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R E Q U f " FOR RECORDS R E T E N T I O N S C H E M E 

T o be Submitted to the Records M a n a g e m e n t Division 

Ha l l of Records Commission 

SCHEDULE 
NO 

PAGE 
NO. 

J . Reques t i ng A g e n c y 

B A L T I M O R E C O U N T Y 

2 . D i v i s i o n o r B u r e a u o f Reques t i ng A g e n c y 

O F F I C E O F F I N A N C E , C O S T A N D C O M P U T A T I O N 

3. A u t h o r i z a t i o n Requested ( C h e c k on l y one o f t h e squares b e l o w ) . 

E Dispose of present accumulation. No 
additional accumulation is antici

pated. Records have ceosed to have value 
to warrant retention. 

•
Establish retention schedule for re
cords for which there is a continuing 

accumulation. The records will cease to 
have value to warrant their retention after 
the period of time indicoted. 

•
Microfilm and destroy originals. 
Originols if not microfilmed would be 

retained for the period of time indicated. 

4. 
I t e m 
N o . 

5. Desc r i p t i on o f Records 
Desc r ibe records a c c u r a t e l y . I nc lude t i t l e , f o r m n u m b e r , s ize o f d o c u m e n t s , 
w o r k o r a c t i v i t y to w h i c h t he records r e l a t e , i nc l us i ve da tes , a n d q u a n t i t y 
( c u b i c o r l i nea r f e e t ) . Show r e c o m m e n d e d r e t e n t i o n p e r i o d . 

6 . R e c o m m e n d a t i o n 
o f H a l l o f Records 
a n d B o a r d o f Pub l i c 
W o r k s . 

T R E A S U R E R ' S R E C O R D — M E T R O P O L I T A N D I S T R I C T S E W E R A N D W A T E R 

A S S E S S M E N T ( O B S O L E T E R E C O R D ) 1924-37. 

A C C U M U L A T I O N : E S T . 48 c u . F T . 

T H I S F I L E C O N S I S T S O F 10 1/2" x 9" H E A V Y S T O C K , B U F F P A P E R 

F O R M S , I N I T I A T E D B E T W E E N 1924 A N D 1937 * S A R E C O R D O F A S S E S S M E N T S 

M A D E P U R S U A N T T O T I T L E 32 O F T H E C O U N T Y C O D E F O R A P P O R T I O N I N G 

C O S T S O F M E T R O P O L I T A N D I S T R I C T C O N S T R U C T I O N . I N 1938, T H E S E 

A S S E S S M E N T S W E R E I N C L U D E D ON T A X B I L L S A N D M A D E A T A X L I E N ; 

T H E A S S E S S M E N T I N F O R M A T I O N O N T H E M WAS T R A N S C R I B E D T O A F I L E O F 

9 5/8" X 4 1/4" Y E L L O W C A R D S A N D 5" X 8" B U F F C A R D S , W H I C H A R E 

S T I L L I N U S E , O N E F I L E D B Y D I S T R I C T , S T R E E T , A N D O W N E R , T H E O T H E R 

B Y D I S T R I C T A N D O W N E R . T H E L A T T E R C O I N C I D E S W I T H A D U P L I C A T E 

R E C O R D M A I N T A I N E D B Y T H E T R A N S F E R O F F I C E , O F F I C E O F A S S E S S M E N T S . 

S U B J E C T F I L E S E R V E S O N L Y AS R E C O R D O F P A Y M E N T S F O R T H E P E R I O D 

1 9 2 4 - 3 7 W H I C H H A S B E E N S U M M A R I Z E D O N T R A N S C R I B E D C A R O S . 

N O R E F E R E N C E T O O B S O L E T E F I L E H A S B E E N M A O E R E C E N T L Y , NOR I S 

A N Y R E F E R E N C E T O T H I S F I L E A N T I C I P A T E D . 

R E C O M M E N D A T I O N : D E S T R O Y 1924-37 P A P E R S T O C K A C C U M U L A T I O N S . 

7. A g e n c y , D i v i s i o n o r B u r e a u Represen ta t i ve ( A P P R O V A L S R E Q U I R E D B Y S E C 2 5 A - 5 ( B ) , BCC, A T T A C H E D ) 7. A g e n c y , D i v i s i o n o r B u r e a u 

^ R E C O R D S M A N A G E M E N T O F F I C E R N O V E M B E R 30, 1965 
' Signature Tit le Date 

Schedule Authorized as Indicated in Col. 6 by Hall of 
Records Commission. 

Date Archivist 

Disposal Authorized as Indicated in Col. 6 by Board of 
Public Works. 

Date Secretory • 



! S U N ' T M Y 0 M R D E RECORDS RETENTION SCHEDULE 
FOR 

RECORD OR FILE TITLE: TREASURER'S RECORD-METROPOLITAN DISTR. 
FORM NO. Sewar a n H W a t - g r Assessment 
DEPARTMENT: OFFICE OF FINANCE SUB-UNIT: COST & COMPUTA-
DESCRIPTION; (continue on reverse) TION 

Accumulation of 48 cu. ft. of obsolete records of Metro
politan District Sewer and Water assessments for period 
1924-1937; reverse lists record of payments; information 
is kept on 10-1/2" x 9" buff heavy paper stock. -Data 
transcribed to present records, 9-5/8" and 4-1/4" and 
5" x 8" cards. No reference to obsolete files has been 
made recently or is anticipated. Assessment included 
on tax bills after 1938 and these provide payment record 
since then. Transfer Office, Department of Assessments, 
maintains same information by different file index. 

DESTROY: 1924-1937 paper stock accumulations for which 
assessment information is duplicated. 

Disposit ion of records or f i les described above i s recommended a s noted under 
RETENTION PERIOD in right column. Requirements of applicable s ta tutes are met 
by proposed retention period and method. 

Records Management Officer 

I concur in the recommendation^ f non-concurrence, initial only) 

Date* Department Head~ 

APPROVALS: 

Date 

Dqte Hall of Records Commission 

Date Board of Publ ic Works 

All required approvals having been secured, the retention periods es tabl i shed 

by this schedule shall become operative 

AUTHORIZATION NO.. 

SCHEDULE NO. 6-01 

Appraisal and 6-1 
Inventory Reference ' 

Th i s item i s determined: 

RECORD 

NON-RECORD 

ESSENTIAL RECORD 

RETENTION PERIOD 

1. ACTIVE (yrs.) 
(primary equipment authorized) 

2. IN-ACTIVE (yrs.) 
In Department 
Record Center 
(Storage equipment authorized) 

3. PERMANENT 
Originals 
Microfilm 

4. MICROFILM 
Storage 
Reference 

5. ESSENTIAL RECORD. 
Copy _ — 
Microfilm 

6. DISPOSAL 
Incineration 
Sale 

7. ARCHIVAL 
PRESERVATION 
Review 

X 

8. SPECIAL INSTRUCTIONS: 

Dispose of obsolete 
' accumulations only 
authorized by this 
schedule. 

Records Management Officer 


