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1. Requesting Agency
WICOMICO COUNTY

2. Division or Bureau 6f Requesting Agency

TREASURER

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

A

Dispose of'present accumulation. No
additional accumulation is antici-
pated. Records have ceased to have value

to warrant retention.

Microfilm  and  destroy originals.
. Originals if not microfilmed would be
 retained fgr the period of time indicated.

Establish retention schedule for re-~
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.
6. Recommendation

4 -Describe records accurat

Description of Records

Include title, form number, size of documents, of Hall of Records

‘| and Board of Public

5.

: ely.

'I\iem work or .activity. to which the records relate, inclusive dates, and quantity:
°. {cubic or linear feet). Show recommended retention period. - - : -1 Works.
1, | TAX ROLL BOOKS

Sizes 14" x 209 x 3 .
Datess 1902-1903, 1509-1917, 1920 - -

Quantity: 101 volumes ,

File Arrangement: Chronological, thsn by district and name
Disposabls Amount: 56 cubic feet o

Amual Accumulation:’ 2 cubic feet
Aud_it: Armual outsida audit and State audit

The Tax Roll Books, and Tax Bills and Receipts (Item 2) are prepared
anmually by the office of ths Board of County Cosmissioners in ons
machine operatiom, The Board retains one copy of the Tax Roll Book
and the duplicate copy with the Tax Bills, Receipts, and Notices

is deposited with the Treaswrer. The Tax Roll shows the district -
mmber, the name and addressof the taxpayer, the folio of the Assessd
ment Book, the assessment on real estats, improvements, and personal
property, the taxsble basis and the amount of tax, and the notation
of payment and the date. Separate volumes were maintained for
motor vehicles prier to 1946: Corporations appsar in separate vol-
umes since 19Lli. The statutory limitation on collection of taxes
is four years, with a possible two year extension in somo cases (Art|
81, Sec. 210, Annotated Code of Maryldng, 1951 Edition).

RECOMMENDATION: RETAIN FOR SIX YEARS OR UNTIL AUDITED, WHICHEVER IS
A LATER, AND THER DESTROY 3Y BURNING.

APPROVED
HALL OF RECORDS COMMISSION

o=

COUNTY COMMISSIONERS OF WICOMICO COUNTY

7. Agency, Division or Bureau Representative
. N i
SO eresaons Deceaber 3, 1957
Signa‘t:re / \\ Title Date
Schedule Authorized as Indicated in Col. 6 b{/ Hall of Disposal Authorized as Indicated in Col. 6 by Board of
Public Works.

Records Commission.

Archivist \/\«
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5. Description of Records 6. Recommendation
Describe records accurately. Include title, form number, size of documents, of Hall of Records
wd Eoord of Public
orks.

4,
&m work or activity to which the records relate, inclusive dates, and quantity
°- {cubic or linear feet). Show recommended retention period.

TAX BILL AND RECEIPTS FIIE (NEW SERIES)

Sizes 14" x 3¢
Dates: 1949 « -
25 volumes, 86 file drawers, 16 cartons

Quantity:
' - {(total 72 cubic feet)

Annual Accumlation: 8 cubic feet

" File Arrangements Chrcnological
L8 cubic feet A

Disposable Amounti
Audit: Annual outsids audit and State audit

2.

nt Notices

APPROVED
HALL OF RECORDS COmMMISSION

The machine-prepared Tax Bills, Receipts, and Delin
' gseded the Tax Bills (0ld Series) and Receipts (0ld Series);

super
Schedule C403, Items 2, 3) and consist of four coples--the biil, the
Each copy

delinquent notice, the tax file copy, and the receipt.
shows the Tax Roll Book or account mumber, the name and address of

the taxpayer, the levy year, the district and distriet number, a
description of the property, the assessment, the County and State
share of the tax, and the total tax. ‘The perforated office copies
of the Tax Bills and Receipts are placed in binders and are removed
when paid to be filed on a daily vasis with the adding machine

The following recommendation

. tapes for the day's totals (Item 11).
also applies to the Bills, Receipts, and Delinquent Notices not

used or returned to the Treasurer by the Post Office because of
The statutory limitation on collection of taxes is

wrong address,
four years, with a possible two year extension in some cases (Art.
81, Sec. 210, Annotated Code of Maryland, 1951 Edition). .

RECOMMENDATION: RETAIN FOR SIX YEARS OR UNTIL AUDITED, WHICHEVER
. 1S LATER, AND THEN DESTROY BY BURNING. . .

3. | INCRRASE AND DECREASE NOTICES :
‘ Sizes 5S¢ x 9m ' ’ o ;
Dates: 1952 = - ‘ . I !
1 file drawer, L4 cartons - ' ;

Quantity: !
File Arrangement: Chronological }
2 cubic feet ;

Disposable Amounts , ‘ . '
Audit: Amual cutside andit and State & ._ R

When there is an increase or decrease in an assesament of pr
the Supervisor of Assssaments forwards notice of the change to the

Treasurer so that the necessary adjustment may be made in the Tax
Roll Books. The noticesshow the nams and address of the taxpayer,
the date and levy year, ths district number, a dsscription of ths
property, the assessment, and the State and County tax share.

' . | RECOMMENDATION: RETAIR FOR THREE YEARS OR UNTIL AUDITED, WHICHEVER
: IS LATER, AND THEN DESTROY BY BURNING,




PORM HB-RM 1A ‘ SCHEDULE- .
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Commission NO.

4 5. Description of Records 6. Recommendation
t' Describe records accurately. Include title, form number, size of documents, of Hall of Records
‘qem work or activity to which the records relcte, inclusive dotes and quantity and Board of Public

o {cubic or linear feet). Show recommended retention period. Works.

Lo | INSOLVENCY REGISTER . ..

5.

',the levy year and dstrict, the names of the inaolvent taxpayers,
‘and the ammmts of t.he ineolvencieea N _ '

,6’ mmmoouronrnx

Datess
Quantitys 8 volumes Ci
File Arrangements - Chronological

Annual outside audit and State audit .

Audit:
Dispoaahle Amount: 2. cubic feet
. Index:. 'l‘humb index by district

This is & record or the insolvencies allowed the Treasurer by ths
Board of County Commissioners showing the name of: ‘the- Treasurer,

.,Sizes lh" x 18" X 20
1866 18955 1909‘191]4, 1919'1931) 1936 --

The Treasurer 19 charged uith the amunt of the levy upon eaeh tax-

payer until officially released by action. .of ths Board of- County
When taxes are uncollectible ths account may be

Commissioners. .
declared insolvent by action of ths Board,and ths Treasurer is .

thus freed from ths obligation of co].lectinn of tho tax. The ac-
‘tion of the Board ie reporwd in 1ta Hmutes, a record permanently

retained. R L A ;
4negommumu: 'REFAIN FOR SIX YEARS OR UNTIL AUDII’ED, _wuxcrmm
o d I8 I.mm, AND THEN DESTRO!’ BY BURNING. - B

e

TAISALEPAPERS
_snez 9"x1h"x3" ‘

' Datess 1947 - - o
Quantity: 1 binder ' N
File Arrangements chronological ' -
Anditz Ammual outside au.d:l.t and Sta‘be andit

This looge-leaf binder contains miscellaneous papers relating to

tax sales and redemptions . including coples of court orders, corres-

pondence, and copiss of tax notices. The information appearing in

: Aordarivedtrmthieﬁleiamordedintheraxsmanedger,which
- 18 permanently retained., . S

mcommuxon: RETAIN FOR 'IHREE YEARS OR mn, AUDITED, WICHEVER

o Ismmrmmmrnnmm ‘

Sizer Lo x 10v ‘ - ‘ C : L

Dates: 1931 « -
' Quantity: 25 document fil.es
File Arrangemsnt: Chronological - by ur:l.ee

Audit: Amuzal outside gudit and State andit

APPROVED
HALL OF RECORDS COMMISSION

| This £ile eontains retired
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(11-1-86) “Rr ST FOR RECORDS RETENTION SC’ .ULE < NO. - .'c i
Holl of Records (Continuation Sheet) PAGE '
- Commission . NO. ho
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 relote, inclusive dctes and quontity and Board of Public
) (cubic or linear feet). Show recomrnended retention period. Works.
bonds and transactiona relating to them are recordsd in the Bond
Iedger, 8. .t'inal book of entry (Schedule c0} Item 1). v =
%)
REGOH?ENDATIOV: RETAIN UNTIL CANCELED AND ‘FOR THREE YEARS THERE- 22
sl - AFTER, -OR 'UNTIL AUDITED, kHICHEVEB IS IATER, AND o=
. Tmnmmxsxsummm - w S
Te LIGENSE 'I‘AG ACOOUNT (I’DTOR VMICL..:) _ C o 2
, ,Size: 180 % Zh" sheets a 8
© - Datess 19kl =’ ‘ o & &=
. Quantity: 9 volumes, 23 'bundles ' O = o
. File Arrangement: ' Chronologlcal - e Toit. e e
L cubic fest - - -
~J .
<C
=X

. Disposable Amounti:

. Audit: Amnual outside audit and audit .'m t.he Depart.mant
L otMotorVehicle& e _ _
Payments for motor vehicle 1icenses are entered on the Id.cense 'rag

‘Account sheets, prepared in duplicate, showing the date of issus,
the tag number, the name and address of the licensee, and the amount

of feo collected.: The fees and the original account sheels are for-

’ warded to the Department of Motor Vehicles, with the Anto License
Application forms stamped with the numbers of the licenses issued,
The Reglstration Cards have bsen detached from the Auto Licenss -

Application forms and given to the licensees with the .tegs. The

Department of -Pk')tor Vehicles computes the County's share of fees
collectad and returns the Auto Audit Stubs (Item 8) detached from

the Auto License Application, with the check for the omnputed

county ahare of fees.
REI‘AIH FOR THREE IEARS OR UNTIL AUDITED, HIIGEEVM

B.ECOPHENDATION:
o o ISIATER ANDTMD&TRO!B!BURHIHG -

8. | auro m’cxmsx; mn’ s'rmas S
Size: LI P e L
~ Dates: 1947 -~ - - - e T . ¥
Quantitys ' L cartons ; : .
" *.File Arrangements Chronological
Disposable Amount: 3 cubie feet
Audits ‘In Bepartmant of Motor Vehicles ' -~

The Audit Stubs are the ;;arfmted sections of tha Auto License

Application forms returned by the Department of Motor Vehiclesie
the Treasurer with the chack for the County's apportioned share of
the license fees collected., The stubs are counted and mmltiplied

by ths County!s unit share of fees and the sum should equal tru

' anount of the check. Thastubshavanofm’therm.naafterwrﬂy-
ing the face valus of the check.

mm«mnmAmnsmmnnmm!an; _

- RECOMMENDATION:
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FORM 'MB-RM 1A : : ;
(11.-1.86) ' * RF ST FOR RECORDS RETENTION SC[° ULE :
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Commission - NO. 5 .

5. Description of Records ’ 4 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, and quantity Wd kBoqrd of Public
orks.

‘m
° (cubic or linear feet). Show recommended retention period.

DOG LICENSE RECEIPTS

Size: 837 x 13® ‘
Dates: 1930 - - =

Quantity: 55 volumes, 1 carton

File Arrangement: By receipt number

Anmual Accumilation: & cubic foot

Disposable Amount: 11 cubic feet

Audit: Annual outside audit

The duplicate of the dog license receipt remains in the book and
shows the serial number, date, the license number and amount re-
ceived, the name and address of ths ownsr, the breed, color and
sex of the dog, the dog's name, and the signature of the Treasurer.
There are three recelpts to a page. Licenses are renswable annually}

RECOMMENDATION: RETAIN FOR THREE YEARS OR UNTIL AUDITED, WHICHEVER
: IS LATER, AND THEN DESTROY BY BURNING. .

10N

9.

-~
M

AMI;

A

APPROVEYD
RECORDS ¢

HALL oF

GENERAL CORRESPONDENCE
" 1~ -  Size: 83" x 11w -
. Dates: 1947 - - 5 o

* Quantity: 12 cartons, 3 file drawers (7.5 cubic feet)
Armual Accummlationi % cubie foot - _ '
Disposable Amomt: S cuble feet - '
This £ile is conméaed of correspondence relating to tax matteré,
forms, filing of returans, tax sales, and transfers.

RECOMMENDATION: RETAIN FOR FIVE YEARS ARD THEN DESTROY BY BURNING.

ADMINISTRATIVE ACCOUNTING AND BARKING RECORDS

Dates: 1930 - -
Quantity: 19 volumes, 25 cartons, 29 document files
(total 80 cubic fest) |

File Arrangement: Chronological
Amnual Accurmlations 3 cubie feat .
70 cubic feet

Disposable Amount:

Audit: Anmual outside audit and Statd audit o
These records are composed of miscellanscus papers used to compils
and transfer accounting data to the Cash Receipts and Disburaements.
Journals. Theay ares ° _ -

- 10,

11,
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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 relote inclusive dates and quantlty

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

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

Paid invoices and bills, and receipts .

Banking records, including check books and stubs, canceled .
-checks and bank statements, dsposit slipa and bank booka

~ State 'rreasm'ar'a warrants . :

Coples of Reports to the Board of Connty Comnissioners and
to the State Comptroller . : - L '

Adding machine tapes and paid tax bills

RECOMMENDATION: RETAIN FOR THREE !EARS OR UNTIL AUDITED M{ICH'EVER
- 18 LATER, AND TEEN DES'I'ROI BY BURNIHG

MISCELLAREQUS RECEIPI' BOOKS

Sizes 12" x 14® x 1%

Datess 1949 - - .

Quantitys 26 volumes, 2 cartons co :
File Arrangement: Chronological by serial nunber BT

Annual Accumilations & cubie foobt - - e

Disposable Amount:’ 2 cubie feeat . '

Audit: Ammal ontside audit and State audit

Since 1949 Tax Receipta have been mach:l.ne-prepared ad.th the Tax Roll
Books and Tax Bills. However,: the .old seriesd Tax Receipt Books.

have continued in use for miacellaneous and part-payment tax rece:.pt

REOOHMENDATIOH: RETAIN FOB THREE YEARS OR UNTIL AUDITED, HHIGEEVF.!B
IS LATER, AND THENW DESTROY BY BUENING “

L T
r

APy T L Syt M A s g e -

LoNE LT




