DEPARTMENT OF GENERAL SERVICES

Schedule No.

RECORDS MANAGEMENT DIVISION 2390
RECORDS RETENTION AND DISPOSAL Page 1 of 4
SCHEDULE
Agency Division Unit
Department of Natural Capital Grants & Loans Maryland Environmental
Resources Administration Trust
Item
No. Description Retention
1. | ACCOUNTING RECORDS
A. Special Accounting Records Retain for ten (10) years and
Reports of audits conducted by the until all audit requirements have
Legislative or DNR Auditors been fulfilled, then destroy.
B. Budget and Fiscal Planning Records Retain for three (3) years and
Budget Estimates until all audit requirements have
Budget Amendments been fulfilled, then destroy.
Materials & Supplies Physical (Determine date of last
Inventory Legislative Audit from Office of
Request for Position Action DNR Audit & Management
Review.)
C. Private Gift Funds and Private Checking | Retain permanently for eventual
Account transfer to Md. State Archives.
D. Miscellaneous Accounting and Retain for three (3) years 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

until all audit requirements have
been fulfilled, then destroy.

Schedule Approved by Department,
Agency, or Division Representative

z13]o(,

Date

Admipicteatec

Title

Signature

Schedule Authorized by

Date State Archivist

s

Hall of Recoyds Commission
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DGS 550-1

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

Schedule No. 2390

RECORDS RETENTION AND DISPOSAL Page 2 of 4
SCHEDULE
Agency Division Unit
Department of Natural Capital Grants & Loans Maryland Environmental
Resources Administration Trust
Item
No. Description Retention
1. | ACCOUNTING RECORDS (continued)

D. Miscellaneous Accounting and Retain for three (3) years and
Purchasing Records for Other Than until all audit requirements have
Computer Equipment (continued) been fulfilled, then destroy.

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

Time Sheets

E. Miscellaneous Accounting and Retain until equipment is no
Purchasing Records for Computer longer in service, then destroy.
Equipment

2. | CORRESPONDENCE

A. Correspondence Retain for three (3) years and
Chronological arrangement of copies of | until all audit requirements have
outgoing letters, memorandums and other | been fulfilled, then destroy.
correspondence related to the activities
and functions of the Maryland
Environmental Trust.

B. Permanent Correspondence Retain permanently for eventual
Directives and other materials relating to | transfer to Maryland State
planning and policy that illustrate the Archives.
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.
3. | PERSONNEL FILES
A. Personnel Files for Active Employees Retain for duration of their
This includes all employment employment with MET, then
related information and transfer to Personnel Files for
documents maintained on MET Inactive Employees.
employees.
DGS 550-1A

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




DEPARTMENT OF GENERAL SERVICES

Schedule No.

2
RECORDS MANAGEMENT DIVISION 2%
RECORDS RETENTION AND DISPOSAL Page 3 of 4
SCHEDULE
Agency Division Unit
Department of Natural Capital Grants & Loans Maryland Environmental
Resources Administration Trust
Item
No. Description Retention
3. | PERSONNEL FILES (continued)
B. Personnel Files for Inactive Employees Retain for five (5) years and until
This includes all employment all audit requirements have been
related information and fulfilled, then destroy.
documents maintained on MET
employees.
C. Vacancy Fill Request Files Retain for three (3) years after
This includes all information and | termination of employment, then
documentation (except resumes destroy.
and applications) used in filling of
vacant positions in accordance
with State of Maryland rules and
regulations.
Resumes and applications used in | Retain for five (5) years and until
filling of vacant positions all audit requirements have been
fulfilled, then destroy.
D. Grievance Files Retain for five (5) years and until
This includes information all audit requirements have been
pertaining to 1%, 2™ and 3 step | fulfilled, then destroy.
grievances filed by MET
employees.
E. Employee Assistance Program Files Retain for five (5) years and until
This contains forms and all audit requirements have been
correspondence concerning the fulfilled, then destroy.
referrals made by supervisory
personnel for employees accepting
or rejecting these referrals to the
EAP.
F. Personnel ID Number (PIN) and Retain for five (5) years and until
Department of Personnel Annual Reports | all audit requirements have been
fulfilled, then destroy.
G. Listing of Position Detail by Unit/ " " "
Program/Subprogram/Salary Forecast
H. Worker's Compensation First Report of " " "
Injury Reports
DGS 550-1B
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DEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION

Schedule No. 9399

RECORDS RETENTION AND DISPOSAL - Page 4 of 4
SCHEDULE
Agency Division Unit
Department of Natural Capital Grants & Loans Maryland Environmental
Resources Administration Trust
Item
No. Description Retention
4. | GRANT DOCUMENTATION :
A. Coastal Zone Management Program Retain for five (5) years and until

B. - Keep Maryland Beautiful Program

C. Rural Historic Village Protection Program

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.

STATE DEEDS AND EASEMENTS

*
A. Conservation Easement File - Retain permanently
g ) : : ' *
B. -Onginal Signed Deed of Conservation Retain permanently.
Easement
*
C. Original Signed Amendment of Deed of | Retain permanently.
Conservation Easement
6. | BOARD OF TRUSTEES MINUTES AND Retain permanently. *
MEETING FILE
%
Retain permanently for eventual transfer to the State Archives.
DGS 550-1C
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| WSIRUSTIQNY - P Ot PRIN! A SEPARATE FORM FOR EACH NEW | DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
REVISEU RECOROD SENIES. FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION .
SCHELULE (0GS $50.1) _ 1275 WATERLQO ROAD
P.0. BOX 278 - JESSUP, MARYLAND 20794 Page L o _22

e e ——

—— e — T
2 bvsioN  Capital Grants & 3. uNIt .
Department of Natural Resources Loans Administration Maryland Environmental Trust

{. OEPARTMENTIAGENCY-

DEFINITION - Recotds Sarles - A graup of related racorde normally Mad end used eu & unit far reforence ae well as retantion and disposltion purposes
4. RECORD SERIES TITLE

1. ACCOUNTING RECORDS

3. EARLIEST YEAR / LATETEST YEAR

1993 To 2004

¢. RECORD BRRIES DEBCRIPTION { Bilally descide Ihe lypas of Informallon/documsnta/loima found In the Barles. Include the puipose or funciton of the Series)

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

7. RECORD 8ERIED FORMAT(S) B, RECORD S8ERIEA SEQUENCE 3. VOLUME
x File Orawet(s)
o Lelter Size O Microlim % Alphabetical g Microfilm Reel (3)
O Computer Tepe (3)
& Legal Sie 0 Computer Tape O Numaericat T Oher [Speaily)
! _ ‘ 10% of 1
h O Bound Back O Floppy Disk T Chronclogics! Number
', © @ Audlo Tope 0 Video Tape 1. O Geographicat 10. ANNUAL ACCUMULATION
) X Flis Drawer (s)
| O Olher {Sgecily) . O Other (Speciy} : S Microfilm Ree (3)
! : : : o Compuier Tape(s)
. . Other (Specify) ___
! 108 of I "¢
Number

l {1, FILE I8 UgeD 12. FILE BECOMES INACTIVE AFTEﬁ

' o Daly a  Weekly % Monlnly 10
Number

g Monhls) - & Yearls)

13. CURRENT LOCATIONI(S) (Bidg.. Floor, Roam) 14, 18 RECORD BERIES DUPLICATED BLSEWHERE? (Il yes, soecily sgency of office] .

100 Community Place

X Yes DNR o No
Rm. 1.571, Crownsville MD :

8. ACCESS RESTRICTIONS (If yes, cila law(s) & tegulation(s) 18. AUDIT REQUIREMENTS

O Yes s ¥ No-

g None - ‘& Stala Q Federal Q@ Independenl

17. 1S AR INDEX SYSTEM USED? (I yes, explain briefly and | 18. RECOMMENDED RETENTION
descibe any herdwarel/scliware)

| : Retain for ten (10) years and until all
T 0 Yes

& No audit requirements have been fulfilled,
then destroy.

19. NAME ARO TITLE OF PREPARER 20. TELEPHONE NUMBER ‘ 21, DATE '

2004
‘ Dorothy A. Smith, Office Secretary III | - (410) 514-7914 September 20,
—_—

68 5304 {Revdsed 1193
DGS 550-1D




—— —

INSLRUCTIQHY - TYPE O PRINT A SEPARATE FORM FOR EACH NEW

NEVISEU RECORD SENIES. FORWARD WITH RECORDS RETENTION
BCHEDULE (0GS 350.1)

-

{. CEPARTMENTIAGENCY-

Department of Natural Resources

e cmmome o

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION -
7273 WATERLOO ROAD
P.0. BOX 273 - JESSUP, MARYLAND 207194

AGENCY RECORDS INVENTORY

Page 2 of 22

A UNIT

Maryland Environmental Trust

DivisioN  Capital Grants &
annsAdnﬁnhﬂaﬁon

DEFINITION - Recorde Sarles - A group of related rocords normally fliad add used au 2 unlt for rafarence s

well ae tafantfon and disponltian purposes.

4. RECORD SERIES TITLE
1. ACCOUNTING RECORDS

5. EARLIESY YEAR / LATETEST YEAR
2000 vo_2004

B.

year)

6, RECORD SERIES DEBCRIPTION { Bilelly dancide ihe lypas of information/documeniafisims found 'n the Barlas. include the Duipose of funciion of the Qerien)

Budget and Fiscal Planning Records

Budget Estimates (anticipated expenditures for a future year)

Budget Amendments (requests to appropriate add
beyond what was budgetted) ' _

Materials & Supplies Physical Inventory (inventory of all
materials and supplies on hand at the end of any given fiscal

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

itional funds

termination, reclass,

?. RECORD BERIEB FORMAT(S)

oK Leller Size

0 Microtim
X Legsl Size o Compules Tape
O Bound Book Q Floppy Dlek
a Audo Tm& O Video Tape

Q Otlher (Specily)

8, RECORD GERIES SEQUENCE 0. VOLUME
30 File Orawei(s)
& Alphabetical a3 Milcrofilm Reel (s}
0O Computer Tepe (s)
0 Nuymerlcal a Olher (Spacily)
25% of 1
a Chronalogical Numbet -

o] Geoq:ap'hicat 10. ANMNUAL ACCUMULATION
X0 File Drawer (s)
o Mictoliim Reel (3)

0 Computer Tape(s)

O Other (Speciy)

) ’ Other (Specify)
25% of 1o
Number
1(. FILE 18 UBED 12. FILE BECOMES INACTIVE AFTER
o Daily O -Weekly R Monthly ‘ 3 O Months) g, VYears)
Number

13. CURRENT LOCATION(S) (Bldg.. Floos, Room]
100. Community Place
Rm. 1.571 Crownsville MD

14, 1§ RECORD SERIES OUPLICATED BLSEWHERE? (Il yes. specily sgency or office)

X Yes _DNR ' O No .

15. ACCESS RESTRICTIONS (If yes. cila law(s) & repulation(s)

D Yeos n No

18. AUDIT REQUIREMENTS

o None ‘R Stals O Federsl QO Independent

17. 1S AN INDEX S§YSTEM USED? (If yes, explain briefly and
describe any hardwarelsoliware)

" O Yes B No

18. RECOMMENDED RETENTION

Retain for three (3) 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

"September 20, ZOOj

0138 $50-4 {Revsed 193}
DGS 550-1E




—

INSLRUGLIGHY - 1YPE O PRINT A SEPARATE FORM FOR EACH NEW
NEVISEY RECORD BENIES. FONWARD WITH RECORDS RETENTION
BCHEDULE (DGS $50.1)

1. DEPARTMENT/AGENCY-
" Department of Natural Resources

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION -
7273 WATERLOO ACAD
P.0. BOX 279 - JESSUP, MARYLAND 20794

2 DvSIoN  Capital Grants &
anns Administration

AGENCY RECORDS INVENTORY

Page __3 of 22

3. UNIT )
Maryland Environmental Trust

DEFINITION - Rocords Sarles - A group of selated racords normally filed end uxed su a unit for tefsrence as

well as retenton and disposition purposes,

4. RECORD SERIES MITLE

1. ACCOUNTING RECORDS

4. EARLIEST YEAR / LATETEST YEAR
1998,, 2004

C.

T. Rowe Price

Brown

State Employees Credit Union
MET / T. Rowe Price

MET / State Employees Credit Unlon
Janice Hollmann Administrative Grant Fund

8. RECORD SERIES DESCRIFTION { Briafly denciide the lypax of information‘documentaliotms found in the Sarlas. include Ihe purposa of funciion of the Series)

Private Gift Fund Bank Accounts (bank statements and correspondence
Deutsche Bank Alex. ‘

Rural Legacy Stewardship

7. RECORD BERIEB FORMAT(S)

oxLelter Size 0 Microlim

8. RECOROD S8ERIES SEQUENCE

8. VOLUME
X3 File Orawet(s)

X Alphabetical 3 Microfilm Reel (3)
o Combuler Tape (3)
X Legal Size o Compuler Tape o Numerlcal g Other (Specily)
10% of 1
O Bound Book Q Floppy Disk Q Chronological Number
a Audio Tope D Video Tape O Geographical 10. ANNUAL ACCUMULATION
@ Flig Diawer (s)
Q Other {Specily) Q Othet (Specily) © Mictafilm Ree! (3)
: O Compuier Tepe(s)
’ O Other (Specily)
10% of 1
Number
11, FILE 18 UsED 12. FILE BECOMESB INACTIVE AFTER
o Daily £ Weekly o Monlhly _N/A = O  Month{s) o Yeals)
Number

13, CURRENT LDCATION(S) (Bidg.. Floor, Roam)
100 Community Place

14, 16 RECORD SERIES DUPLICATED BLSEWHERE? (Il yes, specily sgency or oflice)

X ¥ No
Rm. 1.571 Crownsville MD o Yes
8. ACCESS RESTRICTIONS {If yes. cila lawi(s) & tegulationis) 18. AUDIT REQUIREMENTS
0 Yes [+¢ NS O Nona 3o Slals Q - Federal Q Independent

17. 1S AN INDEX SYSTEM USED? (Il yes, explain briefly and
describe any hardware/saliware)

0 Yes X No

18. RECOMMENDED RETENTION

Retain permanently.
to Md.

For eventual trahsfer'

State Archives

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

| I

20. TELEPHONE NUMBER
(410) 514-7914

21. DATE

September 20, 2004

058 550.4 {Revired 1133)
DGS 550-1F




IHSLRUCLIQHY - TYPE O PRINT A SEPARATE FORM FOR EACH NEW
REVISEU RECORD SENIES. FOAWARD WITH RECORDS RETENTION
SBCHEDULE (DGS 3501

—_—

1. OEPARIMENTIAGENCY-
Department of Natural Resources

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION -
7273 WATERLOO ROAD
P.0. BOX 278 - JESSUP, MARYLAND 20794

2. bvsioN  Capital Grants &
Loans Administration

— =

AGENCY RECORDS INVENTORY

22
3. UNIT

Maryland Environmental Trust

Page ___4 of

——— T

DEFINITION - Records Serles - A group of relaled rocords normally flsd tnd used as & unit for reference as

well se retanlon and dlsposition purpoves,

| 4 RECORD SERIES TITLE
|

i 1. ACCOUNTING RECORDS

5. EARLIEST YEAR J LATETEST YEAR

2000 vo_2004

4, RECORD SERIEA DEBCRIPTION ( Brially desciide the lypas of Informalion/documenia/foims found In the Serlas. Include The purpose of function of the Serles)

-D.

Delivery Orders and Receipts

Fuel Charges and Mileage Reports

Miscellaneous Accounting and Purchasing Records for Other Than Computer Equipment

Cancelled Checks, Check Copies and Check Stubs Receipt Copies and Stubs
Corporate Card Bills, logs, and backup documentation

Renewable Licenses, Memberships

¢ Paid Bills and Invoices & Subscriptions
o Periodic Financial Reports L] Requisitions, Purchase Orders
Close Out Time Sheets & Receiving Repqrts (for other
Spending Forecast than computer equipment)
Agency Budge Report e Time Sheets
Expenditure Detail
Encumbrance/Pre-Encumbrance
Revenue Detail Report
—_ Revenue Status Report
?. RECORD BERIES FORMAT(S) l 8, RECORD S8ERIEA SEQUENCE 9. VOLUME
X File Orawerts)
X Leller Size 9 Microlim R Alphabetical g Mlctafilm Reel (s)
O Combuter Tape {3)
K Legel Size Q Compuler Tape O Numarcal a Other (Specily)
-3
O Bound Book O Floppy Disk Q Chronologleal Number
9 Audlo Tope D Video Tape O Geographical 10. ANNUAL ACCUMULATION
B File Diawer (s)
Q Other (Specily) a Othar (Speciy) a0  Mictolilm Ree! (3)
O Compuier Tape(s)
! © Other (Soecily)
1 _—J_—__
Number
| 1(, FILE I8 UgeD 12. FILE BECOMEB [HACTIVE AFTER
« Daly 0o Weekly O Monihly 3 O  Monh(sy R  Yeals)
Numbar
13, CURRENT LOCATION(S) (Bldg.. Floor, Room) 14. 18 RECORD BERIES OUPLICATED ELSEWHERE? (il yes. specify agency of oflice)
100 Community Place
Rm. 1.571 Crownsville MD ¥ Yo DNR G No
{ 15. ACCESS RESTRICTIONS (If yes. cila |aw(s)'& regulation(s) 18. AUDIT REQUIREMENTB
| 0 Yes X No o None X Stals O Federal o Independent
|
| 47. 1S AN INDEX SYSTEM USEDT (f yes, explan brisfly and | 18. RECOMMENDED RETENTION

! describe any hardware/soliware)

O Yes ¥ No

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

68 SBGGI éﬂM! udslg]b -1 G




IHSLRUCTIONY - 1YPE OR PRINT A SEPARATE FORM FOR EACH NEW

DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
REVISEL) RECORD SENIES, FOAWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION - '
SCHELULE {0GS $50.1) 7273 WATERLQO ROAD ’
P.0. BOX 273 - JESSUP. MARYLAND 20794 Pege O of 22
1. OEPARTMENTIAGENCY- 2 biwisloN  Capital Grants & 3. uNIr _
Department of Natural Resources Loans Administration Maryland Environmental Trust

DEFINITION - Racords Serles - A group of related rocorde noimally Med and used as & unit far reference as
4. RECORD SERIES TITLE

1. ACCOUNTING RECORDS

well se retantion and dispoasiion purposes,

5. EARLIEST YEAR / LATETEST YEAR
19984 2004

8, RECORD GERIES DEBCRIPTION { Bilafly desciide the lypas of Informalion/documsnia/ieime found In the Berlas. Includa lho purpose of funciton of the Series)

E. Miscellaneous Accounting and Purchasing Records for Computer Equipment

Requissitions, Purchase Orders and Receiving Reports for Computer
Equipment

7. RECORD BERIEB FORMAT(S) 8, RECORD S8ERIES SEQUENCE 8. VOLUME
¥O File Orawer(s)
X Lelter Size 0 Microfim # Alphabelical O Microfim Reel (s)
’ B Computer Tepe (3)
O Legsl Size 0 Compuler Tepe O Numerlcal a Other (Specily)
: 10% of 1
O Bound Bock O Floppy Oisk Q Chroncloglical Number
a Audio Tope O Video Tape . O Geographical 10. ARNUAL ACCUMULATION
_ File Drawer (s)
a Olher (Specily} a Othar (Specily} O Mictofitm Reel (3)
: o Compuler Tepe(s)
O Other (Specify)
10% of 1
Numbet

11, FILE I8 USED 12. FILE BECOMES INACTIVE AFTER, _ EQUIPMENT IS NO LONGER IN

o Dsily ax Weekly o Monthly SEER Vﬁco:nﬁ(s)
Number

O Yeals)

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

100 Community Place - |
*N
Rm. 1.566, Crownsville MD X Yo DNR @' No

14,18 RECORD BERIES DUPLICATED BLSEWHERE? (Il yes, specify agency of office)

5. ACCESS RESTRICTIONS (I yes, cila law(s) & tegulation(s) 18. AUDIT REQUIREMENTS

D Yes & . No 0 None ‘&K Stals O Federal Q0 |Independent

17. 1S AN INDEX SYSTEM USED? (Il yes, explain briefly and 18. RECOMMENDED RETENTION
describe any hardware/soliware)

A Retain until equipment is no longer in servicd,
© O Yes X No then destroy. T
18, HAME ANO TITLE OF PREPARER * 20. TELEPHONE NUMBER 21. DATE
2 04
Dorothy A. Smith, Office Secretary IIl | (410) 514-7914 September 20, 20

D58 504 {Revsad 1193)
DGS 550-1H




HSIRUGTIONT - 1YPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISEY RECORD SENIES. FONWARD WITH RECORDS RETENTION
SCHEUULE (0GS $50.1)

-

1. OEPARTMENT/AGENCY.

- — —Department-of Natural Resources |~ Loans Administration

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION -
7213 WATERLOO ROAD

AGENCY RECORDS INVENTORY

P.0. BOX 278 - JESSUP. MARYLAND 20194 Page ___© of 22

2 bmMsION  Capital Grants & 3, UNIY

— —Maryland Efvifonmental Trust

4 RECORD SERIES TITLE

DEFINITION - Rocords Sorles - A group of related rocords narmally Rlad and used as a unit for teforence as

well ae retentfon and disposition purposes,

2. CORRESPONDENCE

§. EARLIEST YEAR / LATETESY YEAR
1998 ,, 2004

A.

8. RECORD GRRIEE DESCRIPTION ( Brlally descride Ihe lypas of Informalion/documenta/loims found In the Beriaa. Include Ihe purposs of funciion of the Series)

Chronological arrangement of copies of outgoing letters,

memorandums and other correspondence related to activities and
functions of the Maryland Environmental Trust.

7. RECORD BERIES FORMAT(S)

8., RECORD SERIES SEQUENCE

1. VOLUME
X File Orawer(s)
oXLeiter Size o Microfim O Alphabelical Q Mictafilm Reel (3)
o Combuler Tepe (1)
oXLegal Size o Compuler Tape O Numercal X0 Other {Specily) _S_t_g_];a_g_e
_._2_. Box
O Bound Bock O Floppy Disk & Chronological Numbet
o Audlo Tope O Video Tape O Geographical 10. ANNUAL ACCUMULATION
: ¥ Flle Drawer (s)
a O Specil a h i a Microtim Reel (3)
Other (Specis) . Other (Speciy) o Computer Tape(s)
' O Other (Specily) __
50% of 1
Number
1. FILE I8 Usep 12. FILE BECOMEB IHACTIVE AFTER
O Daiy O Weekly X Monihly 3 O Monih{s) B VYeatls)
Number

13, CURRENT LOCATION|(S) (Bldg.. Fleor, Room)
100 Community Place
Rm. 1.571, Crownsville MD

14, 18 RECORD SERIES DUPLICATED BLSEWHERE? (i! yes, specily agency or officel

o Yes % No

18, ACCESS RESTRICTIONS {If yes. cila law(s) & tegulationis)

O Yes - ) x

No.;

18. AUDIT REQUIREMENTS

o None X Stals O Federal o Independent

17. 1S AN INDEX SYSTEM USED? (I yes, explain briefly and
desuibe any herdwarelsoliware}

" O Yes X No

18. RECOMMENDED RETENTION

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

19, MAME ANQ TITLE OF PREPARER -
Dorothy A. Smith, Office Secretary III

20. TELEPHONE NUMBER
(410) 514-7914

21. DATE
September 20,

2004

DGS 8504 {Revisad 123)
DGS 550-1I




HSLRUCLIQHY - 1YPE Ot PRINT A SEPARATE FORM FOR EACHNEW | DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
REVISEL RECORD BENIES. FORWARD WiTH RECORDS RETENTION RECORDS MANAGEMENT DIVISION - .
SCHELULE (OGS $50.1) 7273 WATERLOO ROAD ' .
_ P.O. BOX 279 - JESSUP, MARYLAND 20794 CoPage 7 ot __22
1. OEPARTMENTIAGENCY- 2. DVSION  Capital Grants & 3. uNIY
Department of Natural Resources Loans Administration Maryland Environmental Trust

DEFINLTION - Records Sorles - A group of related racords normally flad and used as 8 unit for reforence as
4. RECORD SERIES TITLE

2. CORRESPONDENCE

well as tefenlfon and disposilion purposes,

5. EARLIEST YEAR / LATETESY YEAR
1998 ;4 2004

. RECORD GERIES DESCRIPTION ( Brially desctibe lhe lypay of Infotmalion/documenta/laime found in the Bacias. inclyde the puipose of funciion of the Setlen)

B. Permanent Correspondence

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

7. RECORD BERIED FORMAT(S)

8. RECORD SERIES SEQUENCE 8. VOLUME
O File Drawaer(s)
o Leiter Size O Microlim o Alphabelical o Mierofitm Reel (s)
o Computer Tape (3)
Q Legal Size a Ceompuler Tepe 0 Numerlcal 800+ ox Other (Specily) Easement
' . : _— Folder
o Bound Book a Floppy Disk X Chronalogical Number
8 Audio Twe ’ D Video TJDE o Geog'aphica‘ 10. ANNUAL ACCUMULATION
. o Flls Drawer (s)
Q Olher (Specily)

O Other (Specty) O Microlim Reel (3}

O Compuler Tape(s)

XQ Other (Specily) Easement

Apprx 30 Folder
Number
11, FILE 18 UsED 12. FILE DECOMEB INACTIVE AFTER
Q Daly a  Weekly © Monihly N/A O Monih(s) - O Yeails)

Numbet

13. CURRENT LOCATION(S) (8ldg.. Floot, Room)
100 Community Place _
Rm. 1.566 Crownsville MD a  Yes o0 e

14, 16 RECORD BERIES DUPLICATED ELSEWHERE? (Il yes, specify agency or office}

8. ACCESS RESTRiCTIONS (Il yes, cila lawl(s} & ledulatlonls) 18. AUDIT REQUIREMENTB

D Yes X No O None ‘X Stals O Federsl a Independen! -

17, 1S AN INDEX SYSTEM USED (U yes, explain briefly and | 18. RECOMMENDED RETENTION
describe any haidwarelsaliware) Retain permanently for eventual transfer

9 Yes . & No to Maryland State Archives.

18. RAME ANO TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE 20 2004
Dorothy A. Smith, Office Secretary III . (410) 514-7914 September I

D58 550.4 {Revisad 1193)
DGS 550-1J




IHSARY
NEVISE

BCHEDULE [0S $50.1}

11QHY -~ 1YE OR PRINT A SEPARATE FORM FOR EACH NEW
RECORD EEMIES. FONWARD WITH RECORDS RETENTION

DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTORY
RECORDS MANAGEMENT DIVISION - .

7273 WATERLGO ROAD 8 22
P.0. BOX 273 - JESSUP, MARYLAND 20754 Page of
1. OEPARTMENT/AGENCY. 2. DMSION  Capital Grants & 3, uNIY .
Department of Natural Resources Loans Administration Maryland Environmental Trust

4. RECORD BERIESB TITLE

DEFINITION - Rucorde Sories - A group of ralated racords narmaily Mad and used ap g unit for refarence ue

well se retantion and disposition purposes.

‘3. PERSONNEL FILES

5. EARLIEST YEAR ) LATETESY YEAR
19674, 2004

8. RECORD GERIES DESCRIPTION { Bilafly denctide Ihe lypas of informalion/documenta/loims found In Ihe Barlaa. tnclude the purpose or function of the Sarien)

A. Personnel Files for Active Employees

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

7. RECORD BERIED FORMAT(S)

8, RECORD BERIES SEQUENCE

8. VOLUME
X Fite Orawer(s)
X Leiter Size O Microlim X Alphabetical a Microfim Rael {s)
‘0 Computer Tape {3}
X Legal Size O Compuler Tape O Numerical 1 o Other {Specly)
O Bound Book O Floppy Disk O Chronclogical Number
o Audio Tope o Vidao Tape O Geographical 10. ANNUAL ACCUMULATION
: 30 Flie Drawer (s)
O Olher {Specily) @ Othat {Specily) O Microtilm Reel (3)
. O Compuler Tape(s)
L O Other (Soecily)
1/10
Number
(. FILE 18 UBED 12. FILE BECOMEB INACTIVE AFTER TERMINATION OF EM PLOYMENT,
. THEN RETAIN FOR:
Ox Daily O Weekly O Monlhly )

O Monhi{s) - ¥  Yearls)

Number

13, CURRENT LOCATION{S) (Bidg.. Floor, Roam)
100 Community Place
Rm. 1.575 Crownsville MD

14, 18 RECORD SERIES OUPLICATED BLSEWHERE? (Il yes, specify agency of office)

B Yos DNR (not 100%) g No

A8, ACCES RESTRICTIONS (I yes. cile law(s) & regulation(s)

O Yes K Neo

18. AUDIT REQUIREMENTS

O None X Stals O Federal Q Independent

17. 1S AN INDEX SYSTEM USED? (If yes, explain briefty and
describe any hardware/soliware)

O Yes X No

18. RECOMMENDED RETENTION

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

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

20. TELEPHONE HUMBER
(410) 514-7914

21, DATE

September 20, 2004

D58 $50-4 {Revisnd 1193)
DGS 550-1K




IHSLRUG 1IQNY - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
NEVISEU RECOROC SENIES, FORWARD WITH RECORDS RETENTION
SCIHEDULE {DQS $50.1)

1. OEPARTMENTIAGENCY-
Department of Natural Resources

1l

DEPARTMENT OF GENERAL SERVICES

P.0. BOX 278 - JESSUP, HARYLAND 20794 Page ___ O of
=¢:mmr = —— —= :=‘
2. DMsION  Capital Grants & 3. UNIT

AGENCY RECORDS INVENTORY
RECOROS MANAGEMENT DIVISION - .

7213 WATEALOO ROAD

22

Loans Administration Maryland Environmental Trust

DEFINITION - Rucords Sarles - A graup of retated rocorde normally Mied end ysed aa a unlt for raference us

well as tefenton end dlaponition purposes,

4 RECORD SERIEB TITLE
3. PERSONNEL FILES

5. EARLIEST YEAR J LATETEST YEAR
1998 10_2004

B.

8. RECORD SERIES DEBCRIPTION { Bilally desciide the lypas of Infermallon/documenta/iotma found In the Berlas. Include Ihe purposs of function of the Sarles)
Personnel Files for Inactive Employees

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

i 7. RECORD BERIEB FORMAT(S)

RECORD SERIES SEQUENCE 5. VOLUME

X3 File Orawer(s)

Dorothy A. Smith, Office Secretary III

3 Lelter Size 0 Microfim X Alphabetical Q Mictofiim Reel (3)
0 Computer Tepe (3)
! Legat Size o Compuler Tape O Numerlcal 1 a Other (Specily)
! O Bound Bock O Floppy Disk Q Chronological Number
! a Audo Tope O Video Tape O Geographical 10. ANNUAL ACCUMULATION
| . o Flle Diawer (s)
! 0 Olher (Specity) © Other {Specily) S Micrefilm Reel (3)
: : O Compuler Tape(s)
' " 9 Oter (Specily)
' .0010
Number
{1, FILE I8 UgeD 12, FILE BECOMEB INACTIVE AFTER
O Oaiy O Weekly X Monthly 5 O Month(s) - Yo Yearls)
Number
13. CURRENT LOCATION|(S) (Bldg.. Floor, Roam) 14, 18 RECO_RD SERIES DUPUICATED ELSEWHERET (Il yes. specify sgency of office)
100 Community Place
Rm. 1.575 .Crownsville MD ® Y _DNR (not 100%) o No
i 18, ACCESS RESTRICTIONS {If yes. cila law(s) &. leou!"allon(s) 18. AUDIT REQUIREMENTS
! O Yes 0 No o None ‘oX Stale 0 Federal O Indegendent
!
17. 1S AN INDEX SYSTEM USED? (Il yes, explain briefly and 18. RECOMMENDED RETENTION
describe any hardwarel/soliware) . . -
Retain for five (5) years_and until all audit
"8 Yes B No requirements have been fulfilled, then destroy
.| 19. HAME ANOQ TITLE OF PREPARER 20. TELEPHONE NUMBER

21. DATE September 20, 2004

(410) 514-7914

58 3304 {Revired 197)
nas S50-=1T.




IHSLRUCTIQNY - TYPE O PRINT A SEPARATE FORM FOR EACH NEW
REVISEU RECOND SENIES. FONWARD WITH RECORDS RETENIION
SCHEDULE (DOS 350.1)

-

DEPARTMENT OF GENERAL SERVICES
RECOROS MANAGEMENT DIVIGION -
7218 WATERLOO ROAD

AGENCY RECORDS INVENTORY

P.C. BOX 273 - JESSUP. MARYLAND 20794

1. OEPARIMENTIAGENCY:
Department of Natural Resources

= - ————

Page_ 10 o _ 22

e

——l T

2 bivsioN  Capital Grants &
Loans Administration

e
3. UNIT

Maryland Environmental Trust

DEFINITION - Rucords Sarles - A greup of related racorde naymally fled end ued an a unlt for tafarence us well as retealion and diepositisn purposes,

4 RECORD SERIES TITLE
3. PERSONNEL FILES

5. EARLIEST YEAR / LATETEST YEAR
2000 ro_2004

C.

8. RECORD SERIES DEBCRIPTION { Biially desctide lhe lypas of informalion/documenia/iorme found In the Berlas. Inclide Ihe purpose or funclion of the Sariea)
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. RECORD BERIEB FORMAT(S}

8. RECORD SERIE4 SEQUENGE 8. VOLUME
X Fue Drawei(s)
o Letler Suze O Microlim X Alphabetical o Mierofilm Reel (9}
o Compuler Tepe (3)
| ® Legal Size 0 Campuler Tape 0 Numaerical a Other {Specily)
1/10
| O Bound Book O Floppy Dlsk a Chronological Number
! a Audo Tope D Video Tape O Geographcal 10. ANNUAL ACCUMULATION
i Xa Flle Orawer (s)
| 0 Olher {Specily) @ Othar (Specily) O Mictofilm Reel (3
| O Compuler Tape(s)
Q Other (Specily)
.0010
Number
I {1, FILE 18 UBED 12. FILE BECOMES INACTIVE AFTER
' o Daiy O Weekly X Monthly N/A O  Month(s) © VYeadls)
Number

13, CURRENT LOCATION(S) (Bidg.. Floor, Room)
100 Community Place

Rm. 1.575 Crownsville MD

14. 16 RECORD SERIES OUPUCATED ELSEWHERE?

X Yes DNR

(i yes. soecify agency o office)

g No

18, ACCESS RESTRICTIONS [If yes. cila lawls) & tegulation(s)

0 Yes

B Ne

18. AUDIT REQUIREMENTS

a Nonae X Stals

O Federal

o Independent

17. 1S Al INDEX SYSTEM USED7 (If yes, explan brisfly and
descnbe any hardwatelsoliware)
O Yes

X No

18. RECOMMEMNDED RETENTION
Retain for three (3)
of employment,

years after termination
then destroy.

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

20. TELEPHONE NUMBER
(410) 514-7914

2. DATE September 20, 2004

358 550.4 [Revived 1193)
DGS 550-1M




IMSLRUCIIQNY - 1YPE QI PRINT A SEPARATE FORM FOR EACH NEW
| REVISEU RECORO SENIES. FORWARD WiTH RECORDS RETENTION
S8CHEUULE (0GS $50.1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION -
7213 WATERLCO ROAD

AGENCY RECORDS INVENTORY

Page 11 22

P.0. BOX 278 - JEBSUP, MARYLAND 20794 ot

1. OEPARIMENTIAGENCY-
Department of Natural Resources

e

1 DivIsioN  Capital Grants &
Loans Administration

. UNIT .
Maryland Environmental Trust

———

DEFINITION - Records Serles - A group of relsted racorde normaily Mad and used as a unlt for rafarence as

weil aa retantion snd disposiion purpoces,

4 RECORD SERIES TITLE
3. PERSONNEL FILES

5. EARLIEST YEAR / LATETEST YEAR
19989 2004

C.

8. RECORD GERIE® DESCRIPTION { Brlafly describe Ihe lypas of information/documenis/lotma found In the Berlas, Include the puipose of funciion of the Jariea)

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

7. RECORD BERIEB FORMAT(S)

4, RECORD 8ERIES SEQUENCE

8. VOLUME
@ File Orawerts)
X Lelter Size o Microlim X% Alphabetical g Microfiim Reel {3)
O Combuter Tepe (3)
X Legal Size O Campuler Tepe O Numarlcat 1/10 a Olher (Specily}
f O Bound Book O Floppy Disk g Chronloglcal Number
|- a Audo Tope D Vidso Tape O Geographical 10. ANNUAL ACCUMULATION
1 X Flle Orawer (s)
t O Olher {Sgecily) @ Othar {Specily) a Microfitm Reel {3)
’ O Computer Tape(a)
I OOlOU Other (Specily)
Numbses
11, FILE I8 UBED 12. FILE BECOMES INACTIVE AFTER
0. Usly o Weekly X Monlbly 5 ‘ O Momhs) - ¥ Yearls)
. Number

13. CURRENT LOCATION(S) (BIdg., Floor, Roem)
100 Community Place

Rm. 1.575 Crownsville MD

14, 18 RECORD BERIES DUPLICATED SLSEWHERE?T (I yes, specily 8gency of office)

] Yes

DNR g No
{I 8. ACCESS RESTRICTIONS (I yes. cila law(s) & tegulaticnls) 18. AUDIT REQUIREMENTS
! 0 Yes X No o None B Siae O Federal a  Independent
|

| 17. 1S AN INDEX SYSTEM USED? (I yes, explain brisfly and
describe any herdwarelsoliware)

"0 Yes # No

18. RECOMMENDED RETENTION

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

then destroy.

| 19. NAME ANO TITLE OF PREPARER
L Dorothy A. Smith, Office Secretary II1

20. TELEPHONE NUMBER
(410) 514-7914

21. DATE
September 20,

2004

368 5504 {Reviead 119)
DGS 550-1N




NEVISE
8CHEDULE (DasS 350.1)

IHSLRUCTIQNY - 1YPE O PRINT A SEPARATE FORM FOR EACH NEW
RECOROD SENIES. FOAWARD WITH RECORDS RETENTION

P.O. BOX 23 - JESSUP, MARYUAND 20194 Page __12 _ of 22
== mg_'— m——e s ae e
\. DEPARTMENTIAGENCY - 2 DMSION  Capital Grants & 3. UNIY .
Department of Natural Resources Loans Administration Maryland Environmental Trust

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION -
7213 WATEALOO ROAD

AGENCY RECORDS INVENTORY

DEFINITION - Recorde Seiles - A graup of related racords normally fted and used an & unit for reforence as

well se retantfon end dispositon purposes,

4 RECORD SERIES TITLE
3. PERSONNEL FILES

5. EARLIEST YEAR / LATETEST YEAR
1998 4 2004

D. Grievance Files

8, RECORD BERIES DESCRIPTION ( Bilally desciioe the lypas of Informallon/documenta/lorma feund In the Berdas. include Ihe Duibose of funeiion of the Serles)

This includes information pertaining to lst, 2nd, and 3rd step
grievances filed by MET employees.

7. RECORD BERIEB FORMAT(S)

8, RECORD S8ERIES SEQUENCE 8. VOLUME
f File Orawoi(s)
X Letler Size O Microfim % Alphabelical a3 Microfilm Rael (s)
O Combuler Tape (3)
X Legal Size a Compuler Tepe 0 Numarical O Other {Specily)
? P 1/10
! O Bound Book T Floppy Disk Q Chronologicai Number
| .
, a Audo T o T O Geographical 10. AMNUAL ACCUMULATION
i | udlo Tope Video - ape ographical % Flls Drawes (€)
| a Oth 3 Mictoliim Reel (9)
| 0 Olher (Sgecfy)  Othar (Specify) O Compuler Tepe(s)
| " 8 oh it
.0010 Other {Specily)
Number
I 11, FILE IS UseD " 12, FILE BECOMEB INACTIVE AFTER
; o Dsiy o Weekly £ Monlhly 5 O Monlh(s) - @ Yearls)
Numbes
13, CURRENT LOCATION(S) (Bidg.. Floot, Room) 14. 18 RECORD BERIES DUPUCATED BELIEWHERE? (Il yey. soecily agency or office
100 Community Place
Rm. 1.575 Crownsville MD 2 Ya

DNR g No

i} 18, ACCESS RESTRICTIONS (If yes, cila law(s) & regulation(s)

, 0 Yes X No

18. AUDIT REQUIREMENTSB

O Nons ‘ax Stals O Federal O Independent

| 17./1S AN INDEX SYSTEM USED? (I yes, explain brisfly and
1_____desuibe any_hardwarelscliware)

18. RECOMMENDED RETENTION

C O Yes. B No

v - e oA

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

19. HAME AND TITLE OF PREPARER
L Dorothy A. Smith, Office Secretary III

20. TELEPHONE NUMBER

21. DATE gSeptember 20, 2004
(410) 514-7914 ‘

68 $50-4 (Redsed 1/33)
DGS 550-10




{HSLRUCTIQHY - 1YPE OR PRINT A SEPARATE FORM FOR EACH NEW DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
REVISEU RECORD SENIES, FONWARD WITH RECORDS RETENTION RECOROS MANAGEMENT DIVISION - '
SCHEDULE (0as s50.1) 7213 WATERLOO ROAD Y
P.O. BOX 273 - JESSUP, MARYLAND 207194 Page 13 o
\. DEPARTMENTIAGENCY. 2 bMsIoN  Capital Grants & % UNIT .
Department of Natural Resources Loans Administration Maryland Environmental Trust

DEFINITION - Records Sarles - A group of related rocords normally flad end used as a unit far reforence ae
& RECORD SERIEB TITLE

3. PERSONNEL FILES

well as refentfon and disponition purposes,

5. EARLIEST YEAR / LATETEST YEAR
1998, 2004

4. RECORD SKRIES DEBCRIPTION { Bilatly descide the typan of Information/documants/ionms found In the Berlas. Include the purposs of funciion of the Series)

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.

7. RECORD SERIE3 FORMAT(S) 8. RECORD S8ERIES SEQUENCE 8. VOLUME
¥ Fite Orawer(s)
& Leller Size 0 Microlim Xa Alphabelical . Q@ Micrafiim Reel (s)
. a Coempuler Tepe (3)
& Legal Site o Compuler T:ape O Nuymstical 1/10 G Other {Specily)
O Bound Bock " @ Floppy Disk @ Chronological Number
l ' i ' 10. ANNUAL ACCUMULATION
a Audlo Tope O Video Tape . O Geographicat %o Flo Orawer (5)
) o Microfim Reel (3}
Q Olher (Specly) a Othar {Specify) O Compuler Tape(a)
‘ Q Other (Specily)
.0010
Number
11, FILE I8 Usen ‘ 12. FILE BECOMESB INACTIVE AFTER
o Daiy o Weekly Q¢ Monlhly 5 O  Monhis) - &K Yearls)
Numbat
13. CURRENT LOCATION(S) (Bldg.. Floor, Room) 14. 1S RECORD BERIES DUPUCATED ELSEWHERE? (il yes. soecily sgency of effice)
100 Community Plat;e Y Yo DNR 5 No
Rm. 1.575 Crownsville MD . :

8. ACCESS RESTRICTIONS (If yes. cila law(s) & regulation]s) 18. AUDIT REQUIREMENTSB

O Yes A X No @ Nona X0 Slale - O Fedetel O Independent

17. 1S At INDEX SYSTEM USED? (! yes, explain brigfly and | 18. RECOMMENDED RETENTION -

desuibe any hardware/saliware) Retain for five (5) years and until all audit

o yes x No Requirements have been fulfilled, then destroy|
1, DATE
{ 19 NAME ANO TITLE OF PREPARER 20, TELEPHONE NUMBER 2 . September 20, 2004
Dorothy A. Smith, Office Secretary III . (410) 514-7914 »

268 850.4 [Revsad 193)
DGS 550-1P

|




IS LRUCTIQHT - 1 YPE ON PRINT A SEPARATE FORM FOR EACH NEW

REVISEU RECORD SENIES. FONWARD WITH RECORDS RETENTION
SCHUEDULE (DGS $50.1) _

p e

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION -
7273 WATERLOO ROAD
P.C. BOX 2793 - JESSUP, MARYLAND 20794

—

AGENCY RECORDS INVENTORY

Page__ 12 of 22

1. DEPARTMENTIAGENCY-
Department of Natural Resources

— e ——

;m%;. UNIT — :2% |

Maryland Environmental Trust

2 bivisioN  Capital Grants &
Loans Administration

DEFINITION - Rucords Serles - A group of related racorde narmally Mlad and used sy a unit for reforence as

well as retantfon and disposition purposes,

4 RECORD SERIES TITLE
3. PERSONNEL FILES

§. EARLIEST YEAR ) LATETEST YEAR
1998 ;o 2004

Annual Reports

8. RECORD aERIEA DERCRIFTION { Bilally desctive Ihe lypan of Informailan/dacumentallonms found (n the Ssdas. inclide the sutpose of funclion of the Sefien)

F. Personnel ID Number

(PIN) and Department of Personnel

7. RECORD 8ERIEB FORMAT(S)

8. RECORD S8ERIES SEQUENCE

5. VOLUME
& File Drawer(s)
R Leller Size O Microfim O Alphabetical a Microfilm Reel (9)
_ O Computer Tape (1)
O Legsl Size a Compuler Tape O Numaerlcal a Other {Specily} .
‘ _1/10
O Bound Bock O Floppy Disk o Chronalogical Number
a Audo Tope O Vidso Tape O Geographical 10. ANNUAL ACCUMULATION
Q Flie Diawer ()
a Ofher (Specily) o Othar (Specily} © Micralilm Reel (3)
. O Computer Tape(a)
0 ’ O Other (Specily)
Number
11. FILE I8 UBED 12, FILE BECOMEB INACTIVE AFTER
o DOaly 0O Weekly & Monlhly N/A O Monihis) - @ Yeals)
Number

1. CURARENT LOCATION(S) (BIdg.. Floor, Room)
100 Community Place
Rm. 1.575 Crownsville MD

14. 18 RECORD SERIES DUPUCATED BLSEWHERE? (I yes, specily agency of office)

X  Yes

DNR g No

15, ACCESS RESTRICTIONS (If yes. cila law(s} & tepulstion(s)

oA Yes X No

18. AUDIT REQUIREMENTS

a None ‘& Stale Q Federal o Independent

‘ 17. 1S AN INDEX SYSTEM USED? (lf yes, explain briefly and
destbe 2ny hardwarelsoliware)

0 Yes X No

18. RECOMMENDED RETERTION

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

| 19. MAME ANO TITLE OF PREPARER
Dorothy A. Smith, Office Secretary III

20. TELEPHONE NUMBER

2. DATE  geptember 20, 2004
(410) 514-7914

9658 5%0-4 {Revised 1197
nra RERN=-10N




IHSLRUCTIQNY - 1YPE O} PRINI A SEPARATE FORM FOft EACH NEW
REVISEU RECORD SENIES. FOAWARD WITH RECORDS RETENTION
8CHEUULE {DGS 350.1)

L

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION -
7273 WATERLOQ ROAD
£.0. BOX 273 - JESSUP, MARYLAND 20794

1. DEPARTMEMTIAGENCY-
Department of Natural Resources

2 DVSIoN  Capital Grants &
-Loans Administration

AGENCY RECORDS INVENTORY

22

3. unir

Maryland Environmental Trust

15

Page of

. ——

DEFINITION - Racords Soerfes - A group of related rocorde narmally Miad and used a3 & unit for reference as

weil ae retantion and dlsponition purposes,

4 RECORD SERIEB TITLE
3. PERSONNEL FILES

5. EARLIEST YEAR / LATETEST YEAR
1998 3, 2004

G. Listing of Position

Forecast

6. RECORD 9ERIES DEBCRIPTION { Bilally desciive Ihe lypas of Infermalion/docymenta/lorms found In the Berlas. Include Ihe purpose of function of the Saries)

Detail by Unit/Program/Subprogram/Salary

?. RECORD BERIED FORMAT(S)

& Letler Size O Microfim

G Legsl Size a Compuier Tape
O Bound Bock O Floppy Disk

a Audo Tope o Vid.ao. Tape

R Olher [Sgecty) __Ledger Size

8, RECORD BERIEQ SEQUENCE
0 Alphabetical
O Numerleal
o Chrcnclog.(csl
O Geographicat

O Other {Specily)

1. voluMme
X File Orawer(s)
g Micrelilm Reel (3)
o Combuter Tape (1)
Q Other ecyf
1/25 (Svecily}
Number

10. ANNUAL ACCUMULATION
X Flle Orawer (s)
a  Mictolilm Redl (3)
O Compuler Tape(s)
Q Other (Specify)

1/10
Number
1, FILE I8 UBED 12. FILE BECOMEB {NACTIVE AFTER
O Daly Q  Weekly 0 Monlhly 5 O Month{s) - X Yearls)
Numbar

13. CURRENT LOCATION(S) (Bldg.. Floor, Roam)
100 Community Place

14. 18 RECORD BERIES DUPUICATED ELSEWHERE?

{1 yes. soecily agency or office)

. . X Yes DNR g No
Rm. 1.575 Crownsville MD
18. ACCESS HESTRI(;""ONS (it yes. cila law(s).& legulallon(s)_- 16. AUDIT REQUIREMENTS
0 Yes X No g None % Stale O Federal a Independent

17. 1S AN INDEX SYSTEM USED? (I yes, explain briefly and
desuibe any herdwarelsoliware)

0 Yes No

5

18. RECOMMENDED RETEHTION

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

i 18. NAME ANO TITLE OF PREPARER
Dorothy A. Smith, Office Secretary III

20. TELEPHONE NUMBER
(410) 514-7914

21. DATE September. 20, 2004

968 8504 {Redsed 113)
DGS 550-1R




NEVISE
8CUEDULE oas $50.1)

INFLRUCTIQNY - YPE QI PRINI A SEPARATE FORM FOR EACH NEW
RECONO SENIES. FONWARD WITH RECORDS RETENTION

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION -
7273 WATERLCO ROAD

AGENCY RECORDS INVENTORY

1. OEPARTMENRTIAGENCY.
Department of Natural Resources

anns Administration

P.O. BOX 273 - JESSUP, MARYUNND 2074 Page _16 of 22
— e ———— —t .
2. DVISIOR  Capital Grants & % UNIT

——

Maryland Environmental Trust

DEFINITION - Rucords Series - A group of ratated rocords normally Mad and used ts s unit for raforence as well as retantion and disposition purposss.

§ ¢ RECORD SERIEB TITLE
3. PERSONNEL FILES

1998 2004

TO

5. EARLIEST YEAR / LATETEST YEAR

H.

8. RECORD GERIES DESCRIPTION { Bilally desctibe Ihe lypas of Informalion/documenta/latma found in the Bacles. Include the purbose of function of the Saries)

Worker's Compensation First Report of Injury Reports

7. RECORD BERIEB FORMAT(S) 8, RECORD SERIES SEQUENCE 8. VOLUME
B File Orawet(s)
ox Lelter Size 9 Microlim O Alphabetical Q Mictofilm Reel (s)
i 0 Comouler Tape {3)
O Legal Size a Camputer Tape O Numerlcat a Other {Specily}
: 1/25
O Bound Bock O Floppy Disk X Chronological Number
o Audio Tope O Video Tape O Geographical 10. ANNUAL ACCUMULATION
R Flie Drawer ()
gOlher {Specly) __T.edger Size a Other (Specily) G Microfilm Reel (3)
: . O Compuler Tape(s)
i Q Other (Specily)
1/10 ‘
Number
1(, FILE I8 USED 12, FILE BECOMEB INACTIVE AFTER
O Daly a  Weekly & Monhly 5 o Monihis) - & Yearls)
Number

13. CURRENT LOCATION(S) {Bldg., Floor, Roam)

100 Community Place
Rm. 1.575 Crownsville MD

14, 18 RECORD BERIES DUPUCATED BLSEWHERE?T (Il yes, soecily 8gency of office)

X Yes DNR A U No

18, ACCESS RESTRICTIONS (If yes. cila law(s) & repulation(s)

0O Yes X Neo

18. AUDIT REQUIREMENTS

o None Xa Siale X3 Federal o Independent

17. IS AN INDEX SYSTEM USED? (Il yes, explain briefly and
descrbe any hardware/soliware)

9 Yes % No

18. RECOMMENDED RETENTION
Retain for five (5) years and until all

requirements have been fulfilled, then destroy

audit

| 13. NAME ANO TITLE OF PREPARER
Dorothy A. Smith, Office Secretary III

20. TELEPHONE HUMBER
(410) 514-7914

21. DATE September 20, 2004

0158 550.4 [Revirag 1193)
nes  /50-18




S LRUSTIQNY - YPE OR PRINT A SEPARATE FORM FOR EACHNEW | DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
NEVISEU RECOND SENIES. FONWARD WITM RECORDS RETENTION RECORDS MANAGEMENT DIVISION - <
8CHEDULE {0aS $50.1) 7273 WATERLGO ROAD :
P.O. BOX 273 . JESSUP, MARYUAND 20194 _ Page _L17 of 22
. OEPARTMENT/AGENCY: 2. DiVisloN  Capital Grants & 3. UNIT _
Department of Natural Resources Loans Administration Maryland Environmental Trust

DEFINITION - Rucorde Serles - A graup of relsted racords narmsily flad end ussd as & unit for raforence as
& RECORD SERIES TITLE

' 5. EARLIEST YEAR J LATETEST YEAR
4. GRANT DOCUMENTATION 2000 10 2004

well ss refontfon snd disposition purposes.

4. RECORD SERIEQ DESCRIPTION { Biiaily desciide the lypas of Informalion/documaenta/lorma found In the Bsrles. Include |he purpose of function of the Series)
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 BERIES FORMAT(S) 8, RECORD S8ERIES SEQUENCE 8. VOLUME‘
. . X File Orawer(s}
% Leller Size o Micrelim 0 Atphabetical , Q Miciafilm Reel (s)
. 0 Comouter Tape (3)
X Legal Size Qo Campuler Tepe O Numerleal 1 a Other (Specily)
O Bound Bock . a Floppy Disk ® Chronological Number
g Audio Tope O Vidao Tape . O Geographicat 10, ANNUAL ACCUMULATION
. R File Drawer (s)
[ a Othet (S i ' g Microlilm Reel (3)
@ Ofter {Sgeciy) : (Specty) o Compuler Tape(3)
O Other (Specily)
Number

1, FILE I8 UBED 12, FILE BECOMEB INACTIVE AFTER

o Daily ox Weekly O Monlhly 3
: Numhbet

O Monhis) - & Yeals)

13, CURRENT LOCATION(S) (BIdg.. Fleor, Room] 14, 19 RECORD BERIES DUPULICATED ELSEWHERE? (I yes, specily agency or office)

100 Community Place
Rm. 1.571 Crownsville MD

X Yos DNR ) g No

48, ACCESS RESTRICTIONS (If yes. cila law(s) & tegulation(s) 18. AUDIT REQUIREMENTS

O Yes g No . @ None W Stals X Federal O Independent

7. 1S Al INDEX SYSTEM USED? (If yes, explain brisfly and ) 18. RECOMMENDED RETENTION
: descrbe any hadwarelsaliwate] Retain for five (5) years and until all audit
' O Yes & No requirements have been fulfilled, then destroy
| 19. HAME AKO TITLE OF PREPARER 20. TELEPHONE NUMBER 21, DATE September 20, 2001,‘
L Dorothy A. Smith, Office Secretary III (410) 514-7914 |

068 5504 {Redned 192)
nee BROA=1®




IHSLRUETIQNY - 1YPE OR PRINT A SEPARATE FORM FOR EACH NEW
NEVISEY RECORD SENIES. FONWARD WITH RECORDS RETENTION
SCHEDULE {DQS $50.1)

v o

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION -
7218 WATERLOO ROAD

AGENCY RECORDS INVENTORY

P.0. BOX 279 - JESSUP, MARYLAND 20794

1. DEPARTMENT/AGENCY-
Department of Natural Resources

2 pwsioN  Capital Grants &
Loans Administration

B ——————————

3. UNIT

18 22

)

Maryland Environmental Trust

Page of

———— e

DEFINITION - Records Sarles - A groug of related rocords narmaily flied and used as & unit for reforence as

wall as retanten snd dlspoalton purpoves,

4 RECORD SERIES TTLE
4. GRANT DOCUMENTATION

5. EARLIE3T YEAR / LATETESY YEAR

2001 , 2004

B.

organizations and

spirit of the KMB

legislation to create MET,

Governor's Committee to Keep Maryland Beautiful.
100% match of equipment,

in performance of Scope of Work.

6. RECORD GERIES DESCRIPTION { Brlafly desciide Ihe typas of Informallon/documentaileima found In the Berles. Include the puipose of funclion of the Saries)

Keep Maryland Beautiful Program
Funded by the State Highway Administration,
provides grants for environmental education projects by

The Margaret Rosch Jones
"awards are given in memory of the executive director and moving

and the Bill James
Environmental grants are given in memory of the drafter 'of the

incorporating activities of the former

school groups.

Program for many years,

supplies and operating costs expended

the KMB program

Requires a

7. RECORD BERIED FORMAT(S)

B, RECORD GERIE® SEQUENCE 8. VOLUME
® File Orawet(s)
X Leller Size 9 Microfim O Alphabetical g Microfilm Reel (s)
o Comouter Tepa (3)
O Legal Size Qo Compuler Tepe O Numerical Q Other (Specily}
_1/25
! B Bound Bock Q Floppy Disk B Chronological Number
a Audo Tope o Video Tape 0 Geographicat 10. ANNUAL ACCUMULATION
R Flle Drawer (s)
© Other {Sgecily) © Other {Specily) O Mictatim Reel (31
: O Compuler Tape(s)
) O Other (Specily)
| _1/10
Number
11, FILE I8 UsED 12. FILE BECOMEB INACTIVE AFTER
o Dsiy o Weekly R Monthly 3 O Monh(s) - ® Yearls)
Number
13. CURRENT LOCATION(S) (B!dg., Floar, Room) 14. 18 RECORD BERIES DUPLICATED ELSEWHERE?T (Il yes, soecily sgency of office)
100 Community Place
. Q  Yes X No
Rm. 1.566 Crownsville MD
15. ACCESS RESTRICTIONS (If yes. cila law(s) & tegulation(s) 16. AUDIT REQUIREMENTS
0 Yes ] Neo O None ‘® Slals 0O Federal 0 Independent

17. 1S AN INOEX SYSTEM USED? (If yes, explain brisfly and

destribe any haidwarelsoliware)

O Yes X No

18. RECOMMENDED RETENTION

Retain for three (3)
audit requirements ha
destroy.

years and until all

ve been fulfilled, then

| 1. NAME AND TITLE OF PREPARER
L Dorothy A. Smith, Office Secretary III

—

20. TELEPHONE HUMBER
(410) 514-7914

21. DATE September 20, ZOOﬂ

368 550.4 {Aevisad 1193




IHSLRUCTIQHY - 1YPE O PRINT A SEPARATE FORM FOR EACH NEW DEPARTMENT OF GENERAL YERVICES A Y RECOR \Y
REVISEU RECORO SENIES. FONWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION - CENCY RECORDS I ENTOBY
SCHEDULE [0GS $50.1) 7273 WATERLOO ROAD
_ P.O. BOX 273 . JESSUP, KARYLAND 20754 Poge 19 o __ 22
1. OEPARTMENTIAGENCY- 2 bVsSION  Capital Grants & 3 UNIY
Department of Natural Resources Loans Administration Maryland Environmental Trust

DEFINITION - Records Sarles - A group of related rocords normaily flled end used as a unlt for tefsrence ae
4. RECORD SERIEB TITLE

4. Grant Documentation

weil ae ratanlion and disposnition purposes,

§. EARLIEST YEAR / LATETEST YEAR
1953 ;5 1997

8, RECORD 8ERIES DEBCRIPTION { Briefly desciide Ihe types of Infermallon/documsnta/loim found In the Barlas. Include the purposs of function of the Saries)

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 BERIEB FORMAT(S) 8, RECORD GERIES SEQUENCE 8. VOLUME
| 4 File Orawet(s)
Oy Leter Size o Microlim O Alphabeticsl _ a Microfilm Reel (s)
O Combuter Tepe (3)
X Legel Size o Computer Tape O Numerical ¥ Oiher (Speuily} __Raoxes
O Bound Bock O Floppy Disk X Chronolagical Number
0 Audlo Tope ' O Video Tape U> Geographical 10. ANNUAL ACCUMULATION
e Zlle Diawer (3)
0 Olher (Specily)’ Q Other (Specify} © Micraliim Reel (3)
’ : O Compuler Tape(s)
O Other {Specify)
— Number
11. FILE I8 UseD 12. FILE BECOMEB INACTIVE AFTER
O Daily O Weekly o Monthly O  Month(s) - ©  Yeals)

Number

13. CURRENT LDCATION(S) (Bldg.. Floor, Room) 14. 189 RECORD BERIES DUPLICATED ELSEWHERE? (Il yes, specily 8gency of offlicel

T-3625 Special Easement File &4N

Maryland State Archives o Yos ) °
0ORrR/18/10/23

15, ACCESS RESTRICTIONS {f yes, clla law(s) & tegulation(s) | 1. AUDIT REQUIREMENTS

D Yes g No

o Nonas .~ 30 Stals 0 Federgl 0 Independent

17. 1S AN INDEX SYSTEM USED? (If yes, explain briefly and 18. RECOMMENDED RETENTION
describe any hardware/soliware)

Retain permanently.

" O Yes O No
19. HAME ANOD TITLE OF PREPARER 20. TELEPHONE NUMBER - 21. DATE
Dorothy A. Smith, Office Secretary III . (410) 514-7914 September 20, 2004

DG4 5504 {Revisad 1193)
DGS 550-1V




TS LRUGTIQH] - TYPE Ot PRINT A SEPARATE FORM FOR EACH NEW
NEVISEU AECORD SENIES. FONWARD WITH RECORDS RETENTION
BCHEDULE (0QS $50.1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION -
7273 WATERLOO ROAD

~ AGENCY RECORDS INVENTORY

22

a P.O. 80X 273 - JESSUP, NARYLAND 207194 Page 20 of
1. DEPARTMENT/AGENCY- 2 bwisIok  Capital Grants & % UNIT
Department of Natural Resources Loans Administration Maryland Environmental Trust

DEFINITION - Rocords Serles - A group of related rocorde normally Mled and used a» & unit for reforence as

woll av tetention snd disposition purposes.

4. RECORD SERIES TITLE
5.

STATE DEEDS AND EASEMENTS

5. EARLIEST YEAR / LATETEST YEAR
1967 . 2004

A.

Menitoring:

Draft Deeds.

8. RECORD SERIES DEWCRIPTION ( Bilafly desciide |he ypas of informailan/documsnts/lorms found in the Berdas. Include Ihe purposs of funciion of the Saries)

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):

Media Attention;

Supporting Materials: Maps: Original Newspaper clippings;:

Correspondence; Processing:

}. RECORD BERIEB FORMAT(S)

g, Leiter Size O Microlim

X Legal Size o Compuler Tepe
O Bound Book a Floppy Disk
-0 Audio Tope O Video Tape

mwmu&wm Documents stored

in expanding wallet

8, RECORO GERIES SEQUENCE i. VOLUME

X0 File Orawer(s)

O Alphabetical g Mlerofilm Reel (s)
. O Computer Tepe {3)
® Numaerlcal a Other (Specily)
- 37
Q - Chronological Number

10. ANNUAL ACCUMULATION
Oy Flle Drawer (s)
8 Microfilm Reel (3)
O Compuler Tape(s)

O Geographical

& Other (Specty)

folder 1 O "Other {Specify)
Numbet
11, FILE I8 UsED 12, FILE BECOMEB INACTIVE AFTER
O Daiy O Weekly x M“"““‘Y __N/A O Monlh(s) - @ Ye-arls)
Number :

13. CURRENT LOCATION(S} {Bldg.. Flaot, Roam)
100 Community Place

14. 18 RECORD BERIES DUPLICATED BLIEWHERET (If yes, specily agency or oflice)

Rm. 1.566 Crownsville MD Q  Yos ' B No
18. ACCESS RESTRICTIONS {If yes. cila law(s) & 1epulation(s) 18. AUDIT REQUIREMENTS
o Yes o Neo © Nons X Siale O Federal 0 independent

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

" ox Yes_ Easement # o No

e.g. OOLGAR72:ANNE

18. RECOMMENDED RETENTION
Retain permanently on-site.

19. NAME ANO TITLE OF PREPARER
L Dorothy A. Smith, Office Secretary 111

20. TELEPHONE NUMBER
(410) 514-7914

21, DATE
September 20,

2004

OGS $30-4 {Revisad 193)
DGS 550-1W




WILRUCTIQNT - 1YPE Oft PINT A SEPARATE FORM FOR EACH NEW

NEVISED RECOND SENIES. FORWARD WITH RECORDS RETENTION
8CHEDULE {DaS 350.1

1. DEPARTMENTIAGENCY-

Department of Natural Resources

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION -
7273 WATERLOO ROAD

AGENCY RECORDS INVENTORY

anns Administration

22

P.0. BOX 273 - JEGSUP. MARYLAND 20754 Pege 21 of
2. pmvsioN  Capital Grants & EARTL

Maryland Environmental Trust

DEFINITION - Records Serles - A graoup of related rocords normally Miad and used as 2 unit for reference ss well as retention and disposition purposes,

4. RECORD SERIES TITLE
5.

STATE DEEDS AND EASEMENTS

5. EARLIEST YEAR / LATETEST YEAR
1972102004

B.

C.

8, RECORD BERIES DEBCRIPTION { Brielly desciide the lypes of Informailon/documents/loims found In the Betlas. Include Ihe purposs of funclion of the Serles)

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.

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

7. RECORD BERIED FORMAT(S)

03

8. RECORD SERIES SEQUENCE 0. VOLUME
. Q File Orawerl(s)
O Lelter Size G Microfim o Alphabelical g Microfitm Reel (s)
] D Computer Tape (3)
X Legal Size O Compuler Tepe oX Numerlcal ® Other (Specily) _3_boxes
added 11/4
O Bound Book Q Floppy Disk a Chronelogical Number !
8 Audo Tope C Video Tape o Geogra;;hica| 10. ANNUAL ACCUMULATION
O Flle Drawer (s}
0 Olher (Specily) a Other (Specily) O Microfilm Reel (9)
' O Compuler Tape(s)
O Other (Specily) __bhox
—_1
Number
tl, FILE IS USED 12. FILE DECOMEB INACTIVE AFTER
o Daly O Weekly 0 Monlhly N/a O Monihfs) - ©  Yearls)
Number

13. CURRENT LDCATION(S] (Bidg.. Ficor, Roam)
T-2039 State Deeds and

14. 18 RECORD SERIES OUPUICATED ELSEWHERE?

¥ Y MET

(If yes. specily agency or office)

(410)

Easements - MD State Archiveg O No
VY. ACCEGS RESTRICTIONS (I yes. cila law(s) & tegulation(s) | 18, AUDIT REQUIREMENTS

D Yes 0 No O None ‘® Slale O Federal Q Independent
17. 1S Al INDEX SYSTEM USED? (I yes, explain briefly and 18. RECOMMENDED RETENTION

describe any heidwarelsoliware)

: . Retain permanently.
" O Yes O No.

18. HAME ANO TITLE OF PREPARER 20. TELEPHONE NUMBER 21, DATE

Dorothy A. Smith, Office Secretary III 514-7914 September 20, 2004

DAS 5504 (Revised 1127)
DGS 550-1X




I{SLRUCTIQNY - 1YPE O PRINT A SEPARATE FORM FOR EACH NEW
REVISEU' RECORD SENIES. FONWARD WITH RECORDS RETENTION
SCHEDULE {DaS $50.1)

1. DEPARTMENUAGENCY.
Department of Natural Resources

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION -
7213 WATERLOO AOAD
P.0. BOX 273 - JEBSUP, MARYLAND 20734

2 DIVIsloN  Capital Grants &
LpansAdnﬁnhnnﬁon

AGENCY RECORDS INVENTORY

Pags __ 22 22

3. UNIT .
Maryland Environmental Trust

DEFINITION - Rocords Series - A group of related rocords normally fled and used as a unit for reference as

well as refention and disposition purposes,

4. RECORD SERIES TITLE
6.

BOARD OF TRUSTEES MINUTES AND MEETING FILE

5. EARLIEST YEAR / LATETEST YEAR
1968,, 2004

copies of handouts.

8. RECORD GERIES DEBCRIPTION ( Bilally desciide the lypas of Informalion/dacuments/loims found In the Berlas. Include the puiposs of funclion of the 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,

7. RECORD BERIEB FORMAT(S)

O Leller Size O Micrefim

G Legal Size o Computer Tepe
O Bound Baok a Floppy Diek
o Audlo Tope O Video Tape

£ Other(Specily) _3 ring binders

8. RECORD GERIEA SEQUENCE
O Alphabetical
O Numerical
poel Ch;nnclug(csl
O Geographical

@ Other (Specily)

0. VOLUME
O File Orawor(s)
o Mierofilm Reel (s)
O Comouter Tepe (SE .
O Other (Specily) _Dinder
67
Number

10. ANNUAL ACCUMULATION
Q Fils Diawer (s)
O Microfiim Reel (3)
O Compular Tape(s)

® Other (Specily) _binder

2
Number
1, FILE I8 UseD 12. FILE BECOMES INACTIVE AFTER
o Daly O Weekly 0 Monlhly n/a_ O  Monhs) - ©  Yearls)
Number
13. CURRENT LOCATION(S) (BI% Floar, Room) 14, 18 RECORD BERIES DUPLICATED ELSEWHERE? (Il yes, specily agency or office)
10 years at 100 Community P1

Rm. 1.562 and previous years o Yoy % No
at MD State Archives T-3557
18, ACCESS RESTRICTIONS (I yes, clla lawls) & regulation(s) | 8. AUDIT REQUIREMENTS

O Yes o No o None H Stale O Federal a  Independent
17. 1S AN INDEX SYSTEM USED? (I yes, explain briefly and 18. RECOMMENDED RETENTION

e any h isol
teacre dny haxdwarelsolivare) Retain permanently - 10 years on-site, prev1oqs
" O Yes o No

years at Maryland State Archives.

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

20. TELEPHONE NUMBER
(410) 514-7914

21, DATE

September 20, 2004

D68 5504 (Revivad 1193)
DGS 550-1Y




