
DEPARTMENT OF GENERAL SERVICES I Schedule No. M - 330 
RECORDS MANAGEMENT DIVISION 

RECORDS RETENTION AND DISPOSAL SCHEDULE 
Page 1 of 3 

Agency DivisionlUnit 
City of Frederick Building Department 

(Formerly Permits and Code Management) 
Item Description Retention 
No. 

I I Supersedes Schedule No. M - 136 

(However items # 7 thru # I 2  of the M - 136 
Schedule are no longer under the control of the 
Building Department. Custodianship of these 
documents was transferred to another department 
when the Permits and Code Management 
Department was renamed to the Building 
Department. 

Alphabetical files - An alphabetical filing system is used for 
information ( correspondence) received from other departments, 
companies, organizations and individuals 

VendorIPeddler Permit Records - application submittal documents 
and permits approved 

Screen annually and destroy 
with the exception: scan to 
Maryland State Archives 
standards and destroy original 
papers of any material that 
serves to document the origin. 
development and 
accomplisllments of the 
department. Retain scans for 5 
years, then transfer to Maryland 
State Archives 

Retain for 5 years, then destroy 

/ Schedule Approved by Department, Agency, I Schedule Authorized by State Archivist 
I I 

or Division Representati*. 
Date 07/29/2013 Date 8-45 - \?, 

- Signature 

Signature 

I Title Building Div. Manager I I 
I I I 

DGS 550-1 



DEPARTMENT OF GENERAL SERVICES Schedule No. M - 330 
RECORDS MANAGEMENT DIVISION 

RECORDS RETENTION AND DISPOSAL SCHEDULE Page 2 of 3 
(Continuation Sheet) 

I 

Agency DivisionlUnit 
City of Frederick Building Department 

(Formerly Permits and Code Management) 
Item Description Retention 
No. 

Residential Permit Records (Building, Electrical, Fire Protection & 
Alarm, Gas, HPC, Paving, Plumbing, Sidewalk, Utility, Zoning) - 
application submittal documents, approved plans, certificates 
issued, fees collected, inspection reports and notices of orders 
issued 

Commercial Permit Records (Building, Electrical, Fire Protection 
& Alarm, Gas, HPC, Plumbing, Utility, Zoning) - application 
submittal documents, approved plans, certificates issued, fees 
collected, inspection reports and notices of orders issued 

Scan to Maryland State 
Archives standards and 
destroy original papers 5 
years from date of certificate 
issued or permit file 
voided/closed with the 
following exception: retain all 
papers of any material that 
serves to document properties 
located with-in the FEMA 
floodplain for the life of the 
structure plus 5 years, then 
destroy. Retain scans for 10 
years, then destroy. 

Scan to Maryland State 
Archives standards and 
destroy original papers 5 
years from date of certificate 
issued or permit file 
voided/closed with the 
following exception: retain all 
papers of any material that 
serves to document properties 
located with-in the FEMA 
floodplain for the life of the 
structure plus 5 years, then 
destroy. Retain scans for 10 
years, then destroy. 

DGS 550-1 A 



DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

RECORDS RETENTION AND DISPOSAL SCHEDULE 
(Continuation Sheet) 

Schedule No. M -330 

Page 3 of 3 

Agency DivisionlUnit 
City 

Item 
No. 

5 

6 

7 

8 

9 

10 

of Frederick Building Department 
(Formerly Permits and 

Description 

Department Payroll Timesheets 

Department Personnel Files 

Department Purchase Orders 

Municipal Infractions (code related) 

Complaint and Investigation Files (code related) 

Contractor's License 

code  Management) 
Retention 

Retain for 1 complete fiscal 
year cycle, then destroy 

Retain until employee is no 
longer employed by the City 
of Frederick Building 
Department or the City of 
Frederick, then transfer to 
City of Frederick Human 
Resources Department 

Retain for 1 complete fiscal 
year cycle, then destroy 

Retain in database until case 
is closed plus 5 years then 
destroy 

Retain in database until case 
is closed plus 5 years then 
destroy 

Retain for 5 years then 
destroy 

-- 



AGENCY RECORDS INVENTORY 

P4GE 1 OF -lo-_ 

3. Unit 

Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

1. DepartrnentlAgency 

City of Frederick 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
510-799-1930 

2. Division 

Building Department 

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a un~ t  for reference as well as retention and dispos~tion 
purposes. 

4 .  Record Series Title 

Alphabetical Files 

5. Earliest YearILatest Year 

80's to Present 

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

series.) 

An alphabetical filing system is used for information (correspondence/documents) received from other departments, 

companies, organizations and individuals. 

9 Volume 

25 - 30 
Number 

X Ftle Drawer@) 

M~crofilm Reel(s) 

Compuler Tape(s) 

Other (spec~fy) 

I 0  Annual Accumrtlallon 

2 
Number 

X F~ le  Drawer@) 

M~crofilm Reel(s) 

Compuler Tape(s1 

Olher (specify) 

lnacltve After 

7 Recotd Ser~es Fornial(s1 Ltsl all 

X Leller Size Mtcrofilm 
Leqal Sire Computer Tape 

[7 Audto Tape [7 Floppy Dtsk 

Bourid Book Vndeo Tape 

Other (spectfy). 

11 File IS lJsed 

8. Record Series Sequence 

X Alphabeltcal 

[7 Numer~cal 

[7 Chronologtcal 

Geograph~cal 

Other (specify) 

12. F~le Becomes 

X Dally [7 Weekly Monlhly Annually 

13 Currenl Localton(s) (Bidg . Floor. Room) 

140 W. Patrick St. 

I 5  Access Reslr~cloons (If Yes, ctle Law(s) S Regulal~on(s) 

Yes XNO 

17 IS an Index Syslern used? If yes, expla~n brtefly and descrlbe requlremenls 

yes XNO 

Number Monlh(s) [7 ~ e a r ( s )  

When screened and determined that no fiscalllegalloperational value 

exist 

14. Is Record Sertes Dupltcaled Elsewhere? (If yes. spec~fy agency or ofice ) 

Yes XNO 

16 Audtl Requ~rements 

X None Slale Federal fndependenl 

18. Recommended Retention: 

Screen annually, destroy material having no further fiscal, legal or 

operational value. Retain permanently by scanning into electronic 

database any material that serves to document the origin, 

development and accomplishments of the department. 



19. Name and Title of Preparer 

Todd Himes 

Building Department Manager 



lnstrucfions -Type or Print a separate form for - 

each new or revised record series. Forward 

w~th Records Retention Schedule (DGS 550-1) 

1. DepartrnenUAgency 

City of Frederick 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

2. Division 

Building Department 

AGENCY RECORDS INVENTORY 

PAGE -2_- OF -_-10- . 

3. Unit 

DEFINITION. RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retent~on and disposif~on 
purposes. 

4. Record Series T~tle 

VendorlPeddler Permits 

5. Earliest YearlLatest Year 

2005 to Present 

6. Record Series Descr~ption (Briefly describe the types of informationldocumentslforrns found in the series. Include the purpose or function of the 

series.) 

Applications for VendorlPeddler permits, approved permits and associated correspondence. 

7 Record Serles Forniat(s) Lrsl all 

X Leller Sjze Microfilm 
Legal S~ze  [7 Conipuler Tape 

Audlo Tape Floppy Djsk 

Bouna ~ o o k  vodoo  ape 

Other lspec~fy) 

I 1 F:le 1s Used 

8 Record Serles Sequence 

X Alphabel~cal 

Numerrcal 
Chronologcal 

Geographacal 

Other (spec~fy) 

12 F~le Becomes 

9 Volume 

5 
Number 

X File Drawer(s) 

M!croRlm Reel(%) 

[7 Computer Tape@) 

01her (spec~fy) 

10 Annual Accumulalron 

.5 
Number 

X File Drawer(s) 

[7 Microfilm Reel(s) 

[7 Cornpuler Tape(s) 

Orher (spec~fy) 

lnacl~ve Aher 

X Dally Weekly Monlhly Annually 

13 Currenl Local~on(s) (Bldg.. Floor. Room) 

140 W. Patrick St. 

- 
15 Access Reslr~cl~oris (If Yes. crle Law(s) b Regulalron(s) 

[7 Yes X NO 

17 Is an Index System used? If yes, expla~n briefly and descr~be requirements 

yes XNO 

1 

Number [7 Monlh(s) X ~ e a r ( s )  

yes XNO 

16. Audit Requiremenls 

X None Slale Federal Independent 

18. Recommended Retention: 

VendorIPeddler permits are issued on an annual basis. Retain for 5 

year then destroy. 



n 
19. Name and Title of Preparer 

Deborah Patterson 

Permits Coordinator 

20. Telephone Number 

301 -600-3829 

21. Dale 



AGENCY RECORDS INVENTORY 

PbGE 3 OF -_lo- 

3. Unit 

Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

1 .  DepartrnenllAgency 

City of Frederick 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-11130 

2. Division 

Building Department 

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a un~t for reference as well as retention and disposilion 
purposes. 

4. Record Series Title 

Residential Permits 

5. Earliest YearILatest Year 

80's to Present 

6. Record Series Description (Briefly describe the types of informationldocumenls/forms found In the series. Include the purpose or function of the 

ser~es.) 

Residential Permit Records (Building, Electrical, Fire Protection & Alarm, Gas, HPC, Paving, Plumbing, 

Sidewalk, Utility, Zoning) - application submittal documents, approved plans, certificates issued, fees 

collected, inspection reports and notices of orders issued 

9 Volume 

200 

Number 

X File Drawer~s) 

C] M~crofilm Reel(s) 

Computer Tape(s) 

C] 01her (spec~fy) 

10 Annual Accurnulallon 

6 
Number 

X F~ le  Drawer(s) 

Mlcrohlm Reel(s) 

C] Cornpuler Tape(s) 

C] Other (spectfy) 

lnacttve Aner 

7 Record Sertes Formal(s) LISI all 

X Leller Size M~crofilm 

X Legal Size Computer Tape 

C] Audm Tape C] Floppy Disk 

[7 8our1d Book Vldeo Tape 

01her (specrfyl 

11 Flla IS Used 

8 Record Ser~es Sequence 

X Alphabeltcal 

X Nurnerlcal 

Chronological 

Geographical 

Other (spec~fy) 

12 File Becomes 

X Dally C] Weekly Monlhly C] Annually 

13 Currenl Local!on(s) (Bldg . Floor. Room) 

140 W. Patrick St. 

15 Access Reslr~cllons (If Yes. clle Law(s1 8 Regulal~on(s) 

[7 yes XNO 

17 Is an Index System used? If yes, explan briefly and descrtbe requtrernenls 

yes XNO 

Number Monlh(s) C ] ~ e a r ( s )  

When project inspections are complete and Certificate is issued 

14 Is Record Series Oupl~caled Elsewhere? (If yes, speclfy agency or ofice ) 

C] yes X NO 

16 Audtl Requ~remenls 

X None Slale C] Federal Independent 

18. Recommended Retention: 

Retain permanently electronic database to track information. Retain 

permanently documents and information for properties located within 

the FEMA floodplain. All other documents destroy after 5 years from 

date of certificate issued or permit file voidedlclosed 



19. Name and Title of Preparer 

Deborah Patterson 

Permits Coordinator 

20. Telephone Number 

301 -600-3829 

21. Date 



-~~ - 

AGENCY RECORDS INVENTORY 

PAGE 4 3 F  -10- 

3. Unit 

lnstruct~ons -Type or Print a separate form for -- -- .- - - 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

1. DepartmentlAgency 

City of Frederick 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road. P.O. Box 275 

Jessup, Maryland 20794 
410-799-IT30 

2. Division 

Building Department 

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and d~spos~t~on 
purposes. 

4. Record Ser~es T~tle 

Commercial Permits 

5. Earliest YearlLatest Year 

80's to Present 

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

series.) 

Commercial Permit Records (Building, Electrical, Fire Protection & Alarm, Gas, HPC, Paving, Plumbing, 

Sidewalk, Utility, Zoning) - application submittal documents, approved plans, certificates issued, fees 

collected, inspection reports and notices of orders issued 

i Record Ser~es Formal(s) L ~ s l  all 

X Leller Stze Mtcrof~lm 

X Legal Sue Conipuler Tape 

Audio Tape Floppy Disk 

[7 Bound Rook Vldeo Tape 

Other (specify) 

11 Ftle 4s Used 

8 Record Ser~es Sequence 

X Alphabeltcal 

X Numertcal 

Chronologtcal 

Geographical 
Olher (spec~fy) 

12 Ftle Becomes 

9 Volume 

1 I 0  

Number 

X F~ le  Drawerls) 

[7 M~crofilni Reel(s) 

Cornpuler rape@) 
01her (spec~fy) 

10 Annual Accumulation 

3 
Number 

X File Drawer(s) 

Microfilm Reel@) 

Compuler Tape(s) 

Other (spec~fy) 

l~iaclwe Afler 

X Dally Weekly Monlhly q ~nnually 

13 Currenl LocaI~on(s) (Bldg.. Floor. Room) 

140 W. Patrick St. 

IS Access Restr~cl~ons (If Yes, clte Law(s) 8 Regulalton(s) 

yes XNO 

17 Is an Index Syslem used? If yes. explaln br~efly and describe requlremenls 

[7 yes X NO 

Number q Month(s) u ~ e a r ( s )  

When project inspections are complete and Certificate is issued 

14. Is Record Sertes Oupl~caled Elsewhere7 (If yes. spectfy agency or ofice ) 

yes XNO 

16. Audll Requ~remenls 

X None [7 Slale q Federal Independent 

18. Recommended Retention: 

Retain permanently electronic database to track information. Retain 

permanently documents for properties located within the FEMA 

floodplain. Retain permanently documents for government (Local, 

County, State, Federal) owned buildings. All other documents destroy 

after 5 years from date of certificate issued or permit file voidedlclose 



19 Name and Tltle of Preparer 

Deborah Patterson 

Perm~ts Coordinator 

OC> ' 4 R r "3 

-- - 

20 Telephone Number 

301-600-3829 

21 Date 



. AGENCYRECORDSINVENTORY 

PAGE -5- OF ...- lo--. 

3. Unit 

Instructions -Type or Print a separate form for -. 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

1. DepartmentlAgency 

City of Frederick 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road. P.O. Box 275 

Jessup, Maryland 20794 
410-799-1030 

2. Division 

Building Department 

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 

Department Payroll Timesheets 

5. Earliest YearlLatest Year 

90's to Present 

6. Record Serles Description (Briefly describe the types of inforrnationldocumentslforms found in the series. Include the purpose or function of the 

serles.) 

Bi-weekly employee time sheets 

7 Record Ser~es Forrnal(s) Llsl all 

X Leller Size M~crofilm 

Legal S~ze Cornpuler Tape 

C] Audlo Tape Floppy Dtsk 

Hound Baok Vjdea Tape 

01her (spec~fy) 

11 F~ le  1s Used 

8 Record Series Sequence 

X Alpnabel~cal 

Numer~cal 

Chronolog~cal 

Geagraphlcal 

Other (speclfy) 

12. File Becomes 

9. Volume 

5 
Number 

X F~ le  Drawer(s) 

MlcroAlm Reel(s) 

Cornpuler Tape(s) 

Other (spectfy) 

10 Annual Accumulal~on 

.5 
Number 

X F~ le  Drawer(%) 

MtcroRlm Reel(s) 

q Compuler Tape@) 

Other (specify) 

lnact~ve Afler 

n o a l l y  X weekly Monlhly q Annually Number Monlh(s) q ~ e a r ( s )  

Every two weeks when employees are paid 

13 Currenl Local~on(s) (Bldg , Floor. Room) 

140 W. Patrick St. 

15 Access Reslr~cl~ons (If Yes, clle Law(s) R Regulal~on(s) 

yes X NO 

14 Is Record Series Dupl~caled Elsewhere? (If yes. spec~fy agency or office ) 

[7 yes XNO 

16. Audil Requ~rernenls 

X None Slale Federal lndependeiil 

18. Recommended Retention: 
yes XNO Retain for one complete fiscal year cycle then destroy 





Instructions -Type or Print a separate form for 
-- 

each new or revised record series. Forward 

w ~ t h  Records Retention Schedule (DGS 550-1) 

1. DepartmentlAgency 

City of Frederick 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

2. Division 

Building Department 

. AGENCY RECORDS INVENTORY 

PAGE .- 6- OF l o - .  

3. Unit 

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

4.  Record Series Title 

Department Personnel Files 

5. Earliest YearlLatest Year 

90's to Present 

6. Record Series Description (Briefly describe the types of informationldocumentslforms found in the serles. Include the purpose or function of the 

series.) 

Employees of the Department Personnel Files 

7 Record Ser~es Format(s) Ltst all 

X Lrtter S~ze C] M~crohlm 

Legal S~ze Compuler Tape 

Acrdto Tape C] Floppy D~sk 

D o ~ t n d  Book Video Tape 

C] Oltier (spec~fy) 

11 Ffle is Used 

8. Record Ser~es Sequence 

X Alphabeltcal 

Numer~cal 

Chrotiolog~cal 

Geographocal 

C] Orher (specffy) 

12. Ftle Becomes 

9. Volume 

5 
Number 

X F~ le  Drawer(s) 

M~crofilm Reel(s) 

Comp~~ter  Tape(s) 

Other (spec~fy) 

10. Annual Accumulallon 

.25 

Number 

X F~ le  Orawer(s) 

Mlcrofflm Reells) 

Compuler Tape@) 

Other (spec~fy) 

lnacltve Aner 

ODady Weekly C] Monlhly X Annually 

13 Curlenl Local~on(s) (Rldg., Floor. Room) 

140 W. Patrick St. 

15  Access Restr~cl~ons (If Yes, ctle Law(s) 8 Regulatton(s) 

yes X NO 

17 Is an Index Syslem used? If yes, explatn br~efly and descrlbe requtrements 

C] yes X NO 

Number Monlh(s) C] Year(s) 

When employee is no longer an employee within the department 

14. Is Record Sertes Dupl~caled Elsewhere? (If yes. spectfy agency or ofice ) 

yes XNO 

16 Audll Requ~remenls 

X None C] Srale Federal lndependenl 

18. Recommended Retention: 

Retain until employee is no longer employed with-in the department 

andlor no longer employed with the City, then transfer to HR Dept. 



r 

19. Name and Title of Preparer 

Gail Noyes 

Admin. Asset. 

20. Telephone Number 

30 1-600-6280 

21. Date 



Insf~uct~ons -Type or Print a separate form for - 

each new or revised record series. Forward 

w~th Recorcls Retention Schedule (DGS 550-1) 

1 .  DepartmentlAgency 

City of Frederick 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road. P.O. Box 275 

Jessup, Maryland 20794 
'1 10-799-1930 

2. Division 

Building Department 

AGENCY RECORDS INVENTORY 

PAGE 7 OF -10.- 

3. Unit 

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

4. Record Series Title 

Department Purchase Orders 

5. Earliest YearlLatest Year 

90's to Present 

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

series.) 

Purchase Order and Invoices 

7 Recorrt Series Formal(s) Ltsl all 

X Lellcr S!ze Mjcrofilm 

Lrqnl Stre Computer Tape 

Audio Tape Floppy Dtsk 

R<n~i*d Book Vldeo Tape 

Olher (specify) 

1 1  F~ le  IS Used 

8. Record Ser~es Sequence 

X Alphabet~cal 

Numerical 

Chronolog~cal 

Geograpntcal 

Other (spec~fy) 

12. F~le Becomes 

9. Volume 

5 
Number 

X F!le Drawer(s) 

Mqcrofilnr Reel(*) 
Computer Tape(~) 

q Olher (spec~fy) - 

10 Annual Accumulal~on 

.5 

Number 

X F~ le  Drawer@) 

Mtcrofilm Reel(s) 

Compuler Tape(s) 

Other (spec~fy) 

lnact~ve Aher 

UDat lv X Weekly Monthly Annually 

13 Ctlrrenl Local~on(sl (Bldg . Floor, Room) 

140 W. Patrick St. 

15 Access Resrrlct~ons (If Yes, clle Law(s) B Regulat~on(s) 

yes XNO 

17 Is an Index Syslem used? l f  yes, expla~n br~efly and descr~be requirements 

Yes X NO 

Number Monlh(s) Year(s) 

When invoice is paid 

14 Is Record Serles Duplicated Elsewhere? (If yes, spec~fy agency or ofice.) 

Yes X NO 

16 Aud~l Requ~rements 

X None Stale Federal Independent 

18. Recommended Retention: 

Retain for one complete fiscal year cycle then destroy 



19 Name and T~tle of Preparer 20. Telephone Number 21. Date 

Gall Noyes 301 -600-6280 

Adrn~n. Asset. 

DGS >?LI I !srv 1 8 %i 



AGENCY RECORDS INVENTORY 

P ~ G E  OF - - . lo -  - 

3. U n ~ l  

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

w~th Records Retention Schedule (DGS 550-1) 

1. DepartmentlAgency 

City of Frederick 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410.799-1930 

2. Division 

Building Department 

DEFINITION. RECORD SERIES: A group of related records normally filed and used as a un~t  for reference as well as retent~on and d~spos~tion 
purposes. 

4 .  Record Series Title 

Municipal Infractions 

5. Earliest YearlLatest Year 

90's to Present 

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

ser~es.) 

Municipal infraction issued, correspondence, payment info 

7 Recortl Ser1e5 Forn?al(s) Lisl all 

X LeIIer SIIC Mtcrofilm 

Legal S~ze  C] Compuler Tape 

Audio Tape Floppy Oosk 

Rourld Book Vndea Taps 

Other ( s p c c t f ~ ) ~ . . -  

I I Flle IS Used 

8 Record Ser~es Sequence 

X Alphabeltcal 

Numer~cal 

Chronological 

Geographkcal 

Olher (spectfy) 

12 F~le Becomes 

9 Volume 

3 
Number 

X F~le Drawer(s) 

Mlcrohlm Reel(s) 

Cornpuler 'ape(s1 

Other (spec~fy) 

10. Annual Accumulal~on 

.25 

Number 

X F~le Orawer(s) 

M~crolilm Reel@) 

Cornpuler Tape(s) 

Olher (spectfy) 

lnact~ve After 

~ O a ~ l y  Weekly X Monlhly C] Annually 

13 Currenl Local~on(sl (Bldg., Floor, Room) 

140 W. Patrick St. 

15 Access Restr~cl~ons (If Yes, ole Law(s) 8 Regulal~on(s) 

yes X NO 

1 7  Is al l  Index System used? If yes, explatn brletly and descr~be requlremenls 

yes XNO 

Number Monlh(s1 Year(s1 

When paid or settled 

14 Is Record Sertes Dupl~caled Elsewhere? (If yes, spectfy agency or office ) 

Yes X NO 

16 Audil Requ~remenls 

X None Slale Federal lndependenl 

18. Recommended Retention: 

Retain permanently electronic database to track information. 

All other documents destroy after 5 years 



19 Name and T~tle of Preparer 

Gail Noyes 

Adrnin. Asset. 

X S  1" I Pov I l J \  

20 Telephone Number 

301 -600-6280 

21 Date 

4 1 24/13 



lnstruct~ons -Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES AGENCYRECORDSINVENTORY 
- 

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 9 O F - l O - p -  

Jessup. Maryland 20794 
410-799-1930 

1 DepartmentlAgency 2. D~vision 3. Un~t 

City of Frederick Building Department 

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

4 .  Record Series Title 5. Earliest YearlLatest Year 

Department Complaint and Investigation Files 90's to Present 

6. Record Series Description (Briefly describe the types of informationldocumentslforrns found ~n the series. Include the purpose or function of the 

ser~es.) 

Code related complaints, investigation findings, correspondence 

7 Record Ser~es Format(?,) Llst all 8 Record Sertes Sequence 9 Volume 

3 
X Lennr Srze Mlcrolllm X Alphabeltcal Number 

C] Le(lal Size Cotnpitler Tape Numertcal 

Audio Tape [7 Floppy D ~ S L  Chronolog~cal X Fde Drawer(s) 
i 3~ l r~ l ld  Book Vtdeo rape Geographtcal 

MlcroAlm Reel(s) 
C] Olher (svec~fy) 01her (spec~fy) C] Computer Tape(sl 

[7 Olher (spectfy) 

10 Annual Accumulal~on 

.25 
Number 

X F~ le  Draurerls) 

Microhlni Reel(s) 

Computer Tape(s) 

Other (spec~fy) 

11  F~lrz 15 Used 12. F~le Becomes lnacttve After 

C]Dally Weekly X Monthly Annually Number Monlh(s) Year(s) 

When case closed 

10 Ct~rrr?nl Locallon(s) (01dg . Floor. Room) 14 Is Record Serles Duplicated Elsewhere? (If yes, spectfy agency or ofice.) 

140 W. Patrick St. yes XNO 

I 5  Access Restr~cl~ons (If Yes, cile Law@) B Regulal#on(s) 16. Audll Requ~rements 

yes XNO 
X None State [7 Federal lndependenl 

17 Is an Index System used? If yes, explatn br~efly and descrlbe requtrements 18. Recommended Retention: 
yes XNO 

Retain permanently electronic database to track information. 

All other documents destroy afler 5 years 



19. Name and Title of Preparer 

Gail Noyes 

Admin. Asset. 

DGS 550 4 (Rev 1,131 

20. Telephone Number 

301 -600-6280 

21. Date 



I n s t r u c t i o n s  - T y p e  o r  P r i n t  a s e p a r a t e  f o r m  fo r  -- 
e a c h  n e w  o r  r e v ~ s e d  r e c o r d  s e r i e s .  F o r w a r d  

w i t h  R e c o r d s  R e t e n t i o n  S c h e d u l e  ( D G S  550-1 )  

1. D e p a r l m e n t l A g e n c y  

City of Frederick 

D E P A R T M E N T  O F  G E N E R A L  S E R V I C E S  AGENCY RECORDS INVENTORY 

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

7 2 7 5  W a t e r l o o  R o a d ,  P.O. B o x  2 7 5  
PAGE -10- OF 

J e s s u p .  M a r y l a n d  2 0 7 9 4  
410-799-1930 

2. D i v i s i o n  3. U n i t  

Building Department 

D E F I N I T I O N :  R E C O R D  S E R I E S :  A g r o u p  o f  r e l a t e d  r e c o r d s  n o r m a l l y  f i l ed  a n d  u s e d  a s  a unil fo r  r e f e r e n c e  a s  w e l l  a s  r e t e n l i o n  a n d  disposition 
p u r p o s e s .  

4 .  R e c o r d  S e r i e s  T ~ t l e  5 .  E a r l l e s t  Y e a r i L a t e s l  Y e a r  

Contractor's License Files 90's t o  Present 

6. R e c o r d  S e r i e s  D e s c r i p t ~ o n  ( B r ~ e f l y  d e s c r i b e  t h e  t y p e s  o f  informationldocumentslforms f o u n d  in t h e  ser ies .  I n c l u d e  t h e  p u r p o s e  o r  f u n c t i o n  o f  t h e  

s e r ~ e s . )  

Applications, copies of jurisdictional licenses, certificates of insurance, bonds, correspondence 

i Record S e ~ ~ e s  Formal(s) List all 

X Leller S~ze q M!crofil~n 
Legal Stre Compuler Tape 
Audio Tape q Floppy Dtsk 
R n n f ~ d  Rook Vtdco Tape 

Olher ( ~ p e c ~ f y )  . -- 

11 F~ le  IS Used 

8 Record Serles Sequence 9. Volume 

7 
X Alphabetical Number 

Numerical 
q Chronological X File Drawerjs) 

Geographocal M!crofilm Reelis) 
Other (spectfy) Comptrler Tape(s) 

q 01her (spec~fy) 

10 Annual Accumulat~on 

.25 
Number 

X Fde Drawer(s) 
Mlcrof~lm Reelis) 

q Computer Tapeisl 
q Other (specify) 

12 F~le Becomes Inacl~ve Aher 

ODatlv Weekly X Monlhly Ar~nually 

I 3  Current Local~on(s) (Bldg . Floor. Room) 

140 W. P a t r i c k  St .  

15 Access Reslr~ct~ons (If Yes. ctle Law(s) S Regulalton(s) 

Yes X N O  

17  1s a11 Index System used? If yes, explaln briefly and descrlbe requlremenls 

yes X N O  

-2- 

Number Monlh(s) X ~ e a r ( s )  

14 Is Record Series Duplicated Elsewhere? (If yes, spectfy agency or off~ce.) 

q Yes X NO 

16 Aud~l Requlremenls 

X None Stale Federal Independent 

18. R e c o m m e n d e d  R e t e n t i o n :  

R e t a i n  f o r  5 y e a r s  t h e n  d e s t r o y  



7 

PC;? 5'11 I ( F e b  I C l 7 ,  

- 

19 Name and T~tle of Preparer 

Deborah Patterson 

Permits Coordinator 

20 Telephone Number 

301 -600-382 

21 Date 


