
B . W W . B ^ , nmSKffl OP AKOHI3TRAMDB AHD SPECIAL SffiVICES. 
BAIffDCRE COUHTT, BOARD OP BDOCATIC& Transportation <^ 

TRA5SF(Iff£EI0fl ESPCB5T3 

Sisoi latter oiae 
Dates* 191$ - -
CoozxUtjr 1 g i draver 
File Arrengensntt Chronological 
Audits within state Popartaiattt of Edocatlm 

Reports era trade periodical to the Board and to the State Departesnt 
of Education on all phases of school tranapertsticn. For this pur
pose State foam are prepared and frequently revised for the use of 
the County Boardet 

Tl - Reoneste for Approval of Changes in Public School 
Traaaportation Contracts 

Tl-A Bstiaetod Cost of Transporting Public Sohool 
Pupils at Public Eapens© 

WW ft B Data for Calrnilattng School Bos Contraota Coats 

T2-A Transportation of Public School Pupils on Buses 
cmtor contract 

T2«* Transportation of. Public School Pupil* by Contract 
other thao Boa 

t W Xnaoranee on Contract Traaaportation 



?3 Actual Espeaditures for Pupil Transportation 
provided by Contract Services 

T3-A Transportation of Public School Pupils on County-
csnsd Buses 

T3-B Transportation of Public School Pupils by Ccuaty-
©sned Autonobiles, Panel Bodies, Horses, end 
othor 

T3-C ImarancQ of Ccunty-o«aed Transportation Foc i l i -
t iea 

T3-D Ccunty-oanod Buses and Automobiles 

T3-S l-aJLeas© of County-ovnsd Public School Vehicles 

Tit-A l i s t of Contractors and Brivera of Public School 
Buses 

?5 Purchases of Pablic2^-Cissed Buses 

T5-A Transportation of Public School Pupils on Public 
conveyances 

T6-A Hon-Public School Pupils Transported at Public 
Exponas 

T6-A, F & K Sunraary of Actual Expaa&turee for Pupil 
Transportation 

The above reports are retained for f ive years by the State Depart-
nsnt of Education or unti l audited within the Department, l&ichsver 
i s l a ter , end than destroyed. The following recoomendsticn takes 
into censidaratdxa an adequate retention period In Khlch transporta-
ticn studies. bndr*ot analysis, end special reports eight reaacnab^r 
be required at the county l eve l and applies equally to copies in 
the f i l e s of e l l revisions of the Board. 

EB&ifSSDAXXODc EF2AIW FOR FITS lEfiSS MED TOSH DESTRCX. 

C035TY EToTSR'S PH:SO?THSL F0IPES5 

Sias: Letter*3ise 
Dntcs: 191.1* - -
Quantity: 3 filfl drzararc 
F i l s /jrrangssasnt: Alphabetical by nas» of driver 

The drivera* folders contain a l l or BOSS of the follcsdnz papers: 

Applications 
Assigned Lus Routes 

(continued) 



Correspondence between the Beard and the Bos Driver 
Payroll Changes (yellow) 
Payroll thferaatien Sheets (bine) 
Physical Exasal nation Beperte 
Physical Sxasdnatloa Certificates 
Becord of Chauffeur's License Rubbers 
Special Payments (Special Trips, form #3) 
Supervisory Report* 
Teraination Beoord 

BECOHHKJnATTOBj RETAIN FOR FIVE TEARS AFTSi TEEi!INATTC?} OF SERVICE, 
THEfJ COMBBTE 1ITB PEES03KEL FOLDivES IH THE PAYROLL 
DIVISION. . . \ 

COHm?-;fflfflED SCHOOL BPS PATBOLL CABDS 

Size* 6* x 9* cards 
Dates* 1950 — 
Quantity! 1 card tray 
File Arrangeaentt Alphabetical by naae of driver 

The Payroll cards contain space for oonthly payrolls, September 
through June, giving the name of the driver, the month, the salary 
by oonth, payoents for special work, end space for explanations of 
psyaents or changes in salary and totals, SJ«e cards are prepared 
annually and the obsolete cards are retired to the non-current sec
tion of the f i le, -

BJCOaSERT&TIQat BETAIfl WHILE COBREHT A WD FOR TSBKE TEA2S THKJEAFTSt, 
Ann THSJ PESTBOT, 

COSTBACT BUS »TVKBS» YmSOmtEL PILE 

Siaet Letter-sisc 
hatest 1953 - -
wuantlty: 2 file drawers 
File Arrangesentt Alphabetical by naae of contractor 

The Contract Bus Drivers* Pile containsi 
Assigned routes and tine schedules 
Bus driver's physical exaainations 
Correspondence relating to drivers and routes 
Payroll changes (yellow) 
Payroll inf creation sheets (blue) 
Supervisory Beports 

HICOrifFBDATIOSi EKTA.IH FOB BBRATIFW 0? THI. COSTBACT AMP FOR T3RXP 
TEARS mSEaFTER, AID THEE DESTROY. 



flffTTRACT SCHOOL BOS PATROU. CARD 

Sleet <6* x 9" cards 
Detest 1950 - -
Quantity: 1 card tngr 
File A11 iimjjiiesnt 1 Alphabetical by cons of contractor 

The contract payroll cards give the tease of the contractor end bos 
meters, the peyasnts sade etth epeee for corrections end totals. 
Hear cards are prepared annually and toe obsolete cards are trans
ferred to the nen-esmnt eeotioQ of the f i le . 

RUBUfSSUUUfflGRt BW t̂t̂ SEItt CABDS FCR THBEE TEARS ABD THEB 
DESTROY. 

SCHOOL BOS PATROLt CAICUIATICS CARDS (CCagRACT PUBOLL) 

Sixes 6* x 9° cards 
Datest 1953 - - " 
Qaantityt 5 card tray 
File Arrangeawt* Alphabetically and nanerically by 

S«D«K* Buaber 
The ammal Peyroll Calculation Cards give the school year and the 
nam of the contractor, the SUE water, the salary according to the 
SOB noaber, ties data covering the year sad sake, pnrehawe date and 
price, the bus capacity and else of tires, eUcusncas, driver* s 
salary and operation charges payable by the Board, the total by 
south and year, and the total dally •Usage. This fore la ptepaxed 
frca the bine sdsnograpbsd fore, Record of Bases Bnder Contrect 
(to Board of Education). 

RSXJJMEBDATIOSi RETAIR FOR THE UFB OF TBS BUS 18XL5 OPUS COSTRACT 

ASD FOB TERSE TSARS THEREAFTER, AHD TBSS B2STR0X. 

COmKT-CtglED BPS CBS BJBGOBP 

Siset 8|* ac U * 
Dates! J95S " 
Qswitltyt h binders 
File Arrangeaentt By county area and then by boo nnahor 

The Bos Use Record le a eonthly operational report giving the year, 
the setae of the bos, the capacity, the name of the driver, the 
oontbly speedi carter reading end the total sdlesge for the asnth, 
the assent of gas cjanaened end the adlea@e par gallon, the amount 
of oil need, eddsd or chenpwl, antl^freeae added, end e epese for 

BBCCttCSQATXDSs fiBTAZB FOB THREE TEARS ABD TBEB BESTROT* 



6* COU^T-Ckfgg) BUB CARD BBffil , 

Siset li» x6» cards 
Dates t 1953 •• 
Qoantitjyi 1 card feasor 
Flls ArrangaBsoti Alphabetical or nunerlcal errangoaant 

aceording to the study uoderamy 

This is a reedy rofarsnco fUs for office use glaring the baa naber* 
license and serial matter, capacity* tire size, daily "rtlesgo and 
total sdlsags as of September 1, the driver's salary* amount of 
garage not* to whoa paid and the location of the garage* the nam 
of the drivers and the dates of changes* the aasn of the route or 
route rasher* and the school seiiud* 

RBCCK?E3©ATICBt RETAIH enUB CuBSBSf ABB FOR THREE YEARS THEREAFTER, 
AHD THEB BESTEOY. 

9. SUB IKSPaCTIOH CABDS 

Fona Bo.» 0-209 
Sisat 5" x 9* cards 
Detest 1951 • 
Quantity! 2 card trays, 2 bundles 
File. Ar ivu&WB&t s By bus liccnse-teg nuafcor 
T̂ lffpeesbljft ABOttnt 2 onbio feat 

The Bus Inspection Cards ere Departaest of Hster Vehicles foras 
ehieh are prepared in triplicate three tines a yearf the original 
is forwarded to the Departaont of Rotor Vehicles and is later re
turned, one copy is retained in the Transportation files*' coo copy 
is sent to the garage and is returned, the original and the two 
copies are than rattled in the Bus Inspection Card File. The card 
gives the naae of the cwner and tea address* the nana of the 
chauffeur* the license nuaberj thirty-Ova* inspection points are 
listed vita three eelnsns to be punched--!, 2, & 3, to show the 
degree of the crmdltlnn of the palate inspected, The Maintenance 
Orders are prepared frcn the Bus Inspection Cards and are found in 
the Bus Bistory File. 

RffiOi»EHDATI0Ht BETAIK FOB THREE T2ABS* AHD THSS D2STBCT. 

10. BOS BTSTOBT FH8 (COBHi'T-C^a)) 

Siaei Letter siae 
Dates* 1955 - -
Quantity? 2§ file tirauera 

; File Arrangesjants BusBrically by bus msber 

This file is a racord of county-caned buses* one folder for aaeh 
bus, containing al l or soae of the following papersi 



6. 

Dnpllcate iavoleea of all repairs, etc. 
Record of data of aals and name of pojrebaaar 
fiopalr and snliiitensnco charges 
tferk or porobase orders copiee 

RECOWEHMTIGBj RSTAIH HHUJS BBS IS CCOTHTT-Oiffla) ABD FOR THREE 
TEARS THEREAFTER, ABD TBEH DESTROY. 

1&. STAFF CAR ABD TRPCS BISTORT F i g 

Slee: Ietter-elee 
Detest 3953 * * : 

Qoantltgra 1 file drasar • 
File Arrangenesti Bnaerlcal by ear or track lmribar • 

This fi le contains duplicate firyf IHF of work orders, paid repair end 
nalntenanee Invoices. The operators of staff oars end tracks sob* 
nit monthly a "log envelope" vfcieh shews the month and Tear, the 
tag number and assigned vehicle nssber, the nans of the easployee 
to mhon the vehicle is assigned, the wpenffmofnr readings for the 
earth, ehlefc enclnaee copies of a l l Invoices* The total mileage, 
average miles per gallon, and the amount of oil used and lubrication 
dates ere calculated from this data* 

RECCWCTDATIOSt WU& COgBTT-OagS ABD FOB TERES YEARS 
T3ER5AFTSE, ABD TSSB DESTROY. 

12. BIDS FOR PHRCRASg ABD SAIg OF IfljUlPICT 

Slses letter else 
Dateas 1956 - -
Quantity! 2 file draeare, 3 cartons 
File Arrangements Chronological 

The Bid File rentalnw the following papsret 

Copy of the adverl 1 sssenl for the bid 
Proposal end sped fleet! on eheets 
Bids 

Jork^sbeete 
CorrespoBdsmse relating to bids and purchases 
Printed brssJss-es 

BAOiaMtSlJATIOHi RBTAIB SPBCIFICATICBS ABD PAPBSS BBLATIBQ TO SX-
CSStgUL BlWBfcS FOR TBB TSARS, TBEV DSSTROT. 

BBCO90BATIDBS BBTAIB ALL OTHER PAPERS FOR THESE YEARS ABD THEB 
DSSTROT. 



13. RECORD OF BBSSS CHDER COTTBACT 

Siset Letter dee 
Datesi 295U - -
Cnentityt $ fila drassr, 2 twrnfflfm 
File Arrangenantt By year and oast of contractor 

The ntoecgrspbad ferns (bias) In this fi le are prepared annually by 
the contractor for the Board and give the nana and address of the 
contractor, telephone nasber* the aehool district naaber, bos 
license nunber, the year, sake of rneesla and body, the pnrchase 
price and the date of pnrchase, the bos capacity, tire siae, the 
naae of the eobool served, the nans of the route and daily allsage, 
the looatioa of the overnight parking area, the none and address 
of the driver, date of birth and date of eagftoyiiant, the chaufiftyor 
license nunbsr and expiration date and the nans of the doctor who 
fnfflfflined the driver end the date of the evwninatiotu This fans is 
the basis for preparation of the School Bos Payroll Calculation 
Cards* 

RECOHHETIDATIGBt RETAXRFOB DTB&nDB OF THE COBTBACT ABD FOR THREE 
^ TSARS T3E5SAPTER, ABD TSSB DSSTROT. .. 

Hi. SCHOOL FUSS 

Size: Letter alee 
Detest 195b - -
Quantity* 3 £Lle d r a w s , Z traosfilws 
File Arraageaantt Chronological and slphfifrotlcal by 
Disposable Asnantt h coble feet 

This f i le, e record of bos rentes, is oagpoeed of adweographed 
feroa giving the nsne of the driver, the rente end tine schedule; 
a aanthly report prepared by each eebeol giving tee nana of the 
driver, the school, the Bunbor end nans of the rente end the bus 
niwhor i f countĵ ounod, the dates npon which the bus was late or 
did not operate, end the highest nsaber of pupilB earriad daring 
the sooth] supporting papers, sens of routes} AM end PR efihednlsB 
and stops, a aehool by school list of bns dilveie end contractors 
with addresses end telephone uuabora end general correspondence 
relating to transportation of pnptlSi 

EaCOJaGBUATICE: BSTAZB FOR THREE TEARS ABD THEB DSSTROT. 

15. BPPQET DATA FILE 

Siae: Letter-else 
Detest 1S19 - -
Qoantityi 1 fila 
File Arrangement* By snbjest 



The Bodge* File la a record of anticipated transportation needs and 
actnal expenditures, arranged under the following aunjeetes 

Anticipated Heeds (Bins file) 
Pupil Transportation (Forms BD-3, AF & R) 
Bus Boute Changos 
work Papers 

Actual Expeaditarea (Tallow 713*) 

Sunaary of Aetual Expenditures for Pupil Transporta
tion (T6—A & F * B) 

Actual Expenditures Jtor Pupil Transportation ProTlded 
for Publicly-Owned Busses (Th-A & F) 

List of Bendieapped Children Transported and Cost 
Per Child 

Actnal Expenditures far Pupil Transportation Provided 
by Contract Services (T3-A 4 F) 

Explanation of payaent to bus drivers 

REOCMGHDATIOS: B2XAXH FOR TEE TEARS HBP TBSJI DESTROY. 

(BflBUL FltS 

Sleet 'Letter alas 
Bates: JSSk -
Qwntl^rt 3 file drawers 
File arraagoaentt By subject 

The Qenerel File contains correspondence and papers under the fol
lowing headingst 

Accident Reports 
Applications - Contractors Contracts 
Applleations and Baa iraawiTwIiit Inns - Bus Brivers 
CrosaiBg ftutr^ff 
Central Oarage 
Bajai tawl of gotor Vehicles 
Garage Faoilltles 
TnrleaeM Weather Inforaatlcp 
Parking Facilities 
Police 
Pool Can 
Bailroad CjrosslogB 

Safe^CeeMtls* 
ffffhrtrT. Zones 
Shelters 
Sidewalk aaads 
staff Care 
State Departaaat of Education 
Traveling Teachers 
Beading Pile 

WillitaauilfiiTTrWt—rtartne vm vmnnr ygiRg iitn rmm rvzcmxyr 


