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PRINCE GEORGE'S COUNTY BOARD OF coim'rx COMMIS,SIONERS -

(131-86)
: . . ds M it Di £
v ot Racords | 5 Td ve Submitted to the Records Manogemen wmon o T
Fommission P : Hall of Records Commission -/ SN L) 1.
2. Division or Bureau"‘é\‘ Reiiisting Agency o

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

Dispose of presunt occumulohon No ;.

. - T . . _:_'_J‘ , - c i
E"stobﬁ-i::?'; o2
which there Is a continuing

teﬁtion schedule for re- : “Microfilm ‘ahd . destroy
Or;gmols i not mlcmfnlmed would be *

originals.

their respective distr(, 3 and to deliver their evalunation in the -
form of assessment lista 4o the Commissioners. The Commissioners
. were required to make the ‘iets available to the public and we i om

e Dm:.(oh/or u Repr tcm :
L : A
’ ‘e £ /// e 1 T N

odditiona!  accumulation s nnnm-- corcis .
poted. Records have c:nsed to have value , i " eccumulat; . The records will cease to refomed *\. the perlod ‘of timeindicated.
to worront retention. : I ?ﬁ:ep::ﬂg&.(f) :ﬁ;r?:é';:‘te;& retentlon °ﬂ'er : et B > .;'
P A i 5. Description- of "Records . . :,% Socue ;__“6. Recommendotion
”' Descrlbe records accurately. . Include title, ’form number vswzeﬂp&—v" IR 1ts ; of 'Hall of Records
em work or activity to which the records relcte, inclusive .date§ dnd W*.,ntlry “ and Board of Public
N°~, {cubic or lmeor feet) Show rec o»'hmended ‘retention: penod : .. [Works.
. I e i e \..
S
1. ¢ - UTES OF THE COIMISSIONE'{S Li“ THE TAX (ROUGH) = -
AR S
' Size; 10% x 16" x 1 <3
‘Datess 1813-1830 .. « =
Qumtityx 2 volumes 0 =
Ll :D’
The Cormniss:l.oners of ﬂm I ere established for the counties by > n
Act of the General Assembly,  April 20, 1777 and were abolishad in o
‘ .| Prince George's County 29, with powers and duties transferred a0 O
' to the Levy Court (See ) . R . a fcé
The Commissioners of thé Hix were at first anpointed by the Gensral =
; Assenbly and later by ‘yovernor and Council. They were authore .
ized to name assessors:4¢ &valuate personal and real property in =
x

— e s mee o

SN
e

Sngnotu ’)ntle . .o -
wenite Authorized as | u:med in Col. 6 by Holl of S e Disposal Authorized as I.r;dn;oted i .i'\.".;.': “«il — S
"’r’ « 3+ Commission. . Public Works.
ok N AMIMS Wé ' JU'!‘ 9 195¢ _ /é :“:,,._f‘: s

r e y
Archwrst - Date

Dote ¢
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*+ A Records (Continuation Sheet) PAGE
:& /ummmion . . " "NoO. 2.
5 Description of Records 6. Recommendation

Descrube records accurately. Include title, form number, size of documents,
work or activity to which the records relate inclusive dates and quontlty
(cubic or linear feet). Show recommended retention penod

of Hall of Records
and Board of Public
Works.

FERCEDEIANE ¥ S

Rell a1

o

3.

MINUTES OF THE IEVY COURT -

L.

8n x 13n x 3m
‘Dates : 1795-1853
Quantity: '3 volumes

" Index: Thumb. index

The Minutes of proceedings of the Ievy Court summarize the trans-
actions of the Court on matters pertaining to the anmual levy for
the payment of county expenses. This court also managed county
property and schools, maintained roads and bridgen » supervised

- 8iges .

and coroners, In Prince Qeorge's County the duties of the Commis-
General Assembly, 1629 (Maryland Laws, 1829, Chap. 83). The lLevy
Court continued to function as the principal administrative body
in the County until it was abolished by the General Assembly in
18L9 with.powers and duties conveyed to a new elsctive body, the
Commissioners for Prince George's Cowunty (Maryland Laws, 18L9,
Chap, 556), The Commissioners contimued to keep separate minutes

when acting on the levy until JBSB.

"RECOMMENDATION: RETAIN PERMANENTLY.
. - " RECORDS. -

MINUTES OF THE BOARD OF COUNTY comssxonms

TRANSFER TO THE HALL OF -

12" x 18" x 3

Rough Minutes, 1855-1866 1889-1916

. .:Finished Minutes, 1868-1872; 1882-1892; 1898 --
Quantity: 6. volumes (1855-1866, 1889-1916) .
: : 23 ‘volumes (1868-1872, 1882-1892, 1898 - )

File Arrangemnt: Chronological

Size:
‘Dates:

all matters pertaining to the administration and regulation of
County affairs. Beginning in 1937 the volumes are typewritten

script pages were substituted in the bound volunes.

elections, licensed ordinaries, and appointed overseers, constables
sioners of the Tax were transferred to the Levy Court by act of the

The Minute 'books emmarize the procaedings of f.he Cmrmd.saidners on:'

instead of handuritten, 'and.in 1951 photostatic copies of the type-
Extra typescr:l?t (mimeographed)

APPROVED
HALL OF Recopps COMMISSION

coples of Minutes are filed in the QGeneral File.

This record is composed of photostatic copies of the typescript

GVICD I3Y
RECOMMZNDATION: RETAIN PERMAMEWTLY. TRANSFER T HE BALE oF 110 | iSO I3Y
RECORDS ALL VOLUMES PRIOR T0 1930, | BUALRD .CF P{BLIC WORKS
OGS ~ JUN o 1959
' 8ize: 9"x16"x1' -
Dates: 1955 = = é / 274 A Cg
Quantity: 1 volume -
File Arrangement: Chron&lngical - sx«:q:e/:‘_’r.uﬁ\
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PAGE
No. 3.

5. Description of Records
Describe 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). Show recommended retention penod

6. Recommendation
of Hall of Records
and Board of Public

Works.

‘7.

ordinances enacted by the Board of County Comnissioners.

The ordinances pertain principally to speed limits established for
County and municipal streets and roads., :

RECOMMEHEATION: RETADI PERMANENI‘LY .

MINUTES OF THE BOARD OF LIQUCR LICENSE COMMISSIONERS

10" x 12“ '~';§"-'{..,\.',‘:... P S L AR PP

_ _'Quantity. "1 volume T
.Annual Accunmlatim: Discontinued (See Board of License :

.Sizes

The }ﬁnutes of the Board o.f County Co:mnissioners, sitting as the
Board of Liquor License Commissicners, give the dates of meetings,
'members present.and the business transacted relating to the consid-
eration and action of the Board on applications, licenses issued,
rules and regulations on sales and conduct of liquor dispensers, .
and the revocation of licenses (Laws of Maryland, 1906, Chap. 2i;5,
Secs, 251 - A,B,C, 253), This Board became inoperative with rati-
fication of the Amendmen’ in January, 1919 and was reestablished
in 1933 as the Board of License Commissioners (Laws of Maryland,

SION

~
N
A4

APPROVED

| HALL OF RECORDS COMMI

1933 Special Session, Chap., 2, Sec. L5).

for Board of License C

This new Board is appoint: ~ °
ed by the Governor andlmeets in the office of the County (el )L\UOQ; ED 12Y

Annmual Accumilations
of County Comnﬂ.ssioners)

From 1937 to 1946 the Board of County Commissioners,sitting as a
Board of Police Commissioners, kept separate minutes on matters
pertaining to the appointment and dismissal of County police offi-
cers, and hearings on complaints and petitions, After 1946 such
transactions are found in the regular Minutes of the Board of
Oounty Commissioners,

REGOMMENDATION: RETAIN PERMARENTLY,

(See Schedule -
‘ : BOARD CF PUBLIC WORKS
“RECOMIENDATION!' 'RETAI!‘I PERMANENTLY, TRANSFER TO THE HALL OF REC_- 1
Cowee e o ORDS | " JUN g 1959
MINUTES 9_1‘_' THE BOARD OF POLICE COMMISSIONERS )
Size: 10m x v x 2w ' ’ ' W £
Dates: " 1937-19L6 ' d _ EGAETARY
Quantity: 1 volume o s . . -
Discontinued (See Minutes of the Board

MINUTES OF THE BOARD OF COUNTY COMMISSIONERS, SITTING AS THE DISTRICT .
COUNCIL TO THE Hﬁ"m-wxonu"‘"ﬁ'—cu OL PARK AND PLARNING | cm N.

Sige: 12" x 18" x |» Q

Dates: 1946 - - \

Quantity: 1 volume

e o
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PAGE

(Continuation Sheet)
No. k.
5. Description of Records 6. Recommendation
) Describe records accurately. Include title, form number, size of documents, ~ |of Hall of Records
&m work or activity to which the records relate inclusive dates and quantity . |and Board of Public
. {cubic or linear feet). Show recommended retention penod Works.

8.

9.

10, | MINUTES OF THE BOARD OF HIGHWAY COMMISSIONERS  JUN

The Commissioners sit as the Distriect Council to.the Planning Com-

mission and act in matters pertaining to zoning petitions and regu-

lations, and public building planning. The Minutes give the dates
of meetings of the Council at the County Service Building in Eyatts-

ville, the membership present, and a summary of business transagted.
RECOMMENDATION:s RETAIN PERMANENTLY
RESOLUTIONS CF THE BOARD OF GOUATY COMMISSIONFRS SITTING AS THE

Sizes- 147 x 18" x 3%
Datess 1951 = = ..
. Quantity: 6 volumes
File Arrangements Numerical

ginn].n% in January, 1951 the full text. of the resolutions of the
Council (Board of County C_ommissioners) have been bound separately

and relate mainly to zoning and rezoning. The volumes are composed
of photostatic copies of the typescript resolutions filed in the e

General Fila
RECO}Q{ENDATION ] REI'AIN PERHANEMLY.

COWI'Y ROADS GOHMISSIONERS M[NVI‘ES

.Sizez 12m x 16" x 2¢ o
Dates:  1900-1902 o :
Quantity: 1 volume ,
Annual Accumulation: Discontinued

The Minutes of the County Roads Commissioners give the date of
maotings, membership present, and a summary of the business trans-

acted regarding roads and highways. This elective board was pro-
vided for by act of the General Assembly in 1900 and was repealsd
in 1906 with powers and duties retwrned to the Board of County
Commissioners (laws of Haryland, 1900, Chap. 3h6, ibid., 1906,

APPROVED
HALL OF RECORDS COMMISSION

Chap. 2139)

RECOMMENDATION: RETAIN PBIHANENTLI. TR.ANSFER TO 9
- RECORDS.

Sigzes 10u x 16" x 2n
Dates: 1906-1909
Quantity: 1 volume

R HALL OF ROV IED 13%
BCARD (F PYBLIC WORKS

Annual Accumulation: Discontinued

as a Board of Highway Commissicners, give the date of the meeting,

The Minutes of the proceedings of the County Commissioners, sitting

y
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(‘2 (Continuation Sheet) . PAGE .
. p . . . NO. 59
= 5. Description of Records 6. Recommendation
Describe records accurately. Include title, form number, size of documents, of Hall of Records
work or activity to which the records relote inclusive dates, and quontlty -land Board of Public
o. {cubic of linear feet). Show recommended retention period. Works.

the members present and a summary of business transacted relating to
constriction and maintenance of roads, highways and bridges. The"
County Commissioners were authorized to sit as a Board of Highway
Commissioners by act of the Gensral Assembly in 1906 (Laws of Mary-
land, 1906 Chap. 24,9) replacing the County Roads Commission which -
had been created as sn elective body in 1900 (Laws of Haryland, 19004

: Chap. 3116).
REOOHMENDATION:
11, ROADS BOARD NINUTES

Sizes 1 x 18u x 2" M :
‘Dates: 19161938 _ T T
Quanbity: 2 vol\mes ‘ " ' - L o
This record is a summary of "the proceedings of the Board of’ COunty
Commissioners sitting as the Roads Board, giving the dates of meet-
ings, the menﬂ)ers present., and . t.he business transacted. . 5 1

RETAIN PERMANFNILY. TRANSFER TO THE HALL OF RECORDS

RETAIN PERMANENTLY. TRANSFER TO THE HALL OF REGORDS.

APPROVED
HALL OF RECORDS COMMISSION

RS"OMMENDATION:
PROCEEDINGS OF THE SCHOOL BOARD

- Sizes 14" x 187 x 2%
Datess 1827-1860
Quantitys Y volume = = )
, Annual Acc\nnulat.ionx Discontinued _

The’ minute book gives the dates of meetings, membemmrtrmd ‘
APPrPiROVED I3Y

a summary of business transacted. .
CARD ¢ ~ wor
mommmuxom RETAIN PERMANENTLY. TRANSFER TO THE HALL OF aﬁonS& BLIC WOCRKs

13.| SCHOOL TEACHERS' PAYROLL JOURNAL o \ JUN 9 1959
Sizes 10" x 16m x2m . . o
_+  Dates: 1883-1896 : N P £~ clrect %é«/ %
1 X '\x'::wm

Quantity: 1 volume

This is a record of the payment of taachera' salaries by year,

month, and day giving the school district and school number, the
name of the teacher, and amounts paid to each teacher by the County
Commissioners for books, salary, incidentals, fuel, repairs, furni-

ture, and the total.

’ RECOMMENDATION: RETAIN PERMANENTLY, TRANSFER TO THE HALL OF RECORDS}
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(Continuation Sheet) PAGE . ¢
NO. ¢
s A 5. Description of Records ) 6. Recommendation ‘
|' Describe records accurately. Inciude title, form number, size of documents, of Hall of Records -7,
'. : 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.

“h. | 1EVY BOORS

" Sizes 12" x 16" x 2" o Sl
" Dates: 1849-65; 1868, 1871-1875. 1878—1879, 1886-1952 " :
Quantity: 69 volumes ‘
File Arrangement: Chronological '
T Ahnua.l Accmnulatiom Discontinued (see Accounting Offi-
© .- carts Schedule, General Ledger)
' Index: Thumb index to accomt

e 'I‘his is a recm'd of Cmmty expenses used :Ln preparation of the
anmual levy arranged by account and sub~-account, giving the nams
of the bank of withdrawal, in early volumes, which was dlscontinued
and replaced by the warrant number until 1952 when the use of ac=
count numbers was introduced and warrant numbers and individual
names were dropped, This record was rsplaced by the General Ledger
to be found 1n the Accounting Ofﬁ.cer's Schedule : o

BECOMDENDATION: RETAIN PEB.MANEM.‘LY. TRANSFER TO THE HALL OF RECORDS.

APPROVED
HALL OF RECORDS COMMISSION

1. | GENERAL, LEDGER

.‘ - - . Sizas 12"x16"x2" R :
-7 Datess.’ 1906-1931, 1941-1952 S s 1
' Quantity: 9 volumes
. File Arrangement}i Chronological ‘ : -
Annual Accmnulationx Discontinued (See schedule far Accoun}- k
: . ing Officer, General I.edger) ' : N

The General Iedger 1s a book of final entry for all receipts and
disbursements made by the Board of County Commissiopers-snd.the __

Treasurer, arranged by budget accounts. .Since '1952§ this Y vy
has been maintained by the Accounting: Officer for tl?: 298 lpdgeg ( Vi ) 13Y
missioners. : . . CF BRUBLIC WORKS
mcommuxom RETAIN Pmumwrm/ D JUN |9 1959
16.| CASH RECEIPTS JOURNAL (( - S .
Size; 13!9 x lh" x AN . /ézﬁf~-€--“_".."‘..@7° ... i/' .. ot %[/Y\ _ :
Dates: 1927-1551( . . ZOEVARY I

Quantity: 5 volumes : o :
Annual Accumulation: Discontinued (see Schedule for

Accounting Officer )

This is a record of daily receipts giving the date, the name of the|
payor, the:reason foar the payment, and the amount. This record was

@ | continued in 1951 under the Comptroller, later the Accounting

Officer, whose records are found in a separate schedule. Permanent

Q

) N

AN




- e T ——

k-

o - (73
(éf\&@r FOR RECORDS RETENTION _@EJEE

.SCHEDULE
| somevis0-125

4 o (Continuation Sheet) PAGE . 9
. ymission NO ye
L ‘ - .
. 5. Description of Records ~ |6. Recommendation.
& Describe records accurately. Include title, form number, size of documents, of Hall of Records-
work or activity to which the records relate inclusive dotes, and quantity . land Board of Public
(cubic or linear feet). Show recommended retentlon period. Works.

A.
B,
17q

A,
B.

. cover the period 1932-19h1 for which General hdgera have not. been
found. .

retention is reconmended to cover the period 1932-19hl for which
the General Ladgers have not been found. . . o

chommm'uom 'RETAIN mnmmm VOLUMES FOR 1932-19h1 INCLUSIVE
nmcommm'uom  DESTROY. BALANCE OF ACCUMVLATION,
CASH n:snmsmm JO!IRNAL :;;.,g - |

'-Sizez 20" x lh" x 3“
- Datess :1929-1951".. . .
. Quantity: 21 volumes LT —
'File Arrangements Chronological R ,
Annual Accmnuhjtionz Discontinued (See schedu]s for -
R - Accounting Ofﬁcer) e

The Cash Disbursement Joumal is a record of daily expenditures a
giving the name of the payee by year, month and day, the warrant
or check number, the amount, and a columar breakdown showing the -
budget account from which the payment has been made. In 1952 this
Journal was transferred to the Accounting Officer under the juris-
diction of the Board of County Commissioners and continued as the
Cash Receipts Journal. Retention of this record is recommended to

-REOO}MENDATION: mm Pmmmm VOLUMES FOR 1932-19151,HCLUSIVE ;..

RECOHHENDATION z DESTROY BALANCE oF AGCUHUIATION.
IEVY mmom

Sizes 10" x W x 18

Dates; 1929-1950 . ‘

Quantity: 1 volume . ' '

Annual Accwmulation: Discentinued (See General Ledger,
Accounting Officerts Schedule)

This is .an annual recond ‘of tax receipts and’ expenditures by bmd—
get account giving the amount, the account n he

APPROVED
HALL OF RECORDS COMMISSION:

debited or credited, Formerly the Tax Ledger (I
formation is now carried in the General Ledger, ‘
of the Accounting Officer. A OARD CF PUB!

RECOMMENDATION: RETAIN PERMANENTLY. N 9 ]

<D 13Y
LIC VWORKS

959

Ecouniinl

O

——

T e
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ecords (Conhnuahon Sheet) " PAGE g
/miulon . NO. + Qe . ‘.
i " 5. Description of Records 6. Recommendation :
" I. Describe records occurotely Include title, form number, size of documents, . " |of Hall of Records '
Q work or activity to which the records relate, inclusive dotes, and quantity Jond Board of Public ;
{cubic or. linear . feet) Show recommended retention period. Works. . f

Sizes 12"x18" x 1 : : j o : . _ _
Dates; 1692-1918 S e e
Quantity: 1 volume o -

Annual Accmnulatiom Discontinued (See I.evy Iedger, Item 18»)

| The Tax Iedger gives t.he monthly status of tax collections and ex- |,
penditures by levy year, amount, and the account debited or cred-
ited, The Treasurer's office maintains the current Igvy Iedgers :

(Tax IadgerS) S .
nscommnmuom nmm pmmu. TRANSFER 'ro THE HALL OF RECORD.T.' S

20, | JUSTICES OF THE PEACE! TRIAL MAGISTRATES, AND POLICE CASH RECEIPTS
AND DISBURSEMENTS JOURNAL : . . :

Size: 12" x 18" x 2%
Dates: 1903-1915, 1939-19hk -
" Quantity: 2 volumes- A !
- S Annual Accwnulaticm Discontinued (Sea General Ledger,
. _ . '..". Accounting Officer's Schedule) - :

CAPPROVED
HALL OF RECORDS COMMISSION

This 1s a joarn'_al type record of remittances made by the Trial
Magistrates and police of fees, fines and penalties collected, X
giving the source of the receipt or in the case of disbursemsnts .
the name of the payee and the amount., This information is now .
carried in the Accomting Officer's records. '

REBOWDATION: REIAIN PFRMANENTII. '

21.| POLICE FUND CASH DISBURSEMENTS LEDGER

Size: 20" x UM x 3n

Datess ~ 1941-1950 .

Quantity: 6 volumes : '

File Arrangement: Chronological ' .

Armmual Accumulation: Discontinued (See General ledger, .
Accounting Officerts Schedule) - . A /

The Police Ledger which 1s a journal type record shows disbm'se; '

ments only, which appear by year, month, and day, — r
of the payee, the check numbér, and the amounﬁ f.hx:ﬁ Hre $D P’l
breakdown by account with amounts disbursed carrisd)fertardrl PUBHIC WORKS

RECOM!ENDA?ION: RETAIN PERMANENTLY. 4 JUN g 1p59
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_Zh. LIST OF CHECKS ISSUED (CHEZ!K REGISIER)

: RECOMHENDATION ) RETAIN PMRENTLY.

Sizes lh" x 2)4" x 2%

Datess . 1929 = = o
Quantitys - 2 volumes

File Arrangement: Chronological
Audit: Annual outside audit

The Voucher Register is a record of the vouchers issued by the
Board of County Commissicners authorizing the Treasurer to make
payments from County funds for specified purposes giving the date
of issue, the serialized voucher number, the-namé of the payee and
explanation of the paymant, t.he amount and t.he account credited

with payment.

‘Size: 18" x lh" x 1n
Dates: 1926~1929
Quantity: 1 volume

4 7o o @Qﬁ.ﬁ FOR RECORDS RETENTION g"":'t
e / Records (Continuation Sheet) PAGE -
A }nmlulon NO. 9.
,1’4. 5. Description of Records : 6. Recommendation
4 Describe records accurately. Include title, form number, size of documents, of Hall of Records
.." work or .activity to which the records relate inclusive dates and quantity . land Board of Public
. {cubic or linear feet). Show recommended retention penod Works.
22,| POLICE RETIREMERT FUND RECEIPTS AND DISBURSEMENTS JOURNAL
Size: - 18 x 127 x 1 ' - )
Datess  1942-1950 . o
Quantity: 1 volume == e ' , =
Annual Accmm]at:.on: Discontinued (See Budget ledger, S
' " Accounting Officer's Schedule) S o
Index: Tab index to year = ‘. . : =
0 =
This is a recard of receipts by year and by partieipant glving the w o
.| amount deposited with the dates for each individual, - Disbursements: >
are shown only for the purchase of securities giving the cost, ol
amount, and the cla.ss and series purchased for the ﬁmd Az &
‘ RECOMIENDATION: RETAIN PHWENTII. a. &
=r
» L
23.| VOUCHER REGISTEB =
=
<7
et

sloners for the payment of County expsnses by

giving the name of the payse, the reason for t, end the

for 1926-1929. The Check Register maintained by the Accounting

Officer (See separate schedule) is more detaile

Amual Accurmulation: Discontinmed (See Accounting Ofﬁcer's

' ' | APPROVED 13Y
‘rhisisareeordo.fehecksissuedbtheaoardo ge 147 -
x SERT L BL{C WORKS

amount. The chack or voucher number is not lis dinthevyg.mag 1959

RECOMMENDATION: DESTROY ACCUMULATION.

%
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,Recordl @Q _(Continuation Sheet) ::GE .
.};mmion 6. R . e:c?;tion
g 5. Description of Records 15 Hec‘ci)ml\—cn endatior
‘ lv. Include title, form number, size of documents, of Hall o
/‘ Dgiﬁngf ;g;:g:(tj; ?:c:{::ﬁ ythemr:el;.:,ords relate, inclusive dotes and quantity . wd kBoc\rd of Pubhc
V(chbuc of linear feet). Show recommended retention penod orks

A2;. RECONCILIATION OF CHECKS OUTSTANDING

-/ Sizes 13" x 18" x 1"
.. Dates: 1931-1937
- Quantity: 1 volume . S
~ Annual Accumulation: Discontinued

Outstanding checks were 1listed separately by account on a monthly s
basls giving the check number and amount with a recapitulation sh
ing the balance per bank statement, the amount of checks outstandipg,

and the ledger ‘balance.
RECO}MENDATION: DESTROY ACCUMULATION

26. STATE TAX COIJ.ECTED

. RPPROVED
HALL OF RECORDS COMMISSION

 Sige: 5% x 77 x 17
Dates: 1823
Quantity: 1 volume

This record :I.s ‘arranged by - hundreds and alphabetically by namg

: - within each hundred,giving the name of the payee and the amount.
This is apparently a record of the collection of crop taxes by the

. county for the State. E
RECOMMENDATION: RETAIN PERMANENTLY. TRANSFER TO THE HALL 0

27. GENERAL ACCOUNTING RECCRDS

"Dates: 1912 - -

. Quantity: 58 volumes, L6 cartons
File Arrangement: Chronological
Disposable Amount: 90 cubic feet
Audit:; Ammual outside audit

These records are composed of financial papers which after audit
or posting to permanent books of entry cease to have further value.

Records in this category are:

gy

2N
;D¢

Bank Records - -
Bank statements
Canceled checks and check stubs B
Deposit books and slips T I T »N
Distribution, reconciliation, end trial bajance/HREZROY BD 15X
~ Copies of financial reports to State agencieg;narD CF P{BLIC WORKS
. Machine tapes (adding m§chine, check cutt and cash
~ reglster A '
. "Motor vehicle sudit stubs : JUN o 1959
’ ) Persannel Records - -
. Leave records .
Time records 'c P
Pay warrants and cheﬁ <

Payroll withholding deduction
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 de
/%’Records (Conhnuahon Sheet) _
NO.
6. ‘Recommendation

,/}“mmluion : )

'Y 5. Description of Records .

Describe records accurately. Include title, form number, size of documents, of Hall -of Records
-land Board of Public

;74. :
l‘" " ‘work or activity to which the records relate, inclusive dates, and quantity
‘ {cubic or lmeor feet). Show recommended retenhon perlod , Works.

Purchaaa Becords Credit mamoranda o
: . ‘Invoices . - R
o+ Partial delivery reports
;. Paidvbills - .
3 uv-A o Purchase orders '
N ¢ "~ Requisitions- - - -»
: __._Receipts and receipt books ...
+ . Tria) Maglstrate's reports of fees collected SR
i+ Warrants: (co':mty and State) SRR | “ -'?'
ot "i}Vouchers il =,~ h ‘ e SR
" REGOMMENDATION: RETAIN FOR THREE YEARS OR: UNTIL AUDJ.TED WHICHEVEI
s IS LATER AND THEN DESTROY.f il _ :

DIV T

S
K e

APPROY ED
F'RECORDS €021 =19y

26. |BoND REGISTER i :
”S‘.l.ze: 8" 12"x11"' o

Datess - 1908 - - -
Quantitys 1 volume, 1 file drawer
Annual Acc\mulatiom Discont.inued LT ; |

This record lists 'hhe ‘bcmds 1ssued 'by the County for pub]ic improva-

ments, principally roads, giving the amount of the issus, the date -

. of .the issue, the seriil and series numbers, the rate of interest,
the due date and amcunt dus, the name of the dbroker or holding’ *

company or acscciatlion, and a notation of retirement of the issus
‘Maturity schedulss ere ncw prepared for each bond '

with the date.
issue and filed in a vertical file and contain the 7@71@

HALL o

- |es the Bond Begister. "
o mommnom RETAIN FE mmmm. o
29, [RETYRED BONDS AND COUPONS | X
. ‘ - Sizez -folded papers | ' . : '
' Datees 1920 - - .
" Quantity: 3 ‘cartons -
By series and bond number

| _File Arrangemant:
Audits Annua.l audit (oubaide)

hia file co:rt.aina retired roads; school, and public improvementa

onds and coupons together with bank statemasnts alea turity-sched- '
Retirement of bonds is recarded in the Bond RegisteF}la Per3 V] i) 1Y

 record. o | BOARD GF PUBLIC WORKS

mm'rxom RETAIN FOR THREE YEARS OR UNTIL AUDITED, WEICHEVER
- IS LATER, AND THEN DESTROY. JUN g/ 1959
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’4 ’ (ET FOR RECORDS RETENTION @Eaﬁ.z o
PAGE

3l.

in the Comty government which are connected with the collection or

REGOMEENDATION:
. s AFTER AND THBI DESTROY.

MENTAL AHD GHRONIC HOSPII'AL FILES

o ”

disbursement: of County and State funds. The bonds give the name of
the bonding company, the date, the nams of the person bonded and
title of the position, tha amount of tha bond, and the conditions.

REIAINWILEINEFFECTANDFORTHREEYEARSTKRE- |

Bates: 1930 -
- -Quantity: 6 file drawers, 3 volumes ‘

Andit: Ammal ouhsida audit

The Hental cmmnt files are “composed of: (1) ledger type entry
sheets glving the name of the patient and assigned hospital and

hospital mumber, names of the sponsors and the two examining physi-
clans, the monthly charges and dates of payment (the last two

entries will not appear after Jamuary 1, 1959 but will be on record
at the State level), (2) reporrts of 1rrvestigations, {3) comnitment ,

papers. ,

The Chronic Commitment file gives the nzme of 1'.he patient and
| assigned hospital and hospital number, ths sponsor, attending physi-
"| clan, and the charges collected and due the County and the State. -

In the case of Chranic Hospitals, :the Cownty continues to .collsct
charges paid and to withhold its sghare and deposit the balance with

the State comptron.er. ‘

In 1949 the General Assenbly provided for establishment of the

Department of Mental Hygiene to supervise the custody, treatment
Authority to commit has remained with

o - _ o
1'7;;::‘“"' @Q (Continuation Sheet) -
<.mission
“rf - NO. .
4, 5. Description of Records 6. Recommendation
e Describe records accurately. Include title, form number, size of documents, ~ |of Hall of Records
w work or activity to which the records relate, inclusive dates and quantity . {and Board of Public
(cubic or linear feet). Show recommended retention perlod Works,
30. PI'RSONAL BOND FILE
Sizez Folded papers -
Dates: 1940 - - C
Quantity: 1 document file drawer :
Flle Arrangement: By year and alpha‘betically 'by name .
This file inclndes the. original bonds required for certain positions ES?
€
‘)

APPROVED
F RECORDS coyy:

and care of mental patients.

the County Commissioners but the collection of hospital bills was
taken over by the Department from the countias January, 1959
(laws of Maryland, 1958 Chap. 69).

APPROVIED

RECOMMENDATION: mm UNTIL KNOWN DEATH OF PAT QAR ONrEF ARY 1
| : AUDIT REQUIREMENTS HAVE BEEN MET| AND THEN DESTROY.
' ' JUN 9

CQ

—f

—

=T

x

!“)_'

LIC WUEKS
1959

d

—
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/’7 * . @g@]ﬂ' ?on RECORDS RETENTION @m\ml.s B
PAGE

c,;o)
«/ Records ;o ' (Continuation Sheet)
p r%,ﬂ mission . : . NO. 13,
4 5. Description of Records - |6. Recommendation
m - -Describe records accurately. Include title, form number, size of documents, of Hall of Records
& work or octivity to which the records relote, inclusive dotes, and quantity ° land Board of Public
. (cubic or linear feet). Show recommended retention period. Works.

32. INSURANCE POLICIES

Sizex folded papers

Dates: 1940 = - :
Quantity: 3 document file dravers

File Arrangement: By school
Disposable Amount: 1 cubic foot

; g .Audit: Annual outside audit
This file is composed of current and expired :l.nsuranoe policies on
county aohools. A

RECOMMENDATION: RETAIN WHILE CURRENT AND FOR THREE YEARS THEliEAFTm
© OR UNTIL AUDITED WHICHEVER IS IATER AND THEN DESTROY

APPROVED
HALL oF RECORDS CO**" 1" 10N

Ly

33. [ROAD PAPERS

Sizex ) Folded papers

- Datest 1930 - = ' : ,
Quantity: 13 docmnent file drawers
- Flle Arrangemntx By name or title of the property .

‘ | The Road papers are composed of deeda and right of ways, and agree-
A ments for County-oimed property for road and highway purposes.
|RECOMMENDATION: RETAIN PERMANENTLY. |

34| ROAD PETITIONS o

L Size: ~Foldod papers

Dates: 1940 - -
Quantity: 3 document files

Fila Arrangement: Chronological

This file contains petitions presented to the County Commissioners
pertaining to the construction, maintenance, and repair of county
roads, including the petition, the examiners report, plats, and
supporting papers, with the decision of the Comiasioners-vhictr—also
ARPPROVICD 12Y

Dates: 1903-1913, 1920,
Quantity: 6 volumes
File’ Arrangement: Chronological .
. . Index: Thumb indsx o
Ammual Accumulation: Discontinued (See Accounting Offi-
cer's Schednl"a, General ledger) -

This journal is a record of paymsnt for!road work in Prince George's

appears in the regular Minutes. . /?
ATION: RETAIS MANENTLY, L BOARD CF PURQLIC WORKS
35.} ROAD PAYROLL JOURNAL C L/\ Y JUN 9 ]1959
Size: 117 x 16" x 1° - Z,
-1 950 .
S

oo Heay,
P N
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. /ri’A:‘ . ) )
S8 ‘ { QQDET 'FOR RECORDS RETENTION r@:eg.z
,_/.’xecords (Continuation Sheet) PAGE
- amission ) NO. lh. .
' 5. Description of Records 6. Recommendation

f':i’.

./
-
. .

Describe records accurately. in¢lude title, form number, size of documents,
work or activity to which the records relate inclusive dotes and quantity
{cubic or linear feet). Show recommended retentuon perlod

of Hall of Records

" loand Board of Public

Works.

) Cmmty arranged by t.he nams of the road and giving the date, the

name of ths employee, and the amount paid. Total amounts paid as
salaries are carried 4in the General Ledger, a permanent record.

=
RECOM{ENDATION: DESTBOI ACCUHULATION . <
o
3./ BOAD FUND Boox L0 " =
. ‘ S e =
Sizex 12“ x 18" X 2' e . Ly &
Dates:’ 1905, 1907-1908, 1913-192h, 26-1933, 1947-1950 = s
Quantity: 16 volumes - © s
‘Armual Accumulation: Discontinued (See 'Accountmg -Officer's . 2‘5
, Schedule, General Ledger) : &
2
This record was apparently prepared for convenience 1n making entries = L
to the General Ledger, a permanent book of entry. It is arranged
by district and date giving totals expended on given dates and bal- | =
ances remaining in the mnd for the district. . _ =
. RECOM-IENDATION: DESI‘ROI ACCUMUIATION
@7 | ucmsm Rmzs'rm
| Sizec 20"::18":3" - <
‘Datesy 1933 ==~
Quantityz 1 volume . -
i 'rhis register is a record of beer licenses isgued by the Board of
License Commlssioners for "on and off sale® giving the license num-
ber, the name of the licensee, location of the place of business,
the election district, the amount of the fee, the date of payment
and the check number if pald by check. -
. _ APPROVIED 12Y
38.I.ISTOFLICENSESISSUED S _ T -
~JUN 9 1659

|~

Annual Accumilation: Discontinued A

Sizes 87 x 1" x g% '
Dates: - .1847-18L49 ' N B é / %V
Quantity: 1 volume ‘L i““[ <ty el

SC(" ZTARY

the names of the licenses, and the amoumt of the fee.

‘| This record is a 1ist of licenses issued to ordinary keepers, trad-
ers, and sellsrs of stamped paper, giving the date of ths license,

RECO!MEND_ATiON: RETAIN PERMARERTLY, TRANSFER TO THE HALL OF RECORDS
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i ' QE:T FOR RECORDS RETENTION @leﬁ» S -
4 Records ’ Q“ (Continuation Sheet) ™ PAGE
,wmmission NO. 5.
5. Description of Records 6. Recommendation
) of Hall of Records

0.

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

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

work or activity to which the records relote inclusive dates, _and-quantity and Board of Public
\ - |Works.

39. LIST OF Pmms LSSUED

Lo.

'rhis record does not show the type of permit 1ssued but gives on:Lv :

L41.| TROCK RECORD (INVENTORY)

Sizes 12" x 18" x 2" -
" Datest 1915-1926, 19h1ol9h6

the name of the licensee by year, month and day, and the amount of ‘
the fee collected. . , o T
RECOMMENDATION: DESTROY ACCUMULATION. -

DOG LICENSE REGISTER o -
Size: 11"116"x2" S
Dates:’ 1908-1909, 1918-1928 @8, 1951-1952 - - -
Quantity: 3 volumes = . o
File Arrangement: - Chronological R T I TR R
‘Annual Accm:m]ntionx Diacontinusd o .

of Comty C ommissioners giving the year, month, and day, the name
of the organization, association, or municipal ‘corporation to whom
the licenses are issued for sale, the serial nunbers of the licenses
issued, the signature of the person receiving the l:l.canses, and the

RECOMMENDATION: DESTROY ACCUHUIATION.

Size: 12® x 16" x i®
. Datess 1937=-19L1
Quantity: 1 volume e L
Annual Accumulation: Discontimued

The Truck Record is an inventory of County trucks giving the name

Quantity: ' 2 volumes
Axmual Accumlation: Discmtinued (See schedule for Aocoum :
' ing Officer, Fees and Licenses Collectedl):

This 1s'a record of dog licenses 1ssned under authority of the Board '

serial numbers of the licenses retumed \msold. e e

of the driver, the make and year, horsepower, the engine and serial

~ APPROVED
HML CF RECORDS goans~migy

tories are found currently in the General File.

RECOMMENDATION: DESTROY ACCUMULATION.

L2.| REGISTER OF CONSTABLES

Quantity; 1 volume
Discontimied /

numbers, the number of the titls, and the as'seasedlnlggﬂg_r_x_.__lgvam
A PEFIRON
BOARD CF. PL

JUN 9 1959

Sige; 8" x 127 x 1° . . e o
Dates: 1912-1928 : .
M N e

TloD 13Y
BLIC V/ORKS

Ry <f

Anmaal Accumulation:

The Register is arranged chronologicklly by year, month, and day of

—— ' — P ——
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) (:Q@T FOR RECORDS RETENTION Félz@u - -
/ Records O (Continuation Sheet) PAGE 16
mmission 5 o . NO. .
4 5. Descnphon of Records - g 6. Recommendation
; - Describe records accurately. Include title, form number, size of documents of Hall of Records

work or activity to which the records relate, inclusive dates ond quantity and Board of Public

S
A )
l‘/-/

{cubic or linear feet). Show recommended retention pernod

Works.

- the State Tax Commission and the duplicate is filed in the Com-

appointment by the County Commissioners glving the nams of the ap-
pointes, ths election district, the name of the bondsman and the
date of acceptance of the bond, the date of qualification, date
term expires, and a colum for date of resignation.. This informa-
tion is carried in the Minutes of the Board of County Comrrd.ssionerm

RECOMMENDATION:
STATE TAX. COMMISSION CHQTIFICATES

Size:

Foldéd papers - -
Dates: :

1936 = - 7
Quantity: 3 document files -
File Arrangement: Chronological
Audits Ammual outside audit

Certificates (Forms CT 2.& 3) are prepared in duplicate monthly,
showing additicns or deductions (abatements) in the County's tax-
able basis for the State Tax Commission. The original copy goes to

-missionerts office. The certificates give the assessments made
locally and by the State showing the new taxable basisg and the .
amount of the increase or decrease in the lavy, '
RECOMMENDATION° RETAIN FOR THREE YEARS OR UNTIL AUDITED, WHICHEVER
IS LATm, AND THEN DESTROY.

ANACOSTIA RIVER FI.OOD CCNTROL RECORD

REPAIN PERMANENTLY o TRANSFER TO THE HALL OF RECORDJ;

APPROVED
RECORDS CoMMI~cInN

By Ap

- <1

Size: 9" x 13" x 1
Dates: 195
Quantity: 1 vblume _
This volume is composed of photostatic copies of resolutions, com-
pacts, laws, and supporting papers relating to flood control of the
Anacostia River in cooperation with the Washington Suburban Sani-
tary Commission and the Maryland-National Capital Park and Planning
Conmission.
RECOMMENDATION: RETAIN PERMANENTLY. APPROV|[ICD i3y
DIVIDEND BOOK POARD CF PURLIC WOKKs
Sige : 12n x 18" x 20 ' JUN 9 ]1959
Dates: 187L-1875, 1882-188h, 1890-1892
Quantity: 5 volumes

Flle Arrangement: Chrénological
Annmual Accmnulatim- Discontinued

O et
hand st TNy oo, "
LN

-

This is a record of the redemption of Founty issued certificates

given in lieu of money as payment for t)rork done by individuals for

———
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58)
- Records (\(:9 (Continuation Sheet) _
. .amission K NO. -17.
/4. 5. Description of Records ' . |6. Recommendation
Vi Describe records accurately. Include title, form number, size of documents, of Hall of Records
m work or activity to which the records relate inclusive dates and quantity and Board of Public
{cubic or linear feet). Show recommended retention p’eriod. Works.:

the county. The Dividend Books give a certificate number, the name
of the holder, the reason for issue, ths amomt, interes'o and . total

redemption cost; and the dividend. :

RECO]‘NENDATIW H RETAIN PERMANENTLY. TRANSFER TO THE HALL OF RECORDe

. » License copies
- Transfers and renewals
‘Removals
Summonses, rejections, and cancellal

Since 1933 the Board of License Commimsieners-has..
maintained a Liquor lLicense Book which is-permanently
retained in the office of the Board of County Commissiong
ers and sets forth all information on the issuance of

)e All other

alcoholic beverage licenses (Schedule
classes of licenses or permits are renewable amually

80 that retention beyond three years is unnecessary.

L46.| GENERAL FIIE _ %
" Dates: 1928 - ‘ &
Quantitys 86 volumes, h8 cartons, 26 transfiiee, 27 file L =
- * drawers, 11 boxfiles - =~ . ‘ ’ 2=
File Arrangement: 'By subject and year * o ;_" 8
Disposable Amownt: =160 cubic feet - - o
Audit: Annual outside audit - o é::
Index: Card index by name of correspondent and by subject o 8
. a &
The General File includes correspondence, supporting papers and - &=
mimeographed and printed material on the following subjects in - : £
three categoriesz A L o -
Category I - Pemits and licenses (alcoholic bevera ia + 3
& : ivals fairs building, dog, ete\)[2 )32 (b
. .. Applications ' ? ’ .93‘1 E }.{( V Li) 13Y
‘ Petitions ‘ BOARD CF PUBLIC woRks
- Protests - - S )
~ ‘ - JUN |9 1959

Periodic financial reports made to State and county

agencies
Increase and decrease in assessment notices

Category II - Material in this category is of value to the adminis-
tration of the office as long as it is active and for

three years thereafter when it may be destroyed.
Education and schools: general correspondence and
reports to state agencles relats

. - d ing to school finance, and re-
rts of hearings and resolutiogs -
f the Board of County Commis-
ioners relating to schools.




, M/; R ._ S ‘ R N E SCHEPULZ’_igs '
B8 ,,Q\S'br FOR RECORDS RETENTION Hz:@,z K | No.o o
# Records : ( (Continuation Sheet) e ' PAGE - -
mmission _ ' NO. 18,
4 - 5. Description of Records . |6. Recommendation
/ Describe records accurately. Include title, form number, size of documents, of Hall of Records
,-n work or activity to which the records relote inclusive dotes and quantity - land Board of Public
0. . (eubic or Imeor feet). Show recommended retention perlod Works.
T Purchasmg purchase orders and authorizations, billa
- of 1ading, ‘and warehouse receipts: - :
‘correspondence with the Prince George'T

Public Healthi'
- -7 County State Department of ‘Health relating .

mainly to petitions and permits to sub-
divide land, or to erect or alter buildingg.

, e .-' ' Police: ’ petitions and requests from individuals or -
: S 7 groupg of individuals for police action on a

S 'wide variety of subjects, .
Parks ‘and planning: correspondence: with the Maryland
o National Capital Park and Planning Commission _

o relating to petitions, administrative action-
of the County Council, and miscellaneous fin-

o ancial reports. :

Petitions' miscellaneous petitions, mainly relating o

zoning '
correspondence relating to fire dis¢

Fire departments: ‘
R trict fire prevention, and dedication of fire

houses and equipmsnt.
correspondence with the Washingt.on Sub '

| . Flood controls
. urban Sanitary Commission and with individ
"on flood control and sanitation projects.

q/ o ~ Roads: correspondence with individuals and State agen
cies regarding maintenance of existing roads

and highways and new road projects,
Miscellaneous: general correspondence with: individualh,
and State and county agencies including bulld- . A
ing and sewage inspection, inventories, and _ ;
public welfare inquiries : o :

APPROVE D
HALL oF RECORDS COMMI~e1ny

Category III In addition to the foregoing categories there is a
special class of material which is considered "non-
record" within the meaning of the statute governing
"nori=-record" material (Art. L1, Sec. 179, Annotated

- Code of Maryland, 1957 Edition). Such material includes
- printed and mimeographed reports and publicgt on N
Federal, State and County agencies, and incor GVicw 13Y

] B"asamtiom, IUBLIC WORKS

’
towns, also multiple coples of hearing
acts and ordinances of the Board of Comnty Commission=-
ers, mimeographed or in typescript, which were prepare
- for convenient office reference use or circ:ul,zat.:’tonﬁ)(ajﬁ
The mimeographed copies of the minutesjare photostated
and bound in the Minute Books which ar

retained,

RECOMMENDATION: CATEGORY I - RETAIN FOR THREE YEARS
. ) A WHICHEVER IS LATER, AND THEN DESTROY.
: . CATEUORY II - RETAIN UNTIL AUD]ZI'ED OR WHILE ACTIVE
. : IF NOT SUBJECT TO AUDIT, AND FOR THREE

YEARS THERRAFTER AND THEN DESTROY.
ORD, DESTROY WHEN NO LONGER O]

CATEGORY III - NON-F s _
VALIE TO OFFICE ADMINTSTRATION,

9 1959

IR, At o,

']




' ~W7Whmv— :—s.;...-...f...w

S

T A A

,88)
.£ Records
_smmission

£

6_;'9&1 r'bk

ST sl ». e % hol

r

el g s
;

“

RECORDS RETENTION 7 15%1.5
{Continuation Sheet) .

T 2

g SR ¥ ~ PN

SCHEDULE C" 1 25

PAGE

No. .19

5. Descrlphon of Records
Describe records accurately. Include title, form number, size of documents,
work or-activity to which the records relate, inclusive dotes, and quanhty

»
e em
No

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

6. Recommendation
of Hall of Records
and Board of Public

Works.

u7.

L8.

| purchaaed, quantity, and the price 3

PRIVATE BUSINESS' LEDGERS :

Sige: 12n:x 18" x.2n .. . .
Dates: 1863-1871
- Quantitys :2 volumes

‘ Index: Thumb index

These ledgers give names of customers, dates of purchases » the item
occasionally payment ie noted.

The first 1edger covering the yeara 1863-1865 13 .for the operation
of the store by M.R. Stamp of Nottinghamj-in 1865 the second ledger
was started with t.he additional name of F. D. Garner, -

s

RECON&ENDATION i REI‘AIN PERMANENTLY. TRANSFEI TO THE HALL OF RECORI

BANK BOOK OF PHILEmN CHEW

_ Si.ze 5
Dates:

5" x.8" x 1“

| 1822-182;5 ' » . ‘

A g C e

This bank book 1s appamntly a record of withdrawals giving 'the
date, name of the payes, the amount and the balance remaining in

the account. . EEN

JREBOMEHDATION: RE[‘AIN PERMANENTLY. TRANSFER TO THE HAI;E»OF R.ECWD%R.

I

.

APPROVED
HALL OF RECORDS COMMISSION

S.

- JUN

APPROY KD 13Y

CARD CF PUBLIC WCRKS

D 1959
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