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A Dispose of present accumulation. No Establish retention schedule for re- Microfilm and destroy originals.
odditional accumulation is antici- cords for which there is a continuing Originals if not microfilmed would be
poted. Records have ceased to have value occumulation. The records will cease to retained for the period of time indicated.
to warrant retention. have volue to warrant their retention ofter
the period of time indicated,
5. Description of Records : 6. Recommendation
i ? ' Describe records accurately. Include title, form number, size of documents, of Hall of Records
[\}gm work or activity to which the records relate, inclusive dates, and quantity and Board of Public

(cubic or linear feet). Show recommended retention period.

Works.

1.

This schedule includes the records of the listed agenciess

¥aryland Shellfish Commission 1906-1916
Conservation Commission 1916~1922
Conservation Department 1923-1939
Department of Tidewater Fisheries 1939 - -

The first three agencies listed were the predecessors of the present
Department of Tidewater Fisharies, The records of these earlier
agencies are located in the Department of Pudget and Procurement
VTarehouse where they were stored in 1946. Mo reference has been
made to this material since being placed in storage. Vherever the
term "warchouse™ is used in this schedule, it refers to the Depart~
ment of Dudget and Procuremsnt Varehouse,

MINUTES

Iisted below are the Minutes of the Department and its predecessors.
It will be noted that not all of the minutes have been located.

1506~1916 Yaryland Shellfish Commission,
1 volume, Department Office
1916~June S, 1918 Conservation Comnission - - missing

June 6,1918-June 1, 1927 Conservation Comaission and Conserva-
tion Department, 2 letterboxes, ¥are-
house,

June 2, 1927-June 2,1930 Conservation Department = - missing

June 3, 1930-5¢pt.7,1932 Conservation Department, looseleaf
binder, Varehouss,.
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2.

3.

Sept. 8, 1932-Nov. 5, 1933 Conservation Nepartment - missing

Nov. 6, 1933-Feb. 25, 1935 Conservation Department, looseleaf
binder, Warehouse

Conservation T nt and Depart<

ment of Tidewater Fisherles,

S volumes, in Department office.

1935 ~ ~

RICOMIMFRDATIONs RFETATR PERMANERTLY: . TRARSFFR ALL NINUTES PRIOR TO

FFBRUARY 25, 1935 TO THE HALL OF REICCRDS.
REGULATTONS RECARDING OPENING AND CIOSING OF OYSTER PARS

Quantitys 1 legal-size drawer (2 cubic feet)
Datest 193 = =

File Arrangements Chronological

Annual Accumulationt 1 linear inch

A function of the Department is the promlgation of regulations
opening and closing oyster bars for oystering purposes, FRegulationsg
are approved by the Attorney Ceneraly copies are also filed with
the Department of Legislative Neference, the Secretary of State and
the Court of Appeals, Fach regulation mst be published in the
county newspapers, This file contains a certified copy of the regu-
lation, the approval of the Attorney Oeneral, the publisher's nota-
rized certification and letters of transmittal to ard acknowledgmm%
from the three offices where the regulation is filed, The copy of
the repulation maintained in this file is the only signed copy and
is the only copy admissible as evidence in court cases,

RECOMNENDATIONs RETAIN P*RMANEKTLY,

COMMFRCTAL FISHING LYCENSES

Quantity:s 12 legalesize drawers (s cubic feet)
Datest 19L1 - - ;
File Arrangementt Numerical

Annual Accumilation: 2 cubic feet

Indexed:

by County and Alphabetically therein
Audited byr State | 7MLl
et

To conserve and restore the fish supply in the tidewaters of the
State, the Department limits the number of commercial fishermen and
their equipment through the issuance of licenses. Because of the
methods of issulng licenses and controlling the number of licenses
this file must be retained permanently (Article 66C, Sections
291-295, Annotated Code of 1951).

The file consists of folders for each applicant containings
the original application, anmual renewal applications, duplicates of
licenscs issued, and all correspondence.

RETAIN PIRYANENTLY
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5

LEDGFRS AND JOURHALS = PFRMANENT BOOKS OF ACCOUNT

Datest 1906 - 1940

The permanent books of account, 1isted below, are presently stored
_in the Rarehousets f

Maryland Shell Fish Commission _

v Ledger YNo. 1 1906~1908

¥ General Ledger 1909-191)

v Journal MWo. 1 1906~1916
Conservation Conmission

Journal 1916-1922

Conservation Department

June 1918 = Dec. 31, 1926
1918 - 1935

vOeneral Journal
vCeneral Ledger

Ceneral Journal October 1922 = November 1929
Journal ¥arch 1930 - September 1933
Journal February 1932 = November 1936
Journal September 1933 « March 1937
Aournal April 1937 - September 1540
RFCOUMENDATIONs RETAIN PLRMANLRTLY, TRANSFPER TO THE HALL OF

RECORDS,

* TONGFRS' LICENSES
Sizet 33" x Biv J ; K
Quantitys 6 cuble feet e -

Datest 1953 ~ - in office, 19.9-1952 4in office storage area,
1936~1937 in Varehouse

File Arrangements Chronological

Annual Acowmlations ¢ cuble foot

Msposable Amounts 2 cubic feet

Attached to the license 1s a stub which is removed by Department of
Tidewater Fisheries inspectors at the time they check the licenses
during the tonging season., The Tnspector forwards the stub to the
Nepartment whers it 45 used for statistical purposes,

RFCOMMINDATIONs RFTAIN FOR THRFC YFARS AND THEN NLSTROY,

CRAB POT AND DRIDGING LTCENSES

.!‘
N

Oyster tongers'! licenses are issued anmially by the Clerks of Court.

Quantitys 2 legal-size drawers, 2 transfiles in storage
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8.

continued

(total 8 cublie feet)
Natess 19L3 = -
File Arrangements
Annual Accumlationt
Msposable Amounts
Audited byt GState

by year and numerically therein
1 cubic foot
S cubie feet

O

)

Fle contains the application for license and a copy of the 1i cense, < 8
.~ which is issued anmually,

There is 1little or no reference to the
file beyond the license year except for audit purposes.

RYCOYMENDATIONs RETAIN FOR THREE YFARS OR UNTIL AUDITED, wHICHEVFR

IS LATER AND THEN DESTHOY.

RFOISTIR OF TITLE TO OYSTIR JANDS

Quantityy . 8 volumes
Datost 1906 - -
Tndexedy Alphabetical - each volume

Chapter 711, Section 85, Acts of 1906 required the Maryland Shell-
fish Commission to maintain a Reglster of Titles to Oyster Lands,
This Reglster has been kept by each agency succeeding to the duties
of the Comvission, Up to October 5, 1936, entries were handwritten;
since that date a duplicate of the lease has been pasted in the
volume., The lease shows the location of the bed {(exact survey data
is noted), number of acres, and date of issue. Transfers of leases
are also shown in the volume, Leases run for twenty-thrce yearsj
transfers cannot exceed the time of the original lease.

RICOMNENDATION: RUTAIN PERMANENTLY.

OYSTIR LFASE FILE

Quantity:s 15 legal-size drawers (30 cubic feet)
Datest 1920 - -

File Arrangemantt Alphabetical

Annual Accusmmilations 1 cubic foot

Audited bys State

A folder for each application for lease is prepared containing the
following recordss

Application

Oyster bed survey = worksheet
A copy of the lease
Correspondence

-
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e

The folder is transferred to an inactive file after tho lease expiro%.

is canceled, or is transferred and the final audit completed. There
i3 no reference to the inactive records. Iarlier records, presently
stored in the VWarehouse, which will be destroyed through the opera-
tion of this schedule include:

Applications for leases = 11 volumes, one for each tidewater
county, 1906 -~ 1917,

RETAIN FOR THREE YEARS AFTER FXPIRATION OF LEASE,
CANCFLIATION OR TRANSFER AND THEN DFSTROY, PROVID=-
ING THE FINAL AUDIT HAS BEIN COMPLETED.

RFCOMMENDATIONS

OYSTFR LTASE ACCOURT CARD

SAzer 3" x 6"
Cuantityt 1 cudbiec foot
NDatess 1915 =~ -
File Arrangementt
Anpual Accumlations
Audited by: State

Alphabetical
less than ¢ inch

A card is maintained for each lease showing name of lease holder,
his address, location of oyster bed, acres, expiration date of
lease, volume and folio where lease is recorded, and each annual
payments The cards are referred to for several years after the
lease expires, is transferred, or canceled. Tnactive cards are
maintained separately.

RICONHi NDATTONs RETATN PERMANEFNTLY.

AOVIRTISEMENTS = OYSTER GROUND APPLICATIORS

Quantityt 3 cubie feet
Nates: 1910 - -
File Arrangements
Audited byt Stste

Chronological

Applications for oyster ground leases must be advertised in the
county newspaper for four consecutive weeks by the Department. This
file contains the letter of transmittal to the newspaper puhlisher
and the publisher's notarized certification that the application was
advertised, There is occasional reference to the file during the
term of the lease. Leascs run for trventy-three years., This item
ircludes the following material presently stored in the Varchouses

t
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11,

12

13.

Oyster Ground Leases, 3 volumecs
5 1914192, 1916-1925, 1927-1929
Application Dook = Oyster License, 1909 « 1916

Application Advertisements,

RECOMUINDATION: RETATH mﬁwrm—srx YFARS AND THFN DESTROY,

NIXSPAPFR ATNERTISFMERTS OYSTER GROUND LFASES « CLIPPINCS

Quantity: L volumes (12 cubic feet)

Datess 1940 « =

File Arrangemantt Chronologieal

Anmual Accumilationt 1 linear inch
~ Disposable Amounts 1 cubic foot

Copies,of.oyater ground lease applications advertised in county
newspapers are pasted in volumes, They are used to check the
accuracy of Lhe advertisement.

RECOMMINMATTONE RITTATN FOR THRFE YIARS AND THEN DESTROY

OYSTFR PACKFRS THSPFCTTON TAX

Size: 5" x 8"

Quantity: S5 cuble feet

Datest 1940 - -

File Arrangements Alphabetical
Annval Accuwmlationt 1 linear foot
Andited by: State

:\.

This form is prepared anmally, one for each packerjy it shows name
and location of packer, date and tax paid. Payments are also posted
in the permanent books of account, After the auvdit there is no
referonce to the cards.

RICOMTRDATICN: RFTATRK TOR THREE YEARS OR UKRTIL AUDIT, WHICHFVIR IS
LATER, AKD THYN D&STROY.

LICRSTES AvP

OYSTIR PACKIRS REPORTS

Quantity: 1k transfiles in storage (total Ll cubie feet)
NDatess 1910 -~ -

File Arrangement: Annvally and alphabetically therein
Anmual Accumulations ) cubic feet

Msposable Anount: 30 cubie feet

indited by: State

This file contains the application for license to buy, sell, market,
pack, or can oysters, a copy of the licenss, correspondence, and
the weekly report of oyster inspection tax. FPesides being necessary
for tax collection purposes, the weekly report is vital for the
collection of oyster shells which, by law, must be returned to the

g
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154

" RECOMMINDATIONS

Pay bottom, This itea includes the following material precently
located in the Tarehouse.

Oysters Taken = 1 volume, 1926-1927 :

Application for Packer's License = 1 volume, 1927 - 1939
Oyster Packers' Reports, 8 tranafiles, 1927-28 and 193L-L0
Oyster Packers' correspondence, 2 transfiles, 1927 and 1936-37
Veckly Cyster Packers' Statement, 1 volume, 1927 - 1930,

RETAIN FOR THRFE YFARS OR UNTTL AUDITED, WHICHEVIR
IS 1ATER, AND THIN DESTROY.

SHELL PLANTING RECORDS

Quantity: 2 legal-size drawers in office, li transfer files in
storage (total 12 cubic feet)

Datess 1940 - - ft

FMle Arrangements by year and alphabetically therein

Annual Accumlations 1 cubic foot

Mseposable Amount: 9 cubic feet

Andited byt GState

This file consists of records dealing with the planting of oyster
shells in the various oyster beds of the State, These records aret
the shell planting contract, certificate of shells received and
planted, tally sheets, shell loading tickets, and some correspon-
Adences After the aundit there 15 no reference to the records,

This iter includes the following material presently located 4n
the Varehouses

Shell planting reports, 7 transfiles, 1931 -~ 1939
Record = Pushels taken by whom, 1 volume, 191} - 1918

RICOMMINDATT N:  RLTAIR FOR THR'T YRARS OR UNTTL AUDIT, v HICHIVIR IS

LATIR, AND THEN DFSTROY.

DEPUTY COMMAKRDIRS AND IKSPECTORS CORRESPONDLNCE

Quantity: 1 legal-size drawer = officej 4 transfiles - office
storage; 11 transfiles « Varchouse (total 30 cubie

feot)
Mates: 1926 ~ -

File Arrangement:

-

Alphabetical by year
Anmual Accumilation:t U linear 4nches
Disposable Amounts 28 cubic feet

,1/ .>;,\__’(*’@
This 7ile contains correspondcnce between the Department and the

Neputy Commandere and Inspectors,
of these ficld employees, and consists largely of requests for

It i8 concerned with the functiunﬂ
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16,

equipment, data rcgarding tax receipts, and ccaﬂﬁnal request
to make an investipations Since 1959 differont o'fice procedures
have reduced the rate of amual accumulation from 2 linear feet to

its present 3 or L inches.
RETAIN FOR THREE YFARS, AND THIN DLCTROY.

RECOMMENDATICNg
GENERAL CORRESPONDENCE
Quantity: 78 cubie fest
Datest 1916 -~ =
Alphabetical

File Arrangements
Annual Accumulations
Disposable Awounts

Correspondence concerned with the functions of the agency}

with individuals, State, Federal, local, and other state agencies,
Correspondence included in this item is listed below,

L cubic feat
65 cublc feet
it is

ete.
1916 ¥aryland Shellfish Commission, 1 trensfile
in ¥%arehouse
1922-1940 Conservation Department, 19 transfiles in
Rarehouse

Department of Tidewater Fisheries,
L transfiles in Tarchouse
Department of Tidewater Fisheries, 9 trans

files in office storage

193k, 19L1-43)

file,

RICOMMENDATIONs RLITAIN FOR THRLE YIARS AND THIN DLOTROY,

ACCOUNTING RICORDS

Quantity: 10 Arawers and 5 transfiles - office
L transfiles - office storape
)i trensfiles - Varehouse (total LS cubic feet)

Datest 1936 ~ -

File Arrangement:
Annual Accumulation: S cubic feet

Disposable Amounts 30 cublc feet

Audited by: State and Federal

This item includes all standard accounting forms usod by utate
The

agencles as supporting data to the final book of entry.
book of entry is to be retained permanently. Specifically the

supporting records ares

17.

Chronological

1945, 1948-51
1949=50, 1952 ~ ~ Department of Tidewster Fisheries, 3 trans-
files and 2 legal-size drawers = active
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|
(el Comptroller of the Treasury
- S
Form No. Title >
L]
p=1 and F-4 Transmittal QS
D=1 Certificate of Neposit and Nank Deposit Slip WS
Re2 (formerly }R=-2) MHonthly Report of State Funds Collected and NG
Deposited ? _ QS o
M stribution of Tnexpended and Obligated Balancds <
Monthly Statement of Balances Q’*} §
Purchasing Nureau (Department of Budget and Procurement) o g
1-A Requisition for Supplies e .
L7-A Purchase Order ) =
100=16 Out~of=-Schedule Reguisition for Supplie
39A and LOA Stores Requisitién '
CF=? Copy of Ccentract Awarded
2TA Copy of Contract Awarded
Cre3 Copy of Contract Awarded
. Delivery Invoice
26A Notice of Award of Contract
52 Credit Yemorandum
3 § Report of Partial Delivery
tudpet Purcan (Department of Mudget and Procurement)
e, Inv, P101 feport of Tixed Assets (Armual)
n,P, Inv, R102 Report of Yaterials and Supplies (Annual)
FePe Inv, & ¥aterials and Supplies Physical Inventory (Anmmil)
R0 Request for Position Action
PePe Inve 1 Ctores Record
Pe¥s Tnv. 2 Fqui pment Record
R.Pe Tnve 3 Yotor “ehicle Record
Nonthly Ctatement of Balances
¥emorandum of Adjustment
Otherss
1) i
Vendorg Involces K ORES

Rank Deyosit Slips

Pank Ctatements

Canceled Thecks

Pank Deposit Receipts

VYouchers A

Check stubs

Tax Reccipts = for oysters taken from State
Oyster Deds

Reserved area tax certificate

. -

y I\M
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and Board of Public
Works., i
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7(mi>

The recommendation for this item includes the accounting records of
the Department's predecccsors.
the early agencies are listed in Item k.
included ares _

The permanent bools of account of
Specifically, the records

Earyland Shell Fish Commission

Cash Book, 1907 = 1910
Cash No., 1, 1907 = 191
Cash Book = liccoipts and Msbursements, 1908 ~ Septe. 1, 1917

Record and Information Service, payments for services, 1906-1207.

Receipts and Deposits, 1912 = 1916

Trial Balance, 1908 - 1915

Oeneral Rent Dook, 1907

Rent Book « lomerset, Vicomico, Ste -Mary's, ’orcester,1907-08
Rent Book = Dorchester, Talbot, Queen Anne's, 1907-19508

Rent Ledger, 1906 - 1511

Record Fes Dock, No, 1, 1907-191)

Invoiceas - pasted in book, 1908 - 1910

Day Book, Sos 1, 1906 - 1908

Conservation Comaission

Cash Book ~ Hecelpts and Digbursements - 192C - 1922
Cash Book = 1917 - 1920

Cash Receipts = 1516 - 1919

Petty Cash Dook, 1916 - 1519

Record of Oyster Inepection Tax, 1916 - 1918

Record of Oyster Inspection Tax, 1918 - 19, 1919 - 20
Receipts and Msbursements, 1918 - 1920

Tnventory and Payroll -~ 1916

Rent, 1916 « 1920

Youcher Records, 1916 - 1918

VYoucher Records, 1918 - 1919

Youchers, 1918

Conscrvation Department

Cash Recelpts lo. 3, October 1526 - September 1930
Cash Dook, 1924~1525

Cash Msbursements, 1925-19°8

Receipts - Union Trust Couwpany, 1925-1929

Recelpt Book, april 1929 - iugust 1931

Petty Cash Book, April 1925 - December 1928

4
Bank Reconciliation Book, January 1927 - July 192};/%)&

) R

Cash VYouchers, May 1928 = Scptember 1930
Recelipts and Disbursements, October 1931 - July 1937
Feeelpta,April 1927 - April 1929

Check and Toucher Register, September 1929 -~ Scptember 1930
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. 5. Description of Records 6. Recommendation
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work or activity to which the records relate, inclusive c_iqtes, and quantity and Board of Public
No. (cubic or linear feet). Show recommended retention period. Works.

M sbursements = Tquitatle Trust Company, Cctcber 1925 =
Nctober 1932 3

Pay Pook = Msbursements, October 1922 = Yarch 1925 i3

Deposit Book, 1922 = 192}

Roceipts = Febniary 193k - December 1936 oy

Cash Fook, 1929 - 1936 . . o =

Check Reglster = Septe 1978 « Oct, 1979 =~ O

Rent Ledger, 1921 - 1926 ' S o

Rent Ledger, lo. 3, 1927 -« 1929 oz 2

Rent Ledger, Yo. 3, Part 2, 1977 - 1929 $ Q

Receipts - Necember 1936 = larch 1939 - g Q, &

0ld License Pook, 1927 - 1930 o0

Pay checks = 3 bundles, 1976 - 1931

Nuplicate Checks = 2 tundles, 192628, 1930-31

Checks « Payrolls, 1929 2

Canceled Checks, Park Stutements - 3 boxes, 1922 - 19%9 ’

Cash Receipts, July 1919 - Sept. 1926 :

Receipts - rent and taxes, 1927 ~ 1937

Rent Roll - 1917 - 192§

Receipts, Septe 1931 = Jan, 1934

Recedpts, Nec. 1924 - March 1927 ~

Pay Record, 1934 - 1940 §

Receipts, 1922 - 1927

i Vouchers, 1925 - 1939

Canceled Checks, check stubs, payrolls, transnittuls, various

dates, 1920 - 1930

Payrolls, trapsmlttals, 1932 - 1942

Fudget, trial balances, ete., 1931-39 :

Disbursementc, August 1937 - August 1943 A

! 17 £ 4&,4.//‘—&/\'
RECOMMFNDATIONs RETAIN FOR THRYL YFARS OR UNTTL AUDITED, ¥ HIGHEVIR 8
IS LATER, ARD THIN DESTROY, -

?/cﬂQ

18, |ACCOUNTTNG RECOKNG FOR VHICH DISPOSAL HAS BLLN PROVIDID BY A GLNIRAL
“RICORDS PETTRTGON SCHIDULE o ¢

PAYROLL (Prior to July 1, 1953)., The agency copy of this payroll
form 15 to be retained for five years or until audited, whichever
is later, and then dAcztroyed. (fencral Schedule No. -1, Item 1-d,
approved by the Roard of Publde Vorks, Jamary 11, 195k).

PAYROLL JOURNAL ~ The a-cncy copy is to be retained for three years
or until audited, whichever 4s later and then destroyed, (Oencral

Schedule No, 72, Ttem 1-d, approved by the Board of Public Vorks,

January 11, 1951‘5 :

AYROLL IXCEPTIONS, Additions and xceptions - The acency copy is
be retained frnr three years or until audited, whichever is later,
. nd then destroyed. (Ceneral Schedule No. C-2, Ttem 3-b, approved
the Board of Public Works, Jamuary 11, 195!:5




(e1-03) :QUEST FOR RECORDS RETENIIL.. '“EDULE i T
Holl of. Records (Continuation Sheet) PAGE
Commission NO. 12.

5. Description of Records 6. Recommendation

4. Deseribe records accurately. Include title, form number, size of documents, of Hall of Records
lrffm work or activity to which the records relate, inclusive dates, and quantity and Board of Public

. - (cubic or linear feet). Show recommended retention period. Works.

PAY WARRANTS « The agency copy is to be retadned for three years >

or until audited, ederal and State, whichever 1& later, and then %)

destroyed, {Ceneral 3chedule No. (=3, Ttem 3, approved by the =2

Poard of Public Vorks, May 10, 19%%) oS

Ly d

RECEIVING WARRAKTS ~ The agency copy 15 to te retained for three >

ears or until audited, whichever is later, and then destroyed. o 52

Coneral Schedule o, G=li, Item 3, approved Ly the Board of Mublic aE

Works, May 10, 1954) C‘t o

TRANSMTTTAL FORK F=1l or F-4 (Comptroller of the Treasury Fora) is b 5:

- to be retaine? for three years or until audited, whichever is S

(Genersl Schedule ¥o. 0=5, Ttem 3, |

5“:‘:.

later and then destroyed,
approved by the Doard of Public Vorks, May 10, 1954).

PERSOMNNFL LFAVE RICORNS
Quantity: 6 cubic feet

Datest 1949 - -

File Arrangement: Alphabetiéal
Annmual Accumulationt 1 cubic feot
Disposable Amountt 2 cubic feet
Audited by: Ltate

Included in this 1tem ares
The leave record card = standard state-wide form SIC-128A

Daily attendance report = field employces only - information
on this form is transferred to the

leave record card

Leave Requests

Noctor's Certificates

RECOMMTNDATION: RITATN FOR THRIE YIALS OR
13 LATER, AND TIEN DI STROY

NTIL AUDIT, WHICHIVIR




