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Headquarters Duties and Responsibilities 
 
1. The bureaus may identify, budget, and develop educational and informational 

materials to be printed for dissemination to the public.  Once the materials are 
developed by the initiating bureau, the Conservation Education Bureau Chief 
(Pos. No. 0500) oversees the printing of the Department publications in-house or 
through a contracted printer, and is responsible for maintaining sufficient 
inventories for distribution.   

  
2. The License Office staff (Pos. Nos. 0159, 0153, 0154, 0157) maintains an initial 

distribution spreadsheet for annual regulations and applications that has been 
developed and adjusted over the years to meet the demands and needs of the 
agents and the public.  Based on the distribution needs, these staff will 
recommend to the Publications Coordinator (Pos. No. 0550) the quantities of 
annual regulations needed every year.   

 
3. The License Office staff will track the quantities of annual regulations and 

applications on an ongoing basis to make sure that there are sufficient quantities 
for distribution throughout the year.  The regulations and applications are tracked 
by case and not individually, so inventories are approximate numbers and not 
exact counts.  If the quantities of annual regulations are not sufficient, an order 
will be placed with the Publications Coordinator for a reprint.   

 
4. The License Office staff and the Publications Coordinator will coordinate and 

conduct the inventory of remaining annual publications at year-end and will make 
adjustments for the next year’s quantities to minimize overages.   

 
5. Recycling is encouraged where possible and feasible.  Revenue generated from 

recycling will be deposited to the miscellaneous category. 
 
 
 
 


