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DEPARTMENT: 1316000000 
OFFICE OF CONSERVATION AND COASTAL LANDS 
 

Records 
Series ID 

Description 
Schedule 

Information 
Retention Disposition 

131600-00001 CONSERVATION DISTRICT USE 
APPLICATION FILES No. 1 - _, 1964 
– present 

SA-1 DATED 
7/13/1990 

Permanent May transfer to 
State Archives 
when files are 10 
years old.
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DEPARTMENT: 1305050000 
AQUATIC RESOURCES DIVISION, FISHERIES BRANCH 
 

Records 
Series ID 

Description 
Schedule 

Information 
Retention Disposition 

130505-00001 
 

FISHERY STATISTICS FILE: 
AQUARIUM FISH CATCH REPORTS 
(MONTHLY). Indexed. 

SA-1 DATED 
4/9/1985, 
ITEM 144 A 

Permanent  May microfilm 
and destroy 
originals. 
Reevaluate in 
1990.

130505-00002 FISHERY STATISTICS FILE: 
COMMERCIAL FISH CATCH 
REPORTS (MONTHLY). Indexed.  

SA-1 DATED 
4/9/1985, 
ITEM 144 B 

Permanent  May microfilm 
and destroy 
originals. 
Reevaluate in 
1990.

130505-00003 FISHERY STATISTICS FILE: 
MANAGEMENT REPORT 
PRINTOUTS. 

SA-1 DATED 
4/9/1985, 
ITEM 144 C 

Until no longer 
necessary for 
management 
purposes 

May retain in 
COM format. 
Destroy after 
cited retention.

130505-00004 FISHERY STATISTICS FILE: MAG. 
TAPES AND DISKETTES. 

SA-1 DATED 
4/9/1985, 
ITEM 144 D

Permanent  
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DEPARTMENT: 1314000000 
DIVISION OF BOATING AND OCEAN RECREATION 
 

Records 
Series ID 

Description 
Schedule 

Information 
Retention Disposition 

131400-00001 BOATING ACCIDENT REPORTS, C-
3865 OR EQUIVALENT FORM, 2010-
present 

SA-1 dated 
12/20/2017 

5 years from date 
of creation. 

Destroy after 
cited retention. 
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DEPARTMENT: 1311000000 
DIVISION OF CONSERVATION AND RESOURCES ENFORCEMENT 
 

Records 
Series ID 

Description 
Schedule 

Information 
Retention Disposition 

13110-00001 POLICIES RELATING TO 
OPERATION AND MANAGEMENT 
OF DOCARE 

SA-1 DATED 
6/3/1986, 
ITEM A-1 A

Permanent  

13110-00002 CORRESPONDENCE RELATING TO 
DOCARE POLICIES 

SA-1 DATED 
6/3/1986, 
ITEM A-1 B

Permanent  

13110-00003 GENERAL CORRESPONDENCE 
RELATING TO (A) INTERNAL 
ADMINISTRATION AND 
OPERATIONS. 

SA-1 DATED 
6/3/1986, 
ITEM A-2 A 

At least 5 years 
but no more than 
10 years. 

Destroy after 
cited retention. 

13110-00004 GENERAL CORRESPONDENCE 
RELATING TO (B) TRANSITORY 
MATTERS, E.G..REQUEST FOR 
ROUTINE INFORMATION.

SA-1 DATED 
6/3/1986, 
ITEM A-2 B  

At least 3 months 
but no longer than 
1 year. 

Destroy after 
cited retention. 

13110-00005 COPIES OF LICENSE ISSUED 
RELATIING TO HUNTING, 
COMMERCIAL FISHING, FRESH 
WATER SPORT, SPECIAL MARINE 
PRODUCTS (IMPORTED), ETC.

SA-1 DATED 
6/3/1986, 
ITEM A-3 

3 years if audited, 
otherwise 6 years. 

Destroy after 
cited retention. 

13110-00006 SCHEDULE OF COLLECTIONS 
FROM ISSUED LICENSES. 

SA-1 DATED 
6/3/1986, 
ITEM A-4

3 years if audited, 
otherwise 6 years. 

Destroy after 
cited retention. 

13110-00007 PERMITS ISSUED FROM OTHER 
DLNR DIVISIONS – STATE PARKS, 
AQUATICS, FORESTRY AND 
WILDLIFE. 

SA-1 DATED 
6/3/1986, 
ITEM A-5 

1 year after 
expiration. 

Destroy after 
cited retention. 

13110-00008 REPORTS RELATING TO DOCARE 
ACTIVITIES. (A) DAILY – 
SUBMITTED TO CREOS ON FIELD 
CONTACTS, INSPECTIONS, 
COMPLAINTS, ETC. 

SA-1 DATED 
6/3/1986, 
ITEM A-6 A 

Until no longer 
useful but no 
more than 2 
years. 

Destroy after 
cited retention. 
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DEPARTMENT: 1311000000 
DIVISION OF CONSERVATION AND RESOURCES ENFORCEMENT 
 

Records 
Series ID 

Description 
Schedule 

Information 
Retention Disposition 

13110-00009 REPORTS RELATING TO DOCARE 
ACTIVITIES. (B) MONTHLY AND 
ANNUAL – SUMMARY OF DAILY 
AND MONTHLY DATA ON DOCARE 
ACTIVITIES 

SA-1 DATED 
6/3/1986, 
ITEM A-6 B 

2 years. Destroy after 
cited retention. 

13110-00010 RESOURCE ENFORCEMENT 
REPORTS. (A) INVESTIGATION – 
COMPLETED BY CREOS RELATING 
TO COMPLAINTS RECEIVED FROM 
THE PUBLIC. 

SA-1 DATED 
6/3/1986, 
ITEM A-7 A 

1 year after case 
closed or 1 year 
after date of 
report. 

Destroy after 
cited retention. 

13110-00011 RESOURCE ENFORCEMENT 
REPORTS. (B) CITATION (COPY) – 
ISSUED BY CREOS WHEN PERSON 
IS CITED OR ARRESTED FOR A 
VIOLATION. 

SA-1 DATED 
6/3/1986, 
ITEM A-7 B 

1 year after case 
closed or 1 year 
after date of 
report. 

Destroy after 
cited retention. 

13110-00012 RESOURCE ENFORCEMENT 
REPORTS. (C) PROPERTY – LISTS 
ITEMS (EVIDENCE) FOUND ON 
PERSON ARRESTED OR CITED 
FOR A VIOLATION OR ITEM FOUND 
ON ABANDONED STATE LAND.

SA-1 DATED 
6/3/1986, 
ITEM A-7 C 

1 year after case 
closed or 1 year 
after date of 
report. 

Destroy after 
cited retention. 

13110-00013 FISH REPORTS RELATING TO 
PURCHASE OF FISH AND SHELL 
FISH; SUBMITTED MONTHLY BY 
FISH DEALER. 

SA-1 DATED 
6/3/1986, 
ITEM A-8 

3 years. Destroy after 
cited retention. 

13110-00014 CONSERVATION DISTRICT USE 
APPLICATION (CDUA) (COPY ONLY) 
ISSUED BY PLANNING OFFICE 
(DLNR). 

SA-1 DATED 
6/3/1986, 
ITEM A-9 A 

1 year after 
application is 
approved. 

Destroy after 
cited retention. 

13110-00015 CDUA VIOLATIONS. SA-1 DATED 
6/3/1986, 
ITEM A-9 B 

1 year after case 
is closed. 

Destroy after 
cited retention. 
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DEPARTMENT: 1311000000 
DIVISION OF CONSERVATION AND RESOURCES ENFORCEMENT 
 

Records 
Series ID 

Description 
Schedule 

Information 
Retention Disposition 

13110-00016 COMMERCIAL FILMING PERMITS 
(COPY ONLY) ISSUED BY THE FILM 
INDUSTRY BRANCH (DBEDT) 

SA-1 DATED 
6/3/1986, 
ITEM A-10 

2 years after 
each fiscal year. 

Destroy after cited 
retention. 

13110-00017 HUNTER SAFETY PROGRAM. 
FEDERAL AID AGREEMENT 
RELATIING TO HUNTER SAFETY 
PROGRAM. 

SA-1 DATED 
6/3/1986, 
ITEM A-11 A 

5 years after 
termination. 

Destroy after cited 
retention. 

13110-00018 HUNTER SAFETY PROGRAM. 
QUARTERLY REIMBURSEMENT OF 
FUNDS TO U.S. DEPARTMENT OF 
INTERIOR, FISH AND WILDLIFE 
SERVICES FOR EXPENDITURES 
RELATING TO HUNTER SAFETY 
PROGRAM. 

SA-1 DATED 
6/3/1986, 
ITEM A-11 B 

3 years after 
submission of 
final expenditure 
report. 

Destroy after cited 
retention. 

13110-00019 HUNTER SAFETY PROGRAM. 
MONTHLY REPORT RELATING TO 
CERTIFYING PEOPLE IN THIS 
PROGRAM, TALKS GIVEN TO THE 
PUBLIC ON HUNTER SAFETY 
PROGRAM, PRINCIPLES OF 
CONSERVATION AND 
SPORTSMANSHIP; MEETINGS WITH 
HUNTING GROUPS, ETC.

SA-1 DATED 
6/3/1986, 
ITEM A-11 C 

2 years. Destroy after cited 
retention. 

13110-00020 HUNTER SAFETY PROGRAM. 
ANNUAL REPORT SUMMARIES AND 
HIGHLIGHTS FROM THE MONTHLY 
REPORTS AND INCLUDES 
EXPENDITURES TO OPERATE THIS 
PROGRAM FOR THE FISCAL YEAR.

SA-1 DATED 
6/3/1986, 
ITEM A-11 D 

2 years. Destroy after cited 
retention. 

13110-00021 HUNTER SAFETY PROGRAM. 
INSTRUCTOR APPLICATIONS (NON-
SELECTEES) 

SA-1 DATED 
6/3/1986, 
ITEM A-11 E 

1 year. Destroy after cited 
retention. 
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DEPARTMENT: 1311000000 
DIVISION OF CONSERVATION AND RESOURCES ENFORCEMENT 
 

Records 
Series ID 

Description 
Schedule 

Information 
Retention Disposition 

13110-00022 HUNTER SAFETY PROGRAM. 
INSTRUCTOR PERSONNEL FILE. 

SA-1 DATED 
6/3/1986, 
ITEM A-11 F 

5 years after 
termination. 

Destroy after cited 
retention. 

13110-00023 HUNTER SAFETY PROGRAM. 
INSTRUCTOR TIMESHEETS. 

SA-1 DATED 
6/3/1986, 
ITEM A-11 G 

3 years if 
audited, 
otherwise 6 
years.

Destroy after cited 
retention. 

13110-00024 CLASS ROSTER / CARD NUMBER 
ISSUED. 

SA-1 DATED 
6/3/1986, 
ITEM A-11 H 

Permanent.  

13110-00025 CREO VOLUNTEER AND TRAINING 
PROGRAM. CORRESPONDENCE 
RELATING TO THE PROGRAM. 

SA-1 DATED 
6/3/1986, 
ITEM A-12 A 

2 years. Destroy after cited 
retention. 

13110-00026 CREO VOLUNTEER AND TRAINING 
PROGRAM. APPLICATIONS (NON-
SELECTEES). 

SA-1 DATED 
6/3/1986, 
ITEM A-12 B 

1 year. Destroy after cited 
retention. 

13110-00027 CREO VOLUNTEER AND TRAINING 
PROGRAM. VOLUNTEER 
PERSONNEL FILE. 

SA-1 DATED 
6/3/1986, 
ITEM A-12 C 

5 years after 
termination. 

Destroy after cited 
retention. 

13110-00028 CREO VOLUNTEER AND TRAINING 
PROGRAM. ANNOUNCEMENT OF 
TRAINING CLASSES. 

SA-1 DATED 
6/3/1986, 
ITEM A-12 D 

6 months. Destroy after cited 
retention. 

13110-00029 CREO VOLUNTEER AND TRAINING 
PROGRAM. FIREARMS 
QUALIFICATION SCORESHEETS. 

SA-1 DATED 
6/3/1986, 
ITEM A-12 E 

2 years. Destroy after cited 
retention. 
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DEPARTMENT: 1311000000 
DIVISION OF CONSERVATION AND RESOURCES ENFORCEMENT 
 

Records 
Series ID 

Description 
Schedule 

Information
Retention Disposition 

13110-00030 VEHICLES. PROCUREMENT 
(ACCEPTED BIDS) OF NEW 
VEHICLES. 

SA-1 DATED 
6/3/1986, 
ITEM A-13 A 

1 year after case 
closed. 

Destroy after 
cited retention. 

13110-00031 VEHICLES. ACCIDENT REPORTS 
RELATING TO ASSIGNED VEHICLES. 

SA-1 DATED 
6/3/1986, 
ITEM A-13 b 

2 years Destroy after 
cited retention. 

13110-00032 VEHICLES.STATE VEHICLE PERMITS 
OF ASSIGNED DRIVERS. 

SA-1 DATED 
6/3/1986, 
ITEM A-13 C 

Upon renewal. Destroy after 
cited retention. 

13110-00033 VEHICLES.CREDIT CARDS USED FOR 
GAS PURCHASE. 

SA-1 DATED 
6/3/1986, 
ITEM A-13 D 

Upon renewal. Destroy after 
cited retention. 

13110-00034 VEHICLES. GAS CREDIT SLIPS FOR 
ASSIGNED VEHICLES USED AS 
SOURCE DOCUMENTS. 

SA-1 DATED 
6/3/1986, 
ITEM A-13 E 

3 years if audited, 
otherwise 6 years. 

Destroy after 
cited retention. 

13110-00035 DLNR RULES AND REGULATIONS. SA-1 DATED 
6/3/1986, 
ITEM A-14 

Until superseded. Destroy after 
cited retention. 

13110-00036 LEGISLATION: BILLS AND RESOLU-
TIONS RELATING TO CONSERVA-
TION AND ENFORCEMENT MATTERS. 

SA-1 DATED 
6/3/1986, 
ITEM A-15 

As long as 
important. 

Purge file when 
3-6 years old. 

13110-00037 PRESS RELEASES/NEWSPAPER 
ARTICLES. 

SA-1 DATED 
6/3/1986, 
ITEM A-16 

Non-permanent Destroy when no 
longer needed. 

13110-00038 PERIODICALS RELATING TO 
CONSERVATION AND RESOURCES 
ENFORCEMENT. 

SA-1 DATED 
6/3/1986, 
ITEM A-17 

Non-permanent Destroy when no 
longer needed. 
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DEPARTMENT: 1307000000 
LAND DIVISION 
 

Records 
Series ID 

Description 
Schedule 

Information 
Retention Disposition 

130700-00001 LAND PATENTS, 1970 – present. SA-1 DATED 
2/19/1985 

Permanent Microfilm. Retain 
originals 
permanently. 
Transfer to State 
Archives for 
safekeeping. 
Service copy of 
microfilm 
provided to 
agency.
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DEPARTMENT: 1313000000 
STATE HISTORIC PRESERVATION DIVISION 
 

Records 
Series ID 

Description 
Schedule 

Information 
Retention Disposition 

131300-00001 CULTURAL IMPACT STATEMENTS, 
1997-present. 

SA-1 DATED 
12/20/2017, 
ITEM 1

Permanent Retain in Office. 

131300-00002 ARCHITECTURAL AND 
ARCHAEOLOGICAL 
REPORTS/SURVEYS, 1950s to 
present. 

SA-1 DATED 
12/20/2017, 
ITEM 2 

Permanent Retain in Office 

131300-00003 STATE INVENTORY OF HISTORIC 
PLACE RECORDS, 1960s to present. 

SA-1 DATED 
12/20/2017, 
ITEM 3

Permanent Retain in Office. 

131300-00004 BRIDGES AND DAMS SURVEYS, 
1966 to present. 

SA-1 DATED 
12/20/2017, 
Item 4 

Permanent Retain in Office 
for 10 years. 
Transfer to State 
Archives.

131300-00005 HISTORIC AMERICAN BUILDINGS 
SURVEY (HABS), HISTORIC 
AMERICAN LANDSCAPE SURVEY 
(HALS) AND HISTORIC AMERICAN 
ENGINEERING RECORDS (HAER), 
1940s to present. 

SA-1 DATED 
12/20/2017, 
ITEM 5 

Keep in office 
until no longer 
administratively 
useful. 

Contact State 
Archives for 
historical 
appraisal.  
Transfer to State 
Archives if 
deemed 
historically 
valuable, 
otherwise destroy 
after cited 
retention.

131300-00006 MAPS SA-1 DATED 
12/20/2017, 
ITEM 6

Permanent Retain in Office. 
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DEPARTMENT: 1308000000 
DIVISION OF STATE PARKS 
 

Records 
Series ID 

Description 
Schedule 

Information 
Retention Disposition 

130800-00001 APPLICATION FOR PERMIT TO 
CONDUCT ACTIVITIES UNDER HAR 
13-7, ASSEMBLIES, MEETINGS AND 
DISTRUBUTION OF LITERATURE ON 
DLNR LANDS. 

PENDING 
APPROVAL. 

Two years. Destroy after 
cited retention. 
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