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POLICIES FOR RECORDS RETENTION AND DISPOSITION

1. This schedule is continuing authority under the provisions of the Virginia 7.
Public Records Act, §§ 42.1-76, et seq. of the Code of Virginia for the
retention and disposition of the records as stated on the attached page(s).

This schedule supersedes previously approved applicable schedules.

This schedule is used in conjunction with the Certificate of Records
Disposal (Form RM-3). A signed RM-3 must be approved by the designated
records officer and on file in the agency or locality before records can be
destroyed. After the records are destroyed, the original signed RM-3 must
be sent to Library of Virginia (LVA).

4.  Any records created before the Constitution of 1902 came into effect 8.
(January 1, 1904) must be offered, in writing, to the LVA before applying
these disposition instructions. Offered records can be destroyed 60 days
after date of the offer if no response is received from the LVA. A copy of the
offer must be attached to the RM-3 form when it is submitted to the LVA.

5.  All known audits and audit discrepancies regarding the listed records must
be settled before the records can be destroyed.

6.  All known investigations or court cases involving the listed records must be °
resolved before the records can be destroyed. Knowledge of subpoenas,
investigations or litigation that reasonably may involve the listed records
suspends any disposal or reformatting processes until all issues are
resolved. 10

The retentions and dispositions listed on the attached page(s) apply
regardless of physical format, i.e., paper, microfilm, electronic storage,
optical imaging, etc. Unless prohibited by law, records may be reformatted
at agency or locality discretion. Microfilming must be done in accordance
with §§ 17VAC15-20-10, et seq. of the Virginia Administrative Code,
"Standards for the Microfilming of Public Records for Archival Retention.”
All records must be accessible throughout their retention period in analog or
digital format. Whether the required preservation is through prolongation of
appropriate hardware and/or software, reformatting or migration, it is the
obligation of the agency or locality to do so.

Custodians of records must insure that information in confidential or privacy
protected records is protected from unauthorized disclosure through the
ultimate destruction of the information. Normally, destruction of confidential
or privacy-protected records will be done by shredding or pulping.
"Deletion” of confidential or privacy-protected information in computer files
or other electronic storage media is not acceptable. Electronic records must
be "wiped" clean or the storage media physically destroyed.

Under the Virginia Public Records Act, (§ 42.1-79) the Library of Virginia is
the official custodian and trustee of all state agency records transferred fo
the Archives, Library of Virginia. The Library may purge select records in
accordance with professional archival practices in order to ensure efficient
access.

Unless otherwise directed, files are closed out at the end of each calendar
or fiscal year as appropriate. Retention periods start at that time.



COMPIONWEALTH OF VIRGINIA RECORDS RETENTION AND DISPOSITION SCHEDULE

[HE RAR INIA SPECIFIC SCHEDULE NO. 440-006
m] LB YOF VIRG DEPARTMENT OF ENVIRONMENTAL QUALITY

RECORDS MANAGEMENT AND IMAGING SERVICES DIVISION

(Form RM-2 Aug 98) HAZARDOUS WASTE PROGRAM
EFFECTIVE SCHEDULE DATE August 28, 2007 PAGE 2 OF 4 PAGES
RECORDS SERIES AND DESCRIPTION SERIES NUMBER SCHEDULED RETENTION AND DISPOSITION

This schedule replaces 440-006 dated April 23, 2003.

Hazardous Waste Annual Report (Transporter) 006140 Retain 10 years after report submitted then destroy.

This series consists of reports of hazardous waste
transportation activities submitted by permitted transporters on
an annual basis.

Hazardous Waste Emergency Permits 006146 Retain 5 years after permit approved, then destroy.

This series consists of permits, application forms, and
correspondence relating to issuance of the one-time, short-
term Hazardous Waste Emergency Permit.

Hazardous Waste Facility Corrective Action 006142 Retain 40 years from date of issue then destroy.

This series consists of reports and correspondence related to
corrective activities at subject facilities. The reports document
the plans, collected data, and completion of various activities

under the Resource and Conservation Recovery Act (RCRA)

corrective action. Refer to 40CFRPart 264.101.

Hazardous Waste Facility Groundwater Annual Reports 006144 Retain 40 years then destroy.

This series consists of groundwater monitoring reports and
analytical results submitted on an annual basis by facilities
required to monitor groundwater. Refer to 40CFR264, Subpart
F, and Part 265, Subpart F.
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Hazardous Waste Facility Groundwater Records 006143 Retain 40 years with permit then destroy.

This series consists of groundwater monitoring data,
groundwater compliance/annual reports, groundwater
monitoring plans, and related correspondence for hazardous
waste management facilities. These records are used to
determine a facility's compliance with the Virginia Hazardous
Waste Management Regulations (VHWMR) and in the permit
application review process. Refer to 40CFR264, Subpart F,
and Part 265, Subpart F.

Hazardous Waste Facility Permits and Closures 006141 Retain 40 years from closure of facility then destroy.

This series consists of permit applications, post-closure permit
applications, notices of deficiencies (NOD), responses to
NODs, final permits, public notices, and all other
documentation generated in connection with issuing and
reissuing operating permits to hazardous waste management
facilities. Also includes closure plans submitted for DEQ
approval and all other documentation regarding closure of a
hazardous waste unit of facility. Refer to 40CFR264, Subpart
G, and Part 265, Subpart G.
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Hazardous Waste Handlers Compliance Files for Permitted 009535 Retain 40 years beyond closure of facility or termination of
and Un-Permitted Facilities post-closure monitoring then destroy.

This series consists of the compliance status of a hazardous
wasted handler’s facility design, construction, maintenance,
operation, and environmental monitoring (gas, soil, and
ground/surface water) according to the Virginia Hazardous
Waste Management Regulations (VHWMR) and the Virginia
Waste Management Act (VWMA). Includes, but is not limited
to, correspondence, reports, plans (environmental, health and
safety, etc.) and plan sheets, compliance inspections and
documentation, investigation and verification of complaints,
corrective actions, cleanup and closure reports, enforcement
documentation, photographs, monitoring data and reports,
ground water reports, Notifications of Regulated Waste
Activity, RCRAInfo forms, biennial hazardous waste reports,
and other supporting documentation for facilities with or
without US EPA ID numbers.

Hazardous Waste Transporter Permits 006145 Retain 15 years after permit expires then destroy.

This series consists of permits, application forms, and
correspondence relating to permit issuance, re-issuance and
revocation, renewal, and termination and invalidation.




