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STATE OF CONNECTICUT

PUBLIC RF --RDS ADMINISTRATION
231 Capitol ~_ ~. Hartford, CT 06106
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ENVERONMENTAL PROTECTION 79 ELM STREET
Division or Unit:
FORESTRY HARTFORD, CT 06106

FOR OFFICE USE ONLY

Retention Schedule # aa~ - [ ~ ~.[ [

This schedule is: Revised
If revised, enter previous retention schedule
number here: # 92-6-1

Page 1 of 16 pages

ITEM APPROVED RETENTION PERIOD
NUMBER
(i.e. S1-065) RECORD SERIESt TITLE Records Center or ARCH1VAL DESIGNATION

approved off-site facility2 (to be figed in by Statg A~rcfriv4~)

1). A. Certificate of Classification: Certificates to be
Issued pursuant to CGS sections 12-96 retained 10 years after
through 12-98, wh ch author zes State cancellation
Forester to classify band as "forest land"
if it meets certain requirements.
Certificates remain active until canceled
pursuant to CGS sec. 12-99. Files would
include supporting documentation - e.g.
application forms, maps,
correspondence, etc
Certificate of Land Designated as Certificates to be

1). B. Forest Land: retained for five years
Issued pursuant to CGS section 12- after cancellation
107d(a). State Forester may designate
land as "forest land" if land meets
requirements. Certificates remain active
until canceled pursuant to CGS section
12-107d(b). Files would include
supporting documentation - e.g.
application form, maps, reports,
correspondence, etc.

i 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.
2 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.

Ty?e,d ~Name o~f R1V~,~O:

Date:

Title:

Approved (~ublic

Date:

Effective Date of Schedule:

I/ /



P~ECORDS RETENTION SCHEDULE
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STATE OF CONNECTICUT
Connecticut State L~brary
PUBLIC REcorDS ADMHqISTRATION
231 Capitol & _, Harfford~ CT 06106

Agency: Address:
ENVIRONMENTAL PROTECTION 79 ELM STREET
Division or Unit:
FORESTRY P~-RTFORD, CT 06106

R~tention Schedule # ~I J

This schedule is: Revised
If revised, enter previous retention schedule
number here: # 92-6-1

Page 2 of 16 pages

I 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 a~tivity, or have a particular form.
2 Records with a permanent retention period cannot be stored at the Records Center. If yon 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.

A~ppr.o, ve~ (Age~2 ~ .:~{,~ ~anager~nt Li~on Typed N~me of RMLO,~ . Title:

Date: Apl~oved (Pub£~c Re~rdsAd/Mnistra~F.~-

Date:

Effective Date of Schedule:
tl / i~f" /



.RECORDS RETENTION SCHEDULE
RC-50, P~’~ised 511999
( R~turn     .b~,: ~cords A dminirt rat or)

STATE OF CONNECTICUT
Conn~ct~ut State Library
PUBLIC RF --’RDS ADMINISTRATION
231 Capitol ..... Hartford, CT 06106

Agency: Address:
ENVIRONMENTAL PROTECTION 79 ELM STREET
Division or Unit:
FORESTRY HARTFORD, CT 06106

FOR OFFICE USE ONLY |

Retention Schedule # 0 -~:~

This schedule is: Revised
If revised, enter previous retention schedule
number here: # 92-6-1

Page 3 of 16 pages

ITEM APPROVED RETE~N~TION PERIOD
NUMBER
(i.e. Sl-065) RECORD SERIES~ TITLE Records Center or ARCHIVAL DESIGNATION

Office approved off-slte facility~ (to be flffedin by State.~rchiv~t)
Nursery Emergency Hazardous Waste Until superceded

7). Management program:
May include: Site diagram, emergency
procedures end response protocol

: speci~c to the Nursery
Nursery seedling orders and related Three years

8). correspondence:
Orders for seedling received from
public. May include: seedling order form
and correspondence related to seedling
orders
Nursery seedling order forms: Until superceded

i g). Each year a new order form is produced
for distribution to the public with
attached pdcin9 schedule.
Nursery Arbor Day seedling orders Two years

10). and delivery information:
Orders received from schools/towns for
Arbor Day piantin9 st~ck
Nursery seeding charts (annual Permanent
sowing data):
May include: Location, date, and
species of sown seed at nursery

1 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, restdt from the same activity, or have a particular form.
z 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 ease, leave blank, and the State Archivist will review it.

Approve (State

Type~l Na~ne of RMLO:

Date:

Title: Date:

Effective Date of Schedule:



:RECORDS RETENTION SCHEDULE
RC~50, r~- "~sed 511999
( ~¢turn ~ .bli~ ~¢cora~ Administrator)

STATE OF CONNECTICUT
Con~cticut State £ibrary

PUBLIC RF -- RDS ADMINISTRATION
231 Capitol ~. ~., Hartford, CT 06106

Agency: Address:
ENVIRONMENTAL PROTECTION 79 ELM STREET
Division or Unit:
FORESTRY HARTFORD, CT 06106

FOR OFFICE USE ONLY

This schedule is: Revised
If revised, enter [trevious retention schedule
number here: # 924;-1
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ITEM APPROVED RETENTION PERIOD
NUMBER
(i.e. Sl-065) RECORD SE1LtrES1 TITLE Records Center or ARCHIVAL DESIGNATION

approved off-site facility2

Nursery seedlot numbers: Permanenf
May include: Germination tests taken by
nursery staff and seed source data for
seed to be utilized at the DEP nursery
Inventory of seedlings that are Until superceded

13). shippable quality at the Nursery
(annual data):
State Forest Land Management Permanent/archival
Plans:
10-year plans for the management of
state owned timberlands (generally each
plan covers a large block of a particular
state forest or in some cases the entire
forest. May range in size from 400+/-
acres to more than thousands of acres)
May include: comments on the
proposed management plan from both
internal and external sources to the
agency, field maps, tree inventory data.
State Forest Land Management Plans Discard draft proposals
draff.~ after supercaded by

approved plan

~ 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.
2 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 ease, leave blank, and the State Archivist will review it.

Typed Name ofRMLO:.A Title:

Date:~f

Date:

Effective Date of Schedule:



. I~.ECORDS RETENTION SCHEDULE
RC-50~ ~-vised 511999

" .. , (¢p~urn ub~cF~ecordsAdministrator)

STATE OF CONNECTICUT
Connec~zt Sta~ Libra~

PUBLIC R~ ~’)RDS ADMIa~ISTRATION
231 Capitol .e., Hartford, CT 06106

Agency: Address:
ENVIRONMENTAL PROTECTION 79 ELM S3~REET
Division or Unit:
FO~STRY HARTFORD, CT 06106

This schedule is: Revised
If revised, enter previous retention schedule
number here: # 92-6-1

Page S of 16 pages

ITEM APPROVEI) RE~EN~ION PE’RIOI)
NUMBER
(i.e. S1-065) RECORD SERIESz TITLE Records Center or ARCHIVAL DESIGNATION

Office approved off-slte facility2

16). State Forest Land Project Plans Two years after
proposed by the Division of Forestry: completion of the projec~
May include: Proposal form, comments, or after date of
and completion form. submission if not

approved
Right-of-way (ROW) permits: One year after

17). Permits granted to persons conducting a termination of the Right
timber harvest operation on adjoining of Way Permit or after
lands to cross over state forestland. May the date of denial of the
include: ROW request form, internal permit application
comments on request, and completion
form b’¢ DEP Forester~
Incident reports: Three years after

18). May include: reports of theft, vandalism, resolution or ten-Years if
and iniury to iob contractor

19). Fuelwood lottery & small misc. sales: Three years or until
May include: application to harvest wood audited, whichever
with value under $2,000, liability release comes later
Prescribe Burn Plans: Three years after
Plans wdtten to set controlled forest or completion of project
brush fires to acoomp]ish a specific goal
such as silviculture.

x Record Series is a group of simi|ar 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.
2 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.



RECORDS RETENTION SCHEDULE
RC-50, P’--’xed 5/1999
(Return t~ ~£~a Record~ Adm~istrat or)

STATE OF CONNECTICUT
Connect~t State Library

PUBLIC RE¢ --"~DS ADMINISTRATION
231 Capitol A... Harffor~l, CT 06106

Agency: Address:
ENVIRONMENTAL PROTECTION 79 ELM STREET
Division or Unit:
FORESTRY HARTFORD~ CT 06106

FOR OFFICE USE ONLY

t Reteution Schedule # ~

This schedule is: Revised
If revised, enter previous retention schedule
number here: # 92-6-1

Page 6 of 16 pages

ITEM APPROVED RETENTION PERIOD
NUMBER

0,e. S1-065) RECORD SERIESt TITLE Records Center or ARCHIVAL DESIGNATION
Office approved off-site facility2 (to 6e f, ffzd in 6y State ~rchi~ist)

21). A. List of potential bidders on state Until superceded
owned timber sales

21). B List of state owned timber sale buyer Three years after
insurance records ~l~y include: liability completion of operation
insurance and work~ compensation)
America-The- Beautiful Grants: Three years or until
Federal grant money passed through audited whichever comes
the Division to municipalities for Urban later
Forestry projects:
May include: Grant application,
evaluation sheet, correspondence,
Personal Services Agreement and
Attachments, inspection repe~t and
completion letter.

23). Tree City USA Applications: Three years
A recognition program for Urban
Forestry efforts by a municipality. May
include: Application, resolution,
supporting documentation.

24). Land Acquisition Projects: Two years
May include: The Division of Forestry
summary sheet and score sheet for each
project_ Reflects the DMsion of Forestry
opinion on proposed land acquisition
projects.

~ 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.
2 Records with a permanent retention period cannot be stored atthe 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.

[ Typ¢~ NAme e~..MLQ~, Title: Date:

Da : Appro~ved(~u6~cord~y.~i~a~_or~ Effective Date o f Schedule:



RECORDS RETENTION SCHEDULE
RC-50, r-- ~sed 5/1999

STATE OF CONNECTICUT
Connecticut State Library
PUBLIC RF --RDS ADMINISTRATION
231 Capitol ~. _., Hartford, CT 06106

Agency: Address:
ENVIRONMENTAL PROTECTION 79 ELM STREET
Division or Unit:
FORESTRY HARTFORD, CT 06106

This schedule is: Revised
If revised, enter previous retention schedule
number here: # 92-6-1

Page 7 of 16 pages

ITEM APPROVED RETENTION PERIOD
NUMBER
(i.e. S1-065) RECORD SERIESz TITLE Records Center or ARCHTVAL DESIGNATION

Office approved off-site facility2 (~o be39~din by State
Town Files: "
May include: Correspondence, tree
inventor] date, maps, copies of town
ordinances, etc.
Project Agreements with the Three years or until
University of Connecticut: audited, whichever
MOU’s outlining work to be done by comes later
project leaders at UCONN and D.E.P.
payments.
Forest Legacy Applications: Accepted applications-
A land acquisition program (may Pei’manent, Rejected
included fee simple purchase or applications - three
easements) supported by either Federal years
or State dollars. May include:
Applications, evaluation sheets, maps,
supporting documentation, monitoring
sheets for easement compfiani~e.

,2s). Monthly and Annual Accomplishment Five years in office
Reports made to the Federal
Government:
May include: Records of monthly field
accomplishment and annual reports.

i 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 ~ particular

subject, result from the same activity, or have a particular form.
~ Records with a permanent retention period cannot be stored atthe Records Center. If you betieve 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.

Typed Natne of RMLO: ~ Title:
~r~

Date:

Date: Approved (~u~6 ~c ~.corarsfl~ini~ Effective Date of Schedule:



P~ECORDS RETENTION SCHEDULE
RC-50. ~vised 511999
(~n,    ~6£~ Reco ra~ A dminist rat o r)

STATE OF CONNECTICUT
Connect~t State Library
PUBLIC B~ -- ~RDS ADMINISTRATION
231 Capitol ._,e, Hartford, CT 06106

Agency: Address:
ENVIRONMENTAL PROTECTION 79 ELM STREET
Division or Unit: HARTFORD, CT 06106
FORESTRY

This schedule is: Revised
If revised, enter previous retention schedule
number here: # 92-6-1

Page 8 of 16 pages

ITEM APPROVED RETENTION PERIOD
NUMBER
(i.e. S1-065) RECORD SERIESt TITLE Records Center or ARCHIVAL DESIGNATION

Office approved off-site facilit~ (to 6ef~din 6y StaU A rc~iw~-t)
29)~ Landowner Files: Permanent

Correspondence, cost-share
applications, completion of cost share
project reports, forms, maps, forest
management or Forest Stewardship
Plans. May include copies of 490 tax
program designation forms and maps,
historical propeff~y data. If a municipality,
may include copies of Environmental
Reviews (ERT).

30). Forest Fire Training Records of DEP Duration of employment
Staff: plus thirty years
May include: Records of forest fire
training received by DEP staff (may
include the type of training, when and
received by whom).

31). Forest Fire Training Records of Three years
Volunteer Fire Companies:
May include: Records of town fire
companies trained by" DEP staff.

32). Lesson Plans for Forest Fire Training Until superceded
May include: lesson plans prepared by
DEP staff for DEP staff and volunteer
fire companies

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

A p p r,o~d (S t~/,~f~) ~] ~]~

Date:

Effective Date of Schedule:

/) / o



/~ECORDS RETENTION SCHEDULE
RC-50, F ~,ised 5/1999

. (~tun~ ~.    W~ RecordsAdminis~rator)

STATE OF CONNECTICUT
�onnecdzut State L~rar~
PUBLIC RE ~ RDS ADMINISTRATION
231 Capitol A,-, Hartford, CT 06106

Agency: Address:
ENVIRONMENTAL PROTECTION 79 ELM STREET
Division or Unit: HARTFORD, CT 06106
FORESTRY

~)R OFFICE USE ONLY

This schedule is: Revised
If revised, enter previous retantiou schedule
number here: #92-6-1

Page 9 of 16 pages

ITEM APPROVED RETENTION PERIOD
NUMBER
(i.e. Sl-065) RECORD SERIES~ TITLE Records Center or ARCHIVAL DESIGNATION

Office approved off-site facgity2 (to be.fifi~din by State A ra~’i,~st)

DEP Forest Fire Weather Predictions Permanent
May include: predicted fire danger scale,
wind speeds, wind directions
Forest Fire Statistics May include: Permanent
acres burned, number of fire starts,
location, weather, cause

35). Forest Fire Sign-in Sheet May include: Permanent
Sign up sheet signed by all fire fighters
in attendance. For safety purposes.
Prescribe Burn Sign-in Sheet May Permanent
include: Sign up sheet signed by all fire
fightem in attendance. For safety
purposes.

37). Federal Excess Property Two years after
Federal property on loan to DEP or to equipment disposal
Volunteer Fire Companies. Files might
include equipment inventory and federal
forms.

38). General Correspondence to Fire Three years
Wardens May include: letters advising
DEP fire po|ic7.

39). Medical Screening reports from UCONN Three years
Medical Staff Advises DEP of placement of
DEP firefighters for tasks on fire.

1 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.
2 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.

Typed Naiiae of RMLO: Title: , Date:

Date: , Appr~0~oved (~ubEcff(ecor~sAd~Jxtrato~J Effective Date of Schedule:



~R~ECORDS RETENTION SCHEDULE
RC-50, ~ised 511999
( ~:~urn . ~blic qtecord~.~dministrator)

STATE OF CONNECTICUT
Connecticut State l:ibra~y
PUBLIC RY - RDS ADMINISTRATION
231 Capitol ~.�., Hartford, CT 06106

Agency: Address:
ENVIRONMENTAL PROTECTION 79 ELM STREET
Division or Unit:
FORESTRY HARTFORD, CT 06106

FOR OFFICE USE ONLY

This schedule is: :Revised
If revised, enter previous retention schedule
number here: # 192-6-1

Page 10 of 16 pages

ITEM . APPROVED RETENTION PERIOD
NUMBER
(i.e. Sl-065) RECOKD SERIES1 TITLE Records Center or ARCH1VAL DESIGNATION

Office approved off-site facility2

Vo’lunt~er Fire Assistance Program Three years or until
Funds audited, whichever
May include: Federal Grant application, comes later
documentation supporting approval or
rejection of Volunteer Fire Dept.
application, agreements, and
documentation of expenses
Revolving Fund Pool Purchasing for Three yearS or until
Volunteer Fire Companies audited, whichever
Purchases of equipment for volunteer comes later
fire companies with Federal grant
money. May include: correspondence,
applications, payment records, purchase
orders.

42). Special Projects with Fire Companies Three years or 9ntil
May include: Federal Grant application, audited, whichever
documentation supporting approval or comes later
rejection of Volunteer Fire Dept.
application, agreements, and
documentation of expenses.

~ 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 thesame activity, or have a particular form.
2 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.

Date: App~ved (~Pu6.~c ~.¢cord-s.~dnr’Mi~ator) .

Date:

Effective Date of Schedule:
// / ) 2(/ o



RECORDS RETENTION SCHEDULE
RC-50, r~"cised 5/1999
(Return    ~b¢ic ~.e co ra~ A dmin~t ra to r)

STATE OF CONNECTICUT

PUBLIC RY "RDS ADMENISTRATION
231 Capitol ,~,e., Hartford, CT 06106

Agency: Address:
ENVgRONMENTAL PROTECTION 79 ELM STREET
Division or Unit:
FORESTRY HARTFORD, CT 06106

FOR OFFICE USE ONLY |

Retention Schedule #

This schedule is: Revised
If revised, enter previous retention schedule
nnmberhere: # 92-6-I

Page 11 of 16 pages

ITEM
NUMBER
(i.e. S1-065)

43).

RECORD SERIES1 TITLE

Fire Season Personnel Schedule
May include: Coverage schedules for
Division of Forestry employees during
frs season.

APPROVED RETENTION PERIOD

Three years

44). ’ Three years or until
audited, whichever
comes later

45).

46).

State Firs Assistance
Equipment, publications or training costs
received through Federal Common
Services.
Annual Reports by Certified
Connecticut Forsst Practitioners
Statewide forest management activities
submitted pursuant to CGS 23-65i and
Continuing Education evidence
workshop attendance for Certified
Connecticut Forest Practitioners
submitted pursuant to CGS 23-65h(b)9
Summary of Annual Reports:
Summary prepared by the Division of
Forestry from annual reports submitted
by certified practitioners of all
Connecticut forest activily.
Note: might only occur in electronic
format or only as raw data.

Two years after
certification expires or
after certifcation is
superceded

Permanenffarchival

Records Center or
approved off-site facility2

ARCHIVAL DESIGNATION
(to be.fi~d~ by StateArchiv~)

i 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 ~ particular

subject, result from the same activity, or have a particular form.
2 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.

Typed i,N~. me of RMLOL Title:

Date: Appr(o~ed (~u6~c q~.~o~d~ Aa~iF’ut:ralor

Date:
It / i~/02_

Effective Date of Schedule:

It /



,~-ECORDS RETENTION SCHEDULE
RC-50. -~vised 511999
(~,r turn    ub/~: ~cords.~dministrator)

STATE OF CONNECTICUT
Connecticut State £i6rary
PUBLIC R    )RDS ADMINISTRATION
231 Capitol Ave., Hartford, CT 06106

Agency: Address:
ENVERONMENTAL PROTECTION 79 ELM STREET
Division or Unit:
FORESTRY HARTFORD, CT 06106

FOR OFFICE USE ONLY

Retention Schedu e # 0~ -/~’~

This schedule is: Revised
If revised, enter previous retention schedule
number here: # 92-6-1

Page 12 of 16 pages

ITEM APPROVED RETENTION PERIOD

NUMBER
(Le. S1-065) RECORD SERIESt TITLE Records Center or ARCHIVAL DESIGNATION

Office approved off-site facility~ (to befi/~din b~y State Arcfd~ist)

47). Continuing Education workshop Five years
Workshop appmvaI pursuant to CGS
23-65h(c)(9) May include: approval
information required by regulation such
as the workshop agenda. May also
include assignment of CEU’s and
workshop attendance roster.

48). Complaints filed against Certified Shall be retained for as
Connecticut Forest Practitioners : long as the formal report
May include: investigative information or action into which they
collected and inspector field notes are incorporated is

retained.
Complaints filed by location against a Five years
logging operation with an unknown
operator: May include: investigative
information collected and inspector field
notes.

50). Compliance field inspections:May One year after date of
include: inspector field notes concerning inspection
logging operations that are in
compliance

I 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.
2 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.

Approved!~rchivist) [

Typed N=~me of I~ ][LO: Title:

Date: Appxoved (~Pub~c RecordsAd~m6~tra~w~

Date:

It / I%/02__
Effective Date of Schedule:

// / /,s’-/ o~__.



" RECORDS RETENTION SCHEDULE
.". RC-50 ~vised 5/1999

STATE OF CONNECTICUT
Conn~ct~t ~t_a~t~ £i6rar9
PUBLIC I    9RDS ADMINISTRATION
231 Capital ~ve., Hartford, CT 06106

Agency: Address:
ENVIRONMENTAL PROTECTION 79 ELM STREET
Division or Unit:
FORESTRY HARTFORD, CT 06106

~OR OFFICE USE ONLY          I

Retention Schedule #

This s~hedule is: Revised
If revised, enter previous retention schedule
number here: # 92-6-1

Page 13 of 16 pages

ITEM APPROVED RETENTION PERIOD

NUMBER
(i.e. Sl-065) RECORD SERIES1 TITLE Records Center or ARCHIVAL DESIGNATION

Office approved off-site facility~ (to be filled in 6y Stat~.Arcf,~st)

Enforcement & Forest Practitioner
51). Certifications denied for a reason Permanent

other than failing to pass the exam:
May include: administrative action taken
such as orders, referrals, hearing
records, NOV’s, and certification
revocations¯ May also include
certification photocopy, applications,
correspondence and documentation
supporting denial and denial of
certification hearing record.
Connecticut Forest Practitioner Two years after
certification files May incIude: certification expires or
application, examination results, after certiScation is
certification photo, copy of certificate superceded
issued, correspondence pertaining to
application prace.ss and maintenance of
certificate and continuing education and
annual report compliance warnings.

53). Connecticut Forest Practitioner Until four years after date
certification denied for failure to pass of denial or permanent if
examinationMay include: application, headng was requested
examination results, correspondence, under UAPA
denial of certification, certification photo.

1 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.
2 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.

Typed ~ame of RMLOg Title: ~. ~ Date:

Date: Appr~d (~6~ ~r~a~" ~ Effective Date of Schedule:



RECORDS RETENTION SCHEDULE
RC-5P-’~evised 5/1999
(Retu~. Pubic ~cords~dmin~rator)

STATE OF CONNECTICUT
Coralect~t S.~t.ate Library
PUBLIC I    DRDS ADMINISTRATION
231 Capitol Ave., Hartford, CT 06106

Agency: Address:
ENVIRONMENTAL PROTECTION 79 ELM STREET
Division or Unit:
FORESTRY HARTFORD, CT 06106

FOR OFFICE USE ONLY

Ret*ntion Sehedule#

This schedule is: Revised
If revised, enter previous retention schedule
number here: # : 92-6-1

Page 14 of 16 pages

ITEM APPROVED RETENTION PERIOD
N’O~ff2B ER
(i.e. S1-065) RECORD SERIES1 TITLE Records Center or ARCHIVAL DESIGNATION

Office approved off-site facility2 (to ~e 3~ed in 6y State ~rchiv~t)

Non certified Forest Practitioner Until two years after date
54). (failed to complete application incomplete application

process) May include: application and was received
correspondence.

55). Master copy of examinations utilized Until no longer utilized
for certification of forest practitioners
pursuant to CGS 23-65h
Attendance sign-in sheets signed by 3 years after date of
applicant for certification examinations examination

57). The Connecticut certification Until certiticetion is
examination taken by Forest superceded or expires
Practitioner applicants pursuant to CGS
23-65h(c) and the applicants
examination answers (passed exam)
(Note: answers are placed directly on
the exam itself, a separate answer sheet
is.not utilized)

58). The Connecticut certification Two years at~er date of
examination taken by Forest examination
Practitioner applicants and the individual
applicents examination answers (failed
exam):(Note: answers are placed
directly on the exam itself, a separate
answer sheet is not utilized)

~ 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 toga particular
subject, result from the same activity, or have a particular form.
2 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.
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59). Connecticut Forest Practitioner
certification photo (failed exam) Photo Upon determination that
is taken when the applicant takes the applicant has failed
examination

60). State Forest Plantation Records
Histodc records or tree planting made Permanent]Archival
on state forestland generally from the
1920’s through the f 940’s and exist at
several state forest installations.

61). Division Monthly Program
accomplishment reports 2 years

62). State Forest Maps - Generally, these
are copies of state forestland base Permanent/Archival
maps that range in date from the 1930’s
to just finished. At some field
installations there may be some special
purpose maps (type maps, engineer
maps, deed maps, trenches dug, roads
built, plantation maps, maps of adjoining
properties etc.).

l 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.
2 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.
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63). Aerial Phote’~ Some field installations
maintain aerial photo’s that extend back Permanent/Archival
to the 1950’s and possibly earlier. Often
the aedal photo’s are in active use by
field staff. In many cases the older
photos do not have indexes.

State Projects (i.e. Kelda, Camp
64). Columbia): Five years a~er

Assessment and development of land completion of project
management strategies

Agreements and MOU’s between
65). State Forester and United States Three years after

Forest Service (umbrella agreements expiration or until
that establish DEP Div. Of Forestry as superceded
only State agency authorized to
implement USFS federally sponsored
programs in CT; MOU’s -facilitate ability
of USFS & DEP Forestry to enter into
grant relationships)

1 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.
z 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 ta the State Archives. In this case, leave blank, and the State Archivist will review it.
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