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Agency DivisionIUnit 
MARYLAND ENVIRONMENTAL SERVICE (MES) 

Retention 

Archivist 

Item 
No. 

Schedule 

Typed Name Pamela Fuller 

Title Records Retention Officer 
91911 3 

Description 

SUPERCEDES: 

2145 - Administration: Director 
2146 - Administration: Director 
2148 - Administration: Human Resources 
2366 - Administration: Procurement- purchasing 
2150 - Administration: Procurement 
2151 - Administration: Safety 
21 52 - Administration: Administrative Services 
2343 - Chief of Staff: Communications 
2359 - Deputy Director: Grants 
2367 - Accounting: Finance 
21 56 - OAGILegal 
2361 - TES: Engineering 
2362 - TES: Environmental Monitoring 
2339 - TES: Environmental Maintenance 
2360 - TES: Environmental Dredging 
2364 - Environmental Operations 
2340 - Recycling: Tire Facility and Bagging Facility 
2341 - Recycling: Marketing 
2363 - Recycling 
2365 - Recycling: Recycling Programs 

Date 10 -3-13 

Signature 

Approved by Department, Agency, 

DGS 550-1 

- 

Schedule Authorized by State 



DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

RECORDS RETENTION AND DISPOSAL SCHEDULE 

] Schedule No. 2663 

(Continuation Sheet) 
Agency DivisionIUnit 

Item Description Retention 
No. 

Director's Office 

Board of Director's meeting minutes 
Minutes, agendas, Resolutions, documentation of Board 
actions 

Agency Historical reference (1000 series) 
Files detailing the creation of the agency, legislation, 
regulations, policies, opinions of Office of the Attorney 
General (OAG), trademark certifications, Board of Directors 
issues, etc.) 

Agency Project Files (3000 and 4000 series) 
Agency and Director's files concerning individual projects 
and activities of the agency 

Director's Files - General Administrative 
General reference materials, correspondence, memos, studies, 
reports, directives, and other items relevant to MES Mission 
and functions. 

Litigation files 
Files dealing with litigation effecting the agency, or tort 
claims, complaints, etc. Investigations, settlements, 
agreements, negotiations in connection with litigation, or 
potential litigation. 

Permanent. Retain until 
dissolution of agency, then 
transfer to Maryland State 
Archives for permanent 
retention. 

Permanent. Retain until 
dissolution of agency, then 
transfer to Maryland State 
Archives for permanent 
retention. 

Retain for 5 years from 
close of project, then 
destroy. 

Screen annually and 
transfer to the Maryland 
State Archives for 
permanent retention any 
materials having 
administrative, legal or 
historical value that serves 
to document the origin, 
development, functions, 
and accomplishments of 
the agency. Destroy any 
remaining material. 

Retain for 1 0 years fiom 
close of litigation or issue, 
or in accordance with 
Attorney General's 
guidance, then destroy. 

DGS 550-1A 



DGS 550-1A 

A 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

RECORDS RETENTION AND DISPOSAL SCHEDULE 
(Continuation Sheet) 

Schedule No. 2663 

Page 3 of 13 

Agency DivisionlUnit 

Retention 

Retain for 5 years fiom 
date collection efforts 
cease, or until lien is 
satisfied, then destroy. 

Retain for 5 years, then 
destroy. 

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

MARYLAND 

Item 
No. 

6 

8 

ENVIRONMENTAL SERVICE (MES) 

Description 

Collections 
OAG Collection activity in pursuit of debts owed to MES 
(demand letters, correspondence, payment tracking, litigation, 
court orders, liens, etc.) 

Project Files 
Attorney's working files in connection with MES projects and 
non-litigation issues. 

Finance & Accounting Records 
This series Includes all standard wcounting forms as well as 
other accounting media which provide supporting data for the specific 
and general accounting records. 

Changes in records format will not n e c e s d y  require revision of , 
the retention schedule. However should the scope or content of a 
record sense be altered the schedule may be amended to reflect such 
changes. MES will we all or some of the following records which are 
governed by the indicated retention period. 

General Accouatin~ Records 
-Periodic financial reports 
-Original J o d  entries 
-Bank confirmatiom 
-Collection correspondence 
-Physical Inventory records 
-Report of fixed assets 
-Bank books and statements 
-Cancelled checks 
-Paid invoices, receiving reports, purchase orders 
-Accounts Payable (AP) check register 
-Receipt copie~ and stubs 
-Renewable licenses 
-Cost center set up and contracts 
-Copies of invoices and correspondence 



DEPARTMENT OF GENERAL SERVICES Schedule No. 2663 
RECORDS MANAGEMENT DIVISION 

RECORDS RETENTION AND DISPOSAL SCHEDULE Page 4 of 13 
(Continuation Sheet) 

Agency DivisionIUnit 
MARYLAND ENVIRONMENTAL SERVICE (MES) 

Item Description Retention 
No. 

9 Special Accounting Records Retain for 20 years, then 
-Computerized Accounting Records, General Ledger (GL), destroy. 
Payroll, Accounts Receivable (AR), Accounts Payable (AP). 

10 Payroll account in^ Records Retain for 5 years and until 
-Timesheets and deductions all audit requirements have 
-payroll and check register been fulfill, then destroy. 
-payroll tax forms (Federal, State) 
-W-2 

11 Budget and Fiscal plannin~ Records Retain for 3 years and until 
-Budget approval all audit requirements have 
-Budget estimates been fulfill, then destroy. 
-Budget amendments 
-Budget Allocation schedules and worksheets 

12 Audit Records Retain for 10 years, then 
-Reports of audits conducted by the Legislative auditors and destroy 
other entities 
-Report of audits conducted by entities other than the 
Legislative auditors 

13 Grant Financial Records Retain until final grant 
audit, then destroy 

14 Bond Records Retain until bond 
-Bond documents retirement and all audit 
-Trustee statements requirements have been 
-Continuing Disclosure Statements fulfill, then destroy. 

15 FLEET 
a) Vehicle Titles a) Retain for life of vehicle, 

then destroy. 
b) Mileage Reports, Accident Review Board Documents b) Retain for 5 years, then 

destroy 

DGS 550-1A 



DEPARTMENT OF GENERAL SERVICES Schedule No. 2663 
RECORDS MANAGEMENT DIVISION 

RECORDS RETENTION AND DISPOSAL SCHEDULE Page 5 of 13 
(Continuation Sheet) 

Agency DivisionIUnit 
MARYLAND ENVIRONMENTAL SERVICE (MES) 

l tern Description Retention 
No. 

ADMINISTRATION: 

Internal Auditor 

16 Agency Audit Files Retain for 10 years from 
Investigation files of the agency internal Auditor. close of audit, then destroy. 

Grants Administration 

17 MES Grants Retain for 5 years from 
Federal, State, Foundation, Private and corporate grants and date of grant closeout, then 
loans awarded to MES destroy. 

Procurement & Purchasing 

Procurement Bid Files Retain for 5 years fiom 

procurements over $1 OK date of closing, or until all 
audit, bond debt and 
Environmental Protection 
Agency (EPA) 
requirements have been 
met, then destroy. 

Contract Files Retain for 10 years after 
contract expires, and all 
audit requirements have 
been met, then destroy. 

Purchase Orders Retain for 5 years, then 
Direct Purchase Orders (DPOs), Purchase Orders (PO), etc. destroy. 

Equipment & Supply Bids Retain for 5 years, then 
destroy. 

DGS 550-1A 



- - -  - 

DGS 550-1A 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

RECORDS RETENTION AND DISPOSAL SCHEDULE 
(Continuation Sheet) 

Schedule No. 2663 

Page 6 of 13 

Agency DivisionlUnit 

Retention 

Retain for 5 years, then 
destroy. 

Retain for 20 years, then 
destroy. 

Retain for 5 years, then 
destroy. 

Retain for 5 years, then 
destroy. 

Retain for 5 years after 
employee terminates, then 
destroy 

MARYLAND 

Item 
No. 

22 

25 

26 

ENVIRONMENTAL SERVICE (MES) 

Description 

Information Technologies (IT) 

Computer Backup Files - network, monthly 

Computer Backup Files - AS400, Enterprise One 
(Accounting and Financial data, etc.) 

Administrative Services 

L.E.E.D. Certification & Credit 
Documentation supporting MES' LEED (Leadership in 
Energy and Environmental Design) building certification with 
US Green Building Council 

Substance Abuse Records 
(employee and vendor notification, test authorization, test 
results, chain of custody) 

Human Resources 

Employee Personnel Files 
Upon selection for employment with the Maryland 
Environmental Service, either as a new hire, transfer, 
reinstatement or temporary employee, a personnel file is 
prepared. This file may contain all or some of the following 
documents at hire and during continued employment: 
Employment Application/Resume 
Salary and disciplinary action history 
Payroll forms 
Position action requests 
Performance appraisals 
Training certificates 
Employment contract 



DEPARTMENT OF GENERAL SERVICES Schedule No. 2663 
RECORDS MANAGEMENT DIVISION 

RECORDS RETENTION AND DISPOSAL SCHEDULE Page7of 13 
(Continuation Sheet) 

Agency DivisionIUnit 
MARYLAND ENVIRONMENTAL SERVICE (MES) 

Item Description Retention 
No. 

27 Employee Medical Files Retain for 5 years after 
Upon selection for employment within the Maryland employee terminates, then 
Environmental Service either as a new hire, transfer, destroy 
reinstatement or temporary employee, a medical file is 
prepared. This file may contain all or some of the following 
documents at hire and during continued employment: 
Employment physical results 
Health benefit enrollments and changes 
Sick leave counseling reports 
Doctors notes 

28 Personnel Records - Other Retain for 5 years, then 
These files contain documents processed in Human Resources destroy 
for salary, benefit, training, and grievance programs: 
Tuition and out service training records 
Salary and survey data 
Grievance records 
Policy information 
Salary program information 
Candidate selection packets 

Safetv 

Facility Inspections (I) Retain for 30 years, then 
29 Facility Inspections & Hazard Correction Forms destroy. 

First Response of Injury (A) Retain for 30 years, then 
3 0 Personal Injury Reports & Medical Documentation destroy. 

Vehicle Incidents (V) Retain for 5 years, then 
3 1 Vehicle & Equipment Incident Reports destroy. 

Regulatory Reporting (R) Retain for 40 years, then 
3 2 ChemicdConsumer lists destroy. 

Physicals (P) Retain for 30 years from 
3 3 Dept. of Transportation (DOT) & 40 hour Hazmat physicals end of employment, then 

destroy. 

DGS 550-1A 



DEPARTMENT OF GENERAL SERVICES Schedule No. 2663 
RECORDS MANAGEMENT DIVISION 

RECORDS RETENTION AND DISPOSAL SCHEDULE Page8of 13 
(Continuation Sheet) 

Agency DivisionIUnit 
MARYLAND ENVIRONMENTAL SERVICE (MES) 

Item Description Retention 
No. - 

-' 

MOSH Inspections (M) Retain for 5 pan, &en 
34 MD Occupational Safety & Health (MOSH) Inspections & destroy. 

Proof of Abatement 

35 Training (T) Retain for 30 years, then 
Tailgate Classes & sign-in sheets destroy. 
Regulatory classes and sign-in sheets 

Comaliance 

Environmental Compliance Review (ECR) Reports Retain for 15 years, then 
3 6 -Final ECR Rqmm destroy 

Employee Training Program Materials Rctainfbr5yearstlmn 
37 sign-in sheets a d  training slidtxhanuals destroy 

RGtJtin fix 15 yeas than 
Employee AUegati~ns and complaints destroy 
Internal complaint and allegations of compliance issues 

Signed Employee Certification Statements 
39 Retain fix 10 years than 

C d f i d o ; n s  of specialty tsairving in enyiro~nental destroy 
compliance 

RCRA-Biennial Hazardous Waste Reports Retain for 14 years than 
I 40 Resource Conservation & Recovery Act (RCRA) destroy 

Compliance related Correspondence with Regulatory Retain for 15 years than 
bodies destroy 

Oil Spill Notification Reports Retain for 10 years than 

Facility specific compliance information Retain fix 15 years thm 
d m y  

Inspection Reports 
Retrain for 15 years than 

44 ILandspradbg and Construction Group 
destroy 

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

RECORDS RETENTION AND DISPOSAL SCHEDULE 
(Continuation Sheet) 

Schedule No. 2663 

Page 9 of 13 

Agency DivisionIUnit 
MARYLAND ENVIRONMENTAL SERVICE (MES) 

Item Description Retention 
No. 

Communications 

Service News1 Service News Extra Retain for 5 year's, then 

Electronic delivery of news to employees. destroy 

WATERWASTEWATER (W/WW) 
GROUP 

Biosolids Management a) Retain for 10 years, 
a) All agency records pertaining to sludge & biosolid then destroy. 
management 

b) Retain until Maryland 
b) Trenching site files Dept. of Environmental 

(MDE) releases the site 
from all monitoring, then 
destroy. 

W/WW Maintenance Work Orders Retain for 3 years after 
(facility work orders, etc.) completion of work, then 

destroy. 

48 Engineering & Special Projects Retain for 20 years, then 
Engineering info & specs, design, construction, proposals, destroy, unless otherwise 
correspondence, grants, etc. noted. 

Retain 20 years, or life of 
49 Engineering As-Built Plans the structure, whichever 

comes later, then destroy 

5 0 W/WW Operations and Maintenance (O&M) Retain for 10 years, then 
This includes general project files, budgets, proposals, destroy 
contracts, permits, log books, correspondence, annual reports, 
etc. 



DEPARTMENT OF GENERAL SERVICES Schedule No. 2663 
RECORDS MANAGEMENT DIVISION 

RECORDS RETENTION AND DISPOSAL SCHEDULE Page 10 of 13 
(Continuation Sheet) 

Agency DivisionIUnit 
MARYLAND ENVIRONMENTAL SERVICE (MES) 

Item Description Retention 
No. 

TECHNICAL AND ENVIRONMENTAL 
SERVICES (TES) GROUP 

Environmental Monitoring & Reporting 
(EMR) 

EMR - Original Lab Data Sheets Retain for 10 years, then 
5 1 Monthly Lab Data sheets 

destroy. 

Retain for 10 years, then 
EMR - Compliance Related Documents destroy. 
All operating records, discharge monitoring reports, data 
reports, permits, and various compliance reports. 

GIs electronic work product 
53 Retain for 3 years, then 

Application code, Geographic Information system (GIs) data destroy. 
and maps 

Environmental Dredging & Restoration 

54 Construction Files 
a) All materials relating to construction projects such as plans, a) Retain structure is 
specs, modifications, final "as built" drawings, annual reports, demolished, the destroy. 
etc. 
b) Annual Reports b) Retain until Maryland Port 

Administration (MPA) 
requirements have been met, 
then destroy. 

5 5 Project Files Retain for 5 years after 
Day to day operations and running issues, inspection reports, project completion, then 
correspondence, operating reports, correspondence, etc.. destroy. 

56 Proposed Dredging Projects - Feasibility Retain until all MPA 
Official copies of feasibility studies of proposed projects (but requirements have been met, 
never implemented) then destroy. 

DGS 550-1A 



DEPARTMENT OF GENERAL SERVICES Schedule No. 2663 
RECORDS MANAGEMENT DIVISION 

RECORDS RETENTION AND DISPOSAL SCHEDULE Page11 of 13 
(Continuation Sheet) 

Agency Divisiontunit 
MARYLAND ENVIRONMENTAL SERVICE (MES) 

Item Description Retention 
No. 

57 Proposed Dredging Projects - Other Retain for 5 years, then 
Draft studies and other documents destroy 

Restoration Projects Retain until all MPA 

Permits, Project data, etc. requirements have been met, 
then destroy. 

Grant Files 
59 

Retain based on upon terms 
Application and other documentation relating to grants for conditions of the grant, 
specific projects. They do not include financial data. then destroy. 

Hazardous Waste Cleanup Operating Records Retain for 1 0 years after 
Records and files relating to the operation of the facility and facility closure, then destroy. 
are maintained at the facility until it is closed. 

Hazardous Waste Cleanup Project Files Retain for 3 years from 
6 1 Manifests of chemicals leaving the facility during the cleanup receipt, then destroy. 

process, maintained at the facility. 

Hazardous Waste Biennial and Exception Reports Retain for 5 years then 
Biennial and exception reports for hazardous waste cleanup destroy- 

projects. 

DGS 550-1A 



DEPARTMENT OF GENERAL SERVICES Schedule No. 2663 
RECORDS MANAGEMENT DIVISION 

RECORDS RETENTION AND DISPOSAL SCHEDULE Page 12 of 13 
(Continuation Sheet) 

Agency DivisionIUnit 
MARYLAND ENVIRONMENTAL SERVICE (MES) 

Item Description Retention 
No. 

ENVIRONMENTAL OPERATIONS 
GROUP 

Project Files Retain for 5 years, then 
Include day to day operations and running issues, inspection destroy. 
reports, correspondence etc. for solid waste facilities, landfills, 
transfer stations, composting facilities, Co-Generation facility, 
recycling facilities, homeowner drop-offs, etc. 

65 Solid Waste Reports Retain for 5 years, then 
Includes annual reports for waste management facilities, semi- destroy. 
annual groundwater and surface water quality testing reports, 
and other rnisc. reports. 

Engineering Files - Solid Waste Operations Retain until structure is 
These files include blue prints, technical & mechanical data, destroyed. 
specifications, Computer-aided design & drafting (CADD) 
files, etc. 

67 Bond Files Retain until retirement of 
Includes application and other documentation relating to bond and final audit 
bonds for specific projects. Does not include financial data. requirements have been 

met, then destroy. 

68 Grant Files Retain based upon terms 
Includes application and other documentation relating to and conditions of the grant. 
grants for specific projects. Does not include financial data. 

69 Environmental Monitoring - Solid Waste Retain for 5 years, then 
Included laboratory data sheets destroy 

Customer Project Invoices Retain for 5 years, then 
(invoices and backup materials Leafgroo, Comproo, or other destroy. 
MES produced materials) 

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

RECORDS RETENTION AND DISPOSAL SCHEDULE 
(Continuation Sheet) 

Schedule No. 2663 

Page 13 of 13 

Agency DivisionIUnit 

Retention 

Retain for 5 years, then 
destroy. 

Retain for 5 years, then 
destroy. 

Retain for 5 years, then 
destroy. 

Retain for 5 years, then 
destroy. 

Retain for 10 years after 
completion of project, then 
destroy. 

Retain for 5 years after 
completion of project, then 
destroy. 

Retain until final payment 
is made by MDE Land 
Management. 

MARYLAND ENVIRONMENTAL SERVICE (MES) 

Item 
No. 

7 1 

74 , 

75 

76 

77 

Description 

Used Oil Recycling 

Recycling Reports 

CFC (chlorofluorocarbon) Recovery 

Midshore Regional Recycling Program (MRRP) 
(reports, tonnages-collected and sold, capital investments and 
revenues for the MRRP) 

Scrap Tire Cost Recovery Files 
(payments to contractor during cleanup, MES employee 
timesheets, contract and bid packages for MDE Cost 
Recovery projects) 

Scrap Tire Non-cost Recovery Cleanup Files 

Water Quality Loan Funding projects 
(ex: GarnerIBrandywine tire cleanup project) 



Instructions -Type of Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

1. DepartmenVAgency 

Maryland Environmental Service 

I- -- 7 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410709-1830 

2. Division 

Director's office 

W S  5504 (Rev. 1/93) 

i 

'I 

AGENCYRECORDSINVENTORY 

PAGE i OF n 

3. Unit 

' 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 

Board of Director's meeting minutes 

5. Earliest YearlLatest Year 

-1971 to 

6. Record Series Description (Briefly describe the types of informationldocumentslforms found in the series, Include the purpose or function of the 

series.) 

Includes: Minutes, agendas, resolutions, presentations, etc. from Board of Director's meetings. 

Purpose: Documentation of official actions of the Board. 

7. Record Series Format($) List all 

a Letter Size • ~ icmf i~m 

rn Legal Size 0 Computer Tape 

Audto Tape ~ b p p y  Disk 

sound eodc a wee  ape 

@ Other (spedfy)LaserRche Document Imaging system 

8 Remrd Series Sequence 

AlphabaUcal 

Numerical 

q Chronological 

0 W p h i - 1  

Other (sPWifY) - 

9. Volum 
-!- 
Number 

rn File Dnwer(s) 

0 M i i l m  Reel@) 

0 Computer Tape(s) 

0 other (-1 

lo. Annual Accumulation 

-12- - 
Number 

File Drawer(s) 

0 MiaoRlm Reas) 

a Computer T W s )  

rn - (wMY)-!&- 

11 File is Used 

Daily Weekly rn Monthly 0 Annually 

13 Current Location(s) (Eldg.. Flcar, Room) 

MES Headquarters 

12. Fils Becomes Inactive After 

Number [3 Monm(s) Year@) 

14. Is Record Series Dupkatsd Elsewhere? (If yes, specily agency w oftice.) 

OYw ah 

15. Acarss Restridtom (If Yes. dte Law(s) 6 Regulation(s) 

ayes rnN0 

17. Is an index System used? If yes. explain brieRy and dewxibe requlmments 

0 Yes No 

16. Audit Requirements 

None rn Slate Federal Independent 

18. Recommended Retention 

Permanent. Retain until dissolution of agency, then 

transfer to Maryland State Archives for permanent 

amela Fuller, Paralegal September 9,2073 

- - -  



Instructions -Type or Print a separate form for -- 

each new or rev~sed record series. Forward 

wlth 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 

2.  Division 

AGENCY RECORDS INVENTORY 

PAGE 2 OF 77 

3. Unit 

I Maryland Environmental Serv~ce Director's office 

I I 
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 YearILatest Year 

Agency Historical Reference (1 000 series) 

I 

6. Record Series Description (Br~efly describe the types of informationldocumentslforms found in the series. Include the purpose or function of the I 
series.) 

Includes: F~les deta~ling creation of MES, leg~slation, regulat~ons, plans, policies, opinions of the Attorney General, trademark cert~ficat~ons, etc. II 
Purpose: Historical relevance, documentation of history of agency, backup materials of intent of regulations and laws governing MES 

7 Recoid Serles Formal(s) Llst all 

Letter Slze Mlcrofllm 

L C  ,dl Size Computer Tape 

A IIO Tape FIc~ppy Desk 

6c11rid Book Vldeo Tape 

Other (specify)-Lasefiche Documenl lmagtng system 

11 FIIC IS Used 

Dally Weekly Monthly 0 Annually 

8 Record Serfes Sequence 

Alphabetical 

Numerical 

Chronological 

Other (speclfy) 

9 Volume 

- -  - - 

Number 

F ~ l c  Drawcr(s) 

Mlcrofllm Reel(s) 
Computer Tape(s) 

Other ( s p e c ~ f y ) ~  

10 Annual Accumulalion 

var ies- -  - 
Number 

Flle Drawer@) 

Microfilm Reel(s) 
Compuler Tape@) 

Other (speclf~)----- 

I 1 
12. File Becomes Inactive After 

Number Monlh(s) Year(s) 

13 Currenl Locatlon(s) (Bldg.. Floor. Room) 14. Is Record Serles Duplicated Elsewhere? (If yes, spcclfy agency or offlce ) 

MES Headquarters 0 Yes NO 

15 Access Reslr~ctlons (If Yes, cite Law(s) B Regulatlon(s) 16 Audlt Requ~rements 
Yes No 

None Stale Federal Independent 

17 Is all Index System used? If yes, explaln brlefly and dcscrlbe requlremenls 18. Recommended Retention 
yes rn NO 

Permanent. Retain until dissolution of agency, then 

transfer to Maryland State Archives for permanent 

retention. 

I I  

19. Name and Title of Preparer 20. Telephone Number 21. Date 

Pamela Fuller, Paralegal 41 0-729-8240 September 9, 201 3 

I I I 

DGS 550-4 ,Rev 1193) 



Instructions -Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY 

each new or revised record series. Foward RECORDS MANAGEMENT DIVISION 

with Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275 
PAGE 3 OF 77 

Jessup, Maryland 20794 
410-798-1930 

1. DepartmenffAgency 2. Division 3. Unit 

I Maryland Environmental SeMce 1 Director's office I 
I I 

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 YearlLatest Year 

Agency Project Files (3000 and 4000 series) -1 - 971 to 

I 
6. Record Series Description (Briefly describe the types of informationldocumentsIforms found in the series. Include the purpose or function of the 

series.) 

Includes: Files for many MES projects. Special issues stemming from each project. General files of Director and OAG relating to programs or 

activities in which MES participates. (ex: Cornpro@, Leafgro@, Sludge, Tire recycling, etc.) 

Purpose: General reference for Director's office and OAG office regarding MES project and activities, past and present. 

7. Record Series Fonnat(s) Lbt all 

Letter Size q M i f i l m  

a L e e s l m  O C o m p ~ T a p e  

Audb Tape q Fbppy Disk 

q Bound Book q Video Tape 

a Other (specify)-LaserRdre Document Imaging system 

8. Record Series Seguenu, 

151 Alphabetical 

0 Numerical 

q c ~ -  

q Geographical 

other (specify) - 

-g- 
Number 

rn Fib D m ( s )  

MlcroRbn Reel(s) 

q Computw Taws) 

O-(sP=m) 

10. Annual AocumulaUon -*- 
Number 

0 File Drawer(s) 

MiaoRlm Rwl(s) 

q Computer Taws) 

11. File is Used 

0 Daily Weekly 8 Monthly 0 Annually 

I 12. File Bsames Inactive IVI 

Number 

13. Current Lacation(s) (Bldg.. Floor, Room) 
MES Headquarters 

15. Accm Restrictions (If Yes, dte Law@) LL RogulaUon(8) 

O Y -  r n b  

14. Is Record Series Duplicated Elwwhere? (If p a .  sp&Q agency a o f f l c e . )  

El yea rn No 
Most Informetion should also be in individual Gmupa files, but not all. 

16. Audit Reguimmta 

8 None 0 State q Federal Independent 

17. is an Index System used? ~f yes, explain briefly and deraibe requirements 18. Recommended Retention 
0 Yes 151 No 

Retain fro 5 years from close of project, then destroy. 

19. Name and Title of Preparer 

Pamela Fuller. Paralegal 

20. Telephone Number 

410-729-8240 

21. Date 

May 1,2013 



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 

Jessup, Maryland 20794 
PAGE -4- OF -77- 

410-799-1930 

1. DepartmentIAgency 2. Division 3. Unit 

I Maryland Environmental Service I Director's office 
I I 

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 YearILatest Year 

I Directors Files - General Administrative 

I 

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

series.) 

Includes: General reference materials, correspondence, memos, studies, reports, directives, and other data relevant to the MES Mission and 

functions. 

Purpose: Daily working files of the Director. 

7. Record Series Format(s) List all 

Letter Ske C] Microfilm 

Legal Size Computer Tape 

Audio Tape 0 Floppy Disk 

Bound Book Video Tape 

Other (specify)-Laserfiche Document Imaging system 

11. File is Used 

[XI Daily Weekly Monthly Annually 

8. Record Series Sequence 

[XI Alphabetical 

Numerical 

Chronological 

Geographical 

Other (specify) - 

9. Volume 

-2- 
Number 

[XI File Drawer(s) 

Mlwofllm Reel(s) 

Computer Tape(s) 

other (specify) 

10. Annual Accumulation 

v a r i e s -  - 
Number 

File Drawer(s) 

MiwoRhn Reel(s) 

Computer Tape@) 

Other (spedfy) 

I 
12. Flle B e m e s  Inactive After 

Number Month(s) Year@) 

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

MES Headquarters 

15. Access Restrictions (If Yes, cite Law@) L Regulation(s) w 
14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

[XI Yes [XI No 

Some Information should also be h hdMdual Groups ffles, but not all. 

16. Audit Requirements 

[XI None State Federal Independent 

17. Is an Index System used? If yes, explain bnetly and desaibe requirements 18. Recommended Retention 
C] Yes [XI No 

Screen annually, and transfer to Maryland State Archives 
for permanent retention any files having administrative, 
legal, or historical value that serve to document the origin, 
development, functions, and accomplishments of the 
agency. Destroy any remaining materials. 

19. Name and Title of Preparer 20. Telephone Number 21. Date 

Pamela Fuller, Paralegal 41 0-729-8240 September 9,2013 



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 AGENCY RECORDS INVENTORY 

RECORDS MANAGEMENT DIVISION 

. 7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
PAGE S OF 7 7 -  

410-7891830 

2. Division 3. Unit 

Maryland Environmental Service Office of the Attorney General (Legal) 

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 YearlLatest Year 

I Litigation Files I to II 
I 

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

series.) 

lndudes current and past litigation matters involving, or potentially involving MES. Also includes Tort Claims actions, EEOC complaints, etc. 

Investigations conducted by OAG office, settlements and agreements negotiated by OAG, etc. 

Purpose: Working files of attorneys and staff in connection with agency legal issues and litigation. 

7. Record Wies Formaw) List all 

OLettershe Mlcrofikn 

HLeeslsize O~omputerTape 

0 Audb Tspe q Floppy Disk 

Bound Book 0 Video Tape 

[X) Other (spedfy)Laserfiche Document Imaging system_ 

8. Recwd Serlea Sequenca 

IXI Alphabeti-1 

q Numerical 

q ChraMkoid 

Geogra~hid 

OOhr(spedty) - 

0. Volume 

-2- 
Number 

[X) FUe D-8) 
q M l d m  Reel(s) 

cOmputetTape(s) 

q -(wdw) 

10. Annual Acarmulatbn 

-In- - 
Number 

a File Drawer(s) 

0 Miaofilm Red(*) 

O Computer Tspds) 

- - 

11. Flb is Used 

ODaHy. [X)Weekly O M n V l l y  

1 2 . F W e ~ l n a c Y h n ~  

M l i e s -  - 
Number Wth(S) 0 YW(S) 

13. Current Localion(s) (Bldg., Floor, Room) 14. Is Record Sedw Duplicated Ekwhem? (If yes. spedfy a~ency or offlcs.) 

MES Headqua* oy- [X)m 

15. Acwss ReatrietioM (If Yes. dte Law(s) 6 Re&atbn(s) 18. Audit Requ- 

m y -  OM 
q Ncma [X) State q Federal [X) Independent 

17. Is en Index System used? If yes. expbin brieny and deauiba mqulwrmb 18. Recommended Retention 
a y e s  B N o  

Retain for 10 years from dose of litigation or issue, or in accordance 

with Attorney General's guidance on records retention, then destroy. 

U 

19. Name and Title of Preparer 20. Telephone Number 21. Date 

Pamela Fuller, Paralegal I 410-729-8240 1 817113 



each new or revised record series. Forward RECORDS MANAGEMENT DlVlSlON 

with Records Retention Schedule JDGS 550-1) 7275 Waterloo Road, P.O. Box 275 
PAGE -B__ OF -??- 

OAG collection activity files. Demand letters, correspondence, payment tracking, collection litigation, court orders, liens, copies of delinquent 

invoices, etc for companies with delinquent bccounts with MES. 

Purpose: Working files of attorneys and staff in connection with agency collection efforts. 

Lelter Size MiaoRkn 

Legal Size 0 Computer Tape 
0 Computer Tape(r) 

O~ud ioTape  O~ow~islc 

Bound eook Video Tape 

@ Other ( s p s d f y ) - ~  Oocwnent Imaging system- 

Daily 0 Weekly IX) Monlhty Annually Monthfa) Yeer(s) 

None State Federal Independent 

ismela Fuller, Paralegal 



Instructions -Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY 

each new or revised record series. Forward RECORDS MANAGEMENT DIVISION 

with Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-709.1930 

1. DepartmenVAgency 2. Division 3. Unit 

I Maryland Environmental Service Office of the Attorney General (Legal) 

t DEFINITION: RECORD SERIES: A group of related records normally filed 
I 

and used as a unit for reference as well as retention and disposition 
I II - .  

purposes. 
4. Record Series Title 5. Earliest Yeadlatest Year 

Projects files to 

I 6. Record Series Description (Briefly describe the types of infonnationldocumenWlonns hund in the series. Include the purpose or hmnction of the 11 
series.) 

Includes issue specific files on MES projects and activities requiring legal input. 

Purpose: Working files of attorneys and staff in connection with agency activities. I 
7. Record Secies Format@) List aU 

q Letter Ske 0 M[croMm 

O ~ e e s l -  O ~ p u t e c ~ s p e  

OkrdioTspe OFbpWMdc 

osoundswk O V i T s p e  

Other (qmdfy)-Lasemche DoaKnent Imaging system- 

9. vdume 

-12- - 
Number 

H File mwerts) 

0 IAi- W S )  

q C o m p ~ ~ W ~ )  
O-(W-m- 

10. Annual Acaunulstbn 

-;- 
Number 

rn FUs Dmwer(s) 

q fdhflm R W s )  

1 
12. File Bearmes Inactive A(br 

varies- - 
Number q hth (d  IX) Year(S) 

IS. Cufmnt Locabbn(s) (Bldg.. Flow. Roan) 

MES HeadquPlten 

16. Access R e r m  (If Yes. die Law(s) & Regufatbn(sf 

0 Yes No 

14. Is Reoord S a i h  D ~ p 4 h t s d  BSeWWm? (If Ye% S p d f Y  .pency a oRice.) 

s c m  pam rhould b. dupllated in projects mawgem Rler w#hin each Omup. 

16. Audit R e q U M b  

rn None 0 Stab 0 Federal 0 lndephdent 

17. b an Index System uwd? If yes. explah kiefiy and describs requirements 18. Recommended Retention 
0 Y . s  HNo 

Retain for 5 years, then destroy. May transfer some files to Agency 

Master Project files as necessary. 

19. Name and Title of Preparer 20. Telephone Number 21. Date 

Pamela Fuller. Paralegal 41 0-729-8240 8/7/13 



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 OF -77- 

General Accounting Records 

Periodic financial reports, original journal entries, bank confirmations, collection correspondence, physical inventory records, report of fixed assets, bank books & 
statements, cancelled checks, mileage reports, paid invoices, receiving reports, purchase orders, AIP check register, receipt copies & stubs, renewable licenses, cost 
center set up and contracts, copies of invoices and correspondence, inventory and certitication (This series represents the core paper doaunentation 
for the accounting department's day to day operation). 

X Letter She 0 Microfilm 

0 Legal Size Computer Tape 

0 Audio Tap  Floppy Mdr 

Oeoundeook ( 7 w d e o ~ a p  

x o l h a r ( s p e d f y ) L s s e m c h a O e d m n i c ~ I ~ S ~  Oother(VdY) - 

X Daily Weekly Monthly (7 Annually -8) x year(s) 

None X State X Fed& X Independent 

Retain for 5 years and until all audit mquirements have been fulfilled. 



Instructions -Type or Print a separate f m  for DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY 

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 9 OF 77 

Jessup, Maryland 20794 
410-7W-1930 

1. DepartrnenVAgency 2. Division 3. Unit 

I Metyland Environmental Service 
I I 

DttlNITION: R E C O ~ I E S :  A group of related records normally flled and used as a unit for reference as well as retention and disposition 
purposes. 
4. Record Series Title 5. Earliest YearILatest Year 

Special Accounting Records M 92 to 

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

series.) 
Computerized accounting records related to General ledpr, Accounts Payable, Accounts Receivable and Payroll. 

7. Rewfd Series Fwmal(s) List all 8. Record Serbs Sep- 8. Volume 

q Letter Size q M k d i h  0 AJPhawl Number 

~ W W  o - t e r ~ w  q Numerical me Dnwer(s) 

q -m 
O A u d b ~ a p e  ~ ~ b p p y D l r k  1 Chronological q Computer Tape@) 

0 Other ( s P W )  

0~~ 0 - T a ~ e  0- q Number d 
10. Annual Acarmulatbn 

x -(oP=m)Computerhed~-(reeIffor-) O*(spedty)- 

0 Fib 

tAwfdm Reeys) 

0 Cornput# T W s )  

q *(spW)  

1l.FhisUsed 12. F#e Beomes InsdiveAItsr 

X Deily OW- q MonW ~ ~ Y O A M U ~ U Y  2 o ~ ~ m b s r d  q W W s )  X Yeaf(s) 

13. Current Location(s) (Bldg.. Floor. Room) 14. Is R e d  Swks Dudkaled Elsewhere? (If yes, spedly agency w otRa.) 

ORkem, a y e s  XNO 

16. Access ReaWons (If Yes, dt. law@) 8 Regulation(s) 16. Audit Requbmntr, 

O v e s  XNO 
o ~ o n s  XStDt. XFdersl X Independent 

Retain for 20 yeen, and until all audit requirements have been fulfilled. 

. aGS 5604 (Rw 4193) 



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 
4107991930 

PAGE 10 OF -77- 

2. Division 

I Maryland Envimnmatal Service I *cmunting & 

3. Unit 

I I 

DtklNITION: 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 TiUe 

Payroll Accounting Records 

5. Earliest YearILatest Year 

FY 08 to 

I 

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

series.) 
All records associated with Payroll 

L 
7. Record Series Format@) List aU 8. Record Series Sequence 

Letter She q Miao(ilm Alphabetical 

0 Legal Size q Computer T a p  

Audio Tape Floppy Disk 

D e ~ n d e o o k  [ 7v l deo~ape  

X ouler (specify) Lesemche ehWnk document Imaging Systam 

Numerical 

X Chronological 

q Geographical 

a 0the.f (SP0cify) - 

12. File Beca I 

-- 

8. Volume 

Number 

X File Drawer(s) 

Micro(Um Reel(s) 

q Computer Tape(s) 

q Other (spew) 
100 Number of 

10. Annual Accumulalion 

X File Drawer(s) 

M i i m  Reel(s) 

q Computer Tape@) 

q Other (s~edfy) 
15 Number of 

Daily X Weekly q Monthly 0 h u a l l y  5 Number of Month@) X Year(s) 

13. C u m t  Locath(s) (Bldg., F l w .  Room) 14. Is Record Series Dupllceted Elsewhere? (If yes, spedfy agency or o f b . )  

yes XNO 

15. Access Restrictions (If Yes, cite Law(@ & RegulaUon(s) 16. Audit Requirements 

eves X NO 
q None X Stale X Federal X Independent 

17. IS an ~ndex system used? ~f yes. explain hiefly and desaibe requirements 18. Recommended Retention 
Yes X No 

Retain for 5 yean and until all audit requirements have been fulfilled, 

then destroy. 

19. Name and Title of Preparer 20. Telephone Number 21. Date 
Hament Patel 41 0-729-8274 4/3/13 
Deputy CFO hpate~eav.oom 



Instructions -Type or Print a setparate form for DEPARTMENT OF GENERAL SERVICES AGENCYRECORDSINVENTORY 

ear& new or revised record series. Forward RECORDS MANAGEMENT DIVISION 

with Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275 
PAGE -1 1 OF 77 

Jessup, Maryland 20794 
41078&1030 

1. DepartmentIAgency 2. Division 3. Unit 

~INITION:RECORD SERltS: A group of relatAd records normally filed and used as a unit for rbference as well as retention and disposition 11 - .  
purposes. 

4. Record Series Tile 5. Earliest YearILatest Year I 
1 

6. Record Series Description (Briefly describe the types of lnformationldocuments/fms found in the series. Include the purpose or function of the 11 
series.) 
Records associated with budget preparation and management. 

7. Record Series F-s) Ust dl 8. Record S e r b  Sequence 9. Volume 

X Letter Size q M i i l m  

Legal Slre Computer Tape 

0 Audio Tepe 0 Floppy Dbk 

Oeowdaoorc O w e ~ ~ s p e  

O - c w m )  

X Fik Drawer(s) 

0 hACmnh 

q -putaTspe(@) 

q -(m) 
3 Nwnkwcd 

10. kww.1 AaMluletkn 

3 Number of ohth(s) x y.ar(b 

E II 
1 3 . 1 1  14. Is Record Sefles D u w  Elwwhe? (If yes, specify or oftk8.) 

15. Aw% Restridions (If Yes, cite Law(s) & ReguleUon(s) 18. Audlt Requirements 

O Y ~  XNO 
o ~ o n s  X State O ~ e d t w a I  Xlndepgdent 

17. IS an Index System u&? If yea, eqhh  brielty and desccibe requirements 18. Recommended Retention 
0 ~ 0 s  XNO 

Retain for 3 years and until all audit requirements have been fulfflled, 

then destmy. 

II 

19. Name and Titie of Preparer 20. Telephone Number 
Hament Patel 41 0-729-8274 
Deputy CFO ~ n v . c o m  

21. Date 

4/31 3 



Instructions -Type or Print a separate form for 

egch 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 

PAGE 12 OF TI 

2. Division 3. Unit 

Audit Records 

1 6. Record Serbs Dsuriptlon (Briefly describe the types of infmation/dowments/forms found in the series. Include the purpose or function of the 

sarries.) 
Reports of Audits conducted by Legislative auditors and other entities. 

x 
Ij uwnm RWs)  

0 ComputrTmo) 

0 -(spod(y) 
10 Number of 

f 0. h u a l  A c c u w  

13. Current LocsWs) (Bldg.. Raor. Room) 
Y m  1-5 OfAca. 610 Bnmmmi 

15. Access ResMdkns (If Yes. cite Law(s) EL ReguMion(s) 

O Y e d  X N O  

14. Is R.cord S e h  Duplicated lEtsdmm7 (If yes. specify agency or m.) 
OYW XNO 

18. Recommended Retention 

Retainfor loyeamthendestroy. 

U 

19. Name and Title of Preparer 20. Telephone Number 21. Date 
Hament Patcl 410-729-8274 41311 3 
Deputy CFO hpa@mcnv.com 



Instructions -Type or Prhrt a separate form for DEPARTMENT OF GENERAL. SERWCES 

each new ar revised rewd series. F orwarel RECORDS MANAGEMENT DiWSlON 

with Records Ret~ntion Schedule (W 550-1) 7275 Waterioo Road, P.Q. BaJc 275 

Jessup, Maryland 20JE)4 

2. Dhrision 3. Unit 

I 

8. RaGord Series DesaipUon (BdRy describe the types of informationl~enWomw found In the series, lndude the purpose or function of the 

-.I 
Wocords ds with edminietration aad management of gram and loam, The purpose of h e  tccords is to provide dbcunentstion of grant eligible 
Expenses sod dishPrment 

11. File b Used 

- -- 

99. N- and Title of ~re -  
tiament Patel 
Deputy CFO 

I 
20. Telephone Number 21. Dat@ 
410-7298274 4W13 
h ~ e n v . c a m  



Instructions -Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY 

each new or revised record sedes. Forward RECORDS MANAGEMENT DIVISION 

with Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275 
PAGE - 1 4  OF 77 

Jessup, Maryland 20794 
410-7SS-1930 

1. DepartrnentlAgency 2. Division 3. Unit 

Maryland Environmental Service Accounting & Finance 

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

I 

4. Record Series Title 5. Earliest YearILatest Year 

Records associated with administration and management of bond funded projects, trustee statements, continuing disclosure. 

X Lener Size M i i m  

Legal Sire Computer Tape 

Audio Tape Floppy DQk 

Bound Bock 0 Wee Tape 

X Other (speafy) LDsemche aecbonk Digilal Imaging System X Other (SpSeny) B Y  Mbond_ 

0 Daily Weekly x Monthly 0 Annually 

None X Slate X Federal 0 Independent 

fulfilled, then destroy. 

WS 6W-4 (Rev. 1193) 



- 

Instructions -Type or Pnnt a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

1. DepartmenffAgency 

Maryland Environmental Service 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup. Maryland 20794 
410-7891930 

2. D~vlsion 

Accounting & Finance 

AGENCY RECORDS IWENTORY 

PAGE 15 OF 77 

3. Unit 

Fleet 

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unlt for reference as well as retention and disposltlon 
purposes. 
4. Record Series Tile 

Vehicle Titles & Mileage Records 

5. Earllest YearlLatest Year 

F Y O ~  to 

6. Record Senes Description (Briefly describe the types of informationldocumentslforms found in the series. Include the purpose or function of the 

series ) 
Vehicle Titles - establish ownership o f  agency vehicles 
Vehicle Mileage Reports- tracks vehicle monthly mileage, monthly cost-center charges, and monthly fuel consumption. 
Accident Review Board - documentation related to hearing notifications, legal review and board review determination. 

9 Volume 

Numbar 

X File Orawer(s) 

q Mlcrofilm Reel(s) 

q Computer Tape(s) 

q Other(spsdfy) 
10 Number of 

10 Annual Accumulation 

X FUe Drawer(s) 

q M~crofilm Reel(8) 

q Computer Ta~e(s) 
q other (s~eclfy) 
2 Numberof 

7 Record Senes Format(s) Lst all 

X Lelter Size q Microfilm 

Legal Size Computer Tape 

q Audlo Tape Floppy Dsk 

Bound Bock q Video Tape 

x Other (speafy) Laserflche aectmMc Chgltal lmagtng Syslem 

8 Record Senes Sequence 

Alphabehcal 

a Numerical 

q Chmndogtcal 

Geographical 

x Other (speafy) -By Tag# 

11 F~le IS used 

a Dally q Weekly x Monthly Annually 

13 Current Locatm(s) (Bldg . Floor. Room) 

Oltice HQ 

15 Access Resbkbns (If Yes, dte Law(6) 8 Regulah(s) 

Yes X No 

17 Is an Index System used? If yes, explain bnefiy and describe requkements 

O Y e s  X N o  

12 rile ~eaxneci ~nscbve AIW 

5 Number of • Month(s) x Year(s) 

14 Is Record Sengs Dupllcated Elswhere? (If yes. spsdfy agemy or ofice ) 

q yes XNo 

16 Audit Requuements 

None X State X Federal q Independent 

18. Recommended Retention 

Retain vehicle titles for l ie  of vehicle, then destroy. All other 

documents, retain for 5 years, then destroy. 

21. Date 

41311 3 

19. Name and Title of Preparer 
Hament Patel 
Deputy CFO 

DGS 550-4 (Rev 1193) 

20. Telephone Number 
41 0-729-8274 

hpate@menv corn 



Instructions -Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY 

each new or revised record series. Forward RECORDS MANAGEMENT DIVISION 

I with Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
PAGE 1 6 -  OF -77- 

410-786.1830 

1. DepaitmentlAgency 2. Division 3. Unit 

I Maryland Environmental Service Executive Direction I I Internal Audit 

I DtFINITION: RECORD SERIES: A group of relatid records normally filed and used as a wit  for riference as well as retention and disposition purposes. f 
4. Record Series Title 

Agency Audit Files - Internal Audits 

5. Earliest YearILatest Year 

to 

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

series.) Investigation files of the MES Internal Auditor. May include: 1. Final Audit Report; 2. Draft Audit Report ; 3. Transmittal letters accompanying 

draft and final audit reports and e mailed to all applicable mangers and staff involved in audit. Transmittals to audit committee briefly summarizing issues 

identified and significant recommendations in audit report. Additional transmittals submitted reminding Program mangers and staff to submit written 

analysis and documentation supporting all comctive action taken and implemented on audit report Recommendations.; 4. Suwey and audit work 

papers containing written analysis of sunrey and audit wok conducted, that includes at a minimum written namtives of all discussions conducted with 

program managers and staff, e mails, copies of documentation obtained peftinent to suweylaudit, written analysis of all audit areas reviewed containing 

purpose, source, scope, background, details of issues identified, and audit recommendations. 

7. Record Smks Forrnat(s) List all 

LettarSize q M i i  

O ~ e e e l S i z s  OcMplterTape 

Audio Tape 0 Floppy Disk 

~aoUndeoorC OVideoTape 

11. File isused 

O W W  0 Monthly OAnnuplly 

13. Cumnt Location(s) (Bldg.. Floor. Room) 

MES headquarters 

15. Access ResMdkM (If Yes, dte W s )  6 Regulatkm(s) 

8. Record Series Sequeme 1 9. volume 

q AIphabeHcal 

0 Numerical 

IXI c-1 

2 Number 

Dnwer(s) 

q M i i  Reeys) 

q Compubf T W s )  

q -(vw)- 

q Oeosnphical 

q Other (specify) - 

Number 

q Fib -8) 
0 MioroRlm Rd(s)  

0 l==pubf TwJ(s) 

O-(w-Y) --- 
Number q Month@) 0 Y w S )  

14. Is Record Se-~ies Dupkated Elsawhere? (If- specify agency or offlm.) 

O Y e s   NO 

0 None a State a Federal 0 lndspendent 

17. Is an Index System used? I yes, explsin briefiy and dwxkm rsquiremmb 

Yes No 
18. Recommended Retention 

Retain for 10 years from close of audit, then destroy 

19. Name and Title of Preparer 

William Serin, Internal Auditor 
20. Telephone Number 

41 0-729-821 3 

21. Date 

April 19,2013 

L I I I1 
DOS 650-4 (Rev. 1/93) 



each new or revised record series. Forward RECORDS MANAGEMENT DlVlSlON 

th Records Retention Schedule (DGS 550-1) 7275 Waterloo Road. P.O. Box 275 
PAGE-17- OF TI- 

Grants and loans awarded to MES (Federal, State, Foundation, Private a'nd corporate). File includes: all 

proposals and grant and loan applications; notices of grant and loan award; grant and loan amendments; 

interim progress and financial reports; final progress and financial reports; audits; resolution of audit findings; 

notices of grant and loan closeout; and contact information used in the solicitation and award of federal, state, 

foundation, private and corporate grants and loans. 

mLettetSlie OMimfblm 

Legal She 0 Computer Tape 

a Audb Tape 0 Fbppy Disk 

0 ~ 0 w d ~ o d c  O v i d e o ~ a p e  

MES Headqwcten, 

None State Federsl @Independent 

Retain for 5 years from date of grant closeout, then destroy. 

/ DQS (Rev. IM) 



Instructions -Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY 

each new or revised record series. Forward RECORDS MANAGEMENT DIVISION 

with Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275 

Jessup, Marytand 20194 
PAGE - 1 8  OF 

4107991950 

1. DepartmentlAgency 2. Division 3. Unit 

I Maryland ~nvironmental Service Administration I I Procurement I I DEHNITION: RECORD SERIES: A group of relatld renmds normally Ned and used as a unit for rdference as well as retention and disposition purposes. ( 
4. Record Series Titie 

Procurement Bid Files (procurements over $1 OK) 

5. Earliest Yearbtest Year 

-2007- - to 

I 

6. Record Series Description (Briefly describe the types of informationldocumentsEforms found in the series. Include the purpose or function of the 

wries.) 

Purpose: track and monitor agency's competitive procurements over $1 OK. Files include: project approval, 

transmittals, MDE goal worksheets, original bidlproposal package, addenda, advertisements, prospective 

bidderslofferors holders list, questionslclarifications from contractors for all bidslproposals received. Once 

I dosed, the file also contains: correspondence with apparent low bidderlsuccessful offeror, responsiveness of I 
bidders form, recommendation to award letter, intent award letters and approved MBE schedules of 

participationhaivers. 

7.RecwdSaksFormst(s) Wall 

rn L W  Sir% 0 MlaoRlrn 

O~eoslSIze 0-T* 

q Wdb Tape Floppy Disk 

O~~~ndewk O ~ l d e o ~ a p e  

other (sm)-La~erfi~he document imaging 

8. Record Sofie8 Se~uence 

0- 

rn Numerid 

q Chmnologlcal 

10. AmuJ Aearmulstbn 

-5- 
Number 

rnWomM8) 

0 - RWs)  
0 -w TWCSI 

O-(rp.cirv) 

6 .  Access Restrictbnr (If Yes. dte Re~Wbn(s) 

0 Yes No 

17. Is an Index System uwd? If yes, ercplain kieny and deraDbs requksmsnb I 
19. Name and T i e  of Preparer 

I Kelly Ryan, 

Assistant Chief of Procurement & Contracts 
008 SSM (Rev. trn) 

14. It Record S6tles DvpREsted Elswthm? (If yes, sped& agency or &.) 

Oy- a- 
le. Audit Requlmmu~b 

18. Recommended Retention 

Retain for 5 years from date of closing, or until all audit 

requirements have been met. 
20. Telephone Number 

41 0-724851 0 
21. Date 

511 11 3 



- 

Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

I. DepartmenffAgency 

Maryland Environmental Service 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

2. Division 

Administration 

AGENCY RECORDS INVENTORY 

PAGE 19 OF 77 

3. Unit 

Procurement 

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for 

4. Record Series Title 

Contract Files 

reference as well as retention and disposition purposes. 

5. Earliest YearILatest Year 

-1 - 971 to 

6. Record Series Description (Briefly describe the types of inforrnationldocumentsfforms found in the series. ,Include the purpose or function of the 

series.) 

Agency contract files contain original executed contract with each client and/or customer, as well as 

specifications for work to be performed under the contract, and all correspondence relating to the execution 

and performance of the contract. 

7. Record Series Format@) List all 

Letter Sue Micmfilm 

IX) Legal Size Computer Tape 

Audio Tape Floppy Disk 

Bound Book Video Tape 

(XI ~th(~~~cirv)-Laserfiche document imaging 

11. File is Used 

[XI Daily Weekly Monthly Annually 

13. Current Location(s) (Bldg.. Fbor, Room) 

MES Headquarters 

15. Access Restrictions (If Yes, ate Law@) & Regulatkm(s) 

Yes (XI No 

17. Is an Index System used? If yes. expbin briefly and describe requirements 

Yes (XI No 

19. Name and Title of Preparer 

Kelly Ryan, 

Assistant Chief of Procurement & Contracts 

DGS 550-4 (Rev. 1193) 

8. Record Series Sequence 

Alphabetical 

IX) Numerical 

IX) Chronological 

Geographical 

(~~ec i f y )  - 

9. Volume 

-1g- 
Number 

(XI File Drawer(s) 

MicmRlm Reel@) 

Computer Tape@) 

Other (specify)-Laserfiche 

10. Annual Accumulation 

-2- 
Number 

IX) File Drawer(s) 

Microfilm Reei(s) 

Computer Tapefs) 

Other (specify)- Laserliche___ 

12. File Becomes Inactive After 

-varies- 

Number (XI ~onth(s) ~ear(s) 

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

Yes (XI No 

16. Audit Requirements 

None (XI State (XI Federal (XI Independent 

18. ~ ~ ~ ~ ~ ~ ~ d ~ d  ~ ~ t ~ ~ t i ~ ~  

Retain for 10 years after contract expires, and until all audit 

requirements have been met, then destroy. 

20. Telephone Number 

41 0-729-851 0 

21. Date 

5/1/13 



Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

1. DepartmenffAgency 

Maryland Environmental Service 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-7W-1930 

2. Division 

Administration 

PAGE 20 OF 77- 

3. Unit . 

Procurement 

1 DEFINITION: RECORD SERIES: A group of relatL records normally filed and used as a unit for riference as well as retention and disposition purposes. 1 
4. Record Series Title , 

PURCHASE ORDERS 

5. Earliest YearILatest Year 

2000 to 

-- - 

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

series.) 

I Copies of Direct Purchase Orders and Written Purchase Orders with supporting documentation. 

These files are used for reference, research, and compiling miscellaneous data. 

7. Recwd Swim Format@) Ust ail 

q Audio Tape Floppy Disk 

0 Bound Bodc Vdeo T a p  

rn Other ( a m )  La.erffche (LF) 

11. File is Used 

O D *  o w e d d y  0 WW OArmuatlY 

8. Record serk. Sequence 

OAlPhabetical 

@ Numerical 

0 C J l m ~ i c a l  

O-ww-1 

q Mher (spedfy) - 

Number 

q F k  D r a w s )  

k k d m  ReW)  
Computsc Tape&) 

q Other ( s w m )  JF- 

10. Annual kxunulatbn 

Number 

O - w s )  

q tdiauaim RWs) 

Cwnputer T W s )  

Oomer(*) -g- 

12. File Becanes lnacthre After 

-1- 
Number MOWS) rn Y w n )  

13. Current Laabn(s) (Bldg.. Flow. R m )  

Headquarters I 14. Is Record serk. Dupk8t.d E b w h m ?  (If yes, specify agency or onica.) 
a Yes No MES Account6 Payable 

15. h x s s  Restrictionr (H Yes, cite L w s )  & Rsgulation(s) 16. AudR Requhments 

O y m  @No 
None 0 State Federal q Independent 

17. 1s an Index System If W. 0-n Md desaibe -a 18. R-mended Retention 
0 yes rnk  
Laserfiche, Fiscal Year: PO Number within Retain for 5 years, then destroy. 

Vendor Name 

19. Name and Title of Preparer 20. Telephone Number I 21. Date 

Dale H. Rose Jr., Senior Buyer I 
DGS 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) 

Maryland Environmental Service 

DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY 

RECORDS MANAGEMENT DlViSlON 

7275 Waterloo Road, P.0. Box 275 

Jessup, Malyiand 20794 
410-799-1930 

2. Division 

Administration 

PAGE 21 OF 77 

3. Unit 

Procurement 

I WINITK)N: RECORD SERIES: A gmug of reladd nmrds notmally filed and used as a unit for rdference as well as retention and disposition wmrses. I 
4. Record Series Title 

Equipment & Supply BID Files 

5. Earliest YearRatest Year 

2000 to - - 

6. Recwd Series Description (Briefly describe the types of inforrnation/documnWforms found in the series. Include the purpose or function of the 

series.) Copies of all BIDS for equipment and supplies. Each BID folder contains a complete history of the bid which includes: 

Invitation for Bid, Scope of Work, Specifications, Proof of Advertising, Bid Receipt, Bid Attendance, Bid Tabulation. Any 

Correspondence and Addendumt, Each Vendor's Bid, and Award of Contract or Purchase Order. Historical record used 

For research, answering inquiries, and preparing future Bids. 

7. Record serler Fonnat(a) Liat .Il 

Letter Size MlcroRlm 

Legal Sfre Computer Tape 

O Audio Tape FlopW Disk 

OBomdBOOLL O ~ T W  

a O M  (rpectry) Laxetflche (LF) 

11.Fileisumd 

Daily 0 Weekly Monthly 

13. W W  LocaWs) (W.. F h .  

m u -  

- 

15. Acceu Rertrldkns (If Yw. dte M a )  & Ragulaaon(a) 

Yes No 

17. la an Index Systmn used? If yes. ucplah bb6y nd deurbo 

Laserfiche 

Fiswl Year: Bkl ID Number 

19. Name and T i e  of Preparer 

Dale H. Rose Jr., Senior Buyer 

Number 
0 File Dnmw(8) 

0 MlaDRlm R w s )  

-puw TW(S) 

0 *(wW)-E- 

Number 

F L  M a )  

0 h i k d h  Reel(s) 

Computer Taps(s) 

omer(Wm)-E- 

12. Fib Becmm Insdive Mer 

-1- 
Number MonWs) Y.ar(a) 

18. Recommended Retention 

Retain for 5 years, then destroy. 

20. Telephone Number 

41 0-729-8506 

21. Date 

411 611 3 



WITH JESSUP, MARYLAAD 20794 
RDS RETENTION SCHEDULE (DGS (410) 799-1930 

1 DEPARTMENTIAGENCY 
Maryland Environmental Service Administration formation Technology 

DEFINITION - Record Series - A group of related records stored electronically and used as a unit for reference as well as retention 
and disposition purposes 

I 
4 ELECTRONIC RECORD SERIES TITLE 
Computer Backup Files - Network, Monthly 

5 EARLIEST Y EARJLATEST YEAR 

2009 TO 
I 

6 INPUT - Identify source of information to be entered 7 OUTPUT - Identify the usels of information generated by system 

MES employees and agents I MES employees and agents 
I 

8 ELECTRONIC RECORD SERIES DESCRIPTION - Briefly describe the inforrnation/documents/forms 
contained in a series. Include purpose and function of the system. 

This series contains all Microsoft Office documents and email. It also contains files pertaining to other specialized software used 
at MES. The main purpose of the system is to save all network records. 

9 POLICY ON ACCESS AND USE - Explain or attach copy if established in writing. 

The data can be accessed by the Network Manager, Deputy CFO, CFO and other designated employees. 

10 UPDATING CYCLES OR CONDITIONS AND RULES FOR REVISING INFORMATION IN THE SYSTEM 

Updated monthly. Dailylnightly backup to Disk at HQ. 

11 SPECIFY THE LOCATION AND MEDIA.OF THE MAIN ELECTRONIC DATA FILE. Explain the progression established to 
ensure the record's retention and usability throughout the record's authorized life cycle. 

Tapes are stored in fire proof safe at MES headquarters. Weekly backups are sent to Iron Mountain. Monthly tapes are kept for 
6 months. Years tapes are kept for 5 years at MES headquarters. 

12 RECOMMENDED RETENTION 
Retain for 5 years, and until all audit requirements have been fulfilled, then destroy. 

13 TYPED OR PRINTED NAME OF 14 TELEPHONE NUMBER 15 DATE 
PREPARER 

Nicholas Kuba 41 0-729-8651 81711 3 

16 TITLE OF PREPARER 
Chief of IT 

DGS 550-6 



WITH JESSUP, MARYLAND 20794 
RDS RETENTION SCHEDULE (DGS (41 0) 799-1930 

1 DEPARTMENTIAGENCY 
Maryland Environmental Service Administration formation Technology 

DEFINITION - Record Series - A group of related records stored electronically and used as a unit for reference as well as retention 
and disposition purposes 

4 ELECTRONIC RECORD SERIES TITLE 
Computer Backup Files - JD Edwards (financial) 

5 EARLIEST Y EARJLATEST YEAR 

- 1993 TO 

6 INPUT - Identify source of information to be entered 

MES employees and agents 

7 OUTPUT - Identify the usels of information generated by system 

MES employees and agents 

8 ELECTRONIC RECORD SERIES DESCRIPTION - Briefly describe the informationfdocumentsfforms 
contained in a series. Include purpose and function of the system. 

The main purpose of the JD Edwards system is to keep Financial, Human Resources, and Procurement records. This system 
keeps records pertaining to all transactions at original transaction level. 

9 POLICY ON ACCESS AND USE - Explain or attach copy if established in writing. 

Online data can be accessed by employee based on their security level and function. Stored data can be accessed by DP 
manager, Deputy CFO, CFO and other designated employees. 

10 UPDATING CYCLES OR CONDITIONS AND RULES FOR REVISING INFORMATION IN THE SYSTEM 

Online data is updated daily. Dailyfnightly backup to Disk at HQ. 

11 SPECIFY THE LOCATION AND MEDIA OF THE MAIN ELECTRONIC DATA FILE. Explain the progression established to 
ensure the record's retention and usability throughout the record's authorized life cycle. 

Tapes are stored in fire proof safe at MES headquarters. Weekly backups are sent to Iron Mountain. Monthly tapes are kept for 
6 months. Years tapes are kept for 5 years at MES headquarters. 

12 RECOMMENDED RETENTION 
Retain for 20 years, then destroy. 

13 TYPED OR PRINTED NAME OF 
PREPARER 

Nicholas Kuba 

16 TITLE OF PREPARER 
Chief of IT 

DGS 550-6 

14 TELEPHONE NUMBER 

41 0-729-8651 

15 DATE 

8/7/13 



Instructions -Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY I 
each new or revised record series. Forward RECORDS MANAGEMENT DIVISION 

with Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410799-1930 

PAGE 2 4  OF -77- 

1. DepartmenUAgency 2. Division 

Maryland Environmental Service Administrative Services 

3. Unit 

DEFINITION: RECORD SERIES: A group of relatid records normally filed and used as a unit for dference as well as retention and disposition purposes. 11 
4. Record Series Title 

L.E.E.D. Certification & Credit 

5. Earliest YearILatest Year 

-2002 to - 

6. Record Series Description (Briefly describe the types of informationldocumentslforms found in the series. lndude the purpose or function of the 

series.) 

L.E.E.D. (Leadership in Energy and Environmental Design) Certification and Credit. Documentation supporting 

MES submission to the U.S. Green Building Council. 

7. Record Secies Formaqs) Lisl aU 

IXI Le1terSb q M i i  

Owsize Ocomputerflpe 

0 Audio T ape q Floppy Disk 

El other (spedfy) - 
By LEED C d b  

-1- 
Number 

Ql File -(a) 

q - Reeys) 

0 C o m m r  T W s )  

q other ~spedfy) 

Number 

q F b  D r a w s )  

q MCmhn 

q -Puw f 

a *(*)- 
I I 

11. File is Used I 12. ~e ~eaxnes Insdive A R ~ .  

-5- 
0 Daily q Weekly MonW q h u a l l ~  Number q -9) El yeaf(S) 

t3. Cunent Location(s) (Bldg.. Fkor. Room) 

MES Headquattera 

14.19 RecOrcl SEt'b DopaCrtd Eb&WE? (If S p d y  W n C y  Or MicE.) I r n N 0  

15. Accest Restridom (if Yes, clto Lsw(s) & Regulrtbn(s) 16. Audit Requirements 

O Y e s  rn No 

None q State q Federal 0 Independent 

17. IS an I& system used? If yes. explain kkfly and d d  18. Recommended Retention 
0 Yes No 

Retain for 5 years, then destroy. 

19. Name and Title of Preparer 20. Telephone Number 21. Date 

Frank Babusci, Chief Administrative Services 41 0-729-821 5 5/l/t3 

>OS 5504 (Rev. 1/83) 



Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

1 with Records Retention Schedule (DGS 550-1) 

1 Maryland Environmental Service 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
4107s91930 

2. Division 

Administrative Services 

3. Unit 

I I 
DEFINITION: RECORD SERIES: A group of related records normally filed and used as a un l  for reference as well as retention and disposition purposes. 1 
4. Record Series Title 

Substance Abuse Records 

5. Eartiest YearUtest Year 

-1 999 to - 

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

series.) 

Substance abuse records: records of employee and medical vendor notification, test authorizations, test 

results, chain of custody. 

7. Remdserier Formnqr) List pll 

a Letter Sirs q Mkrof*n 

O ~ e e p l ~ i u ,  O ~ o m p u t e r ~ l p e  

~ J A u u ~ ~ T P ~ ~  O~bpwm 

0 Bound Book 0 We0 Tape 

16. Access Reskkticm~ (if Yes, dte Law(#) (L Rsguiatbn(s) 

B Y  O h  
hnpkyee medical in tamah I 
17. Is an Indm syrtem used? If yes. explah Melly and demibb requirements 

19. Name and T i e  of Preparer 

Frank Babusci, Chief Administrative Service 

8. Record saim Sequence 8. Vdurne 

-1- 
q 4-1 Number 

(X1 Fws Dnwer(s) 

0- - w s )  

O Com~Utsr f W s )  

q Chronolopicsl o*(rpecyC) 

Number 

File m W s f  - W s )  

q - p u t ~ f W ~ )  

0 -(-)- 

12. Fib B.comes Inactive After 

-5- 
Number oMonth(s) @yeu(r) 

14. Is Rscord &iea DuplicPted ElsAmm? (if ysr, specify or dllce.) 

Oy- mN0 

18. Recommended Retention 

Retain for 5 years, then destroy. 

20. Telephone Number 

41 0-729-821 5 

21. Date 

511 11 3 



.I 

Instructions -Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY 

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 26 OF 7 7 -  

Jessup, Maryland 20794 
410-7981930 

1. DepartmenffAgency 2. Division 3. Unit 

Maryland Environmental Service Administration Human Resources 

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 Yearbtest Year 

Employee Personnel Files 1999 to 201 2 

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

series.) 

Upon selection for employment with the Maryland Environmental Service, either as a new hire, transfer, reinstatement 

or temporary employee, a personnel file is prepared. This file may contain all or some of the following documents at hire 

and during continued employment: Employment Application/Resume, Salary and disciplinary action history, Payroll 

forms, Position action requests(PAR), Performance appraisals, Training certificates, Employment contract, etc. 

7. Record Serks Format(s) List all 8. Reand Serb  Sequence 9. Volume 
Number 15 

Letter Size 0 Miao(Um 
x~lphsbetiu~ x File [)rawer(s) 

q MIomRlm Reelfs) 
X ~egal size computer  ape 0 Numerical Computer Tape($) 

O-(rpedfy) 
0 &dim Tape 0 FbWy Disk Chfonolaoicsl 

10. kuwal Acxummon -4-- 
[7 Bound Book Vdeo T w  q Gmwnphiarl Number 

Oother(.pacny)- 
X F P ~  ~ c )  

X om at(^^^^) Laserfiche - -5) 

canputsr T W S )  

~~ (W*) 

1l.Fileislhed 12. File Baame6 lnacbhrs A f k  Sea118 
Number k w )  oYeu(s )  

XDW Oweekiy m t h l y  0-ly 

13. Current Locatbn(s) (Bldg.. Fka, Room) 14. Is Record Series Duplicsted Elsawhere? (If yet. specify agency w &.) 

Human Rasources Department, MES, la  floor 0 a No 

15. Acmss Rstbktbna (If Yet. cite LWs)  & RagukrUon(s) 16. AudR Requlremntr 

Yea Stab Oov 10616 No 
None 0 State [7 Federal Independent 

Retain for five years after employee terminates, 



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 

Jessup, Maryland 20794 
PAGE 1 7  OF 71- 

410-798-1930 

1. DepartmentlAgency 2. Division 3. Unit 

I Maryland Environmental Service Administration I I Human Resources 

I DEFINITION: RECORD SERIES: A group of relatdd records normally filed and used as a unit for rJference as well as retention and disposition - .  
purposes. 
4. Record Series Title 5. Earliest YearlLatest Year 

Employee Medical Files 

6. Record Series Description (Briefly describe the types of information/documen~rms found in the series. Include the purpose or function of the 

series.) 

Upon selection for employment within the Maryland Environmental Service either as a new hire, transfer, reinstatement 

or temporary employee, a medical file is prepared. This file may contain all or some of the following documents at hire 

and during continued employment: Employment physical results, Health benefit enrollments and changes, Sick leave 

counseling reports, Doctors notes 

7. Record Seain8 Famat@) List e l  

11. File is Used 

XWly OWW q MonW OAnnually 

0 Numerical 

q ChrmdogicPI 

I 10. knual AcannulPtlon -2- 
Number 

I X - (H y~ Laserfiche 
I - 

12 File Baannas Irmclive Aller: See 118 

Number q wth(s )  q year(s) 

13. C u m 1  Locstkn(s) (Mg.. Fkoc. Room) 
Human Rereurcsl Depallment. MES, l* ikor 

14. Is Record Serkrr Duplicated lEtsewhere7 (If yes. spedfy agm'l~y or office.) 

yes X N ~  

15. a s  ReaMdlons (If Yes. cite Law(s) 6 RegulaUon(s) 18. Audii Requirements 

B y e s  S W G o v l W 1 6  O N o  

I1 x None q State q Federal q Independent 

9 

17. Is an Index System wed? If yes. explain kbny and d d b e  mquimmenta 18. Recommended Retention 

D y e s  XNO Retain for five years after employee terminates, 

II 
19. Name and Title of Preparer ( 20. Telephone Number I 21. Date 



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 AGENCY RECORDS INVENTORY 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 
PAGE 2~ OF -77- 

Jessup, Maryland 20794 
410-7981830 

2. Division 3. Unit 

( Maryland Environmental Service I Administration I Human Resources 
I I 

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 Yearkatest Year 

Personnel Records 1999 to 201 2 

- p p - - p - - p p  ~ - -  - -  

p e c o r d  Series Description (Briefly describe the types of information/documenWorrns found in the series. lndude the purpose or function of the 

I series.) 

I These files contain documents processed in Human Resources for salary, benefit, training, and grievance programs: 

I Tuition and out service training records, Salary and survey data, Grievance records, Policy information, Salary program 

information, Candidate selection packets, etc. 

7. Record Series Fonnal(s) Ust oll 8. R m d  Wies Sequence 

X Legal Sbe 0 Cwnputw Tape 

Audio Tape q FkpW Disk 

0 Bound Book q Video Tape 

X Olher(spedfy) Laserfiche 

q Numerical 

q C h m n W m  

Geooraphi=l 

0 (sPecl(Y) - 

9. Vdume 

Number 5 

10. Annual Accumulstkm -O__ 

Number 

X FUe Drawer(s) 

I I 

11. FUe is Used 12. Flle Becomes Inactive After: 

Number 4- ~ w l a ( s )  5 ~ ~ s )  

13. Current Lmatbn(s) (Eldg.. Floor, Rwm) 
Human Resources Deperbnent, MES, 1" I km 

14. is Record Series Duplicsted Flsewhwe? (If yes, spedfy sgemy or office.) I 0- XNO 

I 15. Access Restrictions (if Yes, dle Law(s) 6 Regulatkn(s) 

O Y e s  StateGov 10818 O N 0  

18. Audit Requiretnenb 

None X state q F d e d  X independent 

17. Is an Index Syatem used? It yes. expbin briefly and derrcribe npubwmnta 18. Recommended Retention 

a y e s  X N ~  Retain for five years, then destroy 

U 

19. Name and Title of Preparer 20. Telephone Number 21. Date 

I Sandra Westewelt, Human Resources Generalist 1 410-729-8231 ( May 1,2013 



Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 
PAGE 29 OF -7l- II 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

1. DepartmentlAgency 

Maryland Environmental Service 

3. Unit 

Safety 

AGENCY RECORDS INVENTORY 

410-798-1930 

2. Division 

Administration 

I DEFINITION: RECORD SERIES: A group of relatck records normalty filed and used as a unit for r:ference as well as retention and disposition purposes. 11 
4. Record Series Title 

Facility Inspections 

5. Earliest YearILatest Year 

-1989 to 

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

series.) 

Facility safety inspections with noted hazards and corrections, conducted by the Safety Department. 

7. Record Ssries Fwmaqs) List ell 8. Recwd Series Seguenee 9. Volutlle 

rn Letter Ske 0 MicmRlrn 

Legal Size Computer Tape 

q Audk Tape q Floppy Disk 

I Bound Book Vdeo Tape 

Alphabetical 

q N- 

ChmnolDeW 

I oh@pecm)-Laserfiche Document Imaging I 0 -(-) - 

System 

11. File is Used 

q Dslly q W W  Monthly q AnnuPUy 

Number 

q Fie D-(s) 

t.4kmfh RWs)  

0 Cwnputw T H E )  

other (-)-Lase-- 

Number 

OmClDf-4~) 
Mkronbn Red(s) 

ComputaTWs) 

-(-)--- 

I 

12. Fib Beuwnes Inactive Aft%? 

-!- 
Number 0 Irlonth(5) a year(*) 

I 13. C u m t  Loc?itbn(s) (Bldg., Floor. Room) 
MES Headquarters 

14. Is Record Serkn Duplicated k3seMwe7 (H yea, spedfy agsncy or office.) I O h  @No 

17. Is an Index System ured7 l yea. explain bfMy and -be 

n9uirem- 
Yes rn No 

15. A- RestrkUons (If Yes. dte Law@) LL Ragulation(s) I 
18. Recommended Retention 

Retain for 30 years, then destroy. 

18. AudU Requirements 

Op km 0 State q Fedad q Independent 

II 

19. Name and Title of Preparer 20. Telephone Number 21. Date 

I Susan P. McCauley 1 41 0-729-8225 I April 30,201 3 

1 Chief of Safety 
L I 

ws 5504 (Rev. 1193) 



RECORDS MANAGEMENT DIVISION 

ith Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275 
PAGE 30 OF l? 

irst Report of Injury 

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

series.) 

First Reports of injury including employee, witness, supervisory, and medical documentation. 

7. Record Geries Format(s) List all 

[XJ Letter Ske q M~crofllm 

q Legal Sire q Computer Tape 

Audb Tape q Fbppy DI& 

k u n d ~ o d c  OWeoTape 

1XI other(speci&aserfiche Document imaging 

System 

8 Rscord Serbs Sequence 

q Alphabewl 

q Numericsl 

(XI Chmndogml 

q OeOerapMcal 

0 m a r  (specity) - 

9. V o * m  

Number 

q File h W S )  

q b&rofih Red(s) 

Computer Ta~e(s) 

[XJ o b W  ( ~ p e C i t Y ) - b e -  

10 ~ n n u a ~  Accumulation 

Number 

O R b ~ s )  

q ~ i i  W(S) 

q Computau Tape(s) 

-(*)--- 

11 File IS Ursd 

Daily q Weekly rn Monthly OAnnually 

13. Current Locabon(s) (Bldg . Floor. Room) 

MES Headqusrten 

15. Access Reshctms (If Yes, ate Law(s) (L Regulalion(s) 

rn Yes Medical Records q No 

17. Is an Index System used? If yes, explain briafiy and Csaibe 

requirements 

• Yes ( ~ 3  NO 

12. File Becomes l&e After 

-1- 
Number q Month(s) (XI Year@) 

14 Is Record Serbr Duplicated Ehwtwre? (If yes, spedfy agency or offiw.) 

a y e s  No 

16 AudR Requ~rements 

[XJ None q State q Federal q Independent 

18. Recommended Retention 

Retain for 30 years, then destroy. 

- -- 

19. Name and Title of Preparer 

Susan P. McCauley 

Chief of Safety 
b 

DGS55M1RoV 1rn) 

- - 

20. Telephone Number 

41 0-729-8225 

21. Date 

April 30,2013 



- AGENCY RECORDS INVENTORY 
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3 Unit 

Safety 

reference as well as retention and disposition purposes. 

5. Earliest YearILatest Year 

-2008 to 

P 

Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

1. DepartmentlAgency 

Maryland Environmental Service 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
4107891930 

2. Division 

Administration 

BEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for 

4. Record Series Title 

Vehicle & Equipment Accidents 

6. Record Series Description (Briefly describe the types of ~nformation/documenWforms found in the senes. Include the purpose or function of the 

series.) 

Vehicle and equipment accident reports, including employee, witness, and supervisory reports, and repairs to 

MES vehicles and equipment. 

9. Volume 

N u m b  

File Drawar(s) 

Miuofilm Reel(s) 

cMnWTape(s) 
rn Other ( s ~ e d f y ) - L a m -  

10 Annual Acarmulation 

Number 

q File Drawer(s) 

~ i a o ~ k n  Reel@) 

CanprW Tppe(s) 

El - (rpscify)-La*- 

7. Record Series Fonnat(s) List all 

Letter Stze M i i  

Legal Sue q Computer Tape 

0 A U ~ ~ O   ape ~loppy Dtsk 

0 Bound Book Video Tape 

other (-)-Laserfiche Document Imaging 

System 

8 R w r d  Secies Sequence 

0 AJphabeUcal 

Numerical 

rn Chmdoglcal 

o e ~ r a ~ h l c a l  

q Wler (s~ed(y) - 

11. Flle~sUsed 

Daily Weekly rn Monthly AMIually 

13. Current Locabon(s) (Bldg . Floor, Room) 

MES Headquarters 

15. Acwss Rertnctionr (If Yes. dte Law(s) h Regulatkn(s) 

a y e s  B N o  

12 Flle Beannes InacUve After 

-1- 
Number q • Y-0) 

14. Is R e d  Series DupHcated Elsewhere? (If yes, specify agency or oflice ) 
Yes rn No 

16. Audit Requirements 

None 0 State 0 Federal 0 Independent 

Retain for 5 years, then destroy. 

Susan P. McCauley 

DGS SSM (Rw. 1/93) 



Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

1. DepartrnenVAgency 

Maryland Environmental Service 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-79S1930 

2. Divlsion 

Administration 

AGENCY RECORDS INVENTORY 

PAGE 32 OF -77- 

3. Unit 

Safety 

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for 

4. Record Series Title 

Regulatory Reporting 

reference as well as retention and disposition purposes. 

5. Earliest YearILatest Year 

-isas to 

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

series.) 

Chemical information lists of hazardous substances contained at facilities. SARA Tier Two forms of extremely 

hazardous substances above the threshold level contained at facilities. 

7 Rewrd Swies Format(s) M a l l  

@ Lener Size M i i  

Legal Size Computer Tape 

Audb Tape Floppy Disk 

Bound Book Video Tape 

other (spedfy)-Laserfiche Document Imaging 

System 

8 Record Senes Sequence 

Alphabetkal 

Numerkal 

@ C h r o n d ~ w  

G e o ~ m ~ h i d  

other (spedfy) - 

g Volume 

Number 

Fle Draumr(5) 

0 MicroRlm Rael(s) 

0 OJWJter T W O )  

a ~ ( r p e d ( y ) - L ~ -  

10 Annud Aaumulation 

Number 

F~le Drswer(s) 

~ iaof i lm Reel(s) 

0 Computer T W s )  

rn *r (specnu) -Leser(lche- 

11 FJe IS Used 

Daily weekly Monthly Annually 

13. Current Locatbn(s) (Bldg . Floor, Roan) 

MES Headquattars 

15 A c e w  RestMms (If Yes. cite Law@) (L. Regulation(s) 

Yes rn No 

17. Is an Index System used? If yes. expla~n briefly and deswibe 

requirements 

Yes rn NO 

19. Name and Title of Preparer 

Susan P. McCauley 

Chief of Safety 
i -----  - 

12 FUe Becomes Inactive After 

-1- 
 umber Mon~l(s) H Year(s) 

14 Is RBcord Series Duplicated Elsewhaoe? (If ps .  specify agency w oflice.) 

0 Yes rn No 

16. Audit Requirements 

rn None State Federal Independent 

18. Recommended Retention 

Retain for 40 years, then destroy. 

20. Telephone Number 

41 0-729-8225 

21. Date 

April 30, 2013 



Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

1. DepartmentlAgency 

Maryland Environmental Service 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
41S7W-1930 

2. Divis~on 

Administration 

AGENCY RECORDS INVENTORY 

PAGE 33 OF 77 

3. Unit 

Safety 

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for 

4. Record Series Title 

Physicals - HAZMAT 

reference as well as retention and disposition purposes. 

5. Earliest YearILatest Year 

to 

6. Record Senes Description (Briefly describe the types of informationldocumentsIforms found in the series. Include the purpose or function of the 

series.) 

Employee files of HAZMAT physicals for evaluation of potential exposure. 

7. Record Serbs Format(s) List all 

q Letter Size M~croRlm 

q Legal Size Computer Tape 

q Audlo Tape Flopw Disk 

q Bound Book Video Tape 

omer (~-)-Lasert lche Document Imaging 

System 

8 Record Series Sequence 

q Alphabetical 

Numerkai 

rn ~~~ 

-Wraphkal 

Other (spedfy) - 

9. Volume 

Number 

File Drawer(s) 

Microfilm Reei(s) 

0 -put- Tape(s) 

rn M ( w = m ) - b m -  

10. Annual AocumuIstion 

Number 

File Dmwer(s) 

q M I C ~ O R ~ ~  Reel@) 

q Tape(s) 

11. F~le 16 Used 

q Dally Weekly rn Monthly Annually 

13. Current Locstion(s) (Bldg.. Floor. Room) 

MES Headquartem 

15 Accesa Raocrictbns (If Yes, dte Law(s) & Regulatron(s) 

Yes Medical records No 

17. Is an Index System used? If yes. explain bd&y and describe 

requirements 

yes rn NO 

rn other (spedfy) - L a m e -  

12 File Becomes lnadlvs After 

-30- - 
Number Month@) q Year(s) 

14. Is Record Serkw Duplicated Elsewhere? (If yes. s p d f y  agency or o h  ) 

a y e s  MNO 

16 Audtt Requirement8 

None State Federal Independent 

18. Recommended Retention 

Retain for 30 years from time employee leaves MES, then destroy. 

19. Name and Title of Preparer 

Susan P. McCauley 

Chief of Safety 
DGS 5504 (Rev 1/83) 

20. Telephone Number 

41 0-729-8225 

21. Date 

April 30,2013 



Instructions -Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES . AGENCY RECORDS INVENTORY 

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 34 OF 77 

Jessup, Maryland 20794 
410-7991830 I 2. Division 

Maryland Environmental Service Administration I 
3. Unit 

Safety 
I I 

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 

MOSH Inspections 

5. Earliest YearILatest Year 

2 0 0 8  to 

- -  - - -  

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

series.) I 
Facility inspection files of MOSH inspections/complaints including items cited and corrected action. 

Lagal She Computer Tape 

Audii Tape Floppy Disk 

O ~ o ~ n d e o o k  O w e ~ ~ a p e  

o t h ~  (-)-Laserfiche Document Imaging 

System 

8.RscordSeciesSequen~e 

FuPha-1 

q Numerical 

Chronological 

0 GeosrspU 

O-(~pedfy) - 

Numw 

File lh.mws) 

t&mfu"l Reel(.) 

Computer Tape($) 

El - (yledfy)-Lardche- 

10. Annual Aaxrmulaticil 

11.FikisUsed 

Daily Weekly rn Monthly Annually 

-1- 
Number 0 Monw)  IB YWS) 

13. Currant Locab;on(s) (BMg.. Flow. Room) 

MES Headquarters 

15. Access Restrictions (If Yes. cite Lsw(s) & Regulah(s) 

a y e s  - E l N o  

14. Is Record Sark Duplicated Elsewhere? (If yas. spadfy agency or offIw.) I 0 rn NO 

I 18. Audit Requirements 

None Stata 0 Federal q Independent I 
17. Is an Index Sycltem used? If yes, explain kleny and derdbe 
nquiremantc 

O Y e s  No 

18. Recommended Retention 

Retain for 5 years, then destroy. 

19. Name and Title of Preparer 20. Telephone Number 21. Date 

Susan P. McCauley 1 41 0-729-8225 I April 30,2013 
Chief of Safety I 

08 S 5 M  (Rw. 1/83) 



RECORDS MANAGEMENT DIVISION 

th Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275 
PAGE -35- OF 7 7 -  

6. Record Series Description (Briefly describe the types of informationldocumenwforms found in the series. lndude the purpose or function of the 

series.) 

Employee training sign-in sheets for regulatory and tailgate safety training. 

7 Record Senes Format(s) Ust all 

• Letter She q MkmRlm 

q Legal Size q Computer Tape 

n ~ u d i i ~ s p e  O F ~ ~ W D I S ~  

~aoundeook  O w e o ~ a p e  

other (-)-Lasefiche Document Imaging 

System 

8 Rsmrd Series Sequenm 

Iql Uphabtlcel 

q Numerical 

chmnokelcal 

q GeoOrsphicaJ 

q Wef(spedfy) - 

9 Volume 

Number 

File Drawer(s) 

q Microfilm R w s )  

~ p r t e r T s p e ( ~ )  

-IspecwV)--- 

lo. h u s l  ~ccumulatkn 

Number 

File Drawer(s) 

~ i a o f ~ l ~  R&(S) 

q Tape(s) 

Iql -(wdY)--- 

11. File is Used 

a DsUy W W  • Monthly q Annually 

13. Current Lccalion(s) (Bldg., F b ,  Room) 

MES Headquarten 

IS. Accelw Resbictiom (If Yes, dte Law(8) 6 Regulatkm(s) 

O y -  mNo 

17. Is an Index System used? If yes, explPin brlefiy and describe 

requirements 

q Yes NO 

12 FEle Baunnes Iructlve Alter 

3-- 
Number ~ ~ s )  mye.r(s) 

14.IsRecordSerierDuplicatedE)sewhere? (lfyaa,spedfya@mcyorofflce.) 

my- MNO 

16. Aud# Requkements 

None State 0 Federal Independent 

18. Recommended Retention 

Retain for 30 years, then destroy. 

19. Name and Title of Preparer 

Susan P. McCauley 

Chief of Safety 
WS 6604 (Rev. 1103) 

20. Telephone Number 

41 0-729-8225 

21. Date 

April 30,2013 



Instructions -Type or Print a separate form for 

each new or revised record series. Fomrard 

with Records Retention Schedule (DGS 550-1) 

Maryland Environmental Service 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410IgO-1930 

2. Division 

Administrative 

AGENCYRECORDSINVENTORY I 
P A Q E ~  OF n 

3. Unit 

Environmental compliance 

ITION-S: A grwp of related records normally filed and used as a unit for reference as well as retention and disposition R - .  
purposes. 
4. Record Series T i e  5. Earliest YearILatest Year I 

I Environmental Compliance Review Reports 

1 I 

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

Wes.) Self-Auditing of facilities. Inspection findings and corrections. 

Number 

0 Fie -11 
q Miaofihn~ea(r) 

0 C~putsr fape (~ )  

Numbsr 

Fib W s )  

0 - -5) 

0 mputa Taps(s) 

O-(rpedfy) 

15. Access Restridknr (If Yes. dte L.w(s) 6 R~IUIPUQII(S) 

O y -  rnk 

17. Is an Index System used? If yes, b M y  and de& nguimmntu M 
19. Name and Title of Preparer 

John Kane 

12, Fib Bacmc# I d e  After 

Number 

None q State Faderal lndepmdml 

18. Recommended Retention 

Retain for 15 years then destroy. 

20. Telephone Number 

41 0-729-8205 



each new or revised record series. Fmard RECORDS MANAGEMENT DIVISION 

th Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275 
PAQE 37 OF 77 

2006 to 

Training that is taught by Compliance. Sediment & Erosion; SWPP Plan; SPCC Plan, etc. 

O~et*nsize UMicm(Pm 

L& She Computer Tape 

O~udio~spe O~bpp~~idc 

q Bound Bode Vleo Tape 

B*r(spedfy)- 



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 s OF n 

Environmental Compliance 

Employee Allegations and Complaints 2005 to 

Internal Complaint and or Allegation of compliance issues 

Letter Size Microflkn 

0 L@ slu, 0 c o w e r  Tape 

OAudiolape O~lop~~isk 

0 Bound Book Video Tape 

m-(ww)- 

O ~ Y  Oweekly 0 - r m y  OAnnwY 

@ h state Faded lndepmdent 

Retain for 15 years then destroy 



RECORDS MANAGEMENT DIVISION 

th Records Retention Schedule (DGS 550-1) 7275 Watdoo Road, P.O. Box 275 
PAGE -39- OF 77- 

1. DepartmenffAgency 

Environmental Compliance 

Signed Employee Certification Statements 

Certifications of specialty training in environmental compliance related issues. 

0 Lewske M i i l m  

0 Legal ske q Ccinputer Tape 

Audb Tape Floppy Disk 

OBound~wlc n ~ ~ e p e  

Omer (-) eleclrmically 

0 Dally 0 Weekty Monthly q Annuatly 

None q State 0 Federal Mapendent 

Retain for 10 years then destroy 



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 40 OF 7 7 -  

Environmental Compliance 

2006 to 

Biennial RCRA reports to MDE, and any correspondence or other files held by Compliance regarding 

Hazardous waste at any MES facility. 

Letter Sue Miaofilm 

Legal Size Computer Tape 

Audio Tape Floppy Msk 

Bound Book Vieo Tape 

other (specify) electronically 

MY O w e W  0 MonW q -ally 

13. Current LocaUon(s) (Wdg., Floor, Roan) 14. Is R d  Serlea Duplicated Elsewhere? (If yas, specity agency a office.) 

None State Federal Independent 

Retain for 15 years then destroy. 



each new or revised record series. Forward RECORDS MANAGEMENT DIVISION 

with Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.O. 6ox 275 
PAGE 41 OF -77- 

Compliance related correspondence or other files with MDE, or other regulatory agencies, concerning Permits, 

Compliance, Inspections, etc. 

n ~ e t t e r ~  kmffh 

O Leg& Tape 

OAI I~~TW O F ~ ~ W W  

Oeoundeook Ovkleo~apo 

Bpomer(w=w)- 

Oosuy Oweddy 0- O w *  

Retain for 15 years then destroy 



Instructions -Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY 

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 42 OF 77 

Jessup. Maryland 20794 
410-799-1930 

1. DepartmenWAgency 2. Division 3. Unit 

Maryland Environmental Service Administrative Environmental Compliance 

v e d  records normally filed and used as a unit for reference as well as retention and disposition 
purposes. 

4. Record Series Title 5. Earliest YearILatest Year 

Oil Spill Reports to MDE 2005 to 

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

series.) Spills at facilities 

7. Record Series Format@) List all 8. Record Secier Sequence 9. Vdume 

C] Letter Size C] Miaofilm [XI ~ p h s ~  Number 

F k  M s )  

Legal Sue C] Computer Tape C] Numaricel C] MkmRlm Reel(s) 

C] Computer 
C] Audio Tape 0 Floppy Disk C] Chronological olhw (SPedfy) 

C] Bound Book C] Video Tape C] Geoemphical 10. Annual Accumulation 

[XI Other (specify) electmnically C] Other (specify) - Number 

C] File Drawer@) 

Mhfnr" Reeys) 

Tap@) 

other (spedfy) 

11. Fileis Used 12. File Becomes Inactive After 

0 DAY C] weekly C] ~ o n ~ y  C ] h n u a ~  Number C] Mmth(s) C] Yearb) 

13. Current LocaUon(s) (Bldg.. Floor, Room) 14. Is Record Series Duplicated Elsewhere? (If yea. specify agency or O M . )  

HQ C] Yes rn No 

15. Access Restrictions (If Yes, dte Law@) B Regulatiin(s) 16. Audit Requkements 

C] Yes [XI No 

[XI None C] State C] Federal C] Independent 

17. Is an Index System used? M yes. explain briefly and describe requirements 18, ~ ~ ~ ~ ~ ~ ~ d ~ d  ~ ~ t ~ ~ t i ~ ~  
IJ Yes [XI No 

Retain for 10 years then destroy 

19. Name and Title of Preparer 20. Telephone Number 21. Date 

John Kane 41 0-729-8205 6/03/2013 



RECORDS MANAGEMENT DIVISION 

th Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275 
PAQE -43- OF -77- 

MDE Inspection Reports, violations 

0 Letter Size 0 M i d m  

Legal size m w  Tape 

0 Audb Tape Floppy Wk 

~BoundBook  o~ideo~ape 

a ~ ( w d f ~ ) e ~ l ~  

Dailv Ow- h4ontMy a AnnuaWy 

a None State Federal 0 Independent 

Retain for 15 years then destroy 



PAGE - 4 4  OF 7 7 -  

Instructions -Type or Print a separate f o n  for DEPARTMENT OF GENERAL SERVICES - AGENCY RECORDS INVENTORY 

each new or revised record series. Forward RECORDS MANAGEMENT DIVISION 

with Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

1. DepartmentJAgency 2. Division 3. Unit 

Maryland Environmental Service Administrative Environmental Compliance 

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 YearlLatest Year 

Inspection Reports 2010 to 

6. Record Series Description (Briefly describe the types of informationldocumentslforms found in the series. Include the purpose or function of the 

series.) 

Daily Reports; Project Progress Reports, Incidents for Construction Group and Landspreading Group 

7. Record Series Format(s) List all 8. R e w d  Series Sequence 9. Volume 

Letter Size M i f i l m  IXI Alphabetical Number 

File Drawer@) 

Legal Size Computer Tape Numeriial Microfilm Reel(s) 

Computer Tap@) 

Audio Tape Floppy Disk Chronological other ( ~ P ~ G W )  

Bound Book Wdeo Tape Geoera~hkal 10. Annual AccumulaUon 

IXI Other (specify) elecbonlcally Other (s~edly) - Nwber 

File Drawer(s) 

Microfilm Reel@) 

h p u t e r  Tape(s) 

0 other (specify) 

11. File is Used 12. File Beuxnes Inactive After 

Daily Weekly Monthly Annually Number Month@) Year($) 

13. Current Lmtion(s) (Bldg.. Floor, Rwm) 14. Is Recurd Series Dupliited Elsewhere? (If yes, specify agency or office.) 

HQ Yes No 

15. Access Reslrictions (If Yes. dle Law@) 8 RegulaUon(s) 16. Audit Requiremenls 

0 Yes a NO 

rn None State '0 Federal Independent 

17. Is an Index System used? If yes. explain briefly and describe requirements 18. ~ ~ ~ ~ ~ ~ ~ ~ d ~ d  ~ ~ t ~ ~ t i ~ ~  
Yes (XI NO 

Retain for15 years and destroy 

19. Name and Title of Preparer 20. Telephone Number 21. Date 

John Kane 41 0-729-8205 61031201 3 



RECORDS MANAGEMENT DIVISION 

ith Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275 
PAGE 45 OF 77 

Newsletters sent to employees in hard copy, or electronic distribution. 

Letter She M i i m  

Legal Size q Computer Tape 

q Audio Tape Floppy Disk 

neoundeook o ~ i d e o ~ a p e  

a 0 t h  (~pedfy)electronic 

(XJ None q State Federal Independent 

O Y c n  No 
Retain for 5 years, then destroy. 

Christina Garrigan, Chief Communications 

00s sw.4 (Rev. 1193) 



Instructions -Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY 

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 46 OF 77 

Jessup, Maryland 20794 
410-798.1830 

1. DepartmentlAgency 2. Division 

Maryland Environmental Service Waterwastewater Group 

3. Unit 

Engineering - Biosolids 
1 I 

m l T l O N :  RECORD SERIES: A grwp 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 YearILatest Year 

Biosolids Management I to Y 
I 

6. Record Series Description (Briefly describe the types of informationldocumentslfom found in the series. Include the purpose or function of the 

series.) I1 
All sludge and biosolids management records pertaining to the agency's facilities and clients' projects. I1 
Includes monitoring and other reports. 

7. Record Serb Famsl(s) List ell 

(X) Letter Size MkmMm 

Legal Sue Computer Tape 

q Audb Taps (X) FlopW 

Bound Book 0 Video Tape 

(X) Other (specify)-Laserliche Documenl Imaging system- 

8 . R e c o r d ~ S a q u ~ c e  

(X) Alphabetical 

Numerical 

(X) Chmnokgkal 

(X) W r a p h b i  

0 t h  (s~edfy) - 

9. Volume 

2 Number 

m;118 h W W ( 8 )  

MlcroRlm Red@) 

Computer T W s )  

Wer(spedfy) 

10. Annual Accumulation 

1 Number 

q File Dravws) 

bi imfih RWs)  

Can~uter Ta~e(s) 

0 *(Spedty) 

1 1. Fib is Used 

mmly Oweekly O M ~ W  0-b' 

12. FWe Becomes lnacthre ARer 

Number MOfws) myeer(S) 

13. C u m t  Location(s) (Bldg.. Fkor. Roan) 14. Is Record Series Duphted Elwwhem? (If yes. Jpedhl a m  or OM-.) 

MES Headquarten m ~ e s  No 

Electtwic database exists for orm items 

15. Accecrs ResMdionr (If Yes. cite Law(s) & ~ I s t i o n ( s )  16. Audit Requirement8 
O~es q No 

None Sate Fed& Independent 

17. IS an Index Syatem used? If yes, explain briefly and describe requirements 

Yes q No 

19. Name and Title of Preparer 

Ahmad Razik, Senior Engineer 

18. Recommended Retention 

Retain all files for1 0 years, then destroy except for 

Trenching site files, which must be retained until 

MDE releases the site from all monitoring. 

20. Telephone Number 

41 0-729-8320 

21. Date I1 



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 

Jessup, Maryland 20794 
PAQE 4 7  OF -?7 

4107891930 

1. DepartmenVAgency 2. Division 3. Unit 

Maryland Environmental Service WaterNVastewater Group Maintenance 
I I 

=ITION: REC -1ated records normally filed and used as a unit for reference as well as retention and disposition 
purposes. 
4. Record Series Title 5. Earliest YearILatest Year 

WaterMlastewater Maintenance Work Orders 

I 

6. R e d  Series Description (Briefly describe the types of infonnation/docurnents/forms found in the series. Include the purpose or function of the 

series.) 

Files contain facility work orders, and all associated backup. 

7. Rscord Saim F m q s )  L&t all I 8. RecordSaier Sequenca I 9. Volume 

Later size 0 Mloofilm 

q Legal Size Computer Tape 

Audb Tape Fbppy Dbk 

a 0 t h ~  (spedfybLawrMe Document Imaging system 

Alphabetical 

Numerical 

El c- 

2 Number 

El File Draww(S) 

Mlx'm"l Reeys) 

Cmputer 1-8) 

-(wdfY)- 

q ~ r a p w  10. Annud AccumulaDlon 

rn File Drawer(s) 

M m m  W s )  

Canputer T H E )  

-(ww)- 
I I 

11.FlieirUsed 12. F k  @acmes Inactive ARer 

3 -  - 
Daily 0 week@ Monthfy Annuany Number Month(s) (X1 Y=r(s) 

13. C u m t  Locatkn(s) (Bldg.. Fbor, Room) 
MES Headquartas 

1s. Access R&rictbno (If Yes, dt. Law(s) h Regulalbn(s) 

Yes lXl No 

14. 1s Recad Serlea Duplicated Bwwhere? (If yes. s p d y  agency or oftice.) 

m y -  Oh 
Copies are st each fedlily. 

16. Audlt Reqthmne  

0 None State F e d d  lndependemt 

17. Is an Inden System used? If yes, explain briefly and desaibe requbwwnh 18. Recommended Retention 
Yes 1x1 No 

Retain for 3 years after completion of work, then 

ryan Wlnklemeyer, Chief of Maintenance 

DOS SMM (Rev. lm) 



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 
PAW 4 8  OF -77- 

Jessup, Maryland 20794 
410-799.1890 

I. DepartrnenttAgency 2. Division 

Maryland Environmental Service Waterwastewater Group 

3. Unit 

Engineering 

1 n ; r l h l l ~ i ~ ~ :  RECORD SERlkS: A pmup of d a t h  records normally Ned and used as a unit for Aference a well as retention and disposition 1 
4. Record Series Title 

Engineering & Special projects 

5. Earliest Yearbtest Year 

to 

- 

6. Record Series Description (Briefly describe the types of information/documenWforms found in the series. Indude the purpose or function of the 

series.) 

Files contain information and specifications (design criteria, changes made during construction), 

construction information (changes, equipment information), proposals, correspondence, and grant 

administration documents. 

7. Reccfd Sries Fmst(s) Llst all 

a~et tsrShe OMkmff lm 

rn Lqal  She q Computer Tape 

0-fape OFWW 

OM- dgl-~.pe 

Other (speciry)La- Do- systsmtsm 

g. Volume 

25 Number 

a DIawa(S) 

q t4Pofim R W a )  

0 -putsrfaPa) 

O-(spsdfy) 

I I 

11. File is Used 12. F k  Bemnea Insdive After 

20- - 
@haY (XIWeekhl m m l y  OAnMPEly  umber W Y s )  • YePr(s) 

13. Currenl Locatbn(s) (Bldg.. Fka ,  Roan) 14. Is Rmnd S h  Dupbted Olewhsre? (if yes, qb&y agency or ollics.) 
MES Headquartus  NO 

17. IS an Index system used? t i  yes. explain b ~ y  and nd mqub-amontr 18. Recommended Retention 
O y -  ah 

Retain for 20 years, or life of the structure, then 



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 

Jessup, Maryland 20794 
410-799-1930 

PAGE 4 9  OF 7 7 -  

I 1. DepartmentIAgency 1 2. ~ivision 1 3. unit 

I Maryland Environmental Service I Waterwastewater Group I Engineering 
I I 

DttlNITION: RECORD- 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 1 5. Earliest YearlLatest Year 

Engineering - As Built plans 

1 6. Record Series Description (Briefly describe the types of informationldocurnentslforms found in the series. Include the purpose or function of the 11 
series.) 

Files contain engineering information and as-built plans and specifications. 

7. Record Sadea Form.t(s) List .ll 8.RecadSeriesSequenm 

Letter She q Miaofilm B Alphabetid 

~ L e s a l ~  Ocwnpl ter~ape Numerical 

q Audio Tape q FCoppy Disk q Chrondopid 

O ~ o v n d e o ~ k  E l v i d e o ~ a ~ e  G=l~raphid 

@ Omer (swcKy)-24x36 a 36x48 Mue prints, paper & CAD - other (specify) - 

- 1 6  Number 
File Dmwar(s) 

q tdbm~lm W e )  

mputer T W s )  

O h r  (wcW)- b o d  and hanging dmwhgs- 

10. Annual Accumulation 
Number 

IXI Qmwr(s) 

q td-lfn Rsays) 

q Computer T M s )  

0 Wr(rpedfy) 

I I 

11.FibisUsed 12. Me Becomes Inactive Mer 

2- 
Number 0 Mmth(s) @ year(s) 

13. Current Locath(s) ((Bldg.. Floor. Rwm) 14. Is R& S e w  Duplicated Elsewhere? (If yes, spedfy agency or office.) 

MEs Headqwrtrn my- a* 

1s. Access Rsgtrictions (If Yes, dt. Law(s) & ~&letion(s) 16. Audit Requirements 

q Yes lxl No 
None 0 State 0 Federal 0 Independent 

17. IS an ~ndex systsm used? If yes. Wsh kkl)y and dedba r e g u m  18. Recommended Retention 
OYW E~NO 

Retain for 20 years, or life of the structure, then 

19. Name and Title of Preparer 20. Telephone Number 21. Date 

Ellen Frketic, Chief. Engineering 41 0-729-8307 7/1/13 

* I I 
IGS 560-4 (Rev. 1183) 



Instructions -Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES - AGENCY RECORDS INVENTORY 

each new or revised record series. Forward RECORDS MANAGEMENT DIVISION 

with Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275 
P A G E 5 0  OF TI 

Jessup, Maryland 20794 
4107681930 

1. DepartmentlAgency 2. Division 3. Unit 

Maryland Environmental Service Waterwastewater Group Operations & Maintenance (O&M) 

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

I 4. Record Series Title 1 5. Earliest YearlLatest Year 

I Waterwastewater Operation & Maintenance (OBM) I to 

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

I series.) 

I Files contain general project correspondence, budget information, contracts, reports, permits, proposals, 

I onsite bound log books, annual reports, and other information in connection with the day-to-day operations 

of the sites. 

7. Record Series Farnays) List ail 

(XI Letter Size Microfilm 

(XI Legal Size Computer Tape 

Audio Tape Floppy Disk 

0 Bound Bode Vie0 Tape 

(XI Other (spedfy)Lasemcha Document Imaging system 

8. Record Series Sequence B. Volume 

Number 

(XI Alphabetkal File Drawer(s) 

MiaoRlm Reel@) 

Numerical Computer Ta~e(s) 

Other ( s p a )  

(XI Chronological 

10. Annual Accumulation 

(XI Geographical Number 

File Drawer(s) 

OUW (s~ecity) - Microfilm Reel(s) 

0 Computer Tape@) 

-(spedly) 

11. File is Used 

(XI Daily 0 Weekly Monthly Annually 

12. Fila Becomes Inactive After 

W W s )  Year(s) 

13. Cumnt Localion(s) (Bldg.. Flm. Room) 14. 1s Record Series DupUcaM Elsewhere? (If yes. spedfy agency or office.) 

MES Headquatters (XI Yes No 

Some items also bcated at field locations and HQ. 

15. h s s  Resbictions (if Yes, cite Law(s) & Regulation(s) 

Yes (XI No 

16. Audit Requirements 

None (XI State (XI Federal (XI independent 

17. is an Index System used? If yes, eqlain brieny and describe requirements 18. Recommended Retention 
0 Yes (XI No 

Retain for 10 years, then destroy. 

11 

19. Name and Title of Preparer 20. Telephone Number 21. Date 

Cynthia James, Administrator 41 0-729-8372 5/1/13 

1 I 

OOS 550-4 (Rev. 1/93) 



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 $1 OF 77 

EMR - Original Lab Data Sheets 

Environmental Monitoring & Reporting (EMR) monthly laboratory data sheets 

0 Letter Size C] MIcroRlm 

Lseal- CMputer T w  

Audio T a p  Fkppy Disk 

Bwnd Book 0 Vieo Tape 

IX) omer (s~) -La~er f i~he-  

rn MY C ] W ~ ~ Y  MmW Ohslly 

None rn State C] Federal 0 IndepenUent 

Retain for 10 years, then destroy 



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 52 OF n 

EMR - Compliance related documents 

EMR files containing all operating records, discharge monitoring reports, data reports, permits, and various 

compliance reports. 

7. Recwd Ssries F~mat(8) b t  tall 8. Record Series S~~WIICE 

rn Letter Sire MkrofUm 

Legal S i  0 Computer Tape 

O~ud ioTape  OFlopW~ 

0 Bound B d t  Vldeo Tape 

rn OW (specicvrLaserfiche- 

None rn State Federal Independent 

Retain for 10 years, then destroy 



Instructions -Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY 

each new or revised record series. Fotward RECORDS MANAGEMENT DIVISION 

with Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275 
PAGE 53 OF 7 7 -  

Jessup, Maryland 20794 
410.799-1830 

1. DepartmenVAgency 2. Division 3. Unit 

Maryland Environmental Service TES Environmental MonitoringIGIS 

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 YearlLatest Year 

GIs electronic work product 2010 to 

6. Record Series Description (Briefly describe the types of informationldocumentslforms found in the series. Include the purpose or function of the 

series.) 

Application code, GIs data and maps 

7. Record Serlss Fmat(s) Lisl all 8. Remrd Series Sequence 9. Vdurne 

(XI Letter Size q Microfilm 0 Alphabetical Number 

File Drawer(s) 

Legal S i  q Computer Tape 0 Numeticnl Mkmfilm Red(s) 

-puter Tape(s) 
0 Audm Tape Fbppy Disk c h ~ ~  o~(spedfy) 

0 Bound Book Vldeo Tape Geographical 10. Annual Accumulation 

other bpedty) - Number 
(XI OM ( - ) e l e c t r o n i c -  

File q s )  
M i d m  Reel@) 

Computer Taps(s) 

0 other (s~ecHy) 

11. F~le is Used 12. Fib Becomes Inactive Aner 

a Daily Weekly MonUlly Annually Number Month(s) q Year(s) 

13. Current Locat[on(s) (Bldg.. Fbor, Room) 14. Is Record Serbs Duplicated Ebewhere') (If yes, spedfy agency w otlice.) 
MES Headquarten - aervenr H Yes No Contracting agency has final produd 

15. Access RssMdions (If Yes. cite Law@) 6 Reguk,tfon(s) 16. Audit Requirement8 

O Y e s  No 

(XI None State q Federd Independent 

17. Is an Index System used? If yes, eY.pi8in briefly and describe requi~0m~nt8 18. Recommended Retention 
O y -  HM 

Retain for 3 years, then destroy 
. 

19. Name and Title of Preparer 20. Telephone Number 21. Date 

Sue Merkel 41 0-729-8350 511 011 3 



I Instructions -Type or Print a eepamte form for I DEPARTMENT OF GENERAL SERMCES 

I each new or revised record series. Forward I RECORDS MANAGEMENT DIVIStON 

I with Records Retention Schedule (DGS 550-1) 1 7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410790-1030 

1. DepartmenffAgency 2. Division 

I Maryland Environmental Service I TES 

3. Unit 

Dredging & Restoration 
I I 

INlf ION: RECORD SERIES: A proup of related records normally filed and used as a unit for reference as welt as retention and disposition purposes. 
4. Record Series Title 

Construction Files 

5. Earliest Yearnatest Year 

to 

I 

6. Record Series Description (Briefly describe the types of infonnationldocurnentslforms found in the series. Include the purpose or function ofithe 

I series.) 

I All materials relating to construction projects such as plans, specs, modifications, final "as-builty' drawings, 

annual reports, etc. 

7. hcwd Sscies Fonnaqr) List ail 

ElLetterSize MiqoWm 

O ~ e e e l s i r e  OcOm~uterTapr 

Okrdb~spe O ~ k p ~ ~ l d c  

0 Bound eook Ww Tape 

-=- 
Number 

q File hrmr(8) 

0 M k . o n k n W a )  

0 caIfwlm T W S )  

10. Annual kxxrmufatbn 

2 
Number 

0 FL ~nwer(b 
0 - w ~ )  

C-lPUw T d S )  

( H ) - ~ - -  

11. File is Used 

a~sily O w w  0- 0-l)y 

12. Fib b&mea lMdive After 

-*- 
Numbg q W W s )  

IS. Cumnt Location(s) (Mg.. Floor. Room) 14. Is Reawd Saris8 Duplicated Ehwhme? (if yes, specify ngency or Omce.) 
M E S ~ a n d L n e e r & h e S Q L r a c v e r  O y -  Q3k . 
15. Access Resbidbru (if Yes. dls 6 RewMm(r) 

O Y -  IX lk  
18. Audit R.qUtank3 

a t h e  0 Stat. 0 Fed- Independent 

a. IS an Index syrtenr ured? If yes, explah and 18. Recommendd Retention 
O y -  BNo 

Retain until structure is demolished, then destroy. 

Annual Reports- Retain until MPA requirements have been 

met, then destroy. 

U 

19. Name and Title of Preparer 20. Telephone Number 1 21. Date 

Bonnie Sizemore, Administrator 1 41 0-729-8300 I 6/12/13 



Instructions -Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES I AGENCY RECORDS INVENTORY 

each new or revised record series. Forward I RECORDS MANAGEMENT DIVISION 1 
with Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
PAGE -SS_ OF -77- 

41&799-1930 

1. DepartmentlAgency 2. Division 3. Unit 

Maryland Environmental Service I TES Dredging & Restoration 

I DEFINITION: RECORD SERIES: A group of relatA records normally filed and used as a un l  for rdference as well as retention and dis~osition purposes. 11 
4. Record Series Title 

Project Files 

5. Earliest YearILatest Year 

to 

I 

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

I series.) 

Day to day operations and running issues, inspection reports, correspondence, and operating reports. 

7. Reccd Serias Formpqs) List all 

Letter Size 0 M i l m  

0 Lwal q CMnputer Tape 

q Audio Tape 0 Floppy Disk 

~eoundeook  OVideoTape 

rn Other (-)Laserfiche- 

13. Current Lo&m(s) (Bldg.. Fbw. Room) 

M E S H a a d p u u t s n a n d ~ S Q L M # V M  

IS. Access RestrMkns (If Yes, dte Law(s) 6 RegulaUon(s) 

Yes rn No 

17. Is an Index System used? If yes. explain kiefly and de6cdt-s requiremenb 

O y m  I X ) b  

19. Name and Title of Preparer 

Bonnie Sizernore, Administrator 

Number 

q h W S )  

q - ~ e e y ~ )  

Tape(s) 

rn - (W='Q)-La=fkhk 

12. Flk Becwnes Inadhre After 

-*- 
Number q m w )  IX) year@) 

16. Audk Rsgulrement. 

IX) None 0 State q Federal 0 lndepsndent 

18. Recommended Retention 

Retain for 5 years after project completion, then destroy. 

20. Telephone Number 21. Date 



RECORDS MANAGEMENT DIVISION 

th Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275 
PAGE w OF n 

Official copies of feasibility studies for proposed, but never implemented, dredging projects. 

@ Letter size q Microfilm 

O~eoel- O ~ p l ~ ~ s p e  

O-Tape OFlopwW 

O~amd~odc OWWTWIE 

a other(m)-Laserliche- 

HNone OSlste OFahwal 01-t 

Retain until all MPA requirements have been met, then 

Bonnie Sizemore, Administrator 



Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

1. DepartmenffAgency 

Maryland Environmental Service 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
4107981930 

2. Division 

TES 

PAGE 57 OF 77 

I Dredging & Restoration 

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 

Proposed Dredging Projects - Other 

5. Earliest YearILatest Year 

1970 to 

I 

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

series.) 

Include all draft studies and other documents relating to proposed dredging projects. 

7. Record Series Format@) List all 

Letter She 0 Miiofih 

0 Legal Size Computer Tape 

Audio Tape 0 Floppy Disk 

Bound Book Video Tape 

a Other (spedfy)Laserfiche- 

8. Record Series Sequence 

Alphabetical 

Numerical 

0 Chronolcgical 

0 Geographical 

a fJtlw (specify) 4 Y  

Number 

0 File Drawer(s) 

Microfilm Reel(s) 

Computer Tape@) 

other (speci fy)Ladche-  

10. Annual Accumulation 

Number 

File Drawer@) 

Miaofflm Reelts) 

ComputerTspe(s) 

a other (wdty)-Laserflche- 

11. Fiieis Used 

Daily m Weekly 0 Monthly Annually 

12. FUe Becomes Inactive Atter 

-varlesrles 

Number 0 Month(s) Year(s) 

13. Current Location(s) (Bldg., Floor, Rwm) 
MES Headquarters and Lasemche SQL saver 

14. Is R d  Series Duplicated Elsewhere? (If yes. specify agency or office.) I y= No 

15. Access Restrictions (If Yes, cite Law(s) 6 Regulation(s) 16. Audii Requirements 

None State Federal Independent 

17. Is an Index Sptem used? If yes, explain briefly and describe requirements 18. Recommended Retention 
Yes No A Retain for 5 years, then destroy. 

I1 

19. Name and Title of Preparer 20. Telephone Number 21. Date 

Bonnie Sizemore, Administrator 1 41 0-729-8300 1 6'12113 



r 

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 5 8  OF -77- 

estoration Projects to 

Files include permits and project data. 

(XI Letter Size Miaofilm 

Legal Size Computer Tape 

Audio Tape Floppy Disk 

0 Bound Book Video Tape 

(XI  laserfiche- fiche- 

Computer Tape(s) 

m -(spedfy)--- 

IXI Daily (XI Weekly Monthly Annually Month@) Year(@ 

None 0 State Federal Independent 

Retain until all MPA requirements have been met, then 

onnie Sizemore, Administrator 

DGS 5W4 (R.V. 1193) 



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 59 OF 7 7 -  

Files include application, correspondence, and other documentation relating to grants for specific projects. 

They do not include financial data. 

(Xl L a s t  Size 0 MicroRkn 

0 Legal Size Computer Tape 

OAudbTape FbpWDbk 

0 kund Book 0 V i  Tape 

IXI olhw(~)-Laserfiche- 

0 Dab' OW-W a M t h b  0 Annually 

0 None Suite F e d d  (Xl Independent 

Retain based upon terms and conditions of the grant, then 

Bonnie Sizemore, Administrator 



Instructions -Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY 

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 60 OF 77 

Jessup, Maryland 20794 
410-7W-1930 

1. DepartmenVAgency 2. Division 3. Unit 

Maryland Environmental Service TES 
' 

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 YearILatest Year 

Hazardous Waste Cleanup Operating Records to 

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

series.) 

Files include a description and quantity of hazardous waste received and the method and date of treatment, storage, or 

disposal at facility, records for the location of each hazardous waste within the facility and the quantity at each location, 

records and results of waste analysis, waste determinations, and trial tests performed, summary reports and details of all 

incidents requiring contingency plans, records and results of inspections, monitoring, testing or analytical data and 

corrective actions, closure cost estimates, quantities and data of placement for each shipment. Specific facilities include: 

Hawkins Point Landfill, and Dundalk Marine Terminal. 

7. Record Series F m t ( s )  List all 8. Record SMies Sequence 9. Volume 

Letter Sir. Microfilm a Alphabetical Number 

File Drawer@) 

OLeealsite OComputerTape q ~ u m d  tdiaofflm REEKS) 
0 mw Tape(s) 

q Audio Tape q Floppy Disk C h r m  W r  ( v d ~ ) - L m -  

Bound Bode Video Tape Geographical 10. Annual Accumulation 

rn Other (spedty)Laserfiche- other (spedty) -by w- Number 

0 Flk -(r) 
MircroR*n Reel(s) 

q Computer Tape(s) 

rn - (e)-Laserfiche- 

I 
11. File is Used 12. File Becomes lnacthre AfIer 

-varies- 

Ooa~y Oweekly Iq) ~mthly O ~ n n u ~  Number q M w s )  • year@) 

13. Current LwaUon(s) (Bldg.. Floor, Room) 14. Is R d  Serks Duplicated tZkwhw7 (If yea, sped(y agency w otfice.) 
MES Headquanen and Lasetlkha SQL server m y =  rnb 

15. Aocess ResMdions (It Yes, cite Law(s) 8 Regulation@) 16. Audit Requirements 

oy- rnk 
q None State rn Federal 0 ldepedent 

Retain for 10 years after facility closure, then destroy. 

Bonnie Sizemore, Administrator 



Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

I Maryland Environmental Service 

DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY 

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

Jessup, Maryland 20794 
PAGE 6 1 -  OF 7 7 -  

410-7991930 

2. Division 3. Unit 

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

I 4. Record Series Title 

Hazardous Waste Cleanup Projects 

5. Earliest YearILatest Year 

to I - 
6. Record Series Description (Briefly describe the types of informationldocumentsIforms found in the series. lndude the purpose or function of the 

series.) 

I Files include a all information regarding the cleanup of hazardous waste at a facility, including manifests of chemicals 

I leaving the facility during the cleanup process. Files are maintained at the facility until the cleanup is complete, then are 

I sent to Headquarters. Specific facilities include: Hawkins Point Landfill, and Dundalk Marine Terminal. 

7. Record Series Format(s) List all 8. Record S e h  Sequerm, 9. Volume 

rn Letter Size MkmRkn 

Legal Size Computer Tape 

Audb Tape Floppy Disk 

0 Bound Bodc Video Tape 

IX] Other (spedfy)Laserfiche- 

IX] w t k a l  

Numerical 

Chronolooical 

Geographical 

IXI -(spedfy) -byproject_ 

Number 

0 File Drawer(s) 

Microfilm Reel(s) 

CMnputer Tape(s) 

a (w=w)-La-- 

10. Annual AccumulaUon 

Number 

F i  Drawer(s) 

MlaoRlm Reel(s) 

Camputw T w s )  

IX] Other ( 8 p e c i r v ) L a m -  

I I 

11. Fife is Used ' 
12. F U ~  ~ecanes inactive ~ e r  

-varies- 
Daily lXl weellrv IX] MonW 0 Annu* . a umber mth (s )  a Year(s) 

13. Current Location(8) (Bldg., Floor. Room) 14. Is Record Saden Duplicated Ekevhsre? (It yes, spedfy agency or ofka.) 
MES Headquarim and Lasemdre SOL Yes IX] No 

16. Audit Requirements 

None IX] State Federal independent 

I 17. IS an tndex -tern used? if yes, explain briew atxi -be requirements 1 18. Recommended ~ ~ t ~ ~ t i ~ ~  
Yes rn No I Retain for 3 years after cleanup completed, then destroy. 

1 19. Name and Title of Preparer ( 20. Telephone Number 1 21. Date 

I Bonnie Sizemore, Administrator 1 41 0-729-8300 I 6llZH3 



Instructions -Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY 

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 63 OF 77 

Jessup, Maryland 20794 
410-788-1930 

1. DepartrnenVAgency 2. Division 3. Unit 

Maryland Environmental Service TES 

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 YearlLatest Year 

Hazardous Waste Biennial and Exception Reports to 

6. Record Series Description (Briefly describe the types of informationldocuments/forms found in the series. lndude the purpose or function of the 

Files include the biennial, annual, and exception reports for hazardous waste cleanup projects. Specific facilities include: 

Hawkins Point Landfill, and Dundalk Marine Terminal. 

a Letter Size MlaoRlrn 

Legal Size Computer Tape 

Audio Tape Floppy Disk 

Bound sook Video Tape 

a other (specny)Laserfiche- 

Daily a Weekly Monthly Annually Monih(s) a Year@) 

None State Federal Independent 

Retain for 5 years, then destroy. 

DGS 5504 (Rev. 1193) 



Instructions -Type or Print a separate form for each DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

etention Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275 

All information regarding operation of projects. Including information on the day to day operations, correspondence, 

inspection reports, daily logs, computer scale weigh tickets and other information pertinent to the operation of the 

project. This includes information at headquarters and at the off-sit facility. Types of projects to include, but not 

limited to: landfills, transfer facilities, composting, co-generation, recycling, homeowner drop-offs, site clegnup, 

restoration and closure, etc. 

lXl Letter Size MboaUm 

rn Lsaal s7.0 Compvter Tape 

Audio Tape 0 Floppy Disk 

~eoUndaook  ~VidsoTppe 10. Annud Accumulation 

pg o~(*)Laserfiche Document Imaging BY and 
lXlather(W=Jw) - 

None State Federal 0 Independent 



. 

> - - - 

AGENCY RECORDS INVENTORY 

PAGE 65 OF -77- 

3. Unit 

as well as retention and disposition purposes. 

5. Earliest YearILatest Year 

to 

Instructions -Type or Print a separate form for each 

new or revised record series. Forward with Records 

Retention Schedule (DGS 550-1) 

1. DepartmenffAgency 

Maryland Environmental Service 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
4107941030 

2. Division 

Environmental Operations 

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference 

4. Record Series Title 

Solid Waste Reports 

6. Record Series Description (Briefly describe the types of informationldocumentslforms found in the series. Include the purpose or function of the series.) 

These files included annual reports on waste management facilities. To include annual, quarterly and 

interim reports. Also, Semi-annual groundwater and surface water quality testing results for landfills and 

other solid waste handling facilities, and homeowner domestic well sampling reports. 

9. Volume 

-2- 
Number 

rn File Drawer(s) 

Mkrofdm Reel(s) 

0 Com~um Tape(s) 
[XI Other (-1-Lasefiche 

10. Annual Accumulation 

-1- 
Number 

[XI Flle Drawer(s) 

q Miaofilm Rwl(s) 

0 Com~um Tape(s) 

q other (spedfy) 

7. Record Series Format(s) Llst all 

[XI Letter Size q M i i l m  

IX) Legal Size q Computer Tape 

Audio Tape 0 Floppy Disk 

8. Remrd Series Sequence 

Alphabetical 

q Numerical 

Chronological 

11. File is Used 

0 Daily [XI Weekly Monthiy q Annually 

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

MES Headquarters 

15. Access Restridions (If Yes, cite Law(s) & Regulatkn(s) 

a y e s  rn No 

17. IS an Index Syslem used? ~f yes. explain brim and desuibe requkements 

0 Yes [XI No 

19. Name and Title of Preparer 

Ken Lathroum, 

Senior Operations Manager 

DGS 550-4 (Rev. 1193) 

Bound Book Video Tape 

[XI ~m(~)Laser f iche Document Imaging 

System 

Geographical 

IX) Other (~ecify) - 
By project and year 

12. File Becomes Inactive ARer 

-5 - 
Number q Month(s) [XI Year(s) 

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

a y e s   NO 

16. Audit Requirements 

q None (XI State q Federal q Independent 

18. Recommended Retention 

Retain for 5 years, then destroy. 

20. Telephone Number 

41 0-729-8370 

21. Date 

4/11/13 



Instructions -Type or Print a separate form for each new or DEPARTMENT OF GENERAL 

revised record series. Forward with Records Retention SERVICES 

Schedule (DGS 550-1) RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

PAGE f f l  OF -77- 

I Maryland Environmental Service I Environmental Operations I 
I I 

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 Yearkatest Year 

Engineering Files - Solid waste projects to 

I 

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

I These files include blue prints, technical and mechanical data, specifications, as-built drawings, CADD 

files, etc. 

7. Record Sties Fomrat(s) List all 

q Letter Size Micmfilm 

rn Legal Size Computer Tape 

Audio Tape 0 Floppy Dirk 

Bound Book 0 Video Tape 

rn ~w(~pecify)Laserfiche Document Imaging 

System, and CADD files 

0 AlphabeUcel 

Numerical 

(XI O ~ ( 0 P e d t y )  - 
BY p m l d  .nd YW 

10. Annual Accumutation 

-1- 
Number 

@ File Drawer@) - RWS) 

q CMnPuter Tape(@ 

-(w=w)- 

11.Fileiru.ed 

DaHy (XI Weekly Monthly Annually 

12. File Becomes Inactive After 

-- 
~umber q Month(~) (XI Veer(~) 

13. Current Loeation(8) (Bldg., Floor. Room) 

MES Headquarten, 

15. Access Restktions (If Yes, dte Law(s) 6 Regulation(s) 

14. Is R e d  Series Duplicated Elsewhere? (If yes, spedfy agency or office.) 

O Y e a  No 

16. Audit Requirements 

0 None State Federal q Independent 

L 

17. Is an inder System usad? If yes. exp~ah briefly and desaibe requirements 18. Recommended Retention 
O Y m  rnN0 

Retain until structure is destroyed. 

I 19. Name and Title of Preparer 

Ken Lathroum. 

Senior Operations Manager 

ws sw-c (RN. 1/93) 

20. Telephone Number 

41 0-729-8370 

21. Date 

411 1113 



Instructions -Type or Print a separate form for each new or 

revised record series. Forward with Records Retention 

Schedule (DGS 550-1) 

( Maryland Environmental Service 

SERVICES 

RECORDS MANAGEMENT DIVISION I 
DEPARTMENT OF GENERAL 

7275 Waterloo Road, P.O. Box 275 I 

AGENCY RECORDS INVENTORY 

PAGE -B'I_ OF -77- 

Environmental Operations I 

Jessup, Maryland 20794 
41G799-1830 

2. Division 

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

3. Unit 

4. Record Series Title 

Bond Files - project 
5. Earliest YearlLatest Year 

to 

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

These files include the application, correspondence, and other documentation relating to the bonds for 

specific projects. They do not include financial data. 

7. Record Series Fonnat(s) List all 

Letter Size MicroRkn 

Legal Size q Computer Tape 

q Audio Tape Floppy Disk 

Bound sook Weo Tape 

• Mhsr(spedfy)Laserfiche Document Imaging 

System 

8. Record Series Seauence 

OAlphPbetlcal 

Numerical 

El other (spedfy) - 
By proied and year 

0. Volume 

-1- 
Number 

El File orawer(b 
Miciulilrn Reel@) 

Computsr Ta~e(s) 

El - (sP=@)-La=fid=- 

10. Annual Acarrnulatkn 

-1 or leas- 

NU* ' File Lhawer(s) 

MladllmRwl(s) 

' q Computer Tap@) 

0 Mhsr (specify)- 

11. File is Used 12. Fib Becomes Inactive Mer 

DaHy Weekly Monthly AMusHy Month(s) IXI Yesr(s) 

13. Cunent Locptlon(s) (Bldg.. Flow. Room) 

MES Headquarters and field location8 

IS. Access ResblcUon6 (If Yes, dte Law@) & Regutatkn(s) 

Yes No 

14. Is Record Sdea DupUcated Elewhm? (W yes, spedfy agency or office.) 

Yes @ No 

16. Audit Requirements 

q None State q Federal (Xl Independent 

I 
17. Is an Index Sysfern used7 If yes. explain briefly and describe requirements 18. Recommended Retention 

0 Yes El No 

Retain until retirement of bond and final audit requirements have 

I been met, then destroy. 

I1  

19. Name and Title of Preparer 20. Telephone Number 21. Date 

I Ken Lathroum, 

I Senior Operations Manager 



Instructions -Type or Print a separate form for each new or DEPARTMENT OF GENERAL 

revised record series. Forward with Records Retention SERVICES 

Schedule (DGS 550-1) RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

aryland Environmental Service Environmental Operations 

hese files include the application, correspondence, and other documentation relating to the grants for 

pecific projects. They do not include financial data. 

@ Lettsr Size 0 M M l m  

Legal Size 0 Computer Tape 

0 Audio Tape 0 Floppy D M  

Bound Book ydeo Tape 

B omer (-)Laserfiche Document Imaging H OW(~pedty)  - 
BY Pmject and Year 

None N State rn Federal rn Independent 

ffi8 650.4 (Rw. 1/93) 



r 

41 0-729-8370 

I 

Instructions -Type or Print a separate form for each new or 

revised record series. Forward with Records Retention 

Schedule (DGS 550-1) 

1. DeparbTIenVAgency 

Maryland Environmental Service 

DEPARTMENT OF GENERAL 

SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup. Maryland 20794 
410-786.1830 

2. Division 

Environmental Operations 

AGENCY RECORDS INVENTORY 

Pa-m- OF TI- 

3. Unit 

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as 
4. Record Series Title 

Environmental Monitoring - Solid Waste 

well as retention and disposition purposes. 
5. Earliest Yearkatest Year 

to 

6. Record Series Description (Briefly describe the types of ~nformation/documentsIforms found in the series. Include the purpose or function of the series.) 

These files include original laboratory data sheets as received, electronically, from the laboratory. 

7. Record %&a Formaqs) List all 

@ Letter She q Microfilm 

8 RecordSerieoSequence 

0 -tical 

8. Vdume 

-1- 
Number 

FUe Drawer(s) 

M M ~  ~ e e ~ ( s )  

q Canpum Tspe(s) 

ezl o t h e r ( ~ ) - b m -  

10 Annual AoarmulaUon 

Number 

rnFuoDrawer(s) 

~ r c m ~ l m  Red@) 

q -Puter T W s )  

0 rn(speaty)  

q Legal sue q Computer  ape 

O ~ u d i i ~ a p e  I J F ~ ~ w D ~  

q Bound Book Vldeo Tape 

rn othar(w)Laserfiche Document Imaging 

System and/or PDF in server 

0 luwndcd 

0 ~hmnoroolcal 

q Oeo(lraPhla1 

m-(rpedfy) - 
B y p m $ d a - d w  

11. F~leisUsed 

q Daily Weeldy 0 Monthly q Annually 

13. Current Locath(s) (Bldg.. Floor, Room) 

MES Headquartem and Rsld locations 

15. Access ReaMctbnr (W Yea, cite Law(s) 6 Regulation(s) 

0 Yes rn No 

17. Is an Index System used? if yes, explain briPmJ and deacrik, requimmeats 

O Y e s  rn No 

12. F L  Beunnes Inactive Mw 

-5 - 
Number q Mmth(s) q Yesr(8) 

14 Is Reowd Sefies Duplicated Ebewhere? (If ycw, apadfy agency or office.) 

O Y e s  q No 

16. Audit Requkwnents 

rn None q State q Federal q Independent 

18. Recommended Retention 

Retain for 5 years, then destroy. 



Instructions -Type or Print a separate form for each 

new or revised record series. Forward with Records 

Retention Schedule (DGS 550-1) 

I Maryland Environmental Service 

7275 Waterloo Road. P.O. Box 275 1 

DEPARTMENT OF GENERAL 

SERVICES 

RECORDS MANAGEMENT DIVISION 

Jessup, Maryland 20794 

AGENCY RECORDS INVENTORY 

PAGE 7 0  OF -??- 

I Environmental Operations Marketing I 
4107991930 

2. Division 

1 1 DEFINITION: RECORD SERIES: A group of related reco;ds normally filed and used as a unit for refdrence as well as retention and disposition purposes. 11 

3. Unit 

4. Record Series Title 

Customer Product Invoices 

5. Earliest YearILatest Year 

2 0 0 8  to 

I 

6. Record Series Description (Briefly describe the types of information1documenWforms found in the series. Include the purpose or function of th= series.) 

These files include invoices, and backup materials for LeafgroQ, ComproO and any other MES marketed 

products. The backup records consist of pick slips and signed product weigh tickets. 

7. Record Serles Fmat(s) Lkt  all 

Letter Size Microfikn 

0 Legal Sue h p ~ t e r  Tape 

Audio Tape q Floppy Disk 

q Bound Book Video Tape 

rn o w r ( s p e . s y ) L a s e r f j c h e  Document Imaging System 

11.FHebUsed 

Daly 0 Weekly Monthly 0 Annually 

I 13. Current Localion(s) (BMg.. Fbor, Room) 

MES Headquuartas 

15. Access RasMctbns (If Yes. cite Law(s) h Reguiatki~(s) 

O Y e s  rn No 

1 17. Is an Index System used7 If yes, explain briefly and describe requirements . 

19. Name and TiUe of Preparer 

I Ken Lathroum, 

Senior Operations Manager 

005 SH (Rsv. 1/93) 

8. Record Series Sequence 

Alphabetical 

q Numerical 

0 ~m-lohslcal 

' g. Volume 

-5- 
Number 

@ File Drawer(s) 

q Micmfih Reel(s) 

-puterTws) 

(e) 

G-~raphical 10. Annual Accumulation 

-2- 
Number 

IXI 
hlkfoflh ReeyS) 

0 Computer TPpe(s) 

Oother(spe*fy] 

Number 

14. Ie Remrd Series Duplicated Elsewhsn? (If yes, apedfy agency or o f h . )  
a y e s  m N o  

18. Audit Requirements I I rn None q Stete Federal q Independent I1 
18. Recommended Retention 

Retain for 5 years, then destroy. 

20. Telephone Number 

41 0-729-8370 

21. Date I1 



AGENCY RECORDS INVENTORY 

PAGE 71 OF -77- 

3. Unit 

Recycling 

reference as well as retention and disposition purposes. 

5. Earliest YearILatest Year 

to 

Instructions -Type or Print a separate form for each new 

or revised record series. Forward with Records 

Retention Schedule (DGS 550-1) 

1. DepartmenVAgency 

Maryland Environmental Service 

DEPARTMENT OF GENERAL 

SERVICES 

RECORDSMANAGEMENT 

DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-798-1930 

2. Division 

Environmental Operations 

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for 

4. Record Series Title 

Used Oil Recycling 

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

Annual reports, quarterly collection reports, etc. 

7. Record Series Fonnat(s) List all 

rn Letter Sue Miofilm 

Legal Size Computer Tape 

Audio Tape Floppy Olsk 

[3 Bound Book [3 Video Tape 

rn other(spedfy)-La~erfi~he Document Imaging 

system 

8. Record Series Sequence 

[3 Alphabetical 

[3 Numecical 

Uvonologlcal 

Geographical 

OUler ( W w  - 

8. Volume 

Number 

rn File Drawer(s) 

Mlcmfllm Reel(s) 

Computer Taws) 

other (specify) 

lo. Annual Accumulation 

-1- 
Number 

rn FUe Drawer(s) 

~ i u o ~ ~ ~  R W ~ S )  
[3 Computer Taws) 

0 other (e) 

11. File IS Used 

Daily [3 Weekly Monthly [3 Annually 

13. Current Location($) (Bug. Fbor, Room) 

MES Headquarters 

15. Access Restrictiom (If Yes, cite Law(s) 8 Regulation(s) 

Yes No 

17. Is an Index System used7 If yea, e m  briefly and descnbe requlrementc 

Yes No 

19. Name and Title of Preparer 

Ken Lathroum, 

Senior Operations Manager 

Dos 650-4 (Rev. 1193) 

12. Fils Becomes Inactive After 

-2- 
Number Month(s) Year(s) 

14 Is Record Series Duplicated Elsewhere? (If yes. spediy agency or ofiice.) 

0 Yes rn No 

18. Audk Requirements 

None [3 State Federal Independent 

18. Recommended Retention 

Retain for 5 years, then destroy. 

20. Telephone Number 

41 0-729-8370 

21. Date 

411 1113 



Instructions -Type or Print a separate form for each new DEPARTMENT OF GENERAL 

or revised record series. Forward with Records SERVICES 

Retention Schedule (DGS 550-1) RECORDSMANAGEMENT 
PAGE 72 OF 77 

7275 Waterloo Road, P.O. Box 275 

Maryland Environmental Service 

Recycling Reports 

QJ Letterslze wcrowm 

0 Legal Size Computer Tape 

O~udiirape O~loppyw 

0 Bound Book q Video Tape 

QJ other ( s ~ ) - L a ~ e r f i ~ h e  Document Imaging q other (rpedty) - 

0 ~ a a v  Oweew QJ m l y  OANwUy Month@) H Y W s )  

@ Nona State 0 Federal Independent 

Retain for 5 years, then destroy. 



Instructions -Type or Print a separate form for each new 

or revised record series. Forward with Records 

Retention Schedule (DGS 550-1) 

Maryland Environmental Service 

DEPARTMENT OF GENERAL 

SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410.7991W0 

2. Division 

Envirqnmental Operations 

AGENCY RECORDS INVENTOW 

PAGE 73 O f  77 

3. Unit 

Recycling 
I I 

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition ~umoses. 
4. Racord Series Title 5. Earliest YearUtest Year 

CFC Recovery Program to 

6. Record Series Description (Briefly describe the types of informationldocumentslforms found in the series. Include the purpose or function of the series.) 

These files include a tally of total number of units by client and year of air conditioners and refrigerators processed. 

The files document the identification, collection, and proper disposal of CFC's from discarded refrigeration units 

serviced by MES for MES owned or operated sites, as well as clients who have contracted for that service. 

Lettar Ska Mkmtllm 

q Leeol size Comwler Taw 

Audio Taps Fbppy Msk 

ia -(-)-Laserfiche Document Imaging System 
I 10. Annual AcwmulnPion 

-1- 
0 Othw (8-1 - Number 

OWDrswer(3 

O M - W d  
q Computer Taps(s1 
O - ( w w L  

13. Cumnt Locstkn(S) (Eada.. Floor, Rwm) 
MES Haadqwrten, 

15. Access RISWCWM (If Yea, cib Ln*(s) i% Regulntion(s) 

O y -  (XINO 

14. Is Record Serbr Duptkated El~owhm7 (If yes, lpecPy agancy a dlke.) 
q Yes @No 

16. Audit R o q u M  

17. Is an Index Syrtem used? l yes. ucplain tnielly and demibe nguhmentr 

O Y e a  @No 
18. Recommended Retention 

Retain for 5 years, then destroy. 

( 19. Name and Title of Preparer 1 20. Telephone Number 

I Ken Lathroum, 1 410-729-8370 , 

I Senior Operations Manager I 

21. Date 

4/11/13 



Instructions -Type or Print a separate form for each DEPARTMENT OF GENERAL SERVICES AGENCYRECORDSINVENTORY 

new or revised record series. Forward with Records RECORDS MANAGEMENT DIVISION 

I Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
PAGE -74- OF T I -  

410-709-1930 

1. DepartmentlAgency 2. Division 3. Unit 

Maryland Environmental Service Environmental Operations 
I I 

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 TiUe 

Midshore Regional Recycling Program files 

5. Earliest YearILatest Year 

to 

I 

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

I Records relating to operation of the Midshore Regional Recycling Program, to include: reports, tonnages-collected 

and sold, capital investments and revenues, etc.. 

7. Record Series Fonnat(s) List an 

Len- Size M i d m  

(XI Legal Slze Computer Tape 

Audio Tape Floppy Disk 

Bound Book Vieo Tape 

(XI o~h~(m)Laserfiche Document Imaging 

System 

11. File is Used 

q Annually 

8. Record k lea  Sequence 9. Vdume 

-z- 
Alphabehi Number 

(XI File Dnwer(s) 

0 Numerical M M k n  Rews) 

-1- 
Number 

rn File Drswerfs) 

0 kMmAIm W s )  

I 

12. File B m e r  Inactive Aft61 

-5- 
Number Month@) (XI Year@) 

13. Currant Location(8) (Bldp.. Floor. Room) 14. Is Record Secies Duplicated Elscmhere? (If yes, spedfy agency or otlice.) 
MES Headquattem and Fleld localions 0 Yes (XI No 

16. Audit Requirements 

rn None 0 State Federal Independent 

17. IS an indew system used? ff yes. explain brietly and desaibn requirements 18. Recommended Retention 
O y w  rn% 

Retain for 5 years, then destroy. 

19. Name and Title of Preparer 20. Telephone Number 21. Date 

Ken LaU~roum, 41 0-729-8370 411 1/13 

Senior Operations Manager 
I 
WS SSW (Rw. 1/93) 



Instructions -Type or Print a separate form for each new DEPARTMENT OF GENERAL AGENCY RECORDS INVENTORY 

or revised record series. Forward with Records SERVICES 

Retention Schedule (DGS 550-1) RECORDS MANAGEMENT DIVISION 
PACE - 7 5  OF -77- 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-798-1830 

1. DepartmenUAgency 2. Division 3. Unit 

Maryland Environmental Service Environmental Operations Scrap Tire Recycling Program 

, 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 YearILatest Year 

Scrap Tire Cost Recovery Files to 

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

These files include payments made to contractor(s) during cleanup, MES employee timesheets, contracts and bid 

packages, etc., for projects in which MDE is seeking cost recovery for the cleanup from the property owners. 

7. Remd Series Fwmaqs) Usl all 8. R e a d  Series Sequena, 9. Vdume 

-!- 
a Letter sire MicmRlm q Alphabetid ~ u r n ~ ~  

Flle Dmwer(s) 

Legal Size Computer Tape Numerical MIcmfflm Reel(s) 

~ T s p e ( s )  
Audio  ape ~ioppy ~ i d c  Chronological IXJ mer (s~ecitv)-&%- 

0 Bound Book Wdso Tape 0 Geosrephhl 10. Annual *axlmulslkn 

3- 
mm(specify) - Number 

-(specify)-Laserfiche Document Imaging System , pm, snd yesr €4 Fib Drswar(8) 

0 kronbn Reel(s) 

0 -prwT.Pe(s) 

Oother(specify) 

11. File is Used 12. File Becomes inacth After 

-completion of deanup 
Daily a Weekly 0 Monthly Annually Numbw Month(a) Year(6) 

None a Stste Federal 0 Independent 

Retain for 10 years after completion of project, then destroy. 

41 0-729-8370 



or revised record series. Forward with Records SERVICES 

Retention Schedule (DGS 550-1) RECORDS MANAGEMENT DIVISION 
PAGE 76 OF n 

7275 Waterfoo Road, P.O. Box 275 

Jessup, Maryland 20794 

Scrap Tire Non-Cost Recovery Files 

These files include payments made to contractor(@ during cleanup, MES employee timesheets, contracts and bid 

packages, etc. for projects that MDE will not be seeking cost recovery from the property owner. 

a Letter Size Microfilm 

Legal Size Computer Tape 

Audio Tape Floppy Diak 

0 Boundsaok OWwTap. 

N m  (XI State Federal 0 independent 

Retain for 5 years after completion of project, then destroy. 



lnstnrctions -Type or Print a separate form for each DEPARTMENT OF GENERAL AGENCY RECORDS INVENTORY 

new or revised record series. Forward with Records SERVICES 

Retention Schedule (DGS 550-1) RECORDS MANAGEMENT DIVISION 
PAGE TI OF TI 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-7W1830 

1. DepartmenVAgency 2. Division 3. Unit 

Maryland Environmental Service Environmental Operations 

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 YearJLatest Year 

Water Quality Loan Funding projects 

Project files for projects funded by MDE Water Quality Loans, such as GarnerIBrandywine, Hobbs 

Road, Beulah Landfill, etc.. Awards, amortizations, costs and repayments. 

rn Letter S i i  M i i  

Legal Size Computer Tape 

Audio Tape Floppy Msk 

Bound Bwk 0 Video Tape 

(x) omercSpeciru)Laserfiche Document Imaging El omer (s~ecitv) - 
By project and year 

0 Computer T w s )  

-mmpletlon of deanup- 

[7 Daily Weekly Monthly [7 Annuaily Month@) (X) Year@) 

None rn State Federal Independent 

Retain for 5 years after completion of project, ana payment of 
the loan then destroy. 

068 5504 (RW. 1/93] 




