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1* Requesting Agency •.•cntromcry County 2. Division or Lureau of Requesting Agency 
• {Department of Inspection and Iiccr.2C3~j [ttLvloico of Building Inepectlon*̂  
3. Authorization Requested (Check only one of the squares belcv:). 

Dispose of present 
accumulation* No 

additional accumulation 
is anticipated. Records 
have ceased to have 

3 
f ~ 1 Establish r< 
! ~ ] dulc for rec 

etcntion sche-
cords for which 

there is a continuing accumu-
laticn. The records vd.ll cease 
to have value to v;arrant their 

value to warrant reten- retention after the period of 
tion. time indicated. 

j • .'icrofilm and destroy 
| I originals. Originals 
if not microfilmed v.-ould 
be retained for the period 
of time indicated. 

h. 
Item 
No. 

1. 

5. Description of Records 
Jcscribe records accurately. Include title, form number, 
purpose, size of documents, inclusive dates, quantity (cubic 
orlinear feet), and show recommended retention period. 

6. Recommendation 
of Hall of Re­
cords and Hoard 
of Public Works. 

PRIVATE U'ilXLTKG PLM1S rILR 
Average slue CO x 30". Plans for private one or tro family 
.cteollingS, alterations thereto and accessary buildings; Cab" 

2. 

rdttod at timo Building Pordt is applied for; used almost 
entirely for inspection purposes dvring the courso cf' con­
struction. Occupy 2$ linear foot in attic of Dispensary 
Building, Silver Spring, for tho years 19 36 to 1951. Plans 
for the years 19 51 to date occupy 162 cubic foot in tho 
Division* office, 11511 Old Bladonsburg Road, Silver Spring* 
REC0!f-!irTDlTIO'*i Retain three year3 after last inspection 
and then destroy. 

11 U:^i«J> 

3 . 

OOTnaHHEiT SUIXAXH13, WJIfflPLK DviXLirr, /O.ID APART:.*, 

C'IURC'-:::;, nisriTUTiorjs, C C I O T C I A I B U I L W X S a<~. OTIC* 

PUBLIC B-*Ti:DTir?5 PLAMO FILE ' 

Varying si^cs, largest 3 x li feet. Submitted at time Build­
ing* Per.v.it in appliod for, used for inspection purposes 
during construction. They )«ve lasting value for le^al 
purposes and building alterations which are frequent* Plans 
occupy 26 cubic feet fcr the period 1936 to present (1953) 
in the Division office. 
RIjKXTSSIIIXTIOSi Retain permanently. 
AFPHCVriOH FOR HDILDISO Pl-RLIT 
C"̂  x 11", two tided, unnumbered form. Submitted by ownor or, 
his agent. Are necessary for audit purposes and are occa­
sionally required by the County Board of Appeals. Occupy 

7. Aguncy, Division or .uiroau ̂ prosontativo 

7 \ Signet ore / \ \' TifrLe g <vj Date 
jchtchrle Authorized as indicated in 
lol. 6 by H<'eH of Records Commission 

I Date Signat-iro ' Date 

Disposal Authorized as Indicated in 
Col. 6 by Board of Public Y.'orks. 

V Signature 

http://vd.ll
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Hall of Records 
Comiriosion 

^ ^ S T FOR RECORD R E T E m f 
0ivL:" (Continuation Sl.eet) 

SCHEDULE NO. 
0 M 

Pace No. 2 

Itea-J 
Ho. 

8. 

5. Description of Records 
Describe records accurately. Include title, fori.: nuriber, 
purpose, size of documents, inclusive dates, quantity (cubic 
or linear feet), and show recoranended retention period. 
22 linear feet for the period November 19hk to date and 8 
linear feet -of Y/cstcrn Area applications, for year3 1937 to 
l°£l> all located at ll£ll old 3ladensburg Road, Silver Spr±rr> 
RECOMMENDATION: Retain for 3 years after receipt and then 
destroy. Q ^ v ' 7 ^ ^ & c 0 

EUILDBIO PERL1T FILE -69P338 
9 x °"» No.form nunber.. A premmbered form, prepared in 
quadruplicate, oricinal to Applicant, 1st copy to temporary 
filey 2nd c"opy;,^ASscss6r^"jOfficer^3rd copy to inspector 
" ich is returned to office after final inspection for filing 
as record copy. The 1st copy is then removed frota the ters-
lorary file and destroyed. File copies are retained'in post-
binders. Occupy 12 linear feet, tfay 19li3 to presoht, 3. 
linear feet of Tcstorn Area peraits, 1937 to 19pl a and $ 
linear feet of Eastern Area pennits, 1937 to 191*8, all in the 

6. Reconr.ondation 
of Hall of Re­
cords and Board ' 
of Public Works. 

Division office. , / )t 

RECOMMENDATION: Retain 10 years after issue an^then destroy. 

ELECTRICAL PERIECT APPLICATIONS 
8^ x 11", unnumbered forn. .-Submitted by contractor. Indi­
cates location and type of work, fee paid and permit number. 
Kccessary for audit purposes. Occupy 31 linear feet at the 
Division office for the years 19 l;7 "to date. 
, FJEGOZMENDATION: Retain 3 year3 after receipt, thon destroy. 

'ELECTRICAL PERMIT FILE 
9 x 9"« Ko fora nuriber. A prenur-berod form, prepared in 
triplicate, original to applicant, 1st copy to temporary filo< 
which is destroyed when the 2nd copy or inspection copy is 
returned for filing as record, copy after final inspection. 
Also used for audit purposes./ Occupy 30 linear feet in the 
Division office for years 1937 to date. 3 ^ 
REC0;£n2TDATI0'{:, Retain $ years after issue and then destroy. 

2-2-

CORRESPONDENCE - GENERAL FILE 
Consists of correspondence with individuals', contractors, 

J Federal, State, County and 2.!unicipal Aeencies, etc. Occupies • 
1 drawer (2 linear feot), 19^2 to date in the Division office.] 
RI£0L2/ENBATIGN: Retain $ yoars after creation or receipt and 
then destroy. 

CORRESPONDENCE - INSTITUTIONAL FILE 
i Consists primarily of inspections of Institutional type struc-
j tures and related correspondence. Occupies 1 drawer (2 linear; 
: feet), 19U2 to dato in the Division office. 
' REC012.EJDATI0N: Retain permanently. 
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Kali of Records 
Commission 

1. Requesting Agency Montgomery County 
Department of Inspection and Licenses 

EXTENSION SHEET 
^.tianal Inf creation For Tisted d^ns 

On Indicated Sche^' %-* 

SCHEDULE NO. 
1 -\ 

page :;o. ̂  

2. Division or Bureau of Requesting Agency 
Division of Building Inspection . 

3 
Item 
No.. 

U. Description of Records 

1. 

8. 

PRIVATE CELLING' PLANS FILE 
Prior to 1951 two series of plans filos were maintained, one series for tho 
T/estern Area Office located in tho County Buildin-r,, Eethesda, and tho other 
for the Eastern Area Office located in the Dispensary Building, Silver Spring, 
When the Western Area Office was closed, non-current plans of that office, 
dating from 1936 to'1951* were stored in the attic of the Dispensary Build­
ing where they remain. These plans are bound in groups of about 6 to 10 
inches, they are not separated as to type of structure. Therefore, before 
the recommendation can be implemented, private dwelling plans must be separa­
ted from those plans included in Item Two of the Request, 

CORRESPONDENCE - INSTITUTIONAL FILE 
Included in this file is one letter-type form entitled Building Inspection 
Certificate,.notice of compliance, and other correspondence pertinent to 
the inspections... 


