DEPARTMENT OF GENERAL SERVICES Schedule No. 70
RECORDS MANAGEMENT DIVISION Pade 1 of 2
RECORDS RETENTION AND DISPOSAL SCHEDULE 9

Agency Division/Unit

Cecil County Government Economic Development/Tourism
Item Description Retention
No.

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 Retain hard copy permanently
B.  Cecil County Tourism Committee and transfer annually to
C.  Cecil County Photography Contest Entry Form Archives for permanent

preservation.
TOURNAMENT AGREEMENTS
2 A.  Bass Master Agreement )
B.  North East Community Park Lease Agreement Retain hard copy for five (5)
years, and then destroy.
CHAUTAUQUA
3 A.  Agreement with Mike Knarr for Chautauqua 2009 )
B.  Agreement with Ed Okonowicz for Chautauqua 2009 Retain hard copy for one (1)

year then destroy.

Schedule Approved by Department, Agency, | Schedule Authorized by State Archivist
or Division Representative.

Date Date L_B—Qx 10

Signatumﬂ
Typed Name Scott Mesneak Signature W W

Title IT & Records Retention Director
DGS 550-1
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RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

(Continuation Sheet)

Schedule No. Cito

———

Page 2 of 2

Agency

Cecil County Government

Division/Unit

Economic Development/Tourism

Item
No.

Description

Retention

C.

Chautauqua Partnership

4 GENERAL DOCUMENTS, AGREEMENTS., AND PLANS

B.

A.

C.

Grants Agreements for Economic Development Office

Studies and/or Plans

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
410-798-1930

AGENCY RECORDS INVENTORY

PAGE _1__ OF ___}___

1. DepantmentiAgency

Economic Development

-2, Divislon

Tourism

3. Unit

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

4. Recard Sertes Title

Agreement with Ed Okonowicz for Chautauqua 2009

5. Earllest YeariLatest Year

2009 , 2010

6. Pecord Series Description (Briefly describe the types of information/decumentsfforms found in the series. include the purpose or function of the serles.)

Pre-show presentation on baseball legends and sports superstitions.

7. Record Series Format(s) Listal

B. Record Series Sequence 9. votume
O File Drawer(s)
a Microfilm Reel(s)
m Letter Size 0 Microfilm O Alphabetical
0 Camputer Tape(s)
O Legal Size 0 Computer Tape 4 Numerical MNumber
a -Other (specify),
0 Audio Tape a Floppy Disk 0 Chronological
0 Bound Bogk 0O Video Tape DO Geographical 10. Annual Accumnutation
@ File Drawer(s)
0 Other (specify), W Other (specify)
O Microfim Reel(s)
Keyword Lookup 2
0. Computer Tape(s)
Number
a Orher (speclfy)
1. Fileis Used 12, File Becomes Inactive After
o Daily O Weekly. 8 Monthly | Annually 1 0 Month(s) a Year(s)
Nurrber
13. Current Location(s) (Bldg., Floor, Room) 14, Is Record Series Duplicated Eisewhere? (If yes, specify agency ar office.)
Economic Development Tourism Office
0 Yes 8 No
15.  Access Restrictions (if Yes, cite Law(s) & Regulation(sy 18.  Audit Requirements
d Yes | No 0 None @ State n Federal a Independent
17, Is an Index System used? If yes, explain briefly and describe requirements 18. Rewmndedhetenﬂun
a ves ® o Retain hard copy for one (1) year then destroy.

18. Name and Title of Preparer 20. Tetephone Mumber

410-996-5205

21. Date

Scott Mesneak
IT & Records Retention Director

9/10/2010

DGS 550-4 (Rev, 1/83)



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 Waterioo Road, P.O. Box 275
Jessup, Manyland 20794

410-789-1830

AGENCY RECORDS INVENTORY

1. DepartmentAgency

Economic Development

2. Diviston

Tourism

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

4. Record Series Title

Agreement with Mike Knarr for Chautauqua 2009

5. Earliest Yeart atest Year

2009 , 2010

8. Record Series Description (Briefly describe the types of Information/documentsfforims 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) Listall

m Letter Slze 0 Mcrofim

o Legal Size 0 Computer Tape
0 Audio Tape O Floppy Disk
0 Bounhd Bogk D Video Tape

a Cther (speclfy)

8. Record Serles Sequence.

Alphabetical
Numerical
Chronglogical
Geographical

Other (specify)

Keyword Lookup

9. Volume
O File Drawer(s)

O Mecrofim Reel(s)

1 Conmputer Tape(s)

a -Other (specify),

10: Annual Accumutation
O File Drawer(s)

0 Microfiim Reel(s)
0, Computer Tape(s)

0 Orher (speclfy)

11, File Is Used

0 Daily 0 Weekly a Monthly @ Annually

12, File-Becomes Inactive After

O Month(s) | Year(s)

13. Current Location(s) (Bidg., Floor, Raom)

Economic Development Tourism Office

14, Is Record Series Duplicated Eisewhere? (Ifyes, specify agency or office.)

o Yes B No

18, Access Restrictlons (If Yes, clte Law(s) 8 Regulation(s) 16. Audit Requirements

o Yes | Mo ® None o State O Federal O Independent

17, Is an Index System used?.If yes,.explain briefly and describe requirements 18. Recommended Retention

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

o Yes B No

18. Name and Title of Preparer 20 Telephone Mumber

410-996-5205

21. Date

Scott Mesneak
IT & Records Retention Director

9/10/2010

DGS 550-4 (Rev. 1/83)




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

AGENCY RECORDS INVENTORY

or 1

1. Depanment/Agency
Economic Development

-2. Divislon
Tourism

3. Unit

DEFINITION - RECORD SERIES: A group of related recards normally filed and used as a urit for reference as well as retention and disposition purposes.

4. Record Series Title
Bass Master Agreement

§. Earliest Year/Latest Year

2009 , 2010

Fishing Tournament

6. Pecord Series Description (Briefly describe the types of Informatidn/dacuments/forims found in the sefies. Intlude the purpese br function of the series.)

7. Record Series Format(s) List al 8. Record Serles Sequence 8. Valume
0 File Drawer(s)
O Microfilm Reel(s)
| Letter Size 0 Mcrofim O Alphabetical
o Camputer Tape(s)
DOlegal Size 0 Computer Tape O Numerical Number
a Cther (specify),
O Audio Tape a Floppy Disk 0 Chronologicat
o Boung Book O Videa Tape O Geographical 10: Annual Accumulation
0 File Drawer(s)
0 Other (specify) W Other (specify)
a Microfiim Reel(s)
Keyword Lookup ®
0 Computer Tape(s)
Number
0 Cther (speclfy)
11, File Is Used 12, File-Becomes Inactive After
o Daily 0 Weekly. W Manthly. a Annually 5 O Manth(s)y M| Year(s)
Nurmber

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

Economic Development Tourism Office

0o Yes

B No

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

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

1B, Audit Requirements

destroy.

O Yes | No O None ® State O Federal a Independent
17. Is an [ndex System used? If yes, explain briefly and describe requlrements 18 Recommended Retention
o ves o Retain hard copy for five (5) years, and then

19. Name and Title of Preparer

Scott Mesneak
IT & Records Retention Director

20 Telephone Mumhber

410-996-5205

21. Date

9/10/2010

DGS §50-4 (Rev. 1/83)




AGENCY RECORDS INVENTORY

Instructions ~Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES

each new or revised record series. Forward RECORDS MANAGEMENT DIVISION
with Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275 pace. 1 or 1
Jessup, Maryland 20794
410-799-1830 :
1. Deparntment/Agency -2. Divislon 3. Untt
Economic Development Tourism

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

4. Record Serfes Title

Call for Art Entries

5, Earllest Year/lLatest Year

2010 ,, 2010

Guidelines for the opening of the Art Show

8. Record Serles Description (Briefly describe the types of information/documentsfforms found in the series. tnclude the purpose ar function of thé series.)

7. Record Serles Format(s) List all 8. Record Serles Sequence 9. Valume
O Fite.Drawer(s)
a Mcrofim Reel(s)
@ Letter Size a Mcroftm 0 Alphabetcal
1 Camputer Tape(s
0 Legal Size 0 Computer Tape O Numerical Number
o Other (specify),
OAudlo Tape O Floppy Disk a Chronological
o Bound Book O Video Tape O Geographical 10. Annual Accumulation
O File Drawer(s)
A Other {specify), W Other (specify)
Keyword Loot up a Microfiim Reel(s)
0 Computer Tape(s)
Numnber
O Crher (specify)
11, File Is Used 12, File Becomes Inactive After
0 Dally 0 Weekly, B Monthly O Annually Indeﬁmtely o Month(s) 0. Yéar(s)
Nurrber
13. Current Locatign(s) (Bldg., Floor, Room) 14, Is Record Series Duplicated Elsewhere? (Ifyes, specify agency or office,)
Economic Development Tourism Office
o Yes B No
15, Access Restrictions (If Yes, cite Law(s) & Regulation(s) 16.  Audit Regulrements
o Yes | No B None a State 0 Federal 0 Independent
17 Is an Index. System used? If yes, explain briefly and describe requirements 18. Recommended Retention
o ves o Retain hard copy permanently and transfer
annually to Archives for permanent preservation.

18. 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, 1/83)




Instructions ~Type or Print a separate form for
sach 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
410-789-1930

AGENCY RECORDS INVENTORY

PAGE 1 OF 1 —

1. DepartmenvAgency

Economic Development

2. Divislon

Tourism

3. Unit

DEFINITION - RECORD SERIES: A group of related records nomally filad and used as a unit for reference as wsll as retention and disposition purposes.

4. Record Series Title

Cecil County Photography Contest Entry Form

5. Earliest Yeard atest Year

2002 , 2010

publicity purposes.

6. Retord Series Description (Briefly describe the types of informatidn/decumentsfforims found in the-sefies. Include the purpose or function of thé sedes,)

Entry form is used for stibmitting and granting permission to Cecil Colinty Tourism to publish the pictures on its website, and for other

7. Record Series Format(s) Listall A. Record Series Sequence. 9. ¥olume
D File Drawer(s)
o Microfim Reel(s)
w Letter Size u Microfim o Alphabetical
0 Computer Tape(s)
0 Legai Size 0 Computer Tape O Numerical Number
0 Cther (specify)
0 Audio Tape a Floppy Disk O Chronological
0 Bouhd Book O Videa Tape o Geographicat 10; Annual Accumutation
0 File Drawer(s)
0 Other (specify) W Other (specify)
o Microfiim Reel(s)
Keyword Lookup ©
© Computer Tape(s)
Number
0 Orher (specify)
1. File is Used 12, File Becomes Inactive After
0 Daily D Weekly. a Monthly @ Annually Indeﬁmtely o Month(s) 0. Year(s)
Number

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

Economic Development Tourism Office

o Yes ]

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

Na

15, Access Restrictlons (If Yes, cite Law(s) & Regutation(s)

1B. Audit Requirements

a Yes | No O Mone @ State o Federal O Independent
17. fs an Index System used? If yes, .explain briefly and describe requirements 8. Recommenderd Retention
o ves . o Retain hard copy permanently and transfer

annually to Archives for permanent preservation.

18. Name and Title of Preparer

Scott Mesneak :
IT & Records Retention Director

20. Telephane Mumber.

410-996-5205

21. Date

9/10/2010

DGS 550-4 (Rev, 1/83)




Instructions ~Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
each new or revised record series. Forward RECORDS MANAGEMENT DIVISION
with Records Retention Schedule (DGS 550-1) 7275 Waterfoo Road, P.O. Box 275 1

PAGE
Jessup, Maryland 20794
410-799-1930

OF 1

1. Depanment/Agency 2. Division 3. Unit

Economic Development Tourism

DEFINITION - RECORD SERIES: A group of related recards normally filed and used as a unit for reference as wall as retention and disposition purposes.

4. Record Sertes Title 5. Eatliest Year/Latest Year

Cecil County Tourism Committee 1992 _ 2010
to

6. Pecord Series Description (Briefly describe the.types of information/documentsfforms found in the series. Thciude the purpose or functisn of the series.).

Mission Statement for the Tourism Committee

7. Reenrd Series Format(s)  List all B. Record Series Sequence. 8. Volume
D File.Drawer(s)
O Mcrofim Reel(s)
m Letter Size 0 Merofim g Alphabetical
0 Camputer Tape(s)
o Legal Size 0 Computer Tape O Numerical Number
O Cther (spetify)
O Audio Tape o Flnppy Disk 0 Chronologicat
o Bound Book o Video Tape O Geographical 10: Annual Accurmulation
0O File Drawer(s)
D Other (specify)____ @ Cther {specify)
. 0 Microfifm Reel(s
Keyword Lookup eel(s)
o Computer Tape(s)
Number
o Crher (specify)
11, File is Used 12, File-Becames Inactive After
o Daiy D Weekly | Monthly O Annually lndeﬁmtew 0 Month(s} O Year(s)
Nurrber
13. Current Location(s_) (Eldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere? (ifyes, specify agency or office.)
Economic Development Tourism Office
0 Yes B No
15, Access Restrictlons (If Yes, cite Law(s) 8 Regufation(s) 18, Audit Requlrements
a Yes | No 8 None 0 State Qa Federal 0. independent
17, Is an Index, System used? If yes, explain briefly and describe requirements 18. Recommended Retention
a Yes - Retain hard copy permanently and transfer
annually to Archives for permanent preservation.

19. Name and Title of Preparer 20; Telephone MNumber. 21. Date

Scott Mesneak 410-996-5205 9/10/2010
IT & Records Retention Director

DGS 550-4 (Rev. 1/83)



Instructions -Type or Print a separate form for
each new or revised record series. Forward
with Records Retention Schaedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794
410-759-1930

AGENCY RECORDS INVENTORY

PAGE 1 OF _1__

1. Deparment/Agency

Economic Development

2. Divislon

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. Earfiest YeariLatest Year

2009 ,, 2010

community.

6. Pecord Series Description (Briefly describe the types of information/documentsfforms found in the sevies. Inciude the purpose or function of thé series.)

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

7. Record Series Format(s) Listall B. Record Series Sequence. 9. Volume
0 Fite Drawer(s)
O Mcrofim Reel)(s)
w Letter Slze Q Mecrofim O Alphabetical
1 Computer Tape(s)
0 Legal Size 0 Computer Tape O Numerical Number
a Cther (specify),
0 Audio Tape 0 Floppy Disk 0 Chronological
O Bound Book 0O Video Tape O Geographical 10: Annual Accumutation
O File Drawer(s)
o Other (specify) B Other (specify)
o Microfilm Reel(s
Keyword Lookup it ®
o Computer Tape(s)
Number
O ‘Other (specify)
11, Fileis Used 12, File Becomes Inactive After
D Daily O Weekly o Manthly @ Annuaily 2 0 Month(s) A Year(s)
Number

13. Current Locatlon(s) (Bidg., Fleor, Room)

Economic Development Tourism Office

a  Yes ]

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

Na

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

18, Audit Requirements

O Yes | No 0 None ® State O Federal O Independent
17. s an Index System used? If yes, explain briefly and describe requirements 18.  Recommended Retention
a ves . o 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 6450-4 (Rev. 1/83)




Instructions ~Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY

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 1 o 1
Jessup, Maryland 20794
410-793-1930
1. Depantment/Agency -2. Division 3. Unit
Economic Development Tourism

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

4. Record Series Title 5. Earliest YearA atest Year
Grants Agreements for Economic Development Office - Tourism 1992 2010
to

6. Retord Series Description (Briefly describe the types of information/dacumentsfforms found in the series. ticiude the purpose or function of the series.)

Records of monies that Tourism has received.

7. Recnrd Serles Format(s) List all B. Record Serles Sequence. 8. Valume
o File Drawer(s)
O Microfilm Reel(s)
m Letter Slze a Mcrofilm o Alphabetical
1 Computer Tape(s)
DOlegal Size a Computer Tape O Numerical Murmber
0 Other (specify)
O Audio Tape a Floppy Disk O Chranclogical
0 Bounhd Book o Videa Tape o Geographical 10: Annual Accurnulation
0 File Drawer(s)
0 Other (specify), B Other (specify)
a Microfitm Reel(s
Keyword Lookup S
0 Computer Tape(s)
Number
O Other (speclfy)
1. File is Used 12, File Becomes Inactive After
a Daily O Weekly a Monthly B Annually 10 a Month(s) A Year(s)
Nurmber
13. Current Location(s) (Bldg., Floor, Room) 14. |s Record Series Duplicated Eisewhere? (If yes, specify agency or office.)
Economic Development Tourism Office
0O Yes B No
15, Access Restrictions (If Yes, cite Law(s) & Regulation(s) 16.  Audit Requirements
o Yes m No a None @ State D Federal 0 Independent
17 {s an Index Systemn used? If yes, explain briefly and describe requirements 18. Recormmended Retention
o ves . no Retain hard copy for ten (10) years then destroy.
19. Name and Title of Preparer 20. Telephone Mumber. 21, Date
Scott Mesneak 410-996-5205 9/10/2010

IT & Records Retention Director

DGS 550-4 (Rev, 1/83)



Instructions -Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY

sach new or revised record series. Forward RECORDS MANAGEMENT DIVISION
with Records Retention Schedule (DGS 550-1) 7275 Waterioo Road, P.O. Box 275 e 1 of 1
Jessup, Maryland 20794
410-798-1930
1. Department/Agency 2. Divislon 3. Unit
Economic Development Tourism

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, Recard Series Title 5. Earllest YeariLatest Year

North East Community Park Lease Agreement 2009 ,, 2010

6. Pecord Series Description (Briefly describe the types of Informatian/do cumentsfforms found in the sevies. [nclude thé purpase or function of the serles.)

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

7. Recnrd Serles Farmat(s) List all 8. Record Series Sequence. 9. volume
DO File Drawer(s)
a Microfilm Reel(s)
w Letter Size 0 Mcrofilm a  Alphabetjcal
0 Camputer Tape(s)
0 Legal Size 0 Computer Tape O Numerical Number
0O Other (specify)
O Audio Tape OFloppy Disk o Chronological
a Bound Bogk 0 Videa Tape O Geographicat 10. Annual Accumutation
0 File Drawer(s)
10 Other (specify), W Other (specify)
o Microfilm Reel(s;
Keyword Lookup ©
o Computer Tape(s)
Number
O Crher (specify)
1. Fileis Used 12, File Becomes Inactive After
a Daily O Weekly o Monthly @ Anriuaily 5 0 Month(s) A Year(s)
Nurrber
13. Current Location(s) (Bldg,, Fioor, Roorm) 14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.)
Economic Development Tourism Office
o Yes B No
15, Access Restrictlons (i Yes, cite Law(s) & Regulation(s) 18, Audit Requirements
a Yes W No @ None o State O Federal 0. Independent
17, I's an Index. System used? If yes, explain briefly and describe requirements 18. Recommended Retention
o ves o Retain hard copy for five (5) years, and then
destroy.
19. Name and Title of Preparer : 20. Telephone Mumber 21. Date
Scott Mesneak 410-996-5205 9/10/2010

IT & Records Retention Director

DGS 550-4 (Rev, 1/83)




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. DepartmentAgency

Economic Development

-2. Division

Tourism

AGENCY RECORDS INVENTORY

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

4, Record Serigs Title

Perryville Qutlet Center

5. Earllest YearfLatest Year

2008 2010

Cecil County Visitor Center

6. Record Series Description (Briefly describe the types of information/documentsfforms fgund 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

7. Record Serles Format(s) List all
® Letter Size ‘0 Merofilm
O Legal Size o Computer Tape
01 Audio Tape 0O Floppy Disk
O Bound Book

D Videa Tape

0 Cther (épeclfy)

8. Record Series Sequence

Alphabetical
Numerical
Chronological
Geographicat

Other (specify)

Keyword Lookup

8. Valume
O File Drawer(s)

0 Merofiim Reel(s)
g Camputer Tape(s)

a Cther (specify)

10 Annual Accumulation
D File Drawer(s)

O Microfitm Reel(s)
o Computer Tape(s)

Number
o Crher (speclfy)

1. File is Used

o Daily 0 Weekly o Monthly @ Anrually

Indefinitely
Number

12, File Becomes Inactive After

0 Month(s) o Yeans)

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

Economic Development Tourism Office

o Yes

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

B No

18, Access Restrictions (if Yes, cite Law(s) & Regutation(s)

o Yes m No

D None

18, Audit Requirements

a State O Federal ¥ Independent

o Yes B Ng

17. fs an Index System used? If yes, explain briefly and describe reguirements 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 MNumber

410-996-5205

21. Date

9/10/2010

DGS 550-4 (Rev. 1/83)




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

AGENCY RECORDS INVENTORY

Jessup, Maryland 20794
410-799-1830

PAGE 1 OF 1____

1. Department/Agency

Economic Development

2. Division

Tourism

3. Unit

DEFINITION - RECORD SERIES: A group of related records nomally filed and used as a unit for refersnce as well as retention and disposition purposes.

4. Record Series Title
Studies and/or Plans

5, Earliest Year/Latest Year

2002 , 2010

8. Record Series Description (Briefiy describe the types of information/documentsfforims found in the-series. Include thé purpose or function of the series.)

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

7. Recnrd Serles Format(s) Listal

8. Reenrd Series Sequence 9. Valume
o File Orawer(s)
o Microfim Reel(s)
m Letter Slze u Meroflm 0 Alphabetcal .
: a Computer Tape(s)
o Legal Size 0 Computer Tape 0 Numerlcal Number
a Gther (specify)
0 Audio Tape 0 Floppy Disk QO Chranological
0 Bound Book O Video Tapg, O Geographical 10: Annual Accumulation
0 File Drawer(s)
0 Other (specify), B Other {specify)
O Micrefilm Reel(s)
Keyword Lookup ©
o Computer Tape(s)
Number
0 Crher (specify)
11, Filels Used 12, File Becomes Inactive After
o Dally 0 Weekly B Manthly @ Annually Indeﬁmtely O Menth(s) 0 Year(s)
Nurrber

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

Economic Development Tourism Office

14, Is Record Series Duplicated Eisewhere? (Ifyes, specify agency or office.)

archives.

O Yes B No
15, Access Restrictions (If Yes, cite Law(s) 8 Regulation(s) 18. Audit Requirements
d Yes m No a None @ State a Federal 0. Independent
17, s an Index System used? If yes, explaln briefly and describe requirements 18.  Recommended Retention
a ves " o Retain hard copy until scanned and image verified.

Transfer hard and image copy annually to

18, Name and Title of Preparer

-Scott Mesneak
IT & Records Retention Director

20: Telephone Mumber

410-996-5205

21. Date

9/10/2010

DGS 550-4 (Rev. 1/83)




