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Agency Division/Unit 
Cecil County Government Public Works 

Item Description 
No. 

Retention 

This series includes general public works 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: 

Building Permit 

Misc. Deposit Slip 

Bridge Files 

Retain hard copy for three (3) 
years until scanned and image 
verified. Transfer imaged and 
hard copy to Archives after 
three (3) years. 

Retain hard copy until scanned 
and image verified then destroy 
hard copy. Retain imaged copy 
for one (1) year then destroy 

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

Schedule Approved by Department, Agency, 
or Division Representative. 
Date 

Signature 

Typed Name Scott Mesneak 

Title IT & Records Retention Director 

Schedule Authorized by State Archivist 

Date "1 rUflfCh 7S> 1V 

Signature 

DGS 550-1 



Agency 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

RECORDS RETENTION AND DISPOSAL SCHEDULE 
(Continuation Sheet) 

Cecil County Government 

Schedule No. £ 11 | g 

Page 2 of 

Item 
No. 

Description 

Inspection Reports 

Correspondence 
A. Correspondence In 
B. Correspondence Out 

Personnel 
A. Personnel File 
B. Personnel 

Projects 
A. Project Studies, Reports and Row/easements 

Division/Unit 
Public Works 

Retention 

Retain hard copy until 
scanned and image verified 
then destroy hard copy. 
Retain imaged copy until 
bridge or structure is 
replaced, then destroy 

Screen annually and 
destroy copies that are no 
longer needed for current 
business with the following 
exception: Transfer to 
archives for permanent 
retention, any material that 
serves to document the 
origin, development, and 
accomplishments for the 
office and has continuing 
administrative, fiscal, legal, 
or historical value. 

Retain hard copy for one (1) 
year after termination, then 
destroy 

Retain hard copy until 
scanned and image verified 
then destroy hard copy. 
Retain imaged copy until 
project is superseded, then 
destroy 



DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

RECORDS RETENTION AND DISPOSAL SCHEDULE 
(Continuation Sheet) 

Schedule No. £ n 1$ 

Page 3 of 

Agency 
Cecil County Government 

Division/Unit 
Public Works 

Item 
No. 

10 

Description 

B. Project File 

Roads and Storm Drains 
A. Roads and Storm Drains Design Plans 

B. Roads and Storm Drains Public Works Agreement 

Stormwater Management Inspection and Maintenance Agreement 

Water and/or Sewer Design Plans 

DGS 550-1A 

Retention 

Retain bard copy until 
scanned and image verified 
then destroy hard copy. 
Retain imaged copy for three 
(3) years after final close of 
project, then destroy 

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

Scan original, verify image, 
and then destroy hard copy. 
Retain imaged copy for three 
(3) years after completion of 
project, and then destroy. 

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

Retain hard copy until 
scanned and image verified 
then destroy hard copy. 
Retain imaged copy until 
completion of project, then 
destroy 



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. of 

1 DEPARTMENT/AGENCY 
Cecil County Government 

2- DIVISION 
Public Works 

3 UNIT 

Engineering and Construction 

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

A ELECTRONIC RECORD SERIES TITLE 

Bridge Files 
5 EARLIEST YEAR/LATEST YEAR 

1850 j o 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. 

To maintain a current record of each bridge on the National Bridge Inventory for 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 
Scan original and veiffy images. Retain hard and imaged copiesperrnaneritjy and transfer image andhard copiesevery 5 years to Archives for permanent preservation. 

13 TYPED OR PRINTED NAME OF 
PREPARER 

Scott Mesneak 

14 TELEPHONE NUMBER 

410-996-5205 

15 DATE 

9/10/2010 
1.6 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 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 Paqe of Yi 

1 DEPARTMENT/AGENCY 
Cecil County Government 

2 DIVISION 
Public Works 

3 UNIT 

Development Services 

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

4 ELECTRONIC RECORD SERIES TITLE 

Building Permit - Grading Compliance 
5 EARLIEST YEAR/LATEST YEAR 

1980s jo 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. 

Tracks permit compliance to approved grading. Includes permit, field reports, application and final as-built, final grade 
certification. May contain stop work orders, photos, and other pertinent information. These files are maintained in 
numeric order consistent with building permit system in the Stormwater and Sediment/Erosion Control Group. 

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 originaldocument; 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 for three (3) years until scanned and image verified. Transfer imaged and hard copy to Archives after three (3) years. 

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 

Paoe 3 of \H 

1 DEPARTMENT/AGENCY 
Cecil County Government 

2 DIVISION 
Public Works 

3 UNIT 
Director's Office 

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 

Correspondence In 
5 EARLIEST YEAR/LATEST YEAR 

2009 jo 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. 

Documents are requests, complaints and responses to Departmental letters. 

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 ME[ 
ensure the record's retention and usa 

Cecil County Government Admini 
Record is available until the dispo 

DIA OF THE MAIN ELECTRONIC DATA FILE. Explain the progression established to 
bility throughout the record's authorized life cycle. 

stration Building 
sal date, and then record is purged. 

12 RECOMMENDED RETENTION 
Screen annually and destroy copies that are no longer needed for cu 
development, and accomplishments for the office and has continuing 

rent business with the following exception; Transfer to archives for permanent retention, any material that serves to document the origin, 
administrative,.fiscal, jegal. or historical value. 

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 

i 

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

Jessup, Maryland 20794 
(410) 799-1930 

ELECTRONIC RECORDS INVENTORY 

Paae °t of IW 

1 DEPARTMENT/AGENCY ' 
Cecil County Government 

2 DIVISION 
Public Works 

3 UNIT 
Director's Office 

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

I and dispbsition purposes 

4 ELECTRONIC RECORD SERIES TITLE 
i ; 

Correspondence Out 
5 EARLIEST YEAR/LATEST YEAR 

2009 jo 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 ELECT 

Docum 

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

ents sent out to deal with complaints or issues sent in by public. 

9 POLIC 

Adminis 
with the 

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

itration, Department Headis, will have (delete) (print) and (hold) access. Managers and employees 
"need to know" will have (read), (print) and (hold) access. 

1 0 UPD/ 

Update 
replace 

TING CYCLES OR CONDITIONS AND RULES FOR REVISING INFORMATION IN THE SYSTEM 

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

1 1 SPEC 
ensur 

Cecil C 
Record 

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

Dunty Government Administration Building 
is available until the disposal date, and then record is purged. 

1 2 RECOMMENDED RETENTION 
Screen annually and destroy copies that are no longer needed for current business with thefollowing exception.. Transfer to archives for permanent'retention, any material that serves to document the origin, 
development, and accomplishments (or the office and has continuingadministrative..fiscal, legal, or historical value. 

1 3 TYPE 
PRE 

ED OR PRINTED NAME OF 
=»ARER 

Scott Mesneak 

1 4 TELEPHONE NUMBER 

410-996-5205 

1 5 DATE 

9/10/2010 
1 6 TITL EOF PREPARER 

IT & Records Retention Director 
I : 

DGS 550J-6 

I 



INSTRUCTIONS - Type or print a 
separate form for each new/revised 
electronic record series. Forward with 
Records Retention Schedule (DGS 550-1) 
COMAR lk 18.04 1 

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

Jessup, Maryland 20794 
(410)799-1930 

ELECTRONIC RECORDS INVENTORY 

Paqe _£ of N 

1 DEPJRTMENT/AGENCY 

Cecil County Government 
i : 

2 DIVISION 

Public Works 
3 UNIT 

Engineering and Construction 

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

4 ELECT 

Inspect 
R O N I C RECORD SERIES T I T L E 

on Reports 
5 EARLIEST YEAR/LATEST YEAR 

1997 jo 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 ELECT 

Inspect 

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

ion reports to document the structural adequacy of bridges and other structures. 

9 POLIC 

Adminis 
with the 

Y O N ACCESS A N D USE - Explain or attach copy if established in writing. 

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

1 0 UPDfi 

Update 
replace 

T I N G CYCLES OR CONDITIONS A N D RULES FOR REVISING INFORMATION IN T H E SYSTEM 

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

1 1 SPEC 
ensur 

Cecil C 
Record 

:iFY T H E LOCATION A N D MEDIA O F T H E MAIN ELECTRONIC DATA FILE. Explain the progression established to 
e the record's retention and usability throughout the record's authorized life cycle. 

Dunty Government Administration Building 
is available until the disposal date, and then record is purged. 

1 2 RECOMMENDED RETENTION ; 

Retain hard copy until scanned and image verified then destroy hard copy. Retain imaged copy until bridge or structure is replaced, then destroy 

1 3 TYPE 
PRE 

ED OR PRINTED NAME OF 
3 A R E R 

Scott Mesneak 

1 4 TELEPHONE NUMBER 

410-996-5205 

1 5 DATE 

9/10/2010 
1 6 TITL E O F PREPARER 

IT & Records Retention Director 

D G S 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 l'4.18.04 1 

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

Jessup, Maryland 20794 
(410) 799-1930 

ELECTRONIC RECORDS INVENTORY 

Page ^ of \H 

1 DEPARTMENT/AGENCY 
Cecil County Government 

2. DIVISION 
Public Works 

3 UNIT 
Development Services 

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

4 ELECT 

Misc, D 
•RONIC RECORD SERIES TITLE 

eppsit Slip 
5 EARLIEST YEAR/LATEST YEAR 

1980s TO 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 ELECT 

Transfe 
misc. fil 

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

r of received funds from DPWto Accounting. Currently filed alphabetically by project name in a 
e. 

9 POLIC 

Adminis 
with the 

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

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

i 
11 SPEC 

ensur 

Cecil C 
Record 

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

>unty Government Administration Building 
is available until the disposal date, and then record is purged. 

1 2 RECOMMENDED RETENTION 

Retain hard copy until scanned and image verified then destroy hard copy. Retain imaged copy for one (1) year then destroy 

1 3 TYPE 
PRE 

ED OR PRINTED NAME OF 
3ARER 

Scott Mesneak 

1 4 TELEPHONE NUMBER 

410-996-5205 

15 DATE 

9/10/2010 
1 6 TITLE OF PREPARER 

IT & Records Retention Director 

DGS 55oJ6 

I 



1 
Instructions - T y p e or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule ( D G S 550-1) 

i 

D E P A R T M E N T OF GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-793-1930 

A G E N C Y RECORDS I N V E N T O R Y 
1 

Instructions - T y p e or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule ( D G S 550-1) 

i 

D E P A R T M E N T OF GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-793-1930 

PAGE T OF Vi 

1. Department/Agency 

Public Works 
•2. Division 

Engineering a n d Construction 
3. Unit 

DEFIN IT ION - R E C O R D SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 
4. Record Serie 

Personnel 
Title ! 

File 
5. Eariiest Year/Latest rear 

2009 t o 2010 

6. Record Serie 

To keep p 
Description (Briefly describe the.types of inforrratton/docurrents/forrns found in the series Include the purpose or function of the series.) 

^rsonnel records for each employee. 

7. Record Serie: 

• Letter Size 

• Legal Size 

• Audio Tape 

• Bound Book 

• Other (specif 

Forrnat(s) List all 

u Mcrofilm 

.•Computer Tape ' 

0 Floppy Disk 

D video Tape 

: 

9. Record Series Sequence. 

• Alphabetical 

0 Numerical 

0 Chronological 

• Geographical 

• Other (specify) 

Keyword Lookup 

9: Volume 

• File Drawees) 

D Microfilm Reel(s) 

n Cnmnutf-r Tanpfsl 
Number 

• Other (soeciM 

7. Record Serie: 

• Letter Size 

• Legal Size 

• Audio Tape 

• Bound Book 

• Other (specif 

Forrnat(s) List all 

u Mcrofilm 

.•Computer Tape ' 

0 Floppy Disk 

D video Tape 

: 

9. Record Series Sequence. 

• Alphabetical 

0 Numerical 

0 Chronological 

• Geographical 

• Other (specify) 

Keyword Lookup 

10. Annual Accumulation 

• File Drawees) 

•" Microfilm Reel(s) 

O Comoutfir Tanrtf^ 
Number 

• Cther (specify) 

11. File Is U 

• Dally. 

>ed 

^Weekly. • Monthly • Annually 

12. File Becomes Inactive After 

^ • Mnnthtsl • Yfiarfsl 
Number 

13. Current Loc 

Public Wo 
ation(s) (Bldg.. Floor. Room) [ 

ks Office 
14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

• Yes i No 

15. Access Restrictions (IfYes. cite Law(s) 6 Regulation(s) 

• Yes j • No 

16- Audit Requirements 

• None • State • Federal • Independent 

17. Isanlnc 

a Yes 

;x System used? If yes. explain briefly and describe requirements 

• No 

.18. Recommended Retention 

Retain hard copy for one (1) year after termination, 
then destroy 

19. Name and ' itle of Preparer 

Scott Mesneak 
IT & Records Retention Director 

20.' Telephone Number 

410-996-5205 

21. Date 

9/10/2010 

DGS 550-4 (Rev, 1/93) 



Instruction s -Tvoe or Print a separate form for D E P A R T M E N T OF G E N E R A L S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

4]D-7gg-i930 

AGENCY R E C O R D S INVENTORY 

each new 

with Re cor 

)r revised record series. Forward 

ds Retention Schedule ( D G S 550-1 ) 

D E P A R T M E N T OF G E N E R A L S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

4]D-7gg-i930 

PAGE S Of 

1. Department/Agency 

Public Works 
•2. Division 

Director's Office 
3. Unit 

DEF IN IT ION - R E C O R D SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes 
1. Record Serle 

Personnel 
> Title 5. Earliest Year/Latest Year 

2 0 0 9 t o 2 0 1 0 

6. Record Serie 

Maintain r 
; Description (Briefly describe die.types of inforrrBtidn/documents/for'ms found in the series. Include the purpose or function of the series.) 

jcords on current employees including timesheets and leave slips. 

7. Record Serie 

• Letter Size 

• Legal Size 

• Audio Tape 

• Bound Book 

• Other (specif 

; Format(s) List all 

• Mcrofilm 

• Computer Tape 

0 Floppy Disk 

o Video Tape. 

y). 

8. Record Series Sequence. 

• Alphabetical 

• Numerical 

• Chronological 

d Geographical 

• Other (snecihn 

Keyword Lookup 

9. Volume 

• File Drawer(s) 

• Mcrofilm Reel(s) 

n Cnmputffr Tsnprst 

Number 

• Other fsoecifvl 

7. Record Serie 

• Letter Size 

• Legal Size 

• Audio Tape 

• Bound Book 

• Other (specif 

; Format(s) List all 

• Mcrofilm 

• Computer Tape 

0 Floppy Disk 

o Video Tape. 

y). 

8. Record Series Sequence. 

• Alphabetical 

• Numerical 

• Chronological 

d Geographical 

• Other (snecihn 

Keyword Lookup 

10; Annual Accumulation 

D File Drawer(s) 

• Microfilm Reel(s) 

• Computer Tapefsl • 
Number 

• Other (specify) 
11. File is Used 

• Dally | ^Weekly. • ivtonthly o Annual! 

12. File Becomes Inactive After 

^ • MnnthiSV • Y nan-si 

Number 

13. Current LDcatlon(s) (Bldg.. Floor, Room) 

Public Wor^s Office 
14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

• Yes ! No 

15. Access 

• Yes 

Restrictions (IfYes, cite Law(s) & Regulations) ( 

• No 

16. Audit Requirements 

• None • State • Federal • . Independent 

17. Isanlnr 

• Yes 

ex. System used?.If yes,.explain briefly arid describe requ 

• Np. 

rements 18. Recommended Retention 

Retain hard copy for one (1) year after termination, 
then destroy 

19. Name.and Title of Preparer 

j Scott Mesneak 

1 IT & Records Retention Director 

1 
1 
1 

2(T. Telephone Number 

4 1 0 - 9 9 6 - 5 2 0 5 

2!. Date 

9 / 1 0 / 2 0 1 0 

DGS 55D-4 (Rev. 1/93) 



INSTRUCTIONS - Type or print a 
separate form for each new/revised 
electronicjrecord 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 

Paae ^ of W 

i 
1 ' 

1 DEPARTMENT/AGENCY 
Cecil County Government 

2 DIVISION 

Public Works 
3 UNIT 

Engineering and Construction 

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

I and dispbsition purposes 

4 ELECT 

Project 
RONIC RECORD SERIES TITLE 

File 
5 EARLIEST YEAR/LATEST YEAR 

1996 j o 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 ELECT 

To keej 

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

) project correspondence, contracts, and accounting records. 

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. 

i : 
j ; 

1 0 \JPDfi 

Update 
replace 

0~ING CYCLES OR CONDITIONS AND RULES FOR REVISING INFORMATION IN THE SYSTEM 

> are not allowed on the original document; if updates are needed, the document needs to be 
1 

1 1 SPEC 
ensur 

Cecil C 
Record 

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

)unty Government Administration Building 
is available until the disposal date, and then record is purged. 

1 2 RECOMMENDED RETENTION 
Retain hard copy until scanned and image verified then destroy hard copy. Retain imaged copy for three (3) years after final close of project, then destroy 

1 3 TYPE 
PREF 

ED OR PRINTED NAME OF 
>ARER 

Scott Mesneak 

1 4 TELEPHONE NUMBER 

410-996-5205 

15 DATE 

9/10/2010 
1 6 TITLE EOF PREPARER 

IT & Records Retention Director 

DGS 550-J6 

file:///JPDfi


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 Vi 

1 DEPARTMENT/AGENCY 
Cecil County Government 

2 DIVISION 

Public Works 
3 UNIT 

Engineering and Construction 

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

I and disposition purposes 

4 ELEC1 

Project 
'RONIC RECORD SERIES TITLE 

Studies, Reports, and Row/easements 
5 EARLIEST YEAR/LATEST YEAR 

1900 JO 2010 

6 INPUT - Identify source of information to be entered 

Paper I 

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

Electronic Document - IBM Content Manager 

8 ELECT 

Technic 
way/ea 

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

;al documents developed to assess infrastructure needs to include record plans and right of 
sement acquisitions 

9 POLIC 

Adminis 
with the 

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

Jtration, Department Heads, will have (delete) (print) and (hold) access, Managers and employees 
"heed to know" will have (read), (print) and (hold) access. 

10 UPD/ 

Update 
replace 

TING CYCLES OR CONDITIONS AND RULES FOR REVISING INFORMATION IN THE SYSTEM 

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

11 SPEC 
ensur 

Cecil C 
Record 

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

>unty Government Administration Building 
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 until project is superseded, then destroy 

13 TYPE 
PREI 

ED OR PRINTED NAME OF 
3ARER 

Scott Mesneak 

14 TELEPHONE NUMBER 

4 1 0 - 9 9 6 - 5 2 0 5 

15 DATE 

9 /10 /2010 
16 TITL! E OF PREPARER 

IT & Records Retention Director 

DGS 55o |e 



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 

Paae 11 of \H 

1 DEPARTMENT/AGENCY 
Cecil County Government 

2 DIVISION 
Public Works 

3 UNIT 
Development Services 

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

4 ELECTRONIC RECORD SERIES TITLE 

Roads and Storm Drains Design Plans 
5 EARLIEST YEAR/LATEST YEAR: 

1980s jo 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 

i contained in a series. Include purpose and function of the system. 
Plans submitted for the purpose of review and approval of Development Concepts to the County Planning Commission. 
Document set containing original concept, revisions based on review comments, and a final approved plan. The approved plan 
becomes the authorization from DPW/DSD to start work after the signing of agreements, payment of fees and posting of suety. 

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

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

TO 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 hard and image copies every 5 years to Archives. 

13 TYPED OR PRINTED NAME OF 
PREPARER 

\ Scott Mesneak 
16 TITLE OF PREPARER ~~ 

' i 

| IT & Records Retention Director 
i 

14 TELEPHONE NUMBER 

410-996-5205 

15 DATE 

9/10/2010 

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 

Pa.qe TZ of H 

1 DEPARTMENT/AGENCY 
Cecil County Government 

2 DIVISION 
Public Works 

3 UNIT 
Development Services 

.1 

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 ELEC 

Roads 
TRONIC RECORD SERIES TITLE 

and Storm Drains Public Works Agreement 
5 EARLIEST YEAR/LATEST YEAR: 

1980s j o 2010 

6 INPU" 

Paper 

r - Identify source of information to be entered 7 OUTPUT - Identify the use/s of information generated bysystem 

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. 

Establish between County and Developer, a contract defining the legislated responsibility for ownership, maintenance and 
repair of roads and storm drains per ordinance at time of deign approvaL Recommended Revision: Include DPW project 
Number, tax map and parcel, code revision identifiers and variances or waivers, Include fees and surety breakdown. 

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 : 
1 i 

1 0 UPD, 

Update 
replace 

ATING CYCLES OR CONDITIONS AND RULES FOR REVISING INFORMATION IN THE SYSTEM 

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

1 1 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. 

1 2 RECOMMENDED RETENTION 
Scan original, verify image, and then destroy hard copy: Retain imaged copy for three ( 3 ) years after completion of project, and then destroy. 

1 3 TYPED OR PRINTED NAME OF ' 
PREPARER 

Scott Mesneak 

1 4 TELEPHONE NUMBER 

410-996-5205 

1 5 DATE 

9/10/2010 
1 6 TITL EOF PREPARER 

IT & Records Retention Director 

DGS 5 5 0 j-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 

Paae l9 of W 

1 
1 DEPARTMENT/AGENCY 
Cecil County Government 

2 DIVISION 
Public Works 

3 UNIT 
Development Services 

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

I 
4 ELECTRONIC RECORD SERIES TITLE 

Stormwater Management Inspection and Maintenance Agreement 

I 

5 EARLIEST YEAR/LATEST YEAR: 

1980s j o 2010 

6 INPUT - Identify source of information to be entered 
i : 

Paper i 

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/documenfs/forms 
| contained in a series. Include purpose and function of the system. 

Establish between County and Developer a contract defining the legislated responsibility for ownership, maintenance, 
and repair of SWM facilities per ordinance at time of design approval. Recommended Revision: Include construction, 
DPW project Number, code revision Identifiers and variances or waivers. Include fees and surety breakdown. 

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 hard and image copies to Archives every 5 years. 

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 1 

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

Jessup, Maryland 20794 
(410) 799-1930 

ELECTRONIC RECORDS INVENTORY 

Page # N o f N 

1 DEPARTMENT/AGENCY 
Cecil County Government 

2 DIVISION 
Public Works 

3 UNIT 
Development Services 

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

4 ELECTRONIC RECORD SERIES TITLE 
Water and/or Sewer Design Plans 

5 EARLIEST YEAR/LATEST YEAR 

1980s j o 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 ELECT 

Plans su 
Documei 
becomes 
surety. 

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

bmitted for the purpose of review and approval of Development Concepts to the County Planning Commission, 
it set containing original concept, revisions based on review comments, and a final approved plan. The approved plan 
the authorization from DPW/DSD to start work after the signing of agreements, payment of fees and posting of 

9 POLIC 

Adminis 
with the 

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

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

10 UPDfi 

Update 
replace 

TING CYCLES OR CONDITIONS AND RULES FOR REVISING INFORMATION IN THE SYSTEM 

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

11 SPEC 
ensur 

Cecil C 
Record 

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

>unty Government Administration Building 
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 until completion of project, then destroy 

13 TYPED OR PRINTED NAME OF 
PREPARER 

Scott Mesneak 

14 TELEPHONE NUMBER 

410-996-5205 

15 DATE 

9/10/2010 
16 TITLE I OF PREPARER 

IT & Records Retention Director 

DGS 550 -6 




