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Retention

watershed studies.

1. Capital Project Files

Files for storm drains, dredging, emergency storm
drain projects and miscellaneous projects including

Retain permanently.
Microfilm periodically,;
transfer to State
Archives periodically.
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DEFINITION-RECORD SERIES-

A GROUP OF REXLATED RECORDS NORMALLY FILED
REFERENCE AS WELL A¥ RETENTION ANC DISPROSITION PURFOSFSN

AND USED AS A UNIT FOR

A. RECORD SERIES TITLE

Capital Project Files

5. EARLIEST YEAR/LATEST YEAR
1970 oo 1991

4N THE SERIES.

6. RECORD SERIES DESCRIFTION (IRIIFLY DESCRIBE THE TYPEKS OF INFOMTION/DOCWTS/POM FOUNMD

INCLUDE THE PURPOSE OR FUNCTICON OF THK lxmzsl

Files for storm drains, dredging, emergency storm drain projects, including watershed studies.

7. RECORD SERIES FORMAT(S) 8.
¥ LETTER SIZE O MICROFILM

X iLEGaL SIZE O COMPUTER TAPE O NMUMERICAL
a Book O rFLoPPY DISK
a ic TAPE O VIDEO TAPE

0 OTHER(SPECIFY)

RECCORD SERI!ES SEQUENCE 9.

0O ALPHABETICAL

XX agronoLoGicaL
0 GEOGRAPHICAL

U OTHER(SPECIFY)

VOLUME
O FILE DRAWER(S)
O MICROFILM REEL(S)
O COMPUTER TAFPE(S)

NUMBER YN oTHER(SPECIFY)
22 Boxes

10. ANNUAL ACCUMULAT ION
O FILE DRAWER(S)
O MICROFILM REEL(S)

RCUEPK O COMPUTER TAPE(S)

2  XXomrp(speciEy)

1. N/A

QO weELY

FILE IS USED

g palLy 0 MONTHLY

12. INACTIVE AFTER N/A

C YEAR(S)

FILE BECOMES

o
MONTH( S

{1r vyes, ciTE Law({s) & rREGULATION(S)

13. CURRENT LOCATION(S} (BLDG.,FLOCR,ROOM) 14. 15 RECORD SERIES DUPLICATED ELSEWHERE?
fi» vyes, seeciry saency or orrice)

D.P.W. Headquarters o yes Eno

15. ACCESS RESTRICTIONS O vyes KXno 16. AUDIT REQUIREMENTS

EXNoNE O STATE O FEDERAL O INDEPENDENT

17. IS AN INDEX SYSTEM USED? (I1p YRS.E)PLAIN

BRIKFLY AND DKSCR!{BE ANY HARD.ARE/BOFTIARE)

0 yes XX No

18. RECOMMENDED RETENTION

Permanently - Microfilm periodically & transfer |
to State Archives periodically.
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l2. NAME AND TITLE OF PREPARER 20.

Vijay Kulkarni 222-7028

Chief, Watershed Management Div.

TELEPHONE NUMEER

21. DATE

6/10/92

l DGS 550-4 (REVISED 2/87)




