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. 1. Requesting Agency

BAI2DKSB COT

2. Division or Bureau of Requesting Agency

CU5RK OF THE COURT OP COMfCN PLEAS

"3. Authorization Requested (Check only one of the squares below).

Dispose of*present accumulation. No
, , additional accumulation is antici-
pated. Records have ceased to have value
to warrant retention.

B
Establish retention schedule for re-
cords for which there is a continuing

accumulation. The records will cease to
have value to warrant their retention after
the period of time indicated.

•
Microfilm and destroy originals.
Originals if not microfilmed would be

retained for the period of time indicated.

4.
Item
No.

5. • Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

•.**"

1.

J
2.

CCRBBSPOBDEHCB

Dates* l°50 - -
Quantity! h cubic feet -" '"'-'"
Tile Arrangesisntf In two year accumulations and fti/phatw^t-i rftl

? therein
Annual Accumulation* 1 cubic foot
Disposable Amounta 1 eubie foot

Correspondence vita individuals, private firns, various State and
county agencies* etc., concerned with the functions of,the Clerk's
office.

» * * *
RECCfrfiffiHDATIORl HETAIKFGB THREE TJSARSj THEH REW3VE AHD EETAIH

PEEMAHENTLT RKCRDS HaVURI COUTiNUJilQ ASMIfiZSTBA*
TIVE AND LBOAX. VALOE AHD UBSXftOT A I L OTHER M&3EBIAX

<#A

LICESSES

Satesi 19U7 * -
Quantityi 91 cubic feet
H i e Arrangement! Chronological
Ann^qi Accumulation! 12 cubic feet "
Audit t Monthly City Audit and State Audit
Disposable ABOuntt 35 cubic feet

Applications for, and stub records and carbon copies of the follow-
ing annual licenses issued by the Clerk of Court!

7. Agency, Division or Bureau Representative

Signature
Clerk,Court of Common Pleas August 2nd, 1956

Title Date

Schedule Authorized as Indicated in Col. 6 by Hall of
k Commission.Rec^^C

[/ / Date
f ^ j OJlft

Archivist

Disposal Authorized as Indicated in Col. 6 by Board of
Public Works.

AUGv6 ty^Q

Secretary
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4.

»
tern
o.

5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hal! of Records
and Board of Public
Works.

Anglers
Beer and Wine -
Billiard Table
Bowling Alley
Carnival
Chain Stare
Cigarette
Circus
Clsmn&rs
Clam Dealers
Cleaning, Seeing and Pressing
Construction Firm or Ccnpany
Crabber
Crab Sealer
Oarage
Hawker and Peddler
Horse and Jack
Hucksters
Hunting

Laundry
Liquor
notion Picture Show
Motion Picture Machine
Music Box
Plumbers and Oasfitters
Restaurant or Sating Place
Show
Soda Water Fountain
Solid Fuel
Storage Warehouse
Theatre
Tanger
Trader
Trading Stamp Company
Vending FfeffM̂ VE
Wholesale Dealers in Farm

Machinery

111 licenses are prepared in three copies* and.in all cases the
first copy goes to the licensee and the third copy is retained
by thetClerk. Second copies of Anglers and Hunting licenses are
sent to the Department of Game and Inland Fish. Second copies of
all other licenses go to the State Cosgrtroller or the City* depend-
ing on whether thf* -State or City derives revenues from the license*
f^}"\ licenses ******j't Aî gi«wip *rnA Hunting licenses are recorded in
the License Books. Cross amounts received each day for licenses
are recorded in the Receipts and Disbursenents Book, which is a
permanent financial record of the office*

RECOMMKHDATIONl RETAIN FOR THREE YEARS OR DKTIL AUDITED, WHICH-
EVER IS LATER, >AHD TBES DESTROY. „

ASSESSHSHT TICKETS
<• 5 J ' » S "

Siftet 3" x $*
Sateat 19k9 * -
Quantity* 30 cubic feet
File Arrangements Annual and alphabetical therein
|inm»*j Accumulation! 3 cubic feet
Disposable Amomti 21 cubic feet

BC-, :>• •:> v.'r

A.' -'

Kj£j£

Before a license to sell goods and chattels xsay be issued, the
Clerk Must receive a certificate ghmririg that t-Vf license appUL->
cant has paid bis taaaa far the year preceding. (Sec. 1, Art. $6,
Annotated Code of Maryland, 1951 Edition). This certificate is
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5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6 Recommendation
of Hall of Records
and Board of Public
Works.

U.

prepared by the City Bureau of Receipts, Department of the Treas-
urer* and contains entries vbich show name and address of licensee,
code data* and assessed valuation of stock and of fixtures. The
certificate is then delivered to the Clerk* iaho posts the fact of
payment and the assessed valuation of stock to the Street Address
Cards series of his License Cards File* After posting is accom-
plished* the dark has no further use for the Assessment Ticket*

EBCCMMEHDATIOKj BETAIN FOR ffiflffli? YKAES AHD TflEB DESTROY*

U&EK5E CARDS FTTjP

Siaet 3" x 5"
Datesi lSh9 - -
Quantity* 70 cubic feet
File Arrangeasnti See below
Annual Accumulation t 10 cubic feet
Disposable Anounti 30 cubic feet

LI «*»«•«* Cards are prepared annually in three series of which the
first two concern all licenses except liquor licenses* and the
third concerns liquor licenses only* J,r

1. Street Address Cards - white cards arranged by street address
of licensee* Entries show naae and address of licensee* type
of license or types of licenses if ̂h** licensee r"̂ a sore ^>*^
one* date of license* stamp "paid" indicating payment of taxes
for the year preceding* and amount of stock assessment. The
last two entries are posted from the Asaessnent Tickets* These
cards are used as a mailing list for, the distribution of li-
cense j»ppl< f̂fltri ffffg* ***** as a check to determine if the licen-
ses has paid his taxes* Bayasnt of taxes is an essential con-
dition in obtaining a license under See. 1* Art* 56, Annotated
Code of Maryland* 1956 Edition*

2* Sane Cards «• yellow cards arranged by aaaes of licensees.
These cards contain the sane inf conation as the Street Address
Card* except for the stamp indicating ̂tax pay aunt and the
amount of stock aesessaent. They acre used only to locate a
license account by nans when It cannot be found by address*
The Hans Cards are considered non-record within the «^*niwg , ,
of the Statute governing non-record material. (Article hX, '
Section 155* Annotated Code of Maryland, 1951 Edition) h . ,

3* liquor license Cards - white cards arranged by street, address
of licensee* These cards contain the sane inf oroatioo as the
Sana Cards* They are used to sail out applications*

Hone of these card series are required bylaw to be
They are used only for convenience of reference within

HECCWffiHDATIGSs BEXAXH FOR THREE 7^*™* AID TflEH DSSTBOT.
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5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

5.

6.

iusu&irra

Dates t 292it - •
Quantity? 16 cubic feet
Rile Arrangement! Chronological

r̂;nrya\ Accumulations 1 CUblc foot
Sisposabla Amousti 13 ciMs foot
Audits Stats

The following types of receipts are prepared in receipting for
money received in tha Clerk's office)

1. Removal and transfers receipts! Prepared for fees
for recording in the license Books and removal of
licensed businesses from <wtg address to another, *****
for recording transfers of business ownership.

2. liquor Removal and Transfers -Receipts! Sane as Item I
above, except that they are used only far transfer*
and removals of establishments having liquor licenses*

3* Certified Copies and miscellaneous receipts! Used
mainly in receipting for teea received for certified
copies of Marriage licenses.

I*. Advanced Costs Receipts - Used to receipt for fees paid
uhen filing lav cases.

5. Final Cost Book - Used to receipt for fees paid vhen
lav eases have been completed.

All five receipts are en printed, pre-oumbered forms, end are pre-
pared in duplicate. The original goes to the payor and the copjr
renains in the office* Gross amounts receipted for each day are
recorded in the Receipts and Disburmasats Book, which Is a perma-
asnt financial record of the Clerk's office.

HECCHMSHnATIOTl EETAHJ FOR THREE TEARS OR UHUL AUDITED, VSJXSEVER
IS LATER, ABD TEES DESTROT.

ADHlhlsittATIVE ACCODHTIHS RECORDS

Quantity* J*7 cubic feet
Dates i 1521 - -
/iTiyMiX Accumulationt 2 cubic feet
File Arrangenestt Chronological
Disposable Amount* fa cubic feet
Audits State Audit

This item includes the following accounting records, used as
supporting data to the final books of entry. The transactions
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5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Holl of Records
and Board of Public
Works.

&6*a>

which they concern are recorded in the Receipts and Disbar*
Book* »̂4«>% i s a permanent financial record of the office*

its

• Paid invoices and bills, and receipts for office supplies
and services connected with the operation of the Clerk's
office* •

Banking records* *wWH««M«g cheok stabs, canceled checks,
bank statements, deposit slips, and bank books of the
Clerk'a office.

Copies of monthly and annual reports to the State Conptrollea
. and worksheets used in compiling these reports*

Copies of payrolls and supporting documents sent to the Em~
ployee*8 Betdrenent System*

Correspondence with the State Cksqrtroller and other State
*}ff4f<ia\# regarding fiscal natters*

State Treasurer* e Warrants.

Marriage 13 cense Tickets used solely for internal office
accounting* <

Central Purchasing Papers (Nov obsolete}

Bally Cash Sheets, Cash Slips, and Work sheets

Dally Records of Licenses Sold

Told {ferriage Licenses.

BBCOBfEBDAXIGS* RETAIN FOR THREE YEARS OR UHTIL AUDITED, WHICHEVER
IS LASER, AHD THEN DESTROY. ,

I
TRIAL DOSBET AMD BOW-JURY TRIAL DOCKET

Datesi 1863-1955
Quantity-* 2$ cuble f e e t (81 voluaas)
F i l e Arrangesmxtt ^ ^ T ™ ^ ! * * ^ / ^ !
inrnia] ACC^B?! ffltit, fffl t HODS
T>1wposaMft Aswuntt 2k cubic feet

These dockets were used to schedule eases for tr ia l in -"•"•fr,

U'
Li-

Sntries show pi«iiit,ifff defendant, date of trial, result, and
trial Buaber* All inforaatien contained In the dockets is dupli-
cated In the Cases Instituted Docket, which is the permanent
legal record of the court proceedings*
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PAGE
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6 Recommendation
of Hall of Records
and Board of Public
Works

7.

8.

The trial Dockets (also called Trial Calendars at times) ware
purely administrative records of only temporary use, and have no
legal value,

Xn 1S$$ ̂ w function of scheduling cases for trial In court w i
assented by the Central Assignment Commission, and as a result the
Trial Sockets series has been discontinued.

RECOtlEHDATIONr RETAIH FOR THBEB TEARS AHD THEN DESTROT.

JUHT BOLL BOOK
t v

Datest 1900 - -
Quantity! 2 cubic feet
Annual Accumulation 1 Less than J cubic foot '
Disposable Amount t 2 cubic feet
Audit* City

The Jury Boll Book i s used to record the court attendance of
Aurora, for pay purposes* Entries show naoe of juror, attendance
record for each day, total number of days, and amount earned.

Lists of jurors are peroaneatty recorded among the papers i n each
case f i l e .

HEC0MKEHDAH08t RETAIN FOR THHEB YJSABS CR UHTIL AUDITED, tfiOCB-
V9BB. ZS LATER, AHD THEN DESTROT.

COORT WOBK SHEETS

Dates 1 1 9 3 0 - -
Quantitgri It cubic feet
file ArrasgeBBntt Chronological
Atranni ACCUSQlfl(bio&X ^ CSblc f o o t
Disposable Amount t 2 | cubic feet

This item consists of fl«»^y Bulletins, •ivory Slips, wvft Caiw* Huniber
Sheets vfaich are admini stratlve Teoords of temporary value used
in organising the work of the court and In announcing the court's
schedule to the public* These î spffî * cwita^** w? inforsAtion of
permanent legal value that I s not recorded in the court doeksts
or in the ease f i l e s . »—

EECCMffiSDATIOSt FFTATH FCR THBEE VRABS ffln THES PESTROI.
j \
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5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

9. CARD IKDEX <F MftpWAQES

Size* if»x6«
Batest 1851 - -
Quantity* 60 cubic feet
File Arrangements Alphabetical by bridegroom
Annual Accumulations 1 cubic foot
Disposable Amounts None

This card index contains one card for each marriage licensed in
Baltimore City since 1851* Entries show addresses, ages, color,
nativity, occupation, and status of bride and groom, and any blood
relationship, date of marriage, date return filed, name of minis-
ter, and remarks. Entries are on one side only.

The cards are designed only as a convenience for the office, and
are not a legal record* The information which they contain is
permanently recorded in the Marriage He cords of the Clerk's office,
uhich contain separate indexes in each volume*

The total number of cards from 1851 through 1955 is 639,1*81. All
cards for the years 1851 through 1865, numbering 22,837, have been
called from the main collection and are now stored in the basement
of the Courthouse*

10

HECOmEHDATION:

.LICENSE BOOKS

RETAIN PERMANENTLY. TRANSFER CARDS FOB PERIOD
1851-1865 TO THE HALL OF RECORDS.

Dates: 1890 - -
Quantity: 130 cubic feet
File Arrangement: Chronological
Annual Accumulations 5 cubic feet
Disposable Amounts 21$ cubic feet
Indexj Alphabetical index in each volume*

A record of all Traders, Liquor, and miscellaneous licenses is kept
in the License Books, which consist of the following series*

•

Billiard
Chain Store
Cigarette
Cigarette Machines
Cleaning, Dyeing and Pressing
Construction Firm
Garage
Laundry
Liquor
License Transfers

Miscellaneous
Moving Pictures
Music Box
Plumbers
Removals
Restaurant
Soda Fountain
Solid Fuel
Traders ^\^jZ

GO
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(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

/M

A*

B*

Entries Jbov date of Issuance and the nans* address and sons
nuaber of licensee*

The lav requires a book record of liquor licenses (Art* 28,
See« ̂ 38j Annotated Code of Maryland), but doesnot require book
records of other types of licenses* She license books tan not
usecNfcr accounting and are not audited. They are not referred
to in the course of; office business, and contain no information
that i s not in the nore accessible License €ards file* In brief,
the License Books, excepting those recording Liquor Licenses,
serve no useful purpose*

Jfothing in this item applies to narriage records*

BECaWfflHQAlIONl' BETAZST LICE3E25 BOCKS COMTAIHIHO RECCRDS ( F
LZQUOB LXCBBSB5 PERMANENTLY.

BBCOMMHJDiTKWl RETAIH ALL QBI^H LTfliflffiffi; BOOKS FOR THREE SEARS
AHD THEN BBSTBOZ. ,
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