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!N?or? Description ‘Retention
1.| MASTER INDEX CARDS:
3" x 5" cards arranged by registration number listing Retain permanently.
the name and address of applicant, registration number,
" license numbers for each year, when paid and the
amounts collected. . :
2. | APPLICATION FILE:

This file contains registrants' initial application
for license, photographs, notices of examination dates
and examination answers. '

LICENSE RENEWAL FILE:

This file contains license renewal cards (Application
Blank for Renewal of License) which are submitted by
the applicant along with his renewal fee. Each card
shows the registration number, the date, the applicant's
name, address, the name of the theater and its address.

~Retain for three (3) years
and audit, then destroy.

Retain for five (5) years
after last renewal date,
then destroy.
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