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1. Requesting Agency 2. Division or Bureau of Requesting Agency
QUEEN ARNE'S COUNTY SUPRRVISOR OF ASSRSSMENTS

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 accumulation. 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
It Describe records accurately. Include title, form number, size of documents, of Hall of Records
Nem work or activity to which the records relate, inclusive dates, and quantity and Booard of Public
0. (cubic or linear feet). Show recommended retention period. Works.
1. | prars a3
Batest 1940 - - . (=] g
Quantity: 2 cubdc feot w O
Annual Accumulations Very emall > <
o A
When a developer files a plat with the Clerk of Circuit Court, a =
copy is given to the Supervisor of Assesaments. Thesa coplea are 8- o
used as aids in property assessmeut. (: &
L
RECOMENDATIONs RETAIN PERMANENTLY. o
.
2. | ASSESSMENT BOOX3 g

Dates: 1876 = = -

Quantity: 35 cudbic feet (72 volumss)

File Arrangements By district and alphsbetical therein
Armual Accumulations £ cubic foot

Index: Yes

The Assessment Books are a permanent, detailed record of the tax
assessnent of each county tax payer. They are organiged in two

series, one for general assessments and the other for assegsments
of personal property of individuals end fima,

Mmmmmnwsmtm,mmw
Increase and Decrease in Assessments, ‘l’msferBoob,andCemnca-.
tions from the State Tax Commission. In the case of the gensral

Schedule Authorized -as Indicated in Col. 6 by l'iall of hd Disposéll Authorized as Indicated in Col. 6 by Board of
Records Commission, . Public Works.
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Commission NO. 2,

4,
Item
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.

3.

L.

agsessment series, entries are made for each parcel of property,
and show date, name and address of ownsr, location and description
of property, valus, houss, barn, real valuss, tangible mal
property for county and State purposes; credits and ehnrges.
assassmonts for real and tangible personal property. The parsonal
property series shows date, name and address of owner, and amount

of asssssment tar sach year.

Though about forty of the volimos are inactive for assessment pure
poses, they are frequently used by title searchers. 7The active
volmsaransedbytheﬂ'mumrtoprepamtha‘raxﬁmsandrax

Roll.
RECOMMENDATIONs RETAIR PERHAWL! '

ASSESSMENT CARDS .

Datear 1922 = =
Quantity: 17 cubic feet
File Arrangements Anmmual, bydistrict,andalphabeﬁcal
Amnual Aeccumulation: 1) cm foot
Disposabls Amounts 10 cubic feet

An Assessment Card contains sll dats which 4n tho asscasor's -
opinion affest his valuation of a parcel of property. This infore
mation inoludes the dimansions of the property, utilities and
streots, mortgage and purchass prics, end bullding and improvementsd

One card is used for each 1ot or fam, and a complete set of cards
for all assessed property in the county is aleays on fils. ¥hen
8 re-assesguant is mads a now card is created to replace the old
one, which 4s then placed 4in an inactive fils., Tho active cards
mpuudwtheummntnooksandmthecmtmmg
meormsmmotuaeamts

RECOMMENDATIONs . RETAIN FOR THREE YEARS OR URTIL TRANSFERRED T0

N BT gy
% B [

PERSONAL PROPERTY RETURNS
Dates: 1936 - -
Quantitys 16 cuble fest
Fille Arrangement: Annmual, by district, and a:lphabeueal
Anmua) Accumulation: 1 cubie foot
Diapoaable Amounts 8 cubic feet
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mmmm,mcmvmmum, ARD THEN DESTROY. -
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HALL OF RECORDS COMMISSION
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5. Description of Records 6. Recommendation
4. Describe records accurately. Include title, form number, size of documents, of Hall of Records
ftem work or octivity to which the records relate, inclusive dates, and quantity - and Board of Public
No. (cubic or linear feet). Show recommended retention period. Works.

.-s.

6.

to_ the Assossment Books. There are two types of mt

1. Farms and Estates:s 'Entries show date, owner's name and
address, description of property, signature of owner,
camputation of asssssment, record of action in cass of
protest, and folio where posted.

2. Individuals snd Firmsy Entries show date, name and
address of ouners, description of business and busingss

property, and signature of taxpayer.

The schedules are divided into an active f£ile, centaining current
schedulea, and an inactive file, containing schedules replaced by
current schedules,

RECOMMENDATION: ~ RETATH FOH THRER YRARS OR UNTIL INACTIVE, WHICH
- EVER IS LATER, AND THEN DESTROY,

INCREASE AND DECREASE IN ASSESSMENTS FORM

Datess 1951 = = .

Quantitys % cubie foot

File Arrangement: Chronological
Annual Accumulation: Very small
Audit: Annual outsids audit

Increagos and decreases of assessments on the Treasurer's Tax
Roll must be authorized by the County Commissionsrs., This guthorityl
is recorded on pre-numbered forms, prepared in duplicate, with
entries showing date, taxpayer, district, tax year, amount znd cate
gory of change in assessment, explanation (a statement that the
proparty was sold, or that the records were in error, etc.), &
recorputation of taxes, and ths signatures of the Proasident of the
Board of County Cownissioners and the Clerk to the Board. These
forms are posted to the Tax Roll and the Assassments Books.

IS LATER, AND THEN DESTROT.
TRANSFER BOOKS (CHARGES ARD ABATEMGNT BOGKS) R

¥

Datess 1830 « = . {
Quantity:s L cudic feot (1 wvolumes) i
File Arrangements Chronological E
Amual Accumilations Very small s
Disposable Amount: 1 cubic foot

ld

RECOMMENDATIONs HETAIN FOR THREE YEARS OR UNT1L AUDITED, WHICHEVER |

APPROVED
HALL OF RECORDS COMMI3SION
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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 period.

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

property occurs in the County, the Assesg-
corrected to indicats the new owner and any
that might affect asgsssment, This information
taken from ths dseds recorded by the Clerk of Circuit Couwrt .
end posted in the Transfer Books. Ths Transfer Books then serve.
of posting to the Assossment Books, and when this post- -
ing i3 comploted have no further value. .

Transfer Book entries show date deed executed, dats filed, duyer
and seller, description, consideration, assessment date, and dates
posted to Assessment Books. Currently there is one Transfer Book
for each of the ssven elaction districts.

RECOMSENDATICNs RETAIN PERMARENTLY.

APPROVED
HALL OF RECORDS COMMISSION
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