et} hgoan 1 R/ EST FOR RECORDS RETENTION SC ULE SCHEDULE ,_ €
v.(9-1-83) { NO. c_ o
To( ‘Submitted to the Records Manageme. _ Division ' /
Hall of Records i »
Commission Hall of Recorus Commission m)GE
2. Division or Bureau of Requesting Agency

1. Requesting Agency

BOARD OF COUNTY COM{ISSIONERS

’ WICOMICO COUNTY

3. Authorization Requested (Check only

A
Dispose of present accumulation. No
additional accumulation is antici-
pated. Records have ceased to have volue .

to warrant retentlon

. B
3]

5.

one of the squares below) .

Estobh;h retention schedule for res ,
cords for which there is a continuing - -

accumulation.  The -records . will cease to .

_have value to warrant their retention after
the period of time indicated. .

Description of Records

Mncrofllm

' ‘Originals if not microfilmed would be
retained for the period of time indicated.

and  destroy originals.

6. Recommendation
of Hall of Records

ltem
No.

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

Show recommended retention period.

and Board of Public
Works.

{cubic or linear feet).

- ."'}','v'!_ .
IRAREERERE

size: 3 x 8o’ | |
Datess 1928 -
50 document ﬁles, 8 cartuns, 2}y tranafer files,

Qu.a.ntity:
. © 31 bundles :
A File Arrangement: Chronological by voucher mzmber
7 Annual Accumulation: 10 cubic feet, cnn'ently
- Disposable Amounts 140 cubic feet
‘ Audit: Anm:;al mrtside audit and State audit

The Voucher 13 retu.med to t.he Board for ﬁ.ling when ths Treasurer
Vouchers show the date of check

has issued the covering check.
issus, the Voucher and check numbers, the account credited, distri-
bution and account number, and the date of approval, with the eig- -

natures of ths Pregident of the Board and two members, and of ths
The .Voucher cover contains supporting papers. Since

Treasurer. -
1929, the Voucher Register, permanently retained, records all vouch-
ers issued with the dates, the names of the payees and the amounts

pa.id.
RECOMMENRDAT IONs

1.

APPROVED
HALL OF RECORDS COMMISSION

RETAIN FCR FIVE YEARS OR UNTIL AUDITED, WHICHEVER
1S LATER, AND THEN DESTROY BY BURNING.

COUNTY COMMISSIONERS OF WICQMICO COUNTY
December 3, 1957

1. Agency, Division or_Bureau Representative

u )Cu‘,ag m 7‘(‘&;\ President
Signature , Title Date
B Disposal Authorized as Indlcated in Col 6 by Board of
Public Works. ) :

Schedule Authorized as Indicated in Col. 6be Hall of

Secretary

ecords Commission.
’? 7Da ; Archivist




. FOAM. HR-RM 1A (\ : SCHEDULE ) -99
(11-1-88) -+ RE €ST FOR RECORDS RETENTION sCl JLE No.. - ' '
Holl of Records B (Continuation Sheet) N PAGE’ :
Commission No. 2.
4 5. Description of Records , 6. Recommendation
¢ Describe records accurately. Include title, form number, size of documents, of Hall of Records
.Jem - .work or_activity to which the records relate inclusive dotes, and quontlty : . .land Board of Public
o . (cubic or linear feet). Show recommended retention period. . Works.
2.| TRIAL MAGISTRATES REPORTS . ... .. .. .- ... .
" size: , 83 x 1. "Zf-f'f R T
. . Datess 1932.- . ... R _ S
. Quantity: 1 ‘dbundle, 1 rils folder - %)
" File.Arrangement: Chronological =
... Audit: Annua.l.outside audit = : o5
)
Trial Hagistratea are réquired to fils seml-monthly reports with ' > ©
the Board of County Commissioners {Art. 52, Sec. 115, Annotated Code © &
of Maryland, 1951 Edition). These reports list civil and criminal =&
casos heard and tried, the names of the parties, ths nature of the i‘u
V| case or offense, judgment rendered, and the amownts of the fines, < B’:"
| fees, forfeltures, penalties and costs imposed and collected. The L
County's aha.re of. colleetione is. transmitted to ths Board with the : <
reportq . ,14: ,.3,4.“,‘, i -t:,“ :-w.:,,,.,f T PR et ! :-. v ?:IJ
REOOM‘!ENDATION: RETAIN FOR THREE !EARS OR U'BTIL AUDITED, P&IICHEVER T
: LT IS LATER, AND mmv DESTROY B! BURRING. R
3. | GENSRAL GORRESPONDERGE ™[ I
@ | Sizes 83 x 11 L S
" " Datess 1906-1912, 191;9 - ;
;7 Quantdtys® 10 file drawers, 2 cartons, 21'box files :
;" Fils Arrangement:’ Alphabetical by subject, then chronological
. '."“AnnunlAec\mlatiom "2 cublo feet e
o :f~_‘DispooableAmonnts 12cubd.c feet o
This :£ile contains cmespondence with’ othar connty and State agen=
ciss, ‘and individuals regarding roads and bridges, -school bonds,
financial repcrrta and matters perteining to comty administration
xmomm'mm RETAIN FOR FIVE ‘YEARS AKD TKEB DESTROY BY BURNING.
L. | STATE TAX 0OMMISSION CERTIFICATES R
Size: 03" x 13° shsets . s Bl -
Dates: 1936 = ~ ' |
Quantity: nfoldors,zdocumnt!.‘nes, 2 bundles i BT
File Arrengement: Chronological , T
Disposable Amount: & cubisc foot :
Audit: Ammual outsids audit and State andit I &Z(- L, ,\
This file is composed of anmual serialized certifications by the ----| ... L
State Tax Conmdssion of the amount to be assesssd againat corpmtlcm
' doing business in Wicomico County showing the mams of the corpora-
tion, the address, tho amount of the assessment, and the tosmn and
lncnuaaamtincmatnwhichatmuenuuadto share in




,;/FO%H ~HR-RM 1A (\ . SCHEDULE 05)
(11-1-86) . RE' ¢ST FOR RECORDS RETENTION SCI JLE’ . No." C-
Hal! of Records . (Continuation Sheet) : PAGE
Commission . NO. 3.
4 5. Description of Records 6. Recommendation
temn Describe records accurately. Include title, form number, size of documents, of Hall of Records
mo work or activity to which the records relcte inclusive dotes and quantity. and Board of Public
) {cubic or linear feet). Show recommended retention period. Works.

the taxes collected. This infomation js posted to the Assessment
Book for corporations. . . : R

REOOFEERDATION:
C IS LATm, ARD THEH DESTROY BY BURNIm

RETAIN FOR THREE YEARS OR UN‘I‘IL AUDITED WHICHEVER

'.'.'i-i": S :'.‘
S

S.| PERMITS priE: o e e |

This file includes applications for licenses ,w:lth a notat:.on of

apprmral or disapproval of each applicationj a copy of the Treasurer
receipt for the fee paid is attached, with any supporting papers or

~ correspondence.
dance halls, gypsy camps, fortuns telling, palm reading, the prac-
tice of spiritualism; carnivals, circuses, and race tracks. Licen-
ses are renewed annua]ly and a new file is then prepared.

REcommDA'rxbie:
6. | TRANSFER mrxcm

Sizes ' 95“1‘!12"1'01551‘8._ LT A

' Dates: 1940, 1951 = = R
" Quantitys - 3 folders, 1 bundla ',:;;.‘ LT e
Chronological SRR ."f‘ T

File Arrangemen’c:
s

Permits are issued for trailer and tourist camps,

RETAIN FOBTHREEIEARSAEDTHEKDESTROYBIBURNIN

.7-

. Size: 12" x 18" x 1" ‘
 Pates: 1931 - - '
o Qu‘:«mt.itys 121 volumes, 9 file drawers, 2 cartons, and
.20 bundles
"Fila Arrangemecntz Chronolog:lcal - : '
" Ammual Accummlations 4 cuble feat '
~ Disposabls Amount:- 92 cubic feet -
‘ " Audit: Anmual outside audit and State audit
Whan property is tranasferred ths nscessary debits and credits smst
be made in ths Assessment Books. Transfer Notices are prepared in
triplicate; one copy goes to the Supervisor of Assessments, and one
to the town of Salisbury for city tax purposes; the third copy re-
The Notice shows the names of the grantor and

mains in the book..
grantes, the page mmber of tho Assessment Book entry, the district
and block mummbers, the location of the property, the assessment on

transfer, with the date of t.he requast.
RETAIN FOR THREE YEARS OR UHTII. AUDITKD, mcmwm

RECOPHEWATIOR:
' IS LATER, AND THEH DES'IROI BY BURHIHG

TN
-—

RS e e e B ) AEYm—. @ r—
.

land and buildings, and the signature of ths person requesting the

INCREASE AND DECREASE NOTICES . . S
Siges S5*" x 9" - - { W

Dates: 1952 - -




FORM ‘HR-RM 1A
(11-1.86)

Holl of Records
- Commission

ULE

E(\‘ST FOR RECORDS RETENTION SCI'
(Contmuahon Sheel’)

SCHEDULE
NO. : CD—-O')

PAGE ’
NO. L.

6. Recommendation
of Hall of Records

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

and Board of Public

Works.

Describe records accurately.
work or activity to which the records relote inclusive dates, and quonhty
(cubic or linear feet). Show recommended retention period.

e
m

Quantity: 1 file drawer, 1 carton

File Arrangement: Chronologicc.l
-4 cubie foobt

' _Annual Accurmmlation;
2 cubic feat

‘Disposable Amounts
Audit-: Annual outside audit and State audit

When there is ¢ an increase or decrease 1n an assessment of property
ths Supsrvisor of Assessments forwards notice of the change to the
Board of County Commissiomers for filing and to the Treasurer so
that the necessary adjustment may be made in the Treasurer's Tax
Roll Books,. The Notice shows the nama and address of the- ta:mayer,,
the date and levy year, ths district number, a description of the
property, the asseasment, and ths State and County ta.x aham L
BEOOBME)IDATION: RI‘TAIN FOR THREE YEARS OR UNTIL AUDITED, MIICHEVER
: . mnum,wvmmnmmuarmmmm ' .

ADHINISTRATIVE ACCOUN’I’IN“ ARD BANKD!G PEOOT?.DS

- 1961 < <
. Quantitys 3 cartons, 2 pads
File Arrangements Chronologzical

' Annual Accwmilations % cubic foot.

~ . . Disposable Amount: 2 cubic feat

- Audit: . Anmual outside andit and State audit
These records are ecmposed of work sheets, trial balances, 2dding
machine tapes, cancelad checks and stubs, bank boolcs, and deposit

slips. oo
REOOMNDATION: }EI'ADI FOR THREE IEABS OR UNTIL AUDII’ED, WHICHEVER
IS LATER, AHD THEN DESTROY BY BURNING,

' vDa_‘bes:

APPROVED
AALL OF RECORDS Commission




