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1. AGEMCY TITLE 2. OFFICE OF MECORD [3.RECORDS COORDINATOR OR CUSTODIAM (TYPED)LPHOWE | b, smuTL.lti 5. DATE OF SUBKITTAL
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,:" 7. RECOADS SERIES TITLE B. FUMCTIOM/PURPOSE z‘, ::.: io;l:uusm :ns ”(',73:‘3275? ;: r.:?‘um cuT-urr umc: n:zxz.rzuoa:”u ﬁm::::om: 16, REMARKS
1 | Buildings file-Steam Information, buleprints, memgsOFM 1971 |present 1.5cu.flt.FY 2 yrs| S yrs| 7 yrs{7/-s)-dy0
Plant on each building relevant to
operation of steam plant
2 | Purchase Requisitions To record requests for supplips 1971 |present| PurchasingF 18 in. | FY 1 yr 0 1 yr |7r-20-2 70
£8Co/-008-R) and costs. Also record book | OFM Facilities
of purchases by budget.
3 | Personnel Records To record various personnel | OFM 1971 [present | Personnel*| 6 in. | TOE 1 yr 0 1 yr §77-74 0
actions for employees at Facilities
steam plant
4 1 Purchased Utilities file|To record consumption and OFM 1971 |present 12 in. | FY 7 yrs| Perm.| Perm. |7/ )- !y
costs of utilities by
building for total campus
5 | Utilities Recharge file |To record and recover a por- | OFM 1971 |present | Facilities| 4 in. FY 2 yrs| O 2 yrs fod= Wiy
tion of utility funds expendef Accountingf
for non-academic functions to
assist in establishing ac-
curate utility costs
6 | Daily plant operating Records of 24 hour daily OFM 1971 |present 1 cu.ft] FY Perm.| 0 Perm. |7 - 3045
log equipment performance, main-
tenance and operation at Cen-
tral plant & related facili-
ties. Provides means for
continuous evaluation of operfp
ating conditions & efficiencyl,
and indications of possible
problems developing
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