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1. Requesting Agency _ .
@ 1ONTOOMERY COUNTY DEPARTMENT OF FINANCE

2. Division or Bureau of Requesting Agency

DIVISION OF REVENUE AND DISBURSEMENT .

" 3. Authorization Réquested {(Check only one of thg squares below). "

A : - .
Dispose of present accumulation. No
cords for which there is a continuing

Establish retention schedule for re-

additional accumulation is antici-
pated. Records have ceased to have value

.accumulation. The records -will cease to
have value to warrant their retention ofter

e .
Microfilm .- ond destroy originals.
Originals if not microfilmed would be
retained for the period of time indicated.

to warrant retention.
o the period of time indicated.

i |Tals unmumbered Form (844 X 14*) 18 1ssued in duplicate on applica-
tion for.certification of payment or non-payment of ordinary taxes
on property. The form provides space for certification for 10 years
on both full and partial levies, This certification does not in-
clude town or city taxes. A fee is charged for certification and in
connection with tiis, & tax certification bill 43 issued (see Item
2 this schedule). The original ie given to the person applying for
certification and the copy is retained by the Division. of Revermue
and Disbursement. - Material in this file occupies 32 linear inches
(2 cubic feet) for the period Mgy 1953 to date. The annual rate of
accumlation 1s' 3 cubic feet, . \

RECOMMENDATION: _RETAIN FOR THREE YEBARS AND THEN DESTROY,
TAX CERTIFICATION BILL ' ‘

2. . e ‘
. .¢:|This 18 & pre-mumbered form (53" x 83%) used for billing of fees
.|eharged by the County in certifying payment or non-payment of taxes
on real property. “This form is prepared in triplicate and is dis-
N tributed as followsy -~ - /s : -
.QE\?‘ ‘.- . . S - s, _" . "_ - F e Lot . "
: Original .-(White) To Payor .
. ist -Copy (Blue) Retained by Division of Revemue
o~ o "~ and Disbursement as a cross reference index,
e .'2nd Copy = (Yellow) Retained by Division of Revenue '
LA ) and Disbursement for audit purposes,

o

' [The Fecommendation for this item is
low) “only. The 1st copy (blue) 1s to be considered as non record
%hig the meaning of the statute governing nonerecord materials
- AArt. L1, Secs 155, Apnotat yc,gge L AP Fram Copy

concerned with the 2nd copy (yel-

‘ - .- - 5, Description of Records \ | 6. Recommendation
4. . Describe records accurately. Include title, form number, size of documents, of Hall of Records
ltem " 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.
I, |TAX CERTIFICATION = - ‘
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o 5. Description of Records “* ' ‘ 6. Recommendation
4. Describe records accurately. Include title, form number, size of documents, .. .| of Hall of Recorﬂﬁ
tem work or activity to which ‘the records relata; inclusive dates, and quantity - and Board of Pubiic
" (cubic or linear feet) .” -Show-recommende.  ‘tention period. Works.

he

5.

| duplicate ir the Check Register.:"The Voucher Register is sent to.

“|sued by the bank for funds deposited. 4i:c.;51lips are filed chrono=

The forms are filed by date paid and c.cupy 3 linear 1ncbes Lo \.ho
period July 1953 to date. "The annual rate of accumlation is 6 to
8 1inear inches (1eal than 1/2 cubic foot).

RFCOMMINDATIONs RETATN FOR THREE YEARS OR UNTIL AU ), WHICHEVER
I§ LATER, AND THEN DESTROY, '

¥y

TAX SAI.E Rm)‘"‘ T ' )

the end of rl‘ ‘u tax payment period for delinquent accounts, Infor=
mation on thic form includes name, description of property, delin-
quent tax, interest and other charges, It is used as a basis for .
preparing the Tax Sale Docket (See Item 1, Schedule No. C=15). :The
forms are maintained in loose-leaf binders and are used at the tax
sales to record sale data. They are receipted on the cash register
to record payment of delinquent taxes by purchaser. The mawrial

is filed by Election District and sub-division and alphabetically -

therein. The binders occupy approximately L2linear inches (2 cublc
feet) in the office area. An unknown accumlation for approv‘“ *,e]y

2 years is stored in the old Courthouse. The annual rate 'vi .. :
cumilation is 1 cubic foot. ; N

RECOMMENDATION. RETATN FOR THREE YEARS AFTIR PREPARATION OF TAX
SALE DOCKET AND THEN DESTROI.

CHECK REGISTER g ; ‘ '
The Check Register, which - res 14* x 17", is prepared daily 4n
duplicate. The original.c. .is form s the Voucher Register, the

the Division of Accounts where it is retainsd permanently (see
Schedule No. C=8, Item 2). The recommendat. .on for this item applies
only to the duplicate copy or Check Registe..

The Check Register indicates the bank from which the funds are with-
drawn, the total drawn on esach bank daily, the voucher number, amount]
to whom paid, pnrpose.. chcck ‘mamber and budget account' number,

The Reglster is used '~ Hreparing the daily Cash Balance Ledger and
is used in making m~ * --] bank reconciliations of canceled checks
and bank accounts. The“Reglster is also necesm-y for the external
audit. It iz filed chronoYogically and occupies 1% cubic feet in
the office area for the ps~iod 1952 to date. There is an unknown
accumlation of these rjaz_a' N .tored in the old Courthouse. The

- -

RECOMMENDATIONs RETAIN FOR 77179%% YEARS OR URTIL AUDITED, WHICHEVER
[S LATER, AND THEN DESTROY,

-

BANK DEPOSIT SLIPS
Thisiaubuikfm(B'xS"andB'xé ».4dding machine type, is-

logically and occupy 12 linear inches for “he period April 1953 to
irl::'t.e. They are neceasary for. thg external audit. Ea.rlief ‘bank slips

This is an ur: ~mbered form (7" x 11") prepared in original only at 7:»“/&[7”
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Commission NO. 3
5. Description of Records : 6. Recommendation
4 Describe records accurately. Include title, form number, size of documen.ts, ‘| of Hall of Record§
.‘n 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.
——Tavs stored In the old Courthouse, The amual rate of accumilation

-

48 15 linear inches.

RECOMMENDATION: RETAIN FOR THREE YEARS OR' UNTIL AUDITED, (WHICHEVER )
I8 IATER, AND THEN DESTROY, - - - , M
6. | BOND AND INTEREST COUPONS ' _ - % Jgen??
. When bonds are issued the Division of Revenue and Disbursement re- .|/ {Q’V‘Z/

’ ‘cords the amount and neame of the bank through which they are issued.| - .o
Cash deposits are made by the County in-the various banke authoris
to redeem interest coupons. When interest i8s paid, coupons are us
| for tabulating the Bond and Interest Ledger (see Item 3, Schedule

No, C~15). The coupons are filed by year and by individual bond
igsue therein and occupy 18 drawers 12% x h®" x 24" (18 cubic feet)
for the period 1947 to date. There is an unknom accumlation for
earlier years stored in thé old Courthouse. The annual rate of ac-
curmlation is L4 cubic feet. ‘ .

RECOMMENTATIONs RETAIN FOR THREE YEARS AFTER PAYMENT OF ALL S
INTEREST COUPONS AND REDEMPTION OF BONDS, AND THEN DESTROY, /MQ

7 ' | DATLY SWBGMARY CASH BALANCE IEDGER 4@","&
This unnumbered 15" x 217 form is used to summarize all daily eash \%M J -

. transactions. The cash receipts are listed by type and by bank. Q.r«/,’v 1
The ledger sheet is prepared from a breakdown of cash receipts )
(£iled with the blue copy of miscellaneous receipts =~ see Scheduls
No. C~7, Item 1), made at time deposit is preparedj and from the
Check Register. The ledger 48 used in making monthly bank recon-
ciliations and 15 necessary for andit. It 18 filed by date and
occupies 1/2 cubic foot for the period 1952 to date. There is an
1 unknown accumlation of earlier years stored in the 6ld Courthouse.
The amual rate of accumulation 458 1 to 2 linear inches.

RECOMMENDATIONs RETAIN FOR THREE YEARS OR UNTIL AUDITED, WHICHEVER

. |15 1aTER, ARD THEN DESTROY. o | W
8. CASH RECEIPTS RS ' ) (, d{

.| This is an umumbered form (L* x 8%) prepared in duplicate for daily ‘7
receipts of cash by fund. The original of this form 48 sent to the

iy
Bookkeeping Department of the Division of Accounts.  The copy 48 7= :
retained by the Division of Revenue and Disbursement and 48 filed - § ©
with the blue copy of the miscellaneous receipts (see Schedule No. -
C~7, Item 1)s It 48 used to check the total of money recelved and =2 :
in the preparation of the Daily Summary Cash Balanece Ledger., The -
receipts are necessary for audit. Information shown on the cash - =~ 3
receipt is retained permanently on the Cash Receipt Tabulation 4n ~ 2
the Division of Accounts (see Schedule No. C-8, Item 3). v, o
. N i |
' " |The recommendation for this item applies only to the copy retained = c' 5
by the Division of Revenue and Disbursement. < x
X ) -,' T<
The receipts are filed chronologic and occupy 4 linear inches’ 8 :
in the office area for the period ;ﬁg 1952 to date. There'is an ‘ g
o
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The annual rate of accumulation is 2 to 3 linear inches, -

RECOMMENTATIONS RETATN FOR THREE YEARS OR UNTIL AUDITED, WHICHEVER
IS YATER, AND THEN DESTROY. b - :

CORRESPONDENCE {DIVISION OF REVENUE AND DISBURSRMENT)

The material in this file consists of correspondence ( gefxeral]y
82v x 11%) with individuals and mortgage loan companies relative

to tax collections on real propertye

The material 13 £iled by

:

-7

Dot

oubic feet. .

name of correspondent and dccupies 3 drawera (Lt cubic feet) for - -
the period 1949 to date; The annual rate of accumlation is 1}

PO §

RECOMMENDATION; RETAIN FOR ‘THREE YEARS AND THEN DESTROY,

- ‘ %
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: 5. Description of Records 6. Recommendation
Item Describe records accurately. Include title, form number, size of documents, ‘| of Hall of Records
N . work or activity to which the records relate, inclusive dates, and quantity and Board of Public
o {cubic or linear feet). Show recommended retention period. Works.
vnlnoen accumilation for earlier years stored in the old Courthouses




