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L. Description of Records

182

i
edule 17

Tﬁeao three record items = Meter Book Page, Bill Stubs and Billing Register
are the products of the billing process, The meter books are taken by the

. meter readers at the time the semi-annual or monthly reading falls due,

Upon return, the books are sent to the IBM office.'in the basement for pro-
cessings The IBM office prepares the dill and the Billing Register whioch
are sent to the Water Registrar's Office. The meter books are also returned
to this office at which time the £illdd pages are removed to the inactive
f£1le and new pares inserted in y e. The books are then ready for
the next . _— ) :

The bills are mailed to the customer. The Billing Register is secured in
fiber board covers...sach volume containing the billing information from
approximately ten meter books, The customer returns the bill studb with
bis payment and proper posting is made on the Billing Register. The stubs
have only occasional reference made to them after the annual audit, %The
Billing Register ia kept current by bringing forward all unpald balances
amd cumlative information. Reference to the Register during the first
two years 1z frequent and very infrequent thereafter. Microfilming ie
recommended for the Billing Register (Schedule 17, Item 1) as & space
saving device and 8lso for ea<e of reference. , Tha fact that microfilming
had already been accomplished for the Billing Register fer the periocd

1949 throngh 1952 was not a determining factor in making this recommenda=
tion, but rather consideration of such procedure was based on the actual

‘need,
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1. Requesting Agency ' 2, Division or Bureau of Requesting Agency
_* WASHINGTON SUBURBAN SANITARY COMMISSION WATER REGISTRAR

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

A B C

| ] Dispose of present { Establish retention sche~ Microfilm amd destroy

| ]accumilation, No .{ ] dule for records for which {Z{originals. Originals
additional accumilation there is a contimiing accumu- not microfilmed would

is anticipated. Records lation. The records will cease be retained for the period
have ceased to have t0 have value to warrant their of time indicated,

valué to warrant reten— retention after the period of

tion. time indicated.

Z. ¥, Description of Records - -~ . Recommendation
Itém |Describe records .accurately, Include title, form mmber, | of hall of Re~
No. purpose, size of documents, inclusive dates, quantity (cubic| cords and Board

or linear feet), and show recommended retention period. of Public Works,

1, | BILLING REGISTER . d«»«w«(
This unnumbered form (11" x 17%) is prepared on IBM 7 (Do ordle
equipment, It lists the consumer's names and addresses 7 7 PP
in mumerical order (that is territory, meter book and Crmramns
page number), consumption, charges (including refuse
collection) and total bill, A cross reference file to See Extension Sheet

the account mmber is maintained by area and street

numbey, ._When a bill 48 paid it is posted to this register.
Unpaid_balances. are brought forward to the next billing
register which is prepared every six months or in cases
of_heavy_consumers, monthly., The current register pages

- | .are retained in fibre board vovers of shich there are .
170_annually (21 linear feat or. 27 oubic_feet). . Registers | . .
for 1952, occupy .25 cubic feet_in the basement vault, )
those for -earlier years have been _stored in the warehouse
(Bladensburg) and are inaccessible,  The Reglister for the
years_ July 1949 thru 1952 has been microfilmed.
__RECOMMENDATIONs Microfilm anmually after audit; retain
microfilm for 10 yearpg; .and destroy originals after

being microfilmed. . . _ . __ __
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