DEPARTMENT OF GENERAL SERVICES,

' SCHEDULE
DGS-880-1 NO,
REV. 7/86 Records Monagement Division M-39
PAGE
MO, )
RECORDS RETENTION AND DISPOSAL SCHEDULE 1 of 1
City of Greenbelt Planning
AGENCY OI VISION
Item .
No. Description Retention
The Planning and Development Division includes both
the planning of city projects -and facilities. It
also deals with new development taking place and
the inspection of work being done.
TYPE OF RECORD
1. | Construction Permits - e | 1. Retain for 5 years. ..
) after construction
completed, then destroy
2. | Bids 2. Same as item 1.
3. | Zoning Applications/Petitions 3. Same as item 1.
4. ] Blueprints 4. Permanent. Transfer
T e e i - T 7T == —s-| -—-periodically to State’
Archives.
5. | Greenbriar Condo correspondence 5. Same as item 1.

Schedule Appraved by o”mo. Sd\_._d;_l:__Amhed 30‘ by

Agency, ot Divialen Ropnunnﬂn
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Racords Management Divizion

AGENCY RECORDS IMVENTORY ' Page No.
k) 3 - . ‘. —-_.Of

1. Departrent . . {2. Division

General Government

‘ dity of Greenbelt . 3, Unit

Planning

L. Record Series and Title: (Def., A4 group of records filed as a unit, used &5 a unit, and whic:
may be transferred or disposed of 28 & unit,)

Permits

Description: (Give a brief description of 2 typical folder; include content, purpose, and
form n..me(s) and number(s),

Construction Permits --

These are permits issued for a wide variety of construction projects
which include various streets, construction and renovation of municipal
building, Center Mall, Fire House Addition, B/W Parkway overpass, Golden
Triangle, Greenway Center, North Springhill Lake, etc.

(Note: Uao  separate dmventory sheet for mach Becned Savies)

S« Present Volwme c¢n Hand (No. of file drawers) |7. Auvdit Requirements

State 7
8, Estimated Ac"umu_Lation (Tearly) Federal [—/

- Internal 7
1/2 Independent _L{
External XX

Os Estimated Activity per File Drawer: (Activity Ouide- EXGH (used daily); XEDIUX (once/twice

ponthly); 1OW (lesz than once mnthly)
Cusrent Yeax H ¥ L

After 1, ¥Ir, H ¥ L After vhat year does activity become LOW 3
Fe Could Record Series be stored in the State 10, Recommended Restantion: .

Records Center, .

) YES Z::7 W X Retain for 5 years after construction
: then destroy. .

When: )

’blz:ventory prepered by C. R. Prybyl Dete: L -2 -7g
(Print Neme) - '

Telophons Humber: _ 301-474-8052

: DGS-R%-10 3/81
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“1.. Departrment . L - {2. Division

. . L .General Government
City of Greenbelt 3. Unit )

. - ’ ‘ Planning

4. Record Series and Title: (Def. A group of records filed as & unit, uszed s ‘2 unit, a.nd \rhic
B2y be transferred or dispozed of 22 & unit,)

Bids/Blueprints

Description: (Give a brief description of a typical folder; include content, purpose, and
form n..me(s) and number(s).

Bids -

These consist of instruction to bidders and copiés of the bids.

(Note: Tas g semarate drventorr shest for mach Rasnrd Savier)

Se Present Volume cn Hand (Ho. of file drawers) |7, Audit Requirements
' ' State T
6, EBatimated Acmation (Isa rly) Feder2l [—! - (Internal [7
1/2 Independent _x._{
External M‘

Oe Estizated Aciivity per File Drawer: (Aciivity Ouide- EIGH (used daily); M=DIUX (once/twics

ronthly); 1OW (less th&n once ®onihly),
Cosrent ez E X L

After 1, Ir, B X L Afier what year does activity become LOW _ 3
Je Could Record Seriss be stored in the State 10 Recommended Rstention:
Records C.:enter. = 7 w /X7 ‘ Retain for 5 years then destroy.
i}hen: |
Ll. Irventory prepered by  C. R. Prybyl Detes VAl S )
(Prict Yame) .
Telophona Husber 301-474-8052 ' ‘ | o510 /8L
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. AGENCY RECORDS I¥VENTORT ' " Page Yo.
, = . —of
1. Depart.ment . L - -~ {2, Division .
City of Greenbelt _' : 3, Unit " General Government
. R ‘ Planning
b

Record Serdies and Title: (Def. A group of records filed as & unit, used &5 ‘a unit, a.nd \r’nic
2y be transferred or di'poaed of &5 & unit,)

Zoning

Description: (Oive a brief description of a typical folder; include content, puzpose, and
form mme(s) and pumber(s).

Zoning Applications/Petitions —

These are requests for zonlng and correspondence relating to.
various zoning issues.

(Mote: Taa g gamavate drventory sheet for mgeh Bacord Sariaec)

S. Present Volwme cn Hand (No. of file drawers) |7. Audit Requirements
' 4 ' State 7
6, Estimated Accumuiation (1sarly) Federzl 7=/ - (Internal /=7
1/4 Independent ._x_{
, External EXZ‘
S,

Estizated Activity per File Drawer: (Activity Ovido- EZCH (used daily); ¥=DIMM (once/twrice

®onthly); LOW (less t.ha.n once mnthl:f). )
Cusrent Jear B X L

After 1. ¥r, H ¥ L Lf“m“yu.rdoeaac v‘tybeocmem’u’ 3

S« Could Record Series be stored in the State 10, Recommended Ratention: ;
Records Center, ) .

' I=s LT W X7 _ Retain for 5 years -then destroy.

Hhen:

Ll Inveniory prepered by C. R. Prybyl Dete: T -] -2

(Print Name) .

Telazhora Xuzmber: 301-474-8052
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. AGENCY REQORDS IMVENTORY " Page No.
~ - ——of
1. - Depariment . L - - |2, Division
. - N * .General Government
City of Greenbelt 3, Tnit .
. Planning
L.

Record Series and Title: (Def. A4 group of records filed as a unit, uszed a5 ‘2 unit, and thic
m2y be transferred or disposed of s 2 unit,)

'Bids/Blueprints

Descriptioh- (Give a brief description of a typlcal folder; include content, purpose, and
form n..me(s) and number(s).

Blueprints -

These are for various projects in the City.

(Note: Tse g genarate dmventory ahast for mpch Basamd Sevtas)

5. Present Volwme on Hand (No. of file drawers) |7. Audit Requirements
' 3 ' State (T
6. Estimated Accumuiation (learly) Federzl /=7 - Intermal /=7
1/2 Independent _L.{
_ External m
Oe

Estimated Activity per File Drawer: (Aciivity Cuide- ey (used dz2ily); ¥=DIUX (once/twice

®onthly); 10W (less th.a.n once moaihly), )
Cusrent Year B XM L

After 1, Ir, E ¥ L Afisr whai year does sciivity become 1DVW 3
Je Could Record Seriss be stored in the State 10, Recommended Ratentions ;

Records Center, . .

) IS [T7 W XXF . Retain permanently.’

¥hen: :

L. Inventory prepered by C. R. Prybyl Detes 7-/2-29
(Print Yame) . '
Telaphore Huxber: 301-676-8052
: DGS-R%-10 /81
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o ' . AGENCY RECORDS IHVENTORY " ° Page No.

—

-

"1. - Department | L - |2, Division
. : City of Greenbéit" 3. Tadt General Gove;nment

Q ' C - ) ‘ Planning

L. Record Series and Title: (Def. 4 group of records filed as & unit, used as‘-.a unit, and whic
Eay be transferred or dizposed of s & unit,) : ' !

B Greenbriar Condo

Descr'iptio'n: (Give a brief description of a typical folder; include content, purpose, and
form neme(s) and number(s). .

Various reports -

These are a variety of réports relating to -the construction of the
Greenbriar Condos and contain sewage treatment plan, easement,
pumping station, inspections, and other type of correspondence.

- .

{Note: Mo g ssmarate dmventorv sheat for mach Basard Sarfac)

S. Present Volume ca Hand (No, of file drawers) |7. Audit Requirements

. ) ‘ 2 ) State [T .

C. Estimated Accumuiation (Yearly) Federzl /7 - (Internal 7
0 Independent ..X_{ .

. External X

O

Estizated Activity per File Drawer: (Aciivity Guide- EI_C‘; (used daily); ¥=DIMM (once/tarice

wonthly); 10W (less than once monthly), )
Corrext Year E X L ‘

After 1, Ir, E X L Afier what year does sctivity become 1OW 3
Je Could Record Series be stored in the State 10, Recoxmended Restention: - Pov -
Records Center, RetAw FOR &5 VBQ-)THE") : ‘s P o
. IS [T w I _ Destroy ' W
‘\ihe.n: . . .. . | . &‘ [ %
Ll. Irveniory prepered by C. R. Prybyl Detes VAR S XA ‘
(Print Mame) :
Telsphoze Humber: 301-474-8052
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