
DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

Schedule No.
1526

Page o f

Agency Division/Unit
Department of Natural Resources Licensing & Watercraft Registration Services

Item
No Description Retention

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 followinj

a. Boat title transfers
Application for boat title
Application for duplicate or corrected
certificates of title
Security Interest Filing Statements
Applicationsrfor registration
Bills of sale
Certificates of origin
Not ification ,of Assessments

b. Renewals for certificates of boat number
File maintenance forms

GENERAL LICENSE RECORDS

These records are arranged by batch numbers and
are for boat dealer licenses. Batches may
contain both applications and renewals.

SPORT LICENSE RECORDS

a. These consist of: license copies, filed in
alphabetical order by the sales agent.

la) retain paper copy until
microfilmed. Upon validation
of microfilm, destroy paper
record. Retain microfilm
permanently. Two originals are
microfilmed, one is transferred
to Md. State Archiv.es after
review.

1b) retain until all audit
requirements have been ful-
filled, then destroy.

Same as lb) above.

Same as lb) above.

Approved by Department, Agency,
or Division Representative.

March 12, 1993
Date

Signature\ ^ P ^ ^ ^ W ^ - ^
Norine G. Ripp4e> \ ^

Type Name :

Title Revenue Manager

Schedule Authorized by State
Archivist. Q t 9 9 3

Date

Signature

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

RECORDS RETENTION AND DISPOSAL SCHEDULE
1 (Continuation Sheet)

Item
No

3.

4

5.

6.

Description

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 following 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 Renewal; " ..".:;;•".'...• ..':

Schedule No.
. 1526

Page, 2 of 3

Retention

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

Retain until
requirements
then destroy

5a) Same as

5b) Same as

5c) Same as

Retain until
requirements
then destroy

all audit
have been fulfilled

4 above.

4 above.

4 above.

all audit
have been fulfilled

•

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



1 DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

— 1 RECORDS RETENTION AND DISPOSAL SCHEDUL*
^ B (Continuation Sheet)

\

ft

Item
No

6.

7.

8.

Description

TIDAL FISH RECORDS (Continued)

Duplicate License Applications
Others as needed.

GENERAL ADMINISTRATION FILES

Subject arrangement of original incoming
letters, copies of outgoing letters, memoranda,
reports, studies, surveys, legislative reference
materials, procedures, directives, budget
papers and other miscellaneous.^papers relating
to the administration of DNR,•Licensing and
Watercraft Registration Services

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/
Balance Report
General File Update
Misc. and Shell Tax Update
Edit and Error Report
Others as needed.

c) Accounting: Boating Gash 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

Schedule No.

Page 3 of 3

Retention

Screen annually and destroy
that material no longer needed
for current business.
Directives and other material
relating to planning and policy
which illustrate the development
of the office will be period̂ -:" .'.
ically transferred to the Md.
State Archives.

8a) Maintain current file.
Upon receipt of "new" 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
audit requirements have been
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)



INSTRtJCTtQNS--TYPC OR- PRINT" A.-
SEPARATE. FORM FOR' EACH NEXT OR
REVISED RECORD SERIES, FORKARD-
[1TH- RECORDS- RETENTION* SCHEDULE.

8 8 0 - J )

t . DePARTVENT/ACENCr

DEPT. OF NATURAL RESOURCES

DEPARTMENT OF" GENERAL SERVICES"
RECORDS MANAGEMENT DIVISION'

7278 WATERLOO ROAD
P-.O. BOX 275

JESSUP-, MARYLAND- 207 94

2. DIVISION-

OFFICE OF THE SECRETARY

AGENCY RECORDS INVENTORY

PACE.1 1 OF 8

3 . UNIT LICENSING AND
WATERCRAFT REGISTRATION SER.

DETlNlTICW-RSCOfiD.. SERIES-* a * o o p r o r " K*I-*TKD: raccanDm NORMALLY FILKJ AND u n o AM* A. UNIT ron
WWlcMWCr A»- WELL A»'- HKTKHTtOW AMD DlgPOilTIQW- PtJW^Ogg«-

4 . RECORn SERIES TITLE

TITLE RECORDS

3 . EARLIEST" YEAR/LATEST YEAR.

25 TO 1992

5 . RECORD; SERIES. DESCRIPTION ( mrtlKln-r' O*SCH!*K TKJC TYMCS OW !HrOIB*ATJON/DOCU*«MTS/FOR«» rOVHtr
IN. JtS. SERIES. lHCWDC TMT PU»O«C OH- FUNCTION- Or THS.SBR1EJ)

a. boat title transfers; application for boat title; application for duplicate and
corrected boat title; security interest filing statements; renewals for certificate
of boat numbers; applications for registration; abandoned boat:applications; bills of
sale; certificates of origin; notification of assessments;

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

c. microfilm records as described in a.

4
7. RECORD. SERIES: FORMAX(S)

S LETTER. SIZE",S M1CROTILM,

CT- LEGAL- SIZE •' COMPUTER.". TAPE

O BOCND BOOK a FLOPPY DISK

a. AUDIO, TAPE: a- VIDEO-TAPE

a OT>ER(SPECIFY)

8 . RECORD.. SERIES- SEQUENCE:

O. ALPHABETICAL.

O NUkERICAL

^ 8 CHRONOLOOICAU

HGEOGRAPHICAL

a:OTHER(SPECrrY)

9 . VOLUfcE; V

0 FILE. DRAWER(S)
a MICROFILM- REEL(S)

1 9 6 D COMPUTER- TAPE(S-)
N U M S " ' 2 OTKER( SPECIFY)

1. cubic' ft. boxes.

10v. ATOAIAL: ACCUMULATION

n-FTLE DRA*ER(S)
1209 a'MICROFILM REEC{S)

K o m n r CT COMPUTERS TAPEI S )

11. r i LE: I s USED

^BCDAILY Q WEEKLY" D MCNTHLY-

12. FILE: BEODfcCS INACTIVE- AFTER
3 D MONTH(S) }Q:YEAR{S)

j 1 3 . CURRENT LOCATION!S) ( BtDC.,rtOORVBOC*l)-

: TAWES B-l AND BASEMENT STORAGE ROOM 5

1 * . 1 Si RECOR& SERI Eff DUPt 1CATED ELSETBHEREr

t IF- YT»%. fMcirr /.awer oit- omcE)
XKYB» a NO; H A L L Q F RECORDS

IS:-.- ACCESS RESTRICTIONS- Q: YEK 5; NO
llF-YKBr, e i T T T L w I l ) **J»*auLATIOK(r)

1C. AUDIT REQUIREMENTS--

Q-NCNE- *• STATE. O. FEDERAL CL INDEPENDENTT

i r i I SI AN* INDEX SYSTEM;
• Rl W t r AK». DKXeXt

CtYESvJ^- NOi

f ( IF^YKS:.KXFCA!N>
ANY- HAROKAIOC/ SOFTK Retain paper copy until microfilmed. Upon

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

t 9 _ NAME AND. TITLE;. OP" PREPARER:

Patti Boone Revenue Management

20. TELEPHONE NUMBER:

(410)974-3268

2 1 . DATE".

5/21/92
REVISED 3/12/93

DCS-38 0-4 (REVISED: 2/87)



INSTRUCTIONS--TYPE O«- PRINT" A
SEPARATE FORM: FOR" EACH NEV OfT

ISED RECORD SERIES, FORXAHD-
ITH RECORDS- RETENTION* SCHEDULE:

(DGS-3B0-1 )

DEPARTMENT OP GENERAL- SERVICES"
RECORDS. MANAGEMENT DIVISION*

727S WATERLOO ROAD
P-.O> BOX 27S\

JESSUP", MARYLAND1 20794

AGENCY RECORDS. INVENTORY

PACE 2 or 8

t . DEPARTMENT/AGENCY

nF.PT- DF NATITRAT. RESOUKf.F.S

2 . DIVISION

OFFICE OF THE SECRETARY

3 . UNIT L I C E N S I N G AND

WATERCRAFT REGISTRATION SER.

DEFI NIT I ON-RECORD: SERIES-*" **°V*" O*' MLATKD. WCOM)» NORMALLY- F1LHJ-- AMD. VXXTr A* A UNIT « l t
HKWCMCNCrr AS-' WKL1- A«; WrTKNTIOW AND.' DI«fe«ITIOW PUHMatl •__

4» RECORD: SERIES TITUt
GENERAL LICENSE RECORDS

s. EARCIARCIEST TEAR/LATEST
FY 90 FY 92

YEAR.

TO

S. RECORD- SERIES. DESCRIPTION { • H I I C r t Y ' DKXCR1BC; THX: TYMtB: O r INPOMUT1 OR/DOCUMENTS/ FORUS-' rWJHir
•IN- TT-E SERIES". , tNCLUOC THE I»UMO8C OH- rUNCTION- Of THf SBfTtES]

Boat dealer licenses — renewal and.new applications

4
7 . RECORDS SERIES-FORMAT( S )

•X LETTER- S I Z E &- MICROFILM.

a LEGAL. SJZEL O CCMFUTER-TAPff.

O BOUND. BOOK, a FLOf?PTr DISJC

CC- AUDI Or TAPE: D- VI DEO* TAPE

CC OThERJ SPECIFY")

» . - RECORD: SERIES- SEQUENCE

O-ALPHABETICAL.

O-NLftCRICAL..

£ CHRONOLOaiCAL,

CT. GEOGRAPHICAL.

a oTMH(spEcrnfj ,

9. VOLl*E

NUVBC

0 FILE. DRAWER(S)
n MICROFILM; REEL(S]

^ °- COMPUTER- TAPE(.S-)

1 cubic^ooTLDbx.

10. ANNUAL. ACCUMULATION'

D FILE. DRA*ER(S)
2 a MICROFILM REEL{S)

Kt3anBKr a COMPUTER" TAPE( S )
g ftTVff-T?(^PF(-TFV) b o x

I 11- F I L E : IS- USED

S" DAILY a: •BEEKLY" O MCNTHL.Y-

1 2 . FILET BECOMES" INACTIVE- AFTER
3 D MOMTH(S) ^YEAR(S)

; 13 ' . CURREKT- LOCATION! S ) ( BtDCf..FLOOR-,ROOKV-

Tawes B 1 and basement storage•.- room. 5

-*te»

I * - IS; RECORD-SERIES- DUPtlCATED ELSETSVERET
tiF*YE»; i « c i r r « « K c r OPT orf ice)

1»:- ACCESS: RESTRICTION& CD YES? / ^ N 0 *

I lr-YKSTt- C1TT m i t i ) ^RKOUUATIONt»K
16v AUSL7T REQUIREMENTS X,s

CCNCNE; fi-'STATET CT FEDERAt.. d- INDEPENDENT^

17". ISiAN. INDEX. SYSTE»USEDr ( i r - Yir .CXPtAim

• C l I F t r AK» DKXCfllBS» AK1T HAROSAJHc/BOFTWi
ui r .

O: YESi-^BE NO-
Retain until all audit requirements
have been fulfilled, then destroy.

1 «;. NAME AND* TtTCC OF* PREPARERr

Pa t t i Boone, Revenue Management

2 O , TELEPHONE
(410) 974-326e 3/21/92

REVISED 3/12/93

DCS; 580-4 (REVI 2/«7)



1HSTRUCT1 CiM?_. - TVT>F- O f t - P R I N T A
• SEPARATE. FORSf, FOR" EACH- NETT- OR?
J j g ^ l S E I l : RECORD-SERIES- FORXARO:
^^P"IT+- RECORDS. RETENTION* S O E O U X

HOGS; s so-.-1 )

DEPARTMENT OF= GENERAL- SERVICES^
RECORDS! MANAGEMENT" DtVlSJCN*

7278 ttATERLOO-ROAD:
P:O. BOX Z7ST-

JESSUP-, MARYLAND1- ZQ7 9-.

AGENCY RECORDS INVENTORY

PACE 3 0 1 - 8

1 • DePAKTWENT/ AGENCY

DEPT. OF NATURAL RESOURCES

Z. DIVISION-

OFFICE OF THE SECRETARY
3 . UNIT LICENSING AND

WATERCRAFT REGISTRATION SERV.

OCFlNlTJCN-RECORD- S E R I E S - * " ° * O W ' O r " MW-ATKST WCCOHO*? NOW«ALJLY- FTLXn. A>iO. USXJJ" A*'. A. UNIT rOR-
. m r c w e w c c Agr - g i _ , A»* W—T-KTlow ANnr o » g ~ c g I T I O H I P U B M J E T

* . RECORD. SERIES TITLE:

SPORTS LICENSE':RECORDS

S . EARLIEST YEAR/LATEST YEAR
FY 90 -qFY 92

«. RECORD. SERIES DESCRIPTION i 1 R I X ' t T ' D U O J I i e TUB. nrMt* Of- IN-3«ttTtON-/DOCUBENTS/-jRHB-. rowir
•IK- 'TH^ SERIES'. , lNCtuoc T>ac r u w o s c att~ —UNCTION- or- TMK: seirtes j

a) license copies — alpha by sales agent

b) unused annual inventory — unsold, licenses

4 7 . RECORO: SERIES-FCRMATCS)

O^LETTERr SJZ& CE MICROTIUM.

a LEGAI>..SI2E: a COHPOTEH? TAPE;

a BOUND, BOOK: a rz.oeproisK:

CL AUDIO-TAPE: CTYlDEOiTAPE

Ct OTtERt SPECI FYf

N

*„ HECOREt SERIES^ SEQUENCE:

(a)
(b)X-AUPHABSTIOJ-.

5£f*J*RICAJ_

O' C»RCNOCOOtCAL.

CT CKO<3lAPHlCAt_

Q oTHE3e(sPEcrmr)

9 » VOCUfcHE •

0 riLE-DRASER(S}
D' uii-gnniupm (-}

cr COMPUTER: TAPE(S I
?n3^>KOTHER(sp-crFr)

1 cubic foot box

33

1 0 ^ ANNUAL ACCUMULATION*
1 FILET DRA*ER(S:)i:

12 CTMICROFILM REELfSJ:
hUUlgRr °" COMPUTER? TAPE( S)

. V r r r v - r > < - - - - r - v v haxe*
1 1 _ FILE: IS- USED

^ D A I L X a. «E_3O.Y- O- MONTIft.Tr

1 2 . FTLET BECOheS". lNACTrvE' AFTER-
3 fflO-HIS) ^YEAHfS^

"WBH

j J3V CURREKT-LOCATION(SV ( BCDCi..rtOCRVROOK).

TAWES B-l AND BASEMENT ST0R&6E

1 4 - ISiRECORCt SERIES: DUPt-lCATED: ELSE

CTYKSfc >^NO&

tST_ ACCESS. RESTRICTIONS^ CDYES- ^ N t e -

( ir-Tnrsr, e r - c m t i } *^jneawuAxtowt*K
I 6T^ AUDIT* REQUIREMENTS^

CE-NCNE ^YSTATSr CT FEDERAE_ CD INDEFENDeNTr

I7T^ IS^ANfc INDEX:SYSTEJCS.USEDTr ( I F - - _ a

•—HrftTTAWC DCICRtttrAKrHA—II
I«-" .̂_. NrrcN?

CC YESV, ̂  NCfe-
These are to be destroyed after internal-
audit or when no longer needed following tl
close of the- season.

I «•--. NAfcKE. AND: TtTCE_OF* PREPARERr

Patti Boone Revenue Managment

za-. TELEPHONE: N

(410) 974-3268 5/21/92 REVISED 3/12/93

DGS-550^4 (REVISCir 2 /87)



INSTRUCTIONS- -TYPET OR- PRINT A
SEPARATE:. Fora* FOR- EACH- NETT OR-

lSEtt. RECORDS SERIES- FORXARD--
TH- RECORDS- RETENTION* SO«3Xaj£.

DOS SB 0-1 )

SEP.

1 •

DEPARTMENT O F GENERAL. SERV ! CES7
RECORDS^ MANAGEMENT DIVISION?

727S WATERLOO-ROAD-

P-.0- BOX 2757
JESSUP", MARYLAND; 2 07 94-

AGENCY RECORDS INVENTORY

PACE. ^ OF" ^

DeFARTKENT/ AGENCY

DEPT. OF NATURAL RESOURCES
2. DIVISION-
OFFICE OF THE SECRETARY

3 . UNIT

DEFINITION-RECORD; SERIES-** a***u^" or^ jixi-ATrn: M « H D « - NORJ*AI_I_Y PTurnr. ANn. uxxzr A*, A UNIT- row
n%rxKO<cxr AM: KKU_ A * n r r w r r t w *>nr DISCOS IT few PURPOSU

4 . RECORD" SERIES TITLE..

Agent Reports - (Sport Licenses)

5. EARLIEST YEAR/LATEST YEAR"

FY 90 TO- FY 92

«. RECORD: SERIES DESCRIPTION' imKlXrC-r' OMCRl**; TMt TTME* O f INFOHMATION/DOOnaWTS/rOWW fOUWff.
•1N» fHE. SERJES'. _ INCtUOIC TMC f»«RFO«ir C*t-- FTJHCT1ON- Of- THE SSITTE* ]

Activity of sport license agents, including name, agent # address, date, type of License

involved, license number, quantity involved, dollar amounts involved and grand totals-

Original reports are filed by batch, and copies filed under following titles:

Distributor, Cash Agent, Consignment Agent, Direct Sales

47". RECORD: SERIES^ FCCKATCS).

B^LETTER. SIZE; Ct MlCSOriLM*

a: i_EGAt- S I Z E - cr COMPUTER/ TAPE;

.. cr.-BOUND: BOCK: a r t o p p y D i s j c

CtAUDICt TAPE; CT-VlDeOiTAPE;

H OTW2R( SPECI FT?

N

8-v. RECORD; SCHIES^ SEQUENCE:

O: ALPHABETICAL

Q NUkCRICAL.

Oi^HRONOtoaiCAt- or ig ina l sr i ca l year
Cr-SeoGRAPHlCAL-

n. OTREKtSFEGirr]

9 ^ VOUJhET

/ ^ /

NUM&Kft-

a FILE. DRAVER(S)
Q u i r c n n i u. PCTTT («?)

.CT COMPUTER:: TAPEfS )

^ O T H E R ) S P E C l r Y ]

1 cubic ft- box
1 <X~ ANNUAL. ACCUfcftXATICN*

CT FILE: DRATKERtSf.

3 g CTHICROF1LXU REEC(S)

kUUfcflL- CT COMPUTER' TAPE( S1 .

X crrwg-p(cg»Fi-TFV] boxe5
I i t - FILE: I S . LBED

DA-1L.Y
*

ar*EEK£.ir CT MONTHtT-

1Z>
7

Fl LET BECOMES-. l N A C T I v e AFTER

3
"WBtH

Cl HONTH(S) yYEAR(S):

j 13%. CURSEKT-LOCATION(S) ( BtDC"-. JtOOBVHOOK):

: Tawes B—1 and basement storage__

I4._ ISI RECORDS SERIES: DUPLICATED n - q T i g B r r

IST^ACCESSiRESrrRlCXrONS^ CCYESS ^vNOfe
( IF^resr; CX.TCrLA»fs} *»IWautATIO«t*K

1 6r_ AUDLT- REQUIRE1EOTSS

CENCNENptSTATEr CT FEDERAC. CD INDEPENDENT-M--
17 .̂ ISIAN-INDEJCSYSTEiC-USCBr f ir-Ti

•nt xrc-r-AKBr o a a n n ) AJCY- HARI
rcAiic

a.'YES- ^
NO*^

I8"i- RECOHMEKDED^ RETTENTTCte

Retain until all audit requirements have

been fulfilled, then destroy.

i a •_ NA>E= AND: TTTT-B- OI=" PREPABERT

Patti Boone, Revenue Managemen

2 t t - TEXEPHONETt

(410) 974-3268
RKVTRED 3/12/93

DCS,38a-4 (REVISJOr 2/87)



^ ^ g M P f ^ ^ S W B S B B

s

If^SJFVCTtQNS- -TYF>g. OR-PRINT A-
, SEPARATE: FORM. FOR- EACH- NEV- OR-
^ C V I S E I X RECORD-. SERIES".. FORXAR&:
^ B l > h RECORDS- RETENTIONS- SCHEDULE.

DCPARTMENT OP GENERAL- SERVICES'
RECORDS; MANACCMEXr DIVISION*

7175 WATERLOO- ROAD.
ftO. BOX Z75T

JCSSUPV MARYLAND* 20794-

AGENCY RECORDS INVENTORY

PACE. 5 O F - 8

1 . D£^AKTMENT/AGENCY

DEPT. OF NATURAL RESOURCES

2. DlYlSICK-

OFFICE OF THE SECRETARY

3 . UNIT-
LICENSING AND WATERCRAFT
-RJLCXSTBJLTTCIN 'vESiZXCES

DEFINITION-RECORD- SERIES-*' < a * C t r f " Or-WOATKtt WCCORD*? NOMIULJ.Y; r i l_m. AN£>. USXn. A* A. UNIT rOR"

* . RECORD. SERIES' TITLE;

MISCELLANEOUS SYSTEM RECORDS

S - EARE.IEST YEAR/ 1_ATEST" YEAR"
FY 90 TO-FY 92

«. RECORa SERIES DESCRIPTION , »R!Wt.Y- DCSOtllC: TKT TYP*Sr Or lNrORUATTOM-/tX>OJMCMTy/rOR*Or FOWB-

•tN- fl-E SERIES'. . IKCI.UO«: TKJC r u w o s c o«- roNCTio**- or- Txr SS?TTE» j

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

i7. RECORO. SERIES- FORMATfS.)

O^LETTER' SIZE. tX' M1CJJ0P1O*,.

CL Lfi«Ai_ s i ZE: a. COMPUTER* TAPE;

ar BOUND: SOC+C a f toepTrnisjc

CLAuata. TAPE: a; VIDEO-TAPE:

Ct OTTER(SPECIFYr

N

i ^ RECOBtt: SCRIES. SEQUENCE:

CE AI_PHASCTtCAU

^HUkCRICAU

C^'cHBCNOc.oaiCAt^Fiscal Year

n: GCOC5IAPH1CAC

n oTHER(spEcrrrj

» . VOCUfc^.

a riLE:DfiASER{s)
Q" MICSOFJLit REEI.( S)
cr COMPUTER: TAPE(S)

"""'^^B^THBlKSPECirrl
1 cub ic•ft . box

36

1 0 - AI44UAX.ACCUMULATION

a FILE; DRA*ER<S}.
15 O-HICra0FTLM.REEE.(S)

kbUMRr a COMPUTERT TAPE{ S )
5yaTWPT?^'SPPCTF* boxes

i t . FTLE: IS: USED.
DAILY

) < a- raucL-ir Ct MCKTHL.1T-

i r . FlUET BECOheS". INACTIVE: AFTER-

IBM- / *•NUWBgJt

] I3V CURREKT-LOCATIONS) ( ECXXSi.JftOO»;ROOK):

Tawes B—1 and Basement Storage**?

I*_ . IS: RECOROt SERIES! DUPtlCATEDi EtSEWEHET-
t lF -YE*; . «P«CIF-*-AOEKCTT OW^O^^rccl
O=YB3fc ̂ N C t

15T_ ACCESS^ RESTRtCXrONS- O=YESfc / ^ N O t

( ir-Y*ar, CtTXT t_A«frs:l ^MCOOtJkXIOwt'»K
1 «r_ AUDITT RCQUIREVCKTS:/

CCNCNEI ^STATET CT FED£HAE_ CL INDEPENDgOTr

17V ISiATt-INDEDCSYSTEUmSEDr-^( i r T C K U P f i l l i e

•KTJ « r t r - AKar. o n a c i i e A x r HAHn«AJeci.«o*-rwo»c).

CTYESi. SC- NOi-

18^. KTOm*EHDEDL RETEMTTONr

Retain until all audit requirements have
been fulfilled then destroy.

la.-, KAWTANO:

Patti

TITtElOF5" PREFARERT-

Boone

1 O _ TEEXPHONEr^

(410) 974-3268
5/21/92 Revised 3/12/93

DCS-SBO-4 {REVISED: 2/87")



I ̂ STRUCTtQNS •>- TYPE OR-PRINT A
I SEPARATE FOR}* FOR" EACH NEYT OfT

^ • E V I S E D RECORD. S E R I E S . FORXARB-
^^PtTJ+- RECORDS.' Hfc.lPfTICf» SCHEWJLE-
i ( DCS. 5 BO. | )

DEPARTMENT OF- CENERAL. SERVICES"
RECORDS. MANAGEMENT DIVISION*

727S WATERLOO- ROAD.
P-.O^ BOX 275-.

JESSU*, MARYLAND1 207 9*-

AGENCY RECORDS INVENTORY

PAGE, P or

1 • DEPARTMENT/ACENCY

Department.of Natural Resource

2.. DIYJSICK

Office of the Secretary

3 U N I T Licensing and

Watercraft Registration Serv.

DETINlTION-RECOftO. SERIES-A- a M u r or- nct_*.Ttmr peceanor, NO«»«AI_I_Y- r iL in AND U K D - AS: A UNIT ro«-
MtrtHSNCT AJE ¥ g U - A»HrnWTIOW AHP: Otg^OB tTf Off- PUHWit l

* . REOOf?D SERIES TITLE.

tidal Fish Records
3 . EARI.1EST YEAR/LATEST YEAR".

.FY 90 • TO Fy 92

8. RECORtt SERIES DESCRIPTION- imnlKr*-r B M e S l i e . T H C Tma: OF" IHFOKKATIOH/DOCUMENTS/FORHI: FOUND"
•tx "THE SERIES'. . INCI.UOC: T H C pvwosr M' nmcnew. or- THC SSR-TES) .

Commercial license batches which may contain license applications, license renewals

and duplicate license applications. %

7 - RECORD SERIES: FORMAT! S).

Of LETTER; S I Z E : cr MICROFILM..

a 1_EGA1_ SIZE a CCWPOTER' TAPE

a" BOUMO. BOOK:. ..a PT.OPPTT DISK;

1XAUDKX..TAPE: CL v 1 D E © - T A P E

CT OT>ER(Si?ECIFY)

»>. RSCORtt SCRIE&- SEqUENCC

EH AILFHABETICAL-

O.NI»CR1CAI_

^ C H B C N O t O a i C A W FY

a: GEOGRAPHICAL.-

Q OTKER< SPECIFY)

9 . VOLUhSS

55
NUbBKX-

a F1LELDRAWER! S )
• MICROFILMlREEL(S)

,CT COMPUTER" TAPET( S )
O- OTHER( SPECIFY]

1 0 _ AJ*«JAL_ACCXMUUATTONi

Ct FILE: DRA*ER(S)

1 5 CTMICROF1LM^^REEC(S)-

K O T l W i r 0 ' COMPUTER- TAPE(S) |
. a m-VF-q(cgc-f-Try) 3O{€S±

I t . FILE: IS: USED

O^DAILY a WEEKLY CTMC*mS.T-

12 . . FTLE: BEOOhCS'. INACTIVE AFTER

3
NUWBgH

a-HCNTH(S) tJ-YEAR(S}

. j 13r_ CURRENT- LOCATION(SJ { BCUGr-.rLCOW.ROOfct)- 14— ISSRECORDtSERIES:DUPLICATED" ELSESKEREr

. Tawes B -1 and basement storage
-*»

CTYSSfc.

\sr~ A RESTRICTIONS^ CTYESS-
#

HOsr

(ir»YKar, e i T c u i t i } «f RKawi_».xiot*t*}-.
1 0r> AUDLT- REQUtROEKTSX

CENCNE: BisTATEr CTrEDeRAU. Ct INDePENDEKr-

i r . i s AN^ iNDE3C SYSTEVC-ussDr ( ir"rn- .nru. im:
• f i l W t Y - AKOa DKXCXlmerAKY-HARt3«AXK/

O-YESV-K
Retain until all audit requirements

have been fulfilled then destroy.

NO -̂

I 9 •_ HfiMZZ ANDT. T t T t d OF5" PREPAfiERT

Patti Boone, Revenue Manageme

2 O _ TELEPHONE: NUMBERS

610) 974-3268

Z.r_. DATET
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WSa

,.-Vj-Ri,CTIgr<S--TYPC OR-PRINT A

iCPARATE. FO«M FOR" EACH NEV OR

1SED RECOfia S E R I E S . FORXAR&

TH- RECORDS- RETENTION* S O g g l t K

DCS. 5 5 0 - 1 )

DCPARTMENT OF- GENERAL SERY 1CES

RECORDS MANAGEMENT DIVISION*

7275 WATERLOO ROAn.

P-.0» BOX 275-

JESSUP, MARYLAND" 20794

AGENCY RECORDS. INVENTORY

I
. DEPARTMENT/ AGENCY

Department of Natural Resourc

2 . DIVISION

>s Office of the Secretary
3 . UNIT
Licensing.& Watercraft
Registration Services

CEF IN IT ION-RECORD- SERIES-^ a w o w 1 ^ o r " MLATKB- KCOBDr NO(WAU.V riUCB ANO USXO A*. A UNIT row
^ WKjncwgNoc ** I K U . AS- TMCTrrrrtow- AMP. p |gp«s tTio t< r u w w a r i ^_

4. RECORD. SERIES TITLE.
General Administration Files

3 . EARLIEST- YEAR/LATEST YEAR

\C\C\O TO N 0 ^ '

« . RECORD. SERIES DESCRIPTION ( " " ' I C K t l Y D « * « I B * TMt TYPXS: OF" IMrCRMATI Of*/DOC^re•C?^TS•/FOR«W. fOUHB-
•IK "THE! SERIES'. . INCtUOC. TUT f U W O S E OH- nntCTlON- O f THt SEFrtES]

Original incoming letters, copies of outgoing letters, memoranda, reports, studies;
surveys, legislative reference materials, procedures, directives, budget papers and
other miscellanceous papers relating to the administration of Licensing and Watercraft
Registration Services Unit.

47. RECORD.-. SERIES. FORHAT(S)

P^LETTER: SIZE tX MlCSOriLM^

tĴ LEGAL- SIZE. • COMPUTER' TAPE

a BOOND. BOO*C a FLoepirDisic

a: AUDIO-TAJPE:. .Q-viDeo-TAPEi

CT OTH£R( SPECIFY^

N

8 .. RECOREt SERIES, SEQUENCE:

Q- ALPHABETICAL.

d NLJrCRICAL.

a CHRCMOLOOICAL.

Ct GEOGRAPHICAL.

J^ oTHEH(sPEcrmr)

Subject

9 r. VOLLJhSS

NUMBCXr

yr ILE- DRA1ER( S )

Q H1CHOFILM:REEL(S]

CT COMPUTER. TAPE( S )

a OTHER(sPEcrrr).

1 0 ^ ANNUAL- ACCUMULATION*

\ ^ F I L E ; DRA*ER(S)

» CTMICROFILM REEL(S)

KT3WWra COMPUTER-TAPE! S)
q QTHFPI CT3gf-TrV1

1 1 - FILE: IS USED-

Q' I3A1LY Q. WEEKLY- Ct MONTHLY-

1 2 . FTLET BSCOKCS" INACTIVE' AFTER

"/ a vormis] B^YEAR(SJ
MUWBgH

; I1-- aJRREKT-LOCATION(S) (BCOCi.FCOQW.ROOK).

Tawes B-l : c*' £_

\i~ IS: RECORD: SERIES! DUPLICATED. ELSEn£REr

1ST. irrrcc- • 3
(

RESTRlCrrCNSt. CXTYESi t^Nte- 1 6r_ AUDLT- RECUlREHEKTSr

CENCNE E S T A T E crFEDERAL, CL lNoePENDENT-

i T\. is;: AN«- INDEX: SYSTEMS, I

a-YES^ V / NOi

•T: { IF—TKS^KXFEAIN;

AfCY- HAJtOVAIOC/.BOrTS'i
I8~- RETENTrOHr

I 9 L- NAWET AND. TITLED O ^ PREPAREHr

Pat t i Boone

2 0 - TELEPHONE: i

(410) 974-3268

Screen annually and destroy that material
no longer needed for current business.
Directives and other-material relating to
planning and policy which illustrate the
development of the office will be period-
ically transferred to the Maryland State
Archives.

5 / 2 / 1 9 2 Revised 3/12/93
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INSTRUCTIONS^ - TYPE. OR- PR I NT A

SEPARATE. FORM. FOR" EACH NEV OR"

lSEE RECORn. SERIES. FORXARD-

TH- RECORDS- RETENTION* SOCFTX.H K

fD<SS- S B 0 - t )

DEPARTMENT OF- GENERAL. SERVICES-

RECORDS. MANAGEMENT" DlYlSlCt*

727 5 ttATERLOO ROAD

P-. 0- BOX 22BT

JESSUP-, MARYLAND-' 20794-

AGENCY RECORDS INVENTORY

PACE 8 or 8

1 • DEPARTMENT/AGENCY

Dept. o£' Natural Resources

2. DIVISION

Office of the Secretary

3 . CHIT

Licensing & Watercraft Rg. SerL
' OEF1NITION-RECORD SERIES-*' a * O V ^ " O r" tKLATKB- RtCORD* NOfOKALl-Y- FlUCO- AMO. UtXB A* A UNIT rOfl

nxrcKsscx: A*. WELL AI-- urnorrtow- AXP* oiarcsTTion FUHMJEI- ;_
4. RECORD- SERIES. TITLE.

Compul-pr Print-outs

3 . EARLIEST YEAR/LATEST YEAR.
FY 90-TO FY 92

«- RECORD SERIES DESCRIPTION ("«l«e»rt-"»' DMCSI1S TMC TTMCSr O r INMWttTlOH/DOCUUENTff/MIBW: FOUND"
•1M- TT-E SERIES^ . 1VCLUOC TKC PUWOSE C«- rtJNCTION- Of THK SEITIEI]

a) boating: edit and error reports; update and batch balance reports; month to date

keyed transactions. v

b) general; edit and error report; update and batch balance report ; miscellaneous

updates

c) accounting: cash file updates; batch date and CD monnhly parameter report;

CD detail and batch balance reports-all systems; monthly attainment-all systems. -

Accounting file report for Miscellaneous Systems

i7 . RECORD: SERIES: FORMAXfS )

a LETTER; SIZE: a. MICROFILM-

a. LEGAL, SIZE: a. COMPUTER' TAPE:

a BOUND: BOC+C a Ftoppr-Disic

tXAUOlO-TAPE: CC VIDEO-TAPE:

££ OT*CR( SPECI rrf

computer print-outs

8-.. RECOR3X. SERIES. SEQUENCE:

1 ALPHAHETtCAL-

O- NUVCRICAL.

^fcHRONCtOaiCAL-

CtGEOGRAPHlCAL-

a oTi*HtspEcrr!r]

VOLUME

33

a FILE: DRAWER(S)

a MlCROFlLMiREEL(S)
_CT COMPtTTER" TAPE( S )

1

NU™y--oxH«(sPEcrrrjcubic ft ..box

10 ^ AM4UAL- ACCtAajLAXrONv

cr FILE: DRA*ER(S}

CTHICROFILH REEL(S)

•KIT0' COMPUTEH- TAPE( S )
0 rrrMFT?/ spi-rrirvv

JMBI

1 1 . PTLE. IS USED

DAILYX O-SEEKL.Y a MOKTHI.Y-

1 2 . FTLE: BECOMES iNAcrrvE AFTER
—9_ _ CL'WCNTH(S) ^YEAR(S.}

I""B"

; t l -_ CURREKT-LOCATIONtS) ( BtDC-,*tOC»;ROOl£>

Tawes B-l Basement storage ^ ^

14— IS; RECORD^ EERIEST DUPt-lCATED. ELSEWERET-

1ST. "TC«r

I
RESTRlCTlONSt CEYESi' ^NCfc

-, C t i x : LA»f«) a^MCauUATtONivK
1 Sr_ AUDLT- REqCIlREMEKTSl

CtNONK:. g^STATE: CT FEDERAL- O- INDEPENDeNT-

irV IS^AKr-lNDEOCSYSTEMi-USSDr- { tF-TKX-.KXFCAIK?
•»icj»cr-AKs» DK*CTtiwe-A»rr-MARn*Aiiri«orTWAj«:)

Ct-YES- NO>

1 S •_ N M C AND, TITLED OF" PREFAREHT

Patti Boone

2 0 - TELEPHCHETN

(410) 974-32OO

is*- nscd»x3<tJLi3~Kfc.mrricfc

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.

5/21/92 Revised 3/12/93
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