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RECORDS RETENTION A N D DISPOSAL SCHEDULE 

AGENCY: OFFICE OF PLANNING AND ZONING DIVISION: PLANNING 

Item No. Description Retention 

1A 

IB 

1C 

SUPERSEDES SCHEDULES C-917. C-918 AND C-921 
TRANSITORY CORRESPONDENCE 
Incoming and outgoing correspondence related to matters of 
short term interest. Transmittal correspondence between 
individuals, departments or external parties containing no 
final contractual, financial or policy information. 

ADMINISTRATIVE CORRESPONDENCE 
Incoming and outgoing business-related correspondence 
created in the course of administering agency functions and 
programs. Administrative correspondence documents work 
assigned, work accomplished, transactions made, or actions 
taken. 

EXECUTIVE CORRESPONDENCE 
Incoming and outgoing non-transitory, business-related 
correspondence of the agency director. These records 
document executive decisions made regarding agency 
interests and provide unique information relating to the 
functions, policies, procedures or programs of the agency. 

ZONING APPLICATION FILES 
Individual zoning application files for requests for rezoning, 
special exception and variances containing applications, P&Z 
staff report, site plan, agency comments and decision of 
Hearing Officer or Board of Appeals. 

NON-CONFORMING USE FILES 
Individual files containing application for legal non
conforming use, site plan, documentary evidence, affidavits 
and annual questionnaires. Files are numbered by year and 
case number (e.g. 2009-0117-N). 

Retain until administrative need 
ends and then destroy. 

Retain for two (2) years and then 
destroy. 

Retain for 6 years after Director 
terminates position and then 
transfer to MD State Archives. 

Retain closed files in-house for three 
(3) years then transfer to outside 
storage for ten (10) years, then 
destroy. 

Retain in-house for 100 years then 
transfer to MD State Archives for 
permanent retention. 

Schedule Approved by 
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Chief AdrnirusBatwe^fficer 

Date Signature Date Signature ^**"*«»^_^ 

Schedule Approved by 
Agency or Division Representative 

Schedule Approved by 
State Archivist . « 
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Date Signature Date Signature 
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RECORDS RETENTION A N D DISPOSAL SCHEDULE 
(Continuation Sheet) 

AGENCY: OFFICE OF PLANNING AND ZONING DIVISION: PLANNING 

Item No. Description Retention 

10 

COMPREHENSIVE ZONING FILES 
Individual files on applications for change or retention of zoning 
during comprehensive zoning process. Includes department and 
PAB recommendations. 

PLANNING ADVISORY BOARD FILES 
Meeting minutes and decisions; background files and studies. 

ADOPTED MASTER PLANS 
General Development Plans, Water and Sewer Master Plans, 
Small Area Plans, Town Center Plans, Greenways Master Plan, 
etc. 

PLANNING STUDIES, REPORTS, AND DOCUMENTS 
Studies, reports, inventories, and other publications. 

MAPS AND AERIAL PHOTOGRAPHS 
Aerial photographs 1943, 1952, 1961-1963, 1970, 1977, 1980, 
1984, 1988, 1990, 1995 and, comprehensive zoning maps. 

DEMOGRAPHIC PUBLICATIONS 
Publications on population and housing from each census, 
population of small areas, population and housing, income and 
employment data tract level. 

DEVELOPMENT IMPACT FEES 
Credit agreements between County and property owners for use 
of impact fees paid toward school and road projects; reports, 
background materials and correspondence. 

Retain closed files in-house for fifty 
(50) years, transfer to outside storage 
for twenty (20) years and then 
destroy. 

Retain minutes and decisions in-
house for twenty (20) years then 
transfer to MD State Archives. Retain 
background files for two (2) years then 
destroy. Retain recordings for five (5) 
years then destroy. In accordance 
with §1-3-102 of County Code. 

Retain in-house for 40 years then 
transfer to MD State Archives for 
permanent retention. 

Retain in-house for twenty (20) years, 
then transfer to outside storage for 
twenty (20) years, then destroy. 

Retain in-house for 150 years, then 
transfer to MD State Archives for 
permanent retention. 

Retain in-house for twenty (20) years, 
then transfer to MD State Archives 
for permanent retention. 

Retain in-house twenty (20) years 
after project completion and then 
destroy. 
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RECORDS RETENTION AND DISPOSAL SCHEDULE 
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AGENCY: OFFICE OF PLANNING AND ZONING DIVISION: PLANNING 

Item No. Description Retention 

11 

12 

13 

CULTURAL RESOURCES FILES 
Historic and archaeological site evaluations, background and 
final reports. 

ZONING CERTIFICATES OF USE 
Approved certificates of use. 

ZONING ENFORCEMENT CASE FILES 
Case files on reported zoning violations including notices, 
citations, inspector notes, correspondence, photographs, and 
final disposition of violation. 

Retain reports in-house for 100 
years then transfer to MD State 
Archives for permanent retention. 
Retain backup in-house for 10 years 
then destroy. 

Retain hard copy in-house for 30 
days then destroy. Retain electronic 
copy in house for 20 years then 
transfer to MD State Archives for 
permanent retention. 

Retain in-house for one year, then 
transfer to outside storage for six 
years, then destroy. 



Instructions -Type or Print a separate form for 

each new or revised 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 

A G E N C Y R E C O R D S I N V E N T O R Y 

PAGE 1 O F 1 

1. Department/Agency 

Anne Arundel County 

Office of Planning and Zoning 

2. Division 

Planning 

3. Unit 

Administration 

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition 
purposes. 
4. Record Series Title 

ITEM 1 - CORRESPONDENCE 

5. Earliest Year/Latest Year 

2014 to 2018 

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the 

series.) 
1 A- Transitory Correspondence-Incoming and outgoing correspondence related to matters of short term interest. Transmittal correspondence 
between individuals, departments or external parties containing no final contractual, financial or policy information. 
1B- Administrative Correspondence- Incoming and outgoing business-related correspondence created in the course of administering agency 
functions and programs. Administrative correspondence documents work assigned, work accomplished, transactions made, or actions taken. 
1C - Executive Correspondence - Incoming and outgoing non-transitory, business-related correspondence of the agency director. These records 
document executive decisions made regarding agency interests and provide unique information relating to the functions, policies, procedures or 
programs of the agency. 

7. Record Series Format(s) List all 

f ^ Letter S ize • Microfilm 

| 3 Legal S ize • Computer T a p e 

• Audio T a p e f j F loppy Disk 

Bound Book f j V ideo T a p e 

Other (specify) Email 

8. Record Series Sequence 

• Alphabetical 

• Numerical 

• Chronological 

f j Geographical 

O 'ner (specify) By topic 

9. Vo lume 

. 2 5 0 

r£j File Orawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s ) 

O Other ( s p e c i f y ) _ E m a i l _ 2 . 3 G B _ 

10. Annual Accumulation 

Var ies 

Number 

O File Drawer(s) 

• Microfilm Reel(s) 

Q Computer Tape(s ) 

Q Other (specify) 

11. File is U s e d 

• Daily E) Weekly • Monthly • Annually 

12. File Becomes Inactive After 

3 

Number • MonUi(s) ^ Year(s ) 

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

2664 Riva Road , Annapolis, A" Floor 

14. Is Record Series Duplicated E lsewhere? (If yes , specify agency or office.) 

• Y e s H N o 

15. A c c e s s Restrictions (If Y e s , cite Law(s) & Regulation(s) 

• Y e s S No 

16. Audit Requirements 

£3 None • State f j Federal f j Independent 

17. Is an Index System used? If yes , explain briefly and descr ibe requirements 

• Y e s S No 
18. Recommended Retention 
1 A- retain until administrative need ends then destroy. 
1B- retain for two years then destroy. 
1C- retain for 6 years after Director terminates position then transfer to 
MD State Archives. 

19. Name and Title of Preparer 

Jean Tinsley, Management Assistant 

20. Telephone Number 

410-222-7452 

21. Date 

9/14/18 

DGS 550-4 (Rev. 1/93) 
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Instructions -Type or Print a separate form for 

each new or revised 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 
410-799-1930 

A G E N C Y R E C O R D S I N V E N T O R Y 

v 1' = = i ! 

Instructions -Type or Print a separate form for 

each new or revised 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 
410-799-1930 

PAGE 1 O F 1 

1. Department/Agency 2. Division 3. Unit 

Anne Arundel County Planning Zoning Section 

Office of Planning and Zoning 

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition 
purposes. 
4. Record Series Title 

ITEM 2 - ZONING APPLICATION FILES 

5. Earliest Year/Latest Year 

2015 to 2018 

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the 

series.) 

Zoning application files for requests for rezoning, special exceptions, and variances containing applications, staff reports, site plans, agency comments, 

and decisions of the Hearing Officer or Board of Appeals. 

7. Record Series Format(s) List all 

Letter S ize • Microfilm 

£3 Legal S ize Q Computer T a p e 

• Audio T a p e • Floppy Disk 

l~l Bound Book Q V ideo T a p e 

• Other (specify) 

8. Record Series Sequence 

• Alphabetical 

^ Numerical 

• Chronological 

• Geographical 

^ ) Other (specify) B y case 

9. Volume 

_ 9 5 0 _ + / -

Number 

B| File Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s ) 

• Other (specify) 

10. Annual Accumulation 

40 

Number 

El File Drawer(s) 

Microfilm Reel(s) 

• Computer Tape(s ) 

• Other (specify) 

11. File is Used 

^ Daily • Weekly • Monthly • Annually 

12. File Becomes Inactive After 

3 

Number • Month(s) ^ Year (s ) 

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

2664 Riva Road , Annapolis, 3 r d Floor 

14. Is Record Series Duplicated E lsewhere? (If yes , specify agency or office.) 

Kl Y e s • No 

Office of Administrative Hearings 

15. Access Restrictions (If Y e s , cite Law(s) & Regulation(s) 

• Y e s ^ No 

16. Audit Requirements 

None • State • Federal • Independent 

17. Is an Index System used? If yes , explain briefly and describe requirements 

• Y e s H N° 
18. Recommended Retention 

Retain in-house for three years, then transfer to outside storage for ten 

years, then destroy. 

19. Name and Title of Preparer 

Jean Tinsley, Management Assistant 

20. Telephone Number 21. Date 

410-222-7452 9/14/18 

DGS 550-4 (Rev. 1/93) 



Instructions -Type or Print a separate form for 

each new or revised 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 
410-799-1930 

A G E N C Y R E C O R D S I N V E N T O R Y 

PAGE 1 OF 1 

1. Department/Agency 

Anne Arundel County 

Office of Planning and Zoning 

2. Division 

Planning 

3. Unit 

Zoning Section 

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition 
purposes. 
4. Record Series Title 

ITEM 3 - NON-CONFORMING USE FILES 

5. Earliest Year/Latest Year 

1977 to 2018 

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the 

series.) 

Application, site plan, evidence, annual questionnaires. Zoning code provides a process for registration of a use that is no longer permitted in the 

zoning district, but that existed as a legal use prior to the enactment of subsequent zoning laws. 

7. Record Series F o r m a t s ) List all 

El Letter S ize • Microfilm 

El Legal S ize • Computer T a p e 

• Audio T a p e • Floppy Disk 

• Bound Book • V ideo T a p e 

• Other (specify) 

8. Record Series Sequence 

• Alphabetical 

El Numerical 

• Chronological 

• Geographical 

El Other (specify) B y case 

9. Volume 

1600+/-

El File Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s ) 

• Other (specify) 

10. Annual Accumulation 

40 

Number 

El File Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s ) 

• Other (specify) 

11. File is U s e d 

El Daily • Weekly • Monthly • Annually 

12. File Becomes Inactive After 

3 

Number • Month(s) El Year (s ) 

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

2664 Riva R o a d , Annapolis, 3 " Floor 

14. Is Record Series Duplicated E lsewhere? (If yes , specify agency or office.) 

• Y e s El No 

15. A c c e s s Restrictions (If Y e s , cite Law(s) & Regulation(s) 

• Y e s El N o 

16. Audit Requirements 

El None • State • Federal • Independent 

17. Is an Index System used? If yes , explain briefly and describe requirements 

• Y e s El N o 
18. Recommended Retention 

Retain in-house for 100 years then transfer to State Archives for 

permanent retention. 

19. Name and Title of Preparer 

Jean Tinsley, Management Assistant 

20. Telephone Number 

410-222-7452 

21. Date 

9/14/18 

DGS 550-4 (Rev. 1/93) 



Instructions -Type or Print a separate form for 

each new or revised 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 
410-799-1930 

A G E N C Y R E C O R D S I N V E N T O R Y 

PAGE 1 OF 1_ 

1. Department/Agency 

Office of Planning and Zoning 

2. Division 

Planning 

3. Unit 

Long Range Planning Section 

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition 
purposes. 
4. Record Series Title 

ITEM 4- COMPREHENSIVE ZONING FILES 

5. Earliest Year/Latest Year 

1972 to 2012 

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the 

series.) 

Comprehensive Zoning Applications, maps, and supporting documentation. 

7. Record Series Format(s) List all 

El Letter S i ze • Microfilm 

El Legal S i ze • Computer T a p e 

Q Audio T a p e Q Floppy Disk 

• Bound Book • V ideo T a p e 

• Other (specify) 

8. Record Series Sequence 

• Alphabetical 

El Numerical 

El Chronological 

• Geographical 

• Other (specify) 

9. Vo lume 

2000 +/-

El File Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s ) 

Q Other (specify) 

10. Annual Accumulation 

Number: No annual accumulation. Process is undertaken approximately 

every 8 years. 

El File Drawer(s) 

• Microfilm Reel(s) 

Q Computer Tape(s ) 

• Other (specify) 

11. File is U s e d 

Var ies 

• Dally • Weekly Monthly Q Annually 

12. File Becomes Inactive After: n/a 

Number • Month(s) • Year(s) 

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

2664 Riva R o a d , 4 0 1 Floor 

14. Is Record Series Duplicated E lsewhere? (If yes , specify agency or office.) 

• Y e s El No 

15. A c c e s s Restrictions (If Yes , cite Law(s) & Regulation(s) 

• Y e s El No 

16. Audit Requirements 

El None • State • Federal • Independent 

17. Is an Index System used? If yes , explain briefly and describe requirements 

• Y e s El No 

Numerical system and by Planning Area or Counci l District. 

18. Recommended Retention 

Retain in-house for fifty (50) years, then transfer to outside storage for 

twenty (20) years, then destroy. 

19. Name and Title of Preparer 

Jean Tinsley, Management Assistant 

20. Telephone Number 21. Date 

410-222-7452 9/14/18 

DGS 550-4 (Rev. 1/93) 



Instructions -Type or Print a separate form for 

each new or revised 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 
410-799-1930 

A G E N C Y R E C O R D S I N V E N T O R Y 

PAGE 1 OF 1 

1. Department/Agency 

Anne Arundel County 

Office of Planning and Zoning 

2. Division 

Planning 

3. Unit 

Administration 

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition 
purposes. 
4. Record Series Title 

ITEM 5 - PLANNING ADVISORY BOARD FILES 

5. Earliest Year/Latest Year 

2000 to 2018 

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the 

series.) 

Meeting minutes and decisions of the Planning Advisory Board; background files; and studies. • 

7. Record Series Format(s) List all 

El Letter S i ze • Microfilm 

El Legal S ize • Computer T a p e 

El Audio T a p e • Floppy Disk 

El Bound Book • V ideo T a p e 

El Other (specify) C D s 

8. Record Series Sequence 

• Alphabetical 

Q Numerical 

El Chronological 

O Geographical 

• Other (specify) 

9. Vo lume 

_270 +/ 

Number 

El Pile Drawer(s) 

• Microfilm Reel(s) 

l~l Computer Tape(s ) 

• Other (specify) 

10. Annual Accumulation 

15 +/-

El File Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s ) 

• Other (specify) 

11. File Is U s e d 

• Daily • Weekly Monthly • Annually 

12. File Becomes Inactive After 

Number • • Month(s) • Year(s ) 

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

2664 Riva R o a d , Annapolis, 4" 'F loor 

14. Is Record Series Duplicated E lsewhere? (If yes, specify agency or office.) 

• Y e s E| No 

15. A c c e s s Restrictions (If Yes , cite Law(s) & Regulation(s) 

• Y e s El No 

16. Audit Requirements 

El None • State • Federal • Independent 

17. Is an Index System used? If yes , explain briefly and describe requirements 

• Y e s El No 

18. Recommended Retention 

Retain minutes and decisions in house for twenty years then transfer to 

State Archives. Retain background files for two years then destroy. 

Retain recordings for five years then destroy. In accordance with §1-3-

102 of County Code. 

19. Name and Title of Preparer 

Jean Tinsley, Management Assistant 

20. Telephone Number 

410-222-7452 

21. Date 

9/14/18 

DGS 550-4 (Rev. 1/93) 



Instructions -Type or Print a separate form for 

each new or revised 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 
410-799-1930 

A G E N C Y R E C O R D S I N V E N T O R Y 

PAGE 1 O F . 

1. Department/Agency 

Office of Planning and Zoning 

2. Division 

Planning 

3. Unit 

Multiple 

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition 
purposes. 
4. Record Series Title 

ITEM 6- ADOPTED MASTER PLANS 

5. Earliest Year/Latest Year 

1978 to 2018 

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the 

series.) 

General Development Plans, Water & Sewer Master Plans, Small Area Plans, Town Center Plans, Greenways Master Plans. 

7. Record Series Format(s) List all 

• Letter Size • Microfilm 

• Legal S i ze • Computer T a p e 

• Audio T a p e • Floppy Disk 

El Bound Book • V ideo T a p e 

E| Other ( s p e c l f y ) _ C D s _ 

8. Record Series Sequence 

El Alphabetical 

• Numerical 

El Chronological 

Q Geographical 

• Other (specify) 

9. Volume 

50 

Number 

El File Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s ) 

• Other (specify) 

10. Annual Accumulation 

Number 

El File Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s ) 

• Other (specify) n/a_ 

11. File is U s e d 

• Daily El Weekly Monthly Q Annually 

12. File Becomes Inactive After 

Number • Month(s) • Year(s ) 

N/A 

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

2664 Riva Road , Annapolis, 4 " Floor 

14. Is Record Series Duplicated E lsewhere? (If yes , specify agency or office.) 

El Y e s • No 

Available on website. 

15. A c c e s s Restrictions (If Y e s , cite Law(s) & Regulation(s) 

• Y e s El N° 
16. Audit Requirements 

El None • State • Federal • Independent 

17. Is an Index System used? If yes , explain briefly and descr ibe requirements 

• Y e s El No 

18. Recommended Retention 

Retain in-house for 40 years then transfer to MD State Archives for 

permanent retention. 

19. Name and Title of Preparer 

Jean Tinsley, Management Assistant 

20. Telephone Number 21. Date 

410-222-7452 9/14/18 

DGS 550-4 (Rev. 1/93) 



Instructions -Type or Print a separate form for 

each new or revised 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 
410-799-1930 

A G E N C Y R E C O R D S I N V E N T O R Y 

1. Department/Agency 

Anne Arundel County 

Office of Planning and Zoning 

2. Division 

Planning 

3. Unit 

Research & GIS/Long Range Planning / Zoning/ 

Zoning Enforcement/ Cultural Resources 
DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition 
purposes. 
4. Record Series Title 

ITEM 7- PLANNING STUDIES, REPORTS, AND DOCUMENTS 

5. Earliest Year/Latest Year 

1970'sto Present 

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the 

series.) 

Studies, reports, inventories, and other publications. 

7. Record Series Format(s) List all 

E) U t t e r S ize • Microfilm 

El Legal S i ze • Computer T a p e 

• Audio T a p e • Floppy Disk 

El Bound Book • V ideo T a p e 

El Other ( s p e c i f y ) _ C D s _ 

8. Record Series Sequence 

• Alphabetical 

Q Numerical 

E) Chronological 

• Geographical 

Q Other (specify) 

9. Volume 

50+/-

E) File Drawer(s) 

• Microfilm Reel(s) 

Q Computer Tape(s ) 

• Other (specify) 

10. Annual Accumulation 

Number: 5 

El File Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s ) 

• Other (specify) 

11. File is U s e d 

• Daily • Weekly Monthly • Annually 

12. File Becomes Inactive After: n/a 

• Month(s) • Year(s ) 

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

2664 Rlva Road , 3™ and 4" Floors 

14. Is Record Series Duplicated E lsewhere? (If yes , specify agency or office.) 

• Y e s E | No 

15. Access Restrictions (If Y e s , cite Law(s) & Regulatlon(s) 

• Y e s E | No 

16. Audit Requirements 

El None • State • Federal • Independent 

17. Is an Index System used? If yes , explain briefly and descr ibe requirements 

• Y e s El No 

18. Recommended Retention 

Retain in-house for 20 years then transfer to outside storage for 20 

years, then destroy. 

19. Name and Title of Preparer 

Jean Tinsley, Management Assistant 

20. Telephone Number 21. Date 

410-222-7452 9/14/18 

DGS 550-4 (Rev. 1/93) 



Instructions -Type or Print a separate form for 

each new or revised 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 
410-799-1930 

A G E N C Y R E C O R D S I N V E N T O R Y Instructions -Type or Print a separate form for 

each new or revised 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 
410-799-1930 

PAGE 1 O F 1 

1. Department/Agency 

Anne Arundel County 

Office of Planning and Zoning 

2. Division 

Planning 

3. Unit 

Research and GIS Section 

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for re) 
purposes. 

erence as well as retention and disposition 

4. Record Series Title 

ITEM 8 - MAPS AND AERIAL PHOTOGRAPHS 

5. Earliest Year/Latest Year 

1943 to present 

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the 

series.) 

Aerial photographs, zoning maps, critical area maps, addressing maps, topo maps, tax maps, wetland maps, water/sewer maps, landscape maps. 

7. Record Series Format(s) List all 

El Letter S ize • Microfilm ' 

El Legal S ize • Computer T a p e 

• Audio T a p e • Floppy Disk 

El Bound Book • V ideo T a p e 

El Other (specify) 30 x 50 Photos; 24 x 36 Mylars; Paper; C D s 

8. Record Series Sequence 

• Alphabetical 

El Numerical 

El Chronological 

• Geographical 

El Other (specify) Zoning 

Gr id 

9. Volume 

_15,000 *l-

Number 

El File Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s ) 

El Other (specify) Hanging files 

7. Record Series Format(s) List all 

El Letter S ize • Microfilm ' 

El Legal S ize • Computer T a p e 

• Audio T a p e • Floppy Disk 

El Bound Book • V ideo T a p e 

El Other (specify) 30 x 50 Photos; 24 x 36 Mylars; Paper; C D s 

8. Record Series Sequence 

• Alphabetical 

El Numerical 

El Chronological 

• Geographical 

El Other (specify) Zoning 

Gr id 

10. Annual Accumulation 

300 

Number 

Q File Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s ) 

El Other (spec i fy )_Dlg i ta l format - 300 G B 

11. File is U s e d 

El dai ly • Weekly • Monthly • Annually 

12. File Becomes Inactive After 

Number • Month(s) • Year(s ) 

N/A 

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

2664 Riva Road , Annapolis, A" Floor 

14. Is Record Series Duplicated E lsewhere? (If yes , specify agency or office.) 

• Y e s El No 

15. Access Restrictions (If Y e s , cite Law(s) & Regulatlon(s) 

• Y e s El No 

16. Audit Requirements 

El None • State • Federal • Independent 

17. Is an Index System used? If yes , explain briefly and describe requirements 

El Y e s • No 

Year created, A D C Gr id , Zoning Gr id 

18. Recommended Retention 

Retain in-house for 150 years then transfer to State Archives for 

permanent retention. 

19. Name and Title of Preparer 

Jean Tinsley, Management Assistant 

20. Telephone Number 

410-222-7452 

21. Date 

9/14/18 

DGS 550-4 (Rev. 1/93) 



Instructions -Type or Print a separate form for 

each new or revised 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 
410-799-1930 

A G E N C Y R E C O R D S I N V E N T O R Y Instructions -Type or Print a separate form for 

each new or revised 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 
410-799-1930 

PAGE 1 OF 1 

1. Department/Agency 

Anne Arundel County 

Office of Planning and Zoning 

2. Division 

Planning 

3. Unit 

Research and GIS Section 

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition 
purposes. 
4. Record Series Title 

ITEM 9 - DEMOGRAPHIC PUBLICATIONS 

5. Earliest Year/Latest Year 

2005 to Present 

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the 

series.) 

Publications on population, housing, development, and other demographic data. 

7. Record Series Format(s) List all 
I 

• Letter S i ze • Microfilm 

• Legal S i ze • Computer T a p e 

• Audio T a p e • Floppy Disk 

E) Bound Book • V ideo T a p e 

• Other (specify) 

8. Record Series Sequence 

• Alphabetical 

• Numerical 

EJ Chronological 

Q Geographical 

• Other (specify) 

9. Vo lume 

60 

Number 

E| File Drawer(s) 

• Microfilm Reel(s) 

f~l Computer T a p e ( s ) 

• Other (specify) 

10. Annual Accumulation 

'5 

Number 

El File Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s ) 

• Other (specify) 

11. File is Used 

• Daily • Weekly Monthly • Annually 

12. File Becomes Inactive After 

Number • Month(s) • Year(s ) 

N/A 

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

2664 Riva R o a d , Annapolis, 4 m Floor 

14. Is Record Series Duplicated E lsewhere? (If yes , specify agency or office.) 

• Y e s El No 

15. A c c e s s Restrictions (If Y e s , cite Law(s) & Regulation(s) 

• Y e s El No 

16. Audit Requirements 

El None • State • Federal • Independent 

17. Is an Index System used? If yes , explain briefly and descr ibe requirements 

• Y e s El No 
18. Recommended Retention 

Retain in house for twenty years then transfer to State Archives for 

permanent retention. 

19. Name and Title of Preparer 

Jean Tinsley, Management Assistant 

20. Telephone Number 21. Date 

410-222-7452 9/14/18 

DGS 550-4 (Rev. 1/93) 



Instructions -Type or Print a separate form for 

each new or revised 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 

A G E N C Y R E C O R D S I N V E N T O R Y 

1. Department/Agency 

Anne Arundel County 

Office of Planning and Zoning 

2. Division 

Planning 

3. Unit 

Research and GIS Section 

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes 
4. Record Series Title 

ITEM 10 - DEVELOPMENT IMPACT FEE FILES 

5. Earliest Year/Latest Year 

.1990 to Present 

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the series.) 

Records of Development Impact Fee Vouchers and Refunds. 

7. Record Series Format(s) List all 

El Letter S ize • Microfilm 

El Legal S ize • Computer T a p e 

• Audio T a p e Q Floppy Disk 

El Bound Book • V ideo T a p e 

• Other (specify) 

8. Record Series Sequence 

El Alphabetical 

• Numerical 

El Chronological 

Q Geographical 

El Other (specify) Building permit 

number 

9. Vo lume 

_ 5 0 -60 

El File Drawer(s) 

• Microfilm Reel(s) 

Q Computer T a p e ( s ) 

• Other (specify) 

10. Annual Accumulation 

Number 

El File Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s ) 

• Other (specify) 

11. File is U s e d 

• Daily El Weekly • Monthly • Annually 

12. File Becomes Inactive After 

3 

Number • Month(s) El Year (s ) 

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

2664 Riva R o a d , Annapolis, , 4 m Floor 

14. Is Record Series Duplicated E lsewhere? (If yes , specify agency or office.) 

• Y e s El N o 

15. Access Restrictions (If Y e s , cite Law(s) & Regulation(s) 

• Y e s El No 

16. Audit Requirements 

• None • State • Federal El Independent 

17. Is an Index System used? If yes , explain briefly and descr ibe requirements 

• Y e s El No 

18. Recommended Retention 

Retain in house twenty years after project completion and then destroy. 

19. Name and Title of Preparer 

Jean Tinsley, Management Assistant 

20. Telephone Number 

410-222-7452 

21. Date 

9/14/18 

DGS 550-4 (Rev. « 9 3 ) 



Instructions -Type or Print a separate form for 

each new or revised 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 
410-799-1930 

A G E N C Y R E C O R D S I N V E N T O R Y 

PAGE 1 OF 1 

1. Department/Agency 

Anne Arundel County 

Office of Planning and Zoning 

2. Division 

Planning 

3. Unit 

Cultural Resources Section 

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition 
purposes. 
4. Record Series Title 

ITEM 11 - CULTURAL RESOURCES FILES 

5. Earliest Year/Latest Year 

1940 to 2018 

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the 

series.) 

Historic, archaeology, cemetery site files and Compliance Reports. Site form and supporting documentation for Maryland Inventory of Historic Sites, 

Archaeological site forms and Historic cemeteries. 

7. Record Series Format(s) List all 

El Letter S i ze • Microfilm 

El Legal S ize • Computer T a p e 

• Audio T a p e Q F loppy Disk 

El Bound Book El V ideo T a p e 

• Other (specify) 

8. Record Series Sequence 

• Alphabetical 

El Numerical 

• Chronological 

Q Geographical 

• Other (specify) 

9. Volume 

8000 +/-

Number 

El File Drawer(s) 

• Microfilm Reel(s) 

• Computer T a p e ( s ) 

• Other (specify) 

10. Annual Accumulation 

60 

Number 

El File Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s ) 

• Other (specify) 

11. File is Used 

El Daily • Weekly • Monthly • Annually 

12. File Becomes Inactive After 

Number • Month(s) • Year(s ) 

N/A 

13. Current Location(s) (Bldg., F loor, Room) 

2664 Riva Road , Annapol is , 4 1" Floor 

14. Is Record Series Duplicated E lsewhere? (If yes , specify agency or office.) 

El Y e s • No 

Maryland Historical Trust 

15. A c c e s s Restrictions (If Y e s , cite Law(s) & Regulation(s) 

El Y e s • No 

( 1 6 U S C 470w-3) Federal Archaeological Data is Restricted for Site Protection 

State = Art 83B 5-615(d) and Art 4 0 / C O M A R 05.08.05 102 

16. Audit Requirements 

El None • State • Federal • Independent 

17. Is an Index System used? If yes , explain briefly and describe requirements 

El Y e s • No 

State Assigned Site Numbers 

18. Recommended Retention 

Retain reports in house for 100 years then transfer to State Archives for 

permanent retention. 

19. Name and Title of Preparer 

Jean Tinsley, Management Assistant 

20. Telephone Number 

410-222-7452 

21. Date 

9/14/18 

DGS 550-4 (Rev. 1/93) 



1 

Instructions -Type or Print a separate form for 

each new or revised 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 
410-799-1930 

A G E N C Y R E C O R D S I N V E N T O R Y 

1. Department/Agency 

Anne Arundel County 

Office of Planning and Zoning 

2. Division 

Planning 

3. Unit 

Zoning Enforcement Section 

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition 
purposes. 
4. Record Series Title 

ITEM 12-ZONING CERTIFICATES OF USE 

5. Earliest Year/Latest Year 

2002 to 2018 

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the 

series.) 

Files containing business name, address, and zoning of property. All uses except single family dwellings are required to obtain a Certificate which 

certifies compliance with zoning. 

7. Record Series Format(s) List all 

El Letter S ize • Microfilm 

• Legal S ize • Computer T a p e 

• Audio T a p e • Floppy Disk 

• Bound Book • V ideo T a p e 

El Other (specify)_Computer disk 

8. Record Series Sequence 

• Alphabetical 

• Numerical 

El Chronological 

• Geographical 

I Other (specify) B y case 

year 

9. Volume 

40*/-

Number 

El File Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s ) 

• Other (specify) 

10. Annual Accumulation 

400-500 

El File Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s ) 

• Other (specify) 

11. File is U s e d 

El Daily • Weekly • Monthly . • Annually 

12. File Becomes Inactive After 

Number • Month(s) • Year(s ) 

N/A 

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

2664 Riva R o a d , Annapolis, 3 « Floor 

14. Is Record Series Duplicated E lsewhere? (If yes , specify agency or office.) 

El Y e s • No 

Office of Administrative Hearings 

15. A c c e s s Restrictions (If Yes , cite Law(s) & Regulation(s) 

• Yes El No 

16. Audit Requirements 

El None • State • Federal • Independent 

17. Is an Index System used? If yes , explain briefly and describe requirements 

• Y e s El No 
18. Recommended Retention 

Retain hard copy in house for thirty days then destroy. Retain electronic 

copy in house for twenty years then transfer to State Archives for 

permanent retention. 

19. Name and Title of Preparer 

Jean Tinsley, Management Assistant 

20. Telephone Number 

410-222-7452 

21. Date 

9/14/18 

DGS 550-4 (Rev. 1/93) 



INSTRUCTIONS - TYPE OR PRINT A 
SEPARATE FORM FOR EACH NEW/REVISED 
ELECTRONIC RECORD SERIES. FORWARD 
WITH 
RECORDS RETENTION SCHEDULE (DGS 
550-1) 
COMAR 14.18.02 

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 14.18.02 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD, P.O. BOX 275 
JESSUP, MARYLAND 20794 

(410)799-1930 Page 1 of 1 

1 DEPARTMENT/AGENCY 
Anne Arundel County Office of Planning 
and Zoning 

2 DIVISION 
Planning 

3 UNIT 
Zoning Enforcement 

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 E L E C T R O N I C R E C O R D SERIES T ITLE 
ITEM 12 - ZONING CERTIFICATE OF USE FILES 

5 EARLIEST YEAR/LATEST Y E A R 

2002 to 2018 

6 INPUT - Identify source of information to be entered 
Application information 

7 O U T P U T - Identify the use/s of information generated by system 
Date of issuance, use of property, zoning 

8 E L E C T R O N I C R E C O R D SERIES DESCRIPT ION - Briefly describe the information/documents/forms 
contained in a series. Include purpose and function of the system. 

The database contains date of issuance, name of business, address and zoning of property. All uses except single family 
dwellings are required to obtain a certificate which certifies compliance with zoning. 

9 POLICY ON A C C E S S AND U S E - Explain or attach copy if established in writing. 

The database is open to the public and may be searched remotely. 

10 UPDATING C Y C L E S O R CONDIT IONS AND RULES F O R REVIS ING INFORMATION IN T H E S Y S T E M 

Revisions are made under a separate field in the database. Original information is retained. 

11 SPECIFY T H E LOCAT ION AND MEDIA O F T H E MAIN E L E C T R O N I C DATA FILE. Explain the progression established to 
ensure the record's retention and usability throughout the record's authorized life cycle. 

The database is maintained on the County's electronic network drive, maintained by the Office of Information Technology. 

12 R E C O M M E N D E D R E T E N T I O N 
Retain in house for twenty years then transfer to State Archives for permanent retention. 

13 T Y P E D O R PRINTED NAME O F 
PREPARER 

Jean Tinsley 

14 T E L E P H O N E NUMBER 
410-222-7452 

15 DATE 
9/14/18 

16 T ITLE OF PREPARER 
Management Assistant 

DGS 550-6 (rev. 10/12) 



Instructions -Type or Print a separate form for 

each new or revised 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 
410-799-1930 

A G E N C Y R E C O R D S I N V E N T O R Y 

PAGE 1 OF 1 

1. Department/Agency 

Anne Arundel County 

Office of Planning and Zoning 

2. Division 

Planning 

3. Unit 

Zoning Enforcement Section 

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition 
purposes. • 
4. Record Series Title 

ITEM 13-ZONING ENFORCEMENT FILES 

5. Earliest Year/Latest Year 

2010 to 2018 

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the 

series.) 

Case files on reported zoning violations including notices, citations, inspector notes, correspondence, photographs and final disposition of violation. 

7. Record Series F o r m a t s ) List ail 

El Letter S i ze • Microfilm 

El Legal S i ze • Computer T a p e 

Q Audio T a p e • Floppy Disk 

Q Bound Book Q V ideo T a p e 

Q Other (specify) 

8. Record Series Sequence 

• Alphabetical 

E) Numerical 

• Chronological 

• Geographical 

• Other (specify) 

9. Volume 

2000 

Number 

El Pile Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s ) 

• Other (specify) 

10. Annual Accumulation 

2000 

Number 

El File Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s ) 

• Other (specify) 

11. File is Used 

• Daily • Weekly Monthly Annually 

12. File Becomes Inactive After - compliance with code is achieved 

Number • Month(s) • Year(s) 

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

2664 Riva R o a d , Annapolis, 3" Floor 

14. Is Record Series Duplicated E lsewhere? (If yes, specify agency or office.) 

• Y e s El No 

15. A c c e s s Restrictions (If Y e s , cite Law(s) & Regulation(s) 

• Y e s El No 

16. Audit Requirements 

El None • State f j Federal • Independent 

17. Is an Index System used? If yes , explain briefly and describe requirements 

• Y e s El N o 

18. Recommended Retention 

Retain in house for one year, transfer to outside storage for six years, 

then destroy. 

19. Name and Title of Preparer 

Jean Tinsley, Management Assistant 

20. Telephone Number 21. Date 

410-222-7452 9/14/18 

DGS 550-4 (Rev. 1/93) 



Instructions -Type or Print a separate form for 

each new or revised 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 
410-799-1930 

A G E N C Y R E C O R D S I N V E N T O R Y 

1. Department/Agency 

Anne Arundel County 

Office of Planning and Zoning 

2. Division 

Planning 

3. Unit 

Administration 

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition 
purposes. 
4. Record Series Title 

ITEM 1 - CORRESPONDENCE 

5. Earliest Year/Latest Year 

2014 to 2018 

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the 

series.) 
1 A- Transitory Correspondence-Incoming and outgoing correspondence related to matters of short term interest. Transmittal correspondence 
between individuals, departments or external parties containing no final contractual, financial or policy information. 
1B- Administrative Correspondence- Incoming and outgoing business-related correspondence created in the course of administering agency 
functions and programs. Administrative correspondence documents work assigned, work accomplished, transactions made, or actions taken. 
1C - Executive Correspondence - Incoming and outgoing non-transitory, business-related correspondence of the agency director. These records 
document executive decisions made regarding agency interests and provide unique information relating to the functions, policies, procedures or 
programs of the agency. 1 

7. Record Series Format(s) List all 

El Letter S i ze • Microfilm 

El Legal S ize • Computer T a p e 

• Audio T a p e Q F loppy Disk 

El Bound Book • V ideo T a p e 

El Other (specify) Email 

8. Record Series Sequence 

Q Alphabetical 

• Numerical 

• Chronological 

• Geographical 

El Other (specify) By topic 

9. Volume 

250 

Number 

El File Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s ) 

El Other ( s p e c l f y ) _ E m a i l _ 2 . 3 G B _ 

10. Annual Accumulation 

Var ies 

Number 

El File Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s ) 

• Other (specify) 

11. File is Used 

• Daily El Weekly • Monthly • Annually 

12. File Becomes Inactive After 

3 

Number • Month(s) El Year (s ) 

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

2664 Riva Road , Annapolis, 4"1 Floor 

14. Is Record Series Duplicated E lsewhere? (If yes, specify agency or office.) 

• Y e s El No 

15. A c c e s s Restrictions (If Y e s , cite Law(s) & Regulation(s) 

• Yes El No 

16. Audit Requirements 

] None Q State O Federal • Independent 

17. Is an Index System used? If yes , explain briefly and describe requirements 

• Y e s El No 
18. Recommended Retention 
1A- retain until administrative need ends then destroy. 
1B- retain for two years then destroy. 
1C- retain for 6 years after Director terminates position then transfer to 
MD State Archives. 

19. Name and Title of Preparer 

Jean Tinsley, Management Assistant 

20. Telephone Number 

410-222-7452 

21. Date 

9/14/18 

DGS 550-4 (Rev. 1/93) 



Instructions -Type or Print a separate form for 

each new or revised 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 
410-799-1930 

A G E N C Y R E C O R D S I N V E N T O R Y Instructions -Type or Print a separate form for 

each new or revised 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 
410-799-1930 

PAGE 1 OF 1 

1. Department/Agency 2. Division 3. Unit 

Anne Arundel County Planning Zoning Section 

Office of Planning and Zoning 

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition 
purposes. 
4. Record Series Title 

ITEM 2 - ZONING APPLICATION FILES 

5. Earliest Year/Latest Year 

2015 to 2018 

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the 

series.) 

Zoning application files for requests for rezoning, special exceptions, and variances containing applications, staff reports, site plans, agency comments, 

and decisions of the Hearing Officer or Board of Appeals. 

7. Record Series Format(s) List all 

El Letter S ize • Microfilm 

i 
El Legal S ize • Computer T a p e 

• Audio T a p e • Floppy Disk 

• Bound Book • V ideo T a p e 

• Other (specify) 

8. Record Series Sequence 

• Alphabetical 

El Numerical 

PI Chronological 

• Geographical 

El Other (specify) B y case 

year 

9. Volume 

_ 9 5 0 _ + / -

Number 

El File Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s ) 

• Other (specify) 

10. Annual Accumulation 

40 

Number 

^ File Drawer(s) 

• Microfilm Reel(s) 

• Computer T a p e ( s ) 

• Other (specify) 

11. File is U s e d 

| Daily • Weekly • Monthly • Annually 

12. File Becomes Inactive After 

3 

Number • Month(s) El Year (s ) 

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

2664 Riva Road , Annapolis, 3" Floor 

14. Is Record Series Duplicated E lsewhere? (If yes , specify agency or office.) 

El Y e s • No 

Office of Administrative Hearings 

15. A c c e s s Restrictions (If Y e s , cite Law(s) & Regulation(s) 

• Yes El No 

16. Audit Requirements 

El None • State • Federal • Independent 

17. Is an Index System used? If yes , explain briefly and describe requirements 

• Yes El No 

18. Recommended Retention 

Retain in-house for three years, then transfer to outside storage for ten 

years, then destroy. 

19. Name and Title of Preparer 

Jean Tinsley, Management Assistant 

20. Telephone Number 

410-222-7452 

21. Date 

9/14/18 

DGS 550-4 (Rev. 1/93) 



Instructions -Type or Print a separate form for 

each new or revised 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 
410-799-1930 

A G E N C Y R E C O R D S I N V E N T O R Y Instructions -Type or Print a separate form for 

each new or revised 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 
410-799-1930 

PAGE 1 OF 1 

1. Department/Agency 2. Division 3. Unit 

Anne Arundel County Planning Zoning Section 

Office of Planning and Zoning 

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition 
purposes. ' 
4. Record Series Title 5. Earliest Year/Latest Year 

ITEM 3 - NON-CONFORMING USE FILES 1977 to 2018 

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the 

series.) 

Application, site plan, evidence, annual questionnaires. Zoning code provides a process for registration of a use that is no longer permitted in the 

zoning district, but that existed as a legal use prior to the enactment of subsequent zoning laws. 

7. Record Series Format(s) List all 

E) Letter S ize • Microfilm 

El Legal S ize • Computer T a p e 

l~l Audio T a p e • Floppy Disk 

• Bound Book • V ideo T a p e 

• Other (specify) 

6. Record Series Sequence 

• Alphabetical 

El Numerical 

Q Chronological 

Q Geographical 

El Other (specify) B y case 

9. Vo lume 

1600 +/-

El File Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s ) 

• Other (specify) 

10. Annual Accumulation 

40 

Number 

El File Drawer(s) 

• Microfilm Reel(s) 

• Computer T a p e ( s ) 

• Other (specify) 

11. File is Used 

] Daily • Weekly • Monthly • Annually 

12. File Becomes Inactive After 

3 

Number • Month(s) ] Year (s ) 

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

2664 Riva R o a d , Annapolis, 3'" Floor 

14. Is Record Series Duplicated E lsewhere? (If yes , specify agency or office.) 

• Y e s El N o 

15. Access Restrictions (If Y e s , cite Law(s) & Regulation(s) 

• Y e s El No 

16. Audit Requirements 

El None • State • Federal • Independent 

17. Is an Index System used? If yes , explain briefly and describe requirements 

• Y e s El No ' 
18. Recommended Retention 

Retain in-house for 100 years then transfer to State Archives for 

permanent retention. 

19. Name and Title of Preparer 

Jean Tinsley, Management Assistant 

20. Telephone Number 

410-222-7452 

21. Date 

9/14/18 

DGS 550-4 (Rev. 1 »3 ) 



Instructions -Type or Print a separate form for 

each new or revised 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 
410-799-1930 

A G E N C Y R E C O R D S I N V E N T O R Y 

PAGE 1 O F 1_ 

1. Department/Agency 

Office of Planning and Zoning 

2. Division 

Planning 

3. Unit 

Long Range Planning Section 

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition 
purposes. 

4. Record Series Title 

ITEM 4- COMPREHENSIVE ZONING FILES 

5. Earliest Year/Latest Year 

1972 to 2012 

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the 

series.) 

Comprehensive Zoning Applications, maps, and supporting documentation. 

7. Record Series Format(s) List ail 

E) Letter S ize • Microfilm 

EI Legal S i ze Q Computer T a p e 

Q Audio T a p e • Floppy Disk 

• Bound Book • V ideo T a p e 

• Other (specify) 

8. Record Series Sequence 

• Alphabetical 

El Numerical 

El Chronological 

• Geographical 

• O t h e r (specify) 

9. Volume 

2000 *l-

El File Drawer(s) 

• Microfilm Reel(s) 

• Computer T a p e ( s ) 

• Other (specify) 

10. Annual Accumulation 

Number: No annual accumulation. Process is undertaken approximately 

every 8 years. 

El File Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s ) 

• Other (specify) 

11. File is U s e d 

Var ies 

• Daily • Weekly Monthly • Annually 

12. File Becomes Inactive After: n/a 

• Month(s) • Year(s ) 

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

2664 Riva R o a d , 4 » Floor 

14. Is Record Series Duplicated E lsewhere? (If yes , specify agency or office.) 

• Y e s El No 

15. Access Restrictions (If Y e s , cite Law(s) & Regulation(s) 

• Y e s El N o 

16. Audit Requirements 

El None • State • Federal • Independent 

17. Is an Index System used? If yes , explain briefly and descr ibe requirements 

• Y e s El No 

Numerical system and by Planning Area or Counci l District. 

18. Recommended Retention 

Retain in-house for fifty (50) years, then transfer to outside storage for 

twenty (20) years, then destroy. 

19. Name and Title of Preparer 

Jean Tinsley, Management Assistant 

20. Telephone Number 21. Date 

410-222-7452 9/14/18 

DGS 550-4 (Rev. 1(93) 



Instructions -Type or Print a separate form for 

each new or revised 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 
410-799-1930 

A G E N C Y R E C O R D S I N V E N T O R Y 

1. Department/Agency 

Anne Arundel County 

Office of Planning and Zoning 

2. Division 

Planning 

3. Unit 

Administration 

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition 
purposes. 
4. Record Series Title 

ITEM 5 - PLANNING ADVISORY BOARD FILES 

5. Earliest Year/Latest Year 

2000 to 2018 

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the 

series.) 

Meeting minutes and decisions of the Planning Advisory Board; background files; and studies. 

7. Record Series Format 's) List all 

El Letter S i ze • Microfilm 

8. Record Series Sequence 

• Alphabetical 

9. Vo lume 

_270 +/ 

Number 

El Legal S i ze Q Computer T a p e 

El Audio T a p e • Floppy Disk 

El Bound Book • V ideo T a p e 

Q Numerical 

El Chronological 

• Geographical • 

El File Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s ) 

[ I Other (specify) 

El O ther (specify) C D s |~~| Other (specify) 

10. Annual Accumulation 

15+/-

Number 

El File Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s ) 

PI Other (specify) 

11. File Is U s e d 

• Daily • Weekly El Monthly • Annually 

12. File Becomes Inactive After 

Number • Month(s) • Year(s ) 

N/A 

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

2664 Riva R o a d , Annapolis, 4 m Floor 

14. Is Record Series Duplicated E lsewhere? (If yes , specify agency or office.) 

• Y e s El No 

15. A c c e s s Restrictions (If Y e s , cite Law(s) & Regulation(s) 

• Y e s El No 

16. Audit Requirements 

El None • State • Federal • Independent 

17. Is an Index System used? If yes , explain briefly and descr ibe requirements 

• Y e s El No 

18. Recommended Retention 

Retain minutes and decisions in house for twenty years then transfer to 

State Archives. Retain background files for two years then destroy. 

Retain recordings for five years then destroy. In accordance with §1-3-

102 of County Code. 

19. Name and Title of Preparer 

Jean Tinsley, Management Assistant 

20. Telephone Number 

410-222-7452 

21. Date 

9/14/18 

DGS 550-4 (Rev. 1/93) 



Instructions -Type or Print a separate form for 

each new or revised 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 

A G E N C Y R E C O R D S I N V E N T O R Y 

PAGE 1 OF 1_ 

1. Department/Agency 

Office of Planning and Zoning 

2. Division 

Planning 

3. Unit 

Multiple 

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition 
purposes. 
4. Record Series Title 

ITEM 6- ADOPTED MASTER PLANS 

5. Earliest Year/Latest Year 

1978 to 2018 

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the 

series.) 

General Development Plans, Water & Sewer Master Plans, Small Area Plans, Town Center Plans, Greenways Master Plans. 

7. Record Series Format(s) List all 8. Record Series Sequence 9. Volume 

50 

• Letter S ize • Microfilm El Alphabetical Number 

• Legal S ize • Computer T a p e Q Numerical . El File Drawer(s) 

• Microfilm Reel(s) 

• Audio T a p e Q Floppy Disk El Chronological • Computer Tape(s ) 

r~| Other ( s r jec iM 

El Bound Book • V ideo T a p e • Geographical 

10. Annual Accumulation 

EJ Other ( s p e c i f y ) _ C D s _ • Other (specify) I 
Number 

El File Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s ) 

PI Other ( s p e c l M n/a 

11. File is U s e d 

• Daily El Weekly Monthly • Annually 

12. File Becomes Inactive After 

• Month(s) • Year(s ) 

N/A 

13. Current Location(s) (BIdg., Floor, Room) 

2664 Riva R o a d , Annapolis, 4 m Floor 

14. Is Record Series Duplicated E lsewhere? (If yes , specify agency or office.) 

El Y e s • N o 

Available on website. 

15. Access Restrictions (If Y e s , cite Law(s) & Regulation(s) 

• Y e s El No 

16. Audit Requirements 

El None • State • Federal • Independent 

17. Is an Index System used? If yes , explain briefly and descr ibe requirements 

• Y e s S No 
18. Recommended Retention 

Retain in-house for 40 years then transfer to MD State Archives for 

permanent retention. 

19. Name and Title of Preparer 

Jean Tinsley, Management Assistant 

20. Telephone Number 21. Date 

410-222-7452 9/14/18 

DGS 550-4 (Rev. 1/93) 



Instructions -Type or Print a separate form for 

each new or revised 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 
410-799-1930 

A G E N C Y R E C O R D S I N V E N T O R Y Instructions -Type or Print a separate form for 

each new or revised 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 
410-799-1930 

PAGE 1 O F 1 

1. Department/Agency 

Anne Arundel County 

Office of Planning and Zoning 

2. Division 

Planning 

3. Unit 

Research & GIS/Long Range Planning / Zoning/ 

Zoning Enforcement/ Cultural Resources 
DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition 
purposes. 
4. Record Series Title 

ITEM 7- PLANNING STUDIES, REPORTS, AND DOCUMENTS 

5. Earliest Year/Latest Year 

1970's to Present 

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the 

series.) 

Studies, reports, inventories, and other publications. 

7. Record Series Format(s) List all 

El Letter S ize • Microfilm 

El Legal S ize • Computer T a p e 

• Audio T a p e f j F loppy Disk 

El Bound Book • V ideo T a p e 

El Other ( s p e c i f y ) _ C D s _ 

8. Record Series Sequence 

• Alphabetical 

• Numerical 

El Chronological 

• Geographical 

• Other (specify) 

9. Volume 

50+/-

Number 

El File Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s ) 

• Other ( s p e c f M 

7. Record Series Format(s) List all 

El Letter S ize • Microfilm 

El Legal S ize • Computer T a p e 

• Audio T a p e f j F loppy Disk 

El Bound Book • V ideo T a p e 

El Other ( s p e c i f y ) _ C D s _ 

8. Record Series Sequence 

• Alphabetical 

• Numerical 

El Chronological 

• Geographical 

• Other (specify) 

10. Annual Accumulation 

Number: 5 

El File Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s ) 

• Other ( s p e c i M 

11. File Is Used 

• Daily • Weekly El Monthly • Annually 

12. File 8ecomes Inactive After: n/a 

Number • Month(s) • Y e a r ( s ) 

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

2664 Riva Road , 3™ and 4<* Floors 

14. Is Record Series Duplicated E lsewhere? (If yes , specify agency or office.) 

• Y e s El No 

15. A c c e s s Restrictions (If Yes , cite Law(s) & Regulation(s) 

• Y e s El No 

16. Audit Requirements 

El None • State f j Federal f j Independent 

17. Is an Index System used? If yes , explain briefly and descr ibe requirements 

• Y e s El No 
18. Recommended Retention 

Retain in-house for 20 years then transfer to outside storage for 20 

years, then destroy. 

19. Name and Title of Preparer 

Jean Tinsley, Management Assistant 

20. Telephone Number 

410-222-7452 

21. Date 

9/14/18 

DGS 550-4 (Rev. 1/93) 



Instructions -Type or Print a separate form for 

each new or revised 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 
410-799-1930 

A G E N C Y R E C O R D S I N V E N T O R Y Instructions -Type or Print a separate form for 

each new or revised 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 
410-799-1930 

PAGE 1 O F 1 

1. Department/Agency 

Anne Arundel County 

Office of Planning and Zoning 

2. Division 

Planning 

3. Unit 

Research and GIS Section 

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for re) 
purposes. -

erence as well as retention and disposition 

4. Record Series Title 

ITEM 8 - MAPS AND AERIAL PHOTOGRAPHS 

5. Earliest Year/Latest Year 

1943 to present 

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the 

series.) 

Aerial photographs, zoning maps, critical area maps, addressing maps, topo maps, tax maps, wetland maps, water/sewer maps, landscape maps. 

7. Record Series Format(s) List all 

El Letter S i ze • Microfilm 

El Legal S i ze Q Computer T a p e 

• Audio T a p e • Floppy Disk 

El Bound Book • V ideo T a p e 

El Other (specify) 30 x SO Photos; 24 x 36 Mylars; Paper; C D s 

8. Record Series Sequence 

Q Alphabetical 

El Numerical 

El Chronological 

• Geographical 

El Other (specify) Zoning 

Gr id 

9. Volume 

_15,000 +1-

Number 

El Pile Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s ) 

El Other (specify) Hanging files 

7. Record Series Format(s) List all 

El Letter S i ze • Microfilm 

El Legal S i ze Q Computer T a p e 

• Audio T a p e • Floppy Disk 

El Bound Book • V ideo T a p e 

El Other (specify) 30 x SO Photos; 24 x 36 Mylars; Paper; C D s 

8. Record Series Sequence 

Q Alphabetical 

El Numerical 

El Chronological 

• Geographical 

El Other (specify) Zoning 

Gr id 

10. Annual Accumulation 

300 

Number 

Q File Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s ) 

El Other (specify) Digital format - 300 G B 

11. File is U s e d 

El Daily • Weekly • Monthly • Annually 

12. File Becomes Inactive After 

Number • Month(s) • Year(s ) 

N/A 

13. Current Location(s) (Bldg., F loor, Room) 

2664 Riva Road , Annapolis, 4 m Floor 

14. Is Record Series Duplicated E lsewhere? (If yes , specify agency or office.) 

• Y e s El No 

15. A c c e s s Restrictions (If Y e s , cite Law(s) & Regulation(s) 

• Y e s El No 

16. Audit Requirements 

El None • State • Federal • Independent 

17. Is an Index System used? If yes , explain briefly and describe requirements 

El Y e s • No 

Year created, A D C Gr id , Zoning Gr id 

18. Recommended Retention 

Retain in-house for 150 years then transfer to State Archives for 

permanent retention. 

19. Name and Title of Preparer 

Jean Tinsley, Management Assistant 

20. Telephone Number 

410-222-7452 

21. Date 

9/14/18 

DGS 550-4 (Rev. 1/93) 



Instructions -Type or Print a separate form for 

each new or revised 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 
410-799-1930 

A G E N C Y R E C O R D S I N V E N T O R Y 

PAGE 1 OF 1 

1. Department/Agency 

Anne Arundel County 

Office of Planning and Zoning 

2. Division 

Planning 

3. Unit 

Research and GIS Section 

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition 
purposes. 
4. Record Series Title 

ITEM 9 - DEMOGRAPHIC PUBLICATIONS 

5. Earliest Year/Latest Year 

2005 to Present 

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the 

series.) 

Publications on population, housing, development, and other demographic data. 

7. Record Series Format(s) List atl 

• Letter S ize • Microfilm 

• Legal S ize • Computer T a p e 

• Audio T a p e • Floppy Disk 

El Bound Book • V ideo T a p e 

• Other (specify) 

8. Record Series Sequence 

• Alphabetical 

• Numerical 

El Chronological 

• Geographical 

• Other (specify) 

9. Volume 

60 

Number 

El File Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s ) 

• Other (specify) 

10. Annual Accumulation 

5 

Number 

El File Drawer(s) 

• Microfilm Reel(s) 

Q Computer Tape(s ) 

• Other (specify) 

11. File is Used 

• Daily • Weekly Monthly • Annually 

12. File Becomes Inactive After 

Number 

N/A 

• Month(s) • Year(s ) 

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

2664 Rlva R o a d , Annapolis, 4" Floor 

14. Is Record Series Duplicated E lsewhere? (If yes , specify agency or office.) 

• Y e s El No 

15. A c c e s s Restrictions (If Yes , cite Law(s) & Regulation(s) 

• Y e s El No 

16. Audit Requirements 

El None • State • Federal • Independent 

17. Is an Index System used? If yes , explain briefly and describe requirements 

• Y e s El No 
18. Recommended Retention 

Retain in house for twenty years then transfer to State Archives for 

permanent retention. 

19. Name and Title of Preparer 

Jean Tinsley, Management Assistant 

20. Telephone Number 21. Date 

410-222-7452 9/14/18 

DGS 550-4 (Rev. 1/93) 



Instructions -Type or Print a separate form for 

each new or revised 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 
410-799-1930 

A G E N C Y R E C O R D S I N V E N T O R Y 

PAGE 1 OF 1 

1. Department/Agency 

Anne Arundel County 

Office of Planning and Zoning 

2. Division 

Planning 

3. Unit 

Research and GIS Section 

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes 
4. Record Series Title 

ITEM 10 - DEVELOPMENT IMPACT FEE FILES 

5. Earliest Year/Latest Year 

1990 to Present 

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the series.) 

Records of Development Impact Fee Vouchers and Refunds. 

7. Record Series Format(s) List all 

El Letter S ize f j Microfilm 

E) Legal S i ze • Computer T a p e 

• Audio T a p e Q Floppy Disk 

El Bound Book • V ideo T a p e 

• Other (specify) 

8. Record Series Sequence 

El Alphabetical 

Q Numerical 

El Chronological 

• Geographical 

El Other (specify) Building permit 

number 

9. Vo lume 

_ 5 0 -60 

El File Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s ) 

• Other (specify) 

10. Annual Accumulation 

_5 

Number 

El File Drawer(s) 

• Microfilm Reel(s) 

• Computer T a p e ( s ) 

• Other (specify) 

11. File is U s e d 

• Daily El Weekly • Monthly • Annually 

12. File Becomes Inactive After 

3 

Number • Month(s) El Year (s ) 

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

2664 Riva R o a d , Annapolis, , 4 t h Floor 

14. Is Record Series Duplicated E lsewhere? (If yes , specify agency or office.) 

• Y e s El N o 

15. Access Restrictions (If Y e s , cite Law(s) & Regulation(s) 

• Y e s El No 

16. Audit Requirements 

• None • State • Federal El Independent 

17. Is an Index System used? If yes , explain briefly and descr ibe requirements 

• Y e s El No 

18. Recommended Retention 

Retain in house twenty years after project completion and then destroy. 

19. Name and Title of Preparer 

Jean Tinsley, Management Assistant 

20. Telephone Number 

410-222-7452 

.21. Date 

9/14/18 

DGS 550-4 (Rev. 1/93) 



Instructions -Type or Print a separate form for 

each new or revised 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 
410-799-1930 

A G E N C Y R E C O R D S I N V E N T O R Y 

1. Department/Agency 

Anne Arundel County 

Office of Planning and Zoning 

2. Division 

Planning 

3. Unit 

Cultural Resources Section 

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition 
purposes. 
4. Record Series Title 

ITEM 11 - CULTURAL RESOURCES FILES 

5. Earliest Year/Latest Year 

1940 to 2018 

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the 

series.) 

Historic, archaeology, cemetery site files and Compliance Reports. Site form and supporting documentation for Maryland Inventory of Historic Sites, 

Archaeological site forms and Historic cemeteries. 

7. Record Series Format(s) List ail 

El Letter S ize • Microfilm 

El Legal S ize Q Computer T a p e 

• Audio T a p e • Floppy Disk 

El Bound Book El v i d e 0 T a P e 

• Other (specify) 

8. Record Series Sequence 

• Alphabetical 

El Numerical 

• Chronological 

• Geographical 

• Other (specify) 

9. Vo lume 

8000 +/-

El File Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s ) 

• Other (specify) 

10. Annual Accumulation 

60 

Number 

El File Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s ) 

• Other (specify) 

11. File is Used 

| Daily • Weekly • Monthly • Annually 

12. File Becomes Inactive After 

Number 

N/A 

• Month(s) • Year(s ) 

13. Current Location(s) (Bldg., F loor, Room) 

2664 Riva R o a d , Annapol is , 4 m Floor 

14. Is Record Series Duplicated E lsewhere? (If yes , specify agency or office.) 

El Y e s • No 

Maryland Historical Trust 

15. A c c e s s Restrictions (If Y e s , cite Law(s) & Regulation(s) 

El Y e s • No 

( 1 6 U S C 470w-3) Federal Archaeological Data is Restricted for Site Protection 

State = Art 83B 5-615(d) and Art 40/COMAR 05.08.05 102 

16. Audit Requirements 

El None • State • Federal • Independent 

17. Is an Index System used? If yes , explain briefly and describe requirements 

El Y e s • N o 

State Ass igned Site Numbers 

18. Recommended Retention 

Retain reports in house for 100 years then transfer to State Archives for 

permanent retention. 

19. Name and Title of Preparer 

Jean Tinsley, Management Assistant 

20. Telephone Number 21. Date 

410-222-7452 9/14/18 

DGS 550-4 (Rev. 1/93) 



Instructions -Type or Print a separate form for 

each new or revised 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 
410-799-1930 

A G E N C Y R E C O R D S I N V E N T O R Y 

PAGE 1 O F 1 

1. Department/Agency 

Anne Arundel County 

Office of Planning and Zoning 

2. Division 

Planning 

3. Unit 

Zoning Enforcement Section 

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition 
purposes. 
4. Record Series Title 

ITEM 12-ZONING CERTIFICATES OF USE 

5. Earliest Year/Latest Year 

2002 to 2018 

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the 

series.) 

Files containing business name, address, and zoning of property. All uses except single family dwellings are required to obtain a Certificate which 

certifies compliance with zoning. 

7. Record Series Format(s) List all 

El Letter S i ze • Microfilm 

• Legal S ize • Computer T a p e 

• Audio T a p e ' • F l o p p y Disk 

• Bound Book • V ideo T a p e 

El Other (speclfy)_Computer disk 

8. Record Series Sequence 

• Alphabetical 

• Numerical 

El Chronological 

• Geographical 

J O ther (specify) B y case 

year 

9. Volume 

40.+/-

Number 

El Pile Drawer(s) 

• Microfilm Reel(s) 

Q Computer Tape(s ) 

• Other (specify) 

10. Annual Accumulation 

400-500 

El File Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s ) 

• Other (specify) 

11. File is Used 

El Daily • Weekly • Monthly • Annually 

12. File Becomes Inactive After 

Number 

N/A 

• Month(s) • Year(s ) 

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

2664 Riva Road , Annapolis, 3™ Floor 

14. Is Record Series Duplicated E lsewhere? (If yes , specify agency or office.) 

El Y e s • No 

Office of Administrative Hearings 

15. A c c e s s Restrictions (If Y e s , cite Law(s) & Regulation(s) 

• Y e s El No 

16. Audit Requirements 

El None • State • Federal Q Independent 

17. Is an Index System used? If yes , explain briefly and describe requirements 

• Y e s El No 
18. Recommended Retention 

Retain hard copy in house for thirty days then destroy. Retain electronic 

copy in house for twenty years then transfer to State Archives for 

permanent retention. 

19. Name and Title of Preparer 

Jean Tinsley, Management Assistant 

20. Telephone Number 

410-222-7452 

21. Date 

9/14/18 

DGS 550-4 (Rev. 1/93) 



INSTRUCTIONS - TYPE OR PRINT A 
SEPARATE FORM FOR EACH NEW/REVISED 
ELECTRONIC RECORD SERIES. FORWARD 
WITH 
RECORDS RETENTION SCHEDULE (DGS 
550-1) 
COMAR 14.18.02 

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 14.18.02 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD, P.O. BOX 275 
JESSUP, MARYLAND 20794 

(410) 799-1930 Page 1 of 1 

1 DEPARTMENT/AGENCY 
Anne Arundel County Office of Planning 
and Zoning 

2 DIVISION 
Planning -

3 UNIT 
Zoning Enforcement 

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

4 E L E C T R O N I C R E C O R D SERIES T ITLE 
ITEM 12 - ZONING CERTIFICATE OF USE FILES 

5 EARLIEST YEAR/LATEST Y E A R 

2002 to 2018 

6 INPUT - Identify source of information to be entered 
Application information 

7 O U T P U T - Identify the use/s of information generated by system 
Date of issuance, use of property, zoning 

8 E L E C T R O N I C R E C O R D SERIES DESCRIPT ION Briefly describe the information/documents/forms 
contained in a series. Include purpose and function of the system. 

The database contains date of issuance, name of business, address and zoning of property. All uses except single family 
dwellings are required to obtain a certificate which certifies compliance with zoning. 

9 POLICY ON A C C E S S AND U S E - Explain or attach copy if established in writing. 

The database is open to the public and may be searched remotely. 

10 UPDATING C Y C L E S O R CONDIT IONS AND R U L E S F O R REVISING INFORMATION IN T H E S Y S T E M 

Revisions are made under a separate field in the database. Original information is retained. 

11 SPECIFY T H E L O C A T I O N AND MEDIA OF T H E MAIN E L E C T R O N I C DATA FILE. Explain the progression established to 
ensure the record's retention and usability throughout the record's authorized life cycle. 

The database is maintained on the County's electronic network drive, maintained by the Office of Information Technology. 

12 R E C O M M E N D E D R E T E N T I O N 
Retain in house for twenty years then transfer to State Archives for permanent retention. 

13 T Y P E D O R PRINTED NAME O F 
P R E P A R E R 

Jean Tinsley 

14 T E L E P H O N E NUMBER 
410-222-7452 

15 DATE 
9/14/18 

16 T ITLE O F P R E P A R E R 
Management Assistant 

DGS 550-6 (rev. 10/12) 



r 

Instructions -Type or Print a separate form for 

each new or revised 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 
410-799-1930 

A G E N C Y R E C O R D S I N V E N T O R Y Instructions -Type or Print a separate form for 

each new or revised 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 
410-799-1930 
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1. Department/Agency 

Anne Arundel County 

Office of Planning and Zoning 

2. Division 

Planning 

3. Unit 

Zoning Enforcement Section 

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition 
purposes. 
4. Record Series Title 

ITEM 13 - ZONING ENFORCEMENT FILES 

5. Earliest Year/Latest Year 

2010 to 2018 

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the 

series.) 

Case files on reported zoning violations including notices, citations, inspector notes, correspondence, photographs and final disposition of violation. 

. 7. Record Series Format(s) List all 

El Letter S ize • Microfilm 

El Legal S i ze • Computer T a p e 

Q Audio T a p e Q~] Floppy Disk 

• Bound Book • V ideo T a p e 

• Other (specifv) 

8. Record Series Sequence 

• Alphabetical 

El Numerical 

• Chronological 

• Geographical 

• Other ispeclfv l 

9. Volume 

2000 

Number 

El File Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s ) 

f j Other (specify) 

. 7. Record Series Format(s) List all 

El Letter S ize • Microfilm 

El Legal S i ze • Computer T a p e 

Q Audio T a p e Q~] Floppy Disk 

• Bound Book • V ideo T a p e 

• Other (specifv) 

8. Record Series Sequence 

• Alphabetical 

El Numerical 

• Chronological 

• Geographical 

• Other ispeclfv l 

10. Annual Accumulation 

2000 

Number 

El File Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s ) 

PI Other ( s p e c i M 

11. File is U s e d 

• Daily ' • Weekly El Monthly • Annually 

12. File Becomes Inactive After - compliance with code is achieved 

Number • Month(s) • Year(s ) 

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

2664 Riva Road , Annapolis, 3M Floor 

14. Is Record Series Duplicated E lsewhere? (If yes , specify agency or office.) 

• Y e s El No 

15. A c c e s s Restrictions (If Y e s , cite Law(s) & Regulatlon(s) 

• Y e s El No 

16. Audit Requirements 

El None • State • Federal • Independent 

17. Is an Index System used? If yes , explain briefly and describe requirements 

• Y e s El No 

18. Recommended Retention 

Retain in house for one year, transfer to outside storage for six years, 

then destroy. 

19. Name and Title of Preparer 

Jean Tinsley, Management Assistant 

20. Telephone Number 

410-222-7452 

21. Date 

9/14/18 

DGS 550-4 (Rev. 1/93) 


