
DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

RECORDS RETENTION AND DISPOSAL SCHEDULE 

Schedule No. cuzo 

Page 1 of 2 

Agency 
Cecil County Government 

Division/Unit 
Economic Development/Tourism 

Item 
No. 

Description Retention 

Changes in records format will not necessarily require revision of 
the retention schedule. However, should the scope or content of a 
records series be altered, the schedule may be amended to reflect 
such changes. 

Each agency will use all or some of the following records which 
are governed by the indicated retention period: 

GUIDELINES. MISSION STATEMENTS. AND ENTRY 
FORMS 

A. Call for Art Entries 
B. Cecil County Tourism Committee 
C. Cecil County Photography Contest Entry Form 

TOURNAMENT AGREEMENTS 
A. Bass Master Agreement 
B. North East Community Park Lease Agreement 

CHAUTAUQUA 
A. Agreement with Mike Knarr for Chautauqua 2009 
B. Agreement with Ed Okonowicz for Chautauqua 2009 

Retain hard copy permanently 
and transfer annually to 
Archives for permanent 
preservation. 

Retain hard copy for five (5) 
years, and then destroy. 

Retain hard copy for one (1) 
year then destroy. 

Schedule Approved by Department, Agency, 
or Division Representative. 
Date 

Signature f 

Typed Name Scott Mesneak 

Schedule Authorized by State Archivist 

Date 1 W )0 

Schedule Approved by Department, Agency, 
or Division Representative. 
Date 

Signature f 

Typed Name Scott Mesneak Sionature A^^^T^/^ 
Title IT & Records Retention Director 

DGS 550-1 



DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

RECORDS RETENTION AND DISPOSAL SCHEDULE 
(Continuation Sheet) 

Schedule No. CiiXo 

Page 2 of 2 

Agency Divis 
Cecil County Government Economi 

ion/Unit 
c Development/Tourism 

Item 
No. 

Description Retention 

4 

C. Chautauqua Partnership 

GENERAL DOCUMENTS. AGREEMENTS. AND PLANS 

Retain hard copy for two (2) 
years then destroy. 

Retain hard copy for ten (10) 
years then destroy. 

Retain hard copy until 
scanned and image verified. 
Transfer hard and image copy 
annually to archives. 

Retain hard copy permanently 
and transfer annually to 
Archives for permanent 
preservation. 

4 
A. Grants Agreements for Economic Development Office 

B. Studies and/or Plans 

C. Perryville Outlet Center 

Retain hard copy for two (2) 
years then destroy. 

Retain hard copy for ten (10) 
years then destroy. 

Retain hard copy until 
scanned and image verified. 
Transfer hard and image copy 
annually to archives. 

Retain hard copy permanently 
and transfer annually to 
Archives for permanent 
preservation. 

DGS 550-1A 



Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

AGENCY RECORDS INVENTORY Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

PAGE 1 OF 1 

1. Department/Agency 

Economic Development 

•2, Division 

Tourism 
3. Unit 

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 

Agreement with Ed Okonowicz for Chautauqua 2009 
5, Earliest Year/Latest rear 

2009 t 0 2010 

6. Record Series Description (Briefly describe the types of informatlon/documents/forrns found in the series, include the purpose or function of the series.) 

Pre-show presentation on baseball legends and sports superstitions. 

7. Record Series Format(s) List all 

• Letter Size u Mcrofilm 

D Legal Size 0 Computer Tape 

• Audio Tape 0 Floppy Disk 

D Bound Book • Video Tape 

• Other (soecifv) 

9. Record Series Sequence 

• Alphabetical 

a Numerical 

• Chronological 

• Geographical 

• Other (soecifvl 

Keyword Lookup 

9. Volume 

D File Drawer(s) 

a Microfilm Reel(s) 

• Cnmouter Taoefsl 
Number 

• Other (specify) 

7. Record Series Format(s) List all 

• Letter Size u Mcrofilm 

D Legal Size 0 Computer Tape 

• Audio Tape 0 Floppy Disk 

D Bound Book • Video Tape 

• Other (soecifv) 

9. Record Series Sequence 

• Alphabetical 

a Numerical 

• Chronological 

• Geographical 

• Other (soecifvl 

Keyword Lookup 

10. Annual Accumulation 

D File Drawer(s) 

• Microfilm ReeKs) 

O Computer Tapefsl 
Number 

o Other (specify) 

11, File is Used 

o Daily • Weekly. o Monthly • Annually 

12, File Becomes Inactive After 

1 
n Months • Ynarfsl 

Number 

13. Current Location(s) (Bldg., Floor, Room) 

Economic Development Tourism Office 
14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

D Yes i No 

15. Access Restrictions (If Yes, cite Law(s) & Regulatjon(s) 

• Yes • No 

16. Audit Requirements 

• None • State • Federal o Independent 

17, ts an Index System used? If yes, explain briefly arid describe requirements 

a Yes • No 

18. Recommended Retention 

Retain hard copy for one (1) year then destroy. 

19. Name and Title of Preparer 

Scott Mesneak 
IT & Records Retention Director 

20. Telephone Number 

410-996-5205 

21. Date 

9/10/2010 

DGS 550-4 (Rev. 1/93) 



Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

AGENCY RECORDS INVENTORY Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

PAGF 1 OF 1 

1. Department/Agency 

Economic Development 

2. Division 

Tourism 
3. Unit 

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 

Agreement with Mike Knarr for Chautauqua 2009 
5. Earliest Year/Latest Year 

2009 t 0 2010 

6. P.ecord Series Description (Briefly describe the.types of Informatlon/donjments/forms found in the series. Include the purpose or function of the series.) 

Pre-show presentation on baseball legends and sports superstitions. 

7. Record Series Fcrmat(s) List all 

• Letter Size • Microfilm 

• Legal Size a Computer Tape 

• Audio Tape • Floppy Disk 

o Bound Book • Video Tape 

• Other fsnerlfv! 

8. Record Series Sequence. 

• Alphabetical 

• Numerical 

• Chronological 

• Geographical 

• Other (sDRclfvl 

Keyword Lookup 

9. Volume 

• File Drawer(s) 

• Microfilm Reel(s) 

n Cnmnnter Tanpfsl 
Number 

n Other (soerihA 

7. Record Series Fcrmat(s) List all 

• Letter Size • Microfilm 

• Legal Size a Computer Tape 

• Audio Tape • Floppy Disk 

o Bound Book • Video Tape 

• Other fsnerlfv! 

8. Record Series Sequence. 

• Alphabetical 

• Numerical 

• Chronological 

• Geographical 

• Other (sDRclfvl 

Keyword Lookup 

10; Annual Accumulation 

• File Drawees) 

• Microfilm Reel(s) 

O Computer Tapefsl 
Number 

• Other (specify) 

11. File Is Used 

a Dally • Weekly • Monthly • Annually 

12, File-Becomes Inactive After 

^ • Mtmthfsl • Yearf^ 

Number 

13. Current Location(s) (Bldg., Floor, Room) 

Economic Development Tourism Office 

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office-) 

• Yes i No 

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 

• Yes • Mo 

16. Audit Requirements 

• None • State • Federal a independent 

17, Is an Index System used?. If yes,.explain briefly and describe requirements 

• Yes • Nu 

18. Recommended Retention 

Retain hard copy for one (1) year then destroy. 

19. Name and Title of Preparer 

Scott Mesneak 
IT & Records Retention Director 

20. Telephone Number 

410-996-5205 

21. Date 

9/10/2010 

DGS 550-4 (Rev. U83) 



Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

AGENCY RECORDS INVENTORY Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

1 1 
PAGE 1 OF 1 

1. Department/Agency 

Economic Development 

•2. Division 

Tourism 
3. Unit 

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 

Bass Master Agreement 
5. Earliest Year/Latest Year 

2009 f 0 2010 

6. Record Series Description (Briefly describe the types of Informatidn/documents/fDrrns found in the series. Include the purpose or function of the series.) 

Fishing Tournament 

7. Record Series Format(s) List all 

• Letter Size • Microfilm 

0 Legal Si2e • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

O Other (soecifv) 

8. Record Series Sequence 

• Alphabetical 

• Numerical 

• Chronological 

• Geographical 

• Other r'sneclfv) 

Keyword Lookup 

9. Volume 

• File Drawerfs) 

• Microfilm Ree!(s) 

n Cnmniifpr TappfVl 
Number 

o Other (soeclfvl 

7. Record Series Format(s) List all 

• Letter Size • Microfilm 

0 Legal Si2e • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

O Other (soecifv) 

8. Record Series Sequence 

• Alphabetical 

• Numerical 

• Chronological 

• Geographical 

• Other r'sneclfv) 

Keyword Lookup 

10. Annual Accumulation 

• File Drawer(s) 

0 Microfilm Reel(s) 

O Computer Tapers'* 

Number 

• Other (specify) 

11. File is Used 

• Daily • Weekly. • Monthly o Annually 

12. File Becomes Inactive After 

5 
u n Months • Ynarfcl 

Number 

13. Current Location(s) (Bldg., Floor, Room) 

Economic Development Tourism Office 

14. Is Record Series Duplicated Elsewhere? (if yes, specify agency or office,) 

P Yes i No 

15. Access Restrictions (If Yes, cite Law(s) & Regulatlon(s) 

• Yes • No 

16. Audit Requirements 

• None • State • Federal • Independent 

17. Is an Index,System used? If yes, explain briefly and describe requirements 

• Yes • No 

18, Recommended Retention 

Retain hard copy for five (5) years, and then 
destroy. 

19. Name and Title of Preparer 

Scott Mesneak 
IT & Records Retention Director 

20. Telephone Number 

410-996-5205 

21. Date 

9/10/2010 

DGS 550-4 (Rev. UB3) 



Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

AGENCY RECORDS INVENTORY Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

PAGE 1 OF ^ 

1. DepartmenVAgency 

Economic Development 

2. Division 

Tourism 
3. Unit 

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 

Call for Art Entries 
5, Earliest Year/Latest Vear 

2010 t o 2010 

B. Record Series Description (Briefly describe the.types of informal ion/do cuments/forms found in the series. Include the purpose or function of the series.) 

Guidelines for the opening of the Art Show 

7. Record Series F'ormat(s) List all 

• Letter Size • Microfilm 

0 Legal Size • Computer Tape 

• Audio Tape 0 Floppy Disk 

• Bound Book • video Tape 

• Other r/snenifVl 

8. Record Series Sequence 

• Alphabetical 

• Numerical 

• Chronological 

o Geographical 

• Other isnecifirt 

Keyword Lookup 

9. Volume 

• FlleDrawer(s) 

D Microfilm Reel(s) 

n Cnmnnfer TanpM 
Number 

• Other (soeelfvl 

7. Record Series F'ormat(s) List all 

• Letter Size • Microfilm 

0 Legal Size • Computer Tape 

• Audio Tape 0 Floppy Disk 

• Bound Book • video Tape 

• Other r/snenifVl 

8. Record Series Sequence 

• Alphabetical 

• Numerical 

• Chronological 

o Geographical 

• Other isnecifirt 

Keyword Lookup 

10. Annual Accumulation 

0 File Drawer(s) 

0 Microfilm Reel(s) 

D Computer Tapefs) 
Number 

• Other (specify) 

11. File is Used 

• Dally 0 Weekly, Monthly • Annually 

12, File Becomes Inactive After 

Indefinitely 
Number 

13. Current Locatidn(s) (Bldg., Floor, Room) 

Economic Development Tourism Office 
14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office,) 

D Yes I No 

15. Access Restrictions (If Yes, cite Law(s) & RegulatJon(s) 

• Yes • No 

16. Audit Requirements 

• None • State • Federal • Independent 

17. Is an Index System used? If yes,.explain briefly arid describe requirements 

• Yes • No 

10. Recommended Retention 

Retain hard copy permanently and transfer 
annually to Archives for permanent preservation. 

19. Name and Title of Preparer 

Scott MesneaK 
IT & Records Retention Director 

20.' Telephone Number. 

410-996-5205 

21. Date 

9/10/2010 

DGS 550-4 (Rev, I/B3) 



Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

AGENCY RECORDS INVENTORY Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

PAGE 1 OF 1 

1. Department/Agency 

Economic Development 

2. Division 

Tourism 
3. Unit 

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 

Cecil County Photography Contest Entry Form 
5. Earliest Year/Latest Year 

2002 , 0 2010 

6. Record Series Description (Briefly describe rhe.types of Informatlon/documents/forms found in the series Include the purpose or function of the series.) 

Entry form is used for submitting and granting permission to Cecil County Tourism to publish the pictures on its website, and for other 
publicity purposes. 

7. Record Series Fdrmat(s) List all 

• Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape o Floppy Disk 

o Bound Book o Video Tape 

• Other fsnerjfvl 

9. Record Series Sequence. 

• Alphabetical 

0 Numerical 

• Chronological 

0 Geographical 

• Other (sDecifv) 

Keyword Lookup 

9. Volume 

o File Drawerfs) 

• Microfilm Reel(s) 

n Onrmutar TanpM 
Number 

• Other fsneclM 

7. Record Series Fdrmat(s) List all 

• Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape o Floppy Disk 

o Bound Book o Video Tape 

• Other fsnerjfvl 

9. Record Series Sequence. 

• Alphabetical 

0 Numerical 

• Chronological 

0 Geographical 

• Other (sDecifv) 

Keyword Lookup 

10; Annual Accumulation 

• File Drawer(s) 

0 Microfilm Reel(s) 

D Computer Taper's'* 
Number 

a Other (specify) 

11. File is Used 

• Dally • Weekly • Monthly • Annually 

1.2, File Becomes Inactive After 

Indefinitely 
Number 

13. Current Locations) (Bldg., Floor, Room) 

Economic Development Tourism Office 
14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office,) 

• Yes 1 No 

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 

• Yes • Mo 

16. Audit Requirements 

• None • State • Federal o Independent 

17. ts an Index System used? If yes,.explain briefly and describe requirements 

• Yes • No 

.18. Recommended Retention 

Retain hard copy permanently and transfer 
annually to Archives for permanent preservation. 

19. Name and Title of Preparer 

Scott Mesneak 
IT & Records Retention Director 

20.' Telephone Number 

410-996-5205 

21. Date 

9/10/2010 

DGS 550-4 (Rev, V93) 



Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

AGENCY RECORDS INVENTORY Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

PAGE 1 OF 1 

1. Department/Agency 

Economic Development 

2. Division 

Tourism 

3, Unit 

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 

Cecil County Tourism Committee 
5. Eatilest Year/Latest Year 

1992 t D 2010 

El. Record Series Description (Briefly describe the.ty'pes of informatio'n/documents/forms found in the series. Include the purpose or function of the series.)-

Mission Statement for the Tourism Committee 

7. Record Series Format(s) List all 

• Letter Size • Microfilm 

D Legal Size • Computer Tape 

• Audio Tape D Floppy Disk 

• Bound Book • Video Tape 

• Other (snedfv) 

9. Record Series Sequence. 

a Alphabetical 

0 Numerical 

0 Chronological 

o Geographical 

• Other (soecifVI 

Keyword Lookup 

9. Volume 

• File.Drawees). 

• Microfilm Reel(s) 

n Comouter TaDefs"! 
Number 

• Other (specify) 

7. Record Series Format(s) List all 

• Letter Size • Microfilm 

D Legal Size • Computer Tape 

• Audio Tape D Floppy Disk 

• Bound Book • Video Tape 

• Other (snedfv) 

9. Record Series Sequence. 

a Alphabetical 

0 Numerical 

0 Chronological 

o Geographical 

• Other (soecifVI 

Keyword Lookup 

10; Annual Accumulation 

• File Drawer(s) 

o Microfilm Reel(s) 

• Computer Taper's) 
Number 

D Other (specify) 

11. File Is Used 

0 Daily • Weekly BMomfily o Annually 

12, File-Becomes Inactive After 

Indefinitely 
Number 

13. Current Locatton(s) (Bldg., Floor, Room) 

Economic Development Tourism Office 

14. Is Record Series Duplicated Elsewhere? (if yes, specify agency or office,) 

q Yes i No 

15. Access Restrictions (IfYes, cite Law(s) a Regulation(s) 

0 Yes • No 

16, Audit Requirements 

a None • State • Federal D Independent 

17. Is an Index.System used? If yes, explain briefly and describe requirements 

• Yes • No 

t8. Recommended Retention 

Retain hard copy permanently and transfer 
annually to Archives for permanent preservation. 

19. Name and .Title of Preparer 

Scott Mesneak 
IT & Records Retention Director 

20.' Telephone Number 

410-996-5205 

21. Date 

9/10/2010 

DGS 550-4 (Rev. 1/93) 



Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
, 410-799-1930 

AGENCY RECORDS INVENTORY Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
, 410-799-1930 

PAGE 1 OF 1 

1. Department/Agency 

Economic Development 

2. Division 

Tourism 
3, Unit 

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 

Chautauqua Partnership 
5. Earliest Year/Latest Year 

2009 t 0 2010 

6. Record Series Description (Briefly describe the types of informatlon/docurnents/forrris found in the series. Include the purpose or function of the series.) 

An agreement between the Maryland Humanities Council and Cecil County Tourism office to provide a Chautauqua event for the 
community. 

7. Record Series Formats) Listall 

• Letter Size • Microfilm 

• Legal Size • Computer Tape 

O Audio Tape • Floppy Disk 

o Bound Book • Video Tape 

• Other (sDecifv) 

0. Record Series Sequence. 

• Alphabetical 

0 Numerical 

• Chronological 

• Geographical 

• Other (SDecifvi 

Keyword Lookup 

9. Volume 

• File Drawer® 

• Microfilm Reel(s) 

o Computer TapeCs) 
Number 

o Other fsnecifv) 

7. Record Series Formats) Listall 

• Letter Size • Microfilm 

• Legal Size • Computer Tape 

O Audio Tape • Floppy Disk 

o Bound Book • Video Tape 

• Other (sDecifv) 

0. Record Series Sequence. 

• Alphabetical 

0 Numerical 

• Chronological 

• Geographical 

• Other (SDecifvi 

Keyword Lookup 

10. Annual Accumulation 

• File Drawees) 

• Microfilm Reel(s) 

n CnmpiitRr Tapftfs1! 
Number 

• 'Other (specify) 

11. File is Used 

• Daily • Weekly • Monthly BAnnualty 

12. File Becomes Inactive After 

2 
O Monthfsl % YRarfel 

Number 

13. Current Locatlon(s) (Bldg., Floor, Room) 

Economic Development Tourism Office 
14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

D Yes i No 

15. Access Restrictions Of Yes, cite Law(s) & Regulations) 

• Yes • No 

18. Audit Requirements 

• None B State • Federal o Independent 

17. Is an Inde* System used? If yes, explain briefly and describe requirements 

• Yes • No 

18. Recommended Retention 

Retain hard copy for two (2) years then destroy. 

19, Name and Title of Preparer 

Scott Mesneak 
IT & Records Retention Director 

20. Telephone Number. 

410-996-5205 

21. Date 

9/10/2010 

DGS 550-4 (Rev. 1/93) 



Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

AGENCY RECORDS INVENTORY Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

PAGE 1 OF 1 

1. Department/Agency 

Economic Development 

2. Division 

Tourism 
3. Unit 

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 

Grants Agreements for Economic Development Office - Tourism 
5. Earliest Year/Latest Year 

1992 t D 2010 

6. Record Series Description (Briefly describe the.types of Informatlon/documents/forrns found in tine series. Include the purpose or function of the series.) 

Records of monies that Tourism has received. 

7. Record Series Format(s) List all 

• Letter Size •Microfilm 

• Legal Size • Computer Tape 

D Audio Tape • Floppy Disk 

0 Bound Book • Video Tape 

• Other (soedfv) 

9. Record Series Sequence. 

• Alphabetical 

• Numerical 

• Chronological 

• Geographical 

• Other (snecifv) 

Keyword Lookup 

9. Volume 

0 File Drawees) 

0 Microfilm Reel(s) 

n Cnmniitar Tanpfsl 
Number 

• Other (sneclM 

7. Record Series Format(s) List all 

• Letter Size •Microfilm 

• Legal Size • Computer Tape 

D Audio Tape • Floppy Disk 

0 Bound Book • Video Tape 

• Other (soedfv) 

9. Record Series Sequence. 

• Alphabetical 

• Numerical 

• Chronological 

• Geographical 

• Other (snecifv) 

Keyword Lookup 

19: Annual Accumulation 

O File Drawees) 

• ' Microfilm Reel(s) 

O Computer Tap«rVi 
Number 

• Other (specify) 

11. File Is Used 

• Daily • Weekly a Monthly • Annually 

12. File Becomes inactive After 

10 
n Mnnrhfsl • Yr-arM 

Number 

13. Current Location(s) (Bldg.. Floor, Room) 

Economic Development Tourism Office 
14. is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

P Yes B No 

15. Access Restrictions (IfYes, cite Law(s) & Regulation^) 

0 Yes • No 

16. Audit. Requirements 

• None • State • Federal • Independent 

17. Is an Index System used? If yes, explain briefly and describe requirements 

• Yes • No 

.18. Recommended Retention 

Retain hard copy for ten (10) years then destroy. 

19. Name and Title of Preparer 

Scott Mesneak 
IT & Records Retention Director 

20. Telephone Number, 

410-996-5205 

21. Date 

9/10/2010 

DGS 550-4 (Rev. 1/93) 



Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

AGENCY RECORDS INVENTORY Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

PAGE 1 OF 1 

1 . Department/Agency 

Economic Development 

2. Division 

Tourism 
3. Unit 

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 

North East Community Park Lease Agreement 
5. Earliest Year/Latest Year 

2009 „ 2010 

6. Record Series Description (Briefly describe the'.types of Information/documents/forms found in the series. Include the purpose or function of the series.) 

For use during the 2009 Bass Master Tournament held in the town of North East, MD; 

7. Record Series Formats) List all 

• Letter Size •Microfilm 

0 Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

• Other (soedfv) 

B. Record Series Sequence. 

• Alphabetical 

0 Numerical 

• Chronological 

• Geographical 

• Othensoeclfvt 

Keyword Lookup 

9. Volume 

• File Drawer(s) 

• Microfilm Reel(s) 

n Computer Tapfifsl 
Number 

0 Other (soecifv) 

7. Record Series Formats) List all 

• Letter Size •Microfilm 

0 Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

• Other (soedfv) 

B. Record Series Sequence. 

• Alphabetical 

0 Numerical 

• Chronological 

• Geographical 

• Othensoeclfvt 

Keyword Lookup 

10. Annual Accumulation 

• File Drawer(s) 

• Microfilm Reel(s) 

n CnmpiitRr Tapper 
Number 

• Other (specify) 

11. File is Used 

• Dally •Weekly • Monthly a Annually 

12. File Becomes Inactive After 

^ n Mnnthfsl • Ynarfcl 

Number 

13. Current Location(s) (Bldg,, Floor, Room) 

Economic Development Tourism Office 
14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

D Yes • No 

15. Access Restrictions (IfYes, cite Law(s) & Regulation^) 

• Yes • No 

16. Audit Requirements 

• None • State • Federal • Independent 

17. is an Index.System used? If yes, explain briefly arid describe requirements 

• Yes • No 

18. Recommended Retention 

Retain hard copy for five (5) years, and then 
destroy. 

19. Name and Title Of Preparer 

Scott Mesneak 
IT & Records Retention Director 

20. Telephone Number 

410-996-5205 

21. Date 

9/10/2010 

DGS 560-4 (Rev. U93) 



Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

AGENCY RECORDS INVENTORY Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

PAGE 1 OF 1 

1. Department/Agency 

Economic Development 

2. Division 

Tourism 
3, Unit 

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 

Perryville Outlet Center 
6. Earliest Year/Latest Year 

2008 t o 2010 

6. Record Series Description (Briefly describe the types of infomiatlon/documents/forms found in the series Include the purpose or function of the series.) 

Lease agreement between the Shops at Perryville, LLC and the Board of Cecil County Commissioners for the uses of one space for a 
Cecil County Visitor Center 

7. Record Series Format(s) List all 

• Letter Size uMcrofi lm 

• Legal Size • Computer Tape 

D Audio Tape 0 Floppy Disk 

• Bound Book • video Tape 

• Other fsoecifv) 

8. Record Series Sequence 

a Alphabetical 

• Numerical 

• Chronological 

• Geographical 

^ Other f'soecifvi 

Keyword Lookup 

9; Volume 

• File Drawer(s) 

• Microfilm Ree!(s) 

n CnmnutRr TaneCO 
Number 

n Other r'soedfV) 

7. Record Series Format(s) List all 

• Letter Size uMcrofi lm 

• Legal Size • Computer Tape 

D Audio Tape 0 Floppy Disk 

• Bound Book • video Tape 

• Other fsoecifv) 

8. Record Series Sequence 

a Alphabetical 

• Numerical 

• Chronological 

• Geographical 

^ Other f'soecifvi 

Keyword Lookup 

10. Annual Accumulation 

• File Drawees) 

Microfilm Reel(s) 

n Con-iouter TanerVi 
Number 

• Other (specify) 

11. File is Used 

o Dally • Weekly • rVtanthly ^Annually 

12, File Becomes Inactive After 

Indefinitely 
Number 

13. Current Location(s) (Bldg., Floor, Room) 

Economic Development Tourism Office 

14, Is Record Series Duplicated Elsewhere? (If yes, specify agency or office-) 

n Yes i No 

15. Access Restrictions (IfYes, cite Lavvfs) & Regutatjon(s) 

• Yes • No 

16, Audit Requirements 

• None • State a Federal • Independent 

17. Is an Index System used? If yes. explain briefly and describe requirements 

• Yes • No 

18. Recommended Retention 

Retain hard copy permanently and transfer 
annually to Archives for permanent preservation. 

19. Name and Title of Preparer 

Scott Mesneak 
IT & Records Retention Director 

20. Telephone Number 

410-996-5205 

21. Date 

9/10/2010 

DGS 55D-4 (Rev. 1/93) 



Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

AGENCY RECORDS INVENTORY Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

PAGE 1 OF 1 

1. Department/Agency 

Economic Development 

2. Division 

Tourism 

3, Unit 

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 

Studies and/or Plans 
5, Earliest Year/Latest Year 

2002 t 0 2010 

6. P.ecord Series Description (Briefly describe the' types of inforrnation/docunKnts/forrns found in the series. Include the purpose or function of the series.) 

Studies that are conducted by the County or by outside consultant. 

7. Record Series F'ormat(s) List all 

• Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book D Video Tape. 

• Other CsoRrifvl 

8. Record Series Sequence 

• Alphabetical 

• Numerical 

• Chronological 

• Geographical 

• Other isnficifVl 

Keyword Lookup 

9. Volume 

• File Drawer(s) 

• Microfilm Reel(s) 

n Cnmniifffr Tanpfsl 
Number 

• Other Csoecifvl 

7. Record Series F'ormat(s) List all 

• Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book D Video Tape. 

• Other CsoRrifvl 

8. Record Series Sequence 

• Alphabetical 

• Numerical 

• Chronological 

• Geographical 

• Other isnficifVl 

Keyword Lookup 

10; Annual Accumulation 

D File Drawer(s) 

• ' Microfilm Reel(s) 

O Computer Tapefsl 
Number 

• Other (specify) 

11. File Is Used 

D Dally • Weekly • Monthly • Annually 

12. File Becomes Inactive After 

Indefinitely 
Number 

13. Current Location(s) (Bldg,, Floor, Room) 

Economic Development Tourism Office 

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

• Yes P No 

15. Access Restrictions (If Yes, cite Law(s) & Regulations) 

• Yes • No 

18. Audit Requirements 

• None • State o Federal • Independent 

17. Is an Index System used? If yes, explain briefly and describe requirements 

• Yes • No 

18. Recommended Retention 

Retain hard copy until scanned and image verified. 
Transfer hard and image copy annually to 
archives. 

19. Name and Title of Preparer 

Scott Mesneak 
IT & Records Retention Director 

20. Telephone Number 

410-996-5205 

21. Date 

9/10/2010 

DGS 550-4 (Rev. 1/93) 


