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INTRODUCTION

H

PURPOSE. The purpose of the RECORDS MANAGEMENT Manual is to
prescribe Department policies and procedures (1) for the
organization, maintenance, and use of current records, (2)
for the retirement and disposal of all record and non-record
material, and (3) as a means of implementing a comprehensive
and continuing program for the effective and economical
management of records.

SCOPE. The contents of this Manual are developed in accordance
with the provisions of the so-called Records Disposal Act as
amended (44. USC 366-380), the Federal Records Act of 1950 (44
USC 391-402), the Federal Property and Administrative Services
Act of 1949, as amended, and Title 3 of the Regulations of the
General Services Administration.

A1l records control schedules issued herein have been cleared
by the National Archives and Records Service and approved by
the Archivist of the United States. Approval of the Comptroller
General has been obtained where applicable in accordance with
Section 9 of the Records Disposal Act.

Provisions for the safeguarding, maintenance, and use of
materials classified for defense purposes are prescribed in
the PHYSICAL SECURITY Manual.

APPLICABILITY. Unless otherwise provided, the provisions of.
this Manual shall apply throughout the Department,

SUPERSEDED MATERIAL. The various segments of this Manual will
be issued as deveioped. All instructions inconsistent with the
provisions of this Manual are hereby superseded.

A1l records disposal schedules carried herein are effective on
dates shown and their application within the Department is
mandatory unless excepted by specific approvail.

AUTHORITY. Issued by direction of the Secretary.
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CHAPTER 1-10

PLAN OF THE MANUAL

1-10-00 Purpose
10 Scope and Organization
20 Development and Maintenance
30 Distribution
40 Department Staff Manual System

1-10-00 PURPOSE

This chapter explains the scope, organization, maintenance, and
use of the Records Management Manual. It also includes a summary
of the principal features of the Department Staff Manual System,
of which the Records Management Manual is a part.

1-10-10 SCOPE AND ORGANIZATION
A. Thbe Racords Management Manual is designed to provide a single
suthoritative referemce for Department policies, standards, and
procedures relating to records management activities. It is
organized along the following lines:

1. The policies, imstructions, aund information which are too
broad or general to be included in any one of the succeeding
special parts are igsued in Part 1l.

2. Part 2 will covar delegations of authority and designations
and respomsibilities of key officials in the ares of records,
management. :

3. Policies and procedures concerning the mintaﬁlnce of records
maintained by Department units for current operation will be
issued in Part 3.

4. Policies and procedures governing the disposition of records
which are no longer required for current operation will be
issued in Part 4. Records control schedules governing the
disposition of specific types of records are in Appendix A
(General Records Schedules issued by the General Services
Administration) and Appendix B (Department program records).

5. Instructions for the preparation of forms, reports, and other
documents required for records panagemsnt work will be issued
4n Part 9. (Parts 6, 7, and 8 have been reserved for
expansion) .

CHEW TN=77.1 (1/18/77) supersedes Chapter 1-10 (TN=4)
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1-10~20 DEVELOPMENT AND MAINTENANCE
A. Responsibility for the development and maintenance of cthe
Raecords Management Manual has been placed in the 0S Division
of Management Policy and Directives. Material for iasuance
at the Department level is developed by the Division.

B. Each Manual holder is emcouraged to £ile all new materisl
promptly. Holders should call to the attention of the
Director, Division of Management Policy and Directives,
(through regular channels) any matters in the Manual that
require change. .

C. When an employee leaves his present position, he shall leave
his Manual for his successor. This is desirable not only
for economy but, on transfers within the Department, manuals
in different bureaus may differ in detail because of variations
in supplementation.

1-10-30 DISTRIBUTION

A. 1t is the desire of the Department to provide, or make available,
manuals for each employee who ‘requires them and, accordingly, all
manuals will be issued to key points throughout the Department.

B. The Records Management Manual is intended primarily for the use of
administrative officers, records management perscnnel in staff
offices, Principal Operating Compoments, regional offices, and
major field installations, and others concerned with the records
management program. It is distributed to those offices and
{installations which have been placed on the mailing lists.

C. Changes in mailing lists should be requested.through the appropriace
distribution control officer shown in Chapter 2-60 of the Issuance
Management Manual.

D. Requests for additional copies of manual material should be made
by memorandum from the appropriate administrative officer through
administrative channels to the Division of Management Policy and ’
Directives. Requests from within the Public Health Service should
be forwarded through the Records Officer, Office of Administrative
Management, Office of the Assistant Secretary for Health.

NOTE: Requests for additional copies will
not result in changes in mailing lists unless
such a change is requested as provided in

£ abova.

RECORDS MANAGEMENT ™™N=-77.1 (1/19/77)
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PLAN OF THE MANUAL

1-10-40

A.

c.

DEPARTMENT STAFF MANUAL SYSTEM

The Records Management Manual is one of the 22 volumes which
comprise the Department Staff Manual System. The following
is a summary of the principal features of this System.
Additional details may be found in Part 6 of the Issuance
Management Manual.

Scope. The Department Staff Manual System is the Department's

_ primary reference for authoritative information regarding

administrative mansgement and related matters. The Office
of the Secretary and the Principal Operating Components use
this System to issue policies, standards, delegations of
authority, procedures, and related information in the
following subject matter areas:

ADP Systenms Issuance Management Security

Administrative Accounting Materiel Management Telecommunications
Correspondence: Organization Time and Leave accts.

Emergency Personnel Travel

Facilities Engineering Printing Voucher Examination
and Construction Procurement '

Forms Management Public Affairs

General Administration Records Management

Grants Administration Safety Management

Forms of Issuance. Material for each of the above manuals may be

issued at any organizational level im the following forms: MANUAL
(permanent), MANUAL CIRCULAR (temporary), and MANUAL GUIDE (gener
information for supervisor level). .

Distribution. Each employee who has technical responsibility in a
specific subject matter areas has access to the corresponding
subject matter manual which includes all three forms of manual
material.

Each supervisor, regardless of subject matter interests, receives
the MANUAL GUIDES applicable to his organizational unit or area
for his general guidance in administrative matters.

Distriburion of manual material, as appropriate, is confined to
the organizational and geographic areas concerned.

Numbering and Filing. The major subdivisions of a Manual are
called "parts.” Each part and all of its subdivisions are
{dentified by the following cumulative numbering plan:

P‘rt ‘...I.l...........O‘....."'.....‘..‘. 1
mpter.’...."'.............l...‘...l... 1-00
SECtiON ecvcvsesscasasscavssasesssesess 1=00-10
Paragraph cecececesccacssctssccaccces 1-00-10A
Subparagraph (or item) e...eseecses 1-00-10.4A1

~=77.1 (1/19/77)

RECORDS MANAGEMENT



PLAN OF THE MANUAL Page 4

(1-10-40 continued)

“sppendixes” are, in effect, "parts" but are identified by

a capital letter rather than 2 number. General exhibits are,
in effect, the "X" appendix. Exhibits which apply to a single
chapter are assigned the same number as the chapter involved
and the letter "X" is prefixed to the chapter number. (This
permits filing with the chapter invelved or in the Exhibit

Appendix).

Material for limited distributiom carries initials prefixed
to the appropriate number. FTor example, an SSA supplement to
Chapter 3-20 would be identified as Chapter SSA:3-20. A
chapter for Department headquarters ounly would be identified
as Chapter SSA.h:3-20.

In general, manual material is filed in numerical order.
Supplements should be £iled behind the chapters involved.
Exhibits may be filed in the Exhibits Appeadix or with the
chapters concerned, depending upon the preference of the
Manual holder.

F. Transmittal Notices and Check Lists.

1. Transmittal Notices. All material for filing in a staff
manual will be forwarded to the Manual holder with a
covering transmirtal notice. Each notice will be issued
in numerical order and will specify the material transmitted,
material superseded (if any), filing inscructions, and
distribution codes. When appropriate, background. information
discussing the reasons for the transmittal may be included.

2. Check List of Transmittal Notices. The "Check List of
——— Transmittal Notices” is a form designed to show
at a glance which cransmittals are included in a Manual.
They should be filed in the back of the Manual and posted
promptly whenever & new cransmictal is filed. Since
manual material is issued at various organizational levels,
a separate check list is provided for each level. More
detailed information regarding check lists is provided
on the reverse of the form.

RECORDS MANAGENENT TN=77.1 (1/19/77)
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1 1 .. General _
CHAPTER 1-20

RECORDS MANAGEMENT TERMS

ﬁ
This chapter provides an alphabetical listing of terms frequently used
in the records management work. The information provided herein is
- intended for general orientation work. More precise definitions,
when necessary, will be provided as an integral part of the subject
matter involved. ‘ . :

APPRAISAL OF RECORDS. The act of determining the value of records by
the study of their relationship and contents.

CLASSIFIED RECORDS. Records designated as "Top Secret, "Secret" or
Trontidential” which are restricted to processing or use by cleared
jndividuals, and require special protection.

CURRENT RECORDS. Records or files presently in the physical custody
of organizational units, the maintenance of which is required for
the conduct of current work. )

DEPARTMENT RECORDS MANAGEMENT OFFICER. The title of the designated
Staf? olficial in the 0S Division of Management Policy and Directives
whose responsibility is to plan, develop, and coordinate the
Department's records mangement program.

DISPOSAL. The destruction or sale as wastepaper of record and non-
record material at the scheduled time authorized by the National
Archives and Records Service.

DISPOSAL LIST. A descriptive list of records with pertinent data,
such as guantity, inclusive years, etc., submitted by the Department
to the National Archives, requesting disposal authority for non-
current records which have outlived their usefulness and which are
no longer accumulating, or records which have become unserviceable
due to general deterioration, Disposal lists are particularly
useful in clearing out types of records that have been discontinued
or in dispesing of the records of a liquidated unit or program.

DISPOSAL SCHEDULE. A descriptive list of records, with pertinent
data, submitted by the Departmen: to the National Archives when
continuing authority is sought to dispose of records that are
accumulating, but which will have no further value after (1) lapse
of specified periods of time or (2) upon the occurence of a specific
event,

DISPOSE OF. The destruction or sale 2s wastepaper of record and
Ron-record material at the scheduled time authorized by the National
rchives,

HEW TN=77.1 (1/19/77) Supersedes Chapter 1-20 (TH~14)
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FILES. Papers, cards, or other material, record or non-record,
accumulated or accumulating and arranged in folders, filing equipment,
or on shelves occupying office or storage space.

FILES SERIES. An identifiable portion (or segment) of an organized

File which can be described, handled, used, and disposed of as a wholes
a complete file or part of a file which requires separate description by
virtue of variations in arrangement or subject content, retirement or
disposal characteristics, significant volume, or peculiar physical

form (such as maps, drawings, or other oversized files).

FILING EQUIPMENT. A1l types of equipment used to house records, such
as filing cabinets, transfer files, boxes, shelving, and tube files.

GENERAL SCHEDULES. Descriptive 1istings of records prepared by the
National Archives and Records Service and issued as Appendix A of this
Manual, authorizing disposal, after a specified period of time, of
records common to several or all agencies of the Government. The
disposal action indicated in general schedules is permissive, not
mandatory. The authorization contained in the general scheduies does
not relieve the individual agency from the responsibility of obtaining
the approval of the Comptroller General of the United States to dispose
of records pertaining to claims and demands by or against the Government
or to any accounts in which the Government is concerned.

INVENTORY OF RECORDS. An account or report jtemizing each type of
record and non-record material indicating description, quantity, and
other pertinent data.

MAINTENANCE OF RECORDS. The manner of grouping, filing, storina, and
safeguarding records.

MICROPHOTOGRAPHY (MICROFILM). The process of applying the principles
of photography to effect reductions in records volume, or to preserve
the integrity of the original file. ‘

NON-CURRENT MATERIAL. Record or non-record material which is no longer
required in the performace of day-to-day operations or administrative
activities.

NON-RECORD MATERIAL. Library and museum material made or acquired solely
for reference or exhibition purposes, extra copies of documents preserved
only for convenience or reference, stocks of publications and processed
documents, reading or chronological copies, tickler or follow-up copies,
informal or transmittal letters or memorandums, oOr other documents that
do not serve as a basis for official action.

RECORDS OFFICER. The title of a designated gstaff official whose
responsibility is to provide general direction and coordination to the
records management program within the Principal Operating Component and 0s.

RECORDS MANAGEMENT TN=77.1 (3/19/77)
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RECORDS. "A1l books, papers, maps, photographs, or other documentary
materials, regardiess of physical form or characteristics, made or
received by any agency of the United States Government in pursuance

of Federal law or in connection with the transaction of public

business and preserved or appropriate for preservation by that agency
or its legitimate successor as evidence of the organization, functions,
policies, decisions, procedures, operations, or other activities of
the government or because of the informational value of data contained
therein" (Records Disposal Act of July 7, 1943, as amended).

RECORDS CENTER. Depositories established by the General Services
Administration for the housing of non-current or inactive records
pending ultimate disposition.

RECORDS CONTROL SCHEDULE. A descriptive list of all records of the
Department or any part thereof with 2 written pian of policy and
procedure for the eventual disposition of each type of record, A
records control schedule specifies the types of materials to be dis-
posed of by destruction, or to be transferred, and fixes the minimum
retention periods for each type.

RECORDS LIAISON OFFICER. The title of a designated staff official

whose responsibilities are to assist the Principal Operating Component
officer in carrying out the records management program in an organ-
jzational unit of a POC which, due to size or location, cannot be serviced
effectively by the POC records officer.

REGIONAL RECORDS OFFICER. The title of an official designated by the
regional director to assist in carrying out the records management
program in the Office of the Regional Director.

RETENTION PERIOD. The period of time which must elapse before disposition
may be made of a body of record material.

SCHEDULED RECORDS. A1l record materials for which a policy for dis-
position has been established.

TEMPORARY OR TRANSITORY RECORDS. Records which will have outlived their
usefuiness atter a short period of time.

TRANSFER. The act or process of relinquishing physical custody of a body
of records to an organization or facility outside the Department.

N-77.1 (1/19/77) RECORDS MANAGEMENT
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1 1 ..General
CHAPTER 1-30

STANDARD MEASUREMENTS
============================================================================

1-30-00 Purpose
10 Standard Measurements

1-30-00 PURPOSE .

This chapter provides standards of measurement which will
facilitate records management work and provide a uniform
basis for reporting and program evaluation,

1-30-10 STANDARD MEASUREMENTS: TABLE OF EQUIVALENTS FOR CONVERSION
TO 'CUBIC FEET

A. Standard size card files,

One linear foot of material of the size indicated approximates
the cubic footage shown below:

3" x 5" -- 1/10 cubic foot
4" x 6" -- 1/6 cubic foot
5" x 8" == 1/4 cubic foot

B. Filing Cabinets.

1. Letter-size filing cabinets full but workable -- 1-1/2
cubic feet per drawer, 6 cubic feet per 4 drawer
cabinet, or 8 cubic feet per 5 drawer.

2. Legal-size filing cabinets full but workable -- 2 cubic
feet per drawer, 8 cubic feet per 4 drawer cabinet,
or 10 cubic feet per 5 drawer cabinet.

3. Twenty-drawer tabulating cabinet full but workable --
6 1/2 cubic feet or 10,000 tabulating cards per cubic
foot.

4. To determine cubic footage of outsize equipment multiply
inside measurements of container, in inches, (width x
depth x length) and divide by 1728.

C. Shelf Files.

To determine the cubic footage for legal or letter size
material filed on shelves, count the linear feet. For
example, material filed on a 36" shelf, full but workable,
is counted as 3 cubic feet,

EW IN=77.1 (1/18/77) Supersedes Chapter 1-30 (TN=4 & TN-14)
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(1-30-10 continued)
Dl

E.

Weights,

One cubic foot of material approximates the following
weights:

Correspondence - 30 pounds
Tabulating listings - 40 pounds
Tabulating cards - 56 pounds

Space.

1. Each filing cabinet (legal, or letter-size) or
vertical stack of transfer cases occupies 7 square
feet of working floor space.

2. One file shelf or vertical stack of file shelves
occupies 7 square feet of working floor space.
Usually shelves are stacked one on the other.

RECORDS MANAGEMENT

TN-77.1 (1/19/77)
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CHAPTER 1-30
REMOVAL OF PAPERS BY THE SECRETARY AND
OTHERS. ON LEAVING THE DEPARTMENT

H

1-50-00

1-50-10

1-50-20
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1-50-00 Purpose
10 General
20 Specific Limitations
30 Criteria for Removing Papers
40 Maintenance of Material : .
50 Technical Assistance

PURPOSE

The purpose of this chapter is to set forth policy and standards
which will govern the removal of papers by the Secretary and
others on leaving the Department.

GENERAL

Records made in connection with the transaction of public business
or pursuant to law belong to the Goverument not the officer. (See
RECORDS MANAGEMENT MANUAL, Chapter 1-20, for definitioa of
"Records.") The removal of public papers 1is limited by statute
with certain discretion allowed. Papers which are truly personal
and private belong to the respective officer and can be removed.
Many papers, however, will be found to be a mixture of private and
public matters. Case by case decisions will then be required to
determine whether a given paper is preponderantly personal or
public. The advice and assistance of the Department Records
Management Officer should be requested whenever it is necessary to
make determinations of this nature.

SPECIFIC LIMITATIONS

Material which falls under the statutory definition of "Records"
may be disposed of only in accordance with Department policies
and procedures specified in the RECORDS MANAGEMENT MANUAL.

Confidential information which falls within the meaning of several
specific statutes (such as those involving cryptographic systems,
communications intelligence, bank examining, and certain Social
Security and confidential statistical information) shall not be
removed.

The removal of classified material is limited by the following:

1. Material classified under E, 0. 10501 and restricted data
under the Atomic Energy Act of 1954, no matter what its form,
should not be removed from the custody, control, or possession
of the Department, and the title to such material may not be
transferred from the United States.

W TN=77.1 (1/19/77) Supersedes Chapter 1-60 (TN-12)
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(1-50-20C continued)

2. There is limited authority under E. O. 10816 for the collection
of extra copies of classified defense information originating
within this Department by private individuals, including the
Secretary and others, for historical research purposes. in

- making copies of classified material available under E. 0. 10816,
the following determinations must be made and safeguards observed:

a. Access to the information must be determined to be clearly
consistent with the interest of the National Defease.

b. The person to be granted access must be determined to be
trustworthy.

c. Adequate assurance must be obtained that the clagsified
information involved will not be published or otherwise
compromised.

d. Adequate assurance must be obtained that the title to the
copies will remain in the United States until such time as
the information contained therein has been officially
declassified under E. O. 10501 and until it is determined
that the interests of the United States permit the transfer
of title to the copies to pon-Government custodians.

D. Authorization shall be obtained from the Executive Secretary of the
National Security Couacil for:

1. The removal of aay classified documents by the Secretary ot
others on leaving the Department. -

2. Access by persons outside the Executive branch to copies of clas-
sified documents for purposes of historic research under E.O. 10816.

E. Authorization shall be obtained from the Secretary of the Cabinet for
the removal of any classified or privileged Cabinet Papers before being
considered for removal under aay standards issued in this chapter.

F. The unauthorized removal of papers may be subject to criminal penalties.

1-50-30 CRITERIA FOR REMOVING PAPERS
A. "Non-Record" material shall not be withdrawn if this withdrawal will
create such a gap in the file as to disrupt the proper documentation
of activities. Work-aids, such as office diaries, logs, memoranda
of conferences, and telephone calls usually are reflected in the
Department’'s records, and ordinarily can be removed.

B. 1f any documents are judged not to be nRecord” but to be preponder-
antly personal, the removing official shall make a record of anything
relating to matters involving the official business of the Departvent
prior to removal of such documents.

RECORDS MANAGEMENT TN=77.1 (1/19/77)
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REMOVAL OF PAPERS BY THE SECRETARY AND
OTHERS ON LEAVING THE DEPARTMENT

(1-50-30 continued)

c.

D.

E.

1-50-40

A.

Personal diaries should not be considered "Records" but
private property provided they do not contain Government
information or documents which should not be removed under
the other limitations specified in this chapter.

Extra carbons or non-record copies of "Records™ may be
removed, providing:

1. there are no legal or policy reasons for keeping the
information therein confidential;

2. they were produced by a second agency, and that agency does
not wish them kept confidential;

3. the record copies, and sufficient non~record copies for
the convenient transaction of business, still exist in the
interested agencies.

A retiring Secretary or other official planning to remove papers
should comsider making use of the system of Presidential archival
depositories.

1. Section 507 of the Federal Records Act (44 T.S.C. 387)
establishes a system of Presidential archival depositories.
Under this Act the Administrater of the General Services
Administration may accept for deposit in either the National
Archives or similar depositories, Presidential papers, papers
and other historical materials of officials or former officials,
and other papers "relating to and contemporary with any
President or former President of the United States.” The
section specifically provides that deposits may be made "subject
to such restrictions respecting their availability and use as
may be specified in writing by the donors or depositors, . « «»
and such restrictions shall be respected for so long a period
as shall have been specified, or until they are revoked or
terminated by the donors or depositors or by persoms legally
qualified to act on their behalf. . . ." The use of this
system has been extended to Cabinet Members.

2. The National Archives system, in addition to affording physical
security to materials deposited therein, provides for their
administration by a trained professional staff.

MAINTENANCE OF MATERIAL

Though the Federal Records Act and Records Disposal Act are silent
on the question of disposition of personal papers of federal
agency officials, the Code of Federal Regulations requires

separation of such papers from official agency records:

=77.1 (1/19/77)
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(1-50-40 continued)

Papers of a private or pon-official character which pertain
only to an individual's personal affairs that are kept in the
office of a Federal official will be clearly designated by him
as non-official snd will st all times be filed separately
from the official records of his office. In cases wheza
matters requiring the transaction of official business are
received in private perscnal correspondence, the portion

of such correspondence that pertains to official business
will be extracted and made a part of the official files.

B. Steps should be taken in file-keeping and file-cleaning to
throw ocut personal or gossipy material which does not come
under the definition "Records.”

1-50-50 TECHNICAL ASSISTANCE
The Department Records Management Officer should be contacted

whenever the removal of papers is contemplated and action is
to be taken.

RECORDS MANAGEMENT TN=-77.1 (1/19/77)
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A

B.

2«00=00 Purpose
10 Authority for Program
20 Required Documentation
ﬁ Content
Records Management Foarms
FURPCSE
Part 2 of this Manual providss a reference point for delegations of

guthority and for responsibilities of key perscrmel necessary for the
exscution of the Departmentis records nanagesent Rrogrille

AUTHORITY FOR PROGRAM

Section 505(b) of the Federal Recards Act of 1950 and the OSA
Regulations Title 3 issusd thereunder, requive that the head of
each Federal agency establish and maintain an active and contiming

In furtherance of the objectives and requirements of the F-deral
Records Act, a Departmenteride records managemeit program shall be
established, with staff ausigned as necessary to assist supervisory
and manapement officials ‘0 carry cut their responsivility for
effective records managenent. , '

REQUIRED DOCUMENTATION

Records are basic to tre vork of this Department. They represent
tne recorded expurience of the Department which is neadad to pgive
contimuity and consistency to its actions and to make POLiCY
dotesrTdnations. Reccrds contain data bazic to research in a wide
variety of subjcct matier fields of concern to this Deparaemnte

In carrying out the functions and activities of the Deparmeri,
personnel shall make, or cause to be nade, recerds which reflects

le Experience of the Department in discharging its legal mission

c.

4n terms of program, policy decisions, procedures, ecsential
transactions, and obligations.

2. Functional aspects of erganization and operations.

3. Accomplishment of the ends for shich the Department wes
established and is supported v the expenditure of Federal
funds,.

Personnes concerned widi the raking of records shall participate
in plarning the di.sposition ¢f records.

2\

= T=14 (6/1/60)

Suparsedes Chapter 2=00, TR



GENZRAL POLICY Pege 2

2=00=30 PROGRAM CONTENT

A. The Department records mansgement progran ahal)l provide policies,
standards, and procedures ot -

1. Creation of records, including the development of systeastic and :
Soordinated methads and comtrols to (a) assure adequate docunsntation
of responsibilities and essential transactions of the Department in
unmtmnodcdm,ud(b)wlwﬁoMQtam
i{n excess of needs. ’

2. Or zation, maintenance, and use of current records, including
'y sic cation ou 8, prograns,
¢} standards for records maintenance activitiss, and (d) provision
for contimuing analyses designed to improve the organization,
mintenance, and use of records, mail handling, and routing.

3. Disposition of iecords, including (a) written plans for the control
sposiddon of each type of record, (b) transfers of appro=
priate records to GBA Federal Reccrds Centers and the Netional Archives
(c) preservation of records through microfilming, and (d) pro-
visions for the desstruction.of valusless records.

B. The Department program shall be developed in collaberation with the
gperating agencies and staff offices concarnsds

2.00-40 RECORDS MANAGEMENT FORMS

M

RECORDS MANAGEIENT T3-14 (6/7/€
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CHAPTER 2-10

GENERAL RESPONSIBILITIES

_____———-_____——E"_-_—_——————-—_———'_'-__-—____—__—_—_——__

2-10-10° Assistant Secretary for Adwministration

and Management

20 Heads of POCs and Regional Offices

30 Scope of Responsibility

40 Department Records Management Officer

50 Records Officer

60 Records Liaison Officer

70 Regional Records Officer

80 Regiomal Records Liaison Officer

90 Reports of Designations

2-10-10 ASSISTANT SECRETARY FOR ADMINISTRATION AND. MANAGEMENT

The Assistant Secretary for Administration and Management,
through the Division of Management Policy and Directives and
the Department Records Management Officer, is responsible for
over-all administration of the Department records management
progranm.

2-10-20 HEADS OF POCs AND REGIONAL OFFICES

A. The head of each Principal Operating Component and the Regional
Director, for the Office of the Regional Director, is responsible
for the following asctivities within his respective organizational
unit.

-,

1. Execution of a continuing records management program in
accordance with existing laws, regulatioms, policies, and
standards.,

2. Designating technical staff as required to assist in carrying
out the records management Progranm.

3. Providing the support required by the designated technical
staff to carry out their assigned responsibilicies.

2-10-30 SCOPE OF RESPONSIBILITY

A. The scope of responsibility for carrying out the Department
records management program at various orgsnizational levels
within prescribed policies, standards, and procedures, shall
be as follows:

Responsible Official Scope of Resgonsibilitg

Heads of POCs All records of their respective POCs
including regional components.

Regional Directors A1l records in the Office of the

Regional Director.

4EW TN=-77.1 (1/19/77) Supersedes Chapter 2-10 (TN-14 & TN-15)



GENERAL RESPONSIBILITIES Page 2

{2-10-30

B.

2=-10-40

2-10-50
A.

continued)
Responsible Official Scope of Responsibility
Director, Office of All records in Office of
Administration, 0S the Secretary headquarters.

These offiéials shall designate members of their staff to provide
leadership and technical assistance in carrying out thair records
managemant responsibilities.

DEPARTMENT RECORDS MANAGEMENT OFFICER

e A !

The Assistant Secretary for Administration and Management shall
designate a staff member of the Division of Management Policy and
Directives as Department Records Management Officer to provide
leadership in planning, developing, and coordinating a continuing
records management program for the Department. This includes

respousibility for:

1.

2.

Development of Department-wide policies, standards and
procedures to promote an effective records management
program in the Department. Such program shall, among other
things, provide for (1) effective controls over the creation,
maintenance, and use of records in the conduct of curremt
business; (2) cooperation with the Administrator, General
Services Administration, in applying standards, procedures,
and techniques designed to improve the management of records,
promote the maintenance and security of records deemed appro-
priate for preservation, and facilitate the segregation and
disposal of records of temporary value; and (3) compliance
with the provisions of the Federal Records Act of 1950 and
Disposal Act of 1943, and the amendments issued thereto.

Technical assistance and guidance to officials throughout the
Department in the development and administration of all phases
of their records management programs.

Reviewing and coordinating records management programs and
activities throughout the Department.

Representing the Department in liaison with the General Services
Administration, the General Accounting Office, and other agencies
in carrying out the above activities and as otherwise necessary
in connection with the Department's compliance with the provisions
of the Federal Records Act of 1950, as amended, and GSA
Regulations, Titles 1 and 3.

RECORDS OFFICER

Principal Operating Components shall designate records officers to
assist in developing the records management program and in directing
and coordinating this program in the POC. The Assistant Secretary for
Administration and Management shall designate such an officer for the
Office of the Secretary. Responsibilities of records officers shall
include:

RECORUS MANAGEMENT

TN=T7. 1 (1719, 77



GENERAL RESPONSIBILITIES 5-10-704

Jo-1hes” Zeniinuec:

1. assisting officials of the POC ané O in the develorment
and implementation of programs and methods to promote
efficient records management.

2. Liaison with the Department Records Management Officer to
insure coordination in all matters relating to the Depart-
ment records management program.

3. Recommending and participating in, as appropriate, such
records management studies as may be required.

4. Reviewing and approving requests for all filing equipment
in his respective organization, if such an approval cannot
be effectively assigned to the Records Liaison officer(s) or
to the persons responsible for records management at the
jnstallations requiring the equipment.

5. Conducting review cf records control schedules to effect
necessary changes.

6. Reporting, as required, on progress and accomplishments in
records management activities within his respective organization.

2-10-60 RECORDS LIAISON OFFICER

A. POCs and the 0S shall designate a records liaison officer to
carry out the records management program in each organizational
unit which, due to size oT location, cannot be adequately
serviced by the records officers. ’

B. Respomsibilities of records liaison officers are similar within
their respective organizational units to those of records
officers. (See 2-10-50). However, reports to and liaison with
the Department Records Management Officer shall be made through
the records officers, unless otherwise specified by the POC head
in supplementary designations approved by the Office of the
Secretary.

2-10-70 REGIONAL RECORDS OFFICER

A. Each regional director snall designate a records officer to
assist in carrying out an over-all records management program in
his regional office. Each regional records officer shall be
responsible for general direction and coordination of the tecords
management program ian his regional office. This shall include:

1. Ceneral responsibility, in consultation with the appropriate
regional representative oT staff unit head, for the organiza-
tion and preservation of all current records of units in the
oOffice of the Regional Director and for the disposition of
non-current and non-record materials.

IN=77.1 (1/19/77) RECORDS MANAGEMENT



GENERAL RESPONSIBILITIES - ,
Page 4

(2-10-70 continued)

2. 1In consultation with appropriate regional representative or
staff unit head, responsibie for conducting the annual
review of ORD disposition instructions, for recommending neces-
sary revisioans in reteation periods, and for initiating
procedures to insure prompt disposition of records as authorized.

3. Maintaining liaison with the Department Records Management
Officer through the 0ffice of Administration, 0S, on all matters
relating to the ORD records management program, including the
submittal of regular and special reports of records management
activities in the region.

4. Representing the regional director in maintaining necessary
liaison with the GSA regional office on records management
matters.

5. Reviewing and approving requests for all filing equipment in
his respective regional cffice.

2-10-80 REGIONAL RECORDS LIAISON OFFICER

The head of each POC unit in the regional office, who is
responsible for maintenance of current records in accordance
with existing Department standards, shall designate a staff
member to serve as liaison with the regional records officer
and the POC records officer on records management activities.

2-10-90 REPORTS OF DESIGNATIONS
Designations made according to the provisions of sections 2-10-50

through 2-10-80 (and subsequent changes therein) shall be reported
as follows: :

Title of Official To Whom Reported
Records Officers Department Records
Management Officer
Regional Records Officers 0S Records Officer
Records Liaison Officers Records Officer
Regional Records Liaison Officers POC Records Officer

RECORDS MANAGEMENT TN=77.1 (1/19/77)
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CHAPTER 3-00

GENERAL PROVISIONS

e ——

3-00-00

3-00-10

3-00-20

A.

B.

3=-00-00 Purpose
10 Policy
20 Responsibility

PURPOSE

Part 3 of this Manual prescribes recommended Departmentwide
standards, criteria, and procedures for the effective,
efficient and economical maintenance of records through use
of appropriate procedures, storage equipment and related
supplies designed for paximum facilitation of retrieval

and disposition of record and non-record material.

POLICY

It is the Department's policy to promote the proper utilization
of records maintenance equipment and to ensure that sound records
maintenance procedures are followed by all its components,
consistent with General Services Administration (National Archives
and Records Service) regulations and guidance, and their special-
ized needs.

RESPONSIBILITY

The Assistant Secretary for Administration and Management, who
has overall vesponsibility for the Department's records manzgement
program, has designated the Department Records Management officer
in the Division of Management Policy and Directives, office of
Management Planning and Technology, OS, as the official with
day-to=day responsibility for oversight of the Dcpar:nznt's
records maintenance program.

The Department Records Management officer serves as official
liaison between the components of the Department and the National
Archives and Records Service. Any requests for assistance from
NARS (except general inquiries) should be presented to the DRMO
for evaluation and consultation with NARS. In many cases, the
DRMO himself will be able to answer inquiries related to NARS
policy or arrange for Departmental resources to provide
assistance. Direct contact with NARS by POCs on a regular

hasis should be avoided. Provisions for dealing directly with
NARS on an ad hoc basis may be made through the DRMO.

1t is Departwental policy teo decentralize authority to the

jowest practical level. 1In the case of exercising responsibility
for compliance with the provisions of this Part, the DRMO has
decentralized all authorities which are not Departmentwide in

e inL 23 S0 AY)
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(3-00-20 continued)

scope except as described in paragraph 3-0uU-20A to the
Records Officers of the POCs, the Office of the Secretary,
and the Office of the Regional Directors; the ORD Records
Officers should, however, consult with the 0S Records
Officer in the Office of Administration, AM, as to oS
Policy on records maintenance. The responsibilities of
the POC and OS Records Officers may be further decentralized
as necessary (e.g., to the records officers of the PHS
agencies); however, ultimate authority and responsibility
for compliance with this Part as it relates to the POCs
and 0S rests with the POC and OS Records Officers. 1In the
Office of the Regional Directors, any responsibilities
decentralized to the ORD records officer may not he
further decentralized.

RECORDS MANAGEMENT ’ TN=-76.2(3/30/70)
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CHAPTER 13-10

o

FILING SYSTEMS AND RECORDS MAINTENANCE

M

3-10-00 Files Coding System
10 Organization of the Files
20 Office Reference Files
30 Official Record Material and
Reference Copies
40 Sensitive or Classified Records

3-10-00 FILES CODING SYSTEM

A. Each POC Records Officer and the Records Officer for the Office
of the Secretary shall develop standardized f1ling codes for
esach type of record produced or maintained at headquarters and
in the Regions and field.

B. Codes utilized for record material maintained in the 0ffice of
the Regional Directors should be those developed by the 0§
Records Officer to the maximm extent possible. It is
recognized that some ORD records may differ from those
maintained at OS headquarters because of the decentralization
of certain programs and responsibilities. The ORD records
officer, in this case, should prepare codes for concurrence by

- ‘ the 0S Records Officer; in some cases, it may be necessary for

the 0S Records Officer to make on site visits or, if this

is not practicable, for the ORD records officer to submit

copies of the non-headquarters records with the codes which

have been propcsed to enable the 0S Records Officer to evaluate
the appropriateness of the codes. These procedures for coding
of non-headquarters records of the POC elements in the Regions
and field should also be followed by the POC Records Officers.

Technical agsistance will be provided to Regional POC records

personnel by the Records Officer in the Office of the Regional

Director upon Trequest, especially in the coding of general

administrative and financial management sdminigtrative records.

C. The alpha=numeric system of coding is Departmental policy. Use
of any other system must be approved by the Department Records
Management Officer, based upon adequate justification furnished
by the organization concerned. The alpha-numeric system is
described in detail in the NARS Records Management Handbook
"Subject Filing" (FSN 7610-926-2128) and may be obtained through
normal GSA supply channels. The instructions governing filing
practice in Appendix A should also be taken into account.

D. Filing codes must appear on both official and non-record copies
in the case of paper documents, to facilitate location of documents
and uniform filing procedures. Non-paper documents (e.g. magnetic
tapes) should be labeled with appropriate filing code when

— physically possible. It is the responsibility of the

TN-76.2(3/30/70) RECORDS MANAGEMENT
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FILING SYSTEMS AND RECORDS MAINTENANCE Page 2

(3-10-00 continued)

F.

3-10-10

A.

originating office to assign the code; if the persva(s) in
charge of maintenance of the official files believe the wronp
code has been assigned, they must immediately inform the
originating office in order that the correction may be
made on the non-record document in the office reference
files. The official record copy code must be changed
(pen-and-ink) by the files personnel. In all cases where
there is doubt as to which code is appropriate, the tecords
officer should be consulted; this applies to originating
offices as well as to official record files maintensnce
personnel.

To the maximum extent possible, the development of filing
codes should take into account the retention periocd
specified for the record. This facilitates the organization
and timely "breaking" and disposition of both official
record and office reference files.

It is both impractical and uneconomical to publish filing

.codes for each POC and the Office of the Secretary in this

Manual. Each POC and the OS should, instead, issue filing
code handbooks to each office responsible for preparing
record material. The handbooks should be of the loose-leaf
variety to facilitate updating, and should be divided
between administrative and program record codes. Submif

2 copies of ea andbook and v O d
D D

5o the Department Records Management Officer ip the Divisiop
of Management Policy and Directives, OS, to the OS Records
Officat. and to each Regional Director's Office.
ORGANIZATION OF THE FILES i

In general, it is best to organize both official record
and office reference files alphabetically by Fiscal Year.
If necessary, a cross-reference file may be maintained,
using Form HEW-15. A charge-out card (Form HEW-55) should
be used when official records are removed from the files
for reference purposes. Use Form HEW-56 to notify users
of official files where and when to return borrowed record
material.

All files should be brokemn — i.e., transferred to less
active locations in the files — and a new file started

on a Fiscal Year basis, unless calendar years govern
disposition of the records. In general, office reference
files should be broken once annually and disposed of after
2 years, or vhen the files are no longer active, whichever
is earlier.

RECORDS MANAGEMENT
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FILING SYSTEMS AND RECORDS MAINTLNANCE

1-10-20

3-10-30

A.

OFFICIAL RECORD MATERIAL A%h REFEPENCE COPIES

As a peneral rule, never waintaiun ofliclal records (l.c.,
Lthose containing signatures of those by whom action was
taken and when, such as the yellow file-box of a decision
document, with back-up material, or any record material
designated as the official copy for retention purposes,
including magnetic tapes, ete.) in office space once £inal
action has taken place. It is a good practice to transfer
these records to ome or more officizl records holdings

stations maintained by trained personnel as soon as final

action has occurred, or to the Federal Records Center, if
authorized. In addition, stamp the date final action was
taken and the signer of the document (if a paper record)

on the office reference file copy and the office reading
file copy and record this jnformation in the correspondence
control log book (if one is necessary to the operation of
the office). If & "hold" copy has been maintained pending
£inal action, or a "come=back" copy of correspondence (dated
and stamped is received, either may be used as the office
reference copy). If both hold and some-back copies are
part of office correspondence procedure, the copy not

used for office reference file purposes may be given to

the originator for his reading file; in this case, the

copy in the reading file for which the signed deccument

is substituted is to be dispesed of immediately.

OFFICE REFERENCE FILES

Office reference ("convenience') files should be held to

a minimum. In general, this means that no more than twe
copies of a record shonld be maintained in office space -~
one for the office reference files and one for the office
reading {ile — once notification of official action has

been received. Log books may be maintained to record the
location, f{ile code, and, finally, action taken on the

record material, where paper documents are concerned.
mmwupuﬁnensmwismuuywe@nmmg

factor — office reference files should be maintained in

a central location. "Personal” files to be avoided;

they take up space, duplicate material in the office reference
fi{les, require unnecessary expenditures for additional filing
equipment, and are almost never maintained and disposed of
properly. In general, the only justification for a "nersonal”
file is lack of space for office reference files for use by
all, or the assignment of a highly specialized functiom,
usually at the POC or Department level, which requires
constant reference and ready access to a "history" or similar
type file, by the individual as part of the performsnce of
the individual's duties. There must be clear ecvidence that
such is the case belore the possession of such files can be

Ti=75.2(3/30/70)
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(3-10-30 continued)

authorized, and care must be exercised to ensure that eliese
files are maintained and disposed of properly.

B. Reading files may be maintained for each writer of correspondeunce,
including studies and reports. 1f the correspondence requires
signature by an official at a higher level, the writer must be
informed when final action has been taken and who signed the
document in order to post his reading file copy. Reading files
enable the writer to locate his work readily,the cffice reference
files will usually contain a number of documents filed under
the same subject code by several or many authors. A reading file
also provides the writer with a ready means of locating all
related material on any given subject, because of the presence on
the document of the alpha-numeric code, as described in
paragraph 3-10-00D. Reading files may be arranged chronologically
or alphabetically by code and date of preparation or signature and
retained no longer than two years. Reading files are best
maintained in reusable three-ring binders. Reading files have
the added advantage, besides the other advantages described
above, of providing a partial indication of the individual's level
of productivity in the event his job must be auditzed.

3-10-40 SENSITIVE OR CLASSIFIED RECORDS

A. Sensitive records are records which contain privileged information
and/or waich can personally identify am individual under
conditions, should the records be obtained by unauthorized
personnel, which would contravene the individual's right tc
privacy, under provisions of the Privacy Act of 1974. 1Included
are personnel folders -- both official and unofficial ——, medical
records, Social Security claims folders, certain questionnalres
used for statistical purposes containing data normally prohibited,
such as racial information, et al. These records should be
maintained in accordance with custodial policy cited in security
and personnel manual issuances.

B. Classified (National Defense) Records must be maintained in
accordance with provisions of paragraph 3=-50-20 of the HEW
Securi=Y Manual. These records are, in general, organized,
rcded, and rm-intained as you woulc non-classified records,
put in f1l:in;, equipment and locations approved by security
personnel. Filipg clerks dust thave the appropriate security
clearance, wlong with all those whe have a need for access to
the files. Procedures for obtaining security clearances are
described in Part 2 of the Security Manual.

—————meett

RECORDS MANAGEMENT IN-THh. 203/ /7o)



e

Records Management

3 .. Records Maintenance

CHAPTER 320
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3-20~00 Policy

10 Conservation, Utilizaticon. and
Recommended Procedures for Acquistion
of Filing Equipment

20 Recommended Filing Practices

30 Recommended Standard Equipment

40 ADP Records Storage

50 Equipment, Uses, and Federal Stock
Nunbers

3-20-00 POLICY

It is Department policy to provide for the mos: economical use
of filing equipment consistent with local fi.lng requirements.
The principles for conservation and utilisetion of filing
equipment are described in this Chapter.

3-20-10 CONSERVATION, UTILIZATION, AND ‘RECOMMENDED PROCEDURES FOR
ACQUISTION OF FILING EQUIPMENT '

A. Congervation. Maximum conservation of expenditures for filing
equipment will be accomplished through the following means:

1.

2.

Use of reconditioned filing cabinets, in good working
conditions, as a substitute for procurement of new equipnent.
Use of excess filing equipment; such equipment may be obtained
through your local property and supply office. If filing
equipment is not available in a particular POC or 0S, the
regsponsible Records Officer should request the property

and supply officer to make inquiries in other POCs, other
Federal agencies, and the General Services Administration
before action is taken to procure new equipment. In the
Regional Offices and in field stations located within a
Region, filing equipment not available in one Region may be
Available in another. 1In this event, shipping costs, the
type of equipment available vis-a=-vig what is required, and
the cost of procuring new equipment locally will be the
governing factors.

Transfer to the Federal Records Center of official records in
accordance with approved disposition schedules (or destruction,
if authorized). 1If any doubt exists as to which tecords
schedule applies, in the case of both official records and
reference copies, POC elements and 0S staff offices should
consult their Records Officer before taking action. 1If

T 2030 T
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(3-20-10 continued)

declsion by higher auchority is required or desired, the
Departmens Records Management officer in the Division of
Management Policy and Directives, 0S, is the Dcpartnent's
of ficial liaison with the National Archives and Records
Service.

4, Development of records disposition schedules for all
records not included in existing approved schedules must
be accomplished as soon as it can be determined when the
records are no longer needed. This applies especially to
records related to new programs, where only experience will
determine how frequently reference to the records is
necessary.

B. Staff Increases

staff increases are never in themselves adequate justification
for the acquisition of additiomal filing equipment; tie
provisions of paragrarhs 3-10-20 and 3-20-10A must first be
observed.

C. Recommended Procedures for Acquisition of New Filing Equipment

1. It is recommended that the POC Records Officer and the OS
Records Officer, for the Office of the Secretary, be )
responsible for approving requests, based on adequate
written justificatiom, to procure additional filing
equipment. The measures prescribed in paragraph 3-20-10A
should first be exhausted before a request caun be considered
unless new types of records -- such as magnetic tapes —
must be stored. This should be explained in a justification.
If new equipment is required, along with the written
justificacion, a Form HEW-393, “purchase/Service/ Stock
Requisition,"™ should be submitted, signed by the officieal
authorized to initiate procurement action for his
organization. If, in the opinion of the Records Officer,
the request is justified, he would then initial che IHFW-193
and forward it to the POC or OS procurement officer. If the
request is disapproved or further information is necessary,
the Records Officer would notify the requestor.

2. 1f there iz any doubt, the Records Oof ficer should personatlis
check the reguesting offlee’s records avintenance pract ices
belfore authorizing the procurement ol new equipment.

3-20-20 RECOMMENDED FILING PRACTICES
The National Archives and Records Service Records Management

Handbook “Files Operations” (FSN 7610-985-6973) should be
consulted for more detailed information on the management

RECOHP DS MANAGEMENT TN=76.273 30 7L
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(1=20=-20 continued)

of files than can he given in Chapter 3-10 of this Part. The
Huandbook is available through normal GSA supply channels. A
limited amount may usually be obtained free from NARS by
Records Officers.

3-20-30 STANDARD EQUIPMENT, USES, AND FEDERAL STOCK NUMBERS

A. Shell {iling in 5-drawer, roll-out lateral or upright (i.e.,
one drawer wide) filing cabinets is suitable for records
that are alpha-numerically arranged, including case and
project files. This applies to both official records and
office reference files. Shelf filing is also recommended
for computer printouts as the shelves are adjustable to
accommodate oversized records. Especially consider lateral-
type shelf filing when the records to he maintained total,
or arc¢ expected to totul approximately 100 linear feet and
when:

1. The filing station i{s in a relatively permsnent location.
2. Space is limited.
B. Factors to Consider

1. Under the above conditions, and vhen new equipment is
justified, lateral, shelf-type files with roll-out
drawers, five drawers high, are more economical than
one-drawer wide, five drawer vertical filing cabinets,
inasmuch as they require less space in terms of
capacity, may be used for both standard letter and legal
size documents, and computer printouts. Such equipnent
does, however, have one drawback — generally speaking,
file folders must be removed from the filing cabinet when
inserting or removing record material.

2. 1In a record holding area, the files-to-space ratio is
extremely important. As mentioned above, shelf-type
fi1les conserve space if the volume of records Justifies
their use. Aisle space must also be taken into comsider-
ation; when the floor load and physical layout of the files
area permit, aisles should be at least 40" in width. If the
file is extremely active and/or wheeled filing baskets are
in constant use, a minimum of 50" is the aisle width
recommended.

C. Fireproof or Fire Resistant Eguipment

Fireproof filing equipment is not included in the General Services
Administration Stock Catalog; where Justified, these cabinets
must be procured from private industry sources; adequate

TN=T76.2:3/30771 ’ RECORDS MANAGEMENT
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(3-20-30 continued)

D.

3-20-40

3~20-50

justification would include sensitive or classified records
or official records which would be extremely difficult to
reconstruct and have semi-permanent or permanent value.

Non=-Standard Filing Equipment

Included in this category are 2 and 4=-drawer filing cabinets,
wooden cabinets, cabinets with wood finishes, equipment
designed for the maintenance of microform records, and special
equipment that is manually or mechanically controlled; use of
this equipment, may, of course, be perfectly justifiable;
follow procedures described in paragraph 3-20-10C of this
Part. :

ADP RECORDS

In some cases, maintenance and safeguarding of Aul generated
records and selection of appropriate filing equipment are
exempted from the procedures prescribed in this Part,
particularly where the privacy rights of individual s must

" be protected or sabotage -— e.g., erasure of magnetic tape

through use of a magnet — poses a potential problem. Consult
the ADP Systems Manual for record maintenance instructions and
authorities of ADP systems managers. Overall authority for
ADP gystems records maintenance policy is the responsibility
of the Office of Management Technology in the Office of
Management Planning and Technology, 0S.

EQUIPMENT, USES AND FEDERAL STOCK NUMBERS

A. Vertical Filing Cabinets

Contemporary vertical (upright) filing cabinets, designed for
general, correspondence-type filing material, reports, etc.,

are one-drawer wide, S-drawers high. Use legal-size vertical
filing cabinets only when at at least ome-fourth of the documents
to be filed are legal-size. Smaller amounts of legal-size
material may be folded to fit letter~size equipment.

l. Federal Stock Numbers

a. Letter-gize, 15" wide, without lock, 5-drawer
(1) Black == 7110-00-497-2508
(2) Parchment -=- 7110-00-497-1506
(3) Sand = 7110~-00-497-2507

(4) Gold == 7110-00-497-2490C
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Page 5 FILING EQUIPMENT AND PROCEDURES

(3-20-50 continued)

b. Letter-size, 15" wide, with leock, S5-drawer
(1) Black =- 7110-00-497-2346
(2) Parchment ~- 7110-00-497-2370
(3)' Sand -- 7110-00-497-2365
(4) Gold == 7110-00-497-2438

c. Legal~gize, 18" wide, S5-drawer, without lock
(1) Black — 7110-00-497-1976
(2) Parchment = 7110-00-497-2012
(3) Sand — 7110-00-497-1989
(4) Gold — 7110-00-497-2200

4. Llegal-size, 18" wide, S5-drawer, with lock
(1) Black = 7110-00-497-1783
(2) Parchment — 7110-00-497-1829
(3) Sand — 7110-00-497-181%
(4) Gold — 7110-00-497-1906

B. lateral Filing Cabinets

Contemporary style, lateral filing cabinets, with roll-out dravers,
are designed to provide a versatile means of filing with a minimum
use of floor space, provided the quantity of documents to be
housed warrants their use. They are particularly suited to
official files holding stations. The cabinets are adaptable to
filing letter -~ and legal-size materials both laterally and in

a variety of other methods.

l. Federal Stock Numbers

a. Five tiers high, with 4~drawers (bottom) and one shelf
(top); 36 x 18" deep '

(1) Black =- 7110-00-756-2708

. (2) Parchment — 7110-00-497-4563

TN-76.2(3/30/76) RECORDS MANAGEMENT
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(3-20-50 continued)

(3) Sand == 7110-00-756-2461
(4) Gold == 7110-00-756-2687
C. Shelf Files

Contemporary style, shelf-type filing cabine:s for general office
use or in staging snd holding areas.

1. Federal Stock Numbers

a. Letter-gize, 7~shelf levels, without doors, built-in base,
outside dimensions 84 x 36 3/4"

(1) Black — 7110-00-184-1307

(2) Parchment = 7110-00-184-1317
(3) Sand —- 7110-00-184-1322

(4) Gold = 7110-00-184-1313

b. Legal-size, 7-shelf levels, without doors, built-in base,
outside dimensions 84 x 36 3/4"

(1) Black == 7110-00-184-3626
(2) Parchment -~ 7110-00-184-3856 .
(3) Sand =—- 7110-00-184-3861
(4) Gold = 7110-00-184-3760
D. Card Files

Use of card filing equipment is based on need; there are no hard
and fast rules which can be applied to determine need or size
(3" x 5", 5" x 8" cards, steel or cardboard comstruction, etc.).
Space available and whether or not the cards to be filed are
standardized forms in common use (e.g., leave records, time and
attendance records, etc.) are factors which will aid in
determining what type of card file to utilize. Use the
appropriate standard sizes and colors listed in the GSA Stock
Catalog whenever possible.

RECORDS MANAGEMENT TN=-76.2(3/30/76)
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4-00-00 Objectives of Program

10 Records Inventory

20 Records Disposition
Scheduling (SF-115)

30 General Records Schedules

40 Program Records Schedules

50 Federal Records Centers

60 Methods of Disposal

4-00-00 OBJECTIVES OF PROGRAM

Orderly, efficient disposition of records is reguired
by Title 44, United States Code, Sections 3101-3107.
An effective records disposition program for the
Department will accomplish the following objectives:

A. Insure that records and schedules are kept
current as new types of records are created
and other types are terminated.

B. Insure that Zile custodians are complying with
records schedules.

C. Save valuable in-house space by removing from the
office or facility those records which are no
longer needed for daily operations and by
maintaining a regular and controlled flow of
records from storage areas to Federal Records
Centers and/or destruction.

D. Save time in finding records by clearing unused
records from active files.

E. Save money by precluding the need to purchase
new or used filing eguipment to store inactive
records in-house and by releasing £iling equipment
through destruction of disposable records.

F. Identify permanently valuable records so that they
can be given proper protection by the National
Archives and Records Service.

4-00-10 RECORDS INVENTORY

The first step in the management of an effective
Departmental records disposition program is the

HEW TN=77.1 (1/19/77)
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(4=-00-10 continued)

4-00-20

preparation of an inventory of all in-house records
holdings, both at OS and POC headquarters and in the
Regions. POC Records Officers, the Records Officer
for the Office of the Secretary and regional recoxds
officers should ensure that this is done and that the
inventory is kept current. Form HEW-312 (Exhibit
X4-00-1) may be used for recording the information
collected; a therough inventory of records holdings
should be made at least once every two years or after
major reorganizations, whichever is sooner. This
process should be made part of either the Annual
Report of Records Holdings (Chapter 9-10) or a
regularly scheduled clean-out campaign. Each type

of record or records series must be briefly, but
clearly identified on the HEW-312; e.g., a
correspondence file, contract file, or specific
program (grant) file, etc.

RECORDS DISPOSITION SCHEDULING (SF-115)

A. A records disposition schedule is an official agency
document approved by the National Archives and
Records Service giving an itemized list of the
records created by the agency, usually grouped
in categories, indicating whether the records
are permanent or temporary and giving retention
periods for the latter. After an inventory of
records holdings has been completed, any unscheduled
records identified must be scheduled for either
permanent retention or disposal by the POC or 0s
Records Officer on Standard Form 115, "Request for
Authority to Dispose of Records” (Exhibit X4-00-2),
certified by the Department Records Management
Officer, and approved by the National Archives and
Records Service (NARS); sometimes (see Chapter 5-00),
General Accounting Office concurrence is also
reguired.

B. SF-115s (or, if the continuation sheet SF=-115A
is used) must bear the concurrences of POC or 0OS
offices which have responsibility for the creation
of the records and the POC or 0S Records Officer
on the reverse of the last sheet of the proposal,
e.g.:

RECORDS MANAGEMENT
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(4-00-20 continueéd)

Concur:

Dizector, Bureau of Disability Insurance
Concur:

SSA Records Officer

(These concurrence lines must be typed on the form;
they are not pre-printed).

C. an original and 4 copies of the proposed records
schedule should be submitted for clearance with
NARS and, if necessary, GAO to the Department
Records Management Officer (DRMO) in the Office
of the Assistant Secretary for Administration
and Management. The agency approval line on the
SF-115 is reserved for the signature of the DRMO.
A copy of the NARS approved SF-115 will be
returned to the POC or OS Records Officer after
action has been taken.

D. Once an SF-115 has been approved by NARS, it
becomes an official records schedule; its
provisions for the retention OF disposal of the
records concerned are then mandatory
unless amended by repeating the process described
above. Approved disposition schedules shall be
published in Appendix A (General Records Schedules)
or Appendix B (Program Records Schedules) of the
Department Records Management Manual.

E. A good disposition schedule is based upon or
contains the following elements: '

1.

2.

5.

6.

A careful examination of the potential
historical, administrative, legal, fiscal
and scientific value of the records;

Clear and specific descriptive language:
Assignment of the shortest reasonable
retention period based on the need for
reference to the records;

Assignment of a date when the records can

be transferred to a Federal Records Center
for further retention until no longer needed.
Instructions on file breaks;

1dentification of site audit (see Chapter 5-00)
and vital records; and

T TN-77.1 (1/19/77)
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(4-00-20 continued)

4-00-30

7. 1Identification of the records, whenever possible,
by form number or some other device applicable
only to the records concerned. ’

Records Lists. When a one-time disposal of records
no longer being created or needed for reference

is desired, the SF-1l5 may be used as a

Records List reguesting such disposal authority
(Exhibit X4-00-3). Again, approval by NARS {and,
possibly, concurrence by GAO) is required. The
same concurrence, certification and approval
procedures described in paragraph 4-00-20B and C
above will be followed.

GENERAL RECORDS SCHEDULES

A'

The General Records Schedules issued by the
National Archives and Records Service have been
adopted for Departmentwide use and are issued as
Appendix A of this Manual. The GRS cover most
administrative and financial management records
found in a Government agency. POCs and the OS
may use these schedules to dispose of records
without further authorization.

Deviation from the provisions of the GRS is

. permitted if: (1) the retention period proposed

is longer than that required by the GRS; and (2)
the GRS covers but does not specify the retention
period for a category of records. In the case of
the latter, the POC or OS organization concerned
shall prepare an SF-115, "Request for Authority
to Dispose of Records,” following the procedures
given in paragraph 4-00-20 above.

Supplementation of the GRS is permissible when
the Schedules do not cover all administrative
or financial management records held by a POC
or the OS. Again, procedures for getting a
records disposition schedule approved will be
followed.

If an element of the Department does not wish
to use the GRS, it must develop its own schedules
and obtain the approval of the Department and NARS.

NAGEMENT
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4-00-4C PROGRAM RECORDS SCHEDULES

A. Program Records Schedules pertain to records
which are specifically identified with a
programmatic activity of the Department. These
Schedules are published in Appendix B of this
manual.

B. Parts of Appendix B have been reserved for each
POC and the 0S. These are as follows:

Appendix Part Component

B-100 Office of the Secretary

B=-200 Office of the Regional
Director

- B-300 Public Health Service

B-400 Education Division

B-500 Social Security Administration

B-600 Office of Human Development

B-~700 Social and Rehabilitation
Service

4-00-50 FEDERAL RECORDS CENTERS

A. The General Services Administration operates a
nationwide system of Federal Records Centers for
the economical storage and servicing of records
for Federal agencies pending their deposit in the
National Archives or other disposition approved
by NARS.

B. Records Transfer Criteria. Noncurrent records
which cannot be stored more economically within
the Department should usually be transferred to
a Federal Records Center PROVIDED:

1. They are covered by approved records disposition
schedules;

2. The records are scheduled for definite retention
periods of more than three years; OrF

3. The records are scheduled for indefinite retention;
and

4. Transfer to an FRC is more economical than storage
in-house. ’

- The FRCs usually will not accept records which do not
meet the criteria set forth above. A further criterion

=77.1 (1/19/77) RECORDS MANAGEMENT
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(4-00-50 continued)

4-00-60

has been developed by NARS which indicates that files
are generally considered inactive enough for transferx
to an FRC if they are referred to not more than once
a month per f£ile drawer.

c'

The General Accounting Office permits records
subject to its site-audits (see Chapter 5-00)

to be transferred to an FRC after they are over
one year old provided they also meet the criteria
set forth above.

METHODS OF DISPOSAl

General Services Administration regqulations authorize
the following three methods of disposal:

1.

Sale or Salvage. To the maximum extent practicable,

paper records to be disposed of shall be so0ld as
waste paper, provided that, unless the records
have been treated to destroy their record content,
the contract for sale shall prohibit their resale
or use as records or documents. Records other
than paper records (film, tape, plastics, etc.)
may be salvaged or sold under the same conditions
governing the sale of paper records.

Donation for Preservation and Use, All donatiens

of disposable records shall have the prior approval
of the Department Records Management Officer.
Whenever it is believed that the public interest
will be served thereby, the Department may donate
disposable records to a government, institution,
corporation or person, provided:

a.

b.

The applicant agrees not to sell the records
as records or documents;

The donation is made without cost to the
Government;

The records do not contain information, the
revelation of which is contrary to the
provisions of the Privacy Act or Freedom of
Information Act with regard to protecting the
privacy of individuals; and

No donation to a person or dusiness corporation
shall be approved unless the records are necessar

RECORDS MANAGEMENT
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(4-00-60 continued)

to the management of properties acquired from
the Department.

3. Destruction. If the records cannot be
advantageously sold or otherwise salvaged,
or if destruction is necessary to prevent the
disclosure of privileged or classified
information, the records may be destroyed
by maceration, burning, or other appropriate
means.

F7.1 (1/19/77) ) RECORDS MANAGEMENT
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Exhibit X4-00-1

Form HEW-312, Records Appraisal

cords Management
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SF-115. Reguest for Records Disvosition Autherity Exhibit X4-00-2

=ords Management

+

REQUEST FOR RECORDS DISPOSITION AUTHORITY LEAVE BLANK
{See instructions on reverss) 208 NO ’

TO GENERAL SERVICES ADMINISTRATION, .
WATIONAL ARCNIVES AXD RECORDS SERVICE. WASHWGTOR, DC 20408 [DATE RECEVED
Y. FROM (AGENCY OR ESTABLISMMENT) ’

Depsrenent of Hsalth, Bducgtien, gnd Velfsre .ummmnvo GENCY
T MAJOR SUBDIVISION
xowmece oraveens of 64 US C. 33033 the Gramesal 17
Public Health Service et sreveneeT, & MWD ESHS W A0S T 2.
3 WINOR SURDIVISION e TTe LA X eSO TSI 8 L
Aleohol

4. NAME OF PERSON WITH WHOM TO CONFER

Mald !. Enm m.zu’s Dase Apvinras sl der 1w o Sweter

5. CERTIFICATE OF AGENCY REPRESENTATIVE
lherebycertifymatImwm«izadtoaqtfw.mrsminmmminingmthedismsa!ofmeum&m;
mttherecomsms&fumwlmmnkmd.}l_uge(s)mnotmwwedfum ness of
msammwillmmmmmmtimuﬁoﬂswm . *

O A Request for immediate disposal.

o B Request for disposal after a specified period of time or request for permanent
retention. , - ‘

€. oate OF AGENCY o ~ ] & TME
1/18/77 @(1 Department Records Msnagement Officer

ATIVE
1. & DESCRIOTION OF ITEM 3
1TEM MO N 1nciveve Doiss or Aersnnon Penses) mﬂ

1w
ACTION TAKEN

RECORDS CORTROL SCEEDULE FOR USE BY ALCOHOL, DRUG ABUSE,
AND MFNTAL HEALTH ADMINISTRATION, PUBLIC EEALTH SERVICE,
DEPARTMENT OF HEALTE, EDUCATIOR, AND WEIFARE

The records described in this records control schedule
are creatsd by ADAMHA, which providss leadarship, poli~
cias, and geals for the Federal sffort dasigned to
assure the tregtment and rshabilitation of persons with
aleohol, drug sbuse, and mental health problems, snd to
prevent these problems, In carrying out thess responsi-
bilities, ADAMHA conducts and supports resesarch em sll
aspects of aleoholism, drug sbuse, snd mental health;
supports the trxining of professional snd parsprofess~
ional personnel; dsvalops stendards and regulations for
for the delivery and quality of servicass, including
£acilities construction; provides technical assistancs
to ragional, Stste, and local suthoritiss concerning
their alcocholisw, drug sbuse, and mantal haalth programs;
uadptcvuuuhmuonnthoumuuehcpnbm
ndoemmum.mADWQWd&-
Office of the Administrator, the Hatiomal Institute on
Alcohol Abuse and Alecholism, the Hational Ingtituts on
Drug Abuse, and the National Instituts of Mentsl Realth,

118107 STANDARD FORM 1§
Rovised Agrit, 1675
ot by G

© AEREahen
FPMR (ot CFR) 30111 4

AEW TN=77.1 (1/19/77) Supersedes Exhibit X4-30=1 (TN-B)
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X4G0-2 SF-115, Request for Authority to Dispose of Records Dave 2
e R

Stancesd Form N, 1.

o-un-n::::==--- 2

;::”' Job Ne. Page

. at 31 pages
mmmommnmorwms&w
1 s oF s -y »
o4 %0, (1T WOUSIVE DATES OR RETEXTIN PIRENED SUILEOR | “actiom TAKDN

This schedule is divided into four parts:

Part la - Administration and Mansgement Records descTidbes
record series which are creaced and accunulated
in the Office of the Administrator to reflact
the leadership, pelicies and goals of the
Adninistration snd its supervisory and co=-
ordinating responsibiliciss. These are
permanent racords.

Part Ib - Administration and Management Records which
sre non-perzanent.

Part II - Progran Racords describes racord series which
are crested and accumulated in each of the
Iastitutes to reflect their aission in carrying
out research, training and services in their
respective areas of alccholism, drug sbuse,
and mental health. These are permaneat and
non-permanent TecoTds.

Part II1- Non-record material.

Part IV - Saint Elizabeths Bospital Records. These are
permanent and non—pernanent records. SEH is
organizationally a part of NIMH.

The RCS does not include records for which dispositien
{nstructions are available in General Records Schedulss,
except by refarance, where necessary.

Fous ovples, : inal, to b od 10 the ol Asehives

RECORDS MANAGEMEXT

TN=77.1 (i/12/77)



W

SF-115, Recuest Tor Autherity to Dispose of Records Xo=00-2

- o - ————

Sundnn) Torm No. 113
Yepormh v2* * $-1-42 By

Gerem® = reis AUT.isiiuien

Tas Nausssl Atchive

REQUEST FOR AUTHORITY TO DISPOSE OF RCCORDS—Centinuation Sheot

Job No.

T T S

Page 12

of 31 page

T
TTEN 20,

8. DISCRIPTION CF ITEM
(WITH INCLUSIVE DATES O RETINTION PERIOSE)

. i n
SUMMEOR | aeTION TAKEN

a

32

33

G. Narional Research Service Awards Grants

Disposition: Cut off file after termination of support
and final audit and put in imactive f£ile. Hold 2 years
nd transfer to FRC. Destroy when 8 years old.

Other Ofiices: These are duplicate records and may be
idestroyed when superseded or no longer needed for
lrefeTence purposes.

0fficial non-Paid Grant Case Tiles

[Descripricn: These files arc accumulated by the Office
jof Prograw Support and consist of individual case
folders on disapproved, withdrawn, non-paid, or other-
wise unfunded grants and awards to public and private
ingtitutions and individuals, consisting of the appli-
cation and supporzing materials and other records
relative to the study and review of the application.

IDisposition: OPS - Cut off file after final actiom
and put in inactive file. Hold 1 year and destroy,
except pink sheets (summary statements) will be held
3 years and destroyed. Selected case files may be
retzined as precedents for administrative purposes.
These may be destroved when they have served thelr
ipurpose.

{O0ther Offices: Thesc are duplicate records and may be
{destroyed when superseded or no longer needed for
‘reference purposes.

i

iGrants History Card Files

2. Descrivtion: Cards containing su=mary data om all
individual extramural grants.

b. Disposition: Destroy vhen 20 vears old.
Grants Procram Statistical Reports Files
a. Description: These are tables, charts, graphs,

and similar staristical end products containing summary
information on the extramural grant program.

P .

Fous copiss, insluling erigincl, to be rabmitted ¢o the ieand hives

8=77.1

(1.1¢/97)
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-—Records Hu.i.gnut Use of s:rd 1»' 115 as a Dupenl t

AEQUEST FOR RECORDS DISPOSITION AUTHORITY LEAVE BLANK
{See instructions on reverss) JC8 NO :

76 GENERAL SERVICES ADMINISTRATION,
NATIOMAL ARCIVES AND RECORDS SENVICE, WASKINGTON. DC 20408 St FEcEES

— e e st e e
1 FROM (AGENCY OR ESTABLISHMENT)

‘ NOTIICATION TO AGENGY
* 1n 220rmcy wiib e Swwtoms of 44 L.SC 32 e drapesal ot
_Office of Pdycation ST At SEOIRCS, 1§ BICTONSE ©°TR for Ao Bl o
3. MNOR SUBDIVIBION 20 SINSE0 “REIDSS At IS ¥ “adhirbes w coigns 10.
Buregu of £ y
7. NAME OF PERSON WITh WHOW TO CONFER 1% TEL EXT
John J, Smith | 2456230 T rvierent o 1o £ wired Nt

6. CERTIFICATE OF AGENCY REPRESENTATIVE

1 hereby certify that | am authorized to act for this agency w matters pertainisg to the cisposal of the agency's records;
that the records proposed for disposal in this Request of 1 pagels) are not now needed for the business of
this agency or will not be needed after the retention penods specified. .

A Request for immediate disposal.

{0 B Request for disposal after 8 speciiied period of time or request for permanent
retention.

€ DATE -3 OF AGENCY REPRESENT & TnE
A29/77 5 .@” !_Department Records NMsnsgepant OfficeD
2.

7. 1. DESCAPTION 08 TN *.
TE %O Avan nciupee Dotes o Astrmen Poness) 'm“ ACTION TAKEN

1. Controlled Materials Individual Project Files, July 1965 ¢
August 1966

Thuse £iles wers crested by the Controlled Msterials
Program Division, Office of Rducaticn, under authority
delegated by the National Production Authority. The
dockst f£iles comsist of an applicaticn for allotment

of controllsd materials for echool constructisn (Depart-
ment of Commarce, NPA, Form OfP-4); dalegstion of
autherity to sign applicatiocn, if other than a school
official; Form CMP-13, "Actheriring Coustruction and
Allocation of Controlled Materials;™ and code shests
for IBM processing, togsther with related correspondsnca.
This program was discontinued in Jsnuary 1972.

Vi5-207 STANDAND FORM 1
Reviond Apsil, “1::_
4

AN AR
FPUA 1 CFM) 100=11 4

A —————————
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.. RECORDS MAMAGEMENT
4 .. Dispesition of Records
CHAPTER 4-10

USE OF FEDERAL RECORDS CENTERS

4-10~-00 Purpose

10 General

20 Preparation of Records For
Transfer

30 Shipment of Records

40 Reference Service

50 Disposal of Records by
Records Centers

4-10-00 PURPOSE

This Chapter describes the mechanics of transferring
records to Federal Records Centers and the services
provided by the centers.

4-10-10 GENERAL

A. Federal Records Centers and annexes are located
in the 10 GSA Regions throughout the United
States. Exhibit X4-10-1 gives the location of
the Centers and the areas serviced. For civilian
personnel records, there is a National Federal
Records Center in St. Louis, Missouri which services
the Federal Government. There is an underground
depository for all vital operating records in the
Kansas City, Mo., area.

B. The Department retains legal custody of records
transferred to Federal Records Centers.

4-10~-20 PREPARATION OF RECORDS FOR TRANSFER

A. Packing the Records: Standard cardboard containers
are available for purchase from the Federal Supply
Service (FSN 8115-290-3379) for transferring files
to the Federal Records Centers. 1€ desired, a
special »+uck-bottom® carton (FSN 7610-298-6904)
having the same dimensions (10" x 12" x 15") as the
standard carton is also available. Exhibit X4-10-2
describes how the »suck-bottom” carton is assembled.
Both it and the standard carton, however, should
be reinforced with tape, particularly if the records
are to be shipped by freight, express, OT parcel
post. Both cartons hold a cubic foot of letter <
or legal-sized records. Records should be packed
as follows: :

HEW TN-77.1 (1/19/77)
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(4-10-20 continued)

1.

6.

1.

Letter-sized@ material should be placed in
the box facing the end of the carton.

Legal-sized material should face the side of
the carton.

-‘Arrange undersized records, such as 3"°x5” or
5ny8" cards or paper, in small to medium length
lots bound with heavy rubber bands; make as
many rows as possible within the carton and
separate layers with cardboard dividers, if
necessary.

Records from more than one office or bureau
should not be packed in the same carton. The
records of a group or series should be
arranged in consecutive cartons.

Before putting files in the cartons, remove
all nonrecord material and record materials
authorized for immediate disposal.

Avoid mixing records having different retention
periods in the same carton. .

Container Identification.

Numbering Cartons. Cartons should be numbered
consecutively in heavy black crayon or its
equivalent in the upper left hand corner on
the front of the box. The Records Center will
enter its own box number in the lower right
hand corner. The Records Center will also
assign an Accession Number after the records
are received. (Note: In GSA Region III, users
of the Washington National Records Center will
request an Accession Number by telephone from
the Center before shipment and write it on the
front of the box).

Labeling Cartons.

Use of container labels showing the contents of
the box is optional. Usually, a properly filled
out SF-135, "Records Transmittal and Receipt,"

is adequate for identification purposes (use

of the SF-135 in transferring records is describes
in paragraph 4-10-20-C below). However, it is

RECORDS MANAGEMENT
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{4-10-20 continued)

recommended that the name or initials of the
Department, POC and the custodian element
transferring the records be printed on the
front of the carton:

DHEW : PHS : FDA:BRHE

The record Group Number (see paragraph 4-10-20C)
of the custodian element should also be
printed on the front of the box.

Note: Labels are useful at an FRC if the files
are arranged by name oOr numerical seguence and
the shipment is very large. In these cases
content information showing first and last
folder in each carton should be shown on the
£ront of the cartons; if labels are not

readily available, this information may be

printed on the cartoms.

Indexes. When it is anticipated that frequent
Teference to transferred files will be necessary,
it is helpful to records center personnel and
saves considerable turn-around time if an index
is included in the carton. Indexes are
particularly valuable where the files contain
sensitive material that may be needed at a
"moment's" notice (e.g., Freedom of Information
case files, systems of records files).

C. Preparing Records transfer Form (SF-133 and 1353).

1.

The transfer of records to a Federal Records
Center requires preparation of an SF-135,
rpecords Transmittal and Recipt."” If
additional pages are needed, SF-1335a, .
Continuation Sheet, is used. An example of

a completed SF-135 is shown at Exhibit X4-10-3.
The transfer forms serve:

a. To record the transfer of custody of the
£iles to the FRC, subject to any legally
binding restrictions on their use which
the originating component may impose; and

b. To provide an inventory sufficiently detailed
to enable the centers to provide quick
reference service.

-77.1 (1/719/77)

. RECORDS MANAGEMENT



USF. OF FEDERAL RECORDS CENTERS Page 4

(4-10-20 continued)

2.

Availability and Distribution. Copies of the
SF-135 are available through normal GSA supply
channels. If temporarily unavailable, they
may usually be obtained from the servieing
records center. Submit the original and 2
copies of the completed SF-135 in advance of
shipment of the records to the FRC. One copy
will be returned by the FRC as a receipt after
the center has assigned its own location num-
bers and an Accession Number for use in making
any future reference to the records.

Description of Records. A brief but precise
description of the records transferred and their
inclusive dates shall be given in Item 6(f) of
the SF-135. In addition, information should be
included on: (a) the physical type and form of
the records; for example, correspondence, reports
vouchers, tabulating cards; and (b) internal
organization or arrangement = e.g., alphabetical,
numerical, chronological or classified system
such as alpha-numeric or Dewey-decimal. The
SF-135 shall also contain the following informa
tion for all records subject to General
Accounting Office site-audit: The name of the
disbursing officer, organization name and
location, period of account and record group

no. 217. GAO records must be kept separate

from other records in a transfer.

Accession Numbers and Group Numbers. Accession
numbers are assigned by e records center; they
are used to identify records to which reference
must be made and are entered in Item 6(a) = (c)
of an agency's "receipt" copy of the SF-135.
Group numbers, which are part of the Accession
Number, also help identify records and ensure
that all the records (except GAO records) of a
component of the Department are kept in one
location. By agreement with the National
Archives and Records Service, the following
Group Numbers have been established for the
Department:

RECORDS MANAGEMENT
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(4-10-20 continued)

Organization Records Group No
Office of the Secretary 235
office of Euman Development 439
Public Health Service (except

FDA and SEH) 90
Food and Drug Administration 88
st. Elizabeths Hospital 418
Social and Rehabilitation Service 363
Social Security Administration 47
office of the Assistant Secretary

for Education , 441
Office of Education 12
National Institute of Education 419
office of the Regional Director 235
Site~Audit (GAO) Records 217 -
Not Otherwise Classified 235

D. Personnel and Pax:oll Records.

1.

All inactive payroll and personnel records
are stored at the National Personnel Records
Center (Civilian Personnel Records), 111l
Winnebago Street, St. Louis, Missouri 63118.

These records include:

a. Official personnel folders of separated

: employees and comparable files accumulated
before official personnel folders, as such,
were established;

b. Individual earnings cards, or comprehensive
payrolls or individual -pay folders; and

c. Service record cards dated on or before
December 31, 1947. .

The Federal Personnel Manual requires that,
with minor exceptions, official personnel
folders of persons who have been separated
from the Federal Service for 30 days be
transferred without delay to the National
Personnel Records Center. Use Form HEW-311l
(Exhibit X4-10-4) or a memorandum containing
the same information as the HEW=-311 to transmit
the folder(s). W¥hen an employee is separated,
the losing component of the Department should
take the following steps with regard to the
employee's official personnel folder:

T IN-77.1 (L/19/77)
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(4-10-20 continued)

a. Remove it from active files;

b. Examine the documents in it to ensure that
the correct ones are filed on the right-hand
("permanent”] side;

€. Remove and destroy the temporary material
on the "left-hand side;

d. Record the employee's date of birth andéd
Social Security Number on the tab of
the folder, e.g., D.0O.B. 10-16-21; SSN
455-10~-3482;

e. File the folder in an inactive file arranged
chronologically by date of separation; and

f. Screen the inactive file at the beginning
of each month so that folders of employees
separated 30 days or more may be promptly
transferred.

Unless the gquantity of folders is large, they
may be mailed to the National Personnel Records
Center in regular penalty envelopes. Use of
standard records center boxes is recommended
for large gquantities.

Individual earning records, comprehensive pay=-
rolls, or individual pay folders containing
earnings records should also be tranferred to the
National Personnel Records Center using SF-135
(do not use SF-135 when transferring official
personnel folders). Generally, such records
should be transferred 1 year after audit to
provide data on service when official personnel
folders are incomplete or missing. The records
are not merged with the official personnel
folders, nor are they transferred to a subseguent
hiring agency. Copies will be provided as
needed, however.

Retrieving Official Personnel Folders. When it
1s necessary to retrieve the official personnel
folder of a separated employee from the National
Personnel Records Center, Standard Form 127,

is used (see Exhibit X4-10-5). A separate SF-127,
in duplicate, should be submitted for each
individual whose folder is requested. Only
urgent or priority requests should be made by

RECORDS MANAGEMENT
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(4-10-20 continued)

telephone, personal visit or non=-voice
communications, such as the Advanced Records
System. To request selected information from
the folder (but not the whole folder), use a
memorandum and include complete identification
of the individual (full name, date of birth,
Social Security Number, and date of separation).

4-10-30 SHIPMENT OF RECORDS

A.

washington National Records Center. Records of
components of the Department in the Washington, D.C.,
area serviced by the WNRC are generally picked up

by GSA trucks in accordance with schedules

established by the Center. 1In cases where large
volumes of records must be removed from office space
at unscheduled times, the Center will usually agree to
make a special pick-up. The records must be boxed

in the standard records center cartons and properly
stacked on skids provided by WNRC prior to pick-up.

Other Records Centers. Methods of shipment of
Tecords to Federal Records Centers other then the
washington National Records Center will depend
largely on the proximity of the installation to
the records center and local practice. If GSa
pick-up service is not available, shipment may

be made by parcel post, freight, express or any
other economical means; cost of such shipment must
be borne by the component. Special care should be
taken to reinforce records center cartons when
parcel post or commercial carriers must be utilized
to ship records. :

Rules for Estimating Shipments. The following
yardsticks may be use ul in planning records |
shipments:
1. One Center carton holds 1 cubic foot of

paper records weighing about 30 pounds; a full

carton of tabulating cards, however, weighs
approximately 50 pounds;

2. One ton of records averages 70 cubic feet:;

3. One empty, S5-drawer, upright steel filing
cabinet weighs about 150 pounds;

4. One 30-35 foot truck trailer will transport
about 1,200 cubic feet of records;

=77.1 (1/19/77)
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_(4-10-30 continued)

4-10-40

5. one cubic foot of records approximates 3,000
letter-size sheets of paper or 10,000
tabulating punch cards; and

6. A letter-sized file drawer holds 1-1/2 cubie
feet of records, while a legal-sized drawer
holds 2 cubic feet.

Special Shipment Rates for "01d" Records. To get
the lowest %reiqﬁt Tate for "old" office records,
components using commercial carriers should enter
the following statement on bills of lading or

other shipping documents: "The agreed or declared
value of this property is hereby specifically stated
by the shipper not to exceed 3-1/2 cents per pound.”

Loading of Records for Shipment. Large shipments of
Tecords should be Toaded on skids or other motor

or rail conveyances in reverse numerical sequence

so that when the records reach the records center
the first carton unloaded will be number "1".

This means they can be moved directly to shelves .
without being rehandled.

REFERENCE SERVICE

A.

washington National Records Center. Components

In the Washington, D.C. area may recall records
from WNRC for reference at any time. Quantities

of 5 or more boxes of records will be delivered

by the Records Center trucks. Smaller quantities
of records will be mailed by the Center using the
Run-STOP mail delivery system. These records will
be returned to the Center by use of the same system
(larger quantities will be picked up by the trucks) .
Thelmailing address for the Center using Run-3TOP
mail is:

Washington National Records Center
STOP 386

Requests for records for reference purposes from
WNRC should be submitted on Optional Form 11

(see Exhibit X4-10-6), which is available through
normal GSA supply channels; OF-11 is not available
from the Center itself.

Other Records Centers and Areas not Serviced bv
the WNRC Truck.

RECORDS MANAGEMENT
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(4-10=-40 continued)

1.

Components of the Department can get quick ané
reliable reference service on records transferred
to Federal Records Centers simply by submitting

a properly completed OF-11 (or, if unavailable,
by memorandum or letter). Only urgent or
priority requests should be made by personal
visit or telephone or by nonvoice communications
systems. Centers strive to answer inguiries
within 24 hours of receipt.

Making Inquiries. Whether the OF~1l1l or some
other form of communication is used, the FRC
must be given the following information to.
locate records: ’

a. The name of the POC (or other organization
1isted in paragraph 4-10-20C.4) and the
name and complete mailing address of the
person seeking the records (s) ;

b. An adequate description of the records(s)
needed, including the FRC box number (£rom
the SF-135 receipt copy) where the record(s)
are most likely to be found, Accession
Number, Records Center location number and
box number and filing code assigned by the
transferring component.

The reguest should be channeled through the POC

or OS Records Officer or records liaison

officer.

Access to Records. Messengers sent to an FRC
to pick up records for reference or officials
who make personal visits to use the records
must always provide:

a. Identification as an authorized representative
of the Department or its components;

b. Evidence of security clearance, if needed;
and

c. POC or OS authorization to refer to records
if their use is restricted.

Furnishing Information. It is important to
remember that Federal Records Centers report
findings of information shown in records as

$77.1 (1/39/77)
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(4-10=40 continued)

well as supplying actual records or copies
thereof. Usually this type of reference

service is faster and involves less expense and
effort on the part of the Center and the request

organization.

5. Reproduction Availability. Reproduction of
Tecords can be furnished by records centers
only if such reproduction is not contrary to
agency restrictions, security requirements or
statutory restrictions. Centers will microfilm
records for agencies on a reimbursable basis.
Charges will usually also be made for reproduc-
tions involving more than 10 pages, particularly
when the regquesting organization has its own
reproduction facilities.

6. Referencing Records Subject to the Privacy Act.
Whenever an HEW organization receives a reguest
to provide access to or information from records
which are subject to the provisions of the
Privacy Act and are physically located in
Federal Records Centers, that organization shou’
provide the service requested. (See General
Administration Manual, Part 45, for information
about the provisions of the Privacy Act). If
any HEW organization would like the Federal
Records Centers to provide the serxvice, as
described in GSA Bulletin FPMR B-~57, dated
August 22, 1976, it should consult with the
organization's (component's, office's, etc.)
Privacy Act Coordinator who will provide
instructions on how to proceed.

4-10-50 DISPOSAL OF RECORDS BY RECORDS CENTERS

A.

In general, Records Centers should be asked to
oversee the disposal of records having retention
periods of more than 3 years. Records having
shorter retention periods should be destroyed by
the agency from in-house storage area.

Disposal Objectives. Except for records with
"indefinite" or "permanent” retention periods
approved by the National Archives and Records
Service after July 1, 1973, records transferred to
Federal Records Centers are scheduled for destructio:
at predetermined dates. Disposition activities at
the centers have three major objectives:

RECOFSS MANAGEMENT
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(4-10-40 continued)

1. To assist the Naticnal Archives in identifying
records which have enduring value;

2. To assist Federal agencies in establishing
realistic retention periods for non-permanent
records; and

3. To remove all disposable records promptly.

C. Pre-disposal Concurrence. Before records are
destroyed by Tecords centers, the centers will
request permission, using GSA Form 7015, "Notice
of Intent to Dispose of Records" (see Exhibit
X4-10-7). (Exception: components may authorize
automatic disposal without consultation by checking
the appropriate box in Item 8 on the SF-115 at the
time the records are transferred). If the centers
do not receive a response from the custodian com~
ponent within 30 days from the date on the Form
GSA 7015, it will be assumed that the custodian
has no further need for the records and they can be

destroyed.

=77.1 (1/29/77) RECORDS MANAGEMENT






—Records Management

Location of Tederal Re

cords Centers

NATIONAL RECORDS CENTERS,
FEDERAL ARCHIVES AND RECORDS CENTERS,
AND FEDERAL RECORDS CENTERS

GSA Region Aress Served Location
Designated records of the Departasnt National Personnel Records Center, GSA
of Defense (Military Personnel Records)
: 9700 Page Boulevard
St. Louis, MO 63132
Entire Federsl Government for personnel National Personnel Records Center, GSA
records of separated Federal employees; {Civilisn Personnel Records)
pay records of sll Federal esmployees; 111 Winnebago Street
medical records of civilian employess St. Louis, MO 63118
of the Army, Navy, and Air Force;
records of sgencies in greatsr
St. Louis, Missouri ares
1 Maine, Vermont, New Hampshirs, Massa- Federal Archives and Records Center, GSA
chusetts, Connecticut, and Rhode Island 330 Trapelo Road
Waltham, MA 02154
F New York, New Jersey, Pusrto Rico, and Federal Archives and Records Center, GSA
the Virgin Islands Military Ocesn Terminal, Bldg. 22
Bayomne, NJ 07002
3 Delaware and Pennsylvania east of Federal Archives and Records Center, GSA
Lancaster S000 Wissahickon Avenue
Philadelphia, PA 19144
3 Pernsylvania except areas sast of Federal Records Center, GSA
Lancastar Naval Supply Depot, Bldg. 308
Mechanicsburg, PA 17055
3 Distriet of Columbis, Maryland, Washington National Records Ccuué
Virginia, and West Virginis Washington, DC 20408
4 North Carolina, South Carolina, Federal Archives and Records Center, GSA
Tennessee, Mississippi, Alabama, 1557 St. Joseph Avenue
Georgia, Florida, and Kentucky East Point, GA 30344
- $§ I1linois, Wisconsin, and Minnesota Federal Archives snd Records Center, GSA
7358 South Pulaski Road
Chieago, IL 60629 .
s Indiana, Michigan, and Ohic Federal Records Center, GSA
3150 Bertwynn Drive
Dayton, OH 45438
6 Kansas, lowa, Nebraska, and Missourl Federal Archives and Records Center, GSA
except greater St. louis ares 2306 East Bannister Road
Kansas City, MO 64131
(] Greater St. Louis, Missouri srea National Personnel Records Center, GSA

(Civilian Perscnnel Records)
111 Winnsbage Street
St. louis, MO 63118

HEW TN-77.1 (1/19/77)
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Location of Federal Records Centers 2
GSA Region Aress Served Location
7 Texss, Oklahoma, Arkansas, Louisians, Federal Archives and Records Center, GSA
snd New Mexico 4900 Hemphill Street
. . P.0. Box 6216
fort Worth, TX 76115
8 Colorado, Wyoming, Ucsh, Montans, Federal Archives and records Center, GSA
North Dakota, and South Dakota Bldg. 48, Demver Federal CenteT
Denver, CO 80225
9 Nevada (except Clazk County), federai Archives and Records Center, GSA
California (except Southern 1000 Commodore Drive
California), and American Samos San Bruno, CA 94066
9 Clark County Nevsda, Southern Cali- Federal Archives and Records Center, GSA
fornis (counties of: San lads 24000 Avila Road
Obispec, Xern, San Bernardino, Laguns Niguel, CA 92677
Santa Barbara, Venturs, Los Angeles,
Riverside, Orange, isperial, Ilnye,
and San Diego), and Arizona
10 " Washington, Oregon, 1dsho, Alasks Federal Archives and Records Center, GSA

Mawaii, and Pacific Ocean arsa
(except AmsTican Sanod)

6125 Sand Point Way
Seattle, WA 98115

RECORDS MANAGEMENT
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3rds Manarement Assembly of "Tuck-Bottom'" Cartons S, oo ki =

RECORDS STORAGE BOX
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Records Management

Standard Form 135, '"Records Transmittal and Receipt
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Bacords Management Form HEW-311, Transmittal of Personnel Folders X4-10-4

M

DEPARTMENT OF ERALTH, EDUCATION, AND WELFARE

Date

Nationsl Personnel Records Center
(Ctvilian Perscnnel Records)

111 Winnebago Street

8t. louls, Missouri 63118

official persconel folders

1 Transmitted herevith are

of former Federal employees vho separated from the Department during

" (Mosth) ’ (Yous)
Signed
Organization
HEwITY -
(NEV. /o7 ..

W T™N~77.1 (1/19/77) Supersedes Exhibit X4-80-6 (TN=23)



Records Management SF-1 Request for Official Personmnel Folder
e v XEGUEST FOR ORFICIAL PERSONNEL FOLDER | " ° & ™
bt g i v (SEPARATED EMPLOYEE)
Section 10 SE COMPLETED 8Y REQUESTING AGENCY
2. CURRENT NAE 1 1a0s. - of, wosdetts + 2a. NAME WIDER WINCH ml' WM FEOEMALLY «f¢ gifiorrur thae

Hew 3

NATIONAL PERSONNEL RECORDS CENTER. GSA
(Cnitian Personnei Records)

111 WINNEBAGO STREET

ST. LOUIS. MISSOURI 63118

e
1. DATE OF g18TH

4 30CIAL STCUMTY RUNSER

SUBMIT IN DUPLICATE FOR
EACH FOLDER REQUESTED

Oripeasi will b cred to sand
faider ot reply o your ogesey.
Deuplicate will be seed & ’
chorgeoot recond by the
Resords Contur.

3. PREVIOUS FEDERAL EMPLOYMENT

LOCATION

& REASOR FOR AEQUEST 1Cheutr sppropnels &ag)
0 & Currantly smpioyed. T 5 Temporaty use.

O ¢ Pre-empicymant considerstion. Wil retan folder if hied.

7. aLaAMS

Saction 1—FOR USE §Y RECORDS CENTER

&

O & Foider enciosad. < & Folder

{3 b Foider was sent to your agency
on .

e Fmbmmdmmd
nformation req Retain 1f

DErsOn 18 M
S ¢. Foider not recesved. Suucum
comact 135t employng office.

[ e Folder not located.  Suggest turther
saerch it YOUr agt .1 stalt d

enify correctness of aame, ang furmesn
date forwarded and several namss of other
foigers i 1ame shipment. Oate:

n of ool O
your reqitest sent 10 that agency for aCUOR.

Section 1ii=TO SE COMPLETED B8Y PEQUESTING AGENCY

-

' ‘

tmer complete
oddrens 19 wineh
loider or raply
1 te be mevied.
inc:ode 2IP Codu.
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CHAPTER 4-20
DISPOSITION OF NON-PAPER RECORDS

—______-__—______-__——'—_—-——-—'—--_—-————'_—_'———_—__-——

4-20-0C

4-20-10

4-20~-00 "Purpose
10 Audiovisual Records
20 Machine~Readable Recoris
30 Microfilm Records

PURPOSE

This chapter describes disposition procedures applicable
to non-paper records, which are to be transferred to

the National Archives or a Federal Records Center for
permanent or long-term (over 3 years) temporary
retention. For a fuller description of procedures,

NARS policies and standards, see Subpart 101-11.5 of

the GSA Federal Property Management Regulations.

AUDIOVISUAL RECORDS

A. Motion Pictures. In order to ensure that motion
pictures Transferred to NARS facilities are
capable of being preserved and/or duplicated,
the following copies are considered necessary:

1. Department-sponsored informational £ilms for
_public distribution:

a. Original negative or color original, plus
separate optical sound track;

b. Intermediate master positive or duplicate
negative, plus optional sound track;

c. Sound projection print.

2. Departmentally made films for internal use:

a. Original negative or color original plus
sound;

b. Projection print.

3. Departmentally acquired motion picture films:
two projection prints.

B. Still Pictures. The following copies or elements
are necessary for the preservation, duplication
and reference service of still pictures:

W TN-77.1 (1/19/77)
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(4=-20-10 continued) —

D.

1.

Black and white photographs: An original
negative and a captioned print. 1If the
original negative is nitrate or glass, a
duplicate negative is also needed.

Color photographs: the original ceclor
transparency or color negative. A captional
print, and an internegative if one exists.

Slides and slide sets: the original, a
duplicate reference set, and the related
recording and/or script if one exists.

Sound Recordings. The following audio documents

are necessary sor the preservation, duplication,
and reference service of sound recordings:

1.

Mass-produced or multiple-copy disc recordings:
the master tape, the matrix or stamper of the
recording, and a disc pressing of the recording.

Magnetic tape recordings: the original tape
or the earliest generation of the recording
available, and a "dubbing® if one has been

made.

video Recordings. Submit the original or earliest

generation available of the recording. A kinescope
of the recording may be substituted.

Findinc Aids and Production Documentation. The

o

owing records sna e transferred to the

National Archives (if they relate to permanently
valuable records) or to the servicing Federal
Records Center (if non-permanent, but to be
retained for more than three years):

1.

Finding aids such as data sheets, shot lists,
catalogs, indexes, lists of captions and any
other record that is necessary or helpful for
the retrieval or identification of an
audiovisual record.

Production case files or similar £files that
include copies of production contracts, SCripts,
transcripts anéd other reslated documentation
bezring on the arivin, acquisition, or ownershi:u
of the product:y

FECoTDE MANAGLMENT
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DISPOSITION OF NON-PAPER RECORDS

4-20-20

4-20-30

MACHINE-READARLE RECORDS

The following policies shall govern the transfer of
machine-readable records which have been determined
to be permanently valuable to the National Archives.

A. Magnetic Tape. Inasmuch as computer magnetic
tape is fragile and highly susceptible to the
generation of errors through improper handling,
permanently valuable tapes should be scheduled
for transfer to the National Archives as soon as
pessible after their creation. Other tapes
which are to be retained longer than three years
and any which contain vital information which
cannot be reproduced and cannot be given adequate
in-house protection should be transferred to a
Federal Records Center as soon as they are no
longer needed for freguent reference.

B. Other Magnetic Media. When a machine-readable
file that has been approved for permanent retention
by the National Archives and Records Service is
maintained on a direct access storage device, the
file should be copied on tape and the tape copy
should be transferred to the National Archives
or the Archives Branch of the servicing Records
Center.

C. Documentation. Machine-readable records transferred

to the National Archives or a Federal Records
Center must be accompanied by any documentation

needed to enable NARS personnel to provide reference
service on the records. This documentation includes

but is not limited to the following:
1. GSA Form 7036, Magenetic Tape Record Inventory:
2. GSA Form 7091, Data Archives Inventory. .

The above forms may be obtained from the National
Archives or any servicing Federal Records Center.

MICROFILM RECORDS

A. Authorization. Records may be microfilmed and
the microfilimed copy used as the official records
provided:

N=77.1 (1/19/77)
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DISPOSITION OF MNON-PAPER RECTRDS Page 4

(4-20-30 continued)

1. The microfilmed records are identified as
such on records disposition schedules approved
by the National Archives and Records Service:

2. The volume of records to be microfilmed is
large and the microfilms must be retained for
(usually) three or more years; and

3. The microfilm meets acceptable standards set
forth in Federal Property Management Regulations
(FPMR) Section 101-11.5 and will remain clearly
legible for the length of the period they are
required to be retained.

Transfer to Records Centers. Microfilmed records
shall be schedulied for transfer to servicing
records centers as soon as they are no longer
needed for frequent reference, provided they are
to be retained more than three years before
disposal.

Indexing. Microfilm copies of the records shall
Pe so arranged, identified and indexed that any
individual record can be located with reasonable
ease. This shall be accomplished by microfilming
the finding aids at the beginning of the records
+o which they relate.

Deposit of Microfilm

1. 1In order to ensure that the integrity of
microfilmed original records is preserved, a
silver duplicate negative or a silver master
positive copy of each f£film shall be made; if
a positive copy is made, it should be silver,
vesicular or diazo microfilm. After o
verification for completeness and accuracy,
the copies shall be transferred to the National
Archives or servicing Federal Records Center
where the original records would have been
stored.

2. The miecrofilm copies shall be accompanied by
adequate descriptive material and finding
aids to enable NARS personnel to provide
reference service on them.

3. The microfilm coriss to be transferred to
a Center or the Na%<icnal archives shall be
accompanied bv a certification from the Reccrds

RECCORDS MANAGEMENT
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—~Page 5 DISPOSITION OF NON-PAPER RECORDS

(4-20-30 continued)

Officer that (a) the microfilm was produced
in the normal course of operations of the
producing component, and (b) adeguate care
has been taken to ensure that the microfilm
is a complete and accurate copy of the
'original records.

E. Deteriorating Microfilm. 1In the event a component
of tnhe Department finds that microfilmed copies
of permanent records are deteriorating, or are
in danger of deteriorating, it will prepare a
silver duplicate copy for its own use and an
identical copy plus one positive copy for transfer
to Archival custody.
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NUAL, ... Records Management
11 5 .. General Accounting Office Requirements

CHAPTER 5-00

GAO REQUIREMENTS FOR RECORDS MAINTENANCE AND DISPOSITION
==========================================================================

5-00-00

5-00-10

A.

5-00-00 Purpose

10 Legal Background

20 Records Schedules Subject
to GAO Approval

30 Custodial Responsibilities for
GAO Records .

40 Maintenance of Site Audit Kecorzds

S0 Transportation Fiscal Records

PURPOSE

Part 5 of this Manual states General Accounting 0ffice requirements
and procedures for records maintenance and disposition. Title 8

of the GAO Manual for Guidance of Federal Agencies, which is
devoted specifically to Records Management, describes policies and
procedures of the General Accounting Office governing records

under their purview which must be cleared by GAD before they can
be approved for disposition by the National Archives and Records
Service.

LEGAL BACKGROUND

Section 3303 of Title &4 of the United States Code requires that
certain records schedules must be cleared by the General Accounting
Office before disposal of covered records caan be approved by the
Archivist of the United States. Subpart 101~11~406=4 of the
Federal Property Management Regulations discusses the interests

of GAO in records disposition. Following enactment of the Budget
and Accounting Act of 1921, the General Accounting Office took"
physical and legal custody of practically all accounts of
accountable officers as well as many other fiscal records.

The Budget and Accounting Procedures Act of 1930 affected GAO's
functions as they relate to agency records im two important
respects:

1. It authorized GAO to require that accountable officers'
accounts be retained at agency fiscal sites for
examination by GAO suditors.

2. It reemphasized GAO's authority to conduct comprehensive
sudits concerning the efficiency with which agency
responsibilities and programs including the records
related thereto, were administered.

The advent of the site audit program, following the Act of
1950, has resulted in a much more far-ranging program of

HEW IN-76.5 (8/16/76)



GAO REQUIREMENTS FOR RECORDS MAINTENANCE AND DISPOSITION Page 2

(5=00-10 continued)

GAO audits of both program and housekeeping records, as well

as the more traditional audits of accountable officers’' accounts.
These broader responsibilities were necessitated by GAO's expanded
role in adjudicating claims and approving agency accounting
systems.

5-00-20 RECORDS SCHEDULES SUBJECT TO GAO APPROVAL

A. Accountable Officers' Accounts: These records are legally
considered GAO records from the moment of their creation and
must be available for site audit for a period specified by
GAO. The records involved comsist of the following or their
equivalent:

1. Statements of transactions
2. Statements of accountability
3. Collection schedules

4. Collection vouchers

S. Disbursement schedules

6. Disbursement vouchers

7. All other schedules, vouchers and documents used as schedules
or vouchers -

Any Departmental, 0S, Principal Operating Component {or elements
thereof) forms used in lieu of Standard Form vouchers or schedules,
and machine readable versions of accountable officers' accounts,
produced with GAO approval, are included in this definition of
accountable officers' accounts.

B. Copies of Contracts

The responsibility of GAO to audit Government tramsactions includes
contracts. However, maintenance of a separate "GAO copy” of the
contract is not regquired for any contract for which the file was
closed after March 7, 1975. The copy of the contract maintained
in the Contracting Officer's files is the one which GAO may for
audit purposes from time to time request to fulfill its statutory
obligations. :

(Note: Contracts for transportation services are audited by GSA
rather than GAO. See paragraph 5-00-50).

RECORDD ~SANAGerENL TN=/0.2 (0107 /0)
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Page 3 GAO REQUIREMENTS FOR RECORDS MAINTENANCE AND DISPOSITION

- (5-00~20 continued)

c.

D.

5=00-30

A.

B.

GAO approval of records schedules must alsc be obtained for the
following types of records if the 0S, POC, or any POC agency
or bureau wishes to deviate from the Departmentally endorsed
GSA General Records Schedules (Appendix A of the Department

Records Management Manual):

1. Payroll and pay adminigtration

2. - Procurement and supply

3. Property disposal

4. Budget preparation, presentation, and apportiomment
S. Departmental copies of accountable officers' accounts.
6. Expenditure accounting

7. Stores, plant, and cost accounting

All program records whose proposed retention period is 3 years or
less. GAO will geither approve or disapprove proposed reteution

periods for program records which are retained for longer than

3 years, but it may, as part of its audits, occasionally suggest

shorter retention periods consomant with godd records management

practices.

CUSTODIAL RESPONSIBILITIES FOR GAO RECORDS R

Protection. The records listed in paragraph 5-00-20 should be
housed in suitable, easily accessible £iling equipment to
facilitate access to them by GAO suditors. Statements of
transaction and statements of accountability should be f£iled
with the related schedules, vouchers, subvouchers, and other
required attachments. The filing and maintenance of documents
bearing a national security classification.is governed by
Executive Order 11652 (37 FR 5209) and National Security
Council Directive of May 17, 1972 (37 FR dated 5/19/72); specifics
regarding approved procedures may be found in the HEW Security
Manual, Parts 3=-6.

—

Unlawful Disposal

Section 2071 of Title 18 of the United States Code prohibits the
destruction of Federal Rscords without proper authority. While -

—<.5 (8/16/76)
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(5-00-30

5~00-40

A.

continued)

accountable officer's accounts are in their custody, Primcipal
Operating Components of this Department and the 0S should insure
that the documents are not prematurely destroyed (see approved
records schedule in Appendix A of this Manual). If the records
are accidentally destroyed or marred, so that their record
content disappears the Director of Administrative Services,

GAQO, should be notified.

MAINTENANCE OF SITE AUDIT RECORDS

Housekeeping Records

These agency records which document day-to-day administrative
management activities may be involved in GAO audits of accountable
officers' accounts when they shed additiocnal light on collections
or disbursement or transactions or are part of the "audit trail."”
For example, in an agency industrial activity, time and attendance
cards may be used to illuminate questionable payroll tramsactionms.
Housekeeping records may also be involved in GAO comprehensive
audits, if they relate to larger Agency programs or administrative
activities. (GAO Title 8, Section 3).

Program Records

These records are peculiar to each agency because they document

its programs. These records are involved in every GAO comprehensive
audit, The gathering of data and evidence on which to base audit
recommendations requires that these records be available to GAO
auditors. :

Retention Period for Site Audit Records
1. Permanent Records

These records usually comprise about 3% or less of an Agency's
records. Responsibility for designation as "permanent,"” as
stated elsewhere in this Manual, rests with the Natiomal
Archives and Records Service.

2. Temporary Records

All other records are temporary and are so designated by the
National Archives and Records Service; definite retention
periods for these records must be determined. Statutory
limitations, such as those on claims, may be involved, but in
most cases retention of these records is based on administrative

need - or how long an Agency believes it needs to refer to
such records. GAO requires that accountable officers’ accounts -~

be retained for 6 years and 3 months. Related records may
be disposed of after 3 years old or completion of a GAO audit,
whichever is earlier,

RECORDS MANAGEMENT
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(5-00=40 continued)

5-00-50

3., Microfilming of Records

Microfilm copies of records are acceptable for GAO audit
purposes, provided that the film meets FPMR Standards and
that it is available to auditors when needed. The FPMR
standard is set forth im FPMR 101-11.5.

4. Separation of GAO and other Administrative Records

Records subject to GAC site audit (see paragraph 5-00-20 of
this Part) should always be kept separate from other records.

5. However, unaudited records subject to GAO audit which are
more than one full fiscal year old may be transferred to the
nearest Federal Records Cemter without obtaining approval from
GAO.

TRANSPORTATION FISCAL RECORDS

Contracts for transportation services are subject to site audit
by the General Services Administration, rather than GAO. The
GSA requires submission of original copies of such contracts as
follows:

Originals of contracts naming rates or charges for passenger
transportation services shall be transmitted promptly upon
execution to the General Services Administration (FZAIR},
Chester A, Arthur Building, Washingtom, D.C. 20406.

Originals of contracts for freight or express tramsportation
rates or services shall be transmitted promptly upon execution
to the General Services Administration (FZAT), Chester A.
Arthur Building, Washington, D.C. 20406.

6.5 (8/16/76)
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CHAPTER 6-00

SELECTION AND PREPARATION OF MATERIALS FOR PRESIDENTIAL LIBRARIES

P e ]

6-00-00

6-00-10

6-00-20

6-00-30

6=00-00 Purpose
10 Scope’
20 Responsibility
30 Criteria for Selection of Materials
40 Procedures

PURPOSE

This chapter establishes a continuing procedure for the collec-
tion of materials to be deposited in Presidential libraries by
the Department of Health, Education, and Welfare.

SCOPE

The provisions of this chapter apply to all offices and campanents.
of the Department.

RESPONSIBILITY

The President has requested the Administrator of the Gemeral
Services Administration to establish a continuing program to
collect copies of materials from Government agencies for the
purpose of enriching the collectioms and enhancing the useful-
ness of all Presidential Libraries.

The National Archives and Records Service, on behalf of the
Administrator of the Genmeral Services Administration, has
enlisted the help of Executive Departments and agencies in
carrying out the President's request.

Within this Department, the Assistant Secretary for Administration
and Management has the over-all responsibility for coordinating
and directing the activities related to the Presidential Library
Program. The Cffice of Management Planning provides primcipal
staff support to the Assistant Secretary in this effort.

The Office of the Secretary and each principal operating component
are to designate a senior official to coordinate and direct the
activities related to Presidential Libraries. .

CRITERIA FOR SELECTION OF MATERIALS

Documents and other items to be selected for deposit in
Presidential Libraries are those which are significant to
planning and executing DHEW-related Presidentizl Programs.

HEW TN-77.2 (3/2/77)
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( 6-00-30 continued)

B. The materials which this Department will make available to
Presidential Libraries may include documents of various types:
letters, memoranda, position papers, memoranda to the files,
memoranda of conversations, minutes 5f meetings, speeches,
press releases, poilsy anc procedural directives, scripts, and

other materials related =c radio and television appearances.

Tn many instances entire series of documents, such as files >
an proposed legislatica, may »e gselected for inclusiom = .
Presidenrial Libraries. In addision, the materials may

inelude pertivent exnibits, phctogravhs, films, and printed

materiais.

€3
.

The materials made avaiiable by this Department may iaclude

materials of all security clagsification and degrees of
gensitivity, inasmuch as Presidential Libraries are

equipped to deal with slassified materials.

.6-00-40 PROCEDURES

- A. The Office of the Secretary and the principal operating component
representatives will conduct a continuous review of documents and
related materials created by their respective organizations.
Promptly after identifying candidate items, the representat

will notify the Department Records Management

existence and location of such items.

Officer of the

B. The Department Records Management Officer will arrange for the
National Archives and Records Service to review the candidate

items.

C. The National Archives and Records Service will review candidate
items and determine which to accept for Presidential Libraries.
It will arrange to have necessary microfilming done at or near

the location of the documents, SO that this o

result in as little disruption as possible.

peration will
It also will

arrange to pick up and transport jtems designated for deposit

in a Presidential Library.

RECORDS MANAGEMENT
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CHAPTER 9-10

ANNUAL REPORT OF RECORDS HOLDINGS

9-10-00 Purpose
10 Responsibilities

9-10-00 PURPOSE

This Chapter sets forth the general procedures to be followed
in reporting the records management activities required annually
by the Natiomal Archives and Records Service, GSA.

9-10-10 RESPONSIBILITIES

The  Annual Summary of Records Holdings, Standard Form 136 (Rev.
4/75), shall be prepared by each Principal Operating Component

of the Department, Regional Directors Office, and the Office of
the Secretary in accordance with provisions of Federal Property
Management Regulations 101-11.102-7. Each POC will submit con-
solidated reports covering headquarters and field {nstallations
to the Department Records Management Officer in accordance with
the due dates given below., The Records Officer for the Office of
the Secretary will comsolidate reports from the 0ffice of the
Regional Directors with the 0§ headquarters report.

DUE DATES
Revort Bv Report Sent To Due Date
POC major sub-element .........POC Records Officer Oct. 5

(Agency, bureau, office,
administration, etc.)

0ffice of the Regional ,
DATECEOT e ce-vesscareanavesesess0S Records Officer Qect. 5

POC & OS.vvevveesceesssssesseesDepartment Records Oct., 10
Management Officer

HEW TN-76.3 (7/1/76) ‘ Supersedes Chapter 9-10, TN-71.2






RecoTes

Mamzcece-: STANDARD TORM 136 (FRONT) Exhibit X9-10-1

y report control Ne: 1094-GSA-Al ____

ANNUAL SUMMARY OF RECORDS HOLDINGS

(See [matrHELNRe oy PETEL 30 (HETOTY CUMINET NG 1ATT)

;—R—Cmﬁ' periog 1 Fruwe - Tay

To: i From ([icporting raifl)

;
1
i

VOLUME OF RECORDS (rwbic ject)

csm——

STATUS=-ACTION T ocoamwea_ . > _
i Currem |Staging. Hoiding | Curvemt | Stageng. Holding | YOTAL
" Fie Rooms  and Other ' File Rooms @ and other o)
and Oftices Storage Aress | and Offices . Storsge Aress
! (s) tb) ' (e} b @ . .
3. On nand-—begmmng of penoc . : ; !
; | t i i
1 ; — -
2 Transteersd to: , | i i
& Fed. Recoras Comers or ' ; . H
National Archives } : ' ; .
b Other agencwes : g " )
; . : )
3. Destroyeo ,
!
4. D1 nang==end of penot
i No. of Rests

S. Magnetic tpe (Nwmiwr of resls included in item A)
CERTIFICATION: . .

The records holdings reported on this form are adeuuateir coversd bv cuitent and aperational Records Caongrol
Schedules as provided by Sub-part JU1-11.4. “Dispoaitict, o1 Fuederar Recoeds™ of the Federal Freperty Managuvment
Reguiations.

= Yes — No 111 “No", plenne attaci. replanative:

Remarks: (Juclnde cmmenta on significunt ixcroases or Tioregres i irnldings. auny plans jor Tecres clcanunt fumpaaiRg. oP Hxp
other sigmificant records dizperition maiievs).

Narna of persen with whom to confer : Phone Nember
Dete Preared T . I Signature
136107 STANBARD FORM 138 (NEV. =78
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INSTRUCTIONS FOR STANDARD FORM 136

GENERAL

This report is required by GSA Regulasions FPMR 101~
11.102-7. Submit the report for each tiscal vear to the Na-
tional Archives and Revords Service, GSA (NCD), no later
than August | of each year.

Records to be inciuded in the total volume of records
should comprise:

1. All the records of the reporting agency;
2. Records held at agency sites for GAQO audit; and

3. Official Personnel Folders ( records of the Civil Service
Commussion : in the custody of the reporung agency.

A Standied Form 136 »hail be submitted for each Agency.
Rureau. Service or other mrganizational unit which has Na»
rional Archives and Kevords Servicr assigned record group
atwsnber. 11 an nrganizational wnit has no record group i
records holding should he roraled in with the next higher
organizational level which does have a record group.

No volume shouid be included for Agency records centers
mmm—mmgm-,inmmcsa
Regulaton FPMR 101 -11.412.+. This data should be sub-
uwiitted as sepurate report: on Standard Form 137, Agency
Records Center Annual Report.

DEFINITIONS

“Departmental” means the headquarters office of the re-
povting agenc. as contrasted to its feid offices. but excludes
Agency records centers.

“Records™ includes ail boaks. papers, maps. photographs.
or other documentan materials. regardiess of physical form
or hasacteristics made o1 received by an agency of the
United States Government under Federai law or in connec-
ton with the ransactions of public husiness and preserved
or appropriate tor preservation by that agency or its legitie
mate suceessor as evidence of the organization, 3
poiicies. drcisions. procedures. operations or other activities
of the Governme=nt or because of the iniormational value of

data in them. Librarv and museum material mude or -
quired and preserved solely for reforence or extra copis ol
documents preserved only tor convenience of reference, ami
stocks of publications and of procrssed docustnenys are nol
ncluded.

“Field” means the repurting ageney's offices odher than the
headquarters office und Agency recoris centers.

~Staging. Holding. and Other Storage Areas” nidts areas
at departmental or heid locations formallv designasee log
suging and Lioiding purpos-. as well as all other storage
areas except current il roons and offices, Ageney revoras
centen, and Federal records centers.

The terru “magnetic tape” includes ull tpes on whieit
data are recorded as part o an autemated dai processing of
information rctrieval syscems. Audio recordings of music.
speeches. and the like are not included.

EQUIVALENTS

For the purpos' of this report. volume mav he calcubatied
according to the iollowing table of cubic foot equivalents:

Filing cabinets:
One hofteretes dicwr i1 rubic fre
On. legalosize drawrs « 2 cubic feet
Fiiing cases:

One 't by Seinvh case - 10 cubic foot
One + by Geinch casrw i 4 cubic fout
One 5- by Beinck casew i/ + cubic fuot
Sheif fHes:
Letter-ua, | lincar font » 4.8 cubic foot
Legalestze. | lingar foot= | cubic foot
Tabulating cards:
10,0308 cards = | cubic {00t
Outsized squipment:
inside cubic measurement

tape:
Scven reels e | cubic foot

Microfilm:
100 tome revls < 100 forer =1 cubie foor
20 3Smm revls {100 foer m ! cubic foot

STANDARD PORM 136 BACHK MEY. 6-75)
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. 100 .. Vitzl Operesing Recoxds
Progran CRAPTZR 100-00

G ENERAL
g e S =T

10000 Purpose

Authority for the Prograa
Program Covtent
Definition -of Vital Records
Security Aspect of the Program
BEesdguarters Relocstion 8ite
Other Designated locations

SBELRE S

100-00-00 RURFOSE

This part provides standards and procetdures for the planning,
organization, and development of s Vital Opersting Becords
m:wmwxw&,mum, and Velfare
and s reference point for responsibilitiss of key perscmnel
pecessary to exscute this progrsm. -

100-00-10 AUTHORITY FOR THE PROGRAM

Office of Defense Mobilization (now Office of Emergency
Flamning) instructions, issued to implezent the Federal Civil
Defense Act of 1950 and Executive Order 10346, as cmended,
require that all agencies, as & paxt of their emergency
relocation planning, provide for the safe maintenance of
records vaich sre vital to the performmnce of essextial var-
time functions or essential to the preservaticn of legzl
rights of individual citizens. . ‘

100-00-20  PROGRAM CONTENT

The Department Vital Opersting Records Program provides
standards and procedures governing {a) volume and type,
(v) preperation, collection, transfer, and maintenance,

and (c) required reports.
100-00-30 DRFINITION OF VITAL RECORDS

A. Standards for the determination of vital records cammot be
established categorically. FPians for protectiocn should be
based on the realization that there are two principal
categories of vital records:

1. Records vital to the essential functiocns of the
- Federal Govermment for the durstion of an emergency
if this country is attacked. :

The records in this category must be avallable at
the relocation site as needed.

™ TR-22 (8/4/64) Supersedes Chapter 100-00 (TF-6)
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(100-00-30A continued)

2. Records essential to the protection of the rights and interestis
of individual citizens and the Government.

The records in this category require protection bui geurrally
need not be available until after a period of emergency has
ended.

Except for individual retirement records and time and leave
records, storage points for these records need not be at the
relocation site. They may be maintained at approved designated
locations.

100-0040 SECURITY ASPECTS OF THE PROGRAM

A. All classified natiopal defense material including the classified
aspects of the vital operating records program must be hsandled in
accordance with Executive Order 10501 and the Security Regulations
of this Department.

B. The Department's principal relocation site (SPARK) is classified
CONFIDENTIAL. Every precaution must be exercised not to comprumise
the location of the site. .

10=00-50  HEADQUARTERS RELOCATION SITS

A. The Department has been assigned an area in vhich the Department's
relocation site referred to as "SPARK" has been established. Vital
records as defined in 100-00-30.A1 which have been selected for
emergency use by this Department shall be housed at this site.

100-00-60 OTHER DESIGNATED LOCATIONS

A. Whenever the term "other designated locations” 1is used in Part 100
of this manual it includes:

1. Regional relocation sites where the storage of vital recoxds,
essential to regional office operations, are provided.

2. Other approved designated storage locations for vitel records
not required to be maintained at relocation site.

B. Approvel of other designated locations.

Approval of other designated storage locations shall be obtained in
accordance with General Administration Manual, Emergency Operating
Flans, Chapter h:100-20. This approval will de given by the
appropriate operating agency head with the concurrence of the
Director, Office of Internal Security.

~

\';“f
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‘\wuaL. ... RECORDS MANAGEMENT 100-10
aRT 100 - Vital Operating
Records Progran CraPTeR 100-10

GENERAL RESPOSSIBILITIBS

100-10-00 Office of the Secretary
10 FHReads of Operating Agencies
20 Department Vital Opersting Records Officer
30 Vital Opersting Records 0fficer for
Operating Agencies and Office of the Secretary
LO Vital Overating Records Comxittee

100-10-00 OFF1CE OF THE SECRETARY

A. orei:» of Administration

The Director of Administration is responsidle for:

1. Coordipation of the Department's Vital Opsrsting
Records Progrsa. :

2. Assuring the adequacy of vital records for emergency
matthemlocauonaitenthrespecttotheuuped
functions of the Office of Administration.

3. Assuring current gaintepance of vital records of other
gtaff offices in the Office of the Secretary.

k. Desigpating two officisls in Washington and two officiels
outside Washington vho are fully cognizant of the plans mnd
measures taken for the protection of the vital records of
the Office of ibe Secretary and vho could make the records
or their contents avallable to appropriate govermment
officials in time of emergency.

B. Other Stafrf Offices

i
The head of each staff office in the orfice of the Secretary
(outside the 0ffice of Administration) shall be responsible
for assuring that the vital records relating to his assigned

functions are at the relocation site or otbher desigoated
locations.

—

T Co TRegional Offices

The Office of Field Administration shall be respovsible for
assuring:

1. That each regional office arranges for the selection,
safe keeping, and meintasance of its vital operating
records.

WEW TR-22 (B8/4/64) Supersedes page 1, Chepter 100-10 (TN-6)

Yo



GENERAL RESPONSIBILITIES Page 2

(10U -10-00C continued)

100-10-20

100-10-20

s

i

A.

2. Desigoating two officials in Washingtom and two officials
cutside of Washington who sre fully cognizant of the plans
and measures taken for tbe protection of the vital recods
of the regional office and who could make the records or
their contents available to appropriate govermment cfficials
in time of an emergency.

HEADS OF OPERATING AGENCTES

The head of each operating egency shall be respoasible for the
followving activities within his respective organizational unit:

1. Plapnning, direction, and coordinastion of the Vital Operat-
ing Records Program. v

2. Assurirg that all records esgsential to emergency operatiocus,
with respect to assigned functions, are at the relocation
site or other designated locations.

3. Assuring that the essential records of his organization are
. currently maintained.

L. Designating a representative to serve as the Vital Operating
Records Officer. (Unless othervise specified by the head
of the opersting agency, the Records Officer of the cperat-
ing agency shall serve as the Vital Operating Records
officer.)

5. Designating two officials in Washington and two officials
outside Washington who are fully cognizant of the plans
and measures taken for the protection of the vital records
of his agency, and who could meake the records or thelir
comtents available to appropriate govermment officials
in time of an emergency.

DEPARTMENT VITAL OPERATING RECORDS OFFICER

The Director of Administraticn, through the Office of Management
Policy, bas designated the Department Records Management Officer
to serve as the Vital Operating Records Officer for the Depart-
ment, with responsibility for coordinating the Department's

vital Operating Records Progras and assuring that it is consistent
wvith the requirements of the Department's over-all relocation
planning. This includes responsidbility for:

1. Development of Department policies, standards, and
procedures for an-effective Vital Operating Records
Progran.

~

RECORDS MANAGEMENT Supersedes pege 2, Chapter 100-10 (TN6)
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~2age } GEKERAL RESPOKSIBILITIES 100-10-30A

{200-;0-20A coztinued)

2. Technical assistance o operating sgencies &nd Offl-e
of the Secretary staff in carrying out their respoopsi-
dilities under the Vital Opersting Records Progras.

3. Revieving snd coordinating the vital cpersting records
activities of the Department.

k. Representing the Department in liaison vith the Ceneral
Services Administration, the Civil Service Commission,
Geperal Accounting Office, Treasury Department, and
other agencies as necessary On matters pertaining to
this progras to insure that the Department's instruc-
tions and guides are coordinated.

S. Serving us Chairman of the Vital Opersting Records
Comnitiee.

100-10-30 VITAL OPERATING RECORDS OFFICERS

A. ‘The responsibilities of the Vital Opersting Records Officers
ghall include:

1. Assgisting officials of their organizations in determining
o snd selecting the vital records of the organization and
. in obtaining approval of a desigosted locstion vhen
required.

2. Assuring that all material to be forwarded to the relo-
cstion site or another designated location, as well as
~he material sow housed at the site vhich should continue
to remmin there, is sdeguately inventoried.

3. Representing their respective organizaticns ou the Vital
Operating Records Committee. '

L. Assuring adequate preparastion of records for trangfer to
the relocation site or another designated location and
the development of files outlipes for the records trans-
ferred from their respective organizations.

5. Preparing required reports and keeping officials who are
designated in accordance with parsgraph 100-10-10.A5
currently informed of the progress of the Vital Operating
Records Prograzm.

6. Maintaining liaisopn witk the Department Vital Operating
kecords Officer to assure coordination of the program.

”’

h=d: (0f4jos) Supersedes page 3, Cbapter 100-10 (TN-5) RECORDS MAKASEMENT
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100-10-0  VITAL OFERATING RECORDS COMMITTEE

A. A committee for tae protection of vital cperating records shall
be established with responsibilities for the folloving:

1. Reviewing the operation of ihs Department's Vital Operating
Records Prograzm and reccemending necessary revisions.

2. Assisting in the coordizmaticn of the over-all Department program.

3. Making recommendations regudinsmmad.undndsud'proce-
dures with respect to the program.

B. Membership of the Committee shall comsist of the following:

Department Records Mapagement Officer
Physical Security Officer
Records Officer
Deputy Defense Coordinator
Staf? Assistant for Civil Defense
Executive Officer
Chief, Management Analyst Branch
" Records Officer
Director, Administrative Services Branch
Emergency Planning Officer
Records Officer
Records Officer

SO

. H#dqdbe¥aaas
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T A 100-20-20E

Records Progrux ) CHAPTER 100-20

100-20-00

100-20-10

' 100-20-20

SELEZECTIOKE ALAEKED VOLUNME

100-20-00 Purposs
10 Genarsl
20 Btandards for Selecticn of Vital
Records for Bsargency Use
X Specific Types of Records for Selection
¥ Lixitations on Voluma of Records

The purpose of this chapter is to set forth the rtandards for
selecting vital records for trunsfer to reloecation site or
othar designated locations.

A dstermination of the records which will be retained indefimitely
nmnuuusmmmumnm
time the records xre selected.

' STANDARDS FOR SELECTION OF VITAL RECORDS FOR EMSFGENCY USE

Records selected for protection must be of such character
that their loss vould saricualy imperil the performance of
functions essential to ths maintenance of the govermosnt under
emsrgency occnditicns, or their preservation is vital to the
protecticn of the lagal rights of citisens aad the goverzam=t.

Types of vital records to be selectod are as follows:

1. mmcnwmnb.umtompmx
essential functiocus.

2. Selected records vhich would furnish essential beckground
informetion conoerning the Department's general eres of
governmental respcasibility.

3. Records vital to the mobilization and protectiaon of the
‘material and msnpowver rescurces of the natiom.

4. Records vital to the maintenance of public health, ssfety,

5. Recoyds vital to ths protection of the rights cnd interects
of individual citizens and the govermmenti. These include
such groups as sotial security records, insurance records,
and valuable reseerch records.

2%

EBW TX~-22 (8/4/6k)

Supersedes Chepter 100-20 (TR-5)



SELECTION AND VOLUKGZ Page 2

100-20-30 SPECIFIC TYPES OF RECORDS FCR SZLECTION

A. Among the records describ&fin the preceding gsection, ke following
specific types of records should be included for selection.

1. Manual and Other Instructiopal MateTiel

a. Operating agencies shall be responsible for sendimg %o %he
relocation gite one copy of all program manual material
issued by them, including special instructions. comsidered
essential to emergency operations, and one cupy of amy
syWpplementation to the Department Staff Manual System.

b. The Divigion of General Services shalil be responsible for
sending to the relocation site one copy of all Departaent
Staff Manual materials issued by the Office of the Secretary.

¢c. Each office of the Office of the Secretary skall be responsible
for sssuring that there is sent to the relocation site cne
copy of all instructiocnal materisls issued by then which are
congidered essential to emergency operations, excep:t mmterials
issued under the Department Staff danual Syutem.

2. Mgeal Personnel Records

&. The General Services Administration in collaborstion with the
Bureau of the Budget, Civil Service Commiasion, ard General -
Accounting Office, developed (and issued on November 15,
1951) a goverrment-wide plan for the protecticn of selected
fiscal persomel records. Under this plan agencieg are
r to retain (a) Retirement Record card, Form 2806, and
(b) Time and Attendance Report, Form 1130 (or equivalent).

b. With respect to cther fiscal reccords the General Services plan
states, "After careful consideration of all the factors in-
volved, it is the feeling of the Comptroller General, in vhich
the Administrator of Gemeral Services concurs, that, because
of the volume, nature, and widely dispersed locations of the
subject records and the excegsive costs that would be ixvolved
in reproducing, transporting, storing, and servicing them, a
calculated risk of their loss must de accepted and that, with
the exception of the pay records noted above, no change in
the present policy of maintaining and protecting these
clasases of records in the various agencies should be made at
this time.”

¢. Under the above-mentioned plan it bas been determined that
because of action being taken by the Civil Service Commission,
it vill not be necessary for the Department to apply any
special protective meagures $0 documents filed in the official
perscnnel folder.

/.’«:‘) -
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SELECTIONK AKD VOLUME 1052040

100-20-40

A.

LIMITATIORS Ok VOIUME OF RECORDS

Lixitations of funde, space, and manpover, reguire thatl tos velume
of records seant to the relocation sits be held to0 the minizmm.

Bach operating agency has besn assigned spece at SPARK for the
saintenance of one file cabinet of classified material. Addi-
tional space for this type of msterial must be spproved by the
Department Relocatiom Officer.

The total volume of records to be transferred to the relocstion
site by each cperating agency asnd the Office of the Secretary
shall be govermed by the total smount of space at the site
assigned to each organizational unit by the Relocstion Officer
of the Department.

Ordinarily only & single copy of each record will bde maintained.
In special cases wvhere it would be highly importzat to bave more
than one copy readily available, oar available at more than ocme
location, and post-attack procurement of additional copies would
present a difficult problem, comsideration shall be given to
sending extra copies of guch records of xinimm size to the site.

Records wvhich are commonly found in public libraries or in multiple
sources oxtside govermwemt will not be sent to the relocation site.

TN-22 (8/4/6k)
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WAL ..., RECOEDS MANAGEMENT 100-30-204
*ARY 100.. Vitel Operazing Records
Progren CHAPTER 100-30
- PREPARATION OF MATERIAL FOR TRANSFER

M
100-30-00 Purpose
10 Preparation of Records for Buergency ‘iz
20 Inventory of Records (Form HEW-3U5 Revised)

100-30-00 PURFOSE

The purpose of this chapter is to provide guidance in the
prepazetion of material to be sent to the relocation site
or other designated locations.

100-30-10 PREPARATION OF RECORDS FOR EMERGENCY ISE

A. General. Only nonerecord copies of material shall be sent to
the relocation site or other designated locations. Copies of
record material shall be made when non-record copies are not
otherwise available,

B. Typed Records. Copies of current records, in typed fomm,
essential t0 emergency operations shall be made at the time
the material is typed. These copies shall be marked in the
upper left cormer with the letter "E” <o facilitate idanti-
Licatico.

C. Fiscal Personnel Records,

1. A listing or microfilmed copy of Standard Form 2806,
"Individual Retirement Record,” shall be prepared by
the Central Payroll Division after final posting for
the calendar year.

2. A listing or microfilmed copy shall be prepered by the
Central Payroll Division of Standard Form 1130, "Time
and Attendance Reports" or Form PES-31, "Officers’
leave Record" (or equivalent), for the last period of
the leave year, showing the leave balance forwarded.

D. Other Records. All other material essential to emergency e
operations may be reproduced by microfilming, photostating,
or other related methods of reproduction.

100-30-20  INVENTORY OF RECORDS (Form HEW-306 Revised)

A. After a determination has been made of the records to be
selected for transfer to “he relocation site or other
designated locations, Form HEW-306 "Inventory of Vital
Operating Records" shall te prepared for each grouwp of
records. {See Exhibit X100=-30-1)

HEW Th-22 (8/4/6k) Supersedes Chapter 100-30, TH=5



PREPARATION OF MATERIAL FOR TRANSFER

- Lo

{100-30-20A continued)

Each inventory form shall be assigned a contral pumber consisting
of the organizational unit's correspondence symbol (no lower tham

divisional level), the letter "B," and & consecutive serial

number beginning with "1" for each group of records. For example,
the inventory form prepared for vital records to be transferred
from the Division of Administrative Services, Office of the Surgeon
General, Public Bealth Service, shall be idantified as follows:

First group of records: (PHS-0SG-DAS) E 1

Second group of records: (PES-OSG-DAS) B 2, ete.

B. The inventory form shall also contain a brief description of the

records, information as to the frequency of their replacement,
the method of reproduction, the mumber of containers used in

the records, end any other informationm which will serve

to identify the records,

c. meimntowrms&IIbepnpndmmmmm

copies. 'rheord.gina.lvm;ccmtherecoﬁs; one copy will
be retained by the Vital Operating Records Officer and one by the

originating office.

D. Records vhich are added to or vhich replace any part of a group
of records that have been sent to the site or other designatad

locations, shall be identified as 11lustrated under A above.

-
}

RECORDS MARAGEMENT Supersedes page 2, Chapter 100-30 (T%-5)
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VAL, .. .- RECORDS MANAGEMENT 100-40=20A
~’T 100 Vital Opersting Recorés
Progran SHAPTER 100k
— TRANSFER OF VITAL RECORDS

W

100-40-00 Purpose
10 Categories of Accessions
20 Packing Records for Trans{er
Container Identification
Lo Callection of the Records

100-40-00 PURFOSE

E——————

This chapter provides standards and procedures for the transfer
of records to approved relocation site or other designated
locations.

*900-40-10 CATEGORIES OF ACCESSIONS

. A. kcordstobemtemdwmgensrdhfmin@othetonw-
ing categories:

1. Initial accession of records. The first shipment of records
selected ior transfer is Tdentified as the initial accession.

2. Reggemnt of records.

- a. Ccmplete. This term is used to designate material sent

to repiace similar material previcusly filed at the site,
or other designated locations, such as superseded material.
thofmphmmndbemdemapriaﬁ.é
basis.

b. Partial. This term is used to designste a partial
replacement of material already filed at the site or
cther designated locaticns.

3. Interfile. This term is used to designate material to de
Interfiled with material already transferred and filed.

B. when either type of replacement of records or ipterfile of
materials is requested, an inventory form shall be prepared
and sudbmitted in accordance with 100-30-20C. The form should

100-40-20 PACKING RECORDS FOR TRANSFER

A. ALl unclassified paterisl shell be placed in corrugated cartons
or envelopes depending on their volume. The records sball be
arranged within each container according to the files classili-
cation in use by the orgenizational unit sending the records.

HEW TR-22 (8/k/6k) Supersedes page 1, Chepler 100-40 (T%-5) [



TRANSFER OF VITAL RECQRDS .

(100-40-20 continuel)

B.

100-40-30

A.

Each group of records identified by the same inventory
contrel number shall be piaced in a separate container or
& series of containers.

All security classified materiel shall be housed in "iling
cabinets prescribed by the Department se»urity regulations.
(See Security Manual Chapter 3-30. )

-

CONTAINER IDENTIFICATION

Each group of records transferred from an organizational
unit is identified by an inventory control number (see
section 100-30-20.) This identification should be placed
in the upper left cormer of each container. In addition.
the containers of each group shall be numbered consecutivel,,'
beginniag with "-1." For example, the containers in a
group of rccords might be numbered as follows:

(PHS-0SG-DAS) = 2-1
(PES-0SG-DAS) £ 2-2, etc.

The date the material is prepared for transfer, a general
description of the records, type of accession (e.g.,
initial, replacement, or interfile) and designation of
the location to which the material should be sent shall
also be indica’ed on the container. .

COLLECTION OF THE RECORDS

The Office of the Secretary and each operating agency shall
transfer their vital operating records to a designated
representative at the relocation site as frequently as the
volume or other considerations warrant (except fiscal
personnel records as provided for in section 100-30-10C.)

1. The Central Payroll Division, Office of the Secretary,
shall send to the Department Records Manegement Officer
a listing or microfilmed copy of Standard Form 2806
"Individual Retirement Records” and a listing or
microfilmed copy of Standard Form 1130 "Time and
Attendance Reports" or Form PHS 31 "Officers' Leave
Record,” (or equivalent) for transmitting to the
relocation site. These should be submitted immediately
after final posting for the calendar year.

2. These records shall be destroyed for the preceding
year when the subsequent copies are filed at the
relocation site.

Supersedes page 2, Chapter 100-40 (TR-5) T2 (8/h/6k)
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NT YRR RECORDS MASIWGRET 100-50-20C
ae? s .. Vitel Opersiing records
irogrex CRAPTER 100-50

MAAGEMETT OF RECORDS AT RELCCATION SITE

w
100-50=-00 Purpose
10 Records Created
20 Maintenance of Records

100-50-00 PURFOSE

p——

The purpose of this chapter is to provide standards for the
management of recordas transferred to or created at relocstion

100-50-10 RECORDS CREATED

Record copies shall be made of all material crested at the
relocation site during an actual emergency or practice
exercise.

100-50-20 MAINTENANCE OF RECORDS

A. Each operating agency end the Office of Administration (gor
the Office of the Secretary) shall be responsible for mein-
taining and keeping current its records at the relocation
site, in accordance wiih its approved system of maintenance.

B. Records shall be maintained in storsge at the site pending
requirement for use at a specified location in time of
emergency. Classified material shall be handled in accord-
ance with security regulations of the Department (see
Security Manual Chapter 3-30).

c. Ordinarily, records made or received during practice exercises
shall be maintained separately from the vital records trans-
ferred to the site for emergency use. Records created or
received should be of zpecific value in making evaluations and
developing reports after practice exercises. These may be
destroyed when no longcr needed.

HEW TN-22 (8/4/64) Supersedes Chapter 100-50 (TH-5) 27
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INTRODUCTION TO THE GENERAL RECORDS SCHEDULES

General Records Schedules (GRS) are jssued by the Administrator, General
Services Administration, to provide disposition standards for records
common to several or all agencies of the Federal Government. They
include records relating to civilian personnel, fiscal functions,
accounting, procurement, communications, printing, research and
development, and other common oOr housekeeping functions; and certain
non-textual records. These records comprise an estimated one third of
the total volume of records created by Federal agencies.

A new feature of this edition is the inclusion of two indexes, an index
of commonly used Standard and Optional Forms and an alphabetical Subject
Index. The forms index is not necessarily all inclusive. It includes
only the forms most often used by the various government agencies.

General Records Schedules are intended to cover only record copies. Extra
copies of documents used solely for reference are non-record and may be
destroyed at the discretion of the agency.

1f copies of documents covered by these schedules are part of a subject or
case file which documents activities different from those covered by the
schedules, they should be treated in the same manner as the files of which
they are a part.

‘Records covered by the General Records Schedules may be destroyed without
further concurrence from the National Archives and Records Service, BSA,
with the exception that most records created before January 1, 1921, must
be first offered to NARS for possible permanent retention. GRS 3, 16, 17,
and 21 have other delimiting dates. Some items in the various schedules
have no authorized disposition jnstruction. These are records which are
common to many agencies, but due to agency needs and organizational
structure will have differing retention periods. They may be permanent,
but are not necessarily so. For these records, agencies are required to
submit an SF-115, Request for Records Disposition Authority. This will
allow an individual evaluation of the pertinent records in the context

of office of origin, agency requirements, and possible archival value.
Since disposition is not specified, such records should be included in
the agency's comprehensive schedule.

The GRS at this time are permissive and not mandatory. The disposition
authorizations may be used by an agency in their entirety or in part.
Because these schedules are designed to cover records common to several
agencies, the records descriptions are general. Agency records officers
are urged to make maximum use of the schedules either as an appendix to

a printed agency schedule or tailored to their agency's own peculiar needs
and incorporated into agency schedules. If an agency wishes to apply 2
different retention period for any series of records included in the GRS



the records officer of that agency should submit an SF-115, Request for
Records Disposition Authority, providing justification for the deviation.

Questions of applicability of any GRS item to agency records or differences
of interpretation between the records officer and other agency personnel
which cannot be reconciled within the agency may be referred to the
Director, Records Disposition Division, NARS, from headquarters offices

in the Washington, DC area, or the Director of the nearest Federz] Records
Center from field offices.

General Records Schedules also provide for the retirement of non-current
records to Federal Archives and Records Centers (FARC). Individual items
may specify retirement to a records center before destruction, but this
‘s to be considered as a guideline only. Records should be retired from
agency space to an FARC only if transfer costs do not exceed the expenses
of retaining them in agency space. Federal Records Centers will not
accept records immediately eligible for disposal. Records retired to the
Centers should have a remaining retention period of three years or more
before they will be accepted. Where special circumstances, such as lack
of filing equipment or space, make it imperative that records be retired,
exceptions can be made to this policy. These decisions are made on an
individual basis by the appropriate Records Center Director. Records
designated for permanent retention should be retired when sufficient
volume and decreased activity warrant. Procedures for transfer of records
to Federal Archives and Records Centers are detailed in the GSA Handbook,
Federal Archives and Records Centers.
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GENERAL RECORDS SCHEDULE 1

Civilian Personnel Records

Agency civilian personnel records relate to the supervision over and
management of Federal Civilian Employees. This schedule covers the
disposition of all official personnel folders of civilian employees and
all other records relating to civilian personnel, wherever located in
the agency. Specifically excluded are program records of the U. S. civil
Service Commission, Federal Health Programs Service, the Office of
Workers' Compensation Programs. Any records created prior to January 1,
1921, must be offered to the National Archives and Records Service

for possible permanent retention before these disposition instructions
may be applied.

The most important types of records, the official Personnel Folders, and
Service Record Cards, are maintained according to the U. S. Civil Service
Commission's Federal Personnel Manual Supplement 293.31, which prescribes
a system of recordkeeping for Federal personnel offices.

ITEM
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION
1. official personnel Folders.

Records filed on the right side of the
Official Personnel Folder (OPF). (See
GRS 1, Item 10 for disposal of papers

on the left or “temporary" side of the

OPF.)

a. Folders covering periods of submit SF 115, Request
employment terminated prior to for Records Disposition
January 1, 1921. Authority.

b. Folders covering periods of employ-
ment terminated after December N,
1920, excluding those selected
by the National Archives and
Records Service for permanent
retention.

(1) Transferred employees. See Federal Personnel
Manual for instructions
relating to folders of
employees transferred to
another agency.



GENERAL RECORDS SCHEDULE 1

ITEM
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION
(2) Separated employees. Transfer folder to
National Personnei Records
Center (CPR) St. Louis.
Missouri, 30 days after
separation. NPRC will
destroy 75 years after
birth date of employee or
60 years after the date of
the earliest document in
the folder if the date of
birth cannot be ascertain-
ed, provided the employee
has been separated for at
least 5 years.
2. Service Record Cards.
Service Record Card (Standard Form 7
or its equivalent).
a. Cards for employees separated or Transfer to NPRC (CPR)
transferred on or before St. Louis, Missouri.
December 31, 1947.
b. Cards for employees separated or Destroy 3 years’after
transferred on or after separation or transfer
January 1, 1948, of employee.
3. Personnel Correspondence and Subject Files.

a.

Files relating to the general Destroy when 3 years old.
administration and operation of
personnel functions and including
college programs, selective place-
ment (handicapped, veterans, and
ex-offenders) programs, special
careers (Summer Aid, Inter-
governmental Affairs Fellowship,
Stay in School, etc.) programs,
examinations, paid recruitment
advertising, executive development
program, merit promotion, employee
safety program, and others not
specifically described elsewhere
in this schedule, excluding those
at agency staff planning levels.



ITEM
NO.

GENERAL RECORDS SCHEDULE 1

DESCRIPTION OF RECORDS

AUTHORIZED DISPOSITION

b. Correspondence, reports, memo-
randa, and other records relating
to employment programs and function,
and manpower management and evalua-
tion, including experts and
consultants, overseas employment,
reemployment rights, employee
transfer and detail, and excepted
positions.

Offers of Employment Files.

Correspondence, letters, and telegrams
offering appointments to potential
employees.
a.- Accepted offers.
b. Declined offers.

)

When name is received from
certificate of eligibles.

(2) Temporary or excepted
appointment.

(3) A1l others.

Certificates of Eligibles Files.

Certificates of eligibles with

related requests, forms, correspondence,
and statement of reasons for passing
over a nraference eliaihle and selecting
a nonpreference aligible.

Employee Record Cards.

Employee record’ cards used for infor-
mational nurnoses outsire nersonnsl
offices (such as SF 7-B).

Destroy when 5 years old.

Destroy immediately.

Return to Civil Service
Cormission with reply
and application.

File inside application
{see item 15 of this
schedule).

Destroy immediately.

Destroy when 2 years old.

Destroy on separation or
trangfer smninves,



ITEM

GENERAL RECORDS SCHEDULE 1

NO. DESCRIPTION OF RECORDS

7. Position Classification Files.

a. Position Classification Standards
Files.

1)

(2)

Standards. C(SC standards
determining title, series,
and grade based on duties,
responsibilities, and
qualifications requirements.

Development. Memoranda,
correspondence and other
records relating to the
development of standards for
classification of positions
peculiar to the agency and
CSC approval or disapproval.

'(a) Case File.

(b) Review File.

b. Position Descriptions.

Files describing established
positions including information on
title, series, grade, duties and
responsibilities.

(1)

(2)

Record copy.

A11 other copies.

AUTHORIZED DISPGSITION

Destroy 5 years after
position is abolished
or description is
superseded.

Destroy 5 years after
position is abolished
or description is
superseded.

Destroy when Z‘years old.

Destroy 5 years after
position is abolished
or description super-
seded.

Destroy when position
is abolished or descrip-
tion superseded.



GENERAL RECORDS SCHEDULE 1

(1) Classification Survey Reports.

Survey reports on various
positions prepared by classi-

AUTHORIZED DISPQSITION

fication specialists, including

periodic reports such as Annual

Whitten Amendment report and
Annual Supergrade Position

(a) Office of origin.

(b) Inspection, Audit
and Survey Files.
Correspondence,
memoranda, reports and
other records relating
to inspections, surveys,

Destroy when 3 years
old or 2 years after
regular inspection

whichever is sooner.

Destroy when obsolete
or superseded.

desk audits and evaluations.

Case files relating to classifi-

Copies of case files forwarded to CSC

ITEM

NO. DESCRIPTION OF RECORDS
c. Survey Files.

Report.
d. Appeals Files.
cation appeals.

8. Interview Records.

Correspondence, reports and other
records relating to interviews with
employees.

9. Performance Rating Board Case Files.
relating to performance rating board
reviews.

10.

Temporary Individual Employee Records.

A11 copies of correspondence and forms
maintained on the left side of the
0fficial Personnel Folder in accord-
ance with Federal Personnel Manual,
Chapter 293, and Supplement 293-31.

5

pestroy 3 years after
case is closed.

Destroy 6 months after
transfer or separation
or employee.

Destroy 1 year after
case. is closed.

Destroy upon separation
or transfer of employee
or when 1 year old, which-
ever is sooner.



ITEM

11,

12.

GENERAL RECORDS SCHEDULE 1

DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

Position Identification Strips.

Strips such as Standard Form 7D, Destroy when position
used to provide summary data on each is gance11ed or new
position occupied. strip is prepared.

Employee Awards Files.

a. General awards records.

(1) Case files including Destroy 2 years after
recommendations, approved approval or disapproval.
nominations, memoranda,
correspondence, reports
and related handbooks per-
taining to agency-sponsored
cash and non-cash awards
such as incentive awards,
within-grade merit increases,
suggestions, and outstanding
performance.

(2) Correspondence or memoranda Destroy when 2 years old.
pertaining to awards from other :
government agencies or private
organizations.

b. Length of Service and Sick Leave
Awards File.

Records including correspondence, Destroy when 1 year old.
memoranda, reports, computations

of service and sick leave, and

1ist of awardees.

c. Letters of Commendation and
Appreciation.

Copies of letters recognizing Destroy when 2 years old.
length of service and retirement

and letters of appreciation

and commendation for performance,

EXCLUDING copies filed in the

Official Personnel Folder.



ITEM
NO.

GENERAL RECORDS SCHEDULE 1

DESCRIPTION OF RECORDS

13.

14.

18.

d. Lists or Indexes to Agency Award
Nominations.

Lists of nominees and winners,
and indexes of nominations.

e. Departmental Level Awards Files.
Records relating to awards made
at the departmental level or
higher (Secretary's Awards,
Presidential, etc.)

Incentive Awards Program Reports.

Reports pertaining to the operation
of the Incentive Awards Program.

Notifications of Personnel Action.

Standard Form 50 documenting initial
employment, promotions, transfers,
in or out, separation, and all other

individual personnel actions, exclusive
of those in Official Personnel Folders.

a. Chronological file copies, in-
cluding fact sheets, maintained
in personnel offices.

b. A1l other copies maintained in
personnel offices.

Employment Applications.

Applications (Standard Form 171) and
related records, EXCLUDING records
relating to appointments requiring
Senatorial confirmation and applica-
tions resulting in appointment which
are filed in the Official Personnel
Folder (see item 1 of this schedule).

AUTHORIZED DISPOSITION

Destroy when superseded
or obsolete.

Submit SF 115, Request
for Records Disposition
Authority.

Destroy when 3 years old.

Destroy when 2 years old.

Destroy when 1 year old.

Destroy upon receipt of
Civil Service Commission
inspection report or when
2 years old, whichever is
earlier, providing the
requirements of the
Federal Personnel Manual,
Chapter 333, Section A-4,
are observed.



ITEM

NO.

16.

17.

18.

GENERAL RECORDS SCHEDULE 1

DESCRIPTION OF RECORDS AUTHOR1.ED DISPOSITION

Personnel Operations Sta.isical Reports. -

Statistical reports in the operating Destroy when 2 years oid.
personnel office and subordinate units
relating to personnel. '

-

Correspondence and Forms FiTeS.

Operating personnel office records
relating to individual employees not
maintained in Official Personnel
Folders and not provided for elsewhere
in this schedule.

a. Correspondence and forms relating Destroy when action is
to pending personnel actions. completed.

b. Retention Registers.
(1) Registers from which Destroy when 2 years old.
reduction-in-force actions :
have been taken.
(2) Registers from which no Destroy when superseded
reduction-in-force actions .or obsolete.
have been taken.
c. All other correspondence and forms. Destroy when 6 months old.

Duplicate Documentation and Personnel
iles Maintained Qutside Personne} 0ffices.

a. Supervisor's Personnel Files.

Correspondence, memoranda, forms Review annually and

and other records relating to destroy superseded
positions, authorizations, pending or obsolete documents;
actions; copies of position des- or destroy all documents
criptions; requests for personnel relating to an individual
action, and records on individual employee 1 year after
employees duplicated in or not separation or transfer.
appropriate for the Q0fficial :
Personnel Folder.



ITEM

18.

20.

21.

GENERAL RECORDS SCHEDULE 1

DESCRIPTION OF RECORDS

b. Duplicate Documentation.

Other copies of documents
duplicated in Official Personnel
Folders not provided for elsewhere
in this schedule.

Individual Health Record Files.

Cards which contain such information
as date of employee's visit, diagnosis
and treatment.

Health Unit Control Files.

Logs or registers reflecting daily
number of visits to dispensaries,
first aid rooms and health units.

a. If information is summarized
on statisitcal reports.

b. If information is not summarized.

Individual Employee Health Case File.

Forms, correspondence and other
records relating to an employee's
medical history, occupational injuries

or diseases, physical examinations, and

all treatment received in the Health

Unit, EXCLUDING pre-employment physical

examinations and disability retirement

and fitness for duty examinations which

are filed in the Official Personnel
Folder (OPF) upon separation of
employee (Ref: FPMS 293-31). Those
records not required for filing in the
OPF, if not retained by the agency,

AUTHORIZED DISPOSITION

Destfoy when 6 months old.

Destroy 6 years after
date of last entry.

_ Destroy 3 months after

last entry.

Destroy 2 years after
last entry.

Destroy 6 years after
latest entry.

may be transferred to the local Federal
Records Center. Under no circumstances

should these files be sent to the National
Personnel Records Center (CPR).



ITEM
NO

22.

23.

24.

25.

26.

GENERAL RECORDS SCHEDULE 1

DESCRIFTION OF RECORDS

Statistical Summaries.

Copies of statistical summaries and
reports with related papers per-
taining to employee health, retained
by the reporting unit.

Performance Rating Records.

a. Certificates of performance rating.

b. General or case files of forms,
memoranda, and correspondence.

¢c. Appeals Files.
Memoranda, correspondence and
other records relating to
employee appeals of performance
rating.

Motor Vehicle Operation Files.

See GRS 10, Item 7.

Conflict of Interest Case Files.

Statements of empioyment and fin-
ancial interests and related records.

Equal Employment Opportunity Records.

a. Official Discrimination Complaint
Case Files.

AUTHORIZED DISPOSITION

Destroy 2 years after
date of summary or
report.

Destroy when 2 years old.

Destroy when 3 years old.

Destroy 3 years after
final settlement of case.

Destroy 2 years after
separation of employee
or 2 years after
employee leaves the
position for which the
statement is required.

Complaints with related correspondence,
- reports, exhibits, withdrawal notices,
copies of decisions, records of hearings

and meetings, and other records as
described by 5 CFR 713.222.

10



ITEM

NO.

GENERAL RECORDS SCHEDULE 1

DESCRIPTION OF RECORDS

(1) Cases resolved within
the agency.

(2) Cases resolved by the

Civil Service Commission
or a U. S. Court.

b. Copies of Complaint Case Files.
Duplicate case files or documents
pertaining to case files retained
in Official File Discrimination
Complaint Case File.

¢. Background Files.

Background records not filed in the
Official Discrimination Com-
plaint Case Files.

d. Compliance Records.

(1) Compliance Review Files.
Reviews, background papers
and correspondence relating
to contractor employment
practices.

(2) EED Compliance Reports.

e. Employee Housing Requests.

Forms requesting agency assist-

ance in housing matters, such as
rental or purchase.

f. Employment Statistics Files.

Employment statistics relating
to race and sex.

N

AUTHORIZED DISPOSITION

Destroy 4 years after

resolution of case.

Files are controlled
by United States Civil
Service Commission
records schedule.

Destroy 1 year after

resolution of case.

Destroy 2 years after
final resolution of
case.

Destroy when 7 years old.

Destroy when 3 years old.

Destroy when 1 year old.

Destroy when 5 years old.



ITEM
NO.

GENERAL RECORDS SCHEDULE 1

DESCRIPTION OF RECORDS

27.

28.

g. EEO General Files.

General Correspondence und copies
of regulations with related re-
cords pertaining to the Civil
Rights Act of 1964, the EEQ Act
of 1972, and any pertinent future
legislation; and agency EEO
Committee meeting and records
including minutes and reports.

h. EEO Affirmative Action Plans (AAP).

(1) Agency copy of consolidated
AAP(s).

(2) Agency feeder plan to con-
solidated AAP(s).

Personne] Counseling Records

a. Counseling files.

Reports of interviews, analyses
and related records.

b. Alcohol and Drug Abuse Program.
Records created in planning,
coordinating and directing an
alcohol and drug abuse program.

Standards of Conduct Files.

Correspondence, memoranda and other
records relating to codes of ethics
and standards of conduct.

12

AUTHORIZED DISPOSITION

Destroy when 3 years old,
or when superseded or
obsolete, whichever is
applicabie.

Destroy 5 years from
date of plan.

Destroy 5 years from
date of feeder plan
or when administrative
purposes have been
served, whichever is
sooner.

Destroy 3 years after
termination of counseling.

Destroy when 3 years old.

Destroy when obsolete
or superseded.



ITEM

GENERAL RECORDS SCHEDULE 1

NO. DESCRIPTION OF RECORDS

29. Labor Management Relations Records.

Labor Minagement Relations General
and Case Files.

Correspondence, . memoranda, reports
and other records relating to the
relationship between management

and employee unions or other groups:

(1) Office negotiating agreement.
(2) Other offices.

Labor Arbitration General and
Case Files.

Correspondence, forms, and back-
ground papers relating to labor
arbitration cases.

30. Training Records.

b.

Training Aids.

(1) One copy of each manual,
syllabus, textbook, and
other training aid developed
by the agency.

(2) Training aids from other
agencies or private
institutions.

General file of agency-sponsored
training.

(1) Correspondence, memoranda,
agreements, authorizations,
reports, requirement reviews,
plans, and objectives relat-
ing to the establishment and
operation of training, courses
and conferences. .

13

AUTHORIZED DISPOSITION

Destroy when 5 years old.

Destroy when superseded
or obsolete.

Destroy 5 years after
final resolution of case.

Submit SF 115, Request
for Records Disposition
Authority.

Destroy when ohsclete or
superseded..

Destroy when 5 years old
or 5 years after comple-
tion of a specific
training program.



ITEM
NO.

31.

DESCRIPTION OF RECORDS

GENERAL RECORDS SCHEDULE 1

AUTHORIZED DISPOSITION

(2) Background and voripapers. Destroy when 3 years old.
Employee training.

Correspondence, memoranda, reports Destroy when 5 years old
and other records relating to the or when superseded or
availability of training and obsolete, whichever is
employee participation in training sooner.

programs sponsored by other govern-

ment agencies or non-government

institutions.

Course Announcement Files.

Reference file of pamphlets, Destroy when superseded

notices, catalogs and other or obsolete. .

records which provide information
on courses or programs offered by
government or non-government
organizations.

Grievance, Disciplinary and Adverse

Action Files.

a. Grievance, Appeals Files (5 CFR 771).

Records originating in the review Destroy 3 years after
of grievance and appeals raised case is closed.
by agency employees, except EEQ

complaints. These case files include

statements of witnesses, reports

of interviews and hearings, examiner's

findings and recommendations, a

copy of the original decision, related
correspondence and exhibits, and

records relating to a reconsideration

request.

14
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ITEM
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

b. Adverse Action Files (5 CFR 752).

Case files and related records Destroy 4 years after
created in reviewing an adverse case is closed.
action (disciplinary or non-

disciplinary removal, suspension,

leave without pay, reduction-in-

force) against an employee. The

file includes a copy of the pro-

posed adverse action with supporting

papers; statements of witnesses;

employee's reply; hearing notices,

reports and decisions; reversal of

action; and appeal records, EXCLUDING

letters of reprimand.

15
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Records Management HEW Supp. No.

GENERAL RECORDS SCHEDULE 1
Civilian Personnel Records

Appendix A ‘ 12/1/77

Note: This HEW Supplement adds new categories of records to Appendix A,
General Records Schedule 1, Civilian Persomnel Records. The
Supplement was approved by the Natiomal Archives and Records
Service on November 9, 1977.

DESCRIPTION OF ITEMS AND APPROVED DISPOSITION

1. Investigatory material from CSC. Iavestigatory material from the
Civil Service Commission on emplovees or potential employees in
nonsensitive positions.

Dispose of after the decision is made on hiring or retention of
the employee.

2. Suitabilitv or qualifications informatiom. Suitability or qualifications
information obtained om emplovees or potential employees. (This does not
include investigatory material received from CSC.)

Dispose of when employee separates; there is no further administrative
need of the record; or after 1 year; whichever comes first.

3. 0Official reprimands.

Dispose of when employee separates; after date specified in the
reprinmand; or after 2 years; whichever comes first.

4. Notices of proposed adverse actions or reprimands. Notices of proposed
adverse actions or proposed reprimands that were officially proposed
but were not effected.

Dispose of whan proposal is withdrawn; decision is made not to
sroceed; or 1 year after date of proposal notice; whichever comes
first.

5. Disciplinary acrion records. Admonishmeats; warnings; and similar
disciplinary actioms.,

Dispose of when employee separates; after date specified in the
record; when there is no further administrative need of the record;
or after 1 year; whichever comes first.

HEW To-77.% (12/1777) RECORDS MANAGEMENT



HEW Supp. GENERAL RECORDS SCHEDULE 1

No. 77.1 Civilian Personnel Records Page 2
6. Disciplinary documentatiomn. Letters, memoranda, or other document-
ation on an employee pertaining to possible disciplinary or adverse
action,
Dispose of when employee separates; when there is no further
administrative need of the record; or after 1 year; whichever
comes first,

7. Complaints, inquiries, and debt correspondence. Complaints, inquiries, .
and debt correspondence received on employees.

Dispose of when employee separates; when there is no further
administrative need of the record; or 1 year after the issue
is resolved; whichever comes first.

8. Merit promotion files. Merit promotion program case files.

Dispose of after 2 years.

9. Special employment program files. Files on participants in special
employment programs (such as Upward Mcbility, Junior Fellows,
Management Intern, HEW Fellows, etc.).

Dispose of when there is no further administrative need of the
record; or 2 years after participant leaves program; whichever
comes first. -

10. Performance appraisals and ratings. Performance appraisals and

ratings (except for those required toc be filed on permanent side
of Official Persomnel Folder in FPM Supplement 293-31).

Dispose of after whichever of the following comes first:
when employee separates; after 2 years; or when employee
receives a new appraisal/rating and the applicable grievance/
appeal period has expired.
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GENERAL RECORDS SCHEDULE 2
Payrolling and Pay Administration Records

PayroTling and pay administration records pertain to disbursements to
civil employees of the Government for personal services. This schedule
applies to the pay records that are common to all agencies, but it
excludes (a) retirement records (Form 2806 or equivalent) that are main-
tained during employee duty and then transferred to the Bureau of
Retirement, Insurance, and Occupational Health of the Civil Service
Commission; (b) files physically transmitted to the feneral Accounting
Office or maintained in agency space for audit under section 117(b) of
the -Budget and Accounting Procedures Act of 1950; (c) records relating
to tax withholding, savings bonds, or fidelity bonds, or other records
‘held by the appropriate units of the Treasury Department responsible for
the related Government-wide programs; (d) or to Office of Management and
Budget files reflecting agency personnel needs and problems. Any record
created prior to January 1, 1921, must be offered to the National
Archives and Records Service before applying these disposition
instructions.

Papers required by the Comptroller General to be maintained for site audit
or to be physically transferred to the General Accounting Office for
centralized audit are segments of accountable officer's accounts. In
no event may disposal be made of records pertaining to accounts, claims
or demands involving the Government of the United States which have not
been settled or adjusted by the General Accounting Office unless the
agency concerned has written approval of the Comptroller General, as
required by 82 Stat. 1301 (44 U.S.C. 3309). Most Federal civilian pay
accounts are prepared and maintained in accordance with Title 6--Pay,
Leave, and Allowances and incorporated in the GAQ Manual for Guidance
of Federal agencies. ’

In the payrolling process different types of records are accumulated. In
many cases the records will be a machine readable form, as the payrolling
process has been almost universally converted to electronic data processing
throughout the Federal government. Under Title 6 of the GAO Manual these
records are normally site-audited on a sample basis by GAQ representatives
who examine primarily the earnings record card, payroll change slips that
are prepared to document changes in normal pay, certification sheets
containing the signatures of the certifying officer, checklists prepared
in lieu of the more formal payrclls by Department of the Treasury or

19ca1 disbursing personnel, source personnel documents such as basic

time and attendance reports, and copies of personnel action forms
documenting changes in pay. In addition, pay registers and other
accounting devices are maintained to check and balance the accounts.



GENERAL RECORDS SCHEDULE 2

A1l payroll systems require the maintenance of a leave card, to which .
information is posted from more detailed records kept by time and
attendance clerks located throughout an agency. Two basic forms or
variations of them are used by most agencies: (a) Standard Fors 1137,

which shows leave taken by an employee over a two-year period; and (b)
Standard Form 1130, which is a combination time and attendance and leave
record designated to be maintained in agencies in which the time-keeping
function is decentralized. One Standard Form 1130 is maintained for each
employee each pay period, and the current leave status figure is accumulat-
ed from pay period to pay period.

Other records incidental to the payrolling process are withholding tax
and savings bond records, reports made to Treasury Department units and
the Civil Service Commission on income tax and retirement transactions,

and other records not pertaining to individuals, but rather to the

ggne;?I administration of the payrolling office and the payrolling
unction.

ITEM '
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

1. Individual Accounts Files.

Individual earning and service Transfer to the

cards, such as Standard Form 1127 National Personnel

or equivalent. Records Center (NPRC),
St. Louis, Missouri.
(a) If filed in official
personnel folder (OPF)
or in individual pay
folder adjacent to the
OPF, Destroy with the
OPF. (See GRS 1, Item 1.)
(b) If not in or filed
adjacent to the OPF,
Destroy 56 years after
the date of the last
entry on the card.

2. Payroll Correspondence Files.

General correspondence files main- Destroy when 2 years old.
tained by payroll units pertaining
to payroll preparation and processing.
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Time and Attendance Report Files.

Forms such as. Standard Form 1130 or

a. Payroll preparation and process-

Individual Authorized Allotments

Forms such as Standard Form 1192, or

other records relating to authorization,

changes or cancellation of individual

payroll allotments for bond deductions,
charitable contributions, savings bonds,

a. If record is maintained on earning

b. If record is not maintained

Issuing agent's copies of bond

Bond Receipt and Transmittal Files.

Receipts for and transmittals of
U. S. Savings Bonds and checks.

ITEM
NO. DESCRIPTION OF RECORDS
3l
equivalent.
ing copies.
b. A1l other copies.
4. Ir
Files.
union dues, or others.
record card.
elsewhere.
5. Bond Registration Files.
registration stubs.
6.
7. Bond Purchase Files.

Forms and reports with related papers
pertaining to deposits and purchases
of bonds.

AUTHORIZED DISPOSITION

Destroy after GAO audit
or when 3 years old,
whichever is sooner.

Destroy 6 years after
the end of the pay period.

Destroy when superseded
or after transfer or
separation of employee.

Destroy 3 years after
supersession or 3 years

after transfer or
separation of employee.

Destroy when 2 years old.

Destroy 3 months after
date of receipt.

Destroy when 3 years old.



ITEM

NO.

9.

10.

11.

GENERAL RECORDS SCHEDULE 2

DESCRIPTION"QF RECORDS AUTHORIZED DISPOSITION

Leave Application Files.

Application for Leave, SF 71, or Destroy when 1 year old.
equivalent, and supporting papers

relating to requests for and approval

of taking leave.

Leave Record Files.

Leave record cards maintained separately
from pay and earnings records, including
SF 1130 when used as a leave record.

a. Pay or fiscal copies. Destroy when 3 years old.

b. Other copies. Destroy 3 months after
the end of the period
covered.

Leave Data Files.

Records of leave data, such as
SF 1150, prepared except as noted
in the Federal Personnel Manual,

293-A-3.

a. Original copy of SF 1150. File on right side of
official personnel
folder. See GRS 1,
ftem 1.

b. Agency copy. Destroy when 3 years old.

Notification of Personnel Action Files. '

Copies of SF 50 or equivalent, not

filed in the Official Personnel Folder.

a. Pay or fiscal copy. Destroy when related

pay- records are audited
by GAO or when 3 years
old, whichever is

sooner.
b. A1l other copies. See GRS 1, item 14,



ITEM

12.

13.

14.

18.

GENERAL RECORDS SCHEDULE 2

DESCRIPTION OF RECORDS

Budget Authorization Reference Files.

Copies of budget authorizations in
operating payroll units used to
control personnel ceilings and
personnel actions.

Payroll files.

Memorandum copies of payrolls, check
1ists, and related certification
sheets, such as SF 1013, SF 1128A,
or equivalents.

a. Security copies of documents
prepared or used for disbursement

by Treasury disbursing offices,
* with related papers.

b. A1l other copies.

(1) If earning record card is
maintained.

(2) If earning record card is
not maintained.

Payroll Control Files.

Payroll control registers such as
SF 1125A.

Payroll Change Files.

Payroll change slips, exclusive of
those of the OPF, such as SF 1126.

a. Copy used in GAD audit.

AUTHORIZED DISPOSITION

Destroy when superseded.

Destroy when Federal
Records Center receives
second subsequent pay-
roll or check list
covering the same pay-
roll unit.

Destroy after GAO audit
or when 3 years old,
whichever is earlier.

Transfer to NPRC, St.
Louis, Missouri when
3 years old.

Destroy after GAQ
audit or when 3 years
old, whichever is
sooner.

Destroy when related

pay records are audited
by GAO or when 3 years
old, whichever is sooner.



ITEM
NO.

GENERAL RECORDS SCHEDULE 2

DESCRIPTION OF RECORDS

16.

17.

18.

b.

c.

Disbursing officer copy used
in preparing checks.

A1l other copies.

Fiscal Schedules Files.

Memorandum copies of fiscal schedules
used in the payroll process.

a.

b.

Copy used in GAQ audit.

A1l other copies.

Administrative Payroll Report Files.

Reports, statistics, with supporting

and

roll operations and pay administration.

related records pertaining to pay-

Reports and data used for workload

. and personnel management purposes.

A1l other reports and data.

Files.

c.

Withholding tax exemption certi-
ficates, such as IRS Form W-4,
and similar state tax exemption
forms.

Returns on income taxes such as
IRS Form W-2.

Reports of withheld Federal

 taxes, such as IRS Form W-3, with

related papers, including reports
relating to income and social
security taxes.

AUTHORIZED DISPOSITION

Destroy after preparation
of chgck.

Destroy 1 month after
the end of the pay period.

Destroy after GAQ audit
or when 3 years old,which-
ever is sooner.

Destroy 1 month after the
end of the pay period.

Destroy wﬁén 2 years old.

Destroy when 3 years old.

Destroy 3 years after
form is superseded or
obsolete.

Destroy when 3 years old.

Destroy when 3 years old.



ITEM
NO.

19.

20.

21.

22.

23.

GENERAL .RECORDS SCHEDULE 2

DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

Income Tax Return Files.

See Item 18b of this schedule.
Tax Report Files.

See Item 18c of this schedule.

Retirement Files.

4. Reports and registers.

Reports, registers or other Destroy when 3 years old.
control documents, and other )

records relating to the retire-

ment, such as SF 2807 or equivalent.

b. Assistance Files.

Correspondence, memoranda, annuity Destroy when.1 year old.
estimates, and other records used

to assist retiring employees or

survivors claim insurance or

retirement benefits.

c. Deduction files.
SF 2806 or equivalent and other See GRS 1, Item 1.

records used to document retire-
ment deductions of individual

employees.

Insurance Deduction Files.

Reports and related papers including Destroy when 3 years old.
copies of vouchers and schedules of

payments pertaining to insurance

deductions.

Levy and Garnishment Files.

0fficial Notice of Levy or Garnish- Destroy when 3 years old.
ment (IRS Form 668A or equivalent),

change slip, workpapers, correspondence,

release and other forms, and other records

relating to charge against retirement funds

or attachment of salary for payment of back

7
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DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

income taxes or other debts of Federal

ITEM
NO.
employees.
26. Wage Survey Files.

Wage survey reports and data, working Destroy when completed.
papers and related correspondence
pertaining to area wages paid for each
employee class; background papers
establishing need, authorization,
direction, and analysis of wage surveys;
development and implementation of wage
schedules; and request for and
authorization of specific rates (excluding
authorized wage schedules and wage survey
recapitulation sheets).
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Procurement, Supply,and Grant Records

Agency procurement and supply records document the acquisition of goods
and non-personal services, controlling the volume of stock on hand, :
reporting procurement needs, and related supply matters which are part of
daily procurement operations. The basic procurement files reflect a con-
siderable range of procedure, from simple small purchase to complicated
prime contractor and subcontractor operations.

Any records created prior to 1895 must first be offered to the National
Archives and Records Service for possible permanent retention before
applying the disposal instructions. Frequently copies of procurement
papers become integral parts of other files in the agency, such as project
files of various types or general subject files pertaining to program
. operations; such copies are not covered by this schedule because they
cannot be considered and evaluated separately from the files of which they
are a part. .

The General Accounting Office no longer requires agencies to maintain a
separate file of contracts for site audit. The agency contract files
maintained in the contracting officer's office are accessible to GAQ
auditors and have generally been used by them in the past.

In no event may disposal be made of records pertaining to accounts, claims
or demands involving the Government of the United States which have not
yet been settled or adjusted by the General Accounting Office without
written approval of the Comptroller General, as required by 44 U.S.C. 3309.

Records documenting procurement and supply in the agencies are largely
standardized by various regulations of the Comptroller General and the
Administrator of General Services. The physical arrangement of the
transaction files themselves differs in the various agencies, however.

In all agencies the official contract files, for example, contain a minimum
core of specified documents, but there are also other documents that vary
in accordance with what the individual agency deems to be best for its own
operating purposes.

The key procurement file is the transaction case file containing the formal
contract or informal purchase order or lease instruments and all related
papers. The documents flowing into the transaction file differ in detail,
but they include, in addition to the purchase document, specifications,

bids, schedules of delivery, initiating requisition, invoices, and
correspondence. Other copies of these documents, made for expediting and
other administrative purposes, are scattered throughout the inspection,
shipping, expediting, and other units of the agency procurement organization.
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Other files related to the procurement and supply function include reports
used for supply management purposes by the agency creating the records as
well as the staff agency involved with Government-wide programs, local
requisition and stock inventory files, and other minor supply papers.

Of a specialized character in the procurement field are the title papers
documenting the acquisition of real property (by purchase, condemnation,
donation, exchange, or otherwise). These papers are required by the
Government as long as the property remains in Government. hands or if it
has been sold or released conditionally or with recapture clauses. When
properties are disposed of by quitclaim deeds, this fact should be con-
firmed prior to the disposal of the title papers, since the title evidence
might be needed by the Government to defend the title in the event the
properties were disposed of by deeds containing general or special
warranties.

It should also be ascertained that the title evidence relates only to the
properties which were sold by the Government. In many instances, lands
acquired by the Government are disposed of in different size parcels,

and if the Government retains the title to any portion the title evidence
should be retained.

This schedule does not apply to Interior Department records relating to
the public domain or to the title opinion files of the Department of
Justica.

This schedule has been revised to include the most frequently found agency
records relating to grant programs. Since many Federal agencies conduct
grant programs which document projects contracted between the agency and
an outside party, these records are included as an adjunct to procurement
and supply records.

ITEM
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION
1. Unique Procurement Files.
Procurement files (as in item 4, Submit SF 115, Request
below) documenting the initiation for Records Disposition

and development of transactions that Authority.
deviate from established precedents

with respect to general agency pro-

curement programs, other than those

covered by Item 13.



GENERAL RECORDS SCHEDULE 3

ITEM
NO. DESCRIPTION OF RECORDS AUTHORIZED NISPOSITION
2. Real Property Files.

Title papers documenting the acquisition

of real propery (by purchase, condemnation,

donation, exchange, or otherwise).

a. Papers for property acquired prior Submit SF 1153 Request

to January 1, 1921. for Records Disposition
Authority.

b. Papers for property acouired since Dispoég 10 years after
January 1, 1921, other than unconditional sale or
abstract or certificate of title. release by the Government

of conditions, restric-
tions, mortgages or other
1iens.

c. Abstract or certificate or title. Transfer to purchaser after
unconditional sale or
release by the Government
of conditions, restrictions,
mortgages, or other liens.

3. General Correspondence Files.

Correspondence files of operating 'Destroy when 2 years old.

procurement units concerning internal

operation and administration matters

not covered elsewhere in this schedule.

4. Routine Procurement Files.

Contract, requisition, purchase order,
lease, and bond and surety records,
including correspondence and related
papers pertaining to award,
administration, receipt, inspection
and payment (other than those covered
in Items 1, 2, 13, and 15).

a. Procurement or purchase organization
copy, and related papers.
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ITEM
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION
(1) Transactions of more than Destroy 6 years and
$10,000 and a1l construction 3 months afier final
contracts exceeding $2,000,  payment. (Place in
dated subsequent to July 26, 1inactive file on final pay-
1974. ment, transfer fiscal year
block to Federal Records
Center after 2 years.)
(2) Transactions of $10,000 or Destroy 3 years after
less and construction con- final payment. (Close
tracts under $2,000, dated file at the end of the
subsequent to July 25, 1974; fiscal year, retain 3
and transactions of $2,500 or years and destroy, except
less dated prior to July 26, that files on which actions
1974. are pending shall be
brought forward to the
next fiscal year's files
for destruction there-
with.)
(3) Transactions of more than Destroy 6 years after
$2,500 dated prior to July final payment.
28, 1974.
b. Obligation copy. Destroy when funds are
obligated.
c. Other copies of records des- Destroy upon termination
cribed above used by component or completion.
elements of a procurement office
for administrative purposes.
5. Supply Management Files.

Files of reports on supply requirements
and procurement matters submitted for
supply management purposes (other than
those incorporated in case files or other
files of a general nature), exclusive

of Department of Defense Reports
reflecting procurement under exemptions
authorized under Section 201(a) of the
Federal Property and Administrative
Services Act of 1949 (40 U.S.C. 481).

4



8.

9.

GENERAL RECORDS SCHEDULE 3

DESCRIPTION OF RECORDS

a. Copies received from other units
for internal purposes or for
transmission to staff agencies.

b. Copies in other reporting units,
and related work papers.

Bid Files.

a. Successful or unsuccessful bids.

b. Lists or cards of acceptable
bidders.

"Public Printer Files.

Records relating to requisitions on

the Printer, and all supporting papers.

a. Printing procurement unit copy of

requisition, invoice, specifica-
tions, and related papers.

b. Accounting copy of requisition.

Nonggrsona] Rgguisition File.

Requisitions for nonpersonal ser-
vices, such as duplicating, laundry,

binding, and other services (excluding

records associated with accountable
officers' accounts (Schedule 6 ).

Inventory Reguisition File.

Requisitions for supplies and equipment

for current inventory.

AUTHORIZED DISPOSITION

Destroy when 2 years old.

Destroy when 1 year old.

Apply provisions of Item
4.

Destroy when superseded
or obsolete.

Destroy 3 years after
completion or cancella-
tion of requisition.

Destroy 3 years after

period covered by re-
lated account.

Destroy when 1 year old.



ITEM

10.

11.

12.

13.

GENERAL RECORDS SCHEDULE 3

DESCRIPTION OF RECORDS

a. Stockroom copy.

b. A1l other copies.

Inventory Files.

a. Inventory lists.

b. Inventory cards.

c. Report of survey files and other
papers used as evidence for ad-
Justment of inventory records,

not otherwise covered in the GRS.

Telephone Records.

Te1éphone statements and toll slips.

Contractors® Payroll Files.

Contractors' payrolls (construction
contracts) submitted in accordance
with Labor Department regulations,
with related certifications, anti-

kickback affidavits, and other related

papers.

Tax Exemption Files.

Tax exemption certificates and
related papers.

AUTHORIZED DISPOSITION

Destroy 2 years after
completion or cancella-
tion of requisition.

Destroy when 6 months old.

Destroy 2 years from
date of list.

Destroy 2 years after
discontinuance of item

or 2 years after stock
balance is transferred

to new card or recorded
under a new classification,
or 2 years after equip-
ment is removed from
agency control.

Destroy 2 years after
date of survey action or
date of posting medium.

Destroy 3 years after
period covered by re-
Tated account.

Destroy 3 years after
date of completion of
contract unless contract
performance is subject of
enforcement action on
such date.

Destroy 3 years after
period covered by re-
lated account.



ITEM

NO.

14.

15.

16.

17.

GENERAL RECORDS SCHEDULE 3

DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

Grant Application Files.

Applications, memoranda, correspondence
and other records relating to the
decision to accept or reject grant

applications.
a. Rejected applications. Destroy 5 years after
rejection.
b. Accepted applications. See Item 15 of this
: schedule.

Grant Case Files.

Proposals or applications, contracts, Submit SF 115, Request
project reports, studies, certificates, for Records Disposition
agreements, memoranda, correspondence, Authority.

and other records relating to receipt,

review, award, evaluation, status and

monitoring of grants; allocation of funds,

and project budgets.

Grant Cohtro? Files.

Indexes, registers, logs or other Destroy when superseded
records relating to control of or obsolete.

assigning numbers or identifying

projects, applications and grants.

Grant Correspondence and Subject Files.

a. Correspondence and/or subject Submit SF 115, Request
files including memoranda, studies, for Records Disposition
reports, forms and other records Authority.
relating to the legal establishment
of the grant program, its policies
and basic procedures, and the

_management and evaluation of grants.

b. Correspondence and/or subject files Destroy when 2 years old.
relating to routine operations
and daily activities in adminis-
tration of the grant program.



ITEM
NO.

18.

GENERAL RECORDS SCHEDULE 3

DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

Final Product Files.

Published reports, books, studies, Submit SF 115, Request
audiovisual materials, or any other for Records Disposition
final grant product and related Authority.

;ecords in textual or machine-readable

orm. .
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Property Disposal Records

These records pertain to the sales by agencies of real and personal
property surplus to the needs of the Government. The act creating the
General Services Administration transferred to the new agency the functions
of the former War Assets Administration relating to property dispesition.
This schedule is not applicable to transaction or policy files

created by the General Services Administration and predecessor agencies,

to records in the Department of the Interior relating to the public domain,
and to records relating to overseas property under the Department of State
control. Any surplus property transaction files dated prior to the
establishment of the former Procurement Division of the Department of
Treasury in 1933 must be offered to the National Archives and

Records Service for possible permanent retention before applying these
disposition instructions.

In no event may disposal be made of records pertaining to accounts, claims,
or demands involving the Government of the United States which have not

. been settled or adjusted by the General Accounting Office without written
approval of the Comptroller General, as required by 44 U.S.C. 3309.

Three forms are prescribed for use by any agency selling surplus personal
property under GSA regulations:

a. Standard Form 114, Sale of Government Property, Invitation, and
Bid, and Acceptance. Related papers that are maintained by the agencies,
usually in case fashion, consist of correspondence, bids, and other
notices of sale, invoices, and sales slips.

b. Standard Forms 120, Report of Excess Personal Property and 121,
Quarterly Report of Utilization and Disposal of Excess and Surplus
Personal Property. Form 120 reports personal propertywhich is excess to
the agency reporting to the regional General Services Administration
offices, which initiate screening action. The quarterly reporis are
submitted to the Office of Personal Property, Utilization and Disposal
Service, General Services Administration, which consolidate the data.

ITEM ‘
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION
1. Surplus Property Precedential Case

Files.

Case files on sales of surplus per- Ssubmit SF 115, Request

sonal property (as described in item for Records Disposition
6 below) documenting the initiation Authority.



ITEM

GENERAL RECORDS SCHEDULE 4

DESCRIPTION OF RECORDS

and development of transactions that

AUTHORIZED DISPOSITION

deviate from established precedents with

respect to general agency disposal or
to major disposal programs.

Property Disposal Case Files.

Case files on disposal of surplus
real and related personal property.

Excess Real Property Reports.

Property Disposal Correspondence Files.

Correspondence files maintained by
units responsible for property
disposal, pertaining to their operation
and administration, and not otherwise
provided for.

Excess Personal Property Reports.

Surplus Property Case Files.

Case files on sales of surplus personal

property, comprising invitations, bids,
acceptances, 1ists of materials,
evidence of sales, and related corres-
pondence (other than those covered in
items 1 and 2).

a. Transactions subsequent to July
25, 1974, of more than $10,000;
and transactions prior to July
26, 1974, of more than $2,500.

b. Transactions subsequent to July
25, 1974, of $10,000 or less;
and transactions prior to July
26, 1974, of $2,500 or 1less.

Submit SF 115, Request

for Records Disposition
Authority.

Submit SF 115, Request

- for Records Disposition

Authority.

Destroy when 2 years old.

Destroy when 3 years old.

Destroy 6 years after
final payment. (Place
in inactive file on final
payment and transfer to
Federal Records Center

2 years thereafter.)

Destroy 3 years after
final payment. (Close
file at the end of each
fiscal year, retain 3
years, and destroy
except that files on



ITEM

GENERAL RECORDS SCHEDULE 4

'DESCRIPTION OF RECORDS

Real Property Files.

Records necessary or convenient for
the use of real property sold, do-
nated, or traded to non-Federal owner-
ship, including, if pertinent as
determined by the releasing agency,
site maps and surveys, plot plans,
architect's sketches, working diagrams,
preliminary drawings, blueprints,
master tracings, utility outlet plans,

AUTHORIZED DISPOSITION

which actions are pend-
ing will be brought to
the next fiscal year's
files for disposal
therewith.)

Transfer to new custodian
upon completion of sale,
trade, or donation pro-
ceedings, or acceptance

of purchase money

mortgage. (Also see GRS

22, Design and Construction
Records.

equipment location plans, specifications,

construction progress photographs, in-

spection reports, building and equipment
management and maintenance records, aliow-

ance 1ists as well as duplicate copies
of title papers, provided (a) that the

records can be segregated without harm

to other documents of enduring value,
(b) that no responsibility attaches to
the Government because of disagreement

between the transferred documents and the

physical condition of the property at

the time of conveyance, and (c) that if

the property is released for historical

use or purpose the user agrees to retain

them and return them to the Federal

Government immediately upon the discontinu-

ance of its use for historical purposes.
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Budget Preparation, Presentation, and Apportionment Records

Budget and apportionment records include the various files accumulated
in an agency in the course of formulating its budget for submission to
the 0ffice of Management and Budget and to the Congress; in defending
its requests for funds before both bodies; and after enactment of an
appropriation bill, in ensuring that the funds are used in such a way as
to suffice for the appropriate period of time. The funds are made
available to the agency by the Office of Management and Budget (OMB),
usually in quarterly portions, and the agencies must indicate and justify
regularly to OMB- their proposed rate of expenditure. After the funds
have been made available to the agency, jts own controls over the funds
are in its expenditure accounting records (Schedule 7) and detailed
information relative to expenditures is contained in the accountable
officers' account {Schedule 6). .

This schedule applies to records of budget preparation, presentation and
apportionment in all agencies, except that it does not apply to records
of the OMB and the Treasury Department reflecting the Government-wide
budget responsibilities of those agencies. Records created prior to
January 1, 1921, must be offered to the National Archives and Records
Service before applying the disposition instructions.

Agency budget records are normally created at all levels of agency
organization. They show proposals from all operating Jevels as well as
the bureau-wide and agency-wide coordinating work done by formally
organized budget offices. Therefore the records consist of detailed work
papers and budgetary statements developed by single operating units, the
more significant budget statements and related papers representing con-
solidated submissions prepared at the bureau or equivalent level and
forwarded to the agency budget officer, and the records at the highest
Jevel pertaining to the budget submission for the entire agency.

The nature of the budget presentation jtself is standardized by the OMB
which prescribes format and procedures for all Federal agencies. However,
the internal reports and papers which support the budget and are used in
its preparation vary from agency to agency. The budget submission, a
record copy of which is usually designated by the agency, is a dupiicate
of the set of papers submitted to the OMB. These include summary state-
ment's of appropriations and expenditures, statements of contract
authorizations, and statements of receipts as well as narrative summary
statementswhich highlight the principal features of the agency requests
and immediately related supporting documents. The narrative presents the
policies and the programs of the agency which the budgetary requests are
to support. In addition to the summaries, the submission includes.
schedules of obligations and statements pertaining to each type of
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appropriation and fund under which the individual agency operates. Finally,
OMB requires additional supporting data pertaining to objects of expendi-
ture, particular agency programs, and figures based on the cost of various
type of service operations, such as personnel and payrolling activities.

ITEM
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

1. Budget Policy Files.

Correspondence or subject files in Submit SF 115, Request
formally organized budget offices for Records Disposition
documenting agency policy and Authority.

procedures governing budget adminis-

tration, and reflecting policy decisions

affecting expenditures for agency programs.

2. Budget Estimates and Justifications Files.

a. Copies of budget estimates and Submit SF 115, Request
Justifications prepared or con- for Records Disposition
solidated in formally organized Authority.
budget offices at the bureau ,

(or equivalent) or higher organiza-
tional level. Included are '
appropriation language sheets,
narrative statements, and related
schedules and data. )

b. Working papers and background See Item 4 of this
materials. schedule.

3. Budget Correspondence Files.

Correspondence files in formally Destroy when 2 years old.
organized budget offices pertaining

to routine administration, internal

procedures, and other matters not

covered elsewhere in this schedule.

4. Budget Background Records.

working papers, cost statements, and Destroy 1 year after the
rough data accumulated in the prepara- close of the fiscal year
tion of annual budget estimates, covered by the budget.
including duplicates of papers described

in item 2.



ITEM

NO.

GENERAL RECORDS SCHEDULE 5

DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

Budget Reports Files.

Periodic reports on the status of

appropriation accounts and apportion-

ment.

a. Annual report (end of fiscal year). Destroy when 5 years old.

b. All other reports. Destroy 3 years after the
end of the fiscal year.

Budget Apportionment Files.

Apportionment and reapportionment Destroy 2 years after the
schedules, proposing quarterly obliga- close of the fiscal year.
tions under each authorized appropriation.
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Accountable Officers' Accounts Records

This general schedule covers accountable officers' returns and related
records, including records under the cognizance of the Reneral Accounting
Office. This schedule does not apply to the copies of schedules and re-
lated papers held by the Chief Disbursing Officer of the Treasury. Any
records created prior to January 1, 1921, must be offered to the National
Archives and Records Service before applying these disposition instructions.
Accountable officers' accounts include record copies of all records con-
cerned with the accounting for, availability, and status of public funds.
There are several types of “accountable officers," such as: (a) the
collecting officer, who receives monies owed to the Federal Government and
ensures that it is credited to the proper account; (b) the disbursing
officer who is responsible for providing documentation to the General
Accounting Office since he accomplishes the actual payment of public monies
to proper Federal creditors; and (c) the certifying officer, whose signa-
ture on a summary attests to the authenticity of vouchers listed on the
schedule.

Disbursements for most civilian Government agencies are made by the Chief
Disbursing Officer of the Treasury, who heads the Bureau of Government
Financial Operations within the Treasury Department. Since July 1949,
disbursements have been made for most agencies on the basis of certified
schedules, with the detailed vouchers transferred to the General
Accounting Office from the agency or held in agency space if site audit
was involved. This procedure was extended and confirmed by General
Accounting Office General Regulations No. 115, fssued January 29, 1952,
which promulgated a standard form voucher and schedule of payments
(Standard Form 1166 and 1167) for use by all agencies effective

July 1, 1952, and formally eliminated the transfer of vouchers of the
Chief Disbursing Officer.

This schedule has been revised to include records held for on-site audit

by the General Accounting Office, as described in Item 1a below. Under
on-site audit, vouchers, contracts, schedules, statements of transactions
and accountability and other related supporting documents are retained in
agency space for the General Accounting Office auditors. Section 5 of the
Post Office Department Financial Control Act of 1950 and Section 117(b)

of the Budget and Accounting Procedures Act of 1950 (whenever the Comptrol-
Jer General determines that audit shall be conducted at the site) require
agencies to retain these records, which are under General Accounting O0ffice
cognizance. The General Accounting Office has given general authority to
the agencies, if the records are no Jonger required for administrative
purposes, to transfer all audited records and any unaudited records more than
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one full fiscal year old to Faderal Records Centers. However, to traqsfgr
unaudited accountable officers’ accounts less than one year old, permission
must be obtained from the Director, Office of Administrative Services, GAQ.
Because the records heretofore transferred to the fieneral Accounting Office

are retained in the agency, some agencies have eliminated the creatien
of memorandum copies as described ?n Item 1b of this schedule.

Records relating to the availability, collection, and custody of funds ]
include (1) the appropriation warrants, (2) other documents which deposit
funds into the Treasury, and (3) documents which provide accountable
officers with status reports on funds in their custody, such as the proofs
of depository account and statements of funds to their credit. Agency
copies of these deposit and status documents are so intimately related to
the accounts of these officers that they are included in this schedule.
The copies received by the Fiscal Service of the Treasury Department are
not covered by this schedule and are provided for in separate schedules.

ITEM
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION
1. Accountable Officers' Files.
a. Original or ribbon copy of Destroy 6 years '
accountable officers' accounts and 3 months after the

maintained in the agency for site period of the account.
audit by GAO auditors, consisting

of statements of transactions,
statements of accountability, collec-
tion schedules, collection vouchers,
disbursement schedules, disbursement
vouchers, and all other schedules and
vouchers or documents used as schedules
or vouchers, exclusive of freight
records and payroll records. If an
agency is operating under an inte-
grated accounting system approved by
GAO, certain required documents
supporting vouchers and/or schedules

are included in the site audit

records. These records document only
the basic financial transaction,

money received and money paid out

or deposited, in the course of operation
of the agency. All copies except the
certified payment or collection copy,
usually the original or ribbon copy, and
all additional or supporting documentation
not involved in an intearated svstem are
covered by succeeding items in this
schedule.



ITEM
NO.

DESCRIPTION OF RECORDS

GENERAL RECORDS SCHEDULE 6

AUTHORIZED DISPOSITION

Site audit records include, but are not
limited to,the Standard Formslisted below.
Also included are equivalent agency forms
which document the basic financial
transaction as described above.

224, Statement of Transactions

SF
SF

SF
SF
SF

SF
SF
SF
SF

SF
SF

SF
SF
SF
SF
SF
SF
SF
SF

SF
SF

SF
SF
SF

SF

1034,
1036,
1047,
1069,
1080,
1081,
1096,
1097,

1098,
1113,

1114,

Public Voucher for Purchases

and Services Other Than Personal
Statement of Certificate and Award
Public Voucher for Refunds

Voucher for Allowance at Foreign
Posts of Duty

Voucher for Transfer Between
Appropriations and/or Funds
Voucher and Schedule of Withdrawals and Credits
Schedule of Voucher Deductions
Voucher and Schedule to Effect
Correction of Errors

Schedule of Cancelled Checks
Public Voucher for Transportation
Charges

B8i11 of Collection

1114A, Official Receipt
11148, Collection Voucher

1129,
1143,
1145,
1154,
1156,

1166,
1185,

1218,
1219,
1220,

1221,

Reimbursement Voucher

Advertising Order '
Voucher for Payment Under Federal

Tort Claims Act

Public Voucher for Unpaid Compen-
sation Due a Deceased Civilian Employee
public Voucher for Fees and Mileage

of Witness

Voucher and.Schgdu1e of Payments

Schedule of Undeliverable Checks
for Credit to Government Agencies
Statement of Accountability (Foreign
Service Account)

Statement of Accountability
Statement of Transactions According
to Appropriation, Funds and Receipt
Accounts

Statement of Transactions According
to Appropriation, Funds, and
Receipt Accounts (Foreign Service
Account)



ITEM

NO.

2.

3.

GENERAL RECORDS SCHEDULE 6

DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION
b. Memorandum or extra copies of Destroy 3 years after
accountable officers' returns the period of the account.

including statements of trans-
actions and accountability, all
supporting vouchers, schedules,
and related papers not covered
elsewhere in this schedule, and
excluding freight records covered
by Schedule 9 and payroll records
covered by Schedule 2.

GAQ Exceptions Files.

General Accounting Office notices of Destroy 1 year after
exceptions, such as Standard Form 1100, exception has been re-
formal or informal, and related ported as cleared by GAQ.
correspondence.

-Certificates Settlement Files.

Copies of certificates of settlement of
accounts of accountable officers, state-
ments of differences, and related records.

a. Certificates covering closed Destroy 2 years after
~ account settlements, supplemental date of settlement.
settlements, and final balance

settlements.
b. Certificates covering periodic Destroy when subsequent
settlements. certificate of settlement

is received.

General Fund Files.

Records relating to availability, Destroy when 3 years old.
collection, custody and deposit of

funds including appropriation warrants

and certificates of deposit (SF 201,

209, and 219), other than those records

covered by Item 1 of this schedule.
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ITEM
NO. DESCRIPTION OF RECORDS 591595;;59_g;§gg§11ym1
5. Accounting Administrative Files.

Correspondence, reports and data

relating to voucher preparation,

administrative audit, and other

accounting and disbursing operations.

a. Files used for workload and Destroy when 2 years old.
personnel management purposes.

b. A1l other files. Destroy when 3 years old.

6. Federal Personnel Surety Bond Files.

a. Official copies of the bond and

attached powers of attorney.
(1) Bonds purchased prior to Destroy 15 years after
January 1, 1956. bond becomes inactive.
(2) Bonds purchased after Destroy 15 years after
December 31, 1955. the end of the bond
premium period.

b. Other bond files, including . Destroy when bond
other copies of bonds and becomes inactive or
related papers. after the end of the

bond premium period.
7. Gasoline Sales Tickets.

Hard copies of sales tickets filed Destroy after GAO audit

in support of paid invoices for credit or when 3 years old,

card purchases of gasoline. whichever {s sooner.
8. Telephone Toll Tickets.

Originals and copies of toll tickets Destroy after GAO audit

filed in support of telephone toll or when 3 years old,

call payments. whichever is sooner.
S. Telegrams.
Originals and copies of telegrams Destroy after GAO audit

filed in support of telegraph bills. or when 3 years old,
whichever is sooner.
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GENERAL RECORDS SCHEDULE 7

Expenditure Accounting Records

Expenditure accounting records are the ledgers and related documents
maintained by all Federal agencies to show in summary fashion how their
funds, appropriated and non-appropriated, are spent after allotment by
the Office of Management and Budget (OMB), and the sources and nature of
any receipts. The key records are the general ledger accounts, which
constitute, as a unit, the heart of the agency accounting system. These
ledgers summarize the financial status and financial transactions of the
agency, showing the current status of funds available for expenditure, the
amounts due and collected for the account of the Government, accumulated
expenditures and liabilities, and the values of stock, equipment, and
other property in agency custody. They are controls that serve not only
as central fiscal records, but also a primary source of data for top
management concerned with agency solvency, with expenditures and with
program costs.

The general ledgers are subdivided into arbitrarily created account titles,
which are based on programs, projects, costs, and funds. Supporting them
are a group of subsidiary Jedgers and papers further detailing the
information in the general ledgers or serving as postirg media to the
ledgers themselves. To the extent that they reflect appropriation expen-
ditures, the general ledgers are supported by allotment ledgers, which

at all times show the current unobligated balance of funds allotted for
specific agency purposes and thereby provide a safeguard against over
expenditure by operating officials. The allotment ledgers are general
controls over expenditures, and they in turn summarize and are supported
by more detailed controls that normally take the form of project or job
orders which authorize exact and specific expenditure.

The sources of data that are posted to_the Jedger files are somewhét
diverse, but they fall into two general groups:

a. Copies of various obligation or expenditure documents, such as
vouchers and schedules, which flow through the ledger unit for posting.

b. Journal vouchers and similar internal control documents created
to authorize and convey entries to the general ledger.

As the centralized fiscal record, the general ledgers yltimately summarize
stores, plant and cost accounting data, which are treated in a separate
schedule, but these are only several aspects of the total ledger accounts.
Consequently, the ledgers are the source for the data included in the basic
apportionment reports to the OMB and the Treasury Department, and over-all
reports of agency fiscal condition which may be required by the General
Accounting Officer (Schedules 6 and 8). The adequacy for audit purposes

of the general ledger accounts is normally considered by General Accounting
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Office auditors to be indicative of the suitability of the agency's entire
accounting system and the reliability of its financial data.

This schedule does not apply to such records maintained on a Government-
wide basis by the Treasury Department and the OMB, or to those formerly
maintained by the General Accounting Office. Any records created prior
_ to January 1, 1921, must be offered to the National Archives and Records
Service before applying these disposition instructions.

In no event may disposal be made of records pertaining to accounts, claims,
or demands involving the Government of the United States which have not
been settled or adjusted by the General Accounting Office without written
approval of the Comptroller General, as required by Section 9 of the
Records Disposal Act of July 7, 1943, as amended (44 U.S.C. 372).

ITEM ‘
NO. DESCRIPTION OF RECORDS ‘ AUTHORIZED DISPOSITION

1. Expenditures Accounting General
Lorrespondence and Subject Files.

Correspondence or subject files main- Destroy when 2 years old.
tained by operating units responsible

for expenditures accounting, pertain-

ing to their internal operations and

administration.

2. General Accounting Ledgers.
General accounts ledgers, showing Destroy 10 years after the
debit and credit entries, and re- close of the fiscal year
flecting expenditures in summary. involved.

3. Appropriation Allotment Files.

Allotment records showing status of Destroy 10 years after the
obligations and allotments under each close of the fiscal year
authorized appropriation. involved.

4. Expenditure Accounting Posting and
Control Files.

Records used as posting and control
media, subsidiary to the general and
allotment ledgers, and not elsewhere
covered in this schedule.

a. Original records. Destroy when 3 years old.

b. Copies . Destroy when 2 years old.
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GENERAL RECORDS SCHEDULE 8

Stores, Plant,and Cost Accounting Records

Specialized stores, plant, and cost accounting records are maintained by
most agencies, particularly those with extensive plant and stock inven-
tories. These records,which essentially reflect the net monetary worth

of an agency and its assets, are periodically reconciled with the supply
data reflected in stock inventory records, but are not procurement

papers. Any records created prior to January 1, 1921, must be offered

to the National Archives and Records Service before applying these disposi-
tion instructions.

a. Stores Accounting. These records are maintained to provide
personal accountability for the receipt and custody of materials and to
provide information as to the monetary worth of such materials. Custody
is established by accomplished copies of material movement documents, and
stores accounting information data are normally reviewed and consolidated
by means of records and returns submitted to agency headquarters, where
the information is used for procurement planning, budget, and other
management purposes. These records do not include papers reflecting the
physical movements of material to and from storage points, although they
may be involved in posting. Summary data on plant vaiue is also available
in pertinent general ledger accounts.

b. Plant Accounting. These records consist primarily of cards
recording the principal characteristics of each item of physical plant
and equipment, including real property. They constitute primarily a type
of inventory control, but in addition are a principal source of data on
the capital investment in physical plant (as distinguished from maintenance
or operating costs) and other items not normally represented in a store
or stock inventory system. Summary data on plant value is also available
in pertinent general ledger accounts.

c. Cost Accounting. These records are designed to accumulate and
show data on the costs of agency operation, the direct and indirect costs
of production, administration, and the performance of program functions

of the agency. The data, which are normally accumulated by means of cost
reports and statistics accumulated by operating personnel, are ultimately
posted to the accounts in the agency general ledgers concerned with
operating and program costs. Material costs information is collected by
posting. requisitions for material or procurement documents to intermediate
records, and labor cost information is obtained by charging time expended
on individual jobs and projects assigned control numbers for cost control
purposes. Cost data are utilized in evaluating economy of agency operation
and in preparing budget estimates.



ITEM
NO.
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GENERAL RECORDS SCHEDULE 8

DESCRIPTION OF RECORDS

1‘

3.

6.

Plant Accounting Files.

Plant account cards and ledgers per-
taining to structures.

Plant, Cost and Stores General
Correspondence Files.

Correspondence files of units respon-
sible for plant, cost and stores

- accounting operations.

Stores Invoice Files.

Invoices or equivalent papers used
for stores accounting purposes.

Stores Accounting Files.

Stores accounting returns and reports.

Stores Accounting Work Papers.

Work papers used in accumulating
stores accounting data.

Plant Accounting Files.

Plant account cards and ledgers,
other than those described in {tem 1.

Cost Accounting Reports.

a. Copies in units receiving reports.

b. Copies in reporting units, and
related work papers.

Cost Report Data Files.

Ledgers, forms, and machine-records
used to accumulate data for use in
cost reports.

AUTHORIZED DISPOSITION

Submit SF 115, Request
for Records Disposition

* Authority.

Destroy when 3 years old.

Destroy when 3 years old.

Destroy when 3 years old.

Destroy when 2 years old.

Destroy 3 years after item
is withdrawn from plant
account.

Destroy when 3 years old.

Destroy when 3 years old.
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ITEM
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

a. Ledgers and forms. Destroy when 3 years old.

b. Machine-records.

(1) Detail cards. Destroy when 6§ months old.
(2) Summary cards. Destroy when 6 months old.
(3) Tabulattons. Destroy when 1 year old.
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Travel and Transportation Records

This schedule covers records pertaining to the movement of goods and
persons under Government orders. The record keeping involved in the
movements centers around bills of lading, transportation requests,
vouchers, and associated records, jncluding those prescribed by Title §
of the General Accounting Office Policy and Procedures Manual. Copies
of some records used to support payments become part of the accountable
officers' accounts, or are accounting posting media. Their disposition
may be covered by General Records Schedule 6, item 1; General Records
Schedule 7, item 4; or items 1 and 3 of this schedule.

a. Movement of goods. The key record is the bill of lading, of
which there are copies for consignors, consignees, and the carriers
themselves. The papers related to and normally filed with the bill
of lading itself are varied and often voluminous. These may consist of
shortage and demurrage reports, invoices, and other descriptive data
which document the transaction. Included are records relating to the
shipment of household effects, authorized by law and regulations for
military personnel and for civilian employees of the Government. Agencies
shipping certain vouchers under the Government Losses in Shipment Act,
which insures against loss, retain copies of schedules of material
zhipped, papers relating to claims which may ensue, and other pertinent

ocuments.

b. Movement of persons. The movement of persons is documented :
essentially by copies of travel orders, authorizing travel and subsequent
payment, and standard form vouchers showing payment for official travel.
The primary copies of the travel orders are the administrative copy
maintained by the transportation unit controlling the issuance of
travel orders, and copies used for encumbrance of funds.

ITEM
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION
1. Freight Files.

Records relating to freight consisting
of export certificates, transit
certificates, demurrage car record
books, shipping documents pertinent to
freight classification, memorandum
copies of government or commercial
bills of lading, shortage and demurrage
reports, and all supporting documents;
and including records relating to the
shipment of household goods.



ITEM

GENERAL RECORDS SCHEDULE 9

DESCRIPTION OF RECORDS

a; Issuing office memorandum copies.
b. A1l other copies.
¢. Registers and control records.

Lost or Damaged Shipments Files.

Schedules of valuables shipped,
correspondence, memoranda, reports, and
other records relating to the
administration of the Government Losses
in Shipment Act.

Passenger Transportation Files.

Memorandum copies of vouchers (SF
11134), memorandum copies of
transportation requests (SF 1169),
travel authorizations, transportation
request registers, and all supporting
papers.

a. Issuing office memorandum copy.

b. Obligation copy.

¢. Unused ticked redemption forms,
such as SF 1170.

Passenger Reimbursement Files.

Records relating to reimbursing
individuals, such as travel orders,
per diem vouchers, transportation

- requests, hotel reservations, and.

all supporting papers documenting
official travel by officers, employees,

dependents, or others author1zed by law

to travel.

AUTHORIZED DISPOSITION

Destroy when 3 years old.
Destroy when 1 year old.

Destroy when 3 years old.

Destroy when 3 years old.

Destroy when 3 years old.

Destroy when funds are
obligated.

Destroy when no longer
needed for administrative
use'l
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AUTHORIZED DISPOSITION

a. Travel administrative office f{les. Destroy when 3 years old.

ITEM
NC. DESCRIPTION OF RECORDS
b. Obligation copies.
5. General Travel and Transﬁortation

Files.

a. Correspondence, forms, and
related records pertaining to
agency travel and transpor-
tation functions, not
covered elsewhere in this
schedule.

5. Accountability records.

Destroy when funds are
obligated.

Destroy when 2 years old.

Destroy 1 year after
all entries are cleared.
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Motor Vehicle Maintenance and Operation Records

These records pertain to the management, maintenance, and operation of
motor vehicles used by agencies.

Personal Property Management Regulation No. 24 prescribes policies and
procedures. Standard Form No. 82, which is an annual motor vehicle report
required by the Federal Supply Service, General Services Administration,
is the only standardized record. Certain cost and inventory control forms
have been developed, but they are not mandatory. This schedule covers
agency records pertaining to the daily use and operation of the vehicles.

In general, records pertaining to motor vehicles reflect a threefold
responsibility: (a) the accumulation of cost and operating data for
internal accounting and management purposes and for reports submitted

to the Federal Supply Service (Standard Form No. 82, Annual Motor Vehicle
Report); (b) the maintenance of the vehicles themselves; and (c) protecting
_the interest of the Government in accident claims against it. .The records
themselves consist of chauffeur service logs and reports, vehicle repair
ang ?aintenance check-off sheets, cost ledrers and claims correspondence

and forms. :

ITEM
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

1. Motor Vehicle Correspondence Files.

Correspondence in the operating Destroy when 2 years old.
unit responsible for maintenance

and operation of motor vehicles

not otherwise covered in this schedule.

2. Motor Vehicle Operating and Main-
tenance Files.

a. Operating records including those Destroy when 3 months old.
relating to gas and oil consump-
tion, dispatching and scheduling.

b. Maintenance records, including Destroy when 1 year old.
those relating to service and
repair.

3. Motor Vehicle Cost Files.

Motor vehiclé Jedger and work sheets Destroy 3 years after
providing cost and expense data. discontinuance of ledger
or date of work sheet.



ITEM

NO.

4.

GENERAL RECORDS SCHEDULE 10

DESCRIPTION OF RECORDS

Motor Vehicle Report Files.

Reports on motor vehicles (other than
accident, operating and maintenance
reports). :

Motor Vehicle Accidents Files.

Records relating to motor vehicle
accidents, maintained by transporta-
tion offices.

Motor Vehicle Release Files.

Records relating to transfer, sale,
donation or exchange of vehicles.

Motor Vehicle Operation.

Records relating to individual
employee operation of Government-
owned vehicles, including driver
tests, authorization to use, safe
driving awards, and related
correspondence.

AUTHORIZED DISPOSITION

Destroy 3 years after
date of report.

Destroy 6 years after
case is closed. ‘

Destroy 4 years after
vehicle leaves agency
custody.

Destroy 3 years after
separation of employee or
3 years after recision
of authorization to
gperate Government-owned
vehicle, whichever is
sooner.
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Space and Maintenance Records

This schedule provides for the disposal of all copies, wherever located in
an agency, of records relating to space and maintenance, except as
indicated below. Records documenting these functions pertain to the
acquisition, allocation, utilization, and release of space and include
related correspondence and reports submitted to the General Services
Administration (or equivalent agency with similar fiovernment-wide respon-
sibilities) as directed by law and by regulation (60 Stat. 257 and GSA
Real Property Management Regulation No. 3); correspondence and forms re-
lating to the compilation of directory service listings; identification
credentials and related accountable records; reguests for building and
equipment services; and correspondence files reflecting the activities of
the unit responsible for handling space and related matters within the
agency.

This schedule does not cover (a) copies of these records that are an
integral part of accountable officer's accounts (Schedule 6); (b) records
of procurement and supply (Schedule 3); {c) records which reflect
Government-wide programs (such as the records held by the Public Buildings
Service of the General Services Administration). Any records created prior
to the establishment of the Public Buildings Administration in 1939 must
be offered -to the National Archives and Records Service before applying
these disposition instructions.

ITEM

NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION
1. Space and Maintenance feneral ‘
Correspondence riles.
Correspondence files of the unit re- Destroy when 2 years old.
sponsible for space and maintenance
matters, pertaining to its own admin-

istration and operation, and related
papers.

2. Agency Space Files.

Records relating to the allocation,
utilization,and release of space under
agency control, and related reports to
General Services Administration.



ITEM

NG.
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DESCRIPTION OF RECORDS

a. Building plan files and related
agency records utilized in space
planning, assignment,and adjust-
ment.

b. Correspondence with and reports
to staff agencies relating to
agency space holdings and require-
ments.

(1) Agency records to General
Services Administration re-
garding space occupied in
“Metropolitan Washington"
and "Outside the "District
of Columbia", and related
papers.

(2) Copies in subordinate report-
ing units and related work
papers.

Directory Service Files.

Correspondence, forms and other
records relating to the compila-
tion of directory service listings.

Credentials Files.

Identification credentials and re-
lated papers.

a. Identification credentials includ-
. ing cards, badges, parking permits,
photographs, agency permits to
operate motor vehicles, and
property, dining room and visitors
passes, and other {dentification
credentials.

b. Receipts, indices, 1istings and
accountable records.

AUTHORIZED DISPOSITION

Destroy 2 years after
termination of assign-
ment, or when lease is
cancelled, or when plans
are superseded or obso-
lete.

Destroy when 2 years old.

Destroy when 1 year old.

Destroy 2 months after
issuance of listing.

Destroy credentiails 3
months after return to
issuing office.

Destroy after all listed
credentials are account-
ed for.
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NO
ITEM DESCRIPTION OF RECORDS
5. Building and Equipment Service Files.

Requests for building and equipment
maintenance services, excluding fiscal
copies.

AUTHORIZED DISPOSITION

Destroy 3 months after
work performed or
requisition cancelled.
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GENERAL RECORDS SCHEDULE 12

Communications Records

The principal records documenting communication functions include messenger
service data, telecommunications service control and operational records;
summary of long distance telephone reports; postal records, consisting of
post office forms and supporting papers; mail control records and
supporting and related papers; agency copies of penalty mail reports; and
records)relating to private delivery services (such as United Parcel
Service).

This schedule covers the records described below, wherever located in an
agency, but does not cover records which reflect Government-wide

programs, such as records held by the U. S. Postal Service and the Automated
Data Telecommunications Service of the General Services Administration,
rather than administrative management functions. Any records created prior
to January 1, 1921, must be offered to the National Archives and Records
Service before applying these disposition instructions.

ITEM
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION
1. Messenger Service Files.

Daily logs, assignment records and Destroy when 2 months old.
instructions, dispatch records, ’

delivery receipts, route schedules,

and related records.

2. Communication Correspondence,
Reports, and Reference Files.
a. Correspondence and related records Destroy when 2 years old.

pertaining to internal administra-
tion and operation.

b. Telecommunications general files Destroy when 3 years old.
including plans, reports, and
other records pertaining to
equipment requests, telephone
service, and 1ike matters.

c. Telecommunications statistical Destroy when 1 year old.
;eports including cost and volume
ata.
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(1) Reference copies of vouchers,
bills, invoices, and related

(2) Records relating to installa-
tion, change, removal, and
servicing of equipment.

Copies of agreements with back-

reports, and related and similar

Copies of incoming and original

use of telephone service as well as to

ITEM
NO. DESCRIPTION OF RECORDS
d. Telecommunications reference
voucher files.
records.
e.
ground data and other records
relating to agreements for
telecommunications services.
3. Telecommunications Operational Files.
a. Message registers, logs, per-
formance reports, daily load
records.
b.
- copies of outgoing messages,
including SF 14, Telegraphic
Message.
¢. Machine copies (hard copies),
discs, and tapes of outgoing
messages.
4. Telephone Summaries.
Summaries of long distance telephone
report used to indicate authorized
audit expense vouchers.
5. Postal Records.

Post Office forms and supporting papers,
exclusive of records held by the United

States Postal Service.

AUTHORIZED DISPQSITION

Destroy when 1 fiscal
year old.

Destroy 1 year after
audit or when 3 years
old, whichever is
sooner.

Destroy 2 years after
expiration or cancella-
tion of agreement.

Destroy when 6 months
old.

Destroy when 2 months
old.

Destroy after trans-
mission.

Destroy after the close
of the fiscal year in
which audited.



ITEM
NO.

DESCRIPTION OF RECORDS

GENERAL RECORDS SCHEDULE 12

AUTHORIZED DISPOSITION

a.

Records relating to incoming or Destroy when 1 year old.
outgoing registered mail pouches,

registered, certified, insured, and

special delivery mail including

receipts and return receipts.

Application for postal registration Destroy when 1 year old.
and certificates of declared value

of matter subject to postal sur-

charge.

Report of loss, rifling, delay, Destroy when 1 year old.
wrong delivery, or other improper
treatment of mail matter.

Mail and Delivery Service Control Files.

Records of receipt and routing of Destroy when 1 year old.
incoming and outgoing mail and

jtems handled by private delivery

companies such as United Parcel

Service, excluding both those

covered by item 5 and those used

as indexes to correspondence files.

Statistical reports of postage Destroy when 6 months
used on outgoing mail and fees old.

paid for private deliveries

(special delivery, foreign,

registered, certified, and parcel

post or packages over & pounds ).

Requisition for stamps (exclusive Destroy when 6 months
of copies used as supporting old.
documents to payment vouchers).

Statistical reports and data Destroy when 1 year old.
relating to handling of mail and
volume of work performed.

Records relating to checks, cash, Destroy when 1 year old.
stamps, money orders or any other

valuables remitted to the agency

by mail.



ITEM

NO.

GENERAL RECORDS SCHEDULE 12

DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

f. Records of and receipts for mail Destroy when 6§ months
and packages received through the old.
Official Mail and Messenger Service.

g. General files including correspon- Destroy when 1 year old
dence, memoranda, directives, and or when superseded or
guides relating to the administra- obsolete, whichever is
tion of mail room operations. applicable.

h. Locator cards, directories, Destroy 5 months after
indexes, and other records relat- separation or transfer
ing to mail delivery to individuals.of individual or when

obsolete, whichever is
applicable.

Penalty Mail Report Files.

Offical penalty mail reports and all Destroy when § years
related papers. old.

Postal Irregulérities File.

Memoranda, correspondence, reports Destroy 3 years after
and other records relating to completion of investi-
irregularities in the handling of gation. ’

‘mail, such as loss or shortage of

postage stamps or money orders, or
loss or destruction of mail.



FPMR 101-11.4
January 1, 1977

GENERAL RECORDS SCHEDULE 13

Printing, Binding, Duplication, and Distribution Records

This schedule provides for the retention or disposal of all copies,
wherever located in the agency, of records relating to printin

inding, duplicating, and distribution, except as indicated in the
several items. 1he principal records documenting these functions are:
(a) Records pertaining to requests for service, control, production and
distribution of individual jobs or projects (this material normally
consists of requisitions requesting service and registers or similar
media utilized to control the receipt of the requisitions, and to

record the production, distribution and cost analysis within the operating
units);and (b) correspondence and report files reflecting the activities
of the unit responsible for handling, printing, binding, and duplication
and distribution matters within the agency. Any records created prior
to January 1, 1921, must be offered to the National Archives and Records
Service before applying these disposition instructions.

This schedule does not cover (a) records retained by agencies for on-site
audit by the General Accounting 0ffice, and agency memorandum copies

which are part of the accountable officers' accounts (Schedule 6); and

{b) records which reflect agency programs (such as those of the Government
Printing Office and the Bureau of Engraving and Printing) rather than

administrative management functions.

ITEM
NO. DESCRIPTION "OF RECORDS AUTHORIZED DISPOSITION
1. Publications Files;

a. Record copy if maintained in Submit SF 115, Request
duplicating or distribution unit, for Records Disposition
of each publication, poster, chart, Authority.
directive, regulation, booklet,
speech, form, press release, and
similar material. (This item does
not cover copies and related
program material retained in
originating office.)

b. All other copies. Destroy when superseded,
obsolete or no longer
needed.



ITEM

NO.
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DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

Administrative Correspondence Files.

Correspondence files pertaining to the Destroy when 2 years 3ld.
administratfon and operation of the unit

responsible for printing, binding,

duplication and distribution matters,

and related papers.

Project Files.

Job or project records containing all
papers and data pertaining to the
planning and execution of printing,
binding, duplication, and distribution

jobs._
a. Files pertaining to the accomplish- Destroy 1 year after
ment of the job, containing completion of job.

requisitions, bills, samples,
manuscript clearances, and related
Papers exclusive of (1) requisitions
on the Public Printer and related
records; and (2) records relating to
servicgs obtained outside the agency.

b. Files pertaining to planning and Destroy when 3 years old.
other technical matters.

Control Files.

Control registers pertaining to Destroy 1 year after close

requisitions and work orders. of fiscal year in which
compiled or 1 year after
fi1ling of register, which-
ever is applicable.

Mailing Lists.

a. Correspondence, request forms and Destroy after appropriate
other records relating to changes revision of mailing list
in majling lists. or after 3 months, which-

ever is earlier.

b. Card lists. Destroy. individual cards
when cancelled or revised.
c. Plate or stencil mailing lists. Destroy plates or stencils

2 when cancelled or revised.



ITEM
NO.

GENERAL RECORDS SCHEDULE 13

DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

JCP Reports Files.

Reports to Congress and related
records.

a.

b'

Agency reports to Joint Commit- Destroy when 3 years old.
tee on Printing regarding operation

of Class A and B Plants and inven-

tories of printing, binding, and

related equipment in Class A and

B Plants or in storage.

Copies in subordinate reporting Destroy 1 year after date
units and related work papers. - of report.

Internal Management Files.

Records relating to internal manage- Destroy when 2 years old.
ment and operation of the unit.
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GENERAL RECORDS SCHEDULE 14
Informational Services Records

This schedule covers certain records pertaining to {nformational 'services
performed by Government agencies in their day to day affairs and in their
relations with the public; including records created in administering
Freedom of Information Act and Privacy Act programs. Except as otherwise
specified in individual items, it applies to copies of these records
wherever located in an agency. Items 2 and 6 apply only to files main-
tained in the office responsible for the operation of the informational
activities of the agency or subdivision thereof. Items 16 through 20
describe the files accumulated in carrying out the provisions of the
Freedom of Information Act, and items 25 through 30 describe the files
created in administering the provisions of the Privacy Act.

These records consist of inquiries, replies, and related correspondence;
and in the case of FOIA and Privacy Act files, reports and appeal case
files; and administrative background material for formal informational
releases. Closely related records such as certain records relating to
budget presentation, and printing, duplicating and distribution are
covered by other general records schedules. Any records created prior
to January 1, 1921, must be offered to the National Archives and Records
Service before applying these disposition instructions.

ITEM .
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION
1. Information Files.
Complete set of formal informational Submit SF 115, Request
releases and publications, such as for Records Disposition
press releases, press conference - Authority.
transcripts, official speeches, and
jndexes thereto.
2. Information Subject Files.

Subject files of formally designated Submit SF 115, Request
informational offices, not covered for Records Disposition
elsewhere in this schedule. Authority.



ITEM

3.

GENERAL RECORDS SCHEDULE 14

DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION
Information Requests Ciles.

Requests for information and copies Destro,)_f 3 months after
of replies thereto, involving no transmittal or reply.

administrative actions, no policy
decisions, and no special compilations

or research and requests for and
transmittals of publications, photo-
graphs and other informational literature.

Acknow]edgement Files.

Acknowledgement and transmittals of Destroy 3 months after
inquiries and requests that have been acknowledgement and
referred elsewhere for reply. referral.

Press Service Files.

Press service teletype news and Destroy when 3 months old.

similar materials.

Information Project Files.

Informational services project case Destroy 1 year after close

files maintained in formally design- of file or 1 year after
ated informational offices, completion of project.

Commendation/comgIaint correspondence
1les.

Anonymous Ietters; letters of commenda- Destroy when 3 months old.

tion, complaint, criticism and
suggestion, and replies thereto,
excluding those on the basis of which
investigations were made or administra-
tive action taken and those incorporated
into individual personnel records.

Indexes and Check Lists.

Bibliographies, check 1ists, and index- Destroy when superseded
es of agency publications and or obsolete.

releases, except those used as

indexes to formal informational

releases (see item 1),



ITEM
NO.

GENERAL RECORDS SCHEDULE 14

DESCRIPTION OF RECORDS

9 through 15 Resefved.

16.

Freedom of Information Act (FOIA)
Requests Files.

Files created in response to requests
for information under the Freedom of
Information Act consisting of the
original request, a copy of the reply
thereto, and all related supporting
files which may include official file
copy of requested record or copy
thereof.

a. Correspondence and supporting
documents (EXCLUDING) the

official file copy of the records
requested if filed herein).

(1) Granting access to all the
requested records.

(2) Responding to requests for
nonexistent records; to
requestors who provide
inadequate -descriptions;
and to those who fail to
pay agency reproduction fees.

(a) Request not appealed.
(b) Request appealed.

(3) Denying access to all or part
of the records requested.

(a) Request not appealed.

(b) Request appealed.

AUTOHRIZED DISPOSITION

Destroy 2 years after
date of reply. ‘

Destroy 2 years after
date of reply.

Destroy as authorized
under item 17.

Destroy 5 years after
date of reply.

Destroy as authorized
under item 17.



ITEM

17.

18.

GENERAL RECORDS SCHEDULE 14

DESCRIPTION OF RECORDS

b. Official file copy of requested
records.

FOIA Appeals Files.

Files created in responding to
administrative appeals under the FOIA

AUTHORIZED DISPOSITION

Dispose of in accordance
with approved agency
disposition instruction
for the related records,
or with the related

FOIA request, whichever
is later.

for release of information denied by the

agency,consisting of the appellant's
letter, a copy of the reply thereto,
and related supporting documents, which
may include the official file copy of
records under appeal or copy thereof.

a. Correspondence and supporting
documents (EXCLUDING the official

file copy of the records under
appeal if filed herein).

b. O0fficial file copy of records
under appeal.

FQIA Control Files.

Files maintained for control purposes
in responding to requests, including

registers and similar records listing
date, nature and purpose of request,

and name and address of requestor.

a. Registers or listing.

Destroy 4 years after
final determination by
agency or 3 years after
final adjudication by
courts, whichever is
later.

Dispose of in accordance
with approved agency dis-
position instructions for
the related record, or
with the related FQIA
requests, whichever is
later.

Destroy 5 years after
date of last entry.
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{TEM N
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

b. Other files. Destroy 5 years after
final action by the
agency or after final
adjudication by courts,
whichever is later.

18. FOIA Reports Files.

Recurring reports and one-time

jnformation requirements relating

to the agency implementation of the

Freedom of Information Act, including

annual reports to the Congress.

a. Annual reports at departmental Permanent. Offer to

or agency level. NARS with related agency
records approved for
permanent retention in
agency records control
schedule or when 15
years old, whichever is
sooner.,

b. Other reports. Destroy when 2 years old
or sooner if no longer
needed for administrative
use.

20. FOIA Administrative Files.

Records relating to the general Destroy when 2 years old

agency implementation of the FOIA, or sooner if no longer

including notices, memoranda, needed for administrative
routine correspondence, and related use.

records.
21 through 24. Reserved.

25. Privacy Act Requests Files.

Files created in response to requests
from individuals to gain access to their
records or to any information in the
records pertaining to them, as provided
for under 5 U.S.C. 552a(d)(1). Files



ITEM

GENERAL RECORDS SCHEDULE 14

DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

contain original request, copy of
reply thereto, and all related
supporting documents, which may include
the official file copy of records re-
quested or copy thereof.

a. Correspondence and supporting
documents (EXCLUDING the official
file copy of the records requested if
filed herein).

(1) Granting access to all the Destroy 2 years after
requested records. date of reply.

(2) Responding to requests for
nonexistent records; to
requestors who provide
inadequate descriptions;
and to those who fail to pay
agency reproduction fees.

(a) Requests not appealed. Destroy 2 years after
date of reply.

(b) Reguestsappealed. Destroy as authorized
under item 26.

(3) Denying access to all or part
of the records requested.

(a) Requests not appealed. Destroy 5 years after
date of reply.

(b) Requests appealed. Destroy as authorized
under item 26.

b. O0fficial file copy of requested Dispose of in accordance
records. with approved agency
disposition instructions
for the related records,
or with the related
Privacy Act request,
whichever is later,
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ITEM
NO. DESCRIPTION OF RECORDS
26. Privacy Act Amendment Case Files.

Files relating to an individual's
request to amend a record pertaining
to that individual as provided for
under 5 U.S.C. 552a(d)(2); to the
individual's request for a review
of an agency's refusal of the
individual's request to amend a
record as provided for under
552a(d)(3); and to any civil action
brought by the Individual against the
refusing agency as provided under

5 U.S.C. 552a(g).

2. Requests to amend agreed to by
agency. Includes individual's
requests to amend and/or review
refusal to amend, copies of
agency's replies thereto, and
related materials.

b. Requests to amend refused by
agency. Includes individual's
requests to amend and to review
refusal to amend, copies of
agency's replies thereto, state-
ment of disagreement, agency
justification for refusal to amend
a record, and related materials.

¢. Appealed requests to amend.
Includes all files created in
responding to appeals under the
Privacy Act for refusal by any
agency to amend a record.

AUTHORIZED DISPOSITION

‘Dispose of in accordance

with the approved dis-
position instructions
for the related subject
individual's record or
4 years after agency's
agreement to amend,
whichever is later.

Dispose of in accordance
with the approved dis-
position instructions
for the related subject
jndividual's record;

4 years after final
determination by agency;
or 3 years after final
adjudication by courts,
whichever is later.

Dispose of in accordance
with the approved dis-
position instructions
for related subject
individual's record or
3 years after final
adjudication by courts,
whichever is later.



ITEM
NO

27.

28.

29.

GENERAL RECORDS SCHEDULE 14

DESCRIPTION OF RECORDS

Privacy Act Accounting of
Disclosure Files.

Files maintained under the provisions
of 5 U.S.C. 552a(c) for an accurate
accounting of the date, nature, and

purpose of each disclosure of a record

to any person or to another agency,

including forms for showing the subject

individual's name, requestor's name
and address, purpose and date of dis-
closure, and proof of subject indivi-
dual's consent when applicable.

Privacy Act Control Files.

Files maintained for control purposes
in responding to requests, including
registers and similar records listing
date, nature of request, and name

and address of requestor.

a. Registers or listings.

b. Other files.

Privacy Act Reports Files.

Recurring reports and one-time infor-
mation requirement relating to agency
implementation, including annual

reports to the Congress of the United
States, the Office of Management and

Budget, and the Report on New Systems.

a. Annual reports at departmental
or agency level.

AUTHORIZED DISPQOSITION

Dispose of in accordance
with the approved dis-
position instructions
for the related subject
individual's records, or
5 years after the dis-
closure for which the
accountability was made,
whichever is later.

Destroy 5 years after
date of last entry.

Destroy 5 years after
final action by the
agency or final
adjudication by courts,
whichever is later.

Permanent. {ffer toc NARS
with related agency
records approved for
permanent retention in
agency records control
schedule or when 15 years
old, whichever is sooner.



ITEM

NO.

30.

GENERAL RECORDS SCHEDULE 14

DESCRIPTION OF RECORDS

b. Other reports.

Privacy Act General Administrative
Fiies.

Records relating to the general
agency implementation of the
Privacy Act, including notices,
memoranda, routine correspondence,
and related records.

AUTHORIZED DISPOSITION

Destroy when 2 years old.

Destroy when 2 years
old or sooner if no
longer needed for
administrative use.
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GENERAL RECORDS SCHEDULE 15

Housing Records

The housing records covered by this schedule include files and data
accumulated in the maintenance and management of Federally owned and
operated housing facilities within the continental United States for
civilian employees of the Federal Government, military personnel, and
others eligible by law to reside in the projects. These facilities may
consist of low cost quarters located either within or adjacent to the
confines of Federal installations, or in a critical defense or other area.
This schedule includes housing records maintained by housing managers and
housing or quarters offices, but does not cover the headquarters or staff
office files of the supervising agency, or the files of the HUD, National
~apital Housing Authority, the Department of Health, Education, and
welfare, or the Veterans Administration pertaining to program operations
in planning and financing housing facilities.

Maintenance records reflect repair and general upkeep of the housing
project or units. Management involves the assignment and rental of units,
rent collection and other fiscal operations, and over-all supervision.
However, rental charges for military personnel are normally represented
by checkages made against pay accounts.

Certain housing records are subject to the provisions of other General
Records Schedules. Supply and fiscal files are covered by Reneral Records
Schedules 3 and 6. Schedules 1, 2, 8, and 10 may also be involved.-

Many records of agent cashiers serving as housing rental managers are
similar to those of other Federal accountable officers and are disposable
under General Records Schedule 6.

ITEM

NO DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

1. Housing General Correspondence Files.
Correspondence files pertaining to Destroy when 2 years old.
the maintenance and management of
housing projects.

2. Housing Maintenance and Repair Files.

Maintenance and repair records for
individual units.

a. Summary card or ledger record. Destroy 3 fiscal years
following close of fiscal
year in which unit is
closed to tenancy or
Jeaves agency control.



ITEM

3.

5.

GENERAL RECORDS SCHEDULE 15

DESCRIPTION 'OF RECORDS

b. Work orders, requisitions, and
related papers involved repair
and maintenance work.

Housing Management Files.

Reports pertaining to housing manage-

ment, including expenditure, survey,

collection, and other statistical and

narrative data.

Housing Lease Files.

Copies of leases, renewals, termina-
tion notices, and related papers.

Housing Assignment and Vacancy
Card Files.

a. Individual tenant cards.

b. Individual housing unit cards.

Housing Inventory Files.

Furnishing inventory files, pertain-
jng to items included in furnished
un ts.

Housing Application Files (other
than copies in Jease files).
a. Rejected application files.

b. A1l others

AUTHORIZED DISPOSITION

Destroy 3 fiscal years
following close of fiscal
year in which work is done.

Destroy whén 2 years old.

Destroy 3 fiscal years
following close of fiscal
year in which (a) lease
termination, lapse, or
cancellation occurs, or

(b) litigation is con-
cluded, whichever is later.

Destroy when tenant vacates
unit.

Destroy 3 fiscal years
after close of fiscal year
in which unit is closed to
tenancy or leaves agency
control.

Destroy 3 fiscal years
after close of fiscal year
in which inventory is
superseded.

Destroy 1 year from date
of rejection.

Destroy when 2 years old.
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GENERAL RECORDS SCHEDULE 16

Administrative Management Records

This schedule provides for the retention or dispesal of certain records
relating to administrative management activities in Federal agencies.
These activities involve the direction and control of those staff and
management improvement programs not under 1line personnel directing and
controlling substantive operations and programs. They exclude records

of operating personnel, budget, accounting, and printing functions, which
are covered by other General Records Schedules, but jnclude records of
related specialized procedural and management staffs. Included within
the scope of the schedule are the most frequently found files which are
created in the course of organizational planning, development and
simplification of procedures, records management activities, and admini-
stration of management improvement programs. General Records Schedule 1
(items 12 and 13) provide for the disposition of case files on individuals
involved in incentive award and similar types of management improvement
programs. Any records created prior to January 1, 1939, must be offered
to the National Archives before applying these disposition instructions.

The organizational locations and titles of administrative management units
vary from agency to agency. They may be scattered at numerous levels or
locations, or may be centralized. For the purposes of this schedule and
nomenclature standards set forth by the Senate Committee on fovernment
Operations in Senate Report No. 245, 80th Congress, 1st session, are
followed: the first organizational level within an agency is the bureau
Te;el,_iubordinate components are successively division, branch, section,
and unit.

This schedule is based on the presumntion that management activities are
carried on by a specialized person or unit with at least division-wide and
usually bureau-wide or agency-wide responsibilities or by a group of :such
persons or units in an agency, although its provisions are applicable to
exactly comparable records of agencies without such formal assignments of
respoqs1bi1ity. Many similar or comparable records created at lower -
organizational levels or in field offices vary so greatly in content,
value, and arrangement that they are not covered by this schedule.

Because of the nature of the activities documented by administrative
management records, a relatively large proportion of them are of continuing
value. Files pertaining to a management program in a well defined area
such as reports management, consist primarily of detailed case files on
gach form or report and for a limited period of time are of administrative
importance. fiTes of programs covering broader and more diverse fields,
such as organizational planning studies, normally consist largely of
projgct fi!es, which are established for each separate problem assigned

for investigation; the resulting case file is usually of continuing value
in documenting the history of how the agency conducted its business. In
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either event there is a résidue of ephemeral materials. These may _
include working papers that do not have a direct bearing on the transaction,
preliminary or intermediate drafts of documents and preliminary workj;heets
that do not represent significant basic steps in the preparation of final
drafts, letters or memoranda of transmittal and acknowledgement, routing
s1ips, and extra copies of documents.

ITEM
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

1. Directive Case Files.

Internal directives issued at the
agency, bureau or division level.

a. Record copy with supporting case Submit SF 115, Request
file, if any, documenting impor- for Records Disposition
tant aspects of the development of Authority.
the {ssuance. :

b. Working papers and background See item 10 of this
material. schedule.

2. Publications.

Pamphlets, reports, leaflets, file
manuals, or other published or
processed documents, or the last
manuscript report if not published,
relating to management projects.

a. Record copy with the supporting Submit SF 115, Request
papers which document the incep- for Records Disposition
tion, scope and purpose of the Authority.
project.

b. Working papers and background See item 10.
materials.

3. Records Disposition Files.

Descriptive inventories, disposal
authorizations, schedules and reports.

a. Basic documentation of records Destroy when related
description and disposition records are destroyed,
programs, including Standard Form or when no longer needed
115, Request for Records Disposi- for administrative or
tion Authortty; Standard Form 135, reference purposes.
Records Transmittal and Receipt and
related documentation.

2



ITEM
NO

GENERAL RECORDS SCHEDULE 16

DESCRIPTION OF RECORDS

b. Extra copies and routine corres-
pondence and memoranda.

c. Working papers and background
material.

Forms Files.

a. One record copy of each form
created by an agency with related
instructions and documentation
showing inception, scope, and
purpose of the form.

b. Working papers, background
materials, requisitions, speci-
fications, processing data, and
control records.

Management Improvement Reports.

Copies of reports submitted to the
Office of Management and Budget and
related analyses and feeder reports.

Records Holdings Files.

Statistical reports of agency records
holdings required by the General
Services Administration, including
feeder reports from all offices and
data on the volume of records disposed
of by destruction or transfer.

Project Control Fi1es;

Memoranda, reports and other records
documenting assignments, progress and
completion of projects.

Reports Control Files.

Case files majntained for each agency
report created, cancelled or
superseded.

AUTHORIZED DISPOSITION

Destroy when no longer
needed for reference.

See item 10 of this
schedule.

Submit SF 115, Request
for Records Disposition
Authority. :

Destroy when related
form is discontinued,
superseded, or cancelled.

Submit SF 115, Request
for Records Disposition
Authority.

Destroy when 3 years old.

Destroy 1 year after the
year in which the project
{s closed.

Destroy 2 years after
the report is discontinued.



ITEM
NC.

GENERAL RECORDS SCHEDULE 16

DESCRIPTION OF RECORDS AUTHORIZED HISPOSITION

9.
10.

11.

12.

Superseded by item 4b of this schedule.
Working Papers.

Project background records such as Destroy 6 months after

studies, analyses, notes, drafts, final action on project

and interim reports. report or 3 years after
completion of report if
no final action is
taken.

Records Management Files.

Reports, correspondence, authoriza- Destroy when € years old.
tions, techniques and related records

concerning the development and improve-

ment of the management of records in

the agency. Includes the management of

files, forms, correspondence, mail,

reports, microfilm, automatic data

processing, vital records, and related

records not covered elsewhere in this

schedule.

Committee and Conference Records.

a. Records relating to establishment,
organization, membership and policy.

(1) Interagency, advisory or Submit SF 115, Request
international committees. for Records Disposition
Authority.
(2) Internal committees. Destroy 2 years after

termination of committee.
b. Records created by committees.

(1) Agenda, minutes, final
reports, and related records
documenting the accomplish-
ments of official boards and
commi ttees.
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ITEM
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION
(a) Records of the sponsor Submit SF 115, Request
or Secretariat. for Records Disposition
Authority.

(b} A1l other copies. Destroy when 3 years old
or when no longer needed
for reference.

(2) A1l other committee records. Destroy when 3 years old
or when no longer needed
for reference.

13. Organizational Records.

Official organization charts, narrative
histories, and related records which
document the organization and functions
of the agency.

a. Record copy. Submit SF 115, Request
for Records Disposition
Authority.

b. All other copies. Destroy when superseded

or obsolete.
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GENERAL RECORDS SCHEDULE 17

Cartographic, RemoteSensing Imagery, and Related Records

This schedule covers cartographic, remote sensing imagery, and related
records that have been created by or for agencies of the Federal Govern-
ment and those acquired by Federal agencies in the course of business.
Records created prior to January 1, 1950, must be offered to the National
Archives and Records Service before applying disposition instructions set
forth in this schedule. -

Cartographic records are graphic representations at reduced scale of
selected cultural and physical features of the surface of the earth and
other planetary bodies. Theyinclude maps, charts (hydrographic, nautical,
weather, and aeronautical), photomaps, atlases, cartograms, globes, and
relief models. Related records are those records that form an integral
part of the map-making process, such as field survey notes, geodetic
controls, map history case files, source materials, indexes, and finding
aids. Records of the map-making process in automated storage and retrieval
system are covered by General Records Schedule 20.

Remote sensing imagery covers aerial photographs and other forms of visual
jmages of the surface of the earth or other planetary bodies taken from
airborne or spaceborne vehicles for the purpose of evaluation, measuring,
or mapping the cultural and/or physical features of the landscape, and
related tabular and graphic indexes necessary for the proper identifica-
tion and retrieval of these records. Conventional aerial photographs
taken from aircraft produce direct film images from cameras; other forms
or imagery such as those from orbiting satellites sometimes require a
conversion or alteration of sensor data for digital, electronic, or
computerized forms to photographic or videographic iamges before they can
be considered imagery. This schedule is limited to visual imagery.
Digitized or computerized data are covered by feneral Records Schedule 20.

Cartographic and remote sensing imagery records that may have continuing
legal, administrative, and research value are generally those that have
been created or acquired in conjunction with the transaction of agency
business or resulting from agency program responsibilities which constitute
evidence of the organization, functions, decisions, and operations of the
Federal Government. Additional descriptive information applicable to the
disposition instructions for selected items are included in explanatory
notes at the end of this schedule.

The General Records Schedule for cartographic, remote sensing imagery, and
related records is broad in scope and meant to complement approved agency
record schedules and other general records schedules. If an item in this
schedule is at variance or is inconsistent with an approved agency records
schedule, such discrepancies should be brought to the attention of the
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National Archives and Records Service (NARS). In such cases, disposition
should be made in accordance with specific instructions provided by the
National Archives and Records Service.

ITEM
NO.

~ DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

1.

Manuscript and Annotated-Maps.

Hand-drawn maps (generally in pencil, Submit SF 115, Request
ink, or colors on paper or tracing for Records Disposition
cloth), maps made with stickup and Authority.
similar adhesives, and maps that hear

significant manuscript annotations,

changes, or additions. Included are

maps compiled in the office for

administrative use, for research, or

for exhibits and wall displays; map

enclosures to reports or correspondence;

original topographic planetable sheets,

terrain sketches, and nautical depth-

sounding sheets derived from field

observations and surveys; final manu-

script "smooth sheets" and "fair sheets”

showing the results of surveys; maps or

aerial photographic prints annotated

with field survey information, initial

hand-drawn photogrammetric steroplottings

from aerial photographs; and proof sheets

or overlays that bear annotations resulte

ing from field checking or verification of

survey data or that are annotated to show

source of information used on the map.

Cartographic Records Prepared Buring

ntermediate Stages of Publication.

Scribed plastic sheets, color Destroy 1 year after
separation sheets, composites pre- publication of resultant
pared as a step in the making of color map or 1 year after no
separation sheets, photographic neg- longer needed for
atives, glass plate negatives, enlarge- revision.
ments or reductions, color pulls,

proof copies subject to final revision,

“correction file" maps annotated to show

corrections to be incorporated into the

next edition of the published map, and

similar items whose information content

is duplicated by the final published
map.




ITEM

NO.
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DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

Published Maps.

One copy of each published map, Permanent. Break file
atlas, portfolio, and photomap at regular intervals
produced by an agency, including each (1 to 5 years) and offer
edition and variant, and all related to NARS.

indexes (in map or other form).

Map History Case Files and Source

Material.
Map history and chart history case Submit SF 115, Request
files documenting the chronological for Records Disposition

events in planning, surveying, field Authority.
work, and production and’revision of
specific maps, and files containing

or describing the sources of informa-

tion for specific maps, including map
specifications, location diagrams, notes
kept by the cartographers when making

maps, maps or photographs from which
information was abstracted, correspondence,
reports, bibliographies, lists of sources,
and papers showing information about the
origin and sPeIIing of place names.

Maps on Microfilm,

a. If both original hardcopy maps Submit SF 115, Request
and microfilm copies exist. for Records Disposition
Authority.
b. If only the microfilm copies Dispose of in accordance
exist. with instructions for

related hardcopy records.

Computer Related Maps.

a. One copy of each published, Permanent. Offer to NARS
manuscript, or computer produced within 10 years.
map produced by the agency that
show such administrative informa-
tion as the general geographic
coverage of a computer system or
the geographic location of all input
stations used in the system.



ITEM

10-15.
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DESCRIPTION OF RECORDS

b. Hardcopy maps acquired as
sources of data for a computer
system.

c. Computer-plotted maps (hardcopy
printouts or microfilm output?.

Globes, Terrain Models, and Raised

—

Relief Maps.

Three-dimensional terrain models and
raised relief maps (made of plaster,
wood, plastic, or other material).

a. One representative sample of each
type.

b. Remaining items.

Finding Aids.

Graphic or written indexes and other
finding aids relating to maps.

Survey Field Notes, Geodetic Controls,
:qg ?omputations. (Hardcopy or Micro-
1im).

Field notes from surveys, observa-
tions, and explorations, consisting
of a running account of the terrain,
geological notes, a record of water
depths, a daily log or journal, often
in the form of pocket-size notebooks
carried by the observer in the field,
triangulation diagrams, aerial photo-
graphs annotated with geodetic control
data, and survey computations.

Reserved.

AUTHORIZED DISPOSITICN

Submit SF 118, Request
for Records Disnosition
Authority.

Submit SF 115, Request
for Records Disposition
Authority.

Permanent. Offer to NARS
within one year of pro-
duction or when no

Tonger needed.

Dispose of when no
longer needed for agency
use.

Dispose of in accordance
with instructions for
related maps.

Permanent. Offer to NARS
within 10 years after
completion of resultant
map.



ITEM

16.

17.

GENERAL RECORDS SCHEDULE 17

DESCRIPTION OF RECORDS

Vertical and Oblique Aerial Film,
Conventiona)] Aircraft.

Vertical and oblique film in black
and white, color, or "“false color,”
including photo indexes (controlled
or uncontrolled mosaics), flight
1ine indexes or coordinate grid
systems used as finding aids.

a. Original or master negative.

b. Copy negatives, internegatives,
rectified negatives, and glass
plate negatives.

(1) Annotated

(2) Unannotated

¢. Prints

(1) Annotated

(2) Unannotated

Infrared, Ultraviolet, Multispectral
Video, Imagery Radar,
and Related Data Tapes, Converted to
a Film Base.

a. Original or master negative

b. Prints

AUTHORIZED DISPOSITION

Submit SF 115, Request
for Records Disposition
Authority.

Submit SF 115, Request
for Records Disposition
Authority.

Destroy when no ionger
needed for agency use.

Submit SF 115, Request
for Records Disposition
Authority.

Destroy when no longer
needed for agency
use.

Submit SF 115, Request
for Records Disposition
Authority.
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ITEM o
NO. DESCRIPTION OF RECORDS “AUTHORIZED DISPOSITION
(1) Annotated Submit SF 115, Request
for Records Disposition
Authority.
(2) Unannotated Destroy when no longer
: needed for agency use.
18. Finding Aids.
Photo mosaics flight line indexes, Dispose of in accordance
coded grids, coordinate grids and with instructions for
other finding aids relating to remote related remote sensing
sensing imagery. imagery records.

EXPLANATORY NOTES

Items 1 thru 9

~The term "map" is used as a generic term for maps, charts, cartograms, and
atlases. The word "published" as used in this schedule means maps or
charts reproduced by printing, photograph, or similar processes in multiple
copies, whether for limited or general distribution. These may be in
single sheet or bound format. If the agency has systematically filed
hand-corrected editions with other published maps in a central or master
files, it is not desirable to break up the file by the removal of
hand-corrected copies; the file should be maintained in its original order.

Item 6b

These are published or manuscript maps acquired, from whatever source,

by an agency for the purpose of abstracting geographic information for
input into a computer system. They may be of enduring value because they
explain the unique information used in the system and they may be necessary
to verify the original source of information. They also may contain unique
geographic information, beyond what has been abstralted for computer use,
not available elsewhere. If the maps are arranged in a numbered or
alphabetized file, retain the original and complete order. Finding aids
should be retained in conjunction with the maps.

Item 6¢
These maps must be evaluated by NARS on a agency-by-agency basis. The

evaluation of the maps must take into account the reproducibility,
repetitive nature, access, and legibility of the maps.
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Item 7

Globes are often unique and valuable items of cartographic expression and
as such they may have enduring value (except multiple copies). One
sample of each globe produced or accumulated by an agency in the course
of its official business should be preserved permanently.

Item 8

Graphic indexes are maps containing lines, symbols, or colors designed
to show the geographic coverage, 1imits of state or completion of each
jtem in a series or multiple set of map records. Other finding aids
may include written map lists, box lists, card file indexes, or
magnetic tape or other machine-readable finding aids.

Item 9

Survey notes in the form of automated data may be permaneni]y valuable
in machine-readable form. Guidelines for the disposition of automated
records are found in General Records Schedule 20.

Item 16

Vertical aerial film consists of film images that are exposed with the
optical axis of the camera approximately perpendicular to the earth's

surface and with the film image as nearly horizontal as practicable.

Oblique aerial film consists of film images that are made with the camera
axis directed between the horizontal and the vertical. Oblique photo-
graphy is generally used for reconnaissance purposes. Because oblique
reconnaissance photography may be repetitive, it is often possibie to
select representative sample coverage rather than retaining full coverage
of particular conditions, events or phenomena. Representative samples
may be selected by agreement with NAPRS.

Item 17

These sensor systems provide photographic imagery, sometimes after
conversion or transferral of information from raw data. The film is
considered to be the primary record. The raw data, if machine-readable
is covered by General Records Schedule 20. (Non-photographic sensor
records such as microwave, radiometer, thermal infrared, thermal
ultraviolet, and non-imagery radar are not covered by this schedule.)
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GENERAL RECORDS SCHEDULE 18

Security and Protective Services Records

Security and protective services records include the various files created
by agencies to control and protect classified information; to protect.
Government facilities from unauthorized entry, sabotage, or loss; to insure
the adequacy of protective measures at privately-owned plants given security
cognizance by the Government; to determine loyalty and fitness of individi-
duals employed by, or seeking employment from the Government; and to
develop and implement plans for the protection of 1ife and property under
emergency conditions. Included are files of offices having Government-wide
or agency-wide-responsibilities for security and protective services pro-
grams. Also included are files of security units, guard forces, and other
organizational elements documenting the control of classified information,
access to facilities, and 1ike matters.

This schedule authorizes for disposal records documenting administrative
actions relating to the above functions. Records documenting Government-
wide or agency-wide security and protective services planning and pro-
gramming, reflecting basic over-all policies and determinations (Item 1),
are not authorized for disposal by this schedule. variations among agencies
in methods of implementing statutory requirements for security and protect-
jve services result in dissimilarities in program documentation. The
application of standard techniques of filing and disposition to such
records through the medium of a General Records Scheule is therefore
impractical. Any records created prior to January 1, 1921, must be offered
to the National Archives and Records Service before applying these disposi-
tion instructions.

Security and Protective Services Program Records

Records accumulated by organizational. elements having Government-wide or
agency-wide responsibilities for administration of security and protective
services programs. They relate to classified information accounting and
control, facilities security and protective services, personnel security
clearance, and emergency planning.

ITEM
NO DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION
1." Security Policy Files.

Manuals, directives, plans, reports, Submit SF 115, Request for
and correspondence reflecting poli- Records Disposition

cies and procedures developed in the Authority.

administration and direction of

security and protective services

programs.
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Classifed Information Accounting and Control Records

Records accumulating from measures taken by agencies to pretect classified
information from unauthorized disclosure in accordance with Executive Order
10501, other Executive Grders, or statutory or regulatory requirements.

ITEM
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

2. Classified Documents Administrative
Correspondence Files.

Correspondence files pertaining to Destroy when 2 years old.
the administration of security

classification, control and account-

ing for classified documents, not

covered in Item 1 or elsewhere in

this schedule.

3. Document Receipt Files. y

Classified documents receipts, relat- Destroy when 2 years old.
- ing to the receipt and issue of
classified documents. -

4. Destruction Certificates. , -~

Classified documents destruction Destroy when 2 years old.
certificates relating to the des- :
truction of classified documents.

5. Classified Document Inventory Files.

Forms, ledgers, or registers used to Destroy when 2 years old.
show identity, internal routing, and

final disposition made of classified

documents, but exclusive of classified

document receipts and destruction cer-

tificates and documents relating to —

Top Secret material covered elsewhere

in this schedule.
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ITEM )
NO DESCRIPTION OF RECORDS

6. Top Secret Accounting and Control
Files.

a. Registers maintained at control
points to indicate accountability
over Top Secret documents, re-
flecting the receipt, dispatch,
or destruction of the documents.

b. Forms accompanying documents to
- insure continuing control, show-
ing names of persons handling the
documents, intra-office routing,
and comparable data.

7. Access Request Files.

Requests and authorizations for
individuals to have access to -
classified files.

8. Classified Document Container
Security Files.

Forms or lists used to record safe
and padlock combinations, names of
individuals knowing combinations,
and comparable data used to control
access into classified document
containers. :

AUTHORIZED DISPOSITION

Destroy 5 years after do-
cuments shown on forms are
downgraded, transferred,
or destroyed.

Destroy when related docu-
ment is downgraded, trans-
ferred, or destroyed.

Destroy 2 years after
authorization expires.

Destroy when superséded by
a new form or list, or
upon turn-in of containers.

Facilities Security and Protective Services Records

Records relating to measures taken for the protection of Government-owned
facilities and privately operated facilities given security cognizance by
the Government from unauthorized entry, sabotage, or loss.

9. Security and Protective Services
ministrative Correspondence Files

Correspondence files relating to
administration and operation of the
facilities security and protective
services programs, not covered by
Item 1 or elsewhere in this schedule.

Destroy when 2 years old.



ITEM
NO

10.

11.

12.

13.

14,

GENERAL RECORDS SCHEDULE 18

DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

Survey and Inspection Files.

{Government-owned facilities)

Reports of surveys and inspections Destroy when 3 years old,
of Government-owned facilities con- or upon discontinuance of
ducted to insure adequacy of protect- facility, whichever is
jve and preventive measures taken sooner.

against hazards of fire, explosion;

and accidents, and to safeguard

information and facilities against
sabotage and unauthorized entry.

Survey and Inspection Files.

(privately owned facilities)

Reports of surveys and inspections Destroy when 4 years old
of privately owned facilities assign- or when security cognizance

ed security cognizance by Government is terminated, whichever
agencies, and related papers. _1s sooner.

Investigative Files.

Investigative files accumulating Destroy when 2 years old. -
from investigations of fires, ex-
plosions, and accidents, consisting
of retained copies of reports and
related papers when the original
reports are submitted for review and
filing in other agencies or organiza-
tional elements, and reports and
related papers concerning occurrences
of such a minor nature that they are
settled Tocally without referral to
other organizational elements.

Property Pass Files. : —

Property pass files, authorizing re- Destroy 3 months after
moval of property or materials. expiration or revocation.

Guard Assignment Files.

Files relating to guard assignments
and strength.

a. Ledger records. Destroy 3 years after
final entry. :



ITEM

15.

16.

17.

GENERAL RECORDS SCHEDULE 18

DESCRIPTION OF RECORDS

b.

Requests, analyses, reports,
change notices, and other papers
relating to post assignments and
strength requirements.

Police Functions Files.

Files relating to exercise of police
functions.

a.

Ledger records of arrest, cars
ticketed, and outside police
contracts.

Reports, statements of witnes-
ses, warning notices, and other
case papers relating to arrest,
commi tments, and traffic
violations.

Reports on contact of outside
police with building occupants.

AUTHORIZED DISPOSITION

Destroy when 2 years old.

Destroy 3 years after final
entry.

Destroy when 2 years old.

Destroy when 1 year old.

Personal Property Accountability Files. -

Files relating to accountability for
personal property lost or stolen.

a.

b.

Ledger files.

Reports, loss statements, re-
ceipts and other papers relating
to lost and found articles.

Key Accountability Files.

Files relating to accountability
for keys issued.

Destroy 3 years. after final
entry. ’

Destroy when 1 year old.

For areas under maximum
security, destroy 3 years
after turn-in of key. For
other areas, destroy 6
months after turn-in of
key.



ITEM
NO

18.

19.

20.

GENERAL RECORDS SCHEDULE 18

DESCRIPTION OF RECORDS

Visitor Control Records.

Registers or logs used to record
names of outside contractors, ser-
vice personnel, visitors, employees
admitted_to areas, and reports on
automobiles and passengers.

Facilities Checks Files.

Files relating to periodic guard
force facility checks.

a.

Data sheets, door slip sum-
maries,check sheets, and guard
reports on security violations
(except copies in files of agency
security offices covered by

Item 25 of this schedule).

Reports of routine after-hours
security checks which either do
not reflect security violations,
or for which the information con-
tained therein is documented in
the files defined in Item 25 of
this schedule.

Guard Service Control Files.

a.

Control center key or code
records, emergency call cards,
and building record and. employee
jdentification cards.

Round reports, service reports

on interruptions and tests, and
punch clock dial sheets.

AUTHORIZED DISPOSITION

For areas under maximum
security, destroy 5 years
after final entry or 5
years after date of docu-
ment, as appropriate, for
other areas, destroy 2
years after final entry
or 2 years after date of
document, as appropriate.

Destroy when 1 year old.

Destroy when 1 month old.

Destroy when superseded or
obsolete.

Destroy when 1 year old.
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ITEM
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION
c. Automatic machine patrol charts Destroy when 1 year old.
and registers of patrol and
alarm services. _
d. Arms distribution sheets, charge Destroy 3 months after re-
records, and receipts. turn of arms.
21. Logs and Registers..

Guard logs and registers not covered
elsewhere in this schedule.

a. Central guard office master logs. Destroy 2 years after final

entry.
b. Individual guard post logs of Destroy 1 year after final
occurrences entered in master entry.
logs.

Personnel Security Clearance Records

Records accumulating from investigations of personnel conducted under
Executive Order 10450, other Executive Orders, or statutory or regulatory
requirements. '

22. Security CGlearance Administration
Correspondence Files.

Correspondence files relating to Destroy when 2 years old.
administration and operation of the

personnel security clearance program,

not covered by Item 1 or elsewhere in

this schedule.

23. Personnel Security ClearancevCase Files.

Records of investigations of person- Transfer to Federal Records
nel employed by or seeking employ-  Center 5 years after date
ment from the Government, or whose  of last action. Destroy 2C
relationship otherwise with the years after date of last
Government requires a security clear- action.

ance, but exclusive of copies of

investigative reports and related

papers furnished to agencies by the

Civil Service Commission for which

maintenance and disposition instruc-

tions are provided in Chapter 736 of

the Federal Personnel Manual.

7
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ITEM

NO. DESCRIPTON OF RECORDS AUTHOR.IZED DISPOSITION

24. Personnel Security Clearance Status
Files.
Records showing the security clear- Destroy lists or rosters
ance status of individuals, either when superseded or obsolete;
in the form of lists or rosters, or destroy case files upon
as individual case files containing transfer or separation of
copies of documents contained in case related individual.
files described in Item 23 above.

25. Non-Felonious Security Violation Files.
Case files relating to investiga- Destroy 2 years after comp-
tions of alleged security violations, letion of final corrective
but exclusive of files concerning or disciplinary action.
felonies and papers placed in
official personnel folders.

26. Felonious Security Violation Files.

Case files relating to investigations Submit SF 115, Reguest for
of alleged security violations of Records Disposition

a sufficiently serious nature to be Authority.

classed as felonies.

Emergency Planning Records

Records accumulating from the formulation and implementation of plans (such

as evacuation plans

for protection of life and property during emergency

conditions.

27.

Emergency Planning Administrative
Correspondence Files.

Correspondence files relating to Destroy when 2 years old.
administration and operation of the

emergency planning program, not cover-

ed by Item 1 or elsewhere in this

schedule.
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ITEM

NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

28. Emergency Planning Case Files.
Case files accumulated by offices Submit SF 115, Request for
responsible for preparation and Records Disposition
issuance of plans and directives, Authority.
consisting of a record copy of each
plan or directive issued, with
related background papers.

29. Emergency Directives Reference Files.
Copies of plans and directives, Destroy when superseded or
other than those maintained in obsolete.
case files described in Item 28 above.

30. Emergency Planning Reports.
Agency reports of operations tests, Submit SF 115, Request for
consisting of consolidated or Records Disposition
comprehensive reports reflecting Authority.
agency-wide results of tests con-
ducted under emergency plans.

31. Emergency Operations Tests Files.

Papers accumulating from tests Destroy when 3 years old.
conducted under emergency plans,

such as instructions to members

participating in test, staffing

assignments, messages, tests by

communications and facilities, and

retained copies of reports.
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GENERAL RECORDS SCHEDULE 19

Research and Development Records

These are records created by agencies which conduct technical and
scientific research and development activities in order to develop

new concepts, techniques, equipment, and materials, or modi fy

those in existence. The records relate to such phases of research

and development as the establishment of requirements and .
preliminary characteristics, experimentation, design, engineering, modi-
fication, testing, and acceptance. They accumulate at various agency
organizational levels, such as offices responsible for program direction,
laboratories, proving grounds, and arsenals. Any records created prior
to January 1, 1921, must be offered to the National Archives and Records
Service before applying these disposition instructions.

Scientific data accumulating during the conduct of a specific project are
generally recorded in laboratory notebooks, and later summarized in
technical reports. While the technical reports will normally show the
progressive and final results of the research effort, they do not always
show how these results were achieved, or when a theory, device, or process
was first conceived or reduced to practice. The laboratory notebooks and
other subsidiary scientific papers record the methods and procedures used
daily by the scientist in research performance, and possess potential
reference value for future scientific research, as well as for the
establishment of patent or invention rights.

Research and development for some agencies is accomplished both by agency
personnel and by private commercial or research organizations whose services
are contracted for by the agency. When the latter is used, the contractor
is required to furnish the results of research to the agency in the form
of technical reports, experimental data, or comparable media. All

records furnished by the contractor pursuant to terms of the contract
become the property of the Government and the provisions of this

schedule are applicable thereto.

Work on a major research and development project or system may be assigned
to various organizational elements of an agency. These work assignments
may be designated as "sub-projects," "tasks," or "phases." They are
generally identified with the major project or system through the agency
project numbering or classification system. The term "project" as used
in this schedule includes any related sub-projects, tasks, or phases.

It is desirable that these related records be consolidated into a single
project file prior to transfer to a Federal Records Center. However, on
projects of long duration, where volume or other factors preclude the
retention of records until completion of the entire project, records
relating to individual sub-projects, tasks, or phases may be transferred
to Federal Records Centers in the same manner as project case files
defined under Item 3 of this schedule.



ITEM
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DESCRIPTION OF RECORDS

R&D Program Files.

Program documents, schedules, and
correspondence maintained by offices
responsible for execution, review,
and analysis of agency research and
development programs, and relating to
the general planning and supervision
of the programs.

R&D Technical Committee and Board Files.

AUTHORIZED DJSPOSITION

Submit SF 115, Request
for Records Disposition
Authority.

Agendas, directives, minutes of meetings,

and reports covering general operations
of the committee or board, and papers

relating to the establishment, revision,

or termination of 1ndiyidua1 projects.

a. Official file of the committee
or board maintained by the
Secretary, Chairman, or other
designee.

b. Copies of committee or board
files distributed to members.

R&D .Project Case Files.

Records maintained at the laboratory
or comparable level, reflecting a
complete history of each project from
initiation through research, develop-

Submit SF 115, Request
for Records Disposition
Authority.

Destroy when superseded
or obsolete or upon
termination of member-
ship,whichever is sooner.

Submit SF 115, Request
for Records Disposition
Authority. ‘

ment, design, and testing, to completion.

They include (when created by agency
personnel or received from contractors)
procurement files, consisting of a copy
of each contract or agreement for re-

search services with related modifications,

changes, or addenda; project authoriza-
tion documents; project cards; technical
characteristics; test and trial results;
drawings, specifications, and photograph
considered to be essential to document
design, modifications, and engineering

S

development; technical and progress reports;

2



ITEM
NO

GENERAL RECORDS SCHEDULE 19

DESCRIPTION OF RECORDS

notice of completion or cancellation;

reference to the location of prototype -
models, films, or other items too bulky

for inclusion in these files; and
correspondence influencing the course
of action taken on a project.

R&D Project Lists.

Lists, card indexes, or other media
reflecting in a comprehensive manner
individual projects administered by
an agency.

R&D Source Data Files.

Punch cards, electronic tape, or
comparable media used to collect and
assemble data of a preliminary or
intermediate character generated from
such processes as experiments or
observations of a routine, repetitive
nature, and used for reference in
arriving at determinations in the
conduct of research projects.

" R&D Laboratory Notebooks Files.

Notebooks containing technical and
scientific data accumulating from the
conduct of research and development.

a. Notebooks containing data deter-
mined by competent scientific or
technical personnel either to be
duplicated-in technical reports

or elsewhere in project case files,

or to be of such a routine or
fragmentary nature that their

AUTHORIZED DISPOSITION

Submit SF 115, Request
for Records Disposition
Authority.

Dispose of when determined
by competent agency
research personnel that
the files have served

all research purposes.

GRS 20, Machine-Readable
Records, provides disposi-
tion guidelines.

Destroy 6 months after
completion or termination
of the related project
or projects.

retention would not aid significantly

to the project file.

b. Other notebooks.

Submit SF 115, Request
for Records Disposition
Authority. ‘



ITEM
NO

10.

11.

GENERAL RECORDS SCHEDULE 19

DESCRIPTION OF RECORDS

R&D Technical Report Files.

An official file copy of each techni-
cal report or unpubiished manuscript
of report prepared in connection with
a project, article reprints, terminal
narratives, statistical and graphic
compilations, summarizations, and
analyses.

R&D Drawing and Specification Files.

An official file copy of each drawing
and specification showing final design
and technical characteristics of items
developed.

R&D General Correspondence Files.

Correspondence of general administra-
tive or housekeeping nature (exclusive
of papers containing scientific or
technical data), maintained by offices
other than those referred to in Item 1.

R&D Project Control Files.

Copies of documents contained in
project case files, preliminary
sketches, drawings, specifications,
and photographs determined by compe-
tent scientific and technical
personnel not to be of sufficient
value for incorporation into project
case files, and correspondence con-

cerning such administrative matters

as travel, conferences, consultations,
and transmittal ‘of documents.

R&D Summary Progress Reports Files.

Reports submitted by laboratories or
other project offices to show the ini-
tiation and degree of completion of
projects, and consolidated reports pre-
pared therefrom. '

AUTHORIZED DISPOSITION

Submit SF 115, Request
for Records Disposition
Authority.

See GRS 22, Design and
Construction Records for
disposition instructions.

Destroy when 2 years old.

Destroy upon completion
or cancellation of pro-
ject, or earlier, as they
serve their purpose.
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ITEM .
NO. DESCRIPTION OF RECORDS _ AUTHORIZED DISPQSITION

a. Copies of reports retained by Destroy 1 year after
reporting offices. completion or cancella-

tion of related projects.

b. Feeder reports used for compila- Destroy upon submission
tion of consolidated reports, of consolidated report.
except as indicated in ¢ below.

c. Consolidated reports, consisting Submit SF 115, Reque§t
of an official file copy of each for Records Disposition
consolidated report and any feeder Authority.
reports used for preparation there-
of containing technical or scientific
data not fully documented in the
consolidated reports.

12. R&D Investigative Files.

Records pertaining to exploration of the

feasibility of unsolicited proposal for

projects received from individuals.

a. Proposals resulting in authorized Same as for Item 3.
projects.

b. Rejected proposals. Destroy 5 years after
completion of investiga-
tion.

13. R&D Procurement Files.
Formal contracts or agreements with See Item 4, General

universities, commercial concerns, and Records Schedule 3.
individuals for research and develop-

ment work, and related papers, but

exclusive of technical or scientific

data furnished to the Government pursu-

ant to the terms of the contracts or

agreements and copies of contractual

documents filed in project case files

defined in Item 3 of this schedule. .



ITEM
NO

14.

GENERAL RECORDS SCHEDULE 19

DESCRIPTION OF RECORDS AUTHORIZED DISPQSITION

R&D Technical ﬁeference Files.

Copies of technical reports, specifi- Destroy when superseded
cations, drawings, and other technical or obsolete.

and scientific data received from

Government agencies, commercial concerns,

or other sources, used as a reference

source in the performance of the re-

search and development function, but

exclusive of official file copies of

these documents.
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Machine-Readable Records

This schedule covers machine-readable records and the related documenta-
tion required to service them. Machine-readable records require
processing and decoding for conversion to human-readable information

and are usually stored on media which make them easy to modify and
update. This contributes to the mistaken notion that such records are
ephemeral or non-record material, especially as opposed to their hard
copy informational equivalents. Federal statutes and regulations define
Federal records as the products of government business and specifically
include a1l media on which they may be recorded. When information
exists in both machine-readable and hard copy forms including computer
output microform (COM), various factors bear on the decision of which
medium should be retained for archival purposes. Among these are the
relative cost of storage and preservation, the relative convenience of
reference, and the facility with which most hard copy forms may be
regenerited from machine-readable files (a process which is costly to
reverse).

Data on media other than computer magnetic tape (such as punch cards,
paper tape, disc packs, or drums) may be scheduled by this schedule,
but in most cases must be converted to magnetic tape before transfer
to NARS. .

Machine-readable records differ from records oﬁ other media in four
jmportant ways:

1) The machine-readable media on which they are most often
recorded are erasable and reusable, thus creating a cost
effectiveness factor in their management which is not
present with more permanent media;

2) The magnetic media on which most machine-readable records are
recorded are not designed to be permanent storage media for
records. Thus the fragility of most information ie machine-
readable form makes it mandatory that such records be brought
under control as early as possible in their life cycle.
Ideally this control should be exercised at the time a system
js created, even before it has generated records. If this is
done, disposition standards can be written on the medium as an
integral part of the internal file label, Such timely scheduling
leads to identification of files of archival value and can
ensure that they are stored under optimum conditions as soon
as the agency no longer needs them;
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3) Due to the ease with which machine-redable records may be
updated or revised and the media reused, their life cycle
is briefer and more compiex than that of other records.- While
the master file stage is most often the form in which machine-
readable records should be subject to archival appraisal,
sometimes other versions should be retained because their
informational content is more complete than related master
files or especially relevant to agency policy, decisions,
or special reports;

4) Because machine-readable records must be subjected to both
mechanical and electronic processing and decoding to be con-
verted to human-readable information, the records revealing
such processes (documentation) must be scheduled with the
‘machine-readable records.

The qualities which separate machine-readable records from those on other
media also make it difficult to produce a subject-oriented general
schedule for machine-readable records which is analogous to the other
general schedules. Thus this schedule categorizes records for dispositio
standards on the basis of the kinds of records or files that are common
to most ADP systems. They are divided into three classes:

Documentation (Part I) covers those records required for servicing
machine-readable records -- for converting them from human-readable
information to encoded data and vice versa. These are an organized
series of descriptive documents required to initiate, develop,
operate, and maintain specific applications of ADP systems. As
might be expected, the disposition of documentation is linked to
the disposition of the related machine-readable files.

Processing files (Part II) are those machine-readable files, aside
rom master files, which comprise the 1ife cycle of most comput-
erized records. Processing files -- from work files and raw data
input files to publication files and security backup files -- are
employed to create and use a master file. They are presented here
separately from master files for the sake of clarity and because
they generally do not qualify for long term retention. Those for
which disposal is not authorized are so treated because they may
contain more complete information than the related master file or

be especially relevant to agency policy, decisions, or special
reports -- adequate reasons for initiating archival appraisal.
The proper scheduling of processing files can increase the
availability of space on machine-readable media and reduce agency
expenditures for stocks of magnetic media.
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Master files (Part III) constitute the definitive state of a data
file in a system at a given time. Such files are categorized
herein only partly on the basis of subject content. Other impor-
tant considerations regarding disposition are the format of the
data file and the manner in which it is updated. Such variables
influence the scope of the informational value of a file and the
frequency with which its machine-readable output should be subject
to archival appraisal.

“Data automation planning and operational records," which are included
in a previous version of this general records schedule, are not included
here. They are textual records and relate to an agency's planning,
procurement, and operational processes. Thus they may be scheduled by
reference to other appropriate general records schedules.

1t should be emphasized that machine-readable records which do not fit
categories 1isted in this schedule are not thus automatically authorized
for disposal. Disposition of such records should be authorized by
submission to the National Archives and Records Service of a completed
SF 115, Request for Records Disposition Authority.

The decision table format, rather than the columnar format, is used
herein for two reasons: 1) it reduces requirements for explanatory
footnotes, and 2) assists the user in conceptualizing the many categories
and subcategories of records involved.
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GENERAL RECORDS SCHEDULE 20

Explanatory Notes

"Dispose of after third update cycle" indicates that first generation
data may be disposed of after the fourth successful update.

Records received from another agency become the records of the
receiving agency under either of two conditions:

a) when the data is merged or reduced by the receiving agency,
and no comparable copy exists in the originating agency; and

b) when the data is provided by the originating agency in a form
designed to meet the needs of the receiving agency, and no
comparable copy exists in the originating agency.

In such cases the resulting data file should be scheduled according
to the appropriate category listed in this schedule, where applicable.

17






FPMR 101-11.4
January 18, 1977

GENERAL RECORDS SCHEDULE 21

Audiovisual Records

This schedule covers audiovisual and related records that have been
created by or for agencies of the Federal Government and those acquired
by Federal agencies in the course of business. Audiovisual records
created prior to January 1, 1946, must be offered to the National
Archives and Records Service before applying disposition instructions
set forth in this schedule.

Audiovisual records include still pictures, motion pictures, sound
recordings, video recordings, and related documentation used for or
necessary to the proper identification and retrieval,or bearing on the
origin, acquisition, use, and ownership of these records.

Audiovisual records that may have continuing legal, administrative, and
research value are of two kinds: (1) those created, acquired, used, or
distributed by Federal agencies for informational purposes and (2) those
generated in conjunction with the transaction of agency business or re-
sulting from agency program responsibilities which constitute evidence

of the organization, functions, policy development, decisions, procedures,
operations, or other activities of the Federal Government. Additional
descriptive information applicable to the disposition instructions for
select?d jtems are included in explanatory notes at the end of this
schedule.

The General Records Schedule for Audiovisual Records is broad in scope
and meant to complement approved agency record schedules and the other
General Records Schedules. If an item in this schedulie is at variance
or is inconsistent with an approved agency record schedule, such discre-
pancies should be brought to the attention of the National Archives and
Records Service (NARS). In such cases, disposition should be made in
accordance with specific instructions provided by the National Archives
and Records Service. '

ITEM
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION
1. Still Pictures Files.

Stil photographs, slide sets, film-
strips, posters, original artwork, and
other pictorial records that:



ITEM
NC.

GENERAL RECORDS SCHEDULE 21

DESCRIPTION OF RECORDS

a. Provide documentation of the
organization, functions, policies,
procedures, and essential trans-
actions of an agency; or contain
information that is unique in sub-
stance, arrangement or manner of
presentation and unavailable in
another form; or document events
or phenomena which are significant;
or utilize a significant new
technology and represent an advance
in the state of the art.

(1) Still photographs
~ (a) Black and white photo-
graphy - the original
negative and a captioned
print.

(b) Color photography - the

AUTHORIZED DISPGSITION

Permanent. Break file
every 5 years. Offer to
National Archives and
Records Service (NARS)
when no longer needed for
administrative use or
when 10 years old.

original color transparency

or color negative, a cap-

tioned print, and an inter-
negative if one is available.

(2) Other still pictorial records -
the original and a reference print

of each.

b. Are included as part of a project
file, case file, report, or a
similar type of record.

¢. Are not permanent records as
described under item la of this
schedule.

d. Are faulty or technically poor
photography.

Dispose of in accordance
with the approved dis-
position instructions
applicable to the records
of which they are a part.

Destroy when n¢ longer
needed for administrative
use in accordance with
FPMR 101-42.303-1.

Destroy immediately in
accordance with FPMR
101-42.303-1.
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ITEM
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION
2. Motion Pictures Files.

‘Motion picture films including nega-
tives, masters, and prints of productions
and unedited outtakes and trims that:

a. Provide documentation of the Permanent. Offer to
organization, functions, policies, NARS when no longer
procedures, and essential trans- needed for administrative

actions of an agency; or contain use or when 5 years old.
information that is unique in

substance, arrangement or manner

of presentation and unavailable in

another form; or document actual

events or phenomena which are

significant; or utilize a signifi-

cant new technology and represent

an advance in the state of the art.

(1) Agency sponsored films intended
for distribution - the original
negative or color original plus
separate optical sound track, an
intermediate master positive or
duplicate negative plus optical
sound track, and a sound projection
print.

(2) Films produced by or for an agency
that is intended for internal staff
use - the original negative or color
original plus sound anda projection
print.

(3) Films acquired by an agency - two
projection prints.

(4) Unedited outtakes and trims, the
discards of film productions, which
have been appropriately arranged,
labeled, and described - the original
negative or color original and a
work print.

(5) Films resulting from a visual or
electronic transfer of video re-
cordings.



ITEM

GENERAL RECORDS SCHEDULE 21

NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION
b. Are included as part of a pro- Dispose of in acc@r@ance
ject file, case file, report or with the approved dis-

a similar type of record. position instructions
applicable toc the records
of which they are a part.

c. Are not permanent records as Destroy when no longer
described under item 2a of this needed for administrative
schedule. use in accordance with

FPMR 101-42.303-1.

d. Are faulty or technically poor Destroy immediately in
photography. accordance with FPMR

101-42.303-1.
3. Sound Recordings Files.

Sound recordings on tapes or discs that:

a. Provide documentation of the - Permanent. Offer to NARS
organization, functions, policies, when no longer needed for
procedures, and essential trans- administrative use or
actions of an agency; or contain when 5 years old.
information that is unique in
substance, arrangement or manner
of presentation and unavailable
in another form; or document actual
events or phenomena which are
significant; or utilize a signifi-
cant new technology and represent
an advance in the state of the art.

(1) Conventional mass-produced,
multiple copy disc recordings -
the master tape, matrix or
stamper, and one disc pressing.

(2) Magnetic audio tape recordings
(reel-to-reel, cassette, or
cartridge) - the original tape
or the earliest generation of
each recording and a "dubbing”
if one exists. '
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ject file, case file, report or

described under item 3a of this

ITEM
NO. DESCRIPTIOM OF RECORDS
b. Are included as part of a pro-
a similar type of record.
c. Are not permanent records as
schedule.
d. Are faulty or technically poor
recordings.
4. Video Recordings Files.

Video recordings that:

a.

c.

Provide documentation of the
organization, functions, policies,
procedures, and essential trans-
actions of an agency; or contain
information that is unique in
substance, arrangement or manner
of presentation and unavailable in
another form; or document actual
events or phenomena which are
significant; or utilize a signifi-
cant new technology and represent

an advance in the state of the art.

AUTHORIZED DISPOSITION

Dispose of in accordance
with the approved dis-
position instructions
applicable to the records
of which they are a part.

Dispose of when no longer
needed for administrative
use.

Dispose of immediately.

Permanent. Offer to NARS
when no longer needed for
administrative use or
when 5 years old.

Included are the original or earliest

generation of the recording.

Are included as part of a project
file, case file, report or a
similar type of record.

Have been transferred by visual or
electronic processes to motion
picture fiim.

Are not permanent records as de-
scribed under item 4a of this
schedule.

Dispose of in accordance
with the approved dis-
position instructions
applicable to the records
of which they are a part.

Dispose of after verifying
the adequacy of the film
copy.

Dispose of when no longer
needed for administrative
use.
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ITEM
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

e. Are faulty or technically poor Dispose of immediately.
recordings.

5. Audijovisual Documentation files.

Finding aids and documentation files
relating to audiovisual records,
including:

a. Finding aids consisting of any of Dispose of in accordance
the following: shelf lists, visual with instructions covering
aid cards, data sheets, shot 1ists, the related audiovisual
continuities, review sheets, index- records.
es, caption lists, catalogs, or
other documentation in a textual,
microform, or machine-readable
form that is necessary or helpful
for the proper identification,
retrieval, and use of the audio-
visual records described in
GRS 21, Items 1, 2, 3 and 4.

b. Production files or similar files Dispose of in accordance
which include production contracts, with instructions covering
scripts, transcripts, and other the related audiovisual
documentation bearing on the records.
origin, acquisition, release,
and ownership of the production.

Explanatory Notes

Item la(1)

Included are photographs of significant agency activities, personalities,
procedures, programmatic responsibilities and developments which are made
avaflable to the public and those which are made and utilized in the
course of agency business but which are intended for internal staff use
and not normally available to the public.



GENERAL RECORDS SCHEDULE 21 -
Item 1a(2)

Included are records that explain, instruct, advertise, or illustrate agency
programs and functions. A representative sampling of these records should
be made and identified as permanent records and offered to the National
Archives and Records Service. Determinations as to the items to be selected
as permanent records should be based upon the significance of their content
and the uniqueness and quality of its presentation. Disposition of audio
recordings that relate to filmstrips or slide sets should be in accord with
jnstructions governing the associated filmstrip or slide set.

Item 1c

Included are still photographs that have limited administrative use or
interest such as photographs whose subject matter is transitory in nature
or is of purely local interest. Such photographs might depict athletic
events, social gatherings, or other activities not directly related to
agency operations or responsibilities. Included also are photographs of
low-level administrative staff functions and ceremonial activities
showing award presentations and commendations.

Item 2a

Included are edited motion picture productions as well as unedited footage
(outtakes and trims) that depict significant agency activities, personali-
ties, procedures, programmatic responsibilities and developments. This
jtem includes motion films made for distribution and intended to inform,
teach, or entertain,and films made and utilized in the course of agency
business for internal staff use and not necessarily available to the public.
This item also includes television advertisements and announcements,
commonly referred to as "TV spots,"” which describe, explain, or promote
agency programs and activities. Frequently these announcements are
produced in variant forms which describe the same program or activity and
broadly speaking furnish the same basic information but in a slightly
different arrangement, or they are of such a general nature that their
informational and evidential value is inconsequential. Every TV spot
produced by or for an agency is not a permanent record. A representative
sampling of TV spots needs to be made and identified as permanent records
and offered to the National Archives and Records Service. Determinations
as to which TV spots possess sufficient value to warrant selection as
permanent records should be based upon the significance of their content
and the quality of its presentation. Those spots not selected as permanent
records by an agency are disposable in accordance with the disposition
instructions for item 2c.
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Item 2¢

Included are motion picture productions as well as unedited footage
(outtakes and trims) that have Timited administrative use or interest
such as motion picture films whose subject matter is transitory in nature
or is of purely local interest. Such motion picture films might depict
athletic events, social gatherings, or other activities not directly
related to agency operations for responsibilities. Included aiso is
motion picture footage of low level administrative staff functions and
ceremonial activities showing award presentations and commendations.

This item also includes motion pictures that present standard, well-known,
widely available technical instruction or managerial training programs
which were acquired from Government agencies having established Government-
wide training functions and responsibilities such as the Civil Service
Commission or the armed services.

Item 3a

Included are completed audic productions which are distributed on discs

and intended to inform, teach, or entertain. Also included are "radio

spot masters" of radio announcements which describe and explain significant
agency programs and activities. Frequently these announcements are produced
in variant forms which describe the same program or activity and broadly
speaking furnish the same basic information but in a slightly different
arrangement. In such cases only a sampling of representative radio spots
pertaining to a specific agency activity or program need be considered
permanent records. This item also includes sound recordings of significant
speeches, conferences, committee meetings, and other recordings which may
be made in the course of business but which are intended for internal staff
use and not normally made available to the public. Those not selected

as permanent records should be disposed of in accordance with the disposi-
tion instructions for item 3c. :

Item 3c

Included are sound recordings which have limited administrative use or
interest such as recordings which were produced for and utilized in some
other audiovisual production such as a motion picture or a slide show.
Sound recordings whose subject matter is transitory or of a local interest
nature are also included.

Item 4a

Included are video recordings which are distributed and intended to inform,
teach, or entertain as well as video recordings of significant programmatic
events, procedures, conferences, meetings, operations, and techniques, and
other recordings made in the course of business but which are intended for
internal staff use and not normally available to the public. This item
also includes television advertisements and announcements, commonly referred

8
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to as "TV spots,"” which describe, explain, or promote agency programs and
activities. Frequently these announcements are produced in variant forms
which describe the same program or activity and broadly speaking furnish
the same basic information but in a slightly different arrangement or
they are of such general nature that their informational and evidential
value is inconsequential. Every TV spot produced by or for an agency
should not be considered a permanent record. A representative sampling
of TV spots needs to be made and identified as permanent records and
offered to the National Archives and Records Service. Determinations

as to which TV spots possess sufficient value to warrant selection as
permanent records should be based upon the significance of their content
and quality of their presentation. Those spots not selected as permanent
records by an agency are disposable in accordance with the disposition
instructions for item 4d. Agency originated video recordings and
recordings acquired by anagency from non-Government sources that contain
unique training and instruction material are included if such recordings
provide documentation of or for agency-programs and show their relation-
ship to and impact on the public or present an historical account of
some aspect of the agency's development.

Item 4c

Instructions governing the disposition of motion picture films that
contain material that was originally in a video recording format will
be found in item 2 of this schedule.

Item 4d

Included are video recordings which are purely transitory in nature and
those which depict routine activities and functions having only marginal
importance. Video recordings that present standard, well known, widely
available technical instruction or managerial training programs which
were acquired from Government agencies having established Government-
wide functions or responsibilities such as the Civil Service Commission
or the armed services, are included.
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GENERAL RECORDS SCHEDULE 22

Design and Construction Drawings and Related Records

This schedule provides guidelines for the disposition of design and
construction drawings and related records that have been created or
received by agencies of the Federal government in connection with their
official activities. Drawings refer to those graphic and engineering
records that depict conceptual as well as precise measured information
essential for the planning and construction of static structures such

as buildings, bridges, canals, and other public works projects, as well
as miscellaneous engineering projects such as machinery, weapons, and
equipment. Related records are comprised chiefly of indexes and finding
aids, specifications, and three-dimensional models. Most design and
construction records lose their usefulness to the agency after specific
periods of time. Generally speaking, drawings pertaining to the design
process lose their administrative usefulness after the final construction
plans are accepted; these records should be considered inactive after the
completion of the construction project. Precise measured drawings which
are used during the construction process have a continuing value during
the 1ife of the structure, especially for repair and maintenance projects.
The original construction drawings as well as repair and alteration
drawings (or microform copies) should be considered active while the
structure is still used, maintained or owned by the Federal government.

After the design and construction files are no longer useful to the agency,
certain records have continuing historical value, particularly for the '
architectural historian, historic preservationist, and social historian.
Since it is uneconomic and unnecessary to retain a complete set of drawings
for each construction project sponsored by the Federal government, it is
necessary to make a selection of records for permanent preservation. This
selection must take into consideration not only the types of records but
also the nature of the individual construction projects. The general
intent of any selection should be based on documenting the structures and
projects that are architecturally, historically, and technologically
significant. Criteria for the selection of the significant records are
contained in the notes following the schedule. The selection of

individual buildings or projects should be made by agency personnel with
appropriate historical training, subject_to_the approval of NARS. However,
any records created prior to January 1, 1921, must be offered to NARS before

applying the disposition instructions in this schedule.

This schedule relates primarily to records on the design and construction
of buildings. However, the principles established here can also be applied
to other static structures and miscellaneous engineering projects.
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Those records which bertain to the design process generally consist of:

Preliminary Drawings. Drawings and sketches that are conceptual in
nature. 1hese drawings, which are usually freehand studies that show
the basic design of the structure, include the arrangement of rooms,
general appearance of elevations and floor plans as well as other
details under consideration.

Presentation Drawings. Pictorial and unmeasured drawings prepared
by the architect to present his ideas. They include color render-
ings or perspective views of the outside elevations, as well as
general floor plans.

Models. Three dimensional, reduced-scale models which are prepared
for illustrative or presentation purposes.

The records which pertain to the construction process usually consist of:

Intermediate and Prefinal Drawings. Intermediate stages of drawings

which are created and reviewed in preparation of the final working
drawings.

Final Working Drawings. Architectural and engineering drawings which
consist of the master tracings and acceptable reproducibles. These
drawings provide information about various aspects of the construction
of the building including architectural (floor plans, interior and
exterior elevations, and sections), ornamental, structural, mechanical,
electrical, and air-conditioning details, as well as site and land-
scaping plans. This is probably the most important class of records
since they provide not only detailed instructions for the erection of

the building but also present a comprehensive and detailed picture
of its design.

"As Built" Drawings. Annotated copies of final working drawings or
additional drawings which show changes in the initial construction
from the original design.

Shop Drawings. Detailed drawings prepared by construction contractors
or subcontractors of particular parts of the building which they are
to supply or by manufacturers of products to be assembled in their
shops. These drawings which include plans for architectural
embellishments and interior design such as tile and marble work,
special cabinet work, elevators, or heating systems, not only provide
instructions for assemblying the products on the job site, but

may also be necessary for future repair and preservation projects.

Repair and Alteration Drawings. Original drawings which depict
repairs and alterations to the building as it was originally
constructed.
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Contract Drawings. Copies of the original working drawings on which

contract negotiations are based.

Standard Drawings. Final drawings for standard details and other

documents created in their preparation.

Project Specifications. Guides for individual construction projects

which outline material requirements and explain the materials and
manufactured items depicted on related drawings.

Space Assignment Plan. Drawings which depict outline floor plans
used for space assignments.

DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

Federal Structures Design Files.

Preliminary and presentatibn drawings
and models of Federal structures and
engineering projects.

a. Files selected for architectural,
historical, and technological
significance (see notes at end of
schedule for selection criteria).

(1) Drawings. _ Permanent. Offer to NARS
within 5 years after
completion of project.

(2) Models. Submit SF 115, Request
for Records Disposition
Authority.
b. Files not included under Item Dispose of when no longer
la of this schedule. needed for administrative
purposes.

Federal Structures Construction Files.

Intermediate and prefinal, final working,
“as built", shop, repair and alteration,
contract, and standard drawings; project
specifications, with documents relating

to their preparation; and space assignment
plans of Federal structures and engineering
projects.



ITEM
NO.
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DESCRIPTION OF RECORDS

a.

Files selected for architectural,
historical, and technological

significance (see notes at end of
schedule for selection criteria).

(1)
(2)
(3)
(4)
(5)
(6)

Files not included under Item 2a
of this schedule.

Final Working Drawings.
“As Built" Drawings.

Shop Drawings.

Standard Drawings.

v—

AUTHORIZED DiSPOSITION

Permanent. (ffer to NARS
when file 1is inactive
(see introduction to

this schedule).

Repair and Alteration Drawings.

Specifications and related records.

Dispose of when no longer
needed for administrative
purposes.

Other Architectural and Engineering Drawings.

Original manuscript and dupiicate drawings
submitted to Federal agencies by private

firms or other Federal agencies to meet

Federal minimum standards.

a.

b.

Drawings interfiled with related
case files.

Drawings filed separately from
related case files.

Measured Drawings.

Drawings produced by such agencies
as the Historic American Buildings
Survey and Historic American

- Engineering Record.

Dispose of in accordance
with the approved dis-
position instructions
applicable to the records
of which they are a part.

Submit SF 115, Request
for Records Disposition
Authority.

Permanent. Offer to NARS
when administrative use
ceases unless another
depository is specified
by law.
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ITEM
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION
5. Finding Aids.
Indexes and other finding aids to Dispose of in accordance
design and construction files. with instructions covering
the related design and
construction records.
6. Microform Files.
Microform copies of design and Submit SF 115, Request
construction files. for Records Disposition
Authority.

EXPLANATORY NOTES

Items la and 2a.

Criteria for the selection of architecturally, historically, and techno-
logically significant files:

Architectural Significance

Ori%inaT Design. Primary consideration should be given to those
buildings which are essentially original in design. Although it
may incorporate standard features, a uniquely designed building
is one that was desianed to meet specific needs or functions, and
whose basic design is not repeated in another building.

Standard or Repetitive Design. In cases where buildings use

a standard or repetitive design, it is not necessary to retain
permanently a file for each building. However, a file should
be retained for the building most representative of the basic
design, for each variant of standard designs, and for each
repetitive but slightly different design.

Architectural Style. Buildings which embody the distinguishing
c:a;acteristics of either a period or a regional architectural
style.

Innovations. Buildings which include architectural or
engineering innovations.
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Historical Significance

Administrative Functions and Activities. Buildings which are
associated with the major functions of the Federal government
(executive departments, agencies, and bureaus) and the major
activities of the various Federal agencies (post office, customs
houses court houses, forts, hospitals).

National Events or Personalities. Buildings which are associated
with events or persons who represent the broad history of the

country.

Noted Architect. Drawings by noted architects or engineers of
both proposed and constructed buildings.

Controversial. Buildings which were involved in controversy in
regards to their design, construction, or utilization.

Technological Significance

This category includes files for such objects as ships, airplanes,
spacecraft, weapons, machinery equipment, and furniture. Since
this is a broad category which covers many different types of
technical structures, specific details have not been attempted.
However, permanent records relating to these objects can be
chosen more selectively than records relating to buildings.

In general, files which show how the project was designed,
constructed, and altered, should be retained for a selection

of the most unique structures and for a representative sample

of repetitive and similar structures.

A selection which is to be based on engineering and historical
significance should consider projects which include engineering
innovations or prototypes, projects which have achieved national
acclaim or controversy, or projects which represent the major
product of an agency (such as NASA's spacecraft or TVA's
hydroelectric projects). Representative samples should be
based on the type of structure or project, cost, and regional
variations. Structures and criteria used by the Historic
American Engineering Record and similar comprehensive Tists can
serve as a guideline and minimum standard.

It should be noted that comprehensive plans for projects such

as river and harbor improvements, landscape plans, plans

of systems related to a complex of buildings like military

or educational institutions, or master plans for urban or
regional parks, are closely related to maps. These comprehensive
plans can be evaluated in terms of cartographic records (see
General Records Schedule 17), while individual structures within
the system can be evaluated on the basis of this schedule.

6



GENERAL RECORDS SCHEDULE 22

Item 2a(3)

"As Built" drawings that are the same as or very similar to the final
working drawing should not be retained permanently and are included for

disposal under Item 2b.
Item 6

The National Archives and Records Service generally does not recognize
microfilm as an adequate substitute for design and construction drawings
unless film, processing, and storage meet the standards as prescribed in
FPMR 101-11.5, and unless the microimage meets certain minimum standards
developed by NARS for legibility and mathematical accuracy. Only under
these conditions and with the approval of NARS may original drawings or
specifications be disposed of. However, microfilm should not be
substituted for color renderings or drawings, or for final working
drawings of buildings with major historical or architectural significance,
such as those listed (or potentially listed) by the National Register

of Historic Places and similar organizations. In this case microfilm
should be used for reference purposes, but it should not be considered

the permanent record copy. Microfilm is advised for those files which
are extensive and repetitive, and for those buildings of lesser importance,
particularly those with similar or repetitive designs or those which are
not likely to be renowned historically or architecturally.
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SUBJECT INDEX

Accident, Motor Vehicle Reports

Accountable Officers' Returns

Accountability

Accounting

Accounts

Classified documents
Forms, transportation requests
Transportation and travel

Accountable officers' returns
Availability of Funds
Collection of Funds
Correspondence

Custody of Funds

Deposit of Funds

Exception, Notices of, GAQ
Machine-Readable Files
Settlement, certificates of
Support documents

Surety, personnnel bond

Accounts, general
Allotment
Posting and control media

Acquisition of Real Property, Title Papers

Administrative Management

Commi ttees

Directives

Forms

Management improvement
Organization

Projects

Publications

Records Management
Reports control

Schedule
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Aerial Film

ADP (see Machine-Readable)

Allotment Ledgers

Appeals and Grievances

Applications

Employment
Grants

Housing

Apportionment and Reapportionment (see Budget)

Apportionment Warrants

Arrests

Audiovisual

Contracts

Film strips

Finding aids

Motion pictures
Production files

Photographs

Posters

Scripts

Slides

Sound recordings

Still pictures

Video recordings (discs or tapes)

Awards (personnel)

Bid Files

Bills of Lading

Binding

Bonds

Personnel Surety
Savings

Schedule

17

19
15

18

21

21
21
21
21
21
21
21
21
21
21

26

15
14
12
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Budget

Apportionment
Correspondence files
Estimates

Reports

Work papers

Building Space and Maintenance

Carrier (see

Cartographic

Allocation
Correspondence
Credentials
Directory service
Plans

Release

Reports

Request for services
Utilization

Transportation)

Aerial film
Charts
Aeronautical
Hydrographic
Color Pulls
Color Separation Sheets
Composites
Data tapes
Field Survey Notes
Finding Aids
Globes and models
Map histories
Maps
Computer
Correction
Hand drawn
Microfilm
Pub1ished
Raised relief

Schedule
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Case Files

Certificates

Emergency Planning
Grants

Informational Services
Personnel
Incentive Awards
Security
Research and Development

Classified document destruction
Eligibles (employment)

Export

Performance rating

Settlement

Tax exemption

Title
Transit

Charts (see Cartographic)

Civilian Personnel (see Personnel)

Classified Documents

Access control
Accounting
Container security

Classified Information and Control

Access

Container security
Correspondence
Destruction certificates
Inventory

Receipt

Clearance (see Personnel Security Clearance)

Commendation Letters

Committees

Schedule
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19
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18
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Communications

Administrative
Correspondence
Equipment ‘
Long distance telephone reports
Messages
Operation
Reports
Administrative
Statistical
Telephone
Vouchers

Complaints, Discrimination
Construction (see Design and Construction)

Contracts

Contractors' Payrolls
Correspondence

Accounting

Budget

Building Space and Maintenance
Classified Information and Control
Communications

Cost Accounting

Emergency Planning

Expenditure Accounting
Facilities, Security

Grants

Housing

Informational Services

Motor Vehicle

Pay

Personnel

Personnel Security

Plant Accounting

Printing

Procurement

Property Disposal

Research and Development
Security and Protective Service

12

12
12
12
12

12
12
12
12

19
21

1
18
12

18
18
15

14
10

-

18
13

19
18
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Correspondence (cont)

Space and Maintenance
Stores Accounting
Surplus Property
Transportation

Travel

Cost Accounting
Correspondence
Ledgers
Reports

Credentials

Deductions, Payroll

Design and Construction
Drawings
Finding aids
Microform files
Models
Specifications

Directives

Discrimination Complaints

Dispensary

Drawings (Design and Construction)
Alteration
As-Built
Contract
Design
Manuscript
Measured

Microform
Preliminary

Presentation

Schedule
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Schedule =~ Item

Drawings (cont) R

Repair 22 2
Shop 22 2
Space Assignment 22 2
Standard 22 2
Driver Tests 10 7
Electronic Data Processing (see Machine-Readable)
Emergency Planning
Case files 18 28
Correspondence 18 ) 27
Operations Tests 18 3
Plans - 18 29
Reports 18 30
Equal Employment Opportunity Complaints 1 26
Erasable Media (see Machine-Readable)
Estimates, Budget 5 2
Expenditure Accounting
Allotment 7 3
Correspondence 7 1
Ledgers 7 2
Machine-Readable files 20 1111, 2
Posting and control 7 4
Facilities, Security
Correspondence 18 9
Inspections and surveys 18 10, 11
Investigation 18 12
Finding Aids
Audiovisual 21 5
Cartographic 17 8, 18

Design and Construction 22 5



Forms

Freedom of Information Act Files
Administrative
Appeals
Control

Reports
Requests

Freight
Gasoline Sates Tickets
General Accounting Office
Machine-readable files
Notices of exception
Site audit
Support documentation
Government Losses in Shipment Act
Grants
Applications
Case Files
Control files
Correspondence
Machine-readable files
Products
Guard

Service control
Logs and registers

Health Programs, Civilian

Dispensary logs

Health record card
Individual cases
Machine-readable Files
Reports

Schedule

16

18
18

[, Qe e p— )

20
17
18
16
19

1, 2

111 1,

7, 8,

N OO N

14
12
15

16
17
IIT 3, 4
18

20
21

20
19
21
111 5,6,7,8
22



Household Effects, Shipment of

Housing

Applications
Assignment
Correspondence
Furnishings inventory
Lease
Machine-Readable Files
Maintenance and repair
Reports

Tenant

Yacancy

Incentive Award Case Files

Informational Services

Inspections,

Acknowledgement files
Bibliographies
Correspondence

Freedom of Information
Information retrieval system
Press conference transcripts
Press releases

Press service files

Privacy Act files

Project case files
Publications

Requests

Speeches

Subject files

Safety and Security

Government - owned facilities
Privately - owned facilities

ldentification credentials

Inventory

Investigation

Job Descriptions

Key Control,

Security

Schedule

9

15
15
15
15
15
20
15
15
15
15

14
14
14
14
20
14
14
14
14
14
14
14
14
14

18
18
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Schedule  Item

Ledgers
Allotment 7 3
Cost report 8 8
General accounts 8 2
Plant accounting 8 1, 6
Subsidiary 7 4
Levy and Garnishment 2 23
Losses 1in Shipment Act, Government 9 2
Machine-Readable Records
Backup media 20 11 22, 23
Guides 20 18
Information retrieval ,
Instructions 20 I11,12,13
Master reference 20 11 17,18,19
Intermediate data 20 I1 12,13
Master files g
Grant 20 III 3,4
Housekeeping 20 II1 1,2
Loan : 20 III 3,4
Re-formatted 20 111 12,13
Scientific 20 1 7,8,9,10
Statistical 20  III 5,6,14
Summary ‘ 20 I n
Print file 20 IT 21
Publications 20 II 20
Reports 20 110
‘Source data 8 8
. 20 11,3, 4,5, 6,
7,8,9,10,11
19 5
Specifications
File 20 16,7
Output 2n 19
System 20 I1,2,3
Temporary media 20 IT11
Test data 20 I1 2
Test documentation 20 14,5
Valid transaction 20 11 14,15,16
Work File 20 111

10

\



Mail

Administration
Control

Loss report
Messenger service
Penalty mail reports
Recedipt and routing
Receipts

Registered mail
Stamps

Statistical Reports

Mailing Lists

Maintenance

Management (see Administrative Management)

Maps (see Cartographic)
Messenger Service
Models

Cartographic
Design and construction

Motion Pictures (see also Audiovisual)
Production files
Motor Vehicle
Accidents
Correspondence
Cost and expense data
Maintenance
Operation
Releases
Reports
Nonerasable Media (see Machine-Readable)

Notification of Personnel Action

Numerical Forms Files

1

Schedule
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12
12
12
12
12
12
12
12
12
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Official Personnel Folders

Organization

Pay

Payroll

Allotments
Applications for leave
Bonds

Authorization

Purchase

Receipt and transmittal

Registration
Budget authorization
Correspondence
Individual authorization
Individual earnings and service
Insurance deductions
Leave

Personnel Action, Notification of

Time and attendance reports

Change slips

Fiscal schedules

Levy and garnishment

Machine-readable files

Payrolls (memorandum copy)

Registers

Reports
Administrative
Retirement
Taxes

Taxes

Wage survey

Personnel (Civilian)

Adverse action

Affirmative Action Plans
Applications for employment
Appointments

Awards

Certificates of eligibles
Conflict of interest
Correspondence

Counseling

Discrimination cases

12

Schedule
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Schedule Item

Personnel (Civilian) (cont)

Dispensary logs 1 20
Driver tests 10 7
Employee interviews 1 8
Employee record card 1 2b
Equal Employment Opportun1ty 1 26
Financial interest statements 1 25
Grievance 1 3la
Health record cases 1 21
Health records, individual 1 19,21
Health unit control files 1 20
Incentive Awards
Cases 1 12a
Reports 1 13
Informational files 1 18
Interviews 1 8
Labor - Management relations 1 29
Motor Vehicle operation 10 7
Notification of Personnel Action 1 14
0fficial Personnel Folder 1 1,10
Performance ratings ] 9,23
Personnel security case files 18 23
Position classification .
Appeals 1 7d
Standards 1 7a
Survey 1 7c
Position descriptions 1 7b
Position identification strips ] 1
Reports
Statistical 1 16,22,26fF
Time and attendance
Retention registers 1 17b
Retirement 1 21
Security clearance 18 24
Security violation 18 25
Service record card 1 2a
Standards of conduct 1 28
Time and attendance 2 3
Training 1 30
Personnel Security
Case files 18 23
Correspondence 18 22
Status 18 24
Violations 18 25,26
Photographs (see also Audiovisual) 21 1

13



Schedule ~  Item

Plant Accounting

(3]

Account cards 8 1,6

Correspondence 8 2

Ledgers 8 1,6
Police Records 18 18
Postal Irregularities 12 8
Postal Records 12 5
Posters (see also Audiovisual) 21 1
Press Release and Press Conference

Transcripts 14 1
Press Service 14 |
Printing

Correspondence 13

Issuances 13

Mailing lists , 13

Management 13

Planning 13

Projects 13

Publications 13

Reports td Congress 13

Registers ~ : 13
Privacy Act

Amendment cases 14 26

Control records 14 28

Disclosure 14 27

Reports 14 29

Requests 14 25
Procurement

Bids 3 6

Bond and surety 3 4

Contracts 3 1,4

Contractors' payrolls 3 12

Correspondence 3 3

Inventories 3 10

14



Procurement (cont)

Machine-readable Files
Purchase orders

Real property acquisition
Requisitions

Supply management

Survey, reports of

Tax exemption certificates
Telephone statements

Property Disposal

Correspondence

Excess personal property reports
Excess real property reports
Real property disposal

Surplus property

Publications (see also individual subject)

Purchase Orders

Recordings

Sound
Video

Records Disposition Files

Records Management

Reports

Accident, Motor Vehicle
Budget

Building Space and Maintenance
Communications

Control

Cost Accounting

Emergency Planning
Freedom of Information
Health Programs, Civilian
Housing

Long Distance Telephone

15

Schedule
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Reports (cont)

Requisitions

Research and

Retirement

Machine-Teadable

Pay

Payroll

Privacy Act

Property Disposal

Space and Maintenance

Statistical
Communications
Mail

Personnel

Surplus Property

U. S. Savings Bonds

Bindings

Duplication

Housing maintenance and repair
Nonpersonal

Printing

Procurement

Public Printer

Stamp

Suppiies and equipment

Development

Committee and board files
Correspondence

Drawings and specifications
Indices

Investigative files
Laboratory notebooks
Machine-readable files
Procurement

Program files

Progress reports

Project case files
Project control files
Reference files

Source data files
Technical reports

- Safety and Security Inspections

16

Schedule

13
13
15

WM W WWWw

19
‘19
19
19
19
20
19
19

19
19
19
19
19

18

Item

110

3
17,18¢,21
29

3,5

2

2¢
6b,6d
16,22,26fF
3,5
7

-
w
xomw-hwoogmw

(2]



Science (see Research and Development)
Security and Protective Services

Correspondence

Guard assignment and strength
Guard force facility checks
Guard Tog and registers

Guard service control
Investigations

Key accountability

Lost or stolen property
Police files

Property pass files

Suryey and inspection
Visitor control files

Shortage and Demurrage Reports
Site Audit Records (see also GRS, 2, 9)
Space and Maintenance
Allocation and utilization
Correspondence
Credentials
Directory Service 1listings
Maintenance
Reports

Specifications

Statement of Employment and Financial Interest
Statistical Master File
Stil1l Pictures
Stores Accounting
Correspondence
Invoices

Returns and reports
Work papers

17

Schedule
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Supply

Inventory
Management
Requirements
Requisitions

Surety Bond files

Surplus Property
Correspondence
Personal property
Real property
Reports

Tax Exemption Certificates

Tax Files

Technology (see Research and Development)

Telecommunications

Telephone Statements and Toll Slips

‘Title Papers

Time and Attendance Reports

Transit Certificates

Transportation
Accountability
Bills of Lading

Correspondence
Freight records

Lost or damaged shipment

Travel

Accountability
Authorization
Correspondence
Orders
Reimbursement
Requests
Vouchers

18
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U. S. Postal Service Records

U. S. Savings Bonds

Video Recordings (see also Audiovisual)

Youchers

Wage Survey

Work Papers

Payroll savings
Receipt and transmittal
Registration

Reports

Discs
Tapes

Communications
General
Passenger transportation

Administrative management
Budget

Publications

Stores Accounting

19

Schedule
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FPMR 101-11.4

GENERAL RECORDS SCHEDULES
Forms Index

The following is @ numerical 1ist of the most commonly used Standard and
Optional Forms. Under the GRS citation column, the Schedule number is
followed by the item number in parentheses.

STANDARD FORMS INDEX

SF Number Title GRS Citation
1 Printing and Binding Requisition 3(7); 13(3)
1A Binding Instructions 3(7); 13(3)
1B tist of Books to be Bound 3(7); 13 3;
1C Printing and Binding Requisition for 3(7); 13(3

Speciality Items
2 US Government Lease for Real Property 3(1, 4)
2A General Provisions and Instructions - 3(1, 4)
US Government Lease for Real Property
2B US Government Lease for Real Property 3(1, &)
(Short Form)
7 Service Record 1(2)
7A * Service Record-Continuation 1(2)
78 Employee Record ' 156)
70 Position Identification Strip 1(11)
8 Notice to Federal Employee About 1(1)
Unemployment Compensation
10 Training Report, Government Employees 1(30)
Training Act
11 Contributions and Awards Report, 1(30)
Government Employees Training Act
14 Telegraphic Message 12(3)
15 Claim for 10-Point Veteran Preference 1{1)
18 Request for Quotations 3(7, 4}
19 Invitation, Bid and Award 3(1, 4
19A Labor Standards Provisions 3(1, 4)
198 Representations and Certifications 3(1, 4)

(Construction and Architect -
Engineer Contract)

20 Invitation for Bids (Construction 3(1, 4)
: Contract) _

21 Bid Form {Construction Contract) 3(1, &)

22 Instructions to Bidders (Construction - 23(1, 4)
Contract)

23 Construction Contract 3(1, 4)

23A General Provisions (Construction 3(1, 4)
Contract)

24 Bid Bond 3(1, 4)



SF Number Title GRS Citation

25 Performance Bond 3{(1, 4)
25A Payment Bond 3(1. 4)
258 Continuation Sheet (For Standard 3(1, 4
Forms 24, 25, and 25A)
26 Award/Contract 3(1, 4, 6}
28 Affidavit of Individual Surety 3§1, 4)
30 Amendment of Solicitation/Modification 3(1, 4, 6)
of Contract
32 General Provisions (Supply Contract) 3(1, &)
33 Solicitation, Offer and Award 3(1, 4, 6?
33A Solicitation Instructions and Conditions 3(1, 4, 6
34 Annual Bid Bond 3(1, 4, 6)
35 Annual Performance Bond 351, 4, 6)
36 Continuation Sheet 3(1, 4, 6)
37 Report on Procurement by Civilian 3(5)
Executive Agencies
39 Certification Form 1{5)
39A Request & Justification for Selective 1(5)
Factors & Quality Ranking Factors
44 Purchase Order-Invoice-Voucher 3{4;; 6§1)
44a-d Purchase Order-Invoice-Voucher 3(4); 6(1)
46 ~ US Government Motor Vehicle Operator's 11(4)
Identification Card
47 Physical Fitness Inquiry for Motor 10(7)
Vehicle Operators
43 Report on Positions in Grades GS-16, 1(16)
17 and 18
50 Notification of Personnel Action 1(1, 14); 2(11)
50A Notice of Short-Term Employment 1(1, 14); 2(11)
51 Request for Insurance (FEGLI) 1 1)
52 Request for Personnel Action 1(1, 10)
54 Designation of Beneficiary (FEGLI) 11 )
55 Notice of Conversion Privilege (FEGLI) 1§1;
56 Agency Certification of Insurance 1(1
Status (FEGLI)
59 Request for Approval of Noncompetitive 1(1)
Action
61 Appointment Affidavits 1(1)
. 61B Declaration of Appointee 1(1;
62 Statement of Reasons for Objecting to 1(5
an Eligible or Passing over a
Preference Eligible
66 Official Personnel Folder (1)
66A Official Personnel Folder Tab Insert 1(1)
69 " Incentive Awards Program Annual Report 1(13)
70 Proof of Residence 151;
71 Application for Leave 2(8
72 Report of Action After Agency Ful] 1(1)

Field Investigation



SF Number

73
74
75
78
78A
79
81
82
82D
85
86
87

88
N

91A
92
93
94
97

99
100

108
13

1134
1138
113E
14

1184
1148
114c

Title

Report of Action After CSC or FBI
Section 8(d) Full Field Investigation

Notice of Transmittal of Investigative
Report for Security Determination

Request for Preliminary Employment Data

Certificate of Medical Examination

Medical Appointment and Report

Notice of Security Investigation

Request for Space

Agency Report for Motor Vehicle Data

Agency Report of Sedan Data

Data for Nonsensitive or Noncritical-
Sensitive Positions

Security Investigation Data for
Sensitive Position

US Civil Service Commission Fingerprint
Chart

Report of Medical Examination

Operator's Report of Motor-Vehicle
Accident

Investigation Report of Motor-Vehicle
Accident

Supervisor's Report of Accident
Report of Medical History

Statement of Witness

Certificate of Release of a Motor
Vehicle

Notice of Award of Contract

Equal Employment Opportunity Employer
Information Report EEO-1

Statement of Receipts

Monthly Report of Federal Civilian
Employment

Monthly Report of Federal Civilian
Employment (Short Form)

Payroll Report of Federal Civilian
Employment

Semi-Annual Report of Federal
Participation in Enrollee Programs

Sale of Government Property-Bid and
Award

Sale of Government Property-]tem Bid
and Page-Sealed Bid

Sale of Government Property-Item Bid
Page-Sealed Bid .

Sale of Government Property - General
Sale Terms and Conditions

GRS Citation

1(1)
1(1)
151)
1(1, 21)
1(1, 21)
1(1)
11(2)
10(4)
10(4)
1(1)
1(1)
1(1)

1(1, 21)
10(5)

10(5)
10(5)
101, 22)
10(5)
4(6)

3(4)
1(26)

5(2, 4)
1(16)

1(16)
2(17)
1(16)
4(1, 6)
4(1, 6)
4(1, 6)
4(1, 6)



SF Number Title : GRS Citation

114C-1 Sale of Government Property - Special 4(1, 6)
Sealed Bid Conditions

114C-2 Sale of Government Property - Special 4(3, §)
Bid - Term Conditions

114C-3 Sale of Government Property - Special 4(1, &)
Spot Bid Conditions

114C-4 Sale of Government Property - Special 4(1, 6)
Auction Conditions

114D Sale of Government Property - Amendment 4(1, 6)

of Invitation for Bids/Modification
of Contract

114 - Sale of Government Property - Negotiated 4(1, 6)
Sales Contract

114F Sale of Government Property - Item Bid 4(1, 6)
Page - Spot Bid or Auction

115 Request for Records Disposition Authority 16(3)

115A Request for Records Disposition 16(3)
Authority - Continuation Sheet

118 Report of Excess Real Property 4(3)

118-A Buildings, Structures, Utilities, and 4(3)
Miscellaneous Facilities }

118-8 Land-Schedule B-Supplement to Report of 4(3)

_ Excess Real Property

118-C Related Personal Property 4&5)

119 Contractor's Statement of Contingent 3(1, 4, 6)
or Other Fees

120 Report of Excess Personal Property 455)

120A Continuation Sheet (Report of Excess 4(5)
Personal Property)

121 Annual Report of Utilization and Dis- 4(5)
posal of Excess and Surplus Personal
Property

122 Transfer Order - Excess Personal 4(6)
Property

123 Application for Donation of Surplus 4(6)
Personal Property

123A Application for Donation of Surplus 4(6)
Personal Property - Continuation Sheet

126 Report of Personal-Property for Sale 4(5)

126A Report of Personal Property for Sale 4(5)
(Continuation Sheet)

127 Request for Official Personnel Folder 1(17)
(Separated Employee)

129 Bidder's Mailing List Application 3(6)

132 Apportionment and Reapportionment 5(6)
Schedule.

133 Report on Budget Execution 5(5)

135 Records Transmittal and Receipt 16(3)



SF Number

135A

136
144

145
145A

1458
146
147
148

150
151

170
N
171A

172
173
176

176A
177
220
221

224
225
230

300
330T*
304
304T*
306
362
365

1012
10122

Title

Records Transmittal and Receipt
(Continuation Sheet)

Annual Summary of Records Holdings

Statement of Prior Federal Civilian/
Military Service

Order for Telephone Service

Continuation- Sheet-Order for
Telephone Service

Agency Request for Telephone Service
Changes in Telephone Listings

Order for Supplies or Services

Order for Suppiies or Services
Continuation Sheet

Deposit Bond-Individual Invitation,

Sale of Government Personal Property
Deposit Bond-Annual Sale of Government

Personal Property
Application for Federal Employment
Personal Qualifications Statement
Continuation Sheet for Standard Form

171 "Personal Qualifications Statement"

Amendment to Personal Qualifications

Job Qualifications Statement
Election, Declination or Waiver of
Life Insurance Coverage

The Federal Employees Group Life
Insurance Program

Statement of Physical Ability for
Light Duty Work

Statement of Financial Condition

As of

Statement of Income and Retained
Earnings - July 1,
through
Statement of Transactions

Report on Obligations

US Government Payroll Savings Plan -
Consolidated Quarterly Report

Budget Schedules - General

Budget Schedules - General

Object Classification

Object Classification

Detail of Permanent Positions

US Government Freight Loss/Damage Claim

Annual Report - Disposal of Foreign
Excess Property

Travel Voucher

Travel Voucher (Memorandum)

*T (Transition)

GRS Citation

16(30

16(6)
1(1)

3(4)
3(4)

3(4)
11(3)

el 6]
a(1, 6)
1, 6)

1
1
1
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1(1)
1(25)
1(25)
6(1)
5(5)
2(7)
5(2)
5(22

5(2
5(2

5(2
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SF_Number

10128
1012C
1013A
1013C
1014

1014A
1014M
1015

1016

10168
1017C

1017G
1034

1034A
1035
1035A
1036
1038

1047
1048

1049
1050
1069
1069A

1072A
1074A

1074C
1074E

1075
1080

1081

Title

Travel Voucher - Continuation Sheet

Travel Voucher - Continuation Sheet

Payroll for Personal Services

Payroll for Personal Services

General Ledger

General Ledger

Disbursing Office Ledger

Allotment Ledger

Distribution Ledger

Distribution Ledger

Register of Allotment Ledger
Transactions

Journal Voucher

Public Voucher for Purchases and
Services Other Than Personal

Public Voucher for Purchases and
Services Other Than Personal

Public Voucher for Purchases and
Service Other than Personal

Public Voucher for Purchases and
Services Other Than Personal
(Memorandum)

Statement and Certificate of Award

Application and Account for Advance
of Funds

Public Voucher for Refunds

Memorandum - Public Voucher for
Refunds

Public Voucher for Refunds

Public Youcher for Refunds

Voucher for Allowances at Foreign
Posts of Duty

Voucher for Allowantes at Foreign
Posts of Duty - Memo

Payroll for Personal Services
Payroll for Personal Services--
Miscellaneous

Payroll for Personal Services--

Miscellaneous —_

Payroll Certification and Sunmary-
Memorandum

Pay Receipt for Cash Payment
Voucher for Transfer Between Appro-
priations and/or.Funds

Voucher and Schedule for Withdrawals
and Credits

GRS Citation

7(4)

7(4)
6(1)

6(1)
6(1)
6(1)

821;; 3(4)

6(1)
6(1); 2(16)
6(1)
o)
6(1)

2(13)
2(13)

2(13)
2(13)

2(13)
6(1)

6(1)



- SF Number

1096
1087

1098
1100
1101
1103A

1104
1105
1109A
nn
13
11134

1114
1114A
11148
1120

1121
1125A
1126
1127
1128A

1129
11294
1130
1130A

1131A
1132
1133
1135
1136
1137

1143
1145

Title

Schedule of Voucher Deductions:

Voucher and Schedule to Effect
Correction of Errors

Schedule of Canceled Checks

GAO Notice of Exception

Miscellaneous Obligation Record

U.S. Government Bill of Lading
Memorandum Copy

U.S. Government Bill of Lading -
Shipping Order

U. S. Government Freight Waybill -
Original

U.S. Government Bill of Lading -
Continuation Sheet (Memo)

U.S. Government Freight Waybill -
Original (Continuation Sheet)

Public Voucher for Transportation
Charges

Public Voucher for Transportation
Charges (Memorandum)

Bi1l for Collection

Official Receipt

Collection Voucher

Transportation Request Accountability
Record

Bi11 of Lading Accountability Record

Payroll Control Register

Payroll Change S1ip

Individual Pay Card

Payroll for Personal Services - Payroll
Certification and Summary - Memecrandum

Reimbursement Voucher

Reimbursement Voucher (Memorandum).

Time and Attendance Report

Time and Attendance Report
(For Use Abroad)

U.S. Government Transit Bill of Lading
Memorandum Copy

U.S. Government Transit Bill of Lading
Shipping Order

U.S. Government Transit Freight Waybill
Original

Time and Attendance Report

Time and Attendance Report

Leave Record

Advertising Order

Voucher for Payment Under Federal

Tort Claims Act

GRS Citation

6(1); 2(16)
6(1) -

i
7(3)
9(1)
9(1)
9(1)
9(1)
9(1)
6(1)
6(1); 9(1, 3)
6(1)

6(1)
6(1); 4(6)
9(5)

9(5)

2(14)

1(1); 2(15)
2(1)

2(13)

6(1)

6(1)

2(3, 9)
2(3, 9)
9(1)

9(1)

9(1)

2(3
z§~3§
2(9)

6(1)
6(1)



SE_Number

1145A
1147

1149
1150
151
1152
1153
1154
1154A
1156
1156A.
1157A
1164
1165
1166
1166A
1167
1167A
1169
1170
172
177
1180
11804
11808, C
11800
1180E
1181

1181a
1181b

Voucher for Payment Under Federal
Tort Claims Act - Memorandum
Request for Issuance of Replacement
Check Due to Error in Name and/or
Designation of Payee

Statement of Designated Depository

Title

Account
Record of Leave Data

Nonexpenditure Transfer Authorization
Designation of Beneficiary - Unpaid
Compensation of Deceased Civilian

Employee

Claim for Unpaid Compensation of

Deceased Civilian Employee

Public Voucher for Unpaid Compensation
Due a Deceased Civilian Employee _
Public Voucher for Unpaid Compensation
Due a Deceased Civilian Employee - Memo
Public Voucher for Fees and Mileage

of Witnesses

Public Voucher for Fees and Mileage
of Witnesses - Memorandum
Claim for Fees and Mileage of .

Witness Memorandum

Claim for Reimbursement for
Expenditures on Official Business
Receipt for Cash - Subvoucher

Voucher and Schedule of Payments

Voucher and Schedule of Payments - Memo

Voucher and Schedule of Payments

Voucher and Schedule of Payments - Memo

Transportation Request

Redemption of Unused Tickets
Certificate in Lieu of Lost U.S.A.
Transportation Request

U.S. Savings Bond Issue File Action

Request for Stop Payment

Request for Stop Payment

Advice of Request for Stop Payment
Record of Request for Stop Payment
and Request to Remove Stop Payment

Notice for Returned Check File
Request for Removal of Stop Payment
Notice of Payee or Claimant

(Continuation Sheet)

(Continuation Sheet)

Request

Record of Request for Removal of

Stop Payment

GRS Citation
6(1)
6(6)

6(5)
1)
1(1)
6(1)
6(1)
6(1)
6(1)
6(1); 9(4)
9(4)
9(4)

2(13, 23)--

2§13, 23;
13, 23

2(13, 23)

2(13, 23)
2(13, 23)
2€13, 23
2(13, 23



SF Number Title GRS Citation

1182 Subscriber List for Issuance of U.S. 2(5)
Savings Bonds

1183 Subscriber List for Issuance of U.S. 2(5)
Savings Bonds

1184 Unavailable Check Cancellation 2(13)

a-g

1185 Schedule of Undeliverablie Checks for 6(1)
Credit to Government Accounts

1186 Transmittal for Transportation 9(1)
Schedules and Related Basic Documents

1187 Request and Authorization for Voluntary 2(4)

Allotment of Compensation for Payment
of Labor Organization Dues
1188 Revocation of Voluntary Authorization 2(4)
for Allotment of Compensation for
Payment of Labor Organization Dues
1189 Request for Employee for Payment of 2(4)
Salaries or Wages by Credit to
Account at a Financial Organization
1192 U.S. Savings Bonds Authorization 2(4)
1198 Request by Employee for Allotment of 2(4)
Pay for Credit to Savings Account
with a Financial Organization

1218 Statement of Accountability (Account 6(1)
Current) U.S. Dollar Account

1219 Statement of Accountability 6(1)

1220 Statement of Transactions According 6(1, 5)

to Appropriations, Funds, and
Receipt Accounts
1221 Statement of Transactions Accord1ng 6(1, 5)
to Appropriation, Funds and Receipt
Accounts (Foreign Service Account)

2800 Application for Death Benefits - Civil 1(1)
Service Retirement System

2801 Application for Retirement - Civil 1(1)
Service Retirement System

2801-1 Information in Support of Civil Service 1(1)
Retirement Application

2801A Superior Officer's Statement in 1(1)
Connection with Disability Retirement

28018 Physician's Retirement Purposes 1513

2801C Transmittal of Medical and Related 1{1

Documents for Employee
Disability Retirement
2801D Request for Medical Records (To 1(1)
Hospital or Institution) in
Connection with Disability Retirement



SF Number Title GRS Citation

2802 - Application for Refund of Retirement (1}
Deductions

2803 Application To Make Deposit or Redeposit 1(1)
Civil Service Retirement System

2804 Application to Make Voluntary Contri- 1(1)
butions - Civil Service Retirement System

2805 Request for Recovery of Debt Due the 2(23)
United States (Civil Service Retirement
System)

2807 Register of Separations and Transfers - 2(21)
Civil Service Retirement System

2807-1 Register of Adjustments - Civil 2(21)
Service Retirement System

2807-2 Annual Summary Retirement Fund 2(21)
Transactions

2808 Designation of Beneficiary - Civil 1(1)
Service Retirement System

2809 Health Benefits Registration Form - 1(1)
Federal Employees Health Benefits
Program

2810 Notice of Change in Health Benefits 1(1)
Enroliment

2811 Transmittal and Summary Report to 2(17)

Carrier - Federal Employees Health
Benefits Program
2812 Report of Withholdings and Contribu- 2(17)
tions, Health Benefits, Group Life
Insurance, and Civil Service Retirement
2812A Report of Withholding and Contributions 2(17)
(Continuation)

10



OPTIONAL FORMS INDEX

OF Number Title . GRS Citation
5 Inquiry as to Availability 1(4)
6 Performance Rating Appeal - 1(1, 24)
7 Property Pass 11(4)
8 Position Description 1(7)
12 Request for Door Title Cards and Holders 11(5)
17 Notice to Bidder 4(6)
20 Notice to Surety 4(1, 6)
30 Motor Vehicle Service and Inspection 10(2)
Work Orders
36 PM Schedule and Maintenance Control Card 10(2)
36A Notice of Service and Inspection Overdue 10(2)
37 Nomination for Interagency Training 1(30)
40 Motor Vehicle Service Authorization 10(2)
and Work Order
49 Inq:iry for United States Government Use 1(15)
Only
50 Inquiry for United States Government 1(15
51 Inq$iny for United States Government Use 1{15
Only
85 U. S. Government Ildentification 1154)
62 Safe or Cabinet Security Record 18(8)
63 Security Container Information 18(6)
68 Record of Travel Expenses 9(4)
102 Communications Control Record 12(3)
108 Daily Vehicle Usage Report 10(2)
m Combination Safe Card 18(8)
112 Classified Material Receipt 18(6)
113 Register-Distribution of Classified 18(6)
Material
114 Register-Destruction of Classified 18(6)
Material
117 Notice of Security Violation 18(25, 26)
118 Record of Violation 18(19, 25, 26)
119 Record of Material Removed for Over- 18(6)
night Custody 5
121 Security Check Sheet 18&19;
122 Report of Closing Hours Security Check 18(19
136 Application for Retirement 1(1)
137 Designation of Beneficiary 1(1)
138 Application for Refund of Retirement 1(1)
Contributions
139 Election of Voluntary Contributions 1(1)
and Designation of Beneficiary
140 Election to Receive Extra Service Credit 1(1)
Towards Retirement
141 Application for Service Credit (1)

n



OF Number

151
151(H)
152(H)
152A(H)

153
153A
160

170

185
185A°

187
189
189A
1898

189C
196
199
200
203
206
206A
247
255
261
263
263A

265

Title

Incoming Telegram

Incoming Telegram (Hectograph)

Outgoing Telegram (Hectograph)

Outgoing Telegram (Hectograph),
Continuation Sheet)

Qutgoing Telegram

Outgoing Telegram Continuation Sheet

Request for Records (Freedom of Informa-
tion Act)

Request, Authorization, Agreement and
Certification of Training

Outgoing Telegram (OCR)

Outgoing Telegram (OCR) (Continuation
Sheet)

Telegram Repeat Request

Travel Reimbursement Voucher

Travel Reimbursement Voucher (Memo)

Travel Reimbursement Voucher
Continuation Sheet)

Travel Reimbursement Voucher
(Memo Continuation Sheet)

Performance Rating Report

Notice of Shipment of Effects

Monthly Record of Auto Operating Expense

Privacy Act Information Request

Purchase Order, Receiving Report

and Voucher

Purchase Order, Receiving Report

and Voucher (Continuation Sheet)

Airgram :

Allotment Ledger

Travel Advance Application, Voucher,
and Account

Requisition for Equipment, Supplies,
Furniture, etc.

Requisition for Equipment, Supplies,
Furniture, etc. (Continuation Sheet)
Invitation, Bid and Award (Construction),
Alteration or Repair of Building)

12

* U8, GOVEMNENT PRINTING CFPICE : 1977 0=729-817/1463

GRS Citation

12§3}
e
2
2
14&16)

1(30)

12(3)

12(3)
12(3)
6(1)
6(1)
6(1)
6(1)
iy =
1052)
14(25)
3(4)
3(4)
;zgs)
33)
3(9)
3(9)

3(4, 6)
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v/1~/68 MANUAL CIRCULAR - RECORDS MANAGEMENT HEW=-68.2

VITAL RECORDS PROTECTION STATUS REFORT
1. Purpose

2. Regulations

3. Forms

4, Preparation of Forms

5. Reporting Periods and Due Dates

6. Copies Required

7. Superseded Instructions

1. PURFOSE

The primary purpose of vital records status reporting is to provide

current information for the Office of Emergency Planning to evaluate
over-all readiness of the Federal executive departments and agencles
in safeguarding records needed for emergency operations. It is also
ipstituted as a reminder to such departments and agencieg that their
programs should be reviewed periodically for possible inprovement.

\

2. REGULATIONRS

The General Services Administration has established a requirement
for the submission of a periodic report on vital records protection
in the Federal Property Management Regulations (41 CFR Part 101-11).

3. FORMS

A. The report to the General Services Administration is in two
parts: Form GSA 2034, Bmergency Operating Records, and Form
GSA 2035, Rights and Interests Records. .

T ~ B. Forms GSA 203% and 2035 provide that the campleted forms be

submitted directly to the General Services Administration.
Disregard this provision. Operating agencies shall collect
reports prepared by their subordinate organizations and
forward them to the Department Records Management Officer.

The Department Records Management Officer in turn shall submit
the forms to the Genersl Services Administration.

stribution: MG JRFC-r
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Se.

PREPARATION OF FORMS

A. The Vital Operating Record$ Officer for a given organization
shall prepare forms GSA 2034 and 2035 for all vital operating
records within his organization.

B. Officials concerned shall submit to the Department Records
Manegement Officer a special advisory report vhenever there
is a change in the location of records or whenever a )
significant change occurs in the status of the program or
in the type of records protected. Only that portion of the
form applicable to,the change need be filled out.

C. A detailed descrip:ion of the records and their locations are
classified matters. Hence the reports shall be classified
“Confidential," unless the information referred to warrants
& higher classification. '

REFORTING PERIODS AND DUE DATES - -
—-———-—-—____

COFPIES REQUIRED

A. The Vital Operating Records Officers of the operating agencies
shall submit (1) the original and four copies of each form to
the Department Records Management Officer; (2) oune copy of
each form to each of the representatives outside Washington
vho is authorized by his respective organization to make the
records available in case of emergency. The Office of FPleld

Management Officer.

B. The Department Records Management Officer, in his capacity as
Department Vital Operating Records Officer, shall submit the
original and one copy of each form to the National Archives
and Records Service, General Services Administration within
ten working days following June 30, and one copy of each form
to the representative of the Office of the Secretary outside
Washington who will have knovledge of the records.




e s

MANUAL CIRCULAR ~ RECORDS NANAGEMENT.

7.

The provisions of this Circular supersede Records
Manual Chapter 100-60. Form GSA 2034 will used in

Form HEW=307. Form GBA 2035 will be used in place bf Form

enment
e of

HEW-307A. Form HEW-307TB is eliminated with no fors replacing

it.

AN

L\
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= GENERAL SERVICES ADMINISTRATION

Attachment 1
HEW=68.2 MANUAL CIRCULAR - RECORDS MANAGEMENT 5/17/68

Y. PROGRAM STATUS AS OF (Momtd, day, vear!
NATIONAL ARCHIVES AND RECORDS SERVICE

VITAL RECORDS PROTECTION STATUS REPORT
(PART | - EMAERGENC Y OP ERATING RECORDS)

INSTRUCTIONS

1 hearsre mutbungt thedee ve st an \I'aplu'ulc- 1 tiw oddress shown below. Thus report shall bd prepared for bureau level or abeve and stail
ot ante Labordingte unt! B agian ieportn ivlore being aubmitted to GSA. Use plain jond poper to complete any repart itema.

r L

T0: Uonvmll > vices A.M:t;sﬂmmﬂse , DISREGARD: Submit reports through
National Ar € and R~cords Service " channels to Departaent

3;";:‘ ofl, Hocordss Centers Records Management Officer
9 .

(. -

T "BLPaRTUlNT (R ALENCY . 3, SUREAU OR SEAVICE

4. RCPORT COVLRS
a. TOTAL CRGANIZATION Db. OYNLR (Npecify)

S. ADIATSE O WEPOWTING 0f F 1CL (Number, strect, rily, ate and codr]

k. OVER-ALL PROGRAM STATUS

CHECK ONE
OBJFCTIVES COMPLETE INCOMPLETE
() {2}
PLANS FOR PRLSE NV N EMERGENCY OPERATING KRLCONNS
MURCENCY ORGANME AT (ONAL AN MANNING AECOANS {RCADINI ~58) PRELOCATED
- _ MCRGENCY SUBSTANTIVE AND PROCTLUAAL RLLOMNT 1OPERATING) PALLOCATLD
3, RELORUS NOT PRCLOCATED MARKECD FOR TMUAGENCY MOVEMENTY
e. EQUIPMENT NCLDED TOR USE OF PRELOCATID RLCORDS rROVINDED
7. STATUS OF RECORDS OF MA jof COMPLETE WA INCOMPLETL NO.  1g  pERCENT OF OVER-ALL PROGRAM COM- PERCENT
- PARTICHIPATING UNITS PLETED AND MAINTAINED CURRENT
n, MAJOR LOCATION(S) OF PROTECTED RECORDS {YES OR NO!
INETS OF e seact IN, OR ACCESSIBLE RECORDS R{CORDS
T AUDRESST S PROTECTED 7o, EMERGENCY 1% USARLE | comeLETE
OPLRATING FACILITY roRm
10, PROGRAM REVII WL
A AMMUALLY Dq. SEMI ANMIALLY D:. otmenm (Specify!
T TV WCASONST Fom UNCOUPLETED PROGRAM ACTIONS FOR CACH ITOM |12. LIST OCFIMITIVE CORRECTIVE ACTIONS TO 8T TRKER TRIS FISCAL
INCOMPLETE UNDCR ITEMS ¢ anD 8. VEAR AND INTER(M STOP.GAP MCASURES FON EACH 1TEM INCOMPLETE
UNOER STEMS & AND 8.
vy
.- P
PN
-

REPORTS CONTROL SYMNO! G5-36

GSA ara #2034



-

13,

DESCRIPTION OF RECORDS AT LOCATION(S)

LIST OF RECORDS BY GLNERAL HLADINGS OR GF:’_OUPIN('-S

LX)

RECURD IRG MED LM {['aper,.
saaerofilm, puneh-care s?’:m:,}
b. :

3
27
14, REPORTED BY (Officiol responsible for Vital Recards Progrem)
SIGNATURE Nassk AND TITLE (Plense prat)

ONGAN S ZATIONAL UNIT

TCLLPHONE NO. (Or code) ANy

G3A DC £8.13913
\
]
n o4
’

GSA 4™ 2034 BACK
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~ - VITAL RECORDS PROTECTION STATUS REPORT

¢ ww-68.2 MANUAL CIRCUTAR - RECCRLS MAFAGEMENT

Attachement
5/17/

GENERAL SERWICES ADMINISTPATION t. PROGNAM S1ATUS AU

NATIONAL ARCHIVES AND RECORDYS SERVICE

(PART Il - RIGHTS AND INTEREST! RECORDS)

oF {Minth, dav, venr!

INSTRUCTIONS

i Doovansen sonsbantl TIe teeqaet? iy sdupllitte Lo U eddienna s wn bestow,  Thas teport 1s 10 be lilled=out tar the ganus tepoiting olee -0t

bl TIA L em 2044, dbrarlineg with cnesigear y o at ey 1ecotds, was completad,

r A

TO: G"r%-a{s{fvn'es inistraron DISREGARD: Subait reports through
- —————
Nuz:omiNArchu®s and Records Setive channels to Department
Gthire o eral Recotds Centers Records Management Officer
Wagkfhglon, DS, 2408
| 5 4
2. NEPARTMENT ON AGINCY l). nuRLay OR SERAVILE
T T e e m e o c—— USRS S . ——
N FOT AL ORIANS . AT 0N [ Jl nvmn lsp.- vhl
T ADDMLSS oF HUPeNT 10 0T TC U Nwmber, STreat, o 11v, Stafe wndd < ouied R T T b
S e e = e e ..~ OVER-ALL PROGRAM STATUS = .
CmECE QNL
e ogr e vt s oMLy IL | S OMPLE
. el . ; ) (1) (0
5. P1LANS FOR ’.t‘fﬂvl"ﬂ .Iﬂ“?'n AN lkllll i
ARFROPRIATC Ricuile NG INTRSLTS Wi CnMIS 01 O1FARTIANT OK AGLNCY CMBLOYI (Y FRCIFRVED
rnonuu EEET IR Ann mﬂn(t?‘ /e, - ™ nml " h-nnuun' ;tit—n_vtn.-
\_ﬂ APPHNPRIATE nu-m Ann ln!tl(ﬁls Iﬂ(n.b. u' (M VrANTMING (& ACINI Y mnnnn
LTATUS (8 HECOHUS OF WA JOR[COWLE 1T No- T M 1T L PEHELST M ok . ALL PROGRAM COM. R
PARTICIPATING. "N T, SLETED SND MAINTAINED CURRFNT
9, MAJOR LOCATION(S) OF RECOROS DEPOSITORIES (YES OR NO!?
uni e or ey . SPACE RECORT
ORI GAN ARDLY 550 #PROTEC TED COMPLE !

£ PHOGAAM NEVILW

D 1. ANNUALLY D B SLMEANMIALL Y D . 0T (Npeerfy)

— ——
U1, Cive, NI RSaMES] + OR HNCOMPE LTI.I PROGHAM ACTIONT S | &fFs—atan (17, LIST OEFINITIVE CORRECTIVE ACTIONS TO BE TAXKEN Thi% F1SCAL
INCIMPEEIL LMIER 171 & AND ¥, YEAR AND INTLRIM STOP.CAP MCASURES FOR (ACH iTEM INCOMPLLT

UNRER ITEMS 6 anD 8,

|
LSRN

QEPORTE CONTHOL Sywan .S, 37

GSA s 5e 200



13, . DESCRIPTION OF RECORDS AT LOCATION(S)
LIST 0F RECORDS BY GINERAL MEADINGS OR GROUPINGS mﬁ}g, i A“%..‘.ﬁ?déﬁ%/;;‘%‘.é:
a. : b,
»
3, REPORTED BY {Official responsible for Vital Records Progrom)
GNATURE ' NAME AND TITLL (7 lrase pript 7

GANTZATIONAL UMIT

l?fl.tPMC NG, (0% ciide] ANT -
..

GSA OC g9.13018

P

amn ) 2035 BACK
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This Circular transmits GSA Bulletin FPMR B-49, which
announces some significant changes in NARS policy on the
scheduling of records. There are two important new re-
requirements which must be followed:

1. All records that either are not scheduled or
for which retention periods have not been set, must be
scheduled by June 30, 1975, and assigned retention periods.

2. All scheduled non-permanent records must be
reviewed for possible reduction in retention periods by
December 31, 1976, and submitted in a comprehensive
schedule to NARS.

The GSA Bulletin defines permanent records and gives
procedures to be followed in scheduling the records. You
should route any scheduling changes on Standard Form 115
through the Department Records Management Officer, Divi-
sion of Management Policy and Directives, Room 3447,

HEW North Building.

Distribution: MS.RRFC-r
Expires December 31, 1976






GENERAL SERVICES ADMINISTRATION
WASHINGTON. DC 20805

August 7, 1974

GSA BULLETIN FPMR B-4°
ARCHIVES AND RECORDS

TO . lleads of Federal agencies

SUBJLCT: Records scheduling

1. Purpose. This bul letin clarifies provisions of FPMR 101-11.4 and
informs all Federal agencies to (a) schedule by June 50, 1975, all records
that currently are not listed on any records control schedule as well as
those that are listed but have no definitely established retention period
and (b) review for possible reduction the retention periods of all non-
permanent records and submit to the National Archives and Records Service
updated comprehensive records control schedules by Deccmber 31, 1976.

2. Expiration date. This bulletin will remain in effect until December 31,
1976. o

-

3. Background. ) -
. GSA Bulletin FPMR B-38, Disposition of records, March 23, 1973,

stated that records designated by an agency in such terms as ''permanent,”
"retain,” "indefinite," or ''do not destroy" are not necessarily permanent
records. Any records so designated but not included in a category liisted

in b, below, are considered unscheduled.
-p. Permanent records consist of:

(1) Specific series of records identified as permanent in NARS
anproved agency records retention plans (These plans must include both
Parts I and I1.);

(2) Specific series of records offered by an agency and formally
accepted by the National Archives and Records Service as National Archives
of the United States; or

(3) Specific series of records identified as permanent on-all
Standard Forms 115, Request for Authority to Djspose of Records, approved
by NARS since May 14, 1973.

c. The prompt and orderly reduction in the quantity of records of the
Federal Government, as called for in FPMR 101-11.401-1, implies that the
shortest practical retention periods should be scheduled for all such
records. Many agencies, however, have set unrealistically long retention
periods on many series of records.

Sy
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ntrol schedules and many Reqiests

.. Most approved agency records co
cur Author*ty “o Dispose of Records approved before May 14, 1373, describe

those in a, above, or with too lengthy retention periods,

roce le s1hoa
s have been reviewed to elimi-

hut o ther thuse schedules nor the SF 115"
nate <ooh Listings.

e. .o keed their records control schedules current, all agencies

mu- rev:ew Chew at least annually in accord

e containing such items as described

£. Ay records control schedul
be in noncompliance with the Federal

in t anl ¢. ahove, is considered to
t'r¢ oriy Managrment Regulations.

4. ?rocedures.
n. An S 115, Request for Authority to Dispose of Recocds, should be
to General Services Administration (NCD),

sul nitted by June 30, 1975,
Wa: wington, NC 20408, covering all records series which currently:

(1) are not listed on any records control schedule; or

n 4o not destroy,' etc., on

(2) . re designated as "retain,
1973, and are not in a category

schedules appr: ved v NARS before May 14,
s ribed ir s bparegraph 3b.
should be reviewed, and, whenever

ds should be recommended to NARS. Each

. All nonpermanent records

puos<ibie, shorrer retention perio
age -y should submit to NARS an updated comprehensive records control
A comprehensive schedule lists all records

sch. dnin by iecemb-°r 31, 1976.
of any igency whetaier temporary or archivally permanent.

(. A vrode
Nt oele’ :
SAM 3 4. RHOADS

Ao aivist ol the United States

A

ance with FPMR 101-11.401-3(e).
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FILE ITEM OR INFORMATION REQUESTED

ATTACHMENT 1

CATE OF REQUEST ACCESSION NO.

FOR RECORDS CENTER USE ONLY

LOCATION OF RECORD(S) TO BE SEARCHED

NATURE OF SERVICE

D RECORDS PREVIOUSLY CHARGED OUTTO (Name, agency ond date}:

G Services A ation *
Federal Records Centar NARS ]

TO iMa D FURNISH COPY OF PERAMANENT
—on AECOROD(S) OMLY WITHORAWAL

rehpe)
—] OTHER
- L (Specify}
{Ciry) {Zone) (State)
FOR RECORDS CENTER USE ONLY
255?23?:33&& nor chepe ’.ﬁu found :L--qu wecified) sanvect TOvAL TIME REGUALD T iACS
DOCUMENT

WFORMATION

AEICAACH

REMARKS

RECEIPT OF RECORDS

FOR _USE OF REQUESTER
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INFORMATIONM AND INSTRUCTIOGHNS

{TRANSMITTAL _NUTICES] Consecutively mmbered trenseittal noilces are used
to distribute Staff Manual materials. Each issuing organization hes its
own series of transmittal notices which sre distinguished by the orgeni-
zation’'s initials prefized to the transmittal notice number.

The number of transmittal series varies sccording to the variations in
sudience. Since the total {or GSJSRAL) sudience. is composed of three
elements-~-- HEADQUARTERS, RECIONAL Office, and other PISLD personnol---
the following transmittal series (one for each variation in andience) may
be necessary:

I ——

BASIC SERIES OF TRANSKITTAL NOTICES FIRST DISTRIBUTION
(maxismmm series from single source) TN No. Hdq. Reg. Fld.

Gemrl‘-oo---..a.,"ono-- b XXX XXX IXX
Headquarters . . « o o = o o o o o = ° hel X%
Regional (regional offices only) « o« To1 XXX
Fileld (outaide regional offices) . « o f.1 2XT
Headquarters-Regional « « ¢ « « o o ¢ ¢ hr.l XXX XXX
“..dq\l‘rter”?l‘ld e s & 8 o & ® o o hf.1 XXX XX
Regional-Fleld . o . o o o o o ¢ o o 0 rf.1 XXX XXX

No manual holder will normally preceive more than four transmittal series
for a given manual from a single source (see above DISTRIBUTION) . He may
receive transmittals from more than one source (e.g., HEW, PHS, BSS). le
will receive all or none of the notices in esch established series.

The “CHECK LIST OF (unit tnitial) TRANSNITTAL: X0oLICES” 18
designed to show which tranumittals have been added to your warual. The
necogsary check 1ists will be provided by the issuing offices. They should
be filed as the first or last page/s of the manual.

You should mainteina separate check 1ist for transmittals of each issuing
organization (enter the initials of the issuing organization in the title
of the check l1ist, e.g.,HEW, 8Si, or FCU). The four columns of the check
1ist will accommodate the four series that you may rececive from any one
iasuing organization (specify the series in the colwsn heading when the
first notice of a series is received, 6.g.s M, T, J» M, hf, or 7).

|IMNTAINING YOUR MANUAL| Whenever a transmittal notice is received;, you

should take the following steprs promptly to complete your marmuals

1. Check its number against the mumber of the last previocus notice.
If the number is not the next in sequence for that series, you
should request the missing notice/s from the issuing office.

2. Bring your manual up- to-date by making the additions, deletions,
or corrections specifisd in the transmittal notice.

3. Post (on the next line in the proper column of your cheek 1ist)
the mumber and date of the new notice and your initials.
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