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1. Requesting Agency : 2. Division or Bureau of Requesting Agency
‘HASHING’TOH SUBURBAN SANITARY COMMISSION PURCHASING OFFICB
3. Authorization Requested (Check only one of the squares below).
A L : c
Dispose of present accumulation. No ' Establish ‘retention schedule for re- Microfilm -and destroy originols,
additional accumulation is antici- ) cords for which there is o continuing Originals if not microfilmed would be
pated. Records have ceased to have value accumulation. The records will cease to retained for the period of time indicated.
to warrant retention. . ’ have value to warrant their retention after
the period of time indicated.
4 5. Description of Records 6. Recommendation
Item Describe records accurately. . Include title, form number, size of documents, of Hall of Records -
No work or activity to which the records relote, inclusive dates, and quantity and Board of Public
’ {cubic or linear feet). Show recommended retention period. Works.
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i. |MATERIAL contRACTS A OpRree .

RECOMMENDATIONs RETAIN FOR THREE (3)YEARS AND THEN DESTEOY.

Rocondls’
This fils consists of comapondenee perbad.ning to material conbraotJ.

The non-excuted material contyracts are retained in this office for .
reference. The executed material eontracts are retained in the
Secretary Treasure's Office with the Construction Contracts, although
not specifically mentioned. (Ses Scheduls 76, Item 1) The recommen-
dation for the contract file in the Semtary Treasumx"ss Office
reads as fon.owa _

T “Beted.n Pemanentlm Microfilm three years after
_ date of last payment; Retain Microfilm permanently
and destroy originals,™ :

The material 4s filed by contract mmber for the yeara 1950 to date

and occupies 6 cubis feet ih the office area. The annual rate ot
accumlation 18 2 cubic fest.

SPECIFICATIONS & PRINTS . Co W
This file consiats of the specifications (mostly 83® X 11v) anhut.tedw
with the bids. The specifications are pulled from the file as
changes are made in materials. l'hepnnta(ofvarianssizes)m
drawings of materials. This material is filed alphabetically by .
material amd occupies 1% cubdc fest in the office area, It is used
for reference. The mnual rate of accummlation is very small.

REOCCOMMENDATICNs RETAIN PEHMAN ENTLY.
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Schedule Authoruzed as Indicated in Col. 6 by Hoall of Disposal Authorized as Indicated in Col. 6 by Board of
"Records Commission. . Public Works.
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Purchase File. It shows the location of equipment being used, -
order mimber, where purchased and the item. The material is filed
by location and occuples 2 cuble feet 4n the office area.

BECQMMENDATION: RETAIN THREE (3) YEARS AND THEN DESTROY.
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) tcubic or linear feet). Show recommended retention period. Works.
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PECIAL PURCHASES o-pjrguad,
3.2 SPECIAL &LM&A _
This form A-690 (5" X 8%) 13&m@rdofa11 eped.alpurchaaea of
equipment, parts and laboratory supplies that are not kept in
stock. Ths file is inactive at this tims and is used for referencs,
Thamteﬁalhﬁ.ledalphabeticaﬂybyequipmntand ooeupies I”3
cubdc feet in the office area, . A ‘
'mmmmum: MAINTHREE(B)MANDI‘HENDEM
L. | LOGATION OF EqurmumNr Jop pgnst. Hae §
This unmmbered card (3* X 5%} 13 a’cross reference to the Special Q,Q“’*SA




