DEPARTMENT OF GENERAL SERVICES Schedule No. 2663

RECORDS MANAGEMENT DIVISION BT T3
RECORDS RETENTION AND DISPOSAL SCHEDULE age 1l o

Agency Division/Unit
MARYLAND ENVIRONMENTAL SERVICE (MES)

Item Description Retention
No.

SUPERCEDES:

2145 — Administration: Director

2146 — Administration: Director

2148 — Administration: Human Resources

2366 — Administration: Procurement- purchasing
2150 — Administration: Procurement

2151 — Administration: Safety

2152 — Administration: Administrative Services
2343 — Chief of Staff: Communications

2359 — Deputy Director: Grants

2367 — Accounting: Finance

2156 — OAG/Legal

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

Schedule Approved by Department, Agency, | Schedule Authorized by State Archivist
or Division Representative.

Date Date {0 ~%- (3

Signature /\Wﬂ) 5‘9,\

Typed Name _Pamela Fuller Signature

Title Records Retention Officer
9/9/13

DGS 550-1




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

Schedule No. 2663

RECORDS RETENTION AND DISPOSAL SCHEDULE Page 2 of 13
(Continuation Sheet)
Agency Division/Unit
MARYLAND ENVIRONMENTAL SERVICE (MES)
Item Description Retention
No.
Director’s Office
Board of Director’s meeting minutes Pgrmangnt. Retain until

] Minutes, agendas, Resolutions, documentation of Board dissolution of agency, then

- transfer to Maryland State
Archives for permanent
retention.

Agency Historical reference (1000 series) Pgrmangnt. Retain until

2 Files detailing the creation of the agency, legislation, dissolution of agency, then
regulations, policies, opinions of Office of the Attorney transfer to Maryland State
General (OAG), trademark certifications, Board of Directors Ar chlyes for permanent
issues, etc.) BEEERn,

ﬂ Agency Project Files (3000 and 4000 series) Retain for S‘years from

o Agency and Director’s files concerning individual projects close of project, then
and activities of the agency destroy.

Director’s Files — General Administrative Screen annually and

4 General reference materials, correspondence, memos, studies, transfer to the Maryland
reports, directives, and other items relevant to MES Mission State Archives fqr
and functions. 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

I el remaining material.

5 Litigation files - Retain for 10 years from
Fll.es dealing W}th litigation etf.ecm‘lg the agency, or tort close of litigation or issue,
claims, complamts‘, gtc. Ipvestlgathns, sefttlefn_entg, ot in apcordarics vith
agreen}ent.s,' negouatlons in connection with litigation, or Attorney General’s
potential litigation. guidance, then destroy.

DGS 550-1A




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

(Continuation Sheet)

Schedule No. 2663

Page 3 of 13

Agency
MARYLAND ENVIRONMENTAL SERVICE (MES)

Division/Unit

Item
No.

Description

Retention

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 accounting forms as well as

other accounting media which provide supporting data for the specific
and general accounting records.

Changes in records format will not necessarily 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 use all or some of the following records which are
governed by the indicated retention period.

General Accounting Records
-Periodic financial reports

-Original Journal entries

-Bank confirmations

-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 copies and stubs

-Renewable licenses

-Cost center set up and contracts
-Copies of invoices and correspondence

Retain for 5 years from
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.

DGS 550-1A




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

Schedule No. 2663

RECORDS RETENTION AND DISPOSAL SCHEDULE Page 4 of 13
(Continuation Sheet)
Agency Division/Unit
MARYLAND ENVIRONMENTAL SERVICE (MES)
Item Description Retention
No.
9 Special Accounting Records Retain for 20 years, then

-Computerized Accounting Records, General Ledger (GL),

10 Payroll Accounting Records
-Timesheets and deductions
-payroll and check register
-payroll tax forms (Federal, State)
-W-2

11 Budget and Fiscal planning Records
-Budget approval

-Budget estimates

-Budget amendments

-Budget Allocation schedules and worksheets

12 Audit Records

-Reports of audits conducted by the Legislative auditors and
other entities

-Report of audits conducted by entities other than the
Legislative auditors

13 Grant Financial Records

14 Bond Records

-Bond documents

-Trustee statements

-Continuing Disclosure Statements

15 FLEET
a) Vehicle Titles

b) Mileage Reports, Accident Review Board Documents

Payroll, Accounts Receivable (AR), Accounts Payable (AP).

destroy.

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

Retain for 3 years and until
all audit requirements have
been fulfill, then destroy.

Retain for 10 years, then
destroy

Retain until final grant
audit, then destroy

Retain until bond
retirement and all audit

requirements have been
fulfill, then destroy.

a) Retain for life of vehicle,
then destroy.

b) Retain for 5 years, then
destroy

DGS 550-1A




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

Schedule No. 2663

RECORDS RETENTION AND DISPOSAL SCHEDULE Page 5 of 13
(Continuation Sheet)
Agency Division/Unit
MARYLAND ENVIRONMENTAL SERVICE (MES)
Item Description Retention
No.
ADMINISTRATION:

Internal Auditor

16 Agency Audit Files
Investigation files of the agency internal Auditor.

Grants Administration

17 MES Grants
Federal, State, Foundation, Private and corporate grants and
loans awarded to MES

Procurement & Purchasing

Procurement Bid Files

18 procurements over $10K
19 Contract Files
20 Purchase Orders
Direct Purchase Orders (DPOs), Purchase Orders (PO), etc.
21

Equipment & Supply Bids

Retain for 10 years from
close of audit, then destroy.

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

Retain for 5 years from
date of closing, or until all
audit, bond debt and
Environmental Protection
Agency (EPA)
requirements have been
met, then destroy.

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

Retain for 5 years, then

destroy.

Retain for 5 years, then
destroy.

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 Division/Unit
MARYLAND ENVIRONMENTAL SERVICE (MES)
Item Description Retention
No.
Information Technologies (IT)
) Retain for 5 years, then
27 Computer Backup Files — network, monthly destroy.
) ' Retain for 20 years, then
53 Compute:r Backup FllC.S — AS400, Enterprlse One destroy.
(Accounting and Financial data, etc.)
Administrative Services
" L.E.E.D. Certification & Credit )
24 Documentation supporting MES’ LEED (Leadership in Retain for 5 years, then
Energy and Environmental Design) building certification with destroy.
US Green Building Council
Substance Abuse Records . ’
25 (employee and vendor notification, test authorization, test Retain for 5 years, then
results, chain of custody) destroy.
Human Resources
26 Employee Personnel Files Retain for 5 years after

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

employee terminates, then
destroy

DGS 550-1A




DEPARTMENT OF GENERAL SERVICES Schedule No. 2663

RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE Page 7 of 13
(Continuation Sheet)
Agency Division/Unit
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

Tuition and out service training records
Salary and survey data

Grievance records

Policy information

Salary program information

Candidate selection packets

Safety

Facility Inspections (I)
29 Facility Inspections & Hazard Correction Forms

First Response of Injury (A)

30 Personal Injury Reports & Medical Documentation

Vehicle Incidents (V)
Vehicle & Equipment Incident Reports

Regulatory Reporting (R)
Chemical/Consumer lists

Physicals (P)

(9'S)
(OS]

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

Dept. of Transportation (DOT) & 40 hour Hazmat physicals

Retain for 5 years, then
destroy

Retain for 30 years, then
destroy.

Retain for 30 years, then
destroy.

Retain for 5 years, then
destroy.

Retain for 40 years, then
destroy.

Retain for 30 years from
end of employment, then
destroy.

DGS 550-1A




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
RECORDS RETENTION AND DISPOSAL SCHEDULE
(Continuation Sheet)

Schedule No. 2663

Page 8 of 13

Agency Division/Unit
MARYLAND ENVIRONMENTAL SERVICE (MES)
Item Description Retention
No.
MOSH Inspections (M) Retain for 5 years, then
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
Compliance
Environmental Compliance Review (ECR) Reports Reta‘in for 15 years, then
36 -Final ECR Reports destroy
Employee Training Program Materials (}}::ri: w3 yeuss than
37 sign-in sheets and training slides/manuals y
. . Retain for 15 years than
Employee Allegations and complaints destroy
38 Internal complaint and allegations of compliance issues
19 Signpd Employee Cgrtiﬁcatﬁop St.atemc‘znts Retain for 10 years than
& Certifications of specialty training in environmental destroy
compliance
RCRA-Biennial Hazardous Waste Reports Retain for 15 years than
40 Resource Conservation & Recovery Act (RCRA) destroy
Compliance related Correspondence with Regulatory Retain for 15 years than
41 bodies destroy
0il Spill Notification Reports Retain for 10 years than
42 destroy
Facility specific compliance information Retain for 15 years than
43 destroy
Suspection Reposts Retain for 15 years than
44 destroy

Landspreading and Construction Group

DGS 550-1A




DEPARTMENT OF GENERAL SERVICES Schedule No. 2663
RECORDS MANAGEMENT DIVISION
RECORDS RETENTION AND DISPOSAL SCHEDULE Page 9 of 13
(Continuation Sheet)
Agency Division/Unit
MARYLAND ENVIRONMENTAL SERVICE (MES)
Item Description Retention
No.
Communications
Service News/ Service News Extra Rf:ta.in for 5 years, then
45 Electronic delivery of news to employees. destroy
WATER/WASTEWATER (W/WW)
GROUP
46 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.

47 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

50 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,
ete.

DGS 550-1A




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

(Continuation Sheet)

Schedule No. 2663

Page 10 of 13

Agency Division/Unit

MARYLAND ENVIRONMENTAL SERVICE (MES)

Item Description Retention
No.

TECHNICAL AND ENVIRONMENTAL

SERVICES (TES) GROUP

Environmental Monitoring & Reporting

(EMR)

EMR - Original Lab Data Sheets ;‘:S‘fr‘;’ for 10 years, then

51 Monthly Lab Data sheets Y-

. Retain for 10 years, then
5 EMR - Compliance Related Documents destroy.

52 All operating records, discharge monitoring reports, data
reports, permits, and various compliance reports.

53 GIS electronic work product _ Retain for 3 years, then

o Application code, Geographic Information system (GIS) data | gestroy.
and maps
Environmental Dredging & Restoration

54 Construction Files _ _ .
a) All materials relating to construction projects such as plans, | @) Retain until structure is
specs, modifications, final “as built” drawings, annual reports, demolished, the destroy.
etc.

f b) Retain until Maryland Port
) Annuz] Reports Administration (MPA)
requirements have been met,
then destroy.

55 Project Files o _ . 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
never implemented)

requirements have been met,
then destroy.

DGS 550-1A




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

(Continuation Sheet)

Schedule No. 2663

Page 11 of 13

Agency Division/Unit
MARYLAND ENVIRONMENTAL SERVICE (MES)
Item Description Retention
No.
57 Proposed Dredging Projects — Other Retain for 5 years, then
Draft studies and other documents destroy
58 Restoration Projects Retain until all MPA
Permits, Project data, etc. requirements have been met,
’ ’ then destroy.
Grant Files ;
- : . Retain based o t
59 Appl.lcatlon. and other documer}tatlon relatmg to grants for ane daclgn daii?o fi Sr:)??}? : gz::xl,s
specific projects. They do not include financial data. then destroy.
Hazardous Waste Cleanup Operating Records Retain for 10 years after
60 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
61 Manifests of chemicals leaving the facility during the cleanup | receipt, then destroy.

process, maintained at the facility.

Hazardous Waste Biennial and Exception Reports
Biennial and exception reports for hazardous waste cleanup

projects.

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 12 of 13
| (Continuation Sheet)
| Agency Division/Unit
MARYLAND ENVIRONMENTAL SERVICE (MES)
Item Description Retention
No.
ENVIRONMENTAL OPERATIONS
GROUP
64 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 misc. reports.

66 Engineering Files — Solid Waste Operations Retain unitil strtictute 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. Gosl andit
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 '
70 Customer Project Invoices Retain for 5 years, then

(invoices and backup materials Leafgro®, Compro®, or other

) destroy.
MES produced materials)

DGS 550-1A




DEPARTMENT OF GENERAL SERVICES Schedule No. 2663
RECORDS MANAGEMENT DIVISION
RECORDS RETENTION AND DISPOSAL SCHEDULE Page 13 of 13
(Continuation Sheet)
Agency Division/Unit

MARYLAND ENVIRONMENTAL SERVICE (MES)

Item Description Retention
No.

71 Used Oil Recycling Retain for 5 years, then
destroy.

72 Recycling Reports Retain for 5 years, then
destroy.

73 CFC (chlorofluorocarbon) Recovery Retain for 5 years, then
destroy.

| 74 Midshore Regional Recycling Program (MRRP) Retain for 5 years, then

| (reports, tonnages-collected and sold, capital investments and | destroy.

| revenues for the MRRP)

|

{

1 75 Scrap Tire Cost Recovery Files Retain for 10 years after
(payments to contractor during cleanup, MES employee completion of project, then
timesheets, contract and bid packages for MDE Cost destroy.

Recovery projects)

76 Scrap Tire Non-cost Recovery Cleanup Files Retain for 5 years after
completion of project, then
destroy.

77 Water Quality Loan Funding projects Retain until final payment

(ex: Garner/Brandywine tire cleanup project) is made by MDE Land
Management.
DGS 550-1A




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

DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTORY

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

Jessup, Maryland 20794
410-799-1930

PAGE 1 OF 7.

1. Department/Agency

Maryland Environmental Service

2. Division 3. Unit

Director’s office

purposes.

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

4. Record Series Title

Board of Director’s meeting minutes

5. Earliest Year/Latest Year

to

_ 197

series.)

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

Purpose: Documentation of official actions of the Board.

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

7. Record Series Format(s) List all
[ Letter Size  [] Microfilm
Legal Size (] Computer Tape
[ Audio Tape  [] Floppy Disk
(] Bound Book  [] Video Tape

Other (specify)___Laserfiche Document Imaging system___

8. Record Series Sequence 9. Volume

1
[ Alphabetical Number

(A File Drawer(s)
(] Numerical [ Microfilm Reel(s)

[ computer Tape(s)

Chronological (] Other (specify)

D Geographical
12

Number

[ File Drawer(s)

[ Microfilm Reel(s)
[ computer Tape(s)

I:] Other (specify)

10. Annual Accumulation

Other (specify)__files

11. File is Used

[ paily [ weekly Monthly

[:] Annually

12. File Becomes Inactive After

Number [J Month(s)

[ Year(s)

13. Current Location(s)
MES Headquarters

(Bldg., Floor, Room)

[ Yes & No

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

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

[ ves No

16. Audit Requirements

[ None [X] state [[] Federal

(4 Independent

[ Yes B No

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

18. Recommended Retention

retention.

Permanent. Retain until dissolution of agency, then

transfer to Maryland State Archives for permanent

19. Name and Title of Preparer

Pamela Fuller, Paralegal

20. Telephone Number 21. Date

410-729-8240

September 9, 2013

DGS 550-4 (Rev. 1/93)




Instructions ~Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES AGENGY 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

PAGE __2 OF 77

1. Department/Agency 2. Division 3. Unit

Maryland Environmental Service Director’s office

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

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

Agency Historical Reference (1000 series) —197 o

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: Files detailing creation of MES, legislation, regulations, plans, policies, opinions of the Attorney General, trademark certifications, etc.

Purpose: Historical relevance, documentation of history of agency, backup materials of intent of regulations and laws governing MES.

7. Record Series Format(s) List all 8. Record Series Sequence 9. Volume
a1
[ Letter Size [ Microfilm [ Alphabetical Number
(X File Drawer(s)
Legal Size  [] Computer Tape [J Numerical [J Microfilm Reel(s)
[ Computer Tape(s)
[0 Audio Tape  [] Floppy Disk [ chronological [ other (specify) S
[ Bound Bock  [] Video Tape (0] Geographical 10. Annual Accumulation
___varies_
EZ] Other (specify)___Laserfiche Document Imaging system |:| Other (specify) Number
[ File Drawer(s)
[ Microfilm Reel(s)
[ Computer Tape(s)
[ other (specify)______

11. File is Used 12. File Becomes Inactive After
[ paily [ weekly Monthly [ Annually Number O Month(s) [ Year(s)
13. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.)
MES Headquarters |:] Yes No
15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 16. Audit Requirements
[ ves & No

[ None [ State [] Federal [ Independent

17. Is an Index System used? If yes, explain briefly and describe requirements 18. Recommended Retention
[ Yes X No
Permanent. Retain until dissolution of agency, then

transfer to Maryland State Archives for permanent

retention.

19. Name and Title of Preparer 20. Telephone Number 21. Date
Pamela Fuller, Paralegal 410-729-8240 September 9, 2013

DGS 550-4 (Rev. 1/93)




Instructions ~Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES ACENCYRECORDS 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

PAGE __3____ OF __77

1. Department/Agency 2. Division 3. Unit

Maryland Environmental Service Director’s office

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

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

Agency Project Files (3000 and 4000 series) —1971, o

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: 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: Compro®, 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 Format(s) List all 8. Record Series Sequence 9. Volume
8
[ Letter Size  [J Microfilm (4 Alphabetical Number
File Drawer(s)
(3 Legal Size  [] Computer Tape [ Numerical [ Microfilm Reel(s)
[ Computer Tape(s)
[ Audio Tape  [] Floppy Disk [ chronological [ other (specify)
D Bound Book D Video Tape [:] Geographical 10. Annual Accumulation
___varies
@ Other (specify)___Laserfiche Document Imaging system_ [ other (specify) Number
[ File Drawer(s)
[J Microfilm Reel(s)
[ computer Tape(s)
[ other (specify)

11. File is Used 12. File Becomes Inactive After
] Daily ] weekly B Monthly [ Annually Number [ Month(s) [ Year(s)
13. Current Location(s) (BIdg., Floor, Room) 14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.)
MES Headquarters (X Yes & No
Most information should also be in individual Groups files, but not all.
15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 16. Audit Requirements
[ ves X No

(J None [ State [ Federal [] Independent

17. Is an Index System used? If yes, explain briefly and describe requirements 18. Recommended Retention

(] Yes & No :
Retain fro 5 years from close of project, then destroy.

19. Name and Title of Preparer 20. Telephone Number | 21. Date
Pamela Fuller, Paralegal 410-729-8240 May 1, 2013

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)

DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTORY

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

PAGE __4 OF __77
Jessup, Maryland 20794
410-799-1930

1. Department/Agency 2. Division 3. Unit

Maryland Environmental Service Director’s office

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

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

Directors Files — General Administrative 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.)
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 8. Record Series Sequence 9. Volume
_3
[ Letter Size  [J Microfilm (X Alphabetical Number
[ File Drawer(s)
Legal Size  [] Computer Tape [ Numerical [ Microfilm Reel(s)
l:] Computer Tape(s)
[ Audio Tape [ Floppy Disk [ chronological [ other (specify)
[0 Bound Book  [] Video Tape [ Geographical 10. Annual Accumulation
__varies____
(X Other (specify)___Laserfiche Document Imaging system [ other (specify) Number

[ File Drawer(s)

[ Microfilm Reel(s)
(] Computer Tape(s)
[ other (specify)

11. File is Used 12. File Becomes Inactive After

] Daily [ weekly [ Monthly [ Annually [ Month(s) [ Year(s)

13. Current Location(s)
MES Headquarters

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

(3 Yes X No

Some information should also be in individual Groups files, but not all.

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

(] ves No

16. Audit Requirements

(4 None [] State [] Federal [J] Independent

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

[ ves No

18. Recommended Retention

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 21. Date

September 9, 2013

20. Telephone Number

Pamela Fuller, Paralegal 410-729-8240

DGS 5§50-4 (Rev. 1/93)




Instructions ~Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES ACRNCE R CORDE O Ry

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_5____ OF 77,

1. Department/Agency 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 Year/Latest Year
Litigation Files 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.)

Includes 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: Waorking files of attorneys and staff in connection with agency legal issues and litigation.

7. Record Series Format(s) List all 8. Record Series Sequence 9. Volume
2
[ LetterSize  [J Microfilm (X Alphabetical Number
(X File Drawer(s)
(X Legal Size  [[] Computer Tape [] Numerical [ Microfilm Reel(s)
(] Computer Tape(s)
[ Audio Tape  [] Floppy Disk [ chronological [] Other (specify)
D Bound Book D Video Tape [:] Geographical 10. Annual Accumulation
. S
g Other (specify)___Laserfiche Document Imaging system____ [:] Other (specify) Nurger
(4 File Drawer(s)
[ Microfilm Reel(s)
(] Computer Tape(s)
[ Other (specify)

11. File is Used 12. File Becomes Inactive After
varies
[ paily 3 Weekly [ Monthly [ Annually Number O Month(s) [ Year(s)
13. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.)
MES Headquarters [ Yes X No
15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 16. Audit Requirements
X Yes O No

[ None [X state [] Federal [X] Independent
Attorney-Client privilege

17. Is an Index System used? If yes, explain briefly and describe requirements 18. Recommended Retention

[ Yes X No

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

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

19. Name and Title of Preparer 20. Telephone Number 21. Date
Pamela Fuller, Paralegal 410-729-8240 8/7/13

DGS 550-4 (Rev. 1/93)




AGENCY RECORDS INVENTORY

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

PAGE _6 OF 77
Jessup, Maryland 20794
410-799-1930

1. Department/Agency 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 Year/Latest Year

Collections 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.)

OAG collection activity files. Demand letters, correspondence, payment tracking, collection litigation, court orders, liens, copies of delinquent
invoices, etc for companies with delinquent accounts with MES.

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

7. Record Series Format(s) List all 8. Record Series Sequence 9. Volume
_2
[ Letter Size [ Microfilm (X Alphabetical Number
(X File Drawer(s)
E Legal Size D Computer Tape D Numerical D Microfilm Reel(s)
[ Computer Tape(s)
[ Audio Tape  [] Floppy Disk [ chronological [ other (specify)
[ Bound Book  [] Video Tape (7] Geographical 10. Annual Accumulation
| - S
& Other (specify)___Laserfiche Document Imaging system E] Other (specify) Nurger
(4 File Drawer(s)
(] Microfilm Reel(s)
(] Computer Tape(s)
[ Other (specify)

11. File is Used 12. File Becomes Inactive After
—3
[ Daily [ Weekly ] Monthly (] Annually Number [ Month(s) [ Year(s)
13. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.)
MES Headquarters [J Yes X No
15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 16. Audit Requirements
[ Yes & No

[ None [ state [] Federal [ Independent

17. Is an Index System used? If yes, explain briefly and describe requirements 18. Recommended Retention

[ Yes X No

Retain for 5 years from date collection efforts cease, or lien is satisfied,

then destroy.

19. Name and Title of Preparer 20. Telephone Number 21. Date
Pamela Fuller, Paralegal 410-729-8240 8/7113

DGS 550-4 (Rev. 1/93)




Instructions ~Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES A ENG Y RECORDS INENTORY

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 _7 OF 77

1. Department/Agency 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 Year/Latest Year
Projects files 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.)
Includes issue specific files on MES projects and activities requiring legal input.

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

7. Record Series Format(s) List all 8. Record Series Sequence 9. Volume
_ 2
[ Letter Size  [J Microfilm (X Alphabetical Number
(X File Drawer(s)
(X Legal Size  [] Computer Tape [J Numerical [ Microfilm Reel(s)
[J Computer Tape(s)
[ Audio Tape  [] Floppy Disk [ chronological [ other (specify)
[0 Bound Book  [] Video Tape [0 Geographical 10. Annual Accumulation
_ 2
[ Other (specify)__Laserfiche Document Imaging system____ [ other (specify) Nur:\ber
[X] File Drawer(s)
[ Microfilm Reel(s)
[ Computer Tape(s)
[ other (specify)

11. File is Used 12. File Becomes Inactive After
—_varies____
Daily [ Weekly [ Monthly [ Annually Number [ Month(s)  [X Year(s)
13. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.)
MES Headquarters (3 Yes O No
Some parts should be duplicated in projects managers files within each Group.
15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 16. Audit Requirements
[ Yes X No

X None [] State [[] Federal [ Independent

17. Is an Index System used? If yes, explain briefly and describe requirements 18. Recommended Retention

[ Yes & No
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 410-729-8240 8/7113

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)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275
Jessup, Maryland 20794

410-799-1930

AGENCY RECORDS INVENTORY

PAGE 8 OF 77

1. Department/Agency

Maryland Environmental Service

2. Division

Accounting & Finance

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

General Accounting Records

5. Earliest Year/Latest Year
FY 07 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.)

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, A/P check register, receipt copies & stubs, renewable licenses, cost

center set up and contracts, copies of invoices and correspondence, inventory and certification

for the accounting department’s day to day operation).

.............. (This series represents the core paper documentation

7. Record Series Format(s) List all
X Letter Size [ Microfilm
[ Legal Size (] computer Tape
[ Audio Tape  [[] Floppy Disk
(O] Bound Book  [] Video Tape

X Other (specify) LaserFiche Electronic Digital Imaging System

8. Record Series Sequence
2 Alphabetical

(] Numerical

1 Chronological

(] Geographical

[ other (specify)

9. Volume
Number

X File Drawer(s)

[ Microfilm Reel(s)
[ Computer Tape(s)
[ other (specify)
500 Number of

10. Annual Accumulation

X File Drawer(s)

[ Microfilm Reel(s)
[ Computer Tape(s)
D Other (specify)

11. File is Used

X Daily (] weekly [J Monthly [ Annually

5 Number of

12. File Becomes Inactive After

[ Month(s) X Year(s)

13. Current Location(s)
Office HQ

(Bldg., Floor, Room)

O Yes

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

X No

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s)
[ ves X No

16. Audit Requirements

[ None X State X Federal X Independent

17. Is an Index System used? If yes, explain briefly and describe requirements
O Yes X No

18. Recommended Retention

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

19. Name and Title of Preparer
Hament Patel

Deputy CFO

20. Telephone Number
410-729-8274

hpate@menv.com

21. Date
4/3/13

DGS 550-4 (Rev. 1/93)




DEPARTMENT OF GENERAL SERVICES NN RO 0o I ENTORY

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

Jessup, Maryland 20794
410-799-1930

Instructions —Type or Print a separate form for

each new or revised record series. Forward

with Records Retention Schedule (DGS 550-1) oAGE 5 e e

1. Department/Agency 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
urposes.

4. Record Series Title

5. Earliest Year/Latest Year

Special Accounting Records FY 92 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.)
Computerized accounting records related to General ledger, Accounts Payable, Accounts Receivable and Payroll.

7. Record Series Format(s) List all 8. Record Series Sequence 9. Volume
[ Letter Size  [] Microfilm [0 Alphabetical Number
[:] Legal Size D Computer Tape D Numerical [:] File Drawer(s)
[ Microfilm Reel(s)
[ Audio Tape  [[] Floppy Disk 1 Chronological [ computer Tape(s)
[ other (specify)
D Bound Book C] Video Tape [] Geographical [ Number of

10. Annual Accumulation

X Other (specify) Computerized Accounting System (see IT for details) D Other (specify)

[ File Drawer(s)
[ Microfilm Reel(s)
(O] computer Tape(s)
[ other (specify)

11. File is Used 12. File Becomes Inactive After

X Daily [ Weekly [J Monthly [ Annually 20 Number of (] Month(s) X Year(s)

13. Current Location(s)
Office HQ

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

[ Yes X No

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s)
[Oyes X No

16. Audit Requirements

[ None X State X Federal X Independent

17. Is an Index System used? If yes, explain briefly and describe requirements
[ Yes X No

18. Recommended Retention

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

19. Name and Title of Preparer
Hament Patel
Deputy CFO

20. Telephone Number
410-729-8274

hpate@menv.com

21. Date
4/13/13

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)

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

Jessup, Maryland 20794

410-799-1930

AGENCY RECORDS INVENTORY

PAGE 10, OF __77

1. Department/Agency

Maryland Environmental Service

2. Division

Accounting & Finance

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
Payroll Accounting Records

5. Earliest Year/Latest Year
FY 08 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.)
All records associated with Payroll.

7. Record Series Format(s) List all 8. Record Series Sequence 9. Volume
O LetterSize [ Microfilm [ Alphabetical Number
[ Legal Size  [[] Computer Tape [0 Numerical X File Drawer(s)
[:] Microfilm Reel(s)
E] Audio Tape  [] Floppy Disk X Chronological [0 computer Tape(s)
[ other (specify)
E] Bound Book |:] Video Tape [:] Geographical 100 Number of

X Other (specify) LaserFiche electronic document Imaging System

[ other (specify)

10. Annual Accumulation

X File Drawer(s)

[ Microfilm Reel(s)
(] computer Tape(s)
[ other (specify)

15 Number of

11. File is Used

[ Daily X Weekly D Monthly DAnnualIy

5 Number of

12. File Becomes Inactive After

[ Month(s) X Year(s)

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

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

[ Yes

XNo

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s)
[ Yes X No

16. Audit Requirements

[ None X State X Federal X Independent

17. Is an Index System used? If yes, explain briefly and describe requirements
[ Yes X No

18. Recommended Retention

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

19. Name and Title of Preparer
Hament Patel

Deputy CFO

20. Telephone Number
410-729-8274

hpate@menv.com

21. Date
4/3/13

DGS 550-4 (Rev. 1/93)




Instructions —Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES AGENCY RECOROSINVENTORY

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 _11____ OF __77

1. Department/Agency 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.

4. Record Series Title 5. Earliest Year/Latest Year
Budget and Fiscal Planning Records FY 10 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.)
Records associated with budget preparation and management.

7. Record Series Format(s) List all 8. Record Series Sequence 9. Volume
X Letter Size D Microfilm [J Alphabetical Number
[ Legal Size  [] Computer Tape X Numerical X File Drawer(s)
[ Microfilm Reel(s)
[ Audio Tape  [] Floppy Disk [0 chronological [ Computer Tape(s)
[ other (specify)
(O Bound Book ] Video Tape [ Geographical 3 Number of
10. Annual Accumulation
D Other (specify) l:] Other (specify)
X File Drawer(s)
[ Microfilm Reel(s)
[ computer Tape(s)
D Other (specify)
1 Number of
11. File is Used 12. File Becomes Inactive After
X Daily ] Weekly [ Monthly [ Annually 3 Number of [ Month(s) X Year(s)
13. Current Location(s) (Bldg., Floor, Room) 14, Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.)
Office HQ [ ves X No
15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 16. Audit Requirements
OvYes X nNo
(O None X State [] Federal X Independent
17. Is an Index System used? If yes, explain briefly and describe requirements 18. Recommended Retention
[ ves X No . . . .
Retain for 3 years and until all audit requirements have been fulfilled,
then destroy.

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

Hament Patel 410-729-8274 4/3/13
Deputy CFO

hpate@menv.com

DGS 550-4 (Rev. 1/93)




AGENCY RECORDS INVENTORY

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

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

Jessup, Maryland 20794
410-799-1930

PAGE__12____ OF __77

1. Department/Agency 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.

4. Record Series Title 5. Earliest Year/Latest Year
Audit Records FY 03 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.)
Reports of Audits conducted by Legislative auditors and other entities.

7. Record Series Format(s) List all 8. Record Series Sequence 9. Volume
X Letter Size [ Microfilm [ Alphabetical Number
[ Legal Size  [[] Computer Tape [ Numerical X File Drawer(s)
[ Microfilm Reel(s)
D Audio Tape  [] Floppy Disk X Chronological [ computer Tape(s)
[ other (specify)
[ Bound Book [ Video Tape [ Geographical 10 Number of
10. Annual Accumulation
X Other (specify) Laserfiche Electronic Digital Imaging System D Other (specify)
X File Drawer(s)
[ Microfilm Reel(s)
[ computer Tape(s)
[ other (specify)
1 Number of
11, File is Used 12. File Becomes Inactive After
D Daily D Weekly X Monthly [:] Annually 10 Number of D Month(s) X Year(s)
13. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.)
Year 1-5 Office, 5-10 Basement E] Yes X No
15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 16. Audit Requirements
[ Yes X No
[ None X state [] Federal [] Independent
17. Is an Index System used? If yes, explain briefly and describe requirements 18. Recommended Retention
[:] Yes X No X
Retain for 10 years then destroy.

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

Hament Patel 410-729-8274 4/3/13
Deputy CFO

hpate@menv.com

DGS 550-4 (Rev. 1/93)




Instructions ~Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES o St L 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
410-799-1930

PAGE __13 OF 77

1. Department/Agency 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.

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

Grant 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.)
Records associated with administration and management of grants and loans. The purpose of these records is to provide documentation of grant eligible
Expenses and disbarment.

7. Record Series Format(s) List all 8. Record Series Sequence 9. Volume
X Letter Size O Microfilm [ Alphabetical Number
[ Legal Size  [[] Computer Tape (] Numerical X File Drawer(s)
[ Microfilm Reel(s)
[ Audio Tape  [] Floppy Disk [ chronological [ computer Tape(s)
[ other (specify)
[ Bound Book  [] Video Tape [] Geographical 10 Number of
10. Annual Accumulation
X Other (specify) Laserfiche Electronic Digital Imaging System X Other (specify) _By grant_
X File Drawer(s)
[ Microfilm Reel(s)
(O] Computer Tape(s)
D Other (specify).
2 Number of
11. File is Used 12. File Becomes Inactive After
[ paily (] weekly X Monthly [ Annually 0 Number of [ Month(s) X Year(s)
13. Current Location(s) (Bidg., Floor, Room) 14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.)
Office HQ [ ves X No
15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 16. Audit Requirements
OYes X No

[ None X State X Federal X Independent

17. Is an Index System used? If yes, explain briefly and describe requirements 18. Recommended Retention

[ Yes X No . :
Retain until final grant audit, then destroy.

19. Name and Title of Preparer 20. Telephone Number | 21. Date
Hament Patel 410-729-8274 4/3/13
Deputy CFO hpate@menv.com

DGS 5504 (Rev. 1/93)



Instructions —Type or Print a separate form for
each new or revised record series. Forward

with Records Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTORY

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

Jessup, Maryland 20794
410-799-1930

PAGE 14 OF 7.

1. Department/Agency

Maryland Environmental Service

2. Division

Accounting & Finance

3. Unit

purposes.

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

4. Record Series Title
Bond Records

to

5. Earliest Year/Latest Year

series.)

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

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

7. Record Series Format(s) List all
X LetterSize  [] Microfilm
[ Legal Size  [] Computer Tape
(] Audio Tape  [] Floppy Disk
[ Bound Book  [] Video Tape

X Other (specify) Laserfiche Electronic Digital Imaging System

8. Record Series Sequence 9. Volume

[ Alphabetical Number

X File Drawer(s)
[ Microfilm Reel(s)

[J Numerical

[ chronological
[ other (specify)

[ Geographical 10 Number of

[ Computer Tape(s)

X Other (specify) _By bond_
X File Drawer(s)
[ Microfilm Reel(s)

[ other (specify)
2 Number of

10. Annual Accumulation

(] Computer Tape(s)

11. File is Used

[ paily [ Weekly X Monthly

[ Annually

12. File Becomes Inactive After

0 Number of [J Month(s)

[ Year(s)

13. Current Location(s)
Office HQ

(Bldg., Floor, Room)

[ ves X No

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

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s)
[ Yes X No

16. Audit Requirements

[ None X State X Federal

[ independent

[ ves

X No

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

fulfilled, then destroy.

18. Recommended Retention

Retain until all bond retirement and all audit requirements have been

19. Name and Title of Preparer
Hament Patel
Deputy CFO

21. Date
4/3/13

20. Telephone Number
410-729-8274

hpate@menv.com

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)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275
Jessup, Maryland 20794

410-799-1

AGENCY RECORDS INVENTORY

PAGE __15 OF __ 77

930

1. Department/Agency
Maryland Environmental Service

2. Division

Accounting & Finance

3. Unit
Fleet

purposes.

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

4. Record Series Title

Vehicle Titles & Mileage Records

5. Earliest Year/Latest Year
FY03 to

series.)

Vehicle Titles — establish ownership of 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.

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

7. Record Series Format(s) List all

X Letter Size O Microfilm

[ Legal Size  [[] Computer Tape
[0 Audio Tape  [] Floppy Disk
[ Bound Book  [[] Video Tape

X Other (specify) Laserfiche Electronic Digital Imaging System

8. Record Series Sequence

[ Alphabetical
(] Numerical

[ chronological
[ Geographical

X Other (specify)

9. Volume

Number

X File Drawer(s)

[ Microfilm Reel(s)
[ computer Tape(s)
[ Other (specify)
10 Number of

10. Annual Accumulation
_By Tag#
X File Drawer(s)

E] Microfilm Reel(s)
[ Computer Tape(s)
[ other (specify)

2 Number of

11. File is Used

[ paily l:] Weekly X Monthly [:] Annually

12. File Becomes Inactive After

5 Number of (] Month(s)  x Year(s)

13. Current Location(s)
Office HQ

(Bldg., Floor, Room)

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.)
[ Yes X No

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s)
[ ves X No

16. Audit Requirements

[J None X State X Federal [] Independent

17. Is an Index System used? If yes, explain briefly and describe requirements
] Yes X No

18. Recommended Retention
Retain vehicle titles for life of vehicle, then destroy. All other

documents, retain for 5 years, then destroy.

19. Name and Title of Preparer
Hament Patel
Deputy CFO

20. Telephone Number

410-729-8274

hpate@menv.com

21. Date
4/3/13

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)

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

Jessup, Maryland 20794
410-799-1930

AGENCY RECORDS INVENTORY

PAGE ___16___ OF 77

1. Department/Agency
Maryland Environmental Service

2. Division

Executive Direction

3. Unit
Internal Audit

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
Agency Audit Files — Internal Audits

5. Earliest Year/Latest Year
to

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

6. Record Series Description (Briefly describe the types of information/documents/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 corrective action taken and implemented on audit report Recommendations.; 4. Survey and audit work
papers containing written analysis of survey and audit work conducted, that includes at a minimum written narratives of all discussions conducted with

program managers and staff, e mails, copies of documentation obtained pertinent to survey/audit, written analysis of all audit areas reviewed containing

7. Record Series Format(s) List all

[ Letter Size [ Microfilm

[ Legal Size  [] Computer Tape
[ Audio Tape  [] Floppy Disk
[0 Bound Book  [] Video Tape

[ other (specify)

8. Record Series Sequence
[J Alphabetical

[J Numerical

(X chronological

[ Geographical

[ Other (specify)

9. Volume
2 Number
(X File Drawer(s)

[ Microfilm Reel(s)
[ Computer Tape(s)
[ other (specify)__

10. Annual Accumulation
Number

|:] File Drawer(s)

[ Microfilm Reel(s)

[ Computer Tape(s)

[:l Other (specify)

11. File is Used

[ paily (] weekly [ Monthly

[ Annually

12. File Becomes Inactive After
__varies

(] Month(s)

Number

[ Year(s)

13. Current Location(s)
MES headquarters

(Bldg., Floor, Room)

[ Yes X No

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

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

X Yes O No

16. Audit Requirements

[J None [X state [X] Federal [] Independent

[ Yes B No

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

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
410-729-8213

21. Date
April 19, 2013

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)

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

Jessup, Maryland 20794
410-799-1930

AGENCY RECORDS INVENTORY

PAGE 17 oF _J7

1. Department/Agency
Maryland Environmental Service

2. Division

Administration

3. Unit

Grants

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

MES Grants

5. Earliest Year/Latest Year
__ 2005 to 2013

series.)

foundation, private and corporate grants and loans.

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

Grants and loans awarded to MES (Federal, State, Foundation, Private and 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,

7. Record Series Format(s) List all
(X Letter Size [ Microfilm

Legal Size [ Computer Tape

8. Record Series Sequence
(X Alphabetical

[ Numerical

9. Volume
|
Number

(A File Drawer(s)
[ Microfilm Reel(s)

[ computer Tape(s)

[ Audio Tape  [] Floppy Disk [ chronological [ other (specify)
D Bound Book D Video Tape C] Geographical 10. Annual Accumulation
—1
[ Other (specify) [ Other (specity) s
(A File Drawer(s)
[ Microfilm Reel(s)
[ Computer Tape(s)
[ Other (specify)
11. File is Used 12. File Becomes Inactive After
_ 5
[ aily [ Weekly X Monthly [ Annually Number O Month(s) [X Year(s)

13. Current Location(s)
MES Headquarters

(Bldg., Floor, Room)

[ Yes X No

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

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

[ Yes No

16. Audit Requirements

[ None [X state [X] Federal

(4 Independent

[ Yes & No

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

18. Recommended Retention

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

19. Name and Title of Preparer

Ted Kluga, Grants Administrator

20. Telephone Number
410-729-8206

21. Date
5/1/13

DGS 550-4 (Rev. 1/93)




Instructions ~Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES EOENCY RECORDSINVENTORY
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 __18____ OF __77
Jessup, Maryland 20794
410-799-1930
1. Department/Agency 2. Division 3. Unit
Maryland Environmental Service Administration Procurement

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.
4. Record Series Title 5. Earliest Year/Latest Year

Procurement Bid Files (procurements over $10K) —2007__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.)
Purpose: track and monitor agency’s competitive procurements over $10K. Files include: project approval,
transmittals, MDE goal worksheets, original bid/proposal package, addenda, advertisements, prospective
bidders/offerors holders list, questions/clarifications from contractors for all bids/proposals received. Once
closed, the file also contains: correspondence with apparent low bidder/successful offeror, responsiveness of

bidders form, recommendation to award letter, intent award letters and approved MBE schedules of

participation/waivers.

7. Record Series Format(s) List all 8. Record Series Sequence 9. Volume

=20

(X Letter Size O Microfilm [J Alphabetical Number

(4 File Drawer(s)

[ Legal Size  [] Computer Tape [ Numerical [ Microfilm Reel(s)
(] Computer Tape(s)
[ Audio Tape  [] Floppy Disk (4 chronological [ Other (specify)

[ Bound Book  [] Video Tape [ Geographical 10. Annual Accumulation
—5
[ Other (specify) Number

(4 File Drawer(s)

[ Microfilm Reel(s)
(] Computer Tape(s)
[ other (specify)

(4 other (specify)__LaserﬁChe document lmaglng

11. File is Used 12. File Becomes Inactive After
=3

Daily [ Weekly [ Monthly [ Annually Number B Month(s) [ Year(s)
13. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.)
MES Headquarters O Yes (4 No
15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 16. Audit Requirements

[ Yes X No

[ None [X] state [X] Federal [ Independent

17. Is an Index System used? If yes, explain briefly and describe requirements 18. Recommended Retention

[ Yes & No

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

requirements have been met.

19. Name and Title of Preparer 20. Telephone Number 21. Date
Kelly Ryan, 410-729-8510 5/1/13

Assistant Chief of Procurement & Contracts

DGS 550-4 (Rev. 1/93)




Instructions ~Type or Print a separate form for
Forward
with Records Retention Schedule (DGS 550-1)

each new or revised record series.

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275
Jessup, Maryland 20794

410-799-1930

AGENCY RECORDS INVENTORY

1. Department/Agency
Maryland Environmental Service

2. Division

Administration

3. Unit
Procurement

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

ference as well as retention and disposition purposes.

4. Record Series Title

Contract Files

5. Earliest Year/Latest Year
_ 1971 to

series.)

and performance of the contract.

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

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

7. Record Series Format(s) List all

[ Letter Size O Microfilm
(X Legal Size  [] Computer Tape
[ Audio Tape  [] Floppy Disk

[ Bound Book  [] Video Tape

& ower (specify)_Laserfiche document imaging

8. Record Series Sequence

([ Alphabetical

(< Numerical

@ Chronological

(0] Geographical

[ other (specify)

9. Volume

10

Number

(X File Drawer(s)

[ Microfilm Reel(s)

(] Computer Tape(s)

[ Other (specify)__Laserfiche.

10. Annual Accumulation

_ 2

Number

(4 File Drawer(s)

[ Microfilm Reel(s)

[ computer Tape(s)

[ Other (specify)_ Laserfiche

11. File is Used

Daily [ weekly [ Monthly

[ Annually

12. File Becomes Inactive After
__varies_____

(4 Month(s)

Number

[ Year(s)

13. Current Location(s)
MES Headquarters

(Bldg., Floor, Room)

[ Yes 3 No

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

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

[ Yes X No

16. Audit Requirements

[J None [ state [ Federal [X] Independent

17. Is an Index System used? If yes, explain briefly and describe requirements
[ Yes No

18. Recommended Retention
Retain for 10 years after contract expires, and until all audit

requirements have been met, then destroy.

19. Name and Title of Preparer 21. Date

5/1/13

20. Telephone Number

Kelly Ryan, 410-729-8510

Assistant Chief of Procurement & Contracts

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)

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

AGENCY RECORDS INVENTORY

PAGE ___20
Jessup, Maryland 20794
410-799-1930
1. Department/Agency 2. Division 3. Unit
Maryland Environmental Service Administration Procurement

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

ference as well as retention and disposition purposes.

4. Record Series Title

PURCHASE ORDERS

2000 to

5. Earliest Year/Latest Year

series.)

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

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

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

7. Record Series Format(s) List all

[ Letter Size ] Microfilm

[ Legal Size  [] Computer Tape
[ Audio Tape  [] Floppy Disk
(] Bound Book  [] Video Tape

(X Other (specify) Laserfiche (LF)

8. Record Series Sequence
[ Alphabetical

(& Numerical

[ chronological

[ Geographical

[ Other (specify)

9. Volume

Number

[ File Drawer(s)

[ Microfilm Reel(s)

[J Computer Tape(s)

[ other (specify) ___LF___

10. Annual Accumulation

Number

[ File Drawer(s)

[ Microfilm Reel(s)

[C] Computer Tape(s)

[ other (specify) __LF___

11. File is Used

[ paily [ Weekly [0 Monthly [ Annually

12. File Becomes Inactive After

Number

] Month(s)

(X Year(s)

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

Headquarters

X Yes

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.)
[0 No MES Accounts Payable

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

O Yes &J No

16. Audit Requirements

[OJ None [ state [J] Federal

[ Independent

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

[ Yes X No
Laserfiche, Fiscal Year: PO Number within

Vendor Name

18. Recommended Retention

Retain for 5 years, then destroy.

19. Name and Title of Preparer

Dale H. Rose Jr., Senior Buyer

20. Telephone Number
410-729-8506

21. Date
5/1/13

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)

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

AGENCY RECORDS INVENTORY

PAGE_21___ OF ___77____
Jessup, Maryland 20794
410-799-1930
1. Department/Agency 2. Division 3. Unit
Maryland Environmental Service Administration Procurement

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

ference as well as retention and disposition purposes.

4. Record Series Title

Equipment & Supply BID Files

5. Earliest Year/Latest Year
2000 to

series.)

For research, answering inquiries, and preparing future Bids.

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the
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 Addendums, Each Vendor’s Bid, and Award of Contract or Purchase Order. Historical record used

7. Record Series Format(s) List all
(X Letter Size  [J Microfilm
[ Legal Size ~ [] Computer Tape
[ Audio Tape  [[] Floppy Disk
[ Bound Book (] Video Tape

Other (specify) Laserfiche (LF)

8. Record Series Sequence

[ Alphabetical

(3 Numerical

[ chronological

(] Geographical

[ other (specify)

9. Volume

Number

[ File Drawer(s)

[ Microfilm Reel(s)

[J Computer Tape(s)

[ other (specify)____LF______

10. Annual Accumulation

Number

[ File Drawer(s)

[ Microfilm Reel(s)

[ Computer Tape(s)

[ other (specify)____LF_____

11. File is Used

[ Daily [ wWeekly [J Monthly

[ Annually

12. File Becomes Inactive After
1

] Month(s)

Number

(4 Year(s)

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

Headquarters

[ Yes [ No

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

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

[ Yes X No

16. Audit Requirements

(] None [] State

[ Federal

[ Independent

[ Yes O No

Laserfiche
Fiscal Year: Bid ID Number

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

18. Recommended Retention

Retain for § years, then destroy.

19. Name and Title of Preparer

Dale H. Rose Jr., Senior Buyer

20. Telephone Number
410-729-8506

21. Date
4/16/13

DGS 550-4 (Rev. 1/93)




INSTRUCTIONS - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW/REVISED
ELECTRONIC RECORD SERIES. FORWARD
WITH

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

ELECTRONIC RECORDS INVENTORY

RECORDS RETENTION SCHEDULE (DGS (410) 799-1930 Page 22 of 77
550-1)

COMAR 14.18.04

1 DEPARTMENT/AGENCY 2 DIVISION 3 UNIT

Maryland Environmental Service

Administration

Information Technology

DEFINITION — Record Series -

and disposition purposes

A group of related records stored electronically and used as a unit for reference as well as retention

4 ELECTRONIC RECORD SERIES TITLE

Computer Backup Files — Network, Monthly

5 EARLIEST YEAR/LATEST YEAR

2009 TO

6 INPUT - Identify source of information to be entered

MES employees and agents

7 OUTPUT - Identify the use/s of information generated by system

MES employees and agents

8 ELECTRONIC RECORD SERIES DESCRIPTION -

Briefly describe the information/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. Daily/nightly 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
PREPARER
Nicholas Kuba

14 TELEPHONE NUMBER

410-729-8651

15 DATE

8/7/113

16 TITLE OF PREPARER
Chief of IT

DGS 550-6




INSTRUCTIONS — TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW/REVISED
ELECTRONIC RECORD SERIES. FORWARD
WITH

RECORDS RETENTION SCHEDULE (DGS
550-1)

COMAR 14.18.04

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD, P.O. BOX 275
JESSUP, MARYLAND 20794
(410) 799-1930

ELECTRONIC RECORDS INVENTORY

Page 23

1 DEPARTMENT/AGENCY
Maryland Environmental Service

2 DIVISION
Administration

3 UNIT
Information Technology

DEFINITION — Record Series -

and disposition purposes

A group of related records stored electronically and used as a unit for reference as well as retention

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

5 EARLIEST YEAR/LATEST YEAR

1993 TO

6 INPUT - Identify source of information to be entered

MES employees and agents

7 OUTPUT - Identify the use/s of information generated by system

MES employees and agents

8 ELECTRONIC RECORD SERIES DESCRIPTION -

Briefly describe the information/documents/forms

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.

Daily/nightly 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.

6 months. Years tapes are kept for 5 years at MES headquarters.

Monthly tapes are kept for

12 RECOMMENDED RETENTION
Retain for 20 years, then destroy.

13 TYPED OR PRINTED NAME OF
PREPARER
Nicholas Kuba

14 TELEPHONE NUMBER

410-729-8651

15 DATE

8/7/13

16 TITLE OF PREPARER
Chief of IT

DGS 550-6




AGENCY RECORDS INVENTORY

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

Jessup, Maryland 20794
410-799-1930

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

with Records Retention Schedule (DGS 550-1) T .

1. Department/Agency 2. Division 3. Unit

Maryland Environmental Service Administrative Services

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
L.E.E.D. Certification & Credit

5. Earliest Year/Latest Year
2002 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.)
L.E.E.D. (Leadership in Energy and Environmental Design) Certification and Credit. Documentation supporting
MES submission to the U.S. Green Building Council.

(4 Bound Book  [] Video Tape

[ other (specify)

[ Geographical

(X other (specify)
By LEED Credits

7. Record Series Format(s) List all 8. Record Series Sequence 9. Volume
|
(X Letter Size  [J Microfilm [ Alphabetical Number
(X File Drawer(s)
[ Legal Size  [] Computer Tape (] Numerical [ Microfilm Reel(s)
(] computer Tape(s)
[ Audio Tape  [] Floppy Disk [0 chronological [ Other (specify)

10. Annual Accumulation

Number
[ File Drawer(s)

[ Microfilm Reel(s)
[ computer Tape(s)
[ other (specify)

11. File is Used

[ paily [ Weekly & Monthly [ Annually

12. File Becomes Inactive After
5

Number O Month(s) [X Year(s)

13. Current Location(s)
MES Headquarters

(Bldg., Floor, Room)

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

[J Yes X No

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s)
[ Yes No

16. Audit Requirements

B None [] State [] Federal [ Independent

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

[ Yes 3 No

18. Recommended Retention

Retain for 5 years, then destroy.

19. Name and Title of Preparer

Frank Babusci, Chief Administrative Services

21. Date
5/1/13

20. Telephone Number
410-729-8215

DGS 550-4 (Rev. 1/93)




Instructions ~Type or Print a separate form for
Forward
with Records Retention Schedule (DGS 550-1)

each new or revised record series.

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

Jessup, Maryland 20794
410-799-1930

AGENCY RECORDS INVENTORY

PAGE 25___ OF 77

1. Department/Agency
Maryland Environmental Service

2. Division

Administrative Services

3. Unit

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

ference as well as retention and disposition purposes.

4. Record Series Title

Substance Abuse Records

5. Earliest Year/Latest Year
1999 to

series.)

results, chain of custody.

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

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

7. Record Series Format(s) List all 8. Record Series Sequence 9. Volume
1
(X Letter Size  [J Microfilm [J Alphabetical Number
(X File Drawer(s)
[ Legal Size ~ [[] Computer Tape (] Numerical [ Microfilm Reel(s)
[ Computer Tape(s)
[J Audio Tape  [] Floppy Disk (X chronological [ other (specify) _—
[ Bound Book  [] Video Tape [J Geographical 10. Annual Accumulation
R troaai [0 other (specify) Number
[ File Drawer(s)
[ Microfilm Reel(s)
(] Computer Tape(s)
[ Other (specify)
11. File is Used 12. File Becomes Inactive After
5
[ paily [ Weekly Monthly [ Annually Number OMonth(s) [X Year(s)

13. Current Location(s)
MES Headquarters

(Bldg., Floor, Room)

[ Yes & No

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

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

Yes O No

Employee medical information

16. Audit Requirements

[ None [X state [X] Federal

[ Independent

[ Yes X No

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

18. Recommended Retention

Retain for 5 years, then destroy.

19. Name and Title of Preparer

Frank Babusci, Chief Administrative Service

20. Telephone Number
410-729-8215

21. Date
5/1/13

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)

DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTORY

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

Jessup, Maryland 20794
410-799-1930

1. Department/Agency

2. Division 3. Unit

PAGE ___ 26

Maryland Environmental Service

Administration

Human Resources

pUrposes.

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

4. Record Series Title

Employee Personnel Files

5. Earliest Year/Latest Year
1999 to 2012

series.)

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

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 Series Format(s) List all

O Letter Size O Microfilm

X Legal Size D Computer Tape

[ Audio Tape  [] Floppy Disk

[J Bound Book  [] Video Tape

X other specify)  Laserfiche

8. Record Series Sequence

X Alphabetical

] Numerical
[ Chronological
[] Geographical

[ other (specify)

9. Volume
Number 15

X File Drawer(s)

[ Microfilm Reel(s)
[ Computer Tape(s)
[ other (specify)

10. Annual Accumulation -0-

Number

X File Drawer(s)

[ Microfilm Reel(s)
[ computer Tape(s)
[ other (specify)

11. File is Used

X Daily [J Weekly [J Monthly [J Annually

Number

12. File Becomes Inactive After: See #18

O Month(s) [ Year(s)

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

Human Resources Department, MES, 15! floor

O Yes

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

X No

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s)
(3 Yes State Gov 10-616 [] No

[ None [ state

16. Audit Requirements

[ Federal [] Independent

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

[ Yes X No

18. Recommended Retention
Retain for five years after employee terminates,

then destroy

19. Name and Title of Preparer

Sandra Westervelt, Human Resources Generalist

20. Telephone Number
410-729-8231

21. Date
May 1, 2013

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)

DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTORY

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

Jessup, Maryland 20794
410-799-1930

PAGE 27___ OF 77,

1. Department/Agency

Maryland Environmental Service

2. Division

Administration

3. Unit

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

Employee Medical Files

5. Earliest Year/Latest Year
1999 to 2012

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 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 enroliments and changes, Sick leave

counseling reports, Doctors notes

7. Record Series Format(s) List all
X Letter Size [ Microfilm
[ Legal Size [ computer Tape
[0 Audio Tape  [] Floppy Disk
[ Bound Book  [] Video Tape

X oter (specify)  Laserfiche

[ chronological

8. Record Series Sequence 9. Volume

Number 16
X Alphabetical X File Drawer(s)

[ Microfilm Reel(s)
[ Numerical [ Computer Tape(s)

[ Other (specify)

[ Geographical Number

[ other (specify)

10. Annual Accumulation ___-0-

X File Drawer(s)
[ Microfilm Reel(s)
(] Computer Tape(s)

X other (specif y) Laserfiche

11. File is Used

X Daily ] Weekly (] Monthly

[ Annually

Number

12. File Becomes Inactive After: See #18
] Month(s)

[ Year(s)

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

Human Resources Department, MES, 1# floor

[ Yes X No

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

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s)
Yes State Gov 10-616 [] No

16. Audit Requirements

X None [ state [ Federal [] Independent

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

[ Yes XNo

then destroy

18. Recommended Retention

Retain for five years after employee terminates,

19. Name and Title of Preparer

Sandra Westervelt, Human Resources Generalist

20. Telephone Number 21. Date

410-729-8231

May 1, 2013

DGS 550-4 (Rev. 1/93)




Instructions ~Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES AOEHCY RECORNS UNENIORY
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 ____ 28 OF ___ 77
Jessup, Maryland 20794
410-799-1930
1. Department/Agency 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 Year/Latest Year

Personnel Records 1999 to 2012

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

series.)
These files contain documents processed in Human Resources 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, etc.

7. Record Series Format(s) List all 8. Record Series Sequence 9. Volume
Number 4
X Letiersize  [J Microfilm X Alphabetical X File Drawer(s)

[ Microfilm Reel(s)
X ) (] Numerical [ Computer Tape(s)
Legal Size ] Computer Tape [] Other (specify)

[ chronological

[ Audio Tape  [] Floppy Disk 10. Annual Accumulation ___-0-
[ Geographical Number
[ Bound Book  [] Video Tape

[ Other (specify) X File Drawer(s)

[ Microfilm Reel(s)

X other (specify) Laserfiche (] Gompuiter Tepels)

X other (specify) Laserfiche

11. File is Used 12. File Becomes Inactive After:
Number -0- O Month(s) D Year(s)
[ paily [J wWeekly X Monthly [ Annually
13. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.)
Human Resources Department, MES, 15t floor
[ Yes X No
15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 16. Audit Requirements

[ Yes State Gov 10-616 [] No

6
(] None X state (] Federal X independent
17. Is an Index System used? If yes, explain briefly and describe requirements 18. Recommended Retention
Oves  Xno Retain for five years, then destroy
19. Name and Title of Preparer 20. Telephone Number 21. Date
Sandra Westervelt, Human Resources Generalist 410-729-8231 May 1, 2013

DGS 550-4 (Rev. 1/93)




AGENCY RECORDS INVENTORY

Instructions —Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794
410-799-1930

each new or revised record series. Forward

with Records Retention Schedule (DGS 550-1) SAEE 5. OF. T

1. Department/Agency 2. Division 3. Unit

Maryland Environmental Service Administration Safety

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

Facility Inspections

5. Earliest Year/Latest Year
_ 1989 to

series.)

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

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

7. Record Series Format(s) List all
(X Letter Size [ Microfilm
[ Legal Size ] Computer Tape
[ Audio Tape  [] Floppy Disk

[ Bound Book  [] Video Tape

X other (specify) Laserfiche Document Imaging
System

8. Record Series Sequence
[ Alphabetical

E] Numerical

[ chronological

[0 Geographical

[ other (specify)

9. Volume

Number

[ File Drawer(s)

[ Microfilm Reel(s)

[ Computer Tape(s)

B4 oOther (specify) __Laserfiche_____

10. Annual Accumulation

Number

[ File Drawer(s)

[ Microfilm Reel(s)

[J Computer Tape(s)

(4 Other (specify) __Laserfiche_____

11. File is Used

[ paily [ weekly X Monthly [ Annually

12. File Becomes Inactive After
1

Number (O] Month(s)

(4 Year(s)

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

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

[ Yes X No

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s)
[ Yes No

16. Audit Requirements

(X None [ state [] Federal

[ Independent

17. Is an Index System used? If yes, explain briefly and describe

requirements

[ Yes X No

18. Recommended Retention

Retain for 30 years, then destroy.

19. Name and Title of Preparer
Susan P. McCauley
Chief of Safety

20. Telephone Number
410-729-8225

21. Date
April 30, 2013

DGS 550-4 (Rev. 1/93)




Instructions —~Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES ASENCYIRECORDS 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 ____30___ OF _77
Jessup, Maryland 20794
410-799-1930
1. Department/Agency 2. Division 3. Unit
Maryland Environmental Service Administration Safety

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

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

First Report of Injury __1984 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.)

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

7. Record Series Format(s) List all 8. Record Series Sequence 9. Volume
(X Letter Size [ Microfilm [ Alphabetical Number
[ File Drawer(s)
[ Legal Size (] Computer Tape [] Numerical [ Microfilm Reel(s)
[ computer Tape(s)
[ Audio Tape  [] Floppy Disk (X chronological (X Other (specify)__Laserfiche
(0 Bound Book  [] Video Tape [ Geographical 10. Annual Accumulation
[ Other (specify)_Laserfiche Document Imaging 0 Other (specify) ____ Number
[ File Drawer(s)
System [ Microfilm Reel(s)
[ Computer Tape(s)
(<] Other (specify) __Laserfiche
11. File is Used 12. File Becomes Inactive After
—1
[ Daily [ weekly B Monthly [ Annually Number O Month(s) [X Year(s)
13. Current Location(s) (Bldg., Floor, Room) . 14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.)
MES Headquarters [ Yes & No
15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 16. Audit Requirements

(3 Yes Medical Records [] No
(X None [] state [ Federal [ Independent

17. Is an Index System used? If yes, explain briefly and describe 18. Recommended Retention

requirements

OvYes [ENo Retain for 30 years, then destroy.
19. Name and Title of Preparer 20. Telephone Number 21. Date
Susan P. McCauley 410-729-8225 April 30, 2013
Chief of Safety

DGS 550-4 (Rev. 1/93)



Instructions ~Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES RO O
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. Department/Agency 2. Division 3. Unit

Maryland Environmental Service Administration Safety

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.
4. Record Series Title 5. Earliest Year/Latest Year

Vehicle & Equipment Accidents —2008 B

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

7. Record Series Format(s) List all 8. Record Series Sequence 9. Volume

[ Letter Size  [] Microfilm [ Alphabetical Number

[ File Drawer(s)

[ Legal Size  [] Computer Tape (] Numerical [ Microfilm Reel(s)

(] Computer Tape(s)

[ Audio Tape (] Floppy Disk (9 Chronological (3 other (specify)___Laserfiche____

[ Bound Book  [] Video Tape [J Geographical 10. Annual Accumulation

X other (specify)_Laserfiche Document Imaging [ Other (specify) ___ Number
[ File Drawer(s)

(] Microfilm Reel(s)
[ computer Tape(s)
(X Other (specify) __Laserfiche

System

11. File is Used 12. File Becomes Inactive After
1

[ Daily (] Weekly Monthly [ Annually Number [ Month(s) (4 Year(s)

13. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.)
MES Headquarters [ Yes X No

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 16. Audit Requirements
O Yes X No

[ None [ state [] Federal [ Independent

17. Is an Index System used? If yes, explain briefly and describe 18. Recommended Retention
requirements

Oves &ENo Retain for 5 years, then destroy.

19. Name and Title of Preparer 20. Telephone Number 21. Date
Susan P. McCauley 410-729-8225 April 30, 2013
Chief of Safety

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)

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

Jessup, Maryland 20794
410-799-1930

AGENCY RECORDS INVENTORY

PAGE _32___ OF __77

1. Department/Agency
Maryland Environmental Service

2. Division

Administration

3. Unit

Safety

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

ference as well as retention and disposition purposes.

4. Record Series Title

Regulatory Reporting

5. Earliest Year/Latest Year
_1988 to

series.)

hazardous substances above the threshold level contained at facilities.

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

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

7. Record Series Format(s) List all
(X Letter Size  [J Microfilm
[ Legal Size [ computer Tape
[ Audio Tape  [] Floppy Disk

[ Bound Book  [] Video Tape

[ other (specify)_Laserfiche Document Imaging

8. Record Series Sequence
[ Alphabetical

[ Numerical

(X chronological

[ Geographical

[ Other (specify)

9. Volume

Number

[ File Drawer(s)

[ Microfilm Reel(s)

[C] computer Tape(s)

(X Other (specify)___Laserfiche____

10. Annual Accumulation

Number
[ File Drawer(s)

System [ Microfilm Reel(s)
(O] Computer Tape(s)
(X Other (specify) __Laserfiche____
11. File is Used 12. File Becomes Inactive After
1.
[ paily ] weekly 3 Monthly [ Annually Number O Month(s) [ Year(s)

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

[ Yes (4 No

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

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s)
[ Yes No

16. Audit Requirements

None [] State [ Federal [ Independent

requirements

[ Yes X No

17. Is an Index System used? If yes, explain briefly and describe

18. Recommended Retention

Retain for 40 years, then destroy.

19. Name and Title of Preparer
Susan P. McCauley
Chief of Safety

20. Telephone Number
410-729-8225

21. Date
April 30, 2013

DGS 550-4 (Rev. 1/93)




Instructions ~Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES AN OO VEITaR
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. Department/Agency 2. Division 3. Unit

Maryland Environmental Service Administration Safety

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.
4. Record Series Title 5. Earliest Year/Latest Year

Physicals - HAZMAT o

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

Employee files of HAZMAT physicals for evaluation of potential exposure.

7. Record Series Format(s) List all 8. Record Series Sequence 9. Volume

(X Letter Size  [J Microfilm [J Alphabetical Number

[ File Drawer(s)

[ Legal Size  [] Computer Tape (] Numerical [] Microfilm Reel(s)

[ Computer Tape(s)

[ Audio Tape  [] Fioppy Disk (X chronological (X Other (specify)__Laserfiche_____

[ Bound Book [ Video Tape [ Geographical 10. Annual Accumulation

(] other (specity)_Laserfiche Document Imaging [ Other (specify) Number
[ File Drawer(s)

(] Microfilm Reel(s)
[] Computer Tape(s)
[ Other (specify) __Laserfiche

System

11. File is Used 12. File Becomes Inactive After
_
(] Daily (] Weekly 3 Monthly [ Annually Number [ Month(s) [ Year(s)

13. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.)
MES Headquarters [ Yes X No

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 16. Audit Requirements
Yes Medical records [ No
[ None [ State (] Federal [] Independent

17. Is an Index System used? If yes, explain briefly and describe 18. Recommended Retention
requirements

O ves No Retain for 30 years from time employee leaves MES, then destroy.

19. Name and Title of Preparer 20. Telephone Number 21. Date
Susan P. McCauley 410-729-8225 April 30, 2013
Chief of Safety

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)

DEPARTMENT OF GENERAL SERVICES

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

Jessup, Maryland 20794
410-799-1930

AGENCY RECORDS INVENTORY

PAGE 34 OF 77

1. Department/Agency

Maryland Environmental Service

2. Division

Administration

3. Unit
Safety

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

ference as well as retention and disposition purposes.

4. Record Series Title
MOSH Inspections

5. Earliest Year/Latest Year
__2008 to

series.)

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

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

7. Record Series Format(s) List all

[ Letter Size  [] Microfilm
[ Legal Size  [] Computer Tape
[ Audio Tape  [[] Floppy Disk

[ Bound Book  [] Video Tape

[ other (specify)_Laserfiche Document Imaging

8. Record Series Sequence
[ Alphabetical

[ Numerical

(4 chronological

[0 Geographical

[ other (specify)

9. Volume

Number

[ File Drawer(s)

[ Microfilm Reel(s)
E] Computer Tape(s)
(X Other (specify)__Laserfiche

10. Annual Accumulation

Number
[ File Drawer(s)

System [J Microfilm Reel(s)
[] Computer Tape(s)
(X Other (specify) __Laserfiche_
11. File is Used 12. File Becomes Inactive After
=1
[ paily [ weekly X Monthly [ Annually Number O Month(s) X Year(s)

13. Current Location(s)
MES Headquarters

(Bldg., Floor, Room)

[ Yes X No

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

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

Ovyes  [XNo

16. Audit Requirements

[ None [] State

[ Federal

[ Independent

17. Is an Index System used? If yes, explain briefly and describe

requirements

[ Yes (X No

18. Recommended Retention

Retain for 5 years, then destroy.

19. Name and Title of Preparer
Susan P. McCauley
Chief of Safety

20. Telephone Number
410-729-8225

21. Date
April 30, 2013

DGS 550-4 (Rev. 1/93)




Instructions —Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS NVENTORY
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 35 OF __77
Jessup, Maryland 20794
410-799-1930
1. Department/Agency 2. Division 3. Unit
Maryland Environmental Service Administration Safety

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

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

Safety Training o

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

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

7. Record Series Formalt(s) List all 8. Record Series Sequence 9. Volume
(4 Letter Size  [J Microfilm (X Alphabetical Number
[ File Drawer(s)
[ Legal Size  [] Computer Tape [ Numerical (] Microfilm Reel(s)
[] Computer Tape(s)
[:] Audio Tape [:l Floppy Disk D Chronological @ Other (specify)___Laserfiche
(] Bound Book  [] Video Tape [ Geographical 10. Annual Accumulation
[ other (specify)_ Laserfiche Document Imaging [ Other (specify) Number
[ File Drawer(s)
System [ Microfilm Reel(s)
[ Computer Tape(s)
[ Other (specify) __Laserfiche
11. File is Used 12. File Becomes Inactive After
—2
[ paily [ Weekly B Monthly [ Annually Number [ Month(s) [ Year(s)
13. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.)
MES Headquarters [ Yes X No
15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 16. Audit Requirements
[ Yes X No

None [[] State [] Federal [ Independent

17. Is an Index System used? If yes, explain briefly and describe 18. Recommended Retention

requirements

OvYes [ENo Retain for 30 years, then destroy.
19. Name and Title of Preparer 20. Telephone Number 21. Date
Susan P. McCauley 410-729-8225 April 30, 2013
Chief of Safety

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)

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

Jessup, Maryland 20794
410-799-1930

AGENCY RECORDS INVENTORY

PAGE 36 OF 17

1. Department/Agency
Maryland Environmental Service

2. Division

Administrative

3. Unit
Environmental Compliance

purposes.

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

4. Record Series Title

Environmental Compliance Review Reports

5. Earliest Year/Latest Year
2006 to

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

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

7. Record Series Format(s) List all

[ Letter Size O Microfilm

D Legal Size D Computer Tape
[ Audio Tape  [] Floppy Disk
(] Bound Book ] Video Tape

E Other (specify) electronically

8. Record Series Sequence
(X Alphabetical

D Numerical

[ chronological

[ Geographical

[ other (specify)

9. Volume

Number

(] File Drawer(s)

[ Microfilm Reel(s)
[ Computer Tape(s)
[ other (specify)

10. Annual Accumulation

Number

E] File Drawer(s)

[ Microfilm Reel(s)
(] computer Tape(s)
[ other (specify)

11. File is Used

(] Daily (] weekly [ Monthly

[J Annually

12, File Becomes Inactive After

[ Month(s)

Number

[ Year(s)

13. Current Location(s)

HQ

(Bldg., Floor, Room)

D Yes @ No

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

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

[ Yes E No

16. Audit Requirements

(X None [] state [] Federal

[ Independent

O ves No

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

18. Recommended Retention

Retain for 15 years then destroy.

19. Name and Title of Preparer

John Kane

20. Telephone Number
410-729-8205

21. Date
6/3/2013

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)

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

Jessup, Maryland 20794
410-799-1930

AGENCY RECORDS INVENTORY

PAGE __37___ OF 77

1. Department/Agency
Maryland Environmental Service

2. Division

Administrative

3. Unit
Environmental Compliance

purposes.

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

4. Record Series Title

Employee Training and Sign In Sheet Materials

5. Earliest Year/Latest Year
2006 to

series.)

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

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

7. Record Series Format(s) List all

[ Letter Size O Microfilm

[ Legal Size (] computer Tape
D Audio Tape D Floppy Disk
[ Bound Book [ Video Tape

Other (specify) electronically

8. Record Series Sequence
(X Alphabetical

D Numerical

[ chronological

(7] Geographical

[ other (specify)

9. Volume

Number

(] File Drawer(s)
[ Microfilm Reel(s)
(] Computer Tape(s)
D Other (specify)

10. Annual Accumulation

Number

[ File Drawer(s)

[ Microfilm Reel(s)
[J computer Tape(s)
[ other (specify)

11. File is Used

[ Daily [ weekly [ Monthly

[ Annually

12. File Becomes Inactive After

Number

[J Month(s)

[ Year(s)

13. Current Location(s)

HQ

(Bldg., Floor, Room)

[ ves X No

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

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

[ Yes & No

16. Audit Requirements

(3 None [] state [ Federal

[ Independent

D Yes IZ No

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

18. Recommended Retention

5 years

19. Name and Title of Preparer

John Kane

20. Telephone Number
410-729-8205

21. Date
6/03/2013




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

Jessup, Maryland 20794
410-799-1930

AGENCY RECORDS INVENTORY

PAGE __38___ OF __77

1. Department/Agency
Maryland Environmental Service

2. Division

Administrative

3. Unit
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

Employee Allegations and Complaints

5. Earliest Year/Latest Year
2005 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.)

Internal Complaint and or Allegation of compliance issues

7. Record Series Format(s) List all

[ Lettersize  [] Microfilm

D Legal Size D Computer Tape
D Audio Tape D Floppy Disk
(O] Bound Book (] Video Tape

E Other (specify) electronically

8. Record Series Sequence
(4 Alphabetical

G Numerical

[ chronological

[:l Geographical

(] Other (specify)

9. Volume

Number

[ File Drawer(s)

[ Microfilm Reel(s)
[:) Computer Tape(s)
[ other (specify)

10. Annual Accumulation

Number

[ File Drawer(s)

[ Microfilm Reel(s)
] computer Tape(s)
[:] Other (specify)

11. File is Used

[ paily (] weekly [ Monthly

[J Annually

12. File Becomes Inactive After

] Month(s)

Number

[ vear(s)

13. Current Location(s)

HQ

(Bldg., Floor, Room)

[ Yes 3 No

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

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

[ Yes (& No

16. Audit Requirements

[ None [] state [ Federal [ Independent

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

[ Yes X No

18. Recommended Retention

Retain for 15 years then destroy

19. Name and Title of Preparer

John Kane

20. Telephone Number
410-729-8205

21. Date
6/03/2013




Instructions ~Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES AOENOYASEDG PO DIVENTORY

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 __39___ OF ___77
Jessup, Maryland 20794
410-799-1930
1. Department/Agency 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 Year/Latest Year

Signed Employee Certification Statements 2005 ‘o

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

Certifications of specialty training in environmental compliance related issues.

7. Record Series Format(s) List all 8. Record Series Sequence 9. Volume
[ Letter Size [ Microfilm (3 Alphabetical Number
[ File Drawer(s)
[:] Legal Size E] Computer Tape D Numerical D Microfilm Reel(s)
(] Computer Tape(s)
[ Audio Tape  [[] Floppy Disk [ chronological [ other (specify)
D Bound Book D Video Tape D Geographical 10. Annual Accumulation
(4 Other (specify) electronically [ other (specify) Number
[ File Drawer(s)
[ Microfilm Reel(s)
D Computer Tape(s)
D Other (specify)

11. File is Used 12. File Becomes Inactive After
[ paily ] weekly [ Monthly [ Annually Number [ Months) [ Year(s)
13. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.)

[ Yes No

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 16. Audit Requirements
E] Yes E No

B None [ state [ Federal [ Independent

17. Is an Index System used? If yes, explain briefly and describe requirements 18. Recommended Retention

[ Yes B No

Retain for 10 years then destroy

19. Name and Title of Preparer 20. Telephone Number 21. Date
John Kane 410-729-8205 6/03/2012




Instructions —~Type or Print a separate form for
Forward
with Records Retention Schedule (DGS 550-1)

each new or revised record series.

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

AGENCY RECORDS INVENTORY

Jessup, Maryland 20794

PAGE 40 OF 77

410-799-1930

1. Department/Agency 2. Division

Maryland Environmental Service

Administrative

3. Unit

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
RCRA-Biennial Hazardous Waste Reports

5. Earliest Year/Latest Year
2006 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.)

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

Hazardous waste at any MES facility.

7. Record Series Format(s) List all

[ Lettersize  [[] Microfilm

D Legal Size E] Computer Tape
U Audio Tape E] Floppy Disk
[ Bound Book  [] Video Tape

|Z| Other (specify) electronically

8. Record Series Sequence 9. Volume

(X Alphabetical Number

l:] File Drawer(s)

[ Microfilm Reel(s)
[ computer Tape(s)

D Other (specify)

(] Numerical

[ chronological

[ Geographical 10. Annual Accumulation

[ other (specify) Number

[ File Drawer(s)

[ Microfilm Reel(s)
[:] Computer Tape(s)

[ other (specify)

11. File is Used

[ Daily (] weekly [ Monthly (] Annually

12. File Becomes Inactive After

O Months) [ Year(s)

Number

13. Current Location(s)

HQ

(Bldg., Floor, Room)

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

[ Yes 3 No

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

[ ves X No

16. Audit Requirements

[ None [] state [ Federal

[ independent

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

[ Yes No

18. Recommended Retention

Retain for 15 years then destroy.

19. Name and Title of Preparer

John Kane

20. Telephone Number
410-729-8205

21. Date
6/03/2013




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

Jessup, Maryland 20794
410-799-1930

AGENCY RECORDS INVENTORY

PAGE _41 OF 77

1. Department/Agency
Maryland Environmental Service

2. Division

Administrative

3. Unit
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

Compliance related Correspondence with regulatory bodies

5. Earliest Year/Latest Year
2005 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.)

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

Compliance, Inspections, etc.

7. Record Series Format(s) List all

[ LetterSize  [[] Microfilm

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

(X other (specify) electronically

8. Record Series Sequence
[ Alphabetical

[ Numerical

[ chronological

(] Geographical

D Other (specify) .

9. Volume

Number

[ File Drawer(s)

[ Microfilm Reel(s)
[ computer Tape(s)
[ other (specify)

10. Annual Accumulation

Number

[ File Drawer(s)

[ Microfilm Reel(s)
] Computer Tape(s)
(] Other (specify)

11. File is Used

[ paily D Weekly [ Monthly

D Annually

12. File Becomes Inactive After

E] Month(s)

Number

[ vear(s)

13. Current Location(s)

HQ

(Bldg., Floor, Room)

[ ves X No

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

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

[ ves X No

16. Audit Requirements

None [] State [[] Federal

[ independent

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

[ ves &3 No

18. Recommended Retention

Retain for 15 years then destroy

19. Name and Title of Preparer

John Kane

20. Telephone Number
410-729-8205

21. Date
6/03/2013




Instructions ~Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES St L L

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 ___42  OF __T77

1. Department/Agency 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 Year/Latest Year

Oil Spill Reports to MDE 2005 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.) Spills at facilities

7. Record Series Format(s) List all 8. Record Series Sequence 9. Volume
[ Letter Size O Microfilm [ Alphabetical Number
|:| File Drawer(s)
[ Legal Size D Computer Tape (] Numerical [ Microfilm Reel(s)
(] computer Tape(s)
[ Audio Tape  [[] Floppy Disk [ chronological [ other (specify)
D Bound Book [j Video Tape [:I Geographical 10. Annual Accumulation
(4 Other (specify) electronically [] other (specify) Number
[ File Drawer(s)
[ Microfilm Reel(s)
EI Computer Tape(s)
(] other (specify)

11. File is Used 12. File Becomes Inactive After
[ paily [ Weekly [ Monthly [ Annually Number [ Months) [ Year(s)
13. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.)
Yes No
15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 16. Audit Requirements
[ Yes X No

[ None [] state [[] Federal [[] Independent

17. Is an Index System used? If yes, explain briefly and describe requirements 18. Recommended Retention

[ ves X No

Retain for 10 years then destroy

19. Name and Title of Preparer 20. Telephone Number 21. Date
John Kane 410-729-8205 6/03/2013




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

Jessup, Maryland 20794
410-799-1930

AGENCY RECORDS INVENTORY

PAGE _43___OF __77______

1. Department/Agency
Maryland Environmental Service

2. Division

Administrative

3. Unit
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

Facility Specific Compliance Information

5. Earliest Year/Latest Year
2005 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.)

MDE Inspection Reports, violations

7. Record Series Format(s) List all
O Letter Size  [] Microfilm

D Legal Size D Computer Tape

[ Audio Tape  [] Floppy Disk

[0 Bound Book  [] Video Tape

(X Other (specify) electronically

8. Record Series Sequence
B Alphabetical

] Numerical

D Chronological

[ Geographical

[ other (specify)

9. Volume

Number

D File Drawer(s)

(] Microfilm Reel(s)
(O] Computer Tape(s)
[ other (specify)

10. Annual Accumulation

Number

([ File Drawer(s)

[ Microfilm Reel(s)
] computer Tape(s)
D Other (specify)

11. File is Used

[ Daily [ weekly [ Monthly

[J Annually Number

12. File Becomes Inactive After

] Month(s)

[ vear(s)

13. Current Location(s)

HQ

(Bldg., Floor, Room)

[ Yes 9 No

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

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

[ ves X No

16. Audit Requirements

(3 None [] State [] Federal

[ Independent

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

C] Yes E No

18. Recommended Retention

Retain for 15 years then destroy

19. Name and Title of Preparer

John Kane

20. Telephone Number

410-729-8205

21. Date
6/03/2013




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 ____44____ OF __ 77
Jessup, Maryland 20794
410-799-1930
1. Department/Agency 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 Year/Latest Year

Inspection Reports 2010 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.)

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

7. Record Series Format(s) List all 8. Record Series Sequence 9. Volume
[ Lettersize ~ [] Microfilm X Alphabetical Number
[ File Drawer(s)
D Legal Size D Computer Tape D Numerical D Microfilm Reel(s)
I:] Computer Tape(s)
D Audio Tape D Floppy Disk D Chronological E] Other (specify) R
E] Bound Book E] Video Tape D Geographical 10. Annual Accumulation
Other (specify) electronically [ other (specify) Number
[ File Drawer(s)
[ Microfilm Reel(s)
(] computer Tape(s)
[ other (specify)

11. File is Used 12. File Becomes Inactive After
(] paily (] weekly [J Monthly [ Annually Number [:] Month(s) E] Year(s)
13. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.)
HQ [ ves X No
15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 16. Audit Requirements
[ ves X No

[ None [ state [ Federal [ Independent

17. Is an Index System used? If yes, explain briefly and describe requirements 18. Recommended Retention

[j Yes E No

Retain for15 years and destroy

19. Name and Title of Preparer 20. Telephone Number 21. Date
John Kane 410-729-8205 6/03/2013




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

Jessup, Maryland 20794
410-799-1930

AGENCY RECORDS INVENTORY

PAGE _45___ OF

1. Department/Agency
Maryland Environmental Service

2. Division

Communications

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

Service News/Service News Extra

5. Earliest Year/Latest Year
__2009 to

series.)

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

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

7. Record Series Format(s) List all

(4 Letter Size [ Microfilm

[ Legal Size  [J Computer Tape
[ Audio Tape  [] Floppy Disk
[ Bound Book  [] Video Tape

X Other (specify)___electronic

8. Record Series Sequence
[:] Alphabetical

[J Numerical
Chronological

G Geographical

[ other (specify)

9. Volume
2

Number

(X File Drawer(s)

[ Microfilm Reel(s)
(] computer Tape(s)
(] Other (specify)

10. Annual Accumulation

Number

[ File Drawer(s)
] Microfilm Reel(s)
[ computer Tape(s)
[ other (specify)

11. File is Used 12. File Becomes Inactive After
_5
O Daily [J weekly Monthly [ Annually Number [ Month(s)

[ Year(s)

13. Current Location(s)
MES Headquarters

(Bldg., Floor, Room)

[ Yes X No

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

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

[ Yes X No

16. Audit Requirements

(X None [ state [ Federal

[ Independent

[ Yes X No

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

18. Recommended Retention

Retain for 5 years, then destroy.

19. Name and Title of Preparer

Christina Garrigan, Chief Communications

20. Telephone Number
410-729-8200

21. Date
7/30/13

DGS 550-4 (Rev. 1/93)




Instructions —Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES N RS CRDS MVENTORY
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
410-799-1930

1. Department/Agency 2. Division 3. Unit
Maryland Environmental Service Water/Wastewater Group Engineering - Biosolids

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

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

Biosolids Management %

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 sludge and biosolids management records pertaining to the agency’s facilities and clients’ projects.

Includes monitoring and other reports.

7. Record Series Format(s) List all 8. Record Series Sequence 9. Volume
2 Number
(X Letter Size  [] Microfilm (4 Alphabetical (X File Drawer(s)
[ Microfilm Reel(s)
(4 Legal Size  [[] Computer Tape [J Numerical ] computer Tape(s)
D Other (specify)_____
|:| Audio Tape @ Floppy Disk Chronological
10. Annual Accumulation
(] Bound Book [} Video Tape (9 Geographical 1 Number
(X File Drawer(s)
@ Other (specify)___Laserfiche Document Imaging system l:] Other (specify) D Microfilm Reel(s)
(O] computer Tape(s)
[ other (specify)
11. File is Used 12. File Becomes Inactive After
10
(X Daily ] weekly [J Monthly (] Annually Number [ Monthis) [X Year(s)
13. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.)
MES Headquarters (4 Yes O Ne
Electronic database exists for some items
15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 16. Audit Requirements
[ ves X No

[ None [X] state [] Federal [] Independent

17. Is an Index System used? If yes, explain briefly and describe requirements 18. Recommended Retention
[ Yes X No
Retain all files for10 years, then destroy except for

Trenching site files, which must be retained until
MDE releases the site from all monitoring.

19. Name and Title of Preparer 20. Telephone Number 21. Date
Ahmad Razik, Senior Engineer 410-729-8320 5/1/13

DGS 5504 (Rev. 1/93)




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

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

Jessup, Maryland 20794
410-799-1930

AGENCY RECORDS INVENTORY

PAGE 47 OF _T7T.

1. Department/Agency
Maryland Environmental Service

2. Division

Water/Wastewater Group

3. Unit
Maintenance

purposes.

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

4. Record Series Title

Water/Wastewater Maintenance Work Orders

5. Earliest Year/Latest Year

to

series.)

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

Files contain facility work orders, and all associated backup.

7. Record Series Format(s) List all
(3 Letter Size [ Microfilm
[J Legal Size  [] Computer Tape
[:] Audio Tape  [] Floppy Disk
[ Bound Book  [] Video Tape

E Other (specify) __Laserfiche Document Imaging system

[J Alphabetical
(] Numerical
Chronological
[] Geographical

D Other (specify)

8. Record Series Sequence 9. Volume

_g Number
(X File Drawer(s)

[ Microfilm Reel(s)
[CJ computer Tape(s)
[ other (specify)

10. Annual Accumulation
1 Number

@ File Drawer(s)

[ Microfilm Reel(s)
(] computer Tape(s)
[:] Other (specify)

11. File is Used

(X Daily (] weekly ] Monthly [J Annually

12. File Becomes Inactive After
3

Nur;!;er [ Monthis) [X Year(s)

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

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

(4 Yes [ No

Copies are at each facility.

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

[ ves & No

16. Audit Requirements

[ None [X] State [] Federal [] Independent

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

[ ves X No

18. Recommended Retention
Retain for 3 years after completion of work, then

destroy.

19. Name and Title of Preparer
Bryan Winklemeyer, Chief of Maintenance

20. Telephone Number | 21. Date
410-729-8314 5/1/13

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)

DEPARTMENT OF GENERAL SERVICES AGENCYRECORDS BIVENTORY

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

PAGE __ 48 OF ___77___
Jessup, Maryland 20794
410-799-1930
1. Department/Agency 2. Division 3. Unit
Maryland Environmental Service Water/Wastewater Group Engineering

purposes.

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

4. Record Series Title

Engineering & Special projects

5. Earliest Year/Latest Year

to

series.)

administration documents.

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

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

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

7. Record Series Format(s) List all
Letter Size  [] Microfilm
(X Legal Size  [] Computer Tape
[ Audio Tape [ Floppy Disk
[ Bound Book [ Video Tape

(X other (specify)___Laserfiche Document Imaging system

8. Record Series Sequence 9. Volume
25 Number
(X Alphabetical (X File Drawer(s)
[ Microfilm Reel(s)
(] Numerical (] Computer Tape(s)

[ other (specify)
D Chronological

10. Annual Accumulation

(4 Geographical Number
(X File Drawer(s)
: [ other (specify) [ Microfilm Reel(s)

[ Computer Tape(s)
D Other (specify)____

MES Headquarters

11. File is Used 12. File Becomes Inactive After
20
Daily X Weekly X Monthly [ Annually Number [ Months) [ Year(s)
13. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.)

[ Yes @ No

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

O Yes X No

16. Audit Requirements

[J None [X] state [X] Federal [ Independent

O ves 4 No

17. Is an Index System used? If yes, explain briefly and describe requirements 18. Recommended Retention

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

destroy.

19. Name and Title of Preparer

Ellen Frketic, Chief, Engineering

20. Telephone Number 21. Date
410-729-8307 71113

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)

AGENCY RECORDS INVENTORY

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

PAGE_49____ OF ___ 77
Jessup, Maryland 20794
410-799-1930
1. Department/Agency 2. Division 3. Unit
Maryland Environmental Service Water/Wastewater Group Engineering

purposes.

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

4. Record Series Title

Engineering — As Built plans

5. Earliest Year/Latest Year

to

series.)

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

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

7. Record Series Format(s) List all
(X Letter Size [ Microfilm
[ Legal Size  [[] Computer Tape
[] Audio Tape  [] Floppy Disk

C] Bound Book E Video Tape

(X Other (specify)___24x36 or 36x48 blue prints, paper & CAD

8. Record Series Sequence 9. Volume
_16___ Number
(X Alphabetical X File Drawer(s)
[J Microfilm Reel(s)
] Numerical [ Computer Tape(s)

(X Other (specify)__ boxed and hanging drawings
[ chronological

10. Annual Accumulation

EI Geographical Number
(X File Drawer(s)
[ other (specify) [ Microfilm Reel(s)

] computer Tape(s)
[ other (specify)

11. File is Used 12. File Becomes Inactive After
20
Daily (< Weekly X Monthly (] Annually Number [ Month(s) (X Year(s)

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

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

O ves & No

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

[ Yes & No

16. Audit Requirements

[ None [] state [] Federal [] Independent

[ ves X No

17. Is an Index System used? If yes, explain briefly and describe requirements 18. Recommended Retention

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

19. Name and Title of Preparer

Ellen Frketic, Chief, Engineering

20. Telephone Number | 21. Date
410-729-8307 71113

DGS 5504 (Rev. 1/93)




Instructions ~Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES ARENS I BRCORES MIVENTORY
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 50 OF __ 77
Jessup, Maryland 20794
410-799-1930
1. Department/Agency 2. Division 3. Unit
Maryland Environmental Service Water/Wastewater 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
purposes.
4. Record Series Title 5. Earliest Year/Latest Year
Water/Wastewater Operation & Maintenance (O&M) o

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

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

of the sites.
7. Record Series Format(s) List all 8. Record Series Sequence 9. Volume
Number
X Letter Size  [[] Microfilm (X Alphabetical [ File Drawer(s)
[ Microfilm Reel(s)
(X Legal Size  [] Computer Tape [ Numerical [ computer Tape(s)
D Other (specify)
[ Audio Tape ] Floppy Disk X chronological
10. Annual Accumulation
[ Bound Book  [] Video Tape (X Geographical Number
[ File Drawer(s)
(X Other (specify)___Laserfiche Document Imaging system [ other (specify) [ Microfilm Reel(s)
[J computer Tape(s)
[ other (specify)
11. File is Used 12. File Becomes Inactive After
10
Daily [ weekly O Monthly [ Annually Number [ Month(s) [ Year(s)
13. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.)
MES Headquarters (4 ves O No
Some items also located at field locations and HQ.
15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 16. Audit Requirements

[ Yes No
[ None [X] state [X] Federal [} Independent

17. Is an Index System used? If yes, explain briefly and describe requirements 18. Recommended Retention
[ Yes X No
Retain for 10 years, then destroy.

19. Name and Title of Preparer 20. Telephone Number | 21. Date
Cynthia James, Administrator 410-729-8372 5/1/13

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)

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

Jessup, Maryland 20794
410-799-1930

AGENCY RECORDS INVENTORY

PAGE 51 OF 77

1. Department/Agency
Maryland Environmental Service

2. Division

TES

3. Unit

Environmental Monitoring

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

ference as well as retention and disposition purposes.

4. Record Series Title
EMR - Original Lab Data Sheets

5. Earliest Year/Latest Year
2003 to

series.)

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

Environmental Monitoring & Reporting (EMR) monthly laboratory data sheets

7. Record Series Format(s) List all
[ Letter Size  [] Microfilm
C] Legal Size D Computer Tape
[0 Audio Tape  [] Floppy Disk
[ Bound Book ] Video Tape

[ other (specify)___Laserfiche

8. Record Series Sequence
(] Alphabetical

[ Numerical

(3 chronological

|:] Geographical

[ other (specify)

9. Volume

Number

[ File Drawer(s)

[ Microfilm Reel(s)

[ computer Tape(s)

[X] Other (specify)___Laserfiche SQL server__

10. Annual Accumulation

Number

[ File Drawer(s)

[ Microfilm Reel(s)
[J Computer Tape(s)
(X other (specify)

11. File is Used 12. File Becomes Inactive After
_3
Daily [ Weekly ] Monthly [ Annually Number ] Month(s)

(4 Year(s)

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

MES Headquarters -Laserfiche SQL server

B Yes [ No

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.)
Hard copies saved at facilities

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

[ Yes 4 No

16. Audit Requirements

[ None [X] state

[ Federal

[ Independent

[ Yes X No

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

18. Recommended Retention

Retain for 10 years, then destroy

19. Name and Title of Preparer

Jay Janney, Environmental Specialist

20. Telephone Number
410-729-8350

21. Date
5/10/13

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)

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

Jessup, Maryland 20794
410-799-1930

AGENCY RECORDS INVENTORY

PAGE __ 52 OF 77

1. Department/Agency

Maryland Environmental Service TES

2. Division

3. Unit

Environmental Monitoring

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

ference as well as retention and disposition purposes.

4. Record Series Title

EMR — Compliance related documents

5. Earliest Year/Latest Year
2003 to

series.)

compliance reports.

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

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

7. Record Series Format(s) List all
Letter Size ] Microfilm

E] Legal Size D Computer Tape
(O Audio Tape  [[] Floppy Disk
(0] Bound Book  [] Video Tape

& other (specny)‘_Laserfiche_

8. Record Series Sequence
[ Alphabetical

D Numerical
Chronological

[ Geographical

[ other (specify)

9. Volume

Number

[ File Drawer(s)

[ Microfilm Reel(s)

(] Computer Tape(s)

[ Other (specify)__Laserfiche SQL server__

10. Annual Accumulation

Number

[ File Drawer(s)

[ Microfilm Reel(s)
(] Computer Tape(s)
(4 Other (specify)

11. File is Used

(3 Daily (] Weekly & Monthly [ Annually

12. File Becomes Inactive After
3

[J Month(s)

Number

X Year(s)

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

MES Headquarters and Laserfiche SQL server

(4 Yes O No

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

Hard copies saved at facilities

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

[ Yes & No

16. Audit Requirements

[J None State [] Federal

[ Independent

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

[ Yes X No

18. Recommended Retention

Retain for 10 years, then destroy

19. Name and Title of Preparer

Jay Janney, Environmental Specialist

20. Telephone Number
410-729-8350

21. Date
5/10/13

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)

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

Jessup, Maryland 20794
410-799-1930

AGENCY RECORDS INVENTORY

PAGE 53 OF 77

1. Department/Agency
Maryland Environmental Service

2. Division

TES

3. Unit
Environmental Monitoring/GIS

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

ference as well as retention and disposition purposes.

4. Record Series Title

GIS electronic work product

5. Earliest Year/Latest Year
2010 to

series.)

Application code, GIS data and maps

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

7. Record Series Format(s) Listall

[ Letter Size  [J Microfilm
[ Legal Size  [] Computer Tape
[ Audio Tape  [] Floppy Disk

(] Bound Book  [[] Video Tape

& otner (specify)___electronic__

8. Record Series Sequence
([ Alphabetical

[J Numerical

[ chronological

[J Geographical

[ Other (specify)

9. Volume

Number

[ File Drawer(s)
(] Microfilm Reel(s)
[ Computer Tape(s)
[] Other (specify)

10. Annual Accumulation

Number

[ File Drawer(s)
[ Microfilm Reel(s)
] Computer Tape(s)
[ other (specify)

11. File is Used

[ paily [ weekly ] Monthly

[ Annually

12. File Becomes Inactive After

Number ] Month(s)

[ vear(s)

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

MES Headquarters - servers

Yes [ No

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

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

[ Yes X No

16. Audit Requirements

None [] State [] Federal

[ Independent

[ Yes No

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

18. Recommended Retention

Retain for 3 years, then destroy

19. Name and Title of Preparer

Sue Merkel

20. Telephone Number
410-729-8350

21. Date
5/10/13

DGS 550-4 (Rev. 1/93)




Instructions ~Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES N Y RECORTS IIVENTORY
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 ___54___ OF ___ 77
Jessup, Maryland 20794
410-799-1930
1. Department/Agency 2. Division 3. Unit
Maryland Environmental Service TES 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 5. Earliest Year/Latest Year

Construction Files o

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 materials relating to construction projects such as plans, specs, modifications, final “as-built” drawings,

annual reports, etc.

7. Record Series Format(s) List all 8. Record Series Sequence 9. Volume
—e
(4 Letter Size  [] Microfilm [ Alphabetical Number
[ File Drawer(s)
[ Legal Size  [] Computer Tape (] Numerical [ Microfilm Reel(s)
(] Computer Tape(s)
[ Audio Tape  [] Floppy Disk [ Chronological (4 Other (specify)__boxes___
[ Bound Book [ Video Tape [ Geographical 10. Annual Accumulation
—,
E Other (specify)_l_aserﬁChe_ ‘g DRI Numl‘>er
[ File Drawer(s)
[ Microfilm Reel(s)
[] computer Tape(s)
(X Other (specify)__boxes

11. File is Used 12. File Becomes Inactive After
___varies
(X Daily [J Weekly [0 Monthly [J Annually Number O Month(s) [X Year(s)
13. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.)
MES Headquarters and Laserfiche SQL server [ Yes X No
15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 16. Audit Requirements
O Yes & No

[ None [] state [ Federal []] Independent

17. Is an Index System used? If yes, explain briefly and describe requirements 18. Recommended Retention
O Yes ] No
Retain until structure is demolished, then destroy.

Annual Reports- Retain until MPA requirements have been

met, then destroy.

19. Name and Title of Preparer 20. Telephone Number 21. Date
Bonnie Sizemore, Administrator 410-729-8300 6/12/13

DGS 550-4 (Rev. 1/93)




Instructions ~Type or Print a separate form for
Forward
with Records Retention Schedule (DGS 550-1)

each new or revised record series.

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

Jessup, Maryland 20794
410-799-1930

AGENCY RECORDS INVENTORY

PAGE 55, OF 77

1. Department/Agency
Maryland Environmental Service

2. Division

TES

3. Unit
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

Project Files

5. Earliest Year/Latest Year

to

series.)

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

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

7. Record Series Format(s) List all
X Letter Size  [J Microfilm
[ Legal Size  [] Computer Tape
[ Audio Tape  [] Floppy Disk
[0 Bound Book [ Video Tape

(& other (specify)_LaserﬁChe_

8. Record Series Sequence
[ Alphabetical

[J Numerical

[J Chronological

[ Geographical

[ Other (specify) __by project

9. Volume

Number

[ File Drawer(s)

[ Microfilm Reel(s)

[] Computer Tape(s)

(X Other (specify)___Laserfiche___

10. Annual Accumulation

Number

[ File Drawer(s)

[ Microfilm Reel(s)

[] Computer Tape(s)

(X Other (specify)__Laserfiche_______

11. File is Used

[ paily X Weekly [J Monthly

[J Annually

12. File Becomes Inactive After
___varies

Number [C] Month(s)

(R Year(s)

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

MES Headquarters and Laserfiche SQL server

[ Yes [ No

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

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

[ Yes X No

16. Audit Requirements

(] None [] state

[ Federal

[ Independent

[ Yes & No

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

18. Recommended Retention

Retain for 5 years after project completion, then destroy.

19. Name and Title of Preparer

Bonnie Sizemore, Administrator

20. Telephone Number
410-729-8300

21. Date
6/12/13

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)

AGENCY RECORDS INVENTORY

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

Jessup, Maryland 20794
410-799-1930

PAGE 56, OF 7.

1. Department/Agency
Maryland Environmental Service

3. Unit
Dredging & Restoration

2. Division

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 Year/Latest Year

Proposed Dredging Projects - Feasibility -0 ®

series.)

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

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

7. Record Series Format(s) List all

(X Letter Size [ Microfilm

[ Legal Size  [] Computer Tape
[ Audio Tape  [J Floppy Disk
[J Bound Book  [] Video Tape

® other (specity)___Laserfiche__

8. Record Series Sequence 9. Volume

[ Alphabetical Number

[ File Drawer(s)

] Microfilm Reel(s)
[] Computer Tape(s)

(4 Other (specify)__Laserfiche___

[ Numerical

E| Chronological

[ Geographical 10. Annual Accumulation

(X Other (specify) _ by project_ Number

[ File Drawer(s)

[ Microfilm Reel(s)
[ Computer Tape(s)

(X Other (specify)__Laserfiche

11. File is Used

[ Daily [ weekly [ Monthly

[ Annually

12. File Becomes Inactive After
___varies

[ Month(s) [X Year(s)

Number

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

MES Headquarters and Laserfiche SQL server

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.)
X Yes [OJNo Maryland Port Adminsitration

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

[ Yes & No

16. Audit Requirements

[ None [] State [] Federal [ Independent

O ves & No

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

18. Recommended Retention

Retain until all MPA requirements have been met, then

19. Name and Title of Preparer

Bonnie Sizemore, Administrator

destroy.
20. Telephone Number 21. Date
410-729-8300 6/12/13

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)

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

Jessup, Maryland 20794
410-799-1930

AGENCY RECORDS INVENTORY

PAGE 57 OF 7

1. Department/Agency
Maryland Environmental Service

2. Division

TES

3. Unit

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 Year/Latest Year
1970 to

series.)

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

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

7. Record Series Format(s) List all
(X Letter Size  [J Microfilm
[ Legal Size ~ [] Computer Tape
[ Audio Tape  [] Floppy Disk

[0 Bound Book  [] Video Tape

® oter (speciy)____Laserfiche_

8. Record Series Sequence
[J Alphabetical

D Numerical

[ chronological

(7] Geographical

(X Other (specify) __by project

9. Volume

Number

[ File Drawer(s)

[ Microfilm Reel(s)

[ Computer Tape(s)

(X Other (specify)__Laserfiche___

10. Annual Accumulation

Number

[ File Drawer(s)

[ Microfilm Reel(s)

[C] Computer Tape(s)

(X Other (specify)__Laserfiche_

11. File is Used

12. File Becomes Inactive After

___varies

[ Daily ] Weekly [ Monthly [ Annually Number (] Month(s)

(X vear(s)

13. Current Location(s) (Bldg., Floor, Room)
MES Headquarters and Laserfiche SQL server

[ Yes X No

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

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

[ Yes X No

16. Audit Requirements

X None [] state [] Federal

[ Independent

[ Yes X No

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

18. Recommended Retention

Retain for 5 years, then destroy.

19. Name and Title of Preparer

Bonnie Sizemore, Administrator

20. Telephone Number
410-729-8300

21. Date
6/12/13

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)

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

Jessup, Maryland 20794
410-799-1930

AGENCY RECORDS INVENTORY

PAGE 58 OF 77

1. Department/Agency
Maryland Environmental Service

2. Division

TES

3. Unit
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

Restoration Projects

5. Earliest Year/Latest Year
to

series.)

Files include permits and project data.

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

7. Record Series Format(s) List all
(3 Letter Size  [] Microfilm
[ Legal Size  [] Computer Tape
[ Audio Tape  [[] Floppy Disk

[ Bound Book  [] Video Tape

(X other (specify)__La serfich e

8. Record Series Sequence
(X Alphabetical

E] Numerical

[ chronological

[ Geographical

(X Other (specify) __by project_____

9. Volume

Number

[ File Drawer(s)

[ Microfilm Reel(s)

(] computer Tape(s)

E Other (specify)___Laserfiche___

10. Annual Accumulation

Number

[ File Drawer(s)

(] Microfilm Reel(s)

[ Computer Tape(s)

(X Other (specify)__Laserfiche______

MES Headquarters and Laserfiche SQL server

[ Yes 4 No

11. File is Used 12. File Becomes Inactive After
__varies______
X Daily Weekly Monthly [ Annually Number O Month(s)  [X Year(s)
13. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.)

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

[ ves X No

16. Audit Requirements

X None [] State [ Federal

[ Independent

[ Yes (X No

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

destroy.

18. Recommended Retention

Retain until all MPA requirements have been met, then

19. Name and Title of Preparer

Bonnie Sizemore, Administrator

20. Telephone Number
410-729-8300

21. Date
6/12/13

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)

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

Jessup, Maryland 20794
410-799-1930

AGENCY RECORDS INVENTORY

PAGE 59 OF 77

1. Department/Agency
Maryland Environmental Service

2. Division

TES

3. Unit

Dredging & Restoration

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

ference as well as retention and disposition purposes.

4. Record Series Title

Grant Files

5. Earliest Year/Latest Year
to

series.)

They do not include financial data.

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

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

7. Record Series Format(s) List all
(X Letter Size  [J Microfilm
(0 Legal Size  [J Computer Tape
[ Audio Tape  [] Floppy Disk
[ Bound Book  [] Video Tape

X other (specify)___Laserfiche__

8. Record Series Sequence
(X Alphabetical

(] Numerical

[ chronological

D Geographical

(X Other (specify) __by project

9. Volume

Number

[] File Drawer(s)

[ Microfilm Reel(s)

D Computer Tape(s)

(X Other (specify)__Laserfiche___

10. Annual Accumulation

Number

[ File Drawer(s)

[ Microfilm Reel(s)

(] computer Tape(s)

Other (specify)___Laserfiche________

11. File is Used

[ paily [ Weekly (X Monthly

[J Annually

12. File Becomes Inactive After
___varies

(] Month(s)

Number

(X Year(s)

13. Current Location(s) (Bldg., Floor, Room)
MES Headquarters and Laserfiche SQL server

[ Yes & No

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

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

[ Yes X No

16. Audit Requirements

[] None State [X] Federal

(X Independent

O Yes X No

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

18. Recommended Retention

destroy.

Retain based upon terms and conditions of the grant, then

19. Name and Title of Preparer

Bonnie Sizemore, Administrator

20. Telephone Number
410-729-8300

21. Date
6/12/13

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)

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

Jessup, Maryland 20794
410-799-1930

AGENCY RECORDS INVENTORY

PAGE ____60___ OF 7.

1. Department/Agency
Maryland Environmental Service

2. Division

TES

3. Unit

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

ference as well as retention and disposition purposes.

4. Record Series Title

Hazardous Waste Cleanup Operating Records

5. Earliest Year/Latest Year

to

series.)

Hawkins Point Landfill, and Dundalk Marine Terminal.

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

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:

7. Record Series Format(s) List all

(X Letter Size  [] Microfilm
[ Legal Size  [J] Computer Tape
[ Audio Tape  [] Floppy Disk

[ 8ound Book  [] Video Tape

X Other (Specify)_Laserﬁche_

8. Record Series Sequence

(X Alphabetical

[ Numerical

[ chronological

[0 Geographical

(4 Other (specify) __by project

9. Volume

Number

[ File Drawer(s)

[ Microfilm Reel(s)

[ Computer Tape(s)

[ Other (specify)___Laserfiche___

10. Annual Accumulation

Number

[ File Drawer(s)

[ Microfilm Reel(s)

[] Computer Tape(s)

(X] Other (specify)__Laserfiche______

11. File is Used

[ Daily [ Weekly J Monthly

[J Annually

12. File Becomes Inactive After
___varies,

[ Month(s)

Number

& Year(s)

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

MES Headquarters and Laserfiche SQL server

[ Yes X No

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

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s)
[ Yes No

16. Audit Requirements

[ None [X] state

(X Federal

[ Independent

O ves X No

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

18. Recommended Retention

Retain for 10 years after facility closure, then destroy.

19. Name and Title of Preparer

Bonnie Sizemore, Administrator

20. Telephone Number
410-729-8300

21. Date
6/12/13

DGS 550-4 (Rev. 1/93)




Instructions ~Type or Print a separate form for
Forward
with Records Retention Schedule (DGS 550-1)

each new or revised record series.

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

Jessup, Maryland 20794
410-799-1930

AGENCY RECORDS INVENTORY

PAGE 61 OF 77

1. Department/Agency
Maryland Environmental Service

2. Division

TES

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

Hazardous Waste Cleanup Projects

5. Earliest Year/Latest Year

to

series.)

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

Files include a all information regarding the cleanup of hazardous waste at a facility, including manifests of chemicals
leaving the facility during the cleanup process. Files are maintained at the facility until the cleanup is complete, then are

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

7. Record Series Format(s) List all

(9 Letter Size  [J] Microfilm
[ Legal Size ~ [] Computer Tape
[ Audio Tape  [] Floppy Disk

[ Bound Book  [] Video Tape

X other (specify)_l_aserﬁChe_

8. Record Series Sequence
(X Alphabetical

[ Numerical

D Chronological

D Geographical

(<) Other (specify) __by project_____

9. Volume

Number

[ File Drawer(s)

[ Microfilm Reel(s)

(] Computer Tape(s)

(X Other (specify)__Laserfiche___

10. Annual Accumulation

Number

[ File Drawer(s)

[ Microfilm Reel(s)

[ Computer Tape(s)

[ Other (specify)__Laserfiche______

11. File is Used

[ paily [J Weekly X Monthly

[ Annually

12. File Becomes Inactive After
___varies

* Number [ Month(s)

(X Year(s)

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

MES Headquarters and Laserfiche SQL server

[ Yes 4 No

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

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

[ Yes 3 No

16. Audit Requirements

[ None [X] state [ Federal

[ independent

[ Yes X No

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

18. Recommended Retention

Retain for 3 years after cleanup completed, then destroy.

19. Name and Title of Preparer

Bonnie Sizemore, Administrator

20. Telephone Number
410-729-8300

21. Date
6/12/13

DGS 550-4 (Rev. 1/93)




AGENCY RECORDS INVENTORY

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

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

Jessup, Maryland 20794
410-799-1930

each new or revised record series. Forward

with Records Retention Schedule (DGS 550-1) - S 8 -

2. Division 3. Unit

TES

1. Department/Agency
Maryland Environmental Service

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

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

Hazardous Waste Biennial and Exception Reports —_—T

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

Hawkins Point Landfill, and Dundalk Marine Terminal.

7. Record Series Format(s) List all 8. Record Series Sequence 9. Volume
(X Letter Size  [] Microfilm (<] Alphabetical Number
[ File Drawer(s)
[0 Legal Size  [] Computer Tape [J Numerical [J Microfilm Reel(s)
[ Computer Tape(s)
[ Audio Tape  [] Floppy Disk [ chronological [ Other (specify) __Laserfiche___

[ Bound Book  [] Video Tape [J Geographical 10. Annual Accumulation

E Other (specify) __by project___ Number

[ File Drawer(s)

[ Microfilm Reel(s)
[ Computer Tape(s)

[ Other (specify)__Laserfiche

Other (specify) ,__LaserﬁChe_

11. File is Used 12. File Becomes Inactive After
___varies
[ Daily Weekly B Monthly [ Annually Number O Month(s) [ Year(s)
13. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.)
MES Headquarters and Laserfiche SQL server O Yes X No

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

[ Yes X No

16. Audit Requirements

[ None [X] state [X] Federal [] Independent

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

[ Yes X No

18. Recommended Retention

Retain for 5 years, then destroy.

19. Name and Title of Preparer

Bonnie Sizemore, Administrator

21. Date
6/12/13

20. Telephone Number
410-729-8300

DGS 550-4 (Rev. 1/93)




Instructions ~Type or Print a separate form for each DEPARTMENT OF GENERAL SERVICES AGEHCY REODRDS INVENTORY

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

Jessup, Maryland 20794
410-799-1930

PAGE 64, OF 7

1. Department/Agency 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 Year/Latest Year

Project files 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.)
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 cleanup,

restoration and closure, etc.

7. Record Series Format(s) List all 8. Record Series Sequence 9. Volume
. o
X Letter Size ] Microfilm [ Alphabetical Number
File Drawer(s)
[ Legal Size  [[] Computer Tape (] Numerical [ Microfilm Reel(s)
[ Computer Tape(s)
[ Audio Tape  [] Floppy Disk [ chronological (X Other (specify)___Laserfiche
[ Bound Book  [] Video Tape (] Geographical 10. Annual Accumulation
—10
" o Other (specify) Number
ower specityLaserfiche Document Imaging Spmjed‘a: ‘ yfey;, e e
S} gstem [ Microfilm Reel(s)
[ Computer Tape(s)
[ Other (specify)__

11. File is Used 12. File Becomes Inactive After
__completion of project
[ Daily [ Weekly [J Monthly [ Annually Number [ Month(s)  [X] Year(s)
13. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.)
MES Headquarters and Field locations [ Yes X No
15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 16. Audit Requirements
[ Yes X No

[ None [ State [] Federal [] Independent

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

19. Name and Title of Preparer 20. Telephone Number 21. Date
Ken Lathroum, 410-729-8370 4/1113
Senior Operations Manager

DGS 550-4 (Rev. 1/93)




AGENCY RECORDS INVENTORY

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

new or revised record series. Forward with Records
Retention Schedule (DGS 550-1)

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

PAGE_65___ OF _77
Jessup, Maryland 20794

410-799-1930

1. Department/Agency
Maryland Environmental Service

Environmental Operations

2. Division 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

Solid Waste Reports

5. Earliest Year/Latest Year
to

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

These files 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.

7. Record Series Format(s) List all
(X Letter Size  [] Microfilm
@ Legal Size E] Computer Tape

[ Audio Tape  [] Floppy Disk

[0 Bound Book  [] Video Tape

& ower (speciyLaserfiche Document Imaging

System

8. Record Series Sequence 9. Volume
2
[] Alphabetical Number

File Drawer(s)

[ Microfilm Reel(s)

[ Computer Tape(s)

(4 Other (specify)__Laserfiche

[ Numerical

[ chronological

[ Geographical 10. Annual Accumulation

1
(4 Other (specify) Number
By project and year (X File Drawer(s)
[ Microfilm Reel(s)
[ computer Tape(s)

[ other (specify)

11. File is Used

[ Daily (] Weekly [ Monthly [ Annually

12. File Becomes Inactive After
5

Number ] Month(s)

(X vear(s)

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

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

O Yes X No

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

[ Yes ] No

16. Audit Requirements

[ None [ State [] Federal [] Independent

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

[ ves X No

18. Recommended Retention

Retain for 5 years, then destroy.

19. Name and Title of Preparer
Ken Lathroum,

Senior Operations Manager

21. Date
4/1113

20. Telephone Number
410-729-8370

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)

DEPARTMENT OF GENERAL

SERVICES

RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275
Jessup, Maryland 20794

410-799-1930

AGENCY RECORDS INVENTORY

PAGE _66_____ OF __77

1. Department/Agency
Maryland Environmental Service

2. Division

Environmental Operations

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

Engineering Files — Solid waste projects

5. Earliest Year/Latest Year
to

files, etc.

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

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

7. Record Series Format(s) List all
(X Letter Size [ Microfilm
(X Legal Size  [] Computer Tape
[0 Audio Tape  [] Floppy Disk

[ Bound Book ] Video Tape

& ower (specityLaserfiche Document Imaging
System, and CADD files

8. Record Series Sequence
[ Alphabetical

(] Numerical

[ chronological

[ Geographical

(4 other (specify)
By project and year

9. Volume
2
Number

(A File Drawer(s)

[ Microfilm Reel(s)

[ Computer Tape(s)

@ Other (specify)___Laserfiche

10. Annual Accumulation
1

Number

(X File Drawer(s)

[] Microfilm Reel(s)
[ Computer Tape(s)
[ other (specify)

MES Headquarters

[ Yes X No

11. File is Used 12. File Becomes Inactive After
[ paily (3 Weekly [ Monthly [ Annually Number O Month(s) [X Year(s)
13. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.)

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

O Yes & No

16. Audit Requirements

[ None [X state [] Federal

[ Independent

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

[ Yes X No

18. Recommended Retention

Retain until structure is destroyed.

19. Name and Title of Preparer
Ken Lathroum,

Senior Operations Manager

20. Telephone Number
410-729-8370

21. Date
4/1113

DGS 550-4 (Rev. 1/93)




Instructions ~Type or Print a separate form for each new or DEPARTMENT OF GENERAL AGENCY RECORDS INVENTORY
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
410-799-1930

PAGE __67 OF __77

1. Department/Agency 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 Year/Latest Year

Bond Files - project o

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

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

specific projects. They do not include financial data.

7. Record Series Format(s) List all 8. Record Series Sequence 9. Volume
i |
(X Letter Size  [J Microfilm [ Alphabetical Number
(X File Drawer(s)
(X Legal Size  [[] Computer Tape (] Numerical [ Microfilm Reel(s)
[C] Computer Tape(s)
[ Audio Tape  [[] Floppy Disk [ chronological (X Other (specify)__Laserfiche_
EI Bound Book D Video Tape D Geographical 10. Annual Accumulation
_1orless____
& omer speciyLaserfiche Document Imaging 55::;‘:::33;*— s
S] {stem [ Microfilm Reel(s)

[] Computer Tape(s)
[ Other (specify)

11. File is Used 12. File Becomes Inactive After
[ Daily [] Weekly [ Monthly (X Annually Number [ Month(s)  [X Year(s)
13. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.)
MES Headquarters and field locations [J Yes X No
15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 16. Audit Requirements
[ Yes & No

[ None [X] state [] Federal [X] Independent

17. Is an Index System used? If yes, explain briefly and describe requirements 18. Recommended Retention
[ Yes X No
Retain until retirement of bond and final audit requirements have

been met, then destroy.

19. Name and Title of Preparer 20. Telephone Number 21. Date
Ken Lathroum, 410-729-8370 4/1113
Senior Operations Manager

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)

RECORDS MANAGEMENT DIVISION

DEPARTMENT OF GENERAL

AGENCY RECORDS INVENTORY

SERVICES

7275 Waterloo Road, P.O. Box 275
Jessup, Maryland 20794

PAGE __68 OF

410-799-1930

1. Department/Agency

Maryland Environmental Service

2. Division

Environmental Operations

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

Grant Files - project

5. Earliest Year/Latest Year

to

specific projects. They do not include financial data.

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

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

7. Record Series Format(s) List all
(A Letter Size  [J Microfilm
(X Legal Size  [] Computer Tape
[ Audio Tape  [] Floppy Disk

[ Bound Book  [] Video Tape

& ower (speciyLaserfiche Document Imaging

System

8. Record Series Sequence
[ Alphabetical

[] Numerical

[ Chronological

(0] Geographical

(X other (specify)
By project and year

9. Volume
1

Number

(4 File Drawer(s)

[ Microfilm Reel(s)

[ Computer Tape(s)

(X Other (specify)__Laserfiche

10. Annual Accumulation
__lorless______
Number

[ File Drawer(s)

[ Microfilm Reel(s)

[ Computer Tape(s)
[ Other (specify).

11. File is Used

[ Daily [ Weekly [ Monthly (3 Annually

12. File Becomes Inactive After

Number [J Month(s)

(3 Year(s)

13. Current Location(s) (Bldg., Floor, Room)
MES Headquarters and field locations

[ Yes 4 No

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

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

[ Yes (X No

16. Audit Requirements

[ None [X] state [ Federal

(4 independent

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

[ Yes X No

18. Recommended Retention

Retain based on terms and conditions of the grant.

19. Name and Title of Preparer
Ken Lathroum,

Senior Operations Manager

20. Telephone Number

410-729-8370

21. Date
4/11/13

DGS 550-4 (Rev. 1/93)




DEPARTMENT OF GENERAL AGENCY RECORDS INVENTORY

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

Jessup, Maryland 20794
410-799-1930

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

1. Department/Agency 2. Division

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 Year/Latest Year

Environmental Monitoring — Solid Waste fo

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

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

7. Record Series Format(s) List all 8. Record Series Sequence 9. Volume

1

(4 Letter Size  [J Microfilm [ Alphabetical Number

(X File Drawer(s)

(] Microfilm Reel(s)
(] computer Tape(s)

(3 Other (specify)___Laserfiche

(4 Legal Size  [] Computer Tape [ Numerical

[] Audio Tape  [] Floppy Disk [ chronological

D Bound Book D Video Tape D Geographical 10. Annual Accumulation

__1orless
(X other (specify)
By project and year

Number

(X File Drawer(s)

(] Microfilm Reel(s)
[] computer Tape(s)
[ other (specify)

& omer specity)Laserfiche Document Imaging

System and/or PDF in server

11. File is Used

(X Daily ] Weekly [ Monthly [J Annually

12. File Becomes Inactive After
5
Number

] Month(s)

(4 Year(s)

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

MES Headquarters and field locations

[ Yes X No

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

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

[ Yes X No

16. Audit Requirements

B None [] State [] Federal [ Independent

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

[ Yes No

18. Recommended Retention

Retain for 5 years, then destroy.

19. Name and Title of Preparer
Ken Lathroum,

Senior Operations Manager

20. Telephone Number
410-729-8370

21. Date
4/11/13

DGS 550-4 (Rev. 1/93)




Instructions ~Type or Print a separate form for each DEPARTMENT OF GENERAL A O S INVENTORL
new or revised record series. Forward with Records SERVICES
Retention Schedule (DGS 550-1) RECORDS MANAGEMENT DIVISION
PAGE ___70___ OF __77
7275 Waterloo Road, P.O. Box 275
Jessup, Maryland 20794

410-799-1930
1. Department/Agency 2. Division 3. Unit
Maryland Environmental Service Environmental Operations Marketing

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

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

Customer Product Invoices __2008 to

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the series.)
These files include invoices, and backup materials for Leafgro®, Compro® and any other MES marketed

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

7. Record Series Format(s) List all 8. Record Series Sequence 9. Volume
—4
(X Letter Size  [J Microfilm (X Alphabetical Number

(X File Drawer(s)

[ Legal Size  [] Computer Tape (] Numerical [] Microfilm Reel(s)

[ computer Tape(s)

[ Audio Tape  [[] Floppy Disk [ chronological [ other (specify)_____

[0 Bound Book  [] Video Tape [ Geographical 10. Annual Accumulation
—5
[ other (specify) Number

(X File Drawer(s)

[ Microfilm Reel(s)
(O] computer Tape(s)
[ other (specify)

[ other (specify)___Laserfiche Document Imaging System

11. File is Used 12. File Becomes Inactive After
_5
(X Daily (] weekly [ Monthly [ Annually Number [ Month(s) [X Year(s)
13. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Eisewhere? (If yes, specify agency or office.)
MES Headquarters [ Yes X No
15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 16. Audit Requirements
[ Yes X No

[ None [J state [ Federal [ Independent

17. Is an Index System used? If yes, explain briefly and describe requirements . 18. Recommended Retention

O Yes & No

Retain for 5 years, then destroy.

19. Name and Title of Preparer 20. Telephone Number 21. Date
Ken Lathroum, 410-729-8370 4/11/13
Senior Operations Manager

DGS 550-4 (Rev. 1/93)




Instructions —Type or Print a separate form for each new DEPARTMENT OF GENERAL ASENCYRECORDS NVENTORY
or revised record series. Forward with Records SERVICES
Retention Schedule (DGS 550-1) RECORDS MANAGEMENT
PAGE __T71___ OF __77
DIVISION
7275 Waterloo Road, P.O. Box 275
Jessup, Maryland 20794

410-799-1930
1. Department/Agency 2. Division 3. Unit
Maryland Environmental Service Environmental Operations Recycling
DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

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

Used Oil Recycling 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.)

Annual reports, quarterly collection reports, etc.

7. Record Series Format(s) Listall 8. Record Series Sequence 9. Volume
1
(X Letter Size  [] Microfilm [J Alphabetical Number
(X File Drawer(s)
[ Legal Size ] Computer Tape [ Numerical [ Microfilm Reel(s)
[] Computer Tape(s)
[ Audio Tape  [] Floppy Disk (4 chronological [ Other (specify)
[ Bound Book  [] Video Tape [ Geographical 10. Annual Accumulation
B |
[ omer (specity) Laserfiche Document Imaging ] ey o
(X File Drawer(s)
SYStem [ Microfilm Reel(s)
[ computer Tape(s)
[ other (specify)

11. File is Used 12. File Becomes Inactive After
5
[ Daily [J Weekly X Monthly [J Annually Number [ Month(s) [ Year(s)
13. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.)
MES Headgquarters [ Yes & No
15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 16. Audit Requirements
[ Yes X No

None []State [] Federal [[] Independent

17. Is an Index System used? If yes, explain briefly and describe requirements 18. Recommended Retention

[ Yes & No

Retain for 5 years, then destroy.

19. Name and Title of Preparer 20. Telephone Number 21. Date
Ken Lathroum, 410-729-8370 4/1113
Senior Operations Manager

DGS 550-4 (Rev. 1/93)




AGENCY RECORDS INVENTORY

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) RECORDS MANAGEMENT
PAGE___72___ OF _77
DIVISION
7275 Waterloo Road, P.O. Box 275
Jessup, Maryland 20794

410-799-1930
1. Department/Agency 2. Division 3. Unit
Maryland Environmental Service Environmental Operations | Recycling

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

Recycling Reports

5. Earliest Year/Latest Year

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.)

Annual tonnage reports, Landfill tonnage reports, Maryland Recycling Act reports, etc.

7. Record Series Format(s) List all
[ Letter Size  [J Microfilm
[ Legal Size  [[] Computer Tape
[ Audio Tape  [] Floppy Disk
[ Bound Book  [] Video Tape

& ower (specity)_Laserfiche Document Imaging

System

8. Record Series Sequence
[J Alphabetical

[ Numerical

(X Chronological

[] Geographical

G Other (specify)

9. Volume

—

Number

(X File Drawer(s)

[ Microfilm Reel(s)
[ Computer Tape(s)
[ other (specify)

10. Annual Accumulation
1

Number

(X File Drawer(s)

[ Microfilm Reel(s)
(] Computer Tape(s)
[] Other (specify)

11. File is Used

[ paily [ weekly X Monthly [ Annually

12. File Becomes Inactive After
5

[ Month(s)

Number

(X Year(s)

13. Current Location(s)
MES Headquarters

(Bldg., Floor, Room)

B4 Yes O No

MDE Office of Recycling

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

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

[ Yes X No

16. Audit Requirements

(3 None [] State

[ Federal

O Independent

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

[ Yes & No

18. Recommended Retention

Retain for 5 years, then destroy.

19. Name and Title of Preparer
Ken Lathroum,

Senior Operations Manager

20. Telephone Number
410-729-8370

21. Date
4/1113

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)

DEPARTMENT OF GENERAL
SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

PAGE _73____ OF _77
7275 Waterloo Road, P.O. Box 275
Jessup, Maryland 20794
410-799-1930
1. Department/Agency 2. Division 3. Unit
Maryland Environmental Service Environmental Operations Recycling

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

CFC Recovery Program

5. Earliest Year/Latest Year

to

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

7. Record Series Format(s) List all
(X Letter Size  [] Microfilm
[ Legal Size  [] Computer Tape
[ Audio Tape  [] Floppy Disk

[ Bound Book  [] Video Tape

& ower specity)_Laserfiche Document Imaging System

8. Record Series Sequence
[J Alphabetical

Numerical

[ chronological

[ Geographical

[ other (specify)

9. Volume
1

Number

(X File Drawer(s)

[ Microfilm Reel(s)
(] computer Tape(s)
(] Other (specify)

10. Annual Accumulation
1

Number

[ File Drawer(s)

[ Microfilm Reel(s)
D Computer Tape(s)
[ Other (specify)

11. File is Used

[ Daily ] weekly (J Monthly [ Annually

12. File Becomes Inactive After
1

Number

] Month(s)

(4 Year(s)

13. Current Location(s)
MES Headquarters

(Bldg., Floor, Room)

[ Yes X No

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

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

[ Yes X No

16. Audit Requirements

(X None [ State

[ Federal

[ Independent

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

[ Yes X No

18. Recommended Retention

Retain for 5 years, then destroy.

19. Name and Title of Preparer
Ken Lathroum,

Senior Operations Manager

20. Telephone Number
410-729-8370 |

21. Date
4/1113

DGS 550-4 (Rev. 1/93)




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

PAGE __74. OF ___77

Jessup, Maryland 20794
410-799-1930

1. Department/Agency 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 Year/Latest Year

Midshore Regional Recycling Program files b

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

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 Format(s) List all 8. Record Series Sequence 9. Volume
_ 2
E Letter Size [:] Microfilm D Alphabetical Number
(X File Drawer(s)
(X Legal Size  [] Computer Tape [ Numerical [ Microfilm Reel(s)
[J Computer Tape(s)
[ Audio Tape  [] Floppy Disk [ chronological (X other (specify)__Laserfiche
[ Bound Book  [] Video Tape [ Geographical 10. Annual Accumulation
— |
< )
[ ower specityLaserfiche Document Imaging Meakvimia i
y project and year g File Drawer(s)
S} !Stem [ Microfilm Reel(s)
(] computer Tape(s)
[ Other (specify)

11. File is Used 12. File Becomes Inactive After
5
[ Daily 3 Weekly [ Monthly O Annually Number O Month(s) [X Year(s)
13. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.)
MES Headquarters and Field locations [ Yes & No
15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 16. Audit Requirements
[ Yes X No

(X None [] State [] Federal [ Independent

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

19. Name and Title of Preparer 20. Telephone Number 21. Date
Ken Lathroum, 410-729-8370 4/1113
Senior Operations Manager

DGS 550-4 (Rev. 1/93)




Instructions ~Type or Print a separate form for each new DEPARTMENT OF GENERAL AGENGY RECORDS INVENTORY,
or revised record series. Forward with Records SERVICES
Retention Schedule (DGS 550-1) RECORDS MANAGEMENT DIVISION
PAGE __75. OF ___ 77
7275 Waterloo Road, P.O. Box 275
Jessup, Maryland 20794

410-799-1930
1. Department/Agency 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 Year/Latest Year

Scrap Tire Cost Recovery Files w

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the series.)
These files 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. Record Series Format(s) List all 8. Record Series Sequence 9. Volume
4
(3 Letter Size [ Microfilm [ Alphabetical Number
(X File Drawer(s)
[ Legal Size ~ [[] Computer Tape [J Numerical [J Microfilm Reel(s)
[C] computer Tape(s)
[ Audio Tape (] Floppy Disk [ chronological (] Other (specify)__boxes
[:] Bound Book D Video Tape E] Geographical 10. Annual Accumulation
_ 2
. s Other (specify) Number
& omer (speci)_Laserfiche Document Imaging System Spmjem‘a: : yf:; e S
[ Microfilm Reel(s)
[J Computer Tape(s)
[] Other (specify)

11. File is Used 12. File Becomes Inactive After
__completion of cleanup

[ paily (3 Weekly [J Monthly [J Annually Number [ Month(s) [ Year(s)
13. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.)
MES Headquarters R Yes [ No
MDE
15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 16. Audit Requirements
[ Yes (3 No

[J None [X state [ Federal [] Independent

17. Is an Index System used? If yes, explain briefly and describe requirements 18. Recommended Retention
[ Yes No

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

19. Name and Title of Preparer 20. Telephone Number | 21. Date
Ken Lathroum, 410-729-8370 4/11/13
Senior Operations Manager

DGS 550-4 (Rev. 1/93)




Instructions ~Type or Print a separate form for each new DEPARTMENT OF GENERAL ASCUSYRECUNDS wEnmon
or revised record series. Forward with Records SERVICES
Retention Schedule (DGS 550-1) RECORDS MANAGEMENT DIVISION

PAGE _76_______ OF _77

7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794
410-799-1930

1. Department/Agency 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 Year/Latest Year

Scrap Tire Non-Cost Recovery Files v

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the series.)
These files include payments made to contractor(s) during cleanup, MES employee timesheets, contracts and bid

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

7. Record Series Format(s) List all 8. Record Series Sequence 9. Volume
— 4
(X Letter Size  [] Microfilm [J Alphabetical Number
(X File Drawer(s)
[ Legal Size  [] Computer Tape ] Numerical [ Microfilm Reel(s)
[ computer Tape(s)
[ Audio Tape  [[] Floppy Disk [ chronological (X other (specify)__boxes
[ Bound Book ] Video Tape (] Geographical 10. Annual Accumulation
_2
& omer specity)_Laserfiche Document Imaging System ?O‘her PN Al g
y project and year (X File Drawer(s)
[ Microfilm Reel(s)
[] Computer Tape(s)
[ other (specify)

11. File is Used 12. File Becomes Inactive After

__completion of cleanup.

[ aily 3 Weekly [ Monthly [ Annually Number O Month(s) [X Year(s)
13. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.)
MES Headquarters (4 Yes O No
MDE
15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 16. Audit Requirements

[ Yes No
[J None [X] state [] Federal [] Independent

17. Is an Index System used? If yes, explain briefly and describe requirements 18. Recommended Retention
[ Yes X No
Retain for 5 years after completion of project, then destroy.

19. Name and Title of Preparer 20. Telephone Number 21. Date
Ken Lathroum, 410-729-8370 411113
Senior Operations Manager

DGS 550-4 (Rev. 1/93)




Instructions ~Type or Print a separate form for each DEPARTMENT OF GENERAL ACENCY RECORDS WWENTORY
new or revised record series. Forward with Records SERVICES
Retention Schedule (DGS 550-1) RECORDS MANAGEMENT DIVISION

PAGE __77____ OF 77

7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794
410-799-1930

1. Department/Agency 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 Year/Latest Year

Water Quality Loan Funding projects 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.)

Project files for projects funded by MDE Water Quality Loans, such as Garner/Brandywine, Hobbs
Road, Beulah Landfill, etc.. Awards, amortizations, costs and repayments.

7. Record Series Format(s) List all : 8. Record Series Sequence 9. Volume
1
[ Letter Size  [J Microfilm [ Alphabetical Number
(X File Drawer(s)
[ Legal Size [ Computer Tape [ Numerical [] Microfilm Reel(s)
D Computer Tape(s)
[ Audio Tape  [] Floppy Disk [ chronological [ Other (specify)
[0 Bound Book  [] Video Tape [ Geographical 10. Annual Accumulation

1

. . " X other (specify) Number
(& owmer specity Laserfiche Document Imaging =il g SRR
S!Stem [ Microfilm Reel(s)

(] Computer Tape(s)
[ other (specify)

11. File is Used 12. File Becomes Inactive After

__completion of cleanup.

[ Daily Weekly [ Monthly [J Annually Number O Month(s)  [X Year(s)
13. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.)
MES Headquarters [ Yes O No
15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 16. Audit Requirements

[ Yes X No

[ None [ State [] Federal [] Independent

17. Is an Index System used? If yes, explain briefly and describe requirements 18. Recommended Retention
[ Yes X No ]
Retain for 5 years after completion of project, and payment of

the loan then destroy.

19. Name and Title of Preparer 20. Telephone Number 21. Date
Ken Lathroum, 410-729-8370 4/11/13
Senior Operations Manager

DGS 550-4 (Rev. 1/93)






