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Agency 
Worcester County 

Division/Unit 
Development Review & Permitting 

Item No Description Retention 

1 Planning - Alcoholic Beverages 
Alcoholic beverage licenses - controlled beverage information, 
applications/renewals, hearing documents, TAM certification 
(coursework), articles of incorporation, certificate of 
incorporation, lease, deed, fire and health approvals, police 
department reports, violation reports 

Bond files - contractor cost estimates, correspondence, 
approvals, construction agreements with financial security 
documents, bond with security, bond with corporate surety 

Subdivision files - application, correspondence, record plat, 
submitted to Technical Review Committee, staff report to 
Planning Committee, preliminary plat/approval, construction 
plans/approvals, final plat, record plat, receipts 

Environment 
Water sample files (public) - laboratory service notice, 
groundwater appropriation permit, maps, plant design, 
construction 

Screen annually. Destroy 
material having no further fiscal, 
legal or operational value. 

Retain for 20 years after final 
security release, then destroy 

Screen annually. Destroy 
material having no further fiscal, 
legal or operational value. 
Retain permanently any material 
that serves to document the 
origin, development and 
accomplishments of the 
department. Transfer 
periodically to the Maryland 
State Archives. 

Screen annually. Destroy 
material having no further fiscal, 
legal or operational value. 

Approved by Department, Agency or Division Representative 

Date c'f/'f^JL 

Signature 

Type Name Edward A. Tudor 

Title 
Director of Development Review 
& Permitting 

Schedule Authorized by State Archivist 

D a t e JUN 2 7 2002 

Signatui 
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Item No Description Retention 

5 Water sample files (private) - water samples Retain water samples for 3 years 
after last action taken for a 
particular violation, then 
destroy; screen remaining items 
annually and destroy material 
having no further fiscal, legal or 
operational value. 

6 Reference materials Screen annually. Destroy 
material having no further fiscal, 
legal or operational value. 

7 Rainfall data Screen annually. Destroy 
material having no further fiscal, 
legal or operational value. 

8 Individual property files - well information, copy of building 
permit, site plans, correspondence, may have septic 
information 

Screen annually. Destroy 
material having no further fiscal, 
legal or operational value. 

9 Property owner cross reference - card file Retain until updated or 
superseded, then destroy 

10 Well logs - Ocean City, 3 files by depth Retain for 10 years, then destroy 

11 Director 
Manuals - various county resolutions, commission meeting 
minutes, standards, codes, zoning 

Screen annually. Destroy 
material having no further fiscal, 
legal or operational value. 
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Item No Description Retention 

12 

13 

14 

15 

16 

17 

18 

19 

20 

21 

Worcester County drainage - study, plan, contract, billing, 
correspondence, grant information 

Personnel files 

Job descriptions 

Personnel policies - correspondence 

Legislation - bills 

Commissioner meeting minutes, copies 

Scenic corridor designation and regulations 

Legal - correspondence, settlement documentation 

Projects - plans, maps, correspondence 

Capital improvement plan 

Retain study and planning 
documents permanently, transfer 
periodically to the Maryland State 
Archives. Retain remaining 
materials for 5 years, then destroy. 

Retain copies until employee 
termination, then transfer file 
immediately to HR 

Retain until updated or 
superseded, then destroy 

Retain until updated or 
superseded, then destroy 

Retain until updated or 
superseded, then destroy 

Retain for five years, then destroy 

Retain until updated or 
superseded, then destroy 

Retain for 15 years after final 
settlement, then destroy 

Retain for 5 years after project is 
complete, then destroy 

Retain 5 years after project is 
complete, then destroy 
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Item No Description Retention 

22 Town of Berlin - annexation/resolution, enterprise zone, 
funds, amendments 

Retain for 5 years after project is 
completed, then destroy 

23 Vehicles - bids Retain for life of vehicle 
ownership, then destroy 

24 Budget Retain 3 years, then destroy 

25 Alphabetic files - agricultural land preservation program, 
correspondence, funding, easements, borrow pets, 
regulations/policies, computer assessments, review fees, 
FEMA, golf course information, impact fees 

Screen annually. Destroy 
material having no further fiscal, 
legal or operational value. 
Retain permanently any material 
that serves to document the 
origin, development and 
accomplishments of the 
department. Transfer 
periodically to the Maryland 
State Archives. 

26 Board of zoning appeals Retain originals permanently. 
Transfer periodically to the 
Maryland State Archives; retain 
copies for 1 year, then destroy 

27 Rezoning cases Retain originals permanently. 
Transfer periodically to the 
Maryland State Archives; retain 
copies until no longer needed, 
then destroy 

28 Flood and flood plan - FEMA Retain until updated or 
superseded, then destroy 
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Item 
No. 

Description Retention 

29 Vehicle accident reports - report, insurance information, auto 
loss notice 

Retain 5 years after final 
resolution, then destroy 

30 CZM Giant information - coastal zone management state and 
federal 

Screen annually. Destroy 
material having no further fiscal, 
legal or operational value. 
Retain permanently any material 
that serves to document the 
origin, development and 
accomplishments of the 
department. Transfer 
periodically to the Maryland 
State Archives. 

31 Planning - agricultural land preservation program 
Agricultural land preservation program - application, 
correspondence with state, commission, soil conservation, 
district and planning 

Screen annually. Destroy 
material having no further fiscal, 
legal or operational value. 
Retain permanently any material 
that serves to document the 
origin, development and 
accomplishments of the 
department. Transfer 
periodically to the Maryland 
State Archives. 

32 Critical area - any water areas that go into the Chesapeake 
Bay, map, application, invoice for fees, legal correspondence 
with the Critical Area Commission and the County, early files 
included with subdivision files 

Screen annually. Destroy 
material having no further fiscal, 
legal or operational value. 
Retain permanently any material 
that serves to document the 
origin, development and 
accomplishments of the 
department. Transfer 
periodically to the Maryland 
State Archives. 

• 
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Item 
No. 

Description Retention 

33 Forestry - receipt (original), map, letter re: compliance, 
application, certificate of title, copy of easement, 
correspondence 

Screen annually. Destroy 
material having no further fiscal, 
legal or operational value. 
Retain permanently any material 
that serves to document the 
origin, development and 
accomplishments of the 
department. Transfer 
periodically to the Maryland 
State Archives. 

34 FEMA - reports, technical information, permits issued Retain until updated or 
superseded, then destroy 

35 Building inspector's daily report - copies - official copy; 
original - inspector if they want to 

Retain for 1 year, then destroy 

36 Inspector file - inspector plans, copy of building and zoning 
permit, inspection request form, field inspection report, 
building inspection checklist, notes 

Inspector's individual file to be 
combined with office file (see 
item # 48), after CO or zoning 
certificate is issued, then destroy 
office set of construction plans; 
Destroy remaining documents 
having no further fiscal, legal or 
operational value. 

37 

38 

39 

Planned unit development - public hearing, review of master 
plans, site plans, computation, correspondence, staff review 
notes 

Planning commission information - agendas, meeting notes, 
site plan letters 

Text amendment files - applications, correspondence 

Screen annually. Destroy 
material having no further fiscal, 
legal or operational value. 

Retain for 5 years, then destroy 

Retain for 2 years after 
approval/denial, then destroy 
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Item 
No. 

Description Retention 

40 Site plans (required under section ZS 1-325) - including 
supporting documents 

Retain finals permanently; send 
periodically to the Maryland 
State Archives. Destroy materials 
having no further fiscal, legal or 
operational value. 

41 Amendments to water and sewer plans - application, 
recommendations, staff report, commission resolution 

Retain until updated or 
superseded, then destroy 

42 Rezoning files - public hearings, formal notice (starts clock on 
appeals), hearing attendance list, list of parties notified of hearing, 
county commission files and resolution, staff notes, planning 
commission findings, copy of public notice, copy of public notice 
ad, staff report, application, maps 

Permanent. Transfer files 
periodically to the Maryland 
State Archives 

43 Tidal and non-tidal wetlands — reference, regulations Retain until updated or 
superseded, then destroy 

44 Rental and rehabilitation files - property inspection form, 
certification of structural soundness, copy of photos of property, 
some folders may have information from the '60s 

Retain 3 years after project 
closes, then destroy 

45 General files - bills (legislation), county legislation, EDU charges, 
state growth bill, correspondence, comprehensive rezoning, signs, 
US 50 corridor, planning senior committees legislation 

Screen annually. Destroy 
material having no further fiscal, 
legal or operational value. 

46 Technical Review Committee - preliminary review process - all 
proposals should be centralized, duplicated in other areas, site 
plans, rolls of plans, committee member's comments on TRCs 

Zoning administration - retain 
site plans until project 
completed, then destroy. Retain 
subdivision plans until recorded 
in the Circuit Court, then destroy. 
Screen remaining files annually 
and destroy materials having no 
further fiscal, legal or operational 
value. 
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Item 
No. Description Retention 

47 Comprehensive re-zoning - 102 maps Retain permanently. Transfer 
periodically to the Maryland 
State Archives. 

48 Building and zoning files - permits, receipt, copy of application, 
site plan, construction drawing includes plan review record, 
certificate of use and occupancy, zoning certificate, inspection 
request form, as-builts, BZA application and includes site plan, 
public notification, adjoining property owner, affidavits, 
assessment office information with copy of tax map, minute 
form, staff report (for Board), decision/opinion to requisition, 
special exception letter of acceptance 

Retain permits, site plans, and 
drawings permanently; transfer 
periodically to the Maryland 
State Archives. Screen 
annually material and destroy 
material having no further 
fiscal, legal or operational 
value. 

49 Stormwater management - site plans, as-builts, stormwater 
management plan log, inspection request form, notice of 
construction completion form, permit application, receipt, letter 
of certification construction completion 

Screen annually. Destroy 
material having no further 
fiscal, legal or operational 
value. 

50 Permanent plans - same building multiple times, construction 
plans only 

Retain until updated or 
superseded, then destroy 

51 References, rules, regulations Retain until updated or 
superseded, then destroy 



1EC0MME 



Screen annually. Destroy material having no 
further fiscal, legal or operational value. Retain 
permanently any material that serves to 
document the origin, development and 
accomplishments of the department. Transfer 
periodically to the MD State Archives 



8. RECOMMENDED I 



RECOMMENOEI 



RECOMMENDED R 



- Screen annually. Destroy material having no 
I further fiscal, legal or operational value. Retair 

permanently any material that serves to 
document the origin, development and 
accomplishments of the department. Transfer 
periodically to the MD State Archives 



B. RECOMMENDED RETENTII 



18. RECOMMENDED RETENTION 



—Screen annually. Destroy material having no 
further fiscal, legal or operational value. Retain 
permanently any material that serves to 
document the origin, development and 
accomplishments of the department. Transfer 
periodically to the MD State Archives 



Screen annually. Destroy material having no 
" further fiscal, legal or operational value. Retain 
I' permanently any material that serves to 

document the origin, development and 
accomplishments of the department. Transfer 
periodically to the MD State Archives 



Screen annually. Destroy material having no 
" further fiscal, legal or operational value. Retain 
I permanently any material that serves to 

document the origin, development and 
accomplishments of the department. Transfer 
periodically to the M D State Archives 



m RcrnuMcuncn DCI 



8. RECOMMEND 



Retain until updated or 
superceded, then destroy 



18. RECOMMENDED RETENT10H 



18. RECOMMENDED RETENTION 



Retain until updated or 
superceded, then destroy 



Retain until updated or 
superceded, then destroy 



N 
Retain until updated or 
superceded, then destroy 



RECOMMENCE 



Retain until updated or 
superceded, then destroy 



L RECOMMENDED RETENTION 



RECOMMENDED RETENTION 



. RECOMMENDED RETENTION 



18. RECOMMENDED RETENTION 



18. RECOMMENDED RETENTION 



Retain 3 years, then destroy 



• Screen annually. Destroy material having no 
further fiscal, legal or operational value. Retain 
permanently any material that serves to 
document the origin, development and 
accomplishments of the department. Transfer 
periodically to the MD State Archives 



18. RECOMMENDED RETENTION 



L RECOMMENDED RETENTION 



I 
Retain until updated or 
superceded, then destroy 



18. RECOMMEND! 



. Screen annually. Destroy material having no 
I further fiscal, legal or operational value. Retain 

permanently any material that serves to 
document the origin, development and 
accomplishments of the department. Transfer 
periodically to the MD State Archives 



Screen annually. Destroy material having no 
further fiscal, legal or operational value. Retain 
permanently any material that serves to 
document the origin, development and 
accomplishments of the department. Transfer 
periodically to the MD State Archives 



Screen annually. Destroy material havuigno 
1 further fiscal, legal or operational value. Retain 

permanently any matenal that serves to 
document the origin, development and 
accomplishments of the department. Transfer 
periodically to theMD State Archives 



— Screen annually. Destroy material having no 
I I further fiscal, legal or operational value. Retain 

permanently any material that serves to 
document the origin, development and 
accomplishments of the department. Transfer 
periodically to the MD State Archives 



- Screen annually. Destroy matenal having no 
f further fiscal, legal or operational value. Retain 

permanently any material that serves to 
document the origin, development and 
accomplishments of the department. Transfer 
periodically to the MD State Archives 



Screen annually. Destroy material having no 
SS Sal, legal or operational value. Retam 
permanently any material that serves to 
document the ongin, development ^ 
accompUshments of the department. Transfer 
periodically to the MD State Archives 



- Screen annually. Destroy material having no 
i further fiscal, legal or operational value. Retain 

permanently any material that serves to 
document the origin, development and 
accomplishments of the department. Transfer 
periodically to the MD State Archives 





18. RECOMMENDED RETENTION 



18. RECOMMENDED RETENTION 





8. RECOMMENDED RE' 



18. RECOMMENDED RETENTION 



18. RECOMMENDED RETENTION 



18. RECOMMENDED RETENTION 



18. RECOMMENDED RETENTION 



18. RECOMMENDED RETENTION 





18. RECOMMENDED RETENTION 



18^ RECOMMENDED RETENTION 



Screen annually. Destroy material having no 
further fiscal, legal or operational value. Retain 
permanently any material that serves to 
document the origin, development and 
accomplishments of the department. Transfer 
periodically to the MD State Archives 



18. RECOMMENDEI 



MARYLAND STATE ARCHIVES 



- Screen annually. Destroy material having no 
further fiscal, legal or operational value. Retain 
permanently any material that serves to 
document the origin, development and 
accomplishments of the department. Transfer 
periodically to the MD State Archives 

i. 



Screen annually. Destroy material having no 
further fiscal, legal or operational value. Retain 
permanently any material that serves to 

. document the origin, development and 
accomplishments of the department. Transfer 
periodically to the MD State Archives 





Screen annually. Destroy material having no 
1 further fiscal, legal or operational value. Retain 
permanently any material that serves to 
document the origin, development and 
accomplishments of the department. Transfer 
periodically to the MD State Archives 



18. RECOMMENDED RETENTION 



18. RECOMMENDED RETENTION 


