
DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION •

RECORDS RETENTION AND DISPOSAL SCHEDULE

Schedule No. 2192

Page 1 of

Agency
Maryland Department of Environment

Division/Unit
Waste Management/PROP/PRD

Item
No.

Description Retention

1.

2.

3.

County Recycling Programs
a) Files contain correspondence, reports, memos, fact

sheets, and recycling plans for counties' recycling
program. Files are arranged alphabetically by county.

b) Summary tonnage report.

Newsprint Recycled Content
a) Administrative Files:

In these files, correspondence and meeting information
for the Newsprint Recycling Board, Publisher/Printer
correspondence and notes.

b) Publisher Reporting:
These files contain completed Publisher/Printer tonnage
reporting forms.

c) Newsprint Summary Report of the Publisher/Printer
tonnage reporting forms and computer files containing
data taken from completed Publisher/Printer tonnage
report forms.

General Recycling Information
This files series includes a variety of background data,
studies articles, and samples pertaining to the recycling field.
Both in-state and out-of-state information is filed here.

a) Retain for five (5) years, then
destroy.

b) Retain for ten (10) years, then
destroy.

a) Retain for five (5) years, then
destroy.

b) Retain for three (3) years, then
destroy.

c) Retain for ten (10) years, then
destroy.

Screened annually, destroying
material that ceased to have any
administrative value.

Scheduled Approved by Department, Agency,
or Division Representative.
Date
Signature
Typed ' ' " f

Name Regina Rochez
Title Program Manager

Schedule Authorized by State Archivist

Date '~IAN 3 Q 200?

Signature

DGS 550-1 (Rev. 1/93) N:\RSINCERO\RECORDS RETENTION\RECORDS\DGS 550-1.DOC



DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE
(Continuation Sheet)

Schedule No. 2192

Page 2 of 3

Agency Division/Unit
Maryland Department of Environment Waste Management/PROP/PRD

Item
No.

4.

c
J.

6.

7.

8.

Description

ALL StAR -ALL State Agencies Recycle
a) These files contain completed state agency tonnage

reporting surveys, memos, and technical assessments.

b) Summary of the tonnage report surveys.

Enforcement & Compliance
a) These are computer files containing enforcement and

compliance information from the programs in Waste
Management. Additionally, draft text for Enforcement &
Compliance report is also kept on file.

b) These are hardcopy files handed out during the monthly
Enforcement & Compliance meetings in addition to
electronic and hardcopy correspondence within Waste
Management.

Permit Turnaround
These are computer files containing performance
information on the program's issuance of approvals (permits,
licenses, etc.) These are arranged by fiscal years.

Exceptions Report
These are computer files that monitor permits that have
expired with no renewals received, expired permits with
renewals received late, and permits that have been statutorily
extended.

Solid Waste Management Plans
These files are the county solid waste management plans and
related documents.

Retention

a) Retain for three (3) years, then
destroy.

b) Retain for ten (10) years, then
destroy.

a) Retain for five (5) years, then
destroy.

b) Screened annually, destroying
material that ceased to have any
administrative value.

Retain for five (5) years, then
destroy.

Retain for three (3) years, then
destroy.

Screened annually, destroying
material that ceased to have any
administrative value.

DGS 550-1A (Rev. 1/93) N:\RSINCERO\RECORDS RETENTION\RECORDS\DGS 550-1 A.DOC



DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE
(Continuation Sheet)

Schedule No. 2192

Page 3 of

Agency
Maryland Department of Environment

Division/Unit
Waste Management/PROP/PRD

Item
No.

Description Retention

9.

10.

Unit Management Programs
These files are documents relating to programs dealing with
rechargeable batteries.

Legislation Files
Electronic and hardcopy files containing House and Senate
bills, fiscal notes, and background information.

Screened annually, destroying
material that ceased to have any
administrative value.

Retain for five years, then destroy.

DGS SS0-1A (Rev. 1/93) N:\RSINCERO\RECORDS RETENTION\RECORDS\DGS 550- 1A PAGE 3.DOC



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

AGENCY RECORDS INVENTORY

Page Of

1. DEPARTMENT/AGENCY
Maryland Department of Environment

2. DIVISION
Waste Management Administration (WAS)

3. UNIT
Planning, Recycling, and Outreach

Program/Planning and Recycling Division
DEFINITION - Records series - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. RECORDS SERIES TITLE
County Recycling Programs

5. EARLIEST YEAR/LATEST YEAR

^ fill TO j

6. RECORD SERIES DESCRIPTION (Briefly describe the types of information/documents/forms found in the Series. Include the purpose or function of the Series),

a) files contain correspondence, reports, memos, and recycling plans for counties' recycling program. B) Completed tonnage report and county fact sheets.

7. RECORD SERIES FORMAT(S)

Letter Size-, Microfilm

Computer Tape

Floppy Disk

Audio Tape

Other (Specify)

8. RECORD SERIES SEQUENCE

^ - • . .

Alphabetical
— •

Numerical

Chronological

Geographical

Other (Specify)

9. VOLUME

Number

File Drawer(s)
Microfilm Reef(s)
Computer Tape(s)
Other (Specify)

10. ANNUAL ACCUMULATION

Number

Computer Tape(s)
Other (Specify)

11. FILE IS USED

Daily /Week ly^ Monthly

12. FILE BECOMES INACTIVE AFTER

' Month(s)
Number

Year(s)

13. CURRENT LOCATION(S) (Bldg., Floor, Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes, specify agency or office)

Yes (.No /

15. ACCESS RESTRICTIONS If yes, cite law(s) & regs

Yes

16. AUDIT REQUIREMENTS

(None ) State Federal Independent

17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and
describe any software/hardware)

RECOMMENDED RETENTION

qi re-kit* &, SV*^

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

•> fz<B/too/

DGS 550-4 (Revised 1/93) -- MDE



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

AGENCY RECORDS INVENTORY

Page 2 - Of

1. DEPARTMENT/AGENCY
Maryland Department of Environment

2. DIVISION
Waste Management Administration (WAS)

3. UNIT
Planning, Recycling, and Outreach

Program/Planning and Recycling Division
DEFINITION - Records series - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. RECORDS SERIES TITLE
Newsprint Recycled Content

5. EARLIEST YEAR/LATEST YEAR

TO

6. RECORD SERIES DESCRIPTION (Briefly describe the types of information/documents/forms found in the Series. Include the purpose or function of the Series).

a) administrative files: correspondence and meeting information for Newsprint Recycling Board, Publisher/Printer correspondence and notes
b) Publisher/Printer tonnage reporting forms.
c) Newsprint Summary Report of the publisher/printer tonnage reporting forms, and computer files containing data taken from completed publisher/printer tonnage report

forms.

7. RECORD SERIES FORMAT(S)

(TLetter S i z e J Microfilm

Legal Size

Bound Book

Audio Tape

Computer Tape

Floppy Disk

Video Tape

8. RECORD SERIES SEQUENCE

Alphabetical

Numerical

Geographical

Other (Specify)

9. VOLUME

Number

Microfilm Reel(s)
Computer Tape(s)
Other (Specify)

10. ANNUAL ACCUMULATION

'~~~^FileDrawer(s)\
Micro tilrrrRee1(s)

. i . ' / D Computer Tape(s)
Other (Specify)

Number

11. FILE IS USED

Daily Weekly

12. FILE BECOMES INACTIVE AFTER

Month(s)
Number

Year(s)

13. CURRENT LOCATION(S) (Bldg., Floor, Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes, specify agency or office)

/ T JxieJcs <-f -PJZA No

15. ACCESS RESTRICTIONS If yes, cite law(s) & regs

Yes

16. AUDIT REQUIREMENTS

VNone ) State Federal Independent

17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and
describe any software/hardware)

Yes \6D

RECOMMENDED RETENTION

G ) /O

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

DGS 550-4 (Revised 1/93) ~ MDE



INSTRUCTIONS -TYPE OR PRINT A SEPARATE FORM FOR
EACH NEW OR REVISED RECORD SERIES. FORWARD WITH
RECORDS RETENTION SCHEDULE (DGS 550-1)

1. DEPARTMENT/AGENCY
Maryland Department of Environment

DEPARTMENT OF GENERAL
SERVICES

RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD

P.O. BOX 275 - JESSUP, MARYLAND 20794

2. DIVISION
Waste Management Administration (WAS)

AGENCY RECORDS INVENTORY

Page 3 Of g

3. UNIT
Planning, Recycling, and Outreach

Program/Planning and Recycling Division
DEFINITION - Records series - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. RECORDS SERIES TITLE
ALL StAR-ALL State Agencies Recycle

5. EARLIEST YEAR / LATEST YEAR

fW* TO 2 e e > '

6. RECORD SERIES DESCRIPTION (Briefly describe the types of information/documents/forms found in the Series. Include the purpose or function of the Series).

a) Files containing completed state agency tonnage reporting surveys, memos, and technical assessments,
b) Summary of the tonnage report surveys.

7. RECORD SERIES FORMAT(S)

{~ Letter Size^ Microfilm

Legal Size Computer Tape

Bound Book Floppy Disk

Audio Tape Video Tape

Other (Specify)

11. FILE IS USED

s~rz*—N
Daily Weekly (^Monthly J

13. CURRENT LOCATION(S) (Bldg., Floor, Room)

tncl P-6C-

15. ACCESS RESTRICTIONS If yes, cite law(s) & regs

Yes ( N 5 ^

17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and
describe any software/hardware)

Yes ( f c )

19. NAME AND TITLE OF PREPARER

8. RECORD SERIES SEQUENCE

C Alphabetical^)

Numerical

/Chronological j

—̂——_——-—̂ —

Geographical

Other (Specify)

9. VOLUME

V»£ile Drawer(s)~^>
Microfilm Reel(s)

Q-J Computer Tape(s)
Other (Specify)

Number

10. ANNUAL ACCUMULATION

CjFile Drawer(s)^\
Microfilm Keel(s)

s Computer Tape(s)
*- ' Other (Specify)

Number

12. FILE BECOMES INACTIVE AFTER

""" Month(s) Year(s)
Number

14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes, specify agency or office)

Yes ( N O )

16. AUDIT REQUIREMENTS

C^None"^ State Federal Independent

RECOMMENDED RETENTION

b ) r* hzih fos- SO i^Ut^S

20. TELEPHONE NUMBER 21. DATE

DGS 550-4 (Revised 1/93) - MDE



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

AGENCY RECORDS INVENTORY

Page l [ Of

1. DEPARTMENT/AGENCY
Maryland Department of Environment

2. DIVISION
Waste Management Administration (WAS)

3. UNIT
Planning, Recycling, and Outreach

Program/Planning and Recycling Division
DEFINITION - Records series - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. RECORDS SERIES TITLE
Enforcement & Compliance

5. EARLIEST YEAR/LATEST YEAR

TO toot

6. RECORD SERIES DESCRIPTION (Briefly describe the types of information/documents/forms found in the Series. Include the purpose or function of the Series).

a) Computer files containing enforcement & compliance information from the programs in Waste Management. Draft text for the E&C report.
b) Hardcopy files handed out during monthly E&C meetings plus electronic and hardcopy correspondence within Waste Management.

7. RECORD SERIES FORMAT(S)
Z> — ^
:tter Size ) Microfilm

Legal Size

Bound Book

Audio Tape

Other (Specify)

Computer Tape

Floppy Disk

Video Tape

8. RECORD SERIES SEQUENCE

Alphabetical

Numerical

Geographical

Other (Specify)

9. V O L U M E

/

Microfilm Reel(s)
ft Computer Tape(s)

Number
Other (Specify)

10. ANNUAL ACCUMULATION

Microfilm Reel(s)
$, /(J Computer Tape(s)

Other (Specify)
Number

11. FILE IS USED

Daily / Weekly Monthly

12. FILE BECOMES INACTIVE AFTER

Month(s)
Number

Year(s)

13. CURRENT LOCATION(S) (Bldg., Floor, Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes, specify agency or office)

<X»«eJkr -ik> Nodded op k) / T No

15. ACCESS RESTRICTIONS If yes, cite law(s) & regs

Yes ( N o )

16. AUDIT REQUIREMENTS

State Federal Independent

17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and
describe any software/hardware)

Yes

RECOMMENDED RETENTION

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

DGS 550-4 (Revised 1/93) - MDE



INSTRUCTIONS -TYPE OR PRINT A SEPARATE FORM FOR
EACH NEW OR REVISED RECORD SERIES. FORWARD WITH
RECORDS RETENTION SCHEDULE (DGS 550-1)

1. DEPARTMENT/AGENCY
Maryland Department of Environment

DEPARTMENT OF GENERAL
SERVICES

RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD

P.O. BOX 275 - JESSUP, MARYLAND 20794

2. DIVISION
Waste Management Administration (fVAS)

AGENCY RECORDS INVENTORY

Page<$~ Of £

3. UNIT
Planning, Recycling, and Outreach

Program/Planning and Recycling Division
DEFINITION - Records series - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. RECORDS SERIES TITLE
Permit Turnaround

5. EARLIEST YEAR/LATEST YEAR

/ t ? V TO Zc<Dl

6. RECORD SERIES DESCRIPTION (Briefly describe the types of information/documents/forms found in the Series. Include the purpose or function of the Series).

Computer files containing performance information on WAS's program's issuance of approvals (e.g. permits, licenses, etc.).

7. RECORD SERIES FORMAT(S)

Letter Size Microfilm

Legal Size Computer Tape

Bound Book Floppy Disk

Audio Tape Video Tape

C^OtheTTspecifyT^)

11. FILE IS USED

Daily Weekly f Monthly )

13. CURRENT LOCATION(S) (Bldg., Floor, Room)

^iff fey

15. ACCESS RESTRICTIONS If yes, cite law(s) & regs

Yes <TNC^)

17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and
describe any software/hardware)

Yes VNoj

19. NAME AND TITLE OF PREPARER

8. RECORD SERIES SEQUENCE

Alphabetical

Numerical

Chronological

Geographical

Other (Specify)

9. VOLUME

File Drawer(s)
Microfilm Reel(s)

W Computer Tape(s)
^ CPflTer (SpecTfi). <3")/fff'oCo^~>

Number

10. ANNUAL ACCUMULATION

File Drawer(s)
Microfilm Reel(s)

« Computer Tape(s)
~ *" /<JtEe7(S^%>Hf^

Number

12. FILE BECOMES INACTIVE AFTER

Month(s) Year(s)
Number

14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes, specify agency or office)

( O u w A ' &k *»cte/ "P <% I** No

16. AUDIT REQUIREMENTS

(NoneJ> State Federal Independent

RECOMMENDED RETENTION

20. TELEPHONE NUMBER 21. DATE

DGS 550-4 (Revised 1/93) ~ MDE



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

AGENCY RECORDS INVENTORY

Page Cg Of

1. DEPARTMENT/AGENCY
Maryland Department of Environment

2. DIVISION
Waste Management Administration (WAS)

3. UNIT
Planning, Recycling, and Outreach

Program/Planning and Recycling Division
DEFINITION - Records series - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. RECORDS SERIES TITLE
Exceptions Report

5. EARLIEST YEAR / LATEST YEAR

T 0

6. RECORD SERIES DESCRIPTION (Briefly describe the types of information/documents/forms found in the Series. Include the purpose or function of the Series).

Computer files that monitor permits that expired with no renewals received, expired permits with renewals received late, and permits that have been statutorily extended.

7. RECORD SERIES FORMAT(S)

Letter Size Microfilm

Legal Size

Bound Book

Audio Tape

Computer Tape

Floppy Disk

Video Tape

8. RECORD SERIES SEQUENCE

Alphabetical

Numerical

Geographical

Other (Specify)

9. VOLUME

Number

File Drawer(s)
Microfilm Reel(s)
Computer Tape(s)
Other (Specify)

10. ANNUAL ACCUMULATION

File Drawer(s)
Microfilm Reel(s)

.— Computer Tape(s)
Other (Specify)

Number

11. FILE IS USED

Daily Weekly

12. FILE BECOMES INACTIVE AFTER

Month(s)
Number

Year(s)

13. CURRENT LOCATION(S) (Bldg., Floor, Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes, specify agency or office)

I N o

15. ACCESS RESTRICTIONS If yes, cite law(s) & regs

Yes ( N o )

16. AUDIT REQUIREMENTS

VNone ) State Federal Independent

17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and
describe any software/hardware)

Yes

RECOMMENDED RETENTION

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

3/2,-7/^00/

DGS 550-4 (Revised 1/93) - MDE



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

AGENCY RECORDS INVENTORY

Of

1. DEPARTMENT/AGENCY
Maryland Department of Environment

2. DIVISION
Waste Management Administration (WAS)

3. UNIT
Planning, Recycling, and Outreach

Program/Planning and Recycling Division
DEFINITION - Records series - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. RECORDS SERIES TITLE
Solid Waste Management Plans

5. EARLIEST YEAR/LATEST YEAR

TO

6. RECORD SERIES DESCRIPTION (Briefly describe the types of information/documents/forms found in the Series. Include the purpose or function of the Series).

These files are the county solid waste management plans and related documents.

7. RECORD SERIES FORMAT(S)

Letter Size Microfilm

Legal Size

Audio Tape

Other (Specify)

Computer Tape

Floppy Disk

Video Tape

8. RECORD SERIES SEQUENCE

Numerical

Chronological

Geographical

Other (Specify)

9. VOLUME

Number

jMlgDrawer(s).
Microfilm Reel(s)
Computer Tape(s)
Other (Specify)

10. ANNUAL ACCUMULATION

Number

Microfilm Reel(s)
Computer Tape(s)
Other (Specify)

11. FILE IS USED

Daily Weekly

12. FILE BECOMES INACTIVE AFTER

Month(s)
Number

Year(s)

13. CURRENT LOCATION(S) (Bldg., Floor, Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes, specify agency or office)

15. ACCESS RESTRICTIONS If yes, cite law(s) & regs

Yes

16. AUDIT REQUIREMENTS

tone "\ State Federal Independent

17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and
describe any software/hardware)

Yes ( N o J

RECOMMENDED RETENTION

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

DGS 550-4 (Revised 1/93) -- MDE



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

AGENCY RECORDS INVENTORY

Page % Of I*

1. DEPARTMENT/AGENCY
Maryland Department of Environment

2. DIVISION
Waste Management Administration (WAS)

3. UNIT
Planning, Recycling, and Outreach

Program/Planning and Recycling Division
DEFINITION - Records series - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. RECORDS SERIES TITLE
Unit Management Programs

5. EARLIEST YEAR / LATEST YEAR

TO

6. RECORD SERIES DESCRIPTION (Briefly describe the types of information/documents/forms found in the Series. Include the purpose or function of the Series).

These files are documents relating to programs dealing with rechargeable batteries.

7. RECORD SERIES FORMAT(S)

Letter Size ) Microfilm

Legal Size

Bound Book

Audio Tape

Other (Specify)

Computer Tape

Floppy Disk

Video Tape

8. RECORD SERIES SEQUENCE

Alphabetical

Numerical

9. VOLUME

Number

File Drawer(s]_
~Micr6hlm Reel(s)
Computer Tape(s)
Other (Specify)

10. ANNUAL ACCUMULATION

4 File Drawer(s)
Microfilm Reel(s)

/^s Computer Tape(s)
Other (Specify)

Number

11. FILE IS USED

Daily Weekly Monthly

12. FILE BECOMES INACTIVE AFTER

^ 1 Month(s)
Number

Year(s)

13. CURRENT LOCATION(S) (Bldg., Floor, Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes, specify agency or office)

Yes ( N o )

15. ACCESS RESTRICTIONS If yes, cite Iaw(s) & regs

Yes

16. AUDIT REQUIREMENTS

State Federal Independent

17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and
describe any software/hardware)

Yes

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

DGS 550-4 (Revised 1/93) -- MDE



OG.S- " 0 - I DEPARTMENT OF GENERAL SERVICES
R»<ar«f UmfWMt Diviti«a

REMRW 8ETtBT10W MO MSPOIAL SCHEDULE

SCHEDULE .
M0' 1468

PACt
M0- 1 of 2

MDE Environment Hazardous & Solid Waste Administration'

Item
No. Description R«t«n»ion

1.

3.

Recycling- Inforrreticn
This files series includes a variety of ted'CTrund data, studies
articles and sanples pertaining to the recycling field. Beth
h\ State and Out^cf-State iriforrTaticn is filed here.

Ccunty Itecvcling
Files contain correspendence, reports, nercs and recvcling
p]ans for the ccunties' recvcling program. Files are arranged
alphabetically by canty.

Scrap Tire leveling Erogram
This file series has three oenpanents requiring varying
reteiticn status:

a) Mmnistrative fiJes:
In these files all acrrespcrrierce, stirii.es, regulation

l n t , and budget infomaticn is held.aevel

Screened annual.ly destrcying
naterial vvhich ceased to have
an/ adriinistrative value.

Retain for ten (10) years. •
Transfer to State Raccrds Center
for ten (10) years, then destroy

b) itesearch/Ce^cgiEnt FiJes:
In these files articles, studies, backgrcund data and
infarrTHticn en various ererging enrpanies and technologies
is keot.

c) LicaTses/z^pprcvals:
These fU.es certain facility applications,

technical, assessnents and reports.

Retain for three (3) years.
Transfer to State Fecords for
two (2) additional years, then
destroy.

Screen annually, destroying
material </hich ceased to have
-any acninistrative value.

Retain far five (5) years.
Transfer to State Racords for
too (2) additional years, then
destrcv.

fe-Qiral tspcd ifesca Facilities
This files series has three carpenents requiring varying
retention status:

a) Mranistrative FUes:
In these.files all ca
devejcarent, and budaet infcrnHticn is held.

, studies, regulaticn

b). Fesearch/Ce.eicpTent Files:
In these fU.es articles, sanies, background data and
infermatien en varicus emerging carpanies and tschnDlcgies
is kect.

R2tain for three (3) years.
Transfer to State Records for
fcwD (2) additional, years, then
destroy.

Screen annually, destrcying .
material vhkfi ceased to have
any a±iinistrative value. ' ' *



' - . OGS- 5 5 8 - I DEPARTMENT OF GENERAL SERVICES

RECORDS RETEmOW U P DKPOUL SCHEDULE

SCHEDULE
HO.

1468

• A G l
NO.

2 of 2

(Continued)
Ol V1 VON

Item
No. Description

6.

c)' Lioenses/^gxova] s:
These fUes ctntain facilit/ acplicaticns, enrrt
marcs, technical assessnents and tonnage raxrts .

l̂ fewsprint Recycled Ccntent

spenderce,

a) Pctenistnative FiJ.es:
In these files all crxrespenderce, Nsvsnrint Iteqvcling Board
meeting data, • sti.riies, regulaticn de^J.cgiETfc, and fcuiet
infcDTHticn is held.

b) Rtdisber
These files ccntain Rilisber/Erinber t a r a ^ rsxrting

, oerrespendencs, nnirs, and technical assessrents.

ALL SP\R — A3.1 State Agercies
These files antain StHfce a ^ x y tarsge reparting sur\e/s,

• ccrrespcndence, nnrcs, and technical..

DLvisicn Itecords
fecceds ind.ude time sheets, acmputer data, leave cards,
and individual personnel reccrds.

Retain for five (5) years.
Transfer to State Racacds for
two (2) addition! ^«ars, then
destroy.

Retain for three (3) years.
Transfer to State Records for
two (2) additicral years, then
desttry.

Retain for three (3) years.
Transfer to State Records for
two (2) additicral. years, then
destroy.

Retain far three (3) years,
transfer to State.Records far
two (2) additicral years, then

Retain far three (3) years after
aftsr fjJ.e beccnes inactive,
then destroy.

./ r.



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

AGENCY RECORDS INVENTORY
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1. DEPARTMENT/AGENCY
Maryland Department of Environment

2. DIVISION
Waste Management Administration (WAS)

3. UNIT
Planning, Recycling, and Outreach

Program/Planning and Recycling Division
DEFINITION - Records series - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. RECORDS SERIES TITLE
Legislation Files

5. EARLIEST YEAR/LATEST YEAR

TO

6. RECORD SERIES DESCRIPTION (Briefly describe the types of information/documents/forms found in the Series. Include the purpose or function of the Series).

These include electronic and hardcopies of house and senate bills, fiscal notes, and background information.

7. RECORDSEBJES FORMAT(S)

:tter Size / Microfilm

Audio Tape

Other (Specify)

Computer Tape

Floppy Disk

Video Tape

8. RECORD SERIES SEQUENCE

Alphabetical

Numerical

Chronological

Geographical

Other (Specify)

9. VOLUME

Number

File Drawer(s)
Microfilm Reel(s)
Computer Tape(s)
Other (Specify)

10. ANNUAL ACCUMULATION

File Drawer(s)
Microfilm Reel(s)
Computer Tape(s)
Other (Specify)

Number

11. FILE IS USED

Daily Weekly

12. FILE BECOMES INACTIVE AFTER

Number
Month(s)

13. CURRENT LOCATION(S) (Bldg., Floor, Room)

*Z.ncl
14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes, specify agency or office)

Yes

15. ACCESS RESTRICTIONS If yes, cite law(s) & regs

Yes /No

16. AUDJJ_REOUIREMENTS

( None ) State Federal Independent

17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and
describe any software/hardware)

Yes

RECOMMENDED RETENTION

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER

"0 S r-

21. DATE

so A

DGS 550-4 (Revised 1/93) - MDE


