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-.Requesting Agency
CECIL COUNTY CLERK OF CIRCUIT COURT

2. Division or Bureau of Requesting Agency

to warrant retention.

3. Authorization Réquested {Check only one of the squares below).

have value to warrant their retention after
the period of time indicated.

A
Dispose of present accumulotion. No Establish retention schedule for re- Microfilm and  destroy originals.
odditional accumulation is antici- cords for which there is a continuing Originals if not microfilmed would be
pated. Records have ceased to have value accumulation. The records will cease to retained for the period of time indicated.

4,
ltem
No.

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. Recommendation
of Hall of Records
and Board of Public
Works.

1.

2,

CORRESPONDENCE

Quantitys 11 cubiec feet

Dates: 1940 - -

File Arrangemsnt: Alphabetical .
Annual Accumulations 1 cubic foot
Disposable Amounts 8 cubic fest

Correspondence with individuals, private firms, various State and
county agencies, etc., concerned uith the functions of the Clerk's
office. .

RECOMMENDATION: RETAIN FOR THREE YEARS AND THEN DESTROY,

LICENSES

Quantitys 13 cubic feet
Dates: 1933 -« -
File Arrangements: Chronological
. Annual Accumulation: 3 cubie foet
Disposable Amounts I cubic feet
Audit: State :

Applications for, and stub records and carbon copies of ths follow-
ing armual licenses issusd by tha Clerk of Court:

/

.

“APPROVED
HALL OF RECORDS COMMISSION

L2

1. Agenty, DWeou Representative

2L
A

Signature / Title
~7

7/ Date

2 o)

'.edule Authorized as Indlcoted in Col. 6 by Hall of
Records Commission.

2/5€ Nvl""“"\ § - N 1556%% s

Public Works.

Disposal Authorized as Indicated in Col. 6 by Board of

/ Date Avrchivist Dak_/,\
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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 quonhty .

6. Recommendation -
of Hall of Records
and Board of Public «

{cubic or linear feet). Show recommended retention period. Works.
Amisement Laundry a
Anglers Iiquor )
Auctionsers Motion Picturs Show 2
Beer and Wine Motion Picture Machine o =
Billiard Table Muslc Box =
Bowling Alley . Packers and Shippers - <
Carnival - Pinball and Console o A
Chain Store Plumbers and Gasfitters o= o2
Cigarette Pushers - o 3
Circus Restaurant or Eating Placa o
Cleaning, Dyeing and Preasing Show ‘ =<
Construction Flrm or Company Sneak Boat O
Distributors . . Soda Water Fountain -
Duck Blind ' ' Solid Fuel =
Garage ' Storage Warehouse =
Hawlker and Peddler Theatre
Horse and Jack " Trader
Bucksters Trading Stamp Con-pany
Hunting ~ Vending Machine
Junk Deg],er _ Wholesale Dealers in Farm

B Machinery :
. A1l licenses are prepared in three copies, and in all cases the
first copy goes to the licensee and the third copy is retained by
the Clerk. Second copies of Duck Blind, Fishing and Hunting License
are sent to. the Department of Game and Inland Fish. Second copies
"|of all other licenses go to thc Comptroller, the County Commissionerd,
or toun, depanding upon which derives revenues from ths licensa..
All licenses except Duck Blind, Fishing, and Hunting licenses are
recorded in the permanent License Books.
RECOMMENDATION:.. RETAIN FOR THREE YEARS OR UNTIL AUDITED, VHICHEVER
IS LATER, AND THEN DESTROY.
3. | RECEIPTS
AP D BY
g:i::’;tyﬁsm cublc feet BOAHH or o nef e WORKS
File Arrangemert: Chronological Date P31 1956
Annual Accumlations L cubic feet N
Disposable Amount:s 6 cubic feat et R

Audit: State

Two types of printed, pre-numbered receipts are used in the Clerk's
offices

1. General Receipts - used to receipt for any money received
. except marriage license fees.

2. Harriage License Receipts - used to receipt for marriage
license receipts.

Secretary
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Commission NO. 3, .
5. Description of Records 6. Recommendation
.n Describe records accurately. Include title, form number, size of documents, | of Hall of Records
N work or activity to which the records relate inclusive dotes, and quantity and Board of Public
°. {cubic or linear feet). Show recommended retention period. Works.

. ' ‘ =

All receipts are prepared in duplicate, the first eopy going to g

the payor and the second remaining in the office. Total amounts n

receipted for each day are recorded in the Receipts and Disburse- =

ments Book, which is ths permanent financial record of the office. Lou =

) -—

RECOMMENDATION: RETAIN FOR THREE YEARS OR UNTIL AUDITED, WHICHEVER ’c; o

' -+ I8 LATER, AND THEN DESTROY, o QC>=

ho | ADMINISTRATIVE ACCOUNTING RECORDS o =

<C

Quantitys 1} cubic fest N

Dates: 194k - - S 1

File Arrangement; Chronological =.

Annual Accumulation: 3 cubic feot =

. Disposable Amcunts 5 cubic feot
Auditz State '

This iten includes the follmd.ng accmmting records, used as sup-
porting data to the final book of entry. The transactions which
they concern are recorded in the Cash Book, which is the permanent
financial record of the office. :

Paid invoices and bills, and receipts for office supplies
° ' and services commected with the operation of the Clerk's
. office. -
Banking records, including check stubs, canceled checks, bank
. statements, deposit slips, and bank books of ths Clerk
of Court,

Coples of monthly and annual reports to ths State Comptroller,
and work sheets used in compiling thess reports.

Coples of payrolls and supporting documents sent to the
mployees' Retirement Sysm

conespmdenoe with the State Cmptnoller and othexr State’
officials regarding fiscal matters.

--State Treasurer!s Warrants. BOARD o pf
Cash Books, Date ..... ...~ 158

BEOOIMTICH: RETAIN FOR THREE YEARS OR UNTIL AUDITED, WHICHEVER
IS IATER, AND THEN DESTROY.

A !-’}"’()\7
THLIC

Secretary
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L 5. Description of Records

Descnbe 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 i
of Hall of Records

ond Board of Public
Works. i

Se

A.
B.

é.

RELFASED MORTGAGES, DEEDS QF TRUST, AN’D MORTGAGES OF PERSCHAL
PROPERT! 3

Qnant.ity: 15 cubic feet .
Datess 1848 - - "
File Arrangement: Chronological
Annual  Accumulations . X cuble foot -
Dispossble Amounts 3 qubic feet‘

-1

MHortgages, Deeds of Trust, and Hortgages of Personal Property are .
originally recorded by the Clerk among his Land Records and Chattel
Records. Later,if they are to be released pursuant to Seetions L
and IS, Article 21, Annotated Code of Maryland, 1955 Cumulative
Supplement, they are sent to the Clerk with a release form endorsed
thereon, and the Clerk records the release form in the sams book.
in which the original instrument is recorded. The sections of the
Code cited above authorige the Clerk to destroy these instruments
twenty-five years after they have been released. The recommenda-
tions below apply only to Mortgages, Dseds of Trust, and Mortgages
of Personal Property which have been fully released pursuant to
the sections of the code listed above.

REC@-MENDATION ] INSTRINENTS RELEASED DI 1875 OR LATERs RETAIN
' AFORZBIEARSAFTERTHEDATEOFREIEASEAEW

DESTROY.

mmmmmmmmmmmnmmwm

REGOMMERDATION -
ING POSSIBLE HISTORICAL VALUE.

Quantity: 2 cubic feet - S

Datess 1950 « =
File Arrangement: One index bock for each Land Reeord Volume

Annual Accumulaticn: % cubic foot
Disposable Amownt: 2 cublc fest

Indexing data for each Deed, Mortgage of Real Estate, and Long
Mortgage Release is entered on the Draft Indexes whem the instru-
ment i3 received for recording. This information is later copled

cription is completed, this materisl is considered non-record
within the meaning of the statute governing none~record material.

(Art. hl, Sec. .155, Annotated Code of Haryla.nd, 1951 Edition)
AL

BOARD 02F
1 195
Date AN 31 19

AFTER CONSULTATION WITH THE HALL OF RECCOHDS REGARD$

into the permanent General Index of Land Records. After the transe
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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 pericd.

“| Works.

NO. -

6. Recommendation
of Hall of Records
and Board of Public

7.

9.

TEMPORARY DOCKETS . -

Quantity: 10 cublc feet
Datess 1855 ~ =
File Arrangement: Chronological by Court
Anrual Accumulations % cubic foot

. Dispossble Amounts .10 cubic feet

‘i‘eﬁn

Proceedings in law and equity cases are first taken down 4in
Temporary Dockets, and later transcribed into the permanent Law
and Equity Dockets. ' The Temporary Dockets are simply rough mimute
books, and after they have been transcribed, are considered non-
record within the meaning of the statute governing non-record _
material, (Art. 5, Sec. 155, Annotated Code of Maryland, 195

Edition) «4 -2
TEMPORARY COURT AND STATE'S ATTORNEY DOCKETS.-

Quantity: 10 cubic feet - ‘

Datess 1096 - - '

File Arrangemsnts Chronological by court term”
Anmuzl Accumilation: 2 cubic feet '

Disposable Amounts 10 cubic feet
: . Phrrparc £ X
Temporary Dockets are made by the Clerk of Circuit Cowrt for the
use of the judges and the Statefs Attorney while court 1% in’
session. These dockets are designed solely as a convemience for
the ludges and :the attornsy, and are considered non-record within
the msaning of the statute governing non;lrecord ma}erial (art. 12,
Sec. » Annotated Code of Maryland, 1951 Edition),

,1:5}55' ' - * (46 oundod

~,
N

a4
UNRECORDED APPLICATIONS FOR MARRIAGE LICENSE

Applications for Marriage Licenses are prepared on a printed form
by anyone secking a license. If the marriage license is
issued, the application is recorded in The Marriage License Book
as a supporting document to the license (See Sec. 8, Art. 62,
Annotated Code of Maryland, 1951 Edition), This item includes
only applications for which no licenses are issued, and which are
consequently not recorded.

RECOMMENDATICN: RETAIN FOR THREE YEARS GR UNTIL AUDITED, WHICHEVER
IS LATER, AND THEN DESTROY. - _

Quantitys 11 cubic feet ADTESTIID T

Datess 1i9L8 - - BOARD :2 7 1 1C WORSA

File Arrangemamt: Chronological Ds Joo o g

Anmnual Accumlation: 2 cubic feet ate ...vt.L oot

Disposable Amounts 5 cubic feet e 4

Audits State 00 .. WL AT T
Secretary

APPROVED
HALL OF RECORDS COMMISSION




