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Commission all o ecords Commission ‘ NO. 1. N\
2. Division or Bureau of Requesting Agency

. Requesting Agency

SUPERVISOR OF ASSESSMENTS

ALIEGANY COURTY
3. Authorization Requested (Check only one of the squares below).
. * ' c
Dispose of present accumulation. No A Establish retention scbedule for re- Microfilm and destroy originals.
additional accumulation is antici- cords’ for which there is a continuing Originals if not microfilmed would be
pated. Records have ceased to have value accumulation. The records will cease to retained for the period of time indicated.
to warrant retention. have value to warrant their retention after
the period of time indicated.
4. 5. Description of Records 6. Recommendation
" ltem Describe records accurately. Include title, form number, size of documents, of Hall of Records
N work or activity to which the records relote, inclusive dates and quontlty and Board of Public
0. (cubic or linear feet). Show recommended retention period. Works. ™~
e

1. |ASSESSMENT BOOES

2.

Shex 14 x 180 x 3
Dates: 1804 - -

Quantity: 225 volumes
File Arrangemsnt: Chronological by district

The Assessment Books give the name and address of the taxpayer, the
account nusber, a description of the property and the assessment,
transfers of property are recorded. Since 1948, assesaments on
personal property,:industrials and corporations, personal and farm
personal have been kept in separate volumes as well as assessments of
house trailers, old age sxemptions, snd special taxing areas.

RECOMMENDATION: RETAIN PERMAMERTLY. .
ASSESSMENT CARDS .

Size: 83" x 113

Dates: 1946 - -

Quantity: 64 file drawers

File Arrangement: By district, then a]phabetically by name

The Assessment Cards contain space for five assesement years} blus
cards are prepared for eity property or lots, pink for amall farms,
and yellow for farms. The cards give ths location and district
number of the property, the parcel and map number, the type of soning,
the libsr and folie of vecordation in the land records, the acreage
or square feet, the assessed value of the land and improvements with
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4.

e

5. Description of Records 6‘.:
o

‘Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relote inclusive dates and quantity - lan
(cubic or linear feet). Show recommended retention period. W

Recommendation
Hall of Records
d Board of Public
orks.

3.

k.

a total assessed value, a tax code mmber, the recommsnded assess-
ment by year with notation of the dates of assessment notices and
tion of notices, the dates of protests, hearings, final
notices, and appeals., The reverss side of the card contains a
detailed description of the property and of the property factors
affecting the valunation by the assessor. Transfers are sntered cn
the card, the Real Estate Transfer Card is prepared (Item 3) and
the Transfer Notices (Item ). The card is periodically retired
andmp]mdwhencwpleto transferofapropertyhasbeenmda

EEO!!EDATIOI!: mmm CARDS UNTIL RETIR@ AND FOR THREE IEARS
: . THEREAFTER, OR UNTIL THE NEXT REASSESSMENT OF THE
PRDPEHI, WHICBEVE I8 MER, AND TKEN DESTROY.

REAL ESTATE TRANSFE CARIB

Sige: . 3¢ 'S" cards
Dates: 1936 - -

Quantity: - 29 card trays = '
File Arrangomt: By names ot the g,rant«ors and gran‘l‘-oeo

The transfer eards are a thv re.tmnce to property tranaters -
giving the names of the parties, a brief description of the
property and the assessed value, the date of the transfer and the
recordation. : .The cards are prepared from the transfers entered-
on the Assessment Cards. This file is useful for current reference
.and is used in preparation of the guarterly report msde to the State
Tax ccmlasion on transfers of county real estate.

REOH!HDATIOIH RETAIN CARD UNTIL A NEW TRANSFER HAS BEEN MADE AND

APPROVED
HALL OF RECORDS COMMISSION

FOR THREE YEARS THEREAFTER, AND THEN D —
APP]

Size: 83 x 11v
Bates: 1950 -~ -
Quantity: 12 file drawers

Eight copies of the Transfer Notice are propared when preperty is—-

nunber, the map, block and parcel, the namss of the grantor and
grantee with addresses, the liber and folio of recordation, the
type of sale, the asseasment and credit, a brief description of
thelmd,andaapacaforrmrka. The copies are distributed as

follouwss ‘

1.: mu, original to the purcham
2. Pink, to the Tax Collsctor for correction of the Tax

" Roll Books

BOARD (F PUELIC WORKS

File Arrangemsnt: Bydistrd.etandchrmlog:lul %wh,m*%«/
Y .

transferred giving the transfer mmber and the date, the distrist—-|

ROVED BY
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Hall of Records : (Continuation Sheet) PAGE
-~ . Commission NO. 3.‘
4 5. Description of Records - |6. Recommendation
- Descrcbe records accurately. Include title, form number, size of documents, of Hall of Records
Q"' work or activity to which the records relote inclusive dotes and quantity ~ |and Board of Public
. (cubic or linear feet). Show recommended retentlo_n period. . ".|Works.

6.

| mBcowmDATION: RETATN mn THRER YEARS AND THEN DESTROY.

|appeal. The recommendation below applies only to ths copy retained

3. 'ouow, to the addressograph operator fcr prepnrathn
.- of new address plates.
4. White, monﬂcopytothocitywtwninvhuhtho
S property is located. _ , _
S, Blus, for the Assessor's file. - ... . .
6. Yellow, to the State Roads comiasim .
7. QGreen, to State Department of Assessments and rmtim,
the Tax Map Division for correstion of the tax map,
-8. Buff, to the Map Division in:the Cowrthouse for entering
themntofthauhcnthetump.

‘rhe mmudatim halm appli.ea only to tha copias retained in the
ofﬁco of the Supervhorofnmmnta e A .

REOHMEDATION: mmmmmxmsmrmnmor
SCHEDULES AND RE'HEHS OF PERSOHAL PROPERTY ‘

- Sizes: Folded papu:a-

. ‘Dates: 1946 - - . ' S
_Quentity: 36 document files, 6 cartons -

.:File Arrangement: - Chronological by district and name
-Disposable Amounts 20 cubde feet - ,

Personal propea-ty returna are mm-ded uparatoly 1n the Aeaeumt
Books in volmumes provided for persanal property only. The returns
give the name of the firm or taxpaysr, a description of ths parscmal
property, the district and date of the retwmrn, ths amount of the -
asssssment,

APPROVED
HALL OF RECORDS GOMMISSION-

XT)!’ ;/)

JINCREASE m.nmasn IN .ASSESSHERT B(H'IGE~-
- ; BOAPD CF ot

Size: - 83" x 11v A o : ~ :
. Datess 1950 ~ - L _ : . 7EB
Quantity: 3 file drawers = _ '

.File Arrengemsnt:  Chromclogical

e}

serialized Increase and Decrease Notices in triplicate and faorwards
copy to the Treasurer for sarrestion of the Tax Collection Books
d ong to the taxpayer so that an appezl may be made fxrom the
sessment change within the specified time, and one copy is re-
ed in the office files. The notice gives the nams and address
the taxpayer, the date, the levy year in which the change will
effective, the district mumber, a deseription of the property,
emount of ths asssssment, mdthoﬁnﬂdatotu'mringan

FEAE

in the file of the Supervisor of Assessments.

VIS B3Y
CLLiC WOREKS

13 196)

Audit: Amual cutside auiit end State audlt| %M m/m@(“

or each change in assessasnt the Superviaor of Assesment prepares 0 I o

RECOMMENDATION: 'RETAIN FOR THREE YEARS CR UNTIL AWITED, WHICHEVER
IS LATER, AND THEN DESTROY.




e C«:ﬁUEST FOR RECORDS RETENTlo@g SuLe T SOTEDULE 183
" Hall of Records (Contin_ation Sheet) . PAGE .
Commission NO. k,
5. Descrlptlon of Records : 6. Recommendation
- lof Hall of Records
and Board of Public

Describe records accurately. Include title, form number, size of documents,

‘em' work or activity to which the records relote inclusive dotes and quonhty
(cubic or linear feet). Show recommended retention period. Works.

To mSOLVENGIES LI.IDHED
: sisot Lottor-siu o

-Datess: 1930 =« " - f

‘Quantity: 8 file drmnr- o ’ :

- File Arrangement: . chrmologiealandbynam ‘_'

Disposabls Amounts 5 eub:lo feet IR
Hhun tam are proven mcolleetible the Board nf county comd.aaicn-
| ers relieves the Treasurer ar Tax Collsctor from the responsibility

‘of making the collection sothathomclearhiahooks and far -
notation in the Assessmsnt Books. The notice copy filed with the
Supervisor gives the name of the Taxpayer, the district, a trief

description of the property, the date of the .allowance, and the
amount., The recommendation below applies only to the eopy £iled

in the office of the Supervisor of Asssssments, .
‘RETAIN ‘FOR THRKE YEARS AND THEN DESTROY.

APPROVE
HALL OF RECORDS compizsion

: nmonmnmog:.
' Quantity: 1 map drewer .
() File irrangemsnt: By coordinates
| Thampsmpmpmdhythestatenepartmntofummtsmd

Taxaticn showing boundaries of acreage, lots and subdivisions, and
the parcel numberj the price is written in when transfers arsnu_b

These maps are periodically ravised by the State Department of
‘When the new maps are received by the .

Assessments and Taxation,
Supervisor.of Assessments, the old maps should be retained for a
period of three years and thsn dsstroyod .

RETATN MAPS MIGREPI.AC@ AND FOR THREE YEARS

RECOMMENDATION:
. , THEREAFTER, AND THEN DESTROY. S ey N
’ S \ Al LtOovVie 1ty
g (H P BliC WIRKS

BUILDING AND SEWAGE PERMITS GCARD (H

9
Sige: 8 11e v .
D:::’l %.;5: - -’ Z'EBA 13 ‘.961
Quantity: 2 doemment files, 6 bex fﬂes
‘Fihtrranganant: By name S %HWM Vo/za,é,,(
............................ o APY“_

This file is a.ed by the assessors in the ﬁ.oltl in estimating o
changes in assessments resulting from physical improvements. Ths
’ and

fils contains permit coples, copies of plans and drawings,

gensral correspondsned relating to ths improvements.
' RECOMMENDATION: RETAIRK FOR THREE YEARS ARD THEN DESTROY.
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. 5. Descrlptlon of Records 6. Recommendation
4. Describe records accurately. Include title, form number, size of documents, of Hall of Records
Item work or activity to which the records relote inclusive dotes and quantity and ‘Board of Public
No. (cubic or linear feet). Show recommended retention period. . - . - |Works:

10, | GENERAL FIIZ o : .
o 8ize;. Fo]dod papora x
" Dates: 1935 w e o .-

3 Quantity: 1 document f:llea, 2 .tile drawara

Fle umm: Chrmolomal : 2
o

The Gemral File cont.ains general correspondmce w.lt.h :lndividnnh w §
and memoranda rdlating to assepsnents, certifications ard corres- > ©
pondance with the State Deparhnent of Asaeaments and Tmﬁ.cn e oL
) . R o
mommmom BHAIHFORMYEARSANDTBENDMRO! ' a 8
o
-
o
<
xr

APPROVED B3Y
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