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DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

Schedule No. 2192

Page 1 of 3

Agency

Maryland Department of Environment

Division/Unit

Waste Management/PROP/PRD

Item

Date
Signature
‘ Typed

Description Retention
No.
1. County Recycling Programs
a) Files contain correspondence, reports, memos, fact a) Retain for five (5) years, then
sheets, and recycling plans for counties' recycling destroy.
program. Files are arranged alphabetically by county.
b) Summary tonnage report. b) Retain for ten (10) years, then
destroy.
2. Newsprint Recycled Content
a) Administrative Files: a) Retain for five (5) years, then
In these files, correspondence and meeting information destroy.
for the Newsprint Recycling Board, Publisher/Printer
correspondence and notes.
b) Publisher Reporting:
These files contain completed Publisher/Printer tonnage | b) Retain for three (3) years, then
reporting forms. destroy.
¢) Newsprint Summary Report of the Publisher/Printer ¢) Retain for ten (10) years, then
tonnage reporting forms and computer files containing destroy. N
data taken from completed Publisher/Printer tonnage
report forms.
3. 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.

’—__——_————————_—r_——___—_—_—.—'———_—_—_——_—_T—__—J
Scheduled Approved by Department, Agency,
or Division Representative.

Jof 2T Date AN 3 0 2002

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

Schedule Authorized by State Archivist

Cf i KO
7 </

Name Regina Rochez
Title Program Manager

Signature

C.
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DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

Schedule No. 2192

Page 2 of 3

Solid Waste Management Plans

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

(Continuation Sheet)
Agency Division/Unit
Maryland Department of Environment Waste Management/PROP/PRD
Item Description Retention
No.
4, ALL StAR --ALL State Agencies Recycle
a) These files contain completed state agency tonnage a) Retain for three (3) years, then
reporting surveys, memos, and technical assessments. destroy.
b) Summary of the tonnage report surveys. b) Retain for ten (10) years, then
destroy.
5.
Enforcement & Compliance . :
a) These are computer files containing enforcement and a) Retain for five (5) years, then -
compliance information from the programs in Waste destroy.
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 b) Screened annually, destroying
electronic and hardcopy correspondence within Waste . material that ceased to have any
Management. : administrative value.
6.
Permit Turnaround
These are computer files containing performance Retain for five (5) years, then
information on the program's issuance of approvals (permits, | destroy.
licenses, etc.) These are arranged by fiscal years.
7.
Exceptions Report
These are computer files that monitor permits that have Retain for three (3) years, then
expired with no renewals received, expired permits with destroy.
renewals received late, and permits that have been statutorily
extended.
8.

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

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




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
RECORDS RETENTION AND DISPOSAL SCHEDULE

(Continuation Sheet)

Schedule No. 2192

Page 3 of 3

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

Agency Division/Unit

Maryland Department of Environment Waste Management/PROP/PRD

Item Description Retention

No.

9. Unit Management Programs A
These files are documents relating to programs dealing with | Screened annually, destroying
rechargeable batteries. material that ceased to have any

administrative value.
10. Legislation Files

Retain for five years, then destroy.

DGS 550-1A (Rev. 1/93) NARSINCERO\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

AGENCY RECORDS INVENTORY

7275 WATERLOO ROAD l Page of e
P.O. BOX 275 - JESSUP, MARYLAND 20794
1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

Maryland Department of Environment

Waste Management Administration (WAS)

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/ %éTEST YEAR
q) (92Y al 2¢O}

W m6l TO ) 260!

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)

Microfilm
@ Computer Tape
Bound Book Floppy Disk

Audio Tape

( Video Tape )

-|"8. RECORD SERIES SEQUENCE

Alphabetical lo, coun #v)_

Numerical

9. VOLUME

ile Drawer(s)
Microhilit Reel(s)

Computer Tape(s)
Other (Specify)

2

Number

Chronological

Geographical

10. ANNUAL ACCUMULATION

File Drawer(s)
Microfilm Reel(s)

/
Other (Specify) Other (Specify) / </ g?}?; ?‘(ngel?f‘;;(”
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
Daily @ Monthly - Month(s) Year(s)
Number

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

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

Znd Fleo” Yes No
15. ACCESS RESTRICTIONS If yes, cite law(s) & regs 16. AUDIT REQUIREMENTS
Yes ﬁo @ State Federal Independent
~—~
17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and | RECOMMENDED RETENTION
i /h
describe an}i sc;ﬂ:‘v:i :Vrg\;/artl:)k Iy, q)1 re dom B, S yems
xoeps okt 0n cohos No
on Elp lé) )e"ﬁlln 'é’ 70 g?{VS
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE
/ROSCoe S;n(\")’o , PHE 410~ 6351-3907 = zQ/ZoO/

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 Z- 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
Newsprint Recycled Content

5. EARLIEST YEAR /LATEST YEAR

94l 1o 2ool

b)  Publisher/Printer tonnage reporting forms.

forms.

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

¢)  Newsprint Summary Report of the publisher/printer tonnage reporting forms, and computer files containing data taken from completed publisher/printer tonnage report

7. RECORD SERIES FORMAT(S)

Microfilm
Legal Size Computer Tape
Bound Book . Floppy Disk
Audio Tape Video Tape

8. RECORD SERIES SEQUENCE

Alphabetical

Numerical

Chronological

Geographical

9. VOLUME

Microfilm Reel(s)
/ Computer Tape(s)

Other (Specify)
Number

10. ANNUAL ACCUMULATION

File Drawer(s)
Microfi s)

Number

. o
Other (Specify) e Other (Specify) < o g:’}:‘;f‘(‘é‘:észze)(s)
¢ 2 _
s fored on nehwol ha-dd7E Nurmber
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
Daily Weekly Month(s) Year(s)

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

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

//zOS cgl Dmcfbo PHE

G- wB3-3Y/7

Zud Fleo” Yes) [T backs o -ﬁké No

15. ACCESS RESTRICTIONS If yes, cite law(s) & regs 16. AUDIT REQUIREMENTS
Yes (ﬂ%ﬁ G:D State Federal Independent

17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and | RECOMMENDED RETENTION
describe any software/hardware) q) redarn S ula3

Yes @ b)Y redarn 2

¢ ) *24r, 40 c_,,@‘"*g

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

3o oot

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




INSTRUCTIONS ~TYPE OR PRINT A SEPARATE FORM FOR
EACHNEW 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.0. BOX 275 - JESSUP, MARYLAND 20794

2. DIVISION
Waste Management Administration (WAS)

AGENCY RECORDS INVENTORY

Page 3 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
ALL StAR--ALL State Agencies Recycle

5. EARLIEST YEAR / LATEST YEAR

b)  Summary of the tonnage report surveys.

a) Files containing completed state agency tonnage reporting surveys, memos, and technical assessments.

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

7. RECORD SERIES FORMAT(S)

Microfilm
Legal Size Computer Tape
Bound Book Floppy Disk
Audio Tape Video Tape

Other (Specify)

8. RECORD SERIES SEQUENCE

(_Alphabetical p)
Vo

$ W
[t 4
Numerical
Chronological
Geographical

Other (Specify)

9. VOLUME
< éile Drawer(s)
Microfilm Reel(s)
Co Computer Tape(s)
Other (Specify)
Number

10. ANNUAL ACCUMULATION

File Drawer(s)
Micro;lim ;ee;;s)

I Computer Tape(s)
< Other (Specify)

Number

11. FILE IS USED

Monthly

Daily Weekly

12. FILE BECOMES INACTIVE AFTER

—

Month(s)

Number

Year(s)

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

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

Cho)

Tescce Sincero, PHE

Gro - 6 31-3977

Yes
N’
15. ACCESS RESTRICTIONS If yes, cite law(s) & regs 16. AUDIT REQUIREMENTS
Yes @ ( —None State Federal Independent
i ——
17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and | RECOMMENDED RETENTION
describe any software/hardware) : at rdain 39(@2
Yes ( @o ) S

b) rtan b 10 v

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

3/26#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)

Maryland Department of Environment

DEPARTMENT OF GENERAL
SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.0. BOX 275 - JESSUP, MARYLAND 20794

Waste Management Administration (WAS)

AGENCY RECORDS INVENTORY

Page l{ of ?

1. DEPARTMENT/AGENCY 2. DIVISION 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

/297 10 2oot

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.

Number

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
@ Microfilm Alphabetical
Microfilm Reel(s)
3 /L[ Computer Tape(s)
Legal Size Computer Tape Numerical Other (Specify)
Number
Bound Book Floppy Disk Chronologica
10. ANNUAL ACCUMULATION
Audio Tape Video Tape Geographical File Drawer(s
Microfilm Reel(s)
. . ~ 3 /¢ Computer Tape(s)
Other (Specify) Other (Specify) : / / Other (Specify)
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
Daily Monthly .—_ Month(s) Year(s)

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

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

(EOSCQP Stuce o , FPHE

4/70—-(03(‘3(‘/”

Znd -Qét»" @Qyﬂﬂéf YN Lpclced op “'3 iT No
15. ACCESS RESTRICTIONS If yes, cite law(s) & regs 16. AUDIT REQUIREMENTS
Yes m m State Federal Independent
17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and | RECOMMENDED RETENTION
describe any software/hardware) q\ redam  SyeaS
Yes b] Screened Qn ﬂlﬁ?//‘?
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

3/o7 /200!

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

w

DEPARTMENT OF GENERAL AGENCY RECORDS INVENTORY

SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.0. BOX 275-JESSUP, MARYLAND 20794

Pageg of %

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
Permit Turnaround

5. EARLIEST YEAR / LATEST YEAR
(19y 10 2oo!

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

8. RECORD SERIES SEQUENCE 9. VOLUME

Alphabetical File Drawer(s)
Microfilm Reel(s)
Computer Tape(s)
Numerical L/ @ mfg?b‘oh&

Number

Chronological
10. ANNUAL ACCUMULATION
Geographical File Drawer(s)

Microfilm Reel(s)

Other (Specify) Other (Specify) ~ 7 Ci’";‘r"(’;%g%%’(s) 3
_Cb 516/"--(' ot nefwok haed ki Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
-
Daily Weekly Month(s) Year(s)
Number

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

Znd_for

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

@wmpd/ Gbs bocied op &, 1T

No

15. ACCESS RESTRICTIONS If yes, cite law(s) & regs 16. AUDIT REQUIREMENTS

Yes @ @ State Federal Independent
17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and { RECOMMENDED RETENTION
describe any software/hardware) redain ,@ ~ §b<fs

Yes @
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE
. o
Qoscoe Sncoro  PHE WO 03 (-39 3 fe>fe0

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.0. BOX 275 - JESSUP, MARYLAND 20794

2. DIVISION
Waste Management Administration (WAS)

AGENCY RECORDS INVENTORY

Page CQ Oof %

e

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
/ofeoco 10 3 ol

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 Corrlxputer Tape
Bound Book Floppy Disk
Audio Tape Video Tape

Othier (Specify)

8. RECORD SERIES SEQUENCE

Alphabetical
Numerical
g
Chronological
Geographical

Other (Specify)

9. VOLUME
File Drawer(s)
Microfilm Reel(s)
Computer Tape(s)
Other (Specify)
Number

10. ANNUAL ACCUMULATION

File Drawer(s)

Microfilm Reel(s)
— Computer Tape(s)

Other (Specify)

Lils on Petwork hawfclrrve Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
g
Daily Weekly Month(s) Year(s)
Number

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

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

@ GDMM/#,;S bocka! op n )T

/0 ~@3/-3917

Znad  Fleor No
15. ACCESS RESTRICTIONS If yes, cite law(s) & regs 16. AUDIT REQUIREMENTS
Yes ((@ QNor{e ) State Federal Independent
17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and | RECOMMENDED RETENTION
describe any software/hardware) o2 L arn _Qr 330’,3
Yes ( No )
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

3/27/700/

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




INSTRUCTIONS ~TYPE OR PRINT A SEPARATE FORM FOR DEPARTMENT OF GENERAL AGENCY RECORDS INVENTORY
EACH NEW OR REVISED RECORD SERIES. FORWARD WITH SERVICES
RE -

CORDS RETENTION SCHEDULE (DGS 550-1) RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD pagec] Of @
P.O. BOX 275 - JESSUP, MARYLAND 20794
1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT
Maryland Department of Environment Waste Management Administration (WAS) 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 S. EARLIEST YEAR/LATEST YEAR

Solid Waste Management Plans P el zool

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) 8. RECORD SERIES SEQUENCE 9. VOLUME
Letter Size Microfilm (_ Alphabetical >“’b oI @
Microfilm Reel(s)
g Computer Tape(s)
Legal Size Computer Tape : Numerical Other (Specify)
Number
( Eound Book ) Floppy Disk Chronological
10. ANNUAL ACCUMULATION
Audio Tape Video Tape Geographical e Drawern
j Microfilm Reel(s)
. . Computer Tape(s)
Other (Specify) Other (Specify) /‘0 Other (Specify)
Number
11. FILE IS USED ) 12. FILE BECOMES INACTIVE AFTER
—
Daily Weekly w Month(s) Year(s)
. Number
13. CURRENT LOCATION(S) (Bldg., Floor, Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes, specify agency or office)
znd €700 ﬁ‘e's) WMA recensS Phns os url! No
15. ACCESS RESTRICTIONS If yes, cite law(s) & regs 16. AUDIT REQUIREMENTS
Yes m /;;e State Federal Independent
~—_
17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and | RECOMMENDED RETENTION
describe any software/hardware) _ Sereeprd anmslly , cbstor material Clod carscd /o has®
v 11020 stoa rre LA
es
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE
“RoScee §nc&o FHE &JH—631-39(7? 3/5 7%""’/

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

AGENCY RECORDS INVENTORY

RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.0. BOX 275 - JESSUP, MARYLAND 20794

2. DIVISION
Waste Management Administration (WAS)

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
Unit Management Programs

5. EARLIEST YEAR / LATEST YEAR

iz 10 (99F

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)

Microfilm
Legal Size Computer Tape
Bound Book Floppy Disk
Audio Tape Video Tape

8. RECORD SERIES SEQUENCE

Alphabetical

Numerical

9. VOLUME

icrofilm Reel(s)

Computer Tape(s)
Other (Specify)

4/4

Number

Geographical

10. ANNUAL ACCUMULATION

* File Drawer(s)
Microfilm Reel(s)

. . o~ Computer Tape(s)
Other (Specify) Other (Specify) Other (Specify)
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
Daily Weekly Monthly @ - Month(s) Year(s)
Number

13. CURRENT LOCATION(S) (Bldg., Floor, Room)
20 Fro0”

Yes

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

Gio)

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

@

Yes

16. AUDIT REQUIREMENTS

(hone

State

Federal Independent

17. 1S AN INDEX SYSTEM USED? (If yes, explain briefly and

describe any software/hardware)

Yes

RECOMMENDED RETENTION
Sewernd Qnmpally ; O

Gdrmmstietie - val®

o0y mafero

[ 7hH copod b Aeré and)

19. NAME AND TITLE OF PREPARER

5)14(‘@0 p/ff

((ZoScoa

20. TELEPHONE NUMBER

pD ~@3 ~39Y/7

21. DATE

3/27/”0/'

DGS 550-4 (Revised 1/93) -- MDE
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U gasessan ' DEPARTMENT OF GEMERAL SERYICES soteouLe Scted, ¢
: xev. &/70 . R ecords Manegonoat Division " 1468
” ’ »
) PAGE .
RECORDS RETENTION AND DISPOSAL SCHEDULE N Lotz
MDE  Environment Hazardous & Solid Waste Admiuistratio-
ltem
No. ’ Ducrip?iop . Retention
1. | Geral Pecyeling. Infametian Sresred amnally destroying
This files series ircludes a variety of becerard data, sudies} material which ceased to have
articles ard saples pertaining to the recycling field. Both ay scministative valee.
" in Stete ad Oxt-of-State infamation is filed here.
2. .| Corty Recxcling Progranms : Fetain far ten (10) years.- _
T ELsccrmmootrespcrdermreportsnermcmre:yC]m Transfer to State Reaards Carter
plans far the coutties' recycling program. Files are arranged | far ten (10) vears, then destrov
alphabetically by conty. o :

3. Srep Tire Recyeling Program
Itusfﬂeseneshastfmeea:rms@mgmryug
retetion status:

2) Aministrative files: | | Retain for three (3) yesrs.
In these files all arrespaxyers, stdies, requlatian Transier to State Recards for
Gerlagent, ad et infamation is held. two (2) ecditiael yesrs, then
b) Research/Dee] Fil o
5 De=elaarent €s: - - . Gee .
' In these files articles, studies, backgromd data ard Screen amally, destroying
infarmation an various emerging canpanies and techrolagies rraterza] y\mm Ceasaj to fawe
. U TTE Ty aqunistrative valte.
is kept.
€) Licensss/Aoarovals: Retain £ five () years.
Trese files antain fecility gplictias, carespadencs, Transfer to State Feoards far
mercs, tednica] assessents and txvage vecrts. two (2) aditiae] yvears, then
destacy.

4, | Neoxzl Wocd Hese Recxling Facilities )
This files series hes three aomaeEtts reouiring varying
reention status:

a) Aministrative Files: Retain far thres (3) years.
In these files all caxesoadars, stdies, regulation Transfer to State Reoards far
deeiguett, ad bt infametian is held. 1w (2) additiael yesrs, ten
b) Research/Deelqment Files: . ‘
In these files articles, suxdies, tecarard data ard Scraana]]y,destxcyj;g» :
infametion an varioss emerging comeanies ard tecrologies meterizal which cessed to tEle
is kegt. . any aministrative valwe. 1}
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\ DEPARTMENT OF GENERAL SERYICES

SCHeEDULE

Pexards include time sheets, comuter data, leswe cards,

destroy.

$30-1
REv. ¢/7 Records Manegomeat Division ~o. 1468
“ _ _ ‘pact
RECORDS RETEZNTION AND DISPOSAL SCHEDULE "o 2
{Continued) |
ltem L. ) .
No. Dascription Retention
C) Licenses/Axrovals: - | Fetain for five (5) years.
Trese files antain facility aplicatias, cxresoariers, Transfer to State Reoxads faor
m,mwass&mtsardtmbgermt‘s two (2) additiaal years, then
5. | Newgwint Recyeled Qontent -
&) Administrative Files: Retain for three (3) yeers.
In these files all carespadee, Newswint Recycling Board | Transfer to State Reoords far
mesting data, studies, requlation develcpm ad bhudet o (2) additiaal years, then
" infametio is held. Gestroy.
b) Pblisher Reparting: . .
These files axttain R.bh.he./Prmter tcn'b@ reoarting Fetain for thres -(3) years.
fams, correspadence, meEws, ad tedmical assessments. Transfer to Stete Records far
wo (2) additiasl years, then
6. ALL STAR — All State Ageries Reocle CestroTy.
These files aatain State acercy tarTege reparting sarveys, ,
. ] C e, - - Retain far three (3) years.
B ’ r & &l : trarsfer to State Reoards far
7. Divisicn E 1 R 3 two (2) addltlcna]years,tj'mb

Retain far three (3) years efcer
afesr £i0e becames inective,
then destroy.
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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)

1. DEPARTMENT/AGENCY
Maryland Department of Environment

DEPARTMENT OF GENERAL
SERVICES

AGENCY RECORDS INVENTORY

RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.0. BOX 275-JESSUP, MARYLAND 20794

2. DIVISION
Waste Management Administration (WAS)

7 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
Legislation Files

5. EARLIEST YEAR /LATEST YEAR
/QS" TO 200V

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.

Legal Size Computer Tape
Bound Book Floppy Disk
Audio Tape Video Tape

Other (Specify)

8. RECORD SERIES SEQUENCE

Alphabetical

Numerical

9. VOLUME
File Drawer(s)
g Microfilm Reel(s)
Computer Tape(s)
Other (Specify) ook s)re S
Number

Chronological

Geographical

Other (Specify)

10. ANNUAL ACCUMULATION

4

Number

File Drawer(s)

Microfilm Reel(s)
Computer Tape(s)

Other (Specify) {opund

11. FILE IS USED

weekly

Daily

12. FILE BECOMES INACTIVE AFTER

Month(s)
Number

Year(s)

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

Znol £/oo07

Yes

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

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

o )

~—

16. AUDIT REQUIREMENTS
None State
\_/

Yes Federal Independent
17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and | RECOMMENDED RETENTION
describe any software/hardware) a) redam 1’; -~ S‘.{)ea A _’,4,,‘,' s d-ie 5
Yes
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

( eS¢l gn[ﬂ'o 24 E'

0 —C31-5Y0)

/0/23 /200 /
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