
ARBS ARUHDKL 80DHTT TREASURER 

TAI KCLL (KEAL PR0PSai)B0OK8 
Sataai 1503, 1?21 - -
Sizei 16* x 17" x 1»» 
Quantity! 220 voltmsa 
File Arrangement J By year, tenia by districts and alpha

betical thoreia 
Annual Accumulation! 30 cubic feat 
Blsposabl* Arcounti 200 cubic foot 
Audlti Annual outside audit and State audit 

A new tax roll is prepared annually by tabulating the ?ax Tils Tab
ulating Cards (Schedule C-58, I ten 3) on a fera i&ieh contains the 
following information! the tax account number, a description of 
the property, tha naaa aad address of too owner* land and building 
aesesaoaists, State and County ts^ share, special taxes (in detail;, 
and the total tax. Fayisants, partial payments, and interest pay-
wants ars posted to tha lax Roll Books from tha Tax Bills (Itea 3) . 

Prior to 1956 the Tax Rolls ware known as Levy Books and ware pre
pared by an addressograph taaohina* Entries shoved the aaount of 
the asassssmtt, the nans and address of the owner, a description 
and location of the land, increases, decreases and transfers, the 
tax account number, date paid, the County real tax, the State tax, 
and tha total tax* Separate volusas war© prepared annually for 
automobiles from 1927 to 1956* 

The Assessnent Books, which are pernancsxt racerds, contain all the 



foregoing information except the tax account nuabar and the amount 
of the tax. 

Four years, with a two year extension in soae eases, la the statu
tory limit for the collection of unpaid taxes (Art. 61, Sec. 219, 2. / ^ 
Annotated Code of Maryland, 19S8T Edition). All accounts unpaid* 
at tha end of one year are entered in tha Arrearago Ledger (Item 6̂ C- ) 
and a duplicate record of arrearage accounts is osdntoined in the 
Tabulating Pepartsjent (Schedule C-58, Item 3)* 

H££0tf«Sf2DATI0N: RETAIN FOR SIX TEAKS OR USTIL AUDITS), wiUCHCTER 
• IS LATER, AND THS9 DESTROY BY BURKUS). 

TAX ROLL (P3ES01&L PROPERTY) BOOS 

Dates: 19V9 - -
Size: 17 0 >x 2U« x 3W 

Quantity: 2 voluass 
File Arrangensnt: By district and RSED 
Audit: Annual outside audit and Stato audit 

A new Tax Roll Book is prepared annually from the Personal Property 
Returns filed in the office of the Supervisor of Assessrasnts 
(Schedule C-6l, Itea 3). Entries nade from the returns shou the 
name and address of the taxpayer, a description and location of 
the property, the assessment, and increases or decreases, transfers 
of property, and the account nissber. There ere separate sections 
for Fanas and Businesses. V/hen taxes are paid the Treasure? 
enters the payraant with the date, the ataount of the assessosnt, tha 
proportionate tax shared by the County and State, end special taxes. 
Unpaid accounts are entered in the Arrearage Ledger (Item 8, Sched
ule C- ). 

REOOTtfEHDATIOHt RET AIM FOR SIX TEARS OR DHTIL AUDITED, tfilCBSVER 
IS LATER, AW THEN DESTROY BY BURREvG. 

TAX BILLS . 

Dates: 1501-1917. 2$h9 - -
Siae: a B s 8" (pads) 
Quantity: IS filo drauara, 737 pads, 56 cartons, 6 sacks 

( 231 cubic feet, estimated total) 
File Arrangeaant: Chronological 
Annual Accumulation: 10 cubic feet 
Disposable Amount: 252 cubic feet 
Audit: Annual outside audit and State audit 

Tax Bills are prepared annually under the provisiona of Section 560 
Code of Public Laws of Anne Arundel County, 1917 Edition. 
The bill is a printed fana showing the levy year, tha type of tas, 



3. 

the property index number, the tax code, an assessaest breakdown, 
and the total tax due. 
Tax Sill* am prepared In two sets, each set consisting of an orig
inal and a duplicate bill* One set is nailed to the taxpayer and 
the other is retained in the office. The office copy is used onljr 
if the nailed bill is lost or is otherwise unavailable at the ties 
of payraont. Whan peytasnt is received the anount is charged on the 
Cash Machine* which receipts the Tax Bill, both the original and 
duplicate, stazsplng than "Paid", with the date and the amount. The 
duplicate copy is given to the taxpayer as his receipt and the orig
inal is filed in the office. Ah analysis of all "Paid* original 
bills is mads doily on the Distribution of Tax Collections Report 
(Itea 16) and is also posted in the Tax Roll Books. 

A. EECQICCKDATlONt TAX BILLS STAMPED »PAXD«j RETAIN FOR THESE YEARS OR 
UNTIL AUDITED, WHICHEVEB ZS LATER AND THEH DESXROT 
BY Bl 

B. RSCOKSOmATIOHi TAX BILLS RSfAIHED III THE OFFICE AND HOT USED) THESE 
ARE NOB-RECORD WITHd THE MBANIKG OP THE STATUTE 
OOVERHIBO HOIWECCKD MATERIAL (ART. Id, SEC. 155, 
ANNOTATED CODS OP HARXLASD, 1951 Edition). 

|». dCRBASB AKD PBCREASB SHEETS 

Datest 1929 - -
Sliet 12« x U*« x 1" 
Quantity* 66 volumes, U transfer files P 
Pile Arrangeaants Chronological 
Annual Aceunulatlont it cubic feet 
Disposable Amount1 2$ cubic feet 
Audits Annual outside audit and State audit 

For each change in the assessment of taxable property the Supervlaor 
of Assessnsnts prepares and transmits to the Treasurer an Increase 
in Assessment Sheet or a Decrease in Assossasnt Sheet, describing 
the property and giving the anount of the new assessment. The change 
is posted in the Tax Roll Bock (Item 1), and the sheet is then used 
to prepare a Request for Refund In the ease of a decrease, or to 
prepare a new bill in the case of an increase. A Recapitulation 
Sheet is prepared nenthly for the Appropriations Control Sheet in 
the Treasurer's Office and is filed separately. 
RECOMHSHDAIIQlli RETAIH FOR FIVE YEARS OR UBTIL AUDITED, WHICHEVER 

IS LATER, AKD THEH DESTROY BY BUBSD». 



5. TRANSFER FORES 
Dates: 1951 - -
Sise: 8£« xll" / < 4 c w l*J 
Quantity: 78 volumes, 6 cartons v' ' 
Annual Accumulation: 2 cubic feet 
Disposable Amount i UB cubic feet 
Audit! Annual outside audit 

When property is transferred the Supervisor of Assess&snte prepares 
a serialized fora in quadruplicate (Schedule C-61, Its** 6), one 
copy of which goes to the Treasurer so that the proper debits and 
credits say be made in the Tax Roll Books* The form shows the date, 
a transfer number, district and location, and the year or years 
involved, the name and address of the purchaser, nans of the tcarmr 
ouner, a description of the property, the purchase price, mortgages, 
who presented the deed for recording, and the page number of tho 
Tax Roll Book where the transaction appears. 
RECOr*S®ATIONi RETAIN FOR THREE TEARS OR UNTIL AUDITED, WHICHEVER 

IS LATER AND THEH DESTROY BY BURHIIJO. 
DUPLICATE PAYHEST AND OVER ACS LEDGER 

Size: 8« x 1U° x 3" 
Batest 1°13 — , - ay 
Quantity! 9 voluses (* 
File Arrangement! By year and district 
Annual Accumulation! f cubic foot 
Disposable Amount: 1 cubic foot 
Auditt Annual outside audit and State audit 

When a duplicate paynent or over-payment is made to the Treasurer, 
a letter is sent to the payor infonaing hira of the fact, and offer
ing to refund the appropriate anount. An account is opened for 
each payor making an over-paytnGnt, showing his account number, his 
name, address, and postings under columns showing the date, a des
cription of the transaction, and the type of tax. 
RECOJ&EHDATIOK i RETAIN FOR TEH YEARS AFTER THS L"iS? ACCOUKT 13 

EACH VDL5i£ IS CLOSED, OR Uf?TIL AUDITED, WHICHEVER 
13 LAT2K, AKD THEN DESTROY BY BURI-UKG. 

PART PAYMSKr TAX JOURHAL 
Sisei 12" x 18" x 5" 
Datesi 1916-1916, 1926-1927, 1935-19li9, 1951 - - / > 
Quantity: 18 volumes / st*-
File Arrangeasnt! Chronological by yasr, then by district 

and alphabetically by naas 
Audit! Annual outside audit and State audit 



This la a record of partial tax payments listing ths none of too 
taxpayer, the amount due and paid, ths amount In arrears, the State 
and County apportioned tax share, the date of posting to the Arrear
age Ledger, and the interest and aaount of taxes originally assessed. 

RBCOttSmATIONi KZTAIS FOR TEN TEARS OK UNTIL AUDITED, WHICHEVER 
IS LATER, AND THEN DESTROY BY BURHBKt. 

• XBB0LVE8CY RBOXSTBR 
Dateai 189V1912, l&O - -
Sisei 11» x lit* x 3" 
Quantity: 1 voluas, 1 folder 
File Arrangenanti By levy year and district 
Audits Annual outside audit and state audit 

This is a record of the insolvencies allowed the Treasurer by the 
Board of County Corodsslonera showing the name of the Treasurer, 
the levy year, the district, the names of the insolvent taxpayers 
and ths amounts of the insolvencies. 

The Treasurer is charged with the aaount of the levy upon each 
taxpayer until officially released froa the charge by set of the 
Board of County Cossaiseionara. When taxes ere uncollectible for 
any reason, usually because they are so snail as to soke then not 
worth the costs of a tax sale, the Treasurer la freed froa the 
obligation of collecting by the County Commissioners end such 
action appears In the Minutes of the Board, a peroanent record 
'{Schedule C-55» Item 1 ) . Since 1950 the insolvencies allowed are 
In tha for* of letters or notices to the Treasurer and ere filed 
in the Treasurer's office* 

RBCOMSBDATlQSi RETAliJ FOR SIX TEARS OR BflTIL AUDITS), WJilCHSVER 
23 LAT23V AND TKE2? DESTROY BY BURNIBO. 

• TAX SALS DEPOSIT REP88D J00BSAL 
Blast 12» x 16" x 2» 
Datesi 1955 - -
Quantity: 1 voluas 
File Arraagaaentt Chronologloal 

0 Audit: Annual outside audit 

This journal la a record of refunds smde to purchasers of tax aa l a 
property which has bean redeeasd by the ounera within the authorised 
redemption period. The entries ahow the date, ehoolc nuaber, the 
payee, ths aaount of the deposit refunded, and the Interest. 

RECOWEBDATIOSt RETAIN FOR SIX TSARS, OR BaTZL AUDITED, tfiXCSETER 
IS LATER, AID THEB DSSTROT BT BURtOSO. 



10. TAX SALS CARDS 
Dates. 1&2 - -
Siset x 8« 
Quantityl 6 card drawers 
File Arrangaaantj By year, district and then alphabetically 

by naxas 
Audit i Annual outside audit and State audit 

The Tax Sale Cards are filed under the tax sale year and are rever
sible. One side lists an index number to the Tax Roll Book, the 
naas and address of the owner, a description of the property end 
its location, a breakdown statement of taxes due, showing year 
of default, basis, County and State share of taxes, special taxes, 
total tax due, and interest. An additional oolum provides space 
for entering payasnt of the taxes and costs if the owner Makes 
payment. The reverse side of the card shows the name of the pur
chaser, certificate of sale nuaber, anount of bid and the amount 
deposited, the date of foreclosure, the balance due on bid, and 
the amount due on prior taxes. If the owner decides to redden 
the property, space is included for the redeestod date, the date 
the certificate of sale Is requested to be returned by the pur
chaser, the Treasurer's check nusfcer for the rotund of tho pur
chaser* s bid deposit, the amount end interest due to the purchaser 
audi the total aoousfc refunded. 

Within two years After property is in arrears the Treasurer or 
Collector mat sell the property at public auction. A final state-
aant of taxes due and sale notice is sent to ube owner thirty days 
prior to publishing the notice of tax sale in two County newspapers. 
Thereafter, publication of the notice most occur once a weak on 
four successive weeks. If the property Is not. redeemed it is sold 
at public auction. The property nay be purchased by the County 
Cowalasioners if they believe it necessary to protect the County's 
tax interest. The purchaser deposits noney with the Treasurer to 
cover the bid which is returnable to hia with interest at 6% if the 
owner atarolaoa his right of redemption. The purchaser receives 
a Certificate of Sale which the Treasurer recalle if the property 
is redeenad. The purchaser vast wait for a year and a day, but 
no longer than two years, to file a bill of eoeplaiat in acuity 
to foreclose the owner's right of redeoption as the next step in 
obtaining a proper deed to the property. If tho court of eqoity 
forecloses the right of rodeaption the purchaser secures a clear 
'title of ownership and obtains a proper deed in fee eiaple or lease-

,i hold, as the ease way be, from the Treasurer, by order of the court. 
v If the purchaser fails to file suit to foreclose within two years 

after purchase his deposit is forfeited and the Treasurer pays tho 
taxes la arrears with the deposit. The property is then subject to 
resale by the Treasurer for the amount of taxes accruing since the 
data of the original sals. The cards are removed to the inactive file 
after the properV redeemed or foreclosed. 
RSOOWEXDATIOBi RETAIN FOB THREE TEARS AFTER AUDIT ABO TRANSFER TO 

THE XHACTXVB FILEj THK3 DESTROY BY BI !!:«VHV-« 



CERTIFICATE OF TAX SAflB 

Size: 9» x 12" x 
Dates! 19U6 - • 
Quantity! 5U volunas 
File Arrangements (̂ a-oaolosical 
Annual Accumulations Less than $ cubic foot 
Disposable Amounts 1$ cubic feet 
Audits Annual outside and State audit 

The Certificate of Tax Sale Is prepared in duplicate t the original 
Is Issued to the purchaser and the duplicate retained In the office. 
This certificate, evidence of the sale and purchase of property, is 
signed by the Treasurer and notarised. Zt shows e certificate nun-
bar, the date of the sale, the nana of the purchaser, the purchase 
price, and a description of the property* Tha Treasurer say call 
in the Certificate for refund if the original owner exercises his 
redemption rights within the specified tiae. The Information con
tained in the certificate also appears on the Tax Sale Cards. The 
certificates are assignable end nay be recorded by the County Clerk. 

Am USTIL AUDITED, VfctlCSEVER IS LATER. 
REOOtSODATIOlft T05TAIN FOR SIX XEARS/AHD THSJJ DESTROY BY BUROTSO. 

TAX SALE ACCOmfrOtEDSMPTIOM REFUHDS) 

Siset 9* x V x 3° 
Dates j 191.7 
Quantity 1 h pads 
File Arrangement 1 By check number 
Audits Annual outside audit and State audit 

Tliia record Is composed of check copies prepared simultaneously 
with the check which is ths refund made to purchasers of tax sals 
property redsened by the otasr. The check copy shows the data, 
payee, the reason for payment, location of property and the type, 
the Certificate of Sale nuobsr, and the amount of the refund. 

/ WriCHSVER IS LATER, 
RECOJHEHDATlOHi RETAIff FOB THREE YEARS Oil HfflL AUDITED/ ABD TIES 

DESTROY BY BURHUS5. ~* 
CQRPORATIDK TAX FILE 

Detest 1953 - -
Sises l£ cubic feet 
Quantity: 1 fiis drawer 
Pile Arranssnsnts Alphabetical by nana of flra 

; Audits Annual outside audit and State audit 
The State Tax CcswlsBion certifies to the Treasurer each year 



corporations subject to taxation, with tho anount of their aaeeas-
esnt. A card Is prepared for each corporation with space for 25 
assessment years and ahowa the State and County a&ssssaent and 
their proportionate share of tax, special taxes, the total tax, the 
date of billing, and the data of payasnt and the interest. 
msammsmmt a m i s FOE TUBES TEARS AFTER UST EHIRY BAS BIEH 

IlfiDE AND ALL AUDIT REOJIR££Hrs HAVE ESEH KIT, ABD 
TKSH DSSTRQY BY BBRK3B0, 

Hi. PAYROLL REGISTER 

Siaet 15* * iSi" 
Dates: 19U2, 1952 - -
Quantitys 2 volumes* 2 transfer files 
File Arrangement: Chronological and by payroll 
Annual Aeeufflnla fri on; 1 cubic foot 
Audits Antmal outside audit 

The Payroll Register is prepared by the Finance Dep&rts&nt, and a 
carbon copy is delivered to the Treasurer. The Register lists the 
a/inmut earned, the account nunfcer, the anount earned to date, the 
date of entry, deductions for retirearant fund, Federal and State 
incoae taxes and insurance, the paycheck ausfcer. the nasi* of the 
employee, and the net anount paid. The Treasurer uses the Register 
for the reconciliation with the Check Cutting Kachlne Tapes, Ztea 
2i», made in the procaos of cutting paychecks, and to compare against 
the paychecks returned frcas the banks. Snwaary Sheets, Item 20, 
add Check Catting Tapes pertaining to payrolls are interfiled with 
the Payroll Register. A Payroll Ledger is retained permanently in 
the Finance D&partasnt (Schedule C-57* Itea lit). 

RSCOfSS&DATICHi RETAIN FOR FIVE YEARS OR HETIL ASDITED, teaCSSVER 
ZS LATER, AID TEES DESTROY BY BUEKIiKl. 

15. HDHTHET QS& REPOETS 

SifcOS 12 s X 1U« x y 
Dates: 1927-1931, JSU0-19U3, 191*6 - -
Quantityl 11 voluwes, 1 file drawer 
File Arrangansnt: Chronological 
Annual Accumulation: ^ cubic foot 
Dlapoaablo Amount: U cubic fast 
Audit: Annual outside audit and State audit 

The Treasurer prepares monthly reports for all financial operations. 
The entries record the eaounte of aoney reoeived and disbursed for 
each fund, aad the current balances. These entries are posted 
fren the Bank Ledger, Tax Ledgaf, Erosion Ledger, and from the 
vouchers filed in the Finance Departsent. Copies of each report 



aro sent to tha Board of County Commissioner a and to the Financo 
Dopesbmrxt for posting to tha Appropriation Control Sheets (Schedule 
C-5tt. Item 1). 
RfiCOMHSHDATIOH: RETAIH FOR 'IHREE YEARS OR VffilL AUDIT ftilCHSTER 

is urm, AJ© TUSH DESTROY BY BO?.?HJJG. 

16 . DISTRIBUTION OF TAX COLIECTIOIJS /-f^v) 

Dates: 1930-33, 1950 - -
Siae: 5£« x 
Quantity: 1 volxraa, ̂  filo drawer, 1 box, 1 shelf 
1'ile Arrangceamt: Chronological 
Annual Accumulations 1 cubic foot 
Disposable Amounts 12 cubic feet 
Audit: Annual outside audit and State audit 

This form is used to analyse the distribution of tux raoney collected 
by the Troaourer. IncUvidual fores are prepared daily for each 
district si losing the total collections, arrears in real taxes, . 
arrears in personal property taxes, and arrears in corporate taxes. 
At the es&i of each month, & recapitulation of the tenth's collec
tions is tfs&dc for tr«nnr*ittai to the Financo Fapartrjerrt end tc thsr 
Stat® Ccraptroller. The form records ths year and isoath, the district 
nuraber, type of property, v*n£ the distribution of collections by 
accounts, showing for each secount the account mirsber, the tax desig
nation, data, the tracer nuaber, the symbol and the araount. This 
rftcord is posted to the Tax Journal (Schedule ,Ite?s h)* 

imwrnsLmwn i-STAT?* FOR WIRSE YEARS OR BSTIL AUDITED, WHICHSVER 

I S UTER> AM) THFIi DESTROY BY SURHINS. 
17, CKBTIFICATE OF DEPOSIT 

Dates: 1939 - -
Sise: 6r! x 9« 
quantity: *f cubic feet 
S'ilc ArrangEsssnt: ChronolotTieal 
Annual Acctssalation: | cubic foot 
Audit: Annual outside audit and State audit 
Disposable Amountt U cubic feet 

Ths iTsonoy collected by the County for the State nast be deposited 
with tlia State Treasurer and covered by a Certificate of Deposit, 
iioch Certificato is prepared in triplicate, and the copies ere 
distributed as fclloire: 

1. OrifJLnal (white) - State Tj-easurer * 
2. Duplicate (blue) - state Comptroller 
3. Triplicate (buff) - iietaimd for office file 



10. 

Tho Certificates are serialised and record the date, the anount 
deposited and tha bank of deposit. Checks are listed in detail 
showing the class of revenue, the nature end description of the 
payasnt, and the anount. The office eopy is balanced against tho 
State Receiving warrants (Item IB) when it is received by tha 
County Treasurer. 
RBCOfSCSDATICNt RETAIS FOR THREE TEAKS OR UNTIL AUDITED, fcHICHSVSa 

AND THEN DESTROY BY BURHIKO. 
IS. STATE BBCglVIHa WABRAHf 

Sizei 6° x 8" sheets 
Detest l$hl - • 
Quantityl U voluses, k bundles 
File Arrangeasnti Chronological 
Dispoaabls Amounts 1 cubio foot 
Annual Aeeuaulationi Less than $ cuMc foot 
Audits Annual outside audit and State audit 

When money collected by the County for the State is transmitted to 
the State Treasurer with a Certificate of Deposit (Item 1?), a 
State Receiving Warrant la returned to tha County Treasurer for each 
such certificate and serves as the receipt therefor. The State 
Treasurer's eopy of each Receiving Warrant la a permanent record 
preserved on ralcrofilau The raoofwmnrtatton below applies only to 
the County Treasurer's copy of tha State Receiving Warrant. 

RECOMHSOATIOHi RETAIN FOR THREE TEARS OH OHTIL AUDITED, WHICHEVER 
IS LATER, ADD THEH DESTROY. 

19* BSGBIPT wARHABfrs 

Sises 6° x 8» 
Dates: laid 
Quantityi 3 cartons, 3 bundles, 2 volumes 
File Arrangements Chronological 
Annual Accumulations 4 cubic foot 
Disposable Anounti 6 cubic feat 
Audits Annual outside audit 

All sonsy received for tha County by tha Clerk to the Board of County 
Cornnrlasioaars smst be delivered to the Treasurer with a warrant, 
which is prepared in duplicate as follows t 

1. white original goes to tha Treasurer, with any support-
ing papers 

2* Bins carbon eopy goes to the Comptroller and la used 
by hia la checking tha Treasurer's Monthly Report 
(ItaalS). 

Entries ahow tho warrant nsafcer, the date, payor, the aaount, a 



11. 

breakdown by account (account nunfoer, account nana, unit), signa
ture of tha Treasurer and the signature of the Clerk to the Board. 
The recorsaondation below applies only to the Treasurer's cop̂ r. 
RECOHMEMDATIOH: RETAIN FOR THREE'TEARS OR UffilL AUDITED, VilHCH;̂ VEfl 

IS LATER, AND THEH DESTROY. 
20. SUMMARY SHEETS 

Datesi 19S2 - -
Quantity: 2 cubic feat 
Disposable Amount: 1 cubic foot 
Audits Annual outside audit 

A Sunssary Sheet is prepared weekly on each bank of County deposit 
showing deposits and withdrawals, tha dates, the previous and 
curresit balances. Withdrawals are shown by voucher and check 
number. Separate sheets are prepared for the payroll sujaaary. 
Suroary Sheets are used to balance against the Check Cutting Fhchina 
Tapes and the Bank Ledger. 

i BEOO^ESQATIOHi RSTAIW FOR THREE YEARS OR uUTIL AUDITED, ir&ICHSVER 
IS LATER, AHD THE33 DESTROY BY BUPJCHQ. 

21. GSJEBAL CQBRES?OKDE?£E 
Dates: 1923 - -
Size: 8tw x U " 
Quantity: 3 file drawers, 2 cartons, 2 cubic feet loose 

folders 
File Arrangasnsnt: By subject 
Annual Accumulation: Less than £ cubic foot 
Disposable Anount: 9 cubic feet 

The Oeneral Correspondence Hies arc composed principally of corres
pondence relating to tax mat tars—transfers, changas of address, 
requests for tax Coras, end inquiries regarding tax sales. 
REC0!-2ffiHDA?I0Hs RETAIL FOR FIVE YEARS, AND THEM DESTROY EY BURIttKu. 

22. REFUND VOUCHERS 

Size: 8£« x 11" 
Dates: 1913 - -
Quantity: 3 volumes, 2 bundles 
Audit: Outside and State audit 

^ This file is composed of vouchers approved by tha Board of County 
Coraiiasionera for refunds to taxpayers for duplicate payment end 
cverpayiBQnt of taxes. 
RBCOICCHDATIOIIj REXAUf FOR THREE TEARS OR UKTIL AUDITED, WHKJHETi:-

IS LATE;-., AND THEN DESTROY EY BUJU2LKG,. 



CASH REGISTER TAPES 

Dates: l$h$ *• 
Quantity! 1| £Lle drawers, 10 boxes 
File Arrangesjsnts Cnronologleal 
Annual Accumulations lit cubic feet 
Disposable Amounts 12 oubio feet 
Audits Annuel outside audit and State audit 

Feyasnts of taxes to the Treasurer ere accompanied by the original 
and carbon copy of the Tax Bill* The amount of paysxmt is charged 
on the cash register which receipts the Tax Bill, shewing the 
aaount and the date, and at the sans tins produces A tape listing 
the tax district, the azacunt paid, and the machine transaction 
nuaber. The tape is taken off daily at the close of business end 
mat balance against dally cash and check totals. 

RKOOKHSHDATIOUs RETA1H FOR THREE TEAKS 05 U3TIL AUDITED, HHXCHBVER 
XS LATER, AHD THEH DESTROY. 

CHECK COYYXJB HAGHBS TAPES 
Da tea s }$h$ • m • 
Quantity: h cubic feet 
File Arrangements Chronological 
Annual Accumulations $ cubic foot 
Disposable Amount: 2 cubic feet 
Audits Annual outside audit and state audit 

The Cheek Cutting Naohine prints the amounts on ell cheeks Issued 
by the Treasurer. The check and check copy are prepared with the 
date and nans of the payee prior to cutting the asount on the 
Bachine, when the amount is cut or incised, the machino also pro
duce* a tape showing the aaount of each check end a total, which 
is balanced against the Payroll Register (Iten lb) in the ease of 
peyeneeks^andsthe Sassaary Sheets (Itea 20) for all other cheeks. 
Paycheck tapes are filed with ths Payroll Register end tapes for 
all other d&ecks are filed with the appropriate Cheek Copy end 
Suaraary sheets. The individual aaounts ahoun on the tapes are 
duplicated In the Finance Departaent's Payroll Ledger and Voucher 
Register (Schedule c-$7, Xteass 9 and Hi), both peroanentty retained, 
end in the Appropriation Control Sheets In the Treasurer's Office 
(Schedule C-57* Iten 1), a permanent record. 

RECOMESDATIDRs RETAIB FOR THREE YEARS OR UBTIL AUDITED, WRICBS9EB 
IS LATER, AHD THBH DESTROY. 



25. BAHKIHO RECORDS 

Datesi 1915 
Qaantttyi 6 file drawers, 1° cartons, h bundles 
File Arrangeaenti Cbronolf>sicftl and by bank 
Annual Accuaalationt 2 cubic feet 
Disposable Amounts 22 cubic feet 
Audits Annual outside audit and state audit 

These records are coaposod of bank deposit books, deposit slips, 
canceled checks and check books, and bank statements. Deposits 
are nade to County General Funds, County Erosion Funds, and State 
Funds. The deposits are entered in the Bank Ledger (Schedule 
Itea 1 ) . Canceled checks are received from the various banks used 
by the County and are tallied against the bank statements, check 
carbons, the Payroll Register (Itea lit), and the Voucher Register 
(Schedule Itea 3) . 

rnxxmrnommt RETAIH FOR FIVE TEARS OR USTIL AUDITED, WHICHEVER 
IS LATER, AKD THEH DESTROY BY BURHIEO. 

26. CHECC COPIES 
Sisoi 5* »8» 
Dates? l$$k 
Quantitys 22 bona 
File Arrangeaanti Chronological 
Annual Aecuaulatioai 2 cubic feet 
Audits Annual outside audit 

This file contains copies of all checks issued by the Treasurer 
except those issued for tax aala redemption refunds (Itea 12). The 
check eopy shows the cheek nusber, payee* asoaat, and the date of 
issue. 
BJ5C0HHEBDATI0H; RETAIN FOR THREE YEARS OR TORTL AUDITED, WHICHEVER 

IS LATER, ASD THEH DESTROY BY BBEHIBl. 
27* BSCalrt BOOKS ... - . 

Sixet 3" x 6" il» 
Dates s 8 0 dates 
Qitaatltys 31 pads 
File Arrangenentt By aerial SBsaber 
Disposable Aaountt 1 eubia foot 
Annual Aeetsailatlons Less than i cubic foot 

These are earl all svnd teaporary receipts aheming the name of the 
payor, his address, the tax aala motor, and the aaount. The 



1U. 

The temporary receipts are issued at the tine of purchase until the 
Certificate of Tax Sale can be prepared in the Treasurer's Office 
(Itea 11). 
REOQN?«HDATIOH| RET AIM FOR THREE TEARS, AHD THEN DESTROY BT BDRHUKI. 

28. 07ERAQS REFUSD RECEIPTS 

Sises 8£* x 11» x 2" 
Dateat 19U3-19W / 
Quantity! 1 values 
File Arrangements By serial nutstoer 
Annual Aecanulations Diseontinued 

This receipt book contains the copy of the perforated receipt given 
to the taxpayer for over-psyaant or duplicate payasnt of taxes, show
ing the name, the district, the araount of the over-payasnt end 
refund, and the reason for Baking the refund* 
RECOKKEHDATIOHj RETAlH FOR FIVE TEARS AND THES DESTROY BT BURHUQ. 

?. AaMHISTRATIfE ACCOHBTIHa WORK PAPERS 

Siset 8§» x U» (average) 
Dates: 19iiO - -
Quantity: 6 cartons 
Annual Accumulation: 1 oubio foot 
Disposable Amounts 8 cubic feet 
Audits Annual outside audit and State audit 

The Administrative Accounting papers are composed of a vide variety 
of financial papers employed temporarily as posting aids in account
ing procedure. This material consists of figure work sheets, scratch 
sheets, and TOnwraada, reconciliation sheets, adding machine tapes, 
and inter-office and Intra-office coosxunlcatiGns. 

RECaMHSJfflATIOUs RETAIN FOR THREE YEARS OR OiffIL AUDITS), tKIGHSVER 
IS LATER, AHD THBH DESTROY BY B0RRHS3. 

30* EROSIOH AIB) FIRE HE33RAHDA 
Dates: 19$0 - -
Sises 8§» x 11" sheets 
Quantity: 1 file drawer 
File Arrangements By nose of erosion or fire district 
Annual Accumulation: $ oubio foot 
Disposable Aaounts l| cubic feet 
Audits Annual outside audit 

A memoranda is prepared nonthly, in duplicate, by the Treasurer--



one copy for the Finance Department and one for the Treasurer's files— 
reporting the aaount of erosion and fire taxes collected, and the 
interest end total, which is to be transferred by the Finance Depart-
went to the district for erosion control and firo companies. 
!@C02M!aiDATlO»s KETAIM FOR THREE YEARS OR UHTIL AUDITED, WHICHEVER 

IS LATER, AMD THES DESTROY BY BURHIE3. 
STATEHBBE OF RJ5APIHQS OF STAMP jffiTEBS 

Dates: 19h0 - -
Gusntity: 52 pads 
Size: 3** x 6 M x 1° 
File Arrangement: Chronological 
Disposable Amounts 2 cubio feet 

Stamp maters (Pitae? Coues) are installed in the Treasurer's office 
and are read daily* Pitney Ecges supplies a standard f ora contain
ing readings receipts in duplicate snowing the Post Office to be 
credited for payment, the date, the Ester nursber, and the readings 
for the ascending and tha descending raster. The original is fc>» 
•warded to the postmaster and the copy is retained by tha Treasurer. 
RECOKMEHDATIOJI: RETAIN FOR THREE YEARS AHD THEM DESTROY BY BUR8IK3. 


