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1. Requesting Agency

^ftSHJUQTOH SUBUR3&H SAHIIAHY CQMMI3SIQH

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

2. Division or Bureau of Requesting Agency

PLUMSBia DEPAHTKKHT

Dispose of present accumulation. No
additional accumulation is antici-

pated. Records have ceased to have value
to warrant retention.

B
j f I Establish retention schedule for re-
* I cords for which there is a continuing
accumulation. The records will cease to
have value to warrant their retention after
the period of time indicated.

Microfilm and destroy originals.
Originals if not microfilmed would be

retained for the period of time Indicated.

4.
Item
No.

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.

>2*

C0BRESF0HDE8CR - QSSKB&I.

This file consists of correspondence (generally 6|a x lln) with
plumbers and house amors* It related to plssabing end gas insj)eo*>
tione aad© by this department* The isa serial is filed alphabetically
by the name of the person making the request for inspection, the
file occupies $ draKars (7& cubic feet) in the office area for the
years 1918 to date* the annual rats of accumulation is one-half
cubic foot*

BECOMl&aATIOyi WtMM FOE TiKEE WM3 MTZil CiiKATIOH Oil
RECEIPT AND THEH DiiSXiDI.

£5TIHAT,'J COST OH WATER. SBME& AMD ISTOSS COBHSCTIOIS

^T^>

Thio is the estimated coat oubsaitted by the Pluabiag Department to
the plusibere and house owners * for replaeeaent of existing htmae
connections (v»ter and sever) with larger sisee. The f U $ conaists
of plans, eorrespondenc© and cost sheets* The aaterial io filed
by districts and oecufdss 7 drawers (?^ eubio feet) in the office
area for the years I#t3 to date*

^t^M

DESTiiOI.
BSXkXS tG& A PERICO OF THBEE ~ygA »̂ AND THKS

BgHaiKQ HA58 ( WI1H FLUH3IKQ UIPQfS)

These plans of various sises^ are used for plwnhing installations*
Tv;o copies ere isade by the pltaabar who hatxllee the Job4 One copy
i s .returned to t&e plumber after approval by the departoent and one
i s retained in thi* office* these plans are required for a l l large

70-^

7. Agency, Division or Bureau Representative

'V fl .tf/f'/SL Supervisor - Becords Sttrirey May 22, 19$U
Signature Title Date

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

(7 Date Archivist
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6. Recommendation
of Hall of Records
and Bbard of Public
Works.

u.

developments, such as schools* apartments* stores* canaercial and
industrial construction. In the future, plans sill be required
for all construction. The sartorial is filed alphabetically by
plxoaber's name* It occupies 357 cubic feet in the offioa area
for the years 1$$2 to date* There is an inaccessible accumulation
in the warehouse for earlier years* The annual rate of accunulatii
is 2,000 plans*

BECOHtfEND&TIQHs SSXalfi FOR A PSBIQD OF THHEE 3EABS AFTER

IKSIMJATIOHS mm msa COKPLETED, ASD THEH SESZBQX.
POST CftRD (APPLIC&TIOH A3D FiilHIT FOR HIBOR. ALTERATIO2TS
OH EUJMBINQ AND OAS GONfiECTIONS

This i s a 3̂ > ac 5i" postcard which the Cocjaission has printed and
distributed to a l l plumbers who request inspections* I t i s used
by the plumbers to request inspections on minor alterations on gas
and plumbing connections. The material i s filed by street address
and occupies 3 (hm x 6") f i le drapers in the office area for the
years 19li8 to date* The annual rate of accumulation i s 500 cards*

BZQafflS&DkTXMt BJESAIS FOB A PE3IQD OF THBEE YEKBS AFTEfi
BECEIPr AHD THEH DESTROY.

/h^:

IFIGATIOH OF Q&3 DEFECTION

i s a notice to the Qas Coî jany that the inspection has been
by the Coanisaion. The caxd (3" x 71 s) i s attached to the

f <%~^

bradcet* One-half of tais card (3" x id") i s returned to
departaant by the Gas Company after the raster has been set*

'he material i s filed by permit number and occupies 3U drawers
5« x X7«) in the office area for the jears 1?U8 to date* The
jmual rate of accumulation i s 7*500 cards*

iECOMHESDATIONi EEIAJ3J FOK A PE2J0D OF TBSSS 2E&BS ARD THEN OESTBDi;

BOOSE CONHECTIOM CaEDS

'*

Fora E-760 is a card (5" x 8") used for the record of water and
sever connections. This card gives the location of the connections
and water aeters* This card originates from the House Connection
Department end is a final record of the connection for this office
use* The card goes to the Assessasnt Department to record the
connection} Water Begistar for information regarding the type of
EBter, else and location} Maintenance and Operation Division records
the nuober Jof—the aster. The cards are necetssary for pT"PMng
repair, acter checking* noter replacing, leakage locating, etc* The
material 1& filed by street location and cccapies 91 file dravers
(51 cubic feet) for the years 1920 to date* The annual accumulation
is 10,000 cards per year* Cards have been microfilaed through

X°53« as a security measure.
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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.

8.

OAS FIYTTOQ AIVLICftTIOKS

Form S-b6b (<$" x 11") is prepared in duplicate and used far
Installations, additions* alterations or repairs on gas fittings
and conversion of burners. The original copy is filed in this
office and the duplicate is sent to the person who make the
application as a receipt* The material is filed by street
addresses* It occupies 18 drovers (27 cubic feet) in the office
area for the Tears 191*8 to data* The annual rate of aecusnlation
is 7,500 cards.

BEOOMHEHDAJIOHl
DESTROT.

HETAIH FOR A PERIOD OF THREE JBAfiS AHD THEH

OAS FITTIHQ IHSPECTION CABDS

Form E-i*66 (5* x 8B) is a card used as a record of inspection of
gas 1 Twtrttl? Bt-1 ATII? « Shis card contains infonaation regarding t-Ni*
location, type of property* type of fixtures to be installed and
test made on conversion burners* The cards are filad by permit
number and occupy 28 drawers ( U cubic feet) in the office area
for the years 19l|8 to 29£w« The annual rate of accumulation is
7*500 cards*

fiECCMHEND&TIOlfs
DESTitOT.

BBTAIH FOR A PERIOD OF THBEE IE&RS AND THEH

pR(yyn> OF PLDMBIHO dSFECTIOB

Fora E-6 is a card (5" x 8*) used for inspection purpoaes on water
and sewer connections* plnrahing touting «nd final approral* This
card is checked and signed by the inspector and returned to the
department after final approval* The naterlal is filed by permit
number and occupies 6 double drawers (£ cubic feet) in the office
area for the years 3926 to 1936 and 1950 to data* Stored in the
storage room of the old office bonding is an additional accnnmla>»
tion for the years 2936 to 1950* The annual rate of accumulation
is 12*000 cards a year* These cards are checked occasionally to
see if iw»»p«̂ tr<«w> has been aads and onqoleted*

EECC&MENDATIOH!
BESTBOX.

RETAIN FOR A FEaZOD QK THREE ZE&BS AMD THEN
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