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OFFICE OF'LAW 
Dl VI t l O N 

Item 
No. Description Retention 

1. CONDEMNATIONS 

Size: 
File Arrangement: Numerical and rhrnn<>i. i c-> t 
Frequency: Annually 

These Files are. Tor the purpose of (.•>'-:;.•• 
property Pr>r county use. Prncp.^r \ r i n ' ' i -i:. »d 
by Bureau o" Land Acquisitions prior to entr-» 
of pet i 1'. • c 1 ? o r e ond °nin a r i on with i n • iat i r-n 
being forwarded bo C U T ' " or Low. Those 
jeots are Local, State <nd Federal l-** 'Vn 1 >.;. 
Federally funded projects are subjed f\n mid it. 
by State and Federal frovernments. 'Ph.• filep 
are given a master number ond ore o 1 • •• r-rnr.o— 
indexed by property name, Ther.e filer: • rv 
include all or some of the following looument— 
ation: 
— OrHpr^ ( motions, Inquisitions, wavier* 

petition notices and demurrer filed in the 
Circuit Court 

— Invoices and record o" payment for ->npr>i ; R— 
als and court costs 

— Appraisal r. 
— Reports and momor-.TKhi""" related >— 

nation 
— Plats and drawings 

(Permanent - microfilm 
i.vn (5) years afte'rKi 

r o is closed. 

TAX SALES 

File Arrangement: 
Frequency'': 

$»;xl/, 
Numericnl and rhv,v..--
Annua I 1 y 

(This item continued on nerfc 

IPc 'manent - microfilm 
P i v o ( f)) ye o ro after 
innfie ir closed* 

S c h e d u l e A p p r o v e d by 
R e c o r d s M a n a g e m e n t O f f i c e r 

S c h e d u l e A p p r o v e d by 
C o u n t y A d m i n i s t r a t i v e O f f i c e r 

Dati ilqn a t u r P 
Schadul* Approved by D«portm»nt, 

Agency, or Div is ion R«pr«B«ntativo 

Schedule Authori i»d t»y 

Hal l of R e c o r d . Commiss ion 

Dot* Stat* Arcni vi tt 
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2. ,TAX SALES (continued) 

3. 

4. 

After anmial sale of properties for which taxes 
have not been nni.d, t.ho Office of Finance, 
Revenue Division forwards Tax Sale Certificates 
to the Office or Law. Office of Law attempts 
to locate and notify property owner of T->" Sole 
If after one year from date of Tax Sale, prop­
erty owner has not. pain delinquent taxes and 
redeemed property, the Office of Law files a 
petition, Order of Publication, and Decree with 
Circuit Court, which finalizes the snip. The 
file is then closed. This file includes tfrr 
following documentation: 
-Tax Sale Certificates 
-Bill of Complaint Petition 
-Order of publication 
-Notification of property owner 
-Decree 

This file is given a master number annually 
with a hyphen-suffix number for each property 
sold at tax sale. 

ZONING INJUNCTIONS and CITATIONS 

Size: 6%xl/| 
File Arrangement: Numerically and chronologic­

ally 
Frequency: Annua11y 
These files are initiated by the Zoning Commls-
ioner and Zoning Office. Zoning Injunct' 1 

may be filed in District and Circuit. Court, and 
Zoning Citations are filed with the District 
Court. These files contain pleadings filed, 
hearing transcripts, and court decisions. 

COUNTY COUNCIL BILLS 

Permanent - microfilm 
five (?) years after case 
is C 1 n s e d 

Si ze: 
File Arrangement: 

Frequency: 

ft*x1 /: 
Chronologically and numer­
ically calender year of 
bill's introduction and 
hyphen numerical sequence 
Annual 1 y 

Those files originate from ^it.her County 
Council Office or departmenl. requests t.l • 
the Administrative Office. They contain 
original legislative request, researr'i f 

relating to requests, council testimony 
deliberation, and approved Council Rills ( 
islat ion). 

t ment - microfilm five 
') years after legislatior 
-. adopted. 
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5.'BOARD OF APPEAL" 

Size: 

File Arrangement. 

Frequency: 

Chronol ogicall y 
call v 
Annually 

and numeri— 

Retain Tor ten (10) years 
after rile is closed, then 
dest rov. 

6. 

7. 

These files represent Appeals of Decision'- h y 
the Zoning Commi ssi one-r, Permits and Licenses, 
Animal Board, Retirement, and other Admini­
strative Agencies, nnd Boards, Appeal documont-| 
ation is forwarded to the Office or Law ' 
respective agency or board when they are 
with the Board or Appeals. These cases a l s o 
include appeals or Board of Anneals d e e ' -
to the Circuit. Court.. A hearing is h e V , ordei 
and opinion rendered, and if no further 
is filed within ?Q to 60 days. the file Is 
closed. 

WORKMAN'S COMPENSATION CLAIMS 

Size: 
Pile Arrangement 

Frequency: 

8*xlJ, 
Chronologically and numeri­
cal! y 
Annual 1y 

These cases originate in the Office of C< i 
Services and are rorwardod !.o t.he consul 1 
firm contracted by the county to admirfisi -
self insured Workman's Compensation Progr* i . 
Any cases that require hearings at t.ho 'r/ork— 
man's Compensation*Commission are transmitted 
to the Office of Law for review and procr* i n • . 
The files are assigned a BOW number by 0- ai 
Services which include the year and a f • v i— 
tial number, (example BCW-'va-^) File i .• c n -
sidered closed after settlement is reach. 1 

hetw^en counsel or appeal is taken an - ' l.r>5ed 
before a jury. 

?0AD CLOSINGS 

Si".n : &£xU 
i<'iie Arrangements Chronological l.v ̂ nd 

rally 
Frequency: Annually 
Road closings n re I n i t i a t e d '••> Den; • -.«• 
Publ i.c Works, Land Acquit' ' ' o u r or rvr"" 
parties. Petitions are i<*d «nd n e t ' " 
are prepared and published > y Office o f I. 

(This item con:.' NIK-T I -in n" v l p 

: i T o r ton (10) years 
& is closed, then 

rie". t r o w 

;u ; -or '-even (7) years, 
r c l o s i n g i s recorded 

Records, then 
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ROAD CLOSINGS (continued) 

Office of Low then holds hearing, Ordov is 
executed and sent to Land Acquisition for re­
cording in the Baltimore County Land Record" 
Petition, leral pleadings and correspondence 
are included. 

SPECIAL LITIGATION 

Si Be: 
File Arrangement.: 

Frequency: 

rTxl/, 
ChronoIOgi eal 
ly 
Annual 1y 

and ni ipv • ; ••• 1 ' — 

These files are Initiated by various son 
and forwarded to Office of Law for- Pi 1 i,pg 
Litigation Proceedings, The hypes of c^si 
that are included, in this category are, 
mandamus, damages, discriminations, conirerts, 
injunctions, Public Works Agreements, specific 
performance, etc. Legal pleadings and corres­
pondence are included. 

GUARDIANSHIPS 

Size j . *£rl/| 
File Arrangement.: Chronologically and numeri­

cal 1 v 
Frequency: Annually 
These files originate i.n the Department, of 
Social Services. There are three categories -
Regular Guardianships which are long term can 
and adoption cases; GTNA'S which are r hil dre 
in need of assistance; Temporary Care, and APS, 
which is Adult Protection. The petitions are 
forwarded to the Law Office for review and are 
filed with Equity Court or Juvenile Court 
(CTNAVS only)' to finalize the process. The fil< 
is closed once a final order is signed 1 y •> 
Judge. However, in a CTNA Case, the file mny 
be reopened due to a child running away 
needing additional assistance. 
Petitions, other legal pleadings and let' r 
are i ncluded. 

in ''or five (5) year's 
;e i S el osed , tĥ ri 

HP . " ! rn< 1 . 

1 for three (3) years 
er case is closed, then 

dc .' t f n « . 
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10. SEIZED FUNDS tain for three (3) years 

1 

Size: V - I /, 
File Arrangement: i Ihronoi ogi r.n.1 1 y and numeri— 

m l 1 v 

Frequency: Annual 

case Is closed, then 
destroy, 

•: 

These files are established when monies are 
seized by the Pol ire Department and are de­
clared contraband. The actual money is held in 
an account by the Office of Finance. The Ofn.c* 
of Law prepares a petition which is filed in 
District or Circuit. Court, depending on amount 
of money seised. After a hearing, the final 
order transfers the money to the general fur : 

of the county, or- returns the money to defend­
ant, the file is rinsed. 
Petition, other legal pleadings and correspon­
dence are included. 

1 

11. GRIEVANCES PROG5EDTNGS in for three (3) years 

j | Size: -:_rl/; 

File Arrangement.: Chronologically and m i — 
rally 

Frequency: Annual 

L e i ' r.ese is closed, then 

These files may originate from an e m p l o y e e or- n 

department who has filed a. grievance n,nd gone 
through the preliminary steps. The Law Offlee 
establishes a file once the grievance lies ' • °n 
appealed to the Labor Commissioner. Afhe r 1 :" 
hearing with the Labor Commissi.oner, the e n -
may ^o to Arbitration or- i.n Personnel .'-'̂ >• 
and Advisory Hoard, with the rase be'ng <•' • ,r' 
after a decision Is rendered by on^ or tbr»« 
two authorities. Related correspondence ' 
also included in these files. 

12. AUTO AND GT5NERAL LTARILTTY. - NEGLIGENCE " • • i*r> v 1, hree (3) years 

Si'-.e: j $!:r\l< 
File Arran^e'nen: Ghronol ogi c l l y end >.. • — 

r ' i l l v 
• 'j 

Frequency. Annual 

s closed, then 
Si'-.e: j $!:r\l< 
File Arran^e'nen: Ghronol ogi c l l y end >.. • — 

r ' i l l v 
• 'j 

Frequency. Annual 

II 
These claims originate In the 0'*f;"rp •> 
Services and a i > n forward r,H ' o th n (*.( n s n ' 
firm contracted '>y the count'- to ad i.'u" 
it's self insurance program. Any ca«i 
require legal settlement or suit ?.re •• » • _ 
ted to the Office of L a w for review •. -

' n Z • (Tl lis ' t'-ii i v i n i ' M ' i r i i on tie-i 
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AUTO AND GENERAL LIABILITY - NEGLIGENCE (• 

13 

14 

15 

The files are originally assigned a BCA Number 
(Tor auto) and a BOL Number (for genera"! ) ' -
bility) by Central Services. After the Law 
Office receives the case, it is assignee1 a 
number from their master file. 

LIQUOR BOARD 

Retenti on 

Size: t U 
File Arrangement: Chronologically and numeri­

cally 
Frequency: Annual 
These files contain cases, in which, the 0 n f ,\eo 
of tLaw represents the county at Liquor Board 
Hearings. They include cases on violations, 
complaints, transfers and awarding new license! 
These cases could be appealed to Circuit Court 
After appeal process is exhausted, case is 
closed. 

COLLECTIONS 

Size: 

File Arrangement 

Frequency: 

Ŝ xl/, 
Chronologically and alpha­
betically 
Annual 

These files represent legal action taken " *h< 
Office of Law because of non-payment of 
due to the county.' They originate from 
various sources such as: Finance (non—paymen 
of taxes), Public Works (enforcing Public 
Works Agreements), Baltimore City Hospital 
Bills and other county agenci.es. 
Letters, memos, legal pleadings are included. 

: i for three (3) years 
ter case is closed, theri 

destroy. 

UNCLASSIFIED FILES 

Size: 
File Arrangement: 

Frequency: 

rr.xi/; 
Chronologically and nu t< 
cally 
Annual 

These files contain non—1 i t i gn l;.i on " nfov 
and potential cases which !••••»vi• not r e 
lit ligation stn^e. "aci> dep^rt^e-m 
a number which \ s used e.ael y a a r . A"1 e 
included is information which is p e r ' 
the internal ope^at"5on r , r 1 ,,,'> Office I 
Agreements, c o n 1, i-a c ts f memos ore indn 

Retain for three (3) years 
sfter case is closed, then 
dos1. r*oy. 

i.n for three (3) years 
>rigin, then destroy 

http://agenci.es
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ADMINISTRATION FILI 

Size: 'v1-:t/; 

File Arrangement: Numerically 
Frequency'-: Annually 

These files represent administrative matt.fr 
set up by the County Attorney. Informs:,i .-, \-
pertinent to the internal oneration of the 
Office. 

Ret; in for seven (7) years 
t h e n destroy. 

http://matt.fr

