TAT HCLL (BEAL FROPEIZY)BOONS

Dutsn: 1903, 1921 = -
Size: 16% x 17 x L»
Guantity: 220 volumas
Pile Arrangements By year, theabydistxictsandalpb&
- betical thsrein
- Anrmual Acowmalatlon: 30 oubdc feat
. Haposable Angunt: 200 cu¥e fgut
Audit; A:mual outsids audit and State mx!it

Amt.axronisprepmredammnu:'bytmnaungﬂm?axﬁh%b-
uwlating Cavds (Scheduls C-58, Item 3) on a form which centains the
following information: tho tax account muamber, a description of
ths property, the nams aid address of the ouner, land and
assassmants, 5tete and County tas shave, speelel taxes (in dstail),
and the total tax. Faymsnts; pariizl payments, and interest pay-
mmmwwmwumuamkafmthaTam(lmz)

_Pmtow%theTuRom:mmimmastevyﬁoobandmpm-
pared by an addressograph machins. Entriss showed the amount of
.the agesssment, tho name and address of the oumor, & dascription
~and location of the land, iucreases, dstresces and trzaafers, the
tax account mumber, date pald, the County rezl tax, ths State tax,
‘and the total tax, S8eparate volmsmprepmdazmuyfor
automhileath?tol?Sé

The Assesomsnt Books, which are permanaat rscerds, contain all ths




3o

.o C,\(‘ ..
2.

forepoing informaticn except the tax sccount mmber and ths amount
of the tax,

Your years, with a two yoor extension in some cases, is the statu- , /

tory limit for ths collsction of unpaid taxes (Art. 81, Sec. 239, 2/ 2

Annotated Code of Maryland, 1997 Rdition). All eccounts unpaid P
at the end of one year are en Snthaﬁmaragaledgergtzge&&)

and a duplicate record of arrearage accounts is maintained i
Tabulating Nepartment (Schsdule C-SB, Item 3). o

RECONEEDATIONs ERTAIN FOR SIX YEAES OR UHTIL AUDITED, WHICHEVER
+ IS LATER, AHD THIR DESTROY BY BURKING.

TAX ROLL (PIRSOHAL PROPZRTY) BOOK

Daten: 39 - -
Size: 1Ttk 24" x 3v

Quantity: 2 volumes

File Arvangement: By district and name
Audit: Amnual catside audit and State audit

Roeturng filed in the office of the Supervisor of Zssessmants
(Schadule C~£l, Item 3). Entries made fyrcom the returns show the

A nay Tax Roll Book 15 prepared ammually from the Personal Property i:]-{.\~j’ ‘
Vo ':24-- ‘

name and address of the taxpayer, a description and location of . 2N
the property, the assessment, end increases or decreases, transfers \, o
cf property, and the scocount muber., There ere ssparate gections

for Farms and Businesses. Vhen taxes arsc paid the Treasurer

enters the payment with the date, ths amount of ths assessment, tho
proportionate tax shered by the County and State, and spscial taxes.
Urpadd act):mts are entered in tho Arrearsge ledser (Item 8, Schede-
ule Ce .

RECOM/ERDATIONs RETAIY FOI SIX YEARS OR URTIL AUDITED, WHICRSVER
IS LATER, AND THEN DESTROY BY BURKING.

AP
TAX BILLS 4 O )
Sha Daldo (a1~
Dates: 195111927, 1945 - -
8ige: k¥ = B" (pads)
Quantity: L8 fils drawers, 737 pads, 56 cartons, 6 snclko
( 281 cubic feol, estimated total)
File Arrangemant: Chronological
Annual Accumilation: 10 cubic feet
Disposable imoumt: 252 cubic fest
Audit: Ammucl outsids agudit and State audit

Tax Bills are prepared armually under the provisions of Sgetion 5(0
Code of Public Laws of Arme Arundcl County, 19LT Editicn,

The b1l is a printed form showing the levy year, ths trpe of tax,




inal is filed in the office. An enalysis of all "Paid” original
tills 5 made daily on the Distridbution of Tax Collestions Report
(Item 16)and 1a also posted in the Tax Roll Books.

RECOM&ENDATIONs TAX BILLS STAMPED ®PAID"; RETAIN FOR THREE YEARS OR
UNTIL AUDITED, HHXCHEVER IS LATER AND THEW DESTROY
BY BURNIKQ. :

RECOMMENDATION: TAX BILLS RETAINZD IN THE OFFICE AND NOT USED; THESE
ARE NON-RECORD WITHIN THE MEANING OF THE STATUTB
GOVERNING ROR-RECORD MATERIAL (ART. L1, SEC. 159,
ANKUTATED CODE OF MARYLAND, 1951 Editicn).

IRCREASE AND DECREASE SHEETS

_Datess 1929 « -
Bige: 12% x 14% x 1v _ )
Quantitys 66 volumes, L transfer files (5§°"’IU
Fils Arrangemant:  Chronolozical
Annual Acourmlation: 4 cublc fest
Disposable Amounts 25 cuble fost
Audits Amual outsids audit and State eudit

For each change in ths sassssmant of taxabla propsriy the Supervisor
of Asssasments preparos and transmits to the Treasurer an Increase
in Assessment Sheet or & Decreass in Assessment Sheat, de

desoribing
_ tho property and giving ths amount of the new assessment. The change

is posted in tha Tax Roll Bock (Item 1), and the sheot 1s than used
to prepare a Request for Rofund in the cass of a decreass, or to
prepare & new buill in the caso of an increagse. A Recapitulation
Sheet is prepared monthly for the Appropriations Comtrol Sheet in
tho Treasureris Cff{ice and 1s flled ssparately.

RECOMENDATIONs RETAIN FOR FIVE YEARS OR UNTIL AUDITED, WHICHEVER
IS LATER, AND THEN DESTROY BY BURNING.




TRARSFER FORIS

Datea: 8{.931 - -

g8ize: O3% x 11" ! o
Quantity: 78 volum:s, 6 cartons (s4 V)
Amual Accwmlation: 2 cubdc feet
Disposable Amount: U8 cuble feot

Audit: Anmueal outside audit

When property is transferred the Supervisor of Assessmente prepares
a8 ssrislized form in quadruplicats (Schedule C-61, Itsm 6), one
copyofuhichgoeatoﬁmemraothatthapmperdebitam
credits may be made in the Tax Roll Books. The farm shows the datae,
a transfer mumber, district end location, and the year or years
involved, ths name and address of the purchaser, name of the formar
ounar, & description of the property, the purchase price, mortgages,
who presented the doed for recording, and the page number of the
Tax Roll Book where the transaction appsars.

RECOM/ENDATION: RETAIN FOR THREE YEARS OR UHIIL AUDI’fED, WHICHEVER
IS LATER AND THEW DESTROY BY BURNING.

DUPLICATE PAYMERT AND OVERAGE LEDGER

Sizes B% x 1L” x 3¢
Datea: 1943 = -
Quantity: 9 volumes

(;...P'/

File Arrangements: By yesar and district
Ammual Accumlation: cublic foot
Disposable Arount: 1l cubic foot

Audits Amual outsida audit end State audit

¥hen a duplicate payment or overepzyrent is made to the Treasurer,
& lattor is ssnt to the payor informing him of tha fact, and offer-
inz to refimd the appropriate amownmt, An eccount is opened for
each payor making an over-payment, showling his account number, his
name, sddress, md postings under colums showing the dats, a das-
cription of the transzetion, and ths type of tex.

COMMENDATIOK: KETAIS FOR TEH YZAES ATTER THE LAST 'CGOUT"‘ IR
EACH VOLU:E IS CIOSED, OR URTIL AUDITED, WICHUVER
IS LATEL, AMD THEN DZ‘SI‘ROY BY BURNING,

PART PAYMERT TAY JOURNAL

Sige: 12¢% x 18" x &» e
Dates: 1916191, 1926-1927, 1935-19L9, 1551 = -
Quantity: 16 volunes /E/f»“ )‘3’/)

Audit: Anmual cutside audit and State sudit
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——
e

:‘(Schednle C=55, Itan 1),

¢ o e

This 1o a record of psrtial tax payments listing the name of the

tupmr, ths amount dus and paid, ths amount in arrears, ths State
appoctioned tax share, the date of posting to the Arrear-

mhdgu,mdﬂnhﬁmﬁmdmtdtmsoﬂgimnymsm

moommmm RZTAIN FOR TEN YEARS CGR UNTIL AUDITED, WHICHEVER
' Ismm, ARDHEHWBYBW ‘

'mor.m ?mr.srm

. -.‘,‘Datem 189&-1913,1950-_ o
" Sizes LI xYymox I .‘
.Qmﬂty: 1 volwm, 1 foldar - -
Fils Arvangement: By lovy yesr and district
Audits Amnmlcutaideand&tmdstawmmz

emnammwmmwnmmmmbyun
Board of County Commlssioners ehowing ths name of the Treasurer,
the lovy year, tha district, the names of ths insolvent taxpayers

'andthammtsotthsimolm

in the Mimutes of the Board, a pormanont
Since 1950 the insclvencies allowed are
mtmfmorlettm-acrnoﬁustothemmmmmad

. in the Treasuwror's offica.

ammmmm; EETAIN FOR BIX YEARS OR UNTIL AUDITED, WGHICHEVER

IS LATER, AND TRER DESTROY BY BURNING.
m&mmmmmm

Sisag 12 x 16" x 2%
Datas: 1955 = -
Quantitys 1 volums '
Flle Arrangement: Chronologioal
Audit: Amual cutalds sudis

mmuawammum tax sale
property which bas baon yodesmed by ths ownsrs within the authorised
redampiion peariod, The entries show the date, cbeckm.tha
m.mwammtw,mmw

BRECOMNZNDATIONs HETAIN FOR SIX YEARS, OR UNTIL AUDITED, WSICHEVER
mmm,mmmxumm




. . .
0. TAX SAIE CARDS

Dates: 1952 - -

8izey S*" x 8% . -

Quantitys 6 card drawarg -

File Arrangements By year, district and then alphubotically

. - by nams
Audit: Annual outsids gudit and Stato audit

The Tax Sale Cards are filed under the tax sale year and are rever-
sible. One sids lists an index rayuber to ths Tax Roll Eook, the
name ad address of the cuner, & description of the property and
ita location, a bréakdowm statement of taxns due, showing year

of dofault, basis, County and State share of taxas, gpscial taxes,
total tax dus, and interest. An additlonsl colwm provides spaces
for entaring payment of the tawss and costa 4f the owner makes

« The reverse side of tho card shows the nams of the pur-
chpger, cortificate of sale nurder, amownt of bid end the amount
doposited, the date of foreclosurs, the balamee due on bid, end
the amount due on prior taxes. If the ouner donides to redeem

|

Collsctor must ssll the at public auction. A fina) state-
mant of taxes dus and sals notice sent to uhe

RECOMMERDATIONs mmmmimmnsmumn AND TRANSFER 70
THE INACTIVE FIIE; THRN DESTROY BY BURNING.




o~
i

n. WIGATEOI“TAIM

‘Sizes S x 12" x }*

Datess 1946 - =

Quantity: SL volumss

File Arrangement: Chronological

Anmal Acoumulations Less than 3 cubds foot

Dispossble Amount: 13 cublo feot .
- Aud:lt: Amualmtslds andstate nmﬂ.t

ThoCeruﬁcataofTazSaleis;ropmdindupucatm tha criginal
uummmmwmmmmummmmorm
This cartificate, evidence of the sale and purchuse of property, is

signsd by the Treasurer and notarized. It shows a certificate nun-
bar, tha date of tho eals, ths name of the purchassr, the purchase
- price, and a dsscription of the propsrty. The Treasurer may call
in the Certificate for refund Af the origimil owmer exercises Mas
. redemption rights within thn specified time, The information eone
4ainad in the certificate also apoears on tho Tax Sale Cards, The
,muamamumwmwwmmcm

AUDITED, W{ICHEVER IS LATER
o mmmmu %mm FOR SIX zﬁmg/mmnvsmoi BY BURNING,

12, I&X SA&E ACWG_WMIOE B.EI'UH!B)

,Sizm 9“:2;":3” s
& ~ Dateas 1947 - -
. Quantitys L pads
Pile Arrangements By check mumber
Audits Annnal outside audit and State audit

‘rmamordiscmdofcheckeophsmwndﬁmw

with the check which i3 the refund made to purchasers of tax sale
poperty redsemed by the cuner. The check copy shous the data,

- payes, the reason for payment, location of property and the type,
tbecmteofMQmmr,andthembofuwth

Tl S
RECO!MENDATION: RETAIN FOR YEARS (R URTIL Axmim_:/ ARD THEN
DESTROY BY BURNING,

13, CORPORATION TAX FIIB

Datens 1953 = -
- Size: 14 cubic feeb
5 Quantity: 1 file drawer
« -Pile Arrang=sents Alphabetical by nama of fimm
¢ | ‘iudity Ammmal ontside audit and State sudit

The State Tax Cosmission certifies to the Treaswrer easch year




.

corporations aubjeottotmtim, with the amoaunt of thelyr ansseas-
ment. A card is prepered for each corporaticn with space for 25
assegamsnt years and ahows the State and County sssssawent mnd
their proporticmate share of tax, epecial taxes, thetot.altax.the
datootmnm,u\dthedntodpaymtandthemtmst.

RECOMMENDATIONs RETAIN FOR THBEE YEARS AFTER LiST ENIRY HAS FEEN
| THEN DESTROY BY BURKIN,
mmommm

HADE AKD ALL AULIT REQUOWEMEMTS HAVE EIER HET, ABD

 Sises !5":18%' . R

Datess 19&, Uhag 1952"' ' ;
Quantity: 2 volumes, 2 transfer files

Fils Arrangemant: chrom:n@mlmdbymron

- Armual Aecwmilation: 1 oubie foot

Zadits Annusl outside sudit

rmwmwaumwmymnwm,ma
carbonwhdenvaradtotu?mamr. The Register lists the
anount earncd, the account nurber, ths amount earmed to dsts, the
dabserenhy, deduotions for retiremsnt fund, Federal and State
income taxes end insurance, tha paycheck mumber, the nsme of the
s and the net amomt patd. The Treasurer uses the Reglstar
for nmmatim with the Check Cutting lMachine Tepes, Item

&.mummaormmmm,mmmmmmm

mmd from the banks, Swmeery Shests, Item 20,

WKGE: RETAIR FOR FIVE YZARS GE UE2IL AGSTITED, &II&EVER
\ ISI&T&&,&EBIMMEYW

»mxmxmms

Sisos 12" x 14v x 3

Dates: 1927-1931, 19401943, 1946 = -
Quantitys 11 volumss, 1 fils érmr

Fils Arrangessnts Chronological

Annual Accwmilation: 2 cubic foot
Dispesabls &mounts L eubie fosd

Audits Annual cutsids aundit and Stets eudit

CL 923




17,

e sant to ths PBoard of Comty Conmissioners and to the Financa

Dopertwant for posting to the Appropriation Control Sheots (Schedule
C=57, Item 1).

mwommfmow s KETALN row ‘LME YEARS OR UNTIL AUDIT:ED, WiICHEVER
' 15 LAliR, AD THEN DESTROY BY DURILHG,

DISTRIBUTION OF IAX COLUZCTIONS (4. v)
1440 -
Datas: 1930-38, 50 - -
Size: 53¢
Gaanidty: 1 volxma, 1 file drawer, 1 bex, 1 sasls
¥ile Arrungemanb: Ghronolozical
Al Accumulaticng 1 cuble foot
DMspogabls dmowrtts 12 cubic feet
Audii: Anmual outside audit and State avdit

Trds form is used to aa:.]ys@ the disbribution of tux noney collocted
by' the Tressurer. Individual forme ave prepared doily for ezch
ddstrict siweing the tobal collectlons, arresrs in real taxes, |
arrears in parsrml proparty taxes, end arrears in corperate taxua.
At the end of each month, 2 recapitulation of the month's collece
¢ions Ls made for tranmitisl to the Finance NMeopartment end te the
Statle Camptyoller. The form records the year and renth, the district
number, type of propert:, and the distribution of collections by

accomis, siawing for cach acroumnt the account mumber, the tax desipe

naticn, dats, the {reeor number, the symbol and ths amont,. This
raecord is posted to the Tax Journal (Schndule ,Ttem L),

IECOMMENDATICHy  FTATN TR THREE YRARS O UNTIL AUNITEDR, WHICHRVER
I’s".‘f", LND THEY DESTROY BY BURNING,

CrATIFICATE CY DEPOSTL

Datss: 1929 = -

Siges 6% x 9w

waanidty: ‘,f cubic fest

#lz Arrangement: Chronological

Armuzl Accwmulation: 2 cuble foob

Audit: Amual entszide gudlt and State audit
Disnccable Amount: I cublie feet

Th2 money collected by the County for the State must be depoaited
with the State Treasurer and co'mmd by a Certificatn of Teposit.

tach Cextificato is prepered in triplicate, and ths coples are
dlstributed as fcllows:

1. Orisins)l (white) - Stazte Taeasurer *
2. Dunliczte (blus) - State Comptroller :
3e Triplicite (buff) - ietained for office fils

R

g.




andthammb 'thsetﬁeoe i3 balanced against the
snumnngwarmu(xmm)muummwﬂn
County Treasurer.

RECOMMENDATICNs RETAIH FOR THREE YEARS OR UNIIL AUDITED, WHICHEVER
AND THEN DESTROY BY BURRNING,

STATE RECZIVING WARRANT |
Size; 6% x 8" gheets

Datest 1947 « «
gin;:uwa b volumes, L bundles -

When money collected by tho County for the State is transaitted to
tha State Treaswer with a Cortificato of Deposit (Item 17/, a

State Recoliving Varrant is retumsd to the County Treasurer for each
such certificats and garves as ths recsipt thesrefor. The Stata
Treasurer's copy of each Fetolving Warrant is a parmanont record
pressrved on rmicrofilm. The recommendaticn below applics only %o
mcomyhum'amermsammamwmt

RECOMMENDATIONs RETAIN FOR THREE YEARS OR UNFIL AUDITED, WAICHEVER
IS LATER, AND THEN DESTROY.

EECEIPT VARRANTS

8izes 67 x Bv

Dates: 19l « =

Quantity: Beartms,jbmdlaa,zwlwa
File Arrangement; Chronological

Anmual Accumlation: 3% cublie foot
Disposable Amomnts 6 cubie feet

Audits Ammal outsids sudit .

- A1l monay recedved for the Couaty by the Clerk to the Board of Comnty
Comxissionors must be dolivered to tho Treasurer with a warrant,
vhiich is prepared in duplicate ag follows:
1. Vhite original goes to the Treasurer, with any support-
papers
2, Blm carbon copy goes to the Comptroller and is used
' H&nﬁmmmwmm

Entries show tho warrant mxber, the date, payor, the amocunt, a



2l.
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breakdown by sccount (account muber, account nams, wnit), siga-
ture of the Treaswror and the signature of the Clerk to ths board,
The recmxdation belos applica only to ths Trecgurerts cogy.

RECO!SMEHDATION:  RETALY FOR THRRE YFARS OR UNTIL AUDITED, WHICH:ZVER
IS LATSR, AND THSN DESTROY.

SIMHARY SHEETS

Dates: 1952 - -

Quantity: 2 cubic feet
Disposabls Amount: ‘1 cubic foot
Audits Anmial outsids audit

A Suwmary Sheet 1s prepared woekly on each bank of County deposit
showing depogits and withdrawals, the dates, the previoug and
currcnt balances, Withdrawals are shoun by voucher and check
nunter. Separate sheets are prepared for ths SUMREYY
Sumary Sheats are used to bw against tho Check Cutting lachine
Tapes and tha Bank Ledgor. '

RECOXRENDATICH: RUTAIN FOR THREL YEARS OR UNTIL AUDITED, WHICRIVER
S 15 LATER, AND THEN DESTROY BY BURNING,

G2HERAL CORRESPONDERDE

Datea: 1923 ~ =

Size: 85" x 11v

Cuantity: 3 file drawers, 2 cm*bans, 2 cubic feat loosec
: folders

File Arrangement: By subject

Anmuel Acewnulation: Less than 4 cubic foob

Digposable Amount: 9 cubic feet

The Oensral Correspondence Files are composed principally of corres-
pondencs rolating to tax mattars--transfers, changes of address,
requosts for tax forms, end inquiries regarding tex galss.
RECOIEMDATION: RETAIN FOR FIVE YEARS, AND THEN DESTROY BY BURNIXG.

RETURD VOUCTHZRS

Size: §2v x 11m
Dates: 1943 - =
Juantity: 3 volwmes, 2 bundiss
Audit: Outside and State audit

Thisfﬂeiacmmofvmhcrsapprmbymaboardm Comty

Cormissioners for refunds to taxpayers for duplicato payment emd
overpayment of taxes.

RECOICLNDATION: BRETAIR FOR THREE YOARS OR UNTIL AUDITED, WHICHETD
IS LATZ:, AMD THEX DESTROY BY BURIOES..




23.

CASH HEGIST!Q TAPES

~ Datess 1916-- S
Quantitys 1§ file dﬂnm, 10 boxes
Fils Arrangement: Chronological
Anmual Acowmlations 1l cubdc feet
" Digposable Amounts 12 cudle fest
Audit: Anmual outside suddt and State aadit

wwmwmmmw by the original
and carbon copy of the Tax Bill. - Tho amount of payment is charged
on the cash register which recoipts the Tax Bill, showing the

anount and the date, and &t the sama time produces @ tape listing
mchine transacticn

the tax digtrict, the amount paid, and tho machine
number. The taps 45 itaken off dsily at the close of Businessz and

' mmwmmmmm

nmommm mmmmmmmnmm, WHICHEVER
Iswm,ammnxsrwz. _

CHECK CUTTING cm'fm JHACHIRG TA?I‘B

Datan: 1945 = =

Quantitys L cubic fest

Filo Arrangessnt; Chronological
- Arual Accmmlations % cutde foob -
Dispossble Amount: 2 cuble feet ,
‘Audits Anmal cutsids audit and State audit

13 balancsd against the Payroll Item 15) in the case of
paycheckgapdiths Swsmary Sheats (Iteazo) for all othar chesks,
thammuthm and tapes for

duplicated in the Finsncs Department's Payroll Ladgar and Voucher
Register (Schedule C-57, It«em?mdlk),bothpammﬂynﬁaﬂmd
and in the Appropriation Control Sheots in the Treasurerts Office
(Schedule C-57, Item 1), a permanont record.

RECOMGHDATION: RETAIN FOR THREE YEARS OR URTIL AUDITED, WHICHEVER
IS LATER, AHD THER DESTROY,




7.

RECEIPT BOOKS .

. Dispogadle Amounts 22 oudbic feet A
.Aucn.ts Amual cutglde audlit and State audit

Mmmmmwammtm,mtms.
canceled chacks and ochack books, and bank statements.: Deposits
are mads to County Cencral Funds,. cmmmm,msmu
Punds, m&podummmdmthoamkudgar(mduh
Iten 1). Cancolsd chacks are received fyoum the various banks used
by the Comty and are tallisd against the bank statements, check
carbons, ﬂumnnem(xmm),mmvmw
(Schednlo Iten 3). ]

mmnom RETAIR mn F1VE IEA!B OR . WTIL AUDITED, WHICHEVER
C IS LATER, ARD THER DESTROY BY BURHING.

RECOMMENDATICM; RETAIN FOR THREE YEARS OR UNEIL AUDITED, WHICHEVER
18 LATER, AND THEX DESTROY BY BURNIEG. -

Sige: P x 6% x1*

Dates: No dates

Qmmv: 3l pads :
File Arrangemant: By serisl mumber

Disposabls Amoumts lmhtuot

oY
)
0
) |




Q9 .

mmmmmumazmmormmmmm
mmauurnahmummmwmwo:m
(Iten 11). .

RECONMEINDAT IOKs mmmmm&, ARD THEN DESTROY BY BURNIND,

QVERAGE REFUSD RECEIPTS

Sige: B3® x11* x 27 ' .
Datass 19L3-1947 S S
" Quantitys 1 volume - ‘ P ot
Flle Armngmmru Bysormmer
Annual.&ecmxlaumz Diseontinued -

T‘xismelptbookcontainsthscowofthapsrfomtedm@eiptgim
wmm@wrwmwmwmuaumtdm.m

.MMW,thadistﬁct.mamormma-mmmt

refund, snd the reagon for making the refund,

 RECOMMENDATION: RETAIHW&FIVR!EABSAH’DWWB!BW.

ADRMINISTRATIVE ACCOURTING WORK PAPERS

Bize: 83" x 11" (average)

Dates: 1940 - -

Quantity: 6 cartons

Amnual Accumulation: 1 cublio foot
Dispogable Armcunt: 8 cubic feet

Amnt: Anmal outside audit and State sudit

mwmnﬁauw&mmmammadofamm
of finanoiel papors employed temporarily as posting aids in account-
ing procedwe. This material conzists of figure work sheets, scratch
sheets, and mamoranda, reconsiliatiocn gheots, adding machine tapes,
mmmfmammwmmﬁum

. KECOMMENDATIOHs RETAIN FOR THREE YBAR3 OR GHTIL AUDITED, «iICHEVER

I3 lATZR, mmmynnu&m
EROSION AMD FIRE MEMORAMDA

Datess 1950 - -

Size; 03¢ x 11° sheets

Quantity: 1 file drawer

File Arrangemant: Ly name of erosion or f£ire district
Anmaal Accumlation:s # oubis foot

Dispossblo Ancunt: 1% cubdc fest

Audit: Amnual outgide audit

A momoranda is prepared monthly, in duplicates, by ths Treasurer—-

§ i e ———— e e R ——— ——— CF -




2y

ona cory for the Flnance Department and one for the Treasurer's fileg--
zeporting the amount of erosion and fire taxms collected, and the
interest end total, which is to be transferred by ths Financo Dopart-
rentt to the district for erosion control and fire eovpanies.

RECOMAMDATIONs FBETAIM ¥FOR THREE YEARS COR UNIIL AUDITED, WICHEVER
- I8 LATEN, AND THEN DESTROY BY DURNING,.

STATEMERT OF READINGS OF STAMP METERS

Dates: Y940 - -

Cusmtity: 52 peds

Size: M x 6% x 1

¥ile Arrengements Chronological
Disposable Amoumts 2 cubdo feod

Stamp meters (Pitnoy Dowes) are installed 4n the Treaswrer's office
and are reed deily. Pltner Bowds supplies a gtandard form containe
ing readings receipta in duplicate showing the Post Office to b3
credited for payment, the date, the mweter murber, and tho readings
for the ascending and the dsseending meter. The oeriginal is fo~
warded t0 the postmaster and the copy i retained bty the Treasurer.

~ RECOMMENDATIONs RETAIN FCR THREE YEARS AWD THEN DESTROY BY BURFWING.




