/ .
77971:)" J . RLC _EST FOR RECORDS RETENTIO'Y’C}C ULE E g%msu.:e& _g /
Z Hall of Records ( be Submitted to the Records Manage...ent Division to
Commission Hall of Records Commission m,(.;t 1
‘, Requesting Agency 2. Division or Bureou of Requesting Agency )
= IE IMEMTa

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

B
Establish retention schedule for re- Microfilm and  destroy originals.
Originals if not microfilmed would be

A
Dispose of present accumulation. No
cords for which there is a continuing
retoined for the period of time indicoted.

additional occumulation is antici-
pated. Records hove ceosed to have volue - accumulation. The records will cease to
- bhave value to warrant their retention after
the period of time indicated, '

to warrant retention,
6. Recommendation

5. Description of Records
Include title, form number, size of documents, of Hall of Records
ty *+ {and Board of Public

Describe records accurately.
work or activity to which the records relate, inclusive dates, and quanti
Show recommended retention period. - - Works.

4,
ltem
No. {cubic or linear feet).

1. |ASSESSM:NT BOOK

Sizes 16" x 22" x 3¢ 5
Datess 1896 - - P ;’l) &
Quantitys 107 volumes (&% 2
File Arrangement: By district and alphabetical by name o §
Ammal Accumulation: 6 cubic feet w S
Audit: Ammal outside audit and State audit = <
T 2 ‘ S o X2
‘ The Assessment Books are final books of entry listing assessments on = &
taxable property. They are sxzanged by district, giving the nams a 3
and address of the owner, the assesament year, description of ths a. &2

L= o

property, and the amount of the assossment. Increases and decrsases
of assesements are recorded es wsll as transfers of real property.
After 1948, a separate volume was added for Business Intangible

Personal Property, and in 1956, ons volums for Farm and Estate Intane
gible Personal Property. ‘ : ."
mscommrmu's RETATN PERMANENTLY; TRANSFER TO THE HALL OF EECORDS

i
2= N

\ = ;J%LL OF
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2

* <. ALL VOLUMES PRICR TO 193L. ‘
2. |ASSESSMENT CARDS - REAL PROPERTY , ()PLO/ WJ»G
Sizes 33% x 120
Dateg: 1922 - - .
16 card drawers (5”‘"') .

Quantity:s LO card transfer cases,
File Arrangement: By district and alphabetical by name
Anmal Accumulations 13 cubic feet

Disposable Amount: LO cubic feet

7. Agency, Division or Bureau Representative

@W ?,/ 7—- N 7
Title Date
Disposal Authorized as Indicated in Col. 6 by Board of
Public Works,

Scheduld Authorized as Indicoted in Col. 6 by Hali of

Records Commission.
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. o/ye ‘ UL 1957 M%—G@t/\/d_/ﬁz«/\
Date Archivist Date~———" > Secretary
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5. Description of Records 6. Recommendation

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

‘e work or activity to which the records relote inclusive dotes and quontlty and Board of Public
(cubic or linear feet). Show recommended retention period. Works.

The Real Property Assessment Card contains all data, vhich in the
Assessorts opinion, affects the valuation of the property. Thia
information includes the dimensions of tha property, utilities and -
Ths card also o

‘ A

streets, mortgages, if any, and the purchase price.
showg the district number and location, the ownerts name, lot number,

land assessment computation, and the old and new assessments., In ¢ 2
cases of transfers of ownership, the name of the grantee, ths deed |-
reference, and purchase price are shown. This file is always current
when property is reassesssd or transferred a new card is prepared to
replace the old one uhich 15 transferred to an inactive file,
AdoiTED And

RECOMMENDATIONS RETAIN FOR SIX YEARS OR UNTILATRANSFERRED TO THE
S R s IﬁACTIVE FILE,_WICHEVER IS LATER; AND THEN DESTROY,
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3 ASSESSHENT CARDS FARM3 AND ESTATES PERSONAL I’RDPERTY o =

: S . =
Size: - 3l"x12n o : o : =
Datess” 195 S e
Quantity: 8 card drawera R
File Arrangementi By district and alphabet..cal by namo
. Amual Accrmlation: 3 cuble foot _

Audit: Annual outside audit

Thesa Assessment Cards are based on information dex'ived from the _

intangible personal property tax returns for farms and estates, :
showing the district number, the name and address, a description of
the intangible property and the total State and County assesment.

The tax return, prepared amually by the individual taxpayer, 1is
attached to the assessmant card and filed, The cards provide space

for five 1evy years.

RECOM&ENDATION: RETAIN FOR SIX YEARS OR UNTIL AUDITED, WHICHEVER
. ... ... 13 LATER, AND THEN DESTROY. .
SRV IS I3Y

ASSES SMENT CARD BUSI'HESS PERSONAY, PROPERTY CARD : -
oo OF PUBLIC WORKS

L
s:lze: 3’*" x12" IR e
Datoss gl o~ oo 21| 1 1657
Quantity: 22 card drawers : - )

File Arrangemonts’ Alphabetical -
Ammual Accumilation: % cubic foot
Audits Annual outside audit

The Asseasment Card for intangible perscnal
the name and address of the owner, the district mumber, the type
of business, and the agsessment on securitiss, furm!*nre, fixtures
and merchandise, with the apportioned share of County and State
. taxes. The tax returns, prepared amnually by each business fiwm,
is attached to tho card and filed. The cards provide space for five

levy years.
RECOMMENDATION: RETAIN FOR SIX YEARS OR UNTIL AUDITED, WHICHEVER
T IS TATER, ARD THEN DESTROY. -

U SLMETARY
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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.

5.

GENERAL CORRESPONDENCE

Size: 11" x 8in

Datess 195k ~ =

Quantity: 2 file drawers
File Arrangement: By subject

This file contains correspondence regarding asssssments, trangfers,
and related matters, with individuals, the State Tax Commission,
and the Board of County Commissioners. '

RECOMMENDATION: RETAIN FOR FIVE YEARS AND THEN DESTROY.
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