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STATE OF ILLINOIS
STATE RECORDS COMMISSION

DISPOSE OF STATE RECORDS

APPLICATION NO. ﬂ-_‘?
APPLICATION FOR AUTHORITY TO PAGE 1 oF b paces.

(: /M@L e Cx.n C/

510N

Children's and Specialized Service

SUBDIVISION

Illinois Eye & Bar Infirmary, Chicago, Ill., and ARCHIVIET

Southern Illinois Eye Clinices

RECOMMENDATION:

I HEREBY CERTIFY THAT THE RECORDS DESCRIBED IN THIS APPLICATION ARE NOT
NEEDED IN THE TRANSACTION OF CURRENT BUSINESS AND ARE NOT OF SUFFICIENT
ADMlNISTRATIVE, LEGAL, OR FISCAL VALUE TO WARRANT FURTHER PRESERVATION,

S

4’7:4/4

EAR OF AGEN

g

DATE SECRETARY

September 13, 1961,

suBMIT ORIGI\A/AND TWO COPIES TO STATE RECORDS DATE

COMMISSION WITH SAMPLES OF EACH ITEM LISTED,

ITEM
NO.

1

2,(3)

£

DESCRIPTION OF ITEMS OR RECORD SERIES

GIVE TITLE, INCLUSIVE DATES, FILE ARRANGEMENT, VOLUME, ANHNUAL ACCUMULATION, FORM NUMBERS, LEGAL
REQUIREMENTS AFFECTING RETENTION, AND RECOMMENDED RETENTION PERIOD, IF MICROFILMED, THE HEAD OF
THE AGENCY SHALL ATTACH A STATEMENT CERTIFYING THAT MICROFILM COPIES, MADE IN ACCORDANCE WITH
THE STANDARDS OF THE 3TATE RECORDS COMMISSION, WILL BE ADEQUATE SUBSTITUTES FOR THE ORIGINAL
FCORDS.

ACTION TAKEN

Administrative & General Office Correspondence, 1946-

Arranged: Alphabetical by name or title -
Chronological thereunder
Volume: 2h cubic feet

Annual Accumulation: 2 cubic feet

Files contain both ircoming and outgoing correspondence relating to the
work of the institution, inecluding that with other institutions, agencies,
vendors, reglonal offices, organizations and individuals, inguiries, trans-
mittal letters, copies of reports, letters of referral, acknowledgment,

- appeals for contributions and letters of routine and general nature.

Recommendation: Retain for four years, then review and retain permanently
all legal opinions, court deeisions, special survey and
annual reports and letters documenting activities, func-
tions and planning of the Division. Destroy all routire
items.

Form FA=13 = Invoice-Vouchers, 1953«

Arranged: Two Files - One Alphabetical
. One by Voucher Number
dolume : . 36 cubic feet

‘Annual Accumulation: 6 cubic feet

(Continued on next page)

Dispesition
Approved



APPLICATION FOR AUTHORITY TO
DISPOSE OF STATE RECORDS

(CONTINUATION SHEET)

APPLICATION ﬁo._ﬁ—_!y
 PAGEQ-— OF 1l PAGES,

DESCRIPTION OF ITEMS OR RECORD SERIES

ACTION TAKEN

()

.(5)

Form FA-13 «~ Invoice-Vouchers, 1953-  (Continued)

Copies of Invoice~Vouchers Form FA-13 with attachments, such as firm's
invoice or statement, Form F-11 l/ 2 Quint. and related correspondence.
These are duplicate and triplicate copies ~ original and three copies are
forwarded to Springfield for payment, where they are maintained for three
years and then destroyed.

Retain for two full years after current biennium and
destroy, provided a post audlt has been made under the
supervision of the Auditor General.

Recommendation:

Personnel Folders, 19u483-

Arranged: Alphabetical
Volume : 6 cubic feet
Annual Acctmulation: 4 cubic feet

Folders contain Notice of Appointment, civil service status, pension
infarmation, salary rate and subsequent changes, notices of reclassifica-
ytiom, notices of separation and other papers relating to service, together
‘with correspondence related to activities as an employee - carbon copies
of all the information forwarded to Springfield.

Sinece 1943, information relating to each employee is furnished by Personnel
Division in General Office, Springfield, and chlianges or items of importance
are posted to a DPW Form and retained permanently in the institution file.
(Refer to Item #5 of this Schedule.)

Retain for five years after termination or separation
and destroy, provided that all statistical information
for retirement purposes is posted to Master File and
retalned permenently. Files are not to be destroyed
until posted to card under direction of Mental Health
Personnel Supervisor. Retain permanently cases subject
to possible legal action.

Recommendation:

Applications for Employment, 1959~

Chronological
1l cubic foot
Less than 1 cuble foot

Arranged.:
Volume:
Annual Accumulation:

Apﬂ.ica‘éions for positions within the institution from persons who were
This file of applications, together with some

not accepted for employment.,
correspondence, relates to all of the departments, such as Administrative

end non-medical areas.

Recarmendation: Retain for one year and destroy.

Dispesition
Approved

Disgscition
Lpprover



[} DESCRIPTION OF |TEMS OR RECORD SERIES

APPLICATION FOR AUTHORITY TO

DISPOSE OF STATE RECORDS APPLICATION No. _6L. 8 ¥

(CONTINUATION SHEET) PAGESZ  OF Tlj_PAGES.

ACTION TAKEN

5.(7)

"

7.(8)

Personnel Requisitions, 1956-

Arranged: ' Chronological
Volume: _ 1l cubic foot
Annual Accumulation: ILess than 1 cubic foot

This is a file of reguests to the Department of Personnel for the creation
of positions or changes therein - consists of DPW-1112, Authorization;
DFW-1106, Report of Changes; also Forms 1109, DP-101 and 102, aCsS-10k and -
Drw-1123, '

Recommendation: Weed at end of each biennium, retaining only current job
descriptions and related material - all duplicates and

non-essential material may be destroyed.

Payroll Voucher, 1953-

Arranged.: Chronological
Volume: 4 eubic feet
Anpual Accumulation: 1/2 cubic foot

Beries consists of position allocation lists, personnel and payroll analysis
sheets and payroll vouchers. The voucher sheet shows employee name, ID
murber, time, rate, salary earned and deduction made. The triplicate copy
of APA-Form #1 is returned to the institution after IBM processing.

Original goes to Auditor's Office, where it is either retained permanently
or microfilmed. Second copy is in Springfield Office of Mental Health.

Recommendation: Retain for two full years after current biennium and
destroy, provided an audit has been made under the super-
vision of the Auditor Gemeral,

Statistical Reports, 1948-

Arranged: Chronological -
Volume: 2 cubic feet
Anpual Aceumulation: 1/L4 cubic foot

These files consist of copies of reports in narrative and statistical form
concerning case loads and services rendered in the institution, movement of
population, termination of care for patients, automotive cost reporte.
Reports’ are compiled monthly, .quarterly and annually summarized and forwarded
to the Regional Cffice in Springfield, where contents are either published
or yretained in punch card form. There is also a small amount of corres-
pondence with other institutions, universities and clinics, either exchanging
or eomparing or forwarding this information. - These coples serve no purpose
in the institution after publication or punch card processing.

Regommendation: Retaln for three months after publiéa.tion and destroy.

Dispesitiofi
Approved

Dispecition
Approveg

- :
Divegarsl

s



APPLICATION FOR AUTHORITY TO
. DISPOSE OF STATE RECORDS sesvication vo. S1- ¥
ORM=14 (CONTINUATION SHEET) pace_lt oF 1l paces.

. DESCRIPTION OF ITEMS OR RECORD SERIES

ACTION TAKEN

3.(9)

2.(20)

10.(11

Ll‘

Memoranda File, 1945«
Arranged: ' Alphabetical by name
Volume: 15 cubic feet

Annual Accunmuletion: 1l cubic foot

This file consists of incoming memoranda issued in Springfield by Director,
Deputy Director, Administrative Service, and other central control areas
(exclusive of PRINTED bulletins and memoranda). In gddition, there are
inter and intra-office communicatinns relating to the operation of the
institution which originate in the Office of the Superintendent, Admin-
istrative Assistant and Business Manager. Files serve no purpose after
one biennium.,

Recommendation: Retain for two years and destroy.

Publicity File, 1949-
Arranged.: Chronologlcal
Volume: 6 cubic feet

Apnual Accumulation: 1/2 cubic foot

Files consisting of incoming and outgoing communications relative to
activities of institution, Superintendent and individual personnel in
eannection with memberskip in or affiliation with societies, associations,
training centers, councils, committees and community services. There are
also coples of publicity releases, clippings, publications of staff
members and other related items. This file serves no purpose after one
biennium.

Recormendation: Retain for two years end destroy.

) Budget Estimates, 1939-
Arranged.: Chronological by year
Volume : 1 cubic foot

Avnual Accumulation: Less than ) cubic foot
Files consist of copies of Department of Finance Budget Estimate for

biennium (Form FBel) with attechments., Original is submitted to Springfield.
Copies serve no purpose in institution after two biennia,

Recommendation: Retain for four years and destroy.

) Monthly Food Cost Reports, 1951~

Arranged.: Chronological
Volume : : 2 cublc feet
Amnual Accumulation: Less than 1 cubic foot

(Continued on next page)

Dispesition
Approved

Dispasitic
£ppreved



APPLICATION FOR AUTHORITY TO

—_— DISPOSE OF STATE RECORDS APPLICATION NO. _€1.0 4
(CONTINUATION SHEET) PAGE._.S_OFJQ.._PAGES.
. ) DESCRIPTION OF ITEMS OR RECORD SERIES ACTION TAKEN

1.(13) Monthly Food Cost Reports, 1951- (Continued)

File consists of copies of monthly recapitulation sheets and attachments
indicating the amount of ice cream consumed, number of meals served, cost
of food and ice cream, cost of preparation, food inventory and other
related items. The originals are forwarded to Springfield for use by the
Economics Division in the preparation of future budgets. Copies serve no
purpose in institution after one biennium, e
Disposition
Reconmendation: Retain for one biennium and destroy. Approved

12,(13)) Receiving Reports, 1952-

Arranged: Chronological and type of funding thereunder
Volume: 48 ecubic feet
Annual Accumiletion: 6 cubic feet

File containing Form F7-T, Order for Delivery, together with requisitions,
Authorizations, Cancellation of Requisitions and Authorizations, Cancella-
tion and Reinstatement of Purchase Orders, correspondence and other

. related items. These reports serve no purpose after four years.

Becommendation: Retain for four years and destroy provided a post sudit

.ﬁ " ’.‘. "
has been made under the supervision of the Auditor General.| J<p#Sii?2n

Approved

3.(14) Amusement Fund Involce-Voucher, 1953-

Arranged: Chronoclogical
‘Volume: 1l cubice foot _
Annual Accumuwletion: Iess than 1 cubic foot

File of obsolete Form FA-13's which were used to voucher payments for

recreational items, together with some pieces of correspondence and other

records of payments., Amusement Fund 1s non-appropriated monies (profits

from vending machines) and payment for recreational items is made by means

of a cheque. These accounting records serve no purpose after two biennia.

(New Form WF-57 to be used beginning July, 1961)

Reconmendation: Retein two full years after current biemnium and destroy, i 7
provided that a post audit has been made under the e
supervision of the Auditor Ceneral., Tl

4.(15) storekeeper's Invoice File (Institutional Invoice), 1953-

Arranged: Chronological by year, month and day
Volume: 6 cubic feet
Annual Accumulation: 1 cubic foot

(Continued on next page)




FORM=1A

APPLICATION FOR AUTHORITY TO
APPLICATION NO ﬂ:é'y

DISPOSE OF STATE RECORDS

(CONTINUATION SHEET) PAGE 6 oF _1Y4 PAcES.

Ma.

DESCRIPTION OF ITEMS OR RECORD SERIES

ACTION TAKEN

h.(1%

15.(16

=

16.(19

7.

)

)

Storekeeper's Invoice File (Institutional Invoice), 1953«  (Continued)

Files consist of invoice forms used by storekeepers to record receipt
of cammodities from Farm, General Store, Sewing Department and Bakery.
Form is also used to record donation made by United States Government
of surplus food - no charges are made for these items and no accounting
made to Government,

Recommendation: Retain for two full years after current biennium and
destroy, provided a post audit has been made under the
supervision of the Auditor General,

Financial Reports to Governor, 1952

Arrenged: Chronological
Volume: 1l cubie foot
Annuel Accumulation: ILess than 1 cubic foot

File consisting of copies of quarterly finanecial reports to the Governor
sccounting for many types of funds, such as Trust Fund, receipts in cash
from 2ll sources, appropriations for salaries, sumary of receipts and
disbursements.

Recommendatioen: Retain for two full years after the current biennium
and destroy, provided a post audit is made under the
supervision of the Auditor General.

Departmental Reports (Institutional Activities), 1952-

Arranged: Alphabetical by Department'
Volume: 1 cubie foot
Annusl Accumulation: Less than 1 cubic foot

Files consisting of narrative and statistical reports of services
rendered within the institution. These documents are submitted annually
by the Departmentsto the Superintendent who, in turn, uses the information
contained therein as & basis of reports to Springfield. When the informa-
tion is received in Springfield, it is either IBM processed or published
in Departmental Bulletins and brochures. Material serves no purpose after
publication or IBM processing.

Recommendation: Retain for three mcnths after publication.

Btore Receliving Reports, 1959-

Arranged: Chronological
Volume: 2 cubic feet
Annual Accumulation: 1 cubic foot

(Continued on next page)

Disposition
Approved

Dispositicn
Approved

Disposition
Approved



APPLICATION FOR AUTHORITY TO

" DISPOSE OF STATE RECORDS APPLICATION No.ﬂiy
- (CONTINUATION SHEET) PacE T oF _14.Paces.
R
" DESCRIPTION OF ITEMS OR RECORD SERIES ACTION TAKEN
NO,
17.(29) Store Receiving Reports, 1959- (Continued)

18.(21)

19.(24

20.(23

Original, duplicate and triplicate coples of PO Form WF-1 and Form F7-T,
together with attachments. These documents are used by the General Store
to record purchases and receipt of items. Originals are forwarded to
Institution Business Office, where they are attached to the Auditor's

copy of the FA-13, second copy in Store Office, third copy at point of
origin and fourth copy remains in Supervisor's office attached to Purchase

Order.

Recommendation: Retain for four years and destroy, provided a post audit
has been made under the supervision of the Auditor General,

Storekeeper's Requisitions, 1953-

Arranged: Numerical by month

Volume: 6 cubic feet

Anmmual Accumuwlation: 1 cubic feet

Original, duplicate and triplicate copies of forms used to submit requests
for items to the General Store, Original remains in Store, second copy
in Business Office, third copy at point of origin. These forms serve no
purpose after audit.

Recamnendation: Retain for two full years after current biennium and
destroy, provided an audit has been made under the
supervision of the Auditor General.

Patients Trust Fund Receipts, 1952-

Arranged: Numerical

Volume : 1 cubic foot

Anrual Accumulsastion: Less than 1 cubic foot

Copies of receipts for individual patients trust funds. Original retained
by Business Office, second copy to depositor and third copy is used as
authorization for distribution of specific items.

Retain for two full years after current biennium and
destroy, provided a post audit has been made under the
supervision of the Auditor General,

Recommendation:

Patients Trust Fund Disbursements Receipts, 1952-

Arranged: Two Files: One Chronological. for Ledger Book
One Alphsbetical by patient's name
Volume: 2 -Books

Annual Accumulation:

(Continued on next page)

Dispesition
Approved

Lispesition
Approved



FORM~-

APPLICATION FOR AUTHORITY TO
DISPOSE OF STATE RECORDS

1A
(CONTINUATION SHEET)

APPLICATION NO. 5_.___1""5/
pacE_8 oF 1Y races.

:'w

9 DESCRIPTION OF ITEMS OR RECORD SERIES ACTION TAKEN
0.(29) Patients Trust Fund Disburcements Receipts, 1952- (Continued)
File of two ledger books - one is used to record receipt of monies and
the second ledger is used to indicate disbursements made from Patients
Trust Fund. A summary of the total accounts is posted to recapitulation
sheet and forwarded monthly to Springfield Office for IBM processing.
Recommendation: Retain for four years and destroy, provided a post audit Disposition
has been made under the supervision of the Auditor General, Approved
1.(24)) Repair and Maintensnce Reports, 1957-
Arranged: Chronological by year end month and d.é.y
Volume: 2 cubic feet
Annual Accumulation: 1 cubic foot
File of requisitions and work crders for repair and maintenance of the
physical properties of the institution. Secondary record is kept in an
Order Book as & cross check on the amount of work done and whether or not
the job is completed. No monthly or yearly reports are submitted; there-
fore, these records serve no purpose after two yesrs.
| | Dicpeitice
Recommendation: Retain for two years and destroy. Apyreved
2.(25) Physical Inventory, 1951-
Arranged: Chronological
Volume: 6 cubie feet
Annuel Accumulation: 1/2 cubic foot
Copies of inventory change report Form #l, equipment transfer permits ’
daily reports. of new property, inventory location control cards, annual
reconciliation registers. This information is now IBM key punched in ‘
Springfleld ahd & card record is now meintained permanently in the
irstitution. System was adopted in 1956, These records serve ho purpose
after four years,
Recormendation: Retain for four years and destroy, provided post audit Dispositioni
has been made under the supervision of the Auditor General., Lsposiiion
Approved
3.(26) Quarterly Requisitions, 1952-
Arranged:. Chronological
Volume: 9 cubic feet
‘ Annual Accumulation: 1 cubic foot
' This form, together with Recapitulation Sheet, is used throughout the
institution to record the needs of respective departments and is retained
by them for reference., Original is included in Item 12 of this Schedule.
They serve no purpose in the Department after two years.
P.hs‘-’;éuu"ﬂf;-
Recommendation: Retain for two full years and destroy. 7;1:’ ropan



APPLICATION FOR AUTHORITY TO

DISPOSE OF STATE RECORDS APPLICATION No._61-3 ¥/

FORM-1A

(CONTINUATION SHEET) Pace _F_oF 4 _PacEs.

.j . DESCRIPTION OF {TEMS OR RECORD SERIES

NO,

ACTION TAKEN

4.(28) Pire and Security Reports, 1952-
Arranged: Chronological

Volume: ‘ L cubic feet
Annual Accumulation: 1/2 cubic foot

annual. sumarizations, In case of fire report is made to Springfield
within 48 hours and lists institution, date, time apnd place of fire,
disciplinary action and related ltems, The Security File includes

reports serve no purpose after two years.

Recommendation: Retain for two years and destroy.

’5.(29) Kitchen Laboratory Reports, 1958-
Arranged: Chronological

Yolume: 1 cubic foot
Annuval Accumulation: Less than 1 cubic foot

have a dairy or pasteurization plant.
These records serve no purpose after two years.

Recommendation: Retain for two years and destroy.

6.(73) Water Chlorination Charts, 1958-
Arrenged: Chronclogical by year, month and day

Volume: 1l cubic foot
Annual Accumulation: 1/4 cubic foot

third copy in Chief Engincer's Office, and fourth copy to Springfield
General Office.

Recommendation: Retain five years and destroy.

Copies of Fire Reports Form FD-L, FD-8 (or equivalent), as well as semi-

Watchman's daily reports, weekly, monthly and annusl reports of activities
and results of inspection of physical plant and action required. These

Copies of reports of monthly laboratory analysis of milk, cream, ice cream,
which 15 consumed 1n the institution. The information is also furnished
Eeonamice Division of Welfare in Springfield. This institution does not

The amount of chlorine is continucusly recorded in the distribution system
by mechanical means on a 2h-hour chart. A recapitulation of information
is reported on a monthly chlorination repcrt., Original is forwarded to
State Department of Health, second copy in institution Business Office,

Disposition
Approved

Dispesition
£poroved

Dispesition
Approved



APPLICATION FOR AUTHORITY TO
DISPOSE OF STATE RECORDS

APPLICATION No._ﬁ]_._&f-’t

FORM=1A
(CONTINUATION SHEET) PAGE _J0-OF 1f4 _PAGES.

\ DESCRIPTION OF ITEMS OR RECORD SERIES ACTION TAKEN
NO.
7. (34) 8tore Ledger Cards, 1957-

Arranged; Store Ledger Cards ~ Numerical by Institution-

assigned number
Ledger Book & Invoice Journal - Chronological
Volume: 6 cubic feet

)

39.(36

Annual Accumulation: 2 cubice feet

Basic information relative to the operation of the General Store is
posted daily from the Storekeeper's Requisitions to the Store ledger
Card. This is a perpetual inventory system and a recapitulstion of the
ltems received and issued. In addition, a General Store issue Ledger
Book and Invoice Journal is also maintained. Records serve no purpose
after audit,

Recommendation: Retain for two full years after current biennium and
destroy, provided a post audit has been made under the
supervision of the Auditor General.,

Bid lListings, 1959-
Arranged: Chronological
Volume: 1 cubic foot

Annual Accumulation: Less than 1 cubic foot

File congists of bids and listings of items required and indicating
quantities and prices, together with some correspondence, Original
sumary is forwarded to State Purchasing Agent and duplicate is retained
in institution where it is available for purchasing eagents as a reference.
No purpose is served after four years.

Supersedes 58-53 - Item #1 - October 10, 1958,

Retain for four years and destroy, provided an audit has
been made under the supervision of the Auditor General.

Recormendation:

Compleint to Vendor and/or Shipper, 1954-
Arranged: Numerical
Volume: 1 cubie foot

Annual Accumulation: Iess than 1 cubic foot

File of papers used to process complaints relative to purchase or delivery
of a variety of items. Most such complaints are resolved within 30 deys.
Files are used chiefly as a basis for elimination of chronic offenders
from future bidding lists. No purpose is served by retention after one
blennium,

Recammendation: Weed at end of current biennium and destroy eccumulation,

retaining permanently those documents relating to incidents
which either have cr might possibly result in legal action.

Dispesition
Approved

[ o¥s8
Ao

I

Dispacilssts

Approvaﬂ 3

Dispecificn
Approved



FORM~1A

. l‘ DESCRIPTION OF ITEMS OR RECORD SERIES

NO.

APPLICATION FOR AUTHORITY TO

DISPOSE OF STATE RECORDS appLicaTion o, 615" %
(CONTINUATION SHEET) PAGE 1L _orF. 14 racEs.

s

ACTION TAKEN

30.(39)

31.(51)

i2.(58)

Local Purchase Vouchers, 1957~

Arranged: Numerically
Volume: 1l cubic foot
Annual Accumulation: less than 1 cubic foot

File of Purchase Order forms, together with Statements, Bills of lading,
Produce Bid Listings, and related items. ILocal purchases are made for
emergency items only vwhich are vouchered by Form FA-13 and payment is made
by State Warrant,

Recommendation: Retain for two full years after current biennium and
destroy, provided a post audit has been made under the
supervision of the Auditor General.

Power Plant Operating Records, 1958-

Arranged: Chronological
Volume: 8 cubic feet
Apnual Accumilation: U4 eubic feet

8. Charts numbered 14-100381 and 1Lk-250,

b. Monthly reports such as Chief Engineer's Operation Report, water
and electric current report, Boiler Room and & Daily Power Plant

Operations.

These charts and graphs are used to show the steam flow, pressure, fuel
consuned and boiler water control. Originals of daily records remain in
Chief Engineer's Office, Originals of monthly reecapitulation sheets
remain in institution, second copy goes to Supervisor in Springfield,

and third copy to Div. of Architecture in Springfield. Charts and graphs
serve no purpose after two years; daily and monthly recapltulation records
should be retained five years.

Recommendation: Retain recapitulation records five years and destroy.
Retain Charts and Graphs for two years then destroy.

Bank Accounting and Disbursement Records, 1952-
(Trust.and Amusement Funds)

Arranged: Chronological by year, month and day
Volume: 8 cubic feet
Annual Accumulation: 1 cubic foot

(Continued on next page)

Disposition
Approved

Dispesition
Approved



FORM-

APPLICATION FOR AUTHORITY TO

DISPOSE OF STATE RECORDS appLicaTIoN No. _8153 Y/

1A
(CONTINUATION SHEET) Pace 12 or 1Y paces.

DESCRIPTION OF ITEMS OR RECORD SERJES

ACTION TAKEN

NO.
32.(5%) Bank Accounting and Disbursement Records, 1952- (Continued).

33.(59)

34.(61)

(Trust and Amusement Funds)

These are non-appropriated monies. File of deposit slips, cencelled
checks, check stubs end bank statements relating to the operation of the
Trust end Amusement Funds. Profits collected from vending machines are
used to provide an Amusement Fund; payments are then mede for recreational
itenms.

Recommendation: Retain six years and destroy, provided a post audit has
been made under the supervision of the Auditor General.

Transmittal Records (To & From State Treasurer), 1952-
Arranged: Chronological by year and month
Volume ; 2 cubic feet

Annual Aceumulation: 1/2 cubic foot

The following documents represent a complete file of forms covering
receipt of and transmittal to State Treasurer of Miscellaneous Collections
made by the institution:

a. Duplicate copy of institution receipt for Miscellaneous Collections.

b. Duplicate copies of remittance from the institution to the Depart-
ment of Mental Health, Springfield (Form 10k - Mental Health), for
transmittal to State Treasurer.

¢+ Original copy of receipt from Office of the State Treasurer.

Recommendation: Retain the entire series for two full years after current
biennium and destroy provided a post audit has been made
under the supervision of the Auditor General.

Linen Records, 1958-
Arranged: Chronological by year, month and day
Volume: 6 cubic feet

Annual Accumulation: U4 cubic feet

File of laundry lists (Form A), quantity check, quota changes (Form 1),
inventory shortages and overages (Form F), inventory check (Form C).
Linens are inventoried monthly at each location and & recapitulation sheet
indicating overages and shortages is also made, Original reports go to
institution's Business Office, and a second copy remains with checker.
These records serve no purpose after cne year,

Supersedes Schedule 58-53 -~ Item #6 ~ October 10, 1958,

Recommendation: Retain for one year and destroy.

Disposition
Approved

Disposition
Approved

6>

Disposition
Approved




FORM~1A

l’ DESCRIPTION OF ITEMS OR RECORD SERIES

APPLICATION FOR AUTHORITY TO p
DISPOSE OF STATE RECORDS APPLICATION NO. €12
(CONTINUATION SHEET) PAGEJ&_OF.J&LPAGE&

ACTION TAKEN

35.(62) Building Contracts, Specifications and Awards, 1948-

36.(63)

37.(64)

Arranged: Chronological
Volume: 2 cubic feet
Anpual Accumulation: 1/b4 cubie feot

File of incoming and outgoing correspondence relating to specifications
recamendations for contractors, together with a copy of the final contractd
The awarding of contracts and all business concerning same is done by the

Division of Architecture and Engineering in Springfield - original documentd

are mainteined by sald Division. Two copies are retained in Mental Health
General Office., Duplicate institution file serves no purpose after four
years . :

Recommendation: Retain for four years and destroy, provided a post audit
has been made under the supervision of the Auditor General.

Summery of Store Accounts, 1957-

Arranged: Chronological
Volume: 2 cubic feet
Annual Accumulation: Less than 1 cubic foot

Pile of forms WF-34 and adding machine tapes. These items are used to
verify existing ledger card balances., Fille serves no purpose after
internal audit.

Recommendation: Retain for two years and destroy, provided an audit has
been made,

Pest & Insect Control Reports, 1948
Arranged: Chronological
Volume: 1 cubiec foot

Annual Accumulation: Less than 1 cubice foot

The bids for pest control are let on a basis of yearly continuous service,
An inspection report is made weekly for each location. As need arises,
exterminator takes necessary action and reports accordingly to the
institution Business Office by means of & Service Statement. A quarterly
report on conditions and cost account is forwarded to General Office,
Fiscal Services. Records serve no purpose after two years.

Recommendation: Retain for two years and destroy.

Dispesition
Approved

Dispesition
Approved

Dispesition
Approved




FORM~1A

APPLICATION FOR AUTHORITY TO

DISPOSE OF STATE RECORDS speLicaTIoN No. 615 %/

(CONTINUATION SHEET) PAGE 14 oF _ 14 Paces.

‘ } DESCRIPTION OF ITEMS OR RECORD SERIES

ACTION TAKEN

38.(71) Telephone Records, 1955-

39.(78

)

Arranged: Chronological
Volume: 1 ledger Book
Annual Accumulstion:

File of Ledger Books only in which is recorded the outgoiﬁg lceng-distance
phone calls of the institution. ILedger Book is checked against the

incoming Phone Company monthly statement. If they tally, payment is then
made by use of Form FA-l3, Invoice-Voucher, and statement is attached.

Records serve no purpose after three months,

Recommendation: Retain ninety days and destroy.

Timekeeping Records, 1948-

Arranged.: Chronological
Volume: 6 cubic feet
Annual Accumulation: 1 cubic foot

In this institution the Form WF-18 is used for both "Negotiated Wage" and
*Regular" employees. Each section maintains and posts sheets and informa-
tion is then furnished to Business Office for preparation of payroll,
These forms serve no purpose after two blennia and sudit.

Recommendation: Retain not less than four years, then destroy provided
g post audit has been made under the supervision of the
Auditor General. : :

Disgpesitc
Approvesd

Dispesition

Approved



