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NoO. 1.

‘ Requesting Agency

MORTQOMERY COUNTY ' REGISTER OF WILLS

2. Division or Bureau of Requesting Agency

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

A Dispose of present accumulation. No Establish retention schedule for re- Microfilm and destroy originals.
additional accumulation is antici- : cords for which there is a continuing Originals if not microfilmed would be
pated. Records have ceased to have value occumulation. The records will cease to retained for the period of time indicated.
to warrant retention. : ] have value to warrant their retention after
: : the period of time indicated.
4 : : 5. Description of Records 6. Recommendation
ltem ‘Describe records accurately. Include title, form number, size of documents, of Hall of Records
No work or activity to which the records relate, inclusive dates, and quantity and Board of Public
) (cubic or linear feet). Show recommended retention period. Works.

A

4

GENFRAL CORRESPONDENCE
g E

Datesy 1915 ==~

Quantitys 6 cubic feot :

File Arrangement: Alphabetical =
Anmual Accurmlsations % cubic foot
D‘lspomle Amnnt: S cuble fest

This file consists of correspondence with .’mdividuals, attornsys,
various state and county agencies, etc., concerned wl th the functions
of the office. Correspondence relating to decedents is filed in tha

3 appropr:late case folders, which are retained pemanently.-

/REO]!MEKDA‘I‘IOH: RETATN FOR THREE YEARS AFTER CR&TION OR RHJEIPT,
AND THEN DESTROY. :

RECEIPT BOOKS

Size: x 8* x 11»

Quantity: 7 cubic fest

File Arrangement: Chronological _
Anmual Accurmlation: i"éubic foot '
Disposable Amount: 5% cubic feet

A pre~mumbered receipt 18 prepared in triplicate for any money re-

|ceived by the Register of Wills, The coples of the receipt are dis~
[tributed as followss

Datess 1990 - = S g

Rppnanest Tinece 2z
?zcor-(q__ @,.m;,.‘ N ,

7. Agency, Division or Bureau Representative

6/7/ 55

Signature é a Title

Date
Schedule Authorized as Indicated in Col. 6 by Holl of Disposal Authorized as Indncoted in Col. 6 by Board of
Records. Commission. - . Public Works.
/
2 W R P

é : g el ' . B 4 ';',::: i
Date Archivist Date ~— T
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5. Description of Records
"~ Describe records occurately Include title, form number size of documents, -
-work or activity to which the records relate, inclusive dates, and quantity:.

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

(cubic or linear feet). Show recommended retention penod

3
.

1. Original (white) - ) '

2. Yellow carbon - filed in estate folder when tra.nsaction
o " concerns estate
3. Pink carbon - remains in receipt book

The reoomexdation below applies to carbons not filed in estate
foldera. -

/REOMDATION: RETAIN FOR THREE YEARS OR UHTIL AUDITED, WHICHEVER

IS5 LATER, AND THEN DESTRD’I

‘ Amnms'rm'rm Accouu'rmo RECORDS

Datea: 1898 - -

Quantity: - 8 cubie feot ' :

‘File Arrangement: By fiscal year’

Anmual ‘Accumulation: cubic foot

Disposable Amount: 7 cubio feet

Audited by: ‘State

The following accounting records are grouped together by f:lsoal
years for audit purposes, The transactions they concern.are re-
corded in the Cash Book, which is the pema.nent financial record

1of the Register of Willa' office.

Canceled Checks, Bank Statementa, Bank Books, Deposit Slipa,
©  and Check Stubs

" Patd telephone bills |

Invoices for office supplies and houoekoeping axpenses, called
"Reoeiptad Bills®

Authorizations from the Comptroller to make reﬁmds, unusna.l

Reporbs to the Comptroller _
Receivizg Warrants from the State Treasurer

Correspondence Wl th the Comptroller, State
- agencies mgarding fiscal matters

Joint Account Receipts, given for payment of inheritance taxes
on cash assets held jointly by the deceased and hie gur-
vivors

Rmommm-nom RETATN FOR THREE YEARS OR UNTIL AUDITED, WEICHEVER
IS LATER, AND THRN{DESTROY.
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purchases, or increases in salaries. AT YW
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