RECOR:’S RETENTION SCHEDULE
RC-50, Revised 5/1999
{Retum to ublic Records Administrator)

STATE OF CONNECTICUT
Connecticut State Library
PUBLIC RECORDS ADMINISTRATION

Agency: Department of Environmental Protection

231 Capitol Ave., Hartford. CT 06106

Address: 79 Elm Street, Hartford, CT 06106

Division or Unit: Bureau of Air Management
— Compliance and Field Operations

¢
FOR OFFICE USE ONLY
Retention Schedule # 05" /- ‘/

This schedule is: revised.
If revised, enter previous retention schedule
number here: #03-4-1,

Page 1 of 21 pages

ITEM APPROVED RETENTION PERIOD
NUMBER .
(i.e. S1- RECORD SERIES! TITLE Records Center or ARCHIVAL DESIGNATION
065)
Office  ~ approved off-site facility” (to be filled in by State Archivist)
1. Notices of Violation File: This record series 1.A. Permanent .

is for Notices of Violation issued to sources

violating the State’s Air Regulations. This is

the first enforcement step taken by the

Department. These files are organized

numerically by Notice of Viclation number in

the Field Operations Enforcement Unit files.

A. Notices of Violation (NOVY;

B. Classification of Violation form;

. C. Certified card addressed to the
respondent; and

D. Letters, memos and notes.

1.B. Permanent
1.C. Permanent

1.0. 10 vears from
closure,

! Record Series is a group of similar or related records arran

particular subject, result from the same activity, or have a particular form.

? Records with a permanent retention period cannot be stored at the Records Center.
the office, it should be appraised for possible transfer to the State Archives.

ged under a single filing system or kept together as a unit because they relate to a

If you believe a record should be mzintained permanently outside
In this case, leave blank, and the State Archivist will review it.

Approved (Agency Reconds Management Lizison Officer)

Typed Name of RMLO: Title:

T De /d'—w‘?t'} . Eno. M‘Q’S{-jr o 103105

Date:

A —
: VED . AaN'Y aun

Date: L-Approved (Public Records Administrator);
I/Y/O}’M})‘b;ﬁuﬁ— / 15 los”

Effective Date of Schedule:




RECORDS RETENTION SCHEDULE
RC-50, Revised 5/1999
(Return to Public Records Administrator)

STATE OF CONNECTICUT FOR OFFICE USE ONLY
Connecticut State Library . O S —
28 PUBLIC RECORDS ADMINISTRATION Retention Schedule # 22 =1 =]

231 Capito] Ave., Hartford, CT 06106

Agency: Department of Environmental Protection

Address: 79 Elm Street, Hartford, CT 06106

This schedule is: revised.
If revised, enter previous retention schedule

Division or Unit: Bureau of Air Management

~ Compliance and Field Operations

number here: #03-4-1,
Page 2 of 21 pages

Order File: This record series is for
documentation developed after a Notice of
Violation is issued and the Respondent does
not or will remedy the violation. At that point a
State Order may be issued per the State's
Regulations. These files are organized by
Order # in the Administrative Enforcement Unit
files,
A. Original State Orders, Consent,

Unilateral, or Trading Agreement & Order;
B. Certified card addressed to the

respondent;
C. Land records;
T Enforcement Action Summary;
E. Penalty calculations worksheet;
F. Consent Or
Closure memo.

Permanent from date
of full compliance or
closure of order.

Permanent files subject
to transfer to State
Archivist at discretion of
Department of
Environmental
Protection.

Order Support File:

This record series is for documents received
or created during the development of
enforcement cases. These files are organized
by Order # in Administrative Enforcement Unit
files.

Technical support documents;
Classification of violation forms;

State Implementation Plan narratives;
Credit creation approval proposals; and

Mmoo

Drafts, letters, memos and notes.

Five years from date
of full compliance or
closure of order.

! Record Series is 2 group of similar or related records arranged under a single filing system or kept together as a unit because they relate to a
particular subject, result from the same activity, or have a particular form.

! Records with a permanent retention period cannot be stored at the Records Center. If you believe a record should be maintained permanently outside
the office, it should be appraised for possible transfer to the State Archives. In this case, leave blank, and the State Archivist will review it.

Ap

ed (Agency Records Management Liison Officer)

@rfomoe Debrney

32?

Typed Name of RMLO:

Title:
Termean De/faﬂ«m.,’ él/lt)- M&‘{Rﬂl

Date:
ol | 63 1o

Date:

1+ 5105

Approved @uﬁﬁc Records Administrator} Effective Date of Schedule:
A D Bess~ / 15 los”

Approvpd (5ste Archiglst)
" m%.g




RECOlQ RETENTION SCHEDULE
RC-50, Revised 5/1999
{Return to Public Records Administrator)

STATE OF CONNECTICUT
; Connecticut State Library
pe<®iga> g PUBLIC RECORDS ADMINISTRATION

i 231 Capitol Ave. Hartford, CT 06106

FOR OFFICE USE ONLY
Retention Schedute # 6 —{ =1

Agency: Department of Environmental Protection Address: 79 Elm Street, Hartford, CT 06106

This schedule is: revised.
If revised, enter previous retention schedule

Division or Unit: Bureau of Air Management
— Compliance and Field Operations

number here; # 03-4-1,
Page 3 of 21 pages

4, Program File: This record series is for the
Program File created when the State Order is
issued to the respondent or when there is an
enforcement history file. These files are
organized alphabetically by company within
town in the file room.

Copy of orders and NOVs:

Source's complete enforcement history;
Past violations;

Records of past and present fines the
source paid to DEP;

State Implementation Plan (SIP)
narratives; .
Credit creation approval proposals; and
Drafts, letters, memos and notes.

om m cowp

Five years from date
of full compliance or
closure of order or
action.

! Record Series is a group of similar or related records arran

particular subject, result from the same activity, or have a particular form.

! Records with a permanent retention period cannot be stored at the Records Center. If
the office, it should be appraised for possible transfer to the State Archives. In this case, le

ged under a single filing sysfem or kept together as a unit because they relate to 2

you believe a record should be maintained permanently outside
ave blank, and the State Archivist will review it.

Approved (Zgency Records Management Lizison Officer)

Typed Name of RMLO:

“Tine. De f%e'a

Title:

Date:

- eyt o ci ! o3/l d5

Date:

b 1 5 08

Approved (Public Records Administrator} Effective Date of Schedule:
/E:,W' B i Beer / 15 1os

anHer—
[ ] ] f(.J




RECOQS RETENTION SCHEDULE

RC-50, Revised 5/1999 STATE OF CONNECTICUT FOR OFFICE USE ONLY
y o Connecticut State Library R 6- -
{Returm to Cublic Records Administrator) PUBLIC RECORDS ADMINISTRATION Retention Scheduie # & l {

231 Capitol Ave., Hartford. CT 06106

- - This schedule is: revised.
Agency: Departrnent of Environmental Protection Address: 79 Elm Street, Hartford, CT 06106 If revised, enter previous retention schedule
Division or Unit: Bureau of Air Management number here: # 03-4-1,
— Compliance and Field Operations Page 4 of 21 pages
5. Municipal Waste Combustor (MWC)

Trading Protocol File

This record series is for documentation
associated with the MWC program as set forth
in Section 22a-174-38. This program
establishes NOx limits for MWC and provides
for trading to comply with the NOx timits by
way of MWC Trading Protocols. These files
are organized by company in the Emissions

Trading Unit files, 5. A. Permanent
A. MWC Trading Protocol with trading
baseline information; 5.B. Five years from
date protocol was
B. Formulas for calculating emission approved.
reduction credits {(ERC) created and/or
used pursuant to Section 22a-174-38; 5.C. Five years from
and date protocol was
C. Drafts, letters, memos and notes. approved.
6. ERC Approval Letters for MWCs File 6.A. Permanent

This record series is for ERC approval letters
for MWCs. These files are organized by trade | 6.B. Five years from

letter number in the Emissions Trading Unit date protocol was

files. approved.

A. Approval Letters;

B. Technica! Support; and 6.C. Five years from

C. Drafts, ietters, memos and notes. date protocol was
approved.

' Record Series is a group of siniilar or related records arranged under a single filing system or kept together as a unit because they relate to a

particular subject, result from the same activity, or have a particular form.

? Records with a permanent retention period cannot be stored at the Records Center. [f you believe a record should be maintained permanently outside

the office, it should be appraised for possible transfer to the State Archives. In this case, leave blank, and the State Archivist will review it.

Approved (Agency Reconds Management Linison Officer) Typed Name of RMLO: Title:

Tina Je fcmeh b @V\»Q‘-Xo"rﬂ

Date:
[4 0]

o3 as

Eifective Date of Schedule;

/

'S5 | o5

aA v
Apfiro Srate Archpyist) Date: | Approved (Public Records Administrator)
W,QM [/5’/03’%@“&’/{;:,7)4 Y7/




RECCWMS RETENTION SCHEDULE

RC-50, Revised 5/1999
(Return te Puble R;confrﬂd'mirzi:tratmj

i) 231 Capj

Agency: Department of Environmental Protection

STATE OF CONNECTICUT
: Connecticut State Library
it PUBLIC RECORDS ADMINISTRATION

Address: 79 Elm Street, Hartford, CT 06106

FOR OFFICE USE ONLY
Retention Schedule # 0 ‘g" -|

T 06106

Division or Unit: Bureay of Air Management
— Compliance and Field Operations

This schedule is: revised.
If revised, enter previous retention schedule
number here; # 03-4-1,

Page 5 of 21 pages

7. Annual Trading Emission Statements, Retain the most
Spreadsheets and Reporting Forms File: recent submission
This record series is for the NOx Trading file. Retain preceding
program as set forth in Section 22a-174-22, submission file for
The program establishes a method of five years from the
compliance with NOx fimits by way of date of submission.

Trading Unit files.

trading program;

Approval:

@ mm oo

Letters, memos and notes.

emissions credit use. The following
documents are used in order to calculate the
credits generated and used. These files areg
organized by town/premise in Emissions

A.  Annual Trading Emission Statements
from sources participating in the ERC

B. Spreadsheet forms containing information
including, but not limited to, amounts of
ERCs created, sold and/for used, source
of ERCs, formulas used and fuel use:
Trading Program Reporting Forms;
Proposed Credit Creations Pending

New Jerssy Credits Purchased and Used;
Approved Discrete Emission Reduction
Credit (DERC) Sales Report; and

! Record Series is a group of similar or

? Records with a permanent retention period cannot be stored at the Records Center. If You believe a r

related records arranged under a single filing system or kept together as g unit because they relate to a
particular subject, result from the Same activity, or have a particular form.

the office, it should be appraised for possible transfer to the State Archives. In this case, leave blank, and the State Archivist will review it.

ecord should be maintained pPermanently outside

Pproved (Agency Records Management Lizison Officer}

Typed Name of RMLO:

—rk“\‘\h \-Pe_/a/u

Title:

Date:
oy 1 63 |85

a/\_—((lﬂaa\_
TV, G
7 [y

Date:

(/5 1057

ApProved (Public Records drministrator,

Effective Date of Schedule:
/1S5 1 o5




STATE OF CONNECTICUT FOR OFFICE USE ONLY
Connecticut State Library . 0 52
il PUBLIC RECORDS ADMINISTRATION Retention Schedule # 05 — | ~ |

T

REC(QS RETENTION SCHEDULE
RC-50, Revised 5/ 1999
(Retumn to Pusfic Rgcanﬁ'ﬂd'm:'nistratm;)

This schedule is: revised,

Agency: Department of Environmental Protection Address: 79 Elm Street, Hartford, CT 06106 If revised, enter previous retention schedule

Division or Unit: Bureay of Air Management humber here: # 03-4-1,
~ Compliance and Field Operations Page 6 of 21 pages

Trading Program Audit File:

This record series is for the Emissions Trading

program seif-audits. These files are organized

by audit year in Emissions Trading Unit files,

A.  Periodic audit reports of the overall 8.A. Permanent
trading program {submitted to EPA and
NJ); and

B. Dratts, letters, memos and notes. 8.B. Two years from

completion of audit.

Trading Program Guidelines and Policies 15 years

File: This record series is for

policies and guidelines support

implementation of the Emissions Trading

Program. These are maintained as an

glectronic file.

The Emissions Trading Program Database | Five years

Tables:

This record series is for the Registry for both

Discrete Emission Reduction Credits {DERC)

and New Source Review (NSR). These are

maintained as an electronic file.

A.  Credit use/creation information from
“registry” included with the Trading
Program Audit; and

B. DERC and NSR Offset use and creation
information.

! Record Series is a group of similar or related records arranged under a single filing system or kept together as a unit because they relate to a
particular subject, result from the same activity, or have a particular form.

? Records with a Permanent retention period cannot be stored at the Records Center. It you believe a record should be maintained pPermanently outside
the office, it should be appraised for possible transfer to the State Archives. In this case, leave blank, and the State Archivist will review it.

Approved (fgency Records Management Lizison Officer) Typed Name of RML0: Title: Date:

- 3,014\«)\/ TTireee D foron, fgm)@»maﬁ__rvp}-ﬂ: oL o3 10

Approved (sumx 2 uist) KT/ / Date: Apprsved (tP:.fﬁEc Qz_ecorirﬁd'mim'.'rtratar)- Effective Date of Schedule:
W o Lt &505| Frpels B Boa {15 1 o5




REC&)'S RETENTION SCHEDULE

RC-50, Revised 5/1999 g STATE OF CONNECTICUT FOR OFFICE USE ONLY

L. k3205 B Connecticut State Library . — ] _
(Return to Pubfi; Records ﬂa’mznmmtmj 3 PUBLIC RECORDS ADMINISTRATI ON Retention Schedule # M I l

; - CT 06106 This schedule is: revised.
Agency: Department of Environmental Protection Address: 79 Elm Street, Hartford, CT 06106 If revised, enter previous retention schediile

Division or Unit: Burcau of Al Management number here: # 034-1,
— Compliance and Field Operations Page 7 of 21 pages

11, Memoranda of Understanding (MOU) File: Five years after
This record series is for regional emissions expiration of MOU.
trades when MOUSs are used. These files are
organized by state/company in the Emissions
Trading Unit files.
A. MOU between the department and other
states; and
B. _Letters, memos and noteas.
Compiiance Plans File: Retain the most
This record series js for the NOx RACT recent submission
program as set forth in Section 22a-174-22 file. Retain preceding
establishes NOx emission limits. Sources submission file for 15
demonstrate intended method for compliance Years from the date of
in the plan submitted, submission,
A Major Nitrogen Oxide {NO,):
These files are organized by town/premise in
Emisslons Trading Unit files,
1. Major NO, compliance plan; and
2. Lefters, memos and notes,

B. Minor NO,:
These files are organized alphabetically by
company within town in file room.
1. Minor NO, compliance plan; and
2. _ Letters, memos and notes.

' Record Series is a group of similar or related records arranged under a si
particular subject, result from the same activity, or have a particular form.

Anfroved {(Agency Reconds Management Ligison Officer) Typed Name of RMLO:

Va4 ] _rt/h,(,z\..\bﬁja‘lﬂ%_ &Ap.@qa.@?,ﬁ:m_ o 1o log

Approved (Sehteqlrehivice Date: Appr; ed (Pubhic Records Administrator) Effective Date of Schedule:
mmﬂ—ﬂwﬂ— L 1 5108 e /D B /15 os
-3 :




.REC S RETENTION SCHEDULE
RC-50, Revised 5/1999
(Return to Pugfi; Q{pcard.'rﬁcfminiftratmj

STATE OF CONNECTICUT
Connecticut State Library
e®s2 8 PUBLIC RECORDS ADMINISTRATION

ey

— 231 Capit

Agency: Department of Environmental Protection

Address: 79 Elm Street, Hartford, CT 06106

Division or Unit: Bureay of Air Management
— Compliance and Field Operations

FOR OFFICE USE ONLY

Retention Schedule # jg -~ I """

This schedule is: reviseg,

If revised, enter Previous retention schedule

number here; # 03-4.1, :
Page 8 of 21 pages

Offset Credit Transfer Request File:
This record series is for sources that use
credits in lieu of offsets ag allowed for by
Section 22a-1 74-3a(l) fo meet the lowest
achievable emission rate {(LAER). Such
credits may be accompanied by a transfer

the Emissions Trading Unit;

offsets for use in CT; and
C. Letters, memos and notes.

request. These files are organized by trade
number in the Emissions Trading Unit files.
A, Offset credit transfer request submitted 1o

B. For sources that obtain CT-created New
Source Review (NSR) offsets for use in
CT or other states or obtain out-of-state

12 years from dafe of
submission.

' Record Series is 4 group of similar or related records arranged under a single filing system or kept together as a nnit because they relate to a
particular subject, result from the same activity, or have a Particular form.
* Records with a
the office, i

Pproved (dgency Reconts Management Lizison Officer)

lan Hoa_

Date:

o foe3 /o5

Effective Date of Schedule:
18 1 o5~

Approve%&vz / £¥
. -~

-




MREC.DS RETENTION SCHEDULE

RC-50, Revised 5/1999
(Retum to Pubfic Rgcord}ﬁd'mim':tmtwj

Agency: Departent of Environmental Protection

. ol
ey ,_r_.__‘gn
e

STATE OF CONNECTICUT
Connecticut State Library

PUBLIC RECORDS ADMINISTRATION
Address: 79 Elmn Street, Hartford, CT 06106

rd. CT 06106

Division or Unit: Bureay of Air Mariagement

— Compliance and Field Operations

FOR OFFICE USE ONLY

Retention Schedule #% -1 —|

This schedule Is: revised.,
If revised, enter Previous retention schedule

number here: # 03-4-1,

[14. VOC/RACT (Volatile Organic

Page 9 of 21 pages

forth in Section 22a3-174-32;

files,

requirements; and

This record series js for the plans that
establish requirements for VOC sources.
Sources demonstrate intended method of
compliance in the plans submitted. These
files are organized alphabetically by company
name in the Administrative Enforcement Unit

A, VOC/RACT compliance plan (either non-
synthetic minor {major) or synthetic
miner) for sources that meet applicability

B. Letters, memos and notes,

15 years from date of

Compounds/Reasonable Available Controj submission,
Technology) Compliance Plans File as set

Database (BAMED) tables.

15. Bureau of Air Management Enforcement Five years

Letters, memos and notes,

16. General Permit to Limit Potential to Emit Five years from date
(GPLPE) Annual Emission Summaries File: | of submission.

This record series is for summaries containing

premises-wide emissions in tons/year for

larger sources registered under the GPLPE.

These files are organized alphabetically by

€ompany in the Compliance Analysis and

L Coordination Unit (CACU) files.

! Record Series is a group of similar or related records arran
particular subject, result from the same activity,
* Records with a Permanent retention perjod ca
the office, it should be appraised for possible tra

ged under a single fi
or have a particular form,

nsfer to the State Archiv

nnot be stored at the Records Center. If

ling system or kept together as a unit beczuse they relate to a

You believe a record should be maintained permanently outside
es. In this case, leave blank, and the State Archivist will review it.

‘ Approved (Agency Records Management Ligison Offcer)

Typed Name of RMLO-

Vtnee defanen

Title:

Date;

Dedoye oy
Appro 1 4

Date:

[/9\/9_(

Approvelyrusn, Records Administratory

=+ TIC
0

/s

/

<y /O 3 Tog
Effective Date of Schedule:

o8




RECQS RETENTION SCHEDULE
RC-50, Revised 571 999

®
\

FOR OFFICE USE ONLY
Retention Scheduje # 05 '/‘ I

STATE OF CONNECTICUT
. . Connecticut State Library
(Retum 1o Public Records Administrator) P48 PUBLIC RECORDS ADMINISTRATION
s 231 Capitol Ave., Hartford, CT 06106
Agency: Department of Environmental Protection Address: 79 Elm Street, H.

artford, CT 06106

Division or Unit: Bureau of Air Management
= Compliance and Field Operations

77

GPLPE Compliance Certifications File:

This schedule is: revised.

If revised, enter Previous retention schedule
number here: # 03-4-1,

Page 10 of 21 pages

This record series is for certifications

conditions of the GPLPE, These files are

CACU files,

A. GPLPE compliance certifications; and
B. Letters, memas and notes.

Compliance Analysis Database &

containing compliance statys’ for all terms and

organized alphabetically by company in the

Five years from date
of submission,

Five years

information System (CADIS) Tables

! Record Series is a group of simi
particular subject, result from the same activity,

? Records with a Permanent retention periad ca
the office, it should be appraised for pessible tra

Approved (Agency Reconts Management Lizison Officer)

lzr or related records arranged under a
or have 2 particular form.

single

Typed Name of RMLO:
Date;

Date:
01/ 63 /08

{

1 O 0%

(=

6”'—() @Mdtﬁ\rffﬂl

Approved (Pubfic Records Administrator)

Effective Date of Schedule:

/1T o5




REC‘)S RETENTION SCHEDULE
RC-50, Revised 5/1999
(Retum to Pubfic Records Administrator)

2 STATE OF CONNECTICUT
:-‘véi ; Connecticut State Library

B2l PUBLIC RECORDS ADMINISTRATION

Agency: Department of Environmental Protection Address: 79 Elm Street, Hartford, CT 06105

Division or Unit: Bureay of Air Management
— Compliance and Field Operations

FOR OFFICE USE ONLY
Retention Schedule # "'I "'{

This schedule js: revised,
If revised, enter previous retention schedule
number here; # 03-4-1,

Page 11 of 21 pages

19. Title V File as set forth in Section 223-174-33:
These flles are organized alphabeﬁcally by
company in the Compliance Analysis and

Coordination Unit (CACU) files,

A.  Prompt Notifications:

This record series is for nofification of

emission exceedance required usually within

10 days of any exceedance.

1. Title v Prompt Nofifications: and
2. Letters, memos and notes.

B. Monitoring Reporis:

This record series s for monitoring reports that

are required semi—annuallyfquarterly and

contain results of monitoring, summaries of
fesults, and information on monitering system
performance.

1. Titlev Monitoring Reports; and

2. Letters, memos and notes,

C. Progress Reports and Compliance
Certifications Pursuant to Section 22a-
174-33(q):

This record series is for certifications

containing compliance statuses for all termg

and conditions of Title V.

1. TitleV Progress reports and
compliance certifications: and
2. Letters, Mmemos and notes.

10 years from date of
submission.

—

' Record Series is a group of similar or related records arranged under a single filin

Particular subject, result from the same activity, or have a particular form,

£ system or kept together as a unit because they relate toa

? Records with a permanent retention period cannot be stored at the Records Center. If you believe a record shouid be maintained permanently outside
the office, it should be appraised for possible transfer to the State Archives, In this case, leave blank, and the State Archivist wil] review jt.

Approved (Agency Reconts Management Lizison Officer)

Typed Name of RMLO: Title:

Date:

Date: A%d (Public Records Administrator)

{/rlor WA'?_D(

a/QLaa—{—JIL o 63 /25

Effective Date of Schedule:

o Y 5™ ,05‘-

App?mu fz’uj:{ j? @




RECOQS RETENTION SCHEDULE
RC-56, Revised 5/1099
(Return to Public Records Administrator)

T

STATE QOF CONNECTICUT
Connecticut State Library

Lt

231 Capi 106106

Agency: Department of Environmenta] Protection

PUBLIC RECORDS ADMINISTRATION

Address: 79 Elm Street, Hartford, CT 06106

Division or Unit: Bureay of Air Management

—Compliance and Field Operations

FOR OFFICE USE ONLY

Retention Schedule # QS— ~/ ot |

This schedule is: revised,
, If revised, enter previous retention schedule

Page 12 of 21 pages

J number here; # 03-4-1,

20.

Non-Title V Monitoring Reports File:

This record series is for monitoring reports
that are required semi—annually/quarteriy and
cortain results of monitoring, summaries of
resuits, and informafion on monitoring system
performance. These files are organized
alphabeticaily by company in CACU files and
consist of Non-title v monitoring reports.

Five years from date
of submission,

21.

Correspondence with regulated entities on
monitoring issues File: This record series is
for correspandence (i.e., e-mails and letters)
on monitoring issues.  These files are
organized alphabetically by town and
Company within town in the CACU files and
includes letters, memos and notes.

Five years from date
of submission.

' Record Series is a group of similar or
particular subject, result from the same a

related records arranged under a sin
ctivity, or have a particular form.

gle filing system or kept together as a unit because they relate to a

Records with a permanent retention period cannot be stored at the Records Center. If you believe a record shouid be maintained permanently outside
the office, it should be appraised for possible transfer to the State Archives. In this case, leave blank, and the State Archivist will review it.
pproved (Agency Reconds Management Cizison Officer) Typed Name of RMLO: Title: Date:
Vardiaor MGJ—,W Lo Ma—,,,bc.q QIW.WLM‘F pr/N o o fog
Approved/Tfs Fivist) Q Date: Approvéd (Public Records Administrator} 4 Effective Date of Schedule:
| m%;gm% L/ > 1ay Zw/%lbf'@w\ 715 o5
7




RC-50, Revised 5/1 999
(Retur to pygs;, Records ﬁ‘{mini.rtratar)

.REC&S RETENTION SCHEDULE

STATE OF CONNECTICUT
Connecticut State Library

PUBLIC RECORDS ADMINISTRATION
231 Capi : 06106

Address: 79 Elm Street, Hartford, CT 06106

ff_‘\

5\

Agency: Department of Environmental Proteetion

Division or Unit: Bureau of Air Management

— Compliance and Field Operations

=

.\

—

FOR OFFICE USE,ONLY
Retention Schedule # % —'I — l

This schedule is: revised,
If revised, enter previous retention schedule
number here: # 03-4-1,

Page 13 of 21 pages

Stack Test Reports File: This record series
for certain sources requiring stack testing
performed ptior to the issuance of their final
operating permit. These tests are performed
by the source ang audited by DEP staff,
These files are organized by intent to test
number in file room.

A. Final summary of emissions resuylts
(table);

Final process resuits (table);

Report results acceptance letter;
Report resuits rejection letter;

Source Test Program form FE-410;

- Intent to Test Protocol;
W
H. Analytical and field data;

Stack testing analysis; and

i
J Letters, memos, notes.

TmMoo®

Is | 22.A. 20 years from
date of testing.
22.B. 20 years from
date of testing.
22.C. 20 years from
date of testing.
22.D. 20 years from
date of testing,

22 E. 20 years from
date of testing.
22.F. 20 years from
date of testing.
22.G. Seven years
from date of testing.
22.H. Seven years
from date of testing.
22.1 Seven years
from date of testing.
22.J. Seven years
from date of testing.

=

Complaints File: Thig record series is for
citizen complaints regarding possible
violations of the aijr poilutant regulations by
sources. These files are organized
alphabeticaily by town and company within
town in file room.

A. Complaints: and

B. _Letters, memaos and notes,

Five years from
receipt of complaint.

24,

Complaints Database Tables,

Five years

' Record Series is a group of similar or related records arranged under g single filing system ¢r
particelar subject, result from the same activity, or have

a particular form,

kept together as a unit because they relate to 2

Approved (Agency Records Management Lizison Qfficer) Typed Name of RMLO: Title: Date;
leadro b-’zé“swa T e De letsieons - @maﬁu I | o) /o3 / 38
Appro 3 rehevise) Date: Appigved (Pusti; Records Administratory d Effective Date of Schedule:
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(Return to Pubfi; Records Administrator) 3 PUBLIC RECORDS ADMINISTRATION Retention Schedule # Q§ Sy S

- - - 231 nglitoL_Ave.. Hartford, CT 06106 This schedule is: revised.
Agency: Department of Environmental Protection Address: 79 Elm Street, Hartford, CT 06106 If revised, enter previous retention schedule

Division or Unit: Bureau of Air Management humber here: # 03-4-1,
— Compliance and Field Operations Page 14 of 21 pages

ng)-\} Compliance Inspection Reports and Field Retain the two most
Notes File: This record series is for recent report files.
typewritten and handwritten inspection field Retain preceding
notes on air poliutant sources prior to annual | report files for 10
plant-wide inspection. Reports include formal | years from the date of
inspection reports incorporation of information inspection.
from the field notes on air pollutant sources for
compliance with Regulations, and to which
compliance is determined, sampling data,
photos and the background on the source.
These files are organized alphabetically by
town and then by company within the town in
the file room.
A. Routine annual plant-wide inspections;
B. Reporis by staff on inspections for the
sole purpose of compliance with the
Regulations;
C. Routine Field Notes and Reports, Air and
Noise Fils; and
i.  Formal inspection reports;
ii. Sampiing data:
iii. Photographs;
iv. Background on the source; and
v. Typewritten and handwritten inspection
field notes on air or noise pollutant
source prior to annual plant-wide
inspection.
D. Drafts, letters, memos and notes,

' Record Series is a group of similar or related records arranged under a single filing system or kept together as a unit because they relate to a
particular subject, result from the same activity, or have a particular form,

* Records with a permanent retention period cannot be stored at the Records Center. It Yyou believe 2 record should be maintained permanently outside
the office, it should be appraised for possible transfer to the State Archives. In this case, leave blank, and the State Archivist will review it.

Approved (Agency Reconds Mandagement Licison Officer) N Typed Name of RMLO: Title: Date:

2o Mm [larne Muay\ ém,u @.1@0@9-}7}1‘ Oy o K-l
Approv Vi 4 Date: m&& rds Admiristratork ~ Effective Date of Schedule:
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Agency: Department of Environmental Protection

i 231 Capitol Ave., Hartford. CT 06106
Address: 79 Elm Street, Hartford, CT 06106 .

Division or Unit: Burean of Air Management

— Compliance and Field Operations

FOR OFFICE USE ONLY
Retention Schedule # 05"' / "l

This schedule is: revised,
If revised, enter previous retention schedule
number here: # 03-4-1,

Page 15 of 21 pages

i(y

Pre-Inspection Questionnaire (P1Q) File:
This record series is for questionnaires
completed by air pollutant source, The PIQ
lists process, emissions, and air pollution
control equipment information. DEF performs
inspections on the equipment on the basis of
the information in the questionnaires. These
files are organized alphabetically by town and
company within the town in the file room with
the most recent year kept in the Field
Operations Enforcement Unit files,

. Questionnaire;

Process information with emissions;

Air pollution control equipment listed by
volume;

-Copy of Initial screening letter sent to
determine need for PIQ:

Photographs; and

Letters, memos and notes.

Jamoo omy

Permanent: Up to
and including 1990
files.

1991 to the present
files: Retain the two
most recent files for
existing pollutant
source. Retain
preceding files for 10
years from
associated
inspection.

Permanent files, up to
and including 1990 files,
are subject to transfer to
State Archivist at
discretion of Department
of Environmental
Protection.

—

! Record Series is a group of similar or related records arranged under a sin
particular subject, result from the same activity, or have a particular form.

? Records with a permanent retention period ca
the office, it shouid be appraised for possible tra

Rnot be stored at the Records Cent
nsfer to the State Archives. In this

€r.

If you believe a record shouid be maintained permanently outside
case, leave blank, and the State Archivist will review it.

\t]?roved {(Agency Records Management Cizison Officer)

Typed Name of RMLO:
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Date:
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- fiZe  PUBLIC RECORDS ADMINISTRATION
— 231 Capitol Ave.. Hartfor

Agency: Department of Environmental Protection
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Division or Unit: Bureau of Air Management
=~ Compliance and Field Operations

FOR OFFICE USE ONLY

Retention Schedule # 5 —/ — {

This schedule is: revised.
If revised, enter previous retention schedule
number here: # 034-1,

Page 16 of 21 pages

27. Open Burning File:
Open Bumning File;

22a-174(f). This is for open burni

a resident or town and the permit
local open buming official or DEP

the file room.
A. Applications;

official or DEP; and
C. Forms: - cc. to DEP: and
D. Letters, memos and notes.

This record series is for open buming requests
as set forth in Connecticut General Statute

material (i.e., brush, vegetation) with certain
dates to burn the material submitted by either

Mainly files kept in the individual town records.
Some submitted files are organized
alphabetically by town and/or by company In

B. Permit issued by the local open burning

Five years after
expiration of permit.

ng of

issued by’

record serles is for the daily log

inform the office of what facility th

Enforcement Unit,

28. Daily Inspectar Call-in Sheets File: This One year
times/locations when the inspector calls in to

going to/coming from. These files are
organized by date in the Field Operations

ey will be

1 Record Series is a group of similar or related records arranged under a sin

particular subject, result from the same activity, or have a particular form.

! Records with a permanent retention period cannot be stored at the Records Center. If

the office, it should be appraised for possible

gle filing system or kept together as a unit because they relate to a

You believe a record should be maintained permanently outside

transfer to the State Archives. In this case, leave blank, and the State Archivist will review it.

J Approved (Agency Records Management Ciaison Officer)

Typed Name of RMLOQ: Title:

Date:

[
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PUBLIC RECORDS ADMINISTRATION
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— Compliance and Field Operations

FOR OFFICE USE ONLY

Retention Schedule # ()5 =/ — |

This schedule is: revised.
If revised, enter previous retention schedule
number here: # 03-4-1,

Page 17 of 21 pages

29, Stage Il Vapor Recovery File

This record series is for questionnaires
completed by operators or owners of gas
stations. This information determines when
the Stage Il vapor recovery equipment shouid
be installed at the gas station as set forth in
Section 223-174-30, These files are organized
alphabetically by town in the file roam.

A. Questionnaire;

B. Letters, memos and notes.

29.A. Permanent

29.B. Five years

30. Stage Il Vapor Recovery Test Results File.
This record series is for Stage |1 Vapor
Recovery Tests as set forth in Section 22a-
174-30, allowing the Department to determine
the efficiency of control equipment. These
files are organized by Licensee Number in the
file room. The test results required by
Regulation 22a-174-30(e) are filed by licensee
number.

A. Stage Il Vapor Recovery test results of
gas station air pollution control equipment
performed by testing company:

Gas station dispenser layout diagram;
DEF audit of the testing :

Signature of testing company; and
Letters, memos and notes.

moow

Retain the file for the
most recent test
approved, until
superseded by
following test,

! Record Series is a group of similar or related records arranged under a sin

particular subject, resuit frem the same activity, or have a particular form.

? Records with a permanent retention period cannot be stored at the Records Center., If
the office, it should be appraised for possible transfer to the State Archives. In this case, i

gle filing system or kept together as a unit becanse they relate to a

you believe a record should be maintained permanently outside
eave Hlank, and the State Archivist will review it.

| Approved (Agency Reconds Management Lizison Officer)

Typed Name of RMLO:

Title:

bno &,

Date:

Date: Approved (Pubfic Records Adminisgators
| /5 0% %M 3/ %—

aX o511 o)/ b3 /125
J Effective Date of Schedule:
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Retention Schedule # (23S —/ — |

This schedule is: revised.

Division or Unit: Bureau of Air Management.

— Compliance and Field Operations

number here: # 03-4-1,
Page 18 of 21 pages

If revised, enter previous retention schedule

31.

Environmental System Corporation (ESC)
Database File: This record series replaces
the SAS Database as of April 1996. |t
contains raw data electronically collected from
all monitoring sites throughout Connecticut,
{Planning and Standards Division (P&S)
retains also, listed as #2 in P&S RRS #98-5-1
effective on 3/9/98.)

Raw data found in PC “poll1” at the Windsor
Lab and in PC “poll2” on the 5" fioor at Elm
St. Cafibrated data (stored on 400MB 3M Tri
Mini cartridges) found in P&S database,
SAS/SAROQAD, as a hard copy in P&S files
and raw data.

Five years

32.

Monitoring and Meteorological
Instrumentation Operation Check Sheets
File: This record series is for written
documentation of the performance,
maintenance and operation of monitoring &
meteorological instruments. These check
sheets are part of DEP quality assurance
procedures to ensure that the instruments
continue to operate effectively and provide
accurate data. These files are organized in
the Field Operations Monitoring Unit fites.

Five years

! Record Series is a group of similar or related
particular subject, result from the same activity,
? Records with a permanent retention
the office, it should be appraised for po

or have a particular form.

Approved (fgency Reconds Management Lizison Offficer)

Typed Name of RMLO:

Eno. @mx?,—m;

Date:

o 1! 3708
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/S j- I = P

U




RECO
RC-50, Revised 5/1999
(Return to Public Records Administrator)

RULS RETENTION SCHEDULE

231 Capi

Agency: Department of Environmental Protection

Address: 79 Elm Street, Hartford, CT 06106

STATE OF CONNECTICUT
Connecticut State Cibrary
PUBLIC RECORDS ADMINISTRATION
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Retention Schedule # { & —f — l

This schedule is: revised.
If revised, enter previous retention schedule
number here: # (3-4-1,

Page 19 of 21 pages

33.

Preventative Maintenance Check Sheet
File: This record series is for the written record
of periodic maintenance (visual inspections,
cleaning & lubrication, filter replacement, etc)
performed at a monitoring site to insure a
minimum of instrument downtime and/or data
rejection due to environmental & peripheral
equipment problems. These files are
organized in the Field Operations Monitoring
Unit files.

Five years

34.

Site File: This record series is for information
about both active and inactive air quality
monitoring sites and documents site
descriptions {i.e. site name, location, sampling
probe location, environment within one quarter
mile radius, topography, etc.) These files are
organized in P&S files (#5 in P&S RRS #98-5-
1 effective on 3/9/98) and in Fieid Operations
Monitoring Unit files.

Permanent

35.

Air Quality Calibration Data Sheets File:
This record series is for written records of a
DEP quality assurance procedure that
compares performance of an air monitoring
instrument to the National Institute of
Standards and Technology (NiST) in order to
determine the instrument's accuracy. These
files are organized in the Field Operations
Monitoring Unit files.

Five years

' Record Series is a group of similar or related records arranged under a sin

particular subject, result from the same activity, or have a particular form,

? Records with a permanent retention period cannot be stored at the Records Center.
the office, it should be appraised for possible transfer to the State Archives. In this case,

gle filing system or kept together as a unit because they relate to a

If you believe a record should be maintained permanently outside
leave blank, and the State Archivist will review it.

L =

Approved (Agency Records Managemens Lizison Officer) Typed Name of RMLO: Title: Date:
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number here: #03-4-1,

Page 20 of 21 pages

36.

Performance Audit Report File; This record
series is for documenting air monitoring

instruments’ accuracy by comparison to NIST.,

DEP staff, other than those who conduct tests
in #36, performs these comparisons. The
results of this audit are used to assess the
accuracy of the data reported, assess the
accuracy of instrument network data (al!
instruments measuring same pollutant) and
integrity of all quality control procedures used
by DEP Air Monitoring. These files are

organized in the Field Operations Monitoring
Unit files,

Five years

37.

Data Logger Calibration File: This record
series is for an equipment calibration that is
used to bridge the gap between the
Calibration Data Sheet and the ESC
Database. The Data Logger stores hourly
averages from instruments until it is retrieved
by the polling computer for storage into the
ESC database. These files are organized in
the Field Operations Monitoring Unit files.

Five years

! Record Series is a group of similar or related records arranged under a single fi

particular subject, result from the same activity,

? Records with a permanent retention period cannot be stored at the Records Cent
the office, it should be appraised for possible transfer to the State Archives. In this

or have a particular form,

er. If you believe a record should be maintai

ling system or kept together as a cnit because they relate to a

ned permanently outside

case, leave blank, and the State Archivist will review it.

Approved (Agency Record: Management Liaison Qfficer)

Typed Name of RMLO: Title:
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Date;
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Date: | Appr, (Public Records Administrator) T Effective Date of Schedule:
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|.RECOQS RETENTION SCHEDULE
RC-50, Revised 5/1999
(Return to Pubh; Records ﬁd'minirtrata'r)

Meteorological Instruments & Line Voltage | Five years
Monitor Calibration File: This record serigs is
for documentation of the calibration of
Mmeteorological and environmental
instrumentation. Thig procedure insures that
data inputted into the Data Logger is within
accepted specifications. These files are
organized in the Field Operations Menitoring
Unit files.

Field Instrument Standards Records File: Five years
This record series is for documentation for
creation standards used to calibrate air
monitoring field instruments that measure air
quality. It inciudes documentation of
calibration of transfer instrtuments as well as
the settings and corresponding output levels
of the working standards used in the fieid.
(part of the calibration reports) These files are
organized in the Field Cperations and
Monitoring Unit files.

! Record Series is a group of similar or related records arranged under a single filing system or kept together as a unit because they relate to a
particular subject, resnlt from the same activity, or have a particular form.

? Records with a permanent retention period cannot be stored at the Records Center. If You believe a record should be maintained permanently outside
the office, it should be appraised for possible transfer to the State Archives. In this case, leave blank, and the State Archivist will review it.

J Approved (1gency Rpcords Management Lisison Officer) Typed Name of RMILO: Title: Date:
Al
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