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1. 

BUREAU OF OPERATIONS SUPPORT SVC. ( B .O .S . S . ) 

CAPITAL SEWER & WATER PROJECTS 
i 

A. DESIGN FILES 
F i l e s c on t a i n co r respondence , change orders 
purchase o r d e r s , e s t ima t e s and payments, 
b i d tabs and p roposa l s s o l d . F i l e s date 
from Day 1 to p r e s en t . 

B. CONSTRUCTION FOLDERS 
F i l e s c on t a i n c o n t r a c t documents, c on t r a c t o r 
and c on su l t a n t e s t ima te s and payments, purchase 
o r d e r s , change o r d e r s , c o n s t r u c t i o n genera l 
co r respondence , s t a t e r e p o r t s , progress meeting 
n o t e s , m a t e r i a l c e r t i f i c a t i o n , c e r t i f i e d p a y r o l l s 
M .B . E . , shop d raw ings , d a i l y r e p o r t s , s t a t e 
co r respondence , pos t c o n s t r u c t i o n documents. 
F i l e s date from Day 1 to p resen t . 

ENGINEER SERVICE REPORTS 

Cop ies o f Eng inee r i ng S e r v i c e Requests . 
Month ly Reports o f Updates and S t a t u s . 
F i n a l F i l e s o f Completed Eng ineer ing Se rv i ce 
Repo r t s . 
ESR Reports 

PLCOMMENDATION: GRANT 
RINDED PROJECTS: NEVER 
DISCARD. FACILITIES: NEV 
ER DISCARD. ALL OTHERS 
DESTROY 12 YEARS AFTER 
PROJECT PERFORMANCE WHICH 
IS ONE YEAR AFTER COMPLE­
TION. 

RECOMMENDATION: 
rOPIF.S ESR: 1 YEAR 
MONTHLY REPORTS: 6 MONTHS 

INAI FILES: 3 YEARS AFTER 
COMPLETION. ESR REPORT: 
10 YEARS AFTER COMPLETION. 
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RECORDS RETENTION AND DISPOSAL SCHEDULE 
(CONTINUATION iM««TI 

D e s c r i p t i o n 

COMPUTER PRINT OUT TIME SHEETS 
F i l e s c on t a i n completed Time Sheets & Work 
Sheets f o r B .O .S .S . P e r s onne l . 

LIBRARY 

B .O .S .S . LIBRARY 
H i e s c on t a i n the f o l l o w i n g : 

0 & M Manuals 
Co ld Storage 
Product Ca ta logs 
Te chn i c a l 
Con t r a c t S p e c i f i c a t i o n s 
Magazines 
A .A . County 
Des igners Reports P r e l im i n a r y 

REPORTS: PIPE RELEASED FOR SERVICE - OVERTIME 

F i l e s c on t a i n the f o l l o w i n g ; 
Overt ime records f o r i n c o r p o r a t i o n i n l a r g e r 
r e c o r d s . P ipe r e l ea sed r epo r t f o r i n c o r p o r a t i o n 
1n l a r g e r r e c o r d s . 

INVENTORY 

Conta in Inventory o f O f f i c e F u r n i t u r e , 
Mach ines . 

VEHICLE RECORDS 
Con ta in Tag Numbers, r ad i o i n f o r m a t i o n , s e r i a l 
numbers, date o f purchase , maintenance r e co rd s . 

FLSA Time Sheets 

Con ta ins F a i r Labor Standard Ac t t ime sheets 
o f number o f hours and types o f l eave used per 
employee. 

S C H t n u r 
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R e t e n t i o n 

RECOMMENDATION: RETAIN 
ONE YEAR, THEN DESTROY. 

RECOMMENDATION: RETAIN 
PERMANENTLY: EXCEPT MAGA­
ZINES, TWO YEARS: PRODUCT 
CATALOGS, TWO YEARS, THEN 
DESTROY. 

RECOMMENDATION: RETAIN SIX 
MONTHS, THEN DESTROY. 

RECOMMENDATION: RETAIN 
FOR LIFE OF ARTICLE. 

RECOMMENDATION: RETAIN FOR 
THE LIFE OF THE VEHICLE, 
THEN DESTROY. 

RECOMMENDATION: MANDATORY 
THREE YEAR RETENTION, THEN 
DESTROY. 
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11 

D e s c r i p t i o n 

CLAIM FOLDERS - CAPITAL PROJECTS 
Conta in Documentat ion p e r t a i n i n g to c l a ims 
f i l e d aga i n s t C a p i t a l P r o j e c t s : I . e . , 
Correspondence, I n v o i c e s , Purchase Orders , 
Change Orders and cop i e s o f I n t e r r o g a t o r i e s 
and Judgments. 

CAPITAL PROJECT PURCHASE ORDFP 
ACKNOWLEDGEMENTS 

Conta ins acknowledgement copy of Purchase 
Orders f o r C a p i t a l P r o j e c t s . 

PENDING UA'S ( U t i l i t y Agreements, P l an s , Co r r e s -
pondence), OLDER UTILITY AGREEMENTS ( U t i l i t y 
Agreement F i l e s , Agreements, Correspondence, 
P l a n s ) , UTILITY AGREEMENTS BEING PROCESSED (D ra f t 
Agreements, Correspondence, p l a n s ) . 

K H t r u n 
N O . C-608 

F A G I 

N O 
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Retent ion 

RECOMMENDATION: GRANT 
FUNDED PROJECTS, RETAIN 
PERMANENTLY. ALL OTHERS 
DESTROY 12 YEARS AFTER 
PROJECT PERFORMANCE WH1C»» 
IS 1 YEAR AFTER COMPLETION 

\U COMMENDATION: 
PfRMANENTLY. 

R E T A I N 

RECOMMENDATION: RETAIN IN 
OFFICE UNTIL AGREEMENT IS 
COMPLETE, THEN FORWARD TO 
SERVICE & ASSESSMENTS 
SECTION (ADMIN/FINANCE). 

12 I MBE FOLDERS(Minor i ty Bus iness En t e r p r i s e s ) 
Con t r a c t s , Invo i ces from Con su l t a n t s , Agreements 

RECOMMENDATION: RETAIN 
PERMANENTLY. 

1 
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13 HOUSE CONNECTION CONTRACTS 

RECOMMENDATION: RETAIN 
ONE YEAR, THEN DESTROY. 

14 GENERAL FILES - ADMIN DIVISION 
Genera l F i l e s - Correspondence, work s t a t s , copy 
machine r e c o r d s . 

RECOMMENDATION: RETAIN 
THREE YEARS, THEN DESTROY. 

15 DAILY DIARIES 
A l l ou tgo ing memos, l e t t e r s , no t e s , UA ' s , e t c . 
Compi led by D i v i s i o n on weekly b a s i s . 

RECOMMENDATION: RETAIN 
ONE YEAR. PURGED MONTHLY. 

16 GENERAL FILES- CHIEF ENGINEERS OFFICE 

1 

Correspondence: on s pe c i a l p r o j e c t s ; w/other Bureaus; 
w/THN; w / J . Brew. 

RECOMMENDATION: RETAIN 
THREE YEARS -OR WHEN 
PROJECT IS COMPLETE: THEN 
DESTROY. IF IT BECOMES A 
CAPITAL PROJECT F I LE , THEN 
ADD TO CAPITAL PROJECT 
FILE . 
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17 GENERAL FILES-ENGINEERING DIVISION 
Correspondence, open-end c o n t r a c t s ; genera l f i l e s on 
background i n f o r m a t i o n , e t c . 

RECOMMENDATION: RETAIN 
THREE YEARS, THEN 
DESTROY. 

18 

19 

WASTEWATER SPS STATISTICS 
S t a t i s t i c s on S P S - get one p r i n t o u t per s t a t i o n per 
yea r (used to f o l l o w t r end s , e t c . ) 

FACILITY PLANS 
A l p h a b e t i c a l by F a c i l i t y 
r e l a t i v e to f a c i l i t y . 

A l l correspondence 

RECOMMENDATION: RETAIN 
PERMANENTLY. 

RECOMMENDATION: MICRO­
FICHE AFTER TEN YEARS, 
RETAIN PERMANENTLY. 

20 I WATER & SEWER AVAILABILITY 
A l p h a b e t i c a l l y by Se r v i c e Area 

RECOMMENDATION: RETAIN 
TEN YEARS, THEN DESTROY. 
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21 NPDES PERMITS 
P e r m i t s , by W.W.Plant 

RECOMMENDATION: RETAIN 
PERMANENTLY. 

22 PLANNING DIV - GENERAL FILES 
A l p h a b e t i c a l l i s t i n g o f a l l f i l e s f o r D i v i s i o n 

RECOMMENDATION: RETAIN 
TEN YEARS, THEN DESTROY. 

23 

<t 

COMMERCIAL BUILDING PERMITS 
S i t e p l a n , b u i l d i n g pe rm i t , worksheet , comments, 
co r respondence , f l ow p r o j e c t i o n s . 

RECOMMENDATION: IF NO 
WATER OR SEWER IS IN­
VOLVED, RETAIN THREE 
MONTHS, THEN DESTROY. 
IF WATER OR SEWER ARE 
INVOLVED, PERMIT IS ADDED 
TO WORKING UA FILE -
RETAINED IN UA FILE UNTIL 
COMPLETE, THEN FORWARDED TO 
SERVICE & ASSESSMENTS 
SECTION (ADMIN/FINANCE) 

24 MINOR SUBDIVISIONS 
A l l co r respondence , p l an s , agreements 

§ 
RECOMMENDATION: RETAIN 
a) NO WATER OR SEWER - 3 
MONTHS, THEN DESTROY: 
b) NO PROBLEMS AFTER 
APPROVALS - 6 MONTHS, THEN 
DESTROY: c) NO ACTIVE 
CORRESPONDENCE - 3 YEARS, 
THEN DESTROY. 
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25 

26 

GENERAL FILES - DEVELOPER SERVICES DIV 
M i s ce l l aneous Cor respondence , Hate r & Sewer 
A v a i l a b i l i t y 

WAIVERS -
Waivers o f Zoning Requ i rements . Only 
f i l e i f there i s no s u b d i v i s i o n f i l e 
correspondence, p l a n s , worksheet . 

need 

RECOMMENDATION: RETAIN 
THREE YEARS, THEN DESTROY. 

RECOMMENDATION: RETAIN 
a) NO WATER OR SEWER - 3 
MONTHS, THEN DESTROY: 
b) NO PROBLEMS AFTER APPROVALS-
6 MONTHS, THEN DESTROY: 
c ) NO ACTIVE CORRESPONDENCE -
3 YEARS, THEN DESTROY. 
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