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RECORDS RETENTION AND DISPOSAL SCHEDULE Page 1 of 2
Agency Maryland Department of Agriculture Division/Unit Pesticide Regulation Section ‘
Item No Description Retention
Supersedes Schedule 1682
1. Commercial Business License Files
All commercial businesses offering and/or performing pesticide related services within | Retain while active and until
the State of Maryland are required by State Law to be licensed with the Maryland applicant fails to renew, then
Department of Agriculture. Files contain original Pesticide Business License transfer to the inactive files.
Applications, Inspection Forms (MDA-D-336), Renewal Forms (MDA-D-353), (Item 6)
Employee Registration and ID Request Forms (MDA-D-351) and Termination Forms,
as well as a copy. of the Certificate of Insurance (Acord 25).
2. Public Agenecy Permit Files
All Public Agencies performing pesticide applications within the State of Maryland are | Retain while active and until
required by State Law to be licensed with the Maryland Department of Agriculture. agency fails to renew. When
Files contain original Public Agency Permit Application (MDA-D-372), Inspection inactive for more than two years
Forms (MDA-D-336), Renewal Forms (MDA-D-353) and Employee Registration and | transfer to inactive files.
Termination Forms. (Item
3. Certified Applicators, Commercial and Public Agency Applicators
Files contain the original applications for Initial Certification (MDA-D-323) and Retain while active and until
Additional Category certification, as applicable (MDA-D-337), and Renewal applicant fa}lls to renew, then
Applications (MDA-D-355). transfer to inactive files.
(Item 6)
4. Recertification Training Agendas and Attendance
All certified applicators are required to attend recertification training in order to renew | Retain for three years, then
their certificate. These files contain meeting agendas, approval letters and proof of destroy.
applicator attendance.
},'____—__—————_____._———___.r——.————-—-———-———-—T—_——_J
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Contains original application and renewal forms for individuals to be placed on
Chemically Sensitive Individuals List.

Agency Maryland Department of Agriculture Division/Unit | Pesticide Regulation Section
eSS ————— S S
Item No Description Retention
Supersedes Schedule 1682
S. General Correspondence
Subject arrangement of original incoming letters, copies of outgoing letters, Retain for three years, then
memoranda, reports, studies, surveys, and other miscellaneous paper relating to destroy. Directives and other
the administration of the Pesticide Applicators Law Section. material relating to planning and
policy that illustrate the
development of the agency,
retain permanentlv for eventual
' transfer to the. 'State
6. Inactive Businesses and Applicators JArch-ive,s_L ‘ '
b
File contains the record of each business and/or applicator that has not renewed Retain for two years, then
his/her license or certificate in any given year. See Items 1 & 2 for active records. destroy.
7. Complaint Files
Contains complaints on pesticide misuse and pest inspections as well as related Retain until case is closed and
correspondence and miscellaneous information pertaining to the investigation. for seven years thereafter, then
destroy.
8 Examination Files
Contains applications for examinations (MDA-D-323), initial and most recent Retain while actively pursuing
 examination letters and answer sheets for those who were not issued a certificate. | certification, thereafter retain for
one year, then destroy.
9 Reference Files
File is maintained as a library of reference material for informational purposes Retain in office, screen regularly
only. - to destroy that material which is
superseded or has ceased to
. merit any reference value.
10. Accounting Records
Miscellaneous accounting records consisting of invoices, deposit tickets, refund Retain for five years and until
documentation, credit card statements, Maryland Fleet Operations and all audit requirements have been
Management System forms (DBFP-FM-MFOMS) and timesheets. fulfilled, then destroy
Purchasing Records
11. .
Miscellaneous purchasing records consisting of purchase orders, bid & contract
acquisitions, delivery receipts & packing slips. Retain for five years and until
all audit requirements have been
. fulfilled, then destroy
Pesticide Sensitive Individual Files
12.

Retain while file is active, then
destroy after 5 years

DGS 550-1A (Rev. 1/93)
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Instructions ~Type or Print a separate form for
sach new or revised record series. Forward

vith Records Retention Schedule (DGS 550-1)

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

Jessup, Maryiand 20794
410-799-1930

AGENCY RECORDS INVENTORY

PAGE __1__ OF __12____

|. Department/Agency

Agriculture

2. Division

Plant Protection and Pest Management

3. Unit

Pesticide Regulation Section

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

1. Record Series Title

Commercial Business License Files

5, Earliest Year/Latest Year

2008___ to __2009,

3. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Inciude the purpose or function of the series.)

- By State Law, commercial businesses have to be licensed to legally perform pesticide work in Maryland.

- Files contain original business license application and originat certificate of insurance (Acord 25)

- Files contain Inspection Forms (MDA-D-336)
- Files contain Renewal Forms (MDA-D-353)

- Files contain Employee Registration and ID Card Request forms (MDA-D-351) and Employee Termination Forms

7. Record Series Formai(s) List all
N Letter Size 0 Microfilm
0 Lega! Size 0 Computer Tape
0 Audio Tape D Floppy Disk
0 Bound Book { Video Tape

0 Other (specify)

8. Record Series Sequence

N Alphabetical
D Numerical

0 Chronoiogical
0 Geographical

’ 0 Other (specify)

9. Volume
" N File Drawer(s)
0 Microfim Reel(s)
36, 0 Computer Tape(s)
Number

0 Ofther (specify).

10. Annuat Accumuiation
N File Drawer(s)

0 Microfitm Reei(s)

3 i Compuler Tape(s)
Number :
0 Other (specify)

11. File is Used

N Daily 0 weekly 0 Monthiy 0 Annually

1

Number

12, File Becomes Inactive Afler

D Month{s) x Year(s)

13. Curreni Location(s) (Bidg., Floos, Room)

Maryland Department of Agriculture

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

Pesticide Regulation Section, Room 500 0 Yes N No
50 Harry—§A Teruman Parkway
Annapolis, MD 21401
15.  Access Restriclions ()f Yes, cite Law(s) & Regulation(s) 16.  Audil Requiremants
0 Yes N No [ None N State 0 Federal { independent
17. 1s an Index System used? If yes, explain briefly and describe requirements 18. Recommended Retention
0 v y Retain while active and until applicant fails to renew, then transfer to the
es n No

inactive files

19. Name and Title of Preparer 20. Tetephone Number 21, Date

Rebecca A. Poulin (410) 841-5710 January 9, 2009

Office Secretary Il

1G5 550-4 (Rev. 1/93)




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

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

Jessup, Maryland 20794
410-799-1930

AGENCY RECORDS INVENTORY

PAGE _2__ OF 2

1. DepartmenlU/Agency

Agriculture

2. Division

Plant Protection and Pest Management

3. Unit

Pesticide Regulation Section

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

4. Record Series Title

Public Agency Permit Files

5. Earliest Year/Latest Year

_1975____to__2008_ _

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

By State Law, Public Agencies have to be licensed to legally perform pesticide work in Maryland

Files contain original Public Agency Permit application (MDA-D-372)

Files contain Inspection Forms (MDA-D-336)
Files contaln Renewal Forms (MDA-D-353)

Files contain Employee Registration and 1D Card Request (MDA-D-351) and Employee Termination Forms

7. Record Series Format(s)¥ List all 8. Record Series Sequence 9. Volume
N File Drawer(s)
D Microfim Reel(s}
N Letter Size 0 Microfilm 0 Alphabetical
7 0 Compuler Tape(s)
[ tegal Size D Computer Tape N Numerical Number
D Other (specify),
{} Audio Tape 0 Floppy Disk D Chronological
0 Bound Book 0 Video Tape 0 Geographical 10. Annual Accumulation
D File Drawer(s)
0 Other (specify). 0 Other (specify)
D Microfim Reel(s)
10 0 Computer Tape(s)
Number
N Other (specify) Files
11, Fileis Used 12.  File Becomes Inactive Afler
N Daily 0 Weekly 0 Monthly 0 Annually 1 D Month(s) N Year(s)

Number

13. Currenl Location(s) {Bldg., Floor, Room)

Maryland Department of Agriculture

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

0 Yes N No
Pesticide Regulation Section, Room 500
50 Harry S. Truman Parkway
Annapolis, MD 21401
15. Access Restrictions {If Yes, cile Law(s) & Regulation(s) 16. Audit Requirements
0 Yes N No @ None N State 0 Federal D !ndependent
17, Is an index System used? If yes, explain briefly and describe requirements 18. Recommended Retention

Yes N No

0

Retain while active and until agency fails to renew, then transfer to

inactive files.

19. Name and Tille of Preparer

Rebecca A. Poulin

Secretary Il

20. Telephone Number

(410) 841-5710

21. Date

-January 9, 2009

DGS 550-4 (Rev. 1/93)




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

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

Jessup, Maryland 20794
410-799-1930

AGENCY RECORDS INVENTORY

PAGE __3,

OF _12____

1. Depariment/Agency 2. Nivision

Agriculture

Plant Protection and Pest Management

3. Unit

Pesticide Regulation Section

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

4. Record Saries Title
Certified Applicators, Commercial and Public Agency Applicators

5. Earliest Year/Latest Year

_1974 fo __2009_____

6. Record Series Descriplion (Briefly describe the types of information/documents/forms found in the series. include the purpose or function of the series.)

Files contain original application for Initial Certification (MDA-D-323)

File contains original application for Additional Categories (MDA-D-337), as applicable

File contains Renewal Applications (MDA-D-355)

7. Record Series Format(s)  List all

™ Lelter Size 0 Microfilm N Alphabetical
0 Legal Size D Computer Tape 0 Numerical

0 Audio Tape B Floppy Disk | 0 Chronological
0 Bound Book 0 Video Tape D Geographical

0 Other (specify),

8. Record Series Sequence

0 Other (specify)

9. Volume
N File Drawer(s)
0 Microfim Reel(s)
_38___ 0 Computaer Tape(s)
Number

- 0 Other (specify)

10, Annual Accumulation
N File Drawer(s)

I Microfilm Reel(s)

5 0 Computer Tape(s)

Number
D Oiher {specify)

1. File is Used

~ Daily 0 weekly 0 Monthly 0 Annuatly

12, File Becomes Inactive After

B Month(s) ) N Year(s)

Number

13. Current Location(s)  (BIdg., Fioor, Room)
Maryland Department of Agriculture
Pesticide Regulation Section, Room 500 .
50 Harry S. Truman Parkway

Annapolis, MD 21401

14, Is Record Serigs Duplicated Elsewhere? (If yes, spocify agency or office.)

D Yes N No

15, Access Restrictions (If Yes, Cite Law(s) & Reguiation(s)

16.  Audil Requirements

0 Yes N No D None N State { Federat { independent
17. Is an Index System used? if yes, explain briefly and describe requirements 18. Recommended Retention
0 v N Retain while active and until applicant fails to renew, then transfer to
es N No

inactive files

19. Name and Title of Preparer

Rebecca A. Poulin

. Secretary W

L

20. Telephone Number

(410) 841-5710

21, Date .

January 9, 2009

DGS 550-4 (Rev. 1/83)




AGENCY RECORDS INVENTORY

Instructions -Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES
2ach new or revised record series. Forward RECORDS MANAGEMENT DIVISION
vith Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275 pacE 4 OF 2

Jessup, Maryland 20794
410-799-1930

i. ‘Department/Agency 2. Division ' 3. Unit

Agriculture Plant Protection and Pest Management Pesticide Regulation Section

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

4. Record Series Tille 5. Eerliest Year/Lotest Year

2006____ to ___2009

Recertification Training Agendas and Attendance

6. Record Series Description (Briefly describe the lypes of information/documents/forms found in the series. Include the purpose or function of the series.)
All certified applicators are required to attend recertification training in order to renew their certificate.

- Files contain meeting agendas

- Files contain approval letters

- Files contain proof of applicator attendance

7. Racord Saries Formal{s) List all B. Record Series Sequence 9. Volume
) N File Orawer(s)
. 0 Microfilm Reel(s)
M Laller Size 0 Microfilm 0 Alphabetical
4 0 Computer Tape(s)
0 Legal Size 0 Computer Tape - N Numerical Number
0 Other (specity)
0 Audio Tape 0 Floppy Disk 0 Chronological
0 Bound Book: 0 video Tape 0 Geographical 10. Annual Accumulation
N File Drawer(s)
0 Other (specify) . 0 Other (specify)
0 Microfim Reel(s)
. 0 Compuler Tape(s)
Number
N Other (spacify) - No significant change

1. File is Used 12 File Bacomes Inactive Afler

0 Annually -3 0 Month(s) N Year(s)
Number

0 Daily N Weekly 0 Monthly

13. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicaled Elsewhere? (If yes, specify agency or office.)

Maryland Depariment of Agriculture

B Yes N No
Pesticide Regulation Section, Rooms 500, 527 & 555
50 Harry S. Truman Parkway
Annapolis, MD 21401
15.  Access Restrictions (If Yes, cile Law(s) & Regulation(s) 16.  Audit Requirements
D Yes N No § None N Stlate 0 Federal D Independent
17. Is an Index System used? If yes, explain briefly and describe requirements 18, Recommended Retention
Retain for three years, then destroy

0 Yes N No

19. Name and Tille of Preparer 20. Telaphone Number 21. Dats

Rebecca A. Poulin (410) 841-5710 January 9, 2009
Secretary Il

35'550-4 (Rev. 1/93)



nstructions -Type or Print a separate form for
:ach new or revised record series. Forward
vith Records Retention Schedule (DGS 550-1)

AGENCY RECORDS INVENTORY

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

Jessup, Maryland 20794
410-798-1930

PAGE _5__ OF

. Departmant/Agency

Agricuiture

2. Division

Plant Industries and Pest Management

3. Unit

Pesticide Regulation Section

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

}. Record Series Tille

3eneral Correspondence

5. Earliest Year/Lates\ Year

_1880___ 10 __2008___ __

3. Record Series Description (Briefly the types of ir

Driginal incoming letters, copies of outgoing letters and memoranda

Reports, studies, surveys

Other miscellaneous paper refating to the administration of the Pesticide Applicators Law Section

forms found in the seres. Include the purpose or funclion of the series.)

7. Recorg Series Formati(s) List all 8. Record Series Sequence 8. Volume
N File Drawer(s)
(0 Microfilm Reel(s)
D Letter Size D Microfitm N Alphabetical
10 D Computer Taps(s)
N Legal Size D Computer Tape 0 Numerical Number
D Other (specify)
0 Audio Tape 0 Floppy Disk N Chronological
0 Bound Book 0 Video Tape 0 Geographical 10. Annua!l Accumulation
N File Drawer(s)
0 Other (specify) 0 Other (specify)
D Microfim Reel(s)
1 0 Computer Tape(s)
Number
0 - Other {specify)
1. File is Usad 12.  File Becomes Inaclive Afier
0 Daily N Weekly D Monthly 0 Annually 2 D Month(s) N Year(s)
Number

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

Maryland Department of Agriculture

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

. . ) 0 vYes N No
Pesticide Regulation Section, Room 500
50 Harry S. Truman Parkway
Annapolis, MD 21401
18. Access Restrictions (If Yes, cite Law(s) 8 Regulation(s) 16. Audit Requirements
D Yes N No N None - 0 State D Federal U Independent
17. is an Index System used? If yes, explain briefly and describe requirements 18. Recommanded Retention
0y N Retain for three years, then destroy. Directives and other material relating
s 4]
to planning and policy that illustrate the development of the agency, retain
permanently for eventual transfer to the Hall of Records
19. Name and Title of Preparer 20. Telephone Number 21, Date

Rebecca A. Poulin
Secretary Il

(410) 841-5710

January 8, 2009

38 550-4 (Rev. 1/93)




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

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

Jessup, Maryland 20794
410-798-1930

AGENCY RECORDS INVENTORY

PAGE _6 OF 12

1. Dapartment/Agency

Agriculture

2. Division

Plant Protection and Pest Management

3. Unit

Pesticide Regulation Section

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

4. Record Series Title

Inactive Business and Applicators

5. Earliest Year/Latest Year

2007, 1o _2008,

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

Contain records of each business and/or applicator that has not renewed his/her license or certificate in any given year.

***See ltems 1 & 2 and 6 on DGS 550-1***

7. Record Series Format(s) List all 8. Record Series Sequence 9, Volume
N File Drawer(s)
D Microfilm Reel(s)
N Lotter Size . 01 Mierofilm N Alphabetical
13 0 Computer Tape(s)
0 Legal Size 0 Computer Tape 0 Numerical Number
§ Other (specify)
0 Audio Tape { Floppy Disk 0 cChronotogical
0 Bound Book D Video Tape 0 Geographical 10. Annual Accumulation
N File Drawer(s)
0 Other (specify).____ D Other (specify)
0 Microfilm Reel(s)
-9 0 Computer Tape(s)
Number
0 Other (spacify)
1. File is Used 12. File Becomes Inactive Afier
0 Daily 0 Weekly N Monthly 0 Annually 2 § Month(s) N Year(s)
‘Number
13. Current Location(s) (Bldg., Floor, Room) 14, Is Record Series Duplicated Eisewhere? (If yes. specify agency or ofiice.)
Maryland Department of Agricuiture
D VYes No
Pesticide Regulation Section, Room 527
50 Harry S. Truman Parkway
Annapolis, MD 21401 R
15. Actess Resirictions {if Yes, cite Law(s) & Regulation(s) 186, Audit Reguirements
0 Yes N No 0 None N Stete 0 Federal D Independent
T, Is an Index System used? Hf yes, explain briefly and describe requiraments 18. Recommended Retention
Retain for two years, then destroy
0 Yes . N No :

18. Name and Tille of Preparer

Rebecca A. Poulin
Secretary 111

20. Telephone Number 21. Date

(410) 841- 5710

January 9, 2009

DGS 550-4 (Rev. 1/83)




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

AGENCY RECORDS INVENTORY

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

Jessup, Maryland 20794
410-799-1930

PAGE ___7___ 12,

OF

1. Depariment/Agency

Agriculture

2. Division 3. Unit

Plant Protection and Pest Management

Pesticide Regulation Section

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

4. Record Series Tille

Complaint Files

5. Earliest Year/Lalesl Year

— 2002

fo __2009

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

Contains complaints on pesticide misuse and pest inspections, as well as related correspondence and miscellaneous information pertaining to the

investigation

7. Record Series Format(s) List all 8. Record Series Sequence 9. Volume
N File Drawer(s)
0 Microfilm Reel(s)
N Letter Size @ Microfilm N Alphabetical
=11 0 Computer Tape(s)
0 Lega! Size 0 Computer Tape D Numericat Number
0 Other (specify)
0 Audio Tape 0 Fioppy Disk 0 Cnronological
0 Bound Book 0 video Tape 0 Geographical 10. Annual Accumulation
N File Drawer(s)
0 Other (specity) D Other (specify}
‘ 0 Microfim Reel(s)
. _2 D Computer Tape(s)
Number
0 Other (specify)
1. File is Used 12. File Becomes Inaclive Afler
K Daily 0 Weekly 0 Moninty 0 Annualty 1 N Month(s) 0 vYear(s)

Number

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

Maryland Department of Agriculture

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

X 0 Yes N No
Pesticide Regulation Section, Room 555 & 504
50 Harry S. Truman Parkway
Annapolis, MD 21401
15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 16.  Audit Requirements
0 Yes 0 No 0 None N State N Federal D Independent
17. Is an Index System‘used? If yes, explain briefly and describe requirements 18. Recommended Retention

0 Yes N No

.Retain until case is closed and for seven years thereafter, then destroy.

19, Name and Titte of Preparer

Rebecca A. Poulin

20. Telephone Number 21. Date

(410) 841-5710 January 9, 2009

DGS 550-4 (Rev. 1/93)




AGENCY RECORDS INVENTORY

Instructions -Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES
each new or revised record series. Forward RECORDS MANAGEMENT DIVISION
with Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275 PAGE 8 o 2

- Jessup, Maryland 20794
410-799-1930

1. DeparimenVAgency 2. Division 3. Unit

Agriculture Plant Protection and Pest Management Pesticide Regulation Section

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

4. Record Series Title 5. Earliest Year/Latest Year

Examination Files __2001___to _2008___

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

Applicants must achieve a score of 70% or better on the Core Examination and at least one category examination to be eligible to become certified
Applications for Examinations (MDA-D-323)

Initial and most recent examination letters

Answer sheets for those individuals who have not been issued certification

7. Record Series Format(s)  List all 8. Record Series Sequence 9. Volume
R File Drawer{s)
D Microfitm Reel(s)
N Letler Size D Microfitm N Alphabeticat
- _15___ D Computer Tapa(s)
0 tegal Size D Computer Tape : D Numerical Number
D Other (specify)
0 Audio Tape D Floppy Disk 0 Chronolopical
0 Bound Book B video Tape D Geographical 10. Annual Accumuiation
N File Drawer(s)
0 Other (specify). . 0 Other (specify)
D Microfilm Reel(s)
- _2 0 Compuler Tape(s)
Number
0 Other (specify)
1. File is Used 12. File Becomes Inactive After
0 Daily N Weekly 0 Monthly 0 Annualiy NIA 0 Month(s) g Year(s)
. Numnber
13. Curreni Location(s) {Bldg.. Floor, Room} 14. 1s Record Series Duplicated Eisewhere? (If yes, specify agency or offica.)
Maryland Department of Agriculture
0 Yes N No
Pesticide Regulation Section, Room 500
50 Harry S. Truman Parkway
Annapolis, MD 21401
15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 16. Audit Requirements
i Yes No N None D State D Federal 0 Independent

§10-617 (h) Annotated Code of Maryland

17.  1s an index System used? If yes, explain briefly and describe requirements 18. Recommended Retention

Retain while actively pursuing certification, thereafter retain for one year,

0 VYes M No
then destroy
19. Name and Title of Preparer 20. Telephone Number 21. Date
Rebecca A. Poulin . (410) 841-5710 January 8, 2008
Secretary {il

DGS 550-4 (Rev. 1/93)




- .

Instructions ~Type or Print a separate form for
sach new or revised record series. Forward

with Records Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTORY

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

Jessup, Maryland 20794
410-799-1930

PAGE _9___ OF __12

1. Department/Agency

Agriculture

2. Division

3. Unit

Plant Industries and Pest Management

Pesticide Regulation Section

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

4, Record Series Title

Reference Files

5. Earliest Year/Lates! Year

~1990____lo 2008,

6. Record Series Description (Briefly ibe the lypes of inf

fforms found in the series. include the purpose or function of the series.)

File is maintained as a library of reference material for informational purposes only

7. Record Series Formai(s) List all 8. Record Series Sequence 9. Volume
0 File Drawer(s)
0 Microfim Reel(s)
N Letler Size 0 Microfitm N Alphabetical
_.3 0 Computer Tapa(s)
[ Legal Size 0 Computer Tape 0 Numerical Number
0 Other (specify)
0 Audio Tape 0 Floppy Disk 0 Chronological
0 Bound Book [ Video Tape 0 Geographical 10. Annual Accumutation
{1 File Drawer(s)
D Other {specify) 0 Ofther (specify)
0 Microfilm Reel(s)
-1 0 Computer Tape(s)
Number
0 Other (specify)
1. Filg is Used 12, File Becomes Inactive Afler
D Daily N Weekly 0 Monthty 0 Annually N/A, 0 Month(s) 0 Year(s)
. Number
13. Current Location(s) (Bldg., Floor, Room) 14. ts Record Series Duplicated Elsewhere? (If yes, specify agency or office.) i
Maryland Department of Agriculture
D Yes N No
Pesticide Regulation Section, Room 500
50 Harry S. Truman Parkway
Annapolis, MD 21401
15. Actess Restrictions (If Yes, cite Law(s) & Regulation(s) 16. Audit Requirements
0 Yes N No N None 0 Stae 0 Fedaral 0 Independent
17. Is an Index Syslem used? If yes, explain briefly and describe requirements 18. Recommended Retention
0 v - Retain in office, screen regularly to destroy material that is superseded or
es o
has ceased to merit any reference value.

19. Name and Tille of Preparer

Rebecca A. Poulin
Secrefary i

20. Telephone Number 21, Date

(410) 841-5710 January 9, 2009

GS 550-4 (Rev. 1/83)




lnstruc?ions —Tyfne or Print a separate form for
each new or revised record series. Forward
with Records Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTORY

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

Jessup, Maryland 20794
410-799-1930

PAGE _10__ OF _12,

1. Depariment/Agency

Agriculture

2. Division 3. Unit

Plant Protection & Pest Management

Pesticide Regulation Section

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

4. Record Series Title

Accounting Records

5. Earliest Year/Lates Year

2004____to _2009___

" 6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or funclion of the series.)

Invoices and coding slips
Deposit tickets and refund documentation
Credit card statements

Maryland. Fleet Operations and Management System f>rms (DBFP-FM-MFOMS)

Timesheets

7. Record Series Formal(s) List all 8. Record Series Sequence 9. Volume
0 File Drawer(s)
. 0 Microfilm Reel(s)
N Letler Size 0 Microfilm 0 Alphabetical
3 @ Computer Tape(s)
[} Legal Size 0 Computer Tape 0 Numerical Number
0 Other (specity),
0 Audio Tape D Floppy Disk N Chronologicat
0 Bound Book D Video Tape D Geographical 10. Annual Accumulation
D File Drawer(s)
[ Other (specify) D Other (specify)
D Microfilm Reel(s)
1 0 Computer Tape(s)
Number
0 Other (specify)
1. File is Used 12.  File Becomes Inaciive After
0 Daily N Weekly 0 Monthly 0 Annually 1 0 Month(s) N Year(s)
Number

13. Current Localion(s} {Bldg., Floor, Room)

Maryland Department of Agriculture

Pesticide Regulation Section, Rooms 500, 527 & 555

50 Harry S. Truman Parkway
Annapolis, MD 21401

0 Yes N No

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

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

16, Audit Requirements

0 Yes . N No D None N Stale N Federa! 0 Independent
. 17, is an index Sysiem used? If yes, explain briefly and describe requirements 18. Recommended Retention
0 v - Retain for five years and until all audit requirements have been fuffilled,
es o

then destroy

19. Name and Titls of Preparer

Rebecca A. Poulin
Secretary i1l

20. Telephone Number 21. Dale

(410) 841-5710 January 9, 2009

GS 550-4 (Rev. 1/83)




Instructions ~Type or Print a separate form for

each new or revised.record series. Forward

with Records Retention Schedule (DGS 550-1)

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

Jessup, Maryland 20794
410-793-1830 )

AGENCY RECORDS INVENTORY

PAGE __11___ OF 12,

1. Depariment/Agency

Agriculture

2. Division

Plant Industries and Pest Management

3. Unit

Pesticide Regulation Section

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

4, Record Series Title

Purchasing Records

_2004____

5. Earliest Year/Latest Year

to _2009_____

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

Purchase Orders
Bid & contract acquisitions .
Delivery receipts and packing slips

7. Record Series Format(s) Lisi all 8. Record Series Sequente 9. Volume
. i File Drawer(s)
0 Microfiim Reel(s}
N Lelter Size 0 Microfitm 0 Alphabetical
7. { Computer Tape(s)
0 Legal Size 0 Computer Tape 0 Numerical Number
D Other (specify)
0 Audio Tape 0 Floppy Disk N Chronological
0 Bound Book { Video Tape D Geographical 10. Annual Accumutation
N File Drawer(s)
0 Other (spacify). D Other (specify)
B Microfim Reel(s) -
_1 0 Computer Tape(s)
Number
0 Other (specify)
1. File is Used 12 File Becomes Inactive Afler
D Daity N Weekly 0 Monthly D Annuatly 5 0 Month(s) N Year(s)
Number

13. Current Locstion(s) (B!dg., Floor, Room)

Maryland Department of Agriculture

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

0 Yes N No

Pesticide Regulation Section, Rooms 500, 527 & 555
50 Harry S. Truman Parkway \
Annapolis, MD 21401
15. Access Restriclions (If Yes, cile Law(s) & Regulation(s) 16. Audit Requirements

0 Yes M No 0 None N State N Fedoral 0 independent
17. is an Index Sysiern used? If yes, explain briefly and describe fequirements 18, Recommended Retention

0w . Retain for five years and until all audit requirements have been fulfilled,

. es o

then destroy

19. Name and Title of Preparer

Rebecca A. Poulin

Secretary Il

20. Telephone Number

(410) 841-5710

21. Date

January 9, 2009

38 550-4 (Rev. 1/93)




Instructions —T?/pe or Print a separate form for
each new or revised record series. Forward
with Records Retention Schedule (DGS 550-1)

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

Jessup, Maryland 20794
410-799-1830

AGENCY RECORDS INVENTORY

PAGE _12__ OF 12,

1. Department/Agency

Agriculture

2. Division

Plant Industries and Pest Management

3. Unit

Pesticide Regulation Section

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

4. Record Series Title S. Earliest Year/Lales! Year

Sensitive Individual Files
__1987___to__2008____

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

Contains original application and renewal forms for individuals to be placed on the Chemically Sensitive Individual list.

7. Record Series Formal({s) List afl 8. Record Series Sequence 9. Volume
0 File Drawer(s)
0 Microfilm Reel(s)
N Letter Size 0 Microfilm N Alphabetical
—4 B Computer Tape(s)
D Legal Size 0 Computer Tape 0 Numerical Number
0 Other (specify)
D Audio Tape [ Foppy Disk D Chronological
N
0 Bound Book 0 Video Tape 0 Geopraphical 10. Annual Accumutation
0 File Drawer{s)
0 Other (specity). B Other (specify)
: 8 Microfim Reel(s)
1 0 Computer Tape(s)
Number
D Other (specify)
11.  Fileis Used o ) 12.  File Becomes inactive Afler
0 Deily D Weekly N Monthly D Annuatly ) D Month(s) N Yesr(s)
Number
13. Current Location(s) {Bldg.. Floor, Room) 14. |s Record Series Duplicaled Elsewhere? (If yes, specify agency or office.)
Maryland Department of Agriculture
D Yes N No
Pesticide Regulation Section, Rooms 500, 527, 555
50 Harry S. Truman Parkway
Annapolis, MD 21401
15, Access Restrictions (If Yes, cile Law(s) & Regulation(s) 16. Audil Requirements
1l Yes D No 0 None { State 0 Federal 0 Independent
§ 10-617 (b) Annotated Code of Maryland
17.  Is an Index System used? !f yes, explain briefly and describe requirements 18.  Rscommended Retention
0 VYes N No . . .
- Retain while active, then destroy after 5 years

18. Name end Title of Preparer 20. Telephone Number 21. Date

January 13, 2009

Rebecca A. Poulin (410) 841-5710

Secretary Il

35 550-4 (Rev. 1/33)



