
Maryland Department of the Environment 
Volunteer Corps Program 

Assignment Sheet 
 
 
Administration: ______________________________________________ 
 
Program: ____________________________________________________ 
 
Anticipated Length of Time for Assignment:______________________ 
(example: a month, six months, a year/estimate time) 
 

 

Training needed: yes (  ) / no (  ) 
If yes, what training will be needed to perform this assignement 
 
 
 
 

 
Administration Contact Information: 
 
Contact Person: ____________________________________________ 
 
Phone Number/Extension: ___________________________________ 
 
RETURN FORM TO: 
Nadine Y. Hailey 
Nadine.Hailey@maryland.gov 
(410) 537-4468 

Full Description of Assignment: 
_______________________________________________________________________________ 
 
 
 
 

 

What skills are needed for this assignment (computer, data entry) 
 
 
 
 

mailto:Nadine.Hailey@maryland.gov

	Administration: Water Management
	Program: Wastewater Permits
	Time Length of Assignment: 6-Months
	Full Description of Assignment: 1) Identifying industrial facilities requiring stormwater permit coverage.  2) Re-organizing electronic permit filing system.  3) Scanning issued registrations into a document management system (FORTIS).  
	Training Needed: Intern/volunteer be taught the permit requirements for industry and how to search for and identify facilities that may require permit coverage.  Intern/volunteer would be trained on our filing system, as well as how to scan on and retrieve files from a multi-function copier and how to find and index scanned documents into FORTIS.
	Skills Needed: Comfortability with using computers, ability to accurately complete detailed work involving reading and entering numbers and text, ability to follow written procedures and complete checklists.
	Administration Contact Information: Michael Richardson
	Phone Number Extension: x3654


