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Agency 
Town of Sykesville 

Division/Unit 
Town Manager 

Item No Description Retention 

2 

3 

Miscellaneous Historical Documents- Baltimore magazine 
(Sykesville article/photos), Bank account book 
(mayor/council), basketball score books, evaluation criteria 
(study of secondary school standards), Liberty Tale Mines, Inc. 
(report on Town of Sykesville/photos), newsletter (Sykesville), 
various newspaper articles (includes presidential articles), 
photos (Franklin High School building and faculty), 
proclamation (Governor Schaefer Day), South Carroll 
Community News (local newspaper), Sykesville High School 
(basic minimum requirements), brief daily happenings 
(Sykesville history April 1876 to April 1906 written in 1989), 
correspondence, Sykesville town listing (handwritten names of 
Sykesville residents), telegram charge lists (personal 
handwritten telegram messages), Town of Sykesville slides 
(Black School House, Main St., benches, administration 
building, old homes, town events, river and bridges, elections 
(tallies/hashmarks, election complaint letter, registered voters, 
official appointment letters, affirmations of loyalty 

Personnel; timesheets 

Bids; Massey Ferguson Tractor (inactive 1984), joint trash 
disposal contract, bid openings 

Retain permanently; transfer to 
MD State Archives 

Retain 3 years, then destroy 

Transfer successful bids to 
appropriate project file. Retain 
unsuccessful bids for 2 years 
until audit requirements have 
been fulfilled then destroy. 

Approved by Department^ Agency or Division Representative 

Date 

Signature 

Type Name Matthew Candland 

rpjj|e Town Manager 

Schedule Authorized by State Archivist 
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Item No Description Retention 

4 Personnel; Town of Sykesville employee handbook, 
personnel policy changes, 1-9 handbook from Justice 
Department, correspondence, employee signature sheet for 
handbook, changes and drafts, employee rules and regulations 
amendment 

Retain until updated or 
superceded, then destroy 

5 Personnel; job descriptions Retain until updated or 
superceded, then destroy 

6 ADA (Americans with Disabilities Act); correspondence 
(includes legal), general information (compliance), Carroll 
County Government Transition Plan to Comply 

Retain until updated or 
superceded, then destroy 

7 Personnel; workers compensation claim Retain notice of claim with no 
further action for 5 years 
following the year to which they 
relate, then destroy. Retain 
notice of claim with lawsuit 
filed for 5 years after settled, 
then destroy 

8 MML claims Retain notice of claim with no 
further action for 5 years 
following the year to which they 
relate, then destroy. Retain 
notice of claim with lawsuit 
filed for 5 years after settled, 
then destroy 

9 Bench destruction at St. Joe's; juvenile malicious destruction 
of property 

Retain adjudicated case for 10 
years after closed, then destroy. 
Retain all other cases for 5 years 
after case, the destroy 

10 Cable Television; contract, budget information, proposal, 
advertising proposal and agreement, acquisition binders, rates, 
correspondence, certification of franchising authority, a 
regulation 

Retain for 4 yeaVs after contract 
expiration, then destroy 



DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

Schedule No. M-171 

RECORDS RETENTION AND DISPOSAL SCHEDULE 
(CONTINUATION SHEET) Page 3 of 25 

Item No Description Retention 

11 Budgets; capital improvement, annual comprehensive budget, 
unaudited treasurer's report 

Retain 3 years, then destroy 

12 Associations; (MCCMA, MML); financials, correspondence, 
disclosure backup, annual treasurer's report, minutes, agenda, 
conventions,awards,legislation, bulletins, room reservations, 
meetings, scholarship information, momentum program 
employee training certificate of membership 

Screen annually. Destroy 
material having no further fiscal, 
legal or operational value. 

13 Personnel; employee acknowledgment sheet; workplace 
violence video 

Retain 3 years after employee 
termination, then destroy 

14 Personnel; Employee evaluations, memos, correspondence, 
forms 

Retain 3 years after employee 
termination, then destroy 

15 

16 

Personnel Files; salary information, timesheets, drug and 
alcohol test results, evaluations, notice of salary increase, 
MVA documents, employee benefit information, 
commendations, resumes, disciplinary action, workers 
compensation hearing information, medical information, job 
descriptions, IWTF medical claim 

Personnel; employee advertisement 

Retain 3 years after employee 
termination, then destroy 

Retain 3 years, then destroy 

17 Personnel; applications, resumes, interviews, writing samples Retain 3 years after employee 
termination, then destroy. If job 
applicant unsolicited or not 
hired, retain 1 year from date of 
action, then destroy 

18 Carroll County Council of Governments; draft of by-laws Retain until updated or 
superceded, then destroy 
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Item No Description Retention 

19 Calendars; annual, planners Retain 2 years, then destroy 

20 Carroll County Facts; Carroll County Economic Division Retain until updated or 
superceded, then destroy 

21 Charter; Town- reviews and revisions, proposed amendment, 
first draft, as amended through November 2000) 

Permanent. Transfer original to 
the MD State Archives. Copies 
screen annually. Destroy 
material having no further fiscal, 
legal or operational value. 
Retain permanently any material 
that serves to document the 
origin, development and 
accomplishments of the 
department. Transfer 
periodically to the MD State 
Archives. 

22 Civil Defense Agency- surplus property State of Maryland Screen annually. Destroy 
material having no further fiscal, 
legal or operational value. 
Retain permanently any material 
that serves to document the 
origin, development and 
accomplishments of the 
department. Transfer 
periodically to the MD State 
Archives. 

23 Civil War Heritage; steering committee Screen annually. Destroy 
material having no further fiscal, 
legal or operational value. 
Retain permanently any material 
that serves to document the 
origin, development and 
accomplishments of the 
department. Transfer 
periodically to the MD State 
Archives. 
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Item 
No. Description Retention 

24 Contractor Agreement Retain for life of contract, plus 4 
years, then destroy 

25 Computer proposals; report, financials, contract, bidders, 
information 

Retain accepted bid for 4 years 
after termination of contract, 
then destroy. All others, retain 2 
years, then destroy 

26 Daily File (for consultants report) Retain for 1 rolling year, then 
destroy 

27 Correspondence; citizen's general, state Retain for 1 year after 
resolution, then destroy 

28 Data Recovery at 18CR239, The Sykes, Law Enforcement 
Driver Training Facility, Cemetery (State's report re: Bones 
discover on land purchased for Training Facility. Bones 
identified, cataloged and reburied at another site). 

Permanent. Transfer 
periodically to the MD State 
Archives 

29 Drug Testing Policy Statement-Sykesville; includes regulations Retain until updated or 
superceded, then destroy 

30 FEMA; back up data Retain until updated or 
superceded, then destroy 

31 Gatehouse; transfer title, grant, dedication, maintenance, 
repairs 

Gatehouse Records: Permanent. 
Transfer periodically to MD 
State Archives 
Maintenance/Repair Records: 
Retain 3 years and until all audit 
requirements have been met, 
then destroy 

32 Emergency Preparedness Plan Retain until updated or 
superceded, gain town managers 
approval, then destroy 

33 Grant- Historic Preservation; brochures, ordinance, 
correspondence 

Retain 5 years after grant is 
closed and until all audit 
requirements have been fulfilled, 
then destroy 
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Item 
No. Description Retention 

34 Grant Sources Retain until updated or 
superceded, then destroy 

35 Hazardous and Toxic Substance Act (Right to Know); 
correspondence, overview of law, guideline, chemical list, 
material safety data sheets 

Retain for 40 years after 
discontinued use of specific 
chemical, then destroy 

36 Hazardous Waste- Systems Services Company; drums located 
at Systems Services County warehouse 

Retain for 40 years after 
discontinued use of specific 
chemical, then destroy 

37 Historical Society of Carroll County; board of trustees 
handbook, strategic plan (2002-2011), minutes - copies 

Town Manager to turn these 
records over to the individual 
who takes his place on the 
Board of the Society when term 
of office terminates. 

38 Internet; Carroll County library internet account renewal, 
accessing information, status report, correspondence 

Retain until updated or 
superceded, then destroy 

39 Investment Policy (town) Retain until updated or 
superceded, then destroy 

40 Commercial Refuse and Dumpster- Town of Sykesville; lease, 
agreement, Sykesville Recycling Center lease 

Retain for life of lease plus 4 
years, then destroy 

41 Management Study of the Sykesville Maryland Police 
Department 

Retain until updated or 
superceded, then destroy 

42 Material Safety Data Sheets Retain 40 years after 
discontinued use of specific 
chemical, then destroy 
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Item 
No. Description Retention 

43 Mayor and Town Council retreats Screen annually. Destroy 
material having no further 
fiscal, legal or operational 
value. Retain permanently any 
material that serves to 
document the origin, 
development and 
accomplishments of the 
department. Transfer 
periodically to the MD State 
Archives 

44 Mayor and Town Manager correspondence Screen annually. Destroy 
material having no further 
fiscal, legal or operational 
value. Retain permanently 
plans, reports and any material 
that serves to document the 
origin, development and 
accomplishments of the 
department. Transfer 
periodically to the MD State 
Archives 

45 Minutes- Quarterly Mayor's meeting; excerpt - copies Screen annually. Destroy 
material having no further 
fiscal, legal or operational 
value. 
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Item 
No. Description Retention 

46 Town Council Minutes; regular and special council meetings, 
upcoming meetings, agendas, special reports 

Permanent. Transfer 
periodically to the MD State 
Archives 

47 Movie Filming; Sykesville Promotional, the movie Cry Baby Permanent. Transfer 
periodically to the MD State 
Archives 

48 Momentum Classes/Seminars/Meetings; Carroll Community 
College, Carroll County Chamber of Commerce 

Retain until updated or 
superceded, then destroy 

49 Operational Guidelines; charter (copy), resolution 1993-07, 
Sykesville employee handbook 1995, Sykesville police rules, 
regulations and procedural guidelines 

Screen annually. Destroy 
material having no further 
fiscal, legal or operational 
value. Retain permanently any 
material that serves to 
document the origin, 
development and 
accomplishments of the 
department. Transfer 
periodically to the MD State 
Archives 

50 Ordinance books, reference Retain until no longer needed or 
superseded, then destroy. 

51 Post Office Department; correspondence, annotated code Screen annually. Destroy 
material having no further 
fiscal, legal or operational 
value. 
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Item 
No. 

Description Retention 

52 

53 

54 

55 

Sykesville and Patapsco Railway; correspondence, Sykesville 
Station train model, donations and grant application, Red 
Caboose lease and memos, Train Garden Oklahoma Avenue 
plan, license agreement, check copies, plans 

Public Works Agreement; Carroll County/Sykesville/Hunt/ 
Lancelotta 

Recreation and Parks; waiver and release of all claims, 
individual registration, team registration, check and money 
copies, team phone lists, karate programs, summer camp, family 
fun day, Stones in the Park 

Police Department; correspondence, police reports, 
reimbursement agreement, incident, vehicle, annual reports, 
police chief report 

Screen annually. Destroy 
material having no further 
fiscal, legal or operational 
value. Retain permanently any 
material that serves to 
document the origin, 
development and 
accomplishments of the 
department. Transfer 
periodically to the MD State 
Archives 

Retain for 4 years after 
termination of agreement, then 
destroy 

Retain 3 years, then destroy 

Screen annually. Destroy 
material having no further 
fiscal, legal or operational 
value. Retain permanently any 
material that serves to 
document the origin, 
development and 
accomplishments of the 
department. Transfer 
periodically to the MD State 
Archives 

56 Recycling reports to the County; containers, paper, tires Retain 3 years, then destroy 
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Item 
No. Description Retention 

57 Recycling- used oil; Maryland used oil recycling programs Retain 5 years, then destroy 

58 Annual Reports; Town Manager Permanent. Transfer 
periodically to the MD State 
Archives 

59 Retirement Committee; surveys, minutes, general information Screen annually. Destroy 
material having no further 
fiscal, legal or operational 
value. Retain permanently 
minutes and any material that 
serves to document the origin, 
development and 
accomplishments of the 
department. Transfer 
periodically to the MD State 
Archives 

60 Retirement Plan Retain until updated or 
superceded, then destroy 

61 Sanitary Commission (Carroll County); correspondence, 
regulations, financial s 

Screen annually. Destroy 
material having no further 
fiscal, legal or operational 
value. 

62 Sykesville Volunteer Fire Company Screen annually. Destroy 
material having no further 
fiscal, legal or operational 
value. 
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Item 
No. Description Retention 

63 Sykesville Improvement Association; correspondence, train 
excursion, meeting minutes, outstanding citizen 

Screen annually. Destroy 
material having no further 
fiscal, legal or operational 
value. Retain permanently any 
material that serves to 
document the origin, 
development and 
accomplishments of the 
department. Transfer 
periodically to the MD State 
Archives 

64 Tipping Fee Reports; invoices, transaction accounts Retain 3 years, and until all 
audit requirements have been 
met, then destroy 

65 Town/County Agreement Permanent. Transfer 
periodically to the MD State 
Archive 

66 Town/County Conference; housing and infrastructure Screen annually. Destroy 
material having no further 
fiscal, legal or operational 
value. Retain permanently any 
material that serves to 
document the origin, 
development and 
accomplishments of the 
department. Transfer 
periodically to the MD State 
Archives 

67 Town of Sykesville Evaluation of Financial Condition (fiscal 
years 1996 - 2000) 

Retain 2 most recent 5-year 
evaluations, then destroy 

68 Vehicles; dump truck bids and bid envelopes Retain for life of vehicle 
ownership plus 1 year, then 
destroy 
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Item 
No. Description Retention 

69 Townhouse; renovations, repairs, landscape plantings 
Note: Townhouse, Victorian house used for town offices 

Screen annually. Destroy 
material having no further 
fiscal, legal or operational 
value. Retain permanently any 
material that serves to 
document the origin, 
development and 
accomplishments of the 
department. Transfer 
periodically to the MD State 
Archives 

70 Y2K Retain 1 year after event, then 
destroy 

71 Financial Statements Permanent. Transfer 
periodically to the MD State 
Archives 
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Agency 
Town of Sykesville 

Division/Unit 
Town Manager (part two) 

Item No Description Retention 

72 

73 

74 

Development Plans and Maps; Pacesetter Homes, Copper 
Ridge, blueprints, map racks, project correspondence, sketches 
and drawings, plats 

Lawsuits; non-zoning related, Sykesville vs. Carroll County 
Board of Education 

Legal Counsel; Delaney & Davis, Semmes, Bowen and 
Semmes, Carol B. O'Keefe, Legal case (Horan) 
correspondence, reports, advice, CPA (legal) Charles Moran 

Maps, plans and blueprints-
retain until updated or 
superceded, then destroy. Plats, 
site plans and drawings-
permanent. Transfer final 
approved revision periodically 
to the MD State Archives 

Retain adjudicated cases for 10 
years after final settlement, then 
destroy. Retain all cases for 5 
years after case, then destroy 

Screen annually. Destroy 
material having no further fiscal, 
legal or operational value, 
retain permanently any material 
that serves to document the 
origin, development and 
accomplishments of the 
department. Transfer 
periodically to the MD State 
Archives 
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Item No Description Retention 

75 Baltimore Gas & Electric Company; installation of electrical 
poles, ordinance, map, street lights, correspondence 

Screen annually. Destroy 
material having no further fiscal, 
legal or operational value. 
Retain permanently any material 
that serves to document the 
origin, development and 
accomplishments of the 
department. Transfer 
periodically to the MD State 
Archives. 

76 Bids; streets, new playground equipment (Millard Cooper 
Park) 

Transfer successful bids to 
appropriate project file. Retain 
unsuccessful bids 2 years until 
audit requirements have been 
fulfilled, then destroy 

77 Bill Boards Screen annually. Destroy 
material having no further fiscal, 
legal or operational value. 

78 Carroll County Development Handbook Retain until updated or 
superceded, then destroy 

79 Carroll County Maryland Ten Year Solid Waste Management 
Plan- draft 

Retain until updated or 
superceded, then destroy 
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Item No Description Retention 

80 Carroll County Reference Material; environmental, planning 
and zoning, congestion analysis, adequate facilities, 
demographics 

Screen annually. Destroy 
material having no further fiscal, 
legal or operational value. 

81 Carroll County Schools Adequate Facilities (AKA Schools-
Adequate Facilities); legal case documents, correspondence, 
facilities master plan 2002-2011, facilities ordinance 

Screen annually. Destroy 
material having no further fiscal, 
legal or operational value. 

82 Community Development Administration/Department of 
Housing and Community Development State of Maryland; 
1989 Series A, Infrastructure Financing Bonds (original 
transcript), financing, bond program, engineering, financial, 
loan applications, RFP, Cullum "Salt" loan 

Retain 20 years after final 
security release, then destroy 

83 Conference information; ICMA (Intercity County Managers 
Association) 

Retain until updated or 
superceded, then destroy 

84 Contracts; paving and repair Retain for life on contract plus 4 
years, then destroy 

85 Design guide for flexible pavement Retain until updated or 
superceded, then destroy 

86 Development and Utilities Process Binders; forms, checklists, 
ordinances, design and construction standards, performance, 
fee schedules, storm water management, letter of credit 

Screen annually. Destroy 
material having no further fiscal, 
legal or operational value. 
Retain permanently any material 
that serves to document the 
origin, development and 
accomplishments of the 
department. Transfer 
periodically to the MD State 
Archives 
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Item No Description Retention 

87 Carroll County Employment Campus Floating Zone 2002 Screen annually. Destroy 
material having no further fiscal, 
legal or operational value 

88 Encroachment Issues; includes maps, real property data search Permanent. Transfer 
periodically to the MD State 
Archives 

89 Growth Task Force (formerly Concurrency Management); data 
survey, Carroll County Master Plan, Carroll County public 
schools enrollment projections 2002-03 to 2011-12, 
correspondence, reports, memos, ordinance information 

Screen annually. Destroy 
material having no further fiscal, 
legal or operational value. 
Retain permanently any material 
that serves to document the 
origin, development and 
accomplishments of the 
department. Transfer 
periodically to the MD State 
Archives 

90 Heritage/Hargrove Property; map and zoning information Screen annually. Destroy 
material having no further fiscal, 
legal or operational value. 

91 BZA/Planning Commission Board of Zoning Appeals; 
correspondence, plans, notices of appeal and/or application for 
hearing, resolutions, permits, tapes 

Retain originals permanently. 
Transfer periodically to MD 
State Archives. Retain copies 
for 1 year after resolution, then 
destroy 
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No. Description Retention 

92 Episcopal Ministries to the Aging; Fairhaven retirement 
community information and newsletters, Board of Zoning 
Appeals decision 1978 (Fairhaven Cottages) 

Board of Zoning Appeals 
documents: Retain originals 
permanently. Transfer 
periodically to MD State 
Archives. Other information 
and newsletters: Screen 
annually. Destroy materials 
having no further fiscal, legal or 
operational value. Retain 
permanently any material that 
serves to document to origin, 
development and 
accomplishments of the 
department. Transfer 
periodically to the MD State 
Archives. 

93 Legal; Zoning Issue- petition (Raincliffe Road) from IR 
(Industrial Restricted) and IG (Industrial General) to R7,500 
(Urban Residential); lawsuits- appeals (briefs, case 
documents, newspaper articles); Schimmel and Tatelbaum-
various infractions of construction code; Sponseller and Hoff 
(attorneys)- settlement, deed information 

Retain originals permanently. 
Transfer periodically to MD 
State Archives. Retain copies 
for 1 year after resolution, then 
destroy 

94 Proposed Infill Development Guidelines Retain until updated or 
superceded, then destroy 

95 Master Plan- Sykesville Permanent. Transfer 
periodically to the MD State 
Archives 

96 Revenue Bond; Sykesville Eldercare, insurance binder, 
insurance renewal, legal documents, tax information, bond 
resolution, notice of public hearing 

Retain 20 years after final 
security release, then destroy 
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No. Description Retention 

97 Planning Commission; master plan, master plan summary, 
maps and plans, applications for zoning certificates, 
interpretation of Sykesville zoning ordinance, executed 
agreement for fiscal year 1984-1985 (funds and participation), 
town/county agreement (copy), background information and 
history, meeting tapes, correspondence, zoning ordinance, 
blueprint, minutes and agendas, applications for zoning 
certificates and zoning permits, annual retreat, manuals and 
binders (includes State of Maryland and Carroll County), smart 
growth, comprehensive plan, demographic development, 
environmental master plan, annual reports 

Screen annually. Destroy 
material having no further fiscal, 
Legal or operational value. 
Retain permanently master plan, 
master plan summary, maps and 
plans, minutes and agenda, 
comprehensive plan, 
environmental master plan, 
annual reports and background 
information and history. 
Transfer periodically to the MD 
State Archives 

98 Main Street Revitalization; request for proposals (Main Street 
Plan), environmental evaluation, proposed maps, 
correspondence, proposed Main Street plan, requests for 
proposals (consultants) master plan 1998/2000, revisions and 
updates, adoptions, resolutions, ordinances, community 
services, master plan 1987 draft 1, review comments, historic 
commission 

Screen annually. Destroy 
material having no further fiscal, 
legal or operational value. 
Retain permanently any material 
that serves to document the 
origin, development and 
accomplishments of the 
department. Transfer 
periodically to the MD State 
Archives 

99 Impact Fees Workshop- Department of Housing and 
Community Development, reference 

Screen annually. Destroy 
material having no further fiscal, 
legal or operational value. 
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100 Manuals and binders; Maryland Department of Transportation 
plans, drug and alcohol testing regulations; Various Carroll 
County plans, traffic studies, Capital Improvement programs, 
Forestry information, Maryland Flood Plain managers handbook 

Capital Improvement Programs 
(CIP's): Retain 5 years after 
project is complete, then 
destroy. Drug and alcohol 
regulations: Retain until 
updated. Remainder: Screen 
annually. Destroy material 
having no further fiscal, legal or 
operational value. 

101 Public Utility Permits- BGE (approved) 
Retain for 50 years, then 
destroy 

102 Southern States Acquisition (train station) 
Permanent. Transfer 
periodically to the MD State 
Archives 

103 Subscriptions/memberships; periodicals and literature 
Retain until updated or 
superceded, then destroy 

104 Surveyors and owners of Carroll County Land Development; 
guides, standards, regulations manual 

Retain until updated or 
superceded, then destroy 
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105 Sykesville Master Plan; copies, final draft, updates, meetings, 
agendas, binder, notes, existing zoning (color coded), 
correspondence, proposed timetable, preliminary report, 
potential infill sites, future land use, proposed zone changes, 
land use working paper 

Screen annually. Destroy 
material having no further 
fiscal, legal or operational 
value. Retain permanently any 
material that serves to 
document the origin, 
development and 
accomplishments of the 
department. Transfer 
periodically to the MD State 
Archives 

106 

107 

108 

New town office building; request for proposals for architectural 
services, master plan; Townhouse addition (Sykesville)-plans, 
proposed documents of architectural services 

Train Station Acquisition (B & 0)/Baldwin's; Maryland 
Historic Trust documents, grant applications, grant requests, 
renovations, tax information, insurance information, loan 
application, proposals for architectural services, proposals for 
contractors, assignment and agreement, land lease contracts, 
vendors 

Workers Compensation; legal 

Screen annually. Destroy 
material having no further 
fiscal, legal or operational 
value. Retain permanently any 
material that serves to 
document the origin, 
development and 
accomplishments of the 
department. Transfer 
periodically to the MD State 
Archives 

Permanent. Transfer 
periodically to the MD State 
Archives 

Retain 5 years, then destroy 
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109 Trees; reports, Millard Cooper Park, tree removal and pruning, 
tree certification 

Retain financial and other 
reports for 5 years, then 
destroy. Retain certificate until 
updated or superceded. Park 
records, screen annually. 
Destroy material having no 
further fiscal, legal or 
operational value. 

110 Capital Improvement Program (CIP) Retain until project is 
completed plus 10 years and 
until all federal, state, and local 
audit requirements have been 
fulfilled, then destroy 

111 Subdivision Files; consulting documents/Development review; 
subdivisions, fee schedules, procedures, forest conservation, 
various ordinances/Landscaping requirements; guidelines, 
manuals (City of Westminster, Town of 
Hampstead)/Revitalization Program; subdivision development 
regulations and guides/ Warfield; Historic Preservation 
Guidelines, Public Safety Training Center design data, existing 
conditions (economic development project)/ equipment and 
facilities plans and information of original and continuing use of 
buildings at Springfield proposal 

Screen annually. Destroy 
material having no further 
fiscal, legal or operational 
value. Retain permanently any 
material that serves to 
document the origin, 
development and 
accomplishments of the 
department. Transfer 
periodically to the MD State 
Archives 

112 Building Permits, applications and certificates Retain permits, site plans and 
drawings permanently. 
Transfer periodically to MD 
State Archives. Screen 
annually material and destroy 
material having no further 
fiscal, legal or operational 
value. 
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113 

114 

115 

CDBG (Community Development Block Grant); advisory 
committee, Maryland Small Cities, guide, eligible activities, 
federal register for Department of HUD, design guidelines for 
Sykesville Historic District Commission (Maryland Historic 
Trust grant fiscal year 1999), financials, request for proposals, 
grants, request for reimbursements, proposal for architectural 
services, Recycling Loan Act (grant agreement), Maryland 
Environmental Services contract, grant for police protection 
(state aid) correspondence, financials, Historic Preservation 
Grant Fund Seminar, MD Main Street improvement grant, 
correspondence (county and legal), mayor and town council 
minutes, charter and employee handbook, Program Open Space 
(Burkett Park, Old Main Line Visitors Center, Millard Cooper 
Park) bids and bid financials, invoices, park improvements, 
grants manual (State of Maryland, Department of Natural 
Resources 1996), State Action Loan for Targeted Areas (SALT) 
Whistlestop Bakery, School House Project, Police station 
renovations 

Zoning Certification Applications (AKA Building permits) 

Town Projects (small); street paving, basketball hoops, 
alleyways, Old Main Line Visitors Center (AKA contract post 
office includes proposals, financials, renovations information, 
correspondence, plans, maps), town pool (includes bond 
referendum, survey, partnership YMCA and Merritt Athletic 
Club), Six (6) telecommunications towers (includes Mercer 
Farm, Hoods Mill Rd), South Branch Recreational Area 
feasibility study (Howard County) 

Retain for 5 years after 
loan/grant is closed and until all 
audit requirements have been 
fulfilled, then destroy 

Retain permits, site plans and 
drawings permanently; transfer 
periodically to the MD State 
Archives. Screen annually. 
Destroy material having no 
further fiscal, legal or 
operational value. 

Retain 5 years after project is 
complete, then destroy 
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116 Sykesville Apartments Screen annually. Destroy 
material having no further 
fiscal, legal or operational 
value. Retain permanently any 
material that serves to 
document the origin, 
development and 
accomplishments of the 
department. Transfer 
periodically to the MD State 
Archives 

117 Surveyor notes and maps Permanent. Transfer 
periodically to the MD State 
Archives. 

118 Spout Hill storm drains Retain planning documents 
permanently; transfer 
periodically to MD State 
Archives. Retain remaining 
material for 5 years, then 
destroy 

119 Stop work orders (AKA permits); questions (not approved), 
construction without permit notices 

Retain stop work order with no 
further action for 5 years 
following the year to which 
they relate, then destroy. 
Retain stop work order lawsuit 
filed for 5 years after settled 

120 Freedom Community Comprehensive Plan Retain until project is 
completed plus 5 years and 
until all audit requirements 
have been fulfilled, then 
destroy. 
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121 Road Improvement Contracts (includes proposal, scope of work, 
flood map), patching and paving, State Aid for roads 
(correspondence, maps), State Highway Administration, 
Highway Department of Transportation (police information, 
highway improvement, public notice, correspondence), Rt. 32 
bridge (Maryland Department of Transportation maps and 
plans), parking lot, Obrecht Road/Third Avenue (sidewalks, 
plans, engineering reports easements) 

Retain Contracts for 4 years, 
then destroy. Remaining 
records, screen annually. 
Destroy material having no 
further fiscal, legal or 
operational value. 

122 Property leased/purchased; Serra property (building lease), St. 
Barnabas Parish House (proposed purchase, includes 
correspondence) 

Purchased Buildings: Screen 
annually. Destroy material 
having no further fiscal, legal or 
operational value. Retain 
permanently any material that 
serves to document the origin, 
development and 
accomplishments of the 
department. Transfer 
periodically to the MD State 
Archives. Retain lease for lease 
life plus 4 years, then destroy. 

123 Petition for New Bridge (very old and undated petitions) Retain 3 years, and until all 
audit requirements have been 
met, then destroy 

124 Construction Projects- Town Visitors Center, Interlocking 
Tower, Village House Senior Living (bid information, request 
for proposals), Millard Cooper Park (plans), Cooper Park Annex 

Retain permits, site plans and 
drawings permanently; transfer 
periodically to the MD State 
Archives. Screen annually and 
destroy material having no 
further fiscal, legal, or 
operational value. 
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125 Historic Commission; applications, permits, Historic District 
Preservation (properties, descriptions), Maryland Historical 
Trust (State Historic Sites Inventory Form, building overviews, 
personal histories, survey index, alphabetic index), Proposal for 
rehabilitation of cottage #15 (formerly Springfield Hospital 
Gatehouse, includes lease documents, grant information), closed 
cases, notes, tape, correspondence, pictures, old plans 

126 Underground Storage Tanks; town's report, new environmental 
requirements reports, Maryland Department of the Environment 
(request), consultant's proposals, report and observations, copy 
of invoice (removal) 

Screen annually. Destroy 
material having no further 
fiscal, legal or operational 
value. Retain permanently any 
material that serves to 
document the origin, 
development and 
accomplishments of the 
department. Transfer 
periodically to the MD State 
Archives. 

Retain until closed plus 3 years, 
then destroy 

















































Retain until updated or 
superceded, then destroy 













Retain until updated or 
superceded, then destroy 





Retain until updated or 
superceded, then destroy 





Retain notice of claim with no 
further action for 5 Y following the 
year to which they relate, then 
destroy. Retain notice of claim with 
lawsuit filed for 5 Y after settled, ifo 



Retain notice of claim with no 
; further action for 5 Y following the 
year to which they relate, then 

i destroy. Retain notice of claim with 
j lawsuit filed for 5 Y after settled, it 















Screen annually. Destroy material having no 
further fiscal, legal or operational value. Retain 
permanently any material that serves to 
document the origin, development and 
accomplishments of the department. Transfer 
periodically to the MD State Archives 











Retain for 3 years after 
employee termination, then 
destroy 



Retain for 3 years after 
employee termination, then 
destroy 





Retain for 3 years after 
employee termination, then 
destroy 





Retain 3 years, then destroy 



Retain for 3 years after 
employee termination, then 
destroy- if j°b ^ppl'c^hun< 



Retain 3 years, and until all audit 
requirements have been met, then 
destrpy. JOf jolo a.pplic&n1-ui\5bliu 



Retain 3 years, and until all audit 
requirements have been met, then 
destroy, / f j ^ b (Xpplimr UWiolin 



Retain until updated or 
superceded, then destroy 



Retain 2 years, then destroy 





Retain until updated or 
superceded, then destroy 



Permanent. Transfer periodically 
to the Maryland State Archives 
COT>jeS i Screen amiually. Destroy material having no 

i further.fiscal, legal or operational value. Retain 
i pennanently any material that serves to 

, i document the origin, development and 
--nplisliments of the department. Transfer 

lically to the MD State Archives 







Screen annually. Destroy material having no 
' further fiscal, legal or operational value. Retain 

permanently any material that serves to 
document the origin, development and 
accomplishments of the department. Transfer 
periodically to the MD State Archives 



Screen annually. Destroy material having no 
further fiscal, legal or operational value. Retain 
permanently any material that serves to 
document the origin, development and 
accomplishments of the department. Transfer 
periodically to the MD State Archives 











Permanent. Transfer periodically 
to the Maryland State Archives 



Retain until updated or 
superceded, then destroy 





Retain until updated or 
superceded, then destroy 











Retain until updated or 
superceded, then destroy 







Screen annually. Destroy material having no 
further fiscal, legal or operational value. Retain 
permanently any material that serves to 
document the origin, development and 
accomplishments of the department. Transfer 
periodically to the MD State Archives 



Retain until updated or 
superceded, then destroy 



Retain until updated or 
superceded, then destroy 







Retain until updated or 
superceded, then destroy 





commended Hewnuon 
Screen annually. Destroy material having no 
further fiscal, legal or operational value. Retain 
permanently any material that serves to 
document the origin, development and 
accomplishments of the department. Transfer 
periodically to the MD State Archives 

v 





»commertaed Ketention 
screen annually. Uestroy matenai having no 
further fiscal, legal or operational value. Retain 
permanently any material that serves to 
document the origin, development and 
accomplishments of the department. Transfer 
periodically to the MD State Archives 



Screen annually. Destroy material having no 
further fiscal, legal or operational value. Retain 
permanently any material that serves to 
document the origin, development and 
accomplishments of the department. Transfer 
periodically to the MD State Archives 



Permanent. Transfer periodically 
to the Maryland State Archives 





Permanent. Transfer periodically 
to the Maryland State Archives 





Retain until updated or 
superceded, then destroy 



Screen annually. Destroy material Having no 
further fiscal, legal or operational value. Retain 
permanently any material that serves to 
document the origin, development and 
accomplishments of the department. Transfer 
neriodicallv to the MD State Archives 



Permanent. Transfer periodically 
to the Maryland State Archives 



screen annually, uestroy material having no 
further fiscal, legal or operational value. Retain 
permanently any material that serves to 
document the origin, development and 
accomplishments of the department. Transfer 
periodically to the MD State Archives 





screen annually, Destroy material naving no 
further fiscal, legal or operational value. Retain 
permanently any material that serves to 
document the origin, development and 
accomplishments of the department. Transfer 
periodically to the MD State Archives 



Retain 2f years, then destroy 





Screen annually. Destroy material having no 
further fiscal, legal or operational value. Retain 
permanently any material that serves to 
document the origin, development and 
accomplishments of the department. Transfer 
periodically to the MD State Archives 







Retain 3 years, then destroy 





Permanent. Transfer periodically 
to the Maryland State Archives 



Screen annually. Destroy material having no 
further fiscal, legal or operational value. Retain 
permanently any material that serves to 
document the origin, development and 
accomplishments of the department. Transfer 
periodically to the MD State Archives 



Retain until updated or 
superceded, then destroy 



Screen annually. Destroy material having no 
further fiscal, legal or operational value. Retain 

' permanently any material that serves to 
document the origin, development and 
accomplishments of the department. Transfer 

• | periodically to the MD State Archives 



Permanent. Transfer periodically 
to the Maryland State Archives 



Screen annually. Destroy material having no 
further fiscal, legal or operational value. Retain 
permanently any material that serves to 
document the origin, development and 
accomplishments of the department. Transfer 
periodically to the MD State Archives 



Retain 3 years, and until all audit 
requirements have been met, then 
destroy 



Permanent. Transfer periodically 
to the Maryland State Archives 



jtnmenaea Heiemion 
Screen annually. Destroy material having no 
further fiscal, legal or operational value. Retain 
permanently any material that serves to 
document the origin, development and 
accomplishments of the department. Transfer 
periodically to the MD State Archives 







Screen annually. Destroy material having no 
further fiscal, legal or operational value. Retain 
permanently any material that serves to 
document the origin, development and 
accomplishments of the department. Transfer 
periodically to the MD State Archives 







Permanent. Transfer periodically 
to the Maryland State Archives 



Permanent. Transfer/periodically 
to the Maryland State Archives 





















Screen annually. Destroy material having no 
further fiscal, legal or operational value. Retain 
permanently any material that serves to 

• document the origin, development and 
accomplishments of the department. Transfer 
periodically to the MD State Archives 











Screen annually. Destroy material having no 
further fiscal, legal or operational value. Retain 
permanently any material that serves to 
document the origin, development and 

' accomplishments of die department. Transfer 
periodically to the MD State Archives 







screen annuany. Destroy material navmg no 
further fiscal, legal or operational value. Retain 
permanently any material that serves to 
document the origin, development and 
accomplishments of the department. Transfer 
periodically to the MD State Archives 



Retain until updated or 
superceded, then destroy 



Retain until updated or 
superceded, then destroy 



Screen annually. Destroy 
material having no further 
fiscal, legal or operational 

^value. 



Screen annually. Destroy 
material having no further 
fiscal, legal or operational 
value. 











Retain until updated or 
superceded, then destroy 



screen annuany. Destroy material navmg no 
further fiscal, legal or operational value. Retain 
permanently any material that serves to 
document the origin, development and 
accomplishments of the department. Transfer 
periodically to the MD State Archives 



Screen annually. Destroy 
material having no further 
fiscal, legal or operational 
value. 



Permanent. Transfer periodically 
to the Maryland State Archives 



»mmenaea Meieniion 
screen annuany. Destroy material navmg no 
further fiscal, legal or operational value. Retain 
permanently any material that serves to 
document the origin, development and 
accomplishments of the department. Transfer 
periodically to the MD State Archives 



Screen annually. Destroy 
material having no further 
fiscal, legal or operational 
value. 

















. Screen annually. Destroy material having no 
further fiscal, legal or operational value. Retain 
permanently any material that serves to 
document the origin, development and 
accomplishments of the department. Transfer 

: periodically to the MD State Archives 













Retain until updated or 
superceded, then destroy 



Permanent. Transfer periodically 
to the Maryland State Archives 





Permanent. Transfer periodically 
to the Maryland State Archives 























Screen annually. Destroy material having no 
Further fiscal, legal or operational value. Retain 
permanently any material that serves to 
document the origin, development and 
accomplishments of the department. Transfer 
periodically to the MD State Archives 









screen annually, jjesiroy maienai naving no 
further fiscal, legal or operational value. Retain 
permanently any material that serves to 
document the origin, development and 
accomplishments of the department. Transfer 
periodically to the MD State Archives 



Screen annually. Destroy material having no 
further fiscal, legal or operational value. Retain 
permanently any material that serves to 
document the origin, development and 
accomplishments of the department. Transfer 
periodically to the MD State Archives 





Permanent. Transfer periodically 
to the Maryland State Archives 



Retain until updated or 
superceded, then destroy 



Retain until updated or 
superceded, then destroy 



Permanent. Transfer periodically 
to the Maryland State Archives 



Screen annually. Destroy material having no 
further fiscal, legal or operational value. Retain 
permanently any material that serves to 
document the origin, development and 
accomplishments of the department. Transfer 
periodically to the MD State Archives 





' Screen annually. Destroy material having no 
further fiscal, legal or operational value. Retain 
permanently any material that serves to 
document the origin, development and 
accomplishments of the department. Transfer 
periodically to the MD State Archives 



Screen annually. Destroy material having no 
further fiscal, legal or operational value. Retain 
permanently any material that serves to 
document the origin, development and 
accomplishments of the department. Transfer 
periodically to the MD State Archives 



Permanent. Transfer periodically 
to the Maryland State Archives 



— > 

Retain jf years, then destroy 



Screen annually. Destroy material having no 
further fiscal, legal or operational value. Retain 
permanently any material that serves to 
document the origin, development and 
accomplishments of the department. Transfer 
periodically to the MD State Archives 





( Screen annually. Destroy material having no 
j further fiscal, legal or operational value. Retair 
j permanently any material that serves to 

document the origin, development and 
accomplishments of the department. Transfer 

", periodically to the MD State Archives 





















































Screen annually. Destroy 
i material having no further 
fiscal, legal or operational 

, value. 
• - - - - - - — 















( Screen annually. Destroy material having no 
I further fiscal, legal or operational value. Retain 

permanently any material that serves to 
document the origin, development and 
accomplishments of the department. Transfer 
periodically to the MD State Archives 



Permanent. Transfer periodically 
to the Maryland State Archives 





Retain notico of clainfwith no 
further action for 5 Y following the 
year to which theyj-elate, then 
destroy. Retain^notico of clairrHvTtl 
lawsuit filed for 5 Y after settled, 





Screen annually. Destroy material having no 
further fiscal, legal or operational value. Retain 
permanently any material that serves to 
document the origin, development and 
accomplishments of the department. Transfer 
periodically to the MD State Archives 



















, Screen annually. Destroy material having no 
further fiscal, legal or operational value. Retair 
permanently any material that serves to 
document the origin, development and 
accomplishments of the department. Transfer 
periodically to the MD State Archives 



i Retain 3 years, and until all audit 
requirements have been met, then 
destroy 









Screen annually. Destroy material having no 
further fiscal, legal or operational value. Retain 
permanently any material that serves to 
document the origin, development and 
accomplishments of the department. Transfer 
Deriodicallv to the MD State Archives 



Screen annually. Destroy material having no 
• further fiscal, legal or operational value. Retain 

permanently any material that serves to 
document the origin, development and 
accomplishments of the department. Transfer 

: periodically to the MD State Archives 



Screen annually. Destroy material having no 
further fiscal, legal or operational value. Retain 
permanently any material that serves to 
document the origin, development and 
accomplishments of the department. Transfer 
periodically to the MD State Archives 



Screen annually. Destroy material having no 
! further fiscal, legal or operational value. Retain 
1 permanently any material that serves to 

document the origin, development and 
accomplishments of the department. Transfer 
periodically to the MD State Archives 



Screen annually. Destroy material having no 
further fiscal, legal or operational value. Retain 
permanently any material that serves to 
document the origin, development and 
accomplishments of the department. Transfer 
periodically to the MD State Archives 



Screen annually. Destroy material having no 
further fiscal, legal or operational value. Retain 
permanently any material that serves to 
document the origin, development and 
accomplishments of the department. Transfer 
periodically to the MD State Archives 



Screen annually. Destroy material having no 
further fiscal, legal or operational value. Retail 
permanently any material that serves to 
document the origin, development and 
accomplishments of the department. Transfer 

, periodically to the MD State Archives 



, Screen annually. Destroy material having no 
: further fiscal, legal or operational value. Retain 
i permanently any material that serves to 

document the origin, development and 
accomplishments of the department. Transfer 
periodically to the MD State Archives 




