Records Management Division

OFFICE OF CENTRAL SERVICES

Schedule No.
Cl1361
Page No.
1 of 3

RECORDS RETENTION AND DISPOSAL SCHEDULE

AGENCY: OFFICE OF PLANNING AND ZONING DIVISION: PLANNING
Item No. Description Retention
SUPERSEDES SCHEDULES C-917, C-918 AND C-921

1A TRANSITORY CORRESPONDENCE Retain until administrative need
Incoming and outgoing correspondence related to matters of | ends and then destroy.
short term interest. Transmittal correspondence between
individuals, departments or external parties containing no
final contractual, financial or policy information.

1B ADMINISTRATIVE CORRESPONDENCE Retain for two (2) years and then
Incoming and outgoing business-related correspondence destroy.
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 Retain for 6 years after Director
Incoming and outgoing non-transitory, businees-related terminates position and then
correspondence of the agency director. These records transfer to MD State Archives,
document executive decisiona made regarding agency
interests and provide unique information relating to the
functions, policies, procedures or programe of the agency.

2 ZONING APPLICATION FILES Retain closed files in-house for three
Individual zoning application files for requests for rezoning, (3) years then transfer to outside
special exception and variances containing applications, P&Z | storage for ten (10) years, then

| staff report, site plan, agency comments and decision of destroy.
Hearing Officer or Board of Appeals.

3 NON-CONFORMING USE FILES Retain in-house for 100 years then
Individual files containing application for legal non- transfer to MD State Archives for
conforming use, site plan, documentary evidence, affidavits permanent retention.
and annual questionnaires. Files are numbered by year and
case number {(e.g. 2009-0117-N).
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OFFICE OF CENTRAL SERVICES

Schedule No.

Cl361

Records Management Division

Page No.
2 | of I 3

RECORDS RETENTION AND DISPOSAL SCHEDULE

(Continnation Sheet)
AGENCY: OFFICE OF PLANNING AND ZONING . DIVISION: PLANNING
Item No. Description Retention

4 COMPREHENSIVE ZONING FILES

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

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

6 ADOPTED MASTER PLANS :

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

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

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

9 DEMOGRAPHIC PUBLICATIONS

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

10 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) vears,
then transfer to outside storage for
twenty (20) years, then destroy.

Retain in-house for 1560 years, then
transfer to MD State Archives for
permanent retention.

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

Retain in-house twenty (20) years
after project completion and then
destroy.




OFFICE OF CENTRAL SERVICES

Schedule No.
Cl1361

Records Management Division

Page No.
3 || 3

RECORDS RETENTION AND DISPOSAL SCHEDULE

(Continnation Sheet)
AGENCY: OFFICE OF PLANNING AND ZONING DIVISION: PLANNING
Item No. Description Retention
11 CULTURAL RESOURCES FILES Retain reports in-house for 100
Historic and archaeological site evaluations, background and | years then transfer to MD State
final reports. Archives for permanent retention.
Retain backup in-house for 10 years
then destroy.
12 ZONING CERTIFICATES OF USE Retain hard copy in-house for 30
Approved certificates of use. days then destroy. Retain electronic
copy in house for 20 years then
transfer to MD State Archives for
permanent retention.
13 ZONING ENFORCEMENT CASE FILES Retain in-house for one year, then

Case files on reported zoning violations including notices,
citations, inspector notes, correspondence, photographs, and

final disposition of violation.

transfer to outside storage for six
years, then destroy,
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Instruélions -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
410-788-1830

AGENCY RECORDS INVENTORY

PAGE 10F 1

1. Department/Agency
Anne Arundel County
Office of Planning and Zoning

2. Division

Planning

3. Unit

Administration

purposes.

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

4, Record Series Title
ITEM 1 - CORRESPONDENCE

.

5. Earliest Year/Latest Year
2014 10 2018

series.)

programs of the agency.

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

1A- 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 palicy information.

1B- Administrative Comespondence- 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, ar actions taken.

1C - Execulive Correspondence - Incoming and outgoing non-transilory, 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

7. Record Series Formal{s) List all
B Letier Size [ Micrafilm

B Legat Size  [J Computer Tape

O Audie Tape [ Floppy Disk

BJ Bound Bock  [J Video Tape

[ Otner (specify}__Email

8. Record Series Sequance 8. Voluma
250,
O Alphabetical . Numnber
O Numerical [ Fite Drawer(s)
O Microfim Resils)
O Chrenclogical [ Camputer Taps(s)
B4 Other (specity)_Email_2.3GB_
O Geographical
10. Annual Ascumulation
Other (spacify) By topic varies
Number
[ File Drawer(s)

[ microfim Resl(s)
[ Computer Tape(s)

[ Menthis)

[0 Other (apecify)
11. File is Used 12. File Becomas Inactive Aftar
3
O oaiy B weekly O menthly [ annuahy Number

B vear(s)

13. Currant Location(s)  (Bldg., Floor, Room)
2684 Riva Road, Annapolis, 4% Fisor

O ves B Ne

14. Is Record Serles Duplicated Elsewhera? {If yes, specify agency or office.}

15. Access Restrictions {If Yes, cite Law(s} 8 Regulation({s)

O ves B No

18, Audit Requiremants

Bd None [ State [ Federal [J Independent

Oves Hno

17. I8 an Index System used? If yes, explain briefly and describe reguiremants

18. Recommended Retention

1A- retain until adminisirative need ends then destroy.

18- retain for two years then destroy.

1C- retain for 6 years after Director terminales position then transfér to
MD State Archives.

19. Name and Title of Preparer
Jean Tinsley, Management Assistant

20. Telephone Number
410-222-7452

21. Date
9714/18

DGS §50-4 (Rev. 183)
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DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794
410-799-1930

Instructions —-Type or Print a separate form for
each new or revised record series. Forward
with Records Retention Schedule (DGS 550-1)

AGENCY RECORDS INVENTORY

PAGE 1 OF 1

1. Department/Agency 2. Division

Anne Arundel County Planning

3. Unit
Zoning Section

Office of Planning and Zoning

PUIPOSES.

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

4. Record Series Title
ITEM 2 — ZONING APPLICATION FILES

5. Earliest Year/Latest Year
2015 t0 2018

series.)

and decisions of the Hearing Officer or Beard of Appeals.

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

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

7. Record Series Format(s) List all
& Letter Size [ Microfim

B LegalSize  [] Computer Tape

8. Record Series Sequence

[ alphabetical

Nurnerical

8. Volume
__950_+/-
Number

[X File Drawer(s)
[ Microfilm Reel(s)

[ audioTape [ Floppy Disk [ chrerolagical [ computer Tapets)
) [ other (specify)

[ eound Book [ Video Tape [0 Geographical
10. Annual Accumulation

O Otner {spacify) B Other ispecify) By case 40

. year Number

[R File Drawer(s)
[] Micrsfilm Resl{s)
[ Computer Tapeis)
[ Other (specity}

11. File is Used 12. Flle Becomes |nactive After

: 3
B Gaiy O weekly O meontry [ Annually Number [Dwmonthis)  [X] vear(s)

13. Current Localion(s) (Bldg., Floor, Room)
2664 Riva Road, Annapolis, 3™ Floor

14. 1s Record Series Duplicated Elsewhere? (If yes, specify agency or office.)
B3 ves O e

Office of Administrallve Hearings

15. Access Restrictions {If Yes, cite Law(s) & Regulation(s}

O ves BJ o

168. Audil Requirements

Ed none [ Siate [] Federsl

[ independent

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

[ ves & 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
914118

068 550-4 (Rev. 1/93)




Instructions ~Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES AGENCY RECGROS INVENTORY

Office of Planning and Zoning

each new or revised record series. Forward RECORDS MANAGEMENT DIVISION
with Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275 PAGE 1 OF 1
Jessup, Maryland 20794 ‘
410-795-1930
1. Department/Agency 2. Division 3. Unit
Anne Arundel County Planning Zoning Section

purposes.

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

4. Record Series Title
ITEM 3 - NON-CONFORMING USE FILES

5. Earliest Year/Latest Year
1977 to 2018

series.)

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

Application, site plan, evidence, annual questionnaires. Zoning code provides a process for registration of a use that is no lenger permitted in the
zoning district, but that existed as a legal use prior to the enactment of subsequent zoning laws.

7. Racord Series Formalt{s) Llistal 8. Record Series Sequerce 9. Volume
1600 +i-
{4 Letter Size  [] Microfilm . DNAIphabelical Number
B Legal Size ] Computer Tape B Numerical B File Drawer{s}
[ Microfitm Reel(s)
[0 Audio Tape [ Floppy Disk O carenclogical [ Computer Tape(s)
[ Other {specify)
{0 Bound Boek [ Videa Tape [] Geographical
A 10, Annual Accumulation
[ Other (specify) B Other (specify) By case 40
year Number
[ File Drawer{s)
O Microfitm Reel(s)
[ Computer Tape(s)
O other (spexify).
11. File Is Used 12. File Becomes Inacliva After
3
B Daily [0 weekiy O wonthly O Annually Number OmMontnis)  [X Yearts)
13. Curvent Location(s)  (Bldg., Floor, Room) ' 14. Is Record Series Duplicated Eisawhere?  (If ves, specify agency or office.)
2664 Riva Road, Annapols, 3 Floor Oves Rne
16. Access Restrictions (If Yes, cite Law(s) & Regulation{s) 16. Audit Requirements
0 ves [

B Mone [Jstate [JFederal []Independent

17, Is an Index System used? If yes, explain briefly and describe requirements 18. Recommended Retention
Yes No
= ® Retain in-house for 100 years then transfer to State Archives for
permanent retention.
19. Name and Title of Preparer 20. Telephone Number 21. Date
Jean Tinsley, Management Assistant 410-222-7452 914/18

DGS 550-4 (Rev. 1/03)




Instructions -Type or Print a separate form for

each new or revised record series. Forward

AGENCY RECORDS INVENTORY

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

with Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275 PAGE + o .

| Jessup, Maryland 20794
410-788-1930

1. Depantment/Agency 2. Divisian 3. Unit

Office of Planning and Zoning Planning 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 YearfLatest Year
1972 to 2012

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

Comprehensive Zoning Applications, maps, and supporting documentation.

8. Record Series Sequence

7. Record Series Format{s) Listal 9. Voluma
2000 +-
& Letter Size [ Microfilm ] alphabetical Number
B Legai Slze [ Computer Tape B Numerical B File Drawer{s)
O Microfim Resal(s)
O audieTape [ Floppy Disk Chranotogical [ computer Tape(s)
[ Other {specify)
{0 Bound Book [ Video Tape [ Geographical
. 10. Annual Actumuiation
{0 otner {spacity)__ (Jotner (specifyy ____ Numbar: No annual accumulation. Process is underiaken approximately
) : avery B years,
B File Drawer(s)
[ microfim Resl(s)
[ computer Tape(s)
[ Other {specify),
11. File is Used 12. File Becomes Inactiva Afler: nfa
O paity 0O weekly B manthly [ Annually Numbar O Month(s}  [] Year(s)

13. Current Locailon{s)
2684 Riva Road, 4% Floor

{Bldg., Flcor, Room) 14. Is Record Series Duplicaled Elsewhere? (If yas, specify agency or offica.)

[ Yes K ne

15. Access Restrictions {If Yes, clte Law(s) & Regutationis)

O ves B no

15. Audil Requirements

B Nene [ State

[ Federat [ inceperdent

17, !5 an Index Systern usad? If yos, explain triefly and describe requiremants
O Yes & no

Numericat syslem and By Planning Area or Couril District.

18. Recommended Retention
Retain in-house for fifty (50) years, then transfer 1o outside storage for
twenty (20) years, then destroy.

21. Date
9114118

18. Name and Title of Preparer 20. Telephone Number

Jean Tinsley, Management Assistant 410-222-7452

CGS 5504 (Rev. 1/83)



Instructions —Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794
410-788-1930

each new or revised record series. Forward
with Records Retention Schedule (DGS 550-1)

AGENCY RECORDSINVENTORY

PAGE 1 OF 1

1. Deparment/Agency 2. Division

Anne Arundel County Planning

3. Unit
Administration

Office of Planning and Zoning

purposes.

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

4. Record Series Tille
ITEM 5 — PLANNING ADVISORY BOARD FILES

5. Earliest Year/Latest Year
2000 to 2018

series.)

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

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

7. Record Series Format(s) Listall
[ Letter Size  [] Microfim

B Legaisize [ Computer Tape

B Audio Tape [ Floppy Disk

B Bound Book [ Videc Tape

[X) Other {specify)__CDs.

8. Recerd Series Sequence
[ Asphabetical

O Numerica!

& chronological

{1 Geograpnical

[ other {specify)

9. Volume
270 H__
Number

B2 File Drawer(s}

[ Microfilm Reel(s)
O computer Tape(s)
O other (spacity)

10. Aanual Accumulation
154
Number

{3 File Drawer(s)

{1 Microfilm Resl(s)
O computer Tape(s)
{1 Other (speciiy)

1. File is Used

[ aity [ weexly B menthly 3 Annually

Number

N/A

12. File Becomes Inaclive After

‘Omenings) [ Years)

13. Current Localion(s}  (Bldg., Floor, Reom)
2664 Riva Road, Annapolis, 4™ Floor

O ves

' 14.1s Record Series Duplicated Elsewhare? (If yas, specify agency or office.)

Bno

15, Accass Reslriciions (If Yas, cite Law(s) & Regulation(s)

O ves B no

16, Audit Requiremanis

B None [ state [ Fedaral [ Independent

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

[ ves & ne

18. Recormmended Retention

Retain minutes and decisions in house for twenty years then transfer to
State Archives. Relain 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 Tille of Preparer
Jean Tinsley, Management Assistant

20. Telephone Number
410-222-7452

21. Date
9/14/18

OGS 5504 (Rev. #/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
4107991930

AGENCY RECORDS INVENTORY

PAGE 1i_ OF 1

1. Depariment/Agency
Office of Planning and Zoning

2, Division
Planning

3. Unit
Multiple

puUrposes.

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

4. Record Series Title
ITEM 6- ADOPTED MASTER PLANS

5. Earliest Year/Latest Year
1978 to 2018

series.)

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

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

7. Record Serles Formal(s) List all
O Letter size  [J Microfilm
Oregalsize [ Compuier Tape
O Audio Tape [ Floppy Disk 7
[ sound Book [ video Tape

B2 Other (specify) _CDs__

X Fils Drawer(s)

O Microfilm Rael(s)
[0 Computer Tapas)
[0 other (specify)

B. Regord Series Sequenca 9. Volume
50

B Aphabetical Number

O nNumerical

B2 Chionological

[] Geographical

O other (specify) _____ 1

Number

18. Annual Accumulation

B Fite Drawer(s)

O Micrefim Resi(s)
[0 computer Tape(s)
[ otner (specity)__nta

11, File is Used 12, Flle Becomes Inactive After
O Daily B2 weekly B monsly 0 annually Number
NIA

[ Mentnis)

O vearts)

13. Current Location(s)  (Bldg., Floor, Ream)
2664 Riva Road, Annapolis, 4™ Floor

B Yes O ne

Available on webslite.

14, I Record Series Duplicated Elsewhere? (i yes, specify agency or office.)

15. Access Rastrictions (If Yas, cite Law(s) & Regulation(s)

O Yes & Ne

16. Audit Requirements

B vone [ State [ Federal

[ independsnt

Oves K o

17. 1s an Index System used? If yos, explain briefly and describe requirements

permanent retention.

18. Recommended Retention

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

19. Name and Titte of Preparer
Jean Tinsley, Management Assistant

20. Telephone Number

410-222-7452 91418

21, Date

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

AGENCY RECORDS INVENTORY

PAGE 1 OF 1

1. Depariment/Agency
Anne Arundel County

*2. Division

Planning

3. Unit
Research & GIS/Long Range Planning / Zoning/

Office of Planning and Zoning

Zoning Enforcement/ Cultural Resources

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

purposes.

4. Record Series Titte

ITEM 7- PLANNING STUDIES, REPORTS, AND DOCUMENTS

5. Earliest Year/Latest Year
197%'s to Present

6. Record Series Description (Briefly describe the types of information/documentsfforms found in the series. Include the purpose or funclion of the

series.) _
Studies, reports, inventories, and other publications.

7. Record Serles Format(s)  List all
) veter Sizle O microfim
Bd Legat Size  [J Computer Tape
[0 Audio Tape [ Floppy Disk
[ Bound Book [ Videc Tape

& Other (specify) _COs_

B. Record Saries Sequence
[ Alphabetical

[0 Numerical
Chrenological

[ Geographical

Oother (specity) ‘

9. Volume
50 +/-
Number

X File Orawer(s)

[ Microfim Reel(s)
O computer Tape(s)
O other (specify)

0. Annual Accumulation
Number: &

B2 Fite Drawar(s)

O microfitm Reel{s}
O Computer Tape(s}
[0 Otner (spacify),

11. Flle is Used

f

0 oaily O weekly B Monthly 3 Annuany

Number

12. File Becomes Inactive After: nla

[OMonthisy [ vear(s)

13. Curreni Location(s}  (Bldg., Floor, Room)
2664 Riva Road, 3" and 4™ Floors

3

14, Is Record Serigs Duplicated Elsewhere? {If yes, specify agency or affice.)

O ves

B No

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

Oves [Ene

16. Audli Raquirements

X none [ State [ Federat [ Independent

17. I an Index System used? if yes, explain briefly and describe requirements

O ves B we

18. Recommended Retention
Retain in-house for 20 years then transfer 1o outside storage for 20
years, then destroy.

19, Name and Titte of Preparer
Jean Tinsley, Management Assistant

2Q. Telephone Number
410-222-7452

21. Date
9/14/18

DGE 550-4 (Rev. 1/93)




Instructions -Type or Print a separate form for
each new o revised record series. Farward
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

AGENCY RECORDS INVENTORY

PAGE1 OF 1

1. Department/Agency
Anne Arundel County Planning

Office of Planning and Zoning

2. Division

3. Unit
Research and GIS Section

purposes.

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

4. Record Series Title
ITEM 8 - MAPS AND AERIAL PHOTOGRAPHS

5. Earliest Year/Latest Year

1943 to present

series.}

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

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

7. Record Series Formal(s) Lislall
[ Letter Size [ Microfilm  *
B3 Legal Size D Computer Tapa
[ Audio Tape  [J Floppy Disk
[ Bound Book [ Video Tape

B9 Cther {specify) 30 x 50 Photos; 24 x 36 Mylars; Paper, Cls

8. Record Series Sequence

[0 Aiphabetical
B Numarical
B9 Chronalogical

[ Geographical

BJ Other (specity) Zoning

Grid

9. Volume
_15,000 +/-
Number

File Drawer{s)

[ Miciofim Reel(s)

[0) Computer Tape(s)

B3 Other {specify) Hanging files

10. Annual Accumulation
300
Number

[ File Drawer(s)

O Microfim Real(s}

[ Computer Tapais}

B3 Giher tspacify)__Digital format - 300 GB

11. File is Used

B4 Daily [ wmonthty O annuatly

[0 weakly

12. File Becomes Inaclive After

Number
NIA

OMonhis) [ Year(s)

13. Gurrenl Localion(s) (8dg., Floor, Room)
2664 Riva Road, Annapolis, 4% Floor

14, Is Record Serles Duplicated Elsewhere? {If yes, specify agency or office.)

3 ves B2 No

13, Accass Restrictlons {If Yes, cite Law{s) & Regulallon(s}

Cves [RNo

16. Avdit Requirements

B none [Jstate [] Federal [ Independent

17. Is an Index System used? If yas, explain briefly and describa requirements

B ves Owne

Year created, ADC Grid, Zoning Grid

18. Recommended Retention
Retain in-house for 150 years then transfer to State Archives for
permanent retention.

198. Name and Title of Preparer

Jean Tinsley, Management Assistant

20. Telephone Number
410-222-7452

21. Date
9/14118

DGS 5504 {Rev. 1193)




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

AGENCY RECORDS INVENTORY

PAGE 1 OF 1

1. Department/Agency
Anne Arundet County
Cffice of Planning and Zoning

2. Division
Planning

4

3. Unit
Research and GIS Section

1

Purposes.

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

4, Record Series Title
ITEM 9 - DEMOGRAPHIC PUBLICATIONS

5. Earliest Year/Latest Year
2005 to Present

series.)

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

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

7. Rocord Serles Format{s) Listall
|
[ Letter Size [ Microfim
[J Legai Size [ Computer Tapa
O Audie Taps [ Flappy Disk

[< Bound Book  [] Video Tape

[ other {specify)

8. Record Series Sequence
[ Atphabetical

[ Numerical

B Chronelogical

[ Geographical

O Gther (spacify)

9. Volume
60
Numbar

[ File Drawer(s)

O Microfim Reel(s)
O computer Tapa(s)
[ other (specity)

10. Annual Accumutation
5
Number

[ File Drawer(s)

[ microfitm Reel(s)
[ Computer Tape(s)
[ Other (specify)

11. File is Used

O aily [0 weeky BD Monthy O Annuatly

Pl

Number
NIA

12. File Becomes Inactive After

O Monthsy [ vearts)

13. Curren! Location{s) {Bldg., Floar, Room)
2664 Riva Road, Annapolis, 4™ Floar

O Yes

14. Is Record Saries Ouplicated Elsewhara? {If yes, specify agency or offica.)

K ne

15. Access Restrictions (If Yes, cite Law({s) & Regulalion{s}

O ves [ no

16, Audit Requirements

B None [J State [ Federal [ tnoependent

[ Yes £ o

* 17, Is an Index Systam used? If yas, explain briefly and describe requirements

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
410-222-7452

21. Date
81418

OGS 5504 (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 DIVISICN
7275 Waterloo Road, P.Q. Box 275

Jessup, Maryland 20794
410-798-1930

AGENCY RECORDS INVENTORY

PAGE 1 OF 1

1. Department/Agency
Anne Arundel County
Office of Planning and Zoning

2. Division

Planning

3. Unit
Research and GIS Section

4. Record Series Title
ITEM 10 - DEVELOPMENT IMPACT FEE FILES

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

1990 to Present

Records of Development Impact Fee Vouchers and Refunds.

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

7. Record Series Formal(sy List all
B Letter Size  [J Microfim

[ Legal Size [J Computer ‘-rape

O Audio Tape [ Floppy Disk

{4 Bound Bock [ Video Tape

[ Other (specify)

8. Record Series Sequence 4. Volume
__50-60
B Alphaketical Number
O Numerical B9 File Drawer(s}
[ Microfilm Reel(s)
B Chronologlcal O Computer Tape(s)
O other (specify)
[ Geographical

B Other (specify} Building permit
number

10. Annual Accumulation

S

Number

File Drawer(s)

O Microfilm Reet(s)
[ Computer Tapeis)
O Other {specity)

11. File is Used

[ oally B9 weekly O wonthiy

[ Annually

3
Number

12. File Becomes Inactive After

D Monthis)y ] ear(s) .

13. Current Locatian(s)  {8ldg., Floor, Room)
2664 Riva Road, Annapolis,, 41 Floor

14. is Record Series Du
O ves

plicated Elsewhere? {If yes, specify agency or office.)

B ne

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s}

0 ves & No

16. Audil Regquirements

O None [ state

O Federal [X] Independent

[:[ Yes B wo

17. ks an Index System used? If yas, axplain briefiy and describe requirements

18. Recommended Retention

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

19. Name and Title of Preparer
Jean 'finsley, 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)

1

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

Jessup, Maryiland 20794
410-789-1830

AGENCY RECORDS INVENTORY

PAGE 1 OF 1

1. Department/Agency
Anne Arundel County

2. Division
Planning

3. Unit
Cultural Resources Section

Office of Planning and Zoning

DEFINITION: RECORD SERIES: A group of related records normally Tiled 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 YearfLatest Year
1940 to 2018

6. Record Series Description {Briefly describe the types of information/documentsiforms 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 Inv‘enlory of Histaric Sites,

Archaeological' site forms and Historic cemeteries.

7. Record Serles Format{s) Listall

[K Letter siza [ Micrefilm

Bd Legai Siza [ Computer Tape

8. Racord Series Sequence
[ Alphabetical

Numarical

9. Volume
8000 +/-
Number

B4 File Drawer(s)
O micrefilm Resl(s)

O Audio Tape ] Floppy Disk O chronslegical [J Computer Tapa(s)
O Other (specify),
[ Bound Book [ video Tape [ Geographicat
10. Annual Accumutation
O other (specify) [ other (specity) 80
Number
[ File Braweri(s)
O Microfim Resl(s}
O Computer Tape(s)
> [ other (specify),
11, Filg Is Used 12. File Becomes Inactive Aftar
X Daily [0 weakly O Mentnly O Annuaty Number O Monthisy [ year(st
NIA

13. Current Location{s) ({Bldg., Floor, Room)
2664 Riva Road, Annapolis, 4% Floor

B ves

14. |s Record Series Duplicated Elsewhere? {If yes, specify agency or office.)

O ne

Maryland Historlcal Trust

15. Access Rastrictions (If Yes, cite Law(s) & Regutation(s)

B ves O No
{16USC 470w-3} Fedaral Archagolegical Data Is Restictad for Sita Protection
State = Art 838 5-615(d) and Arl 4QICOMAR 05.08.05 102

16. Audil Requirements

B none [J'state [] Federat [ tndependent

17. Is an Index Systam used? If yes, axplain brigfly and describe requirements
B ves O o

, 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

DG5S 550-4 (Rev. 1/83)




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.Q. Box 275

Jessup, Maryiand 20794
410-798-1930

AGENCY RECORDS INVENTORY

PAGE1 OF 1

1. Deparment/Agency
Anne Arundel County

2. Division -
Planning

3. Unit
Zoning Enforcement Section

Office of Planning and Zoning

purposes.

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

4. Record Series Title
ITEM 12 - ZONING CERTIFICATES OF USE

5. Earliest Year/Latest Year
200210 2018

series.)

certifies compliance with zoning.

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

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

7. Record Series Format(s)  Listall
B Letter Size [ Microfim
[ Legal Size  [J Computer Tape
O Audio Tape [ Floppy Disk
[0 Bound Scok [ Video Tape

4 other {specify)_Computer disk

8. Record Serles Sequance
[ Alphabetical

[ Numerical

B2 Chronelogical

1 Geegraphical

B otner (spacify) By case
year

§. Volume
40 +-
Number

B File Drawer(s)

O Mierofilm Reel(s)

[ Computer Tape(s)

O Other {specity) ;

10. Annual Accumulation
400-S00
Numbar

B Fite Drawer(s}

[ Microfiim Resi(s)
[ Computer Tapsa(s)
[ Other (specify)

11. File is Uged

] Daily [ weekly O Monthly . [ Annualy

Number
NiA

12, File Becomes Inactiva After

OMonth(s) [ Year(s)

13, Current Location(s) (Bidg., Floar, Room}
2664 Riva Read, Annapolis, 3% Floor

14, Is Record Series Duplicated Elsewhara? (If yas, specify agency or office.)

B ves

Office of Adminfstralive Hearings

One

15. Access Resirictions {If Yes, cite Law(s) & Regulation(s)

 Yes B No

18. Audil Requirements

B nere [Jstate [ Feceral [ independent

17. Is an Index Systam usad? i yas, explain briefly and describe regulramenis

O ves B No

18. Recommended Retention

Retain hard copy in house for thirty days then destroy. Retain electranic
copy in house for twenty years then transfer {o 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)




EI

INSTRUCTIONS - TYPE OR PRINT A DEPARTMENT OF GENERAL SERVICES | ELECTRONIC RECORDS INVENTORY
SEPARATE FORM FOR EACH NEW/REVISED RECORDS MANAGEMENT DIVISION

ELECTRONIC RECORD SERIES. FORWARD | 7275 WATERLOO ROAD, P.0. BOX 275
WITH JESSUP, MARYLAND 20794 Page 1 of 1
RECORDS RETENTION SCHEDULE (DGS (410) 799-1930 agelo
550-1) -

COMAR 14.18.02

1 DEPARTMENT/AGENCY 2 DIVISION 3 UNIT
Anne Arundel County Office of Planning Planning Zoning Enforcement
and Zoning

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

4 ELECTRONIC RECORD SERIES TITLE 5 EARLIEST YEAR/LATEST YEAR
ITEM 12 — ZONING CERTIFICATE OF USE FILES

2002 to 2018
6 INPUT - Identify source of information to be entered 7 OUTPUT - Identify the use/s of information generated by system
Application information Date of issuance, use of property, zoning

8 ELECTRONIC RECORD SERIES DESCRIPTION - 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.

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

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

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

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

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

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

12 RECOMMENDED RETENTION
Retain in house for twenty vears then transfer to State Archives far permanent retention.

13 TYPED OR PRINTED NAME OF 14 TELEPHONE NUMBER 15 DATE
PREPARER 410-222-7452 9/14/18

Jean Tinsley

16 TITLE 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)

AGENCY RECORDS INVENTORY

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

Jessup, Maryland 20794
410-799-1830

PAGE 1 OF 1

1. Department/Agency
Anne Arundel County
Office of Planning and Zoning

2. Division
Planning

3. Unit
Zoning Enforcement Section

purposes. -

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposﬁ?on

4. Record Series Title
ITEM 13 — ZONING ENFORCEMENT FILES

5. Earliest Year/Latest Year
201010 2018

series.)

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

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

7. Record Series Formalis) Listall 8. Record Series Sequence 9. Volume
2000
{J Letter Size ] Microfilm [ Alphabetical Numbear
& Legal Size [ Compulter Tape B4 Numerical B File Drawers)
: [ Microfiim Resl(s)
O auwdic Tape [ Floppy Disk O chrenological [J-Computer Tapels)
[ otner (specity),
O BoundBook  [] Video Tape [ Geographicat
10. Annual Accumulation
3 Otner (specity) O other (specity} _____ 2000
Number
B Fite rawer(s)
O wmicrofim Reel(s)
O Computer Fape(s)
O Other (apecity)
11. File is Used 12. File Becomes Inaclive Aftar - compliance wilh code is achieved
[ paity [ weexiy B Monthly 0O Annually Number DO menthigy [ Year(s)

13. Current Locallon(s} {Blag., Flocr, Room}
2864 Riva Road, Annapolis, 3™ Floor

[ ves B4 o

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or aoffice.}

15. Access Reslrictions (If Yes, cite Law(s) & Regulalion(s)

[ Yes B ho

16. Audit Requirements

& None [ state [J Federa!

[ Indepandent

Oyes® Mo

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

then destroy.

18. Recommended Retention

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

19. Name and Title of Preparer
Jean Tinsley, Management Assistant

21. Date
9114118

20. Telephone Number
410-222-7452

DS 550-4 {Rev. 1/63)




Instructions —Type or Print a separate form for

each new or revised record series. Forward

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

with Records Retention Schedule (DGS 550-1)

7275 Waterloo Road, P.O. Box 275
Jessup, Maryland 20794

410-799-1930

FAGE 1QF 1

1. Department/Agency 2. Division
Anne Arundel County
Office of Planning and Zoning Planning

3. Unit

Administration

purposes.

DEFINITION: RECORD SERIES: A group of related records normailly Tled and used as a unit for reference as well as retention and disposition

4. Recerd Series Title
ITEM 1 - CORRESPONDENCE

5. Earliest Year/Latesl Year
2014to 2018

series.)

programs of the agency.

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

1A- Transitory Correspondence--Incoming and outgeing correspondence related to matters of short term interest. Transmittal correspondence

between individuals, departments or external parties containing no final contractual, financial or policy information.

18- Administrative Correspoandence- Incoming and oulgoing 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 nen-transitory, business-related correspondence of the agency director. These records

document executive decisions made regarding agency interests and provide unique infarmation relating to the functions, policies, procedures or
2

7. Recard Series Format(s) Listall

[ Letter Size ] Microfim

[X) Legal Size [ computer Tape
O augioTape [ Floppy Disk
[ Bound Book  [J Video Tape

B4 Cther {specify)___Email

8. Recond Serles Sequence
O aphavetical

[ Numarical

O chrerclogical

[0 Geographical

BJ Other (specify) By topic

4. Valume
250,

Nurmber

B File Drawer(s)

O Microfilm Reet(s)

E] Computer Taps(s)

[ Other (specify)_Emall_23GB_

10. Annual Accumutation
Varies
Number

[X] File Drawer(s)

[ Microfiim Resl(s)
[ computer Tape(s)
O other (specify)

11. File is Used

[ vaity B4 weekly O mentnly [ Annually

3

Number

12. File Becomes Inactive After

Omenthis) B Yearis)

13. Current Localion{s) {Bdg., Flpor, Room)
2664 Riva Read, Annapelis, 4t Floer

[ Yes

14, 13 Record Series Duplicated Elsewhere? (If yes, specify agency or office.)

B3 No

15. Access Restictions {If Yes, cile Law{s) & Regulation(s)

D Yes E No

16. Audit Requirements

B None [ State [ Feceral [ Incependent

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

[ ves B 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 5504 (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)

" AGENCY RECORDS INVENTORY

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

Jessup, Maryland 20794
410.709.1830

PAGE 1 OF 1

1. Department/Agency
Anne Arundel County
Office of Planning and Zoning

2. Division 3. Unit

Pianning

Zoning Section

PUrposes. .

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

4. Record Series Title
ITEM 2 — ZONING APPLICATION FILES

201510 2018

5. Earliest Year/Latest Year

series.)

and decisions of the Hearing Officer or Board of Appeals.

6. Record Series Description {Briefly describe the types of information/documentsfforms found in the series. Include the purpose or function of the

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

7. Racord Series Formaltis) Listall 8. Record Serigs Saquence 9. Volume
_950_+/-
[ Letter size  [[] Microfilm O Alphabetical Number
¢ .
[ Legat Size (] Computer Tape B3 Numerical B3 File Drawer{s)
O wicrofim Resi(s)
[ Audic Tape [ Floppy Disk [ Chronological [ Computer Tape(s)
[ Other (specify).
[0 Bound Bock ] Video Taps [ Gecgraphical
10. Annval Accumulation
[ other (specify) B2 Otner (specify) By case 40
y&ar Number
B9 Fite Drawer(s)
[ microfilm Reel(s}
[ computer Tape(s)
[ otner (spesify)
11. File is Used 12. File Becomes Inactive After
3
B4 aily 0 weakly O Manthly [ Arnually Number OMontnts) B vearis)

13, Curreni Location(s) {€ldg., Floor, Room)
2664 Riva Road, Annapolis, 3 Floar

Bves ~ONo

Office of Administrativa Hearings

14. Is Record Serles Duplicated Elsewhere? (If yes, specify agency or ofice.}

15. Access Restrictions (If Yes, cite Law{s) & Regulalion(s)

O Yes [

16. Audit Requirements

BQ nore [ state [J Federal [ tndependent

O ves B No

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

18. Recommended Retention

years, then destroy.

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

19. Name and Title of Preparer
Jean Tinsley, Management Assistant

21. Date
9/14/18

20. Telephone Number
410-222-7452

OGS 550-4 (Rev. 1/93)




Instructions ~Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
each new or revised record series. Forward RECORDS MANAGEMENT DIVISION
with Records Retention Schedule {DGS 550-1) 7275 Waterloo Road, P.O. Box 275

PAGE1 OF 1
Jessup, Maryland 20794
410-798-1930

Office of Planning and Zoning

1. Department/Agency 2. Division

Anne Arundel County Planning

3. Unit

Zoning Section

pUrposes.

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

4. Record Series Title
ITEM 3 - NON-CONFORMING USE FILES

5. Earliest Year/Latest Year
1977 to 2018

series.)

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

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) Llstall
[ Letter Size ] Microfim
B Legal Size  [] Computer Tape
O Audic Tape [ Floppy Disk
[ eound Beok [ videe :I‘ape

O Otner (specify),

8. Record Serles Sequence 9. Valume

1600 +/-
[ Alphabetical Number
B4 Numerical B File Drawar(s)

O Microfim Resl{s)
O chronclogical O Computer Tape(s)

' [ Cther {specify)

[0 Gevgraphical

10. Annual Accumulation
B2 Otner {specify) Bycase 40
year Number

Fita Drawar(s}

[ microfim Reel(s)
[T Computer Tape(s)
3 Other (specify)

11. File is Used

B Daily O weekly O Mentnly 3 annually

12. File Becomas Inactive After
3
Number O #enth(s)  [X] Year(s)

13. Current Localion(s) (Bidg., Floor, Room}
2664 Riva Road, Annapoalis, 3 Floar

14. Is Record Serles Duplicated Elsewhare? (If yes, specify agency ar office.)

O ves B No

15, Access Restrictians (If Yes, cite Law(s) & Regulation(s)

3 Yes B ve

16. Audit Requiraments

B None [ state (] Federal [ tncependent

17. Is an Index Syslem used? H yes, explain briefly and describe requirements
[ ves [

¢

18. Recommended Retention
Retain in-hause 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
410-700-1930

AGENCY RECORDS INVENTORY

PAGE 1 OF 1

1. Department/Agency

Office of Planning and Zoning

2. Division

Planning

3. Unit

Long Range Planning Section

purposes.

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

4. Record Series Title
ITEM 4- COMPREHENSIVE ZONING FILES

5. Earliest Year/Latest Year
1972 to 2012

series.)

Comprehensive Zoning Applications, maps, and supporting documentation.

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

7. Record Serles Farmal(s} List atl 8. Recerd Serles Sequence 5. Volume
2000 +-
B Letier Size [J Microfim [ Alphabeticat Number
() Legal Size [ Computer Tape B Numerical [ Fite Drawer(s)
[J Microfilm Reei(s)
[ auvdo Tape  [J Floppy Disk B4 Carenologlcal O Computer Tape(s)
[ Other (specify)
[ Bound Boak  [] Video Tape O Gecgraphicat
10, Annual Accumulation
[ Cther (specify)__ [Jotner (specity) ____ Nurmber: N& annual accumulation. Process is undertaken approximately
every 8 years.
B Fiie Brawer(s)
O microfim Reel(s)
O Computer Tapets)
O other (specify) .
11, File is Used 12. File Becomes Inactive After: nfa
Varies
O caiy O weekly B monthiy O Annuany Numoer Omontngs) [ ear(s)

13. Current Location(s)
2664 Riva Road, 4™ Floor

(Bldg., Floor, Room}

14, 1s Record Series Duplicated Elsewhera? (If yes, specify agency ar office.)
O Yes

B o

15. Access Restrictions (If Yes, cite Law(s) & Regulation{s)

[ Yes B3 Ne

[ None [ state

16. Audit Requiremeants

[ Federal [] Independent

17. s an Index System used? If yes, explain briefly and dascribe requirements
[J Yes BJ Na

Numerical system and by Planning Area or Ceuncll 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
410-222-7452

21. Date
9/14/18

OGS 550-4 (Rev. 1/33)




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

Jessup, Maryland 20794 '
410-795-1830

Instructions —Type or Print a separate form for
each new of revised record series. Forward
with Records Retention Schedute (DGS 550-1)

AGENCY RECORDS INVENTORY

PAGE 1 QF 1

1. Department/Agency 2. Division

Anne Arundel County Planning

3. Unit
Administration

Office of Planning and Zoning

purposes.

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

4, Record Series Title
ITEM 5 — PLANNING ADVISORY BOARD FILES

5. Earliest Year/Latest Year
2000 to 2018

series.)

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

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

7. Record Serles Formal(s} Listall
Bl Lettersize [J Microfim
B3 Legal Size [} Compurter Tape
B audio Tape [ Floppy Disk
BQ scund Book [ videe Tape

[ Other (specify)__Chs

B. Record Series Sequance
[ Aalphabstical

{1 Numerical

& chronotogical

(O Geograpnical -

{3 Ciher (specify}

9. Volume
270+ __
Number

B File Drawer(s)

O Microfiim Reel(s}
O computer Tapa(s}
O Cther {spacify)

10, Annual Accumulation
___15+-
Number

B9 File Drawer(s)

[ microfiim Reel(s)
[ Computer Tapa(s)
3 Cther {specify)

11. File is Used

O oaily O weekly B2 Monthty O annuatly

Number

NiA

12. File Becomes Inactive After

OMonthisy [ Year(s}

13, Current Location(s}  (Bldg., Floor, Room)
2664 Riva Road, Annapolis, 4 Floor

O Yes

14, Is Record Series Duplicated Elsewhere? {If yes, specify agency or offica,)

B4 No

15. Access Restrictions (If Yes, cite Law{s) & Regulation(s}

3 VYes B Ne

B None [ State

16. Audil Requirements

O Federal [ Independent

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

[ ves X Ne

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
8/1418

DGS 5504 {Rev. 1/53)




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
410-793-1830

AGENCY RECORDS INVENTORY

PAGE 1__©oF 1

1. Department/Agency
Office of Planning and Zoning

2. Division
Planning

3. Unit
Multiple

purposes.

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

4. Record Series Title
ITEM 6- ADCPTED MASTER PLANS

5. Earliest Year/Latest Year
1978 to 2018

series.)

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

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

7. Recond Series Formal(s) Listall

O Letter Size ] Micrafilm

[J LegaiSize [ Computer Tape
[ Audic Tape [ Floppy Disk
[ Bound Book ] Video Tape

B Other (specify)__CDs__

[0 Geographica

8. Record Series Sequance 9. Volume
50
B Alphabetical Nurmber
[ Numerical . B File Drawer(s}
O Microfitm Reel(s)
Chranological [ computer Tape(s)

[ Other (specify}

[ other (specifyy ___ 1

Number

10. Annuat Accumulation

[ File Drawer(s)

[ Microfilm Reet(s)
[ computer Tape(s)
O Other (specify)___nia

11. File'is Used 12. File Becomas Inactive After
[ oaiy B weekly K Monthty O annually Number
NIA

[J Menthgs)

[ Year(s)

13. Curreni Location(s)  (Bldg., Floor, Room}
2664 Riva Road, Annapolis, 4 Floor

B ves Owe

Available on website.

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

15. Access Restrictions (If Yes, cite Law(s} & Regulation{s)

O ves No

16. Audit Requiremsnts

[ None [ State [ Federal

3 Independent

[ ves B2 no

17. Is an Index System used? If yas, explaln briefly and dascribe requirements

permanent retention,

18. Recommended Retention

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

19. Name and Title of Preparer
Jean Tinsley, Management Assistant

20. Telephone Number
410-222-7452

21. Date
9/14/18

DGS 5504 (Rev. 103}




Instructions ~Type or Print a separate form for
each new or revised record series. Forward

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

with Records Retention Schedule (DGS 550-1)

7275 Waterloo Road, P.O. Box 275
Jessup, Maryland 20794

410-798-1930

PAGE 10F 1

1. Department/Agency
Anne Arundel County
Office of Planning and Zoning .

Planning

2. Division

3. Unit
Research & GIS/Long Range Planning / Zoning/
Zoning Enforcement/ Cultural Resources

DEFINITION: RECORD SERIES: A group of related records normally ﬁgd and used as a unit for re

purposes.

rence as well as retention and disposition

4, Record Series Title

ITEM 7- PLANNING STUDIES, REPORTS, AND DOCUMENTS

5. Earliest Year/Latest Year
1970°s to Present

6. Record Serles 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 Serles Format(s)  Listall 8. Record Series Sequence 9. Volume
S0+t
B2 Letter Size [J Microfitm [J alphabetical Number
Bd Legai Size  [J Computer Tape O Numarical File Drawer(s)
[ Microfim Reel(s)
O sudo Tape [ Floppy Disk B3 Chronolegieal [ Computer Tapsis)
O Cther {spacify)
[ 8cund Book  [] video Tape [ Geographical
10, Annual Accumulation
Other {specify) _CDs_ Oother (spesity) Mumber: §
B Fiie Drawer(s)
[ microfilm Reel(s}
[ computer Tape(s}
O Cther {spacify),

11. File is Used

O caty O weexy B Monthly O Aanually

Number

12, Filo Bacomes Inactive After: nfa

OmMonth(sy [ Year(s}

13. Current Localion(s)  {Bidg., Floor, Room)
2664 Riva Road, 37 and 4 Floors

14, la Record Series Duplicated Elgewhere? (f yes. spectly agency or office.}
O Yes

B No

15. Access Restrictions {If Yes, cite Law(s} & Regutalion(s)

[ ves B ne

16. Audit Requirements

R None [Jstate [ Fedarat [ tndependent

17. Is an (ndex System used? If yas, sxplain briefly and describe requirements

O Yes B nNe

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
8/14/18

DGS 550-4 {Rov. 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
410-708-1830

AGENCY RECORDS INVENTORY

PAGE1 OF 1

1. Department/Agency
Anne Arundel County
Office of Planning and Zoning

2. Division 3. Unit

Planning

Research and GIS Section

purposes. -

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

4, Recerd Series Title
ITEM 8 - MAPS AND AERIAL PHOTOGRAPHS

1943 to present

5. Earliest Year/Lates! Year

series.)

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

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

7. Record Series Format{s) Listall
[ ettersize [ Microfilm
B Legal Size ] Computar Tape

O Audio Tape [ Floppy Disk

[ Bound Bock [ video Tape

B Other (specify) 30 x 50 Photas; 24 x 36 Mylars; Paper; CDs

B. Recond Series Sequance 9. Volume
_15,000 +/-
[ Alphabetical Mumber
B Numertcal B Fite Drawer(s}
3 Microfim Reel(s}
Chrenological [ Computer Tape(s)

B3 Other specify) Hanging files

[ Geographica
. 10. Annual Accumulation
[ Other (specify} Zoning 300
Grid Number
[ File Drawer(s}
O Microfilm Reel{s)
O computer Tapets)

ﬂ Other (specify)__Digital format - 300 GB

11. Flle is Usad 12. File Becomes Inactive After
B9 pally O weexiy 0O Monthry O Annuaty Number [ Monthis)
NiA

O vearts)

13. Current Location(s)  (Bidg., Floor, Room)
2664 Riva Road, Annapolis, 4" Flvor

O ves B ho

14. Is Record Series Duplicated Elsewhare? {lf yes, specify agency or office.}

15, Access Reslrictions {If Yes, cite Law(s) & Regulation{s)

O ves B No

16. Audil Requirements

B Nene [ State  [] Fedaral [T Independent

17. I8 an Index Syslem used? If yes, explain briefly and describe requirements

B ves One

Year created, ADC Grid, Zoning Grig

18. Recommended Retention
Retain in-house for 150 years then transfer to State Archives for
permanent relention.

19. Name and Title of Preparer
Jean Tinsley, Management Assistant

20. Telephone Number
410-222-7452

21. Date
9/114/18

DGS 5504 (Rav. 1493}




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

AGENCY RECORDS INVENTORY

PAGE 1 OF 1

1. Depariment/Agency
Anne Arundel County ;
Cffice of Planning and Zoning

2. Division

Planning

3. Unit
Research and GIS Section

purposes.

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

4. Record Series Title
ITEM 9 - DEMOGRAPHIC PUBLICATIONS

5. Eartiest Year/Latest Year
2005 to Present

series.}

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

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

7. Record Series Format{s) Listall 8. Record Series Sequence 9, Volume
60
O tetersize  [J Microfim (O Alphabetical Number
O egal Size [ Computer Tape O Numerical [ File Draweris)
7 Micrafim Resl(s)
[ Augio Tape [ Fleppy Disk & Chronological [ Computer Tape(s)
[ other (specify),
B eound Boox [ Vvideo Tape {0 Geographical
10. Annual Accumulation
[ other {spacify), [ Cther {specify) s
Number
B3 File Drawer(s)
[ Microfim Reel(s}
[ Computer Tapeis}
[ Cther {specify)
11. Fila is Used 12. File Becomes Inaciive After
[ paily O weeky B Monthty O Annualty Number O Monthisy [ vear(s)
NIA

13. Currenl Lacation(s)  {Bldg., Ficor, Reom)
2664 Riva Road, Annapolis, 4% Floor

Oves Ko

14. Is Record Series Duplicated Elsewhere? {lf yes, spacify agency or office.)

15. Access Restrictions {If Yes, cile Law{s) & Regulalion(s)

[ ves B Ne

16. Audil Requirements

R None [ state [ Federal [ Indepandent

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

O ves & ne

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
410-222-7452

21. Date
9/14/18

DGS 550-4 {Rev. 1/83)




Instructions —-Type or Print a separate form for
each new or revised record series. Forward
with Records Retention Schedule (DGS 550-1)

DEPARTYMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.Q. Box 275

Jessup, Maryland 20794
4107991930

AGENCY RECORDS INVENTORY

PAGE 1 OF 1

1. DeparimentiAgency
Anne Arundel County
Office of Planning and Zoning

2. Division
Pianning

3. Unit
Research and GIS Section

DEFINITION: RECORD SERIES: A group of related records normatly filed and used as a unil 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 o 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) Listall
B Latter Size [ Microfilm
B3 Legal Size  [] Computer Tape
O Audio Tape [ Floppy Disk
[ Bound Book [ video Tape

[ other (spacify)

8. Record Series Sequance

9. Volume
__50-60
{2 alphabetical Number
[ Mumerical [ File Drawer(s)
O Microfim Reel(s)
[ Chronological [ Gomputer Tapeis)
[ Other {epecify)
(] Geographical

Other {specify) Building permit
number

Number

10. Annual Accumulation

[ File Drawer(s)

[ Microfitm Reel(s)
O Computer Tape(s)
[ Other (specify)

1. File is Used

B weekly O Monthly

[ oaily

0 Annually

3
Number

[ Moath(s)

2. Filg Bacomes Inaclive After

[ vear(s)

13. Current Location(s)  (Bidg., Floor, Room)
2664 Riva Read, Amapolis,, 4® Floor

O ves B4 o

14, Is Record Series Duplicated Elsewhera? (If yes, speclty agency or office,)

15. Access Restrictions {If Yes, cite Law(s) & Regulation(s}

O ves BJ No

16. Audit Raquiremants

[ none [ State

[ Feceral [ Independent

[ ves B no

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

18. Recommended Retention
Retain in house twenty years after project completion ang then destroy. -

19. Name and Title of Preparer
Jean Tinsley, Management Assistant

20. Telephone Number
410-222-7452

_21. Date
9/M14/18

DGS 550-4 (Rev, 1/93)




Insgtructions =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
430-799-1030

AGENCY RECORDS INVENTORY

FAGE 1 QF 1

1. Depariment/Agency
Anne Arundel County

2. Division
Planning

3. Unit )
Cultural Resources Section

Office of Planning and Zoning

purpcses.

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

4, Record Series Title
ITEM 11 - CULTURAL RESOURCES FILES

$. Earliest Year/Latest Year
1940 to 2018

series.)

Archaeological site forms and Historic cemeteries.

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

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

7. Record Series Formal(s) Listal 8. Recond Series Sequence $. Voluma
8000 +/-
[ Letter Size [ Microfim O Alpnabstical Number
B Legal Size [ Computer Tape & Numerical B2 File Drawer(s)
O microfilm Reet(s)
[0 Audio Tape [ Floppy Disk O chranalogical O computer Tapets)
O Other (specify) !
(2 Bound Bock [ video Tape O Geographical
10. Annual Accumulation
O Other (specity), O other (specify) 60 .
Numbar
B3 File Drawer(s)
O Micrafilm Reel(s)
O Computer Tapels)
O otner (specity)
11, File is Used 12, File Becomes Inaclive After
B4 Daily 0O weekiy O Monthiy O Annuatly Nurnber Omeontngs) [ Yearis)
NIA

13. Current Location(s) {Bldg., Floor, Reom)
2664 Riva Road, Annapolis, 4™ Floor

14, I Record Serles Duplicated Elsewhere? (If yes, specify agency or office.}

B ves One

Maryland Higtarieal Trust

15. Access Restrictions (If Yes, cite Law{s) & Regulation(s)

X ves OnNe

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

(16USC 470w-3) Faderal Archasological Data is Restricted for Site Pratection

46, Audit Requirements

B None [J state [J Federal [ Independent

3

B ves [Ono

Slate Assignad Site Numbers

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

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 560-4 (Rev. 1/93)




Instructions —Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY

each new or revised record series. Forward RECORDS MANAGEMENT DIVISION
with Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275~ PAGE 1 OF 1
Jessup, Maryland 20794
410-799-1930
1. Deparment/Agency 2. Division 3. Unit
Anne Arundel County Planning Zoning Enforcement 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 relention and disposition
purpases.

4. Record Series Title 5. Earliest Year/Latest Year (
ITEM 12 - ZONING CERTIFICATES OF USE 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 husiness name, address, and zoning of property. All uses except singte family dwellings are required to cbtain a Certificate which
certifies compliance with zening.

7. Racord Series Format{s) Listal 8. Record Serles Sequence 9. Voluma

40 4
B Letter Size  [J Microfilm [J Alphabatical Number
[JLegaiSize  [] Computer Tape [ Mumerical File Drawer(s)
O wicrofilm Resi(s)
O Augio Tape”  [J Floppy Disk B4 chrenological [ computar Tapels)
[ Other (specity)
[ Bound Book [ Video Tape [0 Geographical
10. Annual Accumuation
B9 Other (specify)_Compuler disk . [ Other (specify) By case 400-500
yaar Numbar

B3 File Orawer(s)

O Microfilm Reel(s)
O computer Tape(s)
[ Other (specify}

11.Flle is Used 12. Filo Becames Inactive After
B3 osity O weekly O wonthiy O annualy Number O Month(s) [ Year(s)
N/A
13. Current Location{s)  (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhera? {If yes, specify agency or office.}
2664 Riva Road, Annapalis, 3% Floor [ ves O nNe
Office of Adminisirative Hearings
15, Access Restictions (If Yes, cite Law(s) & Regulatien(s) 16. Audit Require;'nnls
[ Yes B No

B vone [J state [ Federal [ Independent

17. Is an Index System used? If yes, explain briefly and describe requirements 18. Recammended Retention

O Yes B Na . A . - .
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 2Q. Telephone Number 21. Date
Jean Tinsley, Management Assistant 410-222-7452 9/14M18

DGS 550-4 (Rav. 1/93)



INSTRUCTIONS — TYPE OR PRINT A DEPARTMENT OF GENERAL SERVICES | ELECTRONIC RECORDS INVENTORY
SEPARATE FORM FOR EACH NEW/REVISED RECORDS MANAGEMENT DIVISION

ELECTRONIC RECORD SERIES. FORWARD | 7275 WATERLOO ROAD, P.O. BOX 275
WITH JESSUP, MARYLAND 20794
RECORDS RETENTION SCHEDULE (DGS (410) 799-1930 Page 1 of 1
550-1) '
COMAR 14.18.02

1 DEPARTMENT/AGENCY . 12 DIVISION 3 UNIT
Anne Arundel County Office of Planning Planning - Zoning Enforcement
and Zoning

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

4 ELECTRONIC RECORD SERIES TITLE 5 EARLIEST YEAR/LATEST YEAR
ITEM 12 - ZONING CERTIFICATE OF USE FILES
. ' 2002 to 2018

& INPUT - Identify source of information to be entered 7 OUTPUT - Identlify the use/s of information generated by system
Application information Date of issuance, use of property, zoning

8 ELECTRONIC RECORD SERIES DESCRIPTION - 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 ACCESS AND USE - Explain or attach copy if established in writing."

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

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

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

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

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

12 RECOMMENDED RETENTION
Retain in house for twenty years then transfer to State Archives for permanent retention.

13 TYPED OR PRINTED NAME OF 14 TELEPHONE NUMBER 15 DATE
PREPARER 410-222-7452 ' 9/14/18

Jean Tinsley

16 TITLE 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

AGENCY RECORDS INVENTORY

PAGE 1 OF 1

1. Deparment/Agency
Anne Arundel County

Office of Planning and Zoning

2. Division

Planning

3. Unit
Zoning Enforcement Section

PUrposes.

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

4. Record Series Title
ITEM 13 — ZONING ENFORCEMENT FILES

5. Earliest Year/Latest Year
2010 to 2018

series.)

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

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

. 7. Record Series Format{s) Ustall
BJ Letter Size ] Microfim

B Legal Size ] Computer Tape

[ Audio Tape [ Floppy Disk

[ Bound Book [ video Tape

[ Cther {spacify)

8. Record Series Sequence
2000
[ Alphabetica!
B0 Mumerical

O ¢hronctogical

[] Gecgraphical

4. Volume

Number

(& File Drawer(s)

(O Microfim Reel(s)
[ Computer Tapa(s)
[ Cther {specify),

[0 other {specify) 2000

Number

10. Annual Accumulation

g Fila Drawer(s)

O Microfitm Rael(s)
O Computer Tape(s}
O other (specify),

11. File is Used

Opaly [ weekly B Moninty

O Annually

Number

[ Moanth(s)

12. File Becomes Inactiva After - compliance with code Is achieved

O yearts}

13. Current Localion(s) (Bldg., Floor, Room)
2664 Riva Road, Annapalis, 3® Flaor

O Yes B Ne

- 14, Is Recerd Series Puplicated Elsewhere? {If yes, specify agency or office.}

15. Access Restrictions {I Yes, cite Law{s) & Regulalien(s)

[ ves K no

16. Audit Requirements

B None [J State [J Federal [] Independent

[ Yes & e

17. Is an Index System used? If yes, explain brisfly anc describa requirements

then destroy.

18. Recomrﬁended Retention

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

19. Name and Title of Preparer
Jean Tinsley, Management Assistant

20, Telephone Number
210-222-7452

21. Date
9114118

OGS 550-4 (Rev. 1/93)




