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RECORDS RETENTION AND DISPOSAL SCHEDULE

AGENCY Dept. of Planning and Code Enforcement

DIVISION Current Planning

tem No. Description Retention:
1. | Zoning Application Files =%
Ind?vidual zoning appl@cation file§ for reque§t.for rei; ‘Retain closed files
zoning, special exception, and variance containing appli- [ iy office for 3 years
cation, P.A.C.E. staff report, site plan, agency commentsy then transfer period-
and decision of Hearing Officer or Board of Appeals. “ically to the MD State
‘Archives for permanent
retention.
2. | Nonconforming Use Files ¥
Individual files containing applications for legal non- |Retain closed files
conforming uses. Files contain application, site plan, [i1n office for 3 years
documentary evidence, affidavits, and annual question- then transfer period-
naires. Files are numbered by year and case number (e.g.|ically to the MD State !
NC1-90). Archives for permanent
retention.
3. | Comprehensive Rezoning Files
Individual files oh applications for change or retention |Closed files retained in-
of zoning during comprehensive zoning process. Includes |house for 3 years then
Dept. and P.A.B. recommendations. transferred to outside
storage for 20 years then
destory.
“% Card Catalog
Catalog cross referencing nonconforming use and Retain Permanently.
zoning application files by name and number. Periodically transfer
film to Maryland State
Archives. A
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h(.A RYLAND
Item No. Description Retention
4. |Subdivision, Waiver, and Agreement Files

Includes all administrative, major and minor subdivisions
with plans, plats, comments, letters, waivers and agree-
ments.

Engineering Mechanical Files

Includes development plans, correspondence, studies,
comps, etc.

Correspondence

Includes letters and memos unrelated to specific zoning
and subdivision applications.

Closed files retained in-
house for 3 years then
transferred to outside
storage for 20 years, then|
destroy.

Closed files retained in-
house for 3 years then
transferred to outside
storage for 20 years, then
Hestroy.

Files retained for 3
years in-house then
destroy.




SCHEDULE (DGS 560-1)

. INSTRVCT!ONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECQRD STRIES. ' FORWARD WITH RECORDS RETENTION

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
T27S WATERLOO ROAD

AGENCY RECORDS INVENTORY

1 6

1. DEPARTMENTIAGENCY .
ING AND CODE ENORCEMENT

P.0. BOX 275 - JESSUP, MARYLAND 20734 Page o
2 DIVISION 3. UNIT
CURRENT PLANNING ZONING

DEFINITION - Records Serles - A group of related records normally filed snd used as a unit for reference as

well as retention and disposition purposes.

4. RECORD SERJES TITLE

ZONING APPLICATION FILES

S. EARLIEST YEAR / LATETEST YEAR

1952 10_Present

V1-90) beginning each year.

€. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/documents/fomms found in the Series. Include the purpose of function of the Senes)

Individual zoning application files for requests for rezoning special exception, and
variance containing application, P.A.C.E. staff report, site plan, agency comments, and
decision of Hearing Officer or Board of Appeals.

Files are numbered by case and year (e.g.

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
¥ File Drawer(s)
O Letter Sgze 0 Mictofim 0 Abphabelical O Microfim Reel (s)
a Computer Tape (s)
8 Legal Stze O Computer Tape & Numerical. 20 O Other (Specty)
0O Bound Book C Floppy Disk & Chronological Number
a Audo Tape O Video Tape O Geographical 10. ANNUAL ACCUMULATION
X¥ File Orawer (s)
O Other (Specify) D Other (Specify) O Microfitm Ree! (s)
o Computer Tape{s)
4 O Other {Specty)
Number
1. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
O Daky O Weekly B Monthy 5+ O Monihs) X  Years)
Less Than Number
13. CURRENT LOCATION(S) (Bldg., Ficor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (I yes. spectly agency or office)
Heritage Center 8 Yes __Admin. Hearing Office o No
15. ACCESS RESTRICTIONS (If yes, cile law(s) & regulation(s) | 16. AUDIT REQUIREMENTS
Q Yes X No ¥ None a State g Federal Qa Independent

17. 1S AN INDEX SYSTEM USED? (If yes, explain bnefly and
descrbe any haroware/software)

axx¥es__ Card File 0 No

S

Then destroy.

18. RECOMMENDED RETENTION Closed files retained for 3 years in-
house, then transferred to outside storage for 20 years.

19. NAME AND TITLE OF PREPARER

L.E. Burkins

Planning Administrator

RN b vray i

21. DATE
7/13/95

OGS 5504 (Revsed 193)

t




BEIEVL KNG - TTFL UK FRINT A SEPARATE FORM FOR EACH NEW
REVISED PECORD SERIES. FORWARD WATH RECORDS RETENTION
3OEDULE DGS 350-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DMSION
TS WATERLOO ROAD
P.0. BOX 275 - JESSUP, MARYLAND 2074

AGENCY RECORDS INVENTORY

Ptqu o 6

1. DEPARTMENTIAGENCY
LANNING AND CODE ENFORCEMENT

2 DMSION
CURRENT PLANNING

3 UNIT

SUBDIVISION APPLICATION
CENTER

DEFINITION - Records Serles - A group of related records normally flled and used as a unit for reference as

well 20 retention and disposition purpoves.

4. RECORD SERIES TITLE

Subdivision, Waiver and Agreement Files

S. EARUEST YEAR / LATETEST YEAR

TO

€. RECORD SERIES DESCRIPTION ( Brefly descrbe the types of information/documentsfomms found n the Senes. Include the purpose of funclion of the Senes)

Contains files on stages of Performal, Sketch, Preliminary and final processes and all
their applications, review, comments, minutes, approvals, plans, plats, waivers and

- agreements.

1 7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
i & Fie Drawer(s)
O Lefter Sze O Misofim & Aphabetca O Microfim Reel (3)
0 Computer Tape (s)
Sz act T 0 Numencal a Other (Specdy)
1 Logal Sae ompuer Tape BOO_At any one time.
? 0 Bound Book O Floppy Disk . & Chronological Number
QO Audo Tape O Video Tape 0 Geographical 10. ANNUAL ACCUMULATION
® Fie Drawer (s)
O Other {Specdy, O Other (Specily) O Microfim Resl {s)
, ) ( O Computer Tape(s)
! 40 O Other (Specty)
Number
| 11. ALEIS USED 12. FILE BECOMES INACTIVE AFTER
O Daky oW & Monthy __10"'_.. O Moths) & Years)
ekl Less Than Number

. 13 CURREXT LOCATION(S) (Bkig.. Floor, Reom)
1

14 tS RECORD SERIES DUPUCATED ELSEWHERE? (f yes. specify agency o office)

|

Heritage Center o Ye ¥ n
15. ACCESS RESTRICTIONS (I yes, cite lawis) & reguiation{s) | 18. AUDIT REQUIREMENTS
o Yes X No B None 0 Sate O Federal O Independent

17. 1S AN INDEX SYSTEM USED? (If yes, explain boefly and
descrbe any hardware/software)
% ve Computer File o N

o

18. RECOMMENDED RETENTION

Then destroy.

Closed files retained in-house for 3
years then transferred to outside storage for 20 years.

~

. NAME AND TITLE OF PREPARER
L.E. Burkins, Current Planning Admi

20. TELEPHONE NUMBER
h. (410) 222-7496

21. DATE 7/13/95

38 $504 (Revaad V33)




SOERUE PGS BN 1 TZ7S WATERLOO ROAD
X : PO. BOX Z7S - JESSUP, MARYLAND 20754 Page .. S o 6

IKSIRVS ISR - ITFE UK PKINT A SEPARATE FORM FOR EACH NEW DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION

1. DEPARTMENT/AGENCY 2 DIVISION

———— — —

3. UNIT -
SUBDIVISION APPLICATION

ING AND CODE ENFORCEMENT CURRENT PLANNING CENTER

| DEFINITION - Records Serfes - A group of related recorde normaily filed and used as 8 unit for reference as well as retantion and disposition purpoves.

| 4 RECORD SERIES TITLE

Engineering/Technical Files

S. EARLIEST YEAR / LATETEST YEAR

T0

s,

and will be dated as to the time of transfer.

& RECORD SERIES DESCRIPTION ( Briefly descrbe the types of information/documents/orms found w the Senes. Inciude the purpose of function of the Senes)

{ Includes development plans, correspondence, studies, comps, etc. Files are alphabetical

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE $. VOLUME
B Fie Oraweris)
O Letler Sze O Microfim ¥ Aphabetcal . O Miofim Reel (3)
0 Computer Tape (s)
& Legal Sze 0 Computer Tape O Numencal 0 O Other (Specdly)
. O Bound Book ) O Floppy Disk B Chionologeal Number
O Audo Tape O Video Tape 0 Geographical 10. ANNUAL ACCUMULATION
X Fie Drawer (3}
© Other {Specily) O Other (Specify) O Microfim Resl (3)
40 O Computes Tape(s)
0 Other (Specify)
Number
11. RLE IS USED 12. FILE BECOMES INACTIVE AFTER
© Dady O Weeky ¥ Moty N O NonNs) OF Yeas)
Number
13. CURRENT LOCATION(S) (Bidg.. Floor, Room) 14 1S RECORD SERJES DUPLICATED ELSEWHERE? {if yes. specily agency or office)
Everything currently being o Ye ¥ o
stored in-house
15. ACCESS RESTRICTIONS (If yes, cite taw(s) & reguiation{s) | 18. AUDIT REQUIREMENTS
O Yes X No 0 None 0 State O Federdd O  Independent

17. IS AN INDEX SYSTEM USED? {if yes, explain bnefly and 18. RECOMMENDED RETENTION

descrbe any hardware/software)

Closed files retained in-house for 3

years then transferred to outside storage for 20 years.

Qa Ye % Mo Then destroy.
'NAME AND TITLE OF PREPARER ' 20. TELEPHONE NUMBER - 21. DATE
..E. Burkins . (410) 222-7496 -7/13/95
urrent Planning Administrator

'S 5504 (Revesad VS3)

o e gt ——— ¢ e e e e -




SELHES. FURWARD WITR RECURDS RETERTION

| so€DUE PSS B

RV RITOTOTIROIVT UTYTOROTT
T2T$ WATERLOO ROAD
P.O. BOX 275 - JESSUP, MARYILAND 20794

Page 3 or 6

I

1. DEPARTMENT/AGENCY
PLANNING AND CODE ENFORCEMENT

—t——

2 DIVISION

CURRENT PLANNING

1 uNIY

ZONING

DEFINITION - Records Serfes - A group of related records normally filed and used as 8 unit for reference a3 well as tetantion and disposition purposes,

4. RECORD SERIES TITLE

Comprehensive Rezoning Files

S. EARLIEST YEAR / LATETEST YEAR
1987 ., 1989

§. RECORD SERIES DESCRIPTION ( Briefly descrbe the types of information/documents/omms found i the Senes. Include the purpose of function of the Senes)

Individual files on applications for change or retention of zoning during comprehensive
zoning process (prefiles and petitions).

Number

7. RECORD SERIES FORMAT(S) 8. RECORD SERJES SEQUENCE 3. VOLUME
R File Drawer(s)
O Leder Sae O Microfim 0 Aphabeical O Miofim Ree! ()
0 Computer Tape (s)
XR Legal Sae o Computer Tape R Numencal 10 O Other (Specily)
0 Bound Bock O Floppy Disk 0 Chronological Number
T; T; o ; 10. ANNUAL ACCUMULATION
0 Audo Txe O Video Tape Geoora:hd o Fie Drawet (3
) O Other . 0 Microfim Resl (s)
© Other (Specfy) {Specily) o o Tooels)
N/A O Other (Specify)
Numnber
1. RLE IS USED 12. FILE BECOMES INACTIVE AFTER
O Daly 0O Weekly R Monthly 0  Wonth{s} & Year(s)

13. CURRENKT LOCATION(S) (Bk%g., Floor, Room)

less 'Ihap

14 S RECORD SERIES DUPLICATED ELSEWHEREY (f yes, specly agency or office)

o Yes P No
1S. ACCESS RESTRICTIONS (f yes, cfe law(s) & reguiation(s) | 16. AUDIT REQUIREMENTS
0 Yes K No X None O Slate Q Fedenl D Independent

17. 1S AN INDEX SYSTEM USED? {f yes. explan bnefly and
descrbe any hardware’soltware)

X¥ v Map & Book File o

Then destroy.

| 8. RECOMMENDED RETENTION C]osed files retained in-house for 3
years then transferred to outside storage for 20 years.

19. NAME AND TITLE OF PREPARER
L.E. Burkins '

20. TELEPHONE NUMBER
(410) 222-7496

21 DATE
- 7/13/95




FIT &R TR T

BRIDYXID = T M T
REVISED PECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (DS $50-)

FWIST N TR IV, § Wiy v e

RECORDS MANAGEMENT DIVISION
T27$ WATERLOO ROAD
P.0. BOX 275 - JESSUP, MARYLAND 20784

Page

1. DEPARTMENT/AGENCY

——

2 DIVISION
CURRENT PLANNING

ING AND CODE ENFORCEMENT

3. UNIT

SUBDIVISION APPLICATION
CENTER

DEFINITION - Records Serles - A group of relsted records normally filed and used as s unit for reference as

well a3 retention and disposition purposes.

4. RECORD SERIES TITLE

Subdivision, Waiver and Agreement Files

§. EARUEST YEAR / LATETEST YEAR

TO

€. RECORD SERJIES DESCRIPTION ( Briefly descrbe the types of information/documents/forms found in the Senes. Include the purpose of function of the Senes)

Contains files on stages of Performal, Sketch, Preliminary and final processes and all
their applications, review, comments, minutes, approvals, plans, plats, waivers and

- agreements.

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 3. VOLUME
& Fde Drawer(s)
O Letter Sge o Yicrofim & Aphabetical O Mizofim Reel (3)
0 Computer Tape (s)
Sa a Ti O Numencal 0 QOther (Spectly)
2 Lol Sae Computer T2pe BOO At _any one time.
O Bound Book 0 Floppy Disk & Chronological Number
O Audo Tape D Video Tape O Geographical 10. ANNUAL ACCUMULATION
R Fie Drawer {s)
O Other (Specly O Other (Speciy O Microfim Reel (s)
) : ) o Computer Tape(s)
Number
11. RLE IS USED 12. FLE BECOMES INACTIVE AFTER
O Daly O Weekly & Morthly 10+ 0 Moths) B Years)
Less Than Number

12, CURRENT LOCATION(S) (Bdg., Floor, Room)

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

(f yes, specily agency or office)

Heritage Center o Yes > S
I 15. ACCESS RESTRICTIONS (f yes, cite lawis) & requiation(s) | 16. AUDIT REQUIREMENTS
0 Ye X No R None o Sate O Federa O Independent
17. 1S AN INDEX SYSTEM USED? (If yes, explain brefly and 18. RECOMMERDED QETENTIOK (losed files retained in-house for 3}
deserbe any hardwareisoftware) | years then transferred to outside storage for 20 years. |
% ve Computer File 4 ! Then destroy. l
»
. 4

.

9. NAME AND TITLE OF PREPARER
L.E. Burkins, Current Planning Admi

20. TELEPHONE NUMBER
h.(410) 222-7496

21 DATE
7/13/95

IGS 5504 (Reveadt V5J)




g K p [ DEPARTMENRT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
. REVISED RECORD SERES. RECORDS MANAGEMENT DIVISION
SCHIDULE OGS 5541) 275 WATERLOO ROAD 3 6
- 0. BOX 7S - JESSUP, MARYLAND 20794 Page o
1. DEPARTMENT/AGENCY 2 DIVISION : S RTT) ¢
TANNING AND CODE ENFORCEMENT CURRENT PLANNING ZONING

DEFINITION - Records Serfes - A greup of related records normally filed and used as a unit for reference as well as retention and disposition putposes.

4. RECORD SERIES TITLE $. EARLIEST YEAR / LATETEST YEAR

Comprehensive Rezoning Files 1987 ;o_ 1989

€. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/documents/forms found i the Senes. include the purpose of function of the Senes)

Individual files on applications for change or retention of zoning during comprehensive
zoning process (prefiles and petitions).

7. RECORD SERIES FORMAT{S) 8. RECORD SERIES SEQUENCE 3. VOLUME
@ File Drawer(s)
O Leter Sze O Microfim O Aphabeical . D Microfim Reed (s)
o Computer Tape (s)
XR Legal Sae O Compuer Tape R Numencal 10 O Other (Speciy)
O Bound Book 0 Foppy Disk 0 Chronological Number
1 Video T o ; 10. ANNUAL ACCUMULATION
0 Audio Tape 0 Video Tape Geogrdﬂ ® Fie Drawer (]
Other (Speciy O Other {Spectly 0O Microfim Rest (s)
° ) ( ! 0 Computer Tape(s)
N/A O Other (Specty)
Number
1. RLE IS USED ’ 12 FILE BECOMES INACTIVE AFTER
0 Dady 0 Weekly f Monthly 10 O Monihs) O Yeas)
Less 'I'naL Number
13. CURRENT LOCATION(S) (Bidg., Floor, Room) 14, IS RECORD SERIES DUPLICATED ELSEWHERE? (f yes, specily agency of office)
0D Yes B No
15. ACCESS RESTRICTIONS {f yes, cite law(s) & requiation(s) | 6. AUDIT REQUIREMENTS
0 Yes | No X None 0 Sae O Fedend 0 independent
17. IS AN INDEX SYSTEM USED? (If yes, explain bnefly and 18. RECOMMENDED RETENTION (Closed files rétained in-house for 3
descrbe any harware/software) years then transferred to outside storage for 20 years.
X¥ ves Map & Book File , Then destroy.
). NAME AND MTLE OF PREPARER 20, . TELEPHONE NUMBER 21. DATE
L.E. Burkins ' (410) 222-7496 4 - 7/13/95




INSIRKTIRXS -~ TYPE OR PRINT A SCPARATE FORM FOR EACH NEW
.REVISED PECORD SERIES. FORWARD WITH RECORDS RETENTION

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DMISION

AGENCY RECORDS INVENTORY

SCHEDUE OGS 30 TS WATERLOO ROAD
oo P.O. BOX Z7S - JESSUP. MARYLAND 20794 Page 2 of 6
N
1. DEPARTMENT/AGENCY 2. DIVISION 3 UNIT
ING AND CODE ENFORCEMENT CURRENT PLANNING ZONING

4. RECORD SERIES TITLE

NONCONFORMING USE FILE

DEFINITION - Records Saries - A group of related records normally filed and vsed se 8 unit for reference as well 3s retantion and dlsposition purpornes.

S. EARLIEST YEAR / LATETEST YEAR

1952__rtoPresent

€. RECORD SERIES DESCRIPTION { Briefly descrbe the types of informationvdocumentsforms found i the Senes. Include the purpose or function of the Senes)

Individual files containing applications for legal nonfonforming uses.
application, site plan, documentary evidence, affidavits, and annual questionnaires.
! Files are numbered by year and case number (e.g. NC1-90).

Files contain

L.E. Burkins
Current Planning Administrator

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
XX File Drawer(s)
O Letier Sge O Microfim O Aphadetical O Microfim Reel (s)
0 Computer Tape (s)
R Legal Sze O Compuler Tape XK Numencal 6 O Other (Specdy)
. O Bound Book O Floppy Disk XX Chronologieal Number
O Audo Tape O Video Tape O Geographical 10. ANNUAL ACCUBULATION
O Fie Drawer (3)
0 Other (Specily) O Other (Specty) O Microfim Resl (s)
O Computer Tape(s)
1 O Other (Specly)
Number
11. RLE IS USED 12 FILE BECOMES INACTIVE AFTER
O Daky O Weekly XX Morthly S 10 S O Moths) XX Years)
Less Than Number
13, CURRENT LOCATION(S) (Bidg.. Floor, Room) 14 1S RECORD SERIES DUPUCATED ELSEWHERE? (f yes, specify agency or office)
Heritage Center o Yes & No
15. ACCESS RESTRICTIONS (if yes, ciie kaw(s) 8 reguiations) | 16. AUDIT REQUIREMENTS L “" R -
o Yes B No X None o State O Federal o In@pen@‘l".
e =
1. ISANIN us [ in bnefly and 18. RECOMMENDED RETENTION . . . .
moex SYSTEM USED? (fyes. expian Closed files retained in-house for
any hardware/software) o
3 years then transferred to outside -storage for 20 years.
® Yes_Card & Computer o N Then Destroy. T Lo T
File .
‘ NANE AXD TTLE OF PREPARER ) 2. TELEPHONE NUMBER 1. DATE

. 1/13/95

(410) 222-7496

1S $504 Revead V)




