
Jims ARimOEL CGBRTY SMatAJKY COMMISSION Engineering, Operations Division 

GAUGE CHARTS 
Quantity; 33 spindles, 2 f bundle* 
Sires Circular graph charts, life* In diameter 
Dates* 1934-56, 1961,.. 
File Arrangement. By plant 
Gauge charts are meter-prepared for both water cod sewage pumping 

stations <md give daily readings of water and eew&se puwptfge, incite 
ding pressure and putn? cycling. Since these cherts establish work 
loads over specific periods of tlrae, they have continuing statistical 
value for the engineer in designing extensions of old plants end new 
Installations, 
RECOHMEWDATKBJj RETAIK PEBMAt>2i»TL.V. 
PUMP REPORTS (WATER) 
Quantity) 1 file drawer, 7 bundles 
Slset 3 W M &* slips 
Detest 19S2-S3, 1961... 
File Arr.: Chronological by station 
Daily reports ore toads to Operations by each water pushing station, 

giving the operation of th© well* the timo end register for low end 
high service pumps (low and high pressure)* the quantities of chlorine, 
lime, end fluoride used. This report is forwarded to Operations, 
where a combined dally susaaary (Daily Punp&£e fieport) Is prepared from 
the individual station reports, giving the water analysis for each 
station, and the nutsber of gallons puoped by the station, the com­
bined Daily Puapage Reports ere distributed as follows: 
White copy gees to Engineering. 

(continued) 



2 (cont.) Yellow eopy rwsalns 1A Operation*, 
The reeosarcendatioa below Applies only to copies of the individual 

daily station report.* end the combined Dally Pusjpas0 Reports retained 
So Operations. 
EEOOJWZĴ ATIOSl SETA If! FOB YEARS, THEN 0£STR9Y# 

3 SERVICB 
Quantity} t file drawer 
Sleet fe" K ̂  sheets 
&«tesc I960*.. 
rile A**,* #y district end owner 
Special Service Order*, prepared in duplicate in Operations, as 

well es to Finance & Account leg and In Assessaents (Sehed. C- , 
Itesn 6} Schad. c- , Item 6) are request* lor final readings, ape* 
elal readings, turn-one end turn-offs, end leek end tlwe teats. 

Service Orders prepared In operations ere distributed ea follows*-
White copy is filled out by the aster reader on the Job end is 

then sent to Finance & Accounting for correction of too 
aaseastaents cords and billing. (This copy Is provided for 
in Scbed. C- , Item 8). 

Yellow copy regains in Operations, end is considered sxsnrecord 
vithin the meaning of the statute governing nonresord material 
(Art. 41, Sec* 179, Annotated Code of mrylend, 1957 edition as 
eaended), and ssay be destroyed es soon as no longer needed by 
the office. 

k FLATS ASP DETAILS OF WATSU AND PLANTS 
Quantity} 2 vertical cusp files 
Sice: 24" x 36" sheets 
Dates: 19S7... 
file Arrangement: Alphabetical by ease of plants 
This file corslets of detailed drawings end plans of all plants 

operated by the Coaaleeioa, giving the nsae of the plant end the sub­
ject of the drawing or plan, with water end sewage processing infor­
mation on the face of the drawing. 

These drawings ere duplicated in the files of the Engineering Elv­
is ion end ere replaced when they ere no looser usable or the instal­
lation is eliminated. 

In some cases, plats which have been replaced are offered to the 
local Fire Department* and, if not accepted, ere subject to the 
recommendation below. 
KECroSffiKDmoSt RETAl!. K*TTL REPLACED OK THE WSTALLATIOK IS ELIM­

INATED, THEJS DESTEOY. 

5 CSNESAL FILE (continued) 



GENERAL FILE 
Quantity* 10 flic drawers 
Siset tetter site 
Dates* 1958... 
File Arr.t 3y subject or title 
The General Files sro composed el correspondence and inter-office 

catmrarxla, material requisitions end purchase requisitions* printed 
catalogs end easrtuais relating to water and sewage plant operations 
and construction, and s special seat ion, broken down by easts of the 
pumping plant, with printed ttanuale, specifications, and other mate­
rial relating to each particular plant under the Coasjieskm. 

Printed and; mimeographed Material is considered nonrecord within 
the aseanlng of the etatutegovernlng nonrecord material (Ann. Code of 
Maryland, 193? edition as eoended. Art. 41, Sec. 179) and *»y be dis­
posed of as soon as no longer needed by the office. 

However, ell oatenal, printed or record, having continuing legal 
or administrative value to the operation of the office should be 
retained until such value ceases, 
KSCmmti^i &ETAIT3 FOR THESE Yl̂ sRS, TttCK DESTfiOY. 


