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l.' Requesting Agency
‘IASHIHGI‘OH SUBURBAN SARITARY COMMISSION PLUMBING DEPARTMENT

2. Division or Bureau of Requesting Agency

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

A Establish retention schedule for re-

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.

Dispose of present accumulation. No

additional accumulation is antici-
pated. Records have ceased to have value
to warrant retention,

Microfilm

Originals if not microfilmed would be
retained for the period of time indicated.

and destroy originals.

4 5. Description of Records

6. Recommendation

It Describe records accurately. Include title, form number, size of documents, of Hall of Records

Nem 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.

p CORRESPONDENCE « OENERAL _ ' '

This file conalsts of correspordence (generally 93" x 11®) with
plumbers and houss owmers. It relates to plumbing end gas inspooe
tions made by this department.
by the name of the person making the request for inspection. The
file occupies 5 drawers (73 cubie feet) in the office area for the
years 1949 to date. The annual rats of accumulation is one-half
abie foot, - ' ' ’

RECOIRMENDATION: RETAIN FOL THREE IBARS AFTER CHEATION O
RECEIPT AND THEN DESTROX,

Q..

ESTIMATED COST ON WATER, SHEWER AND HOUSE COENECTIOHS

This is the estimated cost subtmitied by the Pluntdng Department to
the plumbers sand house owmaray for replacement of existing house
commeotions (water and sewer) with larger sizes, The £1l# consists
of plang, correspondence and cost sheots. The material is filed
by districts and occupies 7 drawers (93 cuble fest) in the office
ares for the years 1943 to date. -

RECOMMENMDATIONs KETAIH FOR A PERIOD OF THREE YEARS AND THEN
DESTROY. '

BUILDIRG PLANS ( WITH PLUMBING IAYOUTS) '

These plans of various siszes, are used for plumbing ingiallations,
Tvo coples are made by the plumber who haxiles the joby One copy
is tefurned to the plumber after approval by the department and one
is rotained in this offioce. These plans are required for all large

Tho materisl is filed alphabetically

i

7. Agepasy, Division or Bureau Representative

Supervisor - Rocords Survey

*
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5. Description of Records :
Describe records accurately. Include title, form nunjber, size of documenfs, ‘
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 Bdard of Public
Works.

developments, such as schools, apartments, stores, commercial and
industrial construection. In the future, plsns will be required
for all construction, The material is filed alphabetically by
plumber's name. It occupies 157 cudic fect in the office ares

for the yeara 1952 to date. There is an inaccessible acoumulation
in the warehouse for sarlier years., The anntil rate of accummlation
is 2,000 plans, ' ' '

RECOIMERDATIONs RETAIH FOR 4 PERICD OF THRERE YRARS AFTER
INSTALLATIONS HAVE BEEN COMPLETED, AHD THEH DESTEOY.

\POST CaARD (%PLI{EIION AXD PERMIT FOR MINOR ALTERATIONS
BING CONNECT

This is & 33" x 53" postcard which the Commimsion has printed and
distributed to all plumbers who request inspections. It is used
by the plumbers %0 request inspections on minor alteretions on gas
and plumbing connoctions., The material is filed by street sddress
and occupies 8 (L* x 6%) file drasers in the office area for the
years 1948 to date. The anmal rate of accumulation is 500 cards,

RECOMMENDATION: RETAIE FOR A PERICD OF THREE YEARS AFTER
RECEIFT ARD THER DESTROY. :

|CERTIFICATION OF GAS INSPECTION

[hip is & notice o the Cas that the inspection has beean
made by the Commission, The caxd (3® x 74") is attached to the

or bracket. One-half of tais card (3" x 4}¥) 1s returned %o
this department by the Gas Company after the moter hss been set.
{fbe material is filed by permit number and occupies 3l drawers
[5* x 177) 4n the office area for the years 1948 to date. The
prmual rate of accumilstion &s 7,500 cards.

IDATION: EETAIR FOR 4 FERIOD OF THREE YEARS ARD THEN DESTROY.
HOUSE CONNECTION CARDS

Forn E~760 18 a card (5" x 89) used for the record of water and
sewer connections. This card gives the location of the comnsctions
and vater moters. This card originates from the Houss Comnection
Department and is & final record of the connectiocn for this aoffiece
use. 7Ths ocaxd goes to the Assessmont Department to record the
connectiony Water Registar for informmation rezarding the type of
meter, size and location; Maintenance and Operation Division records
the mmber of the meter. Ths cards are necessary for plumbing
repair, meter checking, meoter replacing, leakage locating, etc. The
caterial 48 filed by strect location and exx=uples 97 file drawers
(51 cutde feet) for the years 1920 to date. The sanwmal sccumlsation

is 10,000 cards per year. Cards have been microfilmed through
ﬁkprll 1953, as a security measure.

RECO:ENDATION: REIAIN ¥ERMANENTLY.
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6. Recommendation

3. Describe records accurately. Include title, form number, size of documents, : of Hall of Records
‘%m work or activity to which the records relate inclusive dates and quantity - and Board of Public

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

7. | A8 FITTIRG APrLICATIONS W
Form B-l;6} {83% x 11*) is prepared in duplicate and used for 7.,1»«'17 T
installations, additions, alterations or repairs on gas fittings
and conversion of burners. Ths original copy is filed in this . ' g
office and ths duplicate is sent to the person who make the
application as a receipts The material is filed by strect
eddresses, It occupiss 18 drawers (27 cubic feet) in the offioe
srea for ths years 1548 to date. The annual rate oracc\mlauon
is 7,500 cards, .

HECOMMERDATION: RETAIN FOR A PERIOD OF THREE YEARS AND THEN
DESTROY. ’ W

8. | GAS FITTING TNSPECTION CARDS | o fW

Form B-};56 (5" x.87) i3 a card used as & record of inspection of W ;

S

gas installations. This card ocontains information regarding the
]oeamn,typeofproperty,typeofnxtmst.obeinsmledmd
tost made on conversion burnors. The cards are filed by permit
pumber and o 28 drawers (11 cubic feet) in the office area
for the yeara 19 i&tol%&. The annual rate of accumlation is

74500 caxds,

HECOMMENDATION: KRETAIN FOR A PERICD OFTHREE YEARS AND THER
DESTROY.

RECORD OF PLUMBINEG IRSPECTION

and sewer connections, plunbing and fingl approval. This
card 18 chocked and signsd by the inspsctor and returned to the

area for the years 1926 to 1936 and 1950 to date. Stored in the
storege room of the old office bullding is an additional accumlae
tion for the years 19356 to 1950. The ammal sate of accumnlation
is 12,000 caxds a yeor. ‘!heaecnrdatredndmdomiomuyto
mummmmmmm%

EECOITMENDATIONs RETAIN FOR A PERICD OF THREE YEARS AND THEN
DESTROY,

Forn B~6 is a caxd (5" x 8%) used for inspection purposes on uater -
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