LY
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REQUES_

[ER

iOR RECO‘}{DSA -'RE”I:EI"*ITION SCHEDU.

To be Submitted to the Récords Management Division™

Hall of Records Commission

SCHEDULE ~
No.,

-4

1.

PAGE
NO.

. Requesting Agency
' TOWN OF KENSINGTON

TOWN COUNCIL

2. Division or Bureau of Requesting Agency

3. Authorization Requested (Check'

Dispose of present accumulation. 'No

odditional occumulaotion is  antici-
poted. Records have ceased to have value
to warrant retention.

only one of the squares below).

B

Establish retention schedule for re-
E cords for which there is a continuing
accumulation., The records will cease to
have value to warrant their retention after

Microfilm  and destroy  originals.
Originals if not microfilmed would be

retained for the period of time indicated.

the period of time indicated.

5. Description of Records

6. Recommendation

4, ! i
ltem 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 and Board of Public
No. (cubic or linear feet). Show recommended retention period. Works.

1. | MINUTES OF TOWN COUNCIL
Dates: 1909 - -
. Quantity: 6 volumes
" File Arrangement: Chronological
" Disposable Amount: None
These volumes contain records of the proceedings of the Town Council,
' " statements of policy decisions, resolutions adopted or passed,
. actions on streets and sidewalks, water and sewage, results of town
elections, etec.
RECOM{ENDATION: RETAIN PERMANENTLY
2.| CHARTER AND ORDINANCES
Dates: 189} - -
Quantity: 1 bound volume plus miscellaneous other documents
File Arrangement: Chronological
Disposable Amount: None

The volume containg a revision of the town charter and ordiné.ncea
dated June 1, 1938. A photostatic copy of the original charter and

other publiahed revisions and amendments to the charter and ordinanceg |

are filed in the General File.

RECOMMERDATIOR: RETAIN PERMANENTLY.

~“RPPROGVED
HALL OF RECORDS COMMISSION

7. Agency, Division or Bureau. Representative

) t
Signature g S Title g

Date

M_?QZ

Schedule Authorized as Indicated in Col. 6 by Hall of
Records Commission.

4/.21 /5

Public Works.

MAY 2 8 {yy

Mo, S QLY

Disposal Authorized as Indicated in Col. 6 by Board of

7 Date

Date Archivist

WM«/\
Secretary T~




FORM HR-RM 1A

-~

-

SCHEDULE-— - -,
(11-1-88) - REQU.. ¢ FOR RECORDS RETENTION SCHEL _.E No. - <L
- Holl of Records (Continuation Sheet) PAGE °
Commission NO. 2.

)
m

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.

3.

- and voting records

REGISTRATION AND VOTING RECORDS

Size: 6" x -8"4
Dates: 1913 - -
Quantity: 'I‘wo notebooks and lists

This file contains the registration and voting records of the town.
When a voter first registers, his name is entered in a registration

book and this constitutes permanent registration for voting in all -

local elections. The Town Council appoints a Board of Judges to
supervise elections and report the results of each election to the
Council. The recomendatlon below applies to both the reg:z.stration

RECOI*I*XEHDATIOH : RETAIN PSRMANENTLY.

TAX ASSESSMENTS

Dates: 1913 - -
Quantity: 11 volumes and lists - :
Nisposable Amount: - Less than 1 linear inch

Before 1928 t.he town was responsible for assessing property for tgx
purposes. Since that time assessments have been prepared by the
county and sent to the incorporated town for collection. Since

1918 these tax bills have been prepared by the county on IBM-type

machines. The county does all advertising and gelling of property
on which taxes have not been paid. .

For collecting purposes, since 1948, Kensington maintains ;131‘.3 of
asgessments made and paid, but no other records.
below applies to both the assessment volumes for the period 1913-"
1928 and the town copy of the lists of assessments maintained since-

19L8. Niritae b
RECOMMENDATION: RETAIN PERMANENTLY. BOARD LF b
R & SIDETRERS AAY
Dates: 1898 - -
Quantitys L volumes

These records consist of Kensington Improvement Bomds:
cates of Indabtedness, 1898-1920; Improvement Bonds, 1902: Watér

and Sewage Certificates, 1916; and unused certificates. As indebt~
edneas was pald off, these certificates were canceled.

RECOMMENDATION: RETAIN PERMANENTLY.

The recommendation

APPROVED
HALL OF RECORDS COMMISSION

- G e o ———— . —

HCI‘AK\

D Y
CBLIC WORKS |
IR




FORM HR-RM 1A /

_ scuem}t.i——m A
(11-1.86) -REQUL. ¢ FOR RECORDS RETENTION SCHEL _.E < INO. -
Hell of Records (Continuation Sheet) PAGE
‘Commission NO. 30
4 5. Description of Records 6. Recommendation
< Describe records accurately. Include title, form number, size of documents, of Hall of Records
.’n work or activity to which the records relote inclusive dotes and quonhty and Board of Public
) {cubic or linear feet). Show recommended retention period. Works.

6. | RECORDS OF WATER AND SEWAGE SYSTEMS

Dates: 1913 - 1922

These include an advertisemnt for bids for construction of a water
works and sewage system, a bound volume of minutes of Town Council
meetings and documents concerning the installation, construction

and maintenance of the system, and the accounts of the Water Depart-
ment, 1916 - 1922. 1In 1921, water and sewage facilities, together
m.th the responsibility for their maintenance, were taken over by
the Wash:mgton ..;uburba.n Sanitary Ccmnission.

RECOM{ENDATION: RETAIN PERMANENTLY.

SION

S

7. | DOCKET BOOK . ‘

‘Dates: 1908-1921
Quantity: 1 volume

This volume contains a record of offenders who appeared before the

Mayor for trial for minor crm:mal offenses, shmn_ng the charves
‘ and fines imposed.

APPROVED
HALL OF RECORDS COMM

During the period when this record was milntained, the Mayor (acting
as Justice of the Peace) had jurisdiction over persons who had com-
mitted minor criminal offenses. With the establishment of the

People's Court of Montgomery County, jurisdiction in’ criminal cases
was t.ra.nsferred to ths county court.

T«nw- R ——

RECOMMENDATION: RETAIN PERMANENTLY. .- = - A ’Ex‘\’-""i'l 2 1Y

: C : - BoARD CF PYRLIC WORKS
8. | INSURANCE POLICIES T

. Sises 8%’“ X ]J.L" . TSN RSB
) Dates: 1928 - -

Quantity: 3 cubic foot

File Arrangement: Chronological by year | 477 /"%
Ammual Accumilation: Less than one linear ,

Disposable Amount: 1/8 cubic foot

SECHILTARY

This file consists of employer!s liability insurance policies of
the town and automcbils insurance policies for city vehicles.

A. | RECOMMENDATION: RETAIN AUTOMOBILE INSURANCE POLICIES WHILE IN FORCE
AND FOR THREE YEARS THEREAFTER; THEN DESTROY.

‘. RECOMMENDATION: RETAIR EMPLOYZR'S LIABILITY POLICIES PERMANENTLY.




[

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

FORM HR-RM 1A (”’ SCHEDULE -
(11-1-86) " REQU._f FOR RECORDS RETENTION SCHEDwutE NoO. - -4
, Holl of Rocords {Continuation Sheet) PAGE '’
Commission NO. h.
4 5. Description of Records . 6. Recommendation
om Describe records accurately. Include title, form number, size of documents, of Hall of Records
Qo. work or activity to which the records relate, inclusive dates, and quantity wd kBom—d of Public
orks.

9.

A.

B,

10.

APPLICATIONS TOR TOWN BUIIDING PERMITS

Size: 8" x 11® .

Dates: 1919 - -

Quantity: 8 cubic feet

File Arrangement: Chronological by year
Annual Accurmlation: Less than one cubic foot
Disposable Amounts h cubic feet

These are application forms (origina.l) with or without attached
plans or blueprints. Oversize blueprints are filed separately.
This file contains applications for both commercial buildings and
private dwellings., The recommendations below apply to both the
applications and the maps, charts, or blueprints filed with them or

filed separately.

RECOMMENDATION: RETAIN COMMERCIAL APPLICATIONS AND BLUEPRINTS
. PERMANENTLY.

RECOMMENDATION:; RETAIN A.PPLICATIONS AND BLUEPRINTS FOR PRIVATE
' .. - DUGELLINGS FOR THREE YEARS A_bDTXﬂBN DESTROY.

_ TRADERS! LICENSES'

Dates: 194
File Arrangement- Chrcnological

These are duplicate copiea of licenses i.ssued by the County Clerk
to business concerns operating in the Toun of Kensington. The

APPROVED
HALL OF RECORDS COMMISSION

original is retained by the Clerk of Court. ‘ IR
RECOMMENDATION:  RETATN FOR THREE YEARS AND THEN DESTROY:ARD CF
GERERAL FILE

Sizes Ietter, lega.l, othsr

Dates: 1898 - -

Quantity: S.li cubic feet '

File Arrangements Alphabetical by subject o©
Anmual Accumulation: Less than 1 cubic foot

This file contains records created or received by various town

officials in the performance of their official dutiea, the majority

by the Toun Clerk. It has besen assembled fyrom the incomplete
accurmlation acquired before 1956 and organized under broad cate-
gories of subject matter or type of record.

The various sub-aeries of records within this file can be divided
into four catsgories for retention purposes: :

PN R BBY

"_I‘.x i\.

3
-

A L

V. ‘Ji\ KS

R\
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FORM HR-RM 1A
(11-1-86)

Hall of Records
Commission

(A.
REQU._f FOR RECORDS RETENTION SCHEDuULE

SCHEDULE‘

mi

(Continuation Sheet)

PAGE
NO.

5.

4.

O.

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

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

A,

B.’

| RECO‘MENDATION:

A. RECORDS OF PERMANENT VALUE:

Charter and ordinances; records of town 'property and investments;
records documenting policies and precedents of town departments
and Cormissionsy records on construction and other town projects
(including plans and specifications); legal records (suits, con-
tracts, etc.); records of town employees (in swmmary form), maps.
RETAIN PERMAMBN"LY ‘

' B. RECORDS OF TEYPORARY VALUE: |

_ _ - :

Working papers for budget or audit purposes; bills, receipts, vouch-
ers, and other accounting records (Item 12); housekeeping records

(garbage collection, street cleaning, etec.) ; records relating to
ncense and permit issue; dog tags. -

RETAIN FOR THREE YEARS OR U'NTIL AUDITED, WHICHEVER

RECOMMENDATION:
IS LATER, AND THEN DESTROY -

" C. NON-RECORD; | |
Iiuplicate c_opies of correépondence_ and other papersj printed materia
b amomm S
Includes 5.11 records not men*“idn,ed épecifically in A-C above:
RETAIN FOR THREE YEARS OR UNTIL AUDITED; THEN.

REMOVE AND RETAIN PERMANENTLY RECORDS HAVING
CONTINUING ADMINISTRATIVE, HISTORICAL, AND

RECOMMENDATION

5SION

~
]

APPROVED

HALL OF RECORDS COMMI

IEGAL VALUE AND DESTROY ALL OTHER MATERIAL
ACCOUNTING RECORDS

Dates: 151} - -
Quantity: 8 cubic feet ‘
File Arrangement:; Chronoclogical’

Annual Accurmlation: Less than 1 cubie foo
Disposable Amount: 7 cubic feet ,
Audits - Armual by C.P.A. and two town ci

.
¥ H
A\l‘: 3.‘_(_)'
—
i

Femy e

DI
WONRKS

J B/ S

SULORETARY

This item includes all a.cconnting records used as supporting data
for entries in Recelpts and Disbursement Books, the boaks
of aceount of the town. These books (4 volmnes, 191 - =) record
all receipts and payments of the Town Treasury and must be retained

permanantly. Supporting recoerds include:

Deposit slips
Bank statements and pass books

a.
b,

S i e P Rl




FORM, HR:RM
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* REQU._f FOR RECORDS RETENTION SCHEDuULE

(Cpntinuotion Sheet)

!*h.:II of Records

Commission

SCHEDULE ™ -
No. - -]

PAGE
NoO. é.

6. Recommendation

4,
4

5. Description of Records
Describe records accurately.

{cubic Or linear feet). Show recommended retention period.

Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity

of Hall of Records
and Board of Public

Works.

‘Ce.. . Check stubs .

d. Canceled checks

©.  Vouchers'

g. Otner bllls and receipts

RECOI‘ZMENDATION-
: '~ ' IS LATER, AND THEW DESTROY.

RETA]N FOR SEVEN YEARS OR UNTIL AUDITED, VHICHEVER

Sp oy LT ARy

Rl
-

APPROVED
HALL OF RECQRDS COMMISSION




