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PAGE
NO. 1

|. Requesting Agency

DEPARTMENT OF ECONOMIC DEVELOPMENT

2. Division or'Bureau of Requesting Agency

TECHNICAL AND PROFESSIONAL SERVICES DIVISION

3. Authorization Requested (Check only one of the squares below).

•
Dispose of present accumulation. No
additional accumulation is antici-

pated. Records heva ceased to have vciue
to warrant retention.

I •• : Establish retention schedule for re-
j A | cords for which there is a continuing
cccurr.ulction. Tr.e records wl!l cease to
have vc!ue to warrant their retention ofter
ths period of time indicated.

Microfilm and destroy originals.
Originals if not microfilmed would be

retained for the period of time indicated.

4

Item
'No.'"

5. Description of RecorGs
Inscribe: records accuraveiy. include title, form number, size of documents,
.c:X or-..activity to which the records re.eve, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

1. STU3IES AND SURVEYS FILE

Quantity:
Dates:
File Arrangement:

Letter and legal size
3 legal size file drawers
See dates following file entries below
Alphabetical by subject

This file is composed of special subjects under study by the
Division as follows: -

Aluminum Plant Studies; c. 1964, printed material,
correspondence and memoranda.

Applied Polytechnic Research Corporation; 1963, printed material.
Assateague Island; 1963-1965, printed material and correspondence.
Chesapeake Bay Governor's Conference; 1968, correspondence and

printed material.
Chesapeake Bay Study; 1970, correspondence.
Clams - Soft Shell - Proposed Study; 1962, printed material

and correspondence.
Conference Center Study - ARA; 10 63, printed material

and correspondence.
Cooperative Area Manpower Planning System - Camps; 1969 — , printed

materialy correspondence, typescript and clippings.
Crisfield - Scudy - Annamessex Canal Site; 1968, correspondence.
Economic Impact Study (Cambridge Port Facility): 1961,

correspondence, charts and graphs.
E.:c.-.cr-ic Impact Study (St. Michaels, Carroll County); 1968--,

correspondence.
Ic-oacional Facilities in Maryland - Factor Study; 1961, printed

material and correspondence .
_\ ̂ orated Milk Studies; 1969; printed material and memoranda.

7. Agsr.cy, Division or Bureau Representative

/_
/ ' •

/

' : ^ . V A ; ^ ' /k ~-,A vc--
Signature Title Date

. Schec-.c A-v.-.orized as
| Recorcs Co.v.rr.ission.

Dcr;

lndicated in Col. 6 by Hall of

Archivist

Disposal Authorized
Public Works.

Date

as Indicated in Col.

/ /

6 by Board of

Secretary /
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PAGE
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'No.

5. Description of Records \
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

1
(cont.)

STUDIES AND SURVEYS FILE (cont.) t

Ferrous - Nonferrous Metals Study; lof-3, typescript material.
?re£ Port Stu'-'y; l^S, printed material an-' correspondence,
highway - 20-Year Plan; 1°62-1^?>3, printed material and typescript.
Totals-Motels Study; 10 5°-1° 62, printed material and typescript.
Instruments Opportunity Study; 1^70—, typescript and correspondence
Supplement to Maryland Economy and Maryland Projection Study;

1963-1966, typescript and correspondence.
Maryland Projections Acknowledgments; 1963, correspondence.
Maryland Tourism Studies; 1966—, printed material,

correspondence and typescript.
Metal Office Furniture Opportunity Study; 1970, correspondence

and typescript.
Opportunities Studies - Future; 1963, correspondence and typescript.
Planning Department Water Resources Study with Johns Hopkins

University; 1964, printed material, correspondence and
charts and graphs.

Pollution Tax Offensive; 1068--, printed material, correspondence
an^ typescript.

Port Lan«-' Study - Plans I anr1 II; 1061, printed material, corre-
spondence and typescript.

Printing Opportunity Study; I960--, printed material,
correspondence and typescript.

Telephone Rate Survey; 1961, printed material and typescript.
Water Resources; 1964-1968, printed material, charts and graphs.
Department of Water Resources; 1967, printed material, charts

and graphs.
Water Resources-Princess Anne; 1960-1964, printed material,

correspondence and typescript.
Miscellaneous Water Resources; printed material.
Western Maryland Investment Opportunity Study; 1970--,

correspondence and typescript.

1 Printer1 anr1 mimeogranhe'd material is "Nonrecord" within the
ir.sr.ning of the statute governing "Nonrecord" material (Annotated

: Co'r'e of Maryland, 1957 edition as amended, Art. 54, Sec. 9) and may
; be destroyed as soon as no longer needed by the office. All record
•:"ri"teri'a-l "is subject to retention for a period of three years after
. creation or filing as recommended below.

|R2C0MMENDATI0N: ' •

RETAIN CORRESPONDENCE AND MANUSCRIPT MATERIAL FOR THREE
i YEARS, THEN DESTROY.
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5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, ond quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

SPECIAL STUDIES FILE

Size:
Quantity:
Dntes:

Letter and legal
2 legal size rile drawers
See crates following file entries below

File Arrar.geir.ant: Alphabetical by subject or title

This file contains printed and mimeographed material and
manuscript studies under the following entries: -

Advisory Council for Higher Education; 1965-1966, printed material
and correspondence.

Air ihow - 1971; 1963-1965, printed material, correspondence
end typescript.

Allagany Skyway; 1963, printed material.
Anne Arundel County; printed material.
Electrical Power Inventory; 1961, correspondence.
Food Processing Research Laboratory; 1067—, correspondence and

tyoescript.
Lower Chesapeake B-y Bridge an^ Tunnel Commission; 1060--,

printed material, correspondence and typescript.
Maryland Defense Production Capabilities Conference; 1961, printed

material, correspondence and typescript.
Maryland Economy-Supplements; 1962--, printed material, correspond-

and typescript.
Maryland Junior Science and Humanities Symposium; 1962--, printed

material, correspondence and typescript.
Maryland Training Conference in National Resources Planning and

Management; 1967, printed material and correspondence.
Modernization of State Government; 1966, printed material,

correspondence and typescript.
"New Horizons" Project; 1962, printed material.
Opportunities for Science Oriented Industry; 1964-1965,

printed material, correspondence and typescript.
Orders and Invoices for Opportunities; 1962—, typescript.
.'•""ers for Maryland Economy and Projections; 1963, correspondence.
C--.nization of Maryland State Government - Revision of; 1960,

typescript.
?Sw-:.:;£C River Bp.sin; 1962--, printed material, correspondence

and typescript.
Sh__Lii5h Research Laboratory; 1965, printed material,

correspondence and typescript.
Soy .,j£n; 1962, correspondence.
Spsesh Material - General; printed material and typescript.
Spr.^ch Material - Governor Tawes; printed material and typescript.
S.:1:; Technical Services; 1964—, printed material, correspondence

and typescript. \
"v;.:jr Dasalinization; 1964, printed material and correspondence.
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5. Description of Records
.Describe records occurotely. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
'(cubic or linear feet). Show recommended retention period.

SPECIAL STUDIES FILE (cont . )

Water Pollution - Chesapeake.Bay Fish K i l l ; 1964, printed mate r i a l .
Why Maryland D. C. Complex; 3,962, printed mater ia l , correspondence

and typescr ip t .
I

Printed and mimeographed material is "nonrecord" within the
meaning of the statute governing "nonrecord" material (Annotated
Cede of Maryland, 1957 edition as amended, Art. 54, Sec. 9) and may
be destroyed as soon as no longer needed by the office. All record
material is subject to retention for a period of three years after
creation or filing as recommended below.

RECOMMENDATION:

RETAIN FOR THREE YEARS, THEN DESTROY CORRESPONDENCE
AND MANUSCRIPT MATERIAL.

GENERAL F I L E

Size: Legal and letter
Quantity: 11 legal size file drawers

Administration File (1)
General File (8)
Chronological File (2)

Dates: See dates following file entries below.
File Arrangement: Alphabetical by subject or t i t l e

Administration File (Drawer 1)

Administrative Memoranda and Reports; 1960—, correspondence
and typescr ip t .

Budgets and work Papers; 1962—.
Cor.—issioner's Correspondence; 1961—
Commission Minutes; 1959--, mimeographed copies .
Personnel: -

Correspondence and Applications; c.1960—
1 DSD Requirements and Sa la r ies ; 1967—, correspondence and

work papers .
i Job Description; 1959-1963; correspondence, forms and
i • work papers.
! Organization Charts; 1968.
-•-—•-'• Office Soace - Charts ; 1960.

*f^^ i Professional Pos i t ions in DED; 1961--, correspondence and
' ^ ! char t s .

• Purchasing: -
Purchase Ore'ers .and Memos; 1965—

\ GPO Deposit Accounts; 1966—
Publications Ordered; 1966—, forms.

SCHtDULE _

NO. ^5*9
PAGE
NO. 4

6. Recommendation
of Hall of Records
and Board of Public
Works.

•

•

• •

•
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6. Recommendation
of Hall of Records
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(contw
GENERAL FILE (cont.)

Genaral File (Drawers 2-<>)
AGRI Business; 1069--, printed material.
Ar.arican Management Association; 1962, printed material and

correspondence.
Appalachia Region; 1060--, printed material, clippings,

memoranda and correspondence.
Association of State Planning Development Agencies - ASPDA;

; 1960—, printed material and correspondence,
atomic Energy; 1963-1965, printed material, clippings and
> correspondence. • • ^ X

Aviation; 1962—, printed material, clippings-.and correspondence.
Allegany-Salisbury Cab Case; 1963-1964, printed material, work

papers and correspondence. \ ^
Baltimore-Washington Area.; 1963, printed material and correspondent
Basic Plant Location Data; 1967--, correspondence.
Boswell, Harry A.; 1960-1965, correspondence.

, Bureau of the Census; 19 69--, correspondence. ,
Business-Industrial Inquiries; 1960-1968, correspondence.
C & P Telephone Company Connections and Disconnections

(by County); 1966--, printed material.
Cambridge Marina; 1963-1965, correspondence.
Center for Field Biology; 1965, printed material and work papers.
Chamber of Commerce - Metropolitan Baltimore; 1963—, printed

material and correspondence.
Chesapeake Bay Affairs; 1966, printed material.
Civil Defense; 1959-1966, printed material and correspondence.
Clam Festival; 1966, printed material.
"Columbia"; 1966-1968, correspondence.
Columbia Gas of Maryland, Inc.; 1970--, Memoranda and

correspondence.
U.S. Department of Commerce; 1964—, printed material and

correspondence.
Committee on the Aging; 19 65-1966; printed material and

correspondence.
Committee for Economic Development; 1962-1964, correspondence.
Complimentary Acknowledgments (opportunity for science oriented

industry in Maryland); 1066-1968, correspondence.
Consultants; 1962—, printed material and correspondence.
Ccrvway Publications; 1962--, printed material and correspondence.
Corps of Engineers, USA; 1961-1967, clippings and correspondence.
Diimarva Advisory Council; 1962—, printed material and

correspondence.
Dalinarva Economic Development Program; 1966, printed material.
Daveiopmsnt Credit Corporation; 1963, printed material and

manuscript.

3irectory cf Science Resources; 1963—, correspondence.
Education (school location, pupil cost and miscellaneous reports

and papers); 1968—, printed material, manuscript and
correspondence.
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5. Description of Records
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6. Recommendation
of Hall of Records
and Board of Public
Works.

3
(cor.t.)

General File (drawers 2-9) cont.
Employment Security Department; 1968—, correspondence
Disarmament and Employment Security Effects; 1964—, printed

material, memoranda and correspondence.
Economic Development Administration; 1961—, printed material,

memoranda and correspondence.
Office of Economic Opportunity; 1965-1967, printed material.
EMERITI Project; 1961-1963, work papsrs.
Encyclopedia Brittanica; 1963-1965, correspondence.
Environmental Health, 1963-1965, printed material and

correspondence.
Environmental Science Service Administration; 1966, printed

material, memoranda and correspondence.
Exhibits - State of Science Exhibition; 1067-1068, printed

material anr' correspondence.
Export-Import; 10 64--, correspondence.
Federal Statistics Users Conference; 1967--, printed material,

memoranda and correspondence.
Federal Budget Trends; 1966-1967, printed material.
Freeport Legislation; 1966--, printed material and memoranda
Frostburg; 1967, memoranda
General Correspondence, 1964—

Governor's Conference on Chesapeake Bay, 1968, typescript minutes
Governor's News Releases; 1970—, printed material.
Philip Hamer & Co. Associates; 1964-1965, correspondence.
Industrial Development Research Council Conference; 1965,

Printed material and correspondence.
Industrial Division; 1961-1962, memoranda
Industrial Prospects and Development; 1061-1065, printed material,

Memoranda anr" correspondence.
In-'ustrial Renrints - Conway Publications; 1065, printed material.
Information Requests anc3 Responses - General; 10 68--,

corresnonrence an^ memoranda
International Services; 19 6800, correspondence.
Japan-Maryland Import-Export Data; 1963, printed material
Kent Narrows; 1966, printed material.
Legislative Routine; 1967—, printed bills, resolutions and

reports, and correspondence.
Living and Working in Maryland; 1970, printed material.
Maryland Academy of Sciences; 1962, printed material.
Maryland Academy of Sciences and Baltimore Association of Commerce

Panel Discussion; 1963-1964, printed material
Maryland Constitutional Convention; 1967, newspaper coverage.
Maryland Consumer Association, Inc. (includes Maryland Consumer

Capsules; 1067-1068, printed material.
Maryland Crop Reporting Service; l~70--, correspondence.
Maryland Economic Indicators; 106O--, correspondence.
.'Ir-rylanr5 Mineral Resources; 10 61, correspondence.
Maryland Personal Income; 10.^4, printed material.
Y.~rylznr> Port Authority; 1060--, printer1, material anr'

correspondence.
Maryland St?te Library; I'167, correspondence.
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General File (drawers 2-9) continued
Maryland Statistical Abstract; 1968--, correspondence.
Meetings and Conferences; I960--, printed material, typescript

minutes, memoranda and correspondence.
Metallurgical' Industries; 1962-1964, printed material and

correspondence.
Metropolitan W-shington Boar'-'' of Trade; 1~>64-In68, printed

material.
MIDAS (Maryland Industrial Development Association): 19&1--,

correspondence.
Population Projections; 1969--, correspondence and memoranda.
Progress Reports - Research Division; 1961—, printed material

and correspondence.
Progress Reports - Other Divisions; 1966—., printed material and

correspondence.
Publications - Requests For; c.1963--, correspondence.
Radio-TV Appearances; 1964-1965, correspondence.
Regional Planning and development; 1970—, correspondence.
Regional Science Association; c.1960-1962, correspondence.
Reports (Miscellaneous subjects) 1960-1961, printed material,

manuscript and correspondence.
Retail S^les Tax - House Bill 1176; 1067, printed material and

correspondence.
Retirement Planning Newspapers; lr'65-ln67, printed material.
Rural Development; 1^1, printed material and correspondence.
Sales Tax Revenue on Manufacturing Machinery and Equipment;

c.1967, correspondence.
Science Industry Program; 1966, printed material and correspondence

' Seafood and Shellfish; 1965, printed material and correspondence.
Sea Nettles; c.1965, printed material.
Signatures (Department of Economic Development); no date

c.1960-1967 (George W. Hubley, Jr.).
Small Business Administration - 502 Program; 1966—, printed

material and correspondence.
Society of Industrial Relations - Award; 1964-1966, printed

material.
Southern ASPDA Conference; 19 65, printed material and

correspondence.
Southern Maryland; 1^4, manuscript and correspondence.
Sc-nfor'' Research Institute; 1°63, printed material.
Su-'ce Roarls Commission; l°50 — , correspondence.
Stc.ce Science and Technology Conference; 1064-1965, printed

material and correspondence.
Susquehanna River Project; 1966, printed material.
Taxation; 1960—, printed material and correspondence.
"Tear." (Technically Experienced Associates Mobilized, Inc.);

1964, correspondence.
Thank-You Notes and Letters; 1970—, correspondence.
Time Sheets; 1954--
~oacco; 1964—, printed material, manuscript and correspondence.
7;.urisr.i; 1957 — , printed material and correspondence.
Tourist Industry Development; 1963--, printed material and

correspondence.
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5. Description of Records
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(cor.t.)
General File (drawers 2-°) cont.

Trcde Development Meeting - Minutes; 1068, printed material .
European Industry Trade Tour; 1^70, printed material, worksheets

and correspondence.
Legislative Council - Tourism Reports (SR 34); 1964-1967,

printed material and manuscript.
I Travel Research; 1963—, printed material, manuscript and
I correspondence.
•'•Tri'-'Gounty-Committee for Community Action; 1964--, printed

material, manuscript and correspondence.
United Nuclear Corporation; 1963, printed material and
• correspondence.
V.V.shington Operations Research Council; 1^64-1965, printed

material.
Washington Technological Associates, Inc.; 1068, printed material

an'1 manuscript.
Waste Disposal; 10^5, printer* material.
World Almanac; 1064-1968, printer material, manuscript and

correspondence.
New York Worlds Fair; 1964, printed material, manuscript and

correspondence.
Wye Institute; 1^64-1967, printed material, manuscript and :

correspondence.
Year End Survey; 1963-1967, printed material and manuscript.

The following catagories of records and papers are considered
"Nourecord" and may be destroyed as soon as no longer needed by
the office:-

a. Printed or mimeographed material

b. Duplicate copies of manuscript material may be destroyed
if one copy is retained for the statutory three years

RECOMMENDATION:

RETAIN CORRESPONDENCE AND MANUSCRIPT MATERIAL FOR THREE
YEARS, THEN DESTROY.
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5. Description of Records
Describe records accurately.. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

READING FILE

Size: Letter 'size
Quantity: 2 legal file drawers
Dates: 1962—
Pile Arrangement: Chronological

The Reading File is composed of carbon copies of correspondence
arranged chronologically for ready reference. This file is con-
sidered "Xonrecord" and may be destroyed as soon as no longer needed
by the office.

SUBJECT FILE

Size: Letter and legal
Quantity:' 5 legal file drawers
Dates: c. 1962—
File Arrangement: Alphabetical by subject or title

This file is composed principally of printed material, brochure
and bulletins, with a small amount of correspondence. One file
drawer is designated "Organizations" and includes printed material
on Federal, State and local agencies. The printed material is
"Nonrecord" and may be destroyed as soon as no longer needed by the
office. The following subjects are included in this file:

Drawer 1 A - F • • .
Agriculture Civil Defense

Agriculture Civilian Labor Force Figures
Conference on Land and People Lates Revised Mark

i Labor Force, Employment-
: Aid to Higher Education Unemployment
| Alur.inum
, . Civilian Labor Force'
; Banking and Currency, ' Employment-Unemployment, Md.
; House Committee on & Selected Labor Market Areas
Boa'x Manufacturing
3rass Industry Climate
Bureau of the Census Coal - National Coal Association

Coal - Books and Pamphlets
• Career Development Program Community Facilities Admn.
Carpets Computers

I Cener.t and Concrete Products Container Manufacturers
j Ch.ar.ber of Commerce Cosmetics
• of the United States
: Chemicals and Chemical Products Data Sources
i Chesapeake Z.ay Data Processing

SCHIDULE
NO. £57
PAGE
NO. 9

5. Recommendation
Df Hall of Records
and Board of Public
Works.
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5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

(coat.)
SUBJECT FILE
Drover 1 A - F (continue-3)

i ,-.

D-spt. of Ecor.orr.ic Development

"ipressec Areas

Ho''se, F. \\. Corporation
Miscellaneous Publications
r\-,-''ga Construction Outlook
•̂o'".ee Building Business

Dr'.:'!, r. Ma nu f n c tu r i ng

IZc-nctTiic Development Administra-
tion, T/A Reports

Economic Development Admn.

Economic Inequities

Electronics

Farm Production

Federal Government
Federal Jobs
Federal Housing Administration

Fertilizer Manufacturing

Foo^' Distribution

Foreign Trn̂ 'e
Brochure
Ontario Economic Atlas

r ora^wi"y

• , - . . • .- D — ^ - ; . - . ~ ~

:..custric£

. s;vical Survey
, S. Deor.rtrr.ent of the Interio:
; -Lr.g r.rS Urbr.n Development
. ---rtment of

.rtri-.l A "vercising

i.stricl 2uii'*ir.3

:ccric.l Dcvalcprr.ar.t

:5trial Developr.^r.t Organ.

istrial Development Program

Drawer 2 G - R (continued)

Ir.r'uscrial Development Sources

Industrial Parks

Industrial Survey .

Insurance

International Organizations

Labor Relations

Labor Training

BLS Publications List
Department of Labor
Speeches of A.M.Ross, Comm.BLS

Labor, U. S. Department of
Smaller Communities Program

Labor, U. S. Department of
Bureau of Labor Statistics

Labor, U. S. Department of
Books and Pamphlets

Labor, U. S. Department of
Bureau of Employment Security

Labor Department
Job Opportunities Program

Labor, U. S. Department of

Land Use

Lawn Care

Life Insurance
Lumber arr' Wood Products

Manpower Development Material,
Dept. of Economic Development

Manufacturing Ratios

Maple Sugar

Maps, Map Index Sheets

Martin Company News Releases

Medicare-Medicaid

Metropolitan Area Problems

Mobile Homes

Modular Housing

Morel Cities Programs
(set up: January 1068)
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FOR RECORDS RETENTION SC^>ULE
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Description of Records
Include title, form number, size of documents,

work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

SUBJECT FILE
Drr.wer 2 G - R (cont.)

Motels

Motion Pictures
Dr.ta Source

National Federation of
Independent Business

Offices

Office Emergency Planning

Office Furniture

Office Equipment

Outdoor Recreation

Packaging

Pacer and Pulp Industry

Personal Income
Other States

Petroleum

Phys. Distribution

Pest ic ides , Commission on

Photography and Optics

Drav?er 2 G - R (cont.)

Research and Development

Rias - Research Ins t i t u t e
for Adv.Studies & Correspondence

:Research Ins t i tu te of America

;Resources for the Future
; n'0-65-67
jRetcil Trade
; Ser\'ice Industries

; Rubber

Dr?.v;er 3 S - VJ

jSmall 3usiness Opportunity

Plas t ics and Plas t ic Products

Pollution
Air and Water

Population - Other States
Poultry

Pr. zn~r.c Er'ison Comoany
/.rep Develonment Department

"-.-, :-,".nc River Basin'

>rc -':casts

?.ccl.c~stiori

r.ii_*S£ticn L Recreational

'.•>._.. ivsiop~ent

I.e. . ' r ch anc Deveio-r.ar.t

Needs

^ ^'.-.ona! Science Association
• • ..i^ior.ai bCier.ce .-.^sccic

Reports ar.r. Studies

..w . LOr.ui bClu.'Ci .'\5t.^C i £ t 2
J>, r re soonr enc e

tion

on

Society for International Dev.

Speeches - DED

Speed Reading

Steel Industry

Taxation
Federal Government,State
and Local Industry

•

Tires

Tourism

Trade Promotion

Transportation - Highway

Transportation - Motor Carrier

Transportation - Railroad

Transportation - Urban

Transportation - Waterways

Transportation - Center
Northwestern University

Urban Renewal "Development of
Parking anc Planning

" • ^

Urban Renewal Notes
Housing and Home Finance Agency
Urban Renewal Administration

Vocational Education
T.vage Purveys

SCHEDULE
NO. ^S7
PAGE
NO. 11

6. Recommendation
of Hall of Records
and Board of Public
Works.

•

•

...

s.
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5. Description of Records
Describe records accurately. Include t i t le, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quanti ty
(cubic or linear feet ) . Show recommended retention period.

6. Recommendation
of Hal l of Records
and Board of Public
|Works.

vc- -- -)\ r •:-r 3 S - W

: ^ r s Art G?.\ l e ry

,•: Re5:oi::'Ces

:"'irn Kcrylcnc 2cor.c~ic Development
:ucy (.-.dvanced Planning Associates)

The correspondence and any manuscript material which may be in
-.̂  files are subject to the Reconmenaatibn^below:

:C0M>2NDATI0N: v .

RETAIN CORRESPONDENCE AND MANUSCRIPT MATERIAL FORX^ .
THREE YEARS, THEN DESTROY.

MARYLAND FILE

Size: Legal and letter size
Quantity: 4 legal file drawers
Dates: c. 1958--
File Arrangement: Alphabetical by subject or title

The Maryland File contains printed studies, brochures and
bulletins covering different phases of the Maryland culture, economy,
geography^ natural resources, recreation and travel.

This "terial is "Nonrecorr" and may be destroyed as soon as no
longer neeccr by the office.

i

Size: Letter and legal
Quantity: 6 legal file drawers
Dates: c. 1962--
File Arrangement: Alphabetical by county, city, area or region

then by subject under each division.

This file contains printed and mimeographed material on the
c.-ir.iy-three Maryland counties, Baltimore City and special areas
..•'-Mr.ged by subject under each division.

This mazeriil is i:Nonrecord" and may be destroyed as soon as no
.c.-.rar nee^ic. by the office.
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S?ATZ 7ILZS

vize: • Letter am-' legal size
Our.nuicy: 2 legal file r'rawers
nates: c. 1^2--
7ile Arrangement: Alphabetical by state

The Sv;.-te Files contain printed and mimeographed material on
3_>.oV stater: anri gorrit foreign countries, their government, economy

''Tinted and miir.aosraphed material is considered to be "Xon-
'scc^ra-'- ar.c may be destroyed as soon as no longer needed by the

SPECIAL STUDIES

Size: Letter anr1 legal size • •
Quantity: 4 legal file c'rawers
Date.:: c. 1^58--

This file is composed of printed anH mimeographed material,
vorkpapers anr' memoranda, and a small amount of miscellaneous
correspondence as follows: -

Drawer 1

The Maryland Economy
Agriculture
Construction
Education
Motels - hotels
Tourisi-
Trar.sportatiort
Utilities

S-.acini Studies an.r1 Msrylanri Indicator
.'.'.cionr.l Ccnferer.ee of Comparative Statistics
".-."is Pa;3i_- Products - ARA Application
.-._•;;-£tiov. - ?robli~£ and Effects
..•..lir-Industry Studies (Input-Output Studies)
.'̂ _; of Livir.g (Expenditures and Income)
--Lc^ic:; Scucy
...-:-Of-Cffice Meeting Material

cellar.souii old correspondence
•-cr.z Loc-'zion
-yiar.L Ti-^val Survey

_r>rraphiccl Rehabilitation of Employment in Maryland, 1940-1950
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5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feat). Show recommended retention period.

S?- : :AL STUDIES
Drawers 2 - 4 (cent.)

Industrial ar.c Papula-ion Factors Affecting Maryland
Personal Income Trends

Indicctcrs - Maryland
Mr.rylanr' Stat is t ical Abstract
Economy Trends - Year-end Reviexc (by year) '
>>.rylan-'1 Economic Indicator (MEI)

The printed anr' miir.eograDhei-' material is "Nonrecorrl" anr' may be
r'escroye^ as soon as no longer neer'er' by the office. Workpapers,
~c~oranda and correspondence are subject to the Recommendation below:

RECOMMENDATION:

.' RETAIN WORKPAPERS, MEMORANDA AND CORRESPONDENCE FOR THREE
". YEARS, THEN DESTROY. " \ ^

\

GENERAL INDUSTRIES FILE \

Size: Letter and legal size i
Quantity: 1/2 legal f i le drawer •
D.^tes: c. 1^64--
File Arrangement: Alphabetical by t i t l e or subject printed

This f i le is coir.posed of printed bulletins, forms, pamphlets
end r.3v?s reports vrhich ere periodically issued or received under the
following t i d e s or subjects: -

Area Reports - Manufacturing Division, 1965-- .•
Convey Publications
County Industrial Listings
New Businesses, 19S5--
Xev Concerns, 19S5--
Nsws Releases, Department of Economic Development, 19 64—
Out-of-Busir.ess Firms
Sales Prospects, 1 -̂̂ ?--

This material is "Nonrecor'-1" an^ may be destroyed as soon as
r.- longer nee--"ê  by the office.
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. 5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

INDIVIDUAL INDUSTRIES FILE (Confidential)

Size: Letter and legal size
Quantity: 11% legal file drawers
Dates: c. 1963--
File Arrangement: Alphabetically by name of company or

organization

The Individual Industries File contains printer, material on
Individual industries which have plants, or offices in Maryland in-
cluding'newspaper clippings, inquiry forms, Dodge Confidential
Reports, sr/' periodical company reports. This f i le contains approxi-
mately 3,500 file folders alphabetically arranged by name of company,

The material in this f i le is considered to be confidential and
is used for special information and studies by staff members of the
Department and is an aid in the biennial publication of the
Directory of Maryland Manufacturers.

When information is received that a company has removed from
Maryland or is defunct, the fi le should be moved to a non-current
status and will then be subject to the Recommendation below:

RECOMMENDATION:

RETAIN FOR THREE YEARS AFTER F I L I N G IN NON-CURRENT STATUS,

THEN DESTROY.

COMPANY INDEX

S i z e : 5" x 8" card forms (ED3-1)
Quantity: 14 card fi le drawers
Dates: Current
File Arrangement: Alphabetical by name of company

This fi le is composed of card forms with space for the name and
••. :_*css of the company and the type of installation (new or

..::-.-.r.ding), the amount of investment in buildings and equipment,
..._ number and sex of employees, the Standard Industrial Classifica-
Z'.OT, Number (type of business), the amount of the payroll, products,
--..-.ounce'1 plans for construction and production, tax exemption and
'•:•;••?£ of financing, names of officers and parent company, and
"..-.cation of the home office.

'< The Cotiroany Index is update^ as additional information is
; •_ ;iived anr1 is an adjunct to the Individual Industries File
• [1-zr?. 11 ) .

•. ..0>MENDATI0X:

RETAIN PESI-IAICNTLY
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