NE ARUNDEL COUNTY SANITARY COMMISSION Assessments Division

FROJECT FILES

fuantity: 19 file drewers, 70 bundles

Bize: Letter siee

Duteﬁt 1—937... _ . ’

File Arrvangement: Chronologioilly by job or project mmbsr «
{ysar, wonth, job musbered as received)

Indext Job Status Record (Item 2) _

Project Files are maintained sepsrately in. the Assessmants Dive
fision, the Enginasering Division, end the Finance ard Accounting
Divigion. The papers filed in each of the three divisions vary

. acconding to tho reguirements of the office in which the file is
crested. The preject file described herein i the firet of the
three files., It is inittatad upon vreceipt of the originsl petition,
after vhich Comrizsion personnal sssigned to property transfers ond
title seasrches in the office of the Clerk of the Circult Court for-
wvard to the Assossments Division copties of the abstracts of deeds
worifying title to property subject to the proposed project. A copy
of the orizinal petiticn, together with duplicate deed abstracts is
forwarded to Engingering, st which time the Engineoring Froject File

{Schedule €+ , Item ) 18 ect up and the project mmber sssigned.

# memorandum i3 then prepzared in Asscsswents, requesting Engineering
to prepsre plans end cost estimates for the project. Enginesring
prepaves and forwards five sets of plans ond estimstes to Ascens-
cents wvhich are édistridbuted s follows:-

Administration (1 set)
Purchasing Division (1 set)
" Finamce & Accounting Dive (1 sst)
Sasesasvents Division (2 sets)

Next, & computation of surpluses or deficits 3s prepared In
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{vonticued)
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(cont,) Assceszents. These figures ere double-checked by the Supervisor of

2

Assossmants, after uhich the project is presentod at the next sched-
uled departmental mesting for recommendstions, After the occepted
recoumandations ore incorxporated; the project is then presented to
the next Commiesion meeting for approval or rejection, AT this time,
the Commission grants authority for a public hearing, i1f necessary,
Upon spproval of the project, the Asgesswent IMvision project papars

are placed fa the active file until notification of completion of tha -

project, at which time Fotices of Awscasszent are wziled and the

Assossment Cavds are typed, giving chorges end ownership, Thase
cards ave flled in Finance and Accounting until retired (scheéu!e
Ce ’ item Je

After the Notices of Asmt bava been mued. the m,}act Ftle
is retived to tha inasctive file and ratained in Assessnents.

The file folder in Assessments canteins all oy some of the followe
ing pepersi~

Petitions & SWry Sheets Mvertising for Bids
Kotices of Hearings - YWork Sheots -

Letters of Approval & Disapproval Inter-Office Mam:rands
Plans & Ustimates YHeeorings & Exhibits

Review Shoets for Computation of Asgesszent Notice Coples
Deficits or Surpluses {self-supporting
or nou-sslfesupporting projects)

The nutside of the folder carries & votation of the dates of subw
miseion to the various d'visions for spproval, including date of gpe
proval by the Commission, Administration, Engineering, iLegal, Finence
& Accounting, and the (omptroller, with dates of hearings, £ any,
erd the date of completion of the project.

RECOMMENDATLON man; IK m FILE UE'TWMOR °oF QROJECT.

N o e o i 2

G A‘.’“ﬁ F%’i“&‘ﬁ & ACCW"\‘-TIKG DIVISIDNS. m.mmm@
DUPLICATION OF PAPEXSt m:.mmmmmmh
HAL PAPERS; RETALIN MICROFILHM PERMANENTLY.

JOB STATUS RECORD

fusntity: 1 post bivder

Size: 1Y x 140 x 2

Dates: 1959...

Flle Arr.: Chromological, by project mmbar

Index: &7 % & cerd indeXit-~ ] card tray curreut, 1 nonecurrvent

in addition to the Project Files (ltem 1), a current resune of
the status of projects is waintained in s post biuder, by dates ou

-which petitions were rocorded, giving the ncwe of the petitiocancr,

.locatton of property and assigned project number, dates on which

papers wvere sent to Enginecring and returrad to Assessrents, date of
departmentsl mecting on the project, sction teken, and the date
papers wvere sent to the Comxission, date of Comuigsion action, date
of public hearings, 4f any, and date of completion of the project.
The Job Status Fecord fncludes a card file for resdy veference,

(continued)




dividad into "Current” andZon-Current” projects, also arranged by
project muzber,

The recommendation applies to taoth (A) the Job Status Record and
(B) the card files~

BECOMMENDATION: €A) RETAIK JOB STATUS RECORD WIILE CURREBXT AND FOR
L THREE YRARS THEAGEAPTER, THEN DESTROY.

(B) RETAIN CAKD T¥DRX PERMANENTLY.

QUADRARGLE MAPS

Quantitys 1 hanglog cup tlle
Sige: 24" wx 24

Datas: 1922... t”to)

Filo Arr,: By district

These copies of guadrangle waps (scalé: 200" to 17) ghow sach

| Mater District adminigtered by the Commission in gusdrangles giving

lot and block nurbers, struets and highwaya, ia blocks of four,
lettered 4, 3, C, D, and further broken down within each quadrangle,
rumbered 1, 2, 3, 4. These rmaps are prepaved in the Engineering
Division grd are used to assign project wusbers. The waps are ree
placed annually,

The replaced copy ia cona!ﬁig!matd within the meaning of
the statute govarning nonrecord materlel {Antotated Code of Marylend
1937 edition s emended, Art. 41, Sec. 178), end may be destroyed as
soon a5 no longet needed by the office.

DZED ABSTRACTS

Quantity: 5 legal £ile cebinets .
Size:  Letter<size

Dates: 1922..-

File Arr.: By gquadrangle .

The Commission exploys personngl assigned to the Courthouse in
Annapolis for the purpose of praparing dolly sbstracts of deeds in
transfars of property snd seaxching titles for Commission projects.
The Abstracts (oimeographed formg) are forwsrded to Assesszonts,
then to the Engtincering Division for addition of the quadrangle das- .
ignation {by which they ere £iled), the lot and block rnumbers amil
tho street names, with & notation of pervice to be rendoped. The
forws are then forwarded to the Assessment Division for correction
of the Assessment Cards (1tes 5) and prepsvation of mew cards in
cases of pev property or transfers of property. The forms are then

filed in the Asseasments Division,
| RECOMMEMDATION: RETAIY PEEMANERTLY,

.s | ASSESSMEXT CARDS

Guantity: &O0B wistible card trays (active; & card dravers (insctive)
Datest 1922,...
Size: 64" x &

File Arr.:. By block and lot smumber (cont inued)




!

(cont,)

Annual water and gswersge assessmeuts are assigned in the Assess-
monts Division and recorded on o visible type card, The corde are
forwardedtothe dilling section of tha Finsnce & Accounting Division
for the purpose of preparing the annual ssscssment bills, and they
are thon returned to Assessuwmnts. than cards are retived, they are
placed in sn tnsctive file. ZEach card hes apace for assessments
covering s psriod of ten years, giving block and lot nunhers for each
property, address and nams of tenant, the frontage, class and rate,
the sewarage snd water permit mmben and dates of issue, nome and
address of the owner if not the same as tenant, district, assessment
or gccount mumber, mortgege holder (if any), and name of person ¢o -
be billed, the assesszent yeor, shawing in columnar form the water

and sewerage charpes and dates pald. sevear -ervice chare.es. 1! anyy, -

with a Spece fet TYemarks.

RECOMMENDATIONG  RETAIN WHILE ACTIVE, AFTGR WHICH RRTIRE Tﬁ 1mxw: .

STATUS FOR THIRTY YWS, THER DESTR




