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DIRECTOR'S OFFICE 
 
 
Item 17358.  AIR QUALITY SUBJECT FILE.  Records in paper and electronic formats concerning  
          air quality issues. File includes reference copies of legislation, federal regulations, 
          correspondence concerning local air quality programs, grants, ambient monitoring, permits, 
          planning records, and other related records. 
   
          DISPOSITION INSTRUCTIONS: Destroy in office records in paper and electronic formats 
          when reference value ends. 
 
 
Item 17364.  ADMINISTRATIVE FILE.  Records concerning the administration of the air quality  
          program. File includes correspondence, binding agreements with other states, policies and 
          procedures, and other related records. 
 
          DISPOSITION INSTRUCTIONS: Transfer to the State Records Center after 10 year(s).                       
          Records will be held for agency in the State Records Center 5 additional years and then           
          transferred to the custody of the Archives. 
 
 
Item 17378.  LOCAL PROGRAMS CORRESPONDENCE FILE.  Reference copies of 
          correspondence to and from counties concerning their air quality programs. 
 
          DISPOSITION INSTRUCTIONS: Records transferred to Air Quality Subject File 
          (Item 17358). 
 
 
Item 44326.  COMPLETED PROJECTS FILE.  Reference copies of records prepared 
          by the graphic designer for other units of the division. File includes source materials,  
          finished products, memorandums, and other related records. 
 
          DISPOSITION INSTRUCTIONS: Records transferred to Stock Graphics File (Item 
          44332). 
 
 
Item 44327.  NEWS RELEASES FILE.  Reference copies of news releases issued by the agency. 
 
          DISPOSITION INSTRUCTIONS: Destroy in office when administrative value ends. 
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DEPARTMENT OF ENVIRONMENT AND NATURAL RESOURCES 
ASSISTANT SECRETARY FOR ENVIRONMENTAL PROTECTION 
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Item 44328.  PUBLIC COMMENT FILE.  Records in paper and electronic formats concerning  
          correspondence received and generated by the agency with high public interest. File  
          includes correspondence, memorandums, reference copies of publications, and other  
          related records. 
 
          DISPOSITION INSTRUCTIONS: Destroy in office electronic records when reference value 
          ends. Destroy in office paper records after 2 years. 
 
 
Item 44329.  PUBLIC INFORMATION REFERENCE FILE.  Reference copies of records  
          concerning air quality issues of interest to the general public. File includes news clippings,  
          memorandums, correspondence, and other related records. Records no longer being  
          created. 
 
          DISPOSITION INSTRUCTIONS: Item discontinued. All records destroyed. 
 
 
Item 44331.  SIGNATURE READING FILE.  Reference copies of records in paper and electronic  
          formats for the director's signature. File includes memorandums, correspondence, and other  
          related records. File also includes reference copies of records prepared for signature by the  
          Assistant Secretary for Environmental Protection, the secretary of the department, and 
          the governor. 
 
          DISPOSITION INSTRUCTIONS: Destroy in office records in paper and electronic 
          formats after 4 years. 
 
 
Item 44332.  STOCK GRAPHICS FILE.  Records in paper, electronic, and photographic formats  
          used in the development of agency publications, presentations, and other graphics. File       
          includes photographic negatives, reference copies of publications, memorandums, source  
          materials, and other related records. 
 
          DISPOSITION INSTRUCTIONS: Destroy in office records in paper and electronic 
          formats when administrative value ends. 
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