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OESEftAl. C0RRE3P0KDfe!HQJs 
Quimtitgn 1 ettbic feet 
Dateoi 1$*8 - * 
File Arrangeaanti Chronological 
Annuel Aeoojaolaticni less than lA cobio foot 
Disposable AaottBti 1 cable foot 

Correspondanee «ith Individuals, private fins* various state and 
comity agencies, ete«9 concerned with the fnnotiona of the Clerk*e office* 
RECOI&lEfiD&TXOgi BEtAlH FOB TH&B& YS&RS AHD THEH DESTROY. 
UCBBSE3 

Qaaatityi 90 o M e foot 
attest 1950 
Filo Arraxig«*sntt Chronological 
Annual Aeetxanlatlom 5 cribie foot 
I&opooablo AnooBtt $ cubic feet 
Audited byt State 

Applications for and stab records and earben eoploo of the following 
annual licenses leaned by the Clerk of Ccerti 

Aausenest BoeUng Alley 
Attotloaeer Carnival 
Beer, Vine* and lAxjuor Chain Store 
Billiard table Cigarette 



FOR RECORDS RETENTION SCHEL 
(ContinuaHon Sheet) 

SCHEDULE 

"°- b " 31. 
PAGE 
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. 

Circus 
Cleaning* tyotag ft Pressing 
abstraction Pirn «r Coapatty 
Fishing 
Garage 
anker and ftoddto 
Bars* end Jack 
Hockstoy 
Hunting 
Lsnndry 
fiction Picture &tm 
Motion Motor* SaeMns 

tttsio Box 
Umbers and Gasfitters 
Restasraat or Eating Place 
Retail Coal Dealer 
ShOW 
Shuffle Board 
6<dft later Fountain 
theatre 
Trader 
Vending tfflaohlno 
Whalosalo Dealers In Bant 

EacMnoxy 
A record of all licenses isssedj except Wanting and Fishing licenaef 
is recorded in yeraanont license Boefeg (Blotters)* Gross anounta 
received for licenses are recorded cxnthly in the General Ledger, 
which ie the perennent financial record of the office* There are 
three copies of all basinona licenses, chich ore distributed as 
foUovet 

1* ,*o the licensee 
2* Retained by Clerk's office for the auditors. 
3» To the County CoBoiasionere or to the State Conpfcroller. 

The reooanondation bales applies to all applications for end stab 
records and carbon copies of the licensee listed above dbleb are 
retained by the Clorfe»8 office* 
REC0&£3S*TI0Bt BES&XR FOR T8BEB TBLBS, CR tSOTL AUDITED* tfHrCHE7E8| 

IS XATBB* ASD THEH DESTROT* 

Qoantitgri 60 cable feet 
Detest 1$0 
file Arraneenentt Chronological 
Annul Aeeosnlatinat IS coble feet 
deposable Aaosntt 3D cubic fast 
indited by* State 

There are three types of receipt ferae in three tweurreut seriesi 
1* Baeordatlon Receipts, need in receipting for any nensy 

received by the Clerk as recording foes or for docaaentary 

£*. «lorn and Equity Hoceipta, need in receipting for any ooney 
reccired as the result of oonrt procedure. 

3* Vfaits Prlnta Receipts, used in receipting for eny noney 
reeelved for copies of plats* 



ill receipts ere pnpand in duplicate* The orifdnal of each 
Recordation Receipt is given te the paver aa a delivery ticket* 
and is returned to the office when the doouuamt being recorded Is 
received* The carbon copy of each Recordation Receipt is retained 
In the office* The original of each lev end Bqpity Receipt ie re­
tained by the Licensing oad Accounting Depertnent* end the carbon 
retained by the Ion and Equity Section* The original of each 
lidte Print Seceipt ie given to the payor, end the carbon retained 
in the office* The following iw.nwandftt.1nn applies to all carbons 
end originals finally deposited in the Clerk** office. 
RECOiaJEEDATIONi BETAX& FOR TffiSB TEARS OB XJVSJL ADDITEDj VBTCHEVER 

15 IAT&R, AHD THES BESTBOX. 

ASKINISTRATiyE AOCOPHTOO BBCCRDS 
Quantity! *0 cable feet 
Bates i 15>50 • * 
File Arrangeasntt Chronological 
Annual Accnttwlatlrmi 2 lA cubic feet 
rispesablo ARoantt 3 lA cable feet 
Audited feyt State 

This item Incladea the following accounting records, need as support-
ing data te the final book of entry, which ie the General ledger, 
containing nonthly totals of receipts end olstn&ssaents* 

Paid invoices end bfUa for office supplies end services 
commuted with the operation of the dork's office* 

Banking records, isdadiog ebeOk stabs, canceled checks, 
bank statements, deposit slips, end bank books of the 
Clerk of Court. 

Copies of monthly end annuel reports to the State Controller. 
Daily Cash Sheets, shoeing reoeipts and dlabui sonants for each 

dsy of operation* 
Copies of payrolls end sepporting deeanents sent to the Eat* 

ployeo's Betii mint Syeteo. 
BBOOOBBDATlDBt BETAXR FOB THSEB TEARS OB WSTTL AUD9TZD, gmCHifltB 

JB IATHR, ASD TSSS D2STB0T. 
DRAFT IKDgS 

Quantityi 9 cubic feet 
, Detest 19S2 - » 
File Arrengesentt Cfaronologioal 
Anenal Aoensnlntioni % cubic feet 

http://iw.nwandftt.1nn


Handwritten draft Indexes to record books prepared each day and 
later typed into the index pages of the books* The drafts are 
then kept for three years for cheeking in ease an error is found 
in the typed version. This material is considered BOtrtreecrd 
within the neaning of the statute governing non-record nateriel 
(Art* U# Sec 23* annotated Code of Earyland, 1951) • 


