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Agency 
Worcester County 

Division/Unit 
County Administration/ Grants 
Administration 

Item No Description Retention 

1 Grants 1996 - CDBG, TEFAP (Emergency Food Assistance), 
Rail to Trail, Victim Witness, County RIDE, Social Security, 
SSTAP 

Schedule of federal financial assistance - includes audit 
reports 

Audit package - correspondence requesting information from 
Department of Social Services, various reports as response to 
above request 

Worcester County Initiative to Preserve Families - agreement, 
correspondence, memo of understanding, purchase orders 

Retain each grant for life of 
grant, plus 5 years, then destroy 

Retain for life of grant, plus 5 
years, then destroy 

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

Retain grant agreement for life 
of agreement, plus 5 years. 
Then screen annually remaining 
documents and destroy any 
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. 

Approved by Department, Agency or Division Representative 

Date 

Signature \/[J^U>^/^^^A) 

Type Name Sandy Lyter ; 

Grants Administrator Title 

Schedule Authorized by State Archivist 

Date f J U N 2 7 21 

Signal 
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Item No Description Retention 

5 WCCO local management board - work papers 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. 

6 Housing rehab - lien releases, correspondence, pay off 
information, promissory note, agreement 

Retain 15 years after loan is 
paid, then destroy 

7 Highway safety grant Retain for life of grant, plus 5 
years, then destroy 

8 Volunteer fire state aid Retain for life of grant plus 5 
years, then destroy 

9 Jail expansion/state reimbursement Retain for life of grant plus 5 
years, then destroy 

10 U.S. Department of Justice grant - LLEBG program Retain for life of grant plus 5 
years, then destroy 

11 Subordination agreement Retain until loan is paid in full 
or grant expires plus 4 years, 
then destroy 

12 Transportation grant - SSTAP Retain for life of grant plus 5 
years, then destroy 

13 County Ride - correspondence, financial information '99 Retain life of grant plus 5 years 
and until all audit requirements 
have been met, then destroy 
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14 Department of Housing and Community Development -
Special loans 

Retain for life of loan/grant plus 
5 years, then destroy 

15 Worcester regional GIS program - FY 99 NPS final report, 
DNR quality report 

Retain for life of loan/grant plus 
5 years, then destroy 

16 Coastal bay grant application - septic systems Retain for life of grant plus 5 
years, then destroy 

17 CDBG - Housing Retain for life of grant plus 5 
years, then destroy 

18 State of Maryland grants Retain for life of grant plus 5 
years, then destroy 

19 Federal and state grants - information for various available 
grants 

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

20 CDBG - policies and procedures, workbook (2) Retain until updated or 
superseded, then destroy 

21 Worcester County transportation program (SSTAP) Retain most recent 3 versions, 
then destroy 

22 Office of Justice programs Retain until updated or 
superseded, then destroy 

23 Worcester County rating agency visit binder - overview of 
local economy, business and economy, financial, policies and 
procedures, capital improvement plan, managing growth, 
quality of life, county strengths 

Retain until updated or 
superseded, then destroy 
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Sent By: Worcester County 

Retain 3 years, and until all audit 
requirements have been met, then 
destroy 



Sent By: Worcester County 



_ Screen annually, Lfcsttoy material having no 
D farther fiscal, legal or operational value. Retain 

permanently any material that serves to 
document the origin, development and 
accomplishments of the department. Transfer 
periodically to Ihc MD Stale Archives 
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Retain until updated or 
superceded, then destroy 



Sent By: Worcester County 

Retain until updated or 
superceded, then destroy 


