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1. Requesting Agency 

CAROLINE COUHTT 
2. Division or Bureau of Requesting Agency 

SUPERVISOR OF ASSESSMEHTB 
3. Authorization Requested (Check only one of the squares below). 

•
Dispose of present accumulation. No 
additional accumulation is antici

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

B H Establish retention schedule for re
cords for which there is o continuing 

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

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

retoined for the period of time indicated. 

4. 
Item 
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. 

1. ASSESSMENT BOOKS 
2£» Sisei IB" at 16" x 

Dates, 1B°7 
Quantity i 79 volurae s—volume for Fifth District 1923 not 

located (32 cubic feet) 
File Arrangement* By assessment year and election district 
Annual Accumulation t 2 cubic feet 
Audits Annual outside audit and State audit 
Xndext Alphabetical by name of taxpayer 

These are books of final entry used for preparation of tax bills, 
listing assessments on taxable property. The Assessment books are 
arranged by district, giving the name and address of owner, assess
ment year, description of real and personal property, and the amount 
of assessment on real and persona1 property; Increases and decreases 
of assessments are recorded as veil as transfers of real property 
Entries are made from the Assessment Cards* Tax maps applicable 
to each taxpayer are recorded by district, nap number, parcel and 
lot number. 

KECQMNEKDAIIONl RETAIN PSUUHKHTLS. TRAHSFER TO THE HALL OP RECORDS 
ALL ASSESSMENT BOOKS FOR THE PERIOD 18°7 - ' ?<3d 
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m 5. Description of Records 
Describe records accurately. Include title, form number, size of documents, 
work or activity to which the records relate, inclusive dotes, and quantity 
(cubic or linear feet) . Show recommended retention period. -

6. Recommendotion 
of Hall of Records 
and Board of Public 
Works. 

2. 

u. 

5. 

PLATS AND TAX MAPS 
Slaei 36" x 36" 
Datesi 1928 
Quantityi 10 map dravers (13 cublo feet) 
File Arrangement t By election district 
Annual Accumulations Less than \ cubic foot 

Tax naps and plats of subdivisions are filed with the Supervisor 
of Assessments, and are used as aids in property assessment. Tax 
maps, prepared by the State Tax CoraradLssion, are sealed 16 square 
miles to each nap and show boundaries, parcel numbers, reference 
to the volume and page number of entry in the Deed Series* The 
selling price is entered on the maps by the Supervisor of Assess- . 
ments vhen parcels of land are sold* Rev editions of tax naps are 
issued from tine to tins but old maps are retained as aids to title 
research and tax assessment* The Assessment Books record the tax 
map applicable to each taxpayer by district, map number, parcel and 
lot number* . ~-y. 

RBCOJWENDATION t RETAIN PERMANENTLY. 
INDEX Cg PLATS 

Sizet 12" x 16" x 2» 
Datest 1793M92fc,Tl>9 pp.) 
Quantity i 1 volume 
Indext Alphabetical by nans of taxpayer 

This index briefly describes the plat and area, undar the taxpayer* sj 
name, and lists the plat name or number. 
RDCOfSiHRDATlCBt RETAIN PERHAKEHTLTl TRANSFER TO TBS HALL OF 

: RECORDS. 
B05IHES3 ASSHSSHagS 

Sices 11" x Gr
eatest 19$6 
Quantity! $ outdo feet (2 letter-size file drawers) 
File Arrangement t Alphabetical by name of business / 

The annual schedule of business assessments on intangible business 
properties Is a record of holdings of mortgages, notes, stock*,, and' 
bonds. This information is not available In ether county records* ' 
RECOMMENDATION • RETAIN PERNABSKTLT. 
INTANGIBLE PERSONAL PROPERTY ASSESSMENT BOOK 

Sises 12" x 18" x 
P a t e n t l O T f t - I O I Q (eonl 
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4. 
Item 
lo . 

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. 

6. 

Quantity* 2 volumes 
File Arrangement i Chronological and by district 
Annual Accumulationt Discontinued 
Indext Alphabetical by taxpayer 
Disposable Amounti Less than \ cubic foot 

These assessment records list the names of the taxpayers by districtj 
end their intangible personal property—Interest, mortgages, notes, 
and stocks and bonds* No entries were made Indicating the amounts 
of the assessments* 
RECOMMENDATIONf DESTROY ACCUMULATIGH. ••' 
ASSESSHSHT CARDS 

Size. 1." x 12" _ 
Datest 1S$$ 
Quantityt 6 cubic feet (8 card trays) 
File Arrangement i By election district and number for 

rural property* and by election district 
and alphabetical by name of taxpayer for 
town property* 

Annual Accumulationi 2 cubic feet 
Auditi Annual outside audit 
Disposable Amountt 2 cubic feet 

An assessment card contains all data which in the assessor's opinion 
affects the valuation of a parcel of property. This information in
cludes the dimensions of the property* utilities and streets, mort
gages and purchase price, and buildings and improvements. One card 
is used for each lot or farm and the file is maintained currently. 
When property is re-assessed or transferred, a new card is created 
to replace the old one vhich is transferred to the inactive file* 
The cards recordoassesaments on real property in three categories t 

1. 
2. 

3. 

Building lots (yellow card) 
Property of less than ten acres (orange card), listing 
names of owners, location, dimensions, adjoining owners,' 
description of buildings and Improvements, transfer of 
property, purchase price, and amount of assessment 
Estates and farms of more than ten sores (*hlt» card), _| 
recording the earns information as in the first two : > - . 
files with this exception- acreage la substituted for' 
linear dimensions. Information from the Assessment;J* (-
Cards is transferred to the Assessment Books. 

RECOItffiHDATIOHi RETAIN FOR THREE TEARS OR OHTIL TRANSFERRED TO THE 
INACTIVE FILE, WHICHEVER IS LATER, AND THEM DES?R0T.| 
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4. 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 
(cubicor linear feet ) . Show recommended retention period. 

6. Recorffmendation 
of Hall of Records 
and Board of Public 
Works. 

.8. 

INCREASE AND DECREASE 19 ASSESSMENTS 

Sizei oJ« x 8|« 
Datest 195U - -
Quantity! 1 volume 
File Arrangements Chronological by date of action by the 

Board of County Commissioners 
Annual Ac cumulation» Less than J cubic foot 
Audits Annual outside audit and State audit 

This series shows increases and decreases in assessments as author
ised by the Board of County Commissioners and recorded in its Minute 
Books* The form is prepared in duplicate; the original farm is 
filed in the Treasurers Offices the duplicate is retained by the 
Supervisor of Assessments and is recorded on the Assessment Card and 
in the Assessment Books. The form lists the name of the taxpayer, 
amount of decrease or increase, and toe date of approval. 
PJSCCHMESDATIONi RETKN FOR THREE TEARS OR UNTIL AUDITED, WHICHEVER 

IS LATER, AND THESf DESTROY* 
GENERAL CORRESPONDENCE 

Site i 0|» x 11« 
Dates. 1955 - - -
Quantityi 1$ cubic feet (l letter-siae file drawer) 
File Arrangements Chronological 
Annual Accumulations Lass than J cubic foot 

This file contains general correspondence with individuals and with 
the State Tax Commission regarding tax matters. 
RECOMMENDATION* RETAIN FOR THREE YEARSj THEN REMOTE AND RETAIN 

PERMANENTLY RECORDS HAVING CONTINUINa ADMINISTRA-
TZVS AND LEQAL VALUE AND DESTROY ALL OTHER MATERIAL, 


