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Agency 
Worcester County 

Division/Unit 
Treasurer's Office 

Item No Description Retention 

1 

4 

5 

6 

7 

10 

11 

Assessment and taxation 

Check vouchers - from County Commissioners 

Tax records - checklists, delinquent reports, commissioner's 
list, bank records, cap projects, misc review sheets, check stubs 

Food tax 

Transfer tax 

Development tax collections - aka ag tax 

Daily/monthly posting reports - for tax deposits 

Personal property tax liability fee journal 

Posted tax bills 

Tax load totals 

Tax levy books - list of all accounts by owner name 

Retain for 3 years, then destroy 

Retain 3 years and until all audit 
requirements have been met, 
then destroy 

Retain 3 years and until all audit 
requirements have been met, 
then destroy 

Retain 3 years, then destroy 

Retain 3 years, then destroy 

Retain 3 years, then destroy 

Retain 3 years and until all audit 
requirements have been met, 
then destroy 

Retain until balanced, then 
destroy 

Retain 3 years and until all audit 
requirements have been met, 
then destroy 

Retain 3 years, then destroy 

Retain for 3 years, then destroy 
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Item No Description Retention 

12 Tax sale - account ledgers, check book, 1099 report for tax 
sale purchase, personal account worksheet, certificate of sale, 
ads, financial disbursements records 

Tax sales: auctions and 
redemptions, retain for 5 years 
and until all audit requirements 
have been met, then destroy; tax 
sale books and forclosure, retain 
for 25 years and until all audit 
requirements have been met, 
then destroy 

13 Tax ditch Retain 3 years and until all audit 
requirements have been met, 
then destroy 

14 Control book - manual, outstanding tax Retain until updated or 
superseded, then destroy 

15 Tax payer correspondence - taxes, copies for return payment Retain 2 years from tax sale to 
tax sale, then destroy 

16 Tax collections report - county and state Retain 3 years, then destroy 

17 Tax collections report - town Retain 3 years, then destroy 

18 Public debt - report of collectors of state taxes, check stub, 
report, department copy, increases/decreases 

Retain 3 years and until all audit 
requirements have been met, 
then destroy 

19 Various financial reports Retain 3 years and until all audit 
requirements have been met, 
then destroy 

20 Tax credits - corporate tax returns, tax credit/exemption 
certificates, verification of recaptured homeowners tax credits 

Retain 3 years and until all audit 
requirements have been met, 
then destroy 

21 Motor vehicle reports - aka weekly report of license tags 
and/or stickers sold by MVA, MDT report 

Retain until updated or 
superseded, then destroy 

22 Room tax - monthly summary, daily summary by city, 
accounts out of balance, old system, CPO, by levy year, 
report, daily transaction summary, transaction detail 

Retain 3 years, then destroy 
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23 MASS payments - bank reports of payments made to County 
by taxpayer 

Retain for 5 years, then destroy 

24 Fixed asset report - CPO, by department, annual Retain until updated or 
superseded, then destroy 

25 Y2K policy Retain 3 years, then destroy 

26 Budget files Retain 3 years, then destroy 

27 Audit work papers - reference files Retain for 5 years, then destroy 

28 Bond work papers - office statement work papers Retain for 20 years, then destroy 

29 Uniform financial report - transmittal and verification 
document, retirement, special projects 

Retain 3 years and until all audit 
requirements have been met, 
then destroy 

30 Correspondence - by department/community/state Retain until no longer needed, 
then destroy 

31 Application's folders - applications, correspondence Retain until updated or 
superseded, then destroy 

32 Daily postings - misc review report, transaction summary, 
detail summary, food and tax report 

Retain 3 years and until all audit 
requirements have been met, 
then destroy 

33 Out of balance - correspondence, out of balance reports, 
taxpayers who didn't file 

Retain 3 years and until all audit 
requirements have been met, 
then destroy 

34 Misc revenue - permits, misc review report with approval, 
copies of department tickets 

Retain 3 years and until all audit 
requirements have been met, 
then destroy 

35 Deposit account book - manual list prior to entering 
information into computer 

Retain 3 years, then destroy 

36 Daily out of balance account book - uses manual approach 
prior to entering information into computer 

Retain 3 years after reconciled, 
then destroy 

37 Purchase orders - copy, includes month ending report Retain 3 years, then destroy 



DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

Schedule No. C-941 

RECORDS RETENTION AND DISPOSAL SCHEDULE 
(CONTINUATION SHEET) Page 4 of 7 

Item No Description Retention 

38 Original bank statements - general fund - payroll and 
accounts payable 

Retain for 5 years, then destroy 

39 Returned checks - for general fund only with copy of check 
and bank slip (IF), handwritten log 

Retain for 2 years, then destroy 

40 General fund check book - banking form, hand completed Retain for 5 years, then destroy 

41 General fund bank reconciliations Retain for 5 years, then destroy 

42 Bank deposit envelopes - after bank statement is done Retain 3 years, then destroy 

43 Checks and prepaid authorization form and copy Retain for 2 years, then destroy 

44 Paid bills - general fund - manual warrants, board warrants, 
authorized warrants, check copies, original invoice 

Retain for 5 years, then destroy 

45 Check vouchers - computer print out of checks with authorized 
warrants list 

Retain 5 years, then destroy 

46 Cash investment report - aka commissioner's list - bills in 
computer (called authorized warrants), commission approval 
for payment 

Retain for 2 years, then destroy 

47 Transfer sheets - copy deposit slip, land instrument intake Retain for 3 years, then destroy 

48 Equipment contracts/invoices, copies — vendor information Retain for 3 years, then destroy 

49 1099s/W-9s Retain for 3 years, then destroy 

50 Performance bond summary - summary, misc revenue report Retain for 3 years, then destroy 

51 Performance bond active - bank statements Retain for 3 years after closed, 
then destroy 

52 Personal property and corporate adjustments - initials bills and 
adjustments that didn't go out in regular process (new owners, 
etc.) 

Retain for 3 years and until all 
audit requirements have been 
met, then destroy 

53 Corporation collections - notifications in collection process, 
correspondence, certificate del cards, printout of account 

Retain for 3 years after 
collection, then destroy 
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54 Bad checks - checks, letters sent to taxpayers Retain for 3 years and until all 
audit requirements have been 
met, then destroy 

55 Refund checks requested - check copy, account information, 
notes/correspondence 

Retain for 3 years, then destroy 

56 Correspondence Screen annually. Destroy 
material having no further fiscal, 
legal or operational value. 
Retain permanently any material 
that serves to document the 
origin, development and 
accomplishments of the 
department. Transfer 
periodically to the MD State 
Archives. 

57 Bankruptcy - form B9A, lists company as creditor, debtor's 
account information, district court information 

Retain for 3 years after 
settlement of claim, then 
destroy. 

58 Increase/decrease - real property, procedure notes, state 
department assessment change report, state refund information 

Retain for 3 years, then destroy. 

59 Monthly reporting sheets - payment record, 
increases/decreases 

Retain for 3 years and until all 
audit requirements have been 
met, then destroy. 

60 Homeowner credits - lists every credit issued Retain for 3 years and until all 
audit requirements have been 
met, then destroy. 

61 BRC conversion file - software conversion Retain for 15 years after final 
conversion, then destroy. 

62 Financial statements Permanent. Transfer periodically 
to the Maryland State Archives. 

63 Budgets Retain for 3 years, then destroy. 

64 Wire transfers Retain for 3 years and until all 
audit requirements have been 
met, then destroy. 
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Description Retention 

65 County Commissioner's minutes Retain copies for 5 years, then 
destroy. 

66 Water and waste water issues - correspondence, agreements, 
contracts 

Screen annually. Destroy 
material having no further fiscal, 
legal or operational value. 
Retain permanently any material 
that serves to document the 
origin, development and 
accomplishments of the 
department. Transfer 
periodically to the MD State 
Archives. 

67 W-2s Retain for 3 years and until all 
audit requirements have been 
met, then destroy. 

68 Audit workpapers Retain for 5 years and until all 
audit requirements have been 
met, then destroy. 

69 Manuals and guides Retain until updated or 
superseded, then destroy. 

70 County phone bill reports - reconciliation, procedures, bills Retain for 3 years, then destroy. 

71 Electrical permits - general ledger entry form, check request 
form 

Retain for 3 years, then destroy. 

72 Misc revenue reports, copy, MVA fees Retain for 3 years, then destroy. 

73 Housing rehab - report with copies of deposits, accounting 
sheets with lists of payments 

Retain for 3 years paid, then 
destroy. 
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74 Tax ledgers and cash receipts screen annually. Destroy 
material having no further 
fiscal, legal or operational 
value. Retain permanently any 
material that serves to 
document the origin, 
development and 
accomplishments of the 
department. Transfer 
periodically to the MD State 
Archives. 



Treasurer's Office 



Treasurer's Office 



Treasurer's Office 



Treasurer's office 



Worcester Co. 

Treasurer's Office 



Treasurer's office 

Retain 3 years, and until all audit 
requirements have been met, then 

_ destroy 



Treasurer's office 



Treasurer's office 

Retain 3 years, then destroy 



"Worcester Co. 
i Treasurer's office 

Retain 3 years, then destroy 



Worcester Co. Treasurer's Office 

Retain 3 years, and until all audit 
requirements have been met, then 

. destroy , 



1 Worcester Co. 
Treasurer's Office 



Treasurer's office 

Retain 3 years, and until all audit 
requirements have been met, then 
destroy 



Treasurer's office 



Treasurer's office 



1 Worcester Co. Treasurer's Office 



Worcester Co. Treasurer's office 

Retain 3 years, then destroy 



20. TELEPHONE NUMBER 



. Worcester Co. Treasurer's Office 



20. TELEPHONE NUMBER 



Worcester Co. treasurer's Office 





20. TELEPHONE NUMBER 



Worcester Co. Treasurer's Office 

Retain 3 years, and until all audit 
requirements have been met, then 
destroy 



20. TELEPHONE NUMBER 



Worcester Co. 
Treasurer's office 

Retain until updated or 
superceded, then destroy 



Worcester Co. 
Treasurer's Office 



Worcester Co. 
Treasurer's office 

Retain 3 years, then destroy 



Worcester Co. 
Treasurer's office 

Retain 3 years, then destroy 



Worcester Co. 
Treasurer's Office 

Retain 3 years, then destroy 



Treasurer's office 

Retain 3 years, and until all audit 
requirements have been met, then 
destroy 



IWorcester Co. 
Treasurer's Office 

Retain 3 years, and until all audit 
requirements have been met, then 
destroy 



20. TELEPHONE NUMBER 



Worcester Co. 
Treasurer's office 

Retain 3 years, then destroy 



Worcester Co. 

Treasurer's office 

Retain 3 years, then destroy 



Worcester Co. Treasurer's office 



20. TELEPHONE NUMBER 



Worcester Co. Treasurer's Office 

Retain 3 years, then destroy 



Worcester Co. " Treasurer's Office 

Retain 3 years, then destroy 



Retain 3 years, then destroy 



Worcester Co. reasurer's Office 



=Worcester Co. 



Worcester Co. 

Treasurer's office 



Worcester Co. 
Treasurer's Office 

Retain until updated or 
~ superceded, then destroy 



Worcester Co. 
Treasurer's office 

Retain 3 years, then destroy 



Worcester Co. 
Treasurer's office 

Retain 3 years, then destroy 



Worcester Co. Treasurer's office 



Worcester Co. Treasurer's office 



Worcester Co. 
Treasurer's office 

Retain 3 years, and until all audit 
requirements have been met, then 
destroy 



Worcester Co. 
Treasurer's office 



Worcester Co. 
Treasurer's office 

Retain until updated or 
superceded, then destroy 



Worcester Co. 
Treasurer's office 

Retain 3 years, then destroy 



Worcester Co. 
Treasurer's office 

Retain 3 years, and until all audit 
requirements have been met, then 

• destroy 



I Worcester Co. 
Treasurer's office 

Retain 3 years, and until all audit 
requirements have been met, then 
destroy 



20. TELEPHONE NUMBER 



Worcester Co. Treasurer's. Office 

Retain 3 years, then destroy 



Worcester Co. Treasurer's Office 



Worcester Co. Treasurer's Office 

Retain 3 years, then destroy 



Worcester Co. Treasurer's Office 



Worcester Co. 
Treasurer's Office 



Worcester Co. Treasurer's Office 



Worcester Co. Treasurer's Office 



Worcester Co. Treasurer's Office 

Retain 3 years, then destroy 



Worcester Co. Treasurer's Office 



Worcester Co. Treasurer's Office 



Worcester Co. 
treasurer's Office 



Worcester Co. 
Treasurer's Office 



Worcester Co. reasurer's Office 

Retain 3 years, then destroy 



Worcester Co. 
Treasurer's Office 

Retain 3 years, then destroy 



Worcester Co. Treasurer's Office 

Retain 3 years, then destroy 



Worcester Co. Treasurer's Office 

Retain 3 years, then destroy 



Worcester Co. Treasurer's Office 

Retain 3 years, then destroy 



Worcester Co. 
Treasurer's Office 



Worcester Co. Treasurer's Office 

Retain 3 years, and until all audit 
requirements have been met, then 
destroy 



Worcester Co. easurer's Office 

Retain 3 years, then destroy 





Worcester Co. Treasurer's Office 

Retain 3 years, and until all audit 
requirements have been met, then 
destroy 



Worcester Co. Treasurer's Office 

Retain 3 years, then destroy 



Worcester Co. Treasurer's Office 

Screen annually. Destroy material having no 
further fiscal, legal or operational value. Retain 
permanently any material that serves to 
document the origin, development and 
accomplishments of the department. Transter 
periodically to the MD Stole Archives 



Worcester Co. 
Treasurer's Office 



Worcester Co. 
Treasurer's Office 

Retain 3 years, then destroy 



Worcester Co. 
Treasurer's office 

Retain 3 years, and until all audit 
requirements have been met, then 
destroy. 



Worcester Co. 
Treasurer's office 

Retain 3 years, and until all audit 
requirements have been met, then 
destroy 



Worcester Co. 

Treasurer's Office 



Worcester Co. 

Treasurer's Office 

Permanent. Transfer periodically 
to the Maryland State Archives 



Worcester Co. 
Treasurer's Office 

Retain 3 years, then destroy 



Worcester Co. 

Treasurer's Office 

Retain 3 years, and until all audit 
requirements have been met, then 
destroy 



Treasurer's Office 



Worcester Co. Treasurer's Office 

Screen annually. Destroy material having no 
further fiscal, legal or operational value. Retain 
permanently any material that serves to 
document the origin, development and 
accomplishments of the department. Transfer 
periodically to the MD State Archives 



Worcester Co. Treasurer's Office 

Retain 3 years, and until all audit 
requirements have been met, then 
destroy 



Worcester Co. Treasurer's Office 



Worcester Co. Treasurer's Office 



Worcester Co. Treasurer's Office 

Retain 3 years, then destroy 



Worcester Co. Treasurer's Office 

Retain 3 years, then destroy 



Worcester Co. 
Treasurer's Office 

Retain 3 years, then destroy 



Worcester Co. Treasurer's Office 

Retain 3 years,'then destroy 



Treasurer's office 

screen annually, uesiroy material naving no 
further fiscal, legal or operational value. Retain 
permanently any material that serves to 
document the origin, development and 
accomplishments of the department. Transfer 
periodically to theMD State Archives 


