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(11-1-86) . e No. . 376
To be Submitted to the Records Management Division
Holl of Records . . PAGE
Commission Hall of Records Commission NO. 1.

1. Requesting Agency

2. Division or Bureau of Requesting

ION AND FINANCE,
Engineering and Maintenance

DEPARTHERT OF MENTAL HYGIERE

Agency

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

B .
A Dispose of present accumulation. No Establish retention schedule for re: Microfilm and destroy originals.
additional accumulation is antici- cords for which there is a 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
ltem Describe records accurately. Include title, form number, size of documents, of Hall of Records
€ work or activity to which the records relote inclusive dates and qucmttty and Board of Public
No. (cubic or linear feet). Show recommended retention period. Works.
1. | ENGINSERING FIIR

Size: 63 x 1A mhgddrm

Datess 195h - -

Quantitys 2 drawers (4 cubic feet)

File Arrangemont: Ey institution and thorein by project or
typo of record

This file is compossd of correspendence of the Supervisor of Engincer
ing., For purposscs of desoripticn, the file has besn divided into

tenance porsommel regarding routine requests for information,
snd minor engimnsering prodlems; infarmation copies of correspondenc

the following categoriess cwzespondence with Instituticnal maine

thhthostatoPlamdngDepartmtgﬂngthostxperﬂawofmgimr-

ing information concerning actions or decisions affecting construc-
tion end alteration of buildings; information copies of cwrrespon-
dence vith Institutional superintendenta regarding ths allocation
of funds; and ccrrespondence relating to tha plamning of construc-
ticn projects and small instellations such as water treatmont, wells,
and sowage disposal facilities. The file also contains Instit
operating reports such as monthly narrative reports on central heat-
ing plant oparation, fires, and powor plant and utilities. The
Supervisor of Enginsering's recommendations to the Chief;Div., of Ad-
minigtration and Finance on contract swards are also included.
Raetords in this file concerned with activities other than routine--
such as decisions on the allocation of funds--are duplicated in
files maintained by the Chief,Div: of Administration and Finanoce.

RECOMMENDATICH: RETATN FOR THREE YEARS AND THEN DESTROY.

APPROVED
HALL OF RECORDS COMMISSION

7. Agency, Division or Bureau Representative

Chief, Division of Admimstration

5’ Al LG and Finance 12/5/1960

Signature Title

Date

Schedule Authorized as Indicated in Col. 6 by Hall of

Records Commission.’ Public Works.

Disposal Authorized as Indicated in Col. 6 by Board of

12/7/1960 Moo S wp DEC 13 1960 AW ’/s&

" Date Archivist Date

Secretcry
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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.

2.

A.

B.

HOSPITAL FILE

Size: 8% x 11»

Dates: 1951-195L

Quantity: 2 drawers (2 cubic feet)

File Arrangements Alphabetical by institution
Anmal Accwmlation: Discontinmed

Disposabls Amount:s 4 cubic feot

This file was maintained by a former Supervisor of Engineering. It
cmamwmumtmammmwm?rm
(Item 1). A large proportion of the Hospital File is composed of
fire reports while the balence is made up of correspondence. Other
correspondence of the former Supervisor of Enginsering is maintainaed
in a fils titled "Correspondence 1951-52", This correspondence is
with the staff of the Central Office, the Central Farm, and various
State mental institutioms.

RECOHMENDATIONs DESTROY ACCUMULATICH,
PROJECT AND SPACE UTILIZATION MATERIAL

Sige: O3* x I

Dates: 1954 - - .

Quantity: 3 drawers (5 cubdce feet

File Arrangements By typs of record )

This file is composed of specifications for varions institutiomal

construction projects, space utilization gtudies, and miscellansous
plans. =

>

RETAIN SPACE UTILIZATION STUDY MATERIAL URTIL A
."NEY STUDY IS MADE. THEN DESTROY OBSOIETE STUDY.

RECOMMERDATIOR: RETAIN PROJECT MATERIAL FOR TWO YEARS AFTER PROJECT

COMPLETICK. THEE DESTROY, PROVIDED THE RECCRDS ARE
AT LEAST THREE YEARS JLD.

RECCHMENDATION:

APPROVED
HALL OF RECORDS COMMISSION




