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' . DIVISION OF PLANT mm. Plant Opu'aums v
BALTIMORR COUNTY, BOARD OF EDUCATION ' _ M Kaintengnce .. . .
= .

1. CUSTODXAL PERSOMNEL FOIDERS
8ize: lottar-aiss.
Dates: 1510 o - . ‘
Quontity: § fils drawars (2 insctive)

File Arrangemant: By name of custodisn
Indem Mindutomt&ialto]da-e
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Mmmmltom«-smapmmdmminmmr '
tive files and contein not only perscnnsl information but also . ,

‘ salary information which duplicates that found in the Custodinl S C
_Folders filsd in mmmmm. Tha folders contain the f
tg]angg ey .

Aypnnauom Lo qumt ‘
Hiotice of Appointmant

Fayroll Informaticn M (copies)
Recosmandations and . Questionnaires

Supsyvisorss Reports
Balary Changes (copdes
' Beparation Fotices (Inactive File)

This file is ascompanied by an index on 3* 2 5° cards in two card -
nmmhunmdthomntadmtomrwmal
reference purposas. . mwmmwmrom
mummm y

RECOMMERDATIOR Is RETAIN THE CUSTCDIAL MES FOR THE DURATIGN OP
: m AED P‘Ofl W’YEARS THEREAFTER, w-,
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RECOMMEMDATION IX: RETAIN CARD IRDEX ENTRIES FOR DURATICN CF EM-
PIOYMERT AND FOR FIVE YEARS THERBAFTER, THEN
MICROFIIN AND DESTROY CARDS. RETAIN HICEOFIIN
PERMANENT LY.,

BULLDING MAINTEMARCE FIIES

Sizo: letter-gise
Dates: 1950 « = <
Quantity: 3 file drawers, 58 binders, 20 envelopes

Audit: Bi-asrmual outside andit in Accounting

This £ilp contains requisition coples for materials end plun

sheets required for physical saintenance of all buildings under the
Jurisdiction of the Board. Ths regqunisitions give the date, tie
sccomt pusder, the nmume of the achool or building, the itams and
the prices, and the order mmber. The originzgl copy of the requisi-
tion i3 forvarded to Purchasing and retained in their files for a
pesiod of three years price to destruction.

RECOMMERDATION: ' RETATN FOR THHET YEARS ARD THEN DESTROY,
CARD IEDEX TO OPERATION AWD MAINTERARCE

8ize: 3° x 5° carde
Dates: 1930 « -
Quantity: 1 card tray
Fils Arrengssent: By hame

This index is a ready referexce fils listing Gualified contractors
giving nume and dates of qualifications which are anmmally rensv-
aébls, the assigned contracter mmder, the bid limitation, and the
signature of ths Construction Enginoer.

BECOMMERDATION: RETAIR FOR TEN YBARS AND THEN DESTROY.

CARD INDEX OF SCHOOL BUIIDINGS

Size: 3°® x S" eards
Dates: 1930 - -

Quantity: ‘1 card tray
Fils Arrangemsmt: By school

This is an index of school bulldings giving the namss of the archi-

tects and of the mechanical engineers, and & bLrief histery of the
instalisticn and of the costs.

RECOMMERDATION: RETAIN PERRANZNTLY.




