CHARLES COUNTY GOVERNMENT
RECORDS MANAGMENT DIVISION
RECORDS RETENTION AND DISPOSAL SCHEDULE

Schedule No.
Clyas

Page 1 of 2

Agency

Charles County Government

Diwision/Unit
Economic Development

Item
No.

Description

Retention

GENERAL CORRESPONDENCE

Subject arrangement of original incoming letters, outgoing letters,
memorandum, and any and all correspondence of the

Economic Development office.

TIME AND ATTENDENCE
Files may contain some or all of the following: leave requests,
comptime requests, weekly timesheets, etc.

EMPLOYEE PERSONNEL RECCRDS
Files may contain some or all of the following: evaluations,
awards, trainings, written correspondence, etc.

FISCAL YEAR BUDGETS
Budget expenditure for department, tracking of expenses, invoices,
purchase crders and check requests, etc.

MAIL LOGS
Log of all incoming mail addressed to the Economic Development
Depariment.

CREDIT CARD STATEMENTS
Bank Of America statements for the Director and
Deputy Director's credit card.

FREEDOM OF INFORMATION ACT (FOIA) REQUESTS
Files may contain written requests and responses to FCIA
requests.

Retain 1 year. Then screen annually

and destroy materials having no further
administrative, fiscal, or operational value.
Retain permanently all materials

that serves to document the origin,
development, and accomplishments

of the department. Transfer permanent
material every 5 years to the State
Archives.

Retain for 3 years and then destroy.

Retain for 1 year after date of

separation and then destroy.

Retain for 3 years and then destroy.

Retain for 5 years and then destroy.

Retain for 3 years and then destroy.

Retain for 3 years and then destroy.

Schedule Approved by Department,
Agency, or Division Representative

Schedule Authorized by State Archivist

3-7-19

Date Date
Signature

Typed Name . Signature
Title Coianty _Administeator

< Jioth) B ey




Schedule Na.

CHARLES COUNTY GOVERNMENT C{H v
RECORDS MANAGMENT DIVISION
RECORDS RETENTION AND DISPOSAL SCHEDULE Page 2 of 2
(Continuation Sheet)

Agency

Charles County Government

Item Description Retention

No,

10

11

12

13

14

15

16

COLLECTIONS / LOAN FUND FILES

Files may contain some or all of the following: correspondence,
complaints, payment, agreements, repayment agreement,
corporation documents, background checks, legal documents,
financial staternents, etc.

SMALL LOCAL BUSINESS ENTERPRISE (SLBE} / MINORITY
BUSINESS ENTERPRISE (MBE) FILES

SLBE program supports the growth and economic vitality of
Charles County small businesses. This program allows small local
businesses to receive preference when competing for Charles
County procurement opportunities.

MBE program promotes the growth of minority-owned businesses,

Files may contain some or all of the following: correspondence,
application, income tax form, IRS documents, state assessment
forms, etc.

ECONOMIC DEVELOPMENT DEPARTMENT ZONING TEXT
AMENDMENT STAFF OPINION LETTERS / MEMQS FILES
Official request letter, supporting documention, staff
recommendation memo.

COUNTY ATTORNEY FILES
Files that require reviewal of contracts and Human Resources
personnel matters.

LEGISLATIVE FILES
Wark files that contain supportive State & Local legislative initiatives
and process.

BUSINESS DEVELOPMENT / JOB CREATION FILES
Work files that contain State and Local Incentives,
(i.e. job credils)

EDD GRANT REQUEST FILE
Files may inciude some or all of the following: application, award
letter, supporting documentation, report, etc.

ECONOMIC DEVELCPMENT AGREEMENT / PUBLIC
PRIVATE PARTNERSHIP FILES

Files may include some ar all of the following: agreements,
correspondence, letters, etc.

ELECTRONIC FISCAL YEAR BUDGET TRACKING
Budget expenditure for department, tracking of expenses, and
check requests.

and increase their participation in the county's procurement process.

Retain for 5 years after final
payment on account has been made
and then destroy.

Retain for the life of the business oe

until businness ! ¢leg p ¢ tehesie iy
and then destroy, !

Retain for 3 years and then destroy.

Retain for 3 years and then destroy.

Retain for 3 years and then destroy.

Retain throughout the period that a
company is eligible to receive credits
and retain for 10 years after

company has collected final credit,
At ety

Retain for 3 years and then destroy.

Retain for life of project and then
transfer to Archives.

Retain for 5 years and then destroy.

\oter



Ingtructions -- Type or prid a
separale form for each new or
revised record series.

AGENCY RECORDS INVENTORY

Page 1 of 16

1. Department/Agency
Charles County Gavernment

2. Division

Economic Development

3. UniProgram

DEFINITION: Record Series: a firoup of related records normally filed and used as a wnil for referenca as well a8 retenlicn & dispositon purposes.

4. Record Series Title 5. Eartiest Year ! Latest Year
GENERAL CORRESPONDENCE 2012 o 2018
6. Record Series Description
[Briefly dascribe Lhe types of information/documenlgferms found in tha series. Includa the purpose or lungtion af the saries )
Subject arrangement of original incoming letters, outgoing letters,
memorandum, and any and all correspondence of the
Economic Development office.
7. Record Series Format(s) 8. Record Series Sequence 9. Volume
Number
[(x] Letter Size [ ] microfiim [x1 Alphabetical 3 File Drawer(s)
{all correspondence) Miceafilm Reel(s)
[x] cegal Size (] computer Tape Numerical Computer Tape(s)
Qther {specily}
(] Bound Book (] Flonpy Disk [ ] enronological
10. Annisal
|:] Audio Tape [:] Video Tape D Geographical Accumulation Number

(7] other (spetify) (] Otner (specify) 3 File Drawer(s)
Microfilm Reel(s)
Compuier Tape(s)
Other {specify)
. File is used: 12. File becomes inaclive after
(] oaily [x] weekly (] Montnly Month(s} 5 Year(s)

13. Cusrent Location(s)
10665 Stanhaven Place, Sulte 208
White Plains, MD 20695

(Building, Floor, Room)

14. Is record saries duplicated elsewhere?

Yes E:] No (i yos, specity agency or office)

15, Access Reslriclions 16, Audit Requiremenis |_x ] None
[:I Yes E} No (Il yas, cite law{s) and ragulation(s})
[ Iswee [ ]Federat [] independent
County

17. Is an index system used?
Yes é:] No
(if yas. explain brefly and desgriba any hardware/sgftware)

18, Recommended retenlion

Retain 1 year. Then screen annually and destroy materlal having no further
administratlve, fiscal, or operational value, Retain permanently all
materlals that serves Lo document the orlgin, development, and
accomplishments of the department. Transfer permanent material every 5
years to the State Archives,

19. Name and Tille of Preparer
Lacey Oliver
Administrative Associate

20, Telephone Number
301-885-1340

21, Date
10/12/2018

FAS-111




Instructions -- Type of print a
separate form for each new or
revised recard series.

AGENCY RECORDS INVENTORY

Page

2 16

of

1. Departrment/Agency 2

Charles County Government

Economic¢ Development

. Division 3. UnitPragram

DEFINITION: Racord Series: a group of ralated records narmally fited and used as a unii lor relarance as well as releniicn &

disposition purposea,

4, Record Series Title

5. Earliest Year

! Lalest Year

TIME AND ATTENDENCE 2012 o 2018
6. Record Series Description
(Briafly deacribe 1he lypes of infermalion/documanisiforms fsund in the series. Includs 1he purRose or lunclion &f Lhe seried.)
Files may contain some or all of the following: leave requests,
comptime requests, weekly timesheets, etc.
7. Record Series Format(s) 8. Recard Series Sequence 5. Volume
Number

r_;_] Letter Size E:] Microfilm Ej Alphabetical 2 File Drawer(s)

Microfilm Reel(s)
[z] Legal Size [:l Computer Tape D Numerical Computer Tapa(s)

Other (specify)
[] sound Book [] Floppy Disk [] cnronviogical

10. Annual

C] Audio Tape [:l Video Tape D Geographical Accumulation Number
{ ] otner [specify) ] Other (specify) 2 File Drawer(s)

Microfilm Reel(s)

Computer Tape(s)

Other (specify)

. Filg is used: 12. File becomes inactive after

] paiy [x] weexy ] mentnly Month(s) 3 Year(s)

13. Currenl Location(s)
10666 Stanhaven Place, Suite 206
White Plains, MD 20695

[Buitding, Ficor, Roeom)

14. Is record series duplicated elsewhere?

Yes E] No

{If yes, spacily agency or olfice)

15. Access Restrictions

[j Yes Ea No

(It yos, cile law(s) and regulalion(s))

16. Audit Requirements

(Clstate [ Federal

[T None

[x] independent
County

17. Is an index system used?

E] Yes [ﬂ No

{Il yes, explain briefly and describe any hardwara/soliware)

18. Recommended retention
Rataln for 3 years and then destroy

19. Name and Tille of Preparer
Lacey QOliver
Administrative Associate

21. Bate
10/12/2018

20, Telephone Number
301-885-1340




Instructions -- Type or print a
separate form for each new or

AGENCY RECORDS INVENTORY

tevised record series, Page 3 of 16
1. Depantment/Agency 2. Division 3. Unit/Program
Charles County Government Economic Development
DEFINITION. Record Sones: 8 group of relpled records normaelly filed end used as a wnit for reference as wall as relention B disposition purposes.
4. Record Series Title 5, Earliest Year {  Latest Year
EMPLOYEE PERSONNEL RECORDS 2012 to 2018
6. Record Series Description
{Briofly describa Ihe types of informatianidocumentsiforms faund in tha series. Include the purpose or lunclion of the series )
Files may contain some or all of the following: evaluations,
awards, trainings, written correspondence, etc.
7. Record Series Formal(s) 8. Record Series Sequence 9, Volume
Number
[x] Letter Size [ Microfiim [(x] Aphabetical 2 Fite Drawer(s}
Microfilm Reel{s)
[X] Legar size { ] Computer Tape [] Numericar Computer Tape(s}
Olher (specify)
(] Bound Boox [ Floppy Disk {1 chronclogical
10. Annuat
D Audio Tape [:] Video Tape D Geographical Accumulation Number
|:] Other (specify) E:] Other (specily) 2 File Drawer(s)
Micrafilm Reel(s)
Compuler Tape(s)
Other (specify)
. File is vsed: 12, File becomes inaclive after
Daily EZ] Weekly D Monthiy Month{s) L Year(s) after separation

13, Current Location(s)
10665 Stanhaven Place, Sulte 206
White Plains, MD 20698

{Building, Floor, Room)

14. 1s record series duplicated elsewhere?

Yes [(x]mo

{If yos, specify agency or office)

15, Access Restrictions

] Yes [x] Ne

{If yos, cite taw(s) and regulalion{s})]

16. Audit Requirements

D Stale D Federal

[[x [ None
D Independent

County

Yes Ne
{If yas, axplain briafly and

17. Is an index sgslem used?

any hard fund }

18. Recommended retention
Retain for 1 year after date of separation and then destroy.

19. Name and Title of Preparer
Lacey Oliver
Administrative Associate

20. Telephone Number
301-885-1340

21. Date
10/12/2018




D Other (specify)

] Other (specify}

2

Insiructions -- Type or print a AGENCY RECORDS INVENTQRY
separate [orm for each new or
revised record series, Page 4 of 16
1. Deparlment/Agency 2. Division 3. Unit/Program
Charles County Government Economic Development
[DEFINITION: Record Series: 8 group of ralaled records normally filad and used as 3 unil for refarance as well 83 releatian & disposilign purposes.
4. Record Series Titla 5. Eadiest Year I Latest Year
FISCAL YEAR BUDGETS 2012 to 2018
6. Record Series Description
{Briefly describe tha lypss of informatien/decumenlts/iarms found in tha saties. include the purpass of function of the serigs.)
Budget expenditure for department, tracking of expenses, invoices,
purchase orders and check requests, etc.
7. Record Series Formai(s) 8. Record Senes Sequence 9. Volume
Number
[ZI Letter Size [:] Microfilm E] Alphabetical 2 Fite Drawer(s)
Microfilm Reei(s)
[x] Legal Size ] computer Tape [] numerical Computer Tape(s)
Other (specify)
[__] Bound Book [ ] Floppy Disk [ x] Chronotegical
10. Annual
D Audio Tape [:! Video Tape E] Geographical Accumulation Number

File Drawer(s)
Microfilm Reel{s)
Computer Tape(s)
Other (specify)

. File is used:

[:] Daily

EI Weekly

{:l Maonthty

Month{s}

12. File becomes inaclive afler

Year(s)

13. Current Localion(s)
10666 Stanhaven Place, S
White Plalns, MD 20695

{Building, Floor, Room)

uite 206

Yes [Jne

14, Is record series duplicaied elsewhere?

(M yes, spedcily agency or office)
Office

15. Access Restriclions

Yes E No

(M yas, cile 1aw{s) and regulation(s)}

16. Audil Requirements

D State

[ Federal

I x| None

[] ingependent
County

17. Is an index sysiem used?

I:] Yes

[x]ne

{ll yas, explain briefly and describe any hardware/softwara)y

Retain for 3 years and

18. Recommended retention

then destroy

19. Name and Tille of Preparer

Lacey Oliver
Administrative Associa

fe

20, Telephone Number
301-885-1340

21. Date
10/12/2018




Instructions - Type or print a
separate form for each new or
revised récard series.

AGENCY RECORDS INVENTQRY

Page

5 16

of

1. Department/Agency
Charles County Government

2, Division

Economic Development

3. Unit/Program

DEFIMITION: Recard Seres: a group of relaied records nermally filed and used as a unii [or referanca as wel as relantion &

digposilion purposes.

4. Record Serigs Titla

5. Earliest Year

! Latest Year

MAIL LOGS 2012 e 2018
6. Record Series Descriptian
(Briefty describe lha types of informationfdocuments/lorms found in ihe series. Include Ihe purpose of funclinn of tha series.}
Lag of all incoming mail addressed to the Economic Development
Oepartment.
7. Record Series Format(s) 8 Record Series Sequence 9. Volume
Number

(x] Letter Size {] Microfim [ Aiphabetical 1 File Drawer(s)

Microfilm Reel(s)
[_:] Lega! Size I:] Computer Tape D Numerical Computer Tape(s)

Othar (specify)
[] Bound Book 7] Froppy Disx {x] cnrondlogica

10. Annual

[] Audio Tape [] video Tape [ ] Geographical Accumulation Number
[:j Other {specily) [:] Other (specify) 1 File Crawer(s)

Microfilm Reel(s)

Compuler Fape(s)

Other (specify)

. File is used: 12. File becomes inactive after
Daily [:] Woekly [:I Monthly Month(s) 5 Year(s)

13. Currem Localion(s}
10666 Stanhaven Place, Sulte 206
Whitg Plaing, MD 20695

(Buitding, Floor, Room)

14, Is record series duplicated elsewhere?

Yes [:g No

{If yes, spocify agency or offiga)

15. Access Restrictions

Yes [:a Ne

{If yay, eita law(s) and regulalien{s))

16. Audit Requirements

D Slate D Federa)

[ | None

] ingependent
County

Yes No
(It yas, explain briafly and describe any hardware/sollware)

17. Is an indey s%stem used?

18. Recoemmended retenlion
Retain for 6 years and than destroy

19. Name and Title of Preparer
Lacey Oliver
Administrative Associate

20. Telephane Number
301-885-

21. Date

1340 10/12/2018




Instructlions - Type or print a
separale form for each new or
revised record series.

AGENCY RECORDS INVENTORY

Page 6 of 16

1. Department/Apency
Charles County Gavernment

2. Division

Economic Development

3. UnitProgram

[DEFINITION: Record Serias: & group of related records nonmaliy filed and used as a unil for as well 8% ion & disposilion purp .
4. Record Series Tille 5. Earliest Year ! Latest Year
CREDIT CARD STATEMENTS 2013 to 2018
6. Record Series Description
{Briefly describe the lypas of infarmalien/documenisiforms found in the series. Includa the purpose or funcsion of Lhe series.)
Bank Of America statements for the Director and Deputy Director's credit card.
7. Record Sernies Formai(s) 8. Record Series Sequence 9. Volume
Number
Cx] vetter Size {7} Microfilm ] Alphabetical 1 File Drawer(s)
Microfilm Reel(s)
[] Legal Size [] computer Tape [] Numericat Computer Tape(s)
Other {specily)
{™] sound Boox [] Fioppy Disk [(x] chronclogical
10. Annual
D Audic Tape D Video Tape D Geographical Accumulation Number
(] other (specity) [T orner ispecity) 1 Fite Drawer(s}
Microfilm Reel{s}
Compuler Tape(s)
Other (specify)
. File is used: 12. File becomes inactive afler
Daity [ weekly (7] monttty  [)As Needed Month(s) 3 Year{s)

13. Current Location(s)
10665 Stanhaven Place, Suite 206
White Plains, MD 20696

(Building, Floor, Room)

|:| Yes [Zl No

14, 1s record series duplicated elsewhere?
(Il yas, spoeify agency ¢r offico}

15. Access Reslrictions

[::I Yes [I] No  af yos, cite law(s) and regulation{s))

16, Audit Requirements

[T steme [ Federal

[ xT None
] independent

County

17, 1s an index syslem uvsed?

] ves [x] No .

(M yes, explain briefly and

any hardh

18. Recommended relention
Retain for 3 years and then destroy

19. Name and Title of Preparer
Lacey Oliver
Administrative Associate

20. Telephone Number
301-885-1340

21. Date
10/12/2018




Instruciions -- Type or print a
separate form for each new or

AGENCY RECORDS INVENTORY

revised record series. Page 7 of 16
1. Departmeni/Agency 2. Divisien 3. UnivProgram
Charles County Government Economic Development
DEFINITION; Ragord Serias: s group af retated records normally fled and used as a unil [or reference as well 0a ralenlion & disposilion purpases.
4. Record Series Tille 5. Earliest Year ! Latest Year

(] Other (specity)

(] otner (specity) 2

File Drawer(s}
Microfilm Reel(s)
Computer Tape(s)
Other {specify)

FREEDOM OF INFORMATION ACT (FOIA} REQUESTS 2012 to 2018
6. Record Series Cescription
{Brially describa Lhe types of information/documents/forms found in tha series. Include the purposa or function af the seres.)
Files may contaln written requests and responses to FOIA
requests.
7. Record Series Formal{s) B. Record Series Sequence 9. Volume
Number
[(x] Letter Size (] mierotitm [(x] Alnhabetical 2 File Drawer(s)
Microfilm Reel(s)

[3 Legal Size {] computer Tape [} Numerical Computer Tape(s)

! Other (specify}
[ Bound Boak ] Foppy Disk {7 ¢heonalogical

10. Annust

[] Audio Tape (] video Tape [ ] Geographical Accumulation Number

. File is used:;
] osity

[ weeky ] Monthiy

12, File becomes inaclive atter
Maonih(s)

[xJAs Needed

3 Year(s)

13. Current Location(s)
10666 Stanhaven Place, Sulte 206
White Plains, MD 20695

{Building, Floor, Room)

[x] ves AL

14. Is record series duplicated elsewhera?

{If yes, specily agency of olfice)

Shared Orive

15. Access Restrictions

[ ves [x] Ne

{If yes, cite law(s} and regulation{s}))

16. Audit Requirements

D State [:] Federal

L= ] None
|:] Independent

County

17. 18 an index system used?
Yes No
{tf yes, explein hriefly and descrbe any hardwarefsollware)

18. Recommended retention
Retain for 3 years and then destroy.

19. Name and Title of Preparer
Lacey Oliver
Administrative Associate

21. Date
10/1212018

20. Telephone Number
301-885-1340




Instructions -- Type or print a
separate form for each new or
revised record series,

AGENCY RECORDS INVENTORY

Page 8 of 18

1. Departmenl/Agency
Charles County Government

2. Division
Economic Development

3. Univ/Program -

DEFINITION: Record Saries: a group of ralated records narmally fiied and usad as a uait Jor reference as wel as ralantien &

dispagilion purposes,

4, Record Series Titte

5. Earliest Year

! \alest Year

COLLECTIONS 7 LOAN FUND FILES 2013 1o 2018
6. Regord Series Description
(Brany describe the lypes of intermation/documenisiforms found in the series, Include the purpose of luaclion of |he seras.}
Files may contain some or all of the following: correspondence,
complaints, payment, agreements, repayment agreement,
corporation documents, backgroeund checks, legal documents,
financial statements, etc.
7. Record Series Formal{s) 8. Record Series Sequence 9. Volume
Number

[x] Letter Size [ ierofiim [x] Alphabetical 3 File Drawer{s}

Microfilm Reel(s)
D Legal Size D Comauter Tape D Numerical Computer Tape(s)

Other {speciy)
C] Bound Book [:] Floppy Disk r__] Chronologica!

10, Annual

[j Audio Tape |:] Video Tape |:] Geographicai Accumulation Number
D Qther {specify) [::] Other (specify) 3 File Orawer(s)

Micradiim Reel(s)

Compuler Tape(s)

| Other (specify)
. File is used; 12. File becomes inactive after
Daily (%] weekly [ Monthly Month(s) 6 Year(s)

13. Curren! Location{s)
10665 Stanhaven Place, Sulte 206
White Plalns, MD 20695

{Building, Flacr, Room)

Yes [ Ine

14 Is record series duplicated elsewhere?

(1 yas, specily agancy or office)
Shared Drive

15. Access Restrictions 16. Audil Requirements L= ] None
Yes El No {If yes, cile law{s) and regulalion(s))
|:| Stale D Federal C! Independent
County

17. |5 an index sfstem used?

[] ves Mo

(I yas, explain brialy and descriva any hardware/soflwara)

t8. Recommended rate|

and then destroy.

ntian

Relaln for & yeara after final payment on account has been made

19. Name and Title of Preparer
Lacey Oliver
Administrative Associate

20. Telephone Number
301-885-1340

21, Date
10/12/12018




Instructions — Type or print a
separate form for each new or

AGENCY RECORDS INVENTORY

BUSINESS ENTERPRISE (MBE) FILES

SMALL LOCAL BUSINESS ENTERPRISE (SLBE) / MINORITY

revised record series. Page 9 of 16
1. Depariment/Agency 2. Division 3. Unit/Program
Charles County Government Economic Development
DEFINITION: Recoid Senas: a group of relalad records normalty fited and used as & unit lor reference as well as ralention & dispasition purposas.,
4. Record Series Title 5. Earliest Year ! Latest Year

2013 2018

to

6. Record Series Description

participating in county contracts and othar procuremont,
The MBE program prometes the growth of minority-owned businesses, and increase their participation in the county's procurement processes.
Fltes may contain some or all of tha following: correspondence, appsicalion, income tax form, inlernal Revenue Sorvice documents, state assessmon! forms, elc.

(Briefly describe tha iypes ol informaliorvdocuments/iorms lound in Lhe saries. Include the purpoae or fupction of Ihe series,)
The SLBE program helps small and local businessos work through the challenges they face when trylng to win gavernment contracls by offering
procurement incentives. The SLBE alsg supports the growth and econarnic vitaillty of Charles County small businesses by Increasing thalr success when

7. Record Series Format(s)

[x] Letter Size
[x] Legal Size

[] sound Book

[:] Audio Tape

D Giher (specify)

[:] Mierofilm
[] computer Tape
[] Flopny Disx

E] Video Tage

8. Record Series Sequence

{x] Alphabetical
[:] Numerical

[] enronclogicat
r:] Geographical

D Other (specify)

9. Volume
Number
4 File Drawer(s)
Microfilm Reel{s)
Computer Tape(s)
Giher {specify)
10, Annval
Accumulation Number
4 File Drawer(s)
Micrefitm Reel(s)
Compuler Tape(s)
Dther (specify)

. File is used:

[ oaily  [x] weexy

(] monthiy

12. File becomes inactive afler

Retain for the life of the business

Month{s)} Year(s)

13, Current Location(s)
10665 Stanhaven Place, Suite 206
White Plains, MD 206%6

(Building, Floor, Rogm)

Yes

14. Is record series duplicated elsewhere?

[:]No

{il yes, spacily agency or office)
Isaries

15, Access Reslrictions

Yes (x] ne

{If yas, cite law(s) and regulation(s}}

E] Slate

16, Audit Requiremenis

x| None

[] tncependent
County

C‘ Federal

17, 15 an index systern used?

Cl Yes E‘] No

(It yes, explain briefly and describe any hardware/sofllware)

18. Recommended retention
Retain for the life of the business until business becomes desolve and
then destroy.

19. Name and Title of Preparer
Lacey Oliver
Administrative Assaciate

20. Telephone Number
301-885-1340

21, Dats
1011212018




Instructions — Type or prinl a
separate form for each new o
ravised recard senies.

AGENCY RECORDS INVENTORY

Page 10 of

16

1. Depariment/Agency
Charles County Government

2. Division
Economic Development

3. Unit/Program

DEFINITYON. Racord Sarias: a group of relatod records narmally fted and ysad a3 2 unil far

as well s releation & di

Surpases.

4, Record Serias Tille

OPINION LETTERS / MEMOS FILES

ECONOMIC DEVELOPMENT DEPARTMENT ZONING TEXT AMENDMENT STAFF

5. Earlies! Year
2006

! Latest Yesr
te 2018

6. Record Series Descrplion

{Briefly destribe ihe typas of informaiien/documentsiforms found in the senes. Intluda the purpbse or funchion of The series.)
The Economic Development Dapartment receives zoning text amendments on various projects which are of proprietary nature. The purpose of a
zoning text amendment Is to estabiish the regulatory framework and provide guidance to businesses affected by the zoning text amendment,

Officlal request letter, supponiing documentation, stafl recommendation memo, etc.

7. Record Series Formal(s)

E Letter Size
[] Legat Size
(] Bound Back
(] Audio Tape

[ ] Other (specity)

[ Microfim

[ Fioppy Disk

] video Tape

D Computer Tape

8. Recard Series Sequence 9 Volume

] aphabeticai i

Cl Numerical

[x] trenclogical

[] Geographical

[ other (specity) q

Number
File Drawer(s)
Microfiim Reel(s)
Computer Tape{s)
Other (specify)
10. Annual
Accumulation Number

File Drawer(s)
Microfilm Reel(s)
Computer Tape(s)
Oiher {specily)

. File is used:
] oaiy

] weekly

[ monthly  [x]As Needed

12. File becomes inactive alter
Month(s)

3 Year(s)

13. Current Location(s)
10685 Stanhaven Place, Suite 206
White Plains, MD 20695

{Building, Floar, Room}

Yes |1—| No

14, Is record series duplicaled elsewhere?

(If yos, specify apenty or office)

15. Access Resliclions 16. Audit Requirements x| None
Yes E No {If yes, cita law(s) and regulation(s})
{Jsae [ rederal [ independen
County

17. Is an index System used?
Yes No

(M yes, explain prislly and any

18, Recommended relention

Retaln for 3 years and then destroy.

19, Nama and Title of Preparer
Lacey Oliver
Administrative Associale

21, Date
10/12/2018

20. Telephone Number
301-885-1340




insiructions -- Type or print a
sepdarale form for each new or
evised record series.

AGENCY RECORDS INVENTORY

Page 11 of 18

1. DepartmenU/Agency
Charles County Government

2. Division

Economic Development

3. Unit/Program

DEFINITION: Racord Series: a group of relaled records normally filed and used a2 a vnil for relerence s well 8s retention & dispesilion purposea.

4. Record Series Title §. Earliest Year ! Latest Year
COUNTY ATTORNEY FILES 2012 o 2018
&. Record Series Description
(BriaNy deacriba the typas af informalionfdogumenis/lorms faund in (he saries. Include tha purposa or funclion of the seriga.}
Files that require reviewal of contracts and Human Resources
personnel matters.
7. Record Seres Formal(s) 8. Record Seres Sequence 9. Velume
Number
[(x] Letter Size ] Microfilm [x] Alphabetical 1 File Orawer(s}
Microfim Reel(s)
[I] Legal Size I:] Computer Tape D Numerical Computer Tape(s)
Other (specify)
D Bound Book D Floppy Disk [:] Chronologicat
10. Annual
[:] Audio Tape D Video Tape |:] Geographical Accumulation Number

I:] Other {specily)

1:] Other (specily} 1

File Drawer(s)
Micraltm Reel(s)
Campuler Tape(s)

Other {specily)

. File is used:

[dpaiy [ weekly 1 Momhly  [x]As Meedes

12. File becomeas inactive after

Month(s) 3 Year(s)

13, Cyrrent Location(s)
10665 Stanhaven Place, Suite 208
White Plains, MD 20685

(Building. Flaor, Room)

14. Is record series duplicated elsewhere?

D Yes E} Ne (It yas, specily agency or olfice)

15. Access Resldclions

D Yes m No LIl yas, cite law(s) and regulalion(s})

16. Audil Requirements

[Cstate [ Federal

(2] Wone
D Independent

County

17 Is an index sysiem used?
[ ves Ne
(It yes, explain briefly and describe any hardwerefsoliware)

18. Recommended retention
Retain for 3 years and then destroy,

19. Name and Title of Preparer
Lacey Oliver
Administralive Associale

20. Telephone Number
301-885-1340

21, Dale
1011212018




[ Ower (specity)

[ Other {specityy 1

Inslructions -- Type or prnt a AGENCY RECORDS INVENTORY
separate form for each new or
revised record sefies. Page 12 of 16
1. Depariment/Agency 2. Division 3. Unit/Program
Charles County Government Economic Development
DEFINITION: Recard Serins: a group of related recard) normally filed and used a3 a wnil lor referenca as well g5 relantion & di purpases.
4. Record Series Tille 5. Earlies! Year {  Latesl Year
LEGISLATIVE FILES 2012 to 2018
6. Record Series Descriplion
{Brially gescribe the types of infarmation/dogumeamaiiorms found in the series, Inclyde Ihe purpess of function of the serips.)
Work files that contain supportive State & Local legislative initiatives
and process,
7. Record Series Formal(s) 8. Record Series Sequence 9. Volume
Number
]z] Lelter Size [] microfiim E] Alphabetical 1 File Drawes{s)
Microfilm Reel(s)
[x] wegal Size [ computer Tape (] Numericat Compuler Tape(s)
hher {spacify)
{7 sounc Baok ) Froppy Disk [ chranslogical
10. Annual
(] Audio Tape (] video Tape [] Geographical Accumulation Number

File Drawer(s)
Microfilm Reel(s)
Computer Tape(s)

Other (specify)

. Filgis used;

[ ] paiy [] weeky [] Maathiy

[[xJas Needed

12. File becomes inaglive afler

Month(s}) 3 Year(s)

13. Curren! Location(s)
10665 Stanhaven Place, Suite 206
White Plaing, MD 20685

(Building, Floar, Raom)

14. Is racord seres duplicated elsewhere?

Yes [x] Mo

(¢ yes, spacity agency or office)

15. Access Restrictions 18, Audil Requirements x| None
Yes E] No {If yos, cita low(s) and ragulaton{s))
Csme [ )Fedeml [ independent
County

17. [s an index system used?
Yes Na
(1l yes, explain briafly and describa any hardwargtgnliwarg)

18. Recommended retention
Retain for 3 years and then destroy.

19. Name and Title of Preparer
Lacey Ofiver
Administralive Associate

20. Telephone Numbear
301-585-1340

21. Date
10/12/2018




Instructions - Type or print a
separate form far each new or
revised record series.

AGENCY RECORDS INVENTORY

fage 13 of 18

1. Department/Agency 2. Division 3. UnitProgram
Charles County Government Economic Development
DEFINITION: Rocord Sariss: a group of relaled records narmally filed and used as B unil [or rgl] a3 well as jon & disposilion purp
4. Record Series Title 5. Earlies! Year ! Latest Year
BUSINESS DEVELOPMENT / JOB CREATION FILES 2012 1o 2018

6. Record Series Description
(Briefly deseribe the lypes of informplion/documenisitorms found in the sen

Work files that contain State and Local Incentives,
{i.e. Job credits}

23, Include the purpese or funclion of the series.)

The purpose Is to keep tract of the Economic Davelopment Departments and Its activitylwork product as it relates to varicus businesses,

White Plains, MO 20685

7. Record Series Formal(s) 8. Recard Series Sequence 9. Volume
' Number
[(x7] Lever size 2] wicrofim [x] Aphabetical 2 File Drawer(s)
Microfilm Resl(s)
[x]) Legal Size [C] computer Tape (] Mumerical Computer Tape(s)
Dther (specify}
[T sound 8oax [] Floppy Disk ] chronalogical
10, Annual
[ autio Tape {1 video Tape ] Gecgraphicai Accumulation Number
D ther (specify} D Other (spetily) 2 Fita Drawer(s})
Microfilm Reel(s)
Compuler Tape(s)
Other (specify)
. File is used: . 12. File becomes inactive afier
] paiy [T ] weexy [ Monthly  [x_]As Meeded Month(s) 5-10 Year(s)
13. Current Locatien(s) (Building, Floor, Rogm) 14, Is record series duplicated elsewhare?
10665 Stanhaven Place, Suite 208 Yas [x] ne (It yes, spacity agency of affice}

15, Access Reslrictions 18. Audit Requiremenis Ll‘_l None
Yes E No (1! yes, cile 1aw(s) and regulalion(s)]
[Csate ] Federal [ Independent
County

17. Is an index sysiem used?
El Yes No
{If yes, sxptain briefly and desenbe any hardware/software)

18. Recommended reiention
Retain throughout the period that a company |s eligible to receive credits and
rataln for 13 years afler company has collecied final ¢cradit,

Lacey Qliver 301-885-
Administrative Assaociate

19. Name and Tille of Preparer 20. Telephone Number z21. Date

1340 10/12/2018




Instruciions -- Type or print a
separate form for each new or
revised record series,

AGENCY RECORDS INVENTORY

Page 14 of 16

1. DepanmenVAgency

2. Division

3. UniYProgram

Charles County Government

Economic Development

OEFINITION: Record Series: a group of relaled racords normaily (lad ana usad as a unii Tor ref

23 well as

p

0N DLIPOILS.

4. Record Sedes Tille
ECONOMIC DEVELOPMENT DEPARTMENT GRANT REQUEST FILE

5. Earliest Year

{ Latest Year

2016 to 2018

6. Record Series Descrigtion

Files may inciude some or all of the followlng
lettar, supporting documentatlon, report, etc.

(Briofy describa the types of infarmation/docurnantstorma found in the saries, Inglyde Lha purpase or lunctian of the sarigs,)
The purpose Is to maintain and tract the departments grant requests over a three year period. This would apply to both the department
requesting a grant and agencies requesting a grant from the Economic Development Department.

: apphcation, award

7. Recard Series Formai(s}

[x] Letter Size
[3 Legal Size
{_] Bound Book
[] Audio Tape

[ Microfilen
E] Computer Tape
(] Foppy Disk

(7] video Tape

8 Record Series Sequence 9. Volume
Number
[x] Alphabeiical 2 File Drawer(s)
Microfilm Reel(s)
(] Numarical Computer Tapa(s)
Other (specify)
[] chrenciogical
10. Annual
I:] Geographical Accumulaticn Number

D Olher {specify) |:| Other {specily} 2 File Drawer(s)
Microfilm Reel(s}
Compuler Tape(s)
Other {specify)
. File is used: 12. File becomes inactive aler
Daily D Waekly [] monthty - [xjQuartery Manth(s) 3 Year(s)

13. Current Location(s)
10665 Stanhaven Place, Suite 206
White Plains, MD 20695

{Building, Floor, Room)

Yes [x]No

14. Is record series duplicated elsewhere?

{If yes, spacity agency or offica)

15. Accass ResViclions

Yes [x] ne

(Il yes, cita law($} and ragylalion(s})

16. Audit Requirements

[] state [ Federal

x | None
[ mdependent

County

17. Is an index syslem used?
Yes No
{1 yas, axplain briefly and doscriba any hardware/soltware}

18. Recommended retention
Retaln for 3 years and then destroy.

19. Name and Tille of Preparer
Lacey Oliver
Administrative Associate

21. Date
10/12/2018

20. Telephone Number
301-885-1340




Instructions -- Type or print a
separale form lor each new or
ravised record serigs.

AGENCY RECORDS INVENTORY

Page 15 ot 16

1. Deparimenl/Agency
Charles County Government

2. Division
Economic Development

3. UnitProgram

DEFIMITION: Record Series! a group of relaled records normatly fited and used as a unil o

as well as £ disposilk

4. Record Series Title

5. Erar;iesl i{ear

! Latest Year

|:I Weekly

Daily

[ monmly  [x]As Needed

Month{s)

ECONOMIC DEVELOPMENT AGREEMENT 7 PUBLIC 2012 v 2018
PRIVATE PARTNERSHIP FILES
6. Record Seses Description
[Briafly describe the types of informalion/dotumentsiorms found in the series. Include the purpose or Tunglion of the sories )
Files may include some or ali of the folfowing: agreements,
correspondence, letters, etc.
7. Record Series Formal(s) 8. Record Serigs Sequence 9. Volume 48
Number

[I' Letler Size CI Microfilm IZI Alphabelical 48 File Drawer(s)}

0 Micrafilm Reel(s)
[ZI tegal Size I:] Compuier Tape D Numerical [] Compuler Tape(s}

[] Other (specily)
[_] Bound Book [ Foppy Disk [C] cheonctogical

10. Annual

[] Audio yape (] videa Tape [] Geograpnical Accurnulation Number
[] other (specity) ] other (specify) 48 Fite Drawer(s)

0 Microfilm Resl(s)

[1] Compuier Tapa(s)

0 Olher (specify)

. File is used: 12, File becomes inactive akter Rotain for life of project

Year(s)

13, Curreni Location(s)
10665 Stanhaven Place, Suite 206
White Plains, MD 20695

{Building, Floar, Room)

14. Is recard series duplicaled elsewhe

Yes D No

re?
{Hi yes, spacily agency or oflica)
Shared Drive

15_Access Restrictions 16. Audil Requiremenls [[x ] Nore
Yes (x] No it yes. cho tawts) ana roguiations)
(] state ] Federa [ independent
County

17. 15 an index 5ysiem used?
Yes Mo

(Il yes, exploin brielly and describe any hardware/soitwara}

18. Recornmended retention
Retaln for life of project and then tra

nsfer to the Archives.

19. Name and Tille of Preparer
Lacey Oliver
Administrative Associate

21. Date
10112/2018

20, Telephone Mumber
301-885-1340




lnstructions -- Type or print a
separate form for each new or
revised record series.

AGENCY RECORDS INVENTORY

Page 16 of 16

2. Division
Economic Development

1. Department/Agency
Charles County Government

3. UniProgram

DEFINITION: Record Series: a group of relaled records normally filed and used as a unil for reference as well as retenfion & disposition purposes.

4. Record Series Title
ELECTRONIC FISCAL YEAR BUDGET TRACKING

Latest Year
2018

5. Earliest Year /
2012 to

6. Record Series Description

{Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the series.)
Budget expenditure for department, tracking of expenses, and check requests.

7. Record Series Formal(s) 8. Record Series Sequence 9. Volume
Number
[] Letter Size [ microfilm ] Atphabeticat 3 File Drawer(s)
Microfilm Reel(s}

[ ] \eoal Size [} Computer Tape [ x ] Numerical Computer Tape(s)

| 1 Other (spacify)
) Bound Book { ) Floppy Disk [] chronoiogical

| 10. Annual
[_] Audio Tape [] video Tape [ ] Geographical Accumulation Number

[Joaily  [x] weekly

[x7] Cther (specity) [] other (specify) 3 File Drawer(s)
Microfilm Reel(s)
Electronic Computer Tape(s)
1 Cther (specify)
. File is used: 12. File becomes inaclive after

5 Year(s)

13. Current Localion(s)
10665 Stanhaven Place, Suite 206
White Plains, MD 20695

14, Is record series duplicated elsewhere?
Yes [ No (Hf yes, specify agency or office)
Office file cabinet

15. Access Restrictions

[]ves ] No

—

{If yes, cile law(s) and regulation(s)

16. Audit Requirements

D StateD Federal

[ x |None

[_] Independent
County

17.1s an index system used?

(] Yes [ x]No

(If yes, explain briefly and describe any hardware/software)

18. Recommended retention
Retain for 6 years and then destroy

20. Telephone Number
301-885-1340

19. Name and Title of Preparer
Lacey Oliver
Administrative Associale

21. Date
10/12/2018




