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Commission

FOR RECORDS RETENTION

To bV Submitted to the Records Managemerii. division

Hall of Records Commission

SCHEDULE
NO. .

PAGE _
NO. 1

1. Requesting Agency

COUNTY DEPARTMENT OF FINANCE

2. Division or Bureau of Requesting Agency

ASSESSMENT OFFICE

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

Dispose of present accumulation. No ••
i additional accumulation . is- anticl- •'-.
pated. Records have ceased to have value J
to warrant retention."

B

li"
, „-.;-• , . . - • . - . - ' • •

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 tfme indicated.

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

retained for the period of time indicated.

4.
Item
No.

,i< •' ; ' 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 , SALES RECORD BOOK .;»>/ . : - - .,,,..... ....
ThiB unnumbered form (II0 "x lU") is prepared in triplicate and ±e
a record of all sales of real property. The original of toe fora "
is forwarded to the State Tax Conmdssionj the first copy is retain-
ed by the Assessment Office and is'the subject of this itemj the
second copy is forsrarded to the Appeal Tax Court of Montgomery
County*.;. . . ••' . ;• _.. '''.,: -'"- ' • • . •

The record indicates all transfers of real property in the County,
Several entries are made on each page and indicate the assessment,
lot and block numbers, liber and folio •where transfer is recorded,
sale price and names of grantee and.grantor*: The forms are inserted
in post-binders quarterly. Within the binders they are arranged by
Election District and sub-division and then alphabetically by name
.of grantee* This information is found in detail In the original
deed recorded in the permanent land records of the County Court and
the permanent records of the Commissioner of the Land Office^ Anna-
polis, The sales record book is used primarily for assessment com-
parison purposes.*:-It occupies 3|. cubic feet for the years 19U1
to date. During the years 19U2 to 1951, however, the records were
not maintained due to wartime lack of clerical help. The present
annual accumulation is approximately 8 linear inches {1/2 cubic foot)

RECOmiEHDATIOHj RETAIN FOR THREE YEARS AND THEN DESTROY*

V

7. Agency, Division or Bureau Representative
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^Schedule Authorized as
•Records Commission. •

Date

Indicated in Col. 6 by Hall

Archivist

of

)ULJ)f,

Disposal Authorized as
Public Works.

APR 1 3 IM34

Dafe-^rr:

Indicated in Col. 6 by Board

^ ^ -

Secretary

of
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, 1. Requesting Agency 2. Division or Bureau, of. Requesting. Agency

0\

Item-
No.1

Description of Records

1. SAIE8 RECORD BOOK
The information recorded la the Sales Record Book Is obtained from the
land records maintained by the Clerk of the Court, the Information is
recorded in this book iiy employees of thla Division, and the record is
tieed to conpare the assessment with'the" sale prlc# and to aalce correct
tlonS;on the property card (see Schedule;C-10* Item $)i, ; :»i"t: "

v ; • • :

. • - ' . . • : . • • • . ' • • , • • • " • , ' " • • , . '

• . \ "

.. :D BY
BOARD <>F PUBLIC WORKS

Date ..ARR.13-1954 . .

Secretary
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