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() The following proceduiss are %o be followed ii the operatich of the :
Recards Program for controlling the retention, protection and destrustion

. ,ofnecrdlumubodwmwotham. . :

(b)Y .A Records Center has been hed , .
Pa., fog safe and orderly retention of vecerds

Branchton, Butler Comnty, _
after the expiratics of the sctive qumu, ST

which mst be retained
mt;hlernurd-n-. o, .
L : . . e re ..

1771 - Storeromm Requisitics ' . e .
© 28678 - VWaintenanos Requisition . ce <L Lt
Imuurycfnqoa'a .t * I
label for Nem<Current Records . - . .
Index of Jo1 z Racords . : .
Destruction of Records:(at Bast Mttovurgdt) | -
Flov Scwdale O e '
Request for Recards e, .

B Tetion of lacords in Records Cester . ¢ ° L
Shipnt.laun.uo‘or« to Reeords Center .": s .

3 Mﬁnm'amammmmmfm-*-_- T
‘ Tatarpret the prosedme recommnded the Castodian of deserds for the
(a) Iotarr v o T it 88 scctact between Ouste

protestion and preservstion of rescards, |
dian et_bocu and Bast Pittowrgh Dopr\-m. .o o -

(b) 1Tn cclisboraiten with the Castodian of Resorde and
L Represeatitive exscute the toxu‘dm . ..

1, Tu indttad tventery ou Form 18209 gor dep
. been imventorisd, Custodian of Records will theh prepare Nlow -
Sehecdules, Form 23263, establishing sstive and total retertian

. . ”ﬂmo ) L L . . . . e,
) 9. Revise Flow Sghedulss vhen Decesshry 40 reflact ehanges ia retentise
form wabere d&mtmof reccrds, o%6,

: pr}od, departmms, o
. e VoL .j.03 17169"
Y S e e T el

\

l
- '

ths Departmezt Reeards:

"o dapartmscts viich have »od
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3, Prepare livetary, Torm 18209; for recards Placed in um after the :
. =

" ¢aitial inventory

ke lrn.u' for shipme

DEMRTENTAL AESPOSIIILIN -

(a) Advise Off4ce Mathods "Representative of alY

93,4

existing Flov

has been prepared,

at of csrtans to S-Annex and Mecords Cexter,

changes requiring revision of

November 1992
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v) unrhuf. Recards Mapresentative will ‘ecllsborate with 0fice Methods
Representative in emeuting the follewings - e,
T. Take initial {oventory on M 18209 for q;p.r&.-nu -'hi.lh have not
been imventerisds T Cote e .
' . Revise Flow Schedules mi pecessary to RM changes in retentiom
periocd, departments, form numbers and disgemtimuance of records, ets.
3, Prepare Inventary, form 18209, for recards placed in-use after the
4nitial 4inventory vas prepared, . } . :
from department £iles and destroy records 1a strist
ase with the Flow Scheduls, - - . . ) .

When the astive retention period his expired, paek,
yecords for shipment to Records Center, .

(o) Kssign box mmbers for a1l cartons of records te be transforred fram
_department %o Meeords Centere  ° - Lo L

(¢) Transfer records
ordance

(@) 1abel and prepare -

Box u-bon for all IP Projects are ﬁon& aaunuwly - .
controlled. by the Project Jeoards Represestative. .
A . . . ’.‘ . -
Box mmbers. for all other fast Pittsburgh Projects vill be ssvigned

. by the followings ’ ) . .

JI Projecte

1.

2.

- 4. Cattarsdl, Ind, Aectge, 23-30 . -

- J.,C‘ﬂlrﬂl. Ind, m"o. 24‘”. ot

* edo T Romey, Ind, Asctgs, 2+3=-30 - Lt
“m.. Isrin VYorks -

o Je ’o. m, Nica Products
Aoctg., -Derry Vorks

«.R, Korody, Poreelsin Products
- H, ‘o' John, “‘mm uﬁ.. MN & ”p‘l”

_l_gueckg_f_gg_xubonnnsq gwplhdu.dvnn'..

- ..

111

L4 .

S, FETENTION OF RECODS TN DEPARTOENE LT
(s) Mecords shall be retained in department
. shown co the Ylow Scheduls, Form 23263,

(b) At the time neerdu are removed from sotive files they shall be pteked 12 .
- Vien the sstive peried has.expired, cartons

standard gartons and labeled.
shall be sealed and shipped %o %aqords Centers - C e
' S ) '.'03117170.'
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JABELING CARTONS ‘

(s) Prepsre 8 typewritten label for Now-Curremt Myaards®, Porn 22903, ia .
duplicate, for each carton 88 followss - : - )
1. Under *Plant or Office" show Tast Pitisburgh.

2, Under "Div, (or Dist,) and Dept,? ehow the nam of Division and -De-

. .i., . ’ .
3.unsmm-nu.3mhmummg—ua;tw
under st the corners, (Bxhidit K, Pigere },) This mims carton-

" dustproof, Inmunomncm’otg—dupmnd r e
wder the label, ‘ LT '

- *

v

partmsat or Sectiom, ..“1003 *L.R.A, Depts, Developmnt Bngimeering -
Power Citcult Breaker Dept., Industrial Engineering®e .

3. Under "ix Bo," shov the project prefix latters ed smber, and b

box mober for all YEP® projects. For all other projects show prefix
htto,nudngnmanly._ T C :

k. Under "Meme of Records® show now of scntained recards mctl;u o

shown on Flow Scheduls, Perm 23243, If a earton sontains seversl

Kinds of records, single space this informatiom 4f that perwits all ° o

. to be shevn on cns label, Wiwn not possidle %o show all informtiem
on label, show *list attached® under *ams of Record®. Prepare &
148t of contents in duplicate, attash duplicate to rnn copy of
label ‘nnd place ariginal inside the earton,

) S. Under "From - nn.vzh‘,' h\n‘!.uuu and enting dates of essh u

of recard comtaimed in the earton mst 8 be shown, For eertaia

B Kinds of resords, the bégimning and en sesbere er latters, A %0
3, :? to 9001, eta,, wust also be shown t0 facilitate losating the
™6 ° ' .. Y . : _—

Yhen it (s not possidla teo show all informtion on ladel and & record
of contents is dasired by departmat, shor "List stteched® under
*Prom - Throogh®, but always shov latest date of records insluded,
Prepere & 1ist in triplicate, Attach duplicate to yellow ladel,
plase triplisste h'm«Mthcmfmm .
foreness .0 - 1 .0 ¢ : .
6, Under *Project Item %6,® show only the {tsn mmuber eppearing ia the’
"Project and Item No,* eclwm of your "Flov Scheduls®, Porm 23263, .
for all "™ Projects, For all ether projedts, such o8 IX, JI, XX
ete,, show project musber , (exeleding prefix lotters) and item mm=
bere . . s ' o . .

[ .

3. Gader “Dastroy® show date the Secords are to be destroyed, This date

" will be determined as explained on the reverss side of your Flow
Scheduls, Vhen total retemtion peried 1s psrmanent, shov *Tever’,

8, Under -'m.p to Archives® show the.date en'ihiet;-th exrton should b
shipped to.the Archives, as oxpleimd en the reverss side of your
Flow Schedule. : . .

S it 031annR
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S ¥ Bulling, Lok o "Retinag CouteR- BUTER
.Lo_M.Lt'.Ft-:l-lR. e
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9% Nltbﬁcbtemrc'mnzmuhllhuthudtbbm'Q' =
(sed to make vithdrswals, if 1t 1s Lwportaat *°

or titls of person author
that the issue of rederds

" restricteds,
10, leave té foliowing space
*lacstion at Archives®,

3 u'

9-205.'

12,
. ber will be the samm
¥o,), except that the

Use the rubber s

Under "Prefix® {at bottom of label).stamp the
project musber on the origival’ladel
For examples Corporate Accounting,

Onder "Bex Fo.® (at bottas of label) staxp the bax sumbir,
as shown in the wpper right hand corner, (Bex

prefix latters and project number will be onitted,

teaps with bold Pace letters and nwbers §* .

from Central Records Buress pr-Arehives be

6 blanki Wsceived at Archives® and

prefix letters and '

(white copy only) FParm 22903,
Property and Plant, would be

This num=

WOt
: gg}.\. To prevent fading, wse a high quality blaek stamp ink

(5} Paste the original (white) Lavel, Porm 22903
K, Pigure

of the carton as shown in Zxhibit A,

ncu_'o_ly %o -t.lu_r;em ond

Tt

8, DOEX Or RECORDS SHIPPED TO RECORDS CENTER - : :
Form 2790L) £6r each kind ‘of reccd identifiad by

. * (&) Prepars sh Index Caxd (
Yorn 229Q3, the details of

. . . 2 . . .
(d) Xlways show the begimning and ending dates and numbers of
carton. , g

sach earton and the sumber of each

(¢) Enter wder *D1gposition=
1s shipped to Records Centsr,
entar the dats of destruction

(4) Maks similar entries in the
. Centar or destroyed, -. .
9. SHIPWENT OF NECORDS TO RECORDS CENTER

(s) Pecords vhish are schedulsd for
) retained A sctive files for the pe

shipmnt to

»

—Shipped® the date (month and
Vien & carton of records is destroyed,

wder 'pilpoli.uoa—ebomd'.

riods showa

shall be shipped to Records Centers

(b) Vhen cartens are ready for
ing forms sball be.
Snipment Notice -

fecords to Records Ce
triplicate -

\1gcate labels (Porm 22903
raten e 001220610)

'S
r

c e e ACI Nl MW

PLurol

Besords Center

a Project and Item mumber and post thereon from the Duplicate labels,
esch cartem containing such records,

the records ia

year) each esrton

} ure vhensver records are nup;;ld to Recards
, .

o

e
]
.

and have been
is the Now Schedules

.

shipmest to Records CTenter, e four ec;piol ]
of *Shipmnt Fotice - Racords to Records Cente &96? e followe
forvarded to Office Methods, oot -

r*, Yora
b2,

ater (Yorm 2U943) 12

el ¢ s )

i

|

!
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Mum;uueuwahnnmumuwma-aum
labels and wwo (2) eopiss of Smipmsnt Notice - Decords

- Comter, Duplicate
, W11 be forwurded to Meoords Ransgemnt,. e fourth
-eopy of bu&%)vinb held by the eriginating departmsnt as evidinos
of {ssuance wntil the mmemnwunumdmw; Conter a8
nbwhdm .af earten aamo .
NOTE: ~ Shipments of records to Records m frou » Mﬂu M,
© « Copperwill, MMF&W”MWC&W#M&
. delivered by Cowpany Truck to S~imrwx, Rast Pittsdburgh, for ship~
mant to Records Center, Whep shipment from thess locstions cem-
© - gists of & large mumber of sartons, motify F. R. Scfer (Phome J908)
that shipment- {s reddy, Arrangemsnts will be made.to pick wp th e
mmmmnmmupmzwmnMpnu .
hca-dc Conter. . :
Prhtug & Yamplate

P . Moﬁchahmhumwm
. Doprtnntvﬂlbooh&mdd&notm OM ons to Becords .

. Gomter, & o
10, mvx:sorm-cumnm S
withdrev ma-dc froa Records cuur, prepare

(a)  When it decomss mosssary to
Request for Records, Fora 2)687, in mmm. il 4n m nbmun

roquired as tonmm .

1, Name afburd, ijoctdn-l‘u-mrmuvunanh
Flow Schedunls; Yorm 23“3- e .

2. Dats or No, of Record &u utnoint u--uu (*Y elnrl; u-uuu

the destred recerd, . . .,
3. Donwr‘h m\'m‘,&umt.mpﬂp&unﬁrdpm

.. ke ewaris - m«é&nms-quuuwmummmmm
‘axy be shown, UlmMMNMM,Mmmm
u.nmmuwamwmmammummw-.-..

.+ S, - aquested nyndnou--hlmmwuabd?mw?dﬂlbﬂ

and enters date, .
+6, 7o Be Returmed On or,nmn (nm) - m am record -mc u '
his should be within 30 days, -

. returned to Recards Managemsnt,.
Original and duplicate of Farm 23687.!:«14&.:3104 to Custodisa °
wmm oopy should be retaingd

b _ of Records, Susqushanna $ite,
s as followeup within your departmsnt, % uhphcu nqum
oan %o -d-brpmniulucdc m-nt

. mmamcrmmnsmmmbsgg . : .
records for returan o hecdo enhr oha.n be -.uod

(8) Polders and {ndividual
to Custodian of Records, Buthm 8i%e, .
éoam-. m s

. (b) Vhei mummumtwﬂmuuow
. BRI O

. .
i
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12,

o -mmn- ,-.@uaa.n.;.ﬁ; the fonu_lg:. .

.1, JFamber of QM
2, Carton mumbers
. 3. Dplanatiln --Inac
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t@v'- merda o b,i-uhtu:l to Records Ceater,

. . ail requisiticn te Cffice Metheds, k=8-2, ' Certons will be pleind w wd
) dnu.nnd to S-fmrex for. shipment to Reocrds Center.: - S
(o) Vithdrew resards should bé retarmed Se the Basords Coter vithia X days

PESTRUCTION OF RECORDS

. . *
‘s

vith Flov Schedules 4n. the follew-
. : DR . ‘ .

(a) Records shall be destroyed in accordance

ing unnlfl

1, Actiw Fles .. .

Same records are ketp in ac

When this period is ended,
) -qammwm-mummumv_sehm". ‘ .

2. Recards 'Cuur
2t the expiratica

4

tive P1lew for thair total retention peried,
the departmnt %0 which swh records belong

- . .
.

of the total retenticm pariod for recards stored ia

the Records Cemter, the Custodian of Recards will prepare "Destructien g

of Recorde®, Foram
plicate to the Of
the Records Repre

478, in triplicats, end mail the original and du-
¢4ce Mathods Representative, who will forwvard them o
sentative of departasnt imvolved, Departmnt Revords

Regresentative will _eenuet the responsible. department swperviser fer .

his approval,’ A

_ ¢ ° trection, DBoth eopies of Yorm 2781 bearing these sigmateres wvill' = - °
to 7, R, Bafer, L=S=2. Origizal vill be miled %0

. c-to_dh_n,d lngrda.’ .Deplicate will be rotaimd L 4 Offise Wothods,
3. Should any neoﬁ; be aonrq.d by fire, md, sabotage, theft, 'oh., :
or to the authorised bctﬂguoa dste, Fora 23022 shall be prepared -

then be returnsd

for each item as

tq:lm: ) . . ‘

. " Plses & eross ami-.tb"ord,l 'lpu,n-tn bctﬂ';ﬁﬁz‘ and wnder
. Memaris? explain the circusstances and esuses of the ion. In-

*  gert signature vhere re

. qundmauucump:hpm.
1“. ... . . . L d . . . . .

"k Reéords 1z the Records Center will bever »e dastroyed without prior

potification on Form 24781, (1) y
. . Fecards were tranaferred and (2) approved by the Custodisa of Records,

.....
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* 12) Bottom lape (s-s 12 Pig.’ 1) must 3wvaje Ve’ glued er stapled securely.

nsmrcTiony
T™he folloving glues .

Meve given good result: 880, 872, Sodium Silicete Solutien. (O-~42-36 Techmisal). ers
flape Join, spply lengibvise (b ia Fig. 1) & eteip of 3° Ormage Care qumed tope or its equive-
p'os!bt!l.lwp‘!iclt&ngco. ?oog'oﬂs.!‘n!on‘!or‘n.

) E {e—e f2 PMig. & ovnn- Ve ocaled by placing o sirdpy ou OQ i .2 erqssvise {a
semter of eartos. Thie wil] euffice vhile cartes ,is s, Cmtral -i- Baresu.  Vhen reserds:

are vithiraws {rom aartom, it shall Ve 3‘&& ia same nmmer. Befere ..‘0-5-!31‘ ]
Archives, .o&‘o“:g’ . . :

(8) Cartons shipped to_Archives et fco bottan flepe oo&‘ o grevided 1a per. 1 e rig. u.
and tops coaled as nowu!l vith n. 9..- Core nil tepe ‘or its o.:.q-u..-o. s showm LaPig. 3:: .

.. 3-.. N .‘»~ of ‘o .q!i-. ia. .l..on of .l.»l .
£. Place s.atriz of tape lisgrhvies vherp flepe jeda, ’

¢ Seal both ends with strips of 3 tape falded wmder. ot ssruers. Tupe

© shall nothe pleaced over aor wader labels. (if -Zi iaevter !&'1..

" ped tapes w aved lo be ‘-:os. . .

) ¢
(4) Standard caricus oaly shall bde coob. ’o nowwi-. ol-‘o- sy de requisitiensd ?d- uroo R

Pittodburgh, General Production, 8. ?.-»ll order of $10 s fo:.oe .

+ W3=1 for recerds 84" x 6° wnd wmaller,

945-2 for records 10° x, 18° {legal e3eel,
821 for VEND sales :n._.: or other recordy .332.5:3 oi°.z 94,

) 848 for records slightly lerger thas 2 s 0°, et a8 !‘o.

977  for recerds 94° ¢ 11° filed en 11° edge. .. ) , ’
a..uca»»qnqm
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Por Shipamt ‘o the Arrhives Sds Pigures T and J .
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