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'DEPARTMENT OF PUBLIC WORKS OFFICE OF THE DIRECTOR

3. Authorization Requested (Check only one of the-squares below).

) C
Dispose of present accumulation. No

additional accumulation is antici-

pated. Records have ceased to hove value
to warrant retention.

Establish retention schedule for re-

) cords for which there is o continuing

accumulation. The records will cease to

‘have value to warrant their retention after
:.the .period .of time indicated.

Microfilm ond  destroy
Originals if not microfilmed would be
retained for the period of time indicated.

originals.

4, - - 5.- Description of Records ' - 6. Recommendation
ltem Describe .records occurotely Include title, form number, size of documents, of Hall of Records
No work or activity to which .the records. relate, inclusive dotes and quantnty and Board of Public

(cubic or linear feet). Show recommended retention perlod \Works.

l. ADNIN!STRATWE FILES

" Dates: 1950 =

Quantity: 16 flle drawers A

“Annual Accumulation: 1 file drawer .
Flle Arrangement' Alphabetlcal by subject

This flle contalns the Director!s. administrative material. . Included
are personnel records for this offlce only, . bud?et Informatlon, press
cllppln?s. .Council minutes,. annual report mater lists of consul-

tants, Interdepartmental. and intra-departmental: memorenda, corres-

pondence not relating to speclific projects with the State Roads Com- -
mission, Park and Planning, Board of: Education, .and Washington Sub-

. urban Sanitary Commisslion, petitions for Improvements from citlizens,
a flle of all denled petitions, a complaint file, and simllar materfal.

Materlal having continuing legal or administrative value should be raq.

}alned until such Value has ceased or for three years, whichever Is
onger.

RECOMMENDATION: - RETAIN-THREE YEARS, THEN DESTROY.
2, |pRoJECT FMLES - . |

‘Dates: 1948 --- -

Quantity: &7 flle drawers
- Annual ‘Accumulation: 4 flle drawers
“File Arrangement' By project number .

Esch road: project ‘created b action of the County COuncll Is assigned| ..
a number-and a-file is established for It. in the file are the re-
quest which Initiated the project (l.e. cltlzen's petition, Board of
Education action), the preliminary. cost estimate made for
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5. Description of Records

6. Recommendation

| budget purposes, a location map, correspondence from lnterested
parties, detalled cost estimates, a Councli! Resolution setting a

Public Hearling, a trenscript of the latter, a copy of construction

soclated with the project. Included in the quantity listed sbove
are certain project information maintained on a temporary basis by
the Right-of-Way Agent and the Construction Section and which is

RECOMENDATINI' : RSTM!I PERMNENTLV. . o

3. PROJECT TIHESHSETS AND COST REPORTS

oates- lssh —
Quantity: 7 file drawers s
Annual Accumulation: -1 file :drawer

- Fi lo Arrangement- thnmologtcal :
The ccntents of thls ﬂ!e conslst of worksbeets used as: basls of

REMBAT!W' RETMN THREE YEARS (WD YEARS IN CO“N‘IY RECORDS
CENTER), THEII DESTRO\’ - ,

plans, blds, award contract, and coples of all requisitions, pur- -
chase orders, partial payment forms, and supplemental contracts as-

lnaorporazed lnto the Project l-’l les uhen thelr actlon ls eompleted.

‘ . ‘charging County road projects for. manhour costs, of County euployees
o who worked on tha project. S s
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. Describe records accurately. Include title, form number, size of documents, of Hall of Records
?m ~ work or activity to which the records relote inclusive dotes and quantity and Board of Public
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