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DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
—RECORDS INVENTORY AND RETENTION SCHEDUL E

Schedule No. M306 A2

(To be completed by DGS/Records Management Division)

ltem #9 Building Permits/Plans for Residents

Records Series Title: Page 1 of 1

Record Series Content | Building Permits/Plans for Residents

Record Series All records related to building permits.
Function

Organization/ Numerically by permit number.
Arrangement

Indexing System N/A

Restrictions (Law or N/A
Regulation Citation)

Formats (paper, Paper and Electronic
electronic, etc.

Volume (file drawers, Approximately 10 file drawers
gigabytes, etc.) Approximately 1 GB

Annual Accumulation | Approximately 1/2 file drawer
(file drawers, Approximately 100 MB
gigabytes, etc.)

Current Location Town Office
Audit Requirements No
Date Span 1927 to present, not consecutive

Completeness /Gaps Building submissions were not received in all years

Schedule Item Number | 9

Retention Permanent with the following exceptions:
completed.

dumpster.

year after construction is completed.

permanently.

1. Destroy records related to homes that have been demolished one year after demolition is
2. Destroy records related to storage pods and dumpsters one year after removal of pod or
3. Destroy any records not required to verify compliance with the Town’s Municipal Code one

After 50 years, transfer to the Maryland State Archive for any records to be retained

Permanent Retention

Justification for Records are required to ensure continued compliance with Town Building Regulations.

DGS 550-15 (REV. 7/17)




