE A S BELL AW RETENTION AND D I S P O S I T I O N PURPOSES 

j 4. RECORD SERIES TITLE 

! Publications 
i 1 

1 . EARLIEST YEAR/LATEST YEAR 
,,1973 TO 

' 4 . RECORD SERIES DESCRIPTION | * * , " F I - r © « » C R I B E THE T Y P E S OF INFORMATION /DOCUMENTS/FORMS POUND 
| I N THE S E R I E S . INCLUDE THE PURPOSE OR FUNCTION OP THE S E P I E S ) 

11.1 thru 11.2 Gen. Correspondence 

7 . RECORD SERIES FORMAT(S) 

X B X LETTER SIZE O MICROFILM 

f^^LEGAL SIZE O COMPUTER TAPE 

O BOUND BOOK O FLOPPY DISK 

O AUDIO TAPE O VIDEO TAPE 

O OTHER(SPECIFY) 

B. RECORD SERIES SEQUENCE 

O ALPHABETICAL 

O NUMERICAL 

-VXj-HRONOLOG 1CAL 

O GEOGRAPHICAL 

O OTHER(SPECIFY) 

B. VOLUME 
X R FILE DRAWER(S) 

O MICROFILM R E E L ( S ) 
I D COMPUTER T A P E ( S 1 

N U M B E R D OTHER(SPEC 1 FY) 

10. ANNUAL ACCUMULATION 
O FILE DRAWER[S) 
O MICROFILM R E E L ( S ) 

ETJ&Trr 0 COMPUTER T A P E ( S ) 
D MWPBlSPFrirvl 

1 1 * FILE I S USED 
O DAILY ' XficWEEKLY O MONTHLY 

1 1 • FILE BECOMES INACTIVE AFTER 

, 3 _ n O MONTH(S) »X»fEAR(S) 

IS. CURRENT LOCATION(S) (BLDC..FLOOR,ROOM) 
Director's office, Geo. Howard Bldg. 
1st floor 

14. I S RECORD S E R I E S DUPLICATED ELSEWHERET 
( I F YEW, S P E C I F Y A O E N C Y O R O F F I C E ) 

D YES X R X N O 

IS. ACCESS RESTRICTIONS O YES^^^ NO 
(IF Y E B , C I T E L A W ( S ) *> R E G U L A T I O N ! S ) 

t « . AUDIT REQUIREMENTS 

XJD NONE O STATE D FEDERAL O INDEPENDENT 

17. IS AN INDEX SYSTEM USEDT ( I P Y E S . E X P L A I N 

• f c l E P L Y AND D E S C R I B E ' A N Y N A R D B A R E / B O F T B A R E ) 

O YES -fix NO 

• 
IB. RECOMMENDED RETENTION 

•Retain for three years, then destroy. ; 

'l 

IB. NAME AND TITLE OF PREPARER 

Marsha McLauahl in 
Records Retention Officer 

19. TELEPHONE NUMBER 

992-2356 
\ 

XI. DATE 
9/16/88 

DCS SS0-4 (REVISED X/B7) 



I N S T R U C T I C M S - -TYPE -OR -PHI NT A 
- SEPARATE FORM FCR EACH "NET "OR 

REVISED RECORD S E R I E S . FORWARD 
SWWJTH RECORDS RETENTION SCHEDULE 
PPcs I » 0 . | ) 

^*CFARTWEWT -OF GENERAL SERVICES 
RECORDS MARACEMENT DIVISION 

7 1 7 1 WATERLOO ROAD 
F . O . a o x * i 7 s 

J E S S U P , MARYLAND 10714 

AGENCY RECORDS INVENTORY 
I N S T R U C T I C M S - -TYPE -OR -PHI NT A 

- SEPARATE FORM FCR EACH "NET "OR 
REVISED RECORD S E R I E S . FORWARD 

SWWJTH RECORDS RETENTION SCHEDULE 
PPcs I » 0 . | ) 

^*CFARTWEWT -OF GENERAL SERVICES 
RECORDS MARACEMENT DIVISION 

7 1 7 1 WATERLOO ROAD 
F . O . a o x * i 7 s 

J E S S U P , MARYLAND 10714 
16 20 

PACE OF 

1 1 . DEPARTMENT/AGENCY 
j Planning- & Zoning 

t . DIVISION 

Director's Office 
1 . UNIT 

j DEFINITION RECORD S E R I E S ' * ° " O U » ' « R R E L A T E D R E C O R O S N O R M A L L Y P I L E D AND VtCO AM A ON 1 T FOR 
R E F E R E N C E AW WELL AW R E T E N T I O N AND D I S P O S I T I O N P U R P O S E S 

I 4 . RECORD SERIES TITLE 

! Organizations/Educational Institutions 
S. EARLIEST YEAR/LATEST YEAR 

197.3 TO 

' 0 . RECORD SERIES DESCRIPTION J * * ' * r i - T D « C R I B E T H E T Y P E S O P I H P O R M A T I O N / D O C U M C N T S / P O R M S P O U N D 

: I N THE S E R I E S . I N C L U D E T H E P U R P O S E O R F U N C T I O N O P T H E B E P / I E S ) 

12.1 thru 12.15 Professional Correspondence 
12.2 thru 12.26 State Correspondence 

7 . R E C O R D S E R I E S F O R M A T ( S ) 

# \ x T T E R S I Z E O M I C R O F I L M 

L E G A L S I Z E O C O M P U T E R T A P E 

O BOUND BOOK O F L O P P Y D I S K 

D A U D I O T A P E O V I D E O T A P E 

O O T H E R { S P E C 1 F Y ) 

B . R E C O R D S E R I E S S E Q U E N C E 

O A L P H A B E T I C A L 

O N U M E R I C A L 

X£ C H R O N O L O G I C A L 

O G E O G R A P H I C A L 

O O T H E R ( S P E C I F Y ) 

B . V O L U M E 

J B F I L E D R A W E R ! S ) 

- 0 M I C R O F I L M R E E L ( S ) 

0 C O M P U T E R T A P E ' S ) 

* U M " * 0 O T H E R ( S P E C I F Y ) 

1 0 . A N N U A L A C C U M U L A T I O N 

O F I L E D R A W E R ( S ) 

O M I C R O F I L M R E E L ( S ) 

N U M B E * 0 C O M P U T E R T A P E ( S ) 

1 1 * F I L E I S U S E D 

O D A I L Y 0 X WEEKLY O MONTHLY 

, X * F I L E B E C O M E S I N A C T I V E A F T E R 

3 O M D N T H ( S ) O Y E A R ( S ) 

IS. C U R R E N T L O C A T I O N ! S J ( B L D G . . F L O O R . R O O M } 

Director's office, Geo. Howard Bldg. 
1st floor 

14. IS R E C O R D S E R I E S D U P L I C A T E D E L S E W H E R E T 

( I F Y E S , S P E C I F Y A O E N C T O R O F F I C E ) 
O Y E S 

If. A C C E S S R E S T R I C T I O N S O Y E S & N O 

(IF Y E S , C I T E L A W ( s ) * R W O U L A T I O N I S ) 

10. A U D I T R E Q U I R E M E N T S 

• X N O N E O S T A T E O F E D E R A L 0 I N D E P E N D E N T 

17. IS A N I N D E X S Y S T E M U S E D T ( I F Y E S . E X P L A I N 

•ft 1 B P L Y A N D D E S C R I B E * A N Y H A R D B A R E , / S O F T W A R E ) 
• • 

O YES fie N O • 
I S . RECOMMENDED R E T E N T I O N 

Retain three (3) years, then destroy ; 

1*. NAME A N D T I T L E O F P R E P A R E R 

Marsh McLauahl in 
Records Retention Officer 

10. T E L E P H O N E N U M B E R 

992-2356 
SI. D A T E 

9/16/88 

D C S SSO-4 ( R E V I S E D 1/07) 



- j r<STFucT ic ? r s - -Ts - rc -OR P R I N T * — 
SEPARATE FORM FOR EACH-NEW O R -

. R E V I S E D RECORD S E R I E S . FORWARD 
WITH RECORDS RETENTION SCHEDULE 

B S O - I ) 

—DEPARTMENT OF—GENERAL S E R V I C E S 
•RECORDS MANAGEMENT D I V I S I O N 

7 2 7 1 WATERLOO ROAD 
P . O . S O X 2 7 2 

J E S S U P , MARYLAND 2 0 7 2 4 

AGENCY RECORDS -INVENTORY 
- j r<STFucT ic ? r s - -Ts - rc -OR P R I N T * — 
SEPARATE FORM FOR EACH-NEW O R -

. R E V I S E D RECORD S E R I E S . FORWARD 
WITH RECORDS RETENTION SCHEDULE 

B S O - I ) 

—DEPARTMENT OF—GENERAL S E R V I C E S 
•RECORDS MANAGEMENT D I V I S I O N 

7 2 7 1 WATERLOO ROAD 
P . O . S O X 2 7 2 

J E S S U P , MARYLAND 2 0 7 2 4 PAGE 17 OF 20 

( 1 . DEPARTMENT/AGENCY I. D I V I S I O N 2 . UNIT 

DEFINITION-RECORD S E R I E S * * °mOUP
 O F « * L A T E D R E C O R D S N O R M A L L Y F I L E D A N D U S E D AW A UNIT F O R 

p 
j 4 . RECORD S E R I E S T I T L E 

! Educational Institutions 
• ___ _ _ 1 

» . E A R L I E S T YEAR/LATEST YEAR 

1973 TO 

• • . RECORD SERIES DESCRIPTION l
m m , * F > - r * " C R I B E THE T Y P E W O F I N F O R M A T I O N / D O C U M E N T S / F O R M . POUND 

j I N THE S E R I E S . I N C L U D E T H E P U R P O S E OR F U N C T I O N O P THE B E P I E S ) 

12.31 thru 12.38 Gen Correspondnece A Brochures 

7 . RECORD SERIES FORMAT'S] t . RECORD SERIES SEQUENCE • . VOLUME 

E^LETTER SIZE O MICROFILM 

^WBkLEGAL SIZE O COMPUTER TAPE 

O ALPHABETICAL 

O NUMERICAL 

RXFILE DRAWER(S) 
^ O MICROFILM R E E L ( S ) 

O COMPUTER TAPE 1S 1 
N U M B E R 0 oTHER[6PEC1 FY) BOUND BOOK D FLOPPY DISK Xfl CHRONOLOGICAL 

RXFILE DRAWER(S) 
^ O MICROFILM R E E L ( S ) 

O COMPUTER TAPE 1S 1 
N U M B E R 0 oTHER[6PEC1 FY) 

O AUDIO TAPE D VIDEO TAPE O GEOGRAPHICAL 1 0 . ANNUAL ACCUMULATION 
C OTHER(SPEC 1FY) O OTHER(SPECIFY) 0 FILE DRAWER(S) 

D MICROFILM R E E L ( S ) 
NUMslfR O COMPUTER T A P E ( S ) 

. O O T M F B f R P r n r v l 
NUMslfR O COMPUTER T A P E ( S ) 

. O O T M F B f R P r n r v l 

1 1 * FILE I S USED 1 2 • FILE BECOMES INACTIVE AFTER 
O DAILY *kWEEKLY O MONTHLY , 7 __ O MONTH(S) O YEAR(S ) 

1 2 . CURRENT LOCATION'S) (BLDC..FLOOR.ROOM) 
Director's office, Geo. Howard Bldg. 
1st floor 

1 4 . I S RECORD S E R I E S DUPLICATED ELSEWHERET 
( I F V T S . W P E C t P Y AOENCY OR O F F I C E ) 
O YES CV̂ NO 

I t . ACCESS RESTRICTIONS O YES B^NO I t . AUDIT REQUIREMENTS 
( I F T E B , C I T E LAW(S) A R E G U L A T I O N ! S ) 

XJP NONE O STATE O FEDERAL 0 INDEPENDENT 

1 7 . I S AN INDEX SYSTEM USEDT ( f p Y E S . E X P L A I N 

B R I E F L Y A N D D E S C R I B E * A N Y M A R D B A R E / B O F T B A R E ) 
I t . RECOMMENDED RETENTION 

* • 

O YES NO Retain three (3) years, then destroy. 

• 
I t . NAME AND TITLE OF PREPARER 

Marsha McLauahl in 
Records Retention Officer 

2 0 . TELEPHONE NUMBER 
992-2356 

2 1 . DATE 
9/16/88 

D C S ISO-4 ( R E V I S E D 2 / S 7 ) 



INSTRUCT ICTiS--TYPE OR" PHI NT A ~ 
SEPARATE FORM FOR EACH NEW OR — 
"REVISED RECORD S E R I E S . FORWARD 
W _ M RECORDS RETENTION SCHEDULE 

^Ps n o . i ) • 

DEPARTMENT ^DF GENERAL » ! R V ICES 
RECORDS MANAGEMENT DIVISION 

7 2 7 1 WATERLOO ROAD 
P . O . BOX 2 7 2 

-fESSUP, MARYLAND 2 0 7 2 4 

AGENCY RECORDS INVENTORY 

P A C E 18 OF 20 

I . DEPARTMENT/AGENCY 

Planning & Zoning 
t . D I V I S I O N 

Director's Office 
2 . U N I T 

DEFINITION-RECORD S E R I E S - * **OU* °r R««-ATWD RECORDS NORMALLY* F I L E D AND USED A S A UNIT FOR 
REFERENCE A S WELL AW RETENTION AND D I S P O S I T I O N PURPBSEB 

4 . RECORD S E R I E S T I T L E 

Local Organizations 
2 . EARLIEST YEAR/LATEST YEAR 

1973 TO 

2. RECORD S E R I E S D E S C R I P T I O N • • * , , r i " r D « C R I S E THE T Y P E S O F IN FORMAT ION/DOCUMCNTS/PORMS POUND 
1 " THE S E R I E S . INCLUDE THE PURPOSE OR FUNCTION OP THE SEPTIES) 

12.41 thru 12.49 Gen. Correspondence 

7 . RECORD S E R I E S F O R M A T ( S ) 

X3& LETTER S I Z E 0 MICROFILM 

f ^ ^ X G A L S I Z E O COMPUTER TAPE 

O BOUND BOOK O FLOPPY D I S K 

O AUDIO TAPE D VIDEO TAPE 

O O T H E R ( S P E C I F Y ) 

2. RECORD S E R I E S SEQUENCE 

0 ALPHABETICAL 

O NUMERICAL 

X J & CHRONOLOGICAL 

O GEOGRAPHICAL 

O O T H E R ( S P E C 1 F Y ) 

2 . VOLUME 

X X F I L E D R A W E R ( S ] 
1 O M I C R O F I L M R E E L ( S ) 

O COMPUTER T A P E 1 S ) 
NUMBER O O T H E R ( S P E C I F Y ) 

1 • DO;. 

1 0 . ANNUAL ACCUMULATION 

O F I L E D R A W E R ( S ) 
O MICROFILM R E E L ( 5 J 

NUMBigR O COMPUTER T A P E ( S ) 
. D OTVFBl«!PFPirVl 

N * F I L E I S USED 

XJb D A I L Y 0 WEEKLY O MONTHLY 

1 1 • F I L E BECOMES INACTIVE AFTER 

3 O M O N T H ( S ) X K T E A R ( S ) ] 

1 2 . CURRENT L O C A T I O N ( S ) ( B L O C . , F L O O R . R O O M ) 

Director's office, Geo. Howard Bldg. 
1st floor 

1 4 . I S RECORD S E R I E S DUPLICATED ELSEWHERE! j 
( I F Y E S , S P E C I F Y A G E N C Y OR O F F I C E ) • 

O YES 3ff NO j 

1 2 . A C C E S S R E S T R I C T I O N S D Y E S & N O 

( I F Y E S , C I Y E L A W ( S ) * R C O U L A T I O N ( S ) 

1 2 . A U D I T REQUIREMENTS 

^ NONE O S T A T E O FEDERAL D INDEPENDENT 

1 7 . I S AN INDEX SYSTEM U S E D ! ( I F Y E S . E X P L A I N 
S J K I B P L V A N D DESCRIBE" A N Y H A R D W A R E . / S O F T W A R E ) 

• • 

° YES XK NO, 

• 
1 2 . RECOMMENDED RETENTION 

Retain three (3) years, then destroy 
• 

1 2 . NAME AND T I T L E OF PREPARER 

Marsha McLauahlin 
Records Retention Officer 

2 0 . TELEPHONE NUMBER 

992-2356 
2 1 . DATE j 

9/16/88 

D C S 2 2 0 - 4 ( R E V I S E D X/27) 



4 

JM5TKUCTIC1MS- -TYPE OR "PHINT A 
EEPARATF , r o « M FOR -EACH NEW OR 
REVISED JtfXORD S E R I E S . FORWARD 
W_WSH RECORDS RETENTION SCHEDULE 

R t P » » e i ) 

-DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7 1 7 • WATERLOO ROAD 
P . O . S O x ' l 7 S 

J E S S U P . MARYLAND 2 0 7 * 4 

AGENCY RECORDS INVENTORY 
4 

JM5TKUCTIC1MS- -TYPE OR "PHINT A 
EEPARATF , r o « M FOR -EACH NEW OR 
REVISED JtfXORD S E R I E S . FORWARD 
W_WSH RECORDS RETENTION SCHEDULE 

R t P » » e i ) 

-DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7 1 7 • WATERLOO ROAD 
P . O . S O x ' l 7 S 

J E S S U P . MARYLAND 2 0 7 * 4 PACE 1 9 OF 2 0 

] t . DEPARTMENT/AGENCY 

j Planning & Zoning 
t . DIVISION 

Director's Office 
1. UNIT 

j -DEFINITION'RECORD S E R I E S - A O I * O U F ° R * * L A T E D R E C O R D S N O R M A L L Y FILKO A N D U S E D AW A U N I T FOR 
R E F E R E N C E AW W E L L AW R E T E N T I O N A N D D I S P O S I T I O N P U R P O S E S 

I 4 . RECORD SERIES TITLE 

) Special Studies and Projects 
S . EARLIEST YEAR/LATEST YEAR 

1973 TO 

I G > RECORD S E R I E S D E S C R I P T I O N ( • " N L R U T © « » C R I B E T H E T Y P E S O P I N P O R M A T I O N / D O C U M E N T S / P O R M S P O U N D 
| I N THE S E R I E S . I N C L U D E T H E P U R P O S E O R F U N C T I O N O P T H E B E P I E S ) 

12.51 thru 12.54 Gen. Correspondence 

7 . RECORD S E R I E S F O R M A T ( S ) 

DjJJETTER S I Z E O MICROFILM 

^ ^ E G A L S I Z E D COMPUTER TAPE 

O SOUND BOOK O FLOPPY D I S K 

O AUDIO TAPE 0 VIDEO TAPE 

O O T H E R ( S P E C 1FY) 

4 . RECORD S E R I E S SEQUENCE 

O ALPHABETICAL 

O NUMERICAL 

fa CHRONOLOGICAL 

O GEOGRAPHICAL 

0 O T H E R ( S P E C I F Y ) 

t . VOLUME 

QOplLE D R A W E R ! S ) 
1 O M I C R O F I L M R E E L ( S ) 

D COMPUTER T A P E ! S I 
NUMBER q O T H E R ! S P E C I F Y ) 

7 . RECORD S E R I E S F O R M A T ( S ) 

DjJJETTER S I Z E O MICROFILM 

^ ^ E G A L S I Z E D COMPUTER TAPE 

O SOUND BOOK O FLOPPY D I S K 

O AUDIO TAPE 0 VIDEO TAPE 

O O T H E R ( S P E C 1FY) 

4 . RECORD S E R I E S SEQUENCE 

O ALPHABETICAL 

O NUMERICAL 

fa CHRONOLOGICAL 

O GEOGRAPHICAL 

0 O T H E R ( S P E C I F Y ) 
1 0 . A N N U A L ACCUMULATION 

O F I L E D R A W E R ! S ) 
0 MICROFILM R E E L ( S ) 

inrozir ° COMPUTER T A P E | S ) 
. D envFPir;prnryl 

1 0 . A N N U A L ACCUMULATION 

O F I L E D R A W E R ! S ) 
0 MICROFILM R E E L ( S ) 

inrozir ° COMPUTER T A P E | S ) 
. D envFPir;prnryl 

1 1 * F I L E I S USED 

X̂ ff D A I L Y O WEEKLY D MONTHLY 

I Z * F I L E BECOMES INACTIVE AFTER 1 
« 

5 O MONTH{S ) X X Y E A R J S ) j 

1 * . CURRENT L O C A T I O N ( S ) ( B L D C . . F L O O R . R O O M ] 

Director's office, Geo. Howard Bldg. 
1st floor 

1 4 . I S RECORD S E R I E S DUPLICATED ELSEWHERE? j 
( I F Y E W , S P E C I F Y A O E N C Y OR O F F I C E ) 
o Y E S wl NO 

1 1 . A C C E S S R E S T R I C T I O N S O Y E S £ C N O 

( I F Y E S , C I Y E L A W ( B ) • R E G U L A T I O N * S ) 
1 4 . AUDIT REQUIREMENTS 

D J N O N E O STATE O FEDERAL O INDEPENDENT . 

1 7 . I S AN INDEX SYSTEM USEDT (|p Y E S . E X P L A I N 

B R I E F L Y AND D E S C R I B E ' A N Y HAnDBARE,/SOFTS A R E ) 
• • 

O Y E S HX NO 

• 
I S . RECOMMENDED RETENTION 

Retain five (5) years, then destroy , I 

J 

1 * . NAME AND T I T L E OF PREPARER 

Marsha McLaughlin 
Records Retention Officer 

2 0 . T E L E P H O N E NUMBER 

992-2356 
2 1 . DATE 

9/16/88 

DGS SSO-4 (REVISED 2 / S 7 ) 



' I H S T M J C T I C M S - -TYPE -OB TO INT A 
SEPARATE FORM FOR EACH NEW OR 
' R E V I S E D RECORD S E R I E S . FORWARD 
Sk -TH RECORDS RETENTION SCHEDULE 
^Ps 2 2 0 - f ) 

DEPARTMENT OF GENERAL S E R V I C E S 
RECORDS MANAGEMENT D I V I S I O N ! 

7 1 7 1 WATERLOO ROAD 
P . O . S O X * z 7 S 

J E S S U P , MARYLAND 2 0 7 * 4 

AGENCY RECORDS INVENTORY 
' I H S T M J C T I C M S - -TYPE -OB TO INT A 
SEPARATE FORM FOR EACH NEW OR 
' R E V I S E D RECORD S E R I E S . FORWARD 
Sk -TH RECORDS RETENTION SCHEDULE 
^Ps 2 2 0 - f ) 

DEPARTMENT OF GENERAL S E R V I C E S 
RECORDS MANAGEMENT D I V I S I O N ! 

7 1 7 1 WATERLOO ROAD 
P . O . S O X * z 7 S 

J E S S U P , MARYLAND 2 0 7 * 4 
P A C E 2 0 OF 2 0 

1 . DEPARTMENT /AGENCY 

Planning and Zoning 
t . D I V I S I O N 

Director's office 
2 . U N I T 

DEFINITION-RECORD S E R I E S ' * S " O U - " ° R R » « - * Y W D R E C O R D S N O R M A L L Y F I L E D A N D V S E D A S A U N I T FOR 
R E F E R E N C E A S W E L L AW R E T E N T I O N A N D D I S P O S I T I O N P U R P O S E S 

• • 
i 4 . RECORD s c R i c s T I T L E 
! Hospitals and Health Care Institutions 

2 . E A R L I E S T YEAR/LATEST YEAR 

• 1^713 TO p r p p p p t 

j FL> RECORD S E R I E S D E S C R I P T I O N • B R I K R T - T D E S C R I B E T H E T Y P E S O r I H P O R M A T I O N / D O C U M E N T S / P O R M S P O U N D 
| 1 N THE S E R I E S . I N C L U D E T H E P U R P O S E O R F U N C T I O N O P T H E S E P / I E S ) 

; 12.61 thru 12.63 correspondence 

7 . RECORD S E R I E S F O R M A T ' S ] 

C * * X T T E R S I Z E O M I C R O F I L M 

f LEGAL S I Z E O COMPUTER TAPE 

BOUND BOOK O F L O P P Y D I S K 

O AUDIO TAPE O VIDEO TAPE 

D O T H E R ( S P E C I F Y ) 

RECORD S E R I E S SEQUENCE 

O ALPHABETICAL 

O NUMERICAL 

X^CHRONOLOG ICAL 

O GEOGRAPHICAL 

O O T H E R ( S P E C I F Y ) 

2 . VOLUME 

1 

NUMBER 

X K F I L E D R A W E R ( S ) 
O MICROFILM R E E L ( S ) 
O COMPUTER T A P E ( S ) 
O OTHER[ S P E C I F Y ) 

1 0 . ANNUAL ACCUMULATION 

O F I L E D R A W E R ( S ] 
O M I C R O F I L M R E E L ( S ) 

fJCBSETT D COMPUTER T A P E ( S ) 
• O f m - B - p ( gptrr-r r - v ) 

1 1 * F I L E I S USED 

O D A I L Y :EKLY Xfi MONTHLY 

I * . CURRENT L O C A T I O N ( S ) ( B L D G . . F L O O R . R O O M ] 
Director s office, Geo. Howard Bldg. 
1st floor 

1 1 • F I L E BECOMES INACTIVE AFTER 
_ 3 __ O MONTH(S) XO YEAR(S ) 

1 4 . I S RECORD S E R I E S DUPLICATED ELSEWHERET 
( I F YEW, S P E C I F Y AGENCY OR O F F I C E ) 
O Y E S ^ T K N O 

1 2 . A C C E S S R E S T R I C T I O N S O Y E S X8 NO 

( I F Y S S , C I T E L A W ( s ) A R E G U L A T I O N ! S ) 

I S . A U D I T REQUIREMENTS 

XXXNONE O S T A T E D FEDERAL O INDEPENDENT 

1 7 . I S AN INDEX SYSTEM U S E D ? ( I F Y E S . E X P L A I N 
B R I E F L Y A N D D E S C R I B E * A N Y H A R D B A R E V S O F T S , 

O Y E S ^ N O 

I B . RECOMMENDED RETENTION 

Retain three (3) years, then destroy 

1 2 . NAME AND T I T L E OF PREPARER 
Marsha McLauahl in 
Records Retention Officer 

2 0 . TELEPHONE NUMBER 
992-2356 

2 1 . DATE 
9/16/88 

DCS 2 2 0 . 4 (REVISED 2 / S 7 ) 


