BALTIMORE COUNTY, BOARD OF EDUCATION

1.

4.

Enginsering Department

PROJECTS FIIES

Sise: Istter sise
Dates: 1950 - - ’
Quantity: 7 file drawers .

- File Arrangement: By school, subject or project

P

The Projects Files contain correspondence, and technical reports,
and papers-and: plans, covering projected work, work-in-progress, eund
Sompleted jobs., The material in this file is composed of two class-
es:of cwrrent working records, each with different retention periods,
as follows: ' )

Class I. Permmment Records

. . Agreements or Successful Bids (Transferred later
. %0 Gemeral File) - .
. ' Bids-Accepted (Transferred later to General File)
. Blue Prints (1 sst only)

Contractors' Bonds

Proposals (on accepted bids)

Specifications

RECOMMENDATION: CIASS I - RETAIN PERMANENTLY.
Class II. Term Records (Periodie:: Disposal

DIVISION OF PLANT MANAGEMENT, -
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Direct Prints from Tracings
Hamoranda
Presentaticns

Woark Papers
B. BRECOMIZNDATION: CIASS IX - RETAIYN FOR FIVE YEARS AMD THEN DESTROY.

2. CRIGIRAL TRACINGS AND TRACING COPIES

Sise: Lo x 36" (average)

Dates: 1900 « «

Cuantity: 184 map drawers, 12 Mns, 25 rolls
Filp Arrangemamts By achool or project
m.epmabhmt: 220 cudic Lost
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including: Blue primts
Construstion tracings
Elevations .
Origiaaldrmmgsmdm
. Property tracings
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eriginal tracings; such copiss shonld de retained permanemtly.

_ Wd&tﬁa&ahh'ﬁwﬂm?ﬂa‘mﬂo{m
coples, slevatims, and blue prints which are annotatsed and cover
futvre, current, end closed projectas. The information on closed
projects i3 of valus in current work and such projoots may be ye-
asctivated by additions er alterstimms. This file shiculd de perma-
nently retained.

A. EBECOMMEMDATICH: mm CRIGINAL TRACIEGS, DRAWIRQS, LED SEETCHES
PERMANERTLY,

B. BECOMNTHDATICH; RETAIN PERMAWENTLY, WOEKING FILE AND TRACING COPIRS
FOR ¥ulCH H0 CRIGIHAL TRACIEGS EXIST.

C. RECOMNEMDATICNH:; DESTROY ALL OTHE:R TRACING COPIBS AFTER FIVE YEBARS,
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