SPORT LICENSE RECORDS

a. These consist of:. license copies, filed in

alphabetical order by the sales agent.

DEPARTMENT OF GENERAL SERVICES Schedule No.
RECORDS MANAGEMENT DIVISION 1526
RECORDS RETENTION AND DISPOSAL SCHEDULE
' Page ; of 4
Agency Division/Unit
Department of Natural Resources Licensing & Watercraft Registration Services
Item ‘
No Description Retention
1. TITLE RECORDS
Arranged by batch numbers. All documents
connected with the issuance of certificates of
- title and boat numbers are maintained in this
record series. Documents found in each folder
may include, but are not limited to the following:
a. Boat title transfers la) retain paper copy until
Application for boat title microfilmed. Upon validation
Application for duplicate or corrected of microfilm, destroy paper
. certificates of title record. Retain microfilm
Security Interest Filing Statements permanently. Two originals are
Applications:;fer registration microfilmed, one is transferred.
Bills of sale to Md. State Archives after
Certificates of origin review.
Notification.of Assessments
b. Renewals for certificates of -boat number 1b) retain until all audit
File maintenance forms requirements have been ful-
filled, then destroy.
2. GENERAL LICENSE RECORDS
These records are arranged by batch numbers and Same as 1b) above.
are for boat dealer licenses. Batches may
contain both applications and renewals.
3.

Same as 1b) above.

Date

Approved by Department, Agency,
or Division Representative.

Signaturésm\\\C)J;zszz\\éé%§§

Type Name

Title

March 12, 1993
Date

Norine G. R1p¥i2§

Revenue Manager

Schedule Authorized by State
Archivist.

“lAR 3 0.‘993

Yoy

Signature

DGS 550-1 (Rev. 10/92)
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DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

~(Continuation Sheet)

Schedule No.
1526

P
ag% 2 of 3

Item
No

Description

Retention

SPORT LICENSE RECORDS (Continued)

b. Unused Annual Inventory - these are unsold
sport licenses. '

AGENT REPORTS (Sport Licenses)

These reports show agent name, number, address,
date, type of license involved, license number,
quantity involved, dollar amounts involved, and
grand totals.

Original reports are filed by batch with:.
copies filed under the féllowing titles:

Distributor

Cash Agent
Consignment Agent
Direct Sales

Others as necessary

MISCELLANEOUS RECORDS:

These consist of:

a. Accounts Receivable: Files are arranged in
batches. They contain receipts for late
payments for licenses and taxes.

b. Assessments - fiels are arranged in alpha-
_betical order by vessel owner name. They
contain assessment notices and supporting
documents. '

c. Publication Sales - files are arranged in
batches. A batch may. contain receipts for
publications, charts, pictures, etc. '
offered by Licensing & Watercraft :Registration
Services.

TIDAL FISH RECORDS

Commercial licenses are arranged by batch numbers
Batchs may contain, but are not limited to the
following:

License Application.

License Renéwal: - ;0.

3b) These are to be destroyed
after internal audit or when no
longer needed following the

close of the

Retain until
requirements
then destroy.

5a) Same as

5b) Same as

5¢) Same as

Retain untgl
requirements
then destroy.

season.

all-audit
have been fulfilled

4 above.

4 above.

4 above.

all audit
have been fulfilled

DGS

550-1A (Rev. 10/92)




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

‘(Continuation Sheet)

Schedule No.
1526

Page 3 of 3

Item
No Description Retention
6. TIDAL FISH RECORDS (Continued)
Duplicate License Applications
Others as needed.
7. GENERAL ADMINISTRATION FILES
Subject arrangement of original incoming | Screen annually and destroy
letters, copies of outgoing letters, memoranda, that material no longer needed
reports, studies, surveys, legislative reference | for current business.
materials, procedures, directives, budget Directives and other material
papers and other miscellaneous:papers relating relating to planning and policy
to the administration of DNR,:Licensing and which illustrate the development
Watercraft Registration Services of the office will be period=: . |.
ically transferred to the Md.
State Archives.
8. COMPUTER PRINT-OUTS

The EDP Printouts retained by Licensing and
Watercraft Registration Services are:

a) Boating: Edit and Error Report
Update and Batch Balance Report
Month-to-Date keyed Transactions
Others as needed

b) General: General Edit and Error Batch/
C . Balance Report .
General File Update
Misc. and Shell Tax Update
Edit and. Error Report
Others as needed.

c) Accounting: Boating Cash File Update
General Cash File Update
Batch Date & CD Monthly
Parameter:Report . '
CD Detail & Batch Balance Report
all systems
Monthly attainment all systems
Accounting File Report for
Miscellaneous
Others as needed

.{ audit requirements have been

8a) Maintain current file.
Upon receipt of ''mew'" data,
destroy '"old" file data. Upon
receipt of annual (final)
report data, destroy that data
included in the annual report.
Retain annual reports until all

fulfilled, then destroy.
8b) Retain until all audit

requirements have been fulfilled
then destroy.

8c) Same as 8b) above.

DGS 550-1A (Rev. 10/92)




ALSTRUSTIGNS - - TYPE. OR PRINT A

SEPARATE FORM FOR' EACH NEW OR

REVISED RECORD SERIES. FORWARD
I'TH" RECORDS~ RETENT | Ot SCHEDULE

DEFARTMENT PF‘ GENERAL. SERVICES
RECORDS MANAGEMENT DIVISION-
727% WATERLOO- ROAD

AGENCY RECORDS INVENTORY

{DEPT. OF NATURAL RESOURCES

P.O. BXX 275%. 1 8
580-1) JESSUP, MARYLAND 20794. PAGE —_oF 2
1. DEPARTMENT/AGENCY 2. DIVISICN:

OFFICE OF THE SECRETARY

s. it LICENSING AND
WATERCRAFT REGISTRATION SER.

© DEFINITICHN-REC ) IES'OA GROUP OF RELATED: RECOADE: NORMALLY FILED AND USKD AS- A. UNIT PFOR
. REFERENCE AN WELL AN RETENTION AND. DIiSFOI|TION PURPOSEX

4. RECORD SERIES TITLE

TITLE RECORDS

5. EARLIEST YEAR/LATEST YEAR'
1975 T0 1992

§. RECORD: SERIES. DESCRIPTION (PT/EFLY DESCRIRK THE TYPES OF INFORMATION/DOCUMENTS|FORMS: FOUND

IN. THE SERIES.
a. boat title transfers;
corrected boat titleys

application for boat title;
security interest filing statements;

INCLUDK: THE PURPOSE OR: FUNCTION OF THK. 2!!’1!8)
application for duplicate and
renewals for certificate

of boat numbers; applications for registration; abandoned boat: appllcatlons, bllls of
sale; certificates of origin; notification of assessments; -

b. file maintenance forms; renewals for certificates of boat number

C. mlcrofllm records as descrlbed 1n a.

"I’ O LEGAL SizE O COMPUTER: TAPE

7. RECORD SERIES FORMAT(S)

X' =TTER 517E 8 MIcROFILM.

0 BouND. BOOK 0 FLOPPY DISK
T AUDIO: TAPE. O VIDEO- TAPE

0. oTHER( SPECIFY)

L

| O ALPHAEETICAL
O NMUMERICAL

- X& cHronoLOGICAL.
O GEOGRAPHICAL .

a: m(svzcrn)

.. RECORD. SERIES. SEQUENCE. 9. v

0 FILE DRAWER(S)
196 O MICROFILM REEL(S)
0. COMPUTER: TAPE( S}
NGLBER: OTHER{ SPEC!FY)
. 1. cubic’ ft. boxes.

10-.. ANNUAL: ACCUMULAT ION"
O: FILE DRAWER{S)
L 120¢ Y MICROFILM:REEL(S)

1353 1.9.8 0 COMPUTER:" TAF £(S)

4
——

- pire 1S UsSED

X pairy

12. FILE: BECOMES INACTIVE AFTER

e O MoNTH(S) XYEAR(S)

4

. TAWES B-1

13. CURRENT LOCATICN(S) |BLDG.,FLOOR,ROGM)

AND' BASEMENT STORAGE ROOM 5
: gy ]

14. 15: RECORD: SERIES® DUPT | CATED: ELSEWHERET
t1r yes, sPeciry- sgENCY OB OFFiIcCE)
XXyEs: O Noc
NG HALL OF RECORDS

15%.. ACCESS: RESTRICTIONS:- Q. YE=:. %’NO"
(17 yes, crv:Lawis) & rxaouLaTiON(S).

16. ALDIT REQUIREMENTS:

O-NoNE: B-STATE. O FEDERAL O INDEPENDENT

1770 1S AN INDEX SYSTEM: USED T ( 1 r yeear, RXOPLA IN-

Q—YES';K( NO:

ERIKFLY AKD: DESCRIAR: ANY' Mﬂﬂw sor'rmuu:)

~ NAMEZ AND. TITLE. OF PREPARER" 20.

Pacti

Retain paper copy until microfilmed. Upon
validation of microfilm, destroy paper
record. Retain microfilm permanently.
Two originals are microfilmed, one is
tzamsferred to Md. State Archives after
. review.

TELEPHONIC NUMBER® 21. DATE.
Boone Revenue Management (410)974-3268

5/21/92 REVISED 3/12/93

DGCB-350-4. (REVISED: 2/87)

O omER(SPECIEYY [




INSTRUCTIGNS - - TYPE OR PRINT A
SEPARATE. FORM: FOR™ EACH  NEYW: O

|5ED RECORD. SERIES. FORWARD:
1TH: RECORDS: RETENT JOf SCHEDULE:
{DGS- 580-1)

DEFARTMENT OF GENERAL. SERVICES'
RECORDS: MANAGEMENT DIVIS IoN
7275 WATERLCO. ROAD
P.O. BOX 27%.

JESSUP, MARYLAND' 20794

AGENCY RECORDS. [NVENTORY

or 8

rt—

PAGE _2

1. DEPARTMENT/AGENCY

2. Divisiay

DEPT. OF NATURAL RESQURCES

QOFFICE OF THE SECRETARY

3. WNIT

LICENSING AND
WATERCRAFT REGISTRATION SER.

. DEFIN1T1ON-RECORD. SERIES.A WOUP" OF RAXLATED: RECORDS: NORMALLY' FI1LXD:

- AND: USED” AS: A. UNI!T FOR
ITICN: PURPOSES

REFERENCK AS NELI AS: RETENT!ON AND: Di8pPO

4. RECORD® SERIES TITLE

GENERAL LICENSE RECORDS

_5 . EARLIEST YEAR/LATES&'2

FY 90

§. RECORD SERIES.

tN:- THE SERIES.

Boat dealer

DESCRIPTION (lHlIF‘LY DESCRIBE THE: TYPES. OfF INNRH-ATION-/DOC‘U’!NTSINM FOUND -

licenses — renewal and.new applications

INCLUDK THIEE PURPOSE: OR- FUNGCTION- OF' THE' SEFTES.)

7'. RECORD' SERIES. FORMAT(S)

& LETTER: SiZE O MICROEILM:

O LEGAL. S1ZE U COMFUTER' TAPE.
0O pounD. pOOKC. O FLOPPT BisK:
'@ AUDIG TAPE O VIDEO- TAPE:

O OTHER( SPECIFY)

O NUMERICAL.

8:,. RECORD: SERIES: SEQUENCE. 9. VOLUME: '

0. ALPHAERTICAL

- B aHmonoLOGICAL.
0. GEOGRAPHICAL.

O OTHER(SPECIFY)

O FILE DRAWER({S)
- 5 O MICROFILM REEL(S)
’ - 0. COMPUTER" TAPE{S')

1 cuglon't%o(ts‘?u”)

0 .. ANNUAL. ACCUMULAT 10N:
. : Q. FILE DRAYER(S)
! 2 O MICROFILM REEL{S)

RGREPE: 0 COMPUTER" TAPE(S )

© omurp(sercrey)  box !
P11 prie 15 usen A 12- FiLE: BECOMES INACTIVE AFTER
. T pAlLY O WEEKLY" O MONTHLY" © 3 oomomH(s) YEAR(S) -
. RURERR :
— :
e

CURRENT LOCATICN(S) ‘( BLDG-. , FLOGR; ROOM)-

Tawes B. 1 and basement storage . room. 5°

14.. 15 RECORD SERIES DUPL ICATED ELSEWHERET

tir yes, speCiFv saeNcY.on orvier)
O yEs: K- No:

18:. ACCESS RESTRICTIONS- TYES: N NG
(17 vy cr7e LAwéS) & rEgutaTiONtS ).

.16 AUDLT REQUIREMENTS

oy,

: RN
T NenEs: B STATE O FEDERAL. O INDEPENDENT |

1770 1S5 AN INDEDC SYSTEMS USEDT: { |9~ YRS OPLAIN

a: ves. X NnoO-.

-~ NAMEZ AND: TITLE. OF PREPARER™ 20. TELEPHONE

Patti Boone, Revenue Management:

BEIXFLY" AKD: DESCRIBEY ANY- HARDUARK/ SOFTWARK:'

(410) 974-326%

1 n—-.__mcd.m,mrm____'- -

Retain until all audit -requirements
have been fulfilled, then destroy.

>/21/92 .
REVISED 3/12/93

DGE:3850-4 (REVISED 2/87):




INSTRUCTICNS - -TYPE OR-PRINT A
SEPARATE. FORM: FOR- EACH: NEY- OfF

DEFARTHMENT OF GENERAL. SERVICES:
RECORDS: MANAGEMENT DiVIS IOt

AGENCY RECORDS [NVENTORY

1550 RECORD. SERIES. FORYARD: 727% WATERLOG. ROAD: .
TH: RECORDS. RETENT | ONF SCHEDXLE. P:0. BOX 215 PAGé 3 OP_B
({DGSL580:-1 ) JESSUP, MARYLAND: 20794 — —
1. DEPARTMENT/AGENCY 2. plvisicn- 3. wNIT LICENSING AND ) :
.DEPT. OF NATURAL RESOURCES }

OFFICE OF THE SECRETARY

WATERCRAFT REGISTRATION SERV.

© DEFINITICN-RECORD. SERIEZS-AV AROUP” OF RELATED RECORDOS: NORMALLY PrLXD:

AND. USED" AS: A UN!T FOR-
ITION PURFOAEY

REFERENCE AS: XELL AS: RETENTION- AND: DiSPOSs

4. RECORD. SERIES TITLE

SPORTS LICENSES<RECORDS

5. EARCIEST YEAR/LATEST YEAR:
FY 90  oFY 92

IN-

a) license copies — al

FTHE SERIJES.

§. RECORD SZRIES DESCRIPTION (nalznv DEXCRIBEK THEK TYPES: OF mmmxrtou-/nocms/mm FOUND
THCLUDK THE: PURPOSE OB FUNCTION OF THX SZP‘IZ!'!

pha by sales agent

b) unused annual inventory — unsold licenses

7. RECORD: SERIES. FORMAT(S )
WLETTER SIZE O MICROEILM:

O LEGAL SI1ZE O COMPUTER’ TAPK:
0 oD, BOOKC O FLOPPY DISK
O ALBio-TAPE.. O VIDEC: TAPE

O OTHER{ SPECIFY}

8. RECORD:. SERIES. SEQUENCE

=, 12.

N

Q FILE DRAYER{S}
33 0 MICROF LK REFL{S)
U COMPUTER: TAPE(S]) .

NUNMBRR- CTHER(SPECIFY)
1 'cubic foot box

— ANNUAL_ ACCUMULAT [ONr
T FILE DRAWER{Sk-:
0" M1CROF ILNK. REEL( S}

-~ T RGREPE: T COMPUTER: TAPE(S) b
N/crg;zg( SPeCIEYY) oxel&
P 1te prie 1s useED X » 12. FTLE BECOMES. INACTIVE AFTER i
. < DAILY O vEEKLY T MONTHLY" 3 O MENTH{ S ) YYEAR(SF {
- X RUREEN
—
13

TAWES - B—1. AND BASEMENT STORAGE

CURRENT™ LOCATION(S) ( BLDG. , FLOOR, ROOK)

14.. 157 RECORD. SERIES: DUPLICATED: ELSEXFERET

t 1 yes, sPEc1FY- 2a9ENcY omrorricxe)
o YES: )éno.

15, ACCEES: RESTRICTIONSS

Tyes Wi
{1rves, crTrawts) & rEguraTionts):

- 167 AUDETT REQUIREMENTSS

T NONES )%srxr: O FEDERAL. O~ INDEPENDENT™

175 152 AN INDEX SYSTEM- USED Y { | o~y RXPrA NG
B EFEY AKDS pncnx-::ncr nmnnathmAx:X .

- .- < e

Tyes. K no

»

~Xl-._"

{9 NAMED ANIT TITLE. OFF PREPAFER™

Patti Boone

Revenue Managment

2% TECLEPHONEIN

(410) 974-3268

BEETENTICNG

=

These are to be destroyed after internal-
audit or when no longer needed following t}
close of the season.

5/21/92 REVISED 3/12/93

DGS. $50-4. (REVISEIX 2/87)




INSTRUCTIGNS - - TYPE OR PRINT A
SEPARATE. FORM: FOR EACH: NEX OR~
1SED) RECORDY. SERIES . FORYARD:

Tr: RECORDS- RETENT 1 Ot SCHEDULE.
DGS: 5801 )

DEFARTMENT OF GENERAL. SERVICES
RECORDS: MANAGEMENT DIVISICHN:
7275 WATERLOO. RQAD

BOX 275
JESSUP, MARYLAND: 20794

P~O.

AGENCY RECORDS

[NVENTORY

Pace _4 or _8

1. DEFARTMENT/AGENCY
DEPT. OF NATURAL RESOURCES

2. bBlvisiay

OFFICE OF THE SECRETARY

1. WNIT

LREEYS TREr SOt SERVECES

. DEFINITION-RECORD: ERIES—A‘ AROUP OF RELATED: RECORDS: NORMALLY"

FTLED AND. USED AS A UNIT FOR
REFERKNCE. AS- YELL AS* RETENTION® ANI DISPOSITION: PURFOSEY

4. RECORD SERIES TITLE.

Agent Reports — (Sport Licenses)

5. EARLIEST YEAR/LATEST YEAR.
FY 90 +o FY 92

§. RECORD: SERIES DESCRIPTION (IRII”LY DESCRIAL THX TYPER: OF lNF‘OMT!Oﬂ/DOCmTS’/Nm FOUND™

AN THES SER!ES.

involved,

INCLUDKE THE. PURPOSE GR FUNCTION- OF THE sanzx]

. Activity of sport license agents, 1nc1ud1ng-name, agent # address, date, type of license
license number, quantity involved, -déllar amounts involved and grand totals..

Original reports are filed by batch and copies filed under following titles:
Distributor;, Cash Agent, Consignment Agent, Direct Sales

7. RECORD SERIES. FORMAT({S ):
LETTER: SIZE T MICROEILM,

C LEGAL. SI1ZE U COMPUTER’ TAPE:

. O BOUND: BOOIK: O FLOPPY DISK

O Aapio TAPE, O VIDEQ: TAPE

O oTHER( SPECIFYT

\

/4
8... RECORT SRR IES: SEQUENCE
O ALPHABETICAL
O MMERICAL.
B EHRONCLOGI CAL. gfiginals
o ic
T GROGRAPHICAL.

O OTHER{ SPECIFY]

- VOLUMES o

10/
NUHMBER-
year

Q FILE DRAYER(S)
0 MICROFILM: REEL(S)
Q'COMPUNEETIPELSI

. OTHER( SPECIFY)
“1" cubic ft. box

k. 38

I

1o piLE 1S. USED
BAILY

~7

- S%LE?BEG&&ERlNACTTVEwMﬂER
' ' O MONTH( S )
ROREEN

YEAR(ST

. ANMUAL. ACCUMUCAT [Oh
O FILE: DRAWER({S]
0" M1 CROF 1LM: REEL( S}
Eﬁﬂ‘!ﬂ?07cﬂﬂﬂfﬁ5vTAPEU5%
: oxes

’

13 WLOCATXG\I(S) (EDG‘ mmr

: Tawes B-1 and basement storage

N

14. 15 RECORD: SER{ES: DUPL | CATED ELSEXHERET™

t 17 vy, seeciFY- saENCcY on-orricE}
Tyess K No<

5 ACCESS:. RESTRICTIONSS

Tyess Knoe

(1P~ vyes; citesLawbs) & rxguraTionts)

- 167 ALGLT REQUIREMENTS=

CENCN::)E{ST}::: O~ FEDERAL. T INDEPENDENT.

e le———

PN

1775 152 AN [NDEDSC SYSTEM- USERT ( | 7~ yRgs DPTAINS

o YES~ efoOW'

3

BRI EFLY-AKDS DESCRIBE? AXY- HARDUARL/ SOFTEARE ]

1 9. NAMES ANIX TITLEC OF PREPARER"
Patti Boone, Revenue Managemen

29. TELEPHONED!

(410) 974-3268

 RECCHMENDED" RETENTTONG

Retain until all audit requlrements have
been fulfilled,

then destroy.

/417194

DGE-3530-4. (REVISIIX 2/87)

REVISED 3/12/93




‘ --TyPE | cerarmenT o caerat |
SoAmaTE roms rome Exce 1w o | | meconos e cmer pivisren | AGENCY RECORDS INVENTORY

I15ED. RECORD. SERIES. FORWARD:

7273 WATERLOQ- RQAD
RECORUS: RETENT 1QMN SCHEDULE. PO. BXDX 2728 .5 8
PAGE. oF
DGS-550.-1) JESSUP, MARYLAND: 29794 _— ——
{ . DEPARTMENT/AGENCY 2. mws:w- 3. NIT
' LICENSING AND WATERCRAFT
DEPT. OF NATURAL RESOURCES OFFICE OF THE SECRETARY mmmﬁmn CERUIORS

" DEFINITICH-RECORD. SER{ES." IMOUP OF" RELATED: RECOADS: NORMALLY' FILED AND USXD. AS:A. UNIT FOR'

REFERINCE AST WELL AR RETENT!ION ANI: DISPOSITION PURPOSEY

4. RECORD. SERIES TITLE 5. EAB;IESI" YEAR/LATEST YEAR
" FY 90 o FY 92
MISCELLANEQUS SYSTEM RECORDS

6. RECORD SERIES DESCRIFTION: (IRII?LY' DEXCRINE: TH: TYFPEE: OF lNF‘OuAT!Oﬂ/WTE’Nm FOUND

1N THE. SERJIES. INCLUDE THIC PURPOSE' OR- FUNCTION- OF THK SEFTES])

Receipts for late payments of ‘licenses and taxes, assessment' notices and
supporting documents, publication sales records. '

7. RECORD SERIES FORMAT(S) 8. }E"m BERIES. SEQUENCE 9. VOLLMES B
| WLETTER S1ZE O M1CROETLM. O ALPHABETTCAL e O FILE DRA¥ER{S}
, ' ' . , O M1CROF |LK REEL( S))
O LEGAL SIZE O COMPUTER' TAPE O MUMERICAL.. 36

NUMBER-
07 BOUND: BOOIC. 0 FLOPPY DISK. nj/amoq;gg_Fiscal Year NUMBER” o otrER( SPECIFY i

1 cubic- ft. box

a2 LTAPE : s . .
ALDIS. TAPE V1DEQ: TAPT: GREOGRAPHICAL . | 1o ANNUAL ACCIMAATICN
O OTHER( SPECIFYT O. OTHER{SPECIFY) Q' FILE DRAWER{S}

-~

= 15 1" MICROFTLM. REEL(S )
N ; N ‘l' KGHRPE" O COMPUTER: TAPE(S)
. . boxesg
D/mgspgcrrtt

: - !
! 11— piLe 1S USED: ) 1Z. FrLE" BECOMEST INACTIVE AFTER- i
DAILY O VEEKLY T MONTHLY™ O 'MONTH(S ). )(YEAR(SL §
— :

13, CURRENT LOCATICN{S] (ELDG: ,FL.OOR;ROGK}

14... 157 RECORD: SERIESC DUPL I CATED: ELSEWHERET

“ , t1r yes; sPECIFY- 2aENCT OR-orPrcE) ;
Tawes B—1 and Basement Storage<w T yEse. #NO—

15 ACCESS:. RESTRICTIONS m‘fﬁg /%NGE-

- 16 ALBLT REQUIREMENTS::
{ 17 vesr. c17TX- LAWHS) & mxouraTIiONtS):

Etncms:j(:srxn: O FEDERAL. O~ |NDEPENDENT.

. L 18m : RETENTTCNG
BEIEFEY- ANKIG DESCRLREY AKY™ HAROWARE. SOPTRARE ) s
T Tt g A . oo Retain until all audit requirements have
= /ai o oo _ been fulfilled then destroy.

170 150 ANe INDESC SYSTEM- USED T { 1o yRS 20 PTA 1N

4

12 NAWMES AND: TITLE. OF PREPARER™ 22. TELEPHONET D

(410) 974-3268
Patti Boome. l

5/21/92 pevised 3/12/93

DGH 330-4. (REVISEIX 2/87)

]



~

INSTRUCTIQNS -~ TYPE OR PRINT A
SEPARATE FORM: FOR™ EACH NEW OR
1SED RECORD. SERIES. FORXARD:

TH- RECORDS: RETENT Qi SCHEDULE.
(DGS-880.-1)

DEFARTMENT OF° CENERAL. SERYICES
3
RECORDS MANAGEMENT DIVISICON:

AGENCY RECORDS [NVENTORY

727% WATERLOQ- ROAD.
P.O. BAX 27%
JESSLP, MARYLAND' 20794

pace _6_or _8

1. DEPARTHENT/AGENCY

Department .of Natural Resource$

2.. Dlvisiayr

3. witT Licessing and
Office of .the Secretary

Watercraft Registrationm Serv.

. DEFINITION -RECORD: SERIES~

A GROUP- OF REIATED RECOADSE; NORMALLY  FILEI AND USKD AS: A UNIT FOR-
REFERENCE AN YELL AS: RETENTION- AMD: DS

4. RECORD SERIES TITLE
' Tidal Fish Records

ITION PURPORKE

5. EARLIEST YEAR/LATEST YEAR.
FY 90 1o Fy 92

6. RECORDY ERI.ES DESCRIPTION (lﬂl‘n\" DEBCRIBE THE TYPESE OFf !NF‘OMT!ON‘/DOWTB/NW FOUND
‘ AN THE SERIES.

Commercial license batches which may contain license applicatioms, license renewals
and duplicate license applications.

~

INCLUDK:. THIC PURPOSE. OR: FUNCTION: OF THK SZFTES) .

7 .. RECORD: SERIES. FORMAT( S ).

iu-:nm S1ZE O MICROEILM..

O LEGAL S1ZE2 U COMPFUTER' TAPE
Q' BOUND. BOCK:. .0 FLOPPY: DIsKC
T ADIQ.TAPE & VIDES TAPE

a OTHER( SPECIFY}

—

8. RECORIX SERIES: SEQLENCE.

W

O ALPHABKTICAL O FILE. ORA¥ER{S)
55 O MICROFTLM REEL(S)
O NUMERICAL. T COMPUTER TAPE(S
NUMBER- (5]

}(a—mocxu;FY
O GECGRAPHICAL. . |

O OTHER{SPECIFY]

O OTHER{SPECIFY)
[ lebic FT. 30,\1 :

10~

ANNUAL. ACCUMAXAT 10N>

T FILE DRAWER(S)
15 O MICROF ILM REEL(S)
RGCOERIC T COMPUTER® TAPELS )

‘ 1o pyie s uSED

- @palLy Q. WEEKLY

—

12.

T MoNTRLY RORERN

O cmrR(specrEy) BOXEN!
FILE: BECOMES. INACTIVE AFTER
0" MONTH( S}

G/?EAR(S)V

! 137

., Tawes B -1 and basement storage;

' CURRENT™ LOCATION(S] (ELDG. ,FLOGR, ROOK):

b1y
T yess:

{4.. 15 RECORD: SER{ES- DUPL.|CATED ELSEFHERET

CIFY- 2.aENCY OR- oprice}

NO=

15 ACCESS:. RESTRICTIONS:-

CYES: XNOE—
{17 yesr, cr1e-Lawts) %> rzauvtaTiomnts)

- 165 AUDLT REQUIREMENTS

O NONES Bﬁhvnr: O FEDERAL. & INDEPENDENT.

17

q;YES;->< NO-

2
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RECOMMENDED: RETENT TON )
Screen annually and destroy that material

no longer needed for current business.
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RECOMMENDETT: RETENTION

Maintain current file. Upon receipt of
"new" data, destroy "old " file data. Upon
receipt of annual (final) report data, des-
troy that data included in the annual
report data, destroy that data included

in the annual report. Retain annual reports

until all audit requirements have been ful-
filled, then destroy.
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