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~ 7 ¢"\UEST FOR RECORDS RETENTION SC..OULE
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»

/' FORM HR-RM 1 . )
. (8.60) ) . e s o
) To be Submitted to the Records Management Division
; Hall of Records ;
Commission . Hall of Records Commission |::‘)GE- "
1. Requesting Agency . MONTGOMERY COUN" 2. Division or Bureau of Requestlng Agency
DZPARTHE”T OF FlNANCE C DIVISION OF ASSESSHENTBJ‘ T
3. Authorization Requested (Check only one of the squares below) b
Dispose of present.accumulation."No : .-~ - Establish -retention schedule for re- Microfilm ‘and ‘destroy originals.
additional occumulatlon is antici-,. . . .cords for which there is a continuing .. | + Originals if. not .microfilmed would be
" pated. Records have ceased to hcve value ’ -accumulation. The records will cease to retained for the period of time indicated.
to warrant . retenhon o 7' "have value to warrant their retention after ) : '
.- ' .the périod of time indicated. ‘
4, - a ‘ :5. Description of Records ' o *16. Recommendation
Item Descnbe records occurotely Tnclude title, form number, size of ‘documents, lof Hall of Records
No. “work or activity to which the records relote inclusive dotes ond quantlty and Board of Public
0. (cubnc or linear feet). Show recommended retention perlod - |Works.

I, ASSESS&ENT DOCKETS

,_.Dates: 1798 -
 Slzes 12" x 164 x W
o ... Quantity: 484 volumes .
' . ... Annual Accmulattom 32 volumes }
' L Flle Arrangement: By yaar, then by dlstrlct. subdlvlston,

and alphabetlcally e

The Asseasment Dockets are prepared each year from the 1BM property
.| card deck and constitutes the Ccunty's officlal record of real
"- property assessment. Changes In the description of the property, .-

its ownership or Its assessment are indicated In these dockets.

'RETAIN PERMANENTLY.

. APPROVED
HALL OF RECORDS CoMMISSION

RECOMMENDATON:
2. | Lanp PLaYs
" Slzes 20 x 207

Quantity: &5 volumes

- Annual Accumulation: 2-3 volumes per. year

File Arrangement: By election district and ‘subdivision
Copies of land plats are recelved from the Clerk of Court who re-
tains the original. The Assessment Office uses them for computing
land assessments and reassessments. The plats are contained in
bound volumes which are generally 2 Inches thick.

' RE?MN PERHMENTLY.__ :

RECOMMENDAT ION:
7. Agency, ISIO eay Representative
Slgnoture Tltle Date
hedule Authorized as- Indicated in Col. 6 by Hall of Disposal Authorized- as Indicated in Col. 6 by Board of
- Public Works.

‘(ecords Commission. -
rer, swp 00 foduatid
W!Dﬂe Archivist Date Secretary /
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 FORM HR,RM 1A . |-,
(8.80) S

(Continuation Sheet)

Hall of Records

(/ﬁEST FOR RECORDS RETENTION SCKﬁULE

SCHEDULE ¢ ,. , by
No. C-20%

PAGE
NO. 2 ) oy
- {
6. Recommendation

Commission

@

5. Description of Records

(cubic or linear feet). Show recommended retention period.

Desc*nbe records occurotely Include title, form number, size of documents,
work ‘or activity to which the records relote inclusive dotes and quontlfy

of Holl of Records -
and Board of Public

' -{Works.

S | of - 1947). -
’next lten). S o
“ETA'“ FOR FlVE YEARS OR UﬁTlL AUDITEB UHICHEVER

PERSONAL PROPERTY SCHEDULE

1957 -

Size: 11 x 17 S

Quantity: 15:file drawerﬂf A
Annual Accumulation: 3 flile drawers -
Flle Arrangement' Alphabetlcally by year

Dates:

Personal Property of Farms and Estates (white).

RECONKENDATION:
1S LATER, THEK DESTROY. =

INDEX TO PERSORAL PROPER'PI SC!!EBULES
l9h8 - )

3“ x SOI cards

: 'Dates.
- Slaes
- Quantlty:

-1 card flle drmr

"~ File Arrangement: .
o S - name of .owner

This ﬂ le conslsts of the following nnnwnbered forms° Schedule and

Return of Tangible Personal Property. (blue); Schedule and Return of
). The forms must be

filed annually not later than April 15 each year by the Individuals
| or businesses affected by this assessment.’ .

Tanglble Personal Property Form, filed by businesses, a trader’s:
Iicense wlil not be Issued by the Clerk of the Court until the fom Lo
' PN T '

is 'submitted and the previous year's taxes pald (Chapter 701,
An lndex t0 thls flle is malntalned ‘on- 3";5“ cards. (see

- in the case of the

I 13 card flle drmrs (8 actlve. 5 inactlve)
- Annual Accumulation: o
~ a) Farm property - alphabetlcal by

?RECQ‘RDS COMMISS!ON :

 APPROY
HALL oF PROVED

PEMEIITI.Y.

This index lndicates the nuna. addms. tax class, assessment, and
Cards are placed In the inactive flle when.a|

location of property.
corporation or farm changes hands or becomes inoperative.

RECONMENDATION: IIETMI IN ACTIVE FILE WHILE CURRENT THEN TRANSFER
TO IRACTIVE FILE IN OFFICE FO! REFERENCE PURPOSE?-AND—W
‘ , 1 AP RO

b) Business properties - alphabet!cal
by name of business
" ¢) Corporations certifled by State Tax
':#Ccmiilssim ~ alphabetical by
- trading name of corporation
- d). iuactlve file - alphabetical

BCARD (F P{

VIS 13Y
BLIC WORKS

SEP 19 1961
£ %oﬁm 9-7(7:‘.'«,%;(/,
' SECKETARY
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(8.60) '
Hall of .Re.cords , (Continuation Sheet)
‘Commission

No.
PAGE
NO. 3

6. Recommendation
of Hall of Records

. 5. Description of Records
Describe records accurately. Include title, form number, size of documents,

| ‘em " -work or activity to which the records relote inclusive dotes and quantity
. No. (cubic or linear feet). Show recommended retention period. ]

and Board of Public

|Works. -

ASSESSOR 'S YORK SHEETS

8" x lO" cards
75 ﬂle drawers
2 file drawers .

. 5.

" Slzes
‘ Quant!ty:

"~ Flle Arrangwent.
~ ‘account. number

| of property assessed. -These ara:

assessors at the time the property is assessed or reassessed,’

provements.
on the card at the time the Assessment Office is notified.

assessments are made annually.
cards are added each year.

. . aemnr or BUlLDING m-:mns

' - . '-’.'nates. 1958--
ST Size:; - 8% x 8
7 Quantity: 1z linear feet -
& linear faet

File Arrangement:
and block mmber L

" Annual Accumulation:
By elect!on dlstrlct, subd!vlslon. and

A dlfferent type property card ls used for each of the three classes
-zoned property, Income producing

| {white card with black border); farm and rural (yellow); and resi-
The identifying information ‘Is printed on the card

dential (uhite)..
with I1BM equipment; other assessment. informaticn'is completed by the|

formation on the card Is a detalled description of ‘the ‘land and im-

Changes in property ownership or improvenents are noted
Property

Appromlmately ksoo new property

RECOMENDATION' RETAIN I ACTIVE FILE WILE CURRENT RETIRE NQN--
CURRENT - SHEETS TO NACTIVE FILE FOR THREE YEARS MD ‘I’HE!I BESTRW ;

Annual Accumulation: . .
By electlon district, subdlvlslon. lot

The .Assessment Office recelvas frcm the Departnant of lnsmtlon eod

RECORDS COMMISSION

HALL o el ROVED

Licenses a carbon copy of all bullding permits. - On the reverse of
the carbon copy of the permit is a form designed for use of the As-
sessment Office In reassessing Improvements and assessing new con-
struction. The form, which is executed by the assessor, shows the

owner's name, address, a diagram of the work, recommended assessment

date of notice of assessment, and the date the assessment was entered
This information is also recorded on the pro-

| in the dax docket..
perty card and the assessment Is indicated on the assessment docket
.The permit forms are maintained in

‘ SCHEDULEC,,QO'?‘ .

loose leaf binders,

RECOMMENDATION:

RETAIN FOR THREE YEARS AND THEN §ESTR®fRD (F PUE
' SEP 191961

o | o o |

which Is a permanent" record. _ :
‘ APPIZOVIED BY

LIC WORKS

SECRETARY
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6. Recommendation

of Hall of Records

5. Description of Records

and Board of Public

Descnbe records accurately. Include title, form number, size of documents,
work or activity to which the records relote inclusive dotes and quantity -

(cubic or linear feet).

Works.

Show recommended retention period.

1.

NEW PROPERTY NOTICE

| These notices are sent . to taxpayers when the constructlon of a
buiiding has reached a Mgubstantially cowlete" status and an as-
The notice 'Is typed

sessment has been placed :on the lmprovement. -
in duplicate with the original going to the property owner and the o

copy. filed: ‘in. the Assesment cfﬂce. -

Dates: 1958 —
Size: 8" x 10"

- Flle Arrangement.

by dtstrlct. subdlstrlct. then alpha-
: bet!cal 1y by. property owner : ) Lo . -

RETAW THREE YEARS AND TEEN DESTRO’Y o

8.

RECWENBATIOW
INCREASES AND ABATEHE!‘TS
[aam 1957
- 8ize: 3" x IO" . o
Quantity: 10. linear feet . .
.2 linear feet .

This flle conslsts of tuo unmmbemd forms, lncreases (blue) and
. The. forms are used in changing the assessment. -

Annual Accusulation:
Fl le Arrangement' Ntnarlcal

Abatemants (pink)..
Such changes arise upon re-evaluation of the property or a court
order. The forms.show the name of the property owner, lot and block
.nuuber, ‘account. number, description of the property, assessment in-
formation ‘and the wthor!ty for changing the assessment docket, the
1BM master -deck and ‘the tax docket. ' The forms are pre-numbered and
are prepared -in duplicate. They are necessary for audlt purposes,
| The duplicate Is flled in the Transfer Office as the record copy and
is-the subject of this recommendation. Yhe original Is sent to. the
$BA room as authority to .prepare a new master property card. It is
then sent to the Dlvision of Revenue: and Disbursements to change '
the assessment shown on. the collection docket, after which it is re-
turned to .1BM for retention for the balance of the fiscal year. The
original may then be destroyed as non-record within the meaning of

the statute governing non-record material (Annotated Code of Mary-
Section 179). :
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land, 1957 Edition, Article 41,
RECONMENDATIGHN: ~ REVAIN DUPLICATE COPY PERMANEN
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g (e 00> . - RWIUEST FOR RECORDS RETENTION SCHULE e 207
. Hall of Records : (Continuation Sheet) ‘ PAGE
Commission to NO. 5
5. Description of Records ’ . 6. Recommendation

Descrlbe records accurately. Include title, form number, size of documents, = |of Hall of Records
work or .activity to which the records relote inclusive dotes and quantity . '&r/\d Board of Public a

orks. -

' i

4,
@ |
No. (cubic .or linear feet). Show recommended retention period.

9. | PLAT WoRK susns e

.-'Dates- 1959 -~
" Slze: B x I3 _
" Quantity: 1 file drawer : .
. Annual ‘Accumulation: 1/3 flle drawer S T
A FHe Arrangement" By year and plat number o

| ™is 1s a pr!nted unmmbered form used to compute assessments.
formation on the form includes plat number, subdivision, detalls of
land and Improvements, present and new assessments, recommendation:

of the assessor, date of approval by the department, dates of notice
and hearing and changes ordered by Tax Appeal Conrt. lf any. ‘The
vork sheets are useful for five years. ' T T

RETAIN FOR FIVE YEARS AND THEN OESTEO’I. ‘

ln-'

RECORDS COMMISSION

HALL oF pepTOVED

RECOMSNDATIO“'
TRANSFER NDT ICE OF ASSESSMENT

10.

7 Dates. l958 -
Slze: 8 x IO

" Quantity: & file drawers . S
i flla drawer.

-. ©© Annual Accumulation: o -
_ 1. - File Arrangement: ' By dlstrlct, subdiv!slon. and then -
v alphabetlcal ,

The IBM Sectlon prepares the ‘l’ransfer Nottcc of Assessment form tn
duplicate:upon receipt of notice from the Transfer O0ffice that a
piece of real estate has been transferred from one owner to another.
The original is sent to the new owner advising him of the assessed
value of -his property (the same as was assessed to the previous
mer), and stating that unless a written protest is received ulth-
in 20 days the assessment will be considered final and conclusive.
‘This

The duplicate is sent to the Assessment Office and filed.
record has no further value after a brief period and Is considered

non-record within the meaning of the statute govemlng non-record

material (Annotated Cods of Maryland, 1957 Edition, Article &},
This record may be destroyed as soon as Itmm

.Sectlon 179).
to have admlnlstratlve or legal value to the office

11. | NOTICE. OF ASSESSMENT

APPP(DVED BY

Dates: - l958 -
PUBLIC WORKS

- Size: B x 10" ' ’
Quantity: 10 cubic feet o o BVARD CF
5 cubic feet

. Annual Accumulation:
.File Arrangement: 8y district, subdivision} and alphe-sr ol 14 196)

. betical - R .
- o | A whadol g

SE TARY




”°“'?a“§o'§" L RLGUEST FOR RECORDS RETENTION SCHESULE i%"“.""“C""OP’
Heoll of Records - = ' : (Continuation Sheet) PAGE
Commission . : . . NO. '3
4 5. Description of Records , 6. Recommendation
A . Descnbe records accurately. Include title, form number, size of documents, of Hall of Records
mem& work or ‘activity to which the records relate inclusive dates and quantity - - |and Board of Public
o.. . (eubic or linear feet) Show recommended retention period. Works.
11. | ROTICE or Assassmn (Contlnued)
The 18BN Sectlon prepares the Hotlce of Assessment form ln ‘duplicate =
- upon recelving Information from the Assessment Office that a piece S
- of property has been reassessed. .The original goes to the property ]
owner advising him of tha new valuation and stating that unless a s
written protest 1s recelved within 29 days the ‘assessment will be - o=
considered final and conclusive. The copy.is filed In the Assess- L S
ment Offics. - This record has no further value after a brief period >
and 1s considered non-record within the meaning of the statute = | =<1
governing non-record material (Annotated Code of Raryland 1957 N R o= o
Edition; Article b1, Section’ 179)., T T 7 a8
12. mmou roa ASSESSNBIT aanm p A : | "‘LS
* <C
xz

" Dates: 1949 - .
- -/Quantity: & file drawers
. Annual Accumulation: ¥ file drawer P '
-ile Arrangement: By year, then alphabeth:al by name of

B property owner

A taxpayer who is dlssatlsfled wlth the assessment placed on his

property may request that a speclal review be made by the Assess-
The taxpayer completes a Petition for Assessment Re-

L . | ment Office.

T view form which an assessor uses as a basis for making his review.
After this is done the taxpayer is sent a Petition for Review Notlcg
advising ‘him of the result-of the review and allowing 20 days for a

written protest. A copy of the latter form |2 attached to the Peti.
This file Is used for hearings iIfa -

tion. for Assessment Review. -
protest 1s recelved or as the basis for a change in the dockets
maintalned by tbe Transfer Office and D!vlslon of Assessments.

ascmmnoa- ' kETMN PEMMEHTLY.

13. $ALE$ RECGRD wa

Dam 1958 o

. Quantity: 1% linear feet A

. Annual Accumulation: 6 linear Inches
-By Election District and subdtvlslon.

" ‘Flle Arrangement:
then alphabetically by name of grantee.

This unnusbered form Is prepared in triplicate and is a record of
all sales of real property. The original of the fo :
to the State Tax Commission; the first copy is retained by\the|’'I2(OV ED BY
Assessment Office and Is the subject of this item; t °‘?¥‘ PUBLIC W
is forwarded to the Appeal Tax Court. of Montgomery ty. - - WORKS
‘ record indicates all transfers of real property in County and '

is used primarily for sales comparison purposes. Several mtrlesEﬂ 19 1961 | ‘
%’ A Vool & E” |




e ""“2‘5 Teor R&VUEST FOR RECORDS RETENTION SCHIBULE 1 Ne.
Hall of Records (Continuation Sheet) : ' PAGE
Commusl‘on - NO.

5. Description: of Records . |6. Recommendation

of Hall of Records

and Board of Public

Describe records accurately. Include title, form number, size of documents

‘em “work or activity to which the records relate, inclusive dates, and quantity -
~ No. - (cubic-or linear feet). Show recommended retention period. - |Works.

13,

SALES RECORD BOOK (Contlnued)

are made on each paga and !mﬂcato the assessmsnt, lot and block
nunbers, liber and follo’ where transfer Is recorded, sale price and
names of grantee and grantor. The foms are tnserted in post-blnderT.

RECOHHE&DATBOK RETAIN FOR THREE YEARS AND THEl DESTROV Y Q
s : W
S

14, | STATE nx COURT. rn.z IO L
“bates: 19#9 . B a

o Q.

<

Quantity: & ﬂle drauers ' -‘.'_'
Annual Accumulation: ¥ fi le drw L
By State Tax Court case nwnber

_ File Arrangement: ‘ . w
- Index: 3" x 5% cards flled alphabetlcally _ T =)
R

X

When a taxpayer ls not sat!sﬂed uith Ms assessment after a heating

| before the Appeal Tax Court, he may appeal to the State Yax Court.
The Assessment Office is notifled of this-protest and prepares & -

case based on the Information gathered for its own hearing and the
hearing before the Appeal Tex Court. ‘The Assessment Office presents
its case to the State Tax Court and is advised of the Courtts de- .
. cision. A copy of the notice received from the State Tax I:ourt !s
... | used to revlse the tax dockets and lBH rocords.‘ AR

ECWENMTIN. ‘-lETMﬂ PEMEHTLY. S

S

15. AGE :xenmou r_gg " 'j ‘1‘ R

Dates: 3959 -— : o

Quantity: 2 file drawers

Annual Accumulation: % file drawer : :
By Election District and subdlvlslon,

- File Arrangement:
then alphabetically by name of property owner.,

The Maryland State Leglslature passcdanage 'exenptl&i law for Mont-
gamery County in 1959, allowing a $3,000 exemption on the assess-

ment of real property owned by persons whose age Is 65 or older.
This exemption is not sutomatic and must be applied for each year.

in January, these forus arec malled to taxpayers who have been
| granted the exemption the previocus year :and to all others who re-
quest it. The taxpayer Iis notifled of the action taken on the re- ,
quest and records in the IBM Section md Tmsfer oqm - - >

ADPPEIROVED I3Y

Justed If the- axeuptlon is grantod

: BCARD
RECOMMENDATION: RETAIN THREE YEARS AND THEN DESTAOY R
B 1 sep|197196l

CF PUBLIC WORKS

-
1

Q - SECKETARY




PORM HR.RM . T SCHEDULE o0 .
oM eeor s f (SIEST FOR RECORDS RETENTION scn-(M wDULE ;- - 0 N
Hall of Records (Continugation Sheet) ) : PAGE

Commission NO. 8
' 5. Description of Records 6. Recommendation
4. Describe records accurately. Include title, form number, size of documents of Hall_of Records
Qem_ work or.activity to which the records relate inclusive dotes and quontlty and Board of Public
, o, cubic or linear feet). Show recommended retention period.' Works. -,

16.

- PETITION FOR 'm sxzumou :

_To have real property (usual)y churches) consldered for tax exemp-

tion, a petitioner must submit a Petition for Tax Exemption form to

the Assessment Office.

petitioner by letter whether or not the exemption is granted
’ - }f the exemption Is

denial is protested, a hearing s held.
granted, the yellow unnumbered petition form’is used as the basls -
for changing property records ln the Transfer Off!ce and 1BM Section. _

- m-:comennxnw-
PETITION FOR TAX EXEMPTION FOR BLIND VETERANS AND uw-vmms AND |

Dater 1953 - CL

Quantity: 1 file dramr N

Annual Accumulation: Negligible - -
Mphabettcal by name of church

F l le Arrangement.

The latter Investigates and informs the
is . if a

RETMN NHILE PROPERTY IS RECORDED AS EXEMNPT, 'IHEN

17.

FOR PARAPLEGIC VETERANS -

:18.

A-proparty tax exemptlon ls avanable to blind veterans and non-

JAXPAYER!S lNFORNATlON SHEET AND NOTICE OF HEAR!HG

Dates: 1950 -

" Quantity: 1/3 file drawer
Annual Accumulation: - Neg“glble i
Alphabetlcal by name of pet!tloner

Fl le Arrangement:

veterans and parapleric veterans who meet the requ!rements of Mary-
" The petitioner submits a form to the Supervisor of
‘ In the case of

land tax law.
Assessments who investigates and renders a decision.
veterans, certain other papers,. Including honorable dlscharge certi-

ficates and Veterans Administration certificatlms are included in

this file. = |
RECONMENDATION: RETAIN AS LONG AS PETITIONER OuNS THE EXENPTED

PRO?ERTY AND THEN DESTROY

Dates. : l959 -

Quantity: 3 file drawers ' _
.One flle draver

Annual Accumulation:
Alphabetical by name of taxpayer

File Arrangement:

When a taxpayér wrttés‘a,letter of protest to the Su
After the

. of & hearing date before the Supervisor of Assessmen

Supervisor. of Assessments renders his declsion, the |nformation |

the hearing folder may be used as the basis of a heating before 2
e decisdon,

Assessments, a case number Is assigned and the er sénf ah' isd IV IED BY
formation sheet to be completed and returned. He is|alsostoformed BUBLIC WORKS

ks

19 1961

Appeal Tax Court if the taxpayer defides to appeal

SECRETARY

| RECOMMENDATION:. RETAIN THREE YEARS 'AND THEN DESTROY
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, ~ Holl of Records ' . (Continuation Sheet) - . PAGE

- Com.misslon . NO. 9

5. Description® of Records * . .|6. Recommendation
' . Descrlbe records accurately. Include title, form number, size of documents, of Hall of Records
‘tem © - -work or activity to which the records relote inclusive dotes and quontlty and Board of Public

A ’ (cublc or linear feet) Show recommended retention period. : - |Works.

Is. APARTHENT FHME L ’-; SRR
co i»,..'_fbates: : 1956 SN
T Quantity: 3. file drawers.,.

- Annual Accumulation: - & file’ dramr S
By dlstrict. subdlvlslon. and alpha- -

| -3, Flle Arrangemnt: ,
betlcal by name of apartment

' when a neu apartment bulldlng pemlt ls recelved by the Assessment
O0ffice a folder is established for the particular apartment. When -
| the apartment ‘Is nearly. completed, a8 questionnaire !s sent to the:

owner from which information:is taken to estimate the gross annual -
income, uhlch, when .capitalized, provides an indication of the PIO-
‘| perty value. This valuation is then used as a check agalnst an
appralsal based ‘on a replocemsnt cost approach -and -the initial :

assessment - for the improvement Is determined.. The :apartment.folder’
contains the original permit and questlonnalro, all subsequent

yearly questionnaires, the capltalization figures for each year,
a copy of the’ assessmnt notlces. old correspondence, and other re-

lated: matorlal

RECORDS COMMISSION

DY
HALL O prorno VED

RECWENMTION. RETM!I FOR THE LIFE OF THE BUILD!HG (EIGHT YEARS
‘ . RECORDS FOR..EACH  APARTMENT TO 8E KEPT 1IN THE OFHCE AND ALL OLDER
RECORDS FOR EACH APARTHENT T0 BE RETIRED T0 THE RECORDS CENTER).

20, comsmor.ncs s

Oatas' 1958 - s

Quantlty. '3 flle drauers
"I flle drmr

- Annual Accumulation:
: Fllo Arrmgemnt' Alphabetically by name of correspondent

The. mterlal ln this fi lo conslsts of correspondence wlth taxpayers.
letters of in-

State and County agencies, Inter-office memoranda,
quliry; -etc., concerned with the functions of the Assessment Office.
This material has no long—tem value and usually correspondence
dealing with a partlcnlar subjoct is cunpleted in less than a

.. | yar's time. ,
_.REMEIIDATIN: .'RETAIN fm THREE ';YEARS AND fnzn DESTROY‘ -
APPROVIIED I3Y

BCARD CF PUBLIC WORKS

SEP 19| 1961

| Ascvs okl g

SECRETARY




