
DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL
SCHEDULE

Agencv Division
Department of Natural Capital Grants & Loans
Resources Administration
Item
No.
1.

Description
ACCOUNTING RECORDS
A. Special Accounting Records

Reports of audits conducted by the
Legislative or DNR Auditors

B. Budget and Fiscal Planning Records
Budget Estimates
Budget Amendments
Materials & Supplies Physical

Inventory
Request for Position Action

C. Private Gift Funds and Private Checking
Account

D. Miscellaneous Accounting and
Purchasing Records for Other Than
Computer Equipment

Cancelled Checks, Check Copies and
Check Stubs

Delivery Orders and Receipts
Fuel Charges and Mileage Reports
Paid Bills and Invoices
Periodic Financial Reports

Close Out Time Sheets
Spending Forecast
Agency Budget Report
Expenditure Detail
Encumbrance/Pre-Encumbrance
Revenue Detail Report
Revenue Status Report

Receipt Copies and Stubs
Corporate Card Bills, logs, and

backup documentation
Renewable Licenses, Memberships &

Subscriptions
Schedule Approved by Department,
Agency, or Division Representative

Date u Signature Title

Schedule No.
2390

Page 1 of 4

Unit
Maryland Environmental
Trust

Retention

Retain for ten (10) years and
until all audit requirements have
been fulfilled, then destroy.

Retain for three (3) years and
until all audit requirements have
been fulfilled, then destroy.
(Determine date of last
Legislative Audit from Office of
DNR Audit & Management
Review.)

Retain permanently for eventual
transfer to Md. State Archives.

Retain for three (3) years and
until all audit requirements have
been fulfilled, then destroy.

Schedule Authorized by
Hall of Records Commission

' Date State Archivist '

M:\ DSmith\Records MngmntVRecords Retention and Disposal Form.doc\2/13/2006



DGS 550-1
DEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION
RECORDS RETENTION AND DISPOSAL

SCHEDULE

Schedule No. 2390

Page 2 of 4

Agency Division Unit
Department of Natural Capital Grants & Loans Maryland Environmental
Resources Administration Trust
Item
No.
1.

2.

3.

Description
ACCOUNTING RECORDS (continued)
D. Miscellaneous Accounting and

Purchasing Records for Other Than
Computer Equipment (continued)

Requisitions, Purchase Orders &
Receiving Reports (for other than
computer equip)

Time Sheets

E. Miscellaneous Accounting and
Purchasing Records for Computer
Equipment

CORRESPONDENCE
A. Correspondence

Chronological arrangement of copies of
outgoing letters, memorandums and other
correspondence related to the activities
and functions of the Maryland
Environmental Trust.

B. Permanent Correspondence
Directives and other materials relating to
planning and policy that illustrate the
development of the Agency.

NOTE: Periodically remind staff after 3
years correspondence will be
destroyed, and to be sure to put all
correspondence that requires
permanent retention in the
easement file folder.

PERSONNEL FILES
A. Personnel Files for Active Employees

This includes all employment
related information and
documents maintained on MET
employees.

Retention

Retain for three (3) years and
until all audit requirements have
been fulfilled, then destroy.

Retain until equipment is no
longer in service, then destroy.

Retain for three (3) years and
until all audit requirements have
been fulfilled, then destroy.

Retain permanently for eventual
transfer to Maryland State
Archives.

Retain for duration of their
employment with MET, then
transfer to Personnel Files for
Inactive Employees.

DGS 550-1A
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DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL
SCHEDULE

Agency Division
Department of Natural Capital Grants & Loans
Resources Administration
Item
No.
3.

Description
PERSONNEL FILES (continued)
B. Personnel Files for Inactive Employees

This includes all employment
related information and
documents maintained on MET
employees.

C. Vacancy Fill Request Files
This includes all information and
documentation (except resumes
and applications) used in filling of
vacant positions in accordance
with State of Maryland rules and
regulations.

Resumes and applications used in
filling of vacant positions

D. Grievance Files
This includes information
pertaining to 1st, 2nd, and 3rd step
grievances filed by MET
employees.

E. Employee Assistance Program Files
This contains forms and
correspondence concerning the
referrals made by supervisory
personnel for employees accepting
or rejecting these referrals to the
EAP.

F. Personnel ID Number (PIN) and
Department of Personnel Annual Reports

G. Listing of Position Detail by Unit/
Program/Subprogram/Salary Forecast

H. Worker's Compensation First Report of
Injury Reports

Schedule No. 2390

Page 3 of 4

Unit
Maryland Environmental
Trust

Retention

Retain for five (5) years and until
all audit requirements have been
fulfilled, then destroy.

Retain for three (3) years after
termination of employment, then
destroy.

Retain for five (5) years and until
all audit requirements have been
fulfilled, then destroy.
Retain for five (5) years and until
all audit requirements have been
fulfilled, then destroy.

Retain for five (5) years and until
all audit requirements have been
fulfilled, then destroy.

Retain for five (5) years and until
all audit requirements have been
fulfilled, then destroy.

ii ii n

H II II

DGS 550-1B
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DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL
SCHEDULE

Schedule No. 2390

Page 4 of 4

Agency Division Unit
Department of Natural Capital Grants & Loans Maryland Environmental
Resources Administration Trust
Item
No.
4.

5.

6.

Description
GRANT DOCUMENTATION

A. Coastal Zone Management Program

B. Keep Maryland Beautiful Program

C. Rural Historic Village Protection Program

STATE DEEDS AND EASEMENTS
A. Conservation Easement File

B. Original Signed Deed of Conservation
Easement

C. Original Signed Amendment of Deed of
Conservation Easement

BOARD OF TRUSTEES MINUTES AND
MEETING FILE

Retention

Retain for five (5) years and until
all audit requirements have been
fulfilled, then destroy.

Retain for three (3) years and
until all audit requirements have
been fulfilled, then destroy.

Retain permanently.

*
Retain permanently

*
Retain permanently.

*
Retain permanently.

Retain permanently. *

Retain permanently for eventual transfer to the State Archives.

DGS 550-1C
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IH!S.l!iy5tinifl —1TPE Oil PR1MI A SEPARATE FORM FOR EACH NEW
nEviKif RECOUC SEmss. Fonmno WITH RECOROS RETENTION

SCHEDULE [oas 550.11

1. OEPARTMENTfAOENCr-

Department of Natural Resources

DEPARTMENT OF GENERAL SERVICES
RECOROS MANAGEMENT DIVISION -

nti WATERLOO ROAD
P.O. BOX 27J • JESSUP. UARYIANO 2079*

l DIVISION Capital Grants &

Loans Administration

AGENCY RECORDS INVENTORY

Pane 1 Of 2 2

J. UNIT |

Maryland Environmental Trust

DEFINITION • Ricoidi s > i | » . A group of r.liltd rocord. normilly tlltd iitd und 111 unit for r«!V«nei 11 will •« t . l .nBon ind dltpoBIBo» p u r p o r t . |

4. RECORD SERIES TITLE

1 . ACCOUNTING RECORDS

- -

S. EARLIE3T YEAR / LATETEST YEAR 1

1993 TQ 2004

(. RECORD SERIES DEtCRIPTION ( BM«ll)r dticifc* iht lyp«i of InformBllon/documinu/lofmi found in th« Btrlu. Includ* lha purpoit or function ol Ihe 9«ries)

A. Special Accounting Records
Reports of audits conducted by the Legislative or DNR Auditors.

7. ReCORO SERieS FORMAT(S)

tX Idler Siic a Microfilm

# Legal Size Q Computer Tape

• Bound Bock D Floppy Disk

a Audio Tope O Video Tape

O Oilier (Speoly)

B. RECORD SERIES SEQUENCE

S Alphabetical

o Numorlcal

a Chronological

• Geographical

a Olhar (Specify)

). VOLUME
ex File 0r8W8i(3)
a Microfilm Reel (s)
a ComDuler TBDB IS)
a Oiher (SDBCIIY)

10% Of 1 ~"
Number

10. ANNUAL ACCUMULATION
CX. Fllfl Qigwer (si
a Mlcralilm Reel (3)
a Computer Tape(o|

Numbtr

I I . FILE IS USED

o Daily o Weekly Monthly

12. FILE BECOMES INACTIVE AFTER

10
Numbsr

a Monlh(s) c? Yearls)

13. CURRENT LOCATIONS) (Bids.. Floor. Room)

100 Community Place
Rm. 1.571, Crownsville MD

14. Ifl RECORD SERIES OUPUCATEO ELSEWHERE7 (If y « . specify sgency or office)

a YOJ D N R a No

IS. ACCESS RESTRICTIONS (If yes. cite law(s) i reaulallon(s)

Q Yes - H No

18. AUDIT REQUIREMENTS

a None tf Slate a Federal a Independent

17. IS Ad INOEX SYSTEM USED7 (If yes. explain briefly and

my hardware/software)

o Yes OS. No

13. RECOMMENDED RETENTION

Retain for ten (10) years and until all
audit requirements have been fulfilled,
then destroy.

19. NAME ANO TITLE OF PREPARER

Dorothy A. Smith, Office Secretary III
20. TELEPHONE NUMBER

(410) 514-7914
21. DATE

September 20, 200'

KS 5S0-' irtntied 1/33)

DGS 550-1D



IH5.lBystl.QHJ •• l T p E on PRINI A SEPARATE FORM FOR EACH NEW
riEviJEII RECOITO semes, FORWARD WITH RECORDS RETENTION

SCIIEUULE (OQS 550-1|

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

W S WATERLOO ROAD
P.O. BOX 273 • JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

Page, 01 2 2

1. OEPARTMEM(AGENCY-

Department of Natural Resources

2. DIVISION Capital Grants &
Loans Administration

3. UNIT

Maryland Environmental Trust

DEFINITION • Rvcorda Sails) - A group of rslilid racord* normally fllid titd uiid l i I unit for r«(«T*nc« «* wall at retention ind disposition purpstit.

«. RECORD SERIES TITLE

1. ACCOUNTING RECORDS
S. EARLIEST YEAR / LATETEST YEAR

2000 TO 2004

i. RECORD SCRIEI DESCRIPTION ( BMofty dticiib* Iht typai of Informailon/documinn/loimi round in Ihi Sir ln . Include Ihe purpost or function oi (he Series)

B. Budget and Fiscal Planning Records :

Budget Estimates (anticipated expenditures for a future year)
Budget Amendments (requests to appropriate additional funds

beyond what was budgetted)
Materials & Supplies Physical Inventory (inventory of all

materials and supplies on hand at the end of any given fiscal
year)

Request for Position Action (vacancy fill, termination, reclass,
promotion, position study)

7. Re CORD BERieB FORMAT(S)

# Letter SiM O Microfilm

QC Legal Size • Campuler Tepe

• Bound Book a Floppy Disk

a Audio Tape D Video Tape

O Oilier (Specify)

B. RECORD SERIES SEQUENCE

fiC Alphabetical

• Numerical

a Chronological

a Geographical

O Other (SpeciTy)

I . VOLUME
)P File Orawoi(s)
• Microfilm Reel (s)
• Computer TBDB (3)

a Other (Specify)

Number

10. ANNUAL ACCUMULATION
XD Flls Diswer (si

a Mlctolilm Reel (3)
O Computer Tepe(s)

Numbtr

t l . FILEIBU8ED

o Daily

U. FILE BECOMES INACTIVE AFTER

a Weekly Monthly D Monlh(s) (fc Yearls)

Number

11 CURRENT LDCATION(S) (Bids.. Floor, Room)

100. Community Place
Rm. 1.571 Crownsville MD

U. 18 RECORD 8ERIES DUPLICATED ELSEWHERE7 (If yes. specify agency or office)

K Y9S T)MR D No •

16. ACCESS RESTRICTIONS (If yes. cila law(s) 4 leoulatlon(j)

D Yes » No

18. AUDIT REQUIREMENTS

a None R Stale • Federal a Independent

17. IS AN INDEX SYSTEM USED1 (If yes. explain briefly and

describe any herdware'sodwaie)

o Yes. B No

18. RECOMMENDED RETENTION

Retain for three (3) years and until all
audit requirements have been fulfilled, then
destroy.

19. NAME ANO TITLE OF PREPARER

Dorothy A. Smith, Office Secretary III
20. TELEPHONE NUMBER

(410) 514-7914
21. DATE

September 20, 200^

K J50-4 |nev<<»<i 1/93)

DGS 550-1E
i



WS.lBUStlfllfi •• upt on pniN! A SEPARATE FORM FOR EACH NEW
nEVISKU RECOMS SEINES. FORWARD WITH RECORDS RETENTION
SC1IEOUIE (OQSSSO.I)

1. OEPARTMENTIAOENCY-

Department of Natural Resources

DEPARTMENT OP GENERAL SERVICES
RECORDS MANAGEMENT DIVISION -

nn WATERLOO ROAD

P.O. BOX 273 • JESSUP. UARYIANO 20794

i DIVISION Capital Grants &
Loans Administration

AGENCY RECORDS INVENTORY

Paae 3 or 7?

3. UNIT |
Maryland Environmental Trust

DEFINITION • Hncoidi Sarlm • A group of raliltd rocordt nmmilly fllid ind und •• t unit fat rafinnc* i t wall • • nlintlon ind dliponlHon

4. RECORD SERIES TITLE

1. ACCOUNTING RECORDS

3. EARLIEST YEAR / LATETEST YEAR

1998 T0 2004

J. RECORD SSRIE8 DESCRIPTION ( Briefly d«icito« Iht lypoi of Informallon/documinia/lafmi found In Ihf 8*( l i i . Include lh» purposi or function of the Series)

C. Private Gift Fund Bank Accounts (bank statements and correspondence
Deutsche Bank Alex. Brown
Rural Legacy Stewardship

T. Rowe Price
State Employees Credit Union

MET / T. Rowe Price
MET / State Employees Credit Union
Janice Hollmann Administrative Grant Fund

7. RECORD SERIES FORMAT(S)

PxLcller Sire 0 Microfilm

CKLegal Sue • Computer Tape

• Bound Book o Roppy Disk

a Audio Tope o Video Tape

O Olltw (Specify)

0. RECORD SERIES SEQUENCE

cX Alphabetical

o Numtrlcal

a Chronological

a Geographical

a Olhar (Specify)

1. VOLUME
XJ File Orawsils)
a Microfilm Reel (9)
a Comouler TBDB (S)

a Older IScealy)
of 1

Number

10. ANNUAL ACCUMULATION
jp FIIS Diawer (s)

a Mlcrolilm Reel (3)
• Computer Tspe(3)

a Other (Specify)

10% Of 1
Number

I I . FILE IB U8ED

O Daily Weekly a Monthly

12. FILE BECOMES INACTIVE AFTER

N/A
Number

Monlh(s) Yea/Is)

13. CURRENT LOCATIONS) (Bldfl.. Floor, Room)

100 Community Place
Rm. 1.571 Crownsville MD

U. IS RECORD SERIES DUPLICATED EL3EWHERE7 (If res. specify agency or office)

a Yet » No

15. ACCESS RESTRICTIONS (If yes. cila law(s) t legulatlon(j)

D Y»s g j No

18. AUDIT REQUIREMENTS

• None XI Slala a Federal • Independent

V . IS AH INDEX SYSTEM USED7 [V yes, explain briefly and

deicribe any hardware/software)

0 res No

1 1 RECOMMENDED RETENTION

Retain permanently. For eventual transfer
to Md. State Archives

19. NAME AHO TITLE OF PREPARER

Dorothy A. Smith, Office Secretary III
20. TELEPHONE NUMBER

(410) 514-7914
21. DATE

September 20, 2004

DGS 550-1F



I M U U E I l f l i a " IT PE OH PR1NI A SEPARATE FORM POR EACH NEW
ItEVISEO UECOnO SEIUtS. FORWARD WTH RECOROS RETENTION
SCHEDULE (0OS 550-1)

1. MPARTMEHT/AOENCY-

Department of Natural Resources

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

nn WATERLOO ROAD
P.O. BOX 275 • JE5SUP. UARTIANO 20794

l DIVISION Capital Grants &
Loans Administration

AGENCY RECORDS INVENTORY

Paqu 4 Of 2 2

3. UNIT |
Maryland Environmental Trust

DEFINITION - Rgcsrdi Strlti - A group or ralilid racordt normally Mid md und t l I unit far r«(«r«nc« i t wall «a r.lanHon and tfli position puipottt.

l 4. RECORD SERIES TITLE

I

i 1 . ACCOUNTING RECORDS

i. EARLIEST YEAR / LATETEST YEAR

2000 TO 2004

S. RECORD QCRIEB DESCRIPTION ( Bristly dasctib* Iht typai of Informallortfdoeuminli/I'ormi found In Iht Str l i t . Include Ihe purcot i or lunction or (he Sailea)

-D. Miscellaneous Accounting and Purchasing Records for Other Than Computer Equipment
• Cancelled Checks, Check Copies and Check Stubs • Receipt Copies and Stubs

Delivery Orders and Receipts
Fuel Charges and Mileage Reports
Paid Bills and Invoices
Periodic Financial Reports

Close Out Time Sheets
Spending Forecast
Agency Budge Report
Expenditure Detail
Encumbrance/Pre-Encumbrance
Revenue Detail Report
Revenue Status Report

Corporate Card Bills, logs, and backup documentation
Renewable Licenses, Memberships

& Subscriptions
Requisitions, Purchase Orders

& Receiving Reports (for other
than computer equipment)

Time Sheets

7. RECORD SERIES FORMAT(S)

CKletter Site 0 Microfilm

oX legal Size a Computer Tarje

• Bound Book a Floppy Disk

a Audio Tape

O Oilier (Specilj) .

D Video Tape

B. RECORD SERIES SEQUENCE

R Alphabetical

o Numerical

a Chronological

o Geographical

a Olhar (Specify)

1. VOLUME
gt File Oraweru)
a Microfilm Reel (9)
a Computer Tgoe (3)
a Other (Snooty)

Number

10. ANNUAL ACCUMULATION
H Plls Diswer (si
a Mlcrolilm Reel (3)
• Computer Tepe(3)

a Other (St)eci/y)
1

Numbsr

I I . FILE IB USeo

a Daily a Weekly a Monthly

12. FILE BECOMEB INACTIVE AFTER

3
Numbsr

Monlh(s) Yearls)

13. CURREHT LOCATION(S) (Bldo.. Floor. Room)

100 Community Place
Rm. 1.571 Crownsville MD

14. IS RECORD SERIES DUPLICATED ELSEWHERE7 (If yes. soecify agency or olhcel

8 Y M D N R a No

15. ACCESS RESTRICTIONS (If yes. de law(s)'f legulallon(j)

D Yea » No

18. AUDIT REQUIREMENTS

0 Nona JO Slala O Federal a Independent

i 17. IS Ad INDEX SYSTEM USED7 (If yes. explain briefly and

I describe any hardWare/soliware)

o Yes. No

18. RECOMMENDED RETENTION

Retain for three (3) years and until all audit
requirements have been fulfilled, then destroy,

19. NAME AHO TITLE OF PREPARER

Dorothy A. Smith, Office Secretary III
20. TELEPHONE NUMBER

(410) 514-7914
21. DATE September 20 , 200^

^ 35(1-1 (DfvtiKi I/JJ1

DGS 550-1G



lHJ5.lByjfll.qMX •• t y p E on PRINI A SEPARATE FORM FOR EACH NEW
REVISED REcano semes. FORWARD WITH RECORDS RETENTION
SCIItOULE (OOS 550-1)

D E P A R T M E N T OF GENERAL S E R V I C E S

RECORDS MANAGEMENT DIVISION -

7m WATERLOO ROAD

P.O. BOX 27J • JE£SUP. UARYLANO 20794

AGENCY RECORDS INVENTORY

Of 22

1. OEPARTMENTIAOENCY-

Department of Natural Resources
2. DIVISION Capital Grants &

Loans Administration
3. UNIT

Maryland Environmental Trust

DEFINITION • Racordi Seilm . A group of raliltd rocordi n«rm»lly fllid ind und l i I unit for r»(«»ne« • • wall t i Mantfon ind dlipoalHon purpotat.

4. RECORD SERIES TITLE

1 . ACCOUNTING RECORDS
5. EAHUE3T YEAR / UTETEST YEAR

1998ro 2004

1 RECORD SERIES DESCRIPTION { Bilatly dtaciib* Iht lypai of Informnilon/doeumanu/loimi found in Iht Bsrlu. Include the ourpost or function oi the 9erlea)

E. Miscellaneous Accounting and Purchasing Records for Computer Equipment
Requissitions, Purchase Orders and Receiving Reports for Computer
Equipment

J. RECORD SERIES FORMAT(S)

CK LeUet SiK 0 Microfilm

| 0 Legal Size 0 Computer Tape

• Bound Book a Floppy Disk

a Audio Tope • Video Tape

0 Oilier (Soecily)

.

11. FILE 18 USED

o Daily qx WeeVly n Monthly

13. CURRENT LOCATION^) (Bldj.. Floor, Room)

100 Community Place
Rm. 1.566, Crownsvil le MD

IB. ACCESS RESTRICTIONS (If yes. cila law(s) 4 leeulatlon(s)

D Yes «• No

17. IS AD INDEX SYSTEM USED? (If yes, explain briefly and

describe any hgrdware/sollware)

o Yes flc No

19. NAME ANO TITLE OF PREPARER '

Dorothy A. Smith, Office Secretary I I I

B. RECORD SERIES SEQUENCE

8 Alphabetical

o Numerical

a Chronological

n.

14.

18.

19.

20.

o Geographical

a Dinar (Specily)

FILE BECOMES INACTIVE AFTER.

Number

IS RECORD SERIES OUPUCATED

cx YBD D N R

AUDIT REQUIREMENTS

a None d< Stall

1. VOLUME

10% o f
Number

10. ANNUAL

10% o f
Numbif

>p File Orsworm

D Microfilm Reel (9)

• Computer Tgoe (s)

a Other |SDBCIIY)

1

ACCUMULATION

^ a File Di»wer (s)

a Mlcrolitm Reel (a)

O Compulfli Tepe(3)

O Other (SDecifv)

1

.EQUIPMENT IS NO LONGER IN
S E n R V i & > a YH,|s, I

EUEWHER E7 (If yes. specify agency oi office)

• No

a Federal

RECOMMENDED RETENTION

Retain unt i l equipment is n
then destroy.

TELEPHONE NUMBER

(410) 514-7914
21. DATE

a Independent

o longer in service

September 20, 2004

nS 55(1-4 |rtev««d 1/33)

DGS 550-1H



IHSMBttPJfi •• 1TPE Oil PRIM A SEPARATE FOBM FOR EACH NEW
nEvisEif BEcorto SEIIIES. Fonv»Ano WITH RECORDS RETENTION

8C1IEUUIE (OOS 550-11

DEPARTMENT OP GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

nn WATERLOO ROAD
P.O. BOX 273 • JESSUP. UARYIANO 20794

AGENCY RECORDS INVENTORY

Pane 6 Of 2 2

1. OEPARTMENT/AOENCY-

-Departmentof NaturarResOurces"
DIVISION Capital Grants &
Loans Administration

3. UNIT

~ "MarylandEnVifonihentalTrust

DEFINITION • Rucoidi S»rl»» - A jfeup of ralilid rocord* normally Olid mil uud l i I unit for r«fer»nc« n will • • Mention md dliponlbon puipoatt.

4. RECORD SERIES TITLE

2. CORRESPONDENCE
4. EARLIEST YEAR / LATETEST YEAR

1998T0 2004

». RECORD SERIES DESCRIPTION ( Bllolly d«aeiib« lh« lypat ol Inlormallon/documinU/loimi found In Iht 8«rl«i. Include Iho purpose or funelion ol lh« Saries)

A. Chronological arrangement of copies of outgoing letters/
memorandums and other correspondence related to activities and
functions of the Maryland Environmental Trust.

J. ReCORO SERIES FORMAT(S)

tfCLcller Site o Microfilm

c^legal Size o Compuler T8pe

• Bound Book • Floppy Disk

a Audio Tope • Video Tape

O Oilier (Specily)

B. RECORD SERIES SEQUENCE

• Alphabetical

o Numerical

R Chronological

o Geographical

O OlKsr (SpeoTy)

t. VOLUME
XI File Orawor(s)

a Microfilm Reel (9)
• Computer TBDS (S)

» Olher (Soecily)

Number
Box

10. ANNUAL ACCUMULATION
3b Flls 0i»wer (s)
a Mlcrolilm Reel (s)
O Compuler Tape(s)
a Olher (Sceci/y)

50% of 1
Numbtr

11. FILE 18 USED

O Daily

U. FILE BECOMEB INACTIVE AFTER

a Weekly K Monthly a Monlh(s) J P Year(s)
Number

13. CURRENT LOCATION^) (Bids,. Floor. Room)

100 Community Place
Rm. 1.571, Crownsville MD

U. 18 RECORD 8ERIES OUPUCATED 6LSEWHERE7 (If y«s. soeeily agency or officel

O Y98 » No

IB. ACCESS RESTRICTIONS (II yes. cila law(s) i reoulallon(s)

• Yas ; OC No

18. AUDIT REQUIREMENTS

a None OC SIBIB a Federal a Independent

17. IS AH INDEX SYSTEM USED? (If yes, explain briefly and

describe any harcrWare/sodware)

o Yes. CX No

18. RECOMMENDED RETENTION

Retain for three (3) years and until all
audit requirements have been fulfilled,
then destroy.

19. NAME ANO TITLE OF PREPARER

Dorothy A. Smith, Office Secretary III
20. TELEPHONE NUMBER

(410) 514-7914
21. DATE

September 20, 2004

50-i (r>Fv<t><J I/93)

DGS 550-11



1HS.IFU51I.QHS •• 1 r pE on pntNi A SEPARATE FOAM W R EACH NEW
nEvuEU BEcono SEmts. FORWARO WITH RECORDS RETENTION
SCHEDULE (OQS 550-1)

1. OEPARTMENT/AQENCY-

Department of Natural Resources

D E P A R T M E N T OF G E N E R A L S E R V I C E S
RECORDS MANAGEMENT DIVISION

7273 WATERLOO ROAD
P.O. BOX 273 • JESSUP. UARYIANO 20794

l DIVISION Capital Grants &
Loans Administration

AGENCY RECORDS INVENTORY

Pane 7 Of 2 2

3. UNIT |

Maryland Environmental Trust

DEFINITION - R.»cardi Sorlei - A group of u l i l id raconU nanrully Olid ind mid i t i unit fat r«(«r«nei • • wtll i t ttlanHen tnd (fltpo.lBei. purpsMi.

4. RECORD SERIES TITLE

2. CORRESPONDENCE
i. EARLIEST YEAR / LATETEST YEAR

1998 T0 2004

«. RECORD GERIE8 DESCRIPTION ( Brlally dt«ci*« In* typai of Informmion/documimi/larrrii found in Iht Strl i i . Inclueto lh» puioost of fundion ol lh« 9eiie«)

B. Permanent Correspondence
Directives and other materials relating to planning and policy
that illustrate the development of the Agency.

7. RECORD SERles FORMAT|S)

qc Lcllef Size 0 MIcrofPm

| t ^ legal Size a Computer Tape

• Bound Book a Floppy Disk

a Audio Tope • Video Tape

0 Oilier ISoeciM

11. PILE 18 USED

o Daily a Weekly S Monthly

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

100 Community Place
Rm. 1.566 Crownsville MD

16. ACCESS RESTRICTIONS (If yes. tiU law(s) i legulatlon(j)

• Yes K No

17. IS AH INDEX SYSTEM USED1 (If yes. explain briefly and
describe any haroVare/soliware)

0 Yes ' # No

H. NAME ANO TITLE OF PREPARER

Dorothy A. Smith, Office Secretary I I I

B. RECORD SERIES SEQUENCE

a Alphabetical

• Numsrlcal

H Chronological

• Geographical

a OlhBf (Specify)

1. VOLUME
• File Orawoi(j)
• Microfilm Reel (9)
O ComDuler Tape (3) II
QscOlher fSDeoly) R a o o m o i ] f

800+ „ . _ II
F o l d e r

Number ||

10. ANNUAL ACCUMULATION
• Flla Drawer (s)

. a MIcrolilm Reel 0 )
O Compuler Tspe(3)

x a oiher (SDKifv) E n s p m p n t -
Aoorx 30 F o l d e r

Number ]|

12. FILE BECOMES INACTIVE AFTER

N / A a Monlh(s) a Yearls)

Number

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

a Yes XJ No

18. AUDIT REQUIREMENTS

a Nona d< Slala 0 Federal • IndeDendenl '

18. RECOMMENDED RETENTION

Retain permanently for eventual transfer
to Maryland State Archives.

I
20. TELEPHONE NUMBER

(410) 514-7914
September 20, 2004

DGS
1/93)

550-lJ



m • IWE OH PRIMI A SEPARATE FORM FOR EACH NEW

rtEVISElf RECORD SCHICS. FOfWMRO WITH RECORDS RETENTION

SCKEUUIE (OQS SSO.I1

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

nn WATERLOO ROAD
P.O. BOX : n • JEfiSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

22

1. OEPARTMENT/AOENCY-

Department of Natural Resources
2. DIVISION Capital Grants &

Loans Administration
3. UNIT

Maryland Environmental Trust

DEFINITION • Rtcordi S»cl»» - A group of mliltd rocoid> normally flUd irni uiid l i I unit for r«hr«ne« i t w«ll • • Mention ind dltpo«IHon putpotu.

4. RECORD SERIES TITLE

3. PERSONNEL FILES
i. EARLIEST YEAR I LATETEST YEAR

1967 T0 2004

1 RECORD SERIES DESCRIPTION ( Bristly ditciib* lh« typai of Informtllon/documinli/fofffll found In Ihl BtrlM. Includ* Ihs purpon or lunelion of the 9«rle«)

A. Personnel Files for Active Employees
This includes all employment related information and
documents maintained on MET employees.

r. RECORO BERIEB FORMATISI

V Leller Size • MlcrolPm

S Legal Size • Computer Tape

• Bound Book 0 Floppy Disk

• Audio Tope • Video Tape

O Other (Speeily)

B. RECORD SERIES SEQUENCE

CK Alphabetical

• Numerical

a Chronological

• Geographical

a Othar (Specify)

I . VOLUME
X] File Orewoi(j)
a Microfilm Reel (s|

G ComDuler Teoe Is)
• Other (Soealy)

Number

10. ANNUAL ACCUMULATION
j p File Drawer (si
a Microfilm Reel (3)
a Ccmpuler Tepe(3)
a Other (Specify)

1/10
Numbtf

11. FILEISUSeo

O x Dsily a Weekly a Monthly

. FILE BECOMEB INACTIVB AFTER T E R M I N A T I O N OF E M P L O Y M E N T ,
THEN R E T A I N FOR:.

5 a Monlh(s) * Yeails)
Number

13. CURRENT LOCATION^) (Bid}.. Floor, Room)

100 Community Place
Rm. 1.575 Crownsville MD

14. IS RECORD 8ERIES OUPUCATED ELSEWHERE? (If yes. specify agency of office)

jp YBH DNR (not 100%) • NO

I t . ACCEGS RESTRICTIONS (tf yes. d e law(s) i regulation^)

a Y M CK No

18. AUDIT REQUIREMENTS

a Nona x i Slala a Federal a Independent

17. IS AH INDEX SYSTEM USED7 (If yes. explain briefly and

describe any heioVare'soliware)

O Yes. CK No

18. RECOMMENDED RETENTION

Retain for duration of their employment with
MET, then transfer to Personnel Files for
Inactive Employees.

19. NAME ANO TITLE OF PREPARER

Dorothy A. Smith, Office Secretary III
20. TELEPHONE NUMBER

(410) 514-7914
"' DATE Sep tember 20 , 200<

DGS 550-1K



IKS.lFU5ll.qifl •• ITPE oil PRIMI A SEPARATE FORM FOR EACH NEW

REVISEO wxono seniES. Formno WITH RECORDS RETENTION

SC1IEQUU |0QS 550.1)

1. OEPARTMENT/AOENCY-

Department of Natural Resources

DEPARTMENT OF GENERAL SERVICES
RECOR0S MANAGEMENT DIVISION -

nn WATEHLOO ROAD
P.O. BOX 27J • JE8SUP. UARYLANO 20794

1 DIVISION Capital Grants &
Loans Administration

AGENCY RECORDS INVENTORY

Page 9_ 22

3. UNIT

Maryland Environmental Trust

DEFINITION • R»caid> Sari.. • A araup of feUttd rocordi narrtully HUd mil mid u I unit far r«l»f«ne« n will «• riUnHun and dl.poelbon purpo., . .

<- RECORD 9ERIEB TITLE

3. PERSONNEL FILES
i. EARLIEST YEAR / LATETEST YEAR

1998 TO 2004

1. RECORD SSRIEI DESCRIPTION ( Bilnlly duciib* Ih* lypai of Informallon/documinii/formi round in Ihi Btrln. Inducts Ihe puipoit or function of ih« Sartei)

B. Personnel Files for Inactive Employees
This includes all employment related information and documents
maintained on MET employees.

7. RECORD SERieB FORMAT(S)

JJ Idler Site 0 MlcroHm

R Legal Size a Campuler Teoe

• Bound Book a Roppy Disk

a Audio Tope • Video Tape

Q Oilier (Spealj)

RECORD SERIES SEQUENCE

CK AlphabelicaJ

• Numsrlcal

a Chronological

• Geographical

O Olhar (Specily)

I . VOLUME
j{3 File Orawsru)

a Microfilm Reel (s)
• Computer Tgoe (s)
n Olher (Spealy)

Number

10. ANNUAL ACCUMULATION
eje Pll« Diawer (s)
a Microfilm Reel (si
• Compulet Tape(s)
a Olher (Sceci/r) _

.0010
Number

I I . FILE IS U8ED

o Daily a Weekly Monthly

12. FILE BECOMEB INACTIVE AFTER

5
Number

a Monlh(s) Ysarls)

13. CURRENT LDCATIONIS) (Bldg.. floor, Room)

100 Community Place
Rm. 1.575 Crownsville MD

U 18 RECORD SERIES DUPUCATEO EUEWHERE7 (ir yes. soocify Bflency or office)

s YBJ DNR ( n o t 100%) o No

IB. ACCESS RESTRICTIONS (If yes. cila law(s) 4.regulallon(s)

D Yes XI No

18. AUDIT REQUIREMENTS

a None a x Slale a Federal a Independent

17. IS Atl INDEX SYSTEM USED1 (If yes, explain briefly and

tiwc/ibe any haidware/soltware)

' o Yes 8 No

18. RECOMMENDED RETENTION

Retain for five (5) years and until all audit
requirements have been fulfilled, then destroy

18. NAME ANO TITLE OF PREPARER

Dorothy A. Smith, Office Secretary III
20. TELEPHONE NUMBER

(410) 514-7914
21. DATE Sep tember 20 , 2004

1/33)



I H s f l M • trng on PRINI A SEPARATE FORM FOR EACH NEW
PEVISEU BECOnO SEnltS. FOnWAHO WtTH RECOROS RETENTION
BOIEOUU [OQS 55(3.1)

L

DEPARTMENT OF GENERAL SERVICES
RECOROS MANAGEMENT DIVISION -

nn WATERLOO ROAD
P.O. BOX 273 • JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

Pane 10 01 2 2

1. OEPAATMENTJAOEHCY-

Department of Natural Resources
DIVISION Capital Grants &
Loans Administration

3. UNIT

Maryland Environmental Trust

DEFINITION • R»cordi Strln - A group of ralitid raceidi normally Olid iitd und t i I unit for rafartnei • • will * • tiUnHan ind disposition

4. RECORD SERIES TITLE

3. PERSONNEL FILES
S. EARUE3T YEAR / LATETEST YEAR

2000 TO 2004

1. RECORD SCRIES DESCRIPTION ( Bilally dt»ci»« Iht lypai of Inlormallon/doeuminll/loimi found In th« 8 M I M . InchJda Iho purpon or lunclion ol the Saries)

C- Vacancy Fill Request Files
This includes all information and documentation (except)
resumes and applications) used in filling of vacant positions
in accordance with State of Maryland rules and regulations.

7. RECORO SERIES FORMAT(S)

H Ictlef Size 0 MlcroISm

H Legal Size • Computer Tape

• Bound Sock o Floppy Disk

a Audo Tope D Video Tape

• Oilier (Specilj)

B. RECORD SERIES SEQUENCE

cK Alphabetical

• Numarlcal

a Chronological

a Geographical

a Olhar (Specify)

9. VOLUME

Number

CK File Orswei(s)
• Microfilm Reel (9)
• ComDuler TBDB (3)

a Oiher

10. ANNUAL ACCUMULATION
XP Flls Onwer (s)

a Microfilm Reel (3)
O Compulsr Tepe(3)
a Other (SDecify)

.0010
Numbtr

11. FILE 1& USED

o Daily D Weekly CK Monthly

12. FILE BECOMES INACTIVE AFTER

N/A
Number

Monlh(s) Y«af|s]

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

100 Community Place
Rm. 1.575 Crownsville MD

U. 19 RECORD SERIES OUPUCATED EUEWHERE7 (If yes. soeeify arjency or ofheel

56 Ya« D N R • No

18. ACCES3 RESTRICTIONS (If yes. rill law(s) i leoulallon(j)

a Yw >D No

IB. AUDIT REQUIREMENTS

n None ax Slats a Federal a Independent

17. IS M INDEX SYSTEM USED7 (If yea. exrjlain briefly and

tleiciibe my hardware/soliware)

o Yes No

11 RECOMMENDED RETENTION

Retain for three (3) years after termination
of employment/ then destroy.

U. NAME ANO TITLE OF PREPARER
c,

Dorothy A. Smith, Office Secretary III
20. TELEPHONE NUMBER

(410) 514-7914
21. DATE September 2 0 , 2004JI

DGS 550-1M



• ITPE Oil PRINI A SEPARATE FORM FOR EACH NEW

REVISEO Ptcono SEnns. ForwArto w i n RECORDS RETENTION

8C1IEUUIE |0QS 5M.||

D E P A R T M E N T OF G E N E R A L S E R V I C E S

RECORDS MANAGEMENT DIVISION •

nn WATERLOO ROAD

P.O. BOX 273 • JESSUP. UABYUVNO 20794

AGENCY RECORDS INVENTORY

Pace 1 1 Of 22

1. OEPARtUENTIAQENcr-

Department of Natural Resources
DIVISION Capital Grants &
Loans Administration

3. UNIT

Maryland Environmental Trust

DEFINITION • R.cord. S.r l . , . A group of r.l.t.d r.cotd. n . , W I | | y ni.d ,»d u,,d . . • unit for raf.rtnct i t w.ll . . r.t.nD.n .ntf dltpo.lD.n purp . . . . .

<. MCORD SERIES TITLE

3. PERSONNEL FILES
5. EARLIEST YEAR I LATETE3T YEAR

1998 To 2004

«. RECORD SERIEI DESCRIPTION ( Bilally dttciib* Iht lypsi of Informallon/doeuminu/lormi found In Iht Strlaa. Include Ihe outpost of function ol lh« 9«ilej)

C. Vacancy Fill Request Files
Resumes and applications used in filling of vacant positions.

T. RECORD SERIES FORMAT(S)

OC Idlef Sire a MlcrofPm

qc legal Size o Computer Tape

o Bound Book a Floppy Olsk

• Audio Tope • Video Tape

Q Other (Speoly)

B. RECORD SERIES SEQUENCE

% Alphabetical

• Numerical

a Chronological

• Geographical

o Olhar (Specify)

i . VOLUME

1/10
Number

35 File OrawBKs)

a Microfilm Reel (9)

Q ComDuler Tsc>e (3)

n Other (Soecify)

10. ANNUAL ACCUMULATION

» RIs Orswer (s)

a Mlcrolilm Reel (a)

• Compulir Tepe(j)

a Olner (SDecify) _
.0010
Numbtr

11. FILEISU8ED

o Dafly a Weekly Monthly

12. FILE BECOMES INACTIVE AFTER

5
Number

• Monlh(s) S Yearls)

13. CURRENT LOCATION(S) (Bids.. t]°°'. R°om|

100 Community Place
Rm. 1.575 Crownsville MD

U. IS RECORD SERIES OUPUCATED ELSEWHEBE7 (ir yes. soacily sgency or olfieel

8 Yas D N R a No

18. ACCES9 RESTRICTIONS (If yes. cila law(s) 4 legulallon(s)

n Yes H No

1a. AUDIT REQUIREMENTS

a None 8 Slals a Federal a Indeoendent

17. IS Afl INDEX SYSTEM USED1 (If yes. explain briefly and

my hgrcNvare/soltware)

o Yes No

11 RECOMMENDED RETENTION

Retain for five (5) years and until all- audit
requirements have been fulfilled/ then destroy.

U. NAME ANO TITLE OF PREPARER •

Dorothy A. Smith, Office Secretary III
20. TELEPHONE NUMBER

(410) 514-7914
21. DATE

September 20, 2004

DGS
1/93)

550-1N



y f l " W E Oil PIMM I A SEPARATE FORM Fon EACH NEW
ntvisEif REcono semes. Formno WITH RECOROS RETENTION
SCHEDULE (DOS S». | |

DEPARTMENT OF GENERAL SERVICES
RECOROS MANAGEMENT DIVISION

nn WATEHWO ROAD
P.O. BOX 27J • JESSUP. UARYUNO 20794

AGENCY RECORDS INVENTORY

Pane 1 2 .22

1. OEPARTMENTIAOENCY-

Department of Natural Resources
2. DIVISION Capital Grants &

Loans Administration
3. UNIT

Maryland Environmental Trust

DEFINITION • R.card. Sa.li, . A group of r.Ut.d rocord. noimilly flUd md <j,,d u t unit for rof.t.nc. • • w.ll « fkntfon ind dlipo.lHon pu.po. . . .

4. RECORD SERIES TITLE

3. PERSONNEL FILES
S. EARUE3T YEAR / LATETEST YEAR

1998 T0 2004

8. RECORD SERIES DESCRIPTION ( Btlally diieiib* Iht lypai of Inloimallon/documinu/lotmi found In lhi 8»fH«. Include Ihs B U IPOK or lundion el Iho

D. Grievance Files
This includes information pertaining to 1st, 2nd/ and 3rd step
grievances filed by MET employees.

T. ReCORD BERieB FORMAT(S|

CJC Ldlw Sijc 0 MIcrcHm

CK Legal Size o Compuler Tape

• Bound Book D Floppy Disk

a Audio Tope 0 Video Tape

O Oilier (Specily)

B. RECORD SERIES SEQUENCE

$ Alphabetical

• Numorlcal

a Chronological

• Geographical

O Other (Specify)

1. VOLUME

1/10
Number

$ File Orawer(s)
a Microfilm Reel (s)
• ComDuler Tsos 13)
a Other (Spealy)

10. ANNUAL ACCUMULATION
X l Pits D'swer (s)
a Microfilm Reel (3)
O Computer Tepe(a)

a 0 | h e r.0010
Number

I I . FILE 18 USED

O Daily a Weekly Monthly

12. FILE BECOMEB INACTIVE AFTER

5
Number

a Monih(s) ) 9 Yearls)

13. CURRENT LOCAT|ON|S) (Bldg.. Floor, Room]

100 Community Place
Rm. 1.575 Crownsville MD

14. IS RECORO BERIES OUPUCATED 6L3EWHERE7 (If yer soecily agency or office)

# YBJ P N R 0 No

18. ACCESS RESTRICTIONS (If yes. ciU taw(s) i iegutatlon|s)

. D Yw * No

18. AUDIT REQUIREMENTS

a None a x Stale • Federal a Independent

17. IS AH INDEX SYSTEM USED7 Of yes. explain briefly and

^ iny_hai(J*rare/soltware)

18. RECOMMENDED RETENTION

0 Yes. No

Retain for five ("5") years and until all audit
requirements have been fulfilled, then destroy

19. NAME ANO TITLE OF PREPARER

Dorothy A. Smith, Office Secretary III
20. TELEPHONE NUMBER

(410) 514-7914
21. DATE Sep tember 20 , 2004|

DGS .S50-1O



tt«.lFUCl!CUi5l •• iTPf Oil PfflNl A SEPARATE FORM POR EACH NEW

ntvisEii BECOHO semes, FOPWAHO WITH RECOKOS RETENTION
SCHEDULE I0QS JW-ll

1. OEPARtMEHTIAOENCY-

Department of Natural Resources

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION •

nn WATERLOO ROAD
P.O. BOX 27S • JESSUP. UAflYWNO 20794

X DIVISION Capital Grants &
Loans Administration

AGENCY RECORDS INVENTORY

Pane 1 3 of 2 2

3. UNIT

Maryland Environmental Trust

DEFINITION • Ricotdi St i l i i • A group of r . n . d r.co.d. normally (Ilid l i d u..d n • unit h i r«(.r«nc. • • w.ll . • r.l .nH.n .nd dlipo.lH.n p U r P o, . . .

4. RECORD SERIES TITLE

3. PERSONNEL FILES
i. EARLIE3T YEAR / UTETE3T YEAR

1998T0 2004

1 RECORD OCRIEI DEICRIPTION { Bilatly dtiei»« lh» typai o/ Informallon/doeuminu/loimi found In lh« Strln. Indutfa Ihe puroon or function of the 3aHea)

E. Employee Assistance Program Files
This contains forms and correspondence concerning the referrals
made by supervisory personnel for employees accepting or rejectinc
these referrals to the EAP.

r. RECORO SERIES FORMATIS)

& Itrtlet Size 0 MlcrcrSm

H Legal Size • Computer Tape

D Bound Book o Floppy Disk

a Audio Tope a Video Tape

O Ollwr (Specify) • .

0. RECORD SERIES SEQUENCE

% Alphabetical

o Numerical

a Chronological

• Geographical

a Olhar (Specify)

a. VOLUME

1/10

yp File Orawei(s)
• Mlaofilm Reel (9)
n Comouler TBDB IS)

a Oiher (Scealy)

Number

10. ANNUAL ACCUMULATION
Jib File Ouwer (s)

a Mlcrolilm Reel (3)
O Computer Tape(o)

a Olher (Specify) _
.0010
Numbar

It. FILE 18 U8eo

o Daily a Weekly Monlhly

12. FILE BECOMES INACTIVE AFTER

5
Number

Monlh(s) Ysails)

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

100 Community Place
Rm. 1.575 Crownsville MD

14. IS RECORD SERIES DUPUCATEO 6L3EWHERE7 (If y«». soeeify srjency oi office]

>b Ys« DNR • No

18. ACCESS RESTRICTIONS (If yes. cila law(s) I iegulallon|s)

• Yw CX No

18. AUDIT REQUIREMENTS

o Nona XD Slats o Federal a Indeoendenl

17. IS Alt INDEX SYSTEM USED7 (If yes. exnlain briefly and

(Jeiuice my haidware/soliwaie)

o Yes. QC No

18. RECOMMENDED RETENTION

Retain for five (5) years and until all audit
Requirements have been fulfilled, then destroy

1». NAME ANO TITLE OF PREPARER

Dorothy A. Smith, Office Secretary III
20. TELEPHONE NUMBER

(410) 514-7914
21. DATE

September 20, 200

1.1! 55(1-4 ID

DGS 550-1P



• i T P E OH PRINI A SEPARATE FORM POR EACH NEW

PECOHO semts. Fonmno WITH RECORDS RETENTION

8CIIJDULE |OQS SMJ-I]

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

WS WATERLOO ROAD
P.O. BOX 27J . JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

Page, 14 22

1. OEPARTMENTfAQENCY-

Department of Natural Resources
DIVISION Capital Grants &
Loans Administration

3. UNIT

Maryland Environmental Trust

DEFINITION • Ricordi S. i l» • A group of r.l.l.d rocotdi rwmilly BUd md u..d n I unit f«t rofor.no i t wall • • t.UnHon md dlipo.lHsi. pu.po.. . .

«. RECORD SERIES TITLE

3 . PERSONNEL FILES
5. EARLIE3T YEAR / LATETEST YEAR

1998 JO. 2004

1. RECORD 0ERIE8 DESCRIPTION ( Bilally dt»ci*« Ih* lypam of Inlormallon/documinli/lwmi found In Ihf 8 i r i n . Include the purpose or (unclion ol the 9«rle«)

F. Personnel ID Number (PIN) and Department of Personnel
Annual Reports

7. RECORD SERIES FORMAT(S)

jp Letter Site a Microfilm

a Legal Size a Campulei Tsoe

a Bound Book • Floppy Disk

a Audo Tope o Video Tape

Q Oilier (Speeily)

B. RECORD SERIES SEQUENCE

• Alphabetical

o Numerical

B Chfonologica)

a Geographical

o Olhar (Speofy)

t . VOLUME

i / in
Number

(¥ File Orawer(j)

• Microfilm Reel (9)
• ComDUter TBDB (3)

a Olher (Soeoly)

10. ANNUAL ACCUMULATION
• Pits Drawer (s)
a Microfilm Reel (3)
O Campulsr Tape(D|

• Olher (Specify) _0
Number

11. FILEI8U8ED

O DsHy a Weekly a Monthly

. FILE BECOMEB INACTIVE AFTER

N/A
Numbsr

Monlh(s) Yoarls)

13. CURRENT LOCATIONIS) (Bldg.. Floor. Room)

100 Community Place
Rm. 1.575 Crownsville MD

U IS RECORD SERIES OUPUCATED EL3EWHERE7 (If yes. specify Bgency oi ofHcel

XQ Yss D N R a No

15. ACCES3 RESTRICTIONS (If yes. cila law(s) 4 regulallon(s)

D Yss rx No

18. AUDIT REQUIREMENTS

Q None ex Stale O Federal a Independent

17. IS AH INDEX SYSTEM USED7 (If yes, explain briefly and

cJncribe a/iy

O Yes QC No

1S. RECOMMENDED RETENTION

Retain for five (5) years and until all audit
requirements have been fulfilled, then destroy

U. NAME ANO TITLE OF PREPARER

Dorothy A. Smith, Office Secretary III
20. TELEPHONE NUMBER

(410) 514-7914
21. DATE S e p t e m b e r 2 0 , 200^

nr:Q - l n



UW.LFyPUflHa. •• l r I IE Olt PIHNI A SEPARATE FORM FOR EACH NEW
PEVISEO REcono ssnits. FonwAno WITH RECORDS RETENTION
SCHEDULE |DQS 550-1)

1. OEPARTMEHTIAOENCY-

Department of Natural Resources

DEPARTMENT OP GENERAL SERVICES
RECORDS MANAGEMENT DIVISION '

nra WATERLOO ROAD
P.O. BOX 273 - JESSUP. UAIWLAW) 20794

l DIVISION Capital Grants &
Loans Administration

AGENCY RECORDS INVENTORY

Pane 1 5 Of 2 2

3. UNIT

Maryland Environmental Trust

DEFINITION • Ricordi Sarlti • A group or ralitid rocordi normally Olid ind und n I unit for r«fsr«nef n wall »* ritanHon ind rflapoalHon purpo.. . .

i. RECORO SERIES TITLE

3 . PERSONNEL FILES

«. RECORO SERIES DESCRIPTION ( Briofly dticiib* Iht lypoi of

G. Listing of Position
Forecast

S. EARLIE3T YEAR / LATETEST YEAR

1998 TQ 2004

Informallon/doeumtnu/loirni found In Ihf Strlii. tndud* Iho PUIPOSI or function ol the Series)

Detail by Unit/Program/Subprogram/Salary

7. RECORD BERIEB FORHAT(S)

« Letler Siic a Microfilm

0 Legal Size o Compuler Tape

a Bound Book a Floppy Disk

a Audio Tope o Video Tape

Boiher(Speaij) Ledger Size

B. RECORD SERIES SEQUENCE

• Alphabetical

o Numsrlcal

# Chronological

• Geographical

a Other (Specify)

1. VOLUME

1/25
Number

3& File Orawena)
a Microfilm Raet (a)
a Computer TBDB | I )

a Other (Scealy)

10. ANNUAL ACCUMULATION
» Flls Drawer (s)
a Mlctolilm Reel (3)
O Compuler Tape(])
• Other (Soectfy) _

1/10
Numb«r

11. FILE 16 USED

O Daily a Weekly Monthly

U. FILE BECOMES INACTIVE AFTER

5
Number

Monlh(s) Yoails)

13. CURRENT LOCATIONIS) (Blda,. Floor. Room)

100 Community Place
Rm. 1.575 Crownsville MD

14. IS RECORO SERIES DUPLICATED EL3EWHERE7 (If yer soecify agency or office)

» Ye« D N R a No

15. ACCESS RESTRICTIONS (if yes. cila law(s).4 reoulallon(s).

D Yes XI No

18. AUDIT REQUIREMENTS

0 Nona % Slain o Federal a Independent

17. IS AH INDEX SYSTEM USE07 (II yes. explain brisfly and

iJejuibe any haicSvare/sollwaie)

o Yes. No

11 RECOMMENDED RETENTION

Retain for five (5) years and until all audit
requirements have been fulfilled/ then destroy]

18. NAME AHO TITLE OF PREPARER

Dorothy A. Smith, Office Secretary III
20. TELEPHONE NUMBER

(410) 514-7914
21. DATE September. 2 0 , 2004

| 03)

DGS 55O-1R



IN5.LFUSH.qift •• I THE on PIJINI A SEPARATE FORM FOR EACH NEW

PEVISEU REcono SEmts. FonwAno WUH RECORDS RETENTION
SC1IEUUU (OQS 55O.||

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

nn WATERLOO ROAD
P.O. BOX 273 . JESSUP. HAWIANO 2079*

AGENCY RECORDS INVENTORY

Pans 1 f> 22

1. OEPARTMENT/AOENCY-

Department of Natural Resources
DIVISION Capital Grants &
Loans Administration

J. UNIT

Maryland Environmental Trust

DEFINITION • R.cora. Sari., . A group of r.l.l.d roco.d. n,,m»lly ni.d tni n i d „ , «nit for rrf .r .nc. • • w.ll . . t.UnSen ,nd dlipo.lHon

«. RECORD SERIES TITLE

3. PERSONNEL FILES
i. EARLIEST YEAR / LATETEST YEAR

1998 TO
2004

1 RECORD 8RRIE8 DESCRIPTION ( Bil«tly dt»cito« Iht typai of Inlormallon/documtnu/lofmi found In In* 8«flti. Indud* Ihe BUIPOH or function ol (he 9«ile»)

H. Worker's Compensation First Report of Injury Reports

7. RECORD SERIES FORMAT(S)

CK L«HI« SilC 0 Microfilm

0 Legal Size o Computer Tsrje

a Bound Book a Floppy Disk

a Audio Tape o Video Tape

(Specjly) T . p r l g p r S i Z e

S. RECORD SERIES SEQUENCE

O AlphabelicaJ

• Numsrlcal

E Chronological

o Geographical

a Oihst (SpecTy)

t. VOLUME

1/25
Number

19 File OraweKs)
a Microfilm Reel (s)
a ComDuter Teue (J)
• Olher I

10. ANNUAL ACCUMULATION
10 FIIB Drawer (si

a Mlctolilm Reel (3)
a Computer Tepe(s)

a Olher (SDecify) _
1/10

Numbir

11. FILEI8U8ED

o Daily a WeeVly K Monthly

U. FILE BECOMEB INACTIVE AFTER

5
Numbsr

Monlh(s) £ Ysatls)

13. CURRENT LOCATION^) (Bldj., Floor. Room)

100 Community Place
Rm. 1.575 Crownsville MD

U. IS RECORD 8ERIES DUPLICATED EUEWHERE7 (If yes. soecify agency oi oflicel

oc Yss D N R a No

18. ACCESS RESTRICTIONS (II yes. da law(s) i ieoulatlon(3)

• YBS OC No

18. AUDIT REQUIREMENTS

a Nona ^0 Slala Federal a Independent

17. IS Art INDEX SYSTEM USE07 (II yes. exolain bri»fly and

my

o Yes. No

18. RECOMMENDED RETENTION

Retain for five (5) years and until all audit
requirements have been fulfilled, then destro

19. NAME ANO TITLE OF PREPARER

Dorothy A. Smith, Office Secretary III
20. TELEPHONE NUMBER

(410) 514-7914
21. DATE September 2 0 , 2004

^S 550-4 |r)f.d«K) 1/93)

nrcs S^O



IHSLRUStiaHS •• 1TPE Oil PR1N1 A SEPARATE FORM POR EACH NEW
nEvisiu PECono SEniu. fonwAno WITH RECORDS RETENTION
SCIIJUUIE (DOS 55O.||

1
1. OEPARTMENTIAQENCY-

Department of Natural Resources

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION -

nn WATEffl.00 ROAD
P.O. BOX 273 • JESSUP. UARYLANO 20794

1 DIVISION Capital Grants &
Loans Administration

AGENCY RECORDS INVENTORY

Pane 1 7 of 2 2

3. UNIT

Maryland Environmental Trust

5. EARLIEST YEAR / LATETEST YEAR

DEFINITION • Ricordi Sailn • A group of r»l«t«d racoidt normally Rlid ind und u I unit fat r«far«ncf i t wall • • ritanHen ind dltposlHsn puipoitt.

4. RECORD SERIES TITLE

4 . GRANT DOCUMENTATION

J. RECORD 8CRIE8 DESCRIPTION ( Brltlly diicifio lh« typai of Inform&Hon/documinii/lMmi found in lh« flarlai. Inducts Ihe PUIBOJI or function ol lh» Sides)

A. Coastal Zone Management Program
The National Oceanic and Atmospheric Administration provides
continuing funding for the Maryland Environmental Trust's
Land Trust Assistance Program (specifically the full-time salary
for the Land Trust Coordinator and part-time secretarial support)
Requires a 100% match of salary and expenditures.

Documentation on file includes Grant Requests/ Interagency
Agreements/ Quarterly Invoices/ Activity Reports/ and any
correspondence relating to those documents.

7. RECORD BERleS FORMAT(S)

% Leller Site D Microfilm

X) Legal Size o Compuler Tape

a Bound Bock a Poppy Disk

a Audio Tope • Video Tape

Q Oilier (Speaty)

S. RECORD SERIES SEQUENCE

a Alphabetical

o Numerical

8 Chronological

a Geographical

a Other (Specify)

1. VOLUME
a File Oraweiis)
a Microfilm Reel (9)
• ConiDuler TBDB (S)
a Other (Specify)

Number

10. ANNUAL ACCUMULATION
H Pile Drawer (s)
a Mtcrolilm Red (3)
0 Compulsr Tape(3)
a Other (Specify)

1 / 3
Numb«r

I I . FILEISU8ED

o Daily o x Weekly D Monlhly

U . FILE BECOMEB INACTIVE AFTER

3
Numbsr

D Monlh(s) H Yearls)

13. CURREHT LOCATION(S) (BldiJ.. Floor, Room)

100 Community Place
Rm. 1.571 Crownsv.ille M

U. 18 RECORD SERIES OUPUCATED EUEWHERE7 (If yes. joecify agency or office]

CC Y9« N

8. ACCESS RESTRICTIONS (If yes. ciU law(s) i regulatlon(s)

D Y e s 8 No

18. AUDIT REQUIREMENTS

a Nona M Slain OC Federal a Independent

17. IS AN INDEX SYSTEM USED? [If yes. explain brisfly and

describe any hardware/sodwaie)

D Yes. No

18. RECOMMENDED RETENTION

Retain for five (5) years and until all audit
requirements have been fulfilled/ then destroyl

19. NAME ANO TITLE OF PREPARER

Dorothy A. Smith, Office Secretary III
20. TELEPHONE NUMBER

(410) 514-7914

21. DATE September 20, 200

t/93)



ystlflHi •• irng on pram A SEPARATE FORM fort EACH NEW
PEVIJEU Btcono semts. FonwAno WTH RECORDS RETENTION
BCIIEIME (OQS 55O.||

D E P A R T M E N T OF G E N E R A L SERVICES
RECORDS MANAGEMENT DIVISION

nn WATERLOO ROAD
P.O. BOX :7J - JESSUP. UARYIANO 20794

AGENCY RECORDS INVENTORY

18 01 22

1. OEPARTMEHI/AQENCY.

Department of Natural Resources
Z DIVISION Capital Grants &

Loans Administration
3. UNIT

Maryland Environmental Trust

DEFINITION • Ricardi Satl«i. A group of ri l i l id racoidi norrrully mid ind und u I unit far reference M well • • r.UnHen mil

*. RECORD SERIES TITLE

4. GRANT DOCUMENTATION
i. EARLIEST YEAR / LATETE3T YEAR

2001 TQ 2004

1 RECORD SERIES DESCRIPTION ( Bflafly dticiioe Iht type* o/ Informallon/documinli/loimi found In Ihf Serial. Includa Ihe purpose of funelion ol the Series)

B. Keep Maryland Beautiful Program
Funded by the State Highway Administration/ the KMB program
provides grants for environmental education projects by
organizations and school groups. The Margaret Rosch Jones
awards are given in memory of the executive director and moving
spirit of the KMB Program for many years/ and the Bill James
Environmental grants are given in memory of the drafter of the
legislation to create MET/ incorporating activities of the former
Governor's Committee to Keep Maryland Beautiful. Requires a
100% match of equipment/ supplies and operating costs expended
in performance of Scope of Work.

r. RECORD SERIES FORMAT(S)

CJclcUw Site a MlcroUm

| % Legal Si;e a Computer Tape

• Bound Book O Floppy Disk

• Audio Tope O Video Tape

D Oilier (Scecilyl

11. FILE IS USED

o Daily a Weekly 8 Monthly

13. CURRENT LOCATION|S) (Bldo,. Floor. Room)

100 Community Place
Rm. 1.566 Crownsville MD

. . . .

15. ACCESS RESTRICTIONS (II yes. cila law(s) i regulation)!)

Q Yes D NoI

• 17. IS AH INOEX SYSTEM USED1 (If yes. explain brisfly and

describe my hardware/soMware)

a Yes a No

i 19. NAME ANO TITLE OF PREPARER

Dorothy A. Smith, Office Secretary I I I

B. RECORD SERIES SEQUENCE

o Alphabetical

• Numerical

H Chronological

U.

14.

18.

18.

20.

• Geographical

0 Olhar (Specify)

FILE BECOMES INACTIVE AFTER

3 D

Number

IS RECORD SERIES OUPUCATED ELSEWHER

a YOJ

AUDIT REQUIREMENTS

a Nona R Slain o

1. VOLUME

Number

10. ANNUAL

1/10
Numb»r

Monlh(s) H

=7 (If y«s. soe

Federal

RECOMMENDED RETENTION

Retain for three (3) years
audit requirements have bee
destroy.

TELEPHONE NUMBER

(410) 514-7914

21. DATE

H File Orawsris)
a Microfilm Red (9|
• ComDuler TSDS (3)
a Other ISneaM

ACCUMULATION
J5 Fits Dtswer (5)
a Mlcrolilm Reel (3)
O Computer Tape(n)
a Olhpr (SneciM

Yeai(s)

cily agency oi office)

(X No >

• Indeoendenl

1
and unt i l a l l
n f u l f i l l e d , then

September 20, 2004

^S 550-4 | 1/93)



IHSLyEtlOHJ •• irPE on PRINI A SEPARATE FORM FOR EACH NEW
flEVISElf BECOnO SEWtS. FORWARD \MIH RECORDS RETENTION
SOIfUULE (OQS 550.1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

nn WATERLOO ROAD
P.O. BOX 273 • JESSUP. UARYLAKO 20794

AGENCY RECORDS INVENTORY

19 Of 22

1. OEPARTMENT/AOENCY-

Department of Natural Resources
2. DIVISION Capital Grants &

Loans Administration
3. UNIT

Maryland Environmental Trust

DEFINITION • Record! Earlm • A group of relilid rocordi nnmnlly fflid tni utid u I unit for rtfartnc* • • will • • M.nUen ind deposition puipot.t.

4. RECORD SERIES TITLE

4. Grant Documentation
4. EARLIEST YEAR / LATETEST YEAR

1 RECORD 8GWES DE1CRIPTION ( Bilolly daacii&a Iht typai of Inlotmallon/documinii/lwmi round in lh« Barlit. Include the curposi or funelion oi the Series)

C. Rural Historic Village Protection Program
This program is now inactive.

The program was created by MET to help citizens conserve the •
the unique rural and natural character of Maryland's historic
villages and small towns. The program draws on the resources
of the Trust's conservation easement program and its alliance
with local land trusts to better assist citizens in conserving
their communities.

7. RECORD SERieB FORMAT(S)

Cfc letter Size a MlcrofSm

CKLegal Size • Computer Tspe

• Bound Sock a Floppy Disk

a Audio Tope O Video Tape

O Ollur (Specify)

B. RECORD SERIES SEQUENCE

• Alphabetical

o Numerical

(X Chronological

o Geographical

a Olhar (Specify)

1 . VOLUME

J File Oraworu)

a Microfilm Reel (s)

o Computer Tew (3)
5P Olher (Specify)

Number

10. ANNUAL ACCUMULATION
tv- .-lie Diswer (s)
a Mlaolilm Reel (s)
a Compuler Tape(o)

a Other (Speci/y) _
0

Numbtr

11. FIIEIBU8ED

O Daily

U . FILE BECOMES INACTIVE AFTER

a Weekly Q Monthly a Monlh(s) a Year(s)
Numbw

13. CURRENT LOCATIONIS) (Bldj.. Floor, Room)

T-3625 Special Easement Fi
Maryland State Archives

1 / / 5

14. 18 RECORD SERIES DUPLICATED ELSEWHERE7 (If yes. specify egency or oflice)

• Yos No

16. ACCES9 RESTRICTIONS (tf yes. cila law(s) & legulatlon(j)

• Yes • No

18. AUDIT REQUIREMENTS

a Nona >p Slals • Federal • Independent

17. IS Aft INDEX SYSTEM USED? (If yes. explain briefly and

tinciibe any haicNvaie/sollwate)
18. RECOMMENDED RETENTION

Retain permanently.
a Yes. a No

18. NAME ANO TITLE OF PREPARER

Dorothy A. Smith, Office Secretary III
20. TELEPHONE NUMBER

(410) 514-7914
21. DATE

September 20, 2004

DGS 550-1V



IH5.L«yj?tlflM " ' r f I E Oil PR1N1 A SEPARATE FORM FOR EACH NEW
flEVISEU BECOnO SCniES. FORWARD WITH RECOROS RETENTION
BOIEUULE (OQS 550.1]

1. OEPARTMENTIAOENCY-

Department of Natural Resources

DEPARTMENT OF GENERAL SERVICES
RECOROS MANAGEMENT DIVISION

nn WATERLOO ROAD
P.O. BOX 273 • JESSUP. MARYLAND 20794

DIVISION Capital Grants &
Loans Administration

AGENCY RECORDS INVENTORY

Page 2 0 or 22

1. UNIT

Maryland Environmental Trust

DEFINITION . R.cord. S.rl . , . A group of r . l . t . j raced, nontully WUd i«J u..d . . . unit far rMarwct n will . . r.l»r.M.n ind dl.po.lHor. p U , p « . . .

4. RECORD SERIES TITLE

. 5 . STATE DEEDS AND EASEMENTS
S. EARLIEST YEAR / LATETEST YEAR

1 9 6 7 T Q 2004

a. RECORD SERIES DEBCRIPTION ( Briefly dttcr«« Iht lypei of InfermBllon/documtnig/formi found in Iht Strlii. Incliid* lh« purpost or function oi ih« Strict)

A. Conservation Easement File
A conservation easement is a legal agreement between a property
owner and a conservation easement organization to protect land
from development forever.

The file consists of Deed of Conservation Easement (2 copies);
Monitoring; Media Attention; Correspondence; Processing;
Supporting Materials; Maps; Original Newspaper clippings;
Draft Deeds.

7. RECORD SERIES FORMAT(S)

tfc Idler Site 0 Microfilm

a Compuler Tspe

a Floppy Disk

# Legal Size

a Bound Book

a Audio Tope D Video Tape

Documents stored
in expanding walle
folder

RECORD SERIES SEQUENCE

• Alphabetical

St Numerical

a Chronological

a Geographical

o Olhar (Specify)

0. VOLUME

Number

3S3 File Oraweris)
• Microfilm Reel (9)
• Computer T e w (3)
Q Oiher

10. ANNUAL ACCUMULATION
t^ File D'swer (s)
a Mlcrolilm Reel (s)
• Compuler Tepe(9)
a Other (Specify) _

1
Numbtr

11. FILE 18 USED

O Daily a Weekly a Monthly

12. FILE BECOMES INACTIVE AFTER

N/A
Numbsr

a Monlh(s) a YeaiU)

13. CURRENT LOCATION(S) (Bldj.. Floor. Room)

100 Community Place
Rm. 1.566 Crownsville MD

U. 18 RECORO SERIES DUPLICATED EL3EWHERE7 (If yej. specify agency or office)

a Yo« 8 No

IB. ACCESS RESTRICTIONS (If yej. cila law(s) 4 tegulatlon(j)

a Yes _J_ a No

18. AUDIT REQUIREMENTS

a None » Slsla o Federal a Independent

17. IS AH INDEX SYSTEM USED? (If yes, explain briefly and

describe any hardware/soliwaie)

PX Yes Easement # a No
e . g . 001GAR72.ANNE

18. RECOMMENDED RETENTION

Retain permanently on-site.

19. NAME AKO TITLE OF PREPARER

Dorothy A. Smith, Office Secretary III
20. TELEPHONE NUMBER

(410) 514-7914
21. DATE

September 20, 2004I

W,S. 55(1-4 |nfM»«d 1/93)

DGS 550-1W



INS.lPyStlQM • | T P E OH PfltNl A SEPARATE FOBM FOR EACH NEW
PEVISEO BECOnO SEnifS. fOnWARD WITH RECORDS RETENTION
SCHEDULE (OOS 550-1]

DEPARTMENT OP GENERAL. SERVICES
RECORDS MANAGEMENT DIVISION

n n WATERLOO ROAD
P.O. BOX 273 • JESSUP. UAfiVUNO 20794

AGENCY RECORDS INVENTORY

_2J Of 22

1. OEPARTMEHT(AOENCY-

Department of Natural Resources
7. DIVISION Capital Grants &

Loans Administration
1. UNIT

Maryland Environmental Trust

DEFINITION • H»cord» Satl«» • A group of telilid rocordt normally ni»d i iU und u • unit for rtfsrtnct n w«ll * • fiUnHon ind dltposlHon puipo<».

4. RECORD SERIES TITLE

5. STATE DEEDS AND EASEMENTS
5. EARLIEST YEAR / LATETEST YEAR

1972 TO 2004

i, RECORD SERIES DESCRIPTION ( Bilslly di»ci*« Iht typai of WormallorVdocuminu/loimi found in lh« Sarlii. Include Ihe purpose or funeiion oi (he Series)

B. Original Signed Deed of Conservation Easement
A conservation easement is a legal agreement between
a property owner and a conservation organization to protect
land from development forever.

C. Orignal Signed Amendment of Deed of Conservation Easement
Amendment to above legal agreement.

7. RECORD BERleS FORMAT(S)

O letter SiJC a Microfilm

XI Legal Size a Computer Tape

D Bound Book a Floppy Disk

a Audio Tope o Video Tape

o Oilier (Speedy)

B. RECORD SERIES SEQUENCE

a Alphabetical

c?c Numerical

a Chronological

• Geographical

a Other (Specify)

1. VOLUME

Number

a File Oraweru)
a Microfilm Reel (s)
• ComDuler TBDS |S)

H Oiher (SDOCIIY) 3 b o x e s

_ added 11/4/1103

10. ANNUAL ACCUMULATION
a Flls 0>swer (s)
a Mlaoiiim Reel (3)
a Compulor Tape(3)

a Olher (5pecify)
1

Numbtr

I I . FILE IS USED

a Daily a Weekly G Monthly

FILE BECOMEB INACTIVE AFTER

N/a
Numbw

• Monlh(s) a Yaails)

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

T-2039 State Deeds and
Easements - MD State Archive

U . IS RECORD SERIES OUPUCATED EUEWHERE7 (If yes. specify ogeney oi ollicel

« Yet M E T • No

It. ACCESS RESTRICTIONS (If yes. cila law(s) I legulallonls)

• Yes D No

18. AUDIT REQUIREMENTS

o Nona H Slala 0 Federal • Independent

17. IS AH INDEX SYSTEM USED1 (If yes, explain briefly and

heidware/soliware)

18. RECOMMENOED RETENTION

Retain permanently.
o Yes_ • No

19. NAME ANO TITLE OF PREPARER

Dorothy A. Smith, Office Secretary III
20. TELEPHONE NUMBER

(410) 514-7914
21. DATE

September 20, 2004

DGS 550-1X



IHS.lMStUUffl " 1 r p E OK PHINI A SEPARATE FORM FOR EACH NEW
flEVISEU RECOnO SEnifS. FOI1WARO WITH RECORDS RETENTION
SCHEDULE {OQS 550.1)

1. OEPARTMENTIAOENCY-

Department of Natural Resources

DEPARTMENT OP GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

Tin WATERLOO ROAD
P.O. BOX 273 - JE6SUP. UARYIANO 20794

l DIVISION Capital Grants &
Loans Administration

AGENCY RECORDS INVENTORY

Pans 77. Of 2 2

3. UNIT

Maryland Environmental Trust

DEFINITION • Ricordt Serial . A group or ralitid roeeid* nsrmilly Olid md uud I I 1 unit for rtfettnc* u will • • nlantlen ind dliposlHon pmpoxt.

4. RECORD SERIES TITLE

6 . BOARD OF TRUSTEES MINUTES AND MEETING FILE

:

S. EARLIEST YEAR 1 LATETEST YEAR

1968TO 2004

a. RECORD SERIES DESCRIPTION ( Bristly dticir6« lh« lypot of Informallon/documinn/loinn found In Ihi Strlit. Include Ihe curposi or lunelion ol ihe Series)

Board of Trustees minutes and meeting files.
The MET Board of Trustees meets monthly to approve or reject deed
of conservation easements. This file contains agenda items, minutes,
copies of handouts.

7. RECORD SERIES F0RMAT(S|

0 Ldlet Size 0 MIcroHm

o Legal Size o Compuler Tepe

' D Bound Book a Floppy Disk

a Audio Tope a Video Tape

JJ Oilier (Specify) "3 r - i n g h i n ^ p r s

RECORD SERIES SEQUENCE

• Alphabetical

o Numerical

XJ Chronological

a Geographical

a Olhar (Specify)

g. VOLUME
o File Orawous)
0 Microfilm Reel (9)
O ComDuler TBBB (s)

a omer (Specify) b i n d e r

Number

10. ANNUAL ACCUMULATION
a File Diswer (s)
a Microfilm Reel (3)
• Compulsr Tepe(3)
a Other (Speci/y) h i

2
Numb«f

11. FILE IS USE-D

o Daily a Weekly Monthly

U . FILE BECOMES INACTIVE AFTER

n/a
Number

• Monlh(s) a Yeails)

13. CURRENT LOCATION(S) (Blda. Floor. Room)

10 years at 100 Community P.
Rm. 1.562 and previous year
at MD State Archives T-3557

U . IS RECORD SERIES DUPLICATED EUEWHERE7 (II yes. specify agency or olfice)

• Yet CK No

18. ACCES9 RESTRICTIONS (If yea. cila law(s) i legulallon(j)

o Yes n No

1B. AUDIT REQUIREMENTS

a None tf Slats • Federal Q Independent

17. IS Alt INDEX SYSTEM USED7 (If yes. explain briefly and
(Jejuioe iny hsidwarefsollware)

19. RECOMMENDED RETENTION

O Yes a No

Retain permanently - 10 years on-site, previoujs
years at Maryland State Archives.

NAME ANO TITLE OF PREPARER
Dorothy A. Smith, Office Secretary III

20. TELEPHONE NUMBER

(410)514-7914
21. DATE

September 20, 2004

R 5 5 M |Dfv(i«d 1/53)

DGS 550-1Y


