DEPARTMENT OF PERSONNEL & ADMINISTRATION
STATE ARCHIVES AND PUBLIC RECORDS
RECORDS DISPOSITION SCHEDULE

ARCHIVES NO.
10-51

L]

G

Requests for air monitoring deata from
internal staff, outside agencies, industry
and the general public.

Record copy

Duplicate copy

Calibration and Quality Assurance Files
Reports include calibration and quality
assurance files and records on air
monitoring equipment and systems.
Reports also include Technical Systems
Audits performed by the US. EPA4 on the
Technical Services Program and
Technical Systems Audits performed by
the Technical Services Program on
taboratories and other oulside air
monitoring systems.

Record copy

Duplicate copy

Policies and Procedures Manuals.
Manuals include the Quality
Management Plan document and the
Quality Assurance Project
Plan/Standard Operating Procedures
document that have been developed by
the Technical Services Program. These
are updated and submitied to the U.S.
EPA every 3 years. Manufacturer
equipment operating marnuals are alsa
maintained.

Record copy

Duplicate copy

Retain for (3) months after
acknowledgment and/or referral
and then destroy

Retain until no longer neaded

then destroy

Permanent
Until no longer needed

Permanent
Until no longer needed

DEPARTMENT DIVISION SECTION o o
Public Health and Air Pollution Control Technical Services Program PERMARENT =
Environment NON-PERMANENT =
ITEM DESCRIPTION RETENTION PERIOD SPECIAL INSTRUCTIONS
NO.
1. Air Monitoring Data Requests

Note: No record shall be
destroyed that pertains to
any pending case, claim,
action or audit,
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I request approval of the above records disposition schedule. Refention periods have been established by this agency after careful evaluation of all of the factors listed in the
Staie Records Management Policies and Procedures Manual. | hereby certify that [ am authorized to act for the head of this agency i matters perfmning to disposal of
recards, 1akso certify that 1wl comply with alf conditions listed in the Records Manasgement Policies and Procedures Manyal,
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DEPARTMENT OF PERSONNEL & ADMINISTRATION
STATE ARCHIVES AND PUBLIC RECORDS
RECORDS DISPOSITION SCHEDULE

ARCHIVES NO.

/0-5/

DEPARTMENT DIVISION
Public Health and Air Pollution Control
Environment

SECTION
Technical Services Program

PERMANENT

NON-PERMANENT

|

TEM DESCRIPTION
NO.

RETENTION PERIOD

SPECIAL INSTRUCTIONS

4. Hearing Files

Files created for hearings conducted by
the Air Quality Controf Commission.
These hearings are to adopt new air
quality regulations, to designate
attainment or non-aliainment areas for
air guality and to adopt new Stafe
Implementation Plans for air quality.
May Include technical support
documents, air quality data summaries
and Smoke Management Plan costs.
Record copy

Duplicate copy

5. Publications

Reports created by the Technical
Services Program include the Annual
Air Ouality Data Report and the Annual
SLAMS Report.

Record copy

Duplicate copy

6. Air Monitoring Gathering Data

Files of all data and records pertaining
t the gathering of air monitoring data,
including site visit forms, zero/span
records, strip chart files, validation
records, data printouts and electronic
data files. Particulate air filters are also
included.

Record Copy

Duptlicate Copy

Permanent
Until no fonger needed

Send (4) copies to Colorado
Special Publications Library

Untit no longer needed.

Until no longer needed
Until no longer needed

SA-194 (REV 12/00)
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