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y "(9;":3) J (A To be Submitted to the Records Man‘_,ement Dwmon ) -

OCo;mi:::r: ’ Hall of Records Commission ::AO?E 1.

—‘Requesﬁng Agency 2. Division or Bureau of Requesting Agency

SOMERSET COUNTY CLERK OF THE CIRCUIT COURT

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

A B C :
Dispose of present accumulation. No E Establish retention schedule fgr re- Microfilm and destroy originals.
odditional accumulation is antici- ) cords for which there is a continuing Originals if not microfilmed would be

poted. Records have ceased to have value occumulation. The records will cease to retained for the period of time indicated:

to wo.rrant retention. - have value to warrant their retention ofter !
the period of time indicated.
5. Description of Records 6. Recommendation

4 Describe records accurately. Include title, form number, size of documents, of Hall of Records -

Item work or activity to which the records relote inclusive dotes, and quantity and Board of Public

No. (cubic or linear feet). Show recommended retention period. Works.

1. |DAILY CASH RECEIPTS BOOX (COUNTER BOOK)
Size: 10" x 14 x 2" -
Dates: 1893-1899, 192035, 1957 « =
Quantity: L volumes ‘ =
File Arrangement: Chronological S
Audit: State audit 3
. =
This i.s a record of daily cash receipts showing the receipt number, e =
. the nsme of the payee and amount of the payment with a breakdown of S
the type of collection--marriage recording, law and equity, stamps, - th
licences and issuing fees, and sundry fees. Thia record is posted © =
to the Cash Receipts and Disbursements Jowrnal. E S
B O
- ]
RECOMMENDATIONs RETAIN FOR‘THREE YEARS OR UNTIL AUDITED, : o=
WHICHEVER IS LATER, AND THEN DESTROY BY S
BURNING.
A =
2, |CASH RECEIPTS AND DISBURSEMENTS JOURNAL =
Sizes 14" x 22% x 1v
Datess 1931-36, 1938 = «
Quantdty: 2 volumes, 3 bundles
File Arrangement: Chronological
Audit: State audit
Daily postings are made from the Daily Cash Receipts Books and a
onthly posting of disbursements from the check stubs for the month.
Feceipts and disbursements are shown as daily entries, with the

7. Agency, Division or Bureau Representohve

Soaes Q. /darnan woﬁw

a—tﬁ/u 3, 1988
%noture U Title Date
Fule Authorized as Indicoted in Col. 6 by Hall of Disposal Authorized as Indicated in Col. 6 by Board of

ecords Commission.

Public Works.
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REGvEST FOR RECORDS RETENTIC SCHcewULE
(Continuation Sheet)

A

of Records

No. - e-3A5

PAGE : :
NO. 2.

@..

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

6. Recommendation

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.
totals carried forward. Both receipts and disbursements are posted
in columar form to accounts ~ :
RECOM{ENDATION: RETAIN FOR FIVE YEARS OR UNTIL AUDITED, :
WHICHFVER IS LATER, AND THEN DESTROY. '
3.

‘| then destroyed. '

FINES, FORFEITURES AND PENALTIES REPCRTS

Quantity: 1 folder, 1 carton
Audit: Stats audit

This f1le contains the semlanmual fiscal reports of the Clerk to the
State Comptroller, listing all exscutions for fines, forfeitures,

and penalties with an account of all public money received, showing
the names of the partiss, the amounts, to whom payable, and the cost

RECOMMENDATION: RETAIN FOR FIVE YEARS OR UNTIL AUDITED,

WHICHEVER IS LATER, AND THEN DESTROY.
|RELEASED MORTGAGES AND DEEDS OF TRUST '

Size: Folded papers

Dates: 1949 « -

Quantity: 13 document file drawers
File Arrangement: Chronological

Index: General Index to Land Records; Chattel Records;

- Crop Liens; lMechanics liens
Audits State audit

Mortgages and deeds of trust are filed with the Clerk for recorda-
tion. The notation of release is writien or stamped on the jJackst
of the mortgage with the Clerk's recordation and notation of the
series in which the mortgage and releass are recorded. The roleased
mortgages have been filed separately since 1949. According to the
provisions of law relating to Conveyances, mortgages and deeds of
trust must be retained by the Clerk andnot removed from his office
for a poriod of twenty-fiva years after which they may be destroyed.
(Art. 21, Secs. 35-37, Annotated Code of Maryland, 1957 Edition).

An Abstract of Releases is prepared by the Clerk and microfilmed by
the Hall of Records for the files of the Cowrt. The Abstracts are

8
thereon (Art. 17, Sec. 23, Maryland Armotated Code, 1957 Edition ).
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RECOMYENDATIONs RETAIN FOR TWENTY-FIVE YEARS AFTER DATE : ! -
| OF RELEASE AND THEN DESTROY, |
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+ of Records (Continuation Sheet) -~ PAGE 3,
Commission . NO. U .
5. Descnptlon of Records 6. Recommendation
Include title, form number, size of documents, of Hall of Records
and Board. of Public

?fem ‘Describe records accurately.
No work or activity to which the records relote inclusive dotes, and quantity
' (cubic or linear feet). Show recommended retention period. Works.

5. |REPORTS AND BANKING RECORDS

Size: TFolded papers

Dates: 1950 - =
Quantity: 3 documsnt files :
File Arrangement: Chronological

dudits State audit

This file contains the reports of the Clerk of the Clrouit Court
made to the following State and local agencies:

Division of Vital Records and Statistics on marrieges and

divorces -
State Comptroller, biannual and anmel repurts on finss, -
penalties, forfeitures, fees, and defic:.enciaa and

SI0N

~
A Y
(9]

S APPROVED
HALL OF RECORDS comuy

balonces
(ame and Inland Fish Commlssion on license fees
Board of County Cmmissionars on olass and type of feea

collected .
Board of Education (local) on tonging and dredging licanse

feos
. Sheriff on fee‘a ; : )

" |Filed with ea.éh report is a receipt or receiving warrant. Banking -
records relatving to the reports are filed monthly with cach report
and include canceled checks and bank statemonts for botu regular

and miscellansous accounts,
RETAIN FOR FIVE YEARS OR UNTIL AUDITED, :

RECOMMERDATIONs RE
: WHICHEVER IS LATER, AND THEN DESinoz.
ARG Sl P MY

BOARD (Y Pl

6. |[FIREARM REPORLS
Size: &' x 11®

_ Dates: 1952 = =
3 document f£ile drawer

Quantity:
File Arrangements Chronological

This f£ils contains the repart prepared in triplicate b;L’ghe'se%
of firearms at the time of changs or transfer in cwnership of the ——-

firearm, showing the names of the sellexr and purchaser, their
addresses, the date, and a description of the purchaser and the fire-

The seller retains one copy and forwards two coples to the

arm.
Clerk who rotzins one and forwards the other to the Superintendent
of the Maryland State Police where it is retained permansntly (Sched-

ule 8k, Item 21).
o RECOMENDATION:
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RETAIN FIVE YEARS AND THEW DESTROY.
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. of Records (Continuation Sheet)
Commission NO. . h. |
‘ : 5. Description of Records 6. Recommendation
o Describe records accurately. Include title, form number, size of documents, of Hall of Records
|tem work or activity to which the records relate, inclusive dates, and quantity and Board of Public
No. (cubic or linear feet). Show recommended retention period. Works. - :

COUNTY COMTISSIONERS EXPENSE ACCOUNT

7.

Dates: 1927-19L8

Quantity: 1 volums
Anmnual Accumulations
Audit: State audit

Discontimusd

This is a fiscal record of Court expenses chargeabls to the Board
of County Comnissionsrs, showing the dates, the nature of the expen-

ditures and the amounts.

Since 19L8 these expenditures have been
posted to the General ledger, a permansnt record.

RECOMMENDATIONs - RETAIN FOR FIVE YEARS OR UNTIL AUDITED‘,
' WHICHEVER IS LATER, AND THEN DESTRGY.
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