
DEPARTMENT OF GENERAL SERVICES 
RECORDS M A N A G E M E N T DIVISION 

R E C O R D S RETENTION A N D DISPOSAL S C H E D U L E 

Schedule No. C I251 DEPARTMENT OF GENERAL SERVICES 
RECORDS M A N A G E M E N T DIVISION 

R E C O R D S RETENTION A N D DISPOSAL S C H E D U L E Page 1 of 3 

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

Item 
No. 

Description Retention 

THIS S C H E D U L E 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 
so." 

1 Solid Waste Plan Files (supporting information, correspondence) Retain for three (3) years 
after plan has been 
updated; then destroy. 

2 Landfill Scale Records, Contractor Scale Records - Scale tickets and 
manifests; scale service and inspections. 

Retain for three (3) years; 
then destroy. 

3 Refuse/Recyclables collection and processing documents (bid specs, 
audit results, related correspondence, contracts) 

Retain for five (5) years or 
term of contract, 
whichever is longer, then 
destroy. 

Schedule Approved by Department, Agency, or 
Division Representative, 
Date: | 
Signature: Y 
Typed Name: James^M. Irvin 
Title: Director, Department of Public Works 

Schedule Approved by County Records Management 
Representative , 

Date: ^ < C ^ T 

Signature: J^ft d' Uim+ 
Schedule Authorized by State Archivist 

Signature: frtHH \\^}) ° ^ 
__ . - 1 

DGS 550-1 (Rev. 08/13) 



DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

RECORDS RETENTION AND DISPOSAL SCHEDULE 
(Continuation Sheet) 

Schedule No. C1251 DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

RECORDS RETENTION AND DISPOSAL SCHEDULE 
(Continuation Sheet) Page 2 of 3 

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

Item 
No. 

Description Retention 

4 Landfill/Recycling Activity Reports - Reports of landfill and recycle Retain for ten (10) years, then 
destroy 

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

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superseded or the facility is no 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

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

Permanent: Retain 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 5 
years. 

7 Construction Documents (Change orders, Payment records, 
Correspondence, etc.) 

Retain twenty (20) years, then 
destroy. 

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

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

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

Permanent: Retain 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 5 
years. 

DGS 550-1A 



DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

RECORDS RETENTION AND DISPOSAL SCHEDULE 
(Continuation Sheet) 

Schedule No. C1251 

Page 3 of 3 

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

Item 
No. 

Description Retention 

10 Remediation Investigation/Environmental Assessments of County 
Property and Facilities - A property investigation/research report to 
mainly determine contaminates. 

Permanent: Retain 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 5 
years. 

11 Hazardous Waste Manifests - Records of hazardous wastes 
processed at landfills. 

Permanent: Retain 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 5 
years. 

12 Financial Assurance Documents (Alpha Ridge Landfill) -

Financial Assurance records for Alpha Ridge Landfill 

Retain for three (3) years and 
then destroy. 

13 Spill Prevention Control Countermeasure (SPCC), Storm Water 
Pollution Prevention Plan (SWPPPs) - Inspection Reports, Training 
Records, and Spill Records. 

Retain for three (3) years and 
then destroy. 

14 Underground Storage Tanks (UST) Closure Reports - Reports of 
closures for underground storage tanks. 

Retain for five (5) years then 
destroy. 

15 Material Safety Data Sheets/Safety Data Sheets - Data sheets for 
Material Safety and Safety records 

Retain for thirty (30) years 
and then destroy. 

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 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

A G E N C Y R E C O R D S I N V E N T O R Y 

PAGE 1 OF 15_ 

1. DepartmenuAgency 

Howard County Government 

2. Division 

Department of Public Works 

3. Unit 

Bureau of Environmental 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 

Solid Waste Plan file (supporting information, correspondence) 

5. Earliest Year/Latest Year 

2000 to Present 

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

Documents to back up and support the current Solid Waste Management Plan. 

7. Record Series Format(s) List all 

£3 Letter Size • Microfilm 

^ Legal Size LT] Computer Tape 

f~1 Audio Tape Q Floppy Disk 

l~~l Bound Book Q Video Tape 

[~1 Other (specify) 

8. Record Series Sequence 

FT Alphabetical 

r~l Numerical 

^ Chronological 

l~l Geographical 

I 1 Other (specify) 

9. Volume 
o 

Number 

^ File Drawer(s) 

r~l Microfilm Reel(s) 

[~| Computer Tape(s) 

• Other (specify) 

10. Annual Accumulation 
i 

Number 

£3 File Drawees) 

[~l Microfilm Reel(s) 

[~l Computer Tape(s) 

[~1 Other (specify) 

11. File is Used 

• Daily • Weekly • Monthly | Annually 

12. File Becomes Inactive After 

3-yrs after plan has been updated 
Number • Month(s) H Year(s) 

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

6751 Co lumb ia Ga teway Dr ive Suite 514, Co lumbia MD 21046 

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

• Yes H No 

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

16. Audit Requirements 

[3 None • State • Federal • independent 

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

describe requirements 

• Yes E| No 

18. Recommended Retention 

Retain for three (3) years after plan has been updated; then destroy 

19. Name and Title of Preparer 

Stephanie Cottman - Admin 

20. Telephone Number 

410-313-6485 

21. Date 

May 13, 2014 

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 

A G E N C Y R E C O R D S I N V E N T O R Y 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 

PAOE 2 OF 15 

1. Department/Agency 

Howard County Government 

2. Division 

Department of Public Works 

3. Unit 

Bureau of Environmental 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 

Landfill Scale Records, Contractor Scale Records 

5. Earliest Year/Latest Year 

2011 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.) 

Scale tickets and manifests, scale service and inspections. 

7. Record Series Format(s) List all 

fj<] Leller Size • Microfi lm 

El Legal Size • Computer Tape 

[~J Audio Tape • Floppy Disk 

T~l Bound Book Q Video Tape 

r~l Other (specify) 

8. Record Series Sequence 

I I Alphabetical 

I I Numerical 

^ Chronological 

l~l Geographical 

l~l Other (specify) 

9. Volume 
o 

Number 

^ File Drawer(s) 

r~l Microfilm Reel(s) 

f~l Computer Tape(s) 

• Other (specify) 

10. Annual Accumulation 
4 

Number 

E File Drawer(s) 

f~l Microfilm Reel(s) 

• Computer Tape(s) 

l~l Other (specify) 

11. File is Used 

• Daily • Weekly fj3 Monthly • Annually 

12. File Becomes Inactive After 

3 
Number • Month(s) Year(s) 

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

6751 Co lumbia Gateway Dr ive Sui te 514, Co lumb ia MD 21046 

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

• Yes ^ No 

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

16. Audit Requirements 

None • State • Federal • Independent 

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

describe requirements 

• Yes H No 

18. Recommended Retention 

Retain for three (3) years; then destroy 

19. Name and Title of Preparer 

Stephanie Cottman, Admin 

20. Telephone Number 

410-313-6485 

21. Date 

May 13, 2014 

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 

A G E N C Y R E C O R D S I N V E N T O R Y 

PAGE 3 OF 15_ 

1. Department/Agency 

Howard County Government 

2. Division 

Department of Public Works 

3. Unit 

Bureau of Environmental 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 

Refuse/Recyclable collection and processing documents 

5. Earliest Year/Latest Year 

2008 to Present 

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

Bid specs, audit results, related correspondence, and contracts. 

7. Record Series Format(s) List all 

r>JJ Letter Size • Microfi lm 

f^ Legal Size Q Computer Tape 

(~l Audio Tape Q] Floppy Disk 

f~l Bound Book Video Tape 

f~l Other (specify) 

8. Record Series Sequence 

f~l Alphabetical 

E] Numerical 

• Chronological 

• Geographical 

F~| Other (specify) 

9. Volume 
o 

Number 

F>JJ File Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s) 

f~l Other (specify) 

10. Annual Accumulation 
2 

Number 

r>JJ File Drawer(s) 

PI Microfilm Reel(s) 

r~l Computer Tape(s) 

[~l Other (specify) 

11. File is Used 

• Daily • Weekly Monthly Annually 

12. File Becomes Inactive After 

5 
Number • Month(s) g Year(s) 

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

6751 Co lumb ia Ga teway Drive Suite 514, Co lumbia MD 21046 

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

• Yes E N o 

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

16. Audit Requirements 

^ None • Stale • Federal • Independent 

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

describe requirements 

• Yes S No 

18. Recommended Retention 

Retain for five (5) years or term of contract, whichever is longer, and then destroy. 

19. Name and Title of Preparer 

Stephanie Cottman, Admin 

20. Telephone Number 

410-313-6485 

21. Date 

April 11, 2014 

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 

A G E N C Y R E C O R D S I N V E N T O R Y 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 

PAGE 4 OF 15 

1. Department/Agency 

Howard County Government 

2. Division 

Department of Public Works 

3. Unit 

Bureau of Environmental 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 

Landfill/Recycling Activity Reports 

5. Earliest Year/Latest Year 

2004 to Present 

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 landfill and recycle 

7. Record Series Format(s) List all 

E Letter Size • Microfilm 

^ Legal Size F~] Computer Tape 

[~l Audio Tape Q Floppy Disk 

f~l Bound Book Q v ideo Tape 

f~l Other (specify) 

8. Record Series Sequence 

l~l Alphabetical 

^ Numerical 

l~l Chronological 

r~l Geographical 

l~l Other (specify) 

9. Volume 
i 

Number 

f~l File Drawer(s) 

r~l Microfilm Reel(s) 

r~l Computer Tape(s) 

r~l Other (specify) 

10. Annual Accumulation 
î  

Number 

^ File Drawer(s) 

• Microfilm Reel(s) 

l~l Computer Tape(s) 

f l Other (specify) 

11. File is Used 

• Daily • Weekly • Monthly | Annually 

12. File Becomes Inactive After 

10 
Number • Month(s) E Year(s) 

13. Current Location(s) (Bldg., Floor, Room) 
6751 Co lumbia Gateway Drive Sui te 514. Co lumbia MD 21046 

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

• Yes ^ No 

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

16. Audit Requirements 

S None • State • Federal • Independent 

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

describe requirements 

• Yes H Mo 

18. Recommended Retention 

Retain for ten (10) years, then destroy 

19. Name and Title of Preparer 

Stephanie Cottman, Admin 

20. Telephone Number 

410-313-6485 

21. Date 

May 13, 2014 

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 

A G E N C Y R E C O R D S I N V E N T O R Y 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 

PAGE 5 OF 15 

1. Department/Agency 

Howard County Government 

2. Division 

Department of Public Works 

3. Unit 

Bureau of Environmental 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 

Design and Operating Documents 

5. Earliest Year/Latest Year 

1979 to Present 

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 specs, drawings, approved shop drawings, operational manuals, etc.) 

7. Record Series Format(s) List all 

£3 Letter Size • Microfilm 

^ Legal Size Q Computer Tape 

l~l Audio Tape • Floppy Disk 

• Bound Book FJ Video Tape 

§3 Other ( spec i f y )_Maps 

8. Record Series Sequence 

n Alphabetical 

r^ Numerical 

l""l Chronological 

r*1 Geographical 

• Other (specify) 

9. Volume 
2 

Number 

^ File Drawerls) 

• Microfilm Reel(s) 

l~l Computer Tape(s) 

• Other (specify) 

10. Annual Accumulation 
2 

Number 

^ File Drawer(s) 

l~l Microfilm Reel(s) 

f~l Computer Tape(s) 

f~l Other (specify) 

11. File is Used 

• Daily • Weekly Monthly FJ Annually 

12. File Becomes Inactive After 

NA 
Number • Month(s) • Year(s) 

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

6751 Co lumbia Gateway Drive Suite 514, Co lumbia MD 21046 

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

• Yes ^ No 

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 
• Yes H N° 

16. Audit Requirements 

[3 None • State • Federal • independent 

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

describe requirements 

• Yes |3 No 

18. Recommended Retention 

Permanent: Retain 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 MSA every 5 years. 

19. Name and Title of Preparer 

Stephanie Cottman - Admin 

20. Telephone Number 

410-313-6485 

21. Date 

May 13, 2014 

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 

A G E N C Y R E C O R D S INVENTORY 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 

PAGE 6 OF 15 

1. Department/Agency 

Howard County Government 

2. Division 

Department of Public Works 

3. Unit 

Bureau of Environmental 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 

Water Quality Sampling Records 

5. Earliest Year/Latest Year 

1979 to Present 

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

Wells and streams; water quality lab reports. 

7. Record Series Format(s) List all 

f^ Letter Size • Microfilm 

l~l Legal Size • Computer Tape 

l~1 Audio Tape FJ Floppy Disk 

f~1 Bound Book FJ Video Tape 

• Other (specify) 

8. Record Series Sequence 

• Alphabetical 

r~l Numerical 

f53 Chronological 

l~| Geographical 

F~l Other (specify) 

9. Volume 
i 

Number 

H File Drawer(s) 

I I Microfilm Reel(s) 

l~l Computer Tape(s) 

l~l Other (specify) 

10. Annual Accumulation 
2 

^ File Drawer(s) 

• Microfi lm Reel(s) 

n Computer Tape(s) 

l~1 Other (specify) 

11. File is Used 

• Daily • Weekly Monthly f~J Annually 

12. File Becomes Inactive After 

_ N A _ 
Number • Month(s) • Year(s) 

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

6751 Co lumbia Gateway Drive Sui te 514. Co lumbia MD 21046 

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

• Yes S No 

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

16. Audit Requirements 

fjxj None • State • Federal • Independent 

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

describe requirements 

• Yes H No 

18. Recommended Retention 

Permanent: Retain 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 MSA every 5 years. 

19. Name and Title of Preparer 

Stephanie Cottman - Admin 

20. Telephone Number 

410-313-6485 

21. Date 

May 13, 2014 

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 

A G E N C Y R E C O R D S I N V E N T O R Y 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 

PAGE 7 OF 15 

1. Department/Agency 

Howard County Government 

2. Division 

Department of Public Works 

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 

Construction Documents 

5. Earliest Year/Latest Year 

1993 to Present 

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

Change orders, payment records, correspondence, etc. 

7. Record Series Format(s) List all 

E Letter Size • Microfi lm 

f>7J Legal Size FJ Computer Tape 

l~1 Audio Tape Q Floppy Disk 

f>JJ Bound Book • Video Tape 

E Other ( s p e c i f y ) _ M A P S 

8. Record Series Sequence 

n Alphabetical 

n Numerical 

n Chronological 

• Geographical 

n Other (specify) 

9. Volume 
4 

Number 

r>JJ File Drawees) 

f~l Microfi lm Reel(s) 

• Computer Tape(s) 

r~] Other (specify) 

10. Annual Accumulation 
_ 2 _ 

Number 

r>JJ File Drawer(s) 

r~l Microfi lm Reel(s) 

r~l Computer Tape(s) 

r~l Other (specify) 

11. File is Used 

• Daily • Weekly • Monthly f>7J Annually 

12. File Becomes Inactive After 

20 
Number • Month(s) f>JJ Year(s) 

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

6751 Co lumb ia Ga teway Drive Suite 514, Co lumbia MD 21046 

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

• Yes 0 No 

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

16. Audit Requirements 

£3 None • State • Federal • Independent 

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

describe requirements 

• Yes H No 

18. Recommended Retention 

Retain twenty (20) years, and then destroy. 

19. Name and Title of Preparer 

Stephanie Cottman - Admin 

20. Telephone Number 

410-313-6485 

21. Date 

May 13, 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 

A G E N C Y R E C O R D S I N V E N T O R Y 

PAGE 8 OF 15_ 

1. Department/Agency 

Howard County Government 

2. Division 

Department of Public Works 

3. Unit 

Bureau of Environmental 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 

Stormwater Management Facility Records 

5. Earliest Year/Latest Year 

1979 to Present 

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

Storm water facility inventory, maintenance, enforcement and inspection records. 

7. Record Series Format(s) List all 

^ Letter Size • Microfilm 

Legal Size f_~J Computer Tape 

n Audio Tape f_~j Floppy Disk 

S Bound Book • Video Tape 

^ Other (specify) maps 

8. Record Series Sequence 

n Alphabetical 

^ Numerical 

£3 Chronological 

I I Geographical 

n Other (specify) 

9. Volume 
_ 3 

Number 

^ File Drawer(s) 

l~l Microfilm Reel(s) 

l~l Computer Tape(s) 

• Other (specify) 

10. Annual Accumulation 
_2 

Number 

File Drawer(s) 

r~l Microfilm Reel(s) 

r~l Computer Tape(s) 

l~l Other (specify) 

11. File is Used 

• Daily • Weekly ^ Monthly • Annually 

12. File Becomes Inactive After 

NA 
Number • Month(s) • Year(s) 

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

6751 Co lumbia Ga teway Drive Suite 514, Co lumbia MD 21046 

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

• Yes N ° 

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

16. Audit Requirements 

E None •
 S l a l e D Federal • Independent 

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

describe requirements 

• Yes H No 

18. Recommended Retention 

Permanent: Retain 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 MSA every 5 years. 

19. Name and Title of Preparer 

Stephanie Cottman 

20. Telephone Number 

410-313-6485 

21. Date 

May 13, 2014 

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 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 

PAGE 9 OF 15 

1. Department/Agency 

Howard County Government 

2. Division 

Department of Public Works 

3. Unit 

Bureau of Environmental 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 

Permit Compliance Reports 

5. Earliest Year/Latest Year 

1979 to Present 

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 relating to the various operating permits issued (National Pollutant Discharge Elimination System, Refuse Disposal, Air, etc.) 

7. Record Series Format(s) List all 

Letter Size • Microfi lm 

r̂  Legal Size Q Computer Tape 

Audio Tape Q Floppy Disk 

[>3 Bound Book • Video Tape 

• Other (specify) 

8. Record Series Sequence 

• Alphabetical 

n Numerical 

l~l Chronological 

r i Geographical 

l~1 Other (specify) 

9. Volume 
4 

Number 

^ File Drawer(s) 

l~l Microfilm Reel(s) 

l~l Computer Tape(s) 

• Other (specify) 

10. Annual Accumulation 
i 

Number 

^ File Drawer(s) 

FT Microfilm Reel(s) 

l~1 Computer Tape(s) 

• Other (specify) 

11. File is Used 

• Daily • Weekly ^ Monthly • Annually 

12. File Becomes Inactive After 

NA 
Number • Month(s) • Year(s) 

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

6751 Columbia Gateway Drive Suite 5 14 , Columbia MD 21046 

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

• Yes H N° 

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 
• Yes r>3 No 

16. Audit Requirements 

• None ^ State • Federal • Independent 

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

describe requirements 

• Yes E] No 

18. Recommended Retention 

Permanent: Retain 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 MSA every 5 years. 

19. Name and Title of Preparer 

Stephanie Cottman 

20. Telephone Number 

410-313-6485 

21. Date 

May 13, 2014 

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 

A G E N C Y R E C O R D S INVENTORY 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 

PAGE JO OF 15 

1. Department/Agency 

Howard County Government 

2. Division 

Department of Public Works 

3. Unit 

Bureau of Environmental 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 5. Earliest Year/Latest Year 

Remediation Investigation/Environmental Assessments of County Property and 1979 to Present 

Facilities 

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

A property investigation/research report to mainly determine contaminates. 

7. Record Series Format(s) List ail 

Letter Size • Microfilm 

I I Legal Size Q Computer Tape 

r~l Audio Tape Q Floppy Disk 

l~l Bound Book Video Tape 

Other (specify) CD 's , maps 

8. Record Series Sequence 

Alphabetical 

I I Numerical 

I I Chronological 

IH Geographical 

• Other (specify) 

9. Volume 
20 

^ File Drawer(s) 

l~l Microfilm Reel(s) 

I I Computer Tape(s) 

f~l Other (specify) 

10. Annual Accumulation 
2 

Number 

^ File Drawer(s) 

r~l Microfilm Reel(s) 

r~l Computer Tape(s) 

• Other (specify) 

11. File is Used 

• Daily • Weekly • Monthly ^ Annually 

12. File Becomes Inactive After 

NA 
Number • Month(s) • Year(s) 

13. Current Location(s) (Bldg., Floor, Room) 
6751 Co lumbia Ga teway Dnve Suite 514, Co lumb ia MD 21046 

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

• Yes r>jj No 

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

16. Audit Requirements 

E None • State • Federal • Independent 

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

describe requirements 

• Yes E No 

18. Recommended Retention 

Permanent: Retain 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 MSA every 5 years. 

19. Name and Title of Preparer 

Stephanie Cottman 

20. Telephone Number 

410-313-6485 

21. Date 

May 13, 2014 

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 

A G E N C Y R E C O R D S INVENTORY 

P A G E _ 1 1 OF 15_ 

1. Department/Agency 

Howard County Government 

2. Division 

Department of Public Works 

3. Unit 

Bureau of Environmental 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 

Hazardous Wastes Manifests 

5. Earliest Year/Latest Year 

1990 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.) 

Records of hazardous wastes processed at landfills. 

7. Record Series Format(s) List all 

^ Letter Size • Microfilm 

l~l Legal Size [~J Computer Tape 

r~l Audio Tape FJ Floppy Disk 

• Bound Book Q] Video Tape 

I I Other (specify) 

8. Record Series Sequence 

l~l Alphabetical 

f~l Numerical 

F>3 Chronological 

f~l Geographical 

l~l Other (specify) 

9. Volume 
20 

Number 

^ File Drawer(s) 

[~l Microfilm Reet(s) 

• Computer Tape(s) 

r~1 Other (specify) 

10. Annual Accumulation 
i 

Number 

[3 File Drawer(s) 

• Microfilm Reel(s) 

I I Computer Tape(s) 

1~1 Other (specify) 

11. File is Used 

• Daily • Weekly ^ Monthly • Annually 

12. File Becomes Inactive After I 

Number • Month(s) • Year(s) 

13. Current Location(s) (Bldg., Floor, Room) 
6751 Co lumbia Ga teway Dr ive Suite 514, Co lumbia MD 21046 

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

^ Yes • No 

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

16. Audit Requirements 

• None [3 State • Federal • Independent 

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

describe requirements 

• Yes S N o 

18. Recommended Retention 

Permanent: Retain 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 MSA every 5 years. 

19. Name and Title of Preparer 

Stephanie Cottman - Admin 

20. Telephone Number 

410-313-6485 

21. Date 

May 13, 2014 

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) 

1. Department/Agency 

Howard County Government 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

2. Division 

Department of Public Works 

A G E N C Y R E C O R D S INVENTORY 

PAGE 12 OF 15. 

3. Unit 

Bureau of Environmental 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 

Financial Assurance Documents 

5. Earliest Year/Latest Year 

2011 to Present 

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

Financial Assurance documents for Alpha Ridge Landfill 

7. Record Series Format(s) List all 

E] Letter Size • Microfilm 

[3 Legal Size • Computer Tape 

fT Audio Tape [~J Floppy Disk 

r~l Bound Book [~J Video Tape 

f~l Other (specify) 

8. Record Series Sequence 

fT Alphabetical 

r~l Numerical 

£3 Chronological 

[~l Geographical 

I I Other (specify) 

9. Volume 
i 

Number 

^ File Drawer(s) 

fT Microfilm Reel(s) 

r~l Computer Tape(s) 

r~l Other (specify) 

10. Annual Accumulation 
I 

Number 

^ File Drawer(s) 

r~l Microfilm Reel(s) 

r~l Computer Tape(s) 

I I Other (specify) 

11. File is Used 

• Daily • Weekly • Monthly | Annually 

12. File Becomes Inactive After 

3 
Number • Month(s) ^ Year(s) 

13. Current Location(s) (Bldg., Floor, Room) 
6751 Co lumb ia Gateway Drive Sui te 514, Co lumbia MD 21046 

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

• Yes E] No 

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

16. Audit Requirements 

[3 None • State • Federal • Independent 

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

describe requirements 

• Yes H N o 

18. Recommended Retention 

Retain for three (3) years then destroy. 

19. Name and Title of Preparer 

Stephanie Cottman - Admin 

20. Telephone Number 

410-313-6485 

21. Date 

May 13, 2014 

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 

A G E N C Y R E C O R D S I N V E N T O R Y 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 

PAGE 13 OF 15 

1. Department/Agency 

Howard County Government 

2. Division 

Department of Public Works 

3. Unit 

Bureau of Environmental 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 

Spill Prevention Control Counter Measure (SPCC) & Storm Water Pollution 

Prevention Plan (SWPPPs) 

5. Earliest Year/Latest Year 

2011 to Present 

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

Inspection Reports, Training Records and Spill Records 

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

E Letter Size • Microfilm 
IT] Alphabetical 

o 
Number 

EI Legal Size Q Computer Tape 
[~] Numerical S File Drawer(s) 

l~l Microfilm Reel(s) 

[~l Audio Tape • Floppy Disk 
Rl Chronological (~j Computer Tape(s) 

PI Other (SDecrfv) 

• Bound Book • Video Tape 

n Other (specify) 

n Geographical • Bound Book • Video Tape 

n Other (specify) 
n Other (specify) 

10. Annual Accumulation 
i 

Number 

10. Annual Accumulation 
i 

Number 

0 File Drawer(s) 

[~| Microfilm Reel(s) 

[~] Computer Tape(s) 

[T] Other (specify) 

11. File is Used 

• Daily • Weekly • Monthly | Annually 

12. File Becomes Inactive After 

3 
Number • Month(s) E Year(s) 

13. Current Location(s) (Bldg., Floor, Room) 
6751 Co lumbia Ga teway Drive Suite 514. Co lumbia MD 21046 

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

• Yes H No 

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

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 three (3) years and then destroy 

19. Name and Title of Preparer 

Stephanie Cottman - Admin 

20. Telephone Number 

410-313-6485 

21. Date 

May 13,2014 

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 

A G E N C Y R E C O R D S I N V E N T O R Y 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 

PAGE 14 OF 15 

1. Department/Agency 

Howard County Government 

2. Division 

Department of Public Works 

3. Unit 

Bureau of Environmental 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 

Underground Storage Tanks (UST) Closure Reports 

5. Earliest Year/Latest Year 

2014 to Present 

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 closures for underground storage tanks. 

7. Record Series Format(s) List all 

^ Letter Size • Microfi lm 

Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

n Other (specify) 

8. Record Series Sequence 

l~l Alphabetical 

r>3 Numerical 

r~l Chronological 

f~l Geographical 

I"! Other (specify) 

9. Volume 
o 

Number 

r>JJ File Drawer(s) 

f~l Microfilm Reel(s) 

f~l Computer Tape(s) 

f~l Other (specify) 

10. Annual Accumulation 
1_ 

Number 

r>JJ File Drawer(s) 

• Microfilm Reel(s) 

f~l Computer Tape(s) 

• Other (specify) 

11. File is Used 

• Daily • Weekly • Monthly | Annually 

12. File Becomes Inactive After 

5 
Number • Month(s) E Year(s) 

13. Current Location(s) (Bldg., Floor, Room) 
6751 Co lumbia Ga teway Dr ive Suite 514, Co lumbia MO 21046 

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

• Yes S N o 

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 
• Yes E N° 

16. Audit Requirements 

^ None • Slate • Federal • independent 

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

describe requirements 

• Yes S No 

18. Recommended Retention 

Retain for five (5) years and then destroy 

19. Name and Title of Preparer 

Stephanie Cottman - Admin 

20. Telephone Number 

410-313-6485 

21. Date 

April 11,2014 

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 

A G E N C Y R E C O R D S I N V E N T O R Y 

PAGE 15 OF _ 1 5 _ 

1. Department/Agency 

Howard County Government 

2. Division 

Department of Public Works 

3. Unit 

Bureau of Environmental 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 

Material Safety Data Sheets/Safety Data Sheets 

5. Earliest Year/Latest Year 

2013 to Present 

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

Data sheets for Material Safety and Safety records 

7. Record Series Format(s) List all 

H Letter Size Q Microfilm 

l~l Legal Size f -j Computer Tape 

l~l Audio Tape Floppy Disk 

l~l Bound Book Video Tape 

• Other (specify) 

8. Record Series Sequence 

El Alphabetical 

l~1 Numerical 

l~l Chronological 

l~l Geographical 

n Other (specify) 

9. Volume 
_ 1 

El File Drawer(s) 

• Microfilm Reel(s) 

I I Computer Tape(s) 

l~l Other (specify) 

10. Annual Accumulation 
1 

Number 

E| File Drawer(s) 

r~l Microfilm Reel(s) 

l~l Computer Tape(s) 

l~l Other (specify) 

11. File is Used 

• Daily • Weekly El Monthly • Annually 

12. File Becomes Inactive After 

30 
Number • Month(s) El Year(s) 

13. Current Location(s) (Bldg., Floor, Room) 
6751 Co lumbia G a t e w a y Drive Suite 514, Co lumbia MD 21046 

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

• Yes El No 

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

16. Audit Requirements 

El None • State • Federal • Independent 

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

describe requirements 

• Yes El No 

18. Recommended Retention 

Retain for thirty (30) years and then destroy 

19. Name and Title of Preparer 

Stephanie Cottman - Admin 

20. Telephone Number 

410-313-6485 

21. Date 

May 13, 2014 | 

DGS 550-4 (Rev. 1/93) 


