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List of terminated records other than correspondence files

1.
Body in which the records were used:

2.
Period................(year) to (year).............

3.
Total linear meters of shelving space occupied by the records ............

4.
Official who may be contacted regarding proposed disposal instructions...............


Name: ....................…….


Telephone: .................…


Fax No.: ..................……


Cell No.: …………………


E-mail.:   ………..……….

The following are examples and should be removed from the list when a 
governmental body completes the list. If a category of records is not listed below, 
governmental bodies should add these categories to cover the full spectrum of 
the terminated records that should be issued with a disposal authority.
	CATEGORY


	DESCRIPTION
	PERIOD
	DISPOSAL

INSTRUCTION

	REPORTS AND
	1. Six monthly reports 
	1940-1947
	

	MINUTES
	    of the Fuel Commit-
	
	

	
	    Tee
	
	

	
	2. Minutes of Health 

    Committee
	1940-1947
	

	
	3. Minutes of City

    Planning Committee
	1940-1947
	

	FINANCIAL
	4. Main Ledgers
	1940-1964
	

	ITEMS
	5. Subsidiary Ledgers
	1950-1964
	

	
	6. Personnel  Ledgers
	1950-1964
	

	
	7. Returns Cash Book
	1950-1964
	

	REGISTERS
	8. Attendance Register
	1950-1955
	

	
	9. Stores Register
	1953-1978
	

	FORMS


	10. (Description of

      Form)
	1951-1955
	

	
	11. (Description of

      Form)
	1952-1953
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� 	These are completed forms only. Blank forms are stationery and are not indicated on the schedule.











