




DEPARTMENT OF ENVIRONMENT AND NATURAL RESOURCES 
ASSISTANT SECRETARY FOR ENVIRONMENTAL PROTECTION 
DIVISION OF SOLID WASTE MANAGEMENT 
OFFICE OF THE DIRECTOR AND DEPUTY DIRECTOR 

ITEM   28774.  CORRESPONDENCE FILE.   
 Correspondence to and from state or federal agencies concerning activities of the division. File also  
 includes correspondence concerning facilities regulated by sections of the division. Correspondence  
 is entered into Administrative Word Processing (Electronic) File (Item 36176). 
 DISPOSITION INSTRUCTIONS: Transfer correspondence concerning facilities to appropriate section of  
 the division after 3 years. Transfer remaining correspondence to the State Records Center after 5  
 years. Records will be held for agency in the State Records Center 5 additional years and then  
 transferred to the custody of the Archives. 

ITEM   36176.  ADMINISTRATIVE WORD PROCESSING (ELECTRONIC) FILE.   
 Machine readable records concerning daily activities of the office and itineraries of the Director and  
 Deputy Director. Electronic files include correspondence, itineraries and schedules, and other related  
 records. (Electronic database systems are maintained by Assistant Director for Administration,  
 Computer Systems Branch.) 
 DISPOSITION INSTRUCTIONS: Copy electronic files containing correspondence from hard drive to  
 floppy disk daily. Transfer 1 security copy of each floppy disk to an off-site location for backup  
 storage. Agency representative will update periodically. Erase in office electronic files on hard drive  
 and floppy disks when reference value ends. Update in office remaining electronic files routinely. 

ITEM   36181.  LEGISLATIVE FILE.   
 Reference copies of records concerning legislation which may affect the division. File includes bills,  
 daily bulletins, legislative study commission reports, drafts of bills as introduced by the division, and  
 other related records. 
 DISPOSITION INSTRUCTIONS: Transfer drafts of bills to the State Records Center when administrative  
 value ends. Records will be held for agency in the State Records Center 5 additional years and then  
 transferred to the custody of the Archives. Destroy in office remaining records after 5 years. 

ITEM   36183.  SPEECHES FILE.   
 Speeches made by the Deputy Director of the division. 
 DISPOSITION INSTRUCTIONS: Transfer to the State Records Center after 5 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. 
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