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1.

. R ting A ‘-
‘ equesting Agency

DEPARTMENT OF FINARCE | Director's Office

2. Division or Bureau of Requesting Agency

to warrant retention.

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

the period of time indicated.

A . c
. Dispose of present accumulation. No Establish retention schedule for re- Microfilm aond destroy originals,
additional occumulation is . antici- cords for which there is a continuing Originals if not microfilmed would be
pated. Records have ceased to have value _ accumulation. The records will cease to . retained for the period of time indicated.
hove value to warrant their retention after

5. Description of Records

6. Recommendation

2.

LEGAL OPIMIONS -

Datest 1950 = -

Size: letter-sise

Quantity; 1 fils draver :

File Arrangements Chronological -

This file eontains the original opinions prepared the County
Attorney or the Attorney General on mattef-a conceugng taxes,
assessments, bonds, and other (lLegal opinions prepared in connection
with bond issues are filed in the Bond File =~ Item L of this sched-
ule). Thess opinions are constantly referred to and should be re-
tained permanently. ' L

'EBQOMMENDATION: EETAIN PERMANENTLY.
FINANOIAL EEPGRTS, AUDITS, AKD BUDGEYS

Dates: 1932 « -

Quantitys S file drawers '
Anmial Acoumlations HNegligible
File Arrangements Chronological

This fils is eomposed of the following records, printed or type-
soripts a) County budgets; b) Department of Finance Anmal
Financial Reports; ¢) Copies of Appropriation Resolutionsg
d) Officdal copies of reports of the extermal and internal sudi-
tors; e) Audits of the several Fire Departments by cutside firms.
One copy of each report should ba retained permanently as the

4,
ltem 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
0. (cubic or linear feet). Show recommended retention period. Works.
1. ’

APPROVED
HALL OF RECORDS COMMISSION

7. Agency, Division or Bureau Representative

%/M%ﬂcy/z Director of Finance October 30, 1961
Signature / Title Date
Disposal Authorized as indicated in Col. 6 by Board of

chedule Authorized as Indicated in Col. 6 by Hall of
ecords Commission. *

Public Works. .

M g . NOV 13

44[6/ yil74 wz/ 1961 MM&Z&%
/- Date Archivist Date Secretary g
— —s —
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5. Description of Records

PAGE
No.

6. Recommendation
of Hall of Records

and Board of Public

2.

4.

Describe reccrds accurately. Include title, form number, size of documents,
work or activity to which the records relate inclusive dotes and quantuty

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

Works.

A

3.
o

official yeoords the remaining eopiss are oconsidered non-record
within the meaning of the statute governing non-record material
(Amnotated Cods of Maryland, 1957 Ed., Art. k1, Sec. 179), and may .
hodsamyadumasthwmuhanammtnﬁnvamto

the operation of the offioce,

RECOMMENDATIONs RETAIN PERMANENTLY ONE COPY OF EACH AUDIT,
FINANGIAL REPORT, AND BUDGET.
GENERAL n'n.ns

'Datess 1916--
Quantitys 10 file drawers o0
Amal&om]aﬁms 1 file draver

Fils Arrangemsnts By subject, then chronological
Luditt ?erindicintama‘l.mdlt; ammalexeermlmdtt

.1anecus financial statements, daily analysis of tax collections,
dally tax receipts, and dxily license eollectioms which are later :
Material having contine

,posted to ths peymansnt books of account,.
uinghgalm'ammunmhotothaoperatimorthaofﬁa
"chould be retained until such value no longer exists.
mumm

@;’E‘;

Ismm; THER DESTROY,.

L. ’ o
-19”--‘ .

'Sim lotter-sice

Quantitys - Bﬁhdrmrs,sm

m.w: Bybundiam .

are correspondsnoe
(Prospestus) and detailed reports for preparation of bond issus,

Theseﬁlsseomisbpﬂmﬂ]yofﬁmnd.alreeords, budgets, tax
sales, Washington Suburban Sanitary Commissgion papers and miscel=

mmmmmmnsmmn.am, WHICHEVER

Mmommwmmmﬁ.ngtobmdm;m
» Wworkshsets, bid cards, ons for each bid, bids
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issus are also contained in this file.

THEN DESTROY,

5. | _PERSONAL BOED FILE

msammmmmmmmmmm

RECOMMENDATION: mnnwmmmumm&ssunxsacrm&
mmmmmmmmm; 1
713 ifal

AT e

TED BY
SBLIT WORIZS

, Dates: 1930 - =
latter

SECIEETARY

d

.'Sises
- Quantity: 1 file drawer,
File Arrangements Bym’nctbouho
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o ey A k&C’u:sr FOR RECORDS RETENTION SCHEDULE NO.
Hall of Records (Continuation Sheet) PAGE
Commission NoO. 3s
5. Description of Records 6. Recommendation
of Hall of Records
ond Board of Public

Describe reccrds accurately. Include title, form number, size of documents,

m work or activity to which the records relate, inclusive dates, and quantity
o (cubic or linear feet). Show recommended retention period. Works.

This fils is composed of personal bonds of County employess and
relatsed papers including renewals, covering letters, warrants and
wvouchers showing payment. . o, - ‘
RECCMMENDATION: RETAIN FOR THE DURATION OF EMPLOYMENT AND FOR

. THREE YEARS THEREAFTER; THEN DESTROY.

6. | TAX ANTICIPATION PAYMENT FILES

Dates: 1960 - - )

. : Quantity: 1 file drawer

) -+ -7 - Fils Arrangement: Alphabetical

This f£ile ocontains papers pertinent to the recently emocted Tax
Anticipation Ordinance which permits pre-paymsnt of taxes in install
ments and a small discount for o doing, Included are copies of
the Ordinance, letters of instructions to the banks selling the .
cdrtificates, and other related material,

RECCMMENDATION; ' RETATN PERMANENTLY. . A
7. | CORPORATIOF TAX CERTIFICATIONS \ T

. Datess 1945 - - -
L. Quantity: 1 file drawer .
) File Arrangements Chronologieal

This file consists of State Tax Commlssion Form No. 203 (11* x 177)

and is a certifisd 1ist of corporations taxable in Montgomery
Countys (This certification, which lists the taxpayer's nams,

address and assessment, iz forwardsd to the County which does the

collsoting)., The form 15 also used to prepare the tax bill and 4

for the distribution of money received. It is nsocessary for amdit

purposes, Once ths tax bills are prepared and thé"diétiiﬁﬁon‘iqv-]?D 13Y
mads, there is only occasional nsed far the certifieation, : @'~/ ¥~

' Pl ary oF PUBLIC WORKS

RECOMMENDATIONs RETAIN FCR FIVE YEARS; THEN DESTROY.
: . * NOV 13 1961

APPROVED
HALL oF RECORDS COMMI~SI0N

8. | TAX COLLECTION SUMMAHY |
Datess 1940 - - . l /éﬁé\(/\h\ Vdiooéc/, .
N et

-

Quantity: 1 file drawer

File Arrangemsnts Chronological L
Audit: Anmual external andit; periodic Internal sndit
This wmmbered ledger shest (11* x 14*) is prepared monthly to
. | swmarize tax collections. The chest 18 lins rmumbered for dats and
shows type and amount-of tax sollectdd on each date. It is pre-
‘ pared fron the Daily Analysis of Tax Collections from the office
of Reverms and Disbursemsnt, The summary is used as a monthly

thdﬁMnmmjglmmMMt.

RETAIN POR THREE YEARS OR UNTIL AUDITED, WHICHEVER

RECOMMENDATION:
IS IKTER} THEN DESTROY,

—t
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6. Recommendation

4,

Q-

5. Description of Records
Describe reccrds accurately. Include title, form number, size of documents,
work’ or activity to which the records relote inclusive dotes and quontlty
(cubic or linear feet). Show recommended retention period.

of

Hall of Records

and Board of Public
Works.

9. HOM’HII TAX ANALYSIS

pd

1.

TAX REFUNDS AND OVERPAYMENTS

Datess 19110 -

Quantity: 1 fils drawer

File Arrangemsnt: Chronclogiecal

Audit: Ammal external auwdit} periodio internal audit .

Maiaamnthlystatemtotmtaxcommionsamireﬁmds It
uatwo-pageumhemdfom(%“xn')prepamdmmumﬂﬂy
Tax Collection Smmmary (Item 8) and the Tax Refunds and Overpay-
ments, (Item 10), Information on this form is posted to the

IadgorintheBoonepinxDapartnent.

RECOMMENDATION: RETAIN m THREE YEARS.OR UNTIL AUD]!EED, WHICHEVER: -
IS LATER} THEN DESTROY.

‘Dates: 1540

Quantity: 2 m.c drawers - ‘
. Mle Arrangement: Chmnologieal ’ S n

Anditx -inmeal external amdit; periodic internal mdit

o -

Tﬁiahaumhhaetincolma.rpadfomandnstsdamm
refund or and shows distribution of same. This work-

overpaymsnt
gheet 45 used in preparing the Monthly Analysis for tax coll-
(Iten 9). Hladdﬂxthamrksheotamthopﬂ.nkeopiesottha
refund voucher.
RECOMMENDATION: munmmmmmmn. AUDITED, WHICHEVER,
. IS LATER; THER DESTROY,

STATISTICAL WORKSHEETS
Dates: 1939 = -
8ises 84" x 1w
Quantity: L file drawers
File Arrangsments Alphabetical by subjeot

Thess worksheots relates to statistics concerning ths various funce

APPROVED
HALL OF RECORDS COMMISSION

tions of the Department. Thestaﬁsﬁcalmdesormsaﬁ

made on request. In summary form, these m-haheete have: some’éan-!{

timing value, Lo4alD CF PUBL

RECCMMENDAT XOMNs mnmmmnsmmmmmwsrgtg;wl
- ' 4

THEY DESTRCY .
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Commission NO. 5‘.
5. Description of Records 6. Recommendation
4. Describe reccrds accurately. .Include title, form number, size of documents, of Hall of Records
qem 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.
12, | CORRESPONDENCE .
Datass 195
Quantitys 5 file drawers
Anmial Accumilations '1 file drawer \ =
File Arrangements Alphabot&cal by subject ' ) o
w
This £115 contains correspmndence with banks with which the =2
County does business, the Board of Edunocation, Financial Advisory o=
Conmittee, professional organizations, audit firms, other S
departments and the public, Also included are a chronological >m
reading file, copies of internal andit reports, and correspondence © g
_concerning the Police Retirement Fund, and State Road and Schoal =S
Yoans, - Therecmndaﬁmbelowdoesmtapplytotoldemmxhd °‘§u—>
“PemanentFﬂe'miohmtoboretaimdinthoomu. ::‘°=
[ ¥
RECOMMENDATION: RETAIN FIVE YEARS (THREE YEARS IN OFFICE AND TWO ©
- YEARS IN comrrz RECORD CENTER)3THEN DESTROY <::.'
. x
oLl NS BY
P o= e OF PUBLIC WORKS
E NCV 18] 1901
‘ 1 secfrary
“‘ e ————
}




