DEPARTMENT OF GENERAL SERVICES Schedule No. (727
RECORDS MANAGEMENT DIVISION Pace 1 of 4
RECORDS RETENTION AND DISPOSAL SCHEDULE g
Agency ’ Division/Unit
Cecil County Government Permits and Inspections

ltem Description Retention
No.

1 GENERAL PERMITS AND INSPECTIONS RECORDS
This series includes general permits and inspections records.

Changes in records format will not necessarily require revision of
the retention schedule. However, should the scope or content of a
records series be altered, the schedule may be amended to reflect
such changes.

Each agency will use all or some of the following records which
are governed by the indicated retention period:

Army Corps of Engineers Authorization Retain hard copy until scanned
Application for Water/Sewer Connection _ and image verified then destroy
Code Form hard copy. Retain imaged copy
Complaint Report for ten (10) years, then destroy.
Contractor Release

Deed/Sales Agreement

Electrical Inspection

Lease Agreement

Maryland Department of the Environment (MDE)
Approval

Owner/Builder Contract

Permits and Inspection Required Inspection
Power of Attorney

Release of Information

Sediment and Erosion Control Plan

Single Lot Declaration of Intent

Site Plan

State Highway Approval

Stop Work Order

Very Important Document

Affirmation of Landowner

. Flood Plan Attachments ' .
Schedule Approved by Department, Agency, | Schedule Authorized by State Archivist
or Division Representative.

Date ' Date 1 NMarcia 720 (|

Signature

Typed Name Scott Mesneak Signature W 7“",%""

FEQEmEYOWEp

HPROTOZE N

c

Tftle IT & Records Retention Director

DGS 550-1




DEPARTMENT OF GENERAL SERVICES Schedule No. 127
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE Page 2 of 4
(Continuation Sheet)

Agency , Division/Unit
Cecil County Government Permits and Inspections

Item Description Retention
No.

V. Deferral of Final Lot Grading Retain hard copy until
scanned and image verified
then destroy hard copy.
Retain imaged copy for ten
(10) years, then destroy.

Address Form Retain hard copy until
Assessment Information scanned and image verified
Manufactured Home Requirements then destroy hard copy.
Manufactured Home Tax Collection Form Retain imaged copy for five
" Maryland Home Improvement Commission (MHIC) (5) years, then destroy
Warning
Multi Service Electronic Form
Plan Review Sheet
Retain hard copy until
Grading & Driveway Entrance Permit Application scanned and image verified
then destroy hard copy.
Retain imaged copy for
twenty (20) years, then
destroy

Scan original and verify
Driveway Pipe Requirements image. Retain hard and
Critical Area Information imaged copies permanently
and transfer every 5 years to
Archives.

PLUMBING Retain hard copy until

A. Plumbing License Application scanned and image verified
then destroy hard copy.
Retain imaged copy for five
(5) years, then destroy

DGS 550-1A




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
RECORDS RETENTION AND DISPOSAL SCHEDULE

Schedule No. c \\27

(Continuation Sheet)

Page 3 of 4

Agency
Cecil County Government

Division/Unit
Permits and Inspections

Item
No.

Description

Retention

B Homeowner’s Plumbing Test
C. Plumbing Inspection Report
D. Plumbing Permit

E Septic and Well Information

BUILDING MATTERS
A Building Inspection Sheet
B Building Permit (Issued)

Building Permit (W orking Copy)

REPORTS

A Fire Marshall Report
B. Engineer’s Report
C. Sprinkler Report

HVAC

A HVAC (Heating, Ventilating, and Air Conditioning)
Inspection Sheet

B. HVAC (Heating, Ventilating, and Air Conditioning) Permit

OCCUPANCY

A. Temporary Occupancy Permit
B. Occupancy Permit
C. Town Occupancy Authorization

Scan original and verify
image. Retain hard and
imaged copies permanently
and transfer every 5 years to
Archives.

Scan orig}hal and verify
image. Retain hard and
imaged copies permanently
and transfer every 5 years to
Archives. '

Retain hard copy until
scanned and image verified
then destroy hard copy.
Retain imaged copy for five
(5) years, then destroy

Scan original and verify
image. Retain hard and
imaged copies permanently
and transfer every 5 years to
Archives.

Scan original and verify
image. Retain hard and
imaged copies permanently
and transfer every 5 years to
Archives.

Scan original and verify
image. Retain hard and
imaged copies permanently
and transfer every 5 years to
Archives,




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
RECORDS RETENTION AND DISPOSAL SCHEDULE
(Continuation Sheet)

Schedule No. eyl

Page 4 of 4

Agency
Cecil County Government

Division/Unit
Permits and Inspections

Item Description
No.

Retention

CORRESPONDENCE

A Letter Requesting Extension
B. Letter of Permission

C. Memorandum

CERTIFICATES AND CERTIFICATIONS
A. Death Certificate

B. Final Grade Certification

C. Zoning Certificate

D. Insurance Certificate

LICENSES

A. Application for Mobile Home Park License
B Manufactured Home Park License

C. Hawkers and Peddlers License

D State of Maryland License

PAYMENTS

A Receipt

B. Refund

C. Returned Check Notice

Scan original and verify
image. Retain hard and
imaged copies permanently
and transfer every 5 years to
Archives.

Scan original and verify
image. Retain hard and
imaged copies permanently
and transfer every 5 years to
Archives.

Retain hard copy until
scanned and image verified
then destroy hard copy.
Retain imaged copy for five
(5) years, then destroy

Retain hard copy until
scanned and image verified
then destroy hard copy.
Retain imaged copy for five
(5) years, then destroy

Retain hard copy until
scanned and image verified
then destroy hard copy.
Retain imaged copy for five
(5) years, then destroy

DGS 550-1A




INSTRUCTIONS - Type or print a
separate form for each new/revised
electronic record series. Forward with
Records Retention Schedule (DGS 550-1)
COMAR 14.18.04

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275
Jessup, Maryland 20794
(410) 799-1930

ELECTRONIC RECORDS INVENTORY

(YA

Page of

1 DEPARTMENT/AGENCY
Cecil County Government

2 DIVISION
Permits and Inspections

3 UNIT

DEFINITION — Record.Series -

and disposition purposes

A group of related records stored electronically and used as a unit for reference as well as retention

4 ELECTRONIC RECORD SERIES TITLE
Address Form

5 EARLIEST YEAR/LATEST YEAR
1996 10 2010

6 INPUT - Idéntify. source of information to be entered

Paper

7 OUTPUT - Identify the use/s of information generated by system

Electronic Document - IBM Content Manager

8 ELECTRONIC RECORD SERIES DESCRIPTION -

Briefly describe.the information/documents/forms

contained in a series. Include purpose and function of the system.
Code compliance document signed by owner or builder at building permit issuance.

9 POLICY ON ACCESS AND USE — Explain or attach copy. if established in writing.

Administration, Department Heads, will have (delete) (print) and (hold) access. Managers and employees

with the "need to know" will have (read), (print) and (hold) access.

10 UPDATING CYCLES OR CONDITIONS AND RULES FOR REVISING INFORMATION IN THE SYSTEM
Updates are not allowed on the original document; if updates are needed, the document needs to be

replaced.

11 SPECIFY THE LOCATION AND MEDIA OF THE MAIN ELECTRONIC DATA FILE. Explain the progression established to
ensure the record's retention and usability throughout the record's authorized life cycle.

Cecil County Government Administration Building
Record is available until the disposal date, and then record is purged.

12. RECOMMENDED RETENTION

Retain hard copy until scanned and image. verified then destroy hard copy. Retain imaged copy for five (5) years, then destroy

13 TYPED OR PRINTED NAME OF
PREPARER

Scott Mesneak

14 TELEPHONE NUMBER

410-996-5205

15 DATE

9/10/2010

16 TITLE OF PREPARER

IT & Records Retention Director

DGS 530-6




INSTRUCTIONS - Type or print a DEPARTMENT OF GENERAL SERVICES | ELECTRONIC RECORDS INVENTORY
separate form for each newfrevised RECORDS MANAGEMENT DIiVISION
electronic record series.. Forward with 7275 Waterloo Road, P.O. Box 275
‘Records Retention Schedule (DGS 550-1) Jessup, Maryland 20794
COMAR 14.18.04 (410) 799-1930 Page_ 2 of _ bZ
1 DEPARTMENT/AGENCY 2 DIVISION 3 UNIT
Cecil County Government Permits and Inspections
DEFINITION — Record Series - A group of related records stored electronically and used as a unit for reference as well as retention
and disposition purposes
4 ELECTRONIC.-RECORD SERIES TITLE 5 EARLIEST YEAR/LATEST YEAR
Affirmation of Landowner 1996 1o 2010
6 INPUT - Identify source of information to be entered 7 OUTPUT - Identify the use/s of information generated by system
Paper ‘| Electronic Document - IBM Content Manager

8 ELECTRONIC RECORD SERIES DESCRIPTION - Briefly describe the information/documents/forms
contained in a series. Include purpose and function of the systemn.

Land owner intending to construct their own dwelling must sign to be in compliance with the Maryland
Home Builders Registration Unit.

9 POLICY ON ACCESS AND USE — Exptain or attach copy if established in writing.

Administration, Department Heads, will have (delete) (print) and (hold) access. Managers and employees
with the “need to know" will have (read), (print) and (hold) access.

10 UPDATING CYCLES OR CONDITIONS AND RULES FOR REVISING INFORMATION IN THE SYSTEM

Updates are not allowed on the original document; if updates are needed, the document needs to be
replaced.

11 SPECIFY THE LOCATION AND MEDIA OF THE MAIN ELECTRONIC DATA FILE. Explain the progression established to
ensure the record's retention and usability throughout the record's authorized life.cycle.

Cecil County Government Administration Building
Record is available until the disposal date, and then record is purged.

12. RECOMMENDED RETENTICN
Retain hard copy until scanned and image verified then destroy hard copy. Retain imaged copy for ten (10) years, then destroy:

13 TYPED OR PRINTED NAME OF 74 TELEPHONE NUMBER 15 DATE
PREPARER
Scott Mesneak 410-996-5205 9/10/2010

16 TITLE OF PREPARER
IT & Records Retention Director

DGS 550-6




INSTRUCTIONS - Type or print a
separate form for each newfrevised
electronic record series. Forward with

‘Records Retention Schedule (DGS 550-1)

COMAR 14.18.04

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275
Jessup, Maryland 20794
{410) 799-1930

ELECTRONIC RECORDS INVENTORY

Page 2  of 42

1 DEPARTMENT/AGENCY
Cecil County Government

2 DIVISION
Permits and Inspections

3 UNIT

DEFINITION — Record Series -

and disposition purposes

A group of related records stored electronically and used as a unit for reference as well as retention

4 ELECTRONIC RECORD SERIES TITLE

Application for Mobile Home Park License

5 EARLIEST YEAR/LATEST YEAR
1996 1o 2010

6 INPUT - identify. source of information to be entered

Paper

7 OUTPUT - Identify the use/s of information generated by system

Electronic Document - IBM Content Manager

8 ELECTRONIC RECORD SERIES DESCRIPTION - Briefly describe the information/documents/forms
contained in a series. Include purpose and function of the system.

Application requesting a mobile home park license approval.

9 POLICY ON ACCESS AND USE — Explain or attach copy if established in writing.

Administration, Department Heads, will have (delete) (print) and (hold) access. Managers and employees
with the "need to know" will have (read), (print) and (hold) access.

10 UPDATING CYCLES OR CONDITIONS AND RULES FOR REVISING INFORMATION IN THE SYSTEM
Updates are not allowed on the original document; if updates are needed, the document needs to be

replaced.

11 SPECIFY THE LOCATION AND MEDIA OF THE MAIN ELECTRONIC DATA FILE. Explain the progression established to
ensure the record's retention and usability throughout the record's authorized life cycle.

Cecil County Government Administration Building
Record is available until the disposal date, and then record is purged.

12. RECOMMENDED RETENTION

Retain hard copy until scanned and image. verified then destroy hard copy. Retain imaged copy for five (5) years, then destroy

13 TYPED OR PRINTED NAME OF
PREPARER

Scott Mesneak

14 TELEPHONE NUMBER

410-996-5205

15 DATE

9/10/2010

16 TITLE OF PREPARER

IT & Records Retention Director

DGS 550-6




INSTRUCTIONS - Type or print a
separate form for each néewfrevised
electronic record series. Forward with
Reécords Retention Schedule (DGS 550-1)
COMAR 14.18.04

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

ELECTRONIC RECORDS. INVENTORY

7275 Waterloo Road, P.O. Box 275
Jessup, Maryland 20794
(410) 799-1930

Page Y4 of tZ

1 DEPARTMENT/AGENCY
Cecil County Government

2 DIVISION
Permits and Inspections

3 UNIT

DEFINITION - Record Series -

A group of related records stored electronically and used as a unit for reference as well as retention
and disposition purposes

4 ELECTRONIC RECORD SERIES TITLE

Application for Water/Sewer Connection

5 EARLIEST YEAR/LATEST YEAR
1996 1o 2010

6 INPUT -
Paper

Identify source of information to be entered

Electronic Document -

7 OUTPUT - Identify the use/s of information generated by system

IBM Content Manager

8 ELECTRONIC-RECORD SERIES DESCRIPTION -

Briefly describe the information/documents/forms

_ contained in a series. Include purpose and function of the system
Application in which DPW will approve and assess water and/or sewer connection into County facilities.

9 POLICY ON ACCESS AND USE — Explain or attach copy if established in writing.

Administration, Department Heads, will have (delete) (print) and (hold) access. Managers and employees
with the "need to know" will have (read), (print) and (hold) access.

10 UPDATING CYCLES OR CONDITIONS AND RULES FOR REVISING INFORMATION IN THE SYSTEM
Updates are not allowed on the original document; if updates are needed, the document needs to be

replaced.

11 SPECIFY THE LOCATION AND MEDIA OF THE MAIN ELECTRONIC DATA FILE. Explain the progression established to
ensure the record's retention and usability throughout the record's authorized life cycle.

Cecil County Government Administration Building
Record is available until the disposal date, and then record is purged.

12. RECOMMENDED RETENTION

Retain hard copy until scanned and image verified then destroy hard copy. Retain imaged copy for ten (10) years, then destroy.

13 TYPED OR PRINTED NAME OF
PREPARER

Scott Mesneak

14 TELEPHONE NUMBER

410-996-5205

15 DATE

9/10/2010

16 TITLE OF PREPARER

IT & Records Retention Director

DGS 550-6




INSTRUCTIONS - Type or print a
separate form for each newfrevised
electronic record series. Forward with
Records Retention Schedule (DGS 550-1)
COMAR 14.18.04

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275
Jessup, Maryland 20794
(410) 799-1930

ELECTRONIC RECORDS INVENTORY

Page ﬂ;’ of L2

1 DEPARTMENT/AGENCY
Cecil County Government

2 DIVISION
Permits and Inspections

3 UNIT

DEFINITION - Record Series -

and disposition purposes

A group of related records stored electronically and used as a unit for reference as well as retention

4 ELECTRONIC RECORD SERIESTITLE

Army Corps of Engineers Authorization

5 EARLIEST YEAR/LATEST YEAR
1996 10 2010

6 INPUT - Identify source of information to be entered

Paper

7 OUTPUT - Identify the use/s of information generated by system

Electronic Document - IBM Content Manager

8 ELECTRONIC-RECORD SERIES DESCRIPTION -

Briefly describe the information/documents/forms

contained in a series. Include purpose and function of the system.
Document must be submitted upon permit application as part of paperwork prerequisite.

9 POLICY ON ACCESS AND USE - Explain or attach copy if established in writing.

Administration, Department Heads, will have (delete) (print) and (hold) access. Managers and employees
with the "need to know" will have (read), (print) and (hold) access.

10 UPDATING CYCLES OR CONDITIONS AND RULES FOR REVISING INFORMATION IN THE SYSTEM
Updates are not allowed on the original document; if updates are needed, the document needs to be

replaced.

11 SPECIFY THE LOCATION AND MEDIA OF THE MAIN ELECTRONIC DATA FILE. Explain the progression established to
ensurethe record's retention and usability throughout the record's authorized life.cycle.

Cecil County Government Administration Building
Record is available until the disposal date, and then record is purged.

12. RECOMMENDED RETENTION

Retain hard copy until scanned and image verified then destroy hard copy. Retain imaged copy for ten (10) years, then destroy.

13 TYPED OR PRINTED NAME OF
PREPARER

Scott Mesneak

14 TELEPHONE NUMBER

410-996-5205

15 DATE

9/10/2010

16 TITLE OF PREPARER

IT & Records Retention Director

DGS 550-6




INSTRUCTIONS - Type or print a
separate form for each newfrevised
electronic record series. Forward with
Records Retention Schedule (DGS 550-1)
COMAR 14.18.04

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

ELECTRONIC RECORDS INVENTORY

7275 Waterloo Road, P.O. Box 275
Jessup, Maryland 20794
(410) 799-1930

Page b of tZ

1 DEPARTMENT/AGENCY

12 oivision

3 UNIT

Cecil County Government Permits and Inspections

DEFINITION — Record Series - A group of related records stored electronically and used as a unit for reference as well as retention

and disposition purposes

4 ELECTRONIC-RECORD SERIES TITLE
Assessment Info

5 EARLIEST YEAR/LATEST YEAR
1996 1o 2010

s

6 INPUT - Identify source of information to be entered 7 OUTPUT - Identify the use/s of information generated by system

Paper Electronic Document - IBM Content Manager

8 ELECTRONIC-RECORD SERIES DESCRIPTION - Briefly describe the information/documents/forms

contained in a series. Include purpose and function of the system.
Information sheet submitted as part of building permit application package.

9 POLICY ON ACCESS AND USE - Explain or attach copy if established in writing.

Administration, Department Heads, will have (delete) (print) and (hold) access. Managers and employees
with the "need to know" will have (read), (print) and (hold) access.

10 UPDATING CYCLES OR CONDITIONS AND RULES FOR REVISING INFORMATION IN THE SYSTEM

Updates are not allowed on the original document; if updates are needed, the document needs to be
replaced.

11 SPECIFY THE LOCATION AND MEDIA OF THE MAIN ELECTRONIC DATA FILE. Explain the progression established to
ensure the record's retention and usability throughout the record'’s authorized life cycle.

Cecil County Government Administration Building
Record is available until the disposal date, and then record is purged.

12. RECOMMENDED RETENTICON
Retain hard copy until scanned and image verified then destroy hard copy. Retain imaged copy for five (5) years, then destroy

13 TYPED OR PRINTED NAME OF 14 TELEPHONE NUMBER 15 DATE
PREPARER
Scott Mesneak 410-996-5205 9/10/2010

16 TITLE OF PREPARER
IT & Records Retention Director

DGS 550-6




INSTRUCTIONS — Type or print a
‘Separate form for each newfrevised
electronic record series. Forward with
Records Retention Schedule (DGS 550-1)
COMAR 14.18.04

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

ELECTRONIC RECORDS INVENTORY

7275 Waterloo Road, P.O. Box 275
Jessup, Maryland 20794
(410) 799-1930

1 of tZ

Page

1 DEPARTMENT/AGENCY
Cecil County Government

2" DIVISION
Permits and Inspections

3 UNIT

DEFINITION — Record Series -

A group of refated records stored él'ectronic'al'iy and used as a unit for reference as well as retention
and disposition purposes

4 ELECTRONIC RECORD SERIES TITLE
Building Inspection Sheet

5 EARLIEST YEAR/LATEST YEAR
1996 10 2010

6 INPUT -
Paper

Identify source of informatioh to be entered

Electronic Document -

7 OUTPUT - identify the use/s of information‘generated by:system

IBM Content Manager

8 ELECTRONIC RECORD.SERIES DESCRIPTION -

Briefly-describe the information/decumentsfforms.

contained ina series. Include purpose-and function of the system.
Building Inspectors' checklist and approval record for each building permit.

9 POLICY ON ACCESS AND USE — Explain or attach.copy if established in- writing

Administration, Department Heads, will have (delete) (print) and (hold) access. Managers-and employees
with the "need to know" will have (read), (print) and (hold) access.

10. UPDATING CYCLES ©R CONDITIONS AND RULES FOR REVISING INFORMATION IN THE SYSTEM

Updates are not allowed on the original document; if updates are needed, the document needs to be
replaced.

11 SPECIFY THE LOCATION AND MEDIA OF THE MAIN ELECTRONIC DATA FILE. Explain the progression- establlshed to
ensure the record's retention and usability throughout the record's authorized life cycle:

Cecil County Government Administration Building
Record is available until the disposal date, and then record 'is':__purg_ed.

12 RECOMMENDED RETENTION

Scan original and verify image. Retain hard and imaged copies. permanently and transfer every 5 years to.Archives.

13 TYPED OR PRINTED NAME OF
PREPARER

Scott Mesneak

74 TELEPHONE NUMBER

410-996-5205

15 DATE

971072010

16 TITLE-OF PREPARER

IT & Records Retention Director

DGS 550-6




INSTRUCTIONS - Type or print a
separate form for each newfrevised
electronic record.series. Forward with
Records Retention Schedule (DGS 550-1)
COMAR 14.18.04

DEPARTMENT OF GENERAL SERVICES.

RECORDS MANAGEMENT DIVISION
7275 Waterioo Road, P.O. Box 275
Jessup, Maryland 20794
{410) 799-1930

ELECTRONIC RECORDS INVENTORY

Page B of 6z

1 DEPARTMENT/AGENCY
Cecil County Government

2 DIVISION.
Permits ‘and Inspections

DEFINIT'lON — Record Series - A-group of related fécords stored electromcally and used as a unit for reference as well as retentlon

-and disposition purposes

5 EARLIEST YEAR/LATEST YEAR
1996 1o 2010

4 ELECTRONIC RECORD SERIES TITLE
Building Permit (Issued)

6 INPUT - Identify source of information to be entered 7 OUTPUT - identify the:use/s of information generated by system

Paper Electronic Document - IBM Content Manager

8 ELECTRONIC RECORD SERIES DESCRIPTION - Briefly describe the information/documents/forms.
contained in-a series. Include purpose and function of the system.

Building permit which has all approval signatures and which is issued to customer

9 POLICY ON ACCESS AND USE - Explain or attach copy. if established in-writing.

Administration, Department Heads, will have (delete) (print) and (hold) access. Managers and employees
with the “need to know" will have (read), (print) and (hold) access.

10. UPDATING CYCLES OR CONDITIONS AND RULES FOR REVISING INFORMATION IN THE SYSTEM

Updates are not allowed on the original document; if updates are needed, the document needsto be
replaced.

11 SPECIFY THE LOCATION AND MEDIA OF THE MAIN ELECTRONIC DATA FILE. Explain the progression established to
ensure the record's retention and usability throughout the record's authorized life cycle:

Cecil County Government Administration Building
Record is available until the disposal:date, and then record is- purged.

12 RECOMMENDED RETENTION
‘Scan original and verify.image. Retaln hard and imaged copies. permanently and transfer every 5 years. to Archlves

13 TYPED-GR PRINTED NAME oF 14 TELEPHONE NUMBER 15 DATE

PREPARER |
Scott Mesneak 410-996-5205

9/10/2010

16 TITLE-OF PREPARER
IT & Records Retention Director

DGS 550-6




INSTRUCTIONS - Type or print a DEPARTMENT OF GENERAL SERVICES | ELECTRONIC RECORDS INVENTORY
separate form for each newfrevised RECORDS MANAGEMENT DIVISION

electronic record series. Forward with 7275 Waterloo Road, P.O. Box 275

‘Records Retention Schedule (DGS 550-1) Jessup, Maryland 20734 q ¢z
COMAR 14.18.04 ‘ (410) 799-1930 Page of

1 DEPARTMENT/AGENCY 2 DIVISION 3 UNIT

Cecil County Government Permits and Inspections

DEFINITION — Record Series - A group of related records stored electronically and used as a unit for reference as well as retention

and disposition purposes

4 ELECTRONIC RECORD SERIES TITLE
Building Permit (Working Copy)

5 EARLIEST YEAR/LATEST YEAR
1996 1o 2010

6 INPUT - Identify source of information to be entered

Paper

7 OUTPUT - Identify the use/s of information generated by system

Electronic Document - IBM Content Manager

8 ELECTRONIC-RECORD SERIES DESCRIPTION -

Briefly describe the information/documents/forms

contained in a series. Include purpose and function of the system.
Application that is filled out by permit clerk based on information provided by applicant

9 POLICY ON ACCESS AND USE — Explain or attach copy if established in writing.

Administration, Department Heads, will have (delete) (print) and (hold) access. Managers and employees
with the "need to know" will have (read), (print) and (hold) access.

10 UPDATING CYCLES OR CONDITIONS AND RULES FOR REVISING INFORMATION IN THE SYSTEM
Updates are not allowed on the original document; if updates are needed, the document needs to be

replaced.

11 SPECIFY THE LOCATION AND MEDIA OF THE MAIN ELECTRONIC DATA FILE. Explain the progression established to
ensure the. record's retention and usability throughout the record's authorized life cycle..

Cecil County Government Administration Building
Record is available until the disposal date, and then record is purged.

12. RECOMMENDED RETENTION

Retain hard copy until scanned and image. verified then destroy hard copy. Retain imaged copy for five (5) years, then destroy

13 TYPED OR PRINTED NAME OF
PREPARER

Scott Mesneak

14 TELEPHONE NUMBER

410-996-5205

15 DATE

9/10/2010

16 TITLE OF PREPARER

IT & Records Retention Director

DGS 550-6




INSTRUCTIONS - Type or print a
separate form for each new/revised
electronic record series. Forward with .
Records Retention Schedule (DGS 550-1)
COMAR 14.18.04

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275
Jessup, Maryland 20794
(410) 799-1930

ELECTRONIC RECORDS INVENTORY

Page 10 of 62

1 DEPARTMENT/AGENCY 2 DIVISION 3 UNIT
Cecil County Government Permits and Inspections
DEFINITION - Record Series - A g.roup of related records stored electronically and used as a unit for reference as well as retention

and disposition purposes

4 ELECTRONIC RECORD SERIES TITLE

Code Form

5 EARLIEST YEAR/LATEST YEAR
1996 1o 2010

6 INPUT - Identify source of information to be entered

Paper

7 OUTPUT - Identify the use/s of information generated by system

Electronic Document - IBM Content Manager

8 ELECTRONIC RECORD SERIES DESCRIPTION - Briefly describe the information/documents/forms
' contained in a series. Include purpose and function of the system.

Code compliance information sheet that must be signed by owner of builder at permit issuance

9 POLICY ON ACCESS AND USE - Explain or attach copy if established in writing.

Administration, Department Heads, will have (delete) (print) and (hold) access. Managers and employees
with the "need to know" will have (read), (print) and (hold) access.

10 UPDATING CYCLES OR CONDITIONS AND RULES FOR REVISING INFORMATION IN THE SYSTEM
Updates are not allowed on the original document; if updates are needed, the document needs to be

replaced.

11 SPECIFY THE LOCATION AND MEDIA OF THE MAIN ELECTRONIC DATA FILE. Explain the progression established to
ensure the record's retention and usability throughout the record's authorized life cycle.

Cecil County Government Administration Building
Record is available until the disposal date, and then record is purged.

12 RECOMMENDED RETENTION

Retain hard copy until scanned and image verified then destroy hard copy. Retain imaged copy for ten (10) years, then destroy.

13 TYPED OR PRINTED NAME OF
PREPARER

Scott Mesneak

14 TELEPHONE NUMBER

410-996-5205

15 DATE

9/10/2010

16 TITLE OF PREPARER

IT & Records Retention Director

DGS 550-6




INSTRUCTIONS - Type or print a
separate form for each newfrevised
electronic record series. Forward with
Records Retention Schedule (DGS 550-1)
COMAR 14.18.04

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275
Jessup, Maryland 20784
(410) 799-1930

ELECTRONIC RECORDS. INVENTORY

Page i o tZ

1 DEPARTMENT/AGENCY
Cecil County Government

2 DIVISION
Permits and Inspections

3 UNIT

DEFINITION — Record Series -

and disposition purposes

A group of réla_ted records stored electronically and used as a unit for reference as well as retention

4 ELECTRONIC RECORD SERIES TITLE

Complaint Report

5 EARLIEST YEAR/LATEST YEAR
1996 1o 2010

6 INPUT - Identify source of information to be entered

Paper

7 OUTPUT - Identify the use/s of information generated by system

Electronic Document - IBM Content Manager

8 ELECTRONIC RECORD SERIES DESCRIPTION -

Briefly describe.the information/documents/forms

contained in a series. Include purpose and function of the system.
Written documentation taken from citizen complaints.

9 POLICY ON ACCESS AND USE — Explain or attach copy if established in writing.

Administration, Department Heads, will have (delete) (print) and (hold) access. Managers and employees

with the "need to know" will have (read), (print) and (hold) access.

10 UPDATING CYCLES OR CONDITIONS AND RULES FOR REVISING INFORMATION IN THE SYSTEM
Updates are not allowed on the original document; if updates are needed, the document needs to be

replaced.

11 SPECIFY THE LOCATION AND MEDIA OF THE MAIN ELECTRONIC DATA FILE. Explain the progression established to
ensure the. record's retention and usability throughout the record's authorized life cycle.

Cecil County Government Administration Building
Record is available until the disposal date, and then record is purged.

12. RECOMMENDED RETENTION

Retain hard copy until scanned and image verified then destroy hard copy. Retain imaged copy for ten (10) years, then destroy.

13 TYPED OR PRINTED NAME OF
PREPARER

Scott Mesneak

14 TELEPHONE NUMBER

410-996-5205

15 DATE

9/10/2010

16 TITLE OF PREPARER

IT & Records Retention Director

DGS §50-6




INSTRUCTIONS. — Type or print a
separate form for each newfrevised
electronic record series.. Forward with
Récords Retention Schedule (DGS 550-1)
COMAR 14.18.04

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275
Jessup, Maryland 20794
(410) 799-1930

ELECTRONIC RECORDS INVENTORY

Page 1Z o tZ

1 DEPARTMENT/AGENCY
Cecil County Government

2 DIVISION
Permits and Inspections

3 UNIT

DEFINITION - Record Series -

and disposition purposes

A group of related records stored electronically and used as a.unit for reference as well as retention

4 ELECTRONIC RECORD SERIES TITLE

Contractor Release

5 EARLIEST YEAR/LATEST YEAR
1996 1o 2010

6 INPUT - ldentify source of information to be entered

Paper

7 OUTPUT - identify the use/s of information generated by system

Electronic Document - IBM Content Manager

8 ELECTRONIC RECORD SERIES DESCRIPTION - Briefly describe.the information/documents/forms
contained in a series. Include purpose and function of the system.

Contractor sends in letter to have their name removed from permit and be excused. from any other work

liability on the permit

9 POLICY ON ACCESS AND USE - Exptlain or attach copy. if established in writing.

Administration, Department Heads, will have (delete) (print) and (hold) access. Managers and employees
with the "need to know" will have (read), (print) and (hold) access.

10 UPDATING CYCLES OR CONDITIONS AND RULES FOR REVISING INFORMATION IN THE SYSTEM
Updates are not allowed on the original document; if updates are needed, the document needs to be

replaced.

11 SPECIFY THE LOCATION AND MEDIA OF THE MAIN ELECTRONIC DATA FILE. Explain the progression established to
ensure the record's retention and usability throughout the record's authorized life cycle.

Cecil County Government Administration Building
Record is available until the disposal date, and then record is purged.

12 RECOMMENDED RETENTION

Retain hard copy until scanned and image verified then destroy hard copy. Retain imaged copy for ten (10) years, then destroy.

13 TYPED OR PRINTED NAME OF
PREPARER

Scott Mesneak

14 TELEPHONE NUMBER

410-996-5205

15 DATE

9/10/2010

16 TITLE OF PREPARER

IT & Records Retention Director

DGS 550-6




INSTRUCTIONS - Type or printa DEPARTMENT OF GENERAL SERVICES | ELECTRONIC RECORDS INVENTORY
Separate form for each newrevised RECORDS MANAGEMENT DIVISION

electronic record.series. Forward with 7275 Waterloo Road, P.O. Box 275
Records Retention Schedule (DGS 550-1) Jessup, Maryland 20794
COMAR 14.18.04 {410) 799-1930 Page_ 13 of _ 4T

1 DEPARTMENT/AGENCY 2 DIVISION. 3 UNIT
Cecil County-Government Permits and Inspections

.DEFINIT!ON — Record Series - A group of related r'eoords-stored eiectronic’ally and used as a unit for reference as well as retention
-and. disposition purposes

4 ELECTRONIC RECORD SERIES TITLE 5 EARLIEST YEAR/LATEST YEAR:
Critical Area Information | 1996 1o 2010

6 INPUT - Identify source of information to be entered 7 OUTPUT - Identify the use/s of information generated by system

Paper Electronic Document - IBM Content Manager

8 ELECTRONIC RECORD SERIES DESCRIPTION - Briefly-describe the information/documents/forms.
contained ina series. Include purpose and function of the system.

Critical Area Information

9 POLICY ON-ACCESS AND USE -~ Explain or attach copy if established in-writing.

Administration, Department Heads, will have (delete) (print) and (hold) dccess. Managers and employees
with the "need to know" will have (read), (print) and (hold) access.

10. UPDATING CYCLES OR CONDITIONS AND RULES FOR REVISING INFORMATION IN THE SYSTEM

Updates are not allowed on the original documenit:; if updates are needed, the document needs to be
replaced.

11 SPECIFY THE LOCATION AND MEDIA OF THE MAIN ELECTRONIC DATA FILE. Explain the progression established to
ensure the record's retention and usability throughout the record's authorized life cycle.

Cecil County Government Administration Building

Record is available until the disposal date, and then record is‘purged.

12 RECOMMENDED RETENTION
Scan original and verify image. Retain hard and imaged copies.permanently and transfer every 5 years to Archives.

13 TYPED OR PRINTED NAME OF T4 TELEPHONE NUMBER 15 DATE
PREPARER

Scott Mesneak 410-996-5205 9/10/2010

16 TITLE OF PREPARER
IT & Records Retention Director

DGS 550-6




INSTRUCTIONS — Type or printa
separate form for each newfrevised
electronicrecord.series. Forward with
Records Retention Schedule (DGS 550-1)
COMAR 14.18.04

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
" 7275 Waterioo Road, P. 0. Box 275
Jessup, Maryland 20794
{410) 799-1930

ELECTRONIC RECORDS INVENTORY

Page 14 _of __6Z

1 DEPARTMENT/AGENCY
Cecil County Government

2 DIVISION.
Permits and Inspections

3 UNIT

DEFINITION — Reocord Series -

and disposition purposes

-A group of related fecords stored électronically and used as a unit for reference as well as retention

4 ELECTRONIC RECORD.SERIES TITLE
Death Certificate

5 EARLIEST YEAR/LATEST YEAR
1996 1o 2010

6 INPUT -
Paper

Identify source of information to be enfered

7 OUTPUT - Identify the'use/s of information generated by system

Electronic Document - IBM Content Manager

8 ELECTRONIC RECORD SERIES DESCRIPTION -

Briefly describe the information/documentsfforms

contained ina series. Include purpose-and function of the system.

Submitted to:show proven death of property owner listed on MD Assessment website.

9 POLICY ONACCESS AND USE - Explain or attach copy if established in-writing.

Administration, Department Heads, will have (delete) (print).and (hold) access. Managers and employees
with the "need to know" will have (read), (print) and (hold) access.

10. UPDATING CYCLES OR CONDITIONS AND RULES FOR REVISING INFORMATION IN THE SYSTEM
Updates are not allowed on the original document; if updates are needed, the document needsto be

replaced.

11 SPECIFY THE LOCATION AND MEDIA OF THE MAIN ELECTRONIC.DATA FILE. Explainthe progression established to
ensure the record's retention and usability throughout the record's authorized life cycle:

Cecil: County Government Administration Buudlng
Record is available until the disposal date, and then record is- purged.

12 RECOMMENDED RETENTION

Scan original and verify image. Retain hard and imaged copies.permanently.and transfer every 5 years to Archives.

13 TYPED-OR PRINTED NAME OF
PREPARER

Scott Mesneak

14 TELEPHONE NUMBER

410-996-5205

15 DATE

9/10/2010

16 TITLE OF PREPARER:

IT & Records Retention Director

p_c;‘s 550-6




INSTRUCTIONS ~ Type or print a
separate form for each newfrevised
electronic record series. Forward with
Records Retention Schedule (DGS 550-1)
COMAR 1i4.18.04

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275
Jessup, Maryland 20794
(410) 799-1930

ELECTRONIC RECORDS INVENTORY

Page 15 of 62

1 DEPARTMENT/AGENCY
Cecil County Government

2 DIVISION
Permits and Inspections

3 UNIT

DEFINITION - Record Series -

and disposition purposes

A group of related records stored electronically and used as a unit for reference as well as retention

4 ELECTRONIC RECORD SERIES TITLE
Deed/Sales Agreement

5 EARLIEST YEAR/LATEST YEAR
1996 1o 2010

6 INPUT - Identify source of information to be entered

Paper

7 OUTPUT - Identify the use/s of information generated by system

Electronic Document - IBM Content Manager

8 ELECTRONIC RECORD SERIES DESCRIPTION -

Briefly describe the information/documents/forms

contained in a series. Include purpose and function of the system.
Submitted to show recent property sale which is not reflected on MD Assessment website.

9 POLICY ON ACCESS AND USE — Explain or attach copy if established in writing.

Administration, Department Heads, will have (delete) (print) and (hold) access. Managers and employees

with the "need to know" will have (read), (print) and (hold) access.

10 UPDATING CYCLES OR CONDITIONS AND RULES FOR REVISING INFORMATION IN THE SYSTEM
Updates are not allowed on the original document; if updates are needed, the document needs to be

replaced.

11 SPECIFY THE LOCATION AND MEDIA OF THE MAIN ELECTRONIC DATA FILE. Explain the progression established to
ensure the. record's retention and usability throughout the record's authorized life cycle.

Cecil County Government Administration Building
Record is available until the disposal date, and then record is purged.

12 RECOMMENDED RETENTION

Retain hard copy until scanned and image verified then destroy hard copy. Retain imaged copy for ten (10) years, then destroy.

13 TYPED OR PRINTED NAME CF
PREPARER

Scott Mesneak

14 TELEPHONE NUMBER

410-996-5205

15 DATE

9/10/2010

16 TITLE OF PREPARER

IT & Records Retention Director

DGS 550-6




INSTRUCTIONS - Type or print a
separate form for each newfrevised
electronic record series. Forward with
‘Records Retention Schedule (DGS 550-1)
COMAR 14.18.04

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275
Jessup, Maryland 20794
(410) 799-1930

ELECTRONIC RECORDS INVENTORY

Page 16 of _$Z

1 DEPARTMENT/AGENCY
Cecil County Government

2 DIVISION
Permits and Inspections

3 UNIT

DEFINITION - Record Series -

and disposition purposes

A group of related records stored electronically and used as a unit for reference as well as retention

4 ELECTRONIC RECORD SERIES TITLE
Deferral of Final Lot Grading

5 EARLIEST YEAR/LATEST YEAR
1996 1o 2010

6 INPUT - Identify source of information to be entered

Paper

7 OUTPUT - Identify the use/s of information generated by system

Electronic Document - IBM Content Manager

8 ELECTRONIC RECORD SERIES DESCRIFTION -

Deferral of grading requirement for final occupancy during winter weather

Briefly describe the information/documents/forms

contained in a series. Include purpose and function of the system.

9 POLICY ON ACCESS AND USE - Explain or attach copy if established in writing.

Administration, Department Heads; will have (delete) (print) and (hold) access. Managers and employees
with the "need to know" will have (read), (print) and (hold) access.

10 UPDATING CYCLES OR CONDITIONS AND RULES FOR REVISING INFORMATION IN THE SYSTEM
Updates are not allowed on the original document; if updates are needed, the document needs to be

replaced.

11 SPECIFY THE LOCATION AND MEDIA OF THE MAIN ELECTRONIC DATA FILE. Explain the progression established to
ensure the record's retention and usability throughout the record's authorized life cycle.

Cecil County Government Administration Building X
Record is available until the disposal date, and then record is purged.

12 RECOMMENDED RETENTION

Retain hard copy until scanned and image verified then destroy hard copy. Retain imaged copy for ten (10) years, then destroy.

13 TYPED OR PRINTED NAME OF
PREPARER

Scott Mesneak

14 TELEPHONE NUMBER

410-996-5205

15 DATE

9/10/2010

16 TITLE OF PREPARER

IT & Records Retention Director

DGS 550-6




INSTRUCTIONS. - Type or printa
separate form for each newfrevised
electronic record.series. Forward with
Records Retention Schedule (DGS-550-1)
COMAR 14.18:04

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterioo Road, P.O. Box 275
Jessup, Maryland 20734
(410) 799-1930

ELECTRONIC RECORDS INVENTORY

Page 7 of 2

1 DEPARTMENT/AGENCY
Cecil County Government

2 DIVISION.
Permits and Inspections

3 UNIT

DEFINITION — Record Series -

and. disposition purposes

A group of related records.stored electronically and used as a unit for reference as well as retention

4 ELECTRONIC RECORD SERIES TITLE
Driveway Pipe Requirements

5 EARLIEST YEAR/LATEST YEAR
1996 1o 2010

6 INPUT -
Paper

ldentify source of informatiofi to be entered

7 OUTPUT - Identify the use/s of information:generated by: system
Electronic Document - IBM Content Manager

8 ELECTRONIC RECORD.SERIES DESCRIPTION -

issuance

Briefly.describe the informatien/documents/forms.

contained ina series. Include purpose-and function of the system.

Code compliance information sheet signed by either property-owner or builder at time of building permit

9. POLICY ON ACCESS AND USE — Explain or attach.copy if established in-writing.

Administration, Department: Heads, will have (delete) (print).and (hold) access. Managers-and employees.
with the "need to know" will have (read), (print) and (hold) accéss.

10. UPDATING CYCLES OR CONDITIONS AND RULES FOR REVISING.INFORMATION IN THE SYSTEM

Updates are not allowed on the ongmal document; if updates are needed, the document needsto be
replaced.

11 SPECIFY THE LOCATION AND MEDIA OF THE MAIN ELECTRONIC. DATA FILE. Explain the progression established to
ensure the record's retention and usability throughout the record's authorized life-cycle:

Cecil County Government Admiinistration Building
Record is available untll the disposal date, and then record is-purged.

12 RECOMMENDED RETENTION

Scan original and verify image. Retain hard and imaged copies. permanently and transfer every 5 years to Archlves

13 TYPED OR PRINTED NAME OF
PREPARER

Scott Mesneak

14 TELEPHONE NUMBER

410-996-5205

15 DATE

911012010

16 TITLE:OF PREPARER-

IT & Records Retention Director

DGS 550-6




INSTRUCTIONS — Type or print a
separate form for each newfrevised
electronic record series. Forward with
Records Retention Schedule (DGS 550-1)
COMAR 14.18.04

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275
Jessup, Maryland 20734
{(410) 799-1930

ELECTRONIC RECORDS INVENTORY

Page  J8 of 6 Z

1 DEPARTMENT/AGENCY
Cecil County Government

2 DIVISION
Permits and Inspections

3 UNIT

DEFINITION — Record.Series -

and disposition purposes

A group of related records stored electronically and used as a unit for reference as well as retention

4 ELECTRONIC RECORD SERIES TITLE

Electrical Inspection

5 EARLIEST YEAR/LATEST YEAR
1996 1o 2010

6 INPUT - Identify source of information to be entered

Paper

7 OUTPUT - Identify the use/s of information generated by system

Electronic Document - IBM Content Manager

8 ELECTRONIC-RECORD SERIES DESCRIPTION -

Briefly describe the information/documents/forms

contained in a series. Include purpose and function of the system.
Approval notification of the completion of a final electrical inspection.

9 POLICY ON ACCESS AND USE — Explain or attach copy if established in writing.

Administration, Department Heads, will have (delete) (print) and (hold) access. Managers and employees
with the "need to know" will have (read), (print) and (hold) access.

10 UPDATING CYCLES OR CONDITIONS AND RULES FOR REVISING INFORMATION IN THE SYSTEM
Updates are not allowed on the original document; if updates are needed, the document needs to be

replaced.

11 SPECIFY THE LOCATION AND MEDIA OF THE MAIN ELECTRONIC DATA FILE. Explain the progression established to
ensure the record's retention and usability throughout the record's authorized life cycle.

Cecil County Government Administration Building
Record is available until the disposal date, and then record is purged.

12. RECOMMENDED RETENTION

Retain hard copy until scanned and image verified then destray hard copy. Retain imaged copy for ten (10) years, then destroy.

13 TYPED OR PRINTED NAME OF
PREPARER

Scott Mesneak

14 TELEPHONE NUMBER

410-996-5205

15 DATE

9/10/2010

16 TITLE OF PREPARER

IT & Records Retention Director

DGS 550-6




INSTRUCTIONS — Type or printa DEPARTMENT OF GENERAL SERVICES | ELECTRONIC RECORDS INVENTORY
separate form for each newfrevised RECORDS MANAGEMENT DIVISION

electronicrecord.series. Forward with 7275 Waterioo Road, P.O. Box 275
Records Retention Schedule (DGS 550-1) Jessup, Maryland 20794 19 62—
COMAR 14.18:04 {410) 799-1930 Page of

1 DEPARTMENT/AGENCY 2 DIVISION 3 UNIT
Cecil County Government Permits and Inspections

DEFINITION — Record Series - A group of related récords stored electromcally and used as a unit for reference as well as retention
and disposition purposes

4 ELECTRONIC RECORD SERIES TITLE 5 EARLIEST YEAR/LATEST YEAR:
Engineer's Report ‘ 1996 1o 2010

6 INPUT - Identify scurce of information to be entered 7' OUTPUT - Identify the use/s of information generated by system

Paper Electronic Document - IBM Content Manager

8 ELECTRONIC RECORD SERIES DESCRIPTION - Briefly describe the information/documents/forms
contained ina series. Include purpose and function of the system.

Letter of approvali of work site compliance provided by 3rd party engineer.

9 POLICY.ON-ACCESS AND USE - Explain or attach copy. if established in writing.

Administration, Department Heads, will have (delete) (print) and (hold) access. Managers and employees
with the "need to krow" will have (read), (print) and (hold) access.

10 UPDATING CYCLES OR CONDITIONS AND RULES FOR REVISING INFORMATION IN THE SYSTEM

Updates are not allowed on the original document; if updates are needed, the document needs to be
replaced.

¢

11 SPECIFY THE LOCATION AND MEDIA OF THE MAIN ELECTRONIC DATA FILE. Explainthe progression established to
ensure the record's retention and usability throughout the record's authorized life cycle:

Cecil- County Government Administration Building
Record is available until the disposal date, and then record is‘purged.

12 RECOMMENDED RETENTION
Scan original and verify image. Retain hard and imaged copies. permanently and transfer-every 5 years to Archives.

73 TYPED OR PRINTED NAME OF 14 TELEPHONE NUMBER 5 DATE
PREPARER

Scott Mesneak 410-996-5205 9/10/2010

16 TITLE OF PREPARER.
IT & Records Retention Director

DGS 550-6




INSTRUCTIONS ~ Type or print a
separate form for each newfrevised
electronic record.series. Forward with

DEPARTMENT OF GENERAL SERVICES.
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

ELECTRONIC RECORDS INVENTORY

Records Retention Schedule (DGS 350-1) Jessup, Maryland 20734
COMAR 14.18.04 (410) 799-1930 Page 20 of tZ
1 DEPARTMENT/AGENCY 2 DIVISION 3 UNIT

Cecil County Government

Permits and Inspections

DEFINITION - Record Series -

-and disposition purposes

A group of related fecords stored electronical'ly and used as a unit for reference as well as retention

4 ELECTRONIC RECORD SERIES TITLE
Final Grade Cettification

5 EARLIEST YEAR/LATEST YEAR
1996 1o 2010

6 INPUT -
Paper

identify source of informatiofi to be entered

7 OUTPUT - Identify the use/s of information generated by system

Electronic Document - IBM Content Manager

8 ELECTRONIC RECORD SERIES DESCRIPTION -

Briefly describe the information/documents/forms

contained ina series. Include purpose and function of the system.
Code compliance information which must be signed by owner or-builder at building permit issuance.

9 POLICY ON'ACCESS AND USE - Explain or attach copy if established in writing.

Administration, Department Heads, will have (delete) (print) and (hold) daccess. Managers and employees
with the "need to know" will have (read), (print) and (hold) access.

10 UPDATING CYCLES OR CONDITIONS AND RULES FOR REVISING INFORMATION IN THE SYSTEM
Updates are not allowed on the original document; if updates are needed, the-document needs to be

replaced.

11 SPECIFY THE LOCATION AND MEDIA OF THE MAIN ELECTRONIC.DATA FILE. Explainthe progression established to
ensure the record's retention and usability throughout the record’s authorized life- cycle:

Cecil County Government Administration Building
Record is available until the disposal date, and then record is- purged.

12 RECOMMENDED RETENTION

Scan original and verify image. Retain hard and imaged copies. permanently and transfer every 5 years. to Archives.

13 TYPEDOR PRINTED NAME OF
PREPARER -

Scott Mesneak

14 TELEPHONE NUMBER

410-996-5205

15 DATE

9/10/2010

16 TITLE:OF PREPARER

IT & Records Retention Director

DGS 550-6




INSTRUCTIONS - Type or printa
separate form for each newfrevised
electronic record.series. Forward with
Records Retention Schedule (DGS 550-1)
COMAR 14.18.04

DEPARTMENT OF GENERAL SERVICES.

RECORDS MANAGEMENT DIVISION
7275 Waterioo Road, P.O. Box 275
Jessup, Maryland 20734
{410) 799-1930

ELECTRONIC RECORDS INVENTORY

Page Ll of t2

1 DEPARTMENT/AGENCY
Cecil County Government

2° DIVISION
Permits and Inspections

3 UNIT

DEFINITION -~ Record Series - A group of related fecords stored electromcally and used ‘as a unit for reference as well as retention

-and disposition purposes

4 ELECTRONIC RECORD SERIES TITLE
Fire Marshal Report

5 EARLIEST YEAR/LATEST YEAR
1996 1o 2010

6 INPUT - |déntify séurce of information to be entered 7" OUTPUT - Identify the use/s of information.generated by: system

Paper Electronic Document - IBM Content Manager

8 ELECTRONIC RECORD.SERIES DESCRIFTION - Briefly describe the information/documents/forms.
contained in-a series. Include purpose-and function of the system.

Checklist and approval record for-a building permit which is completed by MD State Fire Marshal.

9 POLICY ON-ACCESS AND USE — Explain or attach.copy if established inwriting.

Administration, Department Heads, will have (delete) (print) and (hold) access. Managers and employees
with the "need to know" will have (read), (print) and (hold) access.

10 UPDATING CYCLES OR CONDITIONS AND RULES FOR REVISING INFORMATION IN THE SYSTEM
Updates are not allowed on the original document; if updates are needed, the document needs to be
replaced.

11 SPECIFY THE LOCATION.AND MEDIA OF THE MAIN ELECTRONIC DATA FILE. Explain the progression establishedto
ensure the record's retention-and usability throughout the record's authorized life cycle:

Cecil County Government Administration Building

Record is available until the disposal date, and then record is'purged.

12 REC@MMENDEI D RETENTION
Scan original and verify image. Retam hard and imaged coples permanently and fransfer every 5 years to. Archlves

13 TYPED OR PRINTED NAME OF 14 TELEPHONE NUMBER 15 DATE
PREPARER

Scott Mesneak 410-996-5205 9/10/2010

16 TITLE OF PREPARER. ,
IT & Records Retention Director

DGS 550-6




INSTRUCTIONS — Type or print a
separate form for each new/revised
electronic record series. Forward with
Records Retention Schedule (DGS 550-1)
COMAR 14.18.04

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275
Jessup, Maryland 20794
(410) 799-1930

ELECTRONIC RECORDS INVENTORY

22 of t2

Page

1 DEPARTMENT/AGENCY
Cecil County Government

2 DIVISION
Permits and Inspections

3 UNIT

DEFINITION — Record.Series -

and disposition purposes

A group of related records stored electronically and used as a unit for reference as well as retention

4 ELECTRONIC RECORD SERIES TITLE
Flood Plan Attachments

5 EARLIEST YEAR/LATEST YEAR
1996 1o 2010

6 INPUT - Identify source of information to be entered

Paper

7 OUTPUT - Identify the use/s of information generated by system

Electronic Document - IBM Content Manager

8 ELECTRONIC RECORD SERIES DESCRIPTION -

Briefly describe the information/documents/forms

contained in a series. Include purpose and function of the system.
Code compliance information which must be signed by builder or owner at permit issuance.

9 POLICY ON ACCESS AND USE - Explain or attach copy if established in writing.

Administration, Department Heads, will have (delete) (print).and (hold) access. Managers and employees

with the "need to know" will have (read), (print) and (hold) access.

4

10 UPDATING CYCLES OR CONDITIONS AND RULES FOR REVISING INFORMATION iN THE SYSTEM
Updates are not allowed on the original document; if updates are needed, the document needs to be

replaced.

11 SPECIFY THE LOCATION AND MEDIA OF THE MAIN ELECTRONIC DATA FILE. Explain the progression established to
ensure the record's retention and usability throughout the record's authorized life cycle.

Cecil County Government Administration Building
Record is available until the disposal date, and then record is purged.

12 RECOMMENDED RETENTION

Retain hard copy until scanned and image verified then destroy hard copy. Retain imaged copy for ten (10) years, then destroy.

13 TYPED OR PRINTED NAME OF
PREPARER

Scott Mesneak

14 TELEPHONE NUMBER

410-996-5205

15 DATE

9/10/2010

16 TITLE OF PREPARER

IT & Records Retention Director

DGS 550-6




INSTRUCTIONS - Type or print a DEPARTMENT OF GENERAL SERVICES | ELECTRONIC RECORDS INVENTORY
separate form for each newfrevised RECORDS MANAGEMENT DIVISION

electronic record series. Forward with 7275 Waterloo Road, P.O. Box 275

‘Records Retention Schedule (DGS 550-1) Jessup, Maryland 20794

COMAR 14.18.04 » (410) 799-1930 Page 13 of _ bZ

1 DEPARTMENT/AGENCY 2 DIVISION 3 UNIT

Cecil County Government Permits and Inspections

DEFINITION — Record Series - A group of related records. stored electronically and used as a unit for reference as well as retention

and disposition purposes

4 ELECTRONIC RECORD SERIES TITLE 5 EARLIEST YEAR/LATEST YEAR
Grading & Driveway Entrance Permit Application 1996 1o 2010

6 INPUT - Identify source of information to be entered 7 OUTPUT - Identify the use/s of information generated by system
Paper Electronic Document - IBM Content Manager

8 ELECTRONIC-RECORD SERIES DESCRIPTION - Briefly describe the information/documents/forms
contained in a series. Include purpose and function of the system.

Application which is filled out by customer to apply for a grading and/or driveway entrance permit.

9 POLICY ON ACCESS AND USE — Explain or attach copy if established in writing..

Administration, Department Heads, will have (delete) (print) and (hold) access. Managers and employees
with the "need to know" will have (read), (print) and (hold) access.

10 UPDATING CYCLES OR CONDITIONS AND RULES FOR REVISING INFORMATION IN THE SYSTEM

Updates are not allowed on the original document; if updates are needed, the document needs'to be
replaced.

11 SPECIFY THE LOCATION AND MEDIA OF THE MAIN ELECTRONIC DATA FILE. Explain the progression established to
ensure the. record's retention and usability throughout the record's authorized life.cycle.

Cecil County Government Administration Building
Record is available until the disposal date, and then record is purged.

12 RECOMMENDED RETENTION
Retain hard copy until scanned and image verified then destroy hard copy. Retain imaged copy for twenty (20) years, then destroy

13 TYPED OR PRINTED NAME OF 14 TELEPHONE NUMBER 15 DATE
PREPARER
Scott Mesneak 410-996-5205 9/10/2010

16 TITLE OF PREPARER
IT & Records Retention Director

DGS 550-6




INSTRUCTIONS —~ Type or print a
separate form for each newfrevised
electronic record series. Forward with

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

ELECTRONIC RECORDS INVENTORY

7275 Waterloo Road, P.O. Box 275

Records Retention Schedule (DGS 550-1) Jessup, Maryland 20734
COMAR 14.18.04 {410) 799-1930 Page 29 of b2
1 DEPARTMENT/AGENCY 2 DIVISION 3 UNIT

Cecil County Government

Permits and inspections

DEFINITION — Record Series -

and disposition purposes

A group of related records stored electronically and used as a unit for reference as well as retention

4 ELECTRONIC RECORD SERIES TITLE
Hawkers and Peddlers License

5 EARLIEST YEAR/LATEST YEAR
1996 10 2010

6 INPUT -
Paper

Identify source of information to be entered

Electronic Document -

7 OUTPUT - Identify the use/s of information generated by system

IBM Content Manager

8 ELECTRONIC RECORD SERIES DESCRIPTION -

Briefly describe the information/documents/forms

contained in a series. Include purpose and function of the system.

License issued on a calendar year bassi to individuals selling good on a door to door basis.

9 POLICY ON ACCESS AND USE - Explain or attach copy if established in writing.

Administration, Department Heads, will have (delete) (print) and (hold) access. Managers and employees
with the "need to know" will have (read), (print) and (hold) access.

A

10 UPDATING CYCLES OR CONDITIONS AND RULES FOR REVISING INFORMATION IN THE SYSTEM
Updates are not allowed on the original document; if updates are needed, the document needs to be

replaced.

11 SPECIFY THE LOCATION AND MED!A OF THE MAIN ELECTRONIC DATA FILE. Explain the progression established to
ensure the. record's retention and usability throughout the record's authorized life cycle.

Cecil County Government Administration Building
Record is available until the disposal date, and then record is purged.

12. RECOMMENDED RETENTION

Retain hard copy until scanned and image verified then destroy hard copy. Retain imaged copy for five (5) years, then destroy

13 TYPED OR PRINTED NAME OF
PREPARER

Scott Mesneak

14 TELEPHONE NUMBER

410-996-5205

15 DATE

9/10/2010

16 TITLE OF PREPARER

IT & Records Retention_ Director

DGS 550-6




INSTRUCTIONS - Type or print a
separate form for each newfrevised
electronic record.series. -Forward-with

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

ELECTRONIC RECORDS INVENTORY

Records Retention Schedule (DGS 350-1) Jessup, Maryland 20794
COMAR 14.18.04 {410) 799-1930 Page_ 25 of _ BZ
1 DEPARTMENT/AGENCY 2. DIVISION 3 UNIT

Cecil County Government

Permits and Inspections

DEFINITION -~ Record Series -

and disposition purposes

‘A group of related records stored electronically and used as a unit for reference as well as retention

4 ELECTRONIC RECORD.SERIES TITLE
Home Owner's Plumbing Test

5 EARLIEST YEAR/LATEST YEAR
1996 1o 2010

6 INPUT -
Paper

Identify source of information to be entered

7 OUTPUT - Identify the use/s -of5information :generated by system
Electronic Document - IBM Content Manager

8 ELECTRONIC RECORD.SERIES DESCRIPTION -

Briefly-describe the information/documentsfforms '
contained in-a series. Include purpose and function of the system.

Test given by a permit clerk to a property owner who must pass the test in order to preform plumbing in

his/her own dwelling.

9 POLICY ON-ACCESS AND USE - Explain or attach.copy if established in- writing.

Administration, Department Heads, will have (delete) (print) and (hold) access. Managers and employees
with the “need to know" will have (read), (print) and (hold) access.

10 UPDATING CYCLES OR CONDITIONS AND RULES FOR REVISING INFORMATION IN THE SYSTEM
Updates are not allowed on the original document; if updates are needed, thie document needs to be

replaced.

41 SPECIFY THE LOCATION AND MEDIA OF THE MAIN ELECTRONIC DATA FILE. Explainthe progression established to
ensure the record's retention and usability throughout the record's authorized life- -cycle:

Cecil County Government Administration Building
Record is available until the disposal'date, and then record is: purged.

12 RECOMMENDED RETENTION

Scan original and verify image. Retain hard and imaged copies.permanently and transfer every 5 years to Archives.

13 TYPED OR PRINTED NAME OF
PREPARER

Scott Mesneak

14 TELEPHONE NUMBER

410-996-5205

15 DATE

9/10/2010

16 TITLE -OF PREPARER:

IT & Records Retention Director

DGS 550-6




INSTRUCTIONS - Type or printa
separate form for each newfrevised
electronic record series. ‘Forward with
Records Retention Schedule. (DGS 550-1)
COMAR 14.18:04

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterioo Road, P.O. Box 275
Jessup, Maryland 20794
(410) 799-1930

ELECTRONIC RECORDS INVENTORY

Page 26 of b2

1 DEPARTMENT/AGENCY
Cecil County Government

2 DIVISION
Permits and Inspections

3 UNIT

DEFINITION - Record Series -

and disposition purposes

A group of related records.stored electronically and used as a' unit for reference as well as retention

4 ELECTRONIC RECORD.SERIES TITLE

HVAC (Heating, Ventilating, and Air Conditioning) Inspection Sheet

5 EARLIEST YEAR/LATEST YEAR!

1996 1o 2010

6 INPUT -
Paper

Identify source of information to be entered

7 OUTPUT - Identify the use/s of information generated by: system

Electronic Document - IBM Content Manager

8 ELECTRONIC RECORD .SERIES DESCRIPTION -

preformed.

Briefly describe the information/decuments/forms.

contained ina series. Include purpose-and function of the system.

Checklist and approval record filled out by HVAC inspector for-each building permit where HVAC was

9 POLICY ON-ACCESS AND'USE - Explain or attach copy if established in-writing.

Administration, Department Heads, will have (delete) (print) and (hold):access. Managers and employees
with the "need to know" will have (read), (print) and (hold) access.

10 UPDATING CYCLES OR CONDITIONS AND RULES FOR REVISING INFORMATION IN THE SYSTEM
Updates are not allowed on the originai document; if updates are needed, the document needs to be

replaced.

11 SPECIFY THE LOCATION AND MEDIA OF THE MAIN ELECTRONIC DATA FILE. Explain the progression establishedto
ensure the record's reterttion and usability throughout the record's authorized life cycle:

Cecil: County Government Administration Bulldmg
Record is available until the disposal date, and then record is: purged.

12 RECOMMENDED RETENTION

Scan original and verify image. Retaln hard and imaged.copies. permanently and transfer-every 5 years to Archives.

13 TYPED OR PRINTED NAME OF
PREPARER

Scott Mesneak

14 TELERHONE NUMBER

410-996-5205

15 DATE

9/10/2010

16 TITLE:OF PREPARER

IT & Records Retention Director

DGS 5506




INSTRUCTIONS — Type or print a
separate form for each newfrevised
electronic record.series. Forward with
‘Records Retention Schedule (DGS 550-1)
COMAR 14.18.04

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterioo Road, P.O. Box-275
Jessup, Maryland 20794
{410) 799-1930

ELECTRONIC RECORDS INVENTORY

Page 27 of %z

1 DEPARTMENT/AGENCY
Cecil County Government

2 DIVISION.
Permits and Inspections

3 UNIT -

DEFINITION ~ Record Series -

-and disposition purposes

-A-group of related records stored électronically and used ‘as a unit for reference as well as retention

4 ELECTRONIC RECORD SERIES TITLE

HVAC (Heating, Ventilating, and Air Conditioning) Permit

5 EARLIEST YEAR/LATEST YEAR:
1996 1o 2010

6 INPUT -
Paper

Identify source of information to be entered

Electronic Document -

7' OUTPUT - identify theuse/s of information‘generated by system

IBM Content Manager

8 ELECTRONIC RECORD SERIES DESCRIPTION -

Briefly describe the information/documents/fforms

contained ina series. Include purpose-and function of the system.

HVAC permit issued to HVAC contractor for HVAC work preformed in Cecil County jurisdiction.

9 POLICY ON'ACCESS AND USE - Explain or attach copy if established in-writing.

Administration, Department Heads, will have (delete) (print) and (hold) access. Managers and employees
with the "need to know" will have (read), (print) and (hold) access.

10. UPDATING CYCLES ©OR CONDITIONS ANDRULES FOR REVISING INFORMATION IN THE SYSTEM
Updates are not allowed on the original document; if updates are needed, the document needs to be

replaced.

11 SPECIFY THE LOCATION AND MEDIA OF THE MAIN ELECTRONIC DATA FILE. Explain the progression established to
ensure the record's retention and usability throughout the record's authorized life-cycle:

Cecil’ County Government Administration’ Building
Record is available until the disposal date, and then record is purged.

12 RECOMMENDED RETENTION

Scan original and verify i |mage Retain hard and imaged copies. permanently and transfer every 5 years to Archlves

'13 TYPED OR F’RINTEI NAME OF
PREPARER

Scott Mesneak

14 TELEPHONE NUMBER

410-996-5205

15 DAT_E

9/10/2010

16 TITLE:-OF PREPARER:

IT & Records Retention Director

DGS 550-6




INSTRUCTIONS - Type or print a
separate form for each newfrevised
electronic record series. Forward with

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

ELECTRONIC RECORDS INVENTORY

Récords Retention Schedule (DGS 550-1) Jessup, Maryland 20794
COMAR 14.18.04 (410) 799-1930 Page 18 of vZ
1 DEPARTMENT/AGENCY 2 DIVISION 3 UNIT

Cecil County Government

Permits and Inspections

DEFINITION — Record Series -

and disposition purposes

A group of related records stored electronically and used as a unit for referencé as well as retention

4 ELECTRONIC RECORD SERIES TITLE
Insurance Certificate

5 EARLIEST YEAR/LATEST YEAR
1996 1o 2010

6 INPUT - Identify source of information to be entered

Paper

7 OUTPUT - Identify the use/s of information generated by system

Electronic Document - IBM Content Manager

8 ELECTRONIC.-RECORD SERIES DESCRIPTION -

within Cecil County.

Briefly describe the information/documents/forms

contained in a series. Include purpose and function of the system.
Copy of insurance certificate which is kept on file for plumbing and HVAC contractors who preform work

9 POLICY ON ACCESS AND USE - Explain or attach copy. if established in writing.

Administration, Department Heads, will have (delete) (print) and (hold) access. Managers and employees
with the "need to know" will have (read), (print) and (hold) access.

10 UPDATING CYCLES OR CONDITIONS AND RULES FOR REVISING INFORMATION IN THE SYSTEM
Updates are not allowed on the original document; if updates are needed, the document needs to be

replaced.

11 SPECIFY THE LOCATION AND MEDIA OF THE MAIN ELECTRONIC DATA FILE. Explain the progression established to
ensurethe. record's retention and usability throughout the record's authorized life cycle.

Cecil County Government Administration Building
Record is available until the disposal date, and then record is purged.

12 RECOMMENDED RETENTION

Retain hard copy until scanned and image verified then destroy hard copy. Retain imaged copy for five (5) years, then destroy

13 TYPED OR PRINTED NAME OF
PREPARER

Scoftt Mesneak

14 TELEPHONE NUMBER

410-996-5205

15 DATE

9/10/2010

16 TITLE OF PREPARER

IT & Records Retention Director

DGS 550-6




INSTRUCTIONS -~ Type or print a
separate form for each new'revised
electronic record series. Forward with
‘Records Retention Schedule (DGS 550-1)
COMAR 14.18.04

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275
Jessup, Maryland 20794
(410) 799-1930

ELECTRONIC RECORDS INVENTORY

Page 29 of _ $Z

1 DEPARTMENT/AGENCY
Cecil County Government

2 DIVISION
Permits and inspections

3 UNIT

DEFINITION - Record Series -

and disposition purposes

A group of related records stored electronically and used as a unit for reference as well as retention

4 ELECTRONIC RECORD SERIES TITLE

Lease Agreement

5 EARLIEST YEAR/LATEST YEAR
1996 1o 2010

6 INPUT - Identify source of information to be entered

Paper

7 OUTPUT - Identify the use/s of information generated by system

Electronic Document - IBM Content Manager

8 ELECTRONIC RECORD SERIES DESCRIPTICON -

Briefly describe the information/documents/forms

contained in a series. Include purpose and function of the system.

Letter of permission signed by property owner giving tenant permission to apply for permit.

9 POLICY ON ACCESS AND USE - Explain or attach copy if established in writing.

Administration, Department Heads, will have (delete) (print) and (hold) access. Managers and employees
with the "need to know" will have (read), (print) and (hold) access.

10 UPDATING CYCLES OR CONDITIONS AND RULES FOR REVISING INFORMATION IN THE SYSTEM
Updates are not allowed on the original document; if updates are needed, the document needs to be

replaced.

11 SPECIFY THE LOCATION AND MEDIA OF THE MAIN ELECTRONIC DATA FILE. Explain the progression established to
ensure the record's retention and usability throughout the record's authorized life cycle.

Cecil County Government Administration Building
Record is available until the disposal date, and then record is purged.

12 RECOMMENDED RETENTION

Retain hard copy until scanned and image verified then destroy hard copy. Retain imaged copy for ten (10) years, then destroy.

13 TYPED OR PRINTED NAME OF
PREPARER

Scott Mesneak

14 TELEPHONE NUMBER

410-996-5205

15 DATE

9/10/2010

16. TITLE OF PREPARER

IT & Records Retention Director

DGS 550-6




INSTRUCTIONS - Type or print a
separate form for each newfrevised
electronic record.series. Forward with

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

ELECTRONIC RECORDS INVENTORY

7275 Waterloo Road, P.O. Box 275
Jessup, Maryland 20794
(410) 799-1930

Records Retention Schedule (DGS 550-1)

COMAR 14.18.04 Page 30 of 62

1 DEPARTMENT/AGENCY
Cecil County Government

2 DIVISION
Permits and Inspections

3 UNIT

DEFINITION — Record Series - A group of related récords stored electronically and used as a unit for réference as well as retention

and disposition purposes

4 E{ ECTRONIC RECORD.SERIES TITLE
Letter of Permission

S EARLIEST YEAR/LATEST YEAR
1996 1o 2010

6 INPUT - Identify source of informatiph to be entered 7 OUTPUT - identify the use/s of information generated by system

Paper Electronic Document - IBM Content Manager

8 ELECTRONIC RECORD SERIES DESCRIPTION - Briefly describe the information/documentsforms.
contained in a series. include purpose-and function of the system

Letter signed by landowner giving someone else permission to apply fora permlt

9 POLICY ON ACCESS AND USE = Explain or attach copy. if established inwriting.

Administration, Department Heads, will have (delete) (print) and (hold) access. Managers and employees
with the "need to know" will have (read), (print) and (hold) access.

10. UPDATING CYCLES OR CONDITIONS AND RULES FOR REVISING INFORMATION IN THE SYSTEM

Updates are not allowed on the original document; if updates are needed, the document needsto be
replaced.

‘11 SPECIFY THE LOCATION AND MEDIA OF THE MAIN ELECTRONIC DATA FILE. Explain the progression established to
ensure the record's retention and usability throughout the record's authorized life cycle:

Cecil County Government Administration’ Building
Record is available until the disposaldate, and then record is: purged.

12 RECOMMENDED RETENTION
Scan original and verify image. Retain hard and imaged copies permanently.and transfer every 5 years.to. Archives.

13 TYPED OR PRINTED NAME OF 14 TELEPHONE NUMBER 15 DATE
PREPARER

Scott Mesneak -410-996-5205

9/10/2010,

16 TITLE OF PREPARER
IT & Records Reten’uon Director

DGS 550-6




INSTRUCTIONS - Type or print a
‘separate form for each newfrevised
electronic record series. Forward with

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterioo Road, P.O. Box 275

ELECTRONIC RECORDS INVENTORY

Records Retention Schedule (DGS 550-1) Jessup, Maryland_ 20794 '
COMAR 14.18.04 (410) 799-1930 Page__31 of __ L2
1 DEPARTMENT/AGENTY 2 DIVISION 3 UNIT

Cecil County Government

Permits and Inspections

:DEFINIT!ON '— Record Series - A group of related fecords. stored electromcally and used as a unit for reference as well as retention

and disposition purposes

5 EARLIEST YEAR/LATEST YEAR
1996 10 2010

4 ELECTRONIC RECORD SERIES TITLE
Letter Requesting Extension

6 INPUT -
Paper

Identify source of information to be entered 7 OUTPUT - identify the use/s of information:generated by system

Electronic Document - IBM Content Manager

8 ELECTRONIC RECORD SERIES DESCRIFTION - Briefly-describe the information/documents/fforms.

contained in a series. Include purpose-and function of the system.

Letter submltted to the Permits and Inspections department requesting an extension on the time of permit
vahdahon

9 POLICY ONACCESS AND USE — Explain or attach copy if established in-writing.

Administration, Department Heads, will have (delete) (print) arid (hold) dccess. Managers and employees
with the "need to know" will have (read), (print) and (hold) access.

10 UPDATING CYCLES OR CONDITIONS AND RULES FOR REVISING INFORMATION IN THE SYSTEM

Updates are not allowed on the original document; if updates are needed, the document needs to be
replaced.

‘11 SPECIFY THE LOCATION AND MEDIA OF THE MAIN ELECTRONIC DATA FILE. Explainthe progression established to
ensure the record's retention and usability throughout the record's authorized life cycle:

Cecil County Government Administration Building
Record is available until the disposal date, and then record is: purged.

12 RECOMMENDED RETENTION
Scan original and verify image. Retain hard and imaged copies permanéntly.and transfer every 5 years to Archives.

13 TYPEDOR PRINTED NAME OF 14 TELEPHONE NUMBER 15 DATE
‘ PREPARER

Scott Mesneak 410-996-5205 9/10/2010

16 TITLE OF PREPARER.
. IT & Records Retention Director

DGS 550-6




INSTRUCTIONS - Type or print a
separate form for each newfrevised
electronic record series. Forward with

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

ELECTRONIC RECORDS INVENTORY

Records Retention Schedule (DGS 550-1) Jessup, Maryland 20784
COMAR 14.18.04 (410) 799-1930 Page_ 32 of _ &Z
1 DEPARTMENT/AGENCY 2 DIVISION 3 UNIT

Cecil County Government

Permits and Inspections

DEFINITION - Record Series -

and disposition purposes

A group of related records stored electronically and used as a unit for reference as well as retention

4 ELECTRONIC RECORD SERIES TITLE
Manufactured Home Park License

5 EARLIEST YEAR/LATEST YEAR
1996 1o 2010

6 INPUT - Identify source of information to be entered

Paper

7 OUTPUT - Identify the usefs of information generated by system

Electronic Document - IBM Content Manager

8 ELECTRONIC RECORD SERIES DESCRIPTION -

Briefly describe the information/documents/forms

contained in a series. Include purpose and function of the system.
License issued to land owner of a mobile home park on a yearly basis

9 POLICY ON ACCESS AND USE - Explain or attach copy if established in writing.

Administration, Department Heads, will have (delete) (print) and (hold) access. Managers and employees
with the "need to know" will have (read), (print) and (hold) access.

10 UPDATING CYCLES OR CONDITIONS AND RULES FOR REVISING INFORMATION IN THE SYSTEM
Updates are not allowed on the original document; if updates are needed, the document needs to be

replaced.

11 SPECIFY THE LOCATION AND MEDIA OF THE MAIN ELECTRONIC DATA FILE. Explain the progression established to
ensure the record's retention and usability throughout the record's authorized life cycle.

Cecil County Government Administration Building
Record is available until the disposal date, and then record is purged.

12. RECOMMENDED RETENTION

Retain hard copy until scanned and image verified then destroy hard copy. Retain imaged copy for five (5) years, then destroy

13 TYPED OR PRINTED NAME OF
PREPARER

Scott Mesneak

14 TELEPHONE NUMBER

410-996-5205

15 DATE

9/10/2010

16 TITLE OF PREPARER

IT & Records Retention Director

DGS 650-6




‘)| INSTRUCTIONS - Type or printa
separate form for each new/revised
electronic record series. Forward with
Records Retention Schedule (DGS 550-1)
COMAR 14.18.04

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275
Jessup, Maryland 20794
(410) 799-1930

ELECTRONIC RECORDS. INVENTORY

Ay A

Page 33 of

1 DEPARTMENT/AGENCY
Cecil County Government

2. DIVISION
Permits and Inspections

3 UNIT

DEFINITION - Record Series -

and disposition purposes

A group of related records stored electronically and used as a unit for reference as well as retention

4 ELECTRONIC RECORD SERIES TITLE
Manufactured Home Requirements

5 EARLIEST YEAR/LATEST YEAR
1996 1o 2010

6 INPUT - Identify source of information to be entered

Paper

7 OUTPUT - identify the use/s of information generated by system

Electronic Document - IBM Content Manager

8 ELECTRONIC-RECORD SERIES DESCRIPTION - Briefly describe the information/documents/forms
contained in a series. Include purpose and function of the system.

Code compliance information sheet which must be signed by owner or builder at permit issuance

9 POLICY ON ACCESS AND USE — Explain or attach copy if established in writing.

Administration, Department Heads, will have (delete) (print) and (hold) access. Managers and employees
with the "need to know" will have (read), (print) and (hold) access.

10 UPDATING CYCLES OR CONDITIONS AND RULES FOR REVISING INFORMATION IN THE SYSTEM
Updates are not allowed on the original document; if updates are needed, the document needs to be

replaced.

11 SPECIFY THE LOCATION AND MEDIA OF THE MAIN ELECTRONIC DATA FILE. Explain the progression established to
ensure the record's retention and usability throughout the record's authorized life cycle.

Cecil County Government Administration Building
Record is available until the disposal date, and then record is purged.

12. RECOMMENDED RETENTION

Retain hard copy until scanned and image verified then destroy hard copy. Retain imaged copy for five (5) years, then destroy

13 TYPED OR PRINTED NAME OF
PREPARER

Scott Mesneak

14 TELEPHONE NUMBER

410-996-5205

15 DATE

9/10/2010

16 TITLE OF PREPARER

IT & Records Retention Director

DGS 650-6




INSTRUCTIONS - Type or print a
separate form for each new/revised
electronic record series. Forward with

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

ELECTRONIC RECORDS INVENTORY

7275 Waterloo Road, P.O. Box 275

Records Retention Schedule (DGS 550-1) Jessup, Maryland 20794 ;
COMAR 14.18.04 {410) 799-1930 Page 34 of bz
1 DEPARTMENT/AGENCY 2 DIVISION 3 UNIT

Cecil County Government

Permits and Inspections

DEFINITION - Record Series -

and disposition purposes

A group of related records stored electronically and used as a unit for reference as well as retention

4 ELECTRONIC RECORD SERIES TITLE

Manufactured Home Tax Collection Form

5 EARLIEST YEAR/LATEST YEAR
1996 1o 2010

6 INPUT -
Paper

Identify source of information to be entered

Electronic Document -

7 OUTPUT - Identify the use/s of information generated by system

IBM Content Manager

8 ELECTRONIC RECORD SERIES DESCRIPTION -

monthly tax payment.

Briefly describe the information/documents/forms

contained in a series. Include purpose and function of the system.
Form completed by property owner and submitted to- Permits and Inspections monthly along with their

9. POLICY ON ACCESS AND USE — Explain or attach copy if established in writing.

Administration, Department Heads, will have (delete) (print) and (hold) access. Managers and employees
with the "need to know" will have (read), (print) and (hold) access.

10 UPDATING CYCLES OR CONDITIONS AND RULES FOR REVISING INFORMATION IN THE SYSTEM
Updates are not allowed on the original document; if updates are needed, the document needs to be

replaced.

11 SPECIFY THE LOCATION AND MEDIA OF THE MAIN ELECTRONIC DATA FILE. Explain the progression established to
ensure the record's retention and usability throughout the record's authorized life cycle.

Cecil County Government Administration Building
Record is available until the disposal date, and then record is purged.

12. RECOMMENDED RETENTION

Retain hard copy until scanned and image verified then destroy hard copy. Retain imaged copy for five (5) years, then destroy

13 TYPED OR PRINTED NAME OF
PREPARER

Scott Mesneak

14 TELEPHONE NUMBER

410-996-5205

15 DATE

9/10/2010

16 TITLE OF PREPARER

IT & Records Retention Director

DGS 650-6




INSTRUCTIONS - Type or print a
separate form for each newfrevised )
electronic record.series. -Forward with

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7215 Waterioo Road, P.O. Box 275

ELECTRONIC RECORDS INVENTORY

‘Records Retention Schedule (BGS-350-1)
COMAR 14.18.04

Jessup, _Marylan_d 20794

(410) 789-1930 Page__ 35 of _ 7

1 DEPARTMENT/AGENCY
Cecil County Government

2 DIVISION
Permits and Inspections

3 UNIT

DEFINITION - Record Series - A group of related fecords. stored électronically and used as a unit for reference as well as retentlon

and. d|sposmon puUrposes

4 ELECTRONIC RECORD SERIES TITLE
Maryland Department of the: Environment (MDE) Approval

5 EARLIEST YEAR/LATEST YEAR'
1996 1o 2010

6 INPUT - Identify séurce of information to be entered 17 OUTPUT - Identify the usels of-information.generated by: system

Paper Electronic Document - IBM Content Manageér

8 ELECTRONIC RECORD SERIES DESCRIPTION - Briefly describe the information/documents/forms
contained in-a series. Include purpose:and function of the system.

Document must be submitted upon permit.application as part of a paperwork prerequisite.

9 POLICY ONACCESS AND USE - Explain or attach copy if established inwriting.

Administration, Department Heads, will have (delete) (print) and (hold) access. Managers and employees
with the "need to know" will have (read), (print) and (hold) access.

10 UPDATING CYCLES ©R CONDITIONS AND RULES FOR REVISING INFORMATION IN THE SYSTEM

Updates are not allowed on the original document; if updates are needed, the document needs to be
replaced.

11 SPECIFY THE LOCATION AND MEDIA OF THE MAIN ELECTRONIC DATA FILE. Explain the progression established to
ensure the record's retention and usability throughout the record's authorized life: cycle:

Cecil: County Government Administration Building
Record is available until the disposai-date, and then record is- purged.

12 RECOMMENDED RETENTION
Retain hard copy until scanned and image verified then destroy-hard copy. Retain imaged copy-for ten (10) years then destroy

13 TYPEDOR PRINTED NAME OF ‘14 TELEPHONE NUMBER 15 DATE
PREPARER

Scott Mesneak

410-996-5205 9/10/2010

16 TITLE OF PREPARER:
IT & Records Retention Director

DGS 550-6




INSTRUCTIONS - Type or print a
separate form for each newfrevised
electronic record.series. Forward with

Records Retention Schedule (DGS 550-1)

COMAR 14.18:04

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterioo Road, P.O. Box 275
Jessup, Maryland 20794
(410) 799-1930

ELECTRONIC RECORDS INVENTORY

Page 3L of tz

1 DEPARTMENT/AGENCY
Cecil County Government

2 DIVISION.
Permits and Inspections

3 UNIT

DEFINITION — Record Series - A group of related fecords stored electronically and used as a unit for reference as well as retention

-and.disposition purposes

5 EARLIEST YEAR/LATEST YEAR
1996 1o 2010

4 ELECTRONIC RECORD SERIES TITLE
Memorandum

6 INPUT - Identify séurce of information to be entered 7 OUTPUT - Identify the:use/s-of irformation :generated by:system

Paper

Electronic Document - IBM Content Manager

8 ELECTRONIC RECORD.SERIES DESCRIPTION - Briefly-describe the information/documents/forms
contained in a series. Include: purpose :and function of the system.

Miscellaneous memos and correspondence relating to a permit.

9 POLICY ON ACCESS AND USE - Explain or attach.copy if established in-writing.

Administration, Department Heads, will have (delete) (print) and (hold) access. Managers and employees
with the "need to know" will have (read), (print) and (hold) access.

10. UPDATING CYCLES GR CONDITIONS AND RULES FOR REVISING INFORMATIGN IN THE SYSTEM

Updates are hot allowed on the original document; if updates are needed, the document needs’to be
replaced.

11 SPECIFY THE LOCATION AND MEDIA OF THE MAIN ELECTRONIC DATA FILE. Explainthe progression-established to
ensure the record's retention and usability:throughout the record's authorized life cycle:

Cecil: County Government Administration Building
Record is available until the dlsposal date, and then record is: purged.

12 RECOMMENDED RETENTION
Scan original and verify image. Retain hard and imaged copies. permanently and transfer every 5 years to.Archives.

’13 TYPEDOR PRINTED NAME OF 4 TELEPHONE NUMBER 15 DATE
PREPARER

Scott Mesneak

410-996-5205 9/10/2010

16 TITLE OF PREPARER.
IT & Records Retention Director

DGS 550-6




INSTRUCTIONS ~ Type or print a
separate form for each new/revised
electronic record.series. Forward with

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

ELECTRONIC RECORDS INVENTORY

7275 Waterioo Road, P.O. Box 275

Records Retention Schedule (DGS 550-1)

Jessup, Maryland 20794 5 -
COMAR 14.18.04 (410) 799-1930 Page 37 of __ bZ
1 DEPARTMENT/AGENCY 2. DIVISION 3 UNIT

Cecil County Government

Permits and Inspections

DEFINITION - Record Series - A group of related fécords stored e!ectronlcally and used as a unit for reference as well as retention

-and disposition purposes

4 ELECTRONIC RECORD.SERIES TITLE
Maryland Home Improvement Commission (MHIC) Warning

5 EARLIEST YEAR/LATEST YEAR'
1996 1o 2010

6 INPUT - Identify séurce of infqrma'tio'n to be entered 7 OUTPUT - Identify the use/s-of information.generated by system

Paper Electronic Document - IBM Content Manager

8 ELECTRONIC RECORD SERIES DESCRIPTION - Briefly-describe the information/documents/forms

contained in-a series. Include purpose-and function of the system.

Land owner intending to preform construction on their property must sign to be in compliance with the
Maryland Home Improvement Commission (MHIC).

9 POLICY ON ACCESS AND USE - Explain or attach.copy if established in-writing.

Administration, Department Heads, will have (delete) (print) and (hold) access: Managers and employees
with the "need to know" will have (read), (print) and (hbld) access.

10. UPDATING CYCLES OR CONDITIONS AND RULES FOR REVISING INFORMATION IN THE SYSTEM

Updates are not allowed on the original document; if updates are needed, the document needsto be
replaced.

11 SPECIFY THE LOCATION AND MEDIA OF THE MAIN ELECTRONIC DATA FILE. Explain the progression established to
“ensure the record's retention and usability throughout-the record's authorized life cycle:

Cecil: County Government Administration Building
Record is available until the disposal date, and then record is: purged.

12 RECOMMENDED RETENTION

rifi ed then-destroy hard copy: Retain imaged copy for five (5) years, then destroy

13 TYPEDOGR PRINTED NAME OF
PREPARER

Scott Mesneak

14 TELEPHONE NUMBER 15 DATE

410-996-5205 9/10/2010

76 TITLE OF PREPARER.
IT & Records Retention Director

DGS 550-6




INSTRUCTIONS ~ Type or print a
separate form for each new/revised
electronic record series. Forward with
Records Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

ELECTRONIC RECORDS INVENTORY

Jessup, Maryland 20794
COMAR 14.18.04 (410) 799-1930 Page_ 38 of _ &Z
1 DEPARTMENT/AGENCY 2 DIVISION 3 UNIT

Cecil County Government

Permits and Inspections

DEFINITION — Record Series -

and disposition purposes

A group of related records stored electronically and used as a unit for reference as weil as retention

4 ELECTRONIC-RECORD SERIES TITLE
Multi Service Electronic Form

5 EARLIEST YEAR/LATEST YEAR
1996 1o 2010

6 INPUT - Identify source of information to be entered

Paper

7 OUTPUT - Identify the use/s of information generated by system

Electronic Document - IBM Content Manager

8 ELECTRONIC.RECCORD SERIES DESCRIPTION -

Inspector's Office.

Briefly describe the information/documents/forms

contained in a series. Include purpose and function of the system.
Pre-approval of building plans for commercial projects with shared party walls issued by the Electrical

9 POLICY ON ACCESS AND USE — Explain or attach copy. if established in writing.

Administration, Department Heads, will have (delete) (print) and (hold) access. Managers and employees
with the "need to know" will have (read), (print) and (hold) access.

10 UPDATING CYCLES OR CONDITIONS AND RULES FOR REVISING INFORMATION IN THE SYSTEM
Updates are not allowed on the original document; if updates are needed, the document needs to be

replaced.

11 SPECIFY THE LOCATION AND MEDIA OF THE MAIN ELECTRONIC DATA FILE. Explain the progression established to
ensure the record's retention and usability throughout the record's autharized life cycle.

Cecil County Government Administration Building
Record is available until the disposal date, and then record is purged.

12. RECOMMENDED RETENTION

Retain hard copy until scanned and image verified then destroy hard copy. Retain imaged copy for five (5) years, then destroy

13 TYPED OR PRINTED NAME OF
PREPARER

Scott Mesneak

14 TELEPHONE NUMBER

410-996-5205

15 DATE

9/10/2010

16 TITLE OF PREPARER

IT & Records Retention Director

DGS 550-6




INSTRUCTIONS - Type or printa
separate form for each newfrevised
electronic record.series. Forward with
Records Retention Schediile (DGS-350-1)
COMAR 14.18.04

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275
Jessup, Maryland 20794
{410) 7991930

ELECTRONIC RECORDS INVENTORY

Page 29 o __ bZ

1 DEPARTMENT/AGENCY
Cecil County Government

2° DIVISION
Permits and Inspections

3 UNIT

DEFINITION -~ Record Series -

-and disposition purposes

A group of related reoords-stofed electronic'al'iy and used as a unit for reference as well as retentiph

4 ELECTRONIC RECORD.SERIES TITLE

Occupancy Permit

5 EARLIEST YEAR/LATEST YEAR:
1996 1o 2010

6 INPUT -
Paper

Identify source of information to be entered

Electromc Document -

7 OUTPUT - Identify the usefs of information ;generated by: system

IBM Content Manager

8 ELECTRONIC RECORD.SERIES DESCRIFTION -

Briefly describe the information/documents/forms

contained ina series. Include purpose-and function of the system.
Permit issued to property owner or builder giving permission to property ownerto move into structure.

9 POLICY ON ACCESS AND USE - Explain or attach.copy. if established in writing.

Administration, Department Heads, will have {(delete) (print) and (hold) access. Managers-and employees
with the "need to know" will have (read), (print) and (hold) access.

10. UPDATING CYCLES OR CONDITIONS AND RULES FOR REVISING INFORMATION IN THE SYSTEM
Updates are not allowed on the original document; if updates are needed, the document needs to be

replaced.

11 SPECIFY THE LOCATION AND MEDIA OF THE MAIN ELECTRONIC DATA FILE. Explain the progression established to
ensure the record's retention and usability throughout the record's authorized life cycle.

Cecil County Government Administration’ Bunldlng
Record is available until the disposaldate, and then record is: purged.

12 RECOMMENDED RETENTION

Scan original and verify image. Retain hard and imaged copiés permanently and transfer every 5 years to Archlves

'13 TYPED OR PRINTED NAME OF
PREPARER

Scott Mesneak

14 TELEPHONE NUMBER

410-996-5205

15 DATE

911012010

16 TITLE OF PREPARER:

IT & Records Retention Director

DGS 550-6




INSTRUCTIONS - Type or print a
separate form for each new/revised
electronic record series. Forward with
Records Retention Schedule (DGS 550-1)
COMAR 14.18.04

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DiVISION
7275 Waterioo Road, P.O. Box 275
Jessup, Maryland 20794
(410) 799-1930

ELECTRONIC RECORDS INVENTORY

Page_ 0 of __ 4Z

1 DEPARTMENT/AGENCY
Cecil County Government

2 DIVISION
Permits and Inspections

3 UNIT

DEFINITION - Record Series -

and disposition purposes

A group of related records stored electronically and used as a unit for reference as well as retention

4 ELECTRONIC RECORD SERIES TITLE

Owner/Builder Contract

5 EARLIEST YEAR/LATEST YEAR
1996 1o 2010

6 INPUT - Identify source of information to be entered

Paper

7° OUTPUT - Identify the use/s of information generated by system

Electronic Document - IBM Content Manager

8 ELECTRONIC RECORD SERIES DESCRIPTION -

Briefly describe the information/documents/forms

contained in a series. Include purpose and function of the system.
Contract between property owner and builder for work to be preformed on specific property.

9 POLICY ON ACCESS AND USE — Explain or attach copy. if established in writing.

Administration, Department Heads, will have (delete) (print) and (hold) access. Managers and employees
with the "need to know" will have (read), (print) and (hold) access.

10 UPDATING CYCLES OR CONDITIONS AND RULES FOR REVISING INFORMATION [N THE SYSTEM
Updates are not allowed on the original document; if updates are needed, the document needs to be

replaced.

11 SPECIFY THE LOCATION AND MEDIA OF THE MAIN ELECTRONIC DATA FILE. Explain the progression established to
ensure the record's retention and usability throughout the record's authorized life cycle.

Cecil County Government Administration Building
Record is available until the disposal date, and then record is purged.

12 RECOMMENDED RETENTION

Retain hard copy until scanned and image verified then destroy hard copy. Retain imaged copy for ten (10) years, then destroy.

13 TYPED OR PRINTED NAME OF
PREPARER

Scott Mesneak

14 TELEPHONE NUMBER

410-996-5205

15 DATE

9/10/2010

16 TITLE OF PREPARER

IT & Records Retention Director

DGS 550-6




INSTRUCTIONS ~ Type or printa
separate form for each newfrevised
electronic record series. Forward with
Records Retention Schedule (DGS 550-1)
COMAR 14.18.04

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DiVISION
7275 Waterioo Road, P.O. Box 275
Jessup, Maryland 20794
{410) 799-1930

ELECTRONIC RECORDS INVENTORY

Page Ml of LZ

1 DEPARTMENT/AGENCY
Cecil County Government

2 DIVISION
Permits and Inspections

3 UNIT

DEFINITION — Record Series - A group of related records stored electronically and used as a unit for reference as well as retention

and disposition purposes

4 ELECTRONIC RECORD SERIES TITLE
Permits and Inspections Required Inspection

5 EARLIEST YEAR/LATEST YEAR
1986 1o 2010

6 INPUT - Identify source of information to be entered 7 OUTPUT - Identify the use/s of information generated by system

Paper Electronic Document - IBM Content Manager

8 ELECTRONIC RECORD SERIES DESCRIPTION - Briefly describe.the information/documents/forms
contained in a series. Include purpose and function of the system.

Code compliance information sheet signed by owner or builder at permit issuance.

9 POLICY ON ACCESS AND USE — Explain or attach copy. if established in writing.

Administration, Department Heads, will have (delete) (print) and (hold) access. Managers and employees
with the "need to know" will have (read), (print) and (hold) access.

10- UPDATING CYCLES OR CONDITIONS AND RULES FOR REVISING INFORMATION IN THE SYSTEM

Updates are not allowed on the original document; if updates are needed, the document needs to be
replaced.

11 SPECIFY THE LOCATION AND MEDIA OF THE MAIN ELECTRONIC DATA FILE. Explain the progression established to
ensure the record’s retention and usability throughout the record's authorized life cycle.

Cecil County Government Administration Building
Record is available until the disposal date, and then record is purged.

12. RECOMMENDED RETENTION
Retain hard copy until scanned and image verified then destroy hard copy. Retain imaged copy for ten (10) years, then destioy.

13 TYPED OR PRINTED NAME OF 14 TELEPHONE NUMBER 15 DATE
PREPARER
Scott Mesneak 410-996-5205° 9/10/2010

16 TITLE OF PREPARER
IT & Records Retention Director

DGS 550-6




INSTRUCTIONS - Type or print a
separate form for each new/revised
electronic record series. Forward with
Records Retention Schedule (DGS 550-1)
COMAR 14.18.04

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DiVISION
7275 Waterloo Road, P.O. Box 275
Jessup, Maryland 20794
(410) 799-1930

ELECTRONIC RECORDS INVENTORY

Page  MZ of Lz

1 DEPARTMENT/AGENCY
Cecil County Government

2 DIVISION
Permits and Inspections

3 UNIT

DEFINITION — Record Series -

and disposition purposes

A group of related records. stored electronically and used as a unit for reference as well as retention

4 ELECTRONIC RECORD SERIES TITLE

Plan Review Sheet

5 EARLIEST YEAR/LATEST YEAR
1996 1o 2010

6 INPUT - Identify source of information to be entered

Paper

7 OUTPUT - Identify the use/s of information generated by system

Electronic Document - IBM Content Manager

8 ELECTRONIC RECORD SERIES DESCRIPTION -

permit.

Briefly describe the information/documents/forms

contained in a series. Include purpose and function of the system.

Checklist and approval used by plan reviewer to approve the construction drawing submitted for a building

S POLICY ON ACCESS AND USE — Explain or attach copy if established in writing.

Administration, Department Heads, will have (delete) (print) and (hold) access. Managers and employees
with the "need to know" will have (read), (print) and (hold) access.

10 UPDATING CYCLES OR CONDITIONS AND RULES FOR REVISING INFORMATION IN THE SYSTEM
Updates are not allowed on the original document; if updates are needed, the document needs to be

replaced.

11 SPECIFY THE LOCATION AND MEDIA OF THE MAIN ELECTRONIC DATA FILE. Explain the progression established to
ensure the record's retention and usability throughout the record's authorized life cycle.

Cecil County Government Administration Building
Record is available until the disposal date, and then record is purged.

12. RECOMMENDED RETENTION

Retain hard copy until scanned and image. verified then destroy hard copy. Retain imaged copy for five (5) years, then destroy

13 TYPED OR PRINTED NAME OF
PREPARER

Scott Mesneak

14 TELEPHONE NUMBER

410-996-5205

15 DATE

9/10/2010

16 TITLE OF PREPARER

IT & Records Retention Director

DGS 550-6




INSTRUCTIONS —- Type or printa DEPARTMENT OF GENERAL SERVICES | ELECTRONIC RECORDS INVENTORY
separate form for each newfrevised RECORDS MANAGEMENT DIVISION

electronic record.series. Forward with 7275 Waterloo Road, P.O. Box 275

Records Retention Schedule (DGS 550-1) Jessup, Maryland 20794

COMAR 14.18.04 (410) 798-1930 : Page__ Y3 of b2

1 DEPARTMENT/AGENCY ' 2 DIVISION. 3 UNIT

Cecil County Government Permits and Inspections

DEFINITION - Record Series - A group of related records stored electronically and used as a unit for reference as weli as retention
-and disposition purposes

4 ELECTRONIC RECORD.SERIES TITLE 5 EARLIEST YEAR/LATEST YEAR
Plumbing Inspection Report 1996 1o 2010

6 INPUT - Identify séurce of information to be entered 7" OUTPUT - Identify the use/s-of information generated by system
Paper Electronic Document - IBM Content Manager

8 ELECTRONIC RECORD.SERIES DESCRIPTION - Briefly describe the information/documents/forms.

contained in-a series: Include purpose and function of the system.
Checklist and approval record filled out by plumbing inspector for each plumbing project done in:Cecil
County's jurisdiction. :

9 POLICY ON'ACCESS AND USE — Explain or attach copy. if established in-writing.

Administration, Department Heads, will have (delete) (print) and (hold) access: Managers and employees
with the "need to know" will have (read), (print) and (hold) access.

10. UPDATING CYCLES OR CONDITIONS AND RULES FOR REVISING INFORMATION IN THE SYSTEM
Updates are not allowed on the original document; if updates are needed, the document needs to be
replaced.

‘11 SPECIFY THE LOCATION AND MEDIA OF THE MAIN ELECTRONIC. DATA FILE. Explainthe progression established fo
ensure the record's retention and usability throughout the record's authorized life cycle.

Cecil-County Government Administration Building

Record is available until the disposal date, and then record f_is':-__purg_ed.

12 RECOMMENDED RETENTION
Scan original and verify image. Retain hard and imaged copies permanernitly and transfer every S years to Archives.

13 TYPED OR PRINTED NAME OF 14 TELEPHONE NUMBER 16 DATE
PREPARER S o
- Scott Mesneak 410-996-5205 911072010

16 TITLE:OF PREPARER.
IT & Records Retention Director

DGS 550-6




INSTRUCTIONS — Type or print a
separate form for each new'revised
electronic record series. Forward with
Reécords Retention Schedule (DGS 550-1)
COMAR 14.18.04

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275
Jessup, Maryland 20794
(410) 799-1930

ELECTRONIC RECORDS INVENTORY

Page_ 4 of tZ

1 DEPARTMENT/AGENCY
Cecil County Government

2 DIVISION
Permits and Inspections

3 UNIT

DEFINITION — Record Series -

and disposition purposes

A group of related records stored electronically and used as a unit for reference as well as retention

4 ELECTRONIC RECORD SERIES TITLE
Plumbing License Application

5 EARLIEST YEAR/LATEST YEAR
1996 1o 2010

6 INPUT - Identify source of information to be entered

Paper

7 OUTPUT - Identify the use/s of information generated by system

Electronic Document - IBM Content Manager

8 ELECTRONIC RECORD SERIES DESCRIPTION -

Briefly describe the information/documents/forms

contained in a series. Include purpose and function of the system.
Application submitted by contractors licensed to preform plumbing work in Cecil County.

9 POLICY ON ACCESS AND USE — Explain or attach-copy. if established in writing.

Administration, Department Heads, will have (delete) (print) and (hold) access. Managers and employees
with the "need to know" will have (read), (print) and (hold) access.

10 UPDATING CYCLES OR CONDITIONS AND RULES FOR REVISING INFORMATION IN THE SYSTEM
Updates are not allowed on the original document; if updates are needed, the document needs to be

replaced.

11 SPECIFY THE LOCATION AND MEDIA OF THE MAIN ELECTRONIC DATA FILE. Explain the progression established to
ensure the. record's retention and usability throughout the record's authorized life cycle.

Cecil County Government Administration Building
Record is available until the disposal date, and then record is purged.

12 RECOMMENDED RETENTION

Retain hard copy until scanned and image verified then destroy hard copy. Retain imaged copy for five (5) years, then destroy

13 TYPED OR PRINTED NAME OF
PREPARER

Scott Mesneak

14 TELEPHONE NUMBER

410-996-5205

15 DATE

9/10/2010

16 TITLE OF PREPARER

IT & Records Retention Director

DGS 550-6




INSTRUCTIONS - Type or print a DEPARTMENT OF GENERAL SERVICES | ELECTRONIC RECORDS INVENTORY
separate form for each newfrevised RECORDS MANAGEMENT DIVISION

electronic record series. Forward with 7275 Waterloo Road, P.O. Box 275
‘Records Retention Schedule (DGS 550-1) Jessup, Maryland 20794
COMAR 14.18:04 {410) 799-1930 Page “‘; of tZ

1 DEPARTMENT/AGENCY 2 DIVISION 3 UNIT
Cecil County Government Permits and Inspections

;DEFINIT'!O’N — Record Series - A group of related fecords. stored électron'ic"alliy and used as a unit for reference as well as retention
and disposition purposes

4 ELECTRONIC RECORD.SERIES TITLE - 5 EARLIEST YEAR/LATEST YEAR
Plumbing Permit 1996 1o 2010

6 INPUT - Identify séurce of information to be entered 7 OUTPUT - Identify the use/s of information:generated by system

Paper Electronic Document - IBM Content Manager

8 ELECTRONIC RECORD.SERIES DESCRIPTION - Briefly- describe the information/documents/forms

contained in-a series. Include purpose and function of the system.
Plumbing permit issued to plumber or property owner for plumbing work preformed within Cecil County's
jurisdiction.

9 POLICY ON ACCESS AND USE - Explain or attach copy if established in-writing.

Administration, Department Heads, will have (delete) (print) and (hold) dccess. Managers and employees
with the "need to know" will have (read), (print) and (hold) access.

70 UPDATING CYCLES OR CONDITIONS AND RULES FOR REVISING INFORMATION TN THE SYSTEW
Updates are not allowed on the original document; if updates are needed, the document needs to be
replaced.

11 SPECIFY THE LOCATION AND MEDIA OF THE MAIN ELECTRONIC DATA FILE. Explainthe progression established to
ensure the recerd's retention and usability throughout the record's authorized life cycle.

Cecil County Government Administration Building

Record is available until the disposal date, and then record is‘purged.

12. RECOMMENDED RETENTION
Scan original and verify image. Retain hard and imaged copies permanently and transfer every 5 years to Archives.

13 TYPED OR PRINTED NAME OF 14 TELEPHONE NUMBER 15 DATE
PREPARER '

Scott Mesneak 410-996-5205 9/10/2010
76 TITLE OF PREPARER
IT & Records :Reie’nfi:(’)_n Director

DGS 550-6




INSTRUCTIONS - Type or print a DEPARTMENT OF GENERAL SERVICES | ELECTRONIC RECORDS INVENTORY

separate form for each newfrevised RECORDS MANAGEMENT DIVISION ‘

electronic record series. Forward with 7275 Waterloo Road, P.O. Box 275

Records Retention Schedule (DGS 550-1) Jessup, Maryland 20794 Y ¢ 62

COMAR 14.18.04 (410) 799-1930 Page of

1 DEPARTMENT/AGENCY 2 DIVISION. 3 UNIT

Cecil County Government Permits and Inspections

DEFINITION — Record Series - A group of related records stored electronically and used as a unit for reference as well as retention
and disposition purposes

4 ELECTRONIC-RECCORD SERIES TITLE 5 EARLIEST YEAR/LATEST YEAR

Power of Attorney 1996 1o 2010

6 INPUT - ldentify source of information to be entered 7 OUTPUT - identify the use/s of information generated by system

Paper » Electronic Document - IBM Content Manager

8 ELECTRONIC RECORD SERIES DESCRIPTION - Briefly describe. the information/documents/forms
contained in a series. Iriclude purpose and function of the system.

Legal document provided to Permits and Inspections prior to issuance of permit to someone who holds a
Power of Attorney for the property owner.

9 POLICY ON ACCESS AND USE — Explain or attach copy. if established in writing.

Administration, Department Heads, will have (delete) (print) and (hold) access. Managers and employees
with the "need to know" will have (read), (print) and (hold) access.

70 UPDATING CYCLES OR CONDITIONS AND RULES FOR REVISING INFORMATION IN THE SYSTEM

Updates are not allowed on the original document; if updates are needed, the document needs to be
replaced.

11 SPECIFY THE LOCATION AND MED!A OF THE MAIN ELECTRONIC DATA FILE. Explain the progression established to
ensure the record's retention and usability throughout the record's authorized life cycle.

Cecil County Government Administration Building
Record is available until the disposal date, and then record is purged.

12 RECOMMENDED RETENTION
Retain hard copy until scanned and image verified then destroy hard copy. Retain imaged copy for ten (10) years, then destroy.

13 TYPED OR PRINTED NAME OF 14 TELEPHONE NUMBER 15 DATE
PREPARER
Scott Mesneak 410-996-5205 9/10/2010

16 TITLE OF PREPARER
IT & Records Retention Director

DGS 550-6




INSTRUCTIONS — Type or print a DEPARTMENT OF GENERAL SERVICES | ELECTRONIC RECORDS INVENTORY
separate form for each newfrevised RECORDS MANAGEMENT DiVISION

electronic record series. Forward with 7275 Waterloo Road, P.O. Box 275

Records Retention Schedule (DGS 550-1) Jessup, Maryland 20794

COMAR 14.18.04 (410) 799-1930 Page_ 47 of _ %z

1 DEPARTMENT/AGENCY 2 DIVISION 3 UNIT

Cecil County Government Permits and Inspections

DEFINITION - Record Series - A group of related records st_ored electronically and used as a unit for reference as well as retention

and disposition purposes

4 ELECTRONIC.-RECORD SERIES TITLE 5 EARLIEST YEAR/LATEST YEAR
Receipt 1996 1o 2010

6 INPUT - Identify source of information to be entered 7 OUTPUT - Identify the use/s of information generated by system
Paper Electronic Document - IBM Content Manager

8 ELECTRONIC RECORD SERIES DESCRIPTION - Briefly describe the information/documents/forms
contained in a series. Include purpose and function of the system.

Receipt showing payment.

9 POLICY ON ACCESS AND USE - Exptlain or attach copy if established in writing.

Administration, Department Heads, will have (delete) (print) and (hold) access. Managers and employees
with the "need to know" will have (read), (print) and (hold) access.

10 UPDATING CYCLES OR CONDITIONS AND RULES FOR REVISING INFORMATION IN THE SYSTEM

Updates are not allowed on the original document; if updates are needed, the document needs to be
replaced.

11 SPECIFY THE LOCATION AND MEDIA OF THE MAIN ELECTRONIC DATA FILE. Explain the progression established to
ensurethe record's retention and usability throughout the record's authorized life cycle.

Cecil County Government Administration Building
Record is available until the disposal date, and then record is purged.

12 RECOMMENDED RETENTION
Retain hard copy until scanned and image verified then destroy hard copy. Retain imaged copy for five (5) years, then destroy

13 TYPED OR PRINTED NAME OF 14 TELEPHONE NUMBER 15 DATE
PREPARER
Scott Mesneak 410-996-5205 9/10/2010

16 TITLE OF PREPARER
IT & Records Retention Director

DGS £50-6




INSTRUCTIONS - Type or printa
separate form for each new/revised
electronic record series.. Forward with

. DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

ELECTRONIC RECORDS INVENTORY

‘Records Retention Schedule (DGS 550-1) Jessup, Maryland 20784 .
COMAR 14.18.04 (410) 799-1930 Page_ 48 of _ bZ
1 DEPARTMENT/AGENCY 2 DIVISION 3 UNIT

Cecil County Government

Permits and Inspections

DEFINITION — Record Series -

A group of related records stored electronically and used as a unit for refefence as well as retention
and disposition purposes

4 ELECTRONIC.RECORD SERIES TITLE
Refund

5 EARLIEST YEAR/LATEST YEAR
1996 1o 2010

6 INPUT - lIdentify source of information to be entered

Paper

7 OUTPUT - Identify the use/s of information generated by system

Electronic Document - IBM Content Manager

8 ELECTRONIC-RECORD SERIES DESCRIPTICN -

Briefly describe the information/documents/forms

contained in a series. Include purpese and function df the system.

When either a permit is voided or amended and any money is due the applicant, a refund voucher is
completed, the original is sent to Treasurer and a copy put in the file.

9 POLICY ON ACCESS AND USE — Explain or attach copy. if established in writing.

Administration, Department Heads, will have (delete) (print) and (hold) access. Managers and employees
with the "need to know" will have. (read), (print) and (hold) access. :

10 UPDATING CYCLES OR CONDITIONS AND RULES FOR REVISING INFORMATION IN THE SYSTEM
Updates are not allowed on the original document; if updates are needed, the document needs to be

replaced.

11 SPECIFY THE LOCATION AND MEDIA OF THE MAIN ELECTRONIC DATA FILE. Explain the progression established to
ensure the. record's retention and usability throughout the record's authorized life. cycle.

Cecil County Government Administration Building
Record is available until the disposal date, and then record is purged.

12. RECOMMENDED RETENTION

Retain hard copy until scanned and image verified then destroy hard copy. Retain imaged copy for five (5) years, then destroy

13 TYPED OR PRINTED NAME OF
PREPARER

Scott Mesneak

14 TELEPHONE NUMBER

410-996-5205

15 DATE

9/10/2010

16 TITLE OF PREPARER

IT & Records Retention Director

DGS 550-6




INSTRUCTIONS - Type or print a
separate form for each newrevised
electronic record series. Forward with
‘Records Retention Schedule (OGS 550-1)
COMAR 14.18.04

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275
Jessup, Maryland 20794
{410) 799-1930

ELECTRONIC RECORDS INVENTORY

Page M7 of 62

1 DEPARTMENT/AGENCY
Cecil County Government

2 DIVISION
Permits and Inspections

3 UNIT

DEFINITION - Record Series -

and disposition purposes

A group of related records stored electronically and used as a unit for reference as weli as retention

4 ELECTRONIC RECORD SERIES TITLE

Release of Information

5 EARLIEST YEAR/LATEST YEAR
1996 1o 2010

6 INPUT -
Paper

Identify source of information to be entered

Electronic Document -

7 OUTPUT - Identify the use/s of information generated by system

IBM Content Manager

8 ELECTRONIC RECORD SERIES DESCRIPTION -

and Inspections files.

Briefly describe the information/documents/forms

contained in a series. Include purpose and function of the system.

Application which is filled out by a customer requesting copies of any documentation kept in the Permits

9 POLICY ON ACCESS AND USE - Explain or attach copy if established in writing.

Administration, Department Heads, will have (delete) (print) and (hold) access. Managers and employees
with the "need to know" will have (read), (print) and (hold) access.

10- UPDATING CYCLES OR CONDITIONS AND RULES FOR REVISING INFORMATION IN THE SYSTEM
Updates are not allowed on the original document; if updates are needed, the document needs to be

replaced.

11 SPECIFY THE LOCATION AND MEDIA OF THE MAIN ELECTRONIC DATA FILE. Explain the progression established to
ensure the record's retention and usability throughout the record's authorized life cycle.

Cecil County Government Administration Building
Record is available until the disposal date, and then record is purged.

12. RECOMMENDED RETENTION

Retain hard copy until scanned and image verified then destroy hard copy. Retain imaged copy for ten (10) years, then destroy.

13 TYPED OR PRINTED NAME OF
PREPARER

Scott Mesnheak

14 TELEPHONE NUMBER

410-996-5205

15 DATE

9/10/2010

16 TITLE OF PREPARER

IT & Records Retention Director

DGS 550-6




INSTRUCTIONS — Type or print a
separate form for each newfrevised
electronic record series. Forward with
Records Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275
Jessup, Maryland 20794

ELECTRONIC RECORDS INVENTORY

COMAR 14.18.04 (410) 799-1930 Page_ %0 of __ Lz
1 DEPARTMENT/AGENCY 2 DIVISION 3 UNIT

Cecil County Government

Permits and Inspections

DEFINITION — Record Series -

and disposition purposes

A group of related records stored electronically and used.as a unit for reference as well as retention

4 ELECTRONIC RECORD SERIES TITLE
Returned Check Notice

5 EARLIEST YEAR/LATEST YEAR
1996 1o 2010

6 INPUT - Identify. source of information to be entered

Paper

7 OUTPUT - Identify the usefs of information generated by system

Electronic Document - IBM Content Manager

8 ELECTRONIC RECORD SERIES DESCRIPTION -

Briefly describe the information/documents/forms

contained in a series. Include purpose and function of the system.
Notice from the Treasurer's Office of a non sufficient funds returned check.

9 POLICY ON ACCESS AND USE - -Explain or attach copy. if established in writing.

Administration, Department Heads, will have (delete) (print) and (hold) access. Managers and employees
with the "need to know" will have (read), (print) and (hold) access.

10 UPDATING CYCLES OR CONDITIONS AND RULES FOR REVISING INFORMATION IN THE SYSTEM
Updates are not allowed on the original document; if updates are needed, the document needs to be

replaced.

11 SPECIFY THE LOCATION AND MEDIA OF THE MAIN ELECTRONIC DATA FILE. Explain the progression established to
ensurethe record's retention and usability throughout the record's authorized life cycle.

Cecil County Government Administration Building
Record is available until the disposal date, and then record is purged.

12. RECOMMENDED RETENTION

Retain hard copy until scanned and image verified then destroy hard copy. Retain imaged copy for five (5) years, then destroy

13 TYPED OR PRINTED NAME OF
PREPARER

Scott Mesneak

14 TELEPHONE NUMBER

410-996-5205

15 DATE

9/10/2010

16 TITLE OF PREPARER

IT & Records Retention Director

DGS 550-6




INSTRUCTIONS - Type or print a
separate form for each newrevised
electronic record series.. Forward with
Records Retention Schedule (DGS 550-1)
COMAR 14.18.04

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275
Jessup, Maryland 20794
(410) 799-1930

ELECTRONIC RECORDS INVENTORY

Page T of t2

1 DEPARTMENT/AGENCY
Cecil County Government

2 DIVISION
Permits and Inspections

3 UNIT

DEFINITION — Record Series - A group of related records stored electronically and used as a unit for reference as well as retention

and disposition purposes

4 ELECTRONIC RECORD SERIES TITLE
Sediment and Erosion Control Plan

5 EARLIEST YEAR/LATEST YEAR
1996 1o 2010

6 INPUT - Identify source of information to be entered 7 OUTPUT - Identify the use/s of information generated by system

Paper Electronic Document - IBM Content Manager

8 ELECTRONIC-RECORD SERIES DESCRIPTION - Briefly describe the information/documents/forms
contained ina series. Include purpose and function of the system.

Code compliance information sheet which must be signed by the land owner or builder.

9 POLICY ON ACCESS AND USE — Explain or attach copy if established in writing.

Administration, Department Heads, will have (delete) (print) and (hold) access. Managers and employees
with the "need to know" will have (read), (print) and (hold) access.

10 UPDATING CYCLES OR CONDITIONS AND RULES FOR REVISING INFORMATION IN THE SYSTEM

Updates are not allowed on the original document; if updates are needed, the document needs to be
replaced.

11 SPECIFY THE LOCATION AND MEDIA OF THE MAIN ELECTRONIC DATA FILE. Explain the progression established to
ensure the record's retention and usability throughout the record's authorized life cycle..

Cecil County Government Administration Building
Record is available until the disposal date, and then record is purged.

12 RECOMMENDED RETENTION
Retain hard copy until scanned and image verified then destroy hard copy. Retain imaged copy for ten (10) years, then destroy.

13 TYPED OR PRINTED NAME OF 14" TELEPHONE NUMBER 15 DATE
PREPARER
Scott Mesneak 410-996-5205 9/10/2010

16 TITLE OF PREPARER
IT & Records Retention Director

DGS 650-6




INSTRUCTIONS - Type or print a
separate form for each newfrevised
electronic record series. Forward with
Records Retention Schedule (DGS 550-1)
COMAR 14.18:04

DEPARTMENT OF GENERAL SERVICES.

RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275
Jessup, Maryland 20794
{410) 799-1930

ELECTRONIC RECORDS INVENTORY'

Page 5 2 of EL

1 DEPARTMENT/AGENCY
Cecil County Government

2 DIVISION
Permits and Inspections

3 UNIT

DEFINITION - Record Series -

and disposition purposes

A group of related reoords stored electromcally and used as a unit for reference as well as retention

4 ELECTRONIC RECORD.SERIES TITLE

Septic and Well Information

5 EARLIEST YEAR/LATEST YEAR
1996 1o 2010

6 INPUT -
Paper

ldentify séurce of informatiot to be entered

7 OUTPUT - Identify the usels of information.generated by system
Electronic Document - IBM Content Manager

8 ELECTRONIC RECORD SERIES DESCRIFPTION -

permit issuance.

Briefly-describe the information/documentsfforms.

contained ina series. Include purpese-and function of the system.

Code compliance information sheet which is given to the property owner or builder at the time of building

9 POLICY ON-ACCESS AND USE - Explain or attach copy if established in-writing..

Administration, Department Heads, will have (delete) (print) and (hold) access. Managers and employees
with the "need to know" will have (read), (print) and (hold) access.

10 UPDATING CYCLES OR CONDITIONS AND RULES FOR REVISING INFORMATION IN THE SYSTEM
Updates are not allowed on the original document; if updates: are needed, the-document needs’ to be

replaced.

41 SPECIFY THE LOCATION AND MEDIA OF THE MAIN ELECTRONIC. DATA FILE. Explain the progression established to
ensure the record's retention and usability throughout the record's authorized life- «cycle:

Cecil’ County Government Administration Bunldmg
Record is available until the disposal date, and then record is purged.

12 RECOMMENDED RETENTION

Scan original and verify image. Retaln hard and imaged copies. permanently and:ransfer every 5 years.to Archives.

'13 TYPED ‘OR PRINTED NAME OF
PREPARER.

Scott Mesneak

14 TELEPHONE NUMBER

410-996-5205

15 DATE

911072010

16 TITLE-OF PREPARER:

IT & Records Retention Director

DGS 550-6




INSTRUCTIONS - Type or printa
separate form for each newfrevised
electronic record series. Forward with
Records Retention Schedule (DGS 550-1)
COMAR 14.18.04

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275
Jessup, Maryland 20794
(410) 799-1930

ELECTRONIC RECORDS INVENTORY

Page 53 of 6z

1 DEPARTMENT/AGENCY
Cecil County Government

2 DIVISION
Permits and Inspections

3 UNIT

DEFINITION — Record Series -

and disposition purposes

A group of related records stored electronically and used as a unit for reference as well as retention

4 ELECTRONIC RECORD SERIES TITLE

Single Lot Declaration of Intent

5 EARLIEST YEAR/LATEST YEAR
1996 1o 2010

6 INPUT - Identify source of information to be entered

Paper

7 OUTPUT - Identify the use/s of information generated by system

Electronic Document - IBM Content Manager

8 ELECTRONIC-RECORD SERIES DESCRIPTION -

permit issuance.

Briefly describe.the information/documents/forms

contained in a series. Include purpose and function of the system.
Code compliance information sheet which must be signed by the land owner or builder at the time of

9 POLICY ON ACCESS AND USE - Explain or attach copy if established in writing.

Administration, Department Heads, will have (delete) (print) and (hold) access. Managers and employees
with the "need to know" will have (read), (print) and (hold) access.

10 UPDATING CYCLES OR CONDITIONS AND RULES FOR REVISING INFORMATION IN THE SYSTEM
Updates are not allowed on the original document; if updates are needed, the document needs to be

replaced.

11 SPECIFY THE LOCATION AND MEDIA OF THE MAIN ELECTRONIC DATA FILE. Explain the progression established to
ensure the record's retention and usability throughout the record's authorized life cycle.

Cecil County Government Administration Building
Record is available until the disposal date, and then record is purged.

12. RECOMMENDED RETENTION

Retain hard copy until scanned and image verified then destroy hard copy. Retain imaged copy for ten (10) years, then destroy.

13 TYPED OR PRINTED NAME OF
PREPARER

Scott Mesneak

14 TELEPHONE NUMBER

410-996-5205

15 DATE

9/10/2010

16 TITLE OF PREPARER

IT & Records Retention Director

DGS 550-6




INSTRUCTIONS - Type or print a
separate form for each new/revised
electronic record series. Forward with
‘Records Retention Schedule (DGS 550-1)
COMAR 14.18.04 \

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275
Jessup, Maryland 20794
(410) 799-1930

ELECTRONIC RECORDS INVENTORY

Page Y of btz

1 DEPARTMENT/AGENCY
Cecil County Government

2 DIVISION
Permits and Inspections

3 UNIT

DEFINITION - Record Series -

and disposition purposes

A group of related records stored electronically and used as a unit for reference as well as retention

4 ELECTRONIC RECORD SERIES TITLE

Site Plan

5 EARLIEST YEAR/LATEST YEAR
1986 1o 2010

6 INPUT - ldentify source of information to be entered

Paper

7 OUTPUT - Identify the use/s of information generated by system

Electronic Document - IBM Content Manager

8 ELECTRONIC RECORD SERIES DESCRIPTION -

Briefly describe the information/documents/forms

contained in a series. Include purpose and function of the system.
Site plan submitted at permit application designating where construction will be occurring on property.

9 POLICY ON ACCESS AND USE - Explain or attach copy if established in writing.

Administration, Department Heads, will have (delete) (print) and (hold) access. Managers and employees
with the "need to know" will have (read), (print) and (hold) access.

{1 10 UPDATING CYCLES OR CONDITIONS AND RULES FOR REVISING INFORMATION IN THE SYSTEM

Updates are not allowed on the original document; if updates are needed, the document needs to be

replaced.

11 SPECIFY THE LOCATION AND MEDIA OF THE MAIN ELECTRONIC DATA FILE. Explain the progression established to
ensure the record's retention and usability throughout the record's authorized life cycle.

Cecil County Government Administration Building
Record is available until the disposal date, and then record is purged.

12. RECOMMENDED RETENTION

Retain hard copy until scanned and image verified then destroy hard copy. Retain imaged copy for ten (10) years, then destroy.

13 TYPED OR PRINTED NAME OF
PREPARER

Scott Mesneak

14 TELEPHONE NUMBER

410-996-5205

15 DATE

9/10/2010

16 TITLE OF PREPARER

IT & Records Retention Director

DGS 530-6




INSTRUCTIONS — Type or printa
separate form for each newfrevised
electronicrecord.series. -Forward with
Records Retention Schedule (DGS 550-1)
COMAR 14.18.04

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterioo Road, P.O. Box 275
Jessup, Maryland 20794
{410) 799-1930

ELECTRONIC RECORDS INVENTORY

Page 85 of b2

1 DEPARTMENT/AGENCY
Cecil County Government

2 DIVISION
Permits and Inspections

3 UNIT

DEFINITION — Record Series - A group of related records stored electronicaiiy and used as a unit for reference as well as retention

and disposition purposes

4 ELECTRONIC RECORD SERIES TITLE
Sprinkler Report

5 EARLIEST YEAR/LATEST YEAR
1996 1o 2010

6 INPUT - Identify séurce of information to be entered 7 OUTPUT - Identify the use/s of information generated by: system

Paper Electromc Document - IBM Content Manager

8 ELECTRONIC RECORD.SERIES DESCRIPTION - Briefly-.descnbe'the information/decuments/forms

contained in a series. Include purpose and function of the system.
Approval document supplied by the sprinkler company who has approved ‘and inspected certain
commercial projects.

9 POLICY ON'ACCESS AND USE - Explain or attach-copy if established in-writing.

Administration, Department Heads, will have (delete) (print) and (hold) access. Managers and employees
with the "need to know" will have (read), (print) and (hold) access.

10. UPDATING CYCLES OR CONDITIONS AND RULES FOR REVISING INFORMATION IN THE SYSTEM

Updates are not allowed on the original document; if updates are needed, the document needs to be
replaced.

11 SPECIFY THE LOCATION AND MEDIA OF THE MAIN ELECTRONIC.DATA FILE. Explain the progression established to
ensure the record's retention and usability throughout the record's authorized life: -cycle:

Cecil: County Government Administration Building
Record is available until the disposal date, and then record is: purged.

12 RECOMMENDED RETENTION
Scan original and verify image. Retain hard and imaged copies. permanently- and transfer every 5 years to Archives.

13 TYPED QOR PRINTED NAME OF 14 TELEPHONE NUMBER 15 DATE
PREPARER

Scott Mesneak

410-996-5205

9/10/2010

16 TITLE-OF PREPARER
IT & Records Retention Director

DGS 5506




INSTRUCTIONS — Type or print a
separate form for each newfrevised
electronic record series. Forward with
‘Records Retention Schedule {DGS 550-1)
COMAR 14.18.04

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DiVISION
7275 Waterloo Road, P.O. Box 275
Jessup, Maryland 20794
(410) 799-1930

ELECTRONIC RECORDS INVENTORY

Page  §f of bz

1 DEPARTMENT/AGENCY
Cecil County Government

2 DIVISION
Permits and Inspections

3 UNIT

DEFINITION - Record Series -

and disposition purposes

A group of related records stored electronically and used as a unit for reference as well as retention

4 ELECTRONIC-RECORD SERIES TITLE

State Highway Approval

5 EARLIEST YEAR/LATEST YEAR
1996 1o 2010

6 INPUT -
Paper

Identify. source of information to be entered

Electronic Document -

7 OUTPUT - Identify the use/s of information generated by system

IBM Content Manager

8 ELECTRONIC RECORD SERIES DESCRIPTION -

Permits and Inspections.

Briefly describe the information/documents/forms

contained in a series. Include purpose and function of the system.

Approval of occupancy permit for properties on state roads lssued by State Highway Administration to

9 POLICY ON ACCESS AND USE - Explain or attach copy. if established in writing.

Administration, Department Heads, will have (delete) (print) and (hold) access. Managers and employees
with the "need to know" will have (read), (print) and (hold) access.

10 UPDATING CYCLES OR CONDITIONS AND RULES FOR REVISING INFORMATION IN THE SYSTEM
Updates are not allowed on the original document; if updates are needed, the document needs to be

replaced.

11 SPECIFY THE LOCATION AND MEDIA OF THE MAIN ELECTRONIC DATA FILE. Explain the progression established to
ensure the record's retention and usability throughout the record's authorized life cycle.

Cecil County Government Administration Building
Record is available until the disposal date, and then record is purged.

12. RECOMMENDED RETENTION

Retain hard copy until scanned and image verified then destroy hard copy. Retain imaged copy. for ten (10) years, then destroy.

13 TYPED OR PRINTED NAME OF
PREPARER

Scott Mesneak

14 TELEPHONE NUMBER

410-996-5205

15 DATE

9/10/2010

16 TITLE OF PREPARER

IT & Records Retention Director

DGS 550-6




INSTRUCTIONS — Type or print a
separate form for each newfrevised
electronic record series. Forward with
Records Retention Schedule (DGS 550-1)
COMAR 14.18.04

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275
Jessup, Maryland 20794
(410) 799-1930

ELECTRONIC RECORDS INVENTORY

Page 87 of tz

1 DEPARTMENT/AGENCY
Cecil County Government

2 DIVISION
Permits and Inspections

3 UNIT

DEFINITION — Record.Series -

and disposition purposes

A group of related records stored electronically and used as a unit for reference as well as retention

4 ELECTRONIC RECORD SERIES TITLE
State of Maryland License

5 EARLIEST YEAR/LATEST YEAR
1996 1o 2010

6 INPUT - Identify. source of information to be entered

Paper

7 OUTPUT - Identify the usefs of information generated by system

Electronic Document - IBM Content Manager

8 ELECTRONIC RECORD SERIES DESCRIPTION -

Briefly describe the information/documents/forms
contained in a series. Include purpose and function of the system.

Proof subrr{itted by plumbing or HVAC contractor to show license approval from the State of Maryland.

9 POLICY ON ACCESS AND USE — Explain or attach copy if established in writing.

Administration, Department Heads, will have (delete) (print) and (hold) access. Managers and employees
with the "need to know" will have (read), (print) and (hold) access.

10 UPDATING CYCLES OR CONDITIONS AND RULES FOR REVISING INFORMATION IN THE SYSTEM
Updates are not allowed on the original document; if updates are needed, the document needs to be

replaced.

11 SPECIFY THE LOCATION AND MEDIA OF THE MAIN ELECTRONIC DATA FILE. Explain the progression established to
ensure the record's retention and usability throughout the record's authorized life cycle.

Cecil County Government Administration Building
Record is available until the disposal date, and then record is purged.

12 RECOMMENDED RETENTION

Retain hard copy until scanned and image. verified then destroy hard copy. Retain imaged copy for five (5) years, then destroy

13 TYPED OR PRINTED NAME OF
PREPARER

Scott Mesneak

14 TELEPHONE NUMBER

410-996-5205

15 DATE

9/10/2010

16 TITLE OF PREPARER

IT & Records Retention Director

DGS 550-6




INSTRUCTIONS - Type or print a
separate form for each newfrevised
electronic record series. Forward with
Records Retention Schedule (DGS 550-1)
COMAR 14.18.04

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275
Jessup, Maryland 20794
{410) 799-1930

ELECTRONIC RECORDS INVENTORY

Page 69 of )

1 DEPARTMENT/AGENCY
Cecil County Government

2 DIVISION
Permits and Inspections

3 UNIT

DEFINITION - Record Series -

and disposition purposes

A group of related records.stored electronically and used as a unit for reference as well as retention

4 ELECTRONIC RECORD SERIES TITLE

Stop Work Order

5 EARLIEST YEAR/LATEST YEAR
1996 1o 2010

6 INPUT - Identify source of information to be entered

Paper

7 OUTPUT - identify the use/s of information generated by system

Electronic Document - IBM Content Manager

8 ELECTRONIC RECORD SERIES DESCRIPTION -

Briefly describe the information/documents/forms

contained in a series. Include purpose and function of the system.
Building official will fill out this form for any construction site where they have placed a stop work order.

9 POLICY ON ACCESS AND USE — Explain or attach copy if established in writing.

Administration, Department Heads, will have (delete) (print).and (hold) access. Managers and employees’
with the "need to know" will have (read), (print) and (hold) access.

10 UPDATING CYCLES OR CONDITIONS AND RULES FOR REVISING INFORMATION IN THE SYSTEM

Updates are not allowed on the original document; if updates are needed, the document needs to be
replaced.

11 SPECIFY THE LOCATION AND MEDIA OF THE MAIN ELECTRONIC DATA FILE. Explain the progression established to
ensure the record's retention and usability throughout the record's authorized life cycle.

Cecil County Government Administration Building
Record is available until the disposal date, and then record is purged.

12 RECOMMENDED RETENTION

Retain hard copy until scanned and image verified then destroy hard copy. Retain imaged copy for ten (10) years, then destroy.

13 TYPED OR PRINTED NAME OF
PREPARER

Scott Mesneak

14 TELEPHONE NUMBER

410-996-5205

15 DATE

9/10/2010

16 TITLE OF PREPARER

IT & Records Refention Director

DGS 550-6




INSTRUCTIONS ~ Type or printa DEPARTMENT OF GENERAL SERVICES | ELECTRONIC RECORDS INVENTORY
Separate form for each newfrevised RECORDS MANAGEMENT DIVISION .
electronic record.series. -‘Forward with 7275 Waterloo Road; P.O. Box 275
Records Retention Schedule. (DGS 550-1) Jessup, Maryland 20794 -
COMAR 14.18.04 (410) 789-1930 Page 59 of b2
1 DEPARTMENT/AGENCY 2" DIVISION 3 UNIT
Cecil County Government Permits and Inspections

DEFINITION -~ Record Series - A group of related records. stored electronlcally and used as a unit for reference as well as retention
-and disposition purposes

4 ELECTRONIC RECORD SERIES TITLE : 5 EARLIEST YEAR/LATEST YEAR
Temporary Occupancy Permit 1996 1o 2010

6 INPUT - Identify source of information to be entered 7 OUTPUT - Identify the use/s of information generated by: system
Paper Electronic Document - IBM Content Manager

8 ELECTRONIC RECORD.SERIES DESCRIPTION - Briefly describe the information/documents/forms
contained in a series. Include purpose and function of the system.

Temporary permit issued to property owner or building contractor allowing owner to move into structure
without receiving all final approvals.

9 POLICY ON'ACCESS AND USE - Explain or attach copy if established inwriting..

Administration, Department Heads, will have (delete) (print) and (hold) access. Managers and employees
with the "need to kriow" will have (read), (print) and (hold) access.

—

10. UPDATING CYCLES OR CONDITIONS AND RULES FOR REVISING INFORMATION IN THE SYSTEM

Updates are not allowed on the original document; if updates are needed, the- document needsto be
replaced.

!

11 SPECIFY THE LOCATION AND MEDIA OF THE MAIN ELECTRONIC DATA FILE. Explainthe progression-established to
ensure the record's retertion and usability throughout the record's authorized life cycle. '

Cecil’ County Government Administration Buﬂdlng -
Record is available until the disposal date, and then record is: purged.

12 RECOMMENDED RETENTION
Scan original and verify image. Retaln hard. and imaged copiés: permanently and transfer every 5 years to Archlves

13 TYPED OR PRINTED NAME OF 14 TELEPHONE NUMBER 5 DATE
PREPARER o
Scott Mesneak 410-996-5205 9/10/2010.

76 TITLE OF PREPARER
IT & Records Retention Director

DGS 550-6




INSTRUCTIONS - Type or print a
separate form for each newfrevised
electronic record.series. Forward-with

D‘EPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterico Road, P.O. Box 275

ELECTRONIC RECORDS INVENTORY

Records Retention Schedule (DGS 550-1) Jessup, Maryland 20794
COMAR 14.18:04 (410) 799-1930 Page 60 of t2
1 DEPARTMENT/AGENCY 2 DIVISION 3 UNIT

Cecil County-Government

Permits and Inspections

DEFINITION -— Record Series -

and disposition purposes

A gdroup of related records. stored 'electron'iéa'l'ly and used as a unit-for reference as well as retention

4 ELECTRONIC RECORD SERIES TITLE
Town Occupancy Authorization

5 EARLIEST YEAR/LATEST YEAR
1996 1o 2010

6 INPUT -
Paper

Identify source of informatioh to be entered

Electronic Document -

7 OUTPUT - identify the use/s of information:generated by system

IBM Content Manager

8 ELECTRONIC RECORD.SERIES DESCRIPTION -

Briefly describe the information/documentsiforms

contained ina series. Include purpose-and function of the system.

Approval for specific building permit occupancy for properties within Cecil County jurisdiction and also
located within any incorporated town limits.

9 POLICY ONACCESS AND USE — Explain or attach copy if established in-writing.

Administration, Department Heads, will have (delete) (print) and (hold) access. Managers and employees
with the "need to kriow" will have (read), (print) and (hold) access.

10 UPDATING CYCLES OR CONDITIONS AND RULES FOR REVISING INFORMATION IN THE SYSTEM
Updates are not allowed on the original document; if updates.aré needed, the document needs to be

replaced.

11 SPECIFY THE LOCATION AND MEDIA OF THE MAIN ELECTRONIC.DATA FILE. Explain the progression establishedto
ensure the record's retention and usability throughout the record's authorized life cycle:

Cecil: County Government Administration Building
Record is available until the disposal date, and then record is: purged.

12 RECOMMENDED RETENTION

Scan original and verify i |mage Retain hard and imaged copies. permanently and transfer every 5 years to Archives.

13 TYPED OR PRINTED NAME OF
PREPARER

Scott Mesneak

14 TELEPHONE NUMBER

410-996-5205

75 DATE

9/10/2010

16 TITLE-OF PREPARER:

IT & Records Retention Director

DGS 550-6




INSTRUCTIONS - Type or printa
separate form for each newfrevised.
electronic record series. Forward with
‘Records Retention Schedule (DGS 550-1)
COMAR 14.18.04

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275
Jessup, Maryland 20794
(410) 799-1930

ELECTRONIC RECORDS INVENTORY

Page bl of £z

1 DEPARTMENT/AGENCY
Cecil County Government

2 DIVISION
Permits and Inspections

3 UNIT

DEFINITION — Record Series -

and disposition purposes

A group of related records stored electronically and used as a unit for reference as well as retention

4 ELECTRONIC RECORD SERIES TITLE

Very Important Document

5 EARLIEST YEAR/LATEST YEAR
1996 1o 2010

6 INPUT -
Paper

Identify source of information to be entered

Electronic Document -

7 OUTPUT - identify the use/s of information generated by system

IBM Content Manager

8 ELECTRONIC RECORD SERIES DESCRIPTION -

1

issuance.

Briefly describe the information/documents/forms

contained in a series. Include purpose and function of the system.
Code compliance information sheet which must me signed by the land owner or builder at building permit

9 POLICY ON ACCESS AND USE — Explain or attach copy. if established in writing.

Administration, Department Heads, will have (delete) (print) and (hold) access. Managers and employees
with the "need to know" will have (read), (print) and (hold) access.

10 UPDATING CYCLES OR CONDITIONS AND RULES FOR REVISING INFORMATION IN THE SYSTEM
Updates are not allowed on the original document; if updates are needed, the document needs to be

replaced.

11 SPECIFY THE LOCATION AND MEDIA OF THE MAIN ELECTRONIC DATA FILE. Explain the progression established to
ensurethe. record's retention and usability throughout the record's autharized life. cycle.

Cecil County Government Administration Building
Record is available until the disposal date, and then record is purged.

12. RECOMMENDED RETENTION

Retain hard copy until scanned and image verified then destroy hard copy. Retain imaged copy for ten (10) years, then destroy.

13 TYPED OR PRINTED NAME OF
PREPARER

Scott Mesneak

14 TELEPHONE NUMBER

410-996-5205

15 DATE

9/10/2010

16 TITLE OF PREPARER

IT & Records Retention Director

DGS 550-6




INSTRUCTIONS — Type or print a
‘separate form for each new/revised
electronic record series. Forward with

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

ELECTRONIC RECORDS INVENTORY

7275 Waterloo Road, P.O. Box 275
Jessup, Maryland 20794
(410) 799-1930

Records Retention Schedule {DGS-350-1)
COMAR 14.18.04

Page b2 of L2

1 DEPARTMENT/AGENCY
Cecil County Government

2. DIVISION
Permits and Inspections

3 UNIT

DEFINIT!ON — Record Series - A group of related records stored electionically and used as a wriit for reference as well as retention

-and disposition purposes

4 ELECTRONIC RECORD SERIES TITLE
Zoning Certificate

S EARLIEST YEAR/LATEST YEAR
1996 1o 2010

6 INPUT - identify source of information to be entered 7 OUTPUT - Identify the usels of information generated by system

Paper Electronic Document - IBM Content Manager

8 ELECTRONIC RECORD SERIES DESCRIPTION - Briefly describe the information/documents/forms.
contained in a series. Include purpose and function of the system.

Approval document either from the county orany town to preform work that necessitates the application of
a building permit.

9 POLICY ONACCESS AND USE - Explain or attach copy if established in-writing..

Administration, Department Heads, will have (delete) (print) and (hold) dccess. Managers and employees
with the "need to know" will have (read), (print) and (hold) access.

10 UPDATING CYCLES OR CONDITIONS AND RULES FOR REVISING INFORMATION IN THE SYSTEM

Updates are not allowed on the orlglnal document; if updates are needed, the document needs to be
replaced.

11 SPECIFY THE LOCATION AND MEDIA OF THE MAIN ELECTRONIC DATA FILE. Explain the progression establishedto
ensure the record's retention and usability throughout the record's authorized:life- ccycle:

Cecil County Government Administration Building
Record is available until the disposal date, and then record is- purged.

12 RECOMMENDED RETENTION
Scan original and verify image. Retam hard and imaged copies permanently and transfer every 5 years o Archives.

13 TYPED OR PRINTED NAME OF 14 TELEPHONE NUMBER 15 DATE
PREPARER

Scott Mesneak 410-996-5205 911012010

16 TITLE OF PREPARER _
IT & Records Retention Director

DGS 550-6




