DEPARTMENT OF GENERAL SERVICES Schedule No, 1251
RECORDS MANAGEMENT DIVISION
RECORDS RETENTION AND DISPOSAL SCHEDULE Page 1 of 3

Agency: Howard County Government Division/Unit: Department of Public Works
Bureau of Environmental Services

Item Description Retention
No.

THIS SCHEDULE SUPERSEDES C-1084

“The issuance of a legal hold by the Office of Law overrides any
portion of this record retention policy or schedule that otherwise calls
for the disposal, transfer, or destruction of records subject to the hold,
until the hold has been released by the Office of Law. No record that is
subject to a legal hold may be altered, disposed of, transferred, or
destroyed, even if the scheduled destruction date has passed. Any
person preparing to alter, dispose of, transfer, or destroy a record must

ascertain whether a litigation hold applies to the record before doing
Li )

S0.
1 Sohd Waste Plan Files (supporting information, correspondence) Retain for three (3) years
after plan has heen
updated; then destroy.
2 Landfill Scale Records, Contractor Scale Records — Scale tickets and Retain for three (3) vears;
manifests; scale service and inspections, then destroy.
3 Refuse/Recyclables collection and processing documents (bid specs, Retain for five (5) years or
audit results, related correspondence, contracts) term of contract,
whichever is longer, then
destroy.
Schedule Approved by Department, Agency, or Schedule Approved by County Records Management
Division Repre nmt'ﬁ.'r:-Jf Representative

Date:
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DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
RECORDS RETENTION AND DISPOSAL SCHEDULE
{Centinuation Sheet)

Schedule No. C1251

Page 2 of 3

Agency: Howard County Government

Divislon/Unit: Department of Public Works
Bureau of Environmental Services

Item
No.

Description

Retention

Landfill/Recycling Activity Reports = Reports of landfill and recyole

Retain for ten (10) years, then
destroy

Design and Operating Documents (specs, drawings, approved shop
drawings, operational manuals, etc.)

Retain until 10 vears afler the
document has been
superseded or the facility is no
longer in service, whichever is
sooner; then destroy.

Water Quality Sampling Records (Wells and Streams) — Wells and
streams; water quality lab reports.

Permunent: Retain paper until
scanned o Maryland State
Archives standards, then
destroy. Maintain images
permanently in the County’s
Records and Information
Management system and
transfer to the MSA every §
Years.

Construction Documents (Change orders, Payment records,
Correspondence, efc.)

Retain twenty (20) years, then
destroy,

Stormwater Management Facility Records (Inventory, Maintenance,
Enforcement, Inspection)

Retain until 10 years after the
document has bezn
superseded or the facility is no
longer in service, whichever is
sooner, then déstroy,

Permit Compliance Reports (National Pollutant Discharge
Elimination Systems, Refuse Disposal, Air, efc.)

Permanent: Retain paper until
scanned 1o Maryland State
Archives stnndards, then
desttoy. Maintain images
permanently in the County's
Records and Information
Management system and
transfer to the MSA every 5

years.

DGS 550-1A




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
RECORDS RETENTION AND DISPOSAL SCHEDULE

Schedule No. C1251

(Continuation Sheet) Page 3 of 3
Agency: Howard County Gavernment Divislon/Unit: Department of Public Works
Bureau of Environmental Services
Item Description Retention
No.
10 Remediation Investigation/Environmental Assessments of County Permanent: Retain paper until

Property and Facilities = A property investigation/research report to
mainly determine contuminntes.

scanned to Maryland State
Archives standards, then
destray. Maintain images
permanently in the County's
Reconds and Information
Management system and
transfer to the MSA every §

yenrs.

11

Huazardous Waste Manifests - Records of hazardous wastes

processed at landfills,

Permanent: Retuin paper until
scanned to Maryland State
Archives standards, then
destroy, Maintain images
permanently in the County’s

Records and Information
Management system and
transfer to the MSA every §
years.
12 Financial Assurance Documents (Alphoa Ridge Landfill)— Retain for three (3) years and
. ) then destroy.
Financial Assurance records for Alpha Ridge Landfill
13 Spill Prevention Control Countermeasure (SPCC), Storm Water Retain for three (3) years and
Pollution Prevention Plan (SWPPPs) - Inspection Repornts, Training | then destroy.
Records, and Spill Records.
14 Underground Storage Tanks (UST) Closure Reports — Reports of Retnin for five (5) years then

¢closures for underground storage tanks,

destroy.

—
L¥

Material Safety Data Sheets/Safety Data Sheets -~ Data sheets for
Materiul Safety and Safety records

Retain for thirty (30) vears
and then destroy.

DGS 550-1A




Ineghiwohicas — Tyepe o Print & separale form
for e=ch nevw or rovised record series.
Forward with Recoms Rsdestion Soheduls

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.0. Box 275

AGENCY RECORDS INVENTORY

(OGS 560-1) Jessup, Maryland 20724 Mol t o _ -
10T R

1. DepartmantAgancy 2. Divigion 3 Unit

Howard County Govemment Deparimant of Public Works Bureau of Environmental Services

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

4. Apcond Saries Tite

Solid Waste Plan fle (supporting information, comaspondence)

5. Ealest YearLales! Year

2000 to Presam

8, Remrd Sérlas Desciplion (Briafly describe the types of infonmalionidecurnenialfonms lound in the sarjes. Include the purposs o luncion of the ssries |

Diocurmiaris 1o back up and suppot e oument Salid Wasle Managomaon! Plan.

7. Recond Series Formal(s)  List all 8. Record Senes Sequence 9. Volume
i
B iswrmne [ Missetin O sippanetics Wi
B ol S [ Commane Taps m [ Fitm Drausnis)
0] st Phinesijn
[ M Tapm  [] Pieiniey Do [ cremnomgrs O Campue Tapegi
O ot jrpoctyy___
O ot Bk [ 'ibons T [ tsegraphicsl
10. Annual Accumutalion
[)Otrispactyy [l owartwpecty 1
Pauretiees
2 o Drmwenring
[ Wdicrofliin P
[ Cosnpusni Tapsis)
[ caner jupasity)
11. File is Used 12. File Boecomes Inactive Afler
Joyrn afier plan hns besn updalod
) Oty O ety [0 ssnittey B2 aanuamily hurmber [ vy [ W)

13 Cumant Location(s)

631 Cavwrrina Gatewiry Dove Sute £14, Calembie WD J1048

(Bidg.. Floor, Room)

Ove Rye

14, |s Record Sefes Duplicaind Esewham? (I yes. sbacify agency or office.)

15 Accers Resirichions (If You, cie Low(s] & Regulation(s)

Ove [Ere

16, Audit Requirsments

& torm [ e ] Feowrn [ manpenens

17. ta anindex System used? If you, explain brially and

dmecribe requirements
Ovem [Ene

18 Recommendad Relention

Retaln for three [3) years afler plan has been Lpdated; then destroy

19, Mame and Tile of Frepares
Stophanie Coftrman - Admin

20, Telephonse Number
A10-313-6485

21 Date
May 13, 2074

NS 5504 (Mow, 10T




Instructions - Type or Print o separnss form
for pach new OF Fovissd (SO e
Farward with Recands Retention Schedule
(DGS 850-1)

DEPARTMENT OF GENERAL SERVICES

AGENCY RECTRDS INVENTORY

RECORDS MANAGEMENT DIVISION
TZ75 Walerios Rand, PO, Box 275

Jessup, Marytand 20794

400 TR

1. DepastmentiAgency

2. Divisian

Howard County Govemnment

Departmant of Public Works

PEFINITION; RECORD SERIES - A group of rinted records normadly filed and used na a unil for reference &5 woll as retention snd disposition purposes

4. Becord Seros Title
Landfill Scale Records, Contractor Scale Records

5 Earlios! Yeur/Lalest Yenr
2011 1o 2014

8. Record Serles Description (Briefly describe the types of information/documernistorms lound in the series. Include the purposs o lunclion of ihe safes. )

Scals tckasle and manifesin, scaia sarvice and inspaciong.

7. Apcord Soties Formatis)  List all B. Record Serles Sagushon B. Voluime
0
3 il = File Drmmrini
G St Tapn
) Lot O O iterettion Mo
Aislio 7 Ploeey Oi & cvunmge O campuae Tupsis
Q - O O coter oty
0 By o~ [ istem T [ Bengruphici
100 Anwal Accumulibion
[l ity e T — e
[
[E] s Drwwerin)
[ rtratien paman)
O campier Tugmi
O v ety
11. Fila is Usad 12 Fil¢ Becomes Inaclive Alter
- S
Closty  [Jwessy B veny [ Anncally Nt

i TN - L

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

TS Catniia Calwwmy Orive Buie 514, Comtes WO 11080

14. ls Record Series Duplicated Elsowhare? ([ yen. spocily agency or offics )
Ova Ene

15, Access Resitictions (I Yes. clie Low{s) & Regulaton(u)
[ v [ ]

1B, Audil Requiremmeanti

& vonm [J s [ Fenwest ] incupevanm

VT, e an Incex Sysbam wusad? if yes, explain brefly and
désscriba requirements

Oves [He

18. Récommandsd Relenion

Retaln for throo (J) yoars; then deatroy

18. Nome and Tifle of Freparer
Stsphania Cottman, Admin

20. Telaphons Number
410-313-8485

21, D=im
Moy 13, 2014

DO K504 (M, 1T}




Instructions - Type o Prind n saparale fom

far sach new or revised recon earnes
Forward with Recards Rolenlioh Schadils

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
T275 Walatioo Road. P.O. Bax 275

AGENCY RECORDS INVENTORY

(DGS 550-1) Jessup, Maryland 20784 PROE__ 3 or @
- T S

1. DepartmantiAgancy 2. Division 3 Unit

Howard Counly Govarnmeni Departrment of Public Works Bureau of Environmentnl Services

DEFINITION: RECORD SERIES - A group of related records nomally filed and used a8 a unil for refersncs &3 well as retention and disposition purposes

4. Record Seres Tille
Aalusa/Recyclable collection and processing documents

5. Eariest Year/Lolost Year
2008 o Presani

& Rocord Sarias Description (Briadly descritie ihe lypes of information/documentatiorms found in the seres. Include the purposs of lupction of the sapies.)

Bid mpecs, nudif resulis, mintad corespondence., and contracts

7. Record Senes Format{s) Listall £, Record Series Sequance 9. Volume
.
B pmivy e [ whierritim [ mashustmitical itrab
() togaitos  |[] Compute Tase B rimmeinni [E] Fia Prmsering
[ stinmtiim Soesui
[ Autio Tape (] Fianey Dk [ Crwniegjics [ Commpuins Tupeds
[ Ot (nposcity)
[ boond Boes, [ ites Taps 0 Gengrapneza
10, Anriusl Ascumulsiicn
[ e (apaity) O o iyt T
Wb
[ 7t Diramanrin!
[ maicimtiin Wwaiias
[ Compubin Tapaty)
[ Omee jagmeiry) -
11, Fila is Lised 12, Fila Bpcomeas naciiva Afler
5
] oy [ wisasiy [ mansiy O Aty A Clvomig [ Yews)
13, Curment Locaban{e)  (Bidg., Finor, Foom) 14, Record Seres Duphcated Elsewhera? (I yes, npecily agency or office )

BTh Y Columhia Galwewy Ovive Soile 814, Comprinee WD 21048

Ove Em

15, Access Restrictions (If Yes, cite Law(n) & Reguintionis)
Ova e

16, Audit Requiremants

B rwew []oeais [ Pecern | [ sectapoentun

17 b5 an Irde Systeen used T |f yes, explain brefly and
dencriba requirements

Clvee Ewe

18, Recommendad Reteniion

Rataln for ve {5) yoars of tarm of contract whichowar i langer, and then disstioy.

18. Mame and Thie of Prepaier
Stephanis Cottrman, Adrmin

20, Telephone Numbier
$10-313-8485

21.Dale
April 11, 2014

DS 5504 [Faw 1T




Instrustions. -Type o Print a separats fomm
T @mch naw O Mevised Mecord senes.
Forward with Recards Retanlion Schedule

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
T275 Willerioo Road. P.O. Box 275

AGEMCY RECORDS (NVENTORY

(DGS B50-1) Jessup, Maryland 20704 Lo S NS R, | FE——
LRI

1. DeparmentAgency 2. Division 3 Uit

Howard County Gowemment Dapartment of Public Works Bureau ol Environmentsl Services

DEFINITION: RECORD SERIES - A group of relmed records normally fled and used as a unil for reference s woll s reterdon and disposition purposes,

4. Rocord Setles Title
LandfiliRecycling Activity Reporis

§. Enrllest Year/Laast Your
2004 1o Present

£ Ascord Setios Description (Brisfly describae the types of intlormation/documantisfoma found in the senes. Include the puiposs of funclion of the serdes |

FRoparts of landlil and recycle
T. Record Sevies Format(s)  List all § Aecord Senes Sequence 9. Volume
—
& Lot 8w [ whirtion O Aotatesca Mharietaas
e ) Humarveal [ ¥ Cirmmsren
aw T
e Q . O Mirefiun Reais)
] misic Tuipm' ] i Disk O enmemegest ) Compuinr Tapueni
3 Ot (puseiby)
[ e Bace [ victes Taps [ Ceagengibin
10. Arnual Accurmulation
[ T

[ Cotvair impmmity)

11. File is Usad

12. File Bocomes inactive Afler
10

. 1 .

O weminicad - [E] Vaini

13. Curent Location(s]  (Bidg., Floor, Room)
&THY Colsnbia Gumewy Orve Sune S04, Cokenbes WD 3 080

14, in Rocord Seres Duplicaled ElsewhersT (I yes, specify agency or offico,)
O Hwm

15. Acceas Restrictions (If Yes, cite Low(s) & Rogulahon|s)
Ove [t

16, Audil Reguirements

I tisrm [ tawn ] Fectars ] mampencent

17. 1% an Index Systam uned? |f yes, explain briefly and
dascribs mouinemants

18 Recommended Retention

Retaln ko fen (10) years, ihen dedioy

Ove [Eno
A
18, Namea and Tile of Preparer 20, Telephone Number 21, Date
Stephanie Cottman, Admin 4103136405 Moy 13, 2074

D08 5504 (Fiwy, VET)




Irstructions ~Type or Prinl a separste lorm
for ench new or revised record senes
Foiward wilh Racteds Retantion Schedide

DEPARTMENT OF GENERAL BERVICES
RECORDS MANAGEMENT DIVISION
7275 Watstoo Road, P.O. Box 275

AGENCY RECORDS INVENTORY

(DGS 5BO-1) Jessup, Maryland 20704 WAGE 8 OF B
o 10 M, 1050

1. Departmant/Agency 2. Divialan 3 Urit

Heward County Gevermment Departmant of Public Works Bureau of Environmental Senvices

DEFINITION: RECORD SERIES - A group of related records normally fled and used as a unil for relorencs as well as rdention and dispesiion purposes.

4. Record Sanes Tille
Design and Operating Dacumants

5. Enflest Yaariisios Year
1975 4o Fresenl

6. Rotord Saries Description (Briefly describe (he lypes of information/documentsiformas found in tha seres. Include the purptse of functon of tha seres.)

Project specs, drawings, approved shop drawings. operatonal Manuals, sic)

7, Record Series Formaf(s)  Listaf B. Recard Series Saquancs 9. Volume
- 3
[ Lotr Binw [ Moo (1 Aetwnece —
B iogmtme [ Compuaer Taps Sl iamin ) ¥ Dol
[ Mt Rl
[ istio Ttm | [] Plosiey Deak [ crmmoiogea [0 ot Tapsis)
EMMJ
] Bound ook [ Vides Taps [ Goegrugticst
10. Annual Accumulntion
) Ot igmaifyl_ Mg 03 O ivpecty) 1
LT
[ Film Divmwris
7 tensiiam Buaiin
] ot Tagaitn)
] anes pupeity), -
11. Fila in Used 12. File Bocomes Inaciive Afler
_MA_
] Oy ] ety & soemey [ Avmy [rmn— [ weianteh. [ Yisind

13. Cumeni Locationfs)  (Bldg.. Floor, Room)

BT Comumiia Qatesay Do Suie $14, Conmine S0 7100

14, o Racord Seres Duplicated Elnswhere?  (If yes, spacify apancy or affice:)
[0 ves [ s

15. Access Restriciona (If Yes, ce Law(s) & Reguintion(s)
Ove [Ene

16. Audil Reguiremenis

& hone [] e [ Feawrni [ indepantent

17. 18 an ndax System used? i yon, axglain briefly and
describe recuirements

Ovm [

18. Recommanded Retantion

Pormanant: Retain papas unll scanned 1o Mandand State Archives standands, thod
dirabroy . Majrdain images parmananily in e County's Racords and Information
Managemant system and transter 1o MSA every 5 yoors

18. Name and Title of Freparer
Stisphuanio Coftran = Admin

20, Tetephone Mumber
410-313.6485

21, Date
May 13, 2014

O G504 [N, 1700}




Insitructiong - Type & Print o soparmbs fom
for sach new o Ivwined record series
Forward with Records Retention Schedule

DEFARTMENT OF GENERAL SERVICES
RECOMDS MANAGEMENT DIISION
T275 Waimroo Road, P.O. Box 275

AGENCTY RECORDS INWENTORY

(DES 550-1) Jessup, Maryland 20794 POk 8 _oF 18
A 0G T PN

1. DepatmaniAgency 2. Division 3 Hnig

Hownrd County Govarnmant Daparmant of Public Works Bursau of Envimnmantal Services

DEFINITION: RECORD SERIES - A group of related rocords nomally filed and used an 8 unil for relerence as well as retention and disposiiion purposss

d, Record Senes Tille
Walnr Quallty Sampiing Riecards

5. Earfest YomurLalis] Yiesr
1578 1o Presanl

i Recond Sesies Desaription (Brsfly describe e types of informationdoocumentsiforms found in thie series. inclode e purposa of lunclion of (e series. )

Wells and stresms, wister quality lab reports

I}~

[ cmiy L

B wiwiey ] Aty

A

LTI

7. Record Serfes Formalls)  Liat all 8, Record Sevies Sequence 9. Vislume
-
) Lot e [ Mhicrolim ] Matusbsiicsd it
[iegities ] Compninr Tapn [ Mumasizm [E] Fim Drmwenring
[ stcrofiim Reet
[ M Tape ] Fipey D [ cownmibaggioni ] Camiiniin Tomaés
h [ Otae (agucity)
(] Bounet Bonk [ Vidoe Tz [ Gengrapuca
10, Anniat Accumalation
[ - L ot (rpasty) e
Mapue
[E] Fim Chmmmiini
] Micaratier Pmicas
[ Campuinr Tagnani
[ omar japecty)
11. Flleis Used f2, File Becomen imactie Afor

O semimsy ] vaaresy

13 Curent Locslioni{s)  (Bidg,, Floor, Room)

BTSN Cobumba Quinwiny Drive S 514, Colimbia W0 3040

14, Is Racord Series Duplicated Eisewhera? ([ yes, specify agency or office.)
Ovm B e

15, Access Restricfions (If Yes, cite Law(s) & Regutation{s)
Cve Ene

16, Audlt Requirements

2 mone [ St [ Fedanl [ inedeppiinai

17 15 an Index System usad? if yes. sxplain briefly and
GESCTIDe requinements

Ovw B

18, Recommaended Refention

Permanent Retnin paper untl scanned o Maryiand Sinlo Archives sisndards, than
destroy. Maintain images permonently in the County’s Rocarids and Infommation
Mansgement sysiam and ranslen o MEA every 5 yoars

19, Narrie and Title of Prepanes
Stephanie Cottrman — Admin

.
20, Telephone Mumbiss
410-313-6485

21. Daie
May 13, 2014

DS 5504 Hew 1980




Instrustions -Type or Print a separats form
for esch new or revised record nanes
Forward with Records Relention Schedule

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DHVISION
T275 Walbrioo Road, P.O. Boot 275

(DGS 550-1) Jessip, Maryland 20704 PADE_T oM __ts
AT Tk W30

1. Departmeant Agenty 2 Division 3. Unkt

Howard County Governimani Departrmant of Public Works Bureau of Environmenial Services

CEFINITION: RECORD SERIES - A group of related records normally fled and wsed as @ unil for rafersnce &6 well a5 retention and disposiion purposes.

4. Record Seras Tile
Construction Documants

5. Earliest Year/Lotes! Yosr
1983 1o Presant

6 Racord Sedes Description (Briefly deacriba (he ypes of informationidocumendsforms found in the serles. Include the purposs o function af the sedaen.)

Chango ordara, payment recornds, comespondence, ofc.

7. Recond Senes Formal(s)  List al 8. Fecord Seres Sequence 8. Volume

A
& Lo Slzw [ Wit [ asptatusiicas S
B tgw i [] Computer Tipe 0 reumnoricns {2 Fée Citiwesin

3 whgruitun feasga)
O At Tupse ] Py Dk [ exnwmerinbongitiad [ s Tageis)

= e
B bownd beos [ iawe Tage [ Gwegrapiical

10. Annusl Accumilintion
B Cotrvi sty MRS [ o popmcttyh Fe

Siirrhe

[ Fie Dramenins

[ siicrashinn Framasiin

[ Caunputar Tapals)

[ Otser impecityy

11. File is Usad

Olosty  [weskiy [ ET -, PR

12 Filn Bacomes Inactive Aftlar

20

b O memitiny (S} Yiirinj

13 Cumeni Location(s]  (Bidg.. Floor, Room) 14, = Rocord Seres Duplicated Elsewhera?  ( yes, specify agency or offica.)
6791 Coumisla Gatimeay Drtvn Scte 574, Coumbie MO 71048 Ove B
15, Access Restictions (If Yes, oiie Lawi{s} & Reguision(s) 6. Audit Roquirements

Ove B

Brern Jttew []resss [ incepacdes

17, Is an index Syntem usod? 1 you. axplain brially and
descring reguiremans

COves [@we

18. Recommendsad Retantion
Retsin twenly (20 years, and hen diestroy

19, Mame and Tiile of Prepams
Stephanie Cotiman - Admin

20, Telephone Number

1. Dale

410-313-6485 May 13, 3013

DE3SH0-0 (M. D)




Instrctions - Typa or Prind a saparmies fom

DEPARTMENT OF GENERAL SERVICES

fioor mich new of revised fecond sees. RECORDS MANAGEMENT DIVISION

Forward with Recards Relsrdion Schesdibs TI75 Walarioo Road, P.O. Bax 275

{DGS 550-1) Jessup, Maryland 20794 L JER S T —
a - T i

1. DepastmontiAganoy 2. Division 3. Unit

Hownird County Govemmeni Dapariment of Public Wrks Bursau of Envimenmantal Services

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

4. Record Sarles Title
Stormwaler Managemeni Faclity Records

& Earliost Yoar/Lotesl Year
1079 to Prusent

Srorm water lacilly vventney, mainisnance, enforcemant ard Inspection resords.

& RAecord Sares Descnplion (Briefly describe the lypes of information/documantafionms lound in the seres Indlude the purposs o lupction of the sarles.)

7. Record Senes Formalis) List all B, Record Series Sequence | & Volume

-
) it Bitw [ Wbt O sotubaiies i
() LegaiSaw [ Compusar Tape ) mummica (& fdm Dmwmiral

[ Merefin fmwija)
] mussia T [ iy i B crrommsgical [ Compuar Tapstny

[l omer sty
B boong e [T Yirino Tape [ Geigraisrezal

10, Anrunl Arcusmulolion
IS Ot (nmtity) s [ — -

Bl

ﬁh&uﬂn}

] Mtacrdien Pismitn

[ campuiier Tupsin]

[ mies jmpunisifs) =

11. File i Used

[ oty O ety B vormey [ aenamy

12, File Bocomes inactive Aftar

_NA___
M [ wesitaisd [ Yasitul

13. Current Locafion(n)  (Bidg., Floor, Room)

751 Cahumbie Gamweay Orve Sotm §14, Colemiia WD 71048

14, la Facord Series Duplicoted Elsswhena? (I yes, specily agency or offics,)
Ow Rne

15. Access Restrictions (f Yes, ciie Law(s) & Regulntion(s)
Cve BEw

16. Audit Requinemants

B o [ taen [ Femest [ mawgmodens

17. 18 an Index Systam used? If yes, axplain briefly and
dasctibe reguirmmaonts

Ovm [@ae

18, Recommendead Retenton

Fermanent: Retain paper unlil scanried 1o Maryland State Archives stahdarda, than
desiroy. Malniain images permanenity in the County's Recoeds and Information
Managament sysiam and iransfer 10 MSA every 5 yeors

19, Niima and Tilbe of Preparer
Stephanls Coftman

20. Telaphor Mumber
410-313-B485

21. Date
Mary 13, 2014

D08 S04 (s 143




Instructions -Type or Print & separate form CIEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY

for each now or reyissd reoond series RECORDS MANAGEMENT DIVISION

Fanwnrd with Rescords Rostantion Scheaéduls 7275 Walerioo Road, P.O. Box 275

(OGS 850-1) Jessup, Marytand 20754 pasg N oF
W D

1. Bopartment/Agency 2. Divislon 3 Uit

Howard County Govemmaent Depardment af Public Worlks Burnau of Environmental Services

DEFINITION: RECORD SERIES - A group of related reconds normally fled and used as & unil for reference an well as retantion and disposition purposas,

4, Record Saries Title 5 Earlest Yearatest Y
Permit Compliance Reports 1978 Wi Presant

6, Record Saries Descriplion (Briafly descibe the ypes of informalion/documentaiomsa lound in the seres. Includs the purpess of funclion of fhe seiles )
Raports redating lo the various operating permils ssued (National Pollutant Discharge Elimination Syatem, Refuse Dwposal, Alr, et}

7. Recor) Serles Forrmal(s)  List sl 8. Record Seres Ssquefcs B Volumie
—
1) Lisier Baew ] diwestien 0 Awnatancu Naritiey
Bl igmses  [JCon Tage [ niusneicnl [E] #ilm Cormmtin
[ wmerrifion Husite)
[ Audio Tace ] Pioopy bui [ cwrmiogr [0 Compune Tapats)
[ omer tipecifys
[ towiBoon [ vicoo Taae L] Gecgraptcal
10. Armual Accumudation
O] O ity O omer tapanityy )
LT
1= il Coramwminn)
[ tacmnen Bt s
] Computnt Tawsaini
O Cwiee fipuemity_
11. Fila is Usad 12, File Bocomaes Inactive Afst
—NA__
[ owiy (m L B vontrey [ Aencjaily Hrnies O sksinin [ vewrisy
13 Currest Location(s]  (Bidg . Floor, Room] 14, s Record Sedes Duplicated Elsswhane? (Il yes. specily agancy or office |
G761 Columina Gateway Cirive Surbe 574, Colemiia MO 71040 OY= Bre
15 Access Restrictions (If Yas, cite Low(s) & Ribgulation{s) 16. Audil Reguirements
Oves Ew
) v [ i ] Fesmrnd [ inctupianaen
17, 15on Ingex Systein used? If yes. sxplain briefly nnd 18, Ascommendad Ratention
desiribe requlrermanis Pemanant; Retaln papet untll scanned to Marylond Siade Archives atandprds, then
Clves [ destroy, Malntain images permanantly in the County's Records and Information
Managoment syalEm and bmnshir o MEA avery 5 yeamn
18, Mams and Thie of Prepares 20, Telaphans Numbar 21, Dae
Stephanie Cobtrman 410-313-6485 Way 13, 2014

EHRY BBO-A [Maw. LS




instruetions ~Typs or Print a sugarats fom

DEPARTMENT OF GENERAL SERVICES

AGENCY RECCRDS INVENTORY

for anch new or rovisad record series RECORDS MANAGEMENT DIVISION

Forward with Roicords Radention Schedule T275 Walsroo Road. P.O. Box 275

(DGS 550-1) Jessup, Marytand 20784 ot____ @ __n_
A0 T 100

1 Depariment/Agency 2. Division 3. Uit

Howard County Govemiment Department of Public Works Burnau of Ervironmantal Services

DEFINITION: RECORD SERIES - A group of related records nomally Ned and wsed as a unil for reference mm well as etention and disposition purposes

4. Rocord Sesios Tite

Remediation lnvestigationEnvironmental Assessmaents of County Propeny and

Facilfies

5 Eorlest Yeor Ladesl Yaar
1979 1o Prosent

. Record Seres Descriplion (Briefly describe the types of informationidocumantsforms found in the seres. include the purpase o function of the seres.)

A propaerty mvestigafionireseanch report o munly delarmine contaminaies.

7. Racond Serles Formatis)  List al B Recor Seres Sequencs 8. Volume
e
B lswses  [] Momiim & aphatwlicnl it
O tsguitios [ Commune Tape 03 mumencat 55 Fim Cirmwar
[ M shiion Bmmiin
O] Ao Tapn /[ Fhowpy G [ crumrslsgienl [ Compuies Tupsiz)
[ Ower npmeity)
[ Boond Dock [ Visos Tees [ Gecgraptecar
10, Annunl AccurmiEation
[E) Crmew impenty) O w mmgm___ [ Ctwe iy} -
ey
[ ¥im Dvmsiin
[ vtnfiien Rmikng
Df.-'rmfm{ll
3 S upmuity)
11, Flle s Usesd 12, Flle Bacomes Inactlve Afle
- —MA_
[ ity mi T [ wmiuniy ] Ay i Clveemini [T vanm
13, Current Lecalion{s)  {Bldyg., Floor, Room) 14, |8 Reoord Serles Duplicsted Elseowhera? (I yes, specify agency or office )

EPYY Cotunives Oateway Drve Buite 514, Calunbie MO 24048

O Bw

15, Access Resiriciions (If Yes, che Law(s) & Regulationis)
Ove [@w

16, Audit Regulremenis

[ Mivws [ State ] Fectormi [ incupaindent

17. s an Index Sysiam used? || yes espilisin brelly srd
describe requlrements

Oves e

18 Récomiended Ritaniion

Purmariant. Retaln paper unlll scamned (o Maryland State Archives standands, than
dosiroy. Maintan images permanantly in tha County's Records and Informiation
Managemani syslam and transter 1o MSA avery 5 yoars.

18. Nama and Title of Prepars:
Srephanle Cottman

20. Telephono Numbal
410-313-0485

71. Date
May 13, 2014

DG5S S04 [Few. VEL




frentructions - Type o Prird a separaty form
i sy s OF MG record e
Forward with Records Relanlion Schaduls

CIEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waleroo Road, PO, Box 275

AGENCY RECORDS INVENTORY

(OGS 550-1) Jessup, Maryland 20784 PADE_fh oF __is
4 18- TN

1. Departmant/Agoancy Z. Divislon 3 Unit

Howard County Govermment Department of Public Works Bursau of Environmental Services

DEFINITION: RECORD SERIES - A graup of relaied recomds narmally filed @nd wsed a8 a unit for reference as well as retantion and disposition pliposes.

4. Record Sarles Tite
Hazardous Wastes Manifests

8 Esriest Year/Lotosl Year
1900 1o 2014

£ Record Serles Description (Briefly descrbe the types of informatiorvdocumantafiorns flound In the seres. Include the purpase o lunction of the serles |

Rocoids of hazardous wasles procesnsd ol landfille

7. Record Seres Format(s)  Listal 8. Record Sones Saguanco 9. Volume
N
B st lew [ Ascrstion [ Amnanemcal -
L mgeal B Camputr T [ teumanicsl (& Fila Drawes)
s = - 1 o el
E enmoratigma [ compuner Tapais
Auefion T F Cimi
o v it [ e papmestyy
[ moe foss [ vioes Tape [ Geegrapiusl
10 Anpusl Accumutaton
[ b fngsmeith 3 Omer bpwsty) —
Wiz
ﬁﬂ-':hu-nrn
[ Mteaben Plniins
[0 commute: Tapnts)
ot npmatty)
11. Filo in Used 12, File Becomes Inaclive Afler

O oty [ ey [ sertty [ Avally

b Hran O smviny. [ Yeurinh

13, Curfent Location{a)  (Biag.. Floor, Roam)
ATH1 Coiuribis Ouinwiy Drive Buite 514, Columbin MD 31040

14. = Record Sevies Duphicaled Elsewhora?  (If yed, specify agancy or office.)
EBve [Ows

15, Access Resirictions (If Yes, cite Law(s) & Regulafion{s)
O v O

18, Audit Recguiremants

Cdtiere [ smse O Fuderni | T manparcen

17. 18 an ndex System used? i yeo, explain brafly and
deseriba requiramarits

Ov=m Ee

18. Recommended Retanbion

Permarent: Reiain mEper unil scanned o Maryiand State Archivos stsndards. Hhen
dastroy, Makntain imbges petmanenily n the County’s Records amd Information
Managamant system and tranater to MSA avery § years

18 Name and Title of Prepaner
Stephanie Coltrran - Admin

20, Tatephang Mumber
410-313-5488

21 Date
May 13, 2014

DOE 5504 Ry, 103}




Insdructions ~Typa or Print o ssparale form
for aach now of rekised recond sofies
Forward with Recards Retantion Schadule

DEPARTMENT OF GEMERAL SERVICES
RECORDS MANAGEMENT DIVISION
T2T5 Watedloo Road, P.O. Box 275

(DGS 550-1) Jessiip, Maryland 20794 P H—w .
AT b

1, Departmantidgency 2. Division 3. Uit

Howord County Governmant Dapartmant of Public Works Bureau of Environmental Services

DEFINITION; RECORD SERIES - A group of related records. normally fled and used as a unil for reference as well 85 refention and disposiion purposes.

4. Record Sariss Tile
Financial Assurance Documents

5. Earfiest YeurLates Yeor
2011 o Pressni

6. Record Barles Doescriplion (Brially describa the types ol information/dosumeniaifonms found i the seried. Incisds tha pumposs o function of tha sories )

Flnancial Assiranci documents for Alpha Ridge Lendllil

7. Record Sefies Formatis]  List all 8. Record Saries Sequencs B Voluma
= K5
[ ot Size ] Wilertiim [ Ahatascal u—"
Flisases [Jo fur Tipeh [ esmaresi (5] e Cormwmins
[ Miaretiim M
[ it Tape. [ Phipery Oise B onoingesd [ Compuar Tapeisy
[ ottt pugrmassty
[ Boutet Boow [ Viaton: Tage L] Gecprictes
10, Annual Accumilalion
[ L L3 O tepetyy, 1
e s
(=] 7w Dvawwnring
[ serefin Posts
[ Cinirisies’ Toaginl
[ Dot ity
11. Fileis Used 12. Flle Bzcomes Inactive Aller
- -
= [ = [T O vty (5] Sty Niacbar et B Ymiin

13 Currend Locallon(s)  (Bidg | Floor, Roam)
E701 Cohennia Catewny Orive Gulls 574, Colimeds MO 21040

1t
14, is Rscord Sariss Duplicated Elsswhars? (i yes, specily agency or office. |

[ ves & »a

15. Access Restrictions (I Vs, cite Lowia) & Regulation(s)
0 ves & sn

16. Auxtit Riecjuiremants

Bl vieew O o [ Feces  [T] ioepmndury

17. Is an index Syatem used? |f yes, explain brisfy and
dascrite requirerments

Ove Eo

18, Recommanded Retention

Fistin for three () yoars then dediroy

19, Nama and Titke of Preparer
Staphanis Coltman - Admin

20, Telephons Number
£10-313°5485

21, Dmi=
Moy 13, 2014

P 55404 (Fiew 15D}




L

Instructions ~Type o Piint & separate form DEPARTMENT GF GENERAL SERVICES AGENCY RECORDS INVENTORY

for sach new or revised record BeTEs. RECORDS MANAGEMENT DNVISION

Forward with Rocords Ratention Schodile T¥75 Waterivo Rond, PUO. Box 275

(DGS 550-1) Jessup, Maryland 20704 Pt or_ o
A0 s

1. Departimant/Agency 2. Division 3 Unit

Howard County Govermment Department of Pubillc Works Bureau of Environmenial Services

DEFINITION: RECORD SERIES - A group of related recordy nommally filed and used a3 A unll for referencs s wall & relention and disponion purposes.

4. Facord Sesies Title
Spill Prevention Cantral Counter Meadire (SPCC) & Storm Wader Pollution
Provenrtion Plan (SWPPPs)

5. Enrlest Yeat/Lates! Yasr
2011 fo Present

B. Record Series Description {Biiefly doscribe tha types of information/documeaniiforma found in the sefet Include the purposa o funclion of the series )

Inspection Reports, Training Records and Spill Records

T. Rocord Senes Format(s)  Lisial B Reoord Sones Sogusncs 9. Valume
e
B twtr Giew [ i [ ayrantcal oamens
[ speimen [ Computer Taga T Mourruarisal (5 i D)
O stumfien Smanni
[ Awdio Tapm ] Piapsy Diss B Srvurasgeul ] Coorpuise Tupseni
] o impepiy |
[ peuntmoes [ vitue Taps [ Geograpmeen
10, Annual Aecumulation
) Omar fopmity). 3 ther irpmctr) B
LT
] Fim Drmsntisi
7 iatrutiisn Pesting
[ Comguine Tapaisi
[ e (npecity)
11. File ia Usad 12. Fie Bacomes inactive Afor
-

Ooaty  Jwesay [ ety [ Aoty Nusioar O i [ Veurinl
13 Current Locabon{s)  [Bidg., Fioor, Room) 14, |8 Recora Seres Duphicated ElzswhoreT  (If yes. specify agency of affice. )
ETH1 Colurhis Gatevary Crive Sutie 314, Coumbis MO 71048

i O Hw
15, Accous Restrictions (f Yes, cie Law(a) & Regulation(s) 16, Audil Requiromants

Clve [Owe

) e [ mawin [ Focarai [ mompesrciars

17, In an Index Systam used? |f yes, explain briefly and
dscribe Tegurments

Oves [E] »n

18, Recommeanded Retenton
Fatajn for thres (3) yeans and han destioy

18, Mare and Tile of Prepaer
Swephanio Cotiman — Admin

20, Telephons Mumbssr
£10-313-8485

41, Dale
May 13, 2014

D05 55044 (Aav. 1703}




Instructions -Type or Print a separate form | DEPARTMENT OF GENERAL SERVICES ARENGT RECORDS BAVENTORY
for each new of revised record serias RECORDIS MANAGEMENT DIVISION
Farward with Records Retention Schedula 7275 Walirloo Foad, P.0O. Béx 275
(DGS 550-1) Jussup, Maryland 20794 rack 1 o _n
EAl-Bs ]
1. DupartmentAgehcy 2. Divislian 3. Uit
Howatd County Governmant Department of Public Works Burmau of Environmental Services

DEFINITHON: RECORD SERIES - A group of relaled records normally flled and used as 8 unil for relerance as wel| as retention and disposition puposes

4. Hocord Serea Tiila

Underground Storage Tanks (UST) Closure Reparts

5. Earisal Yoor/Lablest Your
2014 1o Present

A Record Safes Descriplion {Brisfly dascribe the types ol information/dacumentafonms lound in (he sedes. Include ths purpass or lunction of the sared.)

Reports of closures for undarground storags tanks.

7. Record Serles Formai{s) Listall £ Record Senes Sequence 8. Volumae
= =
[ isitet Bizw [ Meristini [0 e atsetew (p—
) topu Sze  [J Compurer Tape T Numaries| [0 e i)
] Wheremm Fsssgn)
[ Aite Taps [ Phisy Oomi [0 orncopes [ Compuner Tapeni
O Otbe phoemttyy
[ mourat B[] ‘Visten Tems [ Gespraptusi
10, Anrwal Accumislalion
DMM‘J— nmlﬂ*’ﬂ e o
it
(=3 i Cirmmwnsin
[ sticanstiivr e
[ Compuinr Tapnis
O urr pupesty
11. File ts Uned 12. File Becomes Inachive After
5
0 Dty 03 wenkiy O veomny B Anrusty b ] Mot [] Yeanini
13 Curent Locafion{s)  (Bidg.. Floor, Room) 14, = Record Sories Duplicaied Elsewtmra?  (If yes, specify apency or offica )

TR Cohamhin Gatmewy Dvive Suite 514, Columbis MD 71048

O ve 5] e

1§, Access Restrictions (I Yes, cits Law(s) & Reguiabon(s)
Oveas Eue

16. Audil Requirsmants

< L o " L o

17. 1§ an Index Systam used? If yes, explain briafly and
describe requiraments

Owm Hye

18. Recommanded Retantion

Ratain for five (5] years and fhen dedtroy

18, Nama and Tile of Proparar
Stephnnie Cotman - Admin

20, Telephons MNumber
410:313-8485

21, Dot
Agrl 11,2014

D0 5504 {Maw 1700




Instructions ~Type or Print & séparats form | DEFARTMENT OF GENERAL SERVICES AFEENGY RRSCRIE MRTORY
for amch minw oF revised record selles RECORDS MANAGEMENT DIVISION
Forward with Rocords Retenfion Schadula T2T6 Walenoo Rond, P.O. Box 275
(DES 580-1) Jessup, Marytard 20794 PAGH 1 oF 13
A10-FHE P
1. DepartmeerntAgancy 2. Divimsitary 3. Lni
Howard County Government Departmant of Pubile Works Bureau of Emvironmental Services

DEFINITION: RECORD SERIES - A group of relsted records nommally

filed and used a3 a unil for reference as well 2s retention and dispoiition purposes,

4. R=cord Sesiza Tifle
Matarial Safety Data Shewis/Sataty Data Shosts

8. Eariest YonrLsleyl Yoz
2013 o Presani

8. Aecord Series Description (Briafly describe ths types of iIniormastionidocumentsfonms found in tha sorles. Include the puiposs or funiclion of this series )

Datar sheets for Matnrial Sabuty and Satety records

7. Record Sorias Formatls) Listal 8. Record Seres Sequence 9, Violgme

=
B ez [] vaemime Bl Aprnatieticn e
[Jieguites [ Compuia tae ] murrmisca [ Fiim Drmmtin)

0 tasrnitom Aweiin
) Avaio Tage [ Fiappy s o L) Cnpii Topaily

[0 Omiew inpscity) —
[ Dousd Bosk 7] o Tasse [ Geagrsines

10, Avnusl Accumulation
[ [T e L Other et _ e

Moo

] Foe Dmmtiny

] Mcsishion Bwaiing

[0 computee Tapaix

[ - T —
11. Filo is Usad 12, File Becomes inactive Aftar

| ——
Closy  []'Wesy B wonty ] Aty Nambe O mosingn) (0 Yurtn)

13. Curreri Location(s)  (Bldg., Floor, Room) 14, s Record Sares Duplicated Elsownere? (I yes. specity agency or offica.)

BTE1 Cotumitis Gatewry Drve Soite $14, Colemaie WD F1048

Ove e

15, Access Resirictions (f Yes, clile Law{s) & Regutstion(s)
Cve @

16, Audlt Requirements

B voew [ 8w [] Feanen ] inompentees

17, 15 an Index Systom vsed? i yes, axplain briafly and
describe mouiremeants

Ove Hw

18, Recommended Rataritlion

Rotain for thirty (30) years and (hen destroy

10, Mame and Tile of Praaare
Stophanie Cattman —Admin

20. Telephons Numbes
410-313-6485

21. Do
May 13, 2074

OG5 AEDA [Faw. 10




