DEPARTMENT OF GENERAL SERVICES Schedule No. (| (g

RECORDS MANAGEMENT DIVISION
RECORDS RETENTION AND DISPOSAL SCHEDULE
Agency '

Page 1 of 4

: Division/Unit
Cecil County Government Economic Development

ltem ! Description Retention
No.

GENERAL ECONOMIC DEVELOPMENT RECORDS

This series includes general economic development records,
financial records, plans and studies, business files, correspondence
and meeting minutes.

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 v{/ill use all or some of the following records which
are governed by the indicated retention period:

1 Financial ReC(:)rds
A. Internal Revenue Bond Financing Files Retain for seven (7) years then
B. Grants Received destroy

C. Annual Reports (Bond Rating Report in Recent Years) Scan original and verify image.

5 Retain hard and imaged copies
permanently and transfer hard
and image copies to Archives
every ten (10) years.

D. Grants for Economic Development Office Retain hard copy until scanned

" and image verified then destroy
hard copy. Retain imaged copy
for ten (10) years from the end
of the fiscal year the file was
closed then destroy.

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

lDate % Date  __| Moy 20 [\
SignatuZ . \ ; c/’ .
Typed Name Scott Miesneak Signature & ;

Titte __IT & Records Reténtion Director

DGS 550-1




RECORDS RETENTION AND DISPOSAL SCHEDULE

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

(Continuation Sheet)

Schedule No. (119

Page 2 of 4

Agency ; Division/Unit
Cecil County Government Economic Development
Item Description Retention
No. , -
E. Revolving Loan Fund Individual Files Retain hard copy until
: scanned and image verified
then destroy hard copy.
Retain imaged copy for five
(5) years after the loan is paid
off then destroy.
2 Plans, Studies, and Related Files
A. Adjoining Jurisdictions Info. Destroy immediately.
B. Clean Air Act from the Early 90s
C. Community Development Block Grant Files Retain for seven (7) years
' then destroy.
D. EroWnﬁelds File Scan original and verify
E. Economic Development Strategic Plan image. Retain hard and
F. Studies and/or Plans imaged copies permanently
G. Route 40 Beautification and transfer hard and image
H. Special Taxing District copies to Archives every ten
' (10) years.
I. MD Horse Park Proposal Retain hard copy until
? scanned and image verified
then destroy hard copy.
Retain imaged copy for ten
(10) years from the end of the
fiscal year the file was closed
then destroy.
3 Cecil County Business Files
A. Enterprise Zone File Scan original and verify
“ image. Retain hard and
imaged copies permanently
and transfer hard and image
copies to Archives every ten
(10) years.

DGS 550-1A




DEPARTMENT OF GENERAL SERVICES Schedule No. ¢ (((g
RECORDS MANAGEMENT DIVISION
RECORDS RETENTION AND DISPOSAL SCHEDULE Page 3 of 4
(Continuation Sheet)

Division/Unit

Agency :
Cecil County Government Economic Development

Item , Description Retention
No.

. Cecil County Business Files (Closed Businesses) Retain hard copy until
. Cecil County Business Files (Currently Operating) scanned and image verified

- then destroy hard copy.
Retain imaged copy as long
as business operates here and
for ten (10) years after the
business was closed then
destroy.

. Fasthrack File ' Retain hard copy until

f ' scanned and image verified

f then destroy hard copy.

f , Retain imaged copy for three

E ' (3) years after building permit
: is issued and then destroy.

Base Realignment and Closure Act (BRAC) Action Plan Scan original and verify

‘ image. Retain hard and
imaged copies permanently
and transfer hard and image
copies to Archives every ten
(10) years.

Bairfxbridge Retain for two (2) years after
; : project close and then
destroy.

. Vehicle File Retain hard copy until

- scanned and image verified
then destroy hard copy.
Retain imaged copy for two
(2) years after vehicle is
disposed of and then destroy.

. Advertising Contract Retain for three (3) years then
destroy.

DGS 550-1A




DEPARTMENT OF GENERAL SERVICES Schedule No. Cillg
RECORDS MANAGEMENT DIVISION
RECORDS RETENTION AND DISPOSAL SCHEDULE Page 4 of 4
(Continuation Sheet)
Agency : Division/Unit
Cecil County Government Economic Development
Item ' Description Retention
No. 3
4 CORRESPONDENCE Screen annually & destroy
A. Gene;ral Correspondence material that is no longer needed
B. Economic Development Commission (EDC) for current business with the
Correspondence following exception: Trapsfer to
C. Prospect Correspondence the Maryland State Archive for.

! permanent retention any material
that serves to document the
origin, development, &
accomplishments of the office

j and has continuing

: ; administrative, fiscal, legal, or

: historical value.

D. BRAC Correspondence Retain hard copy until

\ scanned and image verified

! then destroy hard copy.
Retain imaged copy for ten
(10) years from the end of the
fiscal year the file was closed
then destroy.

E. Upper Shore Regional Council Retain for three (3) years then
F. Transportation File destroy
G. Slots Correspondence and Legislation Retain for five (5) years then
1 destroy
5 MEETING MINUTES
A. EDC Minutes Scan original and verify

: image. Retain hard and

] imaged copies permanently

; and transfer hard and image
copies to Archives every ten

' (10) years.

B. Revolving Loan Fund Minutes Permanent. Retain hard copy

: ' for ten (10) years, then

l transfer to archives for

‘ permanent retention. Retain
image copy permanently and
transfer to archives after ten
(10) years.

DGS 550-1A




Instructions -Type or Print a separate form for

I

or revised record series. Forward
with Records Retention Schedule (DGS 550-1)

each new

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

AGENCY RECORDS INVENTORY

Jessup, Maryland 20794
410-799-1930

1. Depanmer{tlAgency

Economic Development

-2. Divislon

DEFINITION - RECORD SERIES: A group of related records nomnally filed and used as a unit for reference as wsll as retention and disposition purposes.
4, Record Series Title | 5. Earllest YearfLatest Year
Adjoining Jurisdictions Info : 1991 1997

’ | to

6. Retord Serles Description (Briefly describe the types uf.lnfomxatldnl:docunéhts/fuhrs found in the series. Include the purpose ar funetion of the series.).

Old correspondence and news articles concérning economic development in adjoining states and counties.

7. Record Serles Format(s)  List al 8. Record Series Sequence 9. Volume

D File.Drawer(s}

O Mcrofiim Reel(s)

™ Letter Slze 'G Microfilm Aiphabetical

1 Computer Tape(s)

OLegal Size 0 Computer Tape Numerical

0 Other (specify)

aAudio Tape 0 Floppy Disk Chronofogical

0 Bound Book 0 Video Tape, Geographical 10: Annual Accumutation
0 File Drawer(s)

0 Other (specify). Other (specify)

Keyword Lookup, O Microfilm Reel(s)

0. Computer Tapa(s)

O Other (speclfy)

1. Fliels Used 12, File Becomes Inactive After

n/a
Nurmber

1
i
a Dally 0 Weekly. O Monthly, O Anrually 0 Month(s) o. Yean(s)

Never

13. Current Location(s)  (Bldg., Fioor, Room)’

Economic Development Office

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

0 Yes B No

15, Access Restrictions (f Yes, cite Law(s) & Regulation(s) | 18, Audit Requirements

O Yes - No ® None O State o Federal O Indepengent

Recommended Retention

Destroy immediately.

17, is an Index System used? If yes, explain briefly and describe requiremnents 18,
.

o Yes B.No

19. Name.and Title of Preparer 20. Telephone Number.

410-996-5205

21. Date

Scott Mesneak ;
IT & Records Retention Director

9/10/2010

DGS 5504 (Rev. 1/83)




Instructions ~Type or Print a separate form for

] . . .
each new or revised record series. Forward

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

Economic Development

with Records Retention Scheduls (DGS 550-1) 7275 Waterloo Road, P.O. Box 275 I 1
: Jessup, Maryland 20794
410-799-1930
1. Depanment/Agency -2. Division 3. Unit

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

4. Record Ser;les Title

Advertisi’ng Contract

5. Earfiest YearA atest Year

2007 . 2010

All advertising contracts established

8. Pecord Sefies Deseription (Briefly describe the types of information/dacuménts/forims found in the series. Inciude the purpose or function of the sedes.)

7. Record Serles Format(s) Listall B. Record Series Sequence 9. Volume
O File Drawer(s)
o Microfim Reel(s)
m Letter Slze 0 Mcrofilm o0 Alphabetical
0 Computer Tape(s)
O Legal Size .0 Computer Tape 0 Numericat Number
a Gther (specify),
1
0 Audio Tape 0 Floppy Disk o Chronological
0 Bouhd Book O Videa Tape. o Geographical 10. Annual Accumulation
0 Fite Drawer(s)
0O Other (specify), . @ Other (specify)
: O Miciofiim Reel(s
: Keyword Lookup &
' o Computer Tape(s) ;
Number
O 'Other (specify)
1. Fiie [s Used : 12, File Becomes lnactive After
o Daily O Weekly. o Monthly & Afnually 3 a Month(s) A Year(s)
: Nurrber

13. Current Location(s)

Economic Development Office

(Bidg., Floor, Room)

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

o Yes B No

15, Access Restrictions (fYes, cite L aw(s) & Regutation(s)

a Yes @ No
\

16. Audit Requirements

§ None O State a Federal 0 Independent

17. lsf an Index, System used? !f yes, explain briefty and describe requirements

Yes B No

18.  Recommended Retention

Retain for three (3) years then destroy.

f

19. Nanfe and Title of Preparer -

Scott Mesneak ,
IT & Records Retention Director

| '
| ;

20. Tetephone Number.

410-996-5205

21 Date

9/10/2010

DGS 550-4 (Rev. 1/63)




Instructions -Type or Print a separate form for
sach nev,v 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

410-798-1830

AGENCY RECORDS INVENTORY

F’AGE1— OF ;

1. Deparment/Agency . 2, Division

Economic Development

3. Unit

for reference as well as retention and disposition purposes.

4. Record Series Title

Annual Reports (Bond Rating Report in Recent Years)

DEFINITION - RECORD SERIES: A group of related records normally filed and used as & unit

§. Earliest Year/Latest Year

6. Record Series Description (Briefly describe the types of information/documentsffarms found In the series. Inclide the purpose or function. of the series.)-

Statistics for the year concerning economic development:

Number

7. Record Series Furmat(s) List all ! 8. Record Serles Sequence 8. Volume
' O Flie Drawer(s)
: .
; O Microfiim Reel(s)
W Leiter Size O Microfilm O Alphabetical
0 Caomputer Tape(s)
O Legal Size 0 Computer Tape ! .0 Numerical Number
o Other (speclfy),
O Audio Tape O Floppy Disk ' o Chronological
i
0 .Bound Book D Video Tape . 0 Geographical 10. Annual Accumutation
: O File Drawar(s)
O Other (specify) ! B Other (specify)
: " O Microfiir Reel(s
) ‘ Keyword Lookup ©
0 Computer Tape(s)
Number
O Other (specify)
11 Flle is Used : 12;  Flle Becomes Inactive After
o Daily 0'Weekly | Monthly 9 Annually O Month(s) O Year(s)
Y . 5

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

Economic Development Office

14. Is Record Sefes Dupllcated Elsewhere? (fyes; speclfy agency or office.)

0 Yes 8 No
16, Access Restrictions (f Yes, cite Law(s) & Regulation(s) 18.  ‘Audlt Requirements
1
af Yes & No ' w None o State o Federal .0 Independent

~

s an.Index System used? If yes, explain briéfly and describe requirements

o Yes B No

18, ‘Recommended Retention

Scan original and verify image. Retain hard and
imaged copies permanently and transfer hard and
image copies to Archives every ten (10) years.

19. Name-and Tite of Preparer '

Scott Mesneak ,
IT & Records Retention Director

20. Telephone:Number

-410-996-5205

21. Date

9/10/2010

DGS 5504 (Rev. 1/83) ;




Instructions ~Type or Print a separate form fof DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
each ne\L or revised record series. Forward - RECORDS MANAGEMENT DIVISION
with Records Retention Schedule (DGS 550-:1) 7275 Waterloo Road, P.O. Box 275 PAGE 1 oF 1
‘ Jessup, Maryland 20794
X 410-793-1830
1. Department/Agency . 2. Division 3. Unlt
Economic Development

DEFINITION - RECORD SERIES: A group ofrelated records normally filad and used as a unit for reference as well as retention and disposition purposes.

4, Record Series Title 5. Earliest YearfLatest Year

Bainbridge 2002 . 2010

6. Record Series Description (Briefly destribe the types-of information/documentsfforms found in the series. Include'the purpose or function of the series.).
Copies of agreements; correspondence between developers.and BDC; BDC meeting minutes, agendas, etc.; legislation

7. Record Series Format(s) Listall ' 8. Record Serles Sequence 9. Volume
: O File Drawer(s)
I
: O Mcrofim Reel(s)
® Letter.Slze oMcrofilm . D Alphabetical
f O Computer Tape(s)
O Legal Size 0 Computer Tape . 0 Numerical Number
' O Other.(specify)
0 Audio Tape 0 Floppy Disk a Chronological

o File Drawar(s)

G Other ("pedfy) B Cther (speclfy)

,
.
i
- G Bound Book O Video Tape , O Geographical 10. Annual Accumulation
.
.
i
' o Microflim Reel(s)

: Keyword Lookup
' o Computer Tape(s)
‘ MNumber
| .
: o Cther (speclfy)
11, File is Used , 12:  -Flle Becomes Inactive After
o Daily 0-Weekty W Monthiy f Annually 2 0 Month(s) B Year(s)
H Nurnber
13. Currént Location(s) (Eidg., Floor, Room) ! 14, Is'Record Series Duplicated Elsewhere? (If yes, speclfy agency or office.)
Economic Development Office
o Yes B No
156, AccessRestrictions (f Yes, cite Law(s) & Regulatlon(s)i 16.  ‘Audit Requirements
lJJ Yes B No : & :Ngone o State O Federal O Independent
17 I$ an Index System used? If yes, explain briefly and deéuﬁbe requirements 18. Recommended Retention
L ves o Retain for two (2) years after project close and
‘ then destroy.
18. Name and Title of Préparer X 20. Telephone Number 21. Date
Scott Mesneak -410-996-5205 9/10/2010
IT & Records Retention Director
DGS 5504/ (Rev. *1/83) !



Instructions -Type or Print a separate form for
each nevll or revised record series. Forward
with Records Retention Schedule (DGS 550-5)

DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTORY

RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794
410-798-1830

PAGE __: 1 OF 1

1. Depanment/Agency
Economic Development

|

2. Division 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 Serles Thile

v

Base Réalignment and Closure Act (BRAC) Action Plan

5. Earliest Year/Latest Year

2005 2008

8. Record Series Description (Briefly describe.the types of information/documentsfforms found in the series. include the purpase or function.of the series.)

A plan of action that Cecil County residents developed to address the upcoming Base Realignment and Closure Act

7. Record Series Forma_t(g) Listall ! 8. R_ecg_rp Seﬂe; Sequence 9. Volume
; O Filte Drawer(s)
|
' 0" Microfilm Reel(s)
w Letter Size 0 Microfilm : T Alphabetical
! 0 Computer Tape(s)
o Legal Size D Computer Tape . :0 Numerical Number
! O Other (specify),
O Audio Tape O Flappy Dtsk: 0 Chronological
!
O BoundBaok 0 Video Tape ' D Geographical 10. Annual Accumulation
0 File Drawer(s)
G Other spadfy) W Other (speclfy)
o Microfilm Reel(s)
‘ Keyword Lookup ©
l; & Computer Tape(s)
Number
[ QO Cther (specify)
i
n, File is Used ‘ 12: File Becomes Inactive After
i : n/a .
o Daily O Weekly W-Monthly a Annually o Month(s) o Year(s).
Number

13. Current Location(s)  (Bidg., Fioor, Room) .

Economic Development Office

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

Q. Yes B No

! o Yes 5 No
;
15, Access Restrictions (fYes, cite Law(s) & Regulaﬂon(s:) 18, Audit Requirements
|
a Yes | No ' 8 None O State D .Federal .0 Independent
REA Is an.Index System used?.If yes, explain briefly and describe requirements 18. ‘Recommended Retention

Scan original and verify image. Retain hard and
imaged copies permanently and transfer hard and
image copies to Archives every ten (10) years.

18. Name-and Tide of Preparer

N Scott Mesneak .
IT & Records Retention-Di‘rector

20, Telephone Number 21, ‘Date

-410-996-5205

9/10/2010

DGS 5504 (Rev. 1/83)

'
'
|
1
'
i
v
'




Instructions -Type ar Print a separate form for

each new or revised record series. Forward
with Records Retention Schedule (DGS550-1)

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

Jessup, Maryland 20794
410-793-1630

AGENCY RECORDS INVENTORY

PAGE

1. Department/Agency -2. Divislon

Economic Development ;

3. Unit

4. Record Serles Title '

Base Realignment and Closure Act (BRAC)ECorrespondenoe

'

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

5. Eatliest Year atest Year

2005 , 2010

Correspondence relating to the Base Realig‘lnment and Closure Act

6. Retord Serles Description (Briefly describe the.types.of informatian/documentsforms found in the series. Inciiide the purpose or function of the series.).

7. Recnrd Series Format(s)  List all

D Other (specify)

8. Record Series Sequence

m Letter Size a Mcrofim ! o Alphabetical
O Leygal Size 0 Computer Tape . O Numerical

a Audio Tape 0 Floppy Disk | o Chronolugical
0 Bouiid Bopk O Video Tape. ‘ 0 Geographical

[} Oiher_(speci_fy)
Keyword Lookup,

8. Valume
O File.Drawer(s)
0 Mcrofim Reel(s)
0 Computer Tape(s)
Number

0 Other (specify),

10. Annual Accumulation
O File Drawer(s)

O. Microfifm Reel{s)

a. Computer Tape(s):

Number
0 ‘Other (specify)

1. File is Used

= Dall O Weekly 0 Manthly, OAnnuatly

12.  File Becomes Inactive After

10

Nurmber

O Month(s) B Year(s)

13. Currentocation(s)

Economic Development Office

(Bldg.. Floor, Room)

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

o Yes B No

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

16.  Audit Requirements

o Yes & No ¥ None QO State O Federal O Independent
17.  Is an Index. System used?.if yes, .explain briefly and describe requirements 18.  Recommended Retention
a |ves i Retain hard copy until scanned and image verified then

destroy hard copy. Retain imaged copy for ten (10)
years from the end of the fiscal year the file was closed
then destroy.

18. Name and Title of Preparer

Scott Mesneak
IT & Records Retention Director

' 20; Tetephane Mumher.

410-996-5205

21. Date

9/10/2010

DGS 550-4 (Rev. 1/83)




I AGENCY RECORDS INVENTORY

Instructions ~Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES
each nev‘v or revised record series. Forward . RECORDS MANAGEMENT DIVISION
with Records Retention Schedule (DGS 550-;1) 7275 Waterloo Road, P.O. Box 275 pace | oF 1

’ Jessup, Maryland 20794
410798190

1. Department/Agency
Economic Development

.2. Division 3. Unit

Brownfi

4. Record Series Tltle

olds File

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

5. Earliest Year/Latest Year

1989 2004

6. Record Series Description (Briefly-deswribe the types of information/documents/farms found in the serles. Inclide the purpose or function.of the series.).

File of current or former hazardous waste sites

i

7. Record Series Format(s) Listall

-3

-Record Serles Sequence 8. Valume
0 File Drawer(s)

)
'
i
, 0 Microfilm Reel(s)
!
!
;

Rarely - Less then Annually

@ Leiter Size O Mcrofilm o Alphabetical
! 0 Computer Tape(s)
o Legal Size D Computer Tape . .0 Numerical- Number
! o Other.(specify),
0 Audio Tape O Floppy Disk : o Chronological
0 Bound Book 0 Videa Tape ) O Genographical 10. Annual Accumutation
V D File Drawer(s)
a Other (s pe cify) i B Other (specify)
' . O Microfiim Reel(s)
. Keyword Lookup ©
! o0 Computer Tape(s)
Number
: 0 Other (speclfy)
1. Filgis Used : 12, File Becomes Inactive After
. . ' n/a
a. Daily a Weekry O Monthly O Annualty - ] Month(_s) o Year(s)
Number

Econo

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

mic Development Office

i
| 14, Is'Record Seties Duplicated Elsewhere? (If yes, specify agency or offlce.)

o Yes B No

15, AE:ess’Restﬂcﬂuns Qf Yes, clte Law(s) & Regulation(s)

D Yes B No

16.  ‘Audit Reguirements
i ¥ :None ‘D State o .Federal .0 Independent

an.index System used? If yes, explain briefly and de'scdbe requirements

18.  -Recommended Retention

7. !
L ves - j Scan original and verify image. Retain hard and

; imaged copies permanently and transfer hard and
! image copies to Archives every ten (10) years.

18. Name and Tite of Preparer : 20. Telephone Number 21. Date

Scott Mesneak 410-996-5205 9/10/2010
IT & Records Retention Director
DGS 550-4.(Rev. 1/63)




Instructions -Type or Print a separate form for

DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTORY

each newjor revised record series. Forward RECORDS MANAGEMENT DIVISION
with Records Retention Schedule (DGS 550-1) 7275 Watsrloo Road, P.O. Box 275 pace_ 1 or 1
Jessup, Maryland 20794
410-799-1930
1. DepanmenvAgency -2. Division J. Unit

Economic Development

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 Sedes Title

Cecil County Business Files (Closed Businesses)

5. Eatliest Year/lLatest Year

1987 , 2010

8. Pecord Sel

ies Description (Briefly describe the types of information/documéntsfforms found in the series. Include the purpose or function of thé series.)

Paperwork from businesses that operated in Cecil County biit have since closed or relocated

7. Record Series Format(s) List all

W Letter Slze ‘0 Mcrofim
0O Llegal Size a Computer Tape
0 Audio Tape OFloppy Disk

Q Bound Book O Video Tape

0 Cther (specify)

a Alphabetical
O Numerical

0 Chroncloglcal
O Geographical

Other (spacify)

8. Record Series Sequence

Keyword Lookup

9. Volume
O File Drawer(s),
o Microfim Reel(s)
0 Computer Tape(s)
Number

a Other (specify)

10: Annual Accumulation
0 File Drawer(s)

Q" Miciefiim Reel(s)

0 Computer Tape(s)

Number
a Crher (specify)

1. Fitels Used

n Daily Qa Weekly. o Maonthly

Rarely.if ever

l

0 Anfually

12, File-Becomes Inactive After
10 0 Month(s) m Year(s)
Number

13, Currenit Location(s)

Econon'!ﬁc Development Office

(Bldg.. Floor, Room) !

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

0 Yes B No
15.  Access Restrictions (if Yes, clte Law(s) 8 Regulation(s) 16. Audit Requirements
ojYes m No ' B None 0 State O Federal 0O Independent
17, Is an Index System used?.if yes, explain briefly and descrlht?I requirements 18. Recommended Retention
al ves 8 o Retain hard copy until scanned and image verified then
destroy hard copy. Retain imaged copy as long as
business operates here and for ten (10) years after the
business was closed then destroy.
19. Name and Title of Preparer 20 Telephone Mumber. 21. Date

Scott Mesneak
IT & Records Retention Director

410-996-

5205 9/10/2010

DGS §50-4 (Rev. 1/83)




'

each new|or revised record series. Forward
with Records Retention Schedule (DGS 550-1)

Instructions -Type or Print a separate form for . DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 Waterloo Road, P.O. Box 275
Jessup, Maryltand 20794

410-799-1830

AGENCY RECORDS INVENTORY

PAGE 1 OF 1_

1. DepanmenttAgency
Economic Development

'
'
v
'

2. Divislon

3. Unit

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

4. Record Series Title '
Cecil Comlmty Business Files (Currently Operating)

5. Earfiest YeartLatest Year

1983 ,, 2010

6. Record Series Description (Briefly describe the types.of information/da cumintsfferims faund it the series. tnclude the purpose or function of the series.)

Paperwork and ¢orrespondence of businesses that currently operate in Cecil Couinty.

7. Record Series Format(s) List all

m Letter Slze 0 Mcrofilm

)
0 Legal Size O Computer Tape .
© Audio Tape 0 Floppy Disk i
0 Bound Bopk 0 Videa Tape,

0 Other (speclfy).

8. Record Series Sequence

0 Alphagetical
0 Numerical

O Chronological
O Geographical

| Other (,specify)
Keyword Lookup

8. Volume

0 File Drawer(s)

o Microfim Reel(s)

Number

1 Camouter Tape(s)

o Gther (specify),

10. Annual Accumnulation
0 File Drawer(s)

g Mictufitm Reel(s)

Number

a, Computer Tape(s)

0 Cther (speclfy)

1. Flle Is Used

2-----]-

 Daily 0 Weekly 0 Manthly, O Annbally

Nurmber

12, File Becomes Inactive After

0 Month(s)

A Yeor(s)

13. CurrentLocation(s)  (Bldg.. floor, Room)

Economic Development Office

14. |s Record Series Duplicated Etsewhere? (Ifyes, specify agency or office.)

o Yes m Mo

o Yes ® No
.
15, Access Restrictions (If Yes, cite Lave(s} & Regulation(s) : 18.  Audit Requirements
B None o State O Federal O Independent

17. s an Index System used?.If yes, explaln briefty and describe requirements

a |Yes B No

18.  Recommended Retention

Retain hard copy until scanned and image verified then
destroy hard copy. Retain imaged copy as long as

business operates here and for ten (10) years after the
business was closed then destroy.

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 | DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY,
each newI orrevised record series. Forward | RECORDS MANAGEMENT DIVISION
with Records Retention Schedule (DGS 550-1) ' 7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794
410-798-1830

1. DepaftmenyAgency -2. Divislon

Economic Development

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

4. Record Sefies Tite 5. Earflest YeardLatest Year

Ciean Air Act from the Early 90s : 1991

¢

, 1995

6. Record Series Bescription (Briefly describe the' types of information/dacumentsfforms found in the-series. Include thé purpose or functlon of thé series.).

Newspapeér articles, copies of Act, etc. :

!

7. Recnrd Series Format(s)  List all 8. Record Series Sequence. 9. Volume
0 Fite.Drawer(s)

0 Microfilm Reel(s)
w Letter Sl ‘0 Microfilm Alphabetical
1 Camputer Tape(s)
0 Legal S 0 Computer Tape Numerical
O Other (specify)
o Audlo Tape a Floppy Disk Chronologlcal

0 Bound Book 0 Video Tape, Geographical 10. Annuat Accumulation

D File Drawer(s)
0 Other (specify) Other (specify)
Keyword Lookup o Microfilm Reel(s)
0, Computer Tape(s)
Number
Q ‘Crher (specify)

1. Filg Is Used 12, File Becomes Inactive After
! n/a s
o Daily O Weekly. a Monthly 0 Annuaily 0 Month(s) o Year(s)
! Nurrber

Never '

l -

.13, Current Location(s) (Bidg.. Floor, Room) . 14, Is Record Series Duplicated Elsewhere? (Ifyes, specify agency or office.)

Economic Development Cffice
o Yes B No

15 Access Restrictions (if Yes, cite Law(s) & Regulation(s) ! 16.  Audit Requirements

a Yes ol No ! B None a State o Federal O Independent

17, s an Index System used? If yes, explaln briefty and describe requlrements 18.  Recommended Retention
: \

s

B ves 5 o ; Destroy immediately.

18. Name and Title of Preparer 20. Tetephone Number. 21. Date

Scott Mesneak 410-996-5205 9/10/2010

IT & Records Retention Director

DGS §50-4j(Rev. 1/83)




DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY

RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794
410-799-1930

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

PAGE 1 OF 1

1. Depanment/Agency -2. Division 3. Unit

Economic Development

'
'
v
'

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

4. Recard Ser:es Title ! 5. Earliest Year/Latest vear

Community Development Block Grant Files! 1997 2010
. —— W

6. Pecord Series Description (Briefly describe the'types of infarmation/documents/farms found in the series. include the plirpose or function of thé serdes.)

Applications, reports, etc.

7. Record Sedes Format(s) Listal 8. Record Series Sequence. 8. Valume
0 File Drawer(s)
i
. O Microfiim Reels)
m Letter Slz ‘@ Mcroflm ) a  Alphabetical
' o Computer Tape(s)
O Legal Size O Computer Tape : O Numerical Nurnber
: o Cther (spetify)
0 Audio Tage 0 Floppy.Disk ! 0 Chronological
I
0 Bouit Book o Videa Tape , o  Geographical 10. Annual Accurnulation
;
o File Drawer(s)
0 Other (specify) . W Other (specify)
O Microfilm Reel(s
' Keyword Lookup ©
! o Computer Tape(s)
' Number
: O Other (specify)
1. File is Used ' 12, File-Becomes Inactive After
'
o Dail 1 Weekly B Manthly 0 Annually 7 O Monthes) | vear(s)
? )
: Number
)
13. Current Locatiun(_s) {Bldg., Floor, Room) ! 14. Is Record Series Duplicated Elsewhere? (Ifyes, specify agency or office.)
Economic Development Office I
; 0 Yes ® No
|
)
15, Access Restrictions (If Yes, cite Law(s) & Regutation(s) ' 16.  Audit Requirements
!
o Yes m hNo ' D None ® State O Federal O Independent
|
17, Is an Index. SyStem used? If yes,.expialn briefty and describe'requirements 1B Recommended Retention
o | ves i~ ! Retain for seven (7) years then destroy
i
1
19. Name and Title of Preparer ' 20: Telephone Mumber 21, Date

Scott Mesneak ? 410-996-5205 A 9/10/2010
IT & Records Retention Directo;r

DGS 550-4 (Rev. 1/93)
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Instructions ~Type or Print & separate form fof
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
410-799-1830

AGENCY RECORDS INVENTORY

PAGE 1 OF 1

1. Department/Agency
Economic Development

! 2. Divisian

3. unit

DEFINITHON - 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 Tiie

Economic Development Strategic Plan

'

5. Earliest Year/Latest Year

6. Record Series Description (Briefly describe the types of information/documents/forms found In the series. "inclide the purpose or function of the series.)

A p_Ia'n for the economic future of Cecil County

Referenced Periodically

7. Record Series Format(s)  Listall ' ‘8. Record Series Sequence 8. Volume
! : O Flie Drawer(s)
i .
) o0 Microfilm Reel(s)
o Letter Size 0 Microfilm : O Alphabetical
! O Computer Tape(s)
oL egal Size O Computer Tape .0 Numerical Nurnber
; o Other. (specify).
O Audio Tape O Fioppy Disk ; [s] Chro‘nological
; .
0 Bound Book O Video Tape ! O Geographical 10. Annual Accumutation
. O Flle Drawer(s)
O Other (specify) ' B Other (specify)
i o Microfilm Reel(s
Keyword Lookup ©
;
! 0 Computer Tape(s)
I
' Number
. o Other (speclfy)
1. Flle Is Used . 12.  Flle Becomes Inactive After
0 Daily O Weekly O Monthly o Annually n/a O Month(s) g Year(s)
; Number

13. Current Location(s)

(B'dg., Floor, Reom)

Economic Development Office

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

D Yes 8 No

&
>

a'Yes

B No

ccess Restrictions (f Yes, cite Law(s). & Regulation(s) '
)

16, ‘Audit Requirements

® None O State 0 Federal .0 Independent

~

o Yes B Ne

s.an Index System used? If yes, explaln briéfly and describe requirements

18.  Recommended Retention

Scan original and verify image. Retain hard and

imaged copies permanently and transfer hard and
image copies to Archives every ten (10) years.

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)
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Instructions -Type or Print a separate form for

[ . . ,
each new or revised record series. Forward |

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

with Records Retention Schedule (DGS 550-1)

v

7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794
410-798-1830

PAGE 1 OF 1

1. Department/Agency

Economic Development

3. Unlt

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

Economic Development Commission (EDC) Correspondence

§. Earliest Year/Latest Year

1997 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.)

Correspondence to/from present and past members of the Economic Development Commission (EDC); subcommittees of EDC (present
and past); duties of EDC; misc. documents and correspondence pertaining to the EDC

7. Record Series Format(s) Listall

‘8. Record Serles Sequence 8. Volume

O File Drawer(s)

0 Merofiim-Reel(s)

m Leiter Size O Microfilm O Alphabetical
' O Computer Tape(s)
O Legal Size 0 Computer Tape ! .0 Numerical- Number
‘ O Other (specify).
O Audio Tape O Floppy Disk ! o Chronological
0 Bound Book D Video Tape . 0 Geographical 10. Annual Accumulation
1
. o File Drawen(s)
0 Other (spedify), . B Other (specify)
' o Microfilm Reel(s)
, Keyword Lookup ©
' a Computer Tape(s)
' Number
E o Other (specify)
11, Fileiis Used ‘ 12:  Flle Becomes Inactive After
: 5
a Daily uWEekiy W Monthly D'Annually — O Month(s) A Year(s).
Nurrber

13, Current Location(s)

Economic Development Office

(Bldg., Floor, Room)

14, Is'Record Seiles Duplicated Elsewhere? (If_yes, s_peclfy agency or office.)

o Yes B No

aiYes

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

n No

16.  ‘Audit Requirements

¥ Naone o State O -Federal O Independent

of Yes

RIA IS an.Index System used? If yes, explain briefly and desu:dbe requirements

‘®No

Archive for permanent retention any material that serves to document

18,  -Recommended Retention

Screen annually & destroy material that'is no longer needed for current
business with the following exception: Transfer to the Maryland State

the origin, development, & accomplishments of the office and has
‘continuing administrative, fiscal, legal, or historical value.

18. -Name{and Tite of Preparer

Scott Mesneak
IT & Records Retention Director

20. Telephone Number 21. Date

-410-996-5205

9/10/2010

DGS 5504 (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
410-799-1830

AGENCY RECORDS INVENTORY

PAGE. 1 OF 1

1. Department/Agency ‘
Economic Development ‘

'
'
|

2. Division

3. Unit

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

4. Record Series Title !

EDC Correspondence F

5. Earliest YearfLatest Vear

1997 2010

6. Record Serfes Description (Briefly describe the types of information/dacuments/forims found in the series. Incinde thé purpose ar function of the series.).

Correspondence toffrom present and past members of the Economic Development Commission (EDC); subcommittees of EDC (present
and past); duties of EDC,; misc. documents and correspondence pertaining to the. EDC

‘7. Record Serles Format(s) List all

B. Record Series Sequence. 9. Volume

O File Drawer(s)

O Mcrofilm Reel(s)

m Letter Size ‘0 Merofilm 0 Alphabetjcal
' / a Computer Tape(s)

0O Legal Size o Computer Tape ' O Numerical Number
. a -Other (specify)

0 Audio Tape O Floppy Disk: Q Chronotogical

0 Bound Book 0 Videa Tape. : O Geographical 10. Annual Accumnutation
) 0 File Drawer(s)

D Other (specify) . W Other (specify)
1
' Keyword Look up 0 Microfim Reel(s)
| o Computer Tape(s)
' Number
! O 'Okher (speclify)

1. Filels Used : 12, File-Becomes Inactive After
)
f 5 .

0 Dally, 0 Weekly. W Monthly. O Annally o Month(s) | Yeans)

i Nurmber
\
i

13. Current Location(s} (Bldg.. Floor, Room) ' 14, Is Record Series Duplicated Elsewhere? (Ifyes, specify agency or office.}
]

Economic Development Office .
o Yes B No

)

15, Atcess Restrictions (If Yes, cite Law(s) & Regulation(s) : 16. Audit Requirements
: R

o \Aeg | No f B None o State o Federal a Independent

1
)
:

17.  Is an Index.System used? If yes,.exglain briefly and describe requlrements 18.  Recommended Retention
! Screen annually & destroy material that is.no longer needed for current
’ . o o . ©

o |fes W N ‘ business with the following exception: Transfer to the Maryland State

Archive for permanent retention any mateérial that serves to document
the origin, development, & accomplishments of the office and has
continuing administrative, fiscal, legal, or historical value.

19. Name and Title of Preparer i

Scott Mesneak ;
IT & Records Retention Director

20 Telephone Number 21. Date

410-996-5205

9/10/2010

DGS 5504 (Rev. 1/83)

I
'
'
'
'
'
'
'

'
'
'
'
¢
)

19
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)
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. Bax 275

Jessup, Maryland 20794
410-798-1830

AGENCY RECORDS INVENTORY

Pace_ 1 or 1

1. Department/Agency
Economic Development

'
'
'
'
)
v

2. Division

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 Serles Titie

EDC Minutes

'

'

5. Earliest Year/Latest Year

1972 2010

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

Record of meetings mandated by MD sta:te law.

h
|
7. Record Series Format(s) List all ) B. Record Series Sequence 8. Volume
E O Flle Drawer(s)
f . 0 Microfilm Reel(s)
W Letter Size o Merofilm ' O Alphabetical -
E D Computer Tape(s)
O legal Size D Computer Tape \ :0 Numerical Number
' o Other (specify),
O Audlo Tape O Floppy Disk ¢ 0 Chronological
! N
G Bound Book O Video Tape 0 Geographical 10. Annual Accumulation
1 .
\ O File Drawer(s)
o Other (spadfy) ) M Other (specify)
1 . .
¢ D Microfilm Reel(s)
' Keyword Lockup
i
i a Computer Tape(s)
' Number
O Cther (speclfy)
.
11.  Flle is Used ; 12:  -Flle Becomes Inactive After
: /
1 .
0 Dai mWeskly O Monthly 0 Annually n/a B Monthis) o Year(s)
) Number

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

Economic Development Office

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

I
|
.
!
|
"

o Yes B No
15, Access Restrictions (If Yes, cite Law(s) & Regulation(s) ' -18B, Audit Requirements
O Yes mNo ® None O State o Federal .0 Independent

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

o (Yes B No

18.  -Recornmended Retention

Scan original and verify image. Retain hard and
imaged copies permanently and transfer hard and
image copies to Archives every ten (10) years.

18. Name-and Title of Preparer

Scott Mesneak
IT & Records Retention Director

0
'
'

I
'
)
+
1
'
)
)
)
|
v
|
1

20. Telephane Number

-410-996-5205

21, Date

9/10/2010

DGS §50-4 (Rev. 1/83)

|
'
'
'
t
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'
'

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 Wataroo Road, P.O. Box 275
Jessup, Maryland 20794

410-798-1830

AGENCY RECORDS INVENTORY

PAGE 1 OF 1 .

1. Depanment/Agency

Economic Development

v
'

-2. Division

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 Se;ries Ttle
Enterprise Zone File

t

'
.
'
'

5. Earliest Year/Latest Year

1997 . 2010

f

6. Record Series Déscription (Brefly describe the types‘oflnfunnat‘nnldomrrentslforms found in the series. include the purpose or function of the series.).

Properties and businesses located in the!County Enterprise Zone. These properties are eligible for tax credits.

7. Record Serles Formas) LUistall : 8. Record Series Sequence 9. Volume
O File Drawer(s)
!
)
! a Microfitm Reel(s)
B Letter Size o'Mrofilm ' 0 Alphabetical
: 0 Computer Tape(s)
O Lepal Size 0 Computer Tape ) .0 Numerical Number
N a Other (specify)
D Audio Tape D Floppy Disk 1 a Chronological
O Bound Btlmk Q Video Tape f o Geographical 10. Annual Accumulation
; O Flte Drawen(s)
a Other (specify) E W Other (speclfy)
. O Microfilm Reei(s
. Keyword Lookup ©
, O Computer Tape(s)
! Number
! o Ceher (speclfy)
1. Flle s Used ! 12.  -File Becomes Inactive After
] n/a
0 Daily O Weekly W Monthly aAnnually O Month(s) o Year(s)
Nurrber

13. Current Location(s) (Bidg., Floor, Roam)
Economic Development Office

14. Is'Record Serles Duplicated Elsewhere? (Ifyes, speclfy agency or office.)y

0 Yes B No

&
>
0

cess Restrictians (If Yes, cite Law(s) & Regulation(s)

B No

18, Audit Requlrements

.0 -None 8 Staee o .Federal ¥ Independent

D {Yes B No

7. Is an.Index System used? If yes, explain briefly and desu‘jbe requirements

18, _ ‘Recommended Retention

Scan original and verify image. Retain hard and
imaged copies permanently and transfer hard and
image copies to Archives every ten (10) years.

19. Name and Title of Preparer

Scott Mesneak
IT & Records Retention.Direqtor

‘
'
'
'
'
'
'
'
'
|

20. Telephone Number 21. ‘Date

-410-996-5205

9/10/2010

DGS 850-4 (Rev. 1/83)




Instructions -Type or Print a separate form for:
each nev& or revised record series. Forward |
with Records Retention Schedule (DGS 550-‘i)

'

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

Jessup, Maryland 20794
410-798-1830

AGENCY RECORDS INVENTORY

PAGE 1 OF ;

1. Department/Agency
Economic Development

|
v
f

2. Division

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

Fast Track File

5. Earliest Year/Latest Year

6. Record Serles Description-(Briefly describe the types'ofInfom\atinnlducunents/forns found in the series. tnclude the purpose or function of the series.).

Businesses that have requested a buildinj'g permit be "fast-tracked",

7. Record Series Format(s) LUistall H 8.Record Serles Segquence 9. Volume
! o File Drawer(s),
! o Microfim Reel(s)
» Letter.Size o Microfilm ' @ Alphabetical
E o Computer Tape(s)
O Legal Siz 13 Computer Tape | .0 Numerical- Number
' o Other (speclfy).
O Audlo Tape o Floppy Disk H 0 Chronologicat
G Bound Bc}ok 0 Video Tape ! 0O Geographical 10. Annual Accumulation
\
! H IO File Drawer(s)
0 Other (specify) ' B Other (spectfy)
. { ! : N
. R O Microfiim Reg!(s)
' Keyword Lookup ®
)
f o Computer Tape(s)
| Number
0 Other (speclfy)
]
. Flie is Used . 12 -File Becomes Inactive After
O Dait O Weekly, I Monthly A nnually 3 O Month(s) | Year(s),
Number

13. Current;Location(s) ('Bldg‘, Floor, Room)

Economic Development Office

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

O Yes B No
16, Access Restrictions (if Yes, clte Law(s) & Regufation(s) ° 18,  Audit Requirements
D Yes ® No ® None o State D Federal O Independent

o |Yes B No

17, Isan Index System used? If yes, explain briefly and describe requirements

'

[
'
'
'
'
}
'

18.  Récommended Retention

years after building permit is issued and then destroy.

Retain hard copy until scanned and image verified then
destroy hard copy. Retain imaged copy for three (3)

19. Name and Title of Preparer

Scott Mesneak

'

IT & Records Retention Director

20. Telephone Number 21, Date

410-996-5205

9/10/2010

DGE 5504 -(Rev. 1/63)

'
'
1
|
v
‘
'
|
'
)



Instructions -Type or Print a separate form for '
each newI 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, Maryland 20794
410-788-1930

AGENCY RECORDS INVENTORY

PAGE 1 OF 1

1. Deparment/Agency

Economic Development

-2, Divislon

3. Unit

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

4. Record Series Title |
General Correspondence

f

5. Eatliest YearlLatest vear

2009 ,, 2010

8. Record Series Description (Briefy describe the types of information/documéntsfforims found in the-series. Inciude the purpose or functlan of the series.)

Letters from and to the Director and other memibérs in the office.

1
)
7. Reenrd Series Format(s) Listall | 8. Record Serles Sequence. 9. Valume
| O Fite.Drawer(s)
i )
\ o Mcrofim Reel(s)
m Letter Slze 0 Mcrofilm | O Alphabetical
v 0 Camputer Tape(s)
o Legal Stze 0 Computer Tape | O Numerical Number
. o Cther (speclfy)
] .
O Audio Tage 0 Floppy Disk ' O Chronological
0 Bound Book O Videa Tape, : O Geographlca 10: Annual Accurmulation
. » O File Drawer(s)
0 Other (speclfy), ! W Other (specify)
' O Microfilm Reel(s,
! Keyword Lookup =
'
Q, Computer Tape(s)
Number
O ‘Other (specify)
1. File Is Used 12 File-Becomes Inactive After
o Dally | Weekly. a Monthly 5 0 Month(s) a vears)
Nurmber

13. Current Location{s)

Economic Development Office

{Bldg., Floor, Room)

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

0 Yes 8 No

15.  Access Restrictons (If Yes, cite Law(s) 8 Regulation(s) .

16. Audit Requirements

'
'
'
'
'
)

d Yes m Mo i » None o State a Federal O Independent
17. Is an Index System used?.If yes, explain briefly and deseribe requilrements 18.  Recommended Retention
Screen annually & destroy material that is no longer needed for current
o |Yes ¥ Mo business with the following exception: Transfer to the Maryland State

Archive for permanent retention any material that serve's to documerit
the origin, development, & accomplishments of the office and has
continuing.administrative, fiscal, legal, or historical value.

19. Name and Tite of Preparer
1

Scott Mesneak ;
IT & Records Retention Director

20: Telephone Mumber.

410-996-5205

21. Date

9/10/2010

DGS 550-4 (Rev. 1/93)

/8




Instructions ~Type or Print a separate formfor | ~ DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
sach new/or revised record series. Forward | RECORDS MANAGEMENT DIVISION
with Records Retention Scheduls (DGS 550-1) : 7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794
410-799-1630

b
1. Department/Agency i} -2 Dwision
Economic Development !

DEFINITION - RECORD SERIES: A group of related records nommally filad and used as a unit for refersnce as well as retention and disposition purposes.
4. Record Serfes Title 5. Earliest Year/Latest Year

Grants for Economic- Development Office 1993 2010
to

'
'
'
v

6. Record Serles Description (Briefly describe the'types nfinfunna!idnld:ucurnéhtslfuri'ris found in the series. Inciude the purpose or function of the series.).

Record of monies that the office has received.

7. Record Series Format(s)  List all ) 8. Record Series Sequence. 9. Velume
O File.Drawer(s)

a Mcrofilm Reel(s)
w Letter Size 0 Merofilm ) Alphabetical
a Camputer Tape(s)
Olegal Size .0 Computer Tape Numerical
0 Cther (specify)
0 Audio Tap a Fioppy Disk Chronoleglcal

© Boufd Beok O Video Tape R Geographical 10: Annual Accumulation

] ) O File Drawer(s)‘
01 Other (Spaclfy) Cther (specify)
O. Microfiim Reel(s)

Keyword Lookup

Number

g ‘Other (specify)

1. Filei 12, File-Becomes Inactive After

|
)
)
'
:
' o, Computer Tape(s)
1
!
)
i
1

10
Nurrber

a Dail 0 Weekly, W Monthly g Annbally 0 Month(s) B Year(s)

Old Grants - never

13. Current Lucaﬂon(s_) (_Bldg., Floor, Rnom) ‘ 14. Is Record Series Duplicated Elsewhere? (Ifyes, specify agency or office.)
Economic Development Office

o oYes: B No

15, Access Restrictions (If Yes, cite Lav/(s) 8 Regutation(s) ! 16:  Audit Requirements

O Yes | No O Mone ® State W Federal 0 Independent

172, Is an index Systerm used?.If yes,.explain briefly and describe r'eqlilremeh!s 18. Recommended Retentlon

' Retain hard copy until. scanned and image verified then
’ destroy hard copy. Retain imaged copy for ten (10)
years-from the end of the fiscal year the file was closed
then destroy.

Yes B No

18. Name and Tite of Preparer . 20. Telephone Mumber 21. Date

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

DGS 850-4 (Rev. 1/83)




DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
RECORDS MANAGEMENT DIVISION

Instnuictions -Type or Printa separate form for

| ] . !
each new or revised record series. Forward

Economic Development

with Records Retention Schedule (DGS 550-1) t 7275 Waterloo Road, P.O. Box 275 N 1
E Jessup, Maryland 20794
1 410-795-1930

1. Department/Agency '} -2 Divislon i 3. Unit

DEFINITION - RECORD SERIES: A group of relatéd records normally filed and usad as a unit far refersnce as well as retention and disposition purposes.

4. Recard Ser_i?s Title : 5. Earliest YearfLatest Year
Grants Received f 2003 . 2010
| to

6. Retord Series Description (Briefly describe the.types of information/dacumentsfforms found in the series. (nclide thé purpose ar function of the series:)

]
All Grant correspondence and records received

[
v
'
P
'
'

7. Record Serles Format(s)  List all 8. Record Series Sequence. : '9: Volume

0 File.Drawer(s)

o Microfim Reel(s)

T
I
)
|
)
) .
m Letter Slze a Merofilm ! @ Alphabetical
' —_ 0 Camputer Tape(s)
O Legal Size 0 Computer Tape i 0 Numerical Nurmber
! O Cther (specify),
o Audio Tage O Fioppy Disk | o CGhronalogical
|
o Bound Book 0 Vided Tape ! O Gedgraphical 10; Annual Accurmulation
)
; 0 File Drawer(s)
0 Other (specify) W Other (specify) -
O Miciofiim Reel(s;
Keyword Lookup: ©

Q. Computer Tape(s)
Number ’
O Cther (speclfy)

1. Flie is Used 12, File-Becames Inactive After

Ity 7 o Month(s) a Years)

Nurriber

a Dally O Weekly, o Monthty |Annua

13. Currenit Lﬁcatiun(_s) (Bldg., Floor, Raom)

! 14. is Record Series Dupficated Elsewhere? ({ifyes, specify agency or officey
Economic Development Office ;

)

|

n Yes B No
15, Access Restrictions (i Yes,.cite Law(s) 8 Regulation(s) ; 18 Audit Requirements
)
O Yes | No | 8 None a State o Federal 0 independent
)
)
)
17. s an Index System used? If yes,.explain briefly and describe réqli!rements 18,  Recommended Retention
: .
o vl 5o ; Retain for seven (7) years then destroy
)

19. Name and|Title of Preparer 20: Telephdne Mumber 21. Date

Scott Mesneak 410-996-5205 9/10/2010

IT & Records Retention Director

DGS 550-4 (Rev. 1/93)




DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
RECORDS MANAGEMENT DIVISION

_Instructions -Typeor. Print a separate form for
each new [or revised record series. Forward
with Records Retention Schedule (DGS 550-1)

7275 Waterioo Road, P.O. Box 275 poe_ 1 or 1
Jessup, Maryland 20794
410-793-1930
1. Department/Agency 2. Division B 3. Unit

Economic Development |
I
]

|

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

4. Record Series Titte ' 5. Earliest YeariL atest Year

Internal Revenue Bond Financing Files ; 1983 _ 2000
. to

+

6. Record Series Description (Briefly describe the types aflnfnnnatidn/d(:)mments/furms tound in the series. Inciude the purpase ar function of the series.).

Applications, reports, etc.

7.'Record Serles Format{s)  List aIJ' B. Record Series_ Sequence 3; Volume
0 File.Drawer(s)
O Mcrafim Reel(s)
o O Conputer Tape(s)
o Legai Size 0O Comgputer Tape - 0 Numerical Number
o Cther (specify)
O Audio Tape O Floppy Disk [x] Chmnolugfcal
0 Bound Boo 0 Video Tape o Geographical 10. Annual Accumulation

0 File Drawer(s)

O Other (épe_cify) W Other (specify)

a Microfifm Reel(s)

Keyword Lookup.

)
I
\
'
I
\
'
i
)
|
)
]
|
I
i
i
]
)
i
m Letter Slze ‘0 Microflm \ o Alphabetical
|
t
i
i
'
3
i
b
]
)
]
t
)
I

o, Computer Tape(s)

Number
o Other (specify)

1. File is Used 12, File-Becomes Inactive After-

7
Nurmber

'
b
'
'
t
.
|
'

o Daily 0 Weekly. o Manthly o Annually O Manth(s) B Year(s)
N ¥

Never

13. Currerit Location(s) _ (Bidg., Floor, Roum)
Economic Development Office

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

0 Yes ® Nno

15. Access Restrictions (If Yes, cite Law(s) 8 Regutation(sy

|
|
i
i
}
)
f
i
]
'
)
:
E 16, Audit Requirements
b
)
i
.
!
'
)

oYe - No o None O State o Federal ‘a Independent
Unknown
17.  Is an Index System used? If yes, explain briefly and deseribe re[?tilremenis 18, Recommended Retention
a vis o Retain for seven (7) 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)

‘
t
|
|
n
b
'
'
'
'
i
'
'
t
'
]
[
v
)
'
'
)
'
'
'




Instructions -Type or Print a separate form for
Forward
with Records Retention Schedule (DGS 550-1)

! . .
sach new or revised record series.

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

Jessup, Maryland 20794
410-799-1930

AGENCY RECORDS INVENTORY

PAGE 1 OF 1___

1. DcpanmemiAgency

Economic Development

|

‘2. Divislon 3. Unit

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

4. Record Senés Title

MD Horse Park Proposal

'
'
)
v
'

& Earllest Year/Latest Year

2005 ,, 2005

)
v

6. Pecord Series Description (Briefiy describe the'types ufinforma(idnldo:curnéntsffori'ﬁs found in the series. Intlude the puspose ar function of thé series.)

Information pertaining to Cecil County's proposal to the State to locate the MD Horse Park here.

7. Record Serles Format(s)  List al ' 8. Record Series Sequence 9. Valume
' D Fite Drawer(s)
I
:. 0 Microfim Reel(s)
@ Letter Slze, ‘G Microfilm i 0 Alphabetcal
. a1 Cnmputer Tape(s)
Olegal Size 0 Computer Tape , 0 Numerical Number
. O Other (specify),
o Audio Tape 0 Floppy Disk ' 0 Chronological
]
€ Bound Book, O Video Tape ! O Geographical 10. Annual Accumulaton
) ' O File Drawer(s)
0 Other (speclfy). v W Cther (specify)
E Keyword Lookup. 0. Microfiim Reel(s)
: 0. Computer Tapa(s)
; Number
E 0 "Other (specify)
11, File is Used 12, File Becomes Inactive After
a Dalily O Weekly. a Meonthly. Q0 Annually 10 0 Month(s) | Year(s)
| Nurmber
Never |
13. Current Lacation(_s) (Bldg., Floor, Roorn) s 14, Is Record Series Duplicated Elsewhere? ([fyes, specify agency or office:)
Economic Development Office .
! o Yes B No
I
15, Access Restrictlons (If Yes, cite Law(s) & Regulation(s) ! 18, Audit Requirements
)
o Yes m No : B None 0 State O Federal 0 Independént
17. Is an Index System used? If yes, expiain briefly and describe reqx:lrerhen'ts 18. Recommended Retention
o ved _— - Retain hard copy until scanned and image verified then
. destroy hard copy. Retain imaged copy for ten (10)
' years:-from the end of the fiscal year the file was closed
then destroy.

19. Name and Title df Preparer

Scott Mesneak
IT & Records Retention Director

20. Telephone hMumber

410-996-5205

21. Date

9/10/2010

DGS 550-4 (Rev. 1/93)

A




Instructions ~Type or Print a separate formfor .| ~ 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 Watsrloo Road, P.O. Box 275 N 1
E Jessup, Maryland 20794
' 410-799-1930
1. Depanment/Agency ; -2. Divislon 3. Unit
Economic Development E

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

4. Record Serl

s Title

Prospect Correspondence

f

5, Eatliest Year/tatest Year

1996 ,, 2010

6. Recard Seri
Informatio

s Description (Briefly describe thetypes of Information/dacumentsfforms found In the series. Incindé the purpose ar function of the series.)

n on ¢conipanies that show or shov'yed an interest in locating in Cecil County

7. Record Serie

s Format(s) List all

8. Recard Series Sequence 9. Volume

0 Fite Drawer(s)

O Mcrofilm Reel(s)

m Letter Slze o Mcrofim o Alphabetical
. 0 Computer Tape(s)
OLlegal Size o Computer Tape | 0 Numerical Number
! \ a Cther (spacify)
O Audio Tape O Floppy Disk 1 0 Chronological
O Bound Book 4 Videa Tape ' O Geographical 10. Annual Accurnutation
. O File Drawer(s)
0 Other (specify), i @ Other (specify)
' a. Microfilm Reel(s)
: Keyword Lookup Reelts)
)
E . Computer Tapa(s)
i Number
' 0 ‘Cther (specify)
1. Flie is Used ' 12, File Becomes Inactive After
I
!
o Daliy mWeekly O Monthly, 0 Annuatly 5 o0 Month(s) | Year(s)
Number

Economic |

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

Development Office

14. 1s Record Series Duplicated Elsewhere? (Ifyes, specify agency or office.)

a Yes % No

16, Access

a Yes

u No

Restrictions (If Yes, cite Law(s) 8 Regulation(s)

16.  Audit Requirements

# None O State D Federal O Independent

17, Isanind

o Yes

B No

ex System used? If yes, explain briefly and describe requilrements 18, Recommended Retention

Screen annually & destroy material that is no longer needed for current
business with the following exception: Transfer to the Maryland State
Archive for permanent retention any material that serve's to document
the origin, development, & accomplishments of the office and has
continuing.administrative, fiscal, legal, or historical value.

19. Name and T

itle of Preparer

Scott Mesneak

IT & Records Retention Director

'
'
'
'
h
[
\
'
t
'
)
'
'
'

v
V

20. Telephane Mumber 21, Date

410-996-5205 9/10/2010

DGS 550-4 (Rev. 1

93)

22




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

RECORDS MANAGEMENT DIVISION
with Records Retention Schedule (DGS 550-1) : 7275 Waterloo Road, P.O. Box 275

' Jessup, Maryland 20794
‘ 410-798-1830

'
)
'
'

| , . :
each new or revised record series. Forward

1. Department/Agency -2, Diviston
Economic Development

'
'

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 Sertes Title .

Revolving Loan Fund Individual Files

5, Eatliest Year/Latest Year

2001, 2010

i

to

8. Record Serles Description (Briefly describe the'types of informatidn/documentsfforims fdund in the series. include the purpose or function of the seres.)

Fihancial documents and paperwork for each company that has received a Revolving Loan Fund

'
¢
'
'

:
7. Recnrd Series Farmat(s)  List all . A. Recard Series Sequence 9. Volume
]
\
'

D File Drawer(s)
O Microfilm Reel(s)
® Letter Slze g Microfilm . Alphabetical

0 Computer Tape(s)
0O legai Size 0 Camputer Tape Numerical

0 Qther (specify),
0 Audio Tape 0 Floppy Disk Chronologlcal

0 Bound Book DO Video Tape. i 0 Geographical 10: Annual Accumutation

) 0 File Drawer(s)
0 Other (specify), ! Other_(_specify')
Keyword Lookup a Miciofilm Reel(s)

0 Computer Tape(s)
Number
o Crher (specify)

11 File is Used 12, File Becomes Inactive After

I
o Dally 0 Weekly. W Monthly uAnnua:lly 5 o Month(s) A Year(s)

'
v
'

13. Current Location(s)  (Bidg., Floor, Roam) \

Economic Development Office

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

o Yes B No

15, Access Restrictions (If Yes, cite Law(s) & Regufation(s) 18. Audit. Requlrements

a Yes | No 0 None ® State o Federal & Independent

[
i
[
v
'
|
1
'
‘
'
'
'

7. Is an Index System used?.If yes, explain briefly and describe requiirements 168.  Recommended Retention

.

- " o Retain hard copy until scanned and image verified
then destroy hard copy. Retain imaged copy for
five (5) years after the loan'is paid off then destroy.

19. Name and [Fitle df Preparer X 20. Telephone Mumber.

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

| X .
each new or revised record series. Forward

with Recflnrds Retention Schedule (DGS550-1)

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

Jessup, Marytand 20794
410-783-1930

AGENCY RECORDS INVENTORY

PAGE. 1 OF 1 _

1. Department/Agency
Economic Development

-2. Divislon 3. Unit

DEFINITION - RECORD SERIES: A group of related racards normally filed and Used as a unit for referance as well as retention and disposition purposes.

4, Record Sefles Title
Revolving Loan Fund Minutes

2001

t

5. Earllest Year/Latest Year

, 2010

Record of meetings

'

6. Record Series Description (Briefly describe the types of information/dacuménts/forms found in the series. Incidde the purpase or function of the serfes.)

7. Recard'Serles Farmat(s) List all

m Letter Size ' Micrefilm

O Legal Size 0 Computer Tape

O Audio Tape O Floppy Disk

a Bound Book 0 Videe Tape

T Other (épecify) Electronic Content Management

B.Record Series Sequence. 9. Volume
a  Alphabeticat
0 Numerical Number

0 Chronolagical

D File Drawer(s)

o Microfilm Reel(s)

n Computer Tape(s)

0 Cther (specify)

O Geographical

W Other (specify)

Keyword Lookup

Number

10: Annual Accumulation

O File Drawer(s)
0. Miciofilm Reel(s)
0. Computer Tape(s)

O ‘Other (specify)

11 Fileis Used

a Dally 0 Weekly 0 Moenthly

Bi

-annually

0 Annually

12, File Becomes Inactive After

10

Nurmber

a MDn[h(G_)

& Year(s)

13. Current location(s)  (Bldg., Ftoor, Room)

Economic Development Office

0 “Yes B No

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

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

16, Audit Requirements

0 Yes | No : O Naone ® State o Federal 0 Independent
17.  Is an Index. System used?.If yes,.explaln briefly and describe requirements 18.  Recommended Retention
a Yes " o Permanent. Retain hard copy for ten (10) years, then

transfer to archives for permanent retention. Retain
image copy permanently and transfer to archives after
ten (10) years.

19. Name-and Title of Preparer

Scott Mesneak
IT & Records Retention Director

)
)
)
t
|
!
)
i
|
1

20. Telephane Mumber,

410-896-5205

21. Date

9/10/2010

DGS 550-4 (Rev; 1/83)

i
.




5

Instructio
| ] . :
each new or revised record series. Forward !

with Records Retention Schedule (DGS 550-i)

'

ns -Type or Print a separate form for:

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

Econom

1. Depantment/Agency

c Development

¢

2. Diviston

3, Unit

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

4, Record Sefl

les Title )

Route 40 Beautification ;

5. Earliest Year/Latest Year

2004, 2004

6. Record Seres Description (Briefly-describe the types of information/documentsforms found in the series. include the purpose or-function.of the series.).

A proposed plan that a group of citizens determined was good for Cecil County

7. Record Serl

‘
i
.

es Format(s) Listall ! 8. Record Series Sequence 8. Volume

E 0O File Drawer(s)
: O Microfim Reel(s)

= Leter Size o Microfilm ! O Alphabetical
) O Computer Tape(s)

O Legal Size -0 Computer Tape . o Numerical Numbér
E O Other (specify)

0 Audio Tap. O Floppy Disk ! a Chronological
1

O Bound Boo(k 0 Video Tape | O Geographlcal 10. Annual Accumutation
\
H a File Orawen(s)

O Other (spacify) N B Other (speclfy)
)
! o Microfilm Reel(s
! Keyword Lookup ©
i
! 0 Computer Tape(s)
. Number
) O Other (specify)
)

11, File is Used [ 12.  -File Becomes Inactive After
)

. . n/a
a Daily O Weekly 0 Monthly a Annually O Month(s) 0 Year(s).
! Number
Rarely, if ever

Economic

13. Current Location(s)

(Bidg., Floor, Room)
Development Office

14. Is Record Series Duplicated Eisewhere? (if yes, specify agency or offlce.)

0 Yes B No

18, Access Restrictlans (If Yes, cite Lava(s) & Regulation(s) ; 16, ‘Audit Requirements
o Yes B No ® None 0 State O Federal O Independent
i
17, 15 an Index System used? if yes, explain briefly and descdbet reguirements 18 Recommended Retentlon
o vis 8o Scan original and verify image. Retain hard and

imaged copies permanently and transfer hard and
image copies to Archives-every ten (10) years.

18. ‘Nameand

Title of Preparer

Scott Mesneak .
IT & Records Retention Director

20. Tetephone Number

-410-996-5205

21, Date

$/10/2010

DGS 550-4 (Rev.

1/83)




]
Instructiéns -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 ——_AGENCY RECORDS INVENTORY

RECORDS MANAGEMENT DIVISION

Economic Development

: 7275 Waterloo Road, P.O. Box 275 o 1 1
: AGE OF
Jessup, Maryland 20794
‘ 410-799-1930
1. Depanment/Agency 2. Divislon 3. Unit

DEFINIT

ON - RECORD SERIES: A group of reléted records normally filed and used as a unit for reference as well as refenton and disposition purposes.

4. Record Series Title

Slots Correspondence and Legislation

5, Eailiest Year/lLatest Year

2008 ,, 2010

6, Record Se

ries Description (Briefly describe the.types of infarmation/dacumentsiforms found in the series. Inciude thé purpose or function of the series.)

7. Record Series Format(s) Listall

B. Recard Series Sequence. 8. Vatume
0 File Drawer(s)

O Mcrofim Reel(s)

W Letter Slze 0 Mcrofim : a  Alphabetical
' - 1 Canputer Tape(s)
O Legal Size o Computer Tape ’ O Numerical Number ’
! a Other (specify)
O Audio Tape 0O Floppy Disk ! O Chronological
|
0 Bouni Bogk o Video Tape : O Geographical 10, Annual Accumulation
\
[ . O File Drawer(s)
0 Other (spécify) : W Other (specify)
\ H
a Microfim Reel(s)
‘ ' Keyword Looku )
[ ;
! H o Computer Tape(s)
' Number
' o ‘Other (specify)
1", File Is Used ! 12, File Becomes Inactive After
o Daily| Qa Weekly. W Monthly a0 Annually 3 0 Month{s) Mm Year(s)
' Number

13. Current Lacaxiun(sj (Bldg., Floor, Room)

Economic Development Office

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

o Yes B No

15. A:ceg’s Restrictions (If Yes, cite Law(s) & Regulation(s) 16, Audit Requirements ’
! i
a YTS | No . @ None 0 State O Federal O Independent
17. Is an {ndex System used? If yes,.explain briefly and describe réqdlrements 8. Recommended Retention
o Yes 8 o Retain for five (5) years then destroy

18. Name and Title of Preparer

Scott Mesneak
IT & Records Retention Director

20. Tetephane Mumber. 21. Date

410-996-5205 9/10/2010

DGS 550-4 (Rev, 1/83)

26
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Instructions —-Type or Print a separate form fori

each ne\nll or revised record series. Forward
with Records Retention Schedule (DGS 550-1i)

AGENCY RECORDS INVENTORY

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

Jessup, Maryland 20794
410-798-1930

PAGE 1 OoF 1 —

1. 'Depamn’e?t//\gency
Economic Development ?
1

2. Division

3. Unit

4, Record Serles Title
Special Taxing District

b
i
v
)
|

DEFINITION - RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.
. 5. Earliest YearfLatest Year

6. Record Serfes Description (Briefly describe the types oflnfom\atir:mldowrrentslfunns found In the series. Include the purpose or function. of the series.)-
Cecil County creating a taxing district to fund infrastructure in that district.

1
7. Record Series Format(s) Listall [ 8. Record Series Sequence B. Volume
; 0 File Drawer(s)
i
. .
) . 0 Microfilm Reel(s)
™ Letter Size o Microfilm : O Alphabetical
. 0 Computer Tape(s)
O Legal Slze DO Computer Tape ) .0 Numerical Number
! o Other.(specify)
O Audlo Tape O Floppy Disk | o Chronological
'
h
o Bound Book D Video Tape ’ O Geographical 10. Annuat Accumulation
) O Flle Drawer(s)
0 Gther (specify), ' @ Other (specify)
. \
. o Microfilm Reel(s
; Keyword Lookup ©
! O Computer Tape(s)
i Number
' o Other (speclfy)
1
1", Flle Is Used . 12:  Flle Becomes Inactive After
|
0 Daly 0 Weekly O Monthly @ Arnually n/a i Month(s) o Year(s)
Number

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

Economic Development Office

14. Is Record Series Dupiicated Elsewhere? {f yes, specify agency or office.)

!
I

o Yes B .No

I's an.Index System used? If yes, explain briefly and deseribe' requirements
1

O Yes B No
15, Access Restrictions (f Yes, cite Law(s) & Regulation(s) 16,  ‘Audit Requirements
aYe mNo : ® .None 0 State o Federal O Independent
1
|
|
7. 18. Recommended Retention

Scan original and verify image. Retain hard and
imaged copies permanently and transfer hard and
image copies to Archivesevery ten (10) years.

19, ‘Narme-and|Tltle of Preparer

'
'
‘
§
|
v
'
'
'
'
'
'

Scott Mesneak i
IT & Records RetentionDirecto.r

20. Telephone:Number

-410-996-5205

21. Date

9/10/2010

'
)
'
'
'
'

DGS 550-4 (Rev. 1/83)
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INSTRUCTIONS Type or print a f DEPARTMENT OF GENERAL SERVICES | ELECTRONIC RECORDS INVENTORY
separate ]form for each newfrevised : RECORDS MANAGEMENT DIVISION

electronic record series. Forward with 7275 Waterloo Road, P.O. Box 275

Records Retention Schedule (DGS 550-1) : Jessup, Maryland 20794 1 1
COMAR 14.18.04 ? {410) 799-1930 Page of

1 DEPARTMENT/AGENCY , 2 DIVISION 13 UNIT

Cecil County Government ! Economic Development

DEFINITION — Record.Series - A groupiof related records stored electronically and used as a unit for reference as well as retention
and disposition purposes

4 ELECTRONIC RECORD SERIES TITLE 5 EARLIEST YEAR/LATEST YEAR
Studies and/or Plans 1992 1o 2010

6 INPUT - Identify source of information to be entered 7 OUTPUT - Identify the use/s of information generated by system
Paper Electronic Document - IBM Content Manager

8 ELECTRONIC RECORD SERIES DEéCRIPTION - Briefly describe.the information/documents/forms
' contained in a series. Include purpose and function of the system.

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

9 POLICY ON ACCESS AND USE - Explam or attach copy if established in writing.

Admlnlstratlon Department Heads will have (delete) (print) and (hold) access. Managers and employees
with the; “need to know" will have (read) (print) and (hold) access.

| |

10 UPDATING CYCLES OR CONDITIONS AND RULES FOR REVISING INFORMATION IN THE SYSTEM

Updates are not allowed on the ongmal document; if updates are needed, the document needs to be
replaced. ;

11 SPECIFY THE LOCATION AND MEDIA OF THE MAIN ELECTRONIC DATA FILE. Explain the progression established to
ensure'the. record's retention and usability throughout the record's authorized life cycle.

Cecil County Government Adminiistration Building
Record|is available until the disposal date, and then record is purged.

12 RECOMMENDED RETENTION |

Retain hard copy until scanned and image vérified. Retain imaged copy permanently and transfer hard and image.copy annually to Archives.

l

13 TYPED OR PRINTED NAME OF 14 TELEPHONE NUMBER 15 DATE
PREPARER :
Scott Mesneak | 410-996-5205 9/10/2010

16 TITLE OF PREPARER
IT& Records Retentlon Director

DGS 550-6




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

1

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

Jessup, Maryland 20794
410-799-1930

AGENCY RECORDS INVENTORY

PAGE 1_ QF 1

1. Depariment/Agency

Economic Development

-2. Division

3. Unit

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

4. Recard Serles Title
Transportation File

5, Earllest YearfLatest Year

2008 , 2010

frs found in th

8. Pecord Series Description (Briefly describe the types of Informatidn/da

'
'
}
T
b

s tnciude the purpose or functian of the series.).

Correspondence concerning any and all forms of transportation (highway, rail, etc.)

7. Record Series Format(s) List all ' 8. Record Series Sequence. 9. valume
E D File.Drawer(s)
1 .
' O Mcrofim Reel(s)
B Letter Size o Mcrofim | O Alphabetical
H a Camputer Tape(s)
O Legal Size @ Computer Tape ! O Numerical Number
. 0 Other (specify),
o Audio Tape 0 Floppy Disk E o GChronalagical
i
o Bound Bogk O Video Tape ' .0 Geographical 10, Annual Accurnulation
: D File Drawer(s)
0 Other (speclfy) E W Other (specify)
E Keyword LookupA o Microflim Reel(s)
E a_ Computer Tape(s)-
' Number
; O "Other (specify)
1. Filels Used i 12, File:Becames thactive After
0 Dally D Weekly. a Monthly, a Annualtly 3 0 Month(s) 0 Year(s)
! Number
Bi-annually :

13. Current Location(s) (Bidg., Fioer, Room)

Economic Development Office

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

o Yes No
E
15, Access Restrictions (If Yes, cite Law(s) 8 Regilation(s) : 1B. Audit Regulrements
i
a Yes m No . B None O State o Federal O Independent
|
!
17, Is an Index. System used? If yes, explain briefly and describe reqxiiremen'ts 18. Recommended Retention
i
o ves . o ‘ Retain for three (3) years then destroy

19. Name and Title of Preparer

Scott Mesneak
1T & Records Retention Director

20. Telephdne Mumber

410-996-5205

21. Date

9/10/2010

DGS 5504 (Rev, 1/83)

PA




i
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

AGENCY RECORDS INVENTORY

30

T pace__ 1 or 1
Jessup, Maryland 20794

1. DepartmentAgency
Econo,mi_c| Development

-2. Divislon 3. Unit

;
]
l
i
| 410-798-1930
[
|
|

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

4. Record Serles Title .

Upper Shore Regional Council

5. Earllest Year/dLatest Year

: 2003 ,, 2008

6. Record Series Description (Briefly describe the'types uflnfumtldnldo"cuméntslfnr}rs found in the series. Include the purpose or function of the series.)
Correspondence pertaining to the "start iip" of the Council

)
,
|
:
7. Record Series Format(s) List all | B. Recard Series Sequence. 9: Volume
\ O File.Drawer(s)
' a Microfim Reei(s)
= Letter Slze 0 Microfiim i O Alphabetcal
' 0 Computer Tapa(s)
O Legal Size 0 Computer Tape { O Numerical Number
! 0 QGther (specify)
O Audio Tape a Floppy Disk ! O Chronological
O Bound Book D Videa Tape O Geographical 10: Annual Accurnulation
i
' O File Drawer(s)
. \ .
1 Other (specify) ' W Other (specify)
. . o Micrefilm Reel(s)
' Keyword Lookup: ©
| 0, Computer Taps(s).
; Number
\
! O Cther (specify)
i
1. Fllels Uged ) 12 File Becomes Inactive After
o Dally 0 Weekiy. O Monthly 0 Annually 3 o Month(s) | Yeéar(s)
: ]
' Number
Never
1

!

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

Economic Development Office

14, Is Record Series Duplicated Elsewhere? (fyes, suec|fy agency or office.}

1 Yes ® No

18. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 16. Audit Requirements

o Yes m.No

E B None o0 State O Federal O independent
17. Is an Index,System used? If yes,.explain briefly and deserbe reqmiirements 18, Recommended Retention
o es . Retain for three (3) years then destroy

t
:
i
! 3
19. Name and Title of Preparer ! 20 Telephone Mumber. 21. Date

Scott Mesneak i 410-996-5205

IT & Records Retention Director

9/10/2010

DGS 550-4 (Rev. 1/33)
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Instructions ~Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
each ne\Al/ or revised record series. Forward RECORDS MANAGEMENT DiVISION
with Records Retention Schedule (DGS 550-1) 7275 Waterioo Road, P.O. Box 275 e 1 o 1
! Jessup, Maryland 20794 '
i 410-799-1630
1. Department/Agency ! 2. Division 3. Unit
Economic Development ;

DEFINITION - RECORD SERIES: A group of ﬁeiated records normally flled and used as & unit for reference as well as retention and disposition purposes.
4. Record Setles Title :

Vehicle File

&. Earliest Year/Latest Year

, 2010

t

| 2001

|

6. Record Series Description (Briefly describe the typesofInfurmati:un/ducunentslfurms found in the series. Includethe purpose or function.of the series.).
. . . ]
Maintenance records of vehicles '

)
7. Record Serles Format(s)  Listall H B. Record Series Sequence 8. Volume
: o Fite Drawer(s)
O Microfilm Reel(s)
 Letter Size 0 Microfim ! O Alphabetical
; 0 Computer Tape(s)
1
o Legal Size 0 Computer Tape ; .0 Numerical Number
. 0 Other (specify),
0 Audio Tape 0 Fioppy Disk ' D Chronological )
)
o Bound Book D Video Tape { O Geographical 10. Annuat Accumutation
) O File Drawer(s)
0 Other (spacify), ! W Other(specifyy ____
' i O Microfiim Reel(s)
' Keyword Lookup ©
'
) 0 Computer Tape(s)
)
! Number
E O Other (speclfy)
1. Fileis Used . 12:  Flle Becomes Inactive After
h
a Dally 0 Weekly W Monthly 0 Annually 2 0 Month(s) A Year(s).

Number

13. Current Location(s)  (Bldg., Floor, Room)
Economic-Development Office

14. Is'Record Sefies Duplicated Elsewhere? (Ifyes, specify agency or oFﬂce._)

O Yes ® No

15.  Access Restrictions (if Yes, clte Law(s) & Regulation(s) 18.  Audit Requirements

o Ye =’ No ' B .None o State D Federal .0 Independent
'
17, Is an Index System used? If yes, explain briéfly and deseribe’ requirements 18, Recommended Retention
0 ves 8.1 j Retain hard copy until scanned and image verified

; then destroy hard copy. Retain imaged copy for two
(2) years after vehicle is disposed of and then destroy.

18. Name:and|Tltle of Preparer 1 20. Tetephone Number 21. Date’
_ Scott Mesneak , -410-996-5205 9/10/2010
IT & Records Retention Director

DG 5504 (Rev. '1/83)
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INSTRUCTIONS - Type or printa E DEPARTMENT OF GENERAL SERVICES | ELECTRONIC RECORDS INVENTORY
separate form for each newfrevised : RECORDS MANAGEMENT DIVISION
electronic record series. Forward with ; 7275 Waterloo Road, P.O. Box 275
Records Retention Schedule (DGS 550-1) Jessup, Maryland 20794 q 1
COMAR 14.18.04 | (410) 799-1930 Page of
| :
1 DEPlARTMENT/AGENCY 2 DIVISION 3 UNIT
Cecil Ccl)unty Government Economic Development

DEFINITION — Record Series - A groupiof related records stored electronicaily and used as a unit for reference as well as retention
and disposition purposes

| |
4 ELECTRONIC RECORD SERIES TITLE 5 EARLIEST YEAR/LATEST YEAR

Studiesl and/or Plans : 1992 TO 2010
n i
6 INPUT| - Identify source of information to be entered 7 QUTPUT - Identify the use/s of information generated by system
Paper 5 Electronic Document - IBM Content Manager
!

8 ELECTRONIC RECORD SERIES DESCRIPTION - Briefly describe the information/documents/forms
i contained in-a series. Include purpose and function of the system.

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

9 POLICY ONACCESS AND USE - Explain or attach copy if established in-writing.

Admlnlstratlon Department Heads, will have (delete) (print) and (hold) access. Managers and employees
with the "need to know" will have (read) (print) and (hold) access.

10 UPDATING CYCLES OR CONDITIONS AND RULES FOR REVISING INFORMATION IN THE SYSTEM

Updates are not allowed on the orlglnal document; if updates are needed, the document needs to be
replaced :

11 SPECIFY THE LOCATION AND MEDIA OF THE MAIN ELECTRONIC DATA FILE. Explain the progression established to
ensuré the record's retention and usa‘bility throughout the record's authorized life cycle.

Cecil County Government Admmlstratlon Building
Record|is available until the dlsposal date, and then record is purged.

12 RECOMMENDED RETENTION !
Scan origirllal and verify image. Retain hard and imaged copies permanently and transfer hard and image copieS‘to-Arch'ives every ten (10) years.

13 TYPED OR PRINTED NAME OF 14 TELEPHONE NUMBER 15 DATE
PREPARER :
Scott Mesneak | 410-996-5205 9/10/2010

16 TITLE OF PREPARER |
IT & Records Retention Director

DGS 550-6




