DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

Schedule No. 2999

Page 1. of2

Agency: Maryland Dept. of the Environment (MDE)
Division/Unit: Land Management Admin., Resource Management Program.

Item
No.

Description

Retention

L

Unit management files — general correspondence.
These files consist of letters, responses, internal memoranda,

and supplementary information related to general unit
management.

Policies and procedures.
These files contain policy and procedure documents related

to general unit management.

Personnel files.

These files relate to personnel matters, including job
applications, job descriptions, evaluations, reclassifications,
letters of commendation and reprimand, etc.

Legislation files.

Hardcopy files containing House and Senate bills, fiscal
notes, and background information.

CHS Facility Permit applications, permits, and related
correspondence. (HS ~(eatolled lazardes Wask Secviccs

These files include information submitted by permit
applicants and permit holders and relate to the permit review
process and hazardous waste activities conducted under the
permit.

Retain for three years, then
destroy.

Retain for three years, then
destroy.

Retain for three years, then
destroy.

Retain for five years, then
destroy.

Permanent. Retain 50 years,

then transfer to the Maryland
State Archives for permanent
retention.

Schedule Approved by Department, Schedule Authorized by State Archivist
Agency, or Division Representative.
Date z», Date 6238 (6
Signature % . M“ [‘
“ i 2l

Typed Name A.Hussain Alhija Signature w1
Title Program Manager

DGS 550-1




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

(Continuation Sheet)

Schedule No. 2704,

Page 2 of 2

Agency: Maryland Dept. of the Environment (MDE)

Division/Unit: Land Management Admin., Resource Management Program.

Item Description
No. Continued

Retention

6. Regulatory development files.

to the State.
7. - | Low-level radioactive waste management files.
membership in the Appalachian States Low Level

generators of low-level radioactive waste.

o
V'S o

These files consist of internal memoranda, proposed
regulatory text, supporting information such as evaluations
of economic impact, public comments, hearing transcripts,
and copies of submissions made to the Division of State
Documents. Files also include information related to
delegations of federal authority for program implementation

These files contain information relevant to Maryland’s

Radioactive Waste Compact, and annual reports from

Permanent. Retain 50 years,
then transfer to the Maryland
State Archives for permanent
retention.

Permanent. Retain 50 years,

then transfer to the Maryland
State Archives for permanent
retention.

Schedule Approved by Department,
Agency, or Division Representative.

Schedule Authorized by State Archivist

Date 4 s/ 26 WPl VN -.D_ate
Signature __ 4. W
Typed Name __A.Hussain Alhija Signature

Title Program Manager

DGS 550-1A




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 1 OF 7

1. Department/Agency
Maryland Dept. of Environment

purposes.

2. Division 3. Unit

Land Management Administration

Resource Management Program

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
Unit management files — general correspondence

5. Earliest Year/Latest Year
1998 to 2016

series.)

Letters, responses, intemal memoranda, and supplementary information related to general unit management.

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)

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

8. Record Series Sequence 9. Volume

3
[ Alphabetical Number
] Numerical [X File Drawer(s)

[ Microfilm Reel(s)
[X chronological [C] Computer Tape(s)

[ Other (specify)
[] Geographical

10. Annual Accumulation
[ Other (specify) _____ 1.3

Number

[X File Drawer(s)

11. File is Used

] paily [ Weekly B Monthly

[ Annually

12. File Becomes Inactive After
3

Number ] Month(s)

[ Year(s)

13. Current Location(s)
6" floor office 6467

(Bldg., Floor, Room)

COyes 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 B No

16. Audit Requirements

B 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

Abigail Pascual, Head, Scrap Tire Unit

21. Date
April 14, 2016

20. Telephone Number
410-537-3314




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 _2_ OF _7

1. Department/Agency
Maryland Dept. of Environment

purposes.

2. Division

Land Management Administration

3. Unit
Resource Management Program

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
Policies and procedures.

5. Earliest Year/Latest Year
1998 to 2016

series.)

Policy and procedure documents related to general unit management.

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 8. Record Series Sequence 9. Volume
_1
[ Letter Size  [] Microfilm [J Alphabetical Number
[ Legal Size  [[] Computer Tape [ Numerical (X File Drawer(s)
[ Microfilm Reel(s)
[J Audio Tape  [[] Floppy Disk X Chronological [] Computer Tape(s)
[ Other (specify)
[] Bound Book  [] Video Tape [ Geographical
10. Annual Accumulation
[ Other (specify). [ other (specify) _____ =
Number
(X File Drawer(s)
[ Microfilm Reel(s)
[J Computer Tape(s)
[ Other (specify)
11. File is Used 12. File Becomes Inactive After
% il
[ paily [ Weekly B Monthly [ Annually Number O Month(s) [X] Year(s)

13. Current Location(s)
6™ floor office 6467

(Bidg., Floor, Room)

[ Yes

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

B No

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

COyes XnNo

16. Audit Requirements

B None [[] State [] Federal [] Independent

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

COyes RXNo

18. Recommended Retention

Retain for 3 years, then destroy

19. Name and Title of Preparer
Abigail Pascual, Head, Scrap Tire Unit

20. Telephone Number
410-537-3314

21. Date
April 14, 2016




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 ___3_ OF _7

1. Department/Agency
Maryland Dept. of Environment

purposes.

2. Division
Land Management Administration

3. Unit
Resource Management Program

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
Personnel files.

5. Earliest Year/Latest Year
1998 to_ 2016

series.)

efc.

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

Files related to personnel matters, including job applications, job descriptions, evaluations, reclassifications, letters of commendation and reprimand,

7. Record Series Format(s) Listall 8. Record Series Sequence 9. Volume
. 51| R
[X Letter Size  [[] Microfilm [X Aiphabetical Number
[ Legal Size  [[] Computer Tape [ Numerical [X] File Drawer(s)
[ Microfilm Reei(s)
[ Audio Tape  [] Floppy Disk [0 chronological [ Computer Tape(s)
[ other (specify)
[ Bound Book  [] Video Tape [ Geographical
10. Annual Accumulation
[ Other (specify) [ Other (specify) L Aliis
Number
[X File Drawer(s)
[ Microfilm Reel(s)
[ Computer Tape(s)
[ other (specify)
11. File is Used 12. File Becomes Inactive After
N LD
[ paily [ weekly B Monthly [ Annually Number [ Month(s) B Year(s)

13. Current Location(s)
6" floor office 6467

(Bidg., Floor, Room)

Oyes BXnNo

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

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

COyes RnNo

16. Audit Requirements

[XI 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 3 years, then destroy

19. Name and Title of Preparer
Abigail Pascual, Head, Scrap Tire Unit

20. Telephone Number
410-537-3314

21. Date
April 14, 2016




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
410-798-1930

PAGE __4*_ OF ___7

1. Department/Agency
Maryland Dept. of Environment

2. Division 3. Unit

Land Management Administration

Resource Management 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
Legislation files.

5. Earliest Year/Latest Year
1998 to 2014__

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

series.)

Hardcopy files containing House and Senate bills, fiscal notes, and background information.

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

[ other (specify)

8. Record Series Sequence
[ Alphabetical

D Numerical

[X chronological

[ Geographical

[ Other (specify) ______

9. Volume
1

Number

(X File Drawer(s)

[ Microfilm Reel(s)
[J 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 B Monthly [ Annually

5

Number

12. File Becomes Inactive After

O Monthis) [X] Year(s)

13. Current Location(s)
6" floor office 6467

(Bldg., Floor, Room)

[ Yes

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

X No

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

[ Yes B No

16. Audit Requirements

X None []State [ Federal [] Independent

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

Oyes RXnNo

18. Recommended Retention

Retain for 5 years, then destroy

19. Name and Title of Preparer
Abigail Pascual, Head, Scrap Tire Unit

20. Telephone Number
410-537-3314

21. Date
April 14, 2016




Instructions ~Type or Print a separate form DEPARTMENT OF GENERAL SERVICES MOENCY RECONDS NWENTONY
for each new or revised record series. RECORDS MANAGEMENT DIVISION
Forward with Records Retention Schedule 7275 Waterloo Road, P.O. Box 275 e 5 e "
(DGS 550-1) Jessup, Maryland 20794

410-799-1830
1. Department/Agency 2. Division 3. Unit
Maryland Dept. of Environment Land Management Administration Resource Management 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 : CHS Facility Permit Applications, Permits, and Related 5. Earliest Year/Latest Year
Correspondence 1979 to 2016

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 information submitted by permit applicants and permit holders and relate to the permit review process and hazardous waste activities
conducted under the permit.
7. Record Series Format(s) List all 8. Record Series Sequence 9. Volume
L -4y
[ LetterSize [ Microfilm [X) Alphabetical Number
B Legal Size ] Computer Tape [J Numerical [ File Drawer(s)
[ Microfilm Reel(s)
[ Audio Tape  [] Floppy Disk [ chronological [ Computer Tape(s)
[X) Other (specify)_lineal feet
X Bound Book  [] Video Tape [ Geographical
10. Annual Accumulation
[ Other (specify)_Maps, engineering drawings, [0 other (specify) 118
plans, etc. DVDs and CDs_ Number
D File Drawer(s)
[ Microfilm Reel(s)
] Computer Tape(s)
[X Other (specify _lineal feet
11. File is Used 12. File Becomes Inactive After
- e
B3 Daily [ 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.)
6" floor, central file area Cyes Rno
15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 16. Audit Requirements
Ryes [OINo
Potentially subject to restrictions regarding confidential business information (rare) [ None [X] State [X] Federal [] Independent

or national security issues with respect to military ir

17. Is an Index System used? |f yes, explain briefly and describe requirements 18. Recommended Retention
B es One Permanent. Retain record for 50 years, then transfer to the State Archives for permanent
Records are aranged alphabetically by facility. retention.
19. Name and Title of Preparer 20. Telephone 21. Date
Edward Hammerberg, Technical SpecialisttRCE Supervisor Number 4/8/16

410-537-3314




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 6 OF 7

U, N—— i

1. Department/Agency
Maryland Dept. of Environment

2. Division

Land Management Administration

3. Unit
Resource Management Program

DEFINITION: RECORD SERIES: A group of re

ated records normally filed and used as a unit for reference as well as retention and diSPOSItion PUrPOSEes.

4. Record Series Title : Regulatory Development Files.

5. Earliest Year/Latest Year
1979 to 2016

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 consist of internal memoranda, proposed regulatory text, supporting information such as evaluations of economic impact, public comments,
hearing transcripts, copies of documents incorporated by reference, and copies of submissions made to the Division of State Documents. Files also

include information related to delegations of federal authority for program implementation to the State.

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

_3

B Letter Size  [] Microfilm [] Aiphabetical Number

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

[ Audio Tape  [] Floppy Disk B chronological ] Computer Tape(s)
[ Other (specify)

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

[ other (specify) [ Other (specify) ______ _. 02
Number
X File Drawer(s)
[ 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)
6" floor, central file area

(Bldg., Floor, Room)

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

[ Yes B 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

Ryes [INo

Chronological by year, then by programmatic area.

18. Recommended Retention
Permanent. Retain record for 50 years, then transfer to the State Archives for permanent

19. Name and Title of Preparer

Edward Hammerberg, Technical Specialist RCE Supervisor

retention.
20. Telephone 21. Date
Number 4/8/16

410-537-3314




Instructions —~Type or Print a separate form
for each new or revised record series.
Forward with Records Retention Schedule

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

AGENCY RECORDS INVENTORY

PAGE__7 __ OF 7
(DGS 550-1) Jessup, Maryland 20794
410-799-1930
1. Department/Agency 2. Division 3. Unit
Maryland Dept. of Environment Land Management Administration Resource Management 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 : Low-level radioactive waste management files. 5. Earliest Year/Latest Year
1980 to 2016

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 information relevant to Maryland’s membership in the Appalachian States Low Level Radioactive Waste Compact, and annual reports
from generators of low-level radioactive waste.

7. Record Series Format(s) List all 8. Record Series Sequence 9. Volume
8
[ Lotter Size  [[] Microfilm [J Aiphabetical Number
[X Legai Size ] Computer Tape [ Numerical [X] File Drawer(s)
[ Microfim Reel(s)
[ Audio Tape  [] Floppy Disk B chronological ] computer Tape(s)
[J Other (specify)
[ Bound Book [[] Video Tape ] Geographical
10. Annual Accumulation
[ Other (specify)_______ [ Other (specify) _____ 03
Number
X File Drawer(s)
[ Microfilm Reel(s)
[ Computer Tape(s)
[ other (specify
11. File is Used 12. File Bacomes Inactive After
bl
[ paily [ Weekly BJ Monthly ] Annually Number [ Monthis) [ Year(s)
13. Current Location(s)  (Bldg., Floor, Room) 14. Is Record Series Duplicated Eisewhere? (If yes, specify agency or office.)

COyes [RXnNo

6" floor, central file area; and room 6266.

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

16. Audit Requirements

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

17. Is an Index System used? If yes, explain briefly and describe requirements
RyYes [INo
Chronological by year.

18. Recommended Retention
Permanent. Retain record for 50 years, then transfer to the State Archives for permanent

retention. .
19. Name and Title of Preparer 20. Telephone 21. Date
Edward Hammerberg, Technical SpecialistRCE Supervisor Number 4/8/16
410-537-3314




