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HISTRUCTIO:is FOR usrnc GE!lERAL RECORDS SCJIE:lllJU:l 

General. General Records Schedules arc 1Gsued by
the Admnistrotor of Geoeral Services to provide
dispooition standards for records c=n to 
several or all Federal 8{J;enc1es. Sectlon 505(b) of 
the Federal Records Act of 1950 (44 U.S.C. 395(b))
directs the Ad.'linistrator to establish standards 
fortt.he selective retention of records of cont1n�­
irig value. The �ecords_ Disposal Act of 191<3 (44
U.S.C. 369) nuth�r1zes him to subi::Lit to Congress
schedules proposing the d.ispos11.l, !lf'ter t.he lapse
of specified periods of time, of records of speci­
fied fore or character co=on to G('Vernl or all 
f18encies that aJ)J)IU"ently vill not, n1'ter the lapse
of the perlod11 specified, have sufficient VBJ.ue to 
vnrrant their nn"ther preoervation by the United 
States Govern=ient. The record5 covered by General 
Records Schedules include those pertaining to 
clvlllnn personnel, fiscal, accounting, and pro­
curecent catters, n.nd oU!er co=n functions; they
constitute a lo.rge proportion of the toto.l volu:ie 
of records created by eech Federal Q,gency. 

• 

\lhen approved by the Joint CornJnittce on the 
D1spositioo of Executive Popers, Geacrnl Records 
Schedules constitute authority to dispose of the 
records included therein as disposable. Agencies
=Y apply this authority subJect (1) to approval or 
the Cc=ptroller Generel of the Un.lted States in the 
caees required by Section 9 of the Recordo Dieposal
Act; and (2) to compliance �1th the record keeping
rcqu1reir.eots of regulatory bodieo ( such as the 
Federal Po�er Co::niosion, the Interstate Camcerce 
Co=uosiao, and others) 1n6ofnr ns Federal ageociee 
or parts of egencies are subJect to the Jur1sd1c� 
tion of such regulnt..ory bodies. 

General Records Schedules nre comprehensive rec­
ords retire�ent plans thut not only include disposal
authori2ntion11, but also provide for the ret1rei:ient 
to Federal Records Centers of non-current records 
that r::ust be retained for specific periods of time 
and for the econooice..1 preservation of those rec­
ordo thut a.re of cont1nu11l6 value. The !lut.horiza­
tione and reco=endationn cont.o.ined in the� rr,ey be 
used by any agency ln their entirety or 1n part;
they are pcrmlos1ve 11.fld not candatory. Bccau5e 
theoe Schedules are designed to cover records 
problel:l.S co=on to sever11.l tigencies they are not 
intended to fit the precise needs of any given
(4,ency. They represent generally accepted stnnd� 
nrdo for the retirement of the records covered and 
are phrased io i.uch ten:i:; as to pe�t those respoo­
sible for records retire.::ient activities ta adapt
them to their (4,ency's ovn peculiar needs. 

Method of Issuance. Generol Records Schedules are 
i6sued in loosc-lcnf fore to pernit the insertion 
or rcmovn.l of pages upon •hlch additions, deletions, 
or revisions hove been r.:.nde. Revised or added 

and ns necessary Congressional and other approval6 
are obtained. 

Coverage of General Records Schedules. General 
Hecords Schedules refer only to record copies of 
docUI:1ents. It ia oot the intent of these schedules 
t.o iJ:lpart record character to extra copies of docu­
cents previously defined in an �ency as noo.record 
caterial. 

Copies of docurlento covered by these schedules, 
however, may in certain cases have beco111e en 
integral po.rt of subject or case files docw:icnting
11.ctivitieB different frcan those covered by the 
schedules. In such caeeo the disposition of the 
copies should be the same as that of files of vhich 
they 11re a part. 

General Records Schedules, except ae otherviee 
specified in the several ochedules, a.re applicable
to recordo created art.er January 11 1921. Records 
created prior to this time in i::any caeen·11ere not 
sufficiently standardized to be susceptible tc 
evaluation on a Governmeot-vide baeis. ThoGe of 
each 118Cncy llll.lSt therefore be separntely appraised. 

The scheduleG cny,"'ith the cooaent of the agency
concerned,be applied to records 1n Federal Records 
Centers, 

F.acb echedule bes three part&: (1) an intro� 
ductory analysis; (2) the schedule itself; and 

(3) an explano. tion of the rea,oo for tbe re tent1 on 
or disposal of each type of record covered. 

Previously approved IJ8ency schedules providing 
ror shorter retention period, cay be continued 1n 
force if IUI agency prefers; likeviee, although it 
is believed this vi ll uGUally be unnecessary,
eaenciee z::ay exteilcl retention periods in order to 
meet needo peculiar to their ow activities. 

Proce�ree for tranofero of records to Federal 
Recorda Centero are covered in General Services 
Regula ti one, FPMR 101-11. 4. Addreuee of the 
Centere are contained in FPII.R 101-11-�10-l. 

General Records Schedules also indicate recom­
mended or prescribed inethods of filing many types
9f records so es to facilitate their use and dis­
posal. Prescribed cethodG of filing are indicated 
by referral tott.be issuance preecrib1f16 th=; 
those reco=ended under the provisions of Section 
505(e) of the Federal Records Act of 1950 do not 
!Wke reference to an established authority and 
any nev regulations or directiveo that may be 
issued fro::i tice to lice llill. supereede those 
recoc::ielldatious. 

• 

p!l4ten Vill be iss�ed as changing conditions require 
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CEKF.RAL RECORDS SCXEDUU l 

CivtllB.ll Personnel. Records 

• 

Agency cirlllB.ll persmmel records relate to tbe 
superviaion over and manegeme11t of Fedenu civtll11.11 
employ.:ea, tor the moat pa.rt pursuant. to regula­
tiona of the Civ:11 Service CommiseiOD., the staff 
ag,:ncy charged 111th tlle adm.niatrat1011 of the Civil 
Sernce Act, and related regulat1011S, orders, ll.l1d 
legisletion. This schedule cavers all perso1111el
folders of civtlie..Q employees vhose employment.
tend.Gated on oi- after J8!1.l.11U'y 1, 1921. It cavers 
a.loo all ot.her records rel.at1QS to c1v111an peraon.­
Del created sinc:e January 1, 1921, wheri:"ter locati:d 
111 11.11 aaency, exclusive of (a) copies of loyalty
and other iavestlgetive f:l.lea, (b) pi-ogram record11 
of the Civil Service CCJClll16e1011 (1uclud.1QS recoi-de 
of Boards of U.S. Civil Service Exai:iiners and 
Cam::d tteee of Expert Exa.z:dners, regard.less of the 
custodiaz:i), 11.lld (c) records of the Bureau of 
!mployee11' CampeD.6e.tion and the Public Health 
Service lllll111te.1ned pursuaDt to statutory Govern­
aeirt-vide responsibilities for the health arid 
11elfare of Oovenu:ie11t ecployees. Records of 118e11-
cy units fUllctiolliog a.a staff personnel policy 
groups, rather tha.11 e.e operatiag personnel units, 
are act covered by this schedule. Eva.lu.e.ti011 llnd 
d1apos1t1oa of these groups of records c:ust be pro­
vided for separately, e�cept that Congress bas 
given tile St. Louie tlat.iollal Perso1111el Records 
Center, GSA, authority to deetroy cert.a111 pre-l921
nles tbat nre transferred to 1tG cu11tody, pravid­
ed the tre.D11t'errins agency concurs 1n their 
destruct1011, 

The Of'f'ic:111.l Per11011nel folder, a caee tile 
documellt1J:18 ei:iplo)"Deat under rules am regulat.1ons
of the Civil Service Coz:im1.ss1011, \18.G established 
111 1947 by tbe Federal Personnel Manual and c:onoti­
tutes the key record rel.at1Dg to e10st civilian 
persomi.el. Executive Order llo, 10561 of September
13, 1954, pr�cl.ed that coz:ipara.ble records be kept
c:averlJ:16 employees or the executive br8.llch outside 
of the competitive service. 

Rec:orde needed 111 lltigat1on or appcll1s eases 
my be held beyoad the reql.l1red period. 

Prior to 1947 the co11te11ts of personnel folders 
varied somewhat e.c:cording to ae;ency practices, 
These practicee, however, bav-e been cssentis.l.l.y
ailllilar since a.bout 1921. Specific perso1111el 
forms, &uch as the Notification of PerGollllel Action 
(St!Uldard Fon::i 50), have been atandard!z:ed since 
1941. 

AQ awu llery to the Of'ficial PerB01mel Folder is 
tlle Service Record Card (Stamard Form 7), a. IIILD• 
dator;y fom vbicb replaced lllllltiple types of 
01.miler forms used in the agencies. The Official 
Pere013nel Folder � Service Re-cord Card are 
deecribed ill C1v:U Service CCJCC1ssio11' s Federal 
Pe:rooDD.el Maou.al S�lement 293-31, which pre•
scribes e. s1.mpllf1ed syotem of recordlr.eep1D8 for 
Federal pereollDel offices. 

The Official Peroonnel Folder, whtch travels 
vi th the Federal e111ployee e.s he lllOVes tr0111 aae11cy 
to ae;ency, cont.aine papers of lODg term va.lue, list­
ed as auc:h 111. the Federal PereODDel Mam.ml., 011 the 
right luuld side, am paperu of short tem va.l:ue on 
the left aide. UD.t11 Nave.d>er 1951, the contents 
of the left hand eido of the folders were described 
1.11 detail 111 the Federu.l PersoUDel M411ual. llov,
bovever, only the records required to be kept. on 
t.he right hand side are deucribed in detail. 

Record.a 110rmc.l.ly 111Bi11taia.ed 111 addition to the 
official folder slid its re.lated ee.rvic:e record card 
concern phases of perso11.11el e.d::d.Distre.tioa 1DYoh-
1ng the selection of pers�l and the supervision 
over the vork history 8.11d 0.11-the-Job performance, 
ao follovn: 

Po111 tion claseif1cati011; These records 
include cop1eo of pooitio11 classif1ce.t1o.D 
sheets ond related records. 

RecruJ.uie11t and selection: Theee 1nc:lude 
i�rviev files a.ad related as.ts. 

TrDining; Thea,: illClude evideD.Ce of sk.1118 
acquired and 011de availe.'ble to the agency. 

Other records pertaining to individual eciplo�es
non:nlly include various other controls ms.1nte.1.ned 
for purpoaes of cai:wen1ence at the operating
levels; agecc:y diBpcnsery records; and, for the 
period of World We.r II, dra:rt defen:ient records. 

Wbe11 the "Authorized Dispos1t1011" colUIIIII of this 
schedlue states thnt records vtll be tre.Deterred 
to UPRc, (CPR), St. Louis, Kissourt, it means t..bat 
they diould be seat to the CJeaeral Services Acmin-
1e trat1on, Rat1oD.&l Pers01111el Rec:orde Center. 
(Civilian Persollll.!!1 Records), 111 Winnebago Street,
St. Louie, Missouri, 63l.l8 (fonnerlf t.be Federal 
Records Center, at tl:le same address}. 

• 
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Dl!SCRIPl'IO!'I or IU'!CauJ:I 

PersoDDel folders excludicg
(a) folders or groups of foldcro 
selected by the National Arcbivea;
(b) folders c:over1IJ,g periods of 
�loyment term11:14ted prior to 
January 1, 1921, &Qd (C) pipers 
on the left or the ao-celled 
"otemporary'' elde o:f' the folder,
vb.1ch are 11ut.bor1zed for disposal
by General. Records Scbedule 1,
1telll. 10. 

2. Servtce Record card (St&Ildard
Fon:i 7 or 1te equivaleDt)
except those of the Poat Office. 

a. Cards for e1:1ployeea separated 
or transferred OD or before 
Dececber 31, 1947. 

b. Cards for ecr:ployees separated 
or transferred on or sf'ter 
January 11 1948. 

3. Correspondence and aubJect nles 
rel.a.t1cg to the admillistration 
and operatton of personDel
tunctions, excludias those at 
agency sta.N' pl.anniIJ,g levels. 

4. CorrespcmdeDce, letters, e.nd 
telegrnos offeriQS appoint­
meats to potential employees. 

5. Certificate files, coll.B1st1ng
of: 

a. �equests for certincates 
of eligibles. 

b. Cert1ttcatea of el�iblH. 

0, P'.aployee record cards uaed for 
illfoniational pupooee outsida 
personnel off1cea (such as 
SP 7-B). SUPERSEDED 

R!Cc»oo:NDED 
METHOD OF FllI� 

-·Alpbabetically by 

In accordance vi th 
Federal Personnel 
Ma=-1. Supplement 
293-31. 

I ii ac c:orda.nce vi t2I 
Federal. Personnel 
.M4ou.a.l Supplei:ient
293-31-

By subJect or 
sgency nllng
11yetcm; start a 
nev file every
3 years. 

Alphabetically by 
name. 

File request and 
certif:I. cetell by
certificate mmer. 

Pile requut.s aDd 
certificates by
certificate m.unber. 

In accoi-d&Dce vt tb 
Federe.1 Personnel 
Mam.ial Supplement 

Atll'llORIZED DISPOSITION •
(a) See Cllapter 293, Subcbapter
2, Federo.l Personnel Mamlal fOI' 
1DBtrl.lct10DII relat111g to fo�rs 
of  emplo�s tr11naferred to 
another agency. ('b) TrSDBfer 
folders ot oel)8Z"ated employees 
to inactive file on separattozi
in accordance with the Federal 
Personnel Mo.nual, traDSfer 
folder to 11,'RC, (C.17:{), St. Louie,
MiGsouri, 30 d.ap after separa­
t1oii. Dispose 75 years art.er 
birth of emplo�e OI' 6o years
aft.er date of earliest document 
iD the folder if date of  birth 
oannot be aecerta1Illl!d1 provtded
employee bae been separated or 
retired for at leaat 5 years. 

TrSDBfer to NPBC, (CPR), St. 
Louis, 1'11asour1. 

Dispose 3 years aft.er year of 
ecployee' e separation or transfer 
to another agency • 

Dispose 3 years art.er file 1e •
cloeed or 3 years after date of  
d.oCUllleDt 1f  .f111og arr11I1gement 
dif:f'ers froi:i that IN88e11ted 
herein. 

(a) If appo1nt.111ent le accepted;
dcatroy 1.JmedJ.ately. 
(b) If appointI:lent is declined: 
(1) Retur[l t.o Civil Service 
COl:Liseioc "1th reply and appli­
cation, lf =e vua received 
fr0111 cert1rtcate of eligibles;
(2) File 1nstde applicatiozi, if 
offered ao a result of appl1ce­
tion for temporary or excepted
appo1Dtmer,t 11.Dd dispose of 1D 
accordance vitb prortsiona 1D 
1 te:I 15; (3) All others; dispose
i.ccled.1 B te l;y. 

Dispose 2 �ars after date of 
certificates. 

Dispose 2 yeare aft.er date or 
cert1f1catea. 

Dispose or transfer to &DOU!.ero
agency or bureau or on sepent1. 
of employee. 

https://101-11.li
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SUPERSEDED 

DESCRIPI'lOtl OF RECOROO 
REc:aoGmDED 
Y.ET!!OD OF FILUO 

Position descriptiollS. ID. accordance V1th 
Federal Personnel 
Manuel S1tpp.l.ement
293-31. 

Eciployee interview recoTdo. Alphabetically by 
QBl:le. 

Duplicate case file& of Al.phabetically by 
pcrfornance rat11l6 boards !lBllle; start a new 
of reviev, copie& of vh1ch file every year.
hnve been forvo.rdcd to the 
Civil Service Commission. 

All copies of correspondence On len. side of folder,
end fon:111 c:aintaiced as chronologically.
teJ:iporary .t'ecords on t.he 
left Dide of the Official 
Personnel Folder in accor­
dance v1th tbe Fedei-al 
Personnel Manual, Cbo.pter
293, and Suppl&ll!nt 293-31 • 

Po61tion ·1dei:rt.i fica tion In accordance v1t.h 
&trips, ueed in sel'V1.ce Federal Personnel 
control file (such es Manuo.l. Supplecent
Stwldnrd Forir1 7) to provide 293-31. 
swmory- dat.a on each posi­
tion occupied. 

Incentive avards case tilea. A.lphabetically by 
ll8l!le; start a nev 
file every 2 years. 

Reports pertainiog to the Chronol.ogica1ly.
1ncent1ve awards progr111:1. 

llotif1cat1ons of persoc.nel
oction, exclu.siv-e of those 
in Official Peraonnel Folders. 

a. Chronologica.1 file Coples, In accorda.llce vi th 
1ncludice; race sheets. Federal Personnel 

Monll.lll Supplement
293-31. 

b. All other copies. Alphabetically; otart 
a 11e11 file every year. 

Applications for employment In accordance 111.t.b. 
and related pu.pers, cxclud.ill6 inspection requirements 
(a) records relating to of the Civil Service 
appoi11tinents 6-Q.d requiricg Camnission as &tated in 
Senator1Cl.l conf1rmation, and the Federal Personnel 
(b) appUcations resultlcg in Manual 
appo1ntcient filed in the 
Official Personnel Fo.l.d.er 
(covered in 1te::i l of this 
schedule). 

SUPERS-EDED 

FfflR 101-1.l.1& 
Decei:ber 15, 1967 

Alll'HOR!ZED DISPOOITIO:l 

(a) Dispooe ot one copy 5 years
after position 111 aboUsbed or 
dcscrlption is superseded;
(b) dispose of other copies llben 
position le abolished or descri� 
tlon 1s superseded. 

Place ln 1114ct1ve tile OD. U-BllBfer 
or separation of employee and 
start a IWo1 inactive 1"1le every
6 months; dlspose of 1D.Bct1ve file 
6 1110nthe after 1t is closed, Ir 
fillag arru.ngecaent differs f'ro::i 
that. iruaseated herein, dispose or 
records 6 mmrt.bs at'ter tnl.wlfer 
or separation of' eq,loyee.

' 

Dispose l year art.er cloDill6 file;
1.f filing arrangel!lent differs 
from that B\188eeted herein, ells• 
pose of recol."ds l year art.er 
cocpletlon of case, 

D1spooe on transfer to another 
agency (except in a transfer of 
flulctions), separaUon of the 
employee, O.t' when l year old,
wicbcver 1e earlie.t", 

Dispose llben position ls canceled 
or new otrip 1e prepared. 

After cloa1Q8 cai;e tre.nsrer to 
inactive closed file and d.iapose
2 years art.er closi.ng. 

D1apo11e after 3 years. 

Dispose after 2 year6. 

Dispose after 1 year. 

J>:1spose upon receipt of Civtl 
Service Ccxmission report of 
inspection or lib.en 2 years old,
w.ichever is earlier, prav1c:Ung
the req_uireitrnts of Cb.epter 333,
Section A-� of the Federal 
Personnel Manual are obsen-ed. 

https://closi.ng
https://Fo.l.d.er
https://sel'V1.ce
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Alm!ORIZ!:D DISPOOITION •
Dispose 2 years after dete of 
report. 

Dispose vb.en actioD ie c0111pleted. 

Dispo11e after 2 :,ea.re. 

Diapoee llb.en superseded. 

D111poee 6 1D0Dthe after :1'1le 111 
closed or 6 m:>Dthe at'ter date of 
docw:lent 1t t:l.llag &rrB.QSei:ient 

•differs 1'r0m that B\188Uted. 
hereill• 

Dispose 6 1:10nths after t'ile 1B 
cloaed or 6 i:ioatha after date of' 
doelment 1t fillDB UTIUISeDeDt 
di ttere frol:I that suggested.
herein. 

Dispose after 6 mcnt.ba. 

Dispose after 6 months. 

Di spoee a t'ter 6 'CIO l'Jt.ba, 

• 

Decel:lber 15, 1967 

ITEM 
RO. D!SCRIPl'ION OF RECClRm 

16. Statistical reportri in tbe 
operat1Qg peraomiel. off'ice 
BDd aubord.inate un:lts 
rel&tins to per11101111el, 

17. Correepa!ldaa.c:e and fOl"IU 
111 operatiag per•ormcl otticea 
relati.116 t.o 1nd1v1Clual employeu 
oot llllL1.Dtailll!d .1 zz omcl.al 
Perooi:m.el Fold.era ruid 110t 
pron.4ed for eleelliiere in this 
ochedlll.e. 

a. Correspondence aQd. � 
relat1ns to pe�ng
personnel ac:ti�. 

b. RetentioD reghters
(1nolud1ns cart1 filea and 
related papers) from which 
reduction-in-f<,rce actions 
bave been tak.e1:1.. 

c. Retention z-eshter111 
(1ncludins ca.r<1 ftlu and 
related pe.pere) frCIIII vhich 
no reduc:tioD-ill-force act.ion& 
bove been tekel:i. 

d. AU Qther C�epo.lldence and 
1'onlll. 

18. Copies of d.ocluaeD.tt duplicated
in Official Pers0Dl3el!'H·Folders 
and not provided f'� elaewbere 
in tJua acb.edul.e. 

19. Files pertaining to tbe deferment 
of Federal employees :n-om mill tary 
training under the Selective 
Service fln4 Tr&iDiog Act of 191iO, 
a.s cu:iended (excludlng records held 
by t.he Seleetive Service Syrtel:I
and the Reviev Cca::d t.te!e on Defen:mnt 
of OannP:nt. Emp�yeea om their 
predeceaaor and e:uccessor agencies),  

a. Report& to tbe Review CaJllllitt.ee 
on Defen:ient or Government 
Eti.plo�es or its predecessors 
on the Selective Service st.&'bl.a 
of ecpl.oyees (WMC Fon::i 27 or 
equ.1valellt)• 

b. Requests for occupational
defel"ml!Dt (00.S Form 42, �2a, or 
equivu.l.ellt} BDd all support-
1:QB • and ace�IIB pe.pers. 

c. Appeals to the Review COIID!ttee 
on Deferment ot Goirernment 
Empl�es or its predecessors for 
occupa.t1o.aal. deremeots end alJ. 

REC<>IMDDED 
METHOD OF FIL.IlC 

By report and 
chro110l.ogically
thereunder. 

Not applicable, 

In accordance Vi t.h 
Chapter 35l., Appendll. 
A of the Federal 
Pereozmel Mamla.l. 

In acc:ordaDce Iii th 
Chapter 351, Appellllix 
A of the Federal 
Pereoma.el Ma:rual, 

Alphabet.J.cal.ly b7 
mime; et.art a QrV 
tile f!Very 6 mouth a, 

AlphabeUcBlly by 
mu:ie; at.art a DeV 
nle � 6 omtha. 

Conform to ae;ency
pract1ce, 

Conform to esency
practice. 

Coll!'orm to ae;ency
practice. 

accompanying and 5U�crf3ERSE D E D 

https://Alphabet.J.cal.ly
https://Pereoma.el
https://CaJllllitt.ee
https://d.ocluaeD.tt
https://Perooi:m.el
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20. 

• 

21. 

22. 

23. 

• 

DESCRIPl'ION OF RECORilS 

d. Correspondence betveen 
individual agencies and the 
Rev1ev Committee OD Defel"llent 
or Gon:nmient Employees and 
its predeceseors. 

e. Requests to tbe Revie\l' 
C0:11:11tt.ee on Deferment or 
Government F.mplo�a and ito 
predeceseors for the designa­
tion of certain positiona ao 
"Key Poe1ttons. "  

r. Reports m.de vith1n an agency
by 1ndiv1.dual �l<JyNa oo 
their Selective Service status. 

Ind1v1dual health record cards. 

Logs or registers of vieita 
to d1epeneariee, first aid 
ro01118, !lild health �Dita . 

a. Where lnfon:iat1on is 
aum::nrized OD statistical 
reports, 

b. Where lnfot'Cllltlon 1G not 
sum::arized elsewere. 

Health record case files, ca::i-­
priaiog forms, correspondence,
and related papers dOCUJ:1ent1ng 
ecployee med! cal bi& tory, 
eJtcept pre•employi:ient pbyeical
ex.am.nations, Health Qua11f1-
cat1011 Placecient Records, die­
abilJ ty retire:1eut ex&:>J.nations, 
and f1 tne66 for duty exaJ:linat.lons 
vb1ch become a part of the 
Official Personnel Foldere 
(Standard Pon:,. 66) upon aeparatioc,
but Vb.lch may be 11111,intained
aep$rately froc the folder prior
to aeparation (see Chapter 293,
Subchapter 3 of the Federal 
Peraonnel Manual). 

Copies of statistical swmia.ries 
and repoTts relatlIJ6 to employee 
health retained by reporting 
unit, aod related papers. 

Certificates of performance
rat111g. 

RECOMM!mDED 
MEI'HOD or FILING 

Cooform to 88eocy
practice. 

Coofo-rm to agency
practice. 

COllrorm to ageocy
pract1ce, 

File v1 thin �ar 
alphabetically by 
TWDe. Set. up nev file 
f!ftry ye&r and. br111g
c:a:rda forvard from pre­
vious yeara to it vh@o 
1Qdiv1dual concerned 
h treated. 

Cbronol.c81cally. 

Cbrooolasically. 

Alpbabetlcally by oame. 
Set up Dell file ea.cb 
�ar and bring forvard 
n-0111 pr�oua )'!!&rs 
f11.ee related to an 
individual vhen that 
individual is treated. 

By report and cbro110-
loe;1cally thereunder, 

COilfon::i to agency
practice • 

Al!l'HORIZED DISPOSITlOM 

Dispose after 6 mont.hs, 

Dispose afteT 6 mootha. 

Dispose after 6 mootl11, 

AU cards pertalll.iog to an to­
dhictual. an: to be d111p01ed of 
6 years after date of last 
entry on the cards perta1D1og 
to hl.1:1. 

Dispose 3 months af'ter la111t 
date on J.os or register. 

Dispose 2 years after last 
date 011 log or register. 

Dispose 6 years after date of 
last papers in tbe f1 le. 

Dispose 2 �are after date of 
81.UIIIIIU"Y or report. 

Dispose after 2 yearo. 

SUPERSEDED 
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ITEM REC�/DED •E.Q..:_ D!SCRIPl'ION OF ru:caux; METHOD OF FILDIJ AIJI'IIORIZED DISPOSITIO!I 

A II c crda rel.a U ll,g t.o 1 nd1 rt dual 
e=ployec operat1011 of Govenl::lent­
ovned vehicles, 1Dclud1cg driver 
teats, autborization to use, safe 
drilfing avards, and related 
correspondence, 

Alphobet1cally by 
D1UZ or ecployee.
Transfer to in.active 
Chr0I10logtca.l file 
upon separation or 
employee or upon re­
ecl&Bloo of authari­

Dispoee ] years af'ter eeparation
of employee or 3 yea.rs aft.er re­
ed iia 1on of autbor1uit1oc to 
operate Coverncect-ovned veb1cle, 
whichever ie the earlier. 

zatlon to operate
Govert1111e11t-owned 
vehicle. 

26. Stntcme11ts of employment e..nd 
nDaneial interests, and 
related papers. 

Alphnbetic�lly by 
name. 

Diopose 2 �orG o.f'ter empl.oyee
leaves a position in 'Which a 
11tate1:1ect is requ1red, or tvo 
yearo af ter the ecrployee leaves 
t.he !!t!;e!lcy, vhichevcr is earlier. 

Jteci 1. The Offic1 al Perconnel Folder, prOJ::!Ul&at� The i.cporta.nce of pers=l folders in retire­
�7 by the Fe�ral PersozmeJ. 1'1.w:!ua.11 1e coa­ i:ieat proceed.1!188 &Dd 1 a deten:z1nj .qg the peDs:ioo 
llidercd to be the official record docut1enting . rights of former Goven2=1ent. e::iployee& requ1res that 
ecploy:ient history. The documents filed on the the file of those covered, or po�ntlally &ubJect 
right aide of the folder, vhich "travels" vitb the to coverage by a ret1recient ayate1:1, be retained 
ei:iployee throughout hl6 Federal career, ccapriee until these pension right11 have been f'inally 
papers vtuch give lego.2. force and effect to deterrdned. 
eppo111tmentG end all other personnel transect.ions, 
and which reflect m1n1cu::t do.ta on Job performance. Retirei:ie11t beI1efi tG moy be oblo.ined af'ter ve:ry-
Aft.er ceref'Ully considering the varioUB valuee ing periods of service and at various ages, but it 
1Dberent. in these foldere, an Ad Hoc Cocmuttcc on is rea11onable to eseume that former employees will 
the Disposition of Personnel Foldere, consistioS apply for theae bene flt& be fore they are 75 years
of repreeentatlvee of the Civil Service Cammissio11, old. Consequently the retention period for the •
the Ge!Wrtl Accounti'Qg Office, the Bureou of the folders io set at 75 years af'ter the ecployee' s 
Budget, BDd t.he General Services Admin.iatration, birth, or, 1 f information o.s to date of birth is 
reported to the Admin.istre.tor of General Services lack.ioe:, at 6o ycaro a.f'ter the date of the earliest 
on Decei:mer 31, 1952, that the folders did not hnvc docUI:Jent �niae; to his employcient.
sufficient value t.o vurre.at preservation 1nde:n .. 
nitely be;yond the tiJ:le they vere required for Itec 2. Tbeoe oervice record cards ere officieJ. 
adjudication of retire:ient claJ.IDS. �ies of the aa.lient facte of er,,loycient history 

that are caintalncd by peraonnel ot'flceo io obviete 
Executive order 10561 of Septecber 13, 1954, f'requent reference "tO personnel foldere 8.Ild to be 

d.esig.nat.ed Official Personnel Folders ee records of uced aa the officio.J. record in lieu of lost folders. 
t.he C1V'11 Service C=ission, but cacparable folders Experience of the National Personnel Records Center, 
or e::iplo)"e'es occupyiog post tiom; excepted from the (CPR), St. Louis, M111aour1, 1nd:1c11tes that "'1th the 
CQlllPet1tive civil service are records of the cmploy­ otundard.ization of the Official Pers�=l Folder 
iog agencies, These records h.eve the sace vs.lue as a.nd. the inauguration of the "traveliag folder" in 
do Official PerGonnel Folders, and they are there­ 1947 the need for the ocrvicc record cllrd as a 
fore included in the coverage of th1o it.em. substitute for m1101ng or incomplete folders hes 

declined to the extent that long retention of the 
Any historical vslue that personnel records as crLrds is not Justified. In thoGe fe� cases where a 

a class lllllY have relates primarily to the indivi­ personnel folder is loot, service can be verified 
dual, 110t ic bis capacity es e Federal. ei:iploy.:e, frOJ:1 individual po.y records or payrolls. For the 
but rather because of his position io the hiertu"clly period prior to sto.nwird.izo.tion of the off1ciel 
of t.be 118cncy or because of his race or notoriety personnel folder, extensive gaps 1o the folders and 
ae an individual.. It vould oot be reanoDable for in pay record& D.vnilnble to the St. Louis Center 
the federal Governceot to keep the filea relating i:iake retention of the oerv1ce record cards necessary. 
to millions of e::ployees on the gamble that. a Roster cnrdo e.nd service cards of the Post Office 
hlotor1e.n or bioe;rapher eight socie day find in one are excluded fra::i coverage by th1o item because so 
of the folders the i:nsslog clue to Boi:le aspect of Cll.llY of 1 ts ecploy.:ee ere hired on a tei::porary ba.ais 
the life or career of Bll iadJ.Vidua.l vho later BDd = officieJ. pcroonnel folders are created for 
becacie fQlX)l.l.D. On the other hand, the !latio1111l the::i.; the Post Office cards can best be evaluated 
Archives can identify the folders or groups of on their O'-'D meritn. 
foldero, p!lrticularly tho&e relatiog to c1:1ployee11 
'"'1th periods of ei:iploy.t.ent prior to standardization Ite::i 3. These filee, consisting of correspondence, 
or the folder le 19Ji7, that ll:BY conte.111 papcri; of fon::s, iilter=l report.El, Civil Service Co=rl.csio!'H
cufficient bietorical u:rportance to \larTant their inspection reports, and other papere, reflect t. 
reteot1on. Thls selection \fill be ic.o.d.e prior to operation of the peroonnel office in a.dmn1&ter1 
di11posa.l of the reca.inder of the fis·upERS 

�[jE sonnel program and that of the subor� 
[j!'H
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diaete bro.ncbes charged V'ith individwu. phaoco of 
•!'Hthe program. They serve tei:iporary IUIJ:Li.lllstrative 

oee<W in the daily proble1118 ar181c,g 1zl pereoIJ.Del
vork, aQd the retent100 period tlldicated 1s ade­
quate to serve such temporary needs. 

Signif1CBDt personnel pol1c1eo and procedures
Jn the FederaJ. Gaverm:ient are nor:cally established 
by the CH.vil Service Co=uasian a.od set forth in 
the Federal Persowiel Manual. Wb1te House otticee,
the Congress, and special boards a.lid ca:iitteee 
fTcc tiJ:le to time exert a conoidera.ble inf'lucnc:e 
on theoe poll cieo. Records doc1.11Dentiog the pol1-
c1eo Md the reaoo:io for their ad.option are in 
these agencies. 

Insofnr aa concerno internal agency policies
vtthin the f'r�vork of the Govenui:ent-v.i.de poli­
cies, there are staff personnel policy officeo 
distinct from the operating peroonnel offices in 
those ugencien tiw.t eciploy the v11,ot ::iaJority of all. 
Federal employees. Tbh i tee doeo not apply to the 
files of such off':lceo. 

In other agencies internal policies Wld approved
deviations from the Government-"'1de sta.ndards Wld 
procedures eotablished by the Civil SeJ:Tice 
COCCl.1 s 01011 ere documented in the f1 lefl of lllnll08e­
ment or other officeo at admniotro.tive levels 
above the operating persoll!lel office. Usually
these policies and deviations are announced in 
esency directiveG initiated either by a C!l.ll.ll8ement 
officc or by an operatill6 office 111 th responsibili­
ties ror the agency' 11 subst.anti ve prasran. The 
background files are QOn:a.l..ly in the initie.Ung

•orfice, not in the operati:og peraoc.nel office. 

It.ec 4. Correspondence relatill8 to individuals 
vho receive appointmects is pravided for elsewhere 
in this schedule and this 1 tem rellltes to routioe 
papero reflecting pre-appoiuti:£Dt negotintions vi.th 
potentio.l appointees. 

Item 5. Theoe fornu; relate to rcqueoto icode by
the agency to the Civil Service Coa:::dssion for lJstB 
of el.1gibles t'r0111 established registers. Tbe cer­
t! nce.te 1 tse 1 f is of 11 t tle ad.l::dni 6trati ve value 
once dee 1 sions h.o.ve been taken vi th reGpect to the 
llBl:leS certi fled. 

Item 6. Standard Form 7-B vu.a developed ae an infor­
mational record for oper11,ting un1 to served by the 
per11onnel office to obviate requeeto for employee
service o.nd related do.ta. Once the ei::ployee leaves 
the operating UD.it, the card 1s of no further 
adJ:unietrative value. The sUJ!lllOry card record 1B 
maintained on StlUlde.rd Form 7 (oee itcc 2) by the 
per�onncl office itself, 

Iten7, PoGition deocr1ptions, used in classifi­
cation -.,ark BDd in e:iplo)=!nt control, are of value 
a& continuing peroollllel docu::ients while the deacrip­
tions they contain are still ve.Ud. Except for 
descriptionn vhich r::ay be of conticuin,g value 
because of their a:ptness of content ('-hlch cay be 
retained as non-record reference i::nterial), these 
recordo are of li.cdted value after they nre 6Uper­
seded or obsolete. one copy of deocr1ptions of 
pooi 'tiono o.bolJ shed and of superseded descriptions 

• is retained for 5 years in connection vi th Job 

restoration and other employee rights. Agencies 
may hold these longer than 5 years 1 f they are 
needed in 11,ppeals cases. 

I t,en 8, These are prii=ari ly e1:1ployee rel.a tion11 
nles and involve entrBDce and exit interv1evi;,
and intervievG involving co=pWnto by or Bgainet
the employee. Any action taken by reprims.nd or 
ot.hervise ls d.OCUJ:1ented on the right hand Blde of 
the personnel folder. Some ae;encies place these 
records on the let't side of the folder, to be 
d.1sposed of on transfer or separation. 

Item 9. These lll"e duplicates of papers submitted 
by mecbere of BoardB or RevieW' to the Civil 
Service Cca:::ij,ssion on ten:i.inatioD of their ten:is 
of office. 

Item 10. Tbeae are teqiorery papers dealing either 
w'it.h the inception of perGonnel actions documented 
on the right hnnd Gide of the Official Persocnel 
Fold.er or 111th lldm.D1strat1ve cattero, o.nd Ql"e of 
adcinistrative value on.ly for e short ti.cle. 

Item 11, These visible strips, vhich ore 11111in­
tllioed 111th the oervice record card f'ilco, provide
sum::iary data OD each position occupied. They hove 
no record or reference vo.lue vhen the rel.o.ted 
posit.ions are canceled, 

lte= 12 end 13. Tbe aW'ards progrlll:l.6 of Federal 
98Cncies are carried oa pu.rouaot to Title III of 
Public Lav 763, 83d Congress, 2d session, vhich 
superseded. the cianagei:ient il:lprove.cient and ouperior
nccocplishcent avax-ds cm.de under Titles 7 and 10 
of thc ClaasU'icntion Act of 19�9 (P. L. 429, 81st 
Cong,). Under the consolidated progrlllll, the head 
of each agency or the Preoident is authorized to 
pay cash avardo to e::ployees or to preseot other 
types of awards 1n recognition of 1Dd1vidual 
accocpll&h:lenti; on the Job vbich are especially
outstanding or diotinguinhed. These 1t� cover 
records acC\lllllllated both UDder the BUperGeded
ave.rd programs and the coruiolid.ated proe;ro.m. Files 
pertaining to employee suggestions hove aooe ad.cl1n­
istrative value in evaluating later susaestiono 
and in dDcumentiQg current pro.ctices. Hovever,
the disposal period 1.s suffi.c1e11t to oe.tisfy sucl:I 
needs. Evidence of all avards under the Incentive 
A"1!ll'ds Act are required to be placed amone; the 
papero on the risht side of the Ofi'icial Pcrsocn.el 
Folder, vbich is retained under item l of this 
schedule at least 5 year11 o..rter c-essatloc of 
Ooverll:lleot ecplo�nt. Reports covered by iteo 13 
dcncribc activities under the e,gency incentive 
D.ll!lrds progra111 and are dispooable after a period
llhich provides for reference need!!. They include 
not only copico of Teed.er reports prepared vi.thin 
the 114!;ency, but a.lso !IBency copieo of s=y
rep:)rts 6Ubc.1tted to the Civil Service Coc:nission. 

Item lli. Copies of notificatioll.6 of persocnel 
action (other til&n the Official Personnel Folder 
copy) Wich he.ve admin!atro.tive or nacal use are 
the pay copy, vhich 1s to be d.isponed of u.nifonily
vith otiber pay records, and the Journal action 
copieo, which viU be retained for tvo years, 1zl 
accordance vith the provision of Rl-2 of the 
Federal Peroonnel Manual, to satisfy inspection 
requirements. 

SUPERSEDED 
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Item 15. These files are imrolved 111 age11ey 
recruibnent and appoiatmeat activities which are 
subject to COICll:liss1011 1Qopect1on to em\JZ'Q that 
applicable rules are bdll8 observed.. The appll.
cation files are held for a irufficient period to 
serve the inspection needs of the Comllission as 
"Jell as the adm1D.1strot1ve oeeds of the se;ency
penom:i.el. office. Papers perta.iIUllg to S'llccess:f\ll. 
applicants are retained for a l0I115 period. as part
of the personnel f'ol.dero described in item l. The 
files covered by this 1tea, bowever, iI!Volve 
pe!ld.1ng or \Ul.:lucce ssf'Ul appl.icati ons. 

Item 1.6. These reports, vh1cb ore requir11d admin­
istratively and by the Ca:zliss1on on ClllilY phases
of personnel adJ:d.Distrotioo, are uon:nlly connoll­
d.ated into sUllllllll"y reports eubJ:d. tted to higher
adm11listrat1ve levelD, or are so detailed ae to 
have no further adciillistrative ve.l.ue after the 
period indicated. 

Item 17. 'Ibis 1tea 1e intended to provide for!'Ht.he 
Class of local and other forms and corresl)QndeDce
-which are oot pl.aced ill the 0rt'1c1n.l. PereoDDel 
Folder becauoe the Federal Persoo.nel Ms.nUAl doee 
llOt reqmre it or becauoe it 1s deeced not to be 
a.dJ:linistratlvely necessary t<J do oo. Pending
persODnel actio=, including those reoultiDS frl'.11:1 
reduction in 1'orce proceedings, a.re do�nted in 
t..be folder, which is held for a long period (item 
1), and the p11pers here described "e eeseo.tially
lof0rk.1ne; papers which rapidly lose their vll..lue ae 
orgam.uationo.l. and personnel chrulgen render the:::i 
Doncurreat, Generally, the other f1lco covered � 
th16 1tru:i relate to aapects of e::iploycent history 
which are alllo documented io. the off'ic1al. fold.ere 
or in f1sco.1 rC?cords to be retaioed for a. long
period by the provteio11& of this sc:hedule, and 
therefore are of little edJ:J.1.nlstrative value af'tor 
relatively ahort periods. 

Item 18. These !ll'e copies of fon:w re.Lo.t111g to 
persDllllel &ct.ions and other 1:1atters 1nvo1Vill8 the 
em:plo� GUbmtted to the personnel office by t..be 
Ol)erat1Dg unit io..it1at1Dg the fon:i. 

Item 19. The11e records, created by Federal agen­
cies as a reault or operations pursU!l.Dt to the 
Selective Service and Training Act of 1940, ae 
ai:iended, are of no further udt11D.1Gtrat1ve value to 
the egenc ieo. Actions taken v:I th ·  re epect to ind1-
V1duals bave been docunented in Officlo.l Personnel 
Folders or their equiva.l.elltG existing prior to 1947. 

(item 1), even though they may have been ma.J:crtai. 
ed ape.rt frca the folder prior to separation.
(Federal Peraoanel Menua.l, Chapter 293, Subchapter 
3). The reminder of the pupcrs in each file are 
of only ephemeral interest. The records have 00 
historico.l. vnlue; they are not of value for docu• 
111entiog heeJ.tb act1v1tieo; medical offlcere 
believe that 1f llO nev data have been obtained 
duriag the retention period spectf'ted, they are 
of no value z:iedJ.cal.ly; 8Dd their admi.DJ.strative 
utility 1e liciit.ed by the nve.year statute of 
111:Litatioo..e on cl.alms for employees' cw:peusatiou. 

It.em 21. These are Jaurlllllo 011 which "e recorded 
the �  of each patient, date on wtitcb he cai:ie, 
and, of't.e11, other ideo.ti fyins data, tine spent,
s.nd a very brief nc,tation of the illness or lo.Jury
tbot prO!:lpted him to cocie. The recorde are 
occasionally used for admillistrative purposes for 
about one �ar o.:rter they IU'C created, but not 
longer. They have no b1stor1c&l. value and DO 
value for docUDellt11J8 t.be history and 1\uict1ona of 
the di&peo.sary, f'iret aid ro0111, or he&l.th unit; 
i:icdlcal officers state that they have 110 cedical 
value. Since Ulc1r only administrative use is for 
statistical purposes, it is pos&ible to dispoae
of thooc vh.l.ch are statistically sw:snarized 
alcoet ic:lediately e.nd the statistice.J. utility of 
the others is exhausted "1th1n the alternate 
period specified. 

Item 23. These are retained copies of reports nnd 
s=r1eG cc,::ip1led by a health unit for t.rllll.5Cis• 
01011 to higher o.dm:l.n15tre.tive echelons, vhere the. 
are used in coi:mination vi th other report.a for 
ototiotical. and ao.rrnt1ve t\DIJJ.ysio, and of 1nfor• 
1:111t1orw.l copieo of analyses trllllsm1tted to health 
unite by bigber administrative echelouo. In 
either case, s1gllif1cant data are available at the 
higher echelons and the records � of no utU.1 ty 
1n health units beyond the period of tlmc 
specified. 

Item 2/i. 'l'bese files conniot. of' cer-t1f1cat1oo.s 
by each supervisor that be bas rot1ed employees
under his Jurhcliction and bas discussed the 
rntl!'lgB vith thee. 'lbe cert1f1.cs.t1one p?"crvide the: 
ncccs6�Y doCUJ:1entat1on to support the processiog
of periodic oa.lary increases, and :for the record­
ins of other thaQ "satinfactory" raunss on the 
oervice record cards (1te:1 2 of thts schedule).
The files are retained for a sufficient period to 
satisfy adtlin1otrat1ve needs, 

Ite1:1.s 20 and 22. Tbeae ore the coo.t1nuiog recordo 
of treatclcnt of individual ei::rployees; any correo­
pondence, ceCIOI"Wlda, or other dats are filed in 
the 68De jacket. Jouronl entries are i:iade on rec­
ord carde or con:parable forms record.ins each v1 s1 t 
of the patient, brief diagnods, or stateniellt of 
referral to private doctor, lllld treatcieo.t given,
if any. The doci=eo.ts deeced of lone: teri:i v11lue 
by both personnel. officials llild medical off1c1a.le 
are DOrllllily part of the Official Personnel Folder 

Item 25. These papers have local ndmnistrstive 
value, usually l1a1ted to the time the employee is 
aut.horited to operate c.averce11t-0Vlled vehicles. 

Itec 26. These eto.tecento of employi:ient and f111B.D• 
cial interests ore required of certain classes of 
Fcdero.l. employees by Subpart D of :?art 735 of 
Title 5, Code of Federal Regul.ationu. Tbey are 
held lOil8 enough to J:1C1:t a.dminist.rauve Deeds 1f 
qucstio11s of confl.ict of interest ru-1oe • 

•
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Pvroll1y Md h;rMalniAn\1.on .. COid• 

Pa;JNWq 11.Dd pq lda1.o.1et.ra\1on nOOJ'U pen.aiA '° dietun■-nu '° chil ••loJ'N• ot U. Oonni­
mnt. tor pel"IOlld Hn1.c:a. '1h11 echadul• appl.1• lo \ha pa:, 1"Ncml1 onaled lines .r111-.., l, 1911, that, 
an c-D to all apnc1 .. , bu\ U. u.el.uda1 (a} :nU.reaai. neon! 01.rda (Fonu 2806 or eqlllnlat.) \bat. 
an -.im.a1119d CNl'iag �• cht7 and tbaa � c.ranaterred to '-h• RatireMm. lis.'11.d.OII ot � Cil'il Ser­
'1'1c1 c.li.HioDJ (b) CU.• �111.c■J..lJ t.nnad.i.tM. to the Oamral. .&ccoum.irle 0t!1ce ar u.1At.e.1md in qem17 
space tcr eudlt Ullder 1ect.J.oa ll.7(b) ot the Budget. Md kcCNDT.1.ng ProcedurH kt. ot 1950 a.ad tM Pon Of• 
!ice O.putaeat '1nar1&1 eant.z,o]. kt. ot 19SOJ (c) "cOJ"da relatillc I.O wz 'ld.t.bboJdi�.. �• 'baiDu, or 
tkt.1l1t.7 bcmd1, or o\har nccmla hdd bJ' Ui1 appropriate Wlit.l ot th9 Tr1UIU'7 Depu t, napouibla toP 
th■ relatad OoftmMnt.-ld.cla Pl"Oll'INI {d) or to �au o! u. Budcet. ru.. nf'lactJ.n.,i: apnc,- ptrllODDal
naed■ and probleu. hu.11atJ.on 111d diepollit.iDn of th11e gl'Ol.lp■ ot ncozu mwt. b9 pron.did tor ••p&nt.ely1 

UC-pl. 't.hat. CongNH hH p.HD UM! St.. Lov.11 Ped.lr&l llecozd1 Cent.u aut.boritJ" to de1t.roy c■rt.a1.n J)"9•19n 
Ill-■ that are t.n.Allf•rred to 1t.1 cuat.odJ, pl'lff1.d■d t.h• l.r,m111hr1'1.ng -C-DCJ concun 1n their dHt.rucUcm. 

lo.-..11,y copiea ol p&plN "quJ..Nd bJ' th■ Cmptroller IJClllrll. to be ui.nt..e.1Md tor al!.Jlgt.■ aYIU.t. or t.o 
be phJ11icall1' t.nnal•nwl � the Oaerll. Acco11Dt..1.DI Office tor c■nt.raU.sed aud.11.1 t.■chnicall.1 conaUt.ut.11 
aaa-nt.e ot �CGUDL&bll atticere• acca1.1.11,l.e (S�ul• 6). In no nent ...., di■po•al b■ made ot record11 
p■rt.a1.D.ln« t.o ac:courn.a, cla1a11 or dUl&Qd■ involYinl U!.1 Qoyernmn\. of t.he UnitAd Stat.a vhich � not. 
been 11ettlod or llldJut.d 117 t.he Oenanl lccoun� OfCice unl.11111 Ille agency coace.raed has vr1't.■ID appnrt"al 
of tJw Coq,t.,,oller Oemral, u 19<liund ti,, S.ct.10D 9 ot the Bacords Di.apoaal let. at 194). u umndod 
(IJ.t u.s.c. 374). 

ttiat. Federal civWan pay accounui an prepaJ'ld uid lll&in\.&1.zl,ld 1.n accord&nce with 0.ne11Ll ReguJ.at.iona 
No. 102 ot \.ha Caaptroller Oeaaral, 1.u-..d in Ulla4. ru. n,uatan pl'OY1ded, ■-:,q other Udnp, th•t 
t.bl pay l"lcord tor -ch apl.OJQ b9 -.lnt.ai.Md aa a ■■pa.rat. cud tol"II (St.and&rd l'om l.127 or eq\li't'&l■nt.) 
and ab.ndon9d \ha coap1'9h8ne1H pa7l'Dll tatrl.:,' Wl1Hraal ill lh• Faderal Oo-nm1111nt.. d.noe about. 1880. 1'be 
nl\l,latiou 1Dduced • 11�"' aaa■ure of unilond.tf, &l uiough the nnpticm of Ui.• Po■t. Office Depart.nt
11.Dd 1M Po■t.al Semc• fl"OII it.a l)UffUV 1-di•� r.oved about. ooa-tourtb ot all Federal nploy'le■ trm. 
it.a 11cope. How .... r, lheN are 11. preaent. t..hnl11 bu1c 11:,-■taaa 1D. un 1n the Federal Qonm,9nt. tor the 
p"pant.lon aDd prooe1111ing al pa�ll•t {a) '%he 111.llpll!ied payroll IJ'•'- proaw.gec..d'by' O.neral 111111,ula­
tJ.ou Ho. 1021 ■■rr1.nc ill• 11d11i11Ul.rat.ln 1.D.t.■1,Ht.l ot t.h• ■gancie11, t.he llemnl Ac:count..lng 0ft1ce awU. t. 
"IIJlODBibWUea, ■al t.he 1>1"1.111011 of D11bunaen1. ot the Treu1117 Depanmnt.1 (b) 'ftl9 kf7 8J9WII tor it.a 
tllld Hplo,-1, vhlch l"lt.l.ine t.11• older t.n,e of coapnhenail'• paJ"roll1 am (e) The Poet. Ott1c11 Depart.mllt
and lla1t.■d Stat.ea Poet.al Se"ic• .,...i... 

Thi 't'&noua adapt.&t.10111 al Rtgulat.ion.■ lei. 1D2 llhidl h.aTe bllen peral.t.t.ed ti,- t.b• COlll)t.roller Qener■l 
and U!e non•ua• of t.b• l"llgul&UOIUI ban rellUlt.ed 1D \.he creaUon of r■col"da lllhlch •"' equ!Y■ltnt t.o Ute 
indlYidu&l pay card 1n 'l'alwi bu.I. often ditler J'adicall.:,' in phJ111cal nat.uni and fo1"1111t.. Some apnciea, 
tor •lLIIJlpl•, poat. pay and deduct.1oa data both l.o a pa7 card aiid t.o t.he oldn t.ype o! eoaip"h■n■iH pay­
roll. OUlor agenciea ws11 no pay c:ard and rely on the compnhen1111Te pa:,roll vhere 1t. 11 tilt. t.Jv.\ 1111 ol 
th• 11mpllt1ed l)'Wt.■a, ceued u it. 18 to occu1onal c:h.lnp■ 1n norul pa,-, 11 not ldainut."tJ."ly
teas1bl■ bec.lWMI Jl&7 c.bazi&e• ll&J' b■ the apnC'J' 1:10:ra rat.her t.h&n t.be ucept.ioo. 

TM 11:.,- tile 1D &Jl1 of t.l1II paJTOll IJ'1lt.au 11 tJi• "cord llblch ccinwim the ded�tJ.oo and ■-"1.c• 
dlt.■• '!hi.a dat.& appean 1D eU,her U. centralieed P1IJ' card or on t.lw tac.a ot t.he alder t.n,e or COlll)reban-
1lH payroll t.red11.1cmal..1J' ued. 

ln th• paJTOlli..DI proc■H, • p-oup ot d1nr"N record• ill acewmbt.ed.. Under U. •cu1at.1on1 102 
qet.u, t.he pay ncorda are DDna&l.17 11 � audited ti,- repre■■nt.at.iYel al \he O.nanl AccounUq otnce, &o 
euaine priaariq t.hl e&flWll l"IICOrd cania, �11 � 1l1pa that. •re prepa-1 to dot:lllaDt. ch&n&91 1n 
normal pay, ceJ't.1.ficat.loa •be•t.a conUS.111.na t.bl ■lsnatun of thl ap.r:ICJ' cen11'Jiq ott1e■r1 cb■cll: ll■ta 
p1'1parad in lieu at U!.e more formal pa:J"rollJI by fn■■IU"J' or local d11bw-■lnc penClaDll, aource penom,el
docume.D.ta heh u balllc t.1-■ ■ad 11C.t.endan01 l"IIJXH''\11 ■ad copiH at penonn■l ectioo ton.a adn•lns ot 
pereonn■l act.10111 r■awt.111& 1D cbanpe 1n P111'• lo addlUoa P1l1' r■11J1t.en a.ad ot.btr -.oeo1U1t.lnc dPtc .. IN 
IU1nt.■Ul9d t.o check aad bal.&.ace t.be �oo,mt.■i. 

ill paJTOll 1711&a1 "quue � 11&1.Dt.unce cf • 1-■ff card, t.e llh1c:h Wo:rat.lcm 11 poeled fJ'OII 
mre ct.t.alllld "'cord■ npt. bJ' U.. Uld a1,t,,end.an01 cl•ru located Uirouctiout. u act:DC7• T'RI bane foru 
ve IINd b:, mo■t. a1■nca11 (a) St.azid&rd Joni ll.l7. 1'-llch ■haw• lean taken by a.n -.,1.,.. over a LINl­
,-... periodJ am (b) St..aod.■nt rona UlO, llhich i. • ccmbl.Jw.t.l.oli t.1• and atlad&4c■ aid lHn record 
de1111..-,d t.o b9 ma1At.&lalld 1n ■c■nc.1.el ill vhS.cb tba UMIINpin, f1metJ.OD 1.e d•c:atr■.11■-d. One St.udu-11 
Pon:t ll30 111 -.uit..lnld ror NCh Ul)lo,.e uch pq period. and the air"'nt lHH atat.u tlpn ii 
■.cclUIIUl■t.ed fr,m pay period to p1.7 period. 

Qt.Mr NCOffll 1nc:1dmuJ. to t,ba peJl'Oll1ne proc:•111 ... 'Id. t.bbolclizl& t,u and � bond 1"IIOOJU, 
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.l ppencil.% B 
( 10-8-S 1' 

Br IIID1lt.!z • 

OSA Res, 3 

•
report.a 1111118 to Trealllll'7 Depar�ment unit11 and the Civil Se'l"Vlc• C-.!H1on GD 1D<:0111e tu and Nt.1-nt 
tranaact.10I111, and ot.hu NCorda not. pert.a1ru.ng to indhidual.e, but "t�r to th• 1en.ei-! acbdJlin.rat:l.011 
ot t.he �olli.ng o!rice and the ,PS7T0111.ng funct.1W1. 

ITEK R!CetoomDED 
NO, J:IZCR!Pl'I<Ji' '6 ll!CORJB NITIIOD C, Pn.DIQ Atn'R<llIZID DISPCB fflCII 

1. Indi't'idul •&ming and eeroce cardll .llphabet1cal 17' by DUB TJ"allsfiw to FedeJ"&l Becorda 
(a11Ch u Stu� Pc:ir:a l.l2'T rr 1ta or eapla,.e J •tart. • Center, St. 1-1•, llo,, l 
equi:nleiit) 119¥ fil• ll''Hl'7 ,--. par .rt.er audit, {■) U 

1n penonnel tolder or 1n 
1nd1Yidu&l pa;, toldll'• til•d 
adjacent to -peNmmel
folder, dupc:w• v!..tb tb• 
penonw tolttar ( ... ORS 
1, it• 1)1 (b) If no\ 1n 
ttr tiled adjacent. t.t par-
1-i. folder, dhpole S6 
pan art.er date or lut 
entJ"J' ma oard. 

2. Corre11pondence tile• •illtained bJ' op- CCl:lfcm to Ag9llCJ' D1apoee dter 2 J9■l'■• 
erati.ng unitll responeible tar pa:,roll practice. 
preparation and proee■111ng, pertaining to 
adldlli1tra ti CJn and aJMu.. uon or ttw mu ta. 

.3. TiD, &nd attend&nce report.a • 

a, Copies .. � 1D paJT'Oll pre-p■ratiOD and ltandud For11!.Jlg11.)0 tar Diapoee 2 ,-an att..r audit. 
p!'OCeHing. (ldlere St.an.d■rd Farm llJO each aplc,,ree per pa:, bJ' the 0-.r&l .lccomrt.1Da; 
u uaed tar both t.iae and attendaDc:e period. arrupd b:, Office. 

pa;, period! cme CopJ' otand leaTe J)ost1.Dr purpoaea, t.he dillpO&ll
pnl't'iaion tor it.a. 9 app].iea. )  Standard. Pona l.l.)5 aJld 

ll.)61 chraaol.o,ieall7. 

•b. ill ot.ben, By pay period vi\b atber Dispo .. 6 -t.1111 atwr end 
pe,:, recol'dl!.Jlg. of pay pericd. 

h. Indirldul aut.b.ortsaUOD oard and "°ant 
or pqroll allot..nu (sueb u TJ"'Uftl'7 
n.partment ,� 22�). 

a. Wh•" NCoZ'd or boD.d. d1duot1111111 ta Uph&Hti.cal.17 "7 - D111poae wen nperudad "1 
-■1.&t\.&1Ded OD eal"D1l1g nlC:Ord C&l'llo or -.p1079e, D.ff card or e111 truuit,r ar 

lep&raticn of nplu,M,
-.b.ichner 1• earlier. 

b. Where reaor-d d bond ded110Uana 1■ .lJ.phabe-U� b:, 11&118 Diapoae G J'Nl"'e d°t■r clON 
not -■.1.ntalzl■d elHwtlt'n. et mpl.�•- or rn■, (8-aYe t.G uiae-

Un tile na nperNded 
or 11J1al tramifer or MpU'll•
ticm.1 aloae in.eatiT■ tu• 
at ad et Neb 7-■r and 
t'l"Ud'■r to Peckral Becorda 
CentaJ- 2 Jean tlull'eafier.) 

5. I1111u1Dg ■g9ntl I cop1.. of bond regutn- 9'° TfJU and bmd ll'lm- DiapoN afta' 2 :,un. 
tlm atubll, ber tt.rnt1dar. 

6. Receipt.a tar �d tnMaitt.al■ ot D'. s. BJ' 111011.th ■nd. alpha- D1.apGN ) aontha ■ft.er 
Sarlnge llcn:l8 � cbecka. "1.ical 17 t.benmadar. datl tll rec■tp\. 

7. Baporl• at d.�H• and pVO.han• at 
bor\da I UJd. reJ.. t,ed pip■ n o 

D:1.apca• an.,- J, Tf'U'9• 

.2 .. 

•
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a. 

(2) 

• 

OS& Rea. :,SUPERSEDED Appendix 'B 
OERE!lAL Rl!XXIUE SCHEWI.1 2 ( lo-8-57) 

R!C<JOEROED 
ll!SCRIPTIOtl or RZCOIU5 Mlm!OD C7 Fil.n«J llJTRCII IZED DISPOSITIOO 

8,  Application.a tor lean and aupporl1DJ 
p&pel"I, 

a, ApplicaLiana tor le••• taken 1Jl.. 
.ed1&tel7 prior to uparat1on. 

b. ill othere. 

• 

SI. Lea•e record carde, aint.a1ned in• 
depeiilient.17 or pay and eam1.ng
"col'ia ( including S\.andard Fora 
11)0 when med •• a l.e&Te record). 

&lpha.bet ical 17 by nuie J At.t.ach to leeTe record card 
atart. a nev flle 111Tet'J (see it.n 9).  (a) rr in 
year, peraonnel folder ,;r in 1n­

d1"idual pay folder tiled 
adjacent to pel"l!lonnel
tolder: diapoae either 10 
yeara after date or laat 
ant17 on card or v1th the 
pereoMel folder ( 11ee ORS 
1 1 it..111 l) J (b) If not in 
or tiled adjacent to per­
aounel tQlder: di1po11e 
10 7ean1 after date or laat 
entry on c::ard, 

Alphabetically by ll&l!lel Di11poae l year after rue 
ewrt. • nev rue ·"•l'7 1• cloaed er 1 J'&•r aft.er 
7ear, date or application tr 

filing arrangemnt. ditferB!.Jlg1 
frOJll that 11ug,:e11ted herein• 

P&7 or r1acal Cl:Tf11, 

(1) Final card 11hovi� acemm­ Alphabeticall7 by pa:y 
lated lea•e on sirparation. 7eax, 

Close rue at end of :,9ar 
and t.ran11fer to Federal 
Records Center, St, Lauia, 
!'lo,, 3 years there�er. 
(a) If in personnel folder 
or in indl vi dual pa.7
folder filed adjacent to 
personnel folder, dispo=ie
either 10 yeani arter date 
r>f laat enb'y on card or 
with the personnel folder 
(11ee OR> l, it.u l )J  (b) 
tr n� 1J\ or tiled adjae� 
to per1onnel folder1 di1-
pooa 10 711an1 aft.er date or 
last ent.17 ori card, 

.ll.l other pAJ' er tlllC&J. llphe.betical.17 b;r -1 Dbpme 3 p&n attar audi.t 
Gopin, in.rt. a nev tu. l!ITl!ll7 ot relat.ed pay recordlll, 

2 ye&n 1t S, F. 1137 or 
1ta equi-ralent 1a uaed, 
and eTery pay period if 
s. r. ll.30 111  mad, 

b, Other oopie1, Con!ora to agenc:y Di1po11e!.Jlg) 11or1th1 art.er the 
pr&ct.iee, end or the period coTered. 

10. B.ec01'9 of lea-re dat.a tn.n,r .. n-ed (ncb. Uphabeticall.T b7 11&119 J Dispose 2 ,-are art.er rue 
u St.alldal'd Pora ll,O). it.art • nev rue en17 1•  cloaed or 2 yean after 

• 

:,ear. date of docuant if filing
&lT&llie!llent di!fera rra 
t.hat 11ug"e11ted herein • 

-)-
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by naJ!le, 

OS.I. Reg,!'H.) SUPERSEDED
Appendix B 
(10-8-57) GiNERAL REC!li!E SCHEDULE 2 

RECOffl1EHDED 
D&'SCRIPTI� OJ" ltKCO.� 1£'1110D OF P'Il.INO AOTHORIZ&D DISPOSITICII • 

11. Not.ification1 of peraonnel act.ian1 u:­
clusive of t.hoH iu ort1c1Jll Personnel. 
P'oldera. 

•• Pq or t11cal CopJ'. 

b. Chronological r11■ copiea, includ­
ing face sheet.a. 

c.  All otber copie,, 

12, Cop1ea of budget. author1u.tions to 
operating unit.a that. c�trol peraannel
ceillng11 and per'Z!lonnel actions, 

l), HelllOl'andw!I copies of pa7rolla, check 
list&, and rel.aled cert.1f1caticm sheet.a 
(such aa Standazd Fol"IIUI 1013, 1128, er 
equivalents) .  

a. Security copiee or docm:1e11t.a prepared 
or used ror d.i11bu1"',ermnt. ht TreUU]7 
disbur11ing ofCices, and related papel"'II, 

b, All other copies. 

(1) Whf!re earning record card ls 
mintained, 

(2) •here eamln& record card 18 
not 111Ain t.ai ned . 

14. Payroll control rev.taters {9uch a,
Standard Foni 1125). 

15. Payroll chance slips exclusive of those 
in Official Personnel Folders {such as 
Standard Forti 1126), 

a. Copy used ill Oeneral Accounting 
ornce audit, 

b. Copy used by disburBing ofricer in 
prepa.r1nit checku. 

By pa1 p■riod vi t.h 
other P81 reccrda, 

Tn accordance with 
Cinl semce Re.ndboot 
5-Bl.2, Buie Penonnel 
Records and Files So tem. 
for federal Agenc1e& 

ya 

Oet. 1950, Part 1 Bt. 

Alphabeticallyo; at.a.rt a 
new f'ile e,rer-y 7ear, 

By arganhation, 

Chronological 11 b:r P81 
period. 

By pa1 period vith 
ot�er pa7 record.a, 

9,T pay perlod vith 
other pay record.11. 

By p.i;y period with 
o�her pay r-ecorda. 

By pay penod lli..th 
other pay reco:rds, 

a, pay period, there­
under alphabeticall.7 

Di1p019e 2 J11An atter audl.t 
of related P8T recarda b7 
t.he General Accoontlng 
Office. 

Diapoae art.er 2 ;reani, 

Oispoae after l ;rear. 

Dispose 1'hen 11up,rseded, 

Dispose when Federal 
Record!! Center receiwes 
aecond sublllequent payroll 
or check 118t covering
11ame paJTol.l unit. 

Dispose 2 1ear.11 a!r.er audit 
by the General Accounting 
ornce. 

Dispose llhen 10 years old. 
(Transfer t.o Federal 
Records Center, St. Louiao, 
MI ssouri , when J yea 1"'11 old,) 

Dispose 2 ;years after audit. 
by the General Accounting
Office, 

Dispo!e 2 yeare after audit 
of rel.a ted pay record.5 by
Lhe General AecounLlng
Of flee, 

01spo5e after preparation 
of check. 

• 

c,  ,'11 other copies, By pay pertod, there­ Di!!pose l 1:1.onth an.er end 
under alph&beticaJ. l.7 of pay period,
by nal!le. 

• 

https://record.11
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GSA l!ell' • .). SUPERSEDED Appenc11i B 
ODIERAL Rl.COR!lS SCHEDULE 2 ( l.0-8•S7) 

RECCJ<MEJI DED 
DE5CRIP't'ION 01'1' RECORIJ5 METHOD CF rrt:nm At.rrHOR1ZED DISPOSnION 

lb. MemoranduD C01)ies or fiscal echedules 
involved in "P19Toll processin�, 

1. Copr Ullled 1n Oeneral Accounting B:, pay period vUh Dispose 2 yeal"'II arter aadit 
Office aut11t. other �y Ntcorda, or n!lated pay records b7 

the General Account.in!!; 
Of!1ce. 

b, All other copies. Varies with 11,!fency Dispoae 1 111onth alter end 
practice. or pa;J" period. 

17. A.dffl.1nietrat.1v, report.s and data re1-ting 
t.o J)a1l'Oll1ng operations aiid pa,- admin.ia­
t.rat ion. 

a. Raporte •be! data U1ed for 1110rttload Conf'ona to agenq Dupoee after 2 ,..ean .  
and peraoau,el -.nag1111111:i.t purpmes. pracllce, 

b .  All other reports and data. Confor111 to agency DbpOl!le aft.er L 7e.ar-11. 
pract!.c1. 

18. Wlthholding t.u: eu.pt.ion cert.U'1eate■ J.lpnabet.ically bJ' Dispoee I, yean, arter card 
(1111ch a■ Intef'M]. ReTenue Form. 111-h). NI.M ,  ls 1111p9neded m- obaolet.e, 

19, lbttuma cm iro:0111e taxes withheld (such By retura and chrono� Disp050 after 4 ,Tl!llnllo 

H Internal �mu• P'or. W-2). logieall7 t.hereundllr. 

• 

20, Re_p(ll'ts or withheld P'edel'&l t.axn and Con!ol'III to •11:ency Dispose after L 7ear11!.Jlg, 
related papa� (including records relat­ practice. 
ing to i11eonie and social aecurit.:, t.axea) . 

21. Retirement. niport.s and regiate ra. ChronologicaU.,-. Dispose atler 4 years. 

22. �• at i.n.lruJ,ance deductione and re­ Contom to agency Diapoae art.er Ii yeal"'II, 
lated p&pel"ll I includinp, coptH or vouchers practice. 
and schedules at pa:,ment.. 

2). Liny and gamtstnent recol"'lbi, including Confo1"11t to agency Di.epoi,e after 4 Y9VII, 
o!flcial nolite ot le..,- or f!:arnillhlilam.1 practice, 
change 1!11 ipa, mrkpape n and corniepgndence
relat.ing to charge against ret.irenent runcu 
or attachJlent or sala1"7 for paynent or back 
incon, ta:ir or for ot.her dllbt11 ot P'edenl. 
81!1ployet,e, 

Wage su"8y !Uea coruiist.ing of wage sul"'l'ey Conf'om to agency D111pa,o aft.er completion 
reportll and data, val'lcl.n!! papers and rel.at.ed practlee. ot secon1 suc:ceediJ,g 
eorrespondllnc4i1 concerning al"ea -wages pa id ...ge SU1"'1'87. 
rar each 9111plll1"19Tlt. class (em:l11d1ng author­
hed vage schedules and va� sul"'l'e:, recapit­
ulation lfOrk eheets). 

l"8111 1, Thue are t.he official central bed � records 1111 !.nta.ined by agenciea k11epin,: such recorda undllr 
aineral liegulations No, 102 or the Comptroller Oenerll.l or an aclaptat.ion thereof. S1C11:111rtes ot s 11"1ce are 
alao nc:r1118lly included. In agencies under i:ayroll site audit., this centralized record 1, the only Clio 
docwent.in11; the rh!:al aspects of e11.ploym,nt history. Ir necena17 to efrl!lct.ive eerricin� cl penioM11l
rec:,rds at the St. LOUla Federal Records Center, that Center rues the pay car:!a in the app�ute penion­
nel told11r11; this hapPen, vhen the card11 reach the Cent.er ain,;ly er in very ama.11 quantities. rr 1-rger
quantities are n.ceivei:1 by the Cent.er they are kept as separate blocka or records, !'he altenuitiTe dis­
posal provision• er,9ur1 that the cardl!I vill be available tor use if neces11a17 il:I retlrenint proceedin�11!.Jlg, 
regardleu b!1W rued. 

• 

It.e= 2, 7. 12f 17. Taeae files renect the general operat.itwi and administration o.r the argan.lsatiouJ.
mu£ re.!lponllib e for prei:nrat.im or the payroll. The correspandence f1le11 peJ"tain i.o routine admintatra­
ttTII aa t.ters and normally do not rel.a t..e to indi-Yidual pay acc1111Dts. Nor do they opntain key t'lae&l data 
ot aare than t.r-anat.tol")" -uport.an:e, Repo:rt• pert.alnlng to bm'!d sales are mdo either tor lntemal 
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aecount.lng pnrpose11 or are 1111.bd t.t..ed t.o Treuu:ry uni t.1 inTolYed ill tt.l JIIIJUlgement. ot the aal'inp boDcl 
program. In eitiler cue, the paper11 are l'mld long enough to eatillty 1nt.anial accounting, 1"8pol"t.1ng, and •other ad.mini.st.rat.he neelb. The adaini1trat.he report.1 r11e11 may pt"O'Yide dat.a on the volWllO of Youcber 
1.D.1111n.at.1on or the incidence or otllllr accounting operations, of interest for vlll"II: mllSUreffl!nt or 11ta!fit1 
purposes; or they 111&:, 0C11sbt of paper'8 or report.a t.ran11111i tt.i.Dg agency accounting d&t.a. !or 11p1c1al or 
routine rqiorting purposes. In eil.her caae, cop1ee are retained to provide for tha Nfaranca naed.s or the 
llnit prepariitg the report. or ccapil1ng tho dat.a. 

Items ,3-61 8-ll1 lJ-161 18-2). These fila11 are accUlllul.ated in too course of processing and preparation 
of the payroll. I'iiey &1"'8 genarail]' dllpaiable att.ar agency adminlat.rati,,.. and General Accountlllg Of!1oe 
neada ha.Te been mt, a11 folloi,11 

a, Cl'eck lilt.1 r1 (Ite111111 ) 11 1)-16 • The 
baaic record 111e in •cc 1ng da or preparation pa)'?'o s are I.ha u- an attendance nport.a,
vhich may consat of 11heet11 unually po1ted by e11ployees or pa:Jl"oll1ng personnel, or punched 111ec:haniclllly 
by 'Lille Clocks or aiallar equip.ant.. Chang1111 i.JI eapla,ee 1t.atua a!raet.ing ihe payroll 81"'8 not.ad by t.be 
pa;yroll ing ofttce on t.be rieeal copy or the not.ift. cation of p11 rsonnel a eti mi (1TA• 11•), or the change
■Up ( item 15) prepar'9d bf the peMI mint!ll d'Uee t.o a1.1t.henticat.e, docWU1nt, and pl'"OTide accounting dat.a an 
pay adJutmant.11. The ti.lie an.d attendance Nport.11, penonnel act.1011 notiflcatiana, and chanlf8 llliJl!I are 
all p0!11tinr, 111eda \o 1nd1"'1du&l. eaminii; and ae?Tice ca� .,d to check inscription plat.ea (in the cue 
or the change 11l1pa). fa7roll control regiet..ers (1ta11 14) are accounting dnice, locall.7 mintalned t.o 
1n11ure the proper recancililt.ion, balancing and agl'"ee11ent of account.II frca one pay period to the next. 
?'he fucal uchedules ani docuaents (it.en. 16� SUll:rlaTidn.a:, for account� purpose1, disbursemnts, eollec­

1t.ons, and epeclallged transactlana occurring durlnii: the pa.y-rolHn11: proceas, but they nol"IUll� <t> not. con­
tain data on 1ndiY1dual pa:,.ent.11. Schedule, 11111.y be filed vith other papers accllllllllated dur1n.a: the pay-
rol ling pr-oeea or 1111.y be f1l1d as a 11upp0rt.in,: papor to lhl! account current ot the accountable arneer 
(Schedule 6, it.em 1 ) ,  or boLh. 

Agencies uai.ng the Sim:plUied payroll s,1te11 retain lflll1110r1111<N111 copies of eheclc Hats (U.e11 lJb) 
pl"Upared by the D1v1eion or D1sburseaent, Treasury Ilepal'"tment, or of co■prehB11lliYe pa.)'?'olls llhich h.ne 
been prepared b7 the agency for the Division or Dbburse111Snt. or agenq dhbur1in11 offlcel"!I, CompNhensi1'11
payrolls norm.ally preclude the lli'.lint.enance of individl.lal earning carda. Where both are kept., t.he paynu.l
1.s r.isde d:l.aposable "1 t.h the pa!lt.ing nadt.a and cont.role t.vo years at�r the O.nerlll .lcc011111ti.Dg Office aiu 
audit t.o prov lde tor reference 1.!ter such audit clearance, Where ttm earning record card i11 Dot 111&1.D­
tatned the r.e1110randllll copy or t.he c<Dpraheru,iva payroll ia retained for 10 year'8. •ltb. the H:cept,ion of 
individual eaniim;s record carda &nd c011.prehenslve payrolls vhich are retained for S6 years, Oeneral •!ccountlr!fi! Office records Nlating t.o payroll t.ransactlons auppo:rtlll6 disburd.ng account:, ar,a, aYailable 
tor a 12-year period. 

!n the norNJ. com-ae or current op,rations, aecurtt.y copies of ag1mcy pap-ol111 or check lists and 
attached papers ( item l)a) al"e tran11ferred to approiriate federal Records Cent.era by dbbunin.g otrtcen, 
as eaon as checks are i,,aued. Since only cun-ent data need be a't'aUable, docu..,.ent.s are di!lpoc,able at the 
Centers vhen the 11econd .suh11equent roll or 11.st. bl recelTed. Ot.her cople• and t.he papen1 at.t.ached ano 
held long enough after aite audit t.o 11ati11J'y agency neadi,, Under t.his proceduro t.he curr.nt and immediately
precedir!fi! payment 11.11 ting vill be c:oatinuoUJ1ly uailabla. 

b. Sartne11 bond n,tirement1 tax1 1nsunmce1 and levy tiles (Item!! h-6, 18-23). These &1"'8 uong tbe 
records ral.Bt1nr. lo d., docW11entstlcm of deduct.ions f1"0111 pay 111Bde in the course of tho peyroll ing operal.iC111o 

They are su.,c,,ari sed in the lndi'i'idu.al earn1nr,s l"tlcord ( ltr.1 l) and other r111cal records, .such u cer-t.&in 
't'Ouchers and schedules (it.ell! 16). The Public Debt Bureau 111alntatns 11.dequate records of bonds purchued
throu�h payroll eavinra plans; reports or ine0111e and social 11ecurlly tax�a and levies for pa]lllent or back 
incaiie tax are senL to Tnlel"n/1,l Revenue Ser,,tca1 and report.! or reLlre�ent., separalion , md insurance 
transactions, and ch&r�e, ara1n,t ret�re:nent. runds are sent to the Civil Sel""i'ice COffllllission. 

Lea.,e records (Ite:as 6-10). The applications for leave are held ror a 1:11inl111u.� period, since they 
are posted to SUlll:TIII.J'Y leave record cardll ( itl'llll 9 ) .  Host. car-els are disponble after retention for three 
years to 11at111fy nomal reference need!!, but. card!! !'lhoving accWIIUlated leave upon !'leparatton are disposable
after a sufficient p!!riod to provide for their use iJI answering clai�.:i.  Leave record., of employees 1.n 
mllitary aervica are reLained with the ornc1a1 Personnel Folder or !or 10 year!! Lo en.!lure proper erediUng
of leave balances upon t.heir return t.o civ ll ian employment.. SOllle ar,encie.!I ret.aln copiH of the leue 
record cari, ln variou, offices tor convenience; since the original or flacal copy i& available ror at 
least J year:, these convenience copies are disposable 'i'ery 1100n aft.er the period they cover. 

It.em 21.i. lo age aurvey !Ue11 haTa aitilini, t.ratl 'i'e n lue for c(mpa.rat l ve pu�o:,u in conducting im:Jedil tely 
succeeding wage surweya. Changing econGlilic condit.lons render these fUea obsolete beyond this period• 
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ProcUl'ftmlt. and Sgl.f Becordll 

Apncy proeununt and 1uppl1" ncorde 1ncl\da th• papen and f1b1 .tnvolnd hi o'bt.&1D1l1a: (OOd• and 
non-per•onal Nn-1c••• cont.Joolling \.ha YOluma ot ■tock ou hau!.0 Npo� proc�t D:11■d110 and nlat.ed 
npply •L\a1"9 ..W.ch VII p&rt. ot d&14 procunaat oparat.101111 nt.ber Vian •Wt or _pallq IWH:Uou. 
T'- balic p.rocuremnt tilH l'■ll•ct a coaa1derable raage o! proc1dun, rroa rilll'l• mall purchuee to 
compllcatad prim contract.or Uld eu.becmt.i-act.or opentiODS. 

Th1�111D-c:o'l'.•�p�..tU,,!_l!_dat.ed n1W JIit� 11h10 such fllH bllgan \o bll ■0211111!)&\ 
atand&nSb�. All co11t.ract, racord1 p.l"lor t.o 1894, tor uuip •• are not ot permanent 'falue, but t.b1ir 
UDat&ildard1Md oat.u.n sake• it neee111U7 for tbeH older fUH t.o bll nal.uated OD \heir <Ml •r1tl and 
t.h97 ar• tblraton not cowem bJ' 1h11 11died.ul.a. PNquaiit.17 mpia■ of procuraient paper■ becGJa lntalft,l 
part.a or oiha' til■• in  u-ie ag111q, ■llcb II proJ1ct. !il■D or Tarl.ov.11 t.:rp111 or ,.n•nl ■11bject tll-■ 
pertaining t.o progru. operat.101111!.Jlg1 auah copi11 al"9 mt. ccnem bJ' uwi 11chedul• beeaw1e t.hDJ' cannot b■ 
considered and nal.11atAd eeparafAly tJ'Orll t.he til-■ at which t.hey are • pan. 

Thill 11chacl.ul• doe�t.o....:.!!,corda.beld..bJ-�..:.��COl,fflttns: Of't1$t!...,Or \o t.hoH o! t.be 
Cenenil SnTtcea AdJilni1t.rat.ioii nd'lact1lignoiel'Dlllllit;-v1de procunMDt. reopoDBTiiill Uea. It .  appliea, hov-, 
vver, t.o 1"9conia or oU!.er apnciea to which the .ldmAi.atrat.or ot Oe11era.l Semc:ea bu llllld.e delept.101111 at 
aut.bori\y, IIDder Sect.ion 302 ot t.he Vederw.l Property an! Adi=d.niet.r■t..h'e Se"ic:e■ Act. of 1.9"9 (U U.S.c. 
252). No� ..o_i::!I� -� _papeJ'l!_r.!_qull"'ld Pf�•-Ccm;itrollu. Qu.enl� t.o _be lllaiQt,u,md. for-■1 t.e. awU. t.0 
or t,o be phyll1.call7 t.rauaferred to U!.• Oenar.l Acco11J1tiilg Otf1ce tor cant.ral1zed aud.U, technicall,y
eo1111t.U.11te eepant.a at aecoun\.lble o!f1cer1' account.a. theee oripnal. paper11 ue tbemore uclDded tr= 
conran. in t.hia ■cbedul• tor t.he reuoria Ht forth 1n Sched\ll.e 6. SUd.brl.T. �doea no£ -
ijiply t,o doc1111111t.l! 1vt11Uted ta or cn•t.ed bJ' other coo.l"d.inat.iiig or reg\11.at.ol'J' 1.18DCie:i, 11uch u Uw 
NIU.on.al ProrJuct1011.A1,1tb�rlt.71 t.he Economic St.abil.1s■.t.1oa Ap111:7, •al ot.ben, 1n the coune or tb11r 
·pJ"Ogru operstirma. 

In no .,,ent, � d111pouJ. be 1111.d• or recorda per� t.o accounta, clda■ or deallDd.1 lnYol'l'ing thl 
OuT■�nt. of U. Unitad St.OH llbj.ch ban not ,et. 11111.11 ■et.t.l.ed or adJU11t.ed by t.b• Gmieral .&.cco"'1.UDa; 
Qtfice wit.ho1,1t. wrttt.en &ppr'O'fal. of Ull9 Col:pt.roll■r Oemnl.1 u requJ.,-t by Sect.1011 ? or I.be Reccnu 
D:1apo1al. Act. or J�7, 194),� u amDlled (lih u�s. c, J7li) • 

S1.ace U� Pederel 11911dee haH operated \heir proollNDllllt. and su.pPI,y ■p� IUllhr reg\11.at.1.ona
1Jsauad bf Ula O.DIRl S."iceo .lda1!11ai.rat.1GD1 alihoiish Ui• S.cret.&ry of Dd'en11 lUldar Sect.ion 20.l(a) or 
tbe federal Propert7 11-1 Adlllln.11t.rat.in S."icen Act at 19490 111,ay ■nl!pt. hil Depart.nt from eert.aui 
General SenicH Adzd.D111t.!"at.1ol1 proc�t Nruht1oaa &1111 onitlr1. 

Recorda doc�Ullg procW1111ent. an:1 supply 1n th• apnc11111 •n largely ■taniudhed by 'l'aril)WI 
regul.a t.iona or U\1 Compt.roller Oeoeral. &lid IJle Adm:lnutr.t.or o! o«i.1ral S.mee■• ror1111 to be 11Hd ■rd 
report.a to be made both � and u part of the relurrui of Federal dlal:Nrsine 0tn.cer11 are preac:nbed.
OeJ\sral Serrlce11 Adminlat.ration General RegulaUan llo. li, for e:1W1ple, a■kea mndat.ory the u11■ or 
certain atandud euppl;r cont.ract !on:111. Tb• ptiyBlcal arrMghlllnt. ot the t.rm11act1on f1l111 theuelne 
d1t!ere in t.he •u1oWI agenc1111, h0"9Ver. In 1111 apnca• t.he ott1e1al cont.ract. tiles, tor umple,
OODt.a1n • ll1A1awl cora o! epeciti■d docUIUlllt.11, but. there are also other docw:11nta t.hat. Y&J7 1D. ac:cordanc:1 
vit.h what tJw inl.19'idual aga11C7 deeJS to be beat. !or !.ta own openting purpoH■• 

Procuremnt. fl.lee rail into ■ IIWlber o! l1ADCt1onal cat.eaor1e11, depealing on Uie rol• or Ui• file 1n 
Uie tot.al supply proee■a 11-1 U.11 adld.Jdat.ration.. 

The key procu.re•at. !U• 11 t.he t.r■naactJ.on cue fil• cont.aUling 1:he loniial contract. or :lAtonial 
purchane order or leaae 1nli�t. arid all rela\,ld paper■• TM doc11Mat. floving ill't.o tJie tr--..ct.ioa 
111• d1ttor 1n det.all, but. t!wr :iJJclin•, 1D addlUon to tJie pW"Chue dociaent., 11pec1Iicat.10D11, b1da, 
1chedulea o! del1Hl"J', 1Ait1ating �lliaU.ione, 1.nn>1ce11, and corre1pondenc1. Qt.her cop1ee of t.heu 
docU111eat.a1 llllld• !or 1.1paditing and other •didoi■t.ratl'fl pw-po1111, an acatt.erad Ulroughout. th• inapectioa,
lllh1pp1Jla, uped1Ung, arid ot.ber Wl1\.I or the agency procun=ent. 01"1aniu.tlo� CQlifon.cl copiea ol -c. 
pn>e\ll"'IMnL doo.i..n� imQl'fiJ\g sma oHr 150000 ror lllill t&rJ q111cl111 and onr '20000 tor ot.ber api:ici-■, 
and leu11, U"II 1utaitt.ed to t.M Genoral Accow:it.1.llg Office at t.he timll or their uecvt.1on. The General 
.AccounUDg Otrl.ce cont.rac\ tile DD� 1Del.w:l1111 only thoH baeic papen, vhich en.bl• 1t.■ alldlton, t.o pUI 
on \he proprietJ o! Ui• upencli t.a.re or o'bliaatlcm. ln agenci.ea 11ho■e accolllll.ll •l"'I under ■ita aw!.1 t., Ute 
pertJ.naut. coplH an ma1.Dt.a11119d 1D aaencr 11pa.c. tor t-bl Oenenl Acco\lQt.illg 0tr1c1. 

lgllaq til.e■ uy pertaia to om or mre at ■11nral. procu.nmant •Uiodu (1) pun:hUe■ aga.inllt 
Federal Sul'Pl7 S.n'ic• ■checlul• cc11tr.et.o, record cop1H ot llhJ.eh are 1D t.he approprl.llte Federal SUpply 
Some• "£1.aDal office, (2) t.nuact.101111 WU■.tad punvu.t. t.o t.be agency'• ovzi. pVJ"Cbuing 1ut.horlt.7, 
or (3) reqiwi1Uon.■ tnm Federal Supply SerTio• eUJ'ffot inffnt.o.ra,. IJona&l.]J• 1n transacl1om not arill.n& 
tro11 P'ederal. SVJIPl.T Serrtce achedule contrai::t.a, pUKhalle ordere an � Cor tl'&Dlll&eUODII Wider S20000 in 
ruue, aDd the sire tol'll&l. cont.net. iml�ta an ll8lld for �aoUOM lmob� larpr 111111 ol -,,. 
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Cert.a.in basic legtlllation noniBlly governs proc'Ure:mnt polieie9. The First an:! Second -..ar PO\Jers Act,
enacted early in .orld \iar rr, laid down �eneral policies which gave to contracting officer� v1de latitude 
in contract detenlli.nat1ons. The Annc1 Se�1te3 ProcurenJlnt Act or 19L7 (62 St.at. 21. )  stated poltcy for •
amod forces procurenBnt. 'rt tle III of the F'edoral ?roporty and Admin1strati vo Services Act of 19L9, u 
amende<:! (63 Stal. 377), Nl!lt.aled overall procureront policy and atethods ror the Govem.unt as a whole,
Specialized legislation, such as the various renegQt.tation and price adju.!ltffl!nt nct.s follcnnn� -orld ��r 
II, produced te111porary modification!! or procedures. 

The Federal proc=nt field has been affected fror.i tiille to ti.Ille by specialized leP.isla�ion, .!l01:1e o! 
which tm.11 been enacted for ad hoc purpose.!!, while at.her la1r.1 ha,,e resulted in stan'.iard con�r;,.ct. articles. 
Thu., the Contract Settle.nent"'Ictor 194L, as amended (58 St.at. 6�9), prescribed proce�ures and pnlicie3
to be ui,ed in the tel'Dlin.atton of 11.'orld War Ir eontracts; the fair Lnbor Standard:, Act of 19J8 prescribed
certain standards of wor'dng conditions and e111plo1111ent I.hat are st.Ill 1n effect; and the Anti-Kickback Act 
o!' 193L., subsequently amended in 19L.6, attempted t.o outlaw illec;al arrangerr:ent:, by which eoployeea returned 
part.:, of their wagea to their employers under duresa. Ot.har le�islation and admini,t.rative policies have 
ia:posed other log� aaraguarda and prohibitions, pal"ticula.rly 1n the field af real propert.7 procu:-t,�nt., 
In IIICGt wtancea the pl'QCUT11ment. files are required to docu;aent actions taken under the variou:, law:,, 

Legislation lllhich governs the pnx:urement procoss inevitably affect:, the content of procuremont fllea 
but not in such a wa;y u to &!'feet the long term value of the files e::u::ept. in the ca.!!11!1 ar those involving
certain B!IPects ot real pTOperty acquisition. 

Other file11 related to the procurer.ant and supply !tus=t.1.on include reports used for supply 1111nag11ment 
purpo:,e:, by the agi,ncy creating the records as woll as the staff Ap:ency involved with Government-vi.de pro­
�. local roquisitian and stock inventory file:i, and ot.hoT minor aupply papors. 

or a 11p�ill1 hed character in the proc:ure=nt field a:re the title papers doc111:18nting tho .acquh1t.ion 
or real property (by purcluse, condemnation, donation, exemm;e, or othe:"Vise). The.3111 papers a� required
by the Gove:rn."11ont aa loni: a, the property rep,ain, in Oov'lrllll'lent hand9 or if it has been sold or rele.laed 
conditiona.11.J or vith recapt�rc clau9es. When properties are disposed of by quit.claim deed,, this fact 
should be confin:ted prior to the d1:11pcxial of the title papers, sinco -:..'le title evidence 111ight be needed 
by the Govern:r.ent to defend the tit.le in t.he event. the pro� rt1es were disposed or by dce19 containing
general or special warrantieo, 

It should also be ascel"t.alned that the title ev11ence rel.ate:, O!lly to the properties which vere sold 
by the Goverru,,ent. In inaey jnstances, lands acquired by the Government. are d1:ipooed of in different 
siz.ed �rcelll, and if the liovernr.1ent retains t.hA title to any portion the title evidence should be re­ •tained. 

This schedule d�s not apply to Interior Dopart.J:1ent record5 relating t.o the public dor.iain or to the 
tit.le op1n1on files of the Department ot Justice. 

ITEM RECO�NDE:D 
OfSCRIPI'ION or RE:CORIE METHOD OJI' f'!LINO AUTHOR I ZED orsra; IT ION 

1. Procure:,i,nt rues (as described 1n it.em Confor111 to 11,gen,;7 D1.ep0l!3.l.not.autborlzod by
L belav) involv lng tn.nsAi:tiona of practice. t.hiL,�hednle. 
125,000 or r.10?'8 and dotlllllBnting the 
initiation and devolopment or transactiorul 
that deviate fl'(11!1 established precedent.a
vi th respect to general agency proc1Jr1111111nt 
or t,o major procUJ"eeient programs (other than 
lhose covel'tld by ite111!'H13). 

2.  Title papors doc�'llenting the acquisition
of real property (by purcha:ie,  eondcmnation,
donation, exchange, or ot.herv1.sa). 

a. Paper.! for property acquired prior Confom to ar,ancy Diapos.al.not.authorized by 
lo January l ,  1921. practice. t-hi:i-- ech�dull'l. 

b.  Paper:, tor property acquired since Confonu t.o agency Dispose 10 year:, alter 
January 1, 1921, other than abst.raet practice!'H; transfer unconditional sale or 
or certificate or tit.la. papers relit ting to release by the Gove?T1111ent 

property uncon.di1.ion­ of con�ilions, restric­
al.l,y 9old or released tions, mortgages or other 
by the Government. to liene, 
eep;ll'ate file upon
sale or release. •
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NO. D�CR 1 Pl' roN o:r RECOROO 

c .  Abstract �r cert.1f1ca\.e of 
title. 

3 ,  Corre1poude11c� files of procure­
ment opera t1ae wu t111 perle.1n1D8 
to their iDtenial opll!nt.t.1on &Eld 
!l.dmlnletr11t1ou that ar111 not 
covered elae�ere lri tJu& 1c.Jledule. 

I, . COI1tractr, req1.11 s1 ti 011, purc:tiase
order, lea ee, 'and boud am &Urety
records, 1nc111.ding correspondence 
and related o�pers pertaiDiDS u, 
award, adcliniat.ration, receipt, 
Jnspection, 8.tl.d payment (other 
than those CO\rered in 1t-elllB l, 
2, and 13,)  

a.  l'rocurecent or purchase
organization copy, and 
related p,apers. 

R!COMMENDJm 
ME:1.'HOD OF FIL Il'tJ AUTHORIZED DISPOSCTTOl'I 

Tranafer to purchasl!'r after 
uncOQdittonal ea1.e or releaee 
by the Gcnen=ll!Dt or cond.itt0UB, 
restz'ictions, Del"tpgee, or 
other liens. 

Coofon:1 to agency Dispose after 2 ye81's. 
practice. 

•· 
( l ) '!'rane,,,ctiorui of more 

eyi:tbol a.n.d D.UIDber there­ pa;yi:ieat.. (Place in tilll.ct1 ve 
under; by pUrcbaee order nle 011 fiqal Jll')'llletlt; trana­
ntmber. rer 1'1 seal yeu bloc Jr. to 

Federal Records Cent.er after 
2 years. )  

By contract syqbol and Dispose 3 years aftl!'r f1nal 

By contract or lease Diepooe f> )'Caz"B after final 

(2) 'l'ransactlona of 
t2,r500 or lean. number thereunder; by payment., (Close file at the 

purchase order nwaber. end of each fiscal year,
retaiD 3 years, and d11JPOee, 
except that f1lee on vblcll 
acticma are pelld1118 vil.l be 
brought forward t..o Ule next 
fiacal year' 1 nlea for 
dispoaal therevtth . )  

b. Obl1gat1oo �opy, By appropriate DUlllber ln Dhpo■e wbea fuods u-e 
suspense ftle for posting. obligatede. 

c .  Copies of contract,, As appropriate. D1epoae upon tem!nat.1011 or 
requ1sit1o.as, purchaae ord.ere, C<'J:Ple t 1 011 
len11es, a1ld ot.ner papers which 
are dupllcates of papen defined 
in 1tem �, used by ca:zponeDt 
e:!.ecents ':If a procurellll!nt office 
for adJ:dn:.t.strati� purpooes. 

\ 

• 
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lTPK RPJ.:;CMmlDE[) •
lfO. JmlCRIPl'IOlf OF!.Jlg� ME'l'IIOD OF FD.Jll; AU'l'BCIHZBD DIBPC8rl'I0lf 

5. Fil.ea of report■ OD supply reqw..n,­
llllllt■ and procuremmrt matter, sub-
111:1.t.ted tar sappl.J> � �-• 
(other tb-.ri thoM 1J1corpar11ted. 1D. 
1;aee tu.ea ar otQm- tile• or a 
pDUal ll&Qtft), �cluain or 

lllrpU'alent. or ._tQM lllporte retl.ect.-
1.A& pn>c:Ul'l!a8Dt. \Ulder -pu-■ 
autbortzed Wlder Sect.ion 201(11) of 
the Federal �y and Mm11U,-
1.rative Services Act of 1949 
(110 u.s.c. i.61). 

a. Cop1H recd� trom otl:ler wait■ 
for 1JSternal purpone or for 
tranm111100 to etaN' agenciea. 

b. Copies in ott.er report.1118 unite, 
&D4 rel.eted. 1iorll: papers. 

b. Bid files, 

b. Ur:iaueceeef\11 bid■• 

c, L111T.e or carcla of acceptable 
bidders. 

7 .  Rec� relaU.J16 to requ.t'1tions 
on t.be Public Prtnter, IIDd lll.l. 
support.1Dg paper11. 

•· PriDtiaS p1'0�at. w:dt copy
of requiaitl()n, invoice, ll}W:Cin-
c11t1ozu,, am J:-elllted p1per11, 

b. Accowrt.1.QB C()py of nqu!■it.101:1, 
CO'l"vl .a..eiat �int1111 Office in. 
wtce, traDIJfer or fWldJI voudler, 
IIIl4!.Jlgrec111�!.Jlgnport. 

8. fequieiticma tor DODp11r--.l.
•"tee■, ■ucl:!. ei, du:pllc11t1Dg, 
laundry, b1n41D61 am au.er aerncea 
(uclud1Gg reccmi. ueociated v1th 
11.cccnmtabla oNi�era' acccamte 
(Bchedulo b)) • 

By- repart. IIDd ctaa-oao­ Diapoee after 2 yeu-1. 
lagtc:&lly �r. 

BJ!.JlgNpart. azid cba-cmo­ D:lapoee after l year, 
lasically �-

Om t:apT ot each bid D:1■poae in accordanct! V1tb 
v1 th :procunmient fi 1.e prarie1011 for itAD 4. 
(tt.el:I 4). 

OQe co,y of eai:b bid. Dt.spoee 1D. accord&tlce vit.b 
vitb. �nt .r1le pro"neiOD for item 4. 
(itea:11 Ii). 

Alpbabf!t.1c&ll7 by stock Diepoee vhan mv 11,t or card 
item or by 1:111111e of bidder, 111 made. 

By NqU.istt.fon mDlber. Diirpoae 4 :,eara a f"t.er eomph•
t1oa or cancellat.1on ot 
nquiait.ion. 

Att.ai:b to related voucher,. Die-pose 4 yeare art.er period.
canired 'b7 related account. 

BJ req,d■ition mmber. Dispoae after l 19u-. 

·• 

•
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9. Raqu111it.1CJN11 tor suppU.ea and equipmat
from cur"nt �017. 

a,  St.oaia- GOPJ' • la:ileric:&lly by !'8- Dispoae 2 J9&J"11 &tt.er e•­
qui■i tion nmmer. plet.iaa or eancellat.iaa ot 

requhU.icm., 

b. ill Qt;hor c:ap1H. MU111eric&ll7 by re­ Diapoae alter 6 ■ant.ha, 
qu1111tion nmlber. 

10. nr.entorJ rues. 

•• I.nnnt017 l111t.a. W-ricdl.J' by etock DispClllll 2 ,.an t� dat.e 
nU11.ber or alphabeUeal.l.7 of Un. 
bJ item, u apprc,pn..at.e. 

b. Innnto17 cards. HU11erical l7 hT a toak DiapoH 2 JUl"8 after dl•• 
nUllber or &lphabet1c&llJ' CODtlllllllllCII or it• or 2 
bJ it.ea, u approprute. :,.an alter .noclt baJ..-nce 

111 tnn11rerred to new card 
ar recarded under a nev 
cl.a11:iific:at1m, er 2 711ar11 
al'te:r equ1?Htnt 111 J"ml(ll'Od
fr• agency control, 

• 

c,  Report of •� r111111 and ot.ber Cgnfor,:i to agency Diapose 2 ,-n aft.er date 
paper1J 111111d ao e'l'idence tor adj1111t­ practice, or suney act.ion or dat.e of 
mmt at 1nYento17 Ntorda, not ponlng 11111diu■, 
ot.hel'ViH COffred in the Oenen.l 
ilecordll Schedulee • 

u. Telephm:ie et.at.er.ent.a l.nd. toll slipa. o\t. I.ached t.o rel.a tAd Dispose 4 ,u.r11 after 
YOUChenl, period cOYered b7 related 

acocrunt, 

12. Contractor-a• p&yroll11 (con1Jtructlan By contract1 there­ Diapo1e 3 ,-eans a.rt.er date 
contracte) aubm.itted in accordance vitb under chronologicaJ.lJ'. or c.-plet1on of cant.ract 
Labor Deparllllllnt regulation11, vHh re­ unle11s cont.net performance
lated cert.1f1catians, anti-kickback ar­ 18 eubjac;t of enforcement 
fidartt.s, and othtt Nated papen,. act.ion on such date. 

13. Taz e:om:ptlon certificates, and related Confom to agency D:hpoee u 7ean, a!te r period 
papen. practice, earered by related account, 

Ito. l .  These procUl'ffltent rues, normal.:cy selected by' the agency Ill! of cantlnulng walue, comiat or 
�111ent. pa.pars and related nicord.a which na:, or nq not h.a.-e been physically locatect 1n t.hll �e11cy
principal procu.re111?nt file. The records are retal.ned not. beca'Wle or tbe ind.l rtdual t.ran11&etion they 
represent, but becouae (a) tbey n,pre11ent new departures in adm1niatrat1Te arrangmaent:i not doc:11111ented 
eleevhore in the agency, (b) they are an integral part. or a rue wtcb m7 Ul1111trate the .inception I.lid 
acc<:apli■lunenh ot • 11111jor procurell18nt pr0gl"llm, or (c) they repre11errt procuromrrt. procedure• radieaJ.ly
different frOl!I tho11e nonnal ly followed and therefore an! deserving of sope.rat.e c:om,ideration, Nonna.J.ly
thlly vill be found t.n ai.lJ' a rev agencies, such aa the .DefenH De�nt and lt.cnic Energy Coauee1on, 
vh1ch have wru.su&l procllftlmnt. prcbleu. 

Title Jlll pere r.,a1ntained by ,edera.l agenciea to document the acquill1 I.ion ot ttal proper1.J by pur­
chuo, dms:t1on, conder.nation, ux:tange, or o\.hllrv1ae, u9\l.ally contain1 (l) original deeda to the !1Dited 
St.at.ea or copiea of court ordera in conder:mation proceedings, l&nd survey note11 and map11, and land titla 
opin1011e or the lttorne-y Genenal ; ( 2) ablltracte or certlficatn at title ; and (3) other IIIUllillenta or title 
including optiorui, purchii11e ccnt..ract.11 and agree111ent11, copies of court. proceeding• (am,atiffle:,) and judgn!ot 
entr111111, record:, or paymnt., add1 ti anal land deac ript1ons and 111B p111, and rela led corn!lpondence and FAJ>lll"II 
aa11ecbled 1ri the cour11e or esubl1ohing clear title. 

• 

The federal Oc,renurent. needs tbne �ordil !or legal and a.dJiiinutratiwe purpo:ies during the period ot 
OlfJ1lll"llhip of the property. If t.le properly 111 ,old or releued conditionally or "1th rec:aptUN claU11e11 
t.ha Omenu111int my al110 have need for the t.1 tle pa pan, 

-S-
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SU1ce wu:0Dd1t;1oml aale o:r rel•ee by the GcmmZ:nent 111 effected b1 qiutdum. dffd. or 1te equt.a­ •
lent, in the11e e&lfla tbe title papers C&D be disposed or at the Hid of the apec1t1ed period of t.1.m. 

bJ the Fedar&l. G�™at· 

'lh1s 11chedul.e doe11 i:iot autbor1r.e d.J.spoaal of title paper11 for- pl"'OJlel"ty acquJ.red prior to JBDWll"y 1, 
1921. Beca'WN! or a-,ps �ti l.oc&l and other Nt"(D"da prior to 1921, the t1t.11! peJlff• my be mM! or the tev 
IIQUl'CH·ot 1Atonat;1on cm 81 te11 ot bi irtor1 c tnterellt . Also prior t.o 1921, t1 tle paper• are ·on.en 1Dter­
m1ngled vith lllte uleetion eDd other fil�• 110 that it ta impracticable to eepUat.e then. 

Since 1921, � 111 111Utficieat ad41t.1oml 1Df01'111\t1on on a1te■ tonaerly held by the 00'9enllllellt to 
IIIBke it wmeceaau,, to kffll peZ"IIIIUlently the titli! document.a vb.ich are lilllf.ted. to lepl evidence or ovaer­
llh!p. In ad41t1on, ll)llt real property acqui-red Bince 1921 that 111 or bhtorical ■1.gnif1canee 1e rete.1Ded 

'lhe BJ.llltor:f.c Site• Act or Auguat 21, 1935, gins the l'latlcmal Parlr. Serrlce 
respcmatbillt.1 far pttventl.116 tbe rel.uee by the Federal Gorerm::ieElt. or 11tte11 or mt.ional b.istorlc iat.ereat.. 

Item ]. 'l'beae are routine &dllli.Dlstrat1n f'Uea oat part of other _cue tll.e11, and tbey do DOt iuclude 
reeOl"da of qeD.Ciee, Ol' put.a of qencie11 11%'f0lved. vith the development. of top procurement policy. Rat.her, 
thue tiles are bel.d·by the unit.a raapona1ble for the c!a;y-to-day det&Ued procurelllellt transact.lone. They 
are held loD8 ellOU@ to ntilfy adJlltmetn.t.1ve and reference !lffda. 

�- Apncy F'(:,cur'e2:le11t rtl.ee (at.her t.haD thou d.eecnbed. 111. 1telll9 1, 2, aad 13) ban the foll.av1.0g
eonceivable val�• t 

•· �al and r1acal value: The principal valuea of procll1"'ell8nt f1le1 are tboae pertaio:lrig to the 
r18hta of e Govel."mllent ae • co11tract.or BJld aa a clailllaDt or claillllte and t.boee 11%V'olv1Df! aud.1 t11 or 
iaveett.gat.1one or tra.naaet101U1 and paymeDt.a by the GeDen.l Accounti11g Otnce, tb.e Coagreaa, or others, 
The reteatioii val.u4!e of t.he filee for t.he11e purpoeea d..1.mnisb or 1.nereaae correllp()lldl.11Sly v:1 th tlle dollar 
value of the 1Dd1vtdual proeurei:ient t.raneact.10118 1.Im>l�- For reteut.1011 purpo11H, the niea are divided 
1Dto wo caoaea, Uioae involv11l8 tnuiaaet1cm. of' $2,500 or leas and tboae 1llV0lv1ng i.DIUvtdual transac­
t.iowi of more than $2,500. Tran88et1cma f'or $2,500 or l.eaa are p111tn.l.l.y ha.Dd.led by 11£eDCie■ Wider 
simplified procurelllent procedure•, v:lt.bout torml ad.vertiei1:1g for bid!!, A,zenciea 1111J.y ad.opt their OVD 
informal bid. eollcttattc;m t"01"111, and geni,1'1.ly v:IU maintain cue files developed Wider 811111.ll purcbaee
pr-ocedw"es sepu,B�fy � tbn::aal eoatnct t1lea, 

The ■t.atute or Umtat1ozui 011. 81J'bl:lj_■aion of cla1J:le by a cootnc:-tor to a Court or cWJu bare euc:h 
eubl:liaaiou art.er 6 year-1 (62 Stat. 976; 28 U .S.C. 2501). The statute of Um tat.1ona on subm.u1oo of 
elaillla to the Ce112n.1 Account.1116 Otfice bars wch 1nibi:d11111on art.er elt])11."11.t1oo of 10 :f'i!al'B art.er the claim •
f'irst acct'Uee. The va■t 1111J.jor1 ty of claima or a nbat.an.t1ve i:aature are eubm:1 tted by coi:rt.ractora 1n 
aurr1c1ent t1a to permit their reviev in lthe Coart or Clail:ul, Coutraeta, parcba1111 ard..era, lea11ea, and 
related aDd supporting iwpe-r• 1D the cuetody of the Gene-ral. Aecount1!16 Office or in. 11it.e-aud.1t.11 files tn. 
tba euatod:y of F�ral. Recorda Ce.ntera are avail.able tor revtev 1n. connection vitb cl.ai.J:i8 1Nb1111tt.ed to the 
Gener-al Acc:�iag ornce at't.el' e%}>1ratton of the 6-:,,Mr period. flM, !!!1mmm Ntell't.ion pel"1od of 3 yeare
aft.er ftll&l payzznt on tranactione ror $2,500 or leH 1a adequate to aat1aty aud..1t i:ieedll or the Gcqeral.
Accounting_ ornce, e1nce a istetutory time l1m1t or 3 J'll&ra 11:rt.er r,ec;etpt or accowita for audit and 11ett.le­
mcat, by the GeneraJ. Aceowitlng Office uiirt11. (61 Stat. 101; 31 U.S.C. 82) . 

b. Ht.tor1c:aJ. value: Modern agency procure=eirt. nlea aa a cl.aea � 110� ot pe�t h111tor1cal or 
arch1-.l iiiiie •fiice they repreaeut ea.eut1ally rout.11111 tremlart.10D8 and cerel.7 1.D41cate the wrual 'buy9r­
eeller relllttonahlpli. Thne agency rtlea a.re very voluml.DOUB, and n.eceaaar1.1y C1011t·or the tramactione 
iDVOlved are ot DO h1■tor1cal 1.mport8.ll.ee. Impan.a.n.t pollctea aD4 procedure■ are ·eatabliebed. by tbe 
Cc;miptroller Gent!ral aQd agency ate ff grgupa, and. compliaD.Ce vi th these p-rocedurea and pollc11111 1B checked 
by the Gellle?'al Accmmt111g Office ao that 1:r-regularitiea of s1gn1rieance are l!ocumented 1n that ageu�y. 

c .  Agency a.dministrattw value: l'lon:Blly, procw-e:ieut tiles are of little reference iI1tererrt to 
the age11Cy at\er tina.1 pa�n.t has been tm.de. Such needs, hr:Never, are adaqua.tely provtd.ed,ror by the 
ret.eat1011 pertod. / '· 

"-.,,: 
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A4!:e11eies •Y imter into "111det11U.te quantity" or "open end" ccmt.Tact11 a11 a lll!lana or conu-a�iQS tor 
tot.al requiremeDte ot tteme of aupply, equ1pcl!!nt, and 1118ter1al OD a 1Dil8•tel"lll be.eta. Tb.eae contract.a 1111.:, 
aho be refeJTed ti:, a11 "rwm:1118 " or "requi:relllOat" contracts. The f1lee OD these l.ane;•t.erm cODtracta, 
.-, -u a11 illdivid,w nlee repreeentine; procurei:ient b"aasaet101l8 wid2r these contracts, are diapou.ble 
Wider the atamardl, iD tb111 item. 

Itea5. 'nM!ae repi:,rt■ cover the phaee11 or supply i::ianagemDt, such as procutt!ZDt plawUng and control, 
wm-kload report.1118 and wwk JDea■ureaent, as used in procureinent ,tam.QS V0rk, and in report.iQS to 
Federal 11tan a&ent1e11. Thl!I peoriod of tillle 11pecU'ied 111 sufflcieot to &at.1afy internal 116flIJ.CY needa tor 
the 1nforut1on co1:1t.ained in these reports. 

Item 6, Tbo unaucteaaf\J.l. bids are l."et.aioed ror a period 11\.lfflctent to sarve need.II of the contract1Qlll 
� and other iotereated Federal units. 

It.em7- Tbue an ceee f'ilea on pr1Jlt1r.g &Dd binding Joba performed. by t.he Gavernmeat. Printing Office. 
Tbe n.les, cocpn.111i:rg orlgiziaticg papers, agr-ota, and all related. corre11poudence are oonmlly Jllain­
tained in the aen'l.ce orgall1ution imolved in the pr1ntiag and publication fu=t1oo. The period speci­
ned. 11 1UN'icie0t to oafeguard agency adainiatrative needa arieing n-om necal ac1Ju11t.Dle11ta V1th the 
GoverDD!nt Pr1nti!J6 Office, or f'l"oll1 awilt of the related accounts. 

�- Tbeae are requisit.lona for ?'Ollt1ne ogeocy 8ervtce11.  They are of min.or value after tl:le 11ervicea 
bave been perfol'llll!o:!!.Jlg. 

Item9. Theae are routine 1nternal requiei t.10111!1 originated by operaticg uw.ta aDd nu� fl"am agency or 
Federal Supply Service inventories. They do not directly reeult 10 procurellll!nt action, The per1od pro­
vJded 19 sufficient ror local 11d.m.1D111trative nel!d11 and for postifl,g to stock reco�. 

• 

Item 10. lgve11tory records, ms1nta1ned to provide replelliehment, stock control, and property 11111nteD1U1Ce 
data, are Darlllllly of at31111D111tr11tive value BIi loDg ae the individual iIIVeDtory items involved e.re in 
stock or io current uae. Tbe period• provided 11.N surncient to allov for adm1Diatre.t1ve and J111.Da8emient 
uae11, including tlloae illY'Olving t.be property accounticg audit respono1b1lit1es or the Ceiieral Aceow:at1Dl!i 
Office, and the reco11eil1&t1on v:lth coat and coritrol account.a. Papers pr1J!ar1ly created to eel"V1! a11 
postiag 11111d1a to iaveotory rec:ord.11, auch ae report& of �Y resulting in the VT1t1ng off er e.b&Ddom:ient 
of J)l'Ope.rty otiler than by ule or eal\111811, 111'1! held for a brief period after posting. The records covered 
by th111 item perta1.a to pi-ocure-nt 111B.D11gement operations rather than to accounting fllnctioDB!.Jlg. Record.a 
created during cost, etorea aDd. plant accountiDg operations are eovered by General RecQl"'da Schedule tL 
The dat& in those records are periodically reeo11C1.led v1th procuttmeDt iaventory record.a, but. they are 
created for agency accounting purp:iaee rather than aa aupply 11111.1111gement toolll, 

It.e111 ll, Toll Blips are tn effect ilIVoices authoridll,I! payment via public vouchers for long-di11tanc:e
telephone calla, and ue uaually filed 111th the related voucbera. Dispolllll 18 based 011 the 3-Y'=ar 
statutory period for the &ettleme.11t of d.ieburei.cg account.a, plua = year for ft6ency admin.1atrative oeeda. 

Item 1:2. The De1111rt,m11nt of Labor requireo (29 cm 5. 5(a)(3)} t.bat oa each conetruet.io11 contract. the 
contractor each vee1t aubmit certified copies or all payt"Olla to the co.11tract1ng omcel", together vitb 
an af't'ida"1t that the payTolla &re correct IU3d th.at the l'atee p&id are the ....me as tho11e prescribed by 
the Secretary of Labor (tbese are not the copies used by tbe Oeneral AceOWlting ornce 111 aud.1t11lt! coet­
plua c0.11tr&ct11), The contractor 1a required t.o p:re8erve his pa,.-olla for t.nree �ara 11..rt.er the vork is 
completed aDd to meke t.hei:i available for examillat.ion. The Federal ageociee to VZICICI the payrolle are 
aubmitt.ed an also required (2'J cm 5,b(d)) to preaerve the payrolls for three yeare. W1t.b. relatively
small contracts tne payrolls in vol\11118, Colllltltut.e at leoat b.alt of each cofl1.ract. nle: ir:1 larger coo­
tl"act.11, t..b.e volume ill proportionately greater. 'l'he prll!ary purpo11e of preservation of payrolls is for 
enforcement, Generally atter the t.tiree-:,ear period nae pasaed t.D.e payrolls vcul.d ge of little value if 
no enforcement actt0.11 had. t.all:en place dllriDg eucl! pertod. In ca.es vb.ere co11tractors' payrolls and 
related papers are oeicg uaed in an eD.t'orceme1:1t c1111e or wnere re1Qed1al action 111 peDd1.cg at tl1e elld o f  
tile three-year period t.lley a.1:1ould oe retained. 

Item 13, Toeee tllea pert&ia to the Govenmmat.'e eumption. n-am the pa,)'llle.llt. of certain locally levied 
taxes on goods and aervices. Toe Federal purc:haaer peyn these local taxea at the tilz II purcnaee 1B cade, 
at tile sa.me ti.me �v1og tile eeller certify aa to tbe acr:,unt. and kind of tax paid. Tnh tax uempt.1011
cert.1nc:ate, exe�t.ed by t.he purchaser, 1a then Wied by the agency primarily to bill tl:le State or local 
'body involved for reflmd of the tue1 paid, If the agency 1e unable to collect the bill, it le 
1201"'.12t,lly forva.rded. t.o the General Accowrtiag Office for 11ctio0. WheD collection is mde, tbe ttf'Unded 

• 

t&ll.ea an recorde<l iD agency accounte, lllel:l01'endlm copies of' vbJ.ch are provided tor in item 1, General 
Record.Ill· Sc:.lledul.e ti. The cert1 neat.ell are ret.11.11:111-d. 111 loDg aa the aaency account11 whicli they support • 
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GENERAL RR'OJIDS SCHEtlJLE � 

Property DUpoeal ReCOJ"'C6 

Th:!a" records part.a.in t.o t.he Gales by eeencies of real and peraonal property eut-plus to the needs 
ot the Gc;wenicent. The ac:t creatlna t.� Genernl Servicee Admniatr■tion transferred the 
tunctlollfl of tbe fon:ier Wnr As&et.e Adl::l1.ll.111tl"llt1on relating to property d1epoalt1on to the nev aaenc:,. 
Th1D sc�dule 1a not epplleable to trenHct1on or policy f1lu created by the Cenen.l Servicea 
A.dm1n1sti:ation end predecessor egencies, to record& ln t.he Dep11M,111ent. of the Interior relating to 
the pubUc dccain, nrul t.o record11 relat1na to overneas property 1Wder tlll! Ol!pe.rtJmnt of State control. 
SUrplus 1>roperty tre.ni;act1on filee dated prior to t.lll! esu'bl1Bl:c11mt of tbe fon:ier Pro�iznt D1v1.sion 
of the Tt-ceew-y Departiznt in 1933 are also not covered. Such files iu-e not neces11arlly or continuing 
value, bl..t tbey must be evaluated m:!paretely froi:,. later Billlil.ar recorde beeause, prior ' to assignm,nt.
of progrllz:I resp0ns1'b111cy to tbe Procurecant D1'Y111100, the files llll"f! incoaplet.e and of vlll'Ying nature. 

In ru:, event l:l!l;Y' disposal be !:lade of records pen.aining to accounts, c�, or decanda 1nvolv1118 
the GoveMll!ll!nt of the United States which have not been settled or adJusted by the QeneMLl Accoun1.1JJ8 
Office Vl.thout written 11.pproval Qr the Ca!lptroller General, u required by ae�tion 9 of the Records 
Dispos11.l Act. of July 7, 19�3, e.o 11:iended (4.4 U.S.C. 374 ) .  

Io d:i.Bchllrging its rcsponsi'bil1t1es, tl"e Genernl Serrtces Adl:lini&trat.1on hll.e lB&ued Title l,
Personal Property Mlln!lfler.ent, Aegulatioru; of tbe General Services Adi::dn111trat1on, vhich s@tll up pro­
cedures for &cr&en11\A, redistr1bu.tion, and sale of personal property in tbe Federal Govern:znt. Three 
fon:IB 11.1'! prescribed ror lUle by !IJ1;Y agency selling surplue personal property under 1.he regulnt1ona. 

e. Standard Fore 114, Sal.e of Govern:::ient. Propert;y, In'Y1 tatlon, Bid, and Acceptance. Related 
papers that are Cllllintained by t.� aeencie&, usulll.l;y 1n cnae fasbion, consist of 00�spondenee, 'bids, 
and other notices of sale, 1nvo1teD, and sales sllp9. 

b. Stan.dll.Z'd Fe:>= 120, Report of Eitceos FerGOnal Property and 1211 Q.181"1.erly Report of 
uttlii-at1on and ouposal or Dtcesu and SUrplus R!roonal Property, Pon:: 120 reports personal 
property which io excei;s to the agency reporting to the regional General Services Adi:11n1otrat1on 
off1ce9, vhich initiate ocreenins action. The quarterly reports are submitted to the Office of' 
Personal Property, ut11.1zation 8l\d Disposal Service, General Serviceo Ad::Linistrat.ion, vhich conaolldaua 
thl! data. 

ProCcdures ro la.ting to real property o.re gowrned 1zy Title 2, Real Property Mllnagez:ient, Ileguletlons
of the Gclner8J. fA!rvia:B Al:h:i1nist?'at1on. 

RECOMME!IDED 

reporting Wl1 t. 

DESCllIPI'IOI/ OF REX:OROO MtTJIOD OF FILING Al1l'HORIZED DISPOSITION 

RECOIUX; OF 00:mmJITl:i VAWE; 

1 .  Case files on sales of Eurplus pernonel 
prope:-ty ( as de11cr1 bed 1 n 1te1:1 6 be lo;,) 
lnvol·n.ng tr&llsect1ons of �5,000 or 
r:iore, and docw,,:,ntine tl"I? lni tiation 
and devel�nt of transactions thaL 

Tranoact1on files in 
alphabetical order by
Illll:ll of purchaser. 

Oisposal not. authorized 
by this schedule. 

devta-:.e fl-as,, esLabUshed precedentu vith 
re6pect to ge�rnl nw:ncy di11po11al or to 
maJor diGpo�al progrc=e. 

2.  case files on d1spo11.al of surplus renl 
ond related personal property. 

Alpt.betically by 
local.ion or by control 
rnn,iber, as &pproprtetce, 

Disposal not nuthortz.ed 
by 1.his acbedulee. 
(TrSJ1st'r!r to �deral 
!ecords Center 3 year&
�r cloi.e or f1le . )  

3. �ports or exreos real property. Confon:i Lo �ency
practice. 

Disposal not authorized 
by this schedule, 

RD:ORI6 OF TEMPORARY VAI.IJZ: 

Ii . Correspondence file� ciaintn1ned 'by
operatina Wlits responsible for 
property d1Sposa.l, pert.8in11"18 to 
their operation and adcLlniatration, 
not otherv16e provided for. 

Confo:n:1 to agency
practice. 

l)ispose after 2 �ars. 

Heports o.f exce:.s personal propen;y. Chro no logi ca l ly 1zy tl1spose art.er 3 ye�s. 
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GENERAL RECOROO SCHEDULE 4 

IT™ RECC>IMDfDED 
NO. Df.SCRI?l'IOII OF RECORIE KETROD OF FILIJl'.l AIJl'HOFIIZED DISPOOITIOR • 
6. Ca11e f1 lee 011 se.lea of su:rplue

pereoml property, cac:prie111g
11ZV1.tat1ons, bids, acceptances, 
lists or 1111.terials, evideDCe of 
sales, and related correep:,lldence
(other t.h&a tho5e covered in itema 
leand 2) ,  

a .  Traneacttons or more tha.D Traneaction files in Dispose 6 years after 
$2, 50(). aJ.pbabetlcaJ. order by fiDBJ. pa)'l:ent. (Pl.ace

1l8l:le of purchaser. In illllCtiTI! file on fiqal 
payment and traoefer to 
Federal Record11 Center 
2 years thereafter. )  

b. Transactions of $2,500 or TrBABaction files in D18poae 3 years af"ter 
leas. alphabetical order by final pa)'lllent. (Cloee

!WIii! of purchaser. file at- t.be end of eacll 
ft acaJ. Yl!lll.", r-etain 
3 years, and clispose, 
except t.hat f1 lee on 
'Which actiori..e are pend-
1118 vUl be b�t to 
the nex.t fiscal year' a 
f1 le s for d.1 spoaa.l 
t.berev1 t.b. ) 

7.  Records r:iece11aary or coaven1ent for Conform to agency TraWlfer to nev cuatod.ia.n 
t.be use or real property sold, )Jl"aCtJ ce. upo11 completion of sale, 
do11Sted, or traded to DOD-Federal trade, or dolllltion 
ovnership since Auguat 21, 1935, proceedings, or accept­
1nclud1QS, if pertinent as dete"11ned &11.ce of purchase money
by the releasiDg agency, 11 te maps �e. 
alld surveys, plot plane, architect's •
ak.etches, worldng diegrams, prel1mioary 
dre.Vi:Qfllll, bluepr1nt8, mo.st.er traciI1811, 
utility outlet plans, equipment location 
plane, 8pec1f1cat1ollll, coast.ruction 
progress photographs, 1.apection repOrta, 
bu1ld1ag and equipment IDllnogei:ient and 
ma1nte11ance records, al.l.owa..z:lce lieto ao 
vell as duplicate copies of tl tle pe.pe:ra,
provided: (a) t.hat the records C8.Q be 
segregated Without ha.rm to o�r docu� 
111ent11 of eDduriag value, (b) that Il0 
resp:,ns1b111ty attacllea to the Govern­
ment because of di�eizrrt. betvecn 
tbe tram1rerred documents ll.Dd the 
ph:yBical cond.1t10il of the property at 
the time or cooveyaACe, am (c} that 1f 
tbe property 1s releued for historical 
uae or purpose the user agrees· to retain 
t.be1:1 and retuni thei:i to the Federal 
Covenmell't. !D:lediately upon the d11-
conti1J1Jance of ita use for historical 
pu.rpoeea. 

!tea 1. These files, nor,:ally selected by the '4!:ency for pel"l:l!lllent retention, are l."etained becauae they
document transactions iir,rolviDS nev departures in the adm.11lietret1011 of surplus personal property d1epoeal 
8l1d aa 61.lch l:l!lY be of coct1m11ng value. Thoee not varrantlag contim1ed preservation l:IWlt be a:ppralse-d on 
their awn 1:1er1 ts. 

It.ec 2. AlJllost all co11tracte for the sale by the Gc:wernment of 1UTplua real property 1D.cluc:le recapture
cl.auees, reservat1oD.e on fissionable 1:1ateria.ls, reservations on vat.er rigbte, ll.Dd other restrictions. Tbes· 
reservatioas ere not lll:lited 1n ti.Cle and therefore the sales files PJet be kept 1Ddefin1t..ely. Older ealee • 
files and curr-ent onee oot includine: ouch reservations C111.Y be disposable, but since tb:-y represent sales 
taking place under Wl8tandard1 Zed pollciea and. proceduree they 11U1t be appra1 eed 011 the1 r ovn cieri ta. The 
related personal property described 11t"Ptft"Y f- ��� [j ?'ea.l estate or Vith si.l:lilar 
r-eaerY11.t1ona. v rC '"'-vC U C 
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SUPERSEDED 
GE?;ERAL R1X:ORII3 SCHEDULE 4 

Ite::i 3 .  RepoM.o c>f excess real property contain Juntificationa for declart11g the property excess 1tnd 
contain data on tile methods by 'Jh1eh the property vas acqll1 red. C011tlni.1iig leg11l neede for t.h1 s 
11lfon::ation preclµde scheduling their dispoeal on.a Govern:11ent-"1de basis. 

Ite= 4 and 5 ,  (;4!neral corn:spondence filee are retained long enough to eel'Yl: ad::lininr11t1ve needs. 
Copies of the decie.retions and reports lle.ve a relatively abort-term admln1strat1ve value to the 
11.genc1es in reporting &urplu& perc:;oruil property to the General Serv1ceo �J:11niatratlon end taking
follovup actions �bereon. 

Itec 6. Sir:ce thene ngency sales caoe fl lea represent II contractual relationship in v)1.1ch the 
Govern::ient is the 1,;eller instead of a bey-er, the factors governing the diaposel of procurement files 
(itcc 11, General �eords Schedule 3) geoeral..1¥ apply also to peraonal property dispoHl records. TM 
l'Ol.ltine case file� are, therefore, held for three or six years aft.er fin11l pey1:ient, depending i.pon the 
dollar vali.e of tlle transaction. 

It..e::i 7. Non-�de:i'1ll Interests acquiring real property froe1. the Govern::lf!!nt cey need certain do�nts 
to operate the property, and this d1epooal 1 teti is designed to perm! t the eppropriate Qovernment 
agency to turn over to non-Federal Cl.IS tody the neccssery records. The Jilstor1 c Stteti Act of 
Jw.8ust 21, 1935 (1>9 Stet. 666; 1.6 !J,S.C. li6l-4li7) proVidea for the preeerv11tlon or historic �r1can 
01 tes, bu1ld1ngs, and object& of 1111tiolllll sign1:r1conee. Section 2-A of this Act provides thet the 
Sect"etar., or·tbc J:nterlor, through the 1/etional Perk Service, ohllll secure, collvte, and preoerve drev-
1ngs, plans, photc'8l"Bphs, end other data of historic and arch.aeolog1c sites, bu1ld1r.gs, and objects.
Bet;.,e,en August 21, 1935, and J\lzy 1, 1949, ln accordance Vith thirs Act, oey buildings proposed for BIile 
by, er relee.2,ed :f'J'Q>:1 '\.he custody of, '\.he �l'lere.1 Co"e'J"'ll:Znt, 1n vbich then -.ras � rea11onabl.e doubt 1111 
to hi!ltoric interest, cleared through t.hi! National Park r.ervice vhieh prevented the n:J.eHe from Federal 
custody of those deternined to be of national hietorlc interest. Since Juzy l, 19!i9, real property =y
be allenated only 1n accordance vith the proV1 s1ons of the Federal Property 11.nd hlz:dniltrati ve St-rvices 
Act or 1949 (63 Stat. 3TT, an 8:l!nded).  �ctlon 203 of this Act (40 U,S.C. 48u) providee adequnte 
eafeguarde 9Ba1nst- the alienation of reel property of h1nor1c interest. . Under this lev, no real 
property can be sc,ld before 1111 Go..,,rnment �ncles have had Ill! opportlllllty to review thll propolllll to 
Bliem1te the property and, i,.nder 1t8 organic 11ct and rel.llted lay &lid Eltecuti ve orders, the National 
Pnrk service ie  reBpoMible for ensuring thet propercy of n.11t1oruil hlstorie interest 'Ile preserved in 
A:?deral ei.stody. Tue S.ervice must seek legislation before assu::ung title to si.ch proper-ti es, but. 
there are regt.11.Br lldz:dnistrative and legel procedures for oo doing, In 11ddit10n, the service 11:1 
resp0nGlble ror e&lllng to the attention of State and local bodies dispoooble :real property of local 
hh toric interest and for rev1eV1ng and 11pproving their request a for the procure.cent of such propertleu. 
In viev of theEe procedures, the onl,y propen.ies that � be el1enated by the Federal Oovencll!nt ere 
those wtthout end,..ring his tort c valu11a or '-'hich are trensferred for bi storic use for spec1f1 c period a 
of tii:ie. The proviso that, in casee \/here property 16 released for historic use, the recordG revert to 
Federal custody upon the discontinuance of ai.ch use, allO\ln for their appraisal at that tiJ:le. '!be 
prov1 so tb.et thf! records cust be cuaeept1ble of segregot1on v1. t.hout ha.rci to other doCUO!!nt11 prevent a 
dtnpooal wider th1s authorization of papers incorporated in bound volu;ges, and the provi■ion that 
trRnsfer of t!E property 1r, ..rn t have tllkcln plece s1nce August 21, 1935, eneures that tren11:!'er vas cade 
uncler the provteions of tbe ltistorie Sites Act or of the �de:ral Property 'lmd AdmJ.ni,rt.rn1'Y9 fervtces 
Act. �s lte::i does not authorize dicposel of the t1tle and p:l'O�nt reco:rda pertaining to Sllch 
propert.ies (Gent!ral Scht!di.le 3, ttec 2) nor doer; lt "uthorize <'11apoHl of I.he caee f'ilal on 1111.les of 
surplus real property (General Schedule �. ltea 2 ) .  The doCUl:ll!nta reta1r1ed in �he&e t1i.i1 supply 
adequate docu::icntat1on of the Govern:mnt' s ron::er ownership or real property of only i::I.J'Binal or len 
continuing h1stor1c interest. 
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Ol!::N!2aL RECCRDS �REDUU S 

Bud.pt PNparatton1 PNeant..at.1co1 and ApPortionment. 'Recorda 

Budpt. am apPcrt.1onmrrt. records incl\lde the Tal'iOWI f1l1t.11 accumu.l.at.ed 1n an agency in the c=n 
ot Cm"a1lat.1.ng it.a bodpt for aul:a1■11on t.o t.he Bllrllau or tha Budpt. and to the CO!lg1"9ss1 1.n da!arding 
it.a req-11e1ta for l'lll1dl, be!ore both 'oocliea1 � after enac:tmant of an appropriation 'bill, lll eru1U1"1ng
t.hat the f\inds AN W11td 1n 1uc:b a n7 as to su.ttice tar tt. appropriate period ot time. Tha funds are 
.ad8 ava1labls to tha apna7 ti,- tb. Bureau or thll Budget, uauall.y lJi quarterly port.1ona, and tha agenct.ea 
auat ind.ic.at.a and juat.1.tJ NIJIUU'q t.o tbl!I Bureau tha1r propoeed rate or ezpend.it.ure. Mt.er tha f'unda 
haTII' been i:iade anilable to the agency, 1ta own coctrole OTer thlt (unds are 1n it.a •.lCJll!loditura aacount.ing 
noorda (Schedule 7) and dat.ailed 1.nt0J'lllll.t.1on relathl!I to eqieod.U.urea 1e oantainod UI the •�aun1.abla 
otC1011ra • accwnt.11 (sot.du.le 6), 

Thie acheduls appliea to raco.rdlll ot budget preparation, preaentation, and appar-tiOllll!tnt c:raatad 
111noe JaJ1U&l")' 11 1921, 1D all agsru:1H, except that. 1t. does not. apply to reccn'da or t.118 Bureau or t.ha 
Budget and tha Treasury Dapu-t.•at retactirc thll Gcmuumn�dl!J budget responaib111t.1ea of t.hoae 
agenc1aa, 

Agency bacigat recarda are nal"lll&lly creat.ad at all lev,tllll or agency orpnlaat.1011. They sbo.. 
proposals fro:11 all operating 1.o..,,111 aa qll aa the bureau-:idll and agello,'-1da coordinat.1ng work done 
by fonial.ly organha.:I budget otfice1. Thal"Ofore U• r.corda COT\Bht. of detailed work papers and 
budgot.&.ry 11t.ater:ant.s de.,aloped by 111.ngla operati.zi,J unit.a, the lllore lign1f1� bud(et. 11t.11temnt.a and 
relat.ed paper• representing conaol1dated 11ubaiasion11 prepared at. t.he bureau or equtnlant le�l &nd 
!OMJardad to the agency budget otfioer, and t.hlll "'oords at the high1111t l..aTal pertaining to t.ha 'b�t. 
•ubcliu1011 for t.ha em:.ire agency, 

The nature of the budget pn11entst1on 1t.1111lf 11 11t.Andardbed 'by CirculAr A•ll or t.be Bureau of' t.ha 
8uf.1aet., Inatruation., tar thll Pre at1c,u and Subll18111on of t Eatwt.e111 wbioh preaor1bea flll"IIBt. 
and prooe UNI or a • ra agenc 11, �.-er, n rria rep a a pa-per1 which support. tba 
budget. and ara u.,ed in it.a preparation nry radically frm:i agency to agenc,-, The 'b�t. aubcdsolon, a 
r-ecord copy of •hich is usually designated by the ageaoy, ill a duplicate of the set of papera auboit.ted 
t.o t.ha Bureau ot · t.ha Budget. Thue include S\Dll&l'1 111tet.emnt11 of appropriation:, and axpenditla'&a, atat.­
mnta ot contract.. authorisations, e.nd at.at&11111nt11 of recalpt.1 u -.tll as narrat.i'"' Su:mJ"J 11tatece,nta 
wh1 ch higbl 1,ght the pr ind.pal taa tlll'lla of the• agency requeata and lm:,adiate 1,- re lated irupport.tng 
doow:ient.a. The narrath'II pi-e11enta the policies and t.he prO(Nm or t.he agsDOy which the budget&r7
Nqueata are to 11uppon.. la addition to the •=ries, t.h8 aubcisdon inclucle11 11cbadulH ot obligat.loQI 
and 11t11tamnt11 p1rtat.n1ng to aaoh type of appr"oprhtion and fund under which the indh1.dual agency 
operates. F'i.D&lly, the Bureau of t.he Budget. require11 addit.1onal supporting data portaizling to object.a 
at' upanditura, partlcula.r agency program, and figure• baaed on t.ha coat. of various t.n,es Qf aervioe 
operat.1oQ8, auch u p1reonnal and PILJTOlliDg act.-irtUaa. 

ll1.er the Buraau of tbs Budget e:ulline■ the agency pre1111nt.at.ion11 to detend.Pe wbethor t.ha propo•d
ai:-nd.1t.urea ue in aocard nth tbe Praai.dei:rt.!.Jlg11 prograa. "rtdc,a ot agency reqmst.11 ar9 m&dll, The 
qency b\Jdclt. file rill t.hereton ahow the NT1•1CNI mde at t.he di.nctic:a or the Bu:1.pt litu.Nau prior t.o 
irubduiori to Congreaa u part. o! tba tot.al prellldentlal bv.dg9t.. In addition it. fl.1.l include oopiaa of 
\e•t.la� baotaN C�Hlonal appraprl.atton o-i.t.taH and or Tal'lOWI exhibit.a encl titt.Jr d.a\& 11-ub-Jd.t.t..ed 
1n Wena ot t!II \Ndpt. 

Apport.i-nt and Npart.i.ng are ot.har aapeo-ta of budc9t wrork in thlll 1"9dera1 Clcnern:aant.. Tt.ae 
badpt.&:7 acrt.1rtt.1e1 an gc,.,u-nad by Bud3et-TNHury Rlllpl.at10111 No. 11 .-hicb pruoribe.11 ncorda and 
prooediirea rel.At.1111 t.o apport.l-z:rt..a and repon.• an tha et.at.u of &J'Pl"opriaticma and ot.mr aut.hariutlone, 
In •t.t.1.ng up tha control cm,r the budgetary and rwnot.al program ot the Clcmirmmirt., tha "guht.1on 
pn■arit.■ a Nri.ee ot Standard Fon. (SF lJl-lJ), SF l.J&l-LbJ). The l:llljm- l\mat1ma ot u.... r-. IN to 
ab fonial requeirt. ot tba Blnao. o! \be Budget tar aaount.e of obl1gat1C1D11 t.o be 1Dcurnd � a 
apeoltled period WIS8r an appropriatic.i• far corrt.raot aut.hor11&t1011, ar far 1t.atut.orJ aut.borl1&t1on., I.Dd 
t.o r.part. on t.bll .t.at.1111 or the Tar1.owi apprap:rlat.lon aocOUDt.a, 'oJ appropriation tit.la. 

Jl.equeat.11 tar 1ppart1-nt {Standard rorm 131 ud lla.l) and tor reappart.10111111nt (SW.nda.rd ran. l.32) 
are eubmitt.d b7 llpnoiea ill origi.Dal and two cc,p1n far each appropriatlan accoum. S\.lbjllot to appart.10D­
oent, Tti. orig11'8.J. 1• r.t.un-.d to the •S-DCY by ti• 8ud111t. Bunau with a not.at.ion 1nd.1c.ating the ac:Um 
t.alc9a, wh.U. U. dupllc•t. rm.in■ -.1.t.h t.lMt &lre•u• &Dd t.be t.rlplleat.e 111 1&nt t.o t.ha Bureau or Account.a, 
T'n&•,ay Depa.rt.mat., 'l'o appriN t.tw Budpt Bur.au or t.bl!I Uaoal. nat'IUI ot 1110h appropri&t.1011 aocount, 
aaeno1H 111ba:l..t. 111:mt.bl,r r.porta (St.an:l&rd Foru lJJ and l.4J) 1b011"1n( t.otal &110W1t11 it.ill avallabi., � 
nat.un or U. aa:iwit.• anil&bla, and u. nl.atlmi of U. �t.iom to the paymat.,• 

SUPERSEDED 
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0.SJ. s.,. 3 ��ERSfPEDJ.ppendll B 
(9-lC-56!.Jlg) 

ITEM RECOMMENDED 
NO. DESCRlPTION OF RECORDS ME'ffiOD CF FIIJHG Alm!ORJ:7.ED DISPOSITION • 

RiCORM CF OJN'J:lNUlNO VAWE1 

1. Corre1pom1nc1 !ilea of tonaaJ.ly Con!om to agency Diapoa&l m>t. au\hor11ed by
organ.1� budpt. of1'1cu shoving apllcy practice. th.18 11chedul.e. 
policy and proceclu.NI gonmi.Dg budget 
adm1n.11t.raUon, and ref'lect.1ng pol1i:,­
dee1a1ona aftec�ing 1xpe.Dditu.re1 for 
Agmc::r pro11rm11. 

file copiH or budget. Ht.1.nlat.ea prepared Chronologic�. Dupo1al not. aut.hor11ed b::r 
or couolidated in tomally orgwsed th111 11cbedul.1. ( Tranater 
budge\. otlic:es at Ula bureau (or t.o Federal fecord11 Ceo.t.er 3 
equinlent.) or higher org1ni1.at.1onal. fll&TII aft.er the elo:,e of the 
lenl■, coq,rie1.!lg 1pproprtat.i011 language tillcal ;rev conred by t.h• 
■beet.,. oarr1tin 11t.atEieot.e, � related budget..)
1cbeduJ.ee and data. 

RECORDS OF 'l'EHPC&\Kl' VALUE1 

J. Co1Te1pondanee !11111 o! bud.pt officee Contol"III t.o agenc7 Dhpoee aft.er 2 JH1'5. 
not. ot.horwiee CIO'V&Nd in t.h111 1c:hedule. practice, 

Work paper:i, coat. statei,i,nta, and rough Confora t.o qenc::r D111pose l year after clo•e 
data aecwnuJ.ated in prepal"at.1011 of annual practice. or !heal year covered by 
budget. e11t.imatelll, 1nclud.1ng dupl.icat.ea of b.i.dget.
papel"II included 1n rue copies o! blJd&e\ 
esticate:i (dHcrlbad 1n 11..e� 2). 

hr1od1c report.a on t.he 11i.atu111 of 
app:ropr1at1on account.a and appozt.1.on::z,nt.e. 

a. End of thcal :,.ar report. B::r ruporl and Dispose S Jll&ra after cloH 
chnmol.ogicail7 of !heal par wolvod, •t.hl ?'9uoil To 

bo All other repor\8. B::r repon. an:! D:111po:,a 4 J11ar1 at t.er cloM 
chnioologicall::r of fiacal year involved, 
t.hereunder, 

6. lpPorliom:ent. &ad NlapporUonmnt. Ch:rooolog1cal.ly. D11po1e 2 year■ alt.er clo■-
achedul.H, pnipo1111l.g qu&rterq obllga- o! t11eal :rear involved. 
tJ.cme Wider each a11Ulori1ed appn,priaUon. 

Items l &nd .). Paper, ralaU.ug t.o bud19t.1D.11 proc:e■H■ and t.o aubat.ant.1¥11 policy cl.ec1a1.ona pertaining t.o 
Ilia expendlEun upect.a o! a11enc::r progrw are n.t.&1.iied a11 penanent. prograni nicord1 of t.ha agency. ill 

iJI held for a lliJl1Jlia per1.od to aUiJllfy non:ial retereo.ce needs. 

Item• 2 an:IJ• File copies of budget eatmataa prepar-.d or consolidated 1n fol'!:18l.ly orsanir.ecl budget.
• bureau or h1ghar organi1at.1.ona.l leHlll have t.Yo valueai 

Value11 tor aditlniatratJ.•• and manapr.ient purpose• 1n budgaL funct.1.011111 These aub::Lieaion.e are o! 
pot.ent.1&1 val11t1 in t.J"l.ci.ng the budget.ary developmnt o! progrui and operations. Thh 1.111e of t.ha fllu 
Q&kee nece■11BZ7 the1.r nit.ant.ion tor a period 11u!f1c111n\ to J:18.k� 11uch re!erence poasible. Agency uper1ence 
1.nd1cate11 that. adllWliat.rat.1..-1 and ��nt re.terence 11 1-aviest tor t.ha !1n fiacal years follov1ng U1e 
year covered by the 1ulzd.1111ion, an.i that art.er ten yeara such rare rence i11 vi rt.ually non-eX111t.ent, Han;r 
progra=i prosecuted by federal 11&1ncie■ are coi=plet.ed vi thin a t.en-J'9ar period. 

Valuea tor lu■t.orical purposH in docu.nt.1ng the progrl.l'II ot the agenc:,1 "1!:b or the inlomat.ion 
contai.� ill tU• copies or budg•t. ut.!Ju.tAs ii allo contained 1n high eeholon U hs of the agency t.hat. 
are ret.1nad pel'IKllent.l::r uid in publi.atwd hHrlng1 on U. budpt. held by Congreu1onal eoi:uid.t.t.eea. In 
add1t1on cop1H ot recent. 11uba1aa1cm11 t.o '-he B\ldpt. &u-aau are 1D i.he custoctr � Uwt Bureau. 

othar corl"lapOildeo.ce 

cd'dce■ at 

SeY•ral :rean alO Ui• 9.dpt Bunau cop1H of agenc:7 Ht.iJ:11.t.a auba11eion1 t.hrouah t.h• f11cal Jll&r 
l9li0 wre dHU'CIJ'8d gndar aut.hor1ty cra.nted by t.h9 Archlrlet. of t.he Uni� Stat.as and t.he Congre111. Hov­
enr, \.he Bureau hae DOIi' decided to tl'eat. t.hil file H a penunent. 1"9Cord. Sect.ion 157 or U\e !un1ner1 1 
Bandbooli:, �al� 'Id.th t.he di11po111Uon of hU..tes Dirtaion records, prOYidH Uiat official record 
copl-■ot 1\lb:l:1■1101111, incllllilDa •ool'l"Hpollliellce md -ot'8DiaJ e:xhi'b1t■ and eppendieea1 &nd :r'llat.ed 
papen ntlki.in& Blldpt. 8111,111.11 re-riev or apru:::r e11t11Ut.ea" be Hnt. t.o t.he Bu.nau!.Jlg1 a depoalt.ory

SUPsRSEDED 
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• 

� �,. 3 
ApptlldiI 8SUPERSEDED 
(7-10-53) 

a!'ter r.te11Uon 1A t.be opu"&t.iag amt. tar t.o tiaoal Jll&r• attar u. cl.oee at tJie ruoal 19ar to wbiob 
t.be 1ut>Quaicm part.ailla. hru.1:1 of \Ila Badget capiH ar. available tm- tbe tboal ,-u"I beginrdilg with 
19hl. 

Despite t.be msi- to whic:11 u. data iJI bureau and •reDCJ' budc9t tilH an dliplleated el..tiere, 
hGMnllr, t.hl vol.um of tbllN ru.. 1a Dot. eztemini uoept in t.hON apnaiH in "'11.ch •IV' tn:e• of wart 
pa.para em nrl.oaa ephemra •re preNrrt.. Such paper• are ot llt.U. 'ftl:m and &N dil!Jloa■ble 800fl &f'ter 
preparation o! the t,wpt. e1ti-.t&1 1■ oaizplet.ecl. The eat.bat.ea tm'mllated in. tcnall,y arganiaed budget 
ot!ica11 are not all at OC111tin� valQI, but. t.bere ue enough t.ut.azioe1 1n which they 1.1"9 COllftniJlut. 
or eala IOIU"Oel at lnfaniaticm aa t.a &l'IMJ' phna &nd b�II that it. doee not -. praot.icable ta ccmaldar 
thlla dupooabla 01:1 & Otfflln111tllt-1dll bael■• � al tbaa 11117 be valuable tor re..arc:b• pan.l..eularl.7 
beoauae t.be7 ani retained wtt.h otmr nacrda or t.hl 1,g,anq conoermd and theNfcra can be uaad euil,r 
1n cODjlmction 111th ot.i.r tUa11 ot tbe ap.cey. Tb■ir d.1epoe&l 1a tt.relON not. au1.borhed b1 t.b.11 
1cbedul.eo 

Item S and 6. Tbe &ppart.1011118zrt. aail rMpport.1ca.Dt rec:ordll &N Nt.&inad tor I pariod euf'r1c11nt. to 
■atl.ify0.laDlp.-nt. Nt.,.._ meda of t.119 apu,oJ'o llm'ull of t.bl  Budpt. cop1H an retauiad U 

• 

• 

penamnt. reaarde • 

SUPERSEDED 
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SUPERSEDED 
GEK!JW. JB<Xll!DS SCHEDU1£ 6 

Account.able Ott ice re 1 1.ccoun'ta 

&ccoUD.t.abla Qfticera• accomt.e 1.Qclud.e record cop1H o! all paJ»r■ concen-1 Id.th Ule accoiuit.uig tor, 
nallabllity. and ■t.a\ua � piibl.ic !Wida. 'nler. ue 19Yeral t.nie• ot •acco1111t.abl• officere.• •� u, 
(a) t.h• collecUq 0!t1cer, who reo•hH moniea 01,rlld to Ute Federal Oaveroa111.t. � ■alllll9II that. it. 18 
c.redHed t.o t.he proper acc:o1.111.t.1 (b) t.he di&blll"■llli ott1cer1 lho acccmpl.1abe■ t.he ac:tu.J. pl.pan\ ot public
.oniee t.o prop1r Federal cndit.or■J aal (c) 1h■ cert.UJi.Qc otf1011r, llboM ■!pt.uni '1A • ■wm■.17 .chedule 
at.to.at.■ t.o Uie authenUcit.:, ot -.ow:hen 11.lt.ed on tJ-. 11c:b■dllle. Th■ lat.ter o!!1e1■J. t.akelll the N■pou1bll-
1t,- ar approT1.Di tor p&yimnt. b,- t.h1 d111bur11ing ottieer \he 1wu dua other a.genc1 .. , cont.l'llC tora, 11111plo7ee11, 
and other11 who �" provided goodJI and 111n"Tic■a t.o Uie Oo'Hrmant.. \111,b!D UM Federal Oovu•�t; Uta 
cerU!yiq ornc■r Md tJw diab\lJ'■llli cifflce:' an wiually ditt■Nnt. 1Ad1'1"1du■J.a, but. tba d111bw'a1.Q1 ornc■r 
am t.he coll■ct.iq ottic■r 'lllA7 be t.h■ 11am or d1J'fereot. 1.adinAU&la. 

Duburi,eant.a tor -.1rt.u&117 &1.1 OoHrnr:ien\ agend.■1, ■:utip\. the Deparl.mnt. of De!■nae1 t.he Poat.al 
S."1ce1 1be �nt. o! St.aw, acid cert.ai.n Oonmaent. <=OfJ)onUCM1 are .ade b7 Uta Cbiat D111bUJ'11D(
Officer of t.h■ TrHelU"y, llho hud1 t.h8 Di'f'i81on o! Die'bl.anUlllllt. ldthui \ha Bunau o! lccowrt.111 TNHUJ'7 
Depart.ant.. The D1v1■1on wae created by &xecutJ.ve Order 6166 ot June 10, 19JJ. Pl"ior t.o that t.imll ag11n­
ciea bad t.lwir om dillburring org&nbat.iorui. Traditionall:, apnciu t1'an■s1U.t.ed iDdirldual vow::hllr11, 
ccm,r1ng 1chedul.H1 and auizanea on the bu1a o! Wlich pa:,i:itnt. vu ade aiid. Ute papen •ni thin torn� 
t.o t.he General Accountiq Office !or awUt.. Since about Jul,- 194.9, ho .. nr, dubunemnta ha-.e b■1111. •d• 
for &n inc n1a111ni nwnber of agencies rnarely on the basil ot c;er\1!1ed 11chedulu, 111th t.he detailed vouchen 
\l"&na!ened t.o Ill• Oener&l AccountJ.ni Office from the agency or held 1n ag.,� space 11 1111.e audit vaa 
involved. Tbia p.rocedure 1ms GJrl.etJ!ed •nd c;ontinlled b,- General AccOUI1LiDB Office Oemnl lla,ulat.1.ona No. 
115, 1HU8d January 191 1952, which prDr.J\llgated a at.and&rd ton voucller &ni schedule of pa:,i:ient.1 (Staodud
Fonu ll66 and ll67 for uaa by all agencies ef!ect.ha Jui.,- 1• 19S2) .-nd toma.lly el.1m..nated t.he transfer 
o! ..-ouche ni t.o Lh• Chief D.iabureing Ofriee r. 

Aoot.llar procedural change w1Ui major record ililplicat.1oll8 wa11 the inc.pl.ion and cn,du&l e:newon of 
the on-t.he-■J.t.e audit of agency account■• Under Uu.11 syetam tha Youch■r11, cont.net.a, ■chedu.lee, account.a 
curreI1t1 and o\her nil.at.ed support.1.n8 d.ocur.ient.a an t.o be retained in agency space for U,e 0.111tral Account,. 
1ng Office audit.ora. SecUon S or the Post ornce Deputl!llnt F1nanci&l Control Act. or 1950 and 5ectJ.on 
ll7(b) o! t.he Budget and 1.ccount111g Procedun1■ Act. of 1950 (VJIM"f'er tho Coi:zpt.n>ller Oen11ral dat.erminH 
that Lite audit 11hall be conducted at the eit.e) req'-lire agencies t.o ret.&in t.he111 Ncords, which are llllder 
Deneral Account.lng attic• cognisance. Sect.ion 7(a) of General Accounting Otf"i c• Oen111"1Ll. Begulat.lona No. 
ll5 g1n111 pner&l auttaor:l.t:, i.o &he q-ene1••• 1! the Ncorda are no long9r required !or adainut.nt.ln pur­
pose■ &nd Sllbject to the vrJt.t.en appranl b,- t.he Co.cptniller General, t.o t.ran■ler reeords audited at. t.h■ 
lite to Federal Racorda Center11 aft.er t.wo 711ar!I. .Becauae t.he recorde heHt.afor■ t.ranat■rred t.o the 
General Accounliiig 01'f"1c• are ret.■ined 1n the agenC'J" and ll"f'ailable, IMl"l'eral apnc1ea bP■ el.JmMt.ed U11 
ere a t.100 or C11110 rand U11 copi-■ • 

'Th.11 general schedull!I c<1V11rt1 the 1119D0nndua CQplea o! t.he accounuble ott1c■r11!.Jlg1 account.a created ainc■ 
January 1, 19211 'Idle Illar or not. t.he agencie11 are &aaigmd tor a.n aud.it.-on-t.he-ai w. COD"t'IU·••lT, 1t. doe11 
not apply t.o t.he papera vtuch han been 11u.bcd.t.Wd t.o the Oemiral 1.ceount.1ng Gttice eit.her by P17111cal 
t.ranefer or by retention ill agency epace tor au.dit purposo:i. Nor doH th• scb.edu.11 applJ' t.o t.hll copia11 of 
th• schedul.11s and l'\lla t.ed paper.i held by the Ch.1ef Dillbursing Officer, lru. llhich he Jll&kea paymnt.. Th11t111 
aro covered by a 1111parate authorisat.ion. 

Because or epocial Ci1Jneral Acco.intJ.ng Office noed9, voucher!! am relat,ed �pen, pertaining t.o 
t.ranspo.rtation charcoa are exclooed from dieposit.ion. Oeneral Accounting Office Regul.at.ioll.!I No. 115 
prov:!.des for the Lr-ansrer- of voucher- schedules and suppor1,ing papers covering these charge11 t.o U1e Ol!neral 
Account.1.ng Offi cc in li/a:,hington, regardle115 o1' whet.her t.he forv.:irding agency i11 under on-!11 t.e aud1 t. 'nle 
ll'll!1:10randU111 eo;,1es are covered 1n GoneraJ. lbcord■ Sehedu.le 9, 'llh1ch provide.!i for transfer or fralght. pay­
mnt !111111 to a 1'11d11ral Records Cen�r ■.rt.er t.wo yeare and d1.8pon.l aft.er 10 year:,, and tor the diSpo.sal
of pa.ssanger �,-nt files l; year11 a!tAr the period coverod by the relat.ed acoo1.Utl.. ln addition, because 
of their nlllB &11 auxiliary pere�l records, the records relating to pay of c1v1lu.n J>ll'SOllll8l are 
excluded fnia:i c:oveTage 1n t.his :,c:hedule and are 11ep1u"11tely treat.ad in Oeneral Records Schedule 2, 

In addi tLon t.o I.he r:ie1:1orandu.,i copies of re I.urns, th1■ 11chedul11 a.l:10 covers nicord, 1n other agencl8!1
which are related t.o t.he audit. of t.he accounts by t.he General Acc:ountJ..ng Of'f1ce. Th■11e 1.ncl\Kie (1) I.he 
11ot.1ca11 of except.ion b,- >lhieh I.he General Aecount.1ng Office noL1Iie11 the proper ac;countable otf1c■r t.hat. 
it. takes exeeption to a 11p■ci!ic payr.ient. or t.r&n.11act.1on, and (2) eertJ.£1catus of' 111t.t.lem11nt that. 11how Lhe 
et.at.WI of his account. 

Rllc:ord11 rel.at.Lng to t.he availability, collecUon, and c:u3tod7 of f�e include (1) the appropriat.1on 
warrant.111 (2) other docWlllnt.8 which depo11it. Cuncl9 1.nto t.he Tru1111ry, e..nd (J) docunant.., which provide
account.able officera vit.h et.at.u8 report.a on fund9 in t.ht'lir 1:wit.ody, 3uch ■11 tha proofs at depodtor,­
account, and s I.a t.emnt.s or fund:, to t.he 1 r c rod it.. Agency copies ot the,11 depo111t. and II t.atu., doewnnts are 
110 intinately rel& t.erl to the accounts of tlle11e officers t.hat t.hay are J.nclided 1n thi! l'lchedllle. The 
copie11 recehed by the .P'illcal Serdc:e of the Tre&Blll"J" Depar�nt. are not. co.-ered b,- Lbh ■chedule and ani 
provided for aepa.r&t.lll.J'■ 

SUPERSEDED 
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OS,. 1bg. 3 
.lppe nd1.z B 
(11-24-58) 

lfEM ECO�BD 
NO, DESCUPTIOO Oji' 11EOORDS ME1'HOD OJ-' HLINU .lUTHOill'ZED DlSPOSl TICN •

RECORDS � TEMPORARY VALU&1 

1. Account.able officel"l!l I ret.urrui, cacp1"111-
ing i:llD1110ra.od11,111 cop10II o! accounts c:llrl'8Zlt, 
all 11upport1Jlg vouchers, 11chedule11, 
doeiw:,nts, and related paper11 not. othe.l'­
'lliee prorlded fol' :In t.h1s 11ehedule (ex­
clLUd.ve ol freight records covered by
Schedule 91 and payroll l"OCOrdS COHNd 
by Schedule 2 ). 

a. Securi t.y copie II of paymnt. lists 
prepared or uaecl for dllbureallll!lnt. 
by Troaau.ry dieburaing offices, 

b. All other rctumti ruu. 

2. Genaral ACCOUPting Office notices of 
uc:eptian (fon:uu or 1.n:f'on:i&l) a.Qd 
n,lated col"nlspondenee, 

3. Copiea of certi!icatea o! aet.tlelll!lnt. 
ot accow,t.11 of account.able Qlf1cera, 
11t.at.emnts of differences, and nilated 
papeni. 

a, Certi!ica.t.ee emeri.IJg closed account 
1111ttle1!18nt11, INpple!'leDt.al sett.le­
mnt.111 and final balance 11ettle11111nt11. 

b. Certificates coven.ng periodic
1111 t tl.er.10n ta, 

Schedul81!1 of cert.Uicatea o! eettle111111nf. 
of cleir..! settled by t.ho OenereJ. Account­
ing OfUce, 

5, Be-cords relat.1ng t.o t.l\e a.vaila'bility,
collection, Cl.llltody llnd. deposit of 
fu.nd.11, including app"'pri.at.ion '114rra.nte 
( ot.her flwl reconia conired by it.cl 1), 

6, Admi.nist.nitive corre11po.ndenco, reporte
and data reuti.ng to v011t:Ml" prepe.r1t.ioI1.,
&dm1zii1t.nt.t.ive audit, am. ot.ber aceO\lnt• 
ing and di11bureing aperations. 

a. F1le11 u.ed for voi-kl.oad .-lld per11011Del
i:iana.g9i:ie n t purpose 11 , 

b. All other fil.u, 

Chronological)J' by 
paylllBnt period. 

Chronologie&l.ly, 

Case Ula or achllldLll.11 
in chronologl.eal order. 

0011 file or achedule 
in chronological order, 

Chronologl.cal.ly 01' by
echedul.e numbor, 

Otronological..ly, 

Coll.fons to agency t'iJ.in« 
,ryat.em. 

Canfon:i to agency fillng 
syete::L. 

Di npo89 11hen Federal 
aicords Center receive■ 
IIOCOnd aubneqUBnt dOCIIJ'IIIDt. 
covering 118.r.111 type a! pay-­
mnt. 

Diapose Ii yeal'8 aft..ei­
period covered by t.he 
account.. 

Dispoae l year alter excep­
tion is rtrportad III cleared 
by the 0eM.1"1.l AcCOUAt.ing 
Ofl1ce. 

D!..epose 2 years att.er date 
ot settlel':lltnt, prov1di.ng
certific.ate :1111  cleared. 

Dispose when 11ub11equent 
cort.i!'icat.e of sett.ler.ient 
is received, 

Dispose 2 year!! after date 
o!" 11ett.lellll!llnt.. 

Dispose Ii years after date 
of docunent, 

D:iepose after 2 yeani. 

Diapo:it: after Ii yeara. 

• 

..
SUPERSEDED 

https://prov1di.ng
https://118.r.11
https://Chronologl.cal.ly
https://achllldLll.11
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Dec1mber Jl, 151$5. 

SUPERSEDED

• 
QEN!JW. RECOKDS SOWJULE 6 

BEa>HMEND!IDITDI 
HO. DiSCIUPTION OF BECOIUJS METHOD OF FILING 

7. hdaral perRalllll •w-et.y bmld. ttle■. 

•• Oftici&l cop1aa o! I.he bond and Con!orm t.o &p!IICJ' 
atw.ched po'llfln at attom,r,,. pract.1ca. 

(l) Bood.11 purchned prior t.o 
J IUl ll&l'y l, J9 .56. 

OS& •1• l 
Append1Ji: B 
(11-24-58) 

.&UTHCIUZiW MSPOSl TlOfl 

Di■poH 15 yeal"II
aft.er baQd becom1 
1Dac t.ive. 

( 2) Bonda purcliued &ft.er Dillpoaa 15 J'9■r"l!I 
aft.er erJi of boD1 
preal..1111 period. 

b. Other bond !ilea, including Confon:i to apnc:y D1 llpoH Mhen band 
other copi111 o! bonda am pr-act.ice. becam11 1n&ct.1ve 
related papera. or at. ezul of bond 

prer:d W!I period. 

I t.elll8 1-4. Account.able ol!icer11• ret.unu, cor11d.11t. o! a Yar1St.y Cl! paper!! preacrited by regul.at.iona o! t.b• 
COJ::J!Eriiller General. '!be re t.Un111. "11.lch are no raally auta1 tto9d i:miUuy ( &l t.hough aoi:111 N t.uma are 
rendered qu.art.erly), co1111Bt o! an accolUlt. curn,.nt., 1un:iariti.ng all coll.action and cllablll"llement. trana­
act.iona or t.he account.able otf1cer, aupported by dat.a.11 doc\llllenta aupport.ing each IIU!Rllry entry on I.he 
account. C1.1rreat. 'Die acco1mt. current and all aupport.1ng docuaant.a are awl.it.ad cy the General Account.i.Jlg
O!!lce to i.a.llure that t.J"QDll&et.i.DJl8 1191"8 coodw:t.ed by the accoUllt.able of!1c1r11 tor legally proper purpoM8
1n accordance vit.h eet.abliAhed proc111dlll"e1. En:epti<m.11 m.7 be raiaed llh1u•e the pr'Opriet)' a! t.ranAotioIUS 
18 not. clear or where the 11upport.1ng docWll8ntation ia inconpllt.eo 

• 

IJnc:lff Public !Av 72, 80U!, Cmgraa (61 St.at. 101), t.be Geneni.l Acco11.11.t.i.ng O!fice llNA coaplet.e
the audit of accwnta wit.hill three yeare from 1.he date or t.1111 9\l!aiuioa or t.be account. The d111poaal
period proT1ded for all ,et.\ll'IUII rilee otJler t.han t.boaa coHred in item l.•. 1ncludea the thJ"ee-,-r 
period, plw, an addit.iooal year for admin111t.rati,re purpoeea. Neceaaar:, refenneee att.u \.be follJ'-ywar 
period can be l!llllde to the m"ig1tlala of the papen bald II:,' tbe OeMn.l AccOtJDt.1.ng Ot!lce 1n it.a 0'1'D 
space, or 111 appniprl.•t.e agenq ar P'adenl Records Cent.er epace. 

In tlie nomaJ. eourae of cw-ren� operat1an11, aecurity copies Qf ,roucher liat.1ng11 prep&red or paid by
the TreaaW7 d1ebuning ot!icea nomally- eori.aist Qf ce�nnd'Ulll copiea of llata of van.owi typn of 
periodic payai:cte 1!11.da under certain Faden.l prograca, and attached papeni. These copiea are t1S.1111!eri.d 
to appropriate Federal .Fec.orda CeDten by clhburs1.ng office■ .. II00II .. cbltclr.l IU"II 1e■ued. Since only
cWTeDt dat& need be available, tbeae d.oc1D11D.t1 an 41apoaablo at t.be Center• ldleD the eecODIS ■ubH�at 
4.oc\Detlt tor e&cb type of 41abw"aaieot. i■ receind.. UDd.er lll1• :procNUre, t.be curl'91lt aDd. imled1ately 
prec:eding paJ!lleZlt. llet.1iip vill be coatimloulll7 available. 'lbl d.tapoMJ. pv,,1111011 tor 1tm l,a. doea 
not appl7 to origt.D&l lht.11181, vhlch IU"II u.int.ained for a ll1111a\a of 12 :r-,re 1n the case or skeleton­
had JaYl"Oll•, 56 years in tbe cue of e�i,,. Jjl&yrolli, sud elgbt r-re 1a the c: ... ot &l.l 01.ber 
type■ ot li■t.1up. 

Except.ion and certi!ic&t.e filee are ac:hedw.ed for diapoeoJ. alter periods baaed on clearance af t.h11 
excopt.ion as veil •11 the total accowita. 

Schedulae of certU'icate11 or aettlamnt. o! cuilu are listings of cl.a.ims 1ett.led by t.h• Genenil. 
Account1.ng Office and ana retained tor a 11hol"t.er porlod than t.he cert.ificatee t.h�el·u1110 

• 

It.111:1 5. nieae records, rol&tirlg to \be a•a1labil.1t.y, depollit. arid 11t.atua o! r1DJ11, coq,1"111111 c1rt.1t1cat.e1 
ol"'"aipo11H and relat.ed papera, or their equ1v&.lent.s, co,rering collected .timda ioto Uie Trea11ury, tran­
ecript.e, t.abuJ.ation11, and NpOrt.s prepaNd primarily cy the Tre&au.J'7 Depa!"t.mllnt in!oming adr.tlnietra t.ive 
apnciea or t.he atatua of their fWlda 11ubject to diabur11eC11nt .troa cartitied ,rouchera, and wied to reccm• 
cile v1 th agency accouri.tiog record• J copie11 of appropriaticm 111.rran�11 otf1c1&lly mk1ng flllld.1 r,ail.1.ble 
to apnc1111 by Con.gre11111 and other nieorda documnt.1.ng I.he acq,u.sHion, l:lllint.enanc:11, and avail■b1.llty of 
agency tund11. Converael;y, this 1 tCDl doee not cov,Jr 11oun:e rocozd.11 eupport.ins t.he •&11n1gat.e1 ot .tuu:l.a or 
collect.iorui reported on cert.1!1catea at depo111t or 11111:1:1&rl.u o! diebllnllll:ll!Jlt.1. Ther■tore, Ncord.11 such 
&11 incoae t.u r,;it.un:1.1, i!IOC1&1 aecurit.1 report.II, federal cplayee l'9t.1reaent. account.a, am Ul• 1.1..ka an 
not. included. ThoH recol'd11 ae"e npant.e and d.i■tinct. 11pecial progrui plU'p()ae11 and do not rel.ate to 
agency fu.nda accountiri.g activitie■o Records COll'el'9d by UU. ite1:1 are held tor t.ha eam !our-year period 
provid8d for U:e 1:1111.cior11i1.dWll cop1ea of accowit.abl.e oUlcara' retuma, vhicb. reneet t.he collecUODIII and 
exi,end1 tUJ"e■ of the funrh. ley ledger recorda 1Ul:lllllr:1■111g account.able officer11 1 ■cc:01:nt.1 •" 1"'9t.ainlld 
for 111..1bat.antial perioda in the 6!f1ce of th• Treulll"llr of the United St.at.ea and t.he Bureau ot lecount.a, 
Tr,,a11ury Departnent. The origi.QalJI o! the a-ppropri.at.ion varTanta (TNUU!')' Dapa.rt.i:ie.nt. copi111) are oot. 
scheduled tor d.ispoaal. 
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OENDIAJ. RBCOROO SCHEOOLZ 6 

•Item 6. FUea uaed tor peraonntl and at.her non.£1acal PDnagemenl purpose11 an diapoaable aft.el" a m1nhma 
perloil neceaaal'J" fol" acbliniat.rative and Nport.in&: need.a, other files are held for a so111811bnt. longer
period, 11.nc• Ulq a.y contain substantive t'111cal dat.a. ard •1 be wietul in General .lccount.t.ng Ottice 
�reban111N agaicy audit.a, 

Item7. Public Law 32.3, 84t.h CongJ"HII (69 Stat.. 618}, changed Lh• 11191Jlod1 involved 1n placing Federal 
pereonne]. under protect.in 11111Nt)' bmd11. E!fect.1ve January 1, 1956, federal ag81lcie11 vere authorized tor 
t.he ti.rat timl t.o pun:hliH surety bood11 'llhich a.re not. Cor specific individuals, but. vhich cover groupa or 
poaitiona regardleaa of incumbent., Agencies are still aut.borigod, at. their d1sc"'t.ion, to buy t.he older 
tJl)II of n&me bonda. Ho1f9Yer, Ule ""po!lit.ion 11chedul.e bond• (based on posit.ion rather Ulan 1ndlrld..:.l),
acd t.be 9bl&nket. bond11 COl'ering gro:ipa or e.cployeea1 or possibly e-,mi vbole agencies regardlen or inCWl­
bent or type or poeltJ.on, are nov tbe t.va t.ypea or bonda wrually purcbased by agenciea under tbe I\IJV lav. 

'lbia it.ea pertain.a to all types of euret.1 bonds coTering civilian and .cdl1� penonnel 1n the 
U9CUUTe branch of Ula Oovermnen.t.. P'roai time to tiDII the Ti-eaalll'J" Depart.i:ient rray retain cer\ain b-mda 
beyond t.be specified periods for lmiQlll legal N11.aon11. The1111 •Y relate to Tr•sury of!lciJlla 11hose 
bonding 111 11pec1tically requ1rad by 11l.atut.e (ulnly 6 U.S.C. 1) and vboee fiocal or accounting act.1vltio11 
•Y not come vlt.b.in t.he auditing pu.rviev ot t.ha Omeral Accounting Office. 

Panonnel 11urety bands are dlepoeable at'tAlr the :ipecified pertod11 on the folloving ground111 

a. They hue lit.t.le historical qlue, Thi11 is true or all t.he bonds co,rered by this item. Th• 
1769.1925 group or b�d11, nov !n tbs National Archi•ea, hav1 on • f1JV oecaslona been used u a !''2pple­
llllltlt.ary source or biogNphical clat.a.. Thia use, occasional aa it. ia, la prilr.arlly for t.he files antedating
1900, Tbe potential use of the lat.er t'1lea for this biographical purpo90 is quite rer.iot.o. Even if one 
of the bonded indlrlcruals turns out to varrant eoa,e interest, major eourcea of biographical dat..a are far 
richer today than they vere pi'lor to 1900. Moreover, the prevalence of the •po111lion ac:hedule bond• and 
•blanket bondb under the nev bonding lagislat.iDn bas ellrn.inated a�st cor.pletely reference to individuals 

b, They have limit.ad lefi!l ftlue. There are no :it.atues of liru.t.at1on on the date of dl.acovery of 
shortage or rn.iid after the coverage of a bond ends, HcwBTil:r, there are lepl Umi ta tlons on the t1me 
vhich can elapse between Lbe date of discovery and the in:,titut.ion of court. recovery proceedings • 
6 u.s.c, 5, 28 U.S.c. 2462, and 28 u.s.c. 2501 require 1.hat recovery actio� be instituted within fiYe or 
11Lx years fl"a:II the date or diacoveey, S1gnit1cantl_f, the interval between t.be date of sutnission of 
accamta and t.bat or discovery ie ratber brief, for two reasons1 (l} 31 U.S.C,  821 require:, that. General 
.lccountillg Office audi t.e be COITlpleted vi tJiiii tbree years fn:im the da t.e or a utn:dui on of tho 11cco1L'lls. 
Since ahoruge11 non::ally are tlrst. diaco•ered aa tile riesult or the aud1t of accounts, t.his req_u.1re...ent, 
vaived only in tuie of -..r, logicall;r results 1n tbe diacoveey of shortages relatively soon a!lcr they
occur1 and (2) the site audit program of tbe Oen11 ral Accounting Office normally uncovers shortages or 
en:epUone eoon art.er t.ba f i.!lcal t.ransactioo11 on wb ich they a re based. 

Nor 111 doc1111191'1tat.1on vhich vould support Oovemr.1enl cla11118 under these Blll"Cty borlda retained for a 
langtby period. The Congress, 1n Houa• Report No. 2L71, 82d Congrees, 2d se1111. (July 3, 1952) approved 
the disposal of the orlgiJlals of vlrtuall;J all eettled accounts 12 yeare froei t.he ·c1ate t.he accounte •re 
submit.t.ed. Settle�t. no�lly t.ake11 plac11 v1.t.h1n three �rs fror.i aubr:\!ssion; Therefore, rouehJ-y 10 
7ean after settlement of 1.he acoonnt, the document.a t.1011 eupporting Ule 11urety bond in a claim wot1ld not 
be anllable. In addi t1on, all but a relatively BlTIBll n\11:lber of pa.id checks are destroyed elgtit yea re 
after date of 1saue, under authority of H01111t Report !lo. 1926, 79th Ccnf:res11, 2d ae1111. (April lJ, 19�6), 

The word • inacti',re• ae applied t.o Uiese bcrids re fera to the t 1me loitlen an cmployeo 1e no longer
covered or is no longer operative under a specific bond, Povera of att.omey att..ached to bonds, aulhor-
1t.1ng individuals to act as agent.a for lllln!ty cc:r...panles 1n exl!cutillg such be11da, are held as long ae the 
balds thecsell'ell, Other povera or at.tomey are not covered by this schedule. All other rel.at.ed agency 
pa.pere, which ray include applicet1ona !or bonde, correapondenco, and copies of the bonds, are disposable
aft.er the b>nd 1tnlf ha� lapsed. Only t.he r--.astor copy or the bond is t.be controlline ret,ord 1n recovery
acti<na, 

• 

- 4 • 
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00A Reg. JSUPERSEDED Appemtu S 
OENERA.L RBaJROO SCHl!:DUU: 7 (9-10.S6!.Jlg) 

Expend1 t.i.11'9 Acconnt.1.ng Records 

ExpendU.ure accounting reeord.11 •re the ledgers and related docUJ:111nte NJnt.ained by all federal 
agencies to shov 1n sumciary taeh1on hov their tunt11, appropr1&ted and non-appropr1aLed, 1.re 11pent. aft.er 
allot.mnt. by the &2nlau of Ule Budget., and the 11ource11 and nat.\11'9 or any receipt.a. h k.ey recorda an 
t.he general l&dger account.a, which eon11ti t.ute, ao a unit., I.he heart, o!' t.he agency acco�t.ing 9T-1t.e111o 
The11e ledgar5 sw::;arise t.he t1.nanc1al st.at.us and financial. �•nsact.1ont1 of the agency, showing the current. 
st.atua of funds ava.ilable tor expend1t.ure, the &J:XJunt.lS due and collected for the account. of t.he Govenumint, 
acc�ated expendi ture111 and liabill ties, and t.he "ralu&l5 of 11t.ock, equ1p:,ent.. and ot.her property 1n agency 
custody. 'niay a.re cont.rob that. HrH not. only ae central fiscal recol"da, but. alao •• • pri.Jnary eource ot 
data for top mnageaent. concerned vith agency solvency, vHh e.irpeatitu.ree &nd viU!. progra1:1 costs, 

The general ledger11 are aubdividod into arbitrarily created account. t.itlee, which are based an 
prograall, projeet.e, coat.a, and fund11. Support.1.ng t.he111 are a group ot 11ubaidiary ledgers and papen, further 
detailing the 1nfoma tion 1n t.ha genara.l ledgen or 11eTV 1ng Ill po:,t1n£ mfldia t.o the ledpr11 t.hem::ielve11. 
To the extent �hat they reflect appnipri1tJ.on upendit.ur1111, t.he goneral ledgers aN eupport.ed by al.louaent. 
ledgere, which at all t.1-11 show the current. unobligated balance of funds allotted for 11p11c:11'1c agency 
pwp;,ses and t.t:ereby proYide a safeguard aga1.nat. c,,rer eipend1tw-e by open1Ung official.11. T'he allotant. 
ledgers are general cont.rol11 oYer expe.r:111t.ures, and Uiey in tum 11w:car1u and are 11upponed by tiDre 
detailed controls c.hat. nonnal.l.y take the Corm of project. or job orden vh1c:h authorise euct. and speci!ic:
11:,;pendUure. 

The 11ourcea of ti.at.a that are poatAd to the ledger fil1111 are 1omevhat. dinree, but t.hey Call into t.110 
general. grcupe, 

•• Copiu of nrioua obl1gat.ion or ezpandit.un doClll:llln�, such a:, vouc:heni and 1chedule11, vh.1ch 
flow through the ledger unit. for postin«• 

• 

JoW'llal vouchen, and similar 1nt.arnal control document.a created to authol"ize and convey
entries to the general ledier. 

As the cent.nllhed £1ec:Ll record, the ge.mira.l ledgen, ultl.J:iat.ely awnariae 111.oree, plant. and coat 
accounting dat.a, which are tre.at.ed 1n a aaparate ■ehedule, but t.heH are onl.7 1111venl a11pect.11 of the tot.&l 
ladger accoUJ1t.11. Ccm1equent.ly, I.he l11dger11 an �• l!curce for the dat.a 11\cluded in the baeic apport1on­
Mnt report.a t.o the Budget Bureau, and tile Treuury Department, and over-1111 reporti, of agency fiscal 
condition which may be required by the General Account.lng Office (Schedul1111 6 and 8). The adequacy for 
au:lit purpoi,e11 ol the general ledger accoun� i.lS non-.ally cOnB1dered by Genoral A.ccounUni; ornea awll ton 
t.o be 1nd1c&t.1H of the auit.&b111ty ol the agency's entire ac:count.1ng sy3t.e1:1 and the relJ.ablllty oI it.II 
f1naoc1al dat.. 

This schedule provides for the disposal of 11xpend1ture accounU.ng Nconi111 created since January 1,  
19<'1, in  t.he several agencies. It doe11 not appl,Y � such recorda NJ.nt.alned on a Qovernr.,ent.-wid11 b&111B 
by tile Treasury Depart.Jzient. I.lid the Bureau o! t.he Budget., or to t.h01111 formrq- i:ia.1.nt.aio8d by the General 
Acc�unting Office. 

In no r,enL r.iay di11po11al be lllllde of records pertai.n1ng t.o accounta, cla.1.1:111 or delllAnd.111 involving the 
Govel"UWlnt. or the Un1 t..ed Stat.es 'Which have not been aett.lad or adjUII t.ed by tile Oeneral Acco1U1ting Of flee 
1fit.hout. writ.tAn approval of the Compt.niller General, aa requ.1r.d by Sect.ion 9 of Ula Recoi,:ia Dispoaal Act. 
o! July 7. 191,3, as amended (lil.i U,S,C. J7li). 

ITEN REC0.!9'ENDEJl 
NO. DE.SCRIPTION CE RtCORDS HETICD OF fl Ll l«l AUTHOmZED DISPOSinON 

R£CORDS OF TEPIPORARY VALUE1 

l, Con-e11pond11nee !ilea maintained by CoQ.fom. to agancy
operating uni t.e r&15pollllible for p:ractica.
o,cpend!. t.ure accounting, pe rt.alning to 
their 1.nt.emal openit1orui and 
ad.1111ni11 t rat.ion. 

2. General 11ccount11 l11dpl"9, ahov1l'lg debit One set or account.a by Diapo.1111 10 :,ear111 after 
and credit entries, and reflac:ting each est.abl111hed clo11111 ot fi11ea.l year
expenditures in ll\lll7-l&.ry, account. covering aa:,et involved. 

• 

ard liability. 

J. Allo�nt :record11, ehov1ng 11t.atus of One set of allot.r:ient. Dispose 10 :,vars alter 
obl1gaiions and allot.ment.11 under each "cord11 by eatabli:!had cloM of f1acaJ. year
authoricad appRpriatJ.on. allotaent. involved. 
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na m::CIOE1lll!D 
� D&,eRIPl'IOO � RECam.s M!TH('I) � F ILilll A tml(JUZED DISPOSD'Iaf • 

4., Reoo� uaed aa poatlng and control 
mdi.l, a@e1.di&r'y t.o t.he general and 
&llot.mnt. ledpr■, am not otbu'w1.N 
F«idad tar 1n t.h11 ■o!ladl2l.e. 

I,. or1litl&l l"90Clll'U. o. en or eacb 
ooot.ral. 

b. Copte11. Cllle ••t of Mab 
ooatrol. 

Ite■ 1. Tl•• are rou.tine oarn■p<mdeDOe filH •int.111.md tnoirJent.al.J;r to the bf acoc,imt� t\lnot.iona 
&iif'in bltld lq •DOUlh �o aatiaf7 aaeD07 �t.in 11Hda. 

Ite1111 2� A■ t.bll oentzal filcal l'IIOarda, the ireneral lad89n and tblt allotcmit Noorda ilmmdiatel.7 
1uppart Uw1:I han a �r ret.aatim nJ.,- tba.n IUO' ot.bar &geDCf tiaoal reccmb, rltb t.be exoept.ion ot 
itldJ.'f'idual pq oarda (SCMdllla 2), beoauae at tbe simary natun ot \.he Wonaat.1on U1a1 coataus. Thail' 
pz-u. admtniat.rati" ud tuoal mm• to U. apaey an ae 1ouroe1 of ruoal1 upenr:l..1tur9 and ooet. dat. 
ffll' aanqerul Pl!"P099•, and tar 'Wle in budget p.oeparatton. Oooaeiona� the pmral allCI all.otzBnt 
ledpr■ are broqht !Xlt.o p]A7 In tJia adm.lm.atrat.he azuination ot claw. Alth01J.lb the 1-dge.r■ are ot 
ooaai.darabl.a ftl.m tbe7 an not. perau�nt. reoQJ'do, tor t.bey ••"" needa "'11.el:I an HHl'lt.1� teq,or&17
1a mt.un. Tbll retent.1011 i:-riod in tMe eobl!ldule for th■ 19mral ledp1'9 ie £11&1'9d not. ml7 to t.be 
•-iY&ble ada1n:iatrathe needs or ti. &pncJ', 'llhlch narm.U.,. &r1M within fi-n )'More, bat t.o t.ba t.-n­
,-ar etat\lt4 ot Ualt.aU- � t.ba p:ra•ntation at ao■t cl.&hia qaiMt. t.he Q099rrmmnt. S'111:1!91'7 
data on agenc7 upndit.ure1 tar hutorical and �h■r purpoeee &N &TAU.bl.a 1zl i:-r,:amntq nt.wd 
appropriatiim led&ff filH and the &miual CCIII.bi.Md St1temnt. at Reaea ••nd1ture1 and Balanoe• ot 
the Dnlt.ed State■ Gon:r--nt both cf ,rhicii are re1pomtsuIU.1 al u cit looowite, 'rri■INJ"Y 
Diparf.-iit. !fuoii &au a? looc,ant.1 noarda are not oe7'9"d ti,- thle eohadule, In addition, Um baeio 
progn.m aot1Tit1a■ cf ageno1H 11ft 1ll8Tit&bq nflacted in t.hl pen:amnt� Nt.a.ined upper echelon fl.la■ 
of tha a,.110111 no loH utaDaiftl,r than tblt7 u. :reftwd 1n the pmral am &llotmnt. ledpre, .-bi.ch 
"" cften coucblid in teolmical, OJ7Pt.Lo t.■nm. 

ma

•
Itn IL, Thi• poetSJia tiedU Mid detailed approprtation &ad upenditun oontroi. are !Wild !tr • pertod
'iull'Ioiont for adllln1at.:r&t1ff ,..eta Att.r po■tlne and &tt.r ampJ.tic:D cf the aot1an aont.11:plated br 
dau.ilad projaot er wm-k omtrole. 

• 
SUPE-RSEDED 

https://OJ7Pt.Lo
https://CCIII.bi.Md
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O&JIERAL R&CORDS sau:nuu: 8 (9-10-$6!'H) 

S\.ore111 Pl.ant, and Co11t Account.1.ng lulcord11 

Spec1al1t.ed atoree, plant., 11.lld c:011t. accountlnit records are r.11111lr.ained by 1:10et. agenc1ee, part.icularl;r 
t.ho11e w1t.h ext.enaiu plant. and 11t.oek 1nvent.or1ea. The record11 created punuant t.o the11e apec:1aliHd
ac:Co\lllt.ing 1cUv1'-1811 llinea January 1, 19:>1, are caven.d by U'i111 echedule. They are volllm1nou11 and o!ten 
diverse, but. U,ey are integral part.a of t.he fiac:al IUld auppl;r contrcli, of the agencia11. These recol"da,
ldlich e1111ent.1llly reflect tne net 1110.new.17 worth of an agency and it.a a:s1111 t.e, ue periodically n1conc1led 
111Ui t.he euppl.y data reflected 11'1 .,tock 1nvenwry records, but. Lhey are not. procurer.umt. papen,. 

•• St.ore, Aecount.1ng, These ntcord11 ar11 111111.nt.a ined t.o provide penonal account.abili t.y for t.h• 
receipt and c�t.odyo! mat.eriala and to provide 1.n.fon,iat.ion as t.o the r.ionetar:, Mol'th of auch materl.1.1111. 
C\ll!t.ody ie 1111tabll11h11d by accozpllat.d copies of lllll\.er-1.a.l. 1:10vez::ant. document.a, and et.oree accowiting infor:ma­
t.1011 1- poalAd fron Uie doCUDent.a covering the 1:10vecent. o! good, to 1nten::iad1at.e records. St.oree account.­
� dat& ara nonr.ally reviawd and co.1Uol1dat.ed by r:iea11e of reporte and returns submit.t.ad to agency
headqu.art.er11, where the Wom11t.1on 1• uaed for procunoP.1ent, planning, budget., and ot.her 111&nager.mnt. purpo11111, 
The11e records do not. include papen n1rl•cting Uie ph;raical 111DVU11M1nt.a or material t.o and tror.i atorage
point.8, although they may b4I involved in poat.:lJ'lg. Sw:ir,ary agency storu Wol"l:IBUon is reflected ill the 
pertinent. general ledger accounts. 

b. Plant. Aceount,1
�

, 'Dla111 raconl11 coruiht. priJtartly of eard11 record� t.he prtncipal eh•rac:tar-
iat.1e11 of 1111eh itei:i of y11ieal plant end equiprient, including real propert.y. They const.1 t.ut.e prilnaril:, a 
t.ype of 1nv11nt.ory control, but. in add! t.1on are a principal aow-ce of da t.a on the capit.al 1nveet.ment. in 
phydcal plant. ( aa dlat.ingui11hed fro1:1 iaainteD11nce or operating coats) arid ot.her lt.eca not. normall:r repre­
aantad 1n • at.oree or atock 11JVent.ory 111711!.ei:1. Su=ary dat.a on plant valuo iii al.llo a-wailabl11 in pert.ioent.
general ledger account.II, 

e. Coat. Accoun�- Theae recom■ a.re desiltlled t.o aecwr:ula t.e Alld shov dat.a on t.he co11 u, of agency
operation, I.he diracand indirect. cost.11 of produc:t.ion, ad.m1n111t.rat.1.on, and I.ha perfonnanee of progrllT.l
funct.1oll8 of t.ha agency. The data, which a.re normally accumula t.ed by moans of coat. report.II and 11t.a t.111 Un 
accw=ulat.ed by operating per11onnel, aro ull.iJ:lat.ely post.ad to tile account.a in th• agency �neral ledger-a
concemad vtt.h operaUng and prograta coats. Material coat.e Worr.aUon is collected by poat.1.ng requ1111-
t.1one tor roaterial or proc11rem11nt. doc=.ent.e to int.el'lltldlat.e records, and labor cost Wol"llleLlon ill obt.a1n8d 
by charging t.�e expended on indhidual Jobe and project.a aiilligned cont.rol nw::bani for cost. control 
purpo11es. Coat. data are ut.ilhed 1n evaluaUiig economy of agency operation end 1n prepanng budget.
H t.iJDa ta II• 

ITEM

.!!9.:..... DESCRIPTION' CF REOORDS 
REC0"11u1DED 
.Hl::n{OD rE HUNG AUTHORl ZED DISPOSITION 

RECORDS OF CONTIN11ING VALUE, 

1, Plant account. carde and ledgera
pert.aining t.o st.ructure11. 

C onf o n1 t,o agenc:y 
prac t.iee, 

Dispolllll not. author.I.tad 
by lhl II eehedula, 

RECORDS OF TEMPORARY VALUZ1 

Corre11pondence f1lea ot unite 
responllible for plant, eosl an:! 
1\.ore11 ac:countii,i operat1011B, 

Confom t.o agency
practice. 

J. lnvoi�e or eqUiTalent. papere uaed 
for 11t.o re11 accoW1t.ing pw-poses, 

Confom to agency
pract.lce, 

Dispose att.er 4 yt1ar,. 

St.ore11 aceou,nt.1°' ret.1.1n111 an:i report.e. Confon. t.o a�nc1 
;,ractice, 

DhpoH art.er Ii :,ears. 

Work papal'!I Wied in ac=ula t.hig 1t.cii111 
account.1ng data, 

Confoni to agency
practice, 

D1Bpoaa at tar 2 ;rear111, 

6. PlllJll account. card, ant ledgera, other 
t.h.a.11 t.ho,e described 1n it.cm 1. 

.B:, plant 1taa n1.1r1ber 
or nu:ier:l.caU, by 
plant. account. 

D111poaa 3 ;y11ar11 aft.er 1 tam 
ill vithdraV11 tro111 plant.
account.. 

7. Coples of cost account.iz,g report.e. 

a. Copiu in uni la receiving report.a. Confom to agency
practice• 

Dispose &!tAI' 4 yuar11. 

b. Copiu 1n rq)ort.ing u.n1 t.a, and 
Nlat.ed work papen. 

Confo.n:i t.o agency
practlc11, 

Di1po111 attar 4 y.,an. 

SUPERSEDED 

https://poat.1.ng
https://accw=ulat.ed
https://report.II
https://ad.m1n111t.rat.1.on
https://account.II
https://capit.al
https://submit.t.ad
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(7:.:!.J-53) 
lrlll lm:<IOEJiIJZD 
� DESCRIP'?IOY <I REtCJIDS mff(l'1 CIF F1LDD A tmlCI\IZED DISPOSrt 10!1 •

B. Lldpra, torD11 and mcbi.m "oorda 
WNtd t.o aocumlai. dat.a far u.. in 
coot. "parts. 

•• Lldpr• and tarm,. Ccmfcrm to •aene,­
practice!.Jlg. 

b. Ila.chine recorda. 

(1) Det&ll o&rda. Con!oni t.D qft107 Dlapo• alter 6 mont.ba. 
pr■ctioa. 

(2) 8uDarT CIU'da!.Jlg. C«d'on:i t.o ■PD01' Diapoee alter 6 month•. 
practiaa. 

()) T■bulation11, Conlon,, t.o ■pnay
pr■c:t1oe. 

It.ea l. Tha .. e.uda ue ret.dmd 'bee&ue they doe111mzrt. the pbye1o&1 teat.ure•, pla.oc:mnt. llJJ! na.tm,i at 
iti=uctuna an 0� areaa and lnat&llaticma. 

Ite11 2. Thi .. an rout.1.m ad:mln1at.nt1..... eorreapcmdenoe f'1le111 not ooatdnil2c &001Nntl.ng date, bald 
lq u� to aatie!'y ret■� m■de. 

Itei:11 J-S. 'rt• �oiee• U"9 bald loq enougb tor poet.inc ot rtona acoamrt.1Dg data to 1.atermdi■t■ 
"corda &Dd to allaa" for internal "ohlclc o! tr1.1111■cUOQI ill'f'olTi.Dg the IIOftmnt. ot 1ooda, 1lhUa U. 
nt.m'NI and npart.11 an ret.au.d for • autf'ioiant period ta penait. ut.ilu&tian at t.b■ data t.b■y oontain 
tar �nt. purpoeea. SlmmrJ gemral ledger data are nt.a!md tor a tAa-J■U period. lark paper, 
an d1Jlpocabhl ar1.er an appr'OF11,t.■ period •hcirt.■r t.baJ\ t.hat prortded tar the ncorda whioh they aupport. • 

Ita::i 6. Tb■• Noorda an i.ld lcfic enough t.o pend.t ad!dn1at.ratin oont.ral Oft1' t.b■ pl.ant aocount itA■ 
w!il'l."it. la aotbe, and far m■NDD■ attar tJw it.ea 1a no lonpr oaM'ied oo t.b■ aoeout1t.. Ballio data 
u anUabl■ 1JI procuremnt. ar project. lile■ wh1oh an nt.aimd penaram.1,1' or tar • S\1.bst.ant.ial pertod, •
wbila 11pao1Allzed legal olrcu:urt.ancea lnll'Toamilll J"Nl. pr�rty U"9 dooumnt.■d in retained recorda at 
acmt.inuiQg nl.u.. 

Itftl.l 7-8. Tba cost reccrda cl'll'lt.&1.niDI dat.■ Ntlect.■d in pnaral ledger aooount1 belna ntained tr:sr • 
tin,.'.,.ar ))9!'1cd an duposabl■ after t.hay haft •"9d &pllCT bud.pt. and ot.ber manapmnt. meda. 
!:·ibe1d1.u7 noorda 1.nYolftd 1n t.ba aa=laUcm ot cOlrt. data are acb■dulad tar an apprc,prisw� ahwt. 
p�!.Jlgriod. lafari:.Uan •• t.o t.he oost. ot 1nd1Tidual p!'Ojeet.■ o! � are ■buwn ln p!'Djeet. tilaa, and 
oopie1 t:tf ootrt report• t.b&t. c-. ot ujar 11.pd..tlo■no1 an acmt.aimd. in apnq IIUl,lplllfflt or acb:dn1■t.nt1ft 
tu.. II°'- oonnd bJ' \be ■omdu■• 

•
SUP�RSEDED 
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SUPERSEDED CSA Reg. 3 
AppendU B 

GE!lrnAL RECOR.00 SCKEDULE 9 

Travel and Trannport.atlon �ecOl."ds 

Thie ochcdule covere :i:-ecords cree.ted since Je..'1UB.r)' l, 19'21, tbnt �n to the i:::ioveaent of goocla 
and pcrron11 under Govern:ient ordera. 't'hc recOTd keeping involved in the �nts centers nrc,,uul b11..l.s 
of lading, transpart.ation Tl?(lUC&ts, 'lrOUchera, and o.1a,ociatcd records, 1nclu.d.1ns those preocrl.bed by 
Title 5 of tlle General Accounting Off1.cc Policy and Proccdure11 1-'.wru..a.l. Cap1e,; of sea! records ueed to 
support. pnyi:i.cnt11 become p11rt of the accountiilile officero' o.ccount.s, or are e.ccount1ng po11t1ng media. 
Their d1spos1 tion 11/BY be covered by General Records Schedule 6, 1tei:i l; General Records Schedule 7, 
itcc 4;  or itcD:I leand 3 of th:111 schedul.e. 

11. Mavei:ient or goodJI. The key record 1B tbe bill of la.d1ng, of -which tbere arc copies for 
conoignors, consignees, 11.11d the carriers thccoelvea, The papers rele.ted to 11nd norcnlly f1led vith 
the bill of lnd.ing 1 teelf are varled and oft.en voluminOUJJ. 'I'hece l!lllY coNJiBt of sh�e and demurroe;e 
rcport.o, invoices, and other dcncriptivc data which doetment the tr11.n5a.ction. Included are ,;-ecords 
relnting to t.he ship:,.cnt of houoehold e:N"ects, vhich 1o authorized by law and regulnt1ons for 1:1111tary
per11onnel nnd for ciV111wt e=ployees of the Gcrvcrn::icnt. Aacncies shipping certain vu.luo.bles undel" tbe 
Gover�nt Los.o<.::i in Ship:ient Act, which in=es agaill8t loss, rt'tn.in copies of sc:hedlues of cetertal 
shipped, papers relating to cl..o.iJ:o wbich CBY encue, and other pertinent d.ocul:lents. 

Rccord.o for the )"le.rs prio:r to 1959 pertaining to the 111:JVeamt or goodo have been designated 1111 
records of te::rporary value, but arc to be retained far the periods Ghovn in itel:I 1n in order to 
properly protect the intcrc::ito of the Gavernment in View of the statutory tilne l..1.tl:1ta.tionn set forth 
in 31 u.s.c. 71n. Record!! far the yearc 1959 llrld ln.tcr (in ite:::i lb) ere rcto.inro for !lhorter 'Dertoda 
1n accordarice 111th the provisions or Public uav 85-762 (49 u.s.c. 16, 66, JOiie., 908. loo6a) .  

b .  1-:ove111ent of pcrsono. The :covement of persons 1D c11Dent1e.lly docu::iented by cop1c11 or travel 
orderc, 11h.1ch outhorti:c travel and subsequent paycicnt, and otandard for111 vouehern :iboving �nt for 
ofl'iclal trnvcl. Tbe tvo primary copieo of the travel arders nre the adminiGtl"ative c0py maintained 
by the tra.:111portat1on unit controlling the isauance of travel arder11, QJld copies used for encu:::.­
b:r:unc e of f\lndf; , 

• 
rrm RECO?-l!-!Ei IDEil 
NO. DIDCRIPI'I0,1 Of RECOlIDS METHOD OF FILli� AUI'HORIZED DISPOSITIOII 

l. Frciebt records consisting of export
cert.1f'ice.te&, tranci t ccrtiN.cotes, 
de:urr58e car record books, sh1pp11J41;
d.oc=.1to pertinent to freight cln.11ei­
l'1cat1on, IZlllCrUJldia copies of 
Crovcrn:11:!nt or cai:=ercial billo of 
l.ad.1ng1 i.hart.o,ae and da:Nrrage reports, 
and all rupporting clocu::icnts, and 
Liclud1ng files relating to the 
ship::ient of haw.ehold effeet.c;. 

n. Fi lco covering freight trnns­
octiono prior �o l95i, 

(l) lBsuing office cei;,oran� By bill of lading Dispose after 10 �ars. 
dm:I copieli. mciber. (Transfer to inactive nle 

on completion of transact.ion; 
break 1=tive file every
2 yearn .and transfer to 
Federal Recorda Cecter 
l yeal" lat.er . )  

• 
SUPERSEDED 
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GENERAL RE0JRm SCBEDIJLE 9 

ITD1• RECOMI-IE,IDED •
NO, DESCR IPrION OF RECORre MirnlOD OF FD..IDl AU!'HORIZDl DISPOSrrIO!f 

(2) All other copies. 

(3) Bills of ladlng
1."cgiGtero. 

b. F'11.es covel"ing fre� trwis­
Qctions 1959 and subsequent. 

(l) Ieou.ing office � 
copiee. 

(2) All otber copies. 

(3) Bills of la.d1ng x-egtst.ero. 

2. Freight record.A rel.ating to the 
adm:l.niirtret.lon or G<wernment 
wseee in Sb.ii:aeat Act consist­
ing of schedules of 'V1Lluableo 
ehipped and l."elat.ed papere IUld 
report11. 

3- Pasuenger transportation l"CCOrdB 
con.81oting of memaran<hlm cO]dee
of voucbers (Stand.o.rd. Fon:i ll7l.a),
� copies of t.re.lwpclrta­!'H
tion reque&te (Standard F'Ol'l:l ll69a), 
truvcl. nut.hortzat.iona, tre.� 
tion request reg1atcr11, end all 
6UPJ)Orting papers. 

a. Isindng of'fi ce cia:ioro..� 
copy. 

b. Obligation copy 1f different 
free copy in a. 

c. Um.uied. ti.cket rcd.ctzption �-

4. Pasoen,ger t.ranapartation records 
pertaining to reil:bUl"secients to 
ind.ividual.e, conoioting of copies
of tro.vel orders, per dil!!:I 
V"CJUcbers, trllllSJ)QIUtion requ.est.s, 
hotel resel"Vlltione &nd all suppart.­
ing pa.pcl'e relating to off':l.cial 
trnvel of off:l.cera, ez:ipl.oyces,
depcndcrrtu, ar others auUlor:l.zed to 
travel by l.o.v (cx.cluoive of rec01'WI 
COVl!red by Item 3 ) • 

a. Tro.vel adtd.n1stro.tlve unit 
copies. 

b. Obll.gation copies. 

Co.nfan:,, to aa:enc;r
practJ.ce. 

Jn �ri.co.l. 
seqtU!nce. 

ConflJl'E,, to (16enc;r
pract.1ce. 

Conf'onD to �ency
proct.ice. 

In m.lCll!!rical sequence, 

Cbronol.og1� in 
case faabioo. 

'iii tb related s.CCOOJ:lt • 

l11 o.pprapr1.ate faahion 
for posting. 

conton:. to agency
practice. 

In fold.era arraaged.
s.lpbabetical..ly 'by
nm:ia of es:rpl.ey'ee; 
'b:rellk file every
2 years. 

111 appropriate f'asbion 
far!'H�-

-2-

Dispoo.e II f"tet" 1 )'ellZ'• 

1)1 epoee 10 J'!&rS a rte l" 
N.no.l. en� on rcgiot.cr. 

Dispose aJ'ter 4 years.
(Tranofer to appropriate
Federal Recordrs Center 1 r 
volume 118l'nLQto.) 

D1spoce after 1 year. 

D:ispooe 4 yeoro o.�r nns.1 
entr;r on rcginer. 

O:l.spoGe ILftcr 4 :,ears. 

Diclpoe-e 4 J'!-111"6 art.er p:riod
covered b;r related acCQllnt. 

Dispose \!hen funds � 
obl.1gnt.ed, 

DiBpocc 'When 11.dm.niatrative 
Deeda have been satiof:1.ed. 

D1spoae after 4 :,ear11. 

Di8PQse meo l\1nda are 
obllaate4. 

• 

• ·  
SUPERSEDED 
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GENERAL REX:CIUl3 SCUDULE 9 

J'TDI RECl'.HmIDED 
NO. DESCRIPl'IO:: OF RECOAr6 MEI'llOD OF nLim Alll'HCR I7ZD DISF<lSrrIOl'I 

5, Recordo, freight Md passen­
ger not otherv18e covered in 
tbie sc:bedw.e. 

a. correspondence, ron:is, and 
t'(!lot.ed peper& pertain1nB; to 
agency truvel &nd tranap,:ir­
te.tion functlone. 

Conr= to 116encr 
practice. 

D11Jp0ae an.er 2 ,ears, 

b. Account.a.bill ty records. ConfOl'l:I to agency
practice. 

Diepoee l year af'tClr all 
entries on the record.e 
are cl.eared. 

Itei:i 1. The export ccrt11'1cnwe &re the key documcnto a:rrccting freight clia.rgea for material deetined 
for overocmG ship:icnt; trandt certificateo docuDent in-tranalt stal"age of freight; �e car 
record 'books 6b.ow cars 1.r:rvol.ved in :f'reight �age and related data; and shipp1Jl8 doa=enta giv1ag 
a deta.11.cd de.sCripUon or the CDteri&ls 8hlpped are essentlo.l in deten:d.n1ng proper tr-eigbt
c.lasi;ifications. 

The retention pcrtod for the pre-1959 N.les 1e gcverned by Public Lov 76-820 (31 U.S.C. 71Jl, 237)
\ihlch bo.ro cl.41Jl:I ega1nst the CicVel"�nt after 10 1'Ull �ars f'ra:l the date such cl.a1Z:I f"lrst acel'lled, 

Retention of the 1959 £llld sqbseqUent fileG 1e 1n accordAnce 111th Public J..Av 85-762 (49 U.S,C, 16, 66, 
304e., 9o8, 1006&), barriag cl.aiJ:w by or �nst the Cover=t, involving tninsportation tranas.ctiona, 

• 

arter three :yeo.rs frcEI (1) accruo.l of the C8Wle of act..1on, al" (2) por-::ient of charges ror the 
U"wlllparta.tion involved, or (3) IIUbsequent ref'm.dn for ovcrchtlrge8, ll1' (4) deductions, ...tucheVl!T 
occurs lLlter . 

Tnese files, doc:u::ient11'.16 frc1.gbt ab:lp:iect transactions, are hel.d 10116 e� to ea.tury agency 
admnistrative needs and GeneraJ. Accowrtins om.cc req_u1re:ccnts. 'l'be ten.)11'.!ar and four-year periods 
are f;W'J1.c1ent for accounting ad.justzlcnt11, Wld c:l.aiJ:s can non:ially be aclJu.d1cated on the bash of the 
origiMlll of pa.pen, that o.re Gent to tbe Oenerr.1 Acco.&nting Office. 

Itec 2, Files remting to the a.cmlnlst.rntion of the C=m::ient losee11 1n SbJ.pc:aent Act are retained 
far irubsto.ntial periods by the Bw-ee:u of Acct,..1.n:ts, Tn!asury Departcll?nt, which hne Governcent-vidJ! 
rcspons1bil1ty. The&e agency copier1 ore retained lons enough to i;at1afy lO<l&l lldJ:t1.n1ot.rat1ve lll1d. 
legal needl.l. 

Iteci 3. The rec� cc;,vered by this 1te1:1 rel.ate to ngency pa;yDellte to carriers fUI: the transport.atton 
of pcraono nuthar1:r.ed to trnvel and ore held lone enough to ontiefy IJ8ency s.dm1n1strat1vn needs and 
Cene:r:ul Accounting Office rcquJ.rcmcnto. Tbe four-yes.r period 10 su.N'1c1ent for account1ns and adJUBt­
i=eots, D.l"ld claiJ:w can non:1111..ly be adjudicated 011. the basie or the or1g1..aal.s ot popcre that are sent 
to the GeneraJ. Aceouating Office. 

The obl.1.g11t1on copy 1 f d1f'fer1mt rrac the copy described in 1 tem a. bos no value once fiscal 
and other po s tJ. ll8 s are mo.de. 

Ite:c 4. Tbese f1ln perta.10 to the travel of persona under orders issued by cciepetent ee;enc;y auth=tt,,. 
Eachpaper nortnl.ly concerno tl"Bvel of e.n indJ.Vidllal. Incl.ud.ed are papers which are nDnlllily 
accumulated. by 1Jf3cncy unlt11 invol.ved. in expediting and a.rr'lll1'3ing for travel., including cop1e8 of 
travel order11, per dle:i vouchers, hotel. reeervet-1ons, and rcl.at.ed papers, as veil as copies or 
aceo.mt1ng papers such as vciuchero llhieh J:D;y be Wied for rund contz-ol purpose&. The latter are of DO 
v&lue after t.be;y have been pouted to con'b'Ql ledgers; the adm.niatrative tnl.vel records are CBin-
t&ined generally IUl long 11s l!lel!IIJl"anduln copiee o:f related agency account• (item l, GeneraJ. Records 
SchedUle 6) • 

Ite:i 5, Theoe arc routine adm.n18trative 1'1.les retained long enough to nerve reference needa. 
Accou.ntnb1.Uty records doc:UD!nt tbe issue or receipt of accowrtable docu!Dente 1nvol.ved in the travel 
and transportation f'U.Clction11.

• 
General!'H: Tra..'leportat.ion requests wid bills ot lJMling 'Wbich are spoiled or canceled in prepu'Ution, 
u veil as eapty request book conrs far t.ransport.ation req_uests, are uot record material. They are 
disposable o.s 800n ll£ accowrtah111\f:, requirCJ:ll!nts are met. 
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ApPeadill BSUPERSEDED 

(9�10-56e) O£NERAL REaJRre SCHEDULE lO 

Mot.or Vehicle Hain.teOM1te and Operation Recorde 

Thea� recorrle pertt.i.n to �he J:l&Zl.8.gement• malnt.ena.nce, end operation o! =otor vehicles ueed by
"�neles. Respon:sibilHy !or Oovern.iient--..1.de m11tor vehicle lll&Mpme.o.t policy v.ae t.ranehrnd 111 1950 
!rom the &udget Bureau to t..he Oener&l Serrlcn Adi:i1nht.rat.1on by the act. >tlich craat.ed the latt.4r, 
Agency re�ordl5 craa t.ed since January 1, 1921, during the period of Budg,t Bureau cog.o.1Hnce ver. 
e1111entiall.y r.he 11ee as these no.r kepL, and •� t.herefore isubjett. t.o the 11&1:111 d:tepo81tlon. 

Fcrsc.nal Property 1'.mage:,e.ct, Rllgulat1on No. 21.i preecr1bee pol1cle11 aad procedu.rn. Stll.ndard Fon:i 
!lo. 82, lot\ich ls an annual J!IOt.cr vohiele report, required by the Federal Supply Service, Ge1111ral Servlcu 
Adru.nlstr11t1on, ie t.he only et.andudi:r;ed record, Cart&ln cost and inventory control fon,-..!I have been 
d8•eloped, 'out. Lhey a.re 110 L r..andat.ory, Thill schedule does not. cover the d1spoe1 t.1.on of record& ot t.hs 
Bureau of the Bud;:e t (to 19 50 )  and t.he Federal Supply Semce ptrt.a:l.ning to mt.or velu cle r.:QnageNnt on 
11 Go'le�nt--i.de bas16• but 11. doee cover agency reconia perta1n1ng t.o Ul<1 daily Wle ILnd opent.1on o! 
t.he vt1hicJ.e3. 

in �ne::-.a.l, rscords pert.ain!ng to 1:1ot.or vehlclH reflecte• ui.r.efold re11ponsibil11.y1 (1.) 1.h1 
aecimulat.�on of cost and operating dat.a for internal accowitirig And manager.111n1. purpcses and for report.II
,ut-.-tlttcd t.o U)e Fttderal Supply S,;irvice (Standard ForJ11 No, 82, .\nnu.al Motor Vehicle R11port); ( b) t.he 
r.."1n t.en,,,c<:,i of I.he veh1clee, U1er-..,elves J and ( c)  protectint t.he 1ntere11t of the Oovemr.:enr, ill accident 
clair.:s ag,1n.st it., The records t.ha�salvos consist. of chauffeur 11ervic11 logs and report..,, vehicle repair
and 1113.int-nar.ca check-off 11he111.11, cost ledgers and clair.is corre3pondanee and fonr.11, 

ITEM R::C0>'1£t.DED 
!JO. !l!iSCfil PTI ON' OF R::CORDS ME lliCD OF fl IJ llO AUT!fJRlZED DlSPOSinoN 

P.ECCRDS CF TEY.PORARY VALUZ: 

1. C!;l o-espor.dcnce l.n I.he ope r.11 Un;: unit 
l"IJ!lpcnsible for r.isintenance and 
Oboratlon of root.or vehicle:s not 

Con!orn to agency
practice. 

0\,herwi11e coverod 1n f.!11:1 schedul8, 

2. �I.or vehicle operating 11ml r.:lllnt.enam:e 
n,co!"'ds. 

a, Cpe::-11 ting records. By chal.!!eiu- or car 
n\l!":ber as appropriate. 

Dispose af t.ar J r:ionthll. 

By car n1..-,ber. 

J. Y.'ltor vehicle ledger end work sheeto 
pr,:ividinr, cost. and e,q,en8� data. 

Py �ubjoc �. Dispose J years after 
disco�t1n\ll.llce of ledger 
or dat.,a of work sh,el.. 

�ports on r.o t,or vehicll'& ( other •Jian 
!l<!cident., or,era�1nR, and r.:iL,t.ei=;ce 
l"'�port.s),  

l:ly roport and 
chronolo,;;iculJ'
1.heniunder, 

!>isposa J yeara aJ t.er 
dat.e of repol"t.. 

s. R,cords r,a,la tinj!: l.o JOO Lor vehicla 
aec1dent.e, r.aint..aLn11d by t.rar:sport.a I.ion 
offJ r.es, 

In caae fashion, !l1apoBe 6 Y9ars after 
case i6 clo11ed, 

6. Vthicle relea1111 files. f:y vehicle �u.-,ber, Dispose L year, after 
v�hlcle leaTe! agency
cuetody. 

lL11r,is 1-5, TheBe recorde are n!t..ln"'d l(lr.{! er.o:.ifh Lo 11aUsfy raport.1 !bcal, !"lall&ge-nt, and autor:iolivl 
1'1Bintenan,::., need� of Ura 11gtmcy, Cldmit I1les h.t\o'a little legal or adm.nj.,:ra�ive vtlue a.ft.er th4 
poriod indic11ted, 

It�n 6, These filo! n!lat.P. to tra.��r�r of vehicles (exr.l�d!ng non-adnints�ratlvo veb1cle, of tile 
:Jepan;ient, of Defen�e) wh,m they aro transfc:-rcd by sale, donation, o!" exchange, These "'cords consist 
o! retained ccple!l cf cert!Iicat.e!I of r!!1eas"', recoenhed ln  i:iost. nateo ai, title papera, coplee o! 
Lil.le pap�rs Lher-.selves, and relat.,,d con-o�pondence an<i sale9 papers, Tl',e four-�ar poriod ill .,uffic1ent. 
1n the ev�nt it ia nacessary to docu.�ent. <llspoeit1cn ofet.he vehicle, or provide related data. Oeneral 
Records Sthedc.le Ii, lter.i 6, cavers \.he d1spo11i t1on of vehicles sold as a crap af:.er 11urvey. F:leeal 
IDJ)'l�t" or tran9fen1 t,y aal�, donat1oQ er e�chnngo are alee docu.�ented inet.he accounts o! the agency 
f iacal a.ccow11,able off leer. 01opos1t Lon of r-enorand� copiea of those records 1a cove"d by General 
Records St:heckle 6, I t.er.i l, 
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OSA Reg, )SUPERSEDED Appez:.i.Ur: B 
(7-l.0-$3) 

0� L RECCRDS SCHEDIItE ll 

SpaC,!1 and K&int.allol.nce Record.11 

Thill 11chedule prorld.ea ror t.be disposal of all cop:1.ea, whenrnr located in an aganc7, of recorda 
J"'lllat1Jlg to space ani CPintonalll:e, except. a, indicated bel°"'• Recorda doc..rmnting these runctione 
pert.aln t.o t.he aequi.91t.ton, allocation, utW:&1t.1on1 and r1111la&11e of apace and include related oarra111poni-­
enoe and report.a 1Ubmit�d t.o the G11mral Servic.a Ad:::11.nhtration (or equivalent agency ll'it.b 111Jllllar 
Go,rern=en�wid.e reeporu,Lbllitiaa) aa directed by la• and by regulat.lan (6o Stat, 257 and OSA Rea.l l"ropart7
ll&napi:ient Regulation llo, J) i corT1111pondance and !oTCa relating t.o the co=pil&tion or directory aerv1.ca 
lht1.ngSJ ideintit'tcatiOll credentiale and related accountable record:,; requ11u,ts rar building and equ1p!leDt 
aem0as1 and CQl"rospondonce file:, reflecting the aetivit.ie11 ot thlt unit. N8ponsible for handling spaoa 
arsi Ntl.At.ed ::isttera rithin the agenc7. 

Thill aehedule doe, not COV9r (a) copia11 or t. h1ne l"8eorde that, aro an 1 nte gra I part of aceountabla 
at!iceri, 1 ae:0'.mte (Schedule 6) i (b) rocords at procurement and supply (Schedule J)!.Jlg1 (e) records shich 
re!l.Jlct OG'ftrn.."'lllnt.-1.ds program {auch aa the records held by t.he Public Buildl�s Service af tJie General 
511"1.cu Adz:linilltration); and (d) recordi, created pTiW" Lo tha 11:,t.bl11hmnt ot t.hn Public Buildings 
Adminht.rat.1011 in 19)9 or other apaoe and o.atnt.enanaa r-&cOl"'lla created 1n eonnact1on Yi th t.ha canagi,1:119nt 
Af 11p;1oe .oat ll11d11r Public Bu1l(ti.ll!)'11 Adainht.rat1an or 'Publlo B1.1Uding11 Service corn1aac.oe (i,ueh Mieorda 
TarJ' au!t'iolantly in their nature Lo '1111.1"l"&nt 11pee1!1c evaluation on their tll!lrih). 

REC CID.l:JmED 
DESCRlPr ION OF rm:ams IE'l'HOD fE Fnoo A lll'HCJHZ ED DI SPOOIT I Cti 

RECCJIDS OF TEHPCll.A.Rf VALUE: 

• 

l, Correspondence flln of the unit Cont'on11 t.o 11g9ncy Di11poeo 2 11Jlt'8 a.!t&r file 
re•ponsibla !er spa.ca Md mainteDIIMa pract 1.oe I etart. a 1s cloa&d or 2 y.111re art.ei­
cat.tAra, pertaining to it.11 C1W?1 rln ri.la IITIU')" 2 daui or docll!Znt if break.:! 
am:i1n111t.ration and operation, and ��11. in the f11JI di! fer fr0111 
related paper• • thet 11uggested hi,l"lllin. 

2. Reccrrde relating 1.o t.ha allocation, 
util1satit111 and relea.111 of space undnr 
agency c0n1.rol, Md rel.at.ad repOl"ta to 
General Serrtc1111 A�st.rat1on, 

•• Building pan fU.a ard :r.ilated Cont'ol.'ll to agency Dh1poae 2 19ar11 after 
agency recards utillzad 1n apaoe pt"IC t.ioe , tel"'l:lination ot ai,!!ignr.mnt, 
plann!J:lg!.Jlg, udgrum� am djwl�at. ar when le&N Cllnoelled, ar­

-.hen phllll are sup,raedea ar 
oblolete. 

b, Correspondence "1th and Npcrte t.o 
at.&!! agencies relating to a,ene,­
spaoe boldlni::11 and r..qu1.,,-ezrt,1. 

(1) A�nc,- Npo"-11 to Oenaral Caittora, t.o apru,7 Dbpoea 2 ,-aara al't.er dat.e 
Sn:rrtoe11 Atb11n1strat.1an regard- praotice, Qf report (in aco01'1ianc• 
1ng apace oocupi•d tn 11119tropolitan '111. th l t.ell l) • 
Wa11hinjrtonn and n�t.eide thll 
Diet.riot. ot Colusb1A,• arm r.at.al!. 
papai-•• 

(2) Copi..ea 1n aubordiJ!at. reporting Di6poae l :,eu- alter date 
1.U1it• and related •m-lr papara, of Npal"t., 

,. CarN,pond8M8, fon:a &Dd �ber Noorda CO?Lf'ona t.o apnoy DilpOH 2 aont.u art.er 
nlati.ng to tho a01:1pil&timt a! direotCIJ'J' pnetio.. 1.eirua noa or 11 irt 1na: • 
DIIM'UMI llltillgl. 

4. Idenll.tiaat.1cn credezrt.iau a.rd relat.ed 

Ide nt 1! 1.oa t.1 cm o l'9 dent. 1a 111 incl llding Chtonologicall,J b7 D1spoee ot oredlnt.1Ala 3 
date or retuni ot .mt.hi After rot-an,. toca.rd&, badpe, parking pendt.1, pbot.o­

graph1 1 agenq pen:dta to operate
IIDtQr nl\J.ala,, and pi-oparty, � 
rocn and Ti.lit.ere pauH, a.nd ot.blr 
ld8Dt.1!1oat.1cm CJNdent.1A la. 

SUPERSEDED 
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OS& Reg. J 
Appendix B SUPERSEDED 
(7-10-SJ) 

REC(JQIEN[)EI) 
DESCRIPl'ICII CJF RECCJIDS KETlHD OF FILDIJ A tJrRCllIZED DISPOS IJ'IOR • 
b. P..eceipte, 1.ndi.cea, llat.�a and. 

aceaunt.e.ble Noorda. 
ConfOffl to a.gene,
pi-act.1oe. 

D1ap,oi,e a!ter all Usi.od 
crec:liurt,au &n account..d 
tar. 

s. Requena far building llo:1 aquipmnt
Dainten&Dee eel"Tieee, exaluding fieO&l 
copiea. 

llbmrlcall,r by control 
or re qu lei t1011 IN!llber , 

Difpoee J ■anth5 a.ft.er 
work per!onied ar 
"quiait.ion cancelled, 

It.e� 1. Tt'llll8 are routi.ne f'ilall "1th r11lat.ed dat.a re!l.eot1ng the act1v1.UH or the N"109 operat1cn 
group in adm.nilltering it.a 1nt.arnal m.nage11:1nt and crperat.1on. Poli..oy docu:wntat1ao h narmall,y n!loctod 
1.n fllie at highn a.da1nieuat.1'" lewle,• The record.a are •lnt.ainad a rutticleut period to aatiefy
admlnil!ltral.lve medll and haff no �her a1gnil'icant valuea, 

It.em 2. These fil.el!I accumulate in the pi-ooui11 ol aaa1.«n1ng and utllhing agency apace, �port.a are 
iiilii!tted t.o GeD!lral Serricu Ad::iinli!Jt.ration u dlreeted by the Federal Property and Acbatrdatrot1n 
Service Act or 191,9, and G5l Real Property lll.tlag9mnt. Regw.ation No. 3, Adcd.nistrat1ve mede have be11n 
mt after tm lapse ol period indiuted am t.h8 nlue or eu:i::iary reconb teld by t.he Oermnl Sel"'rloa11 
Admn1etrat1on refuieting Gcmirnmut--ride u-ende and polleiu 1:1llllt be datermlned 1111paratelJ", 

Jte:, J, The a,.cioranda, ccq,li!ted que11t1mnaire111, !Ol"CUI and r-eJ)Ql"'t.11 &1"9 aoelmlllated in the C01!:p1l.at.ion
ol'airect.ory ael"Tice Uet.ings and are of urcporary valua aftAJ,r 1uu.ance ar publication ol 11at.1nl!, They 
are held long enough to uat1sty &dmniotraUve reeda. 

0 
Ite::i L., Then reco?"da rala.te to the illswmca ot and accountability fOl" idltnt1.f:tei.'t.1on credllnt.tal.!I, 
hsl.ll!d to 1nd1rldual11!.Jlg, The credent.iala t�l·•u and the nilJated control recarda haw little nlue 
after thny hav,i served t.tl!lir �di.ate purpoee. 

Itec 5, Requaat.11 tar -.int.enance 11errlce normally originate in the c,pal"at.� un1 t.a. Thair puTJ>OM 1a 
i,erved and thBf have little 1'\)rther val.1111 when U. •rdoe11 'll'hlcb U.1 nqu1111rt.. haw been perronad ar 
tho reque.at baa been c&DCelled. 

• 
SUP-&RSEDED 
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08NERA L RECCJIDS SCHSDCJIB 12 

C c=:run1 Cll t. iON Rec ord11 

The principal rocord., docui:unting ca:cnmlcat.ion tunot.10!111 include r.iessenger eervlce data; 1"1re and 
'rireleu service cont.rol and operat.1one.l recc,rd!i; 11=msry of long dist.a.nee telephcoo reports; postal
n1cordis, consisting or post ol!iee fcrcm and supporting papers1 me.11 control Tt1Cord� and uupport.i.ng and 
Ntlsted papers; and agency copies c! penalty caU reports to the Poat Office Depar-ti:Ent forr.J'!rly required 
by nta tute, 

Thill schedule COV1!ra the record., daecribed below, '!fherever looated 1n an ageccy, but it does not 
COVllr recarde created prior to January 1, 1921, and dooe not ewer record11 'lfhich 1'!.flect Govornrnent--.nde 
progracs, such 119 1"8<:ordl! held by the Post. Office Dspart,a,nt, th" Postal Service anq the Pllblic B!tlldJne1r 
SeI"Viee of General Ser'll:lee11 Ad::linutrat10t1, :rat.her than a<bin1at.rat1ve canagel!lent. f"Unations, 

• 

• 

DESC.!UPtION OF RECORDS 

RECCJlDS cri" TEllPa'LAR'! VALUE: 

l, Messenger 11ervlco recards including
dail7 logs, assign.o:ient. records and 
im1true t ! ons, di:! pa. tc: h record:, , 
dallnry receipts, rout.e eehadulee and 
related &nd :iUli.l.Rr records. 

Carrespondsnce and report tilia o! U10 
unit re11pon1!11ble for tne eo=unieat1on 
function, pertaining to its own 
admin1.3tration and operation, and 
related papors, 

lltre and "1releu eervic:11! c:ontrol •od 
operational record.II, 

a. 1111,chino c:0piH ot 1ncac.1ng and out­
going i:11aaagea, 1:111esage reg1atere, 
operator's and equip:ent service 
loge, perfarmanc:e reports, daily
load reporta, and reat.ed and 
s1l:11 la.r recorda. 

b. Telaau'Logl'aph &nd. t.elaecr1b9r11 
tai:-11. 

c, Original cop1.u ot outgoing
1:11911118CH i-.tainad 'by � and 
�le«1111 -rv1.ca. 

(1) A uthorisat.11111 Cop)' not. 
dupllea t.d e lllewhara ah� 
ti• of d111pateh, 

(2) Authorization copy dupllo.ated 
el..tlere and ahod.ng t.1• of 
41.spetcb. 

4. Suam:riea or long diat.anoe t.elaphona
repClt"t.1 u1111d to 1Dd1catAi autboriud 
w,e of tAilephom wrvice u .. 11 H to 
audit 9%plltl89 -raucbar. 

S. .Polft&l niaoz-da condattng of f'o9t Ott1o. 
tanu and nppartil:lg papers, uclu1n 
o! reoarcla held bJ' Uie Poat Otti• lllllparl­
mut and J'O■tal S■rvice. 

•. Record of ncai nd ar dupat.cmd
� -1.1 pc,acbs•. 

Mf:l' ff (X) <1l FIL.ING 
REC OIA®ID.Eil 

Cont ori:i to age nc:y 
practice!'H. 

Contor:a t.o agenc1 
pract 1.c:e; a tart a T'lll'lf 
file eTery 2 Y9ara. 

Conton:i to &gency
pract.10&. 

!lot applioa'ble, 

Chronologieall1. 

ChrC91alogically, 

117' crg&lliu.t.lom.l
anit. and cl'lronolog-
1C&U,, tblllreunder, 

C111-onolo1icallJ, 

AI.Tl'HCJ:IIZEll DiSPOSnI0N 

D1i,pose II.ft.er 2 l!IOTlths. 

Dispoge 2 :raar■ aft_.,,,· fill 
ill closed or 2 �ars after 
da-u cf doew:iont if break 
in Iile di!fero frQII that. 
auggested herein. 

Dispose after 6 mor1t.he, 

Diepo!le alter m11N.ge 1a 
diapat.ehed, 

Diapo11e alter 6 mont.ha. 

Di■pON alt.er clo■e ot 
ruc&l ,-ar 1zl •h1ch 
audi�d. 

Dl■J>ON atter l ,-.r, 

SUPERSEDED 
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rn:1i1 RECC.IOENDl!ll 
NO. IlESCll IPl' ICJI fP RECCJlDS METRCII CF FILim 1 ffl'HCJl.IZ!D DISPCIUTICII •

b, Applloation tor po11tal 
regbt.nt.ion Lni certillcat.e o! 
declared valce of mtter 11ubject 
to poa tal surchiu-ge • 

c. Receipt fol' lnc:cml.ng reguter-ed 
and iru!ured 1:11111. 

d,  llacQrd. or incQIUng l.nd �oir.g
reghtend and illsured m.11, 

e,  Return receipt.JI !or ragiatered, 
insured, and 11pec1Al delivery mall, 

r. Report or lo1111!.Jlg, rU'ling, dlllay, 
wrong delhery, or othar iJ:!pl"oper
treatZl!nt of z11n 1:1att.er. 

g, St.atar.mnt. o! 1U1ad1ng of lolatered 
Ragiater11, 

6. Mail control ncord:J and supporting and 
nlated papere, 

11,  Recorda or reca1pt and routing or 
i.nc:taizlg and outgoillg uil ot.her 
than (l) thosa l�ted in 11.eci S, 
•nd (2) rec or� used as indeDa t.o 
carn111pondance til.1111. 

b, Stat.ht.ioal Nporte of poeta.K') uoed 
an outgoing !!11111 (air mil, 11peclal
dall1r11ry, regtoterad, forelVl and 
parcel poe� ovl'T 4 pounds).  

c,  Requ1ait1on fr§: 1t.&:rp.11 1 (ercludno 
o.r copie11 uaed a11 11uppartirlg docU2nt11 
t.o payrent. voueher11!.Jlg) .  

d .  ?reduction reparte o.f r.aa.il handlad 
uid •ark perforoad, ■it.h compilat.ic.ui
der1ved th,refror.i, 

e. Record in �gency call unit.s Qf 
re�U.ance■ (check, C411h, a!.acpa and 
manoy ordare) and other n.l ua bla 
enelo11ure11 received through age.11.cT'• 
izil unit. 1.n 1.ncom.ng can, 

t. Record of and receipt• for mail and 
pac:kagH nce1ve<l through the 
Official Mall and 16,aaenger Service, 

7, at!1c1.al pen.alt:r �il report.a ronnerlT 
required by atatut.e, and all rea.�d 
papers. 

Chr onologlaall,y. 

Chronol011:ic&llT, DiapoH after l ,-ar. 

niS1)0R aftc 1 7Hr. 

Ch.ronologicallJ', D1spo■e art.er l ,-ar. 

ChronolO(Clcally, Dupon attar l ,.ar, 

Chronological 1,1", 

Alphabet.icdly bT Dlspoae art.er l J'll&r. 
- and chrOllolog­
iC6ll'f theretmder. 

Chrariol oglcally. 

• 
Chronologicall,T. Dtap011e aft.er 6 ■011t.hll • 

Chronologically, Dlapoi,e art.er l -,ear. 

Chronoloeicall.7. DUpON a!tAr l :,ear. 

Chronoloeically. Diapoee aft.er 6 11m1.t.ha, 

ChronologicallJ'. 

It.4118 1. These CU.es perta.in t.o t.ha adndniat.rat.ive i:an&ge•nt. a! mi■ae111ar nrrl.cee. TJ-.1r pm"pCIN l■ 
NrTed a.ad thay han llt.tlll further nlue aft.er till acU,·lt.1.ea to which the1 relate er. aoc�lt■hod. 

Ite::i 2. These &J,i routine rilea -1th related dat.a retlect.i.ng the acthlt.iH o! the em=u.nioe.tlcm ldllt. 
Iii"iii!iiln1ater1ng it.II 1ntarnal 11111n11gamnt and openti011, Poller dociami1.at1on and report■ an D0r1Mll1 
z,-,flected in fl:X.11 at higher admll\tat.nt.1.9'1 leTele, The reooria ■re •1mau.o. rar • surnc1.ent par1od 
t.o aathfy adainiotr1UV11 needa and ha,.. no othllr dgnlfiaant nlm, 

It.ec J, Thlln recorda n,]..at.e \.o the control and operat.1.on ot rin � wu,el-■11 ae"1.e• erclud" o! t.l• 
Gavern:r1!!rt,-1de progi"aJII record.a or Uw Pulillc Bu1ld1Jl8a S.rrioa or Oel'IG'al Sl"1oH Adld.nut.ration, The 
dhpoaal o! original coptea o! outgoing cieaeage11 bJ' the .-1.re and '111.NlaH •"1� an qualified d'IIIII to •U. 'Rl".l.ed practicae or agen01H in preparl..ni: and mlnt.ai.md •� trithll2 tba a1aac1 oopba ol U•

SUPERSEDED 

https://mlnt.ai.md
https://Rl".l.ed
https://operat.1.on
https://acthlt.iH
https://retlect.i.ng
https://acU,�lt.1.ea
https://perta.in
https://11m1.t.ha
https://at!1c1.al
https://1.ncom.ng
https://compilat.ic.ui
https://1:1att.er
https://receipt.JI
https://lnc:cml.ng


• 

QS.l Reg. J 
lppelldix BSUPERSEDED 
(7-10-5)) 

....,. aet.u&Jl.T � t.m of diepat.cb. Tbe aa•DCJ" IINda baft beeu mn art.er u. lai:- ot per1od
111d1oated. 

It.e■ 4. The IU!llllU'i.811 or lana dlirt.anoe talJlph0n1t nport,11 are ot t.e11p"1'a17 nlm and are utllh11d a■ an 
i3iliifatrat1T9 t.ool to 1ndioat.e authorhed uae ot telaphana 1Ml'Ti01111 a11 •ll u tar aud1t1ng talaphora 
tolla. fbe7" ha" no furtt.r Tlllua art.er audit hU bHn i:-rtormd. 

Ii- �. TbHe recorde cciatrol tt. baDdl1n1 of speo.1.al tn-11 ot •11 and related or equ1YUJ1nt material 
naeiT9d or Nnt rla the Poet.al Serrioa. n. n1carda haft n.lm tar • 11hart. t.i.m only. Caimi 1"'111111lltiilc 
tr011 Ul8 1011 at n11atered1 inllured, ar Cit.her t:rpee ot 11pe01al 1181l 1111111t be ft.ad with t.hll Pon, otf1c11 
Depart.1111nt. w1.th1n om 111ar atwr the date ot mll.1.na. The pel'1od ot tu. indlC1Gt.ad 1111 1u!ticlent to 
�11,11, t.bll nlu of the reom'dl tar admnll'tratin, and legal purpaeu. 

Ita111 6. Tbeae mil control reoarda and 11uppon.in1 papel'11 are ut1Used to minta111 control OftJ" the 
rea.lpt and rout.1.Dg ot ordin&rJ ard 1p11clal mil, rec.hed !rm aourcH �•ide of the agency-. The 
de1crl.pt.lou of t.t.N t1:i.11 111:clude■ an;r reoorda aed ae indeDe to oorre11pondenc11 ar other ttlu. 

It.em 7, The ,-uu1 111.11 .lot. ot l94B, Plmlic LI• 7BS, repealed the requiremnt. that the P011t.111111t.er 
Ciiiiril alb periodic l'llpc:rt11 to Cmgrese and the Bureau of tn Budpt. on the 1.11owrt. a! penalty mail 
aent b)' 1.ndiridual apncia• of the Oc,nm:i.zrt.. Thill report •111 baad CID idan=-t.itm NICllh-ed frClll!I 
tba apnot.11 caacemad. Thi! naorda ln tt. apncie11 ... :roe. i.n t.ha-l.w111 onl7 or bmpCJrlll"J" -n.we &Dd 
tt. la� Gf i:-riod ol t.1.m 1.nd1cat.ad 1■ au!t1.o1eizt t.o ahawrt. an,- nlu■ t.t.7 aJ han, h9.d to tJie 
Poet oruo. Depart.mat• 

• 

• 
SUPERSEDED 

https://1.nd1cat.ad
https://apnot.11
https://P011t.111111t.er
https://rout.1.Dg
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at reoO?'da CNl■tad 11noe J&D.uary 1, �21, t.hat reat.e to print.ing, binding, dupl1ca.t1ng and distribution, 

Tb18 ■chedule prarlds11 far the ntt.ent.1cm er lli1poaal at a.U copie1,  whereV9r located in the agency 

ucept. •• 1nd1e&ted 11:1 the aenral 1tema. The principal records docU11J11nting t.haae !\mctiona a.nu (a) P.eoarda pertaining to Nquest■ tar eel"'l'ioe, control, production and d111t.ribut.ion a! individual ,!ob11 

and cc.t &JW.qa:la w1.th1D t.ba oparat1ng unit■1 and (b) CorrespCKldanoe and repart. filee re!'Hflecting th, 

119d1a ut.llir.ed t.o cont.rol the niceipt a!' the requiaitiorui, a..nd to ncord the produc:t1im, distribut.1an 

ar projectaJ t.h.11 sterial norl!BJ.lt cOM1.ata ot Nquieition11 requening service and registers ar 111.ndlar 

aot.irit.in ot the unit responsible tor handling the printing, birding, dupllc.at.lon and diat.ribution 

• 

056 Reg. JSUPERSEDED Appendiz B 
(7-lo-SJ) 

QEHl'lU.L RE;tm>S SCHl!DULB lJ 

Print.1Jlg1 B1nd1ng1 Dupllcat.1on1 and 0istr1trut.1on Becarcu 

•ttere w1 t.b 1n tba agenc:,-. 

Tha Cangrue1anal Joint Cm:mltt.ee on Pr1nt1ng u respon.11ble for regulating the operation of &gltflef
•printing pant••" the Comcu.U.ee 1e ■ut.horbed to renedy MY' neglect, delay, dupllca\.ion, or •nte 1n
t.he public pr1.ut1.ng ·and bind.1ng and the distribution of Gc:wernnent. publicat.ion.!11!'H. Mo "prl.nt1.J1g plant,• 
•• deti.oed 1n t.he Printing and Bindlng Rogu.latioTll! publuhed by tho Cmii:iittee, can legal..l.y operate nth­
c,ut prior aut.hor1u.t1on. The COCllDitte-e further requi.rea all agencies operating •printing plants" to 

,....-
..---1iu&d.t- .;::t>ul't!'.,�ct ��r t.'he.n JO daye attar the close ot spaclf1.ed periods, Each agency l'll!linta1ntng a 

__-

• 

� llet ia ri!qili.rect-..to ,rt1rlae it at least once each yaar by l!IBking 1nquil-y u to whether the 
publleat.1or111 distributed are dai::1.:•od �the pen,on:i to -ti.an ad.dreeaed. 

Thi■ 11cbadules does not cover (a) recarcu retained by agencies for on-the-sit.a audit by the Gen!!ral 
.t.ccount.iilg otf1ceJ (b) agency l!ll!IDOl"andU111 copi11111 ,micb an, part ot t.he accountable officers I accounts 
(ScMdula 6)1 and (c) :recorda -.tiloh reflect a&9ncy pr� (such as t.hoae of the Gaverru:ent Printing
ortice and t.ba �au af Engra� and Print.1.1�) rather t.hall ad%11Jli:lt.rati'11'11 management functions, 

l'1'E1f 
D&SCRIP1' ICIII CF RECCIWS 

RD::<JIDS r:J1 C(M' INUitlJ VALUE: 

1. cop7, 1� duplicat1.llg m- diatribut.1on 
w:iit, ar each publication, po11ter,
chart, directive, regu.1.at.ion, booklet., 
spe11ch, fonn, press l'1'1laai,,,, and 
a1.mt.lar material. (Thie it.e11 does not 
cover oop1.aa and related progru
mt..r1.al rat.ained in arig1na ting o!fioe •) 

REC<mJS CF TEIIPGU.RY 'lft.LI.B: 

2. Ccrreapondenoe tll11:1 or the unit 
responsible for the printing, blnding,
duplication a.nd distribution 111&.tt.ers1 
part..aiaiJlg to!'Hils adl:d.nletration &nd 
ap,rat.1.on, a.nd related peper:r. 

). Job ar project. records containing all 
J:apera and data pert.a in1.ng to t.ho 
plJlnnillg and exocution or prlnt.lng,
bi.ndi.llg, dupllcat.icri, ard dhtribut.ion 
job11, 

•• F11.se i;mrt.aining t.o the acccnpll9h­
mnt or tho job, containing 
reqllisi Uone, bil 18 � 11■i:iplu, 
i:anuacript. char&n08s, and reat.ed 
papi,r11 excludve of (1) requ1111tiona 
on t.ha Public Printer and ro la t.ed 
record.a; .aad (2) recordll relat1ng t.o 
aerv1c:aa obt.&imd ouldde U• agancT• 

REX:: CIBIEl.'DEO 
KETJl(I) CF F It.Ill; 

By series and tbere­
un<lar chronologicall.r 
or by established nw:t­
ber� !l['&ctice. 

Conforo t.o agency
practice; .1lart. a 1111• 
fUs every 2 years. 

Nw:iert.cally by control 
or requisition 11Udler. 

A ur HCJl IZED DIS po.srr IOI 

Di.11p08al not authorized by
this scheduh. (Transfer t.o 
Federal Records Center when 
S years old,)  

D1:,pose 2 19aT:1 aft.er ru.e 
b closed ar 2 yaar.s after 
da. t.e or doc=nt. if br6.k 
l.11 rue differs rra::i that. 
sugp11l.ed hersi.n, 

D1Bpose l year after 
oomplet1on of job, 

• 

b. ru.■ pertaining to plaM1ng, B:r i,eriea and t.bi,ri&­ Dupoee att.&r J 19are. 
8'1.&Ddar!U, coat and related W>dai- chronologic•l.l.J"
tacbnlc&l. •t.\.9ra. Cll' by establiabed Dl&lll­

be� practice • 

SUPERSEDED 

https://sugp11l.ed
https://bi.ndi.ll
https://ap,rat.1.on
https://TEIIPGU.RY
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1!111 llliC Ol{,Q,J,'DED 
RO. DESCRIPrIOO CF Rf.C(JU)S IIErH<Il <F f'ILOO Atn'HOUZED D15Palfflat • 

Control regut.era pert.aining t.o r1u.mricall:, b:y control Disp01Je 1 yoar alt.er cloeo 
requiBit.iCXIS arid ... ork orders. or roqui!!lt.ion mn:-.ber. of fiacal year 1n which 

ca:ipiled or l yeu after 
filling oI' regis�r, 'll'hlch­
ever _11, appl1cabla. 

S. Malling lists and "'lAted cia.ter!..al. 

a. Correspondenco, reqw,ot formo and Alphabotical.ly b:, Dispose aft.er appropriate 
ot.her records relating to changes 1n nacs lrl th 1n 1111,iline n,visioo of �iling lla't. 
ca il.1.ng llat.a. group. ar a.ft.er J CIO!lths, whioh-

8V9r b earlier, 

b. Ca.rd 11.at&. AlphaMtical.ly by Di�oae o! individual cards 
MCB ,  •hen cancelled or 1'89"1.aed. 

c. Plate or stencil r.ia.111.ne lists. Abhabet.icall:, by Dispose ot plates ar 11tencibi 
nam within ciailillg 'll'hen caneallad ar re.,!.i119� •--

oup!'H _,......-- � 

;tr!'H .6. Raports to Con&reso and re la tod records. - - ------

a,  Agency reports to Joint r.011:r.D.tteo Confor,:i t.o agenc:y Diaposo after J yuus. 
an Printing regarding opcra�ion or ::,ract.ice.
Class A and B !'I.ants and inventories 
of printing, bind1f16, and related 
equip:;ient in Clase A and B Plants or 
in :,torage. 

b. Gopie, in subordinate reporting units Conforc to agency l)isp09'!: l year a!t4:lr da t.e 
aru related work popers. ,:iraet.lee. of l"0port.. 

7. Raeords relating to int.erMl r.i&nag&r:ient. Confon:i t.o agenc::,­ Dispose aft.er 2 year9 , 
and operation ot tho �nit.. practice, • 

Itec 1. M.lny agonc1es dapond on their duplica.tion or distribution units to ?'8tain :record copi&a of all 
documnt11 oI this type, For that reason it i:, not pos3ible t.o authorize by gemral schadule tho disposal
1n such units of these copies boc:..use t.he docll1!Dnts are of basic valW!I 1n documenting the h1story and 
activities of the agency, If agoncy procedures provide fer retention of record copies in tho units 
oril;i.nating the docu:ient ar oloe.men,, ot.her cop.les, including thou 1.n t.he printing or distribut.ion 
units, IMY be disposable but such det.ennnotion:, lllll!lt. be �da in the ca!l8 of each agency. 

lte!:13 2 and 7. Th!tsa aro routine til.as reflecting the acth1.t.iea or t.ha 11el"V'ice operation group in 
aibiniettirlrii it:, irn.ernal �e;ea?nt. and operations, Policy documntat.ion b normlly available 1n 
flloa at. higher ad:dnist.rat.1ve le'll!!ls, The records are held lone enouch to satiefy adl:IJ..nlstrat.1"111 111tada 
Wld have no other signifiean� value, 

Tt.am J. Tmse files are the technical, ope rat lonal I product.ion, and ralBta<i papers partaininv, to tho 
pliiinI'ng and e:it&cution of tho print.inc, binding, dupllcatian and d.111trtbutlon jobs. Tho requisit.10M on 
the Public Pr111ter and records rolating to service, obtailll!ld outside the agency are not. cove.red 'b1' t.hia 
it.em ::,inco they ani provided for in Schedule J, The records are ret.ainad for ;.i. su!fid.ont. period to 
11<1ti:,fy adminbtrati1ra and referonce needs after completion of' the job, 

lU!m 4, Tnese registers are utilhed in the oporating units to control the re0&ipt or raqu111lt.10u and 
work ordor11 to 'llhlch productlon, dlstr1but1on aoo cost ana],rala data are po11t.ed0 Their plll'l)oae ia aervad 
wt.in tho activit.ie:, to which t.hey relAt.e are coi::pleted, 

lte:i 5. The,e records are utilhed in the mintenance and adciniatration of ca111ng ll11t11. The Pr1nti.qr;
'a.'iiaTinding regl!V11tion publbhed by the Congressional Joint Coa:rlttee on Print.ine requires &g'l!lnciu that 
r.t11.lntai.n r.nillng lists t.o "'viae ther.1 at least. once a year by cnk� inquiry as t.o -.hether the publ1c.at.1ona
di!itributed are desired by Um �rson to '11'11011 addressed. The f1le9 have little further nlu.e ,.hell the 
s1trlices to 1"1ich t.hey relate h.:J� been pcrfomed. 

1�m 6. The Co!!!trP..:i5iorul Joint C=ittei, on Prtntill(l re:iuires that all heads of Dopa.rtronts ar Agencia■
oi-cra£tne "!'H!>l"int,in� r,1ant:i" sub:llit l"'tl.!)orts on forns furnl.!lherl by the Co:mrltt.ae, not later than 30 days
aJ'tP.r the close of specified �rir:wi:i, The5P. reports and related papara are hllld lone enough to satisfy
t� naarls of the agency. • 

SUP-IERSEDED 
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GSA RIIS. JSUPERSEDED Appeadil: 8 
( 10-.U-51') G:E:NERAL REClEDS SCH!l'IILE lJ. 

In!onmt1oll8.J. Senioe11 Reearda 

Thill 11ehedulo covers 011rtaln :r11cord11 crealed aince January l ,  1921, p,rtaJ.Diq to 1nfOJ"llll.t1cm.l 
eerrtce11 performed by Govermae.11t agencies 1n thelr daJl" t.o day atr111ra 'IAd ill theiT relatiolUI v1tli the 
publio. EJ:cept as othsrviae spec1.fied in individual 1tem:1, it appliee to copiea ct theae r-ecorda vberner 
located in llll agency. Ite.11.!11 2 ll!ld 6, ha,iever, are applicable only to filH •intaintd � tonmally dasig­
nated lllfonatiOD11.l offices to w1oh bas been auigned re11pon:dbilicy tor the operation ot the W<m:IIL­
tional act.1rltiee ot 't.be ag11nC7 a:r a sulidivistou thereof, 

Since form.l in.for=.tional r-eleaee11 represent an agency• s oontec:porar, eltpllUJ.lltion to the p11bllo of 
ite pr-CJIT8JII, policies, and 11.oem:ipliehmnt11, these end products are or considerable ruue for fut-.zre re­
search. The records deaignated as dispouole by th111 schedule are not the only other tn,es or Nieorda 
created by f'oderal agencies in cannectioD "1th their relations "1th the publla, but ill auxy· offices tbq
lll"8 relat.ively Tolum1..Do1w alld 11111.y be di::,poaad or .u'ter a "et"Y ahorl tJJiie, Eaaentiall;r t.he;r ccmaist. ot 
routine lnqulr!ee, replies thftreto, other earreapondence in whicb no lmWll.llll adi:iiniatratiH decidona, 
pollc1H, or effort.a &re 1IJTolved, and adm.1niatratin be.ckgrauz,;l Qll.teriale tar forml informUonal re­
l11aaee. Clooely related records, euoh ea cert.in NCord9 relaL!ng to budget J)Nleentaliou e.Dd priqtillg,
duplicating, &m distribution records, are CCJW'I� by other galll!lral recm'IU ■cbedules, 

lTll! 
l!Q._ DESCRIPTICli OF RF.cCRDS Atm!CIU:ZF.ll DISPC6 JTIC7l 

Jlre(]UlS OF CCl,!TINUING VALUE: 

• 

1 .  Caaplete aat of t'OMllll infon:ation.a.1 Conform t.o agenc,. Dhpoaal not authorhed by
releaaae nnd publications, such aa practice, SI.art a th.111 schedule. (Trallater
praaa releaaes, press contere::ice nev file fTff!r'/ 2 to Federal Record.II Center 
trauscripta, otf1cial epeechea, 1ears, 4 years after oloso ot 
graphic prograas pneeut.e.tiona, and tile,!'H) 
1.nde xu thereto. 

2 ,  Subject fila::i ot rormall;r deaigne.ted Conf<Jl'III to agency Diaporu not euthoriaed t,r
infon:fl.t.iomu. ott'iee:i, not covered practice. Star-t!'Ha thh schedule. (Trand'ff
elaawhere ln thle achedule. nev file .veey 2 to Federal Reoards Center 

years. 2 years after break in 
rue.)  

J .  Requeate tar 1n!ori:iat1on and oopies Cl?ronolog1cal.1J', D11pose 3 JDOnths a.fter 
ot replies thereto, involving no adcin­ tra.lla=1 t. t.a.l or re pl7 • 
iatrativa action, no poliey decisions, 
and no special cCl!apila tion:1 ar nsearch 
llild requests for and t.ranmtt.au ot 
publieatiOD&, photographs am ot.ber 
!nforciat10B9.l 11tar-atll1'9, 

4. lcla'l�ladpont.a and tranem.tt.a.la ot Chronologically. DiBJ)OH 3 �tha after 
illquirie11 and n,queat.a that have been a.alm.owled,giDe.nt e..nd refenal. 
referr1!d. ehavhere tor r-epl.J', 

5.  Chronolog1cal.1J'. 

6. I.nt0r1:11ticmal aenic:1111 project ea■e By proJeot. St.iu-t a Diapoaa 1 rea.r attar ol01e 
t'ilu llllintained 1n fOl"!llllly des1g­ DeW file f1Y8TT ,-au, ot rue ar 1 rae.r 11.ftff 
nated Wari:,i.tio.lllU. off1ol!S3. oQlplatlon o! proJ•ct it 

method or t11i!18 dittara 
.tJ-c:a that suggeeW herein. 

• 

7. AAo�s lotter,, letters of eoenen­ Chronol ogio.a llJ' Dispoee atter J 11101:1tha. 
dation, coaphint, crit1e111111 arid 11ug­
ge11tio11, and repllu thereto, eJ1:chidlng
those on t.ha baai11 of vhlch 1.nvest1ga­
tioue \18:re 1111.de or adJniniatrat1n action 
taken and those incorporated 1n ind1Y1d­
ual pereann&l reeorda • 

SUPERSEDED 

https://Chronolog1cal.1J
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ITDI Rn:CMMFlJDW 
ptSCRIPTICJl ClF RECCJlDS HEl\l OD ClF FIL ING AIITIICJtIZED OISPOSITICJ:!!!.Q..... •

a. Bibliograpb11111, check lhte, am Couron to agency 0111poa11 wen 1111.perseded m' 
i.nde•• or qency publ 1ca t.14)na and praot.1011. obsolete. 
releases, except tho1111 uaed ae 
1Ddan9 to forial 1nformatlc:mal 
r11l11asaa (sea it.:! 1). 

Item I. These reoard:i docllllllnt the public relea.1111 ot 1.n!O?'lll!I.Uon concerning agimoy act.1v1t1es IIJld accoa­
pl.iabmnts. It 11 incumbent Upc;lD t.h11 q1111cy to det9J"mine where and in what 1111nDer the record 11erh11 at 
theao releases a.ro retained (aee Oetien.I Records Schedule IJ, ite:I 1), Otller copies,  if filed .911parat&q, 
m-, be considered nonrecord and m7 be disposed o! vhon o! 11,0 turthar reference nlueJ U' integrated in 
IDD8ral subject. rues t.hey Clll7 ba dbp,Nled of ill the U. IIIU1J>9T U Ui11 !1111 o! vhicJJ UIII]' BJ"II a _part. 

Item 2, The value or thHe rec01"d11 vill T!l.l7 greatl;y t'raa agency to ag1111ey and even t'ra:11 bureau to bureau 
� a a1.Dgl11 a«eDCJ', Sa1111t of tb1a file■, 1111.Ch ai, corre11pond11noe coftOtlTning the uae of cowrighted 
mtertal, r:,ay haY111 lq term legal -.a1ue aDd other aepanh of t.he rues l!l/J.J hue ormt1.Jruug hilltorical 
and research valuas, 

It.e1:111 ,) an.1_.1&. These record.a ue o.t trw1� val• e:nd &fier the lapse o! tim 1pec:1ftad t.he7 vill not. 
have sufficient value to wa.rra.ot t.htiir pres-t.lon. Inquiries and roquosta f'ram t.he public are of 11uch 
a nature that tbe Ntention or the i:iaterlal f17r 11tatht1ca.l piaposu ll'ould ""9 no signl/leant purpose. 

Itelll 5. These recar-d.11 keep agenq ()f'ficlals posted on IN1"1"9nt !le\/8 nent11 and at t1.mea an or Tit.al 
11:ipartance ill \.be farmwation of ag,mq pollq decisions. Tha intonation cant&hied in tbe9e r11cord11 18 
aftil.able vit.h mra compreh9nll1Y9 cc,nraga in t.ba dally D9V'spaperis, 11brar1ea, ar in tha organ1r.at1on
111111U11g the relaa11as. 

��- The1111 recards are accu:wla\ad 111 the preparation ot age11cy inf0r11111,tl1>DD.l release, (ite:i 1). They 
cacalst chia!l,y or prel1il1llaey dra!'\a, copies of requisition• aDd distribution liets, etati�tieal cClllpila­
tian• aDd work papers used in t.ba J:Q-eparation and ialNB.!lce or formal tllf'ormstlonel relu.se,. &!lie data 
111Zpporll!ll t.he forcal rel••• relllll.ti.Dg t'rm. research ar other VO!'k dane 1D opera tlcg o!tieea &re retain� 
ed in the operati.Dg atfloe!I enppd 1D pragra.m act1v1t1ea cov11red by t.he release. 

Ite:n 7. Those &DC!lYO'JWI litters a.ncl latta?'I or �Oll!lll!Jndation, amplaint, c11t1c11111, a.nd qgntiona a.nd 
repHas fr,r vhioh 1Dvaat1gat101111 c:ir adnwi.111trat.iv,, act.ion hae been taken are not canired b-, this 1 te1:1. •
Th• resldWI are at little uee lD \hta do�ntatlon or qency prograi:ui and are of no value beJcmd the 
11pecified tine. 

Item 8. These Ncarda ere of no �ua a:, rindin, aida unless leapt. Clll'l'tmt am tho11e t.bal. are ueat"u.l 11.11 
inda:ms &n1 Nta1Dad und.ar the pr�a1cma ot 1tGI l. 

•-2-
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https://adnwi.111trat.iv
https://operati.Dg
https://recar-d.11
https://wa.rra.ot


• 
Hoeipj; Record• 

!be holl.91Jlg record• coYered by Una ■chedule include !11•• aNl dat.a aecimllht.ed 1n tn■ IIIJ.At..naDc• 
aDd ll&DollpmlDt of Federally o-d am oper■t.ed howd.ng tadlltJ.11 vitbin the coot.uant.al United St.at.ea tor 
c1Yil1.l.a aplOJIIH ot Ui• Federal Oonna■.11t., .S.llt.ary pereo-■l, alld othara •llll,'lble by la• t.o r-■J.d.9 1.n 
Ule project.a, ?hue tac:Wt.J.11 -,, eo,Qjlllt ot lo• coat. q�te" locat.ed ■1t.twr v1UIUI or ad.Jacot. t.o Yi• 
contlA.. 01' Federal in.t.&1.at.10.11.1, or 1n a cn.Ucal. d•1'•il8• or ot.ber aru. !hi• 1ehedul1 1Dclud11 bou■1q
ncord-1 M1Dta.1Aad bJ houn.n, �pr• am bo•111 or quar1.ar1 cffie■a, bllt. d0ti1 not. c:CJYer Ui• headC(li&l't.■" 
01' at.aft ott1ca f1lH ot !.he •11J1•"1■1'11 apoc7, or th• tilu ot \he Hou.ld.nc aid R- rinanc• .lgeoc,, \he 
latJ.cn&l Capit.al. Boueia, Au�orit.y, the Dl�t. ol �t.b, ld11eat.ion, IDI V.ltani, or UI• V.t.era.na 
WJua\raUon pe� t.o prop-.. oparat.iou 1.a pJ-nntn1 Cid «nanc1n1 �ouaiq hc1l1UH, 

KalntcJ&nca record• re.f'l■ct. repair and pi111ral llpkNp of U\1 ho\111ng pl'OJeet. or 11.Dit.1, Kanagemnt.
l!rrolHe � &H1p11:111nt. � rent.al ot iuut.a, re.at. coU.ct.iOII aud oUMtr t11C&l operal.1001!.Jlg, llld O'l'tr-.&l.l 
�"1•1.oD. Ro-■r, "Dul. ch&r191 for m.llt.u'J' perlOQml anl ognlll.l.J npNl&nt.ed DJ CMckqel ude 
1,1&1.Allt. pa7 account.a. 

C.rt.a1n bo11rill& record• .,.. nt>J■o'- to(, tile pronaoaa of at.bar O.ncral lecord• 5.;heduJ.••• Supp�
and n■eal (11H .,.. eo·Hred DJ O.aerll iaco."11 Sehedw• ) md 6. 5ched1'1.el 1, 2, 8, aDd lD MJ al� be 
iarolYed. ltaA7 record■ ol �t. cuhiu• •nine .. ho1'&1Ai; NDl.&l -.oapn an lia1ll.r t.o tlwM of ot.btr 
federal accoUDtAbl1 otnnr• aDCI ani d1■po■-bl• under O.nar&l. llaooN■ Sc:hMllle 6. 

lTil!I BIC011'W1Dill 
� DiSCIU ffl Ott <I BICaRDS �OD or nu110 iU'IHOllZID mSPOSJ.n0.11 

iiCO&DS QF TiMl'<llJJI! Ul.�1 

1. CorTupondenc. tilu pert.ai.lll.oc t.o \bl C:Wora t.o apZlOJ' DiapoM at\er 2 ,...,... 
ul.nt.■n■AC• aod -.-at. ot bolMIUI pHct.iC., 
proj1ct.1. 

• 

2. Kaintenaac• aal npc.r NCOrda for 
1nd.1 Yidu.11 am. \.9 • 

•• au.ar,, ca.rd or 1ec1,.r record. e, boUl:iq 1ID1 t. DispoH ) necal 1.ar1 
claa■Uic• t.1oa. tollo.t.q oloM of t11oal
•ah-. JUI' 1n llh1c!I. m:d.t. 1• oloaed 

t.o \aUDOJ 111'' llu■I ..-,. 
cout.rol, 

b. 'llorfl: orden, ftq\d■1Uou, IZld a,, wrlr. ordar or DlapoN J tiacal. ,.._,.. 
nlat.ed pap•n 1D'f'olud 1n npd.r requa1t.1oa Dlll.lber. follnilll: cloH of t11CM1l 
IDd Miat.■D&D.u wra. 711&r 1n vh1 ch IIOrk 11 dona• 

J. a.pan.a pert.aiJWII t.o bouaiq MDl&9- e, report. IZld Di.tpo11 atwrr 2 :,wv,. 
Mnt., 1acl,dj,,q up■lldihN1 lllff'7, chrGDOloli,-U, 
collac:\10D1 IDd ot.b■r at.atUUcal 1ml t.hanimdar, 
A&rnt.i'fl dat.&. 

I.a. 1-&H tu.ea, 1-1 ud1D& copi•• ot .llphahat.1c&l.17 bJ � ) 1'1.aeal ,_,.. 
1.a&N■, ......ia, t.■niA&t.loa DOU.,.1, o■ae ot i.aaat., follotdac cloH of t.i■cal 
am!.Jlgnila�!.Jlgp&pen. ,-ar 1n llb1cb (a) ll&M 

t.e--1AaUon, lapN, w 
c■nneJ 1at.iOD ooc�, or (b)
llt.11at.1on l• cODCl.S.S, 
11h1olln■r 11 lat.ar. 

s. Aaal� IZIII Ta.ca:nq cud t11u. 

•• J.ad1Y1dul t.eaant CIU'dlo .llphab■UoallJ ti,. Dill]IOIII �- '--&DC. 'Hc:&WI 
� of "9'DIIIC., 1111111.. 

b. llldindul bomdaf •" euu. BJ' houa.a, 111d' Di•po• ) f1acal ,-an altar 
clua1t1c:at.1oa clo• of ft•eal ,..,. 1a IIIUc:b 
nllllber1Jlc 1cbua. 11111t. u cloMd t.o t.� or

11..,.., apacy coa�.

• 
hrDillwll 1G9et.o17 tu.a, pen&1nlnc BJ' bw■lna; Qll1 \ D1epoM ) .tllcal )'l&rl &tl,ar 
to 1-.... iDclmed 1D hnlillhld mt.a. clu■ulca tJ.oa clOII of Cilcal ,. ... 1n 1G1Clb 

1i::l'fent.017 11 supenedad. 

6. 

�-
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ITUI .BECOllml])II)
10. 1\ISCB.1.PnOI � IIICOZlS lllTHCII rl nLUO AUTIICIIUUZ> DISJ'CWTIOI 

7. AppUcatJ.o.n ti.he (oc.n•r UlAII cop1H 
1n I.AN tU,ie). 

•• JeJ•cted appllcat.1.cm tu..,. �Uc&ll7 t/1 DiepoH 1 :,ear froa d1tA 
oaae or ,ppli caot.. ot niJ•ct.1on. 

llpha'bllucal.17 o, D1epoae aft.er 2 ;p1r11. 
aaat o! appllca.at.. 

l wa l. TbeN ru.11 rel■'-8 t.o rou\1De .. uan or boUII� ......-a, llhicb � mt. reflect. ■--CJ' polJ.q
iii!cio DOt. Nl&IAI t.o 1DcUT1d� occupant.a. 

l� 2. s.i-ar,. Ncord■ of aaint.eUDc• &ad "Pd-r work OJ1 eacb unit. an ret..a.u.d u loac u t.h• wut. 1• 
niI!i'bh !or OCcupaACJ"o Btcorde cNat.d 1111 t.b.• cour1111 of er:cc-=pli1bi.q -1i>t.enanc11 wrli: an of onl,1 
tap0r&17 nJ:a ■mt ar• ret.■1md tor!.Jlg• briaf "1'e1'91X1e period. 

�. fh••• IJ"e Npol"t.11 oa collect.1ona and occup&DCJ" at.at.118, report■ OJ1 t.he 11t.atu1 of ifflea.t.or,' it.au 
�udiJl&: 111U"1'11J8), &Ad copiH of n&n'a\.be 111:.&t.eaent.e o! .-.naa-nt. probl•• and coad.it.10:iJJ tbat. .an 
.aorull.7 subl1 t.� t.o �CJ 1uper1ore. !ti.,. an nt.ained lllllg encna&b for t.b■ WorMtic,n uie,- c:-ont-aill 
t.o btl CU111 ozploi Wld tor ho1&11i.ac �t l)IU"'pONI. 

�- 'f'heH J.eue t'11H, COIi� -11 pl.pllr8 pert.&1.Qing t.o l.ea111n1 \.J'11DN.Ct.io1111, .. ,.. held long
�u&fi tor �•ra:i.ce PUJ'l>OIIH att.r Uie t.eaa.ot. ncaws. !be period 1.ad.1cated 111 11u!C1d1nt, 111nc1 lMIIH 
ani ..1t-te.nd.D,at.1.ag, or aN t.end.nated or c&ocaled i.Q aecord&nc• vi\.b 111111.\ial •gn�ot or clnrly del'i.Qad 
lAtgal procedW'I!■• ProT111101:1 ill aade for t.b9 hold1.al of' haH filH inrobed 1n llti1atian loq 8ll0u8'1 
tor the legal purpo11•• 1.lffol�•d• 

It.a S. The .. record• ani ..a.1.!it.&lmd t.o prod.de � 1d91it.Uicat.101:1 o! 't'&CID\. unH,a or o! th• t.aJwltll 
In oc.c:llpied ;.ani.t.■• They are ret.airwd !or rel■noce purpolH diai.q th, .lnculrbeoc::-r of the tic.ant. or tJI. 
n&1J.abill t.y ol t.tie u.a1 \. !or occup&Dc,'■ 

lt.es 6. TheN f1lu, perwill1J:11 to l'w"nieh1111a 1.Hmd to t..eDU1t.11, are nt.aiAed loJII eo.oueti to r11cord t.h1 
b■ � &ad NtlU"II of U'le eqld.pDlllt.o • 
lt.e 7. VDSUccu11rul applicat.1on rile• are ret.aiaed tor a brlaf period to oaUaty "JIOrtioi or other 
�-nt. 11111tda. Appl.1cat.1on■ not. act.ad upon 111Ul14 • t•,o 19.v par1od oomally Npreaeot. appllcl!lt.a .ao 
�r 1.ot.ereat..d 1o bouaiJac ■ccoaaod&Uoaa. 

• 
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• Th.ill scheduJ.11 provid1111 for the ret.ention or di11po11al ol certain record11 relating to adr:i1n1at.nt.iT9 
�ei:iont. act1vit.1e• in Federal agenc1e11. The11e ae1,1•1t1ea i.n9olve Uie direct.ion &n:I control ot t.hoaa 
11!.aff and r.ianagement. 1.r.rpraTe�nt progr&111s noL undar line per11onnel directing and cont.rolling 11ub11t.ant.1u 
operations and program11, For the purpose of 1.hi11 11chedule only, Uley e,;clude record• of oper•tinl per­
eonnel, budget., account.1.ng, and printing funct.ioos, 1'\1ch are co·,ered by ct.her General Racord• Schedulu, 
'but include record• or relat.ed speciallzed procedural and u.oagecient. ■Lafh. lnchxied ld.Ulln Ule 11cope
of t.he 11chedllle ant the 1:10at frequent.ly found fllee which ■re creat.ed in the course of orga.nhational 
planning, dnelopment and 111.r.rplificat.ion of proc&dw-e11, records 1Un11g11r21nt. act.1T1t.iee, 8"i adllini11t.rat.ion 
of aanage11111nt. illprovei::ient. prograJ!lll. General Records Sehedule 1 (i 1.e12111 l) and 11) providee for the dill• 
po11it.1on oC cue files on ind.1 .. idu.ale i.ovolnd in incent.ive award and 11lmilar t.ype11 of 1Mll&£ement iri1prove-
1111mt. prograiu. 

Thill schedule coverll adininistraLivll IIWlager.icnt. rei:ord11 created during and aft.er caleQdar )"ear 19)9. 
Ricord• of any earlier J11Bn.agement ac\i"1t.ie11, t.o the ext.en;. t.hey are follnd in any agency, miaL be 11,ral­
u.at.ed 11epar1L11ly, 

The organiaational location11 � tit.lea of adlrin1strative m&nagerient unit.a vary fro� agency t.o agency,
'nley may be !lcattered at nw.ierous l9Yel11 or locaUons, or uy be cent.nliaed. for the purpoeei, or this 
achedule the nor.,enclaLW"lt standards set. forth by the Senate COlr.l!Lit.tee on Govem.�ent. Operations in Sen1te 
Report. No, 245, 80Lh Con�resR, let seseion, are followed: the first orr.&nizat.ion.al level within an agency
111 the bureau level; au.bordioat.e components 81"'11 euccesllivel.y division, branch, section, and unit. 

This schedule is based on the preeu,r,ptlon that. -g&lbent activities are carried on by a epecialized
por11on or unit wiLh at least d1vi!l1on-vide and usu.ally bureau-v1de or agency-wide respon!l1b111tles or by 
a group of such persona or unit.a in an agency, although its provisions a re  applicable to e:u.ctly co::par­
able reeorde of agencies vit.hout !uch formal assignments of responsibility. K:lny sl.lllllar or cor:parable
record11 created at lover organizational level11 or in field officee vary 110 great.ly 1n content., walue, and 
arrangel"lllnt. that they are not covered by I.his schedule. 

• 

The physical nature and content. of r.ia,iagerDOnt reeorda a re  not stan:!ard.1aed on a Govel"nl!lent-vide ba!lia, 
dt.hough s� 1:u1nagenent. operations fall vithin t.ha Governmeni.-·-.ride staff 11upeni!lion of the Bureau of the 
hldget, the General Serv1cee AdJtiinistrallon, the Oener•l Accounting Office, aod t.he Civil Service Co:1."lie­
&ion, a:, well as other -.,,nc1es having certain renpon:iib1litie11 or Goveru.�ct-llide ic:plicat.100, &al involve 
the use of i=.an:la�ory fonu .lnd reporting procedures. Records of these 1gencle1 created in the course of 
exercising Go\rern.�ent.-wide 5taff auperv111ion are not covered by this schedule. 

llecai.se of the nat.un, of the activities docu.."IE!nt.ed by adniniatrative r:1anagel'lent. records, a r.la1,h1l.y
large proportion of then are of conL1nuinr, value. Files pertaining to a aanage�ent progran in a well 
defined area, such as roport3 .. ar.a�e�ent., cons1,t. prlroa.rily of detailed ca5e file� on each fonn or report
and for a lir.\ited period of ti.J!le are of admil\1strative iqiorLance. Filea of progrlLl.ls covering broader 
:uid more diverse field,, such aa organl.zational planning studies, ncmally consist largely of project.
files, which ani est.a�lished for each separate probl�� assigned for invelltigatlon; the resulting ease file 
ill �ually of continuing valu11 in docur.ieni.in;; the history of how the agency co«tueted 1t.e busine1111. In 
e1Uier event there is a residue of ephemeral mater1al:1. These ciay incllldo working papara that. do not. have 
a direct bearing on the transact1on, pre:!.ir.linary or lnteri:,ediat.e draft.a ct' docllr.lent.s &ncl prel1Ainary York 
aheets that do not represent. sii;nifieant basic stepa in the pniparatlon of final draft.a, lett..rs or 
111e1'10 rand a of �rans::11 ttal and ac knowledge::ient, � i.:t ing sll p!I, aIii extra c opie!I of docu.�nt.s. 

Becau!le of variation� in!'Ht.he 9ize of �anage�ent officea, it 111 not. possible to =lie apee1f1c reco�­
:,ienda tions a!I to the frequency v1t h which bloclr.11 of records of cont.1nuing value 11hould be reli !"le! to Fed• 
aral R@cords Centf!rs. Th• deT.enn.ination as to timing of &uch Lra.neferB show.d Lharefore 'be !!1,Bde by each 
agency, largely on t.he bads of the volune of records accw,iulatad during a five-19ar period. It. ia reeo­
i:iended that tre.n.sfers be so planned aa r.o insure that aiteable blocks of relat.hely inacthe records ani 
not retained in agency space. 

RECOM1£NDf.O 
DE.SCJUPTlOH OF ili:CORDS X..THOO OF HUNG AUTHORlZiD DlSPOSinON 

RECORDS Of CONTlt.1JlNG VALUE1 

• 

1, ach 111t.emal di rect1Te 1nued Confom t.o 1genc7 DUpoaal not. au.t.hor1r.ed 
for the head of the agenc7 or of praet.ic,. bJ \.hia acb!ldul.11. ?rllnll• 

bureau or d1T1s1on thereot, LOaet.har fer Lo i.Dact.iva file "1e.n 
with 11upport.ing cue file, 1! &rV• auparaedMI or obllolet.e. 
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https://acb!ldul.11
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Rt;COKXt:; i.t>ED 
D6.SCRIPTION OF RaCOKDS Hl::rHOD OF flLlNQ A�THURlZED Dl�POSlnON •
Cop:, of each p�hlat., 1"8port, l11a!lat., Confal"'l:I to agency Dispoaal not 1ut.horized 
graphic-preaent.ation, or other publiehad pract1c1. St.art.!.Jlg• by t.h.11 schedule. Trana­

ceased doeur.ient, and of the last. nev ru, • .,.ry 5 !er to 1nact.1•e Cile when 
uscript. report. ( i.! not. published or :,ear11. 11uper11eded or obsolete. 

on aanagemeI1 t. pr-ojecu,
together v1U1 ,upport.1.ng p,aper11 docu­
�enti.DI project inception, acope, pro­
cedure, and accoi::pllahr.lent.e ( but ex­
elud.1111 vorking papere u deacribed 
in ite::i 10). 

•·11 d111po111t.1on files, 1nel\Qi.Dg Confom t.o aga11ey D1.!!lpoul not author1.aed 
scr1pt1ve inventoriea, dispo1al practice, by t.hh echedu..le. Tran•­

authorizat.1ons, schedules for!.Jlgt.he !er t.o inactive file "1en 
re ti rei:ient of rec or de, and cor respondance euparseded or ob1ol11t.e, 
or Mr.10randa relat.1.ng to nivi111on11, 

LI, (1les containing dat.a shoving U!.e Confon,. to agency 01 spoc,al not. aut.horized 
cept.ion and acope of the for�, t.ha practice. by th.11 :iehedule, 

progrui or 11dridn111trat.1ve purposes
served by the form, and, the rel.al.$d 
procedures instituted, rewiaed, super-
llllded, 0;--:::�::

t. ii:;,rovenu,nt. repo!.Jlg11, Chronologically. Oi�aal 110t. aut.bori1edn.d to the' Bureau of !.he Budget, by t.hi I 11checllu1 • 
and related analyse11 and feeder report.a, 

I 

lt6C OBOS QiIt iXPuRARI VALUE. I 

6, St.at.iet.ical l"9porta of record• holding•, Chronologie&lly. OUpo!le aft,er J year11, 

1. Project. central f11••• ahowing us1gn­ By projecl, oont.rol DispoH 1 :,ear aft.er �ar 
ltl8nta, progre1111, and coq,l•t1on of nlllllber. 1r:i 11M ch project. ill closed. •
projecu, 

8. Repor-t.11 cootl"'Ol !ilea, ca111 file• on .N\me rie all..:, by con t.rol D111poae 2 ,-are alt.er 
report.II mauit.a1ned tor each report. nll!llber or apprapr1at.e report. h di■cont.1nuod. 
cre1,t.ed, c11.r1celed, or 11uperaedad. codiug syatem. 

fonie f1le:i 01.her tr.an those co11t.-.ined Conform to aa-ncy Dispoee "'1■n Nlat.ed Con, 
in ruu dneribed in 1�111 Ii or t.hia precl1ce. ia dieconUnued, auper11eded, 
11ehedule, an:!. relat.ed 1nd11xe11. or canceled, 

PToJect. worldng paperl 1nelud1ng b&elt­ By project.. Oispoa. 6 110nt.h1 aft.er 
gl"Oun::I ZMt.er:l.alll l!lt.ud1ea, analyses, i:iot.e11, final act.ion on project.
rough dra.!t.s, 1nteriJ!I report.a, -,d related report. or ) ,eara &ft.er 
paper11 pertU.n1.ng \.0 u.c.a�nt. project.a, co1T1pletion or report. iI no 
e.11clu111ve o! doewaeat.11 cavered by 1t.e� final •ct.ion t.akon. 
1, 2, J, 4, and 8. 

It.em 1, Record set.a ot dil"llet.hn at. T.he div1.a.1oa or higher le•el al"'li nt.uned ■a b&a1e doc1Z1111nt.1t.1aq
�ncy polldes, programs, al1Ci pl"OClldun111. D1i-ect.1•ea &l"'li deaign.at.ed 1111 a11Ch by agency d1finit.1on, &114 
an 11ubJect.ed to M-Mgenteat. control To ac:hine clarit.7 aai &Toid duplleat.1on a.nd arerlapplllg 1.a tt. 
ueumce ot ageDey 11111t.rw:t.1on11. ftout.1D1 1.Aatruct.1ona, 6Uch a■ tboae 1Jl..-ob1n, peraonnel proceH1ng or 
"quest.a for procllZ'll•nt., 11N no�7 aot considered 41recU"•• tor Mnagemnt. control plU"J)OMII. Thi■ 
it.mi does not. relate t.o direct.1vea directly a!feet1nc otller -«9neie1 or the 1eneral public. 

Ue11 2. FU• copiu ot published am procez,aed iaeuanc:H prepared or cleaNd by aanagemnt. wut.a freq11tn� 
1:, docw:mat 11u.b!lt.ant1va pi-ogr&1111 ar:d accompl111hmnt.ll of agencies. FJ.na.l Nport.11 on proj11et.a, or 1n t.he 
eau or abandoned project.a, the lat.eat. progres11 or 11t.at.u111 report., t.oget.lllr vit.h f'ilee •having the incept.1011 
and acc011pli1hraenU of t.ha project., are ret..alned t,ogether wit.h �oagene11t. iHU&DCH for their value in 
rellect.1ng procedures, a.dN.AiatraUon, aid operation of t.ha age11c:, 1a a 1WU1er oot. na1labl• eh..,eN 1D 
eonc1H taaMon. 

• 

or 

proces11ed) 

). 

SUPERSEDED 

https://Nport.11
https://accompl111hmnt.ll
https://11ubJect.ed
https://deaign.at.ed
https://dil"llet.hn
https://doewaeat.11
https://pertU.n1.ng
https://110nt.h1
https://relat.ed
https://cre1,t.ed
https://report.II
https://Repor-t.11
https://relat.1.ng
https://1nel\Qi.Dg
https://�enti.DI
https://upport.1.ng
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l\!9 )1 Th•• 1"8cord cop1e11 o! d111poul auLhor1zat1ons a.rd relaLed papen, ar11 of indefinit.e adlllinl.etrlt.iH 
'falue durl.ng t.he U.Ce of t.he a gene::,-, In  addi t.ion t.o cont.a1 ni ng evidence o! le gal dispoaal 1ut.hori Ht.10111, 
u.,, ""e a11 -,di■ !or locat.illg ageoey recorda et.ill 1n agency 11pace or traneterred t.o the N1Lion,1l 
l.ichivH and Recordll Semce. CopiH ot diepooal aut.hor1UL1O1111 •1"'11 ava.11.able in t.he �Uonal Archivea 
aZll1 Becorde Service but tJ'le11e doc�nta only partially dupl1cete Ule agency filee and are not.!.Jlg•• co11Yenie11t 
to u.M 1D connect.ion viUi ot.heJ' agency record11 as ara t.ha copies ret.ained by Lha agencies. The ret.&J.nacl 
J"'IICorda illvent.ortea nonnally conL■i.n s<=ewha\. detailed dat.a Oll t.ypea ot reconl1 Min\.&ined, th1ir in!onu• 
t.ioD&l. eont.ent.1 and volWIIII. St.et.is ti cal or 11wr.mary reporLa ot reeorde holdings ire d.18po11able under U..e■ 
6. 

Thoee paper111, no� cona1Bt.1.na of lllllll:!Oro.rda, analyau, ju.atiricat.ion11, and c0111mnU 111a:1J:lt.&inedll!:!...!.•
in cue !UH, doc1111111nt. the use of t.tWJ !om in the admn.i1t.rat.1ve or progru work or I.he •genc7, Apnc1u
�•t. 11111118 &ll fonu Ulroqh d1nct1vH or operate • speciallr.ed ll1.nd or co11t.rol progr1111 ll&J !ind that. 
tb•N papera an AOt. or cont.inuing value, but. 1uch apncie• ahould aeek 111pec11ll a1.1t.hor:lu1.ion ror t.he1r 
diapo■&l, le a 1eneral rul• tJ:u1 filH h&Ye cont.1.nuing value, aQd U\111 ill par;t.icu.larly Lrue in t.he cue 
or uapon.ry -r1•11er apncie•, t.he !on tile• o! 'lluch a.re likely to be oC great. value to a lat.er agency
tldn& coiq>&l"lbl• problellSII, Papen pert.ainil\l t.o the llKlt'II rout.in• auppl::,- act.1"1 t.1e11 imoh1d 1n ll&ld.111 
t.h• toll'B.I ph:rakall7 auJ.l.able t.o agency peraoMttl are d.iapo11abl1 under i I.em 9 or t.hil 11chedulfl, 

�- Repor!'.s IN 11ub,,1t.c.ed to t.he Bu.n11u of t.be &udget. &nr111.•.l.ly, under becuuve Order 10072 Ind Ht.le 
l of Public Lav u29, Slat. Congreaa, 11hov11l£ 1et.1on1 taken ill una1enent. areu t.o 11olv11 progr8111 ln1 oper.t-
1..a.g problut1, 1.11d t.o direct. rel.at.eel 11111plo:,e1 11uggeat.ion eyat.eris, Agtney- eop1e11 of t.heae Nport• ire re­
t..u.d Id.th oUlu "'eo:rd11 ot cont.iZluiJI&; value 1.o provide IIUaD&rJ' docUJ1:181lt.at.i011 o! provu11 an:I proced.UN1, 

Reco"1e 11t&Ust.1e1 used u • buie �or devdopi0.11 agency d1.1po11&.l 11ched"1le11 or ror other purpoa.1 
ara ol value cutlJr •• l.ong a11 the Wormllt10l1 uiey cont.ain 111 valid. AnnUAl 11Lat.i11Ucal reporta ot arney
.reco:rd• hold1ng9 required bJ OenenLl Servicu Adlll1.niet.raUDD., includina heel.er nrport.lil !1"0111 all o!ficu 
&,id dau on I.he '90lllllll of reeordll disposed of t,,y d1111t.ruct.1on or t.r11111ter, ar11 held long enough t.o lll!let. 
non11l refenmce needs, 

l!d!!!.1• Project. control fil1111, u11ually com1i11t.1ng of IIIUll!lllry clll'd11, &l"II o! t.8l!:p(lrary value in providlna 
a running 11Wllr.8ry of project. 11t.at.u11. Since flllal project. reports are rewined under 1 t.lm 2,  t.hue 11"'11 
d!11p0111bl11 1 ahort. H.1:111 aft.er clo,e o! t.he relat-ed project. 

�. C11111 fil1111 on report.II conuia evidence o! their ex:l.11tence, the procedural and operat.ioD■l llit.1,1.&-
t.101:1 out. ot wh.lc:h t.bey aro1111, IUlld t.he1r dhcont.1nuance. Thu• filea relate t.o "'port.a tor which Ulere are 
tom.al reqllircment.• &nd do aot include repon.e belov Ute d1Y1oion&l or equiYalent. 19"111 ldl1ch H'II not. in­
volved 1n report11 control progt"ULS. Thill aut.tllr1Ht.ion doee not, or c0ur11e, apply to t.he i111111ance (1'- l) 
requiria.g U11 1"1lport., DOr t.o the repor�.!I t.he�•hea, but. only to I.he !ilea accUIDJ.at.ed 1Jl t.h• cou.rH or 
acl::d.D.1et.rat.1n eOJ1.t.rol or the report:,. 

l!:!:!....2· Thelle papara, which are 110met.1Jlm11 conLai.ned 1D the aam caae filee t.h1t. include the papen
ct.acr1.bed 1.c Hm::1 4, pert.aul t.o Lhe more ro1.rt.1ne 11�l7 cont.role 111&intdn11d for ••ch !on. or t'Ollllht. ol 
dupllcat.e copi1111 of t.he forn 1n nrying arranpmnt.a. They nomallJ illclllde copiOII or "qu1ait.ion11,
epec1f1cat.1on11, proc111111i.ng date, a.od 11111ua &nd 11t.ocll: co11t.rol recorda, &rd are lilllJ.nt.lined long •noU&h 
to 11erv11 1-diat.e operat.ing need.a, Fona1 !11111 111Uch t9tl11ct the tu.ncUoD. 111d purpo111 or uie roi. 
ill Lh• -,rk ot t.he ageney- -, be ot cont.1.nuing value and are ret.ainad Ulld11r it.ea. Ii of U:1111 1cb11d"1le, 

These project. f 11• • represent. \.he leu 111gn.1nc.uit relilidue l"'l!aai.n.1ng u't.er U- cue f1l11Iteg lQ. 
C01'11red b,.- 1 \.e.:I , 1.11 cn,1t.ed. Thi11 r111idu11, con11.l!lt.lng oI ll)rJd..na pai:-re not ha'liaa; • e1.1b11t.aiiUH beanq 
cm t.b• proJect. and 1.nt.enaediat.e dn!t.11 arid work aheet.11, ill nt.a.ined tor a brief reference per-1.ocl .rt.er 
final ac!'.ion 111 t.aJlen on tile n1lat.ed report., or, where no act.ion 111 t.Jcen, tor a 11uepenae per1od 11uf'tic1enf. 
to pro•ide tor full coD.11der1t1on ot thl project report. • 

_,_

SUPERSEDED 

https://n1lat.ed
https://aheet.11
https://cn,1t.ed
https://proc111111i.ng
https://acl::d.Det.rat.1n
https://accUIDJ.at.ed
https://report.II
https://devdopi0.11
https://nr111.�.l.ly
https://11ub,,1t.c.ed
https://uapon.ry
https://speciallr.ed
https://cona1Bt.1.na
https://St.et.is
https://adlllinletrlt.iH
https://lS-27-.53
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CartOjq!phicI Pbotogre.J1R&tri01 and Related Re00l"d1 

Thill schedule cavers c.,-C.Ofil"B.ph1o, phot.ogr!IJIICIIBt:rio, aDd related reco:rds that haw been created, ued, 
az- located 1D agencies of the Federa..l Govern:ne1:1t. Disposal authoriaat.lou oont.ained berein are not appl.1-
oeble to :record11 created be.tore Je.n1111.ey 1, 1860. Record11 creatA,d prior to that date are not disposable
unleu 1peC!ifio approval ot t.heir dispoaal h obtained frgm the Congreea. 

� the aartop-aphlc records are e1:1p11 and such flrie.nt foTJQ of graphic presentation a11 ebArta 
(h;fdrographtc, nautical, 119atber, aeronautical, alld the like), cartogre..ms, globes, 11.l'ld relief' IIIOdeh, 
which ha Te been prepared or U!led in COJUl8ction wit.h I.he official acttvi tiee of the Uni t.ed St.ates GoTern­
mnt. The c,i.ps and chart.a a:re lbted in Tariou:i 11t.aa"e11 of eoapletlon t'rOlll tbe planet.able o:r 1111:!.Uar 
drawi.Jig to t.ha final publication, The wrd "!.Jlgpubllcat.ionn ae used ln t.hi11 eebedule CINJIS repro:iuclion b,­
prlnting, pbot.ographle, and othe:r methods 1n lllultiple cop1e:,, whether for 11.m.J.ted or general dlstribut.1D11. 

The photO(J'9JD!ttrio reoords include the aerial fil1:1 and other photographic l:lll"terle.l:, used in Dlppiilg.
The related textual records are thoae 11hicb tat11. an integral part or the ciap-maldng activities or agencin 
and include field surve7 11ote111 project, map b.bt017, and 111,Qliar file,, coDtrols am clZlpute.t.1=; and 
rinding aids, 

This 11chedule coven the principal categories or record9 that are oOJmoD to several or all �nc1ea, 
Record, not illcluded are of 11uch a specialind character that thltJ' a:re not readily susceptible to afllua­
t.!..on on a GoveTD11111nt.....dde bade, For u:a.cple, the 11chedule c0Yer11 B.llnot.at.ed mp11 uaed 1n 1ntenmdi11ta 
11tagei1 ot the preparation ot a publl11hed tlllp, The:,e annotated IDllp11 ere eas11pt.1ally working papers used'!.Jlg
b)' all .lllllp-ca.Jdng �encies in s1.Ddlar ways, Annoi..&.ted a1.p9 tba.L are unique and an end in thecaelns a.re 
not., h01,1ner, eOYered. This h because it is il::poasible to .!ltate 1n general ter1'JI vhieb or t.base haTe 
endlll'lng Talue 8Dd which are diepo:sable. ADong such record, are crl.llt.ery oaz:rpaigu and orde:r er batt.le 
maps, in!.erMUonal boundary 1111p11, cada11tral r.111.ps, a11d .lllll.p9 showing property Hne!I and r1gbt11 or 1193, 

• 

The mp--c:iakizig and map,-uains acth1 ties or tbe GoTer1111ent hne 1ncreaaed ma., t.1Jlle11 O'ler during the 
peat. aeveral decades and the •k1ng of a modern me.p has beeOllle exceedill.gly c0111plex, Thia is largely the 
r611ult of the develop:ient of photograi=netry, the ec1ence of obtaining reliable !Qeasure::.ants of the earth•a  
IIID'faee by oeans or phot.ograpti,, 

The rapid increase 1.11 capping activitiH and the eanplell r.:et.hode required to &china a final product 
ban re5\llted in th&- er-eat.ion or a large volu:ie ot records of varying degrees of 1.cpcirtance, Moat of' 
theee records lose their usef'ul neas after specified periods or t1111e and can therefore be dispo111td c,f. 
Certain records, created ar used 1n the PT'OC&as ot llllllking a map, ha11ever, have continubig value, Tbey
aboul.d be transferred lo a Federal Records Cent.er or to tha National Archivee when the7 are no longer 
needed in the current operat.ions or the agency holding t.ham, NO?'lllll17 cartographic and related recard.11 
created or used in ornou out.side the Yl.shington ard' should. be t.ransf'el"T$d to the Daar111t Federal 
Records Center, In the 'llashlngton area rec<1rds ot oont.1DU1111 value should be t.re.nsfen"ed to the national 
Archlv1111 or the Region J Federal Records Cent.er, 

Ce..rtOfl"aphic NIC!or-da or continuing legal, adllliniat.rat.1 ve, and research 'ftll\19 ere or t110 principal
ldMs 1 (1) those cuated o:r checked in the field on the basis or surveJ"II and ob1ern.lion:i or tr-� Fhot.o­
p-azmat:ric BOUl'l!H I e.nd (2) ane cow of each edition or Vlll'i&nt or each publlahed cap. 

The t'1r-at graup 18 retained as th11 primry source ir.a t.er1al rr� ....tiich the published caps are taken 
and 11h1ch often containa ID0l'e inf01"11Btl011 than is lncluded in the publlcatioD.8. The published caps aro 
retained aa the sui:i of tha 11111.p-aiald.ng aeco=pllelmenta of the a,gency as vell as tor a.dm1niab'aUn, lepl,
and reeearoh use, 

The records created in tbe int.enmdiate et.ages or i:it.!)-<Q!lki.C(, bet.wen t.ha ortglnal SUM'oy records 
aiid the t'lnal m.pa, are ror the moat iar-t temporary record11 11..lld can be d18poaed ot in accordance with 
provisions ot tt:la schedule, 

1here 1a not. a sufflcienU, standardized t.erminoloe to penlli t the uae o! univereally accepted tit.lea 
far the varlou.!1 reC!orda eraated in t.be lll!lp-mking proce3s, Far that reaeon additional descrlpt.iona ot the 
rectird11 eO"ll'ered ti," eaeb 1 t.ea are included in the appra.iael eection or the 11ebedul11, 

CARTCXiRAPil IC IUX:(lU)S 

• 

Tbe eartogi,e.phic NC:Ol"ds Hated bel'1W inclade the most aignil'icant. ono11 aeated 1D t.he c:ap--a!,.klris 
9lltllcie11 of the P'edare.l Oov!trnmnt. The itm:111 are Hated appro:dmtel7 1D the order 1n vhich the record• 
are areated during the lllfip-11111,ld.llg procee11 regard.le111 of llhflther the maps &l"8 baeed on field vark ar office 
O'OIIIPila Uoo • 

SUPERSEDED 

https://11111.p-aiald.ng
https://adllliniat.ra
https://recard.11
https://r.111.ps
https://B.llnot.at.ed
https://flrie.nt
https://Je.n1111.ey
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The r1Dal published ar tin111hed compo11lte 1111.nuaertpt i:,aps created by each 111rency are generall,r ot 
ecduring Talllll aa a.ro the original dravi.Dga and related record.a based on preci.a ob11crvetiC11111 and measure- •1:111nt11. Record.a created during Uia 1.Dteniediate ca� atep11 are for the moat part dhpooable art.er the 
i:apa ba·n been cacplet.ed. or published. 

D�TIIPTron OF JUX:CJUlS 

1. Pl.eJllltable and eWlar field ma.de dl"avirig11 
and related mterial11. 

2. Stereophotogra=etr1c drllllings aad related 
mter1Ala. 

3. P'ield om:plat1D1i baud.I!! of the ateNo­
co:ipil ed 1:11J1W1 cri pt.. 

I.. Field ca:pletlon board or bluelil111 and 
slmilal" prillt■ othel" than tboH derived 
trC1111 11teTeophotograJ::111etric arigi.n. 

5.  Overl.a7 a.zd 111.1:dJ.a.r-!.Jlgdra,:iqa pi-epared 1D the 
tield cm the ba11i11 of field 5Ul'T97s. 

a.  Those only pi,.rtlal.l.7 duplicated in 
result.ant. .iap. 

b. Thoae cc,::pletel7 duplioated ill resultant 
i:ap. 

6. Ovet-lay IUld :dmlar drallll&II prepared 1n the 
office on th• bes!■ of aompll.atlo:n. 

a,  Tb011e onl,y put.1all7 duplicated 1n 
reaultant cap. 

b. Thoae cocpleteq duplicated ln 
?'9sultant cap, 

7. HIUnlscrlpt. af'Uce ccapll.atlona, deThed fiaa 
at.her tbaD t'ield suneys and ate:reophoto� 
1:111tr1c aOl:'Clea, that bave nat been pibliahed!.Jlg. 

8, Cocpoalte IIIUIU.8cr1pt. o1'f'1ae cmp11At1ona 
darhed f'J'a;i t'ield survey and 111:tllar aouroes 
and onl7 parllal.JJ' reproduced in pg.bll1hed
•pe. 

9. Hamlac:ript. otftee cc:apilat.iona, deriYed tr-al 
otblr than tie� IIUl"'nl1 and 1tereophotccrui-
1:19t.J-ic 11ouroes, that are not IDlique beoauae 
the, haH bee pabllabed. 

10. Colar aeparatlon bolu-da or JIIIUIUlcrlpt■ tor 
reproduation 1111d rel&t.«l i:aterW... 

A IJT'HCJI IZED DISPCBIT TCH 

Diaposal not authorized by this schedulo. 
(Tranafer to Federal Record:, Cent"1' 1n annua.l 
blocks l ,-eD.r e.ftol" publlo&tlon or cocplet.lOll 
of resultant. m!l.p,) 

D:l.epoaal not authorized by th.111 schedule. 
(Tra.11.d'er to Federal Records Cent.el" in annual 
blookl 1 711ar after publlMtlon or completion 
ot reoul ta.nt. mp. ) 

Dispo11e 1 ;rear art.er publ1cat1D11 or COlllpletion 
or the reB'Ul t.ant map, fl"OT1ded t.be7 are not re­
quired for •� rutun rnision. (I! requ!.Ad 
tor ruture rertllion�, tl"ansfel" to rederal 
Reoords Center 1 year af'ter publication ot 
?'9sul t.a.nt. mp, pend 1tl,g UH in revilllom, • ) 

DiBpoaal not authorized by thill achedule, 
(Tran11ter to Federal Recol"d.11 Cente1" 1n amru.al 
blooll:ti l ,-eu al'ter publ1cat.1on or ct111:pleti011
of :romil tant sp.) 

Dhpooal Dot authorized by this schadule, 
(Transfer to Feder-al RecOl"ds Car.it.er 1n annual 
blooka 1 19ar e..t'ter publ1oatlon or eo:iplet1oa 
ot :reaul t.11.nt mp.) 

Dhpoae 1 yev art.er pub11oat1on ar Ca:!pl•tion
of the resul ta.nt imp. 

Diapoeal not. a.ut.horl&ed by this acbedula. 
(Transfer to Federal Records Center 1D ILmlUILl 
blookl 1 yaar art.er publlcat1ori or completion 
of' reaul tant i:ap,) 

D111poee 1 year after publication or ccmplet.ion
of l"Ollul tant 1:11,p. 

Diirpoa■l not authorized by this 11ohedul11. 
(Tra.na!er to federal Reoorde Center 1n e.nnua.l 
blocka l ,-ear at'ter cc:mp1l.aUon ia cqleted.) 

D111poaal not authorh:ed by th11 11chedule. 
(Trari:ifer to Fedsral Racorda Center irl amraal 
block■ 1 )"ear al'teT pnbllcaUon of reaulta.nt 
mp.) 

Dhpoe• l year atter publication ot tbe 
reaul tant mp. 

Dhpoae l 79ar art.er publication at th■ ulJ\llt­
ant. •Pt prorl.ded 1.MJ ar,e not r�ulred rar 
t\:lture rerlaiom. (If r-equiNd for Mure re-
vhlou1 tnnafer to P'ederd Recorda Center l 
1-.z atter publlaat1on ot rewltAnt 1111.p, p11nd­

• 

•
lng UH 1a reTilliona• ) 

SUPERSEDED 

https://reaulta.nt
https://Car.it.er
https://Recol"d.11
https://requ!.Ad
https://parllal.JJ
https://Overl.a7
https://cacplet.ed
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DP'SCRifTION OF RECCRDS AtrnlCIUZED DISPOOITICN 

11.·  Mt.p reproducUo� Dedt.. 

12, Color pulle &lid the lllce, 

1), Mll.p con"eot1 an filee. 

l.4. 

u. Hoao-<,olor poaiUve pr-int.a � eoa:poai te 
muiuacr 1 � dra v!i:1&• i;rrepar ed tor ielJUll.llCe 
a.a pr-eUmlJllll7 lt(!.1 tion. 

Dhpoae l 7M.r alter publication or the reaul t­
llllt mp, provided tbe:r &re not required for 
future Nvision:i. (If required for future 
NrlaiOlla, tr&11srer to Federal llecorda Center 
l 7ear art.er publ1c11Uon or reEJUJ.tant. •P, 
pendi.Jlg use 111 rev181ona.) 

Diapoae 1 year &!ter publication or the result­
&nt llllp, provided they an not required ff11' 
future reviaions. (If required for future 
revhtons, transfer to Fed8r&l Records Center 
1 year a!'ter publ1cat1on of resultant C111.p,
pending UH 1.n r"llviaions, )  

DhpoH 1 year alter publioation o! the re!llll t­
ent map, provided retenU=. ill not required for 
legal purpoeeo. (lf retention required tor 
legal purp011H, truster to P'ed811ll hcorda 
Centl!IJ' 1 )'1111.T after pUblicet1on of Nsul tant 
•P, pending expiration of lep.l requiN:iient.) 

Oiapoae 1 :rear after publication of the resw.t­
ant map. 

Dilpoae after publication of the resultant. 1:11.p. 

• 

16. cow or eaob pullliahed (prlnt.ed en- otmr­ Dhpoaal not authorised by thie ach110:h1.h. 
vhe 1't!produoed) mp am ft?'i.a.Dt t.hereaf, (Trsnefer to the National Arehivee 1li &JUl\l&l 
iuel\lding aUae�• and -i--ttolloe. bloeu at tile close tJt tile fiscal y.u !..n. vb.kb 

publlabed., )  

Globea a%ld aode:l.s, Disposal not authorized by this schedule ,  
(Truu,fe:r tc Federal Records Cente:r or the 
wat.1011111 Archives 1 :rear a!t4r prepareUon . )  

18, Oraphic 1..ndaea • Diepoae vban recorda to vhieh the,- relate an 
dhpo9ed o!. 

PBarmRAKMETRIC RECCJUJS 

Photocnn:atz-111 reeol"d11 a.re bel.ag uaed to &II i.nCT"eaaing e,;tent b:r llll.p-� and m.p-uaing agenc1ea, 
pe.rticularl,:r bJ' agencies reapcmaible for lllllppi.ng exten.a1n areas, l'llcb of the aerial photography required. 
by the agenc1H ie dozie f<'Jr tb- by prln.te argani11aUone under aont.n.ct. The Dept.ive n111 ta 111,1ppl11d 
to the agency vbich can t.iie11 llllke •• IIIUIJ' printa as lt  need11, The aerial film ill or enduring n.lllll u t.ba 
F1-r:r acnJTOe of Wormif.ion an phy111oal and cultural l.&nd11cape11, The fill:i eontaina the lll)llt. complete 
and acCNrat.e 1.n.form.Uon ll-n1Jable isot onl7 for legal and adrniniatra.Uve requireme!lta but alao to:r 
re SM.rah. 

!:illea 110at ia>dern aeJ"al t'il.m ia on • sat'et7 acat.ate bu,a, pron Ilion 111 i:ade 1Jl thh achedule for 1 ta 
retl.ramnt to • Federal Rf<lo:rd.11 Cent.a:r, It should ba noted, hO\lffer, that nit:ro-cellulo11e filJa nerma� 
vill not be aaaepted b;r ttie lla.t.1onal Al'ehlna gr P'aderal Recarda C1mt.er11 gv1q ta the apeciJll bandluig 
it requiree, 

ITD4 
D�Ril'TION 01' RD::qtpS Affll.CIUZEO DISPC5ITICJi!!Q.._ 

19, Verlieal uid obJ.iqm neptin aerial filma. Oiapoeel not aut.harized. bJ' th111 schedule. 
(Tran11tar t.o Federal RecOJ"d.1 Cenler vben super­
aeded b;r i:ion recent fll.11,) 

• 

20, Pbot.o index alwtlta, fl.t.gbt 11:ie hd•�•• and Diapoul i:iot &uthorl.zed bJ thi■ achedw.e, 
aWlar finding aid■ (negat.lna and print.a), (TN.nafer to Federal Recordo Center vhen 

:records to vb.lch Uiey relate an tran.11farnd,) 
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ITDf 
!2a... DESCRIFTIOR OP' )!EC(JWS AD'fflC,U:ZED DISPOSI'l'IO!f •
21. Reoord Mt. or aerial mosaias and 11mllv Oiepooal not authorized by t.hh 1ebedule, 

print• cc,vering seleot.ed areaa. (Tranefer t.o Pedara.l Record.a Center 'olbm:i no 
lcmgm- naeded in CUITIIIlt. tranaactiou.)  

Recard aet or 001:1ta.ot aerial pbotorn.phlo Oiapoeal not author1':ed by t.hi.1 1ehechu.a, 
print,. (Trane!er t.o Federal Rec orda CG ter \lhen no 

loqer naeded 1D =rent t.renaaotiOIUI. ) 

2J. Preo1,. f1lc negat-i•e11 of ■tereopbotoaram­ Dispose l y-..r after publication of tbe reralt.­
metrill imnu■Ol"1pt. dravLngs. iu:it. nap. 

24. 01apoa1t.i'ns. D11po1e 1 ,-ear attc p.ibliee.t.1011 ot the nilnllt.­
ant. -.p. 

25, Preo1ae fi.1111 negatives ot map11 other than Dillpoae l 7ea:r afier publ1oat1on of the 1'9sult.­
the a�hot.ogrum91.ric z:aau1cr1pt UIIIKI a.ut 1111,p ar area Oil that. mp.
lf11' field campleUon. 

RELI. 'IED RR: CJUlS 

In order- to ha.,. a cGll!plet.e al¥! accurate ace01111t of capping )lll!JUI and program:, u wll ■11 or tile 
product10D, tlow, and distribution of map11, cvt.ain cloae� related textual records tvive beeD deYeloped!.Jlg, 

Adldniatrathe aZJd h0wsabepi.ng reotlJ'da pertai.oJ.Ilg to map-mlr.1.Jlg otfi011111 are provided tor eleewhlre 
ill Genenl Reeorda Sohedui.a, vb.ieh require the retention ot record ••ts of publicationa, ClJ'ganiie.Uonal 
and funct.io:aal charts, diNctiTH, regul1.tioDJ11, apeechea, pz-91111 relu.au, and 11Wlar mater1ala. 

ITEH 
D&SCRIPTIOJI OP IUX:(JU)S Alffl!CJHZtD DISPOSITIClf!Q..... 

a, Doc:umllnta outl1nulg the projects, Di11poaal not auUiorbed by tbia echedule, 
(Trans!91' to Federd Recorda Center l � art. •
publl�tion of map or aoaplet.ion ot project..) 

b, Ml.Dar &dcd.ni1traU•e paper11 sm::::arued D111poaa 1 .rear after publlcati011 or cap or 
1Ji a. above. ooqiletlon ct proJect, 

27, Reaearch 1111/l refereuoe files. Diepoaa vhen obaol11te or supe:r1111ded ar up011
public•Uon o! related mp, \Jhic� 1a later. 

28, Primary cODt.rola and ca::iputat.10111. 

•• Thos& deNloped by Uie lllll1C7 ar Disp011al not autbcrtsed by t.hia aohedule. 
obte.ined trom non-hdeMLl &pnc1111. ( 'tra:o a fer t.o rad aral Reo ord e Cent.er l 7.-r 

al'ter pubH.catio.n azo oaq)letior, or NAlta.nt. 
map.) 

b, Tho• obtal.ned f'rca other Fedsre.l D1epoH 1 year after publication ar ec:pletioii 
aaeuetea. of resultant •P• 

29. Sa.pplel!l!lntal oontrola and camputatlone. Oiapose vben. superaeded or vhen. rel!Ul taut 11111.p 
1a pUblhhed vhichner 1a aoonar. 

)0. Field lr1ll'ft7 not.a, {Dhpoaal DOt authorhad by this 1cbedul11, 
(TNll1f9t. to Federal Reoonl1 Ce.ut.e:r 1 ,-az­
after publlcaUcm ar ocapleticm of "sult&ct 
mp,) 

Finding a1da to oartographie and related Diapon when Noorda to which tbe7 ral&te ue 
nicarda, diapo11ed of• 

.ll!!!..1. 1 plamlable field dravillg &IIIleral.11 11 a m11111oript mp coYG"1ng a pre1c:ri'bed area azid draw on 
• 1i-01all;r prepand paper bo&rd (aoimUm-■ metal-lllQ\.lllted). Thia cap 1a !lrat prepared 1D the rteld, 
asuallJ 1D pencil, trca local obaenatioua and preehe ian.sura.tion.1, U11ter it my be !iDalbad 1D 1Dk0 

• 
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• 
GEHERAL RECCRI:6 SCHEDULE 17 

rtei:i 2). These are rum nagat.ivee of t.he !lt.ereo!iio�tric �111.11.nge (ite1:1 2) mde U11uall.7 on a large 
■oal•. BlwiUne, brovul.1ne, and 1111:1ilar ealw J:"?"iDta am o&alid copies are mde fro:zi these preeiae film 
negativoa ror we 1n f1old completion act1v1t1ee or the acency. Since t.beee are morei, copiee of tbe re­
ta.1.Ded dravicg:, they C11J1 be dbposed of ehartly after pubUoation or the a:aps, 

Item 24. Tbi,:,e are poai tlve photographic prints on II trMoparent medium, UBUAll,y glaea, that have bean 
prepared t'ro:n aerial rnm. Th.,- a.re u:,ed 1n II plotting in11t.nment O?' project.Cir 1n prepuing a mp ar 
11tereophotogriu:natric draving. They are d111po1111bl1t aa vorld.n.g papers art.er p.iblication of the i:apa. 

Itelll 25. Theee are, like the negat1Tee 1n 1 tem 2)1 a:ade merely in ordor to prepar,e pr1nts. They 04.tl be 
disposed or u vork.11ig paper, after publication of the mpe. 

Iteci 26. The,o filea vh!ch Tar)' t'rc:.:i agency to agoney an retained becau::ie they give in narrative IIIld 
graphic foni a Ustoq of' the cartographic 11oocmpl1ohcent.:, of the agencies. ThllY contain documnta :,hoi,-
1ng propoeale and outli.n8a of mpping project.a planned; authorl11:ationB and cootracts; periodio reports, 
i::,e.:ioran.d&, and correspondence on progreoe mde; l1at11 of BOUl"COll and place -a uaed; procedurea folJ.CMed 
in dratting, fili:dng, and editing, and dhtribut.1on1 over-all coat 11tate111t1nte; fi.nal ca:iplet.ion repart.e, 
project. hiator1es, or papors explainillg diacontinua.nce, chaqe, or extei:111lon of projeet.1 and, vhere 
neceaaa.ry, 11t.taobmmlts in the fOJ"DI o! photograplls, dra\licga, C111p11, plan1, and charts. 

The 111.inor adm1nistralive papers• 11.nel!lbled in connect.fon vitb projects but not necea.ary to an ade­
quate hist01"1 or t.hea, ce.n be disposed of shortq aftff completion of t.be project.a, Such pi.para incllX!e 
daily progress and vork reparta, varking p&poro, and reeorde of peroonnal assigt!Cl6llt.s !I.rid traTOl, and 
e1.m11.ar 11111.terials. 

lt�R 27, These are fil&s l:llllntalced in n.rioua fare., by offlc:n am i.111Urldual cartognphere an mpping
1n general and on specialized proble= connectad v1 th the prepare. Uon of 11pee1tic lllll.p11. Thq con11ti t.ute 
the background 11111.terial which is helpful for :referenoe, They contain coi:-ies ot publloations allli of 
record.11 retained ellllMlere and rough vorking notes, Included aN publicat.ioDJ1; blbl1ographiea1 copieo or 
excerpts of eorrupondenca, reports, control data, lists or sources am place 11111:11111, and relatllld 
=iateriab1 photogra.pho, aketehe•, mape, plan11, and charts; and similar and related caterial11. l.hile of 
considerable value to the cartographer 1n the prepe.r-11.lion of a cap the;r need not be reteJ.ried paet the 
period or thalr uaetulness to the icdividual or tbe Qffice, The rociu-ds listed elaevbere b thill achodula, 
which are to be ratailled, doc1m11.n1t suff1c1ently th& ca.rlogJ"aphic accacplhbmenh of the eg8llc1es.

• 
Tha i:npa included in thfi9e files, 1f conddered ra.re or valU11ble i t.ezs, e&11 be otfel"8d. "hen no longer

needed by the agency to the Map Division of t.he I.ibJ-11J7 of Coagreas. All 1.nf'OTC11Uon and rnea on place
naim11 (l.@. geographic IIB.i:le:!1) i.hen no longer needed can be offered to the United States Board on 
Geographlo tlamas, 

Itec 28, ID the caldr.g of 11 1:111p to prech• 11pecifie&tion11 one or ciore controls are considared usential 
to ac:c:uracy. TheGe eontrols are U!!u&lly obtained f'r0111 observations and mensura t1ol'lo 1.n the field and in­
clude trans1L t.re.vor11e, tr1angulat1o.n, leveling, and altiJcetey reoord11 am field and office camputatlOllll, 
The obeerntio� and sWlar conc-ol deta obtained in the field are Wllllll.l,y in field 11otebooko. at'flce 
COlllpUtatlOlls are WIUAliy tyJ)Bd, prooessed, or printed lbt11. . 

P'or the United States 11..nd certain other areas the pri.l:lar7 controls � developed and Clllde eTILila.ble 
bJ the U, S, Coe.zit and Geodetic SQrvey, For other areas controls 11Dd ccr;putat1ons m-, hllTe been developed
by other GOYernmenta, other 11.genclae of this Gav&rnml!lnt, ar non-G;:werri::aont ziau:roea, 

COJ1trob and llle8.11Ur..i:ient.s: pi-epared by the ageacy 1 tselt are o!: cont1nui:lg nllle as t.he ac:eure.ey or 
t.he relllll tant 1:11!.pe 1s dependent upon tb81:l, Thone obtained fr= other agencies of t.hb Goverament ne11d not 
be kept artar the1 have 11erved theil" puTpose becau:ie tl:!ey will be held bf the c:reeti.Dg offlcea. Thoae 
obtained frmi other saurceo "1ll need to be kopt. in order t.o 1.11:Jlll'e t.he1r e.nUabllit,. 

Item 29. The11e inclucle field derived ob11erve.t.1on11 that goni,rally ara of only temporan value becau.se in 
most ln11tanoea the ob!!lerntion la obt.a.ined frOICI nighting on non-permnerit. objects that are subjeot to 
c�e. In 1:11:1:1,t lnstanee■ t.he marker, 11.' ple.oed, cannot. be oontrolled, 

� JO. A principal product of near]J' all fiald surve7e aJld observations ill t.he vrit.ten record usuall-, in 
foI"III or a pocket-size notebook. These field survey not.ea my be a running acc0Unt. of observabla 1:l!lte­

rial ond cultural features of the terrain.; a descr1�t1an of auhsurtace eOllditions u to vat.er re11ggrees,
aeoloa, mineral reeouroe!I, and the like based on a aeries of readings or measurements in the field!'H; or a 
log or journ.al account closely related to aJld oftAm Ill! int.egral pa.rt of 11 11pec1!ic mppi.ng activity vbeth­
er 1 t.  1a OD la.Dd ar- on va.ter. Sach recorda generally are of cantinuin.g nlue because they deacribe the 
area a11 it vaa ob911"1'ed by t.he eunl!l7or 1n the field, 

It.ea Jl. Pl.ndlng aids are tooLI vhich erpedite the u11e of cartognphie aJld related rec0l"d11. Th&J' need to 
be kept a.a long u the reoorda \o \lhich the-, relate. Wberner pos.!libla t.he1 should be fUed vith or near 
the related records,

• 

The following are, 1n. addition to the graphic lndnes Hated in item 18 and 20, the 
kind, of finding alda general.JJ' t'oun.d in agenehe: ca.rd indexes i deaeript.he Hat.a, 11helt l111t11, sDd the 
llke1 regi11tera em 1111:dlar botmd 11..Ild loo11e leaf vol112111 containing Hat.a and daac;ripUo.1111 of cutographic
nc:ard11J and publishad catalog.11, oalendar11, gu.1.du, 1111d list.a, 

-7-
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It. ukes its Dlllllll fr= th• planet.able on which 1 t 111 llll!Lde. Thill CIUIUSc::ript dravill(I has con1.1mung nlua 
because it. port.ro.ya the landscape 11.!1 t.ha t.opogra�er sa\l it at a given data and becauso it includes 
unique de. ta. 

A mz,.u:,crlpt a}Q,teh and sim..Uar mp draWUll' derived tr01:1 field ob11orvat1on11 &nd not lllllrle ai:ic01'ding to 
th• planat.abla mapphig t.aehnique ha.a enduring value also if it h unique end reoorda terrain 1nfor11111t1ot1 
1n rela I.ion t.o aa of'ficl.Al IIUr"V'87. Haps such as Uiese have often been llllde 1D connection vi t.h a Ue l.d 
roeonnai11,a.ne11, a t.naverse 11Ul""t81, ar- u a gener&l ekatch or an Bl'M 1n vhioh geodei.1c a.nd 111Jallar con­
trob havo not bean used. They were stamard products ot field mppi.ng priOT" to the int.ro:fuction of t.he 
planet.a.bl■ and d.11J.1B.r precise napping t.eohnique11. 

Itelll-3_. Tbesa dravings are p:repared in mpp1Dg otfiou tr� aerial photographs (generBll,T d.1apos1 Uve) ill 
accortlanco vitb a praebe pattern of controls and have rec:Of'd val\19 equlvale12t to t.hat or the p1At18t&ble 
draviq, Thh �ooess cf making manu.11cript ms.p9 la 1anerelly referred to as sterao9oopio llllpp1Il8' and ha11 
t.o a luge extent rupersad11d planet.able napping, upeclsll:, of rOll&b terrain. Th• dra\lllli'S ha'l'tl cont.iml­
ing n.lue beeaw,e they con�ln uniq_ue cl.at.IL. 

l!!!!..1• Tbue a.re blueline, br0\1Zll.1ne, and other photocopies ot the steroophotogrll.laetr1c drawinga listed 
in it.em :2, The photocopy, or field board as it. 111 frequent� called, h 11ent. to th• field for completiOll
I.lid, if neee.s.sa.ry, corraot.1on, These aMotated photoeoplea are not. 11.eeded longer than one ye,ax after 
J"bllcat.ion or the resul t.&nt 1111.pa (which dupllo&t.e thet1) unleu they &re requirod for tutla"fl 1'9vieione ot 
th& naps, 

It 19 a general practice ot 111&p--c:,i.ldng agencies in resuneying an area w prepare blualine photo­[t.el:I,£, 
copies t.o precise scale ot erlst!.Jlg acceptable 1Sp11 ot the region. The copies !I.Te 11ent to th.e field for 
either completion or con-eot1on according to !llp8Citic roquirema11.ts, If additional de.ta or ohange11 a.re 
added to these oople11 they beccce of endurlllj!' V&lue since they represent the results of field obaernt.1011.1 
&D4 are imique. 

• 

It.ems 5 &nd 6, The C7V19rla:, sheets and similar dra'Jing9 are prepared 1n the field or in a 1111p-making office 
OD traclDIJ pa.par or cloth or OD acetate 11heeb le.id O't'cr a. base nap. Selected intC1nlfltlon ill placed on 
t.heH tran11parenchs. The dn�11 together vit.h t.he bese mps fr0r.1 \lh1ch t.hey vere made are of amurt.na 
n.lue becauaa tbe:, contain unique inf'Ol'1lllltiOJ:i if the intorm,tion bu not bean reproduced on t.ha !'111.11,l 
p,ibllshed map • 

It.ell 7, Thne m11U5crlpt 121�, f9JleraliJ on i:aper, Hl.11.c, tracing cloth, acetate, ar Yin111te, are co:>­
pUed in 1111p-� otficH ar dratting roacis frca one OT aevual other r.aps and related sources. Each 
m11p 1a a c:ompoaite, USUILl.ly i.11 bhck and "b.ite, includlDB OJ:i one bese all ot the required infon:,ation. 
Theee •pa i:a7 be e11.tire]¥ 1..u ullt or pencil or t.hq llll1 include ill.format.ion &dded to the map beso by
1Uclmp, Z1pat.ane, or s1.m1le.r adheain ma.na, Napa such u thh, which are prepared for 1pec1flc purposes
and baTe not been published, a.re unique and J!!l: ban amur!.Jlg nlue. Because 1t  111 difricul t to appraise 
aucb reeord:s as • unit, they should be tranaterred to the Federal Recard11 Center, pending special individ­
ual appre.hal, 

Ite:ii 8. These IIIIUIUScript. C111p11, gene:re.117 on paper and often mounted on 111111t&l such as al'IElli.®m, are pre­
pared tr-0111 t1eld S1Jrff1 dra"1.ngs ai:d other 11ourcea. Th07 e.ra compolli te 1111DU11cript 11111p:, vhicb are :repro­
duced in whole cir in part. a.a published mpa, otteri the cai:iposite 11111.mlae:ript mp lnclu::lea IIIOl'e intorm­
tlcm Ulll.n 11 rtna.111 aeleoted rar reproduotlon 1n \be publlahed nap &nd acoordUlil1 bec01:18s a unique
reoord azd my bl,..-. endlQ"lng ...ai,-, The -pa r:a7 be in lnk.1 pencil, or oolor, 

.ll!!!,..2, Theae maps aro the - u those deecr1bed in 1 te11 7 except t.bat 'I.hey hi.To been published. Th97 
can, tberefare, be d111poHd of one 7ear a.rt.er publlcatlon. SOICllt qenciea J'11t.111.n these CllJIWlcr1pts 1.n 
order to add cbe.Jl(as for nw edH1on1 of t.he published 1111.p. If an agenc,- v1shes to do t.hie, it should 
d1epo11e ot each J:IIJNllcript, wen it 111 no longer needed. 

Item 10. These color 11eparat101:1 boards, 10111111ti.118s referred to as "=istal-a0unts" bacau!!e the peper orten 
111 aeeured to a •tal (usue.lq alu:wiu=i) sheet., are blualine or simUar plat.as of camposite l:lllnuac:ript. 
1111pa, Tb.are 1a a aepar&te color board for eacb color required on the finll.l map, P'r0111 each or thes11 a 
glaH plate or similar neptin copy to precbe reghtr7 ill ciada fW" the ult1:::A� purpose or derlvi111 a 
•tal Cir' 111.milar presa plate for eacb separate color to be printed on the publi:shlld l:lllp, The prect1ca in 
sOlll8 agene11111 1a to ret.111n the color 11eparation boards 1.Jxletinit.ely ror sub:,equent edition, of t.he publish­
ed lllllp. thuesa t.hi11 ill neeea11ary, the boa.rds can be dispoeed ot one year IIJ'ter publication of the rele­
V1U1t. map. 

I1.e111 11. Hlm1 proees91!s are uaed 111 the pnparetlOD of 111oder11 published mpa. Amq th11 atari41.s u1111d 

• 

are glasa pl.Ate negative:,, t'ilJI oegatlvo, and the l1keJ lithographic: (atone) angrav1.ng1; press plat.ea ot 
nrilNII lr::1.Dlis; CDpP81" eiigrart.nga1 \IOOd. m1t11 lino cuts; ai.11.c •�rl.agaJ aJld othere, 
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A.lthc,ugb t.beae are coullidsred a11 ncmrecord itaci.9 th91 are noted hn-e becau:,e they wru,i.lly are retain­
ed ill a lll!lp-maki.ng agency tor a COllalderable perlod of tl.J.re, oacupyi.Dg a large amount or space e.nd requir­
ing spec la 1 equipm11nt. for 1torage, EJl;cept in rare instances these media, once t.he mp ha.a been published, •
m:r be unu11ed for a d8CB..da or more. A plan 11how.d be drraloped for the disposal or a&h11ge of wcb ot 
theH it.em u are 11ot abaolute]Y a■1e11tial for l'u.t1.tre publicat.1on. In most instances, retent.1011 of the 
color 11aparati011 boards should i:aka 'lmn&cassaey i.ha retention of the so-called reproduction .ciadia. 

Item 12. Tha1u, are raJlToduoUons of each of the indh1.dual pre!ls plates for each color or run and are to 
the preciH ac:a.le or reproduction or the final publ111bed .1:111.p, IIOTCB111 these are no� needed longer tba.D 
one yeo.r att.sr pJhliaatiOII, ui sczie i.Jlst&!ces, agencies retain these printed copies on paper ai ther 1n 
pla� ct or in additioa to preH plateo. Normll:r these eopie11 are less stable and 115at'ul than the color 
1111paral1ou b0&nl.!I, the glass plate and ai.m11ar photographic riegatives, end the press platH, although 
they Nquire 1&99 apace and are eaaier to ba.lldle, 

Ita111 lJ. These generally an pUbl11.1hed (p:-inted) copies or mpB prepared 1n the agency lhat have been 
annotated llitb apee1t1ed k1ads of lnforlllBt.ion. The 11.Motations on theH off1ae copies 11:eneT111.l.y represent 
correctiona of the erlant edi tton of tho published mp r:Jlde prior to tho issuing or a nev e11tlon. The,e
l:ll!l.ps are rererred to 11.11 t::l!p correction copies, aid proofs, correctiOJI cople91 and the like. After publ1oa­
t1oa of the corrected lllllP they a.re Ml need&<! tor longer than one 7e4r except in rare Jristances vhero thtre 
m.y be legnl need to ghe the origins of rerlsiona. 

Iteo 14. l'lorml.ly one c,r � apeclal pre9!1 runs (or hand pull11) ore r9'luired bafor� finol publication
of each Cllp. Such proof copies often bear annotations by the edl tors 1ndica tillg final changes to be J:11.da 
in 11.Jle, color, or compo11it1im. The reoords cease to have nlua soon after the final publl:shed lllllp has 
been accepted. 

Iler.i 15. Tbese are ciono-color (usually blue) prints of t.he 001:1ple1.ed oon.poslt.e 1111!.nuscript dre"Jing. Thu• 
t.he final pt1bl1shod mp l!Uld ar-e 1:111.d111 available i.11 lll:lll.11 r.lll:lbers aa a prel1tt-

1nar,- edit.ion, They ban, only t,a::iporaey record valUB. 

Itai:i 16. Among the 111011t U1portaJ1t cartographic records of an agency are its published tl.ll.ps e.:id sli:i..11.ar 
forms of graphic preeenta.tion. � record :set of lhe51!1 itcl:L.!1!'H1 which may be µr,int.ad, photop:rocessod, or 
otheMee reproduead.1 is of end.U1"ing value. They rcpre3ent tbe c:ep-!Dllltine aco01:1.pl1sbment!I of the agency
and the7 cont.al.ti the signific11.Dt cartogra.ph1c 1.nfore11tlon use:bled ar deTelopod by the !lgency. Qie coro­
ot each published m.p, atlas, po,C"tfolio, a:,d photo=ap, 1nclud1iig each editioz:i alld nri1uit, and of all 
:related 1ndams (in mp or otber fQJ:'111) are to be pruarvod pe,._nent.17, 

•Ilei:i 17. Globes 1.nd terra.1.D cod&ls aro prepared and wied often to ahaw selected, high.l;r special.1:r;ed 
:lllforcatlon. The:, are, likll the final ca.nwicript or published mps, ot amUZoing nl=. 

ItelD. 18. Graphic indexes genere.llY take the form of a bue 1111p or lllll1 be on transparenc1H or ov<'l?'lay1
aceo:ipaDYiDg a base cap or an araa "hlcb is covered bf 11e-veral 1D1Lps OT 1111ts of llll.ps. The indexes indicate 
1n color, line, or by other mean.I t.lle coverage of each 1:11.p. They should be retained as long 89 the i:iaps 
t.o which the7 refer are ret.B. inad aa they are finding ald s which e xpedi t8 uae of t.he maps. other graphic
indaxH are listed 1D item 20, 

Ite=i 19. Thie h the negative fUm. made by ar for an &gBDC'J' and accepted as sat19factory ror uH in the 
preparation af a 1:111p0 The tll.J:I. jlOrmlly 11, "fltNlln la accordance v1 t.h a carof'ul.17 develop,d and controllo:I. 
pl&tl and each roll must be id1111t:lf1ed b;y latter and n�r l!IO that it h po113ible t.o det.an::d.ne prec1seJ,y
\/hat portion of the earth 111 su:rf�ce ill represented, Th• line of flight an:! the area covered by each ls 
correlated vitb a photo-1..ndu: or 111..irdlar finding aid. NOJ"ISll17 the ti.la on a apool 1a bausad vithi.n a 
proparlJ' labelled mtal coritoiner (cylinder) approxi.lllfltaly a1Jt l1:1che11 1n diameter and about t.W'Bh'l!I lnehea 
long, The aerial photogreph1c f:llnl h aquivalant in valU& to recordi, created on th!! baal11 of field 
lm"V91'8. 

Item 20. These reaords take sevc?Nl different. f07'1:l81 though basically t.hey are 1?'11.phlo !Ddexe11 to each 
er uegatlve fill::I. Tbe standard Corm. 1■ a phot.o--1.Ddex .,heat. The index sheet.st together 111t.h OYer­

laya shoving the ilia 11.nd uU11ber_ot tllgbt.,, descriptive lieta, am catalogs of the film dascribed 1rl 
itei. 19 are needed u long 11.s W fila 1B n.aaded. 

It.em 21. Frequentl,Y ph.oto pr1nt:J are 11.11se::iblad, 1:11tchad, a1:1d then reproduced II.II unita cOTering a 1pecific 
area. Such 1UOS8.lcs, -prepared 1n cannect.ion vit.h particular projects or actiri ties, 'IDB.1 have e�\lring
nlua. Print.s 1n lldd1t10!1 t.o th()Se ln the record set can be disposed ot 11hen no longar needed. 

prints ue advance oopies of 

roll 

;r,:tei:i 22, Tha contact print.a 11!-d� h-om the aerial f1 lei are u111d 11:1 stereoacopio .c11.pping, the preparation
o! 1110aaic9, and plotting aupplelllf)nt.al control,. as llell 811 for general te?T8ill 1D1'0TC1Lt1011. A rGCcm:l eat 
ot these print.:! can 1erve a, inS1U&nce agai.nat til.tt lolS or du:a(a. Ot.har copies can be diapoaed of vhen 
no longer needed. Provisi021 far retention at a record set ot lh.ese pr1Dts does not. man that &11 11.gencr
ehould mb up a aet far t.hh purpo:ie. � a record aet of the printe available art.er ccn:ipletion of the 
mppillg project is neceeaar;y. 

-6- • 
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r SUPERSEDED 
GEIIJ!RAL REC<JtDS scm:DUU: 1B• Se=rtt1 and PJ'otective Servicea Records 

security and pratect.ive aervicea records 1.DC:lud.e the '9'11.1"1oua f'ilea crea� 'b7 ae;enciea to cozrtrol 
and prut.ect security cla.aained infonmttcm; to protect OovenJDeJZt. tac:llltiea tram umutbo:rized entry, 
sabotage, ar loea; to � the adequacy ot protective mre.BUl'ea at pl"ivatel7-avned pl&ata given 
aec:urity ccgid.zaDCe by t.be Cove:raxut; to �oe lo18.l-t1 am ni:neea ot iDdinctm.l.a employ.:d bf, ar 
aeek:1.ae: mployiznt. baa, the Govennerrt.; and to devel.op aXld impleciezrt. plau tor the protection of llte 
and. property under emergency CODd.ttiODS. Included a.re rues of  omcea b.u:I..QS OOYermaeat-vide or agenc,-.
v14e l.'eopcm81'b1Ut1ea to:- aecurtt;y a.ad protectJ:re aerricea prognuu. Alao included are nlu of aecm:1.t:, 
I.DIJ.t.a, � f'aJ'Cea, a.ad other orpniu.ticme.l e�nt.a �1.Qg the �l of clasa1t'led. lnf'Drlllllt.icm, 
acceas to fac:illttea, and l.ll:e -ttera. 

Dd.a ac!ledule autlwrizea tor dispo&al recorda, dated atter J&mlal')' 1., 1921, docuz:lerrt.lag admaio­
tn.t.i"n actJoao "latJ.Qs to the alxNe f'\mct.tcma. Reeords dol:ulzDtlqg Gon!nDeDt-vide or agencJ'-vide
aec:mi.ty and protec:tlve aerrlcea plann:fr.i; llDd. prognum1Qg1 refiec:-tlag baoic 09l:r-all pol1ctes and 
detel"l:l1Dllt10111J (Itc l), lll"e not autban.zltd for d1aposal by this schedule. VariatiODS 11110118 agencies 
lD Rt.hods ot 1.mplmeatl.QS statutory requirezznt.a tor aecurity alld �ct1ve eernces 1.'eBUlt iD 
diHUl1.laritles 111 p.qp- c!oclm!Dtation. '!.'he appllcati� of et&Dclard. tecJ:mtquea ot t1.lill8 and dia­
poalticm. to auc.b record.a t.brougb the media or a General Records Schedule le theref'ore 1mpn.ct1cal, 

Sec'IZrity and. Protective Ser"1cea Prognu:,. Record.a 

Recordo acCIU:IUlated by Qt'gftAlz.lltloml element• ba:rtl)8 G<Trenmezrt.-v1de or 8£�)'-v1de relJ)OUibil.1-
tJ.ea tor ad:l:d.matratlcm ot aecurtty and i,n,tec:tln, &erv1eea prcgrams. 'Ibey relate to cle.S111ned lQf'ona­
tla:a. acCQZDtillg and control, f'acilltie11 lleC!U1"'1t7 an:l protective s.ervicea, pe:l"IIODlll!l 11e�ty clearance, 
aDd ellaI'geD,C'J pl.11.mrl.ag. 

IT'PJI �ED 

• 

l'f)_ D�IPl'IO:f OF MFm!OD OF FIUm AIII'BORI2l:D DISP0SITI01'1 

1• .._-·.,••-etlre1, plJIDs, reporto, Ccmt'anl to e,geDCJ Dispoaal .aot a:athor1i:ed by
...,., ...,an��e reflect.1.Qg poll• p1'W:t1ce thla •�- Cloae f'ile 

e■ aZld. procednree developed 1D the eve17 2 7NZ'•· 'l'ranaf'er 
adm1111otrat1cm and d1.nc:-t1on or closed file to Federal. Record.Ill 
aecur:Lty a.ad prot,eetire aem.eea center after 2 :,nr-11. 
prcgmDa, 

Clftsdf'1ed Inf'an!MltlOD Account.ill§ and. Coatrol. Record.a 

Recard4 acc\llCQ]..ati.QS tran -INl'e• taken by apDCiea to protect cla.l■itied. im'CD"tat1cm � ua,. 
autllorized d.laclosure iD accordance vitb Eltecutin Order 10501, otber Executive m-d.us, or lrt&tut.cry 
ar regu.la.tory requirseDtu. 

2, CorreaponieDCe t1.lea � Ccmfan:I to agucy Dispose after 2 ,eara. 
to the adm1Q.lstn.tian of oecurity practice. 
claasiflca.tion, coatrol, IIDd 
ac:cOUDtillg tor classified d.ocu­
mei:zts, DOt covered 1JJ Itec 1 ar 
eluewbeni 1D th1a ecbed\ll.e, 

Classified doe,-Dt receipta, t11rouolagica.lly. D111rp011e aJ"ter 2 �a. 
relatillg to the receipt and hne 
ot claaaltied documerJt.11. 

4. Claas1fte4 � destrueUGD OlroDol.osicall,y. Diepoae art.er 2 y.:ara.
certH'tcatea relati.QS to the 
clestruct10D of cluu1f'1ed 
documezzta, 

• 
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https://relati.QS
https://acc\llCQ].ti.QS
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Li e:raJ!AL RECXJROO SCBEWLE lo 

rn>( REcc»H!NDEO •
IIJ. DESCRIPl'IO!l OF RECXJ!DS ME'l'llOD OF FILil'C Atmr(IUZZD DISPOSITION 

5. Cl.aBB1t1ed doc:ummt 1.Dventory f'1les, Cbronologically.
CODS1at.1ne; of flll'1IIB, ledgers, or 
registers used to aD.OV 1de.iit1ty, 
1AterDal routi.lls, &Dd rtm.l 41a­
pos1t1oa CBde or cla11B1t'ted dOC\t­
meat.11, blJt exclusive or clallllined 
d.ocuceat receipts and dest.ruct1oo 
cert1Ncates and. docl=elZts rel.at­
iug to Top Seem m.t.ertaJ. ctT'l'Ued 
elsewhere 10 th1s schedule. 

6. Top Sea-et doament accCJUDtill8 and 
conb'ol flles. 

•· Registers maiata.ined at coatrol Com'on:i to agen,cy Dispoee 5 ,ear■ after doC'UlllelZts 
poi.lrts to 1.Ddicate a.ccount­ prac:t.1 ce sh(n,n 0ll fOZ11111 are �d,
Bl>1lity tffer Top Seere\ d.oc'IP trnnaten"l!d, or detrt.n>y.id. 
ciente, renec:t� i.be n,ce1pt1 
dispatch, or d.est.nlct1oo ot 
the documents. 

b, F<m:18 ace� �ato to W1 t2I. re 14t.ed doc:u:ie:t • 018potle llben related ooament 
insure c0Dt1mrl.ne; eoatrol, � 11 dovllgraded, tranaten-ed,
UIB nuies ot perGOIIII haDd.line; or lh!atro)'ed.
the �nta, intnt.-offlce 
routine;, 111.Dd C<Elpllnlble data. 

1. Access request flles consistiag Al�ically by Dispose 2 years after a\lthori­
of requeata 11.Dd autbor111.at1ona Dm11e or req11estor. tatiOD expires, 
for 1Ddh1.duale to have a.r:ce11s tu 
elasllif"l.ed n1111. •

8. Clasl1t1ed docuz::ll!at coataiDer By- orga.a.izatiom.l ele- Diapoae when superseded by a 
eecu::rit:, tiles coDB1�11l8 of fcm:ia aeat l!I.Dd chronolQgicall.y mv ron:i or un, or upon 
or 11 !Jts Wied to record nat'e a.QI! t21.ereund.er. turu-1.D of eolrt41.nera. 
padlock callb1.aatiaaa, mmes or 
1lld.irldwwl lcoc,villg ccmbimt10D8, 
and ccqerabl.e data used to ocmt.r'ol 
access 1Jlt.o cl.&1111ified do�llt 
coata1aers. 

Fac111t.1es Sec:untz and Protective Serrlcee Recorda 

Recorda relatillg to i:ieamu-ee take.l:r. tor tl1e proteet1QD of COve�OVDed fac111t1es and priV8tely
operated tac1llt1ea gi�D ■ec!ID'tt.y cc,gmumee by the CO'lel'Slent fl"aa UQ!Urtbarl:ted entry, sabot.age, or 
los■• 

CorreapoD:l.enee filee relat'llls to Ccc:torm to agency
admlm.Btnltioa and operat.J.cm or practice.
the ftlcWt.1es lleClll'it.y a.ad. pro­
tect1-n eervi.cea prograas, l:IIDt. 
COftred by Item l or ellleVbere 1D 
W.a!'Hacbedule. 

10. Reports of llm"Q71 811d 1DBpect101111 �cail.1'- D1apoae aft.er 3 ,,_-r-s, 0t" 
of �Dto-ollDed f'ac1l1tiee upaa d1econt1m.uuice ot 
cOZlllluoted to 1DINre adeq_uaey cd .te.c1llt1, vbic:be'ftr is sooner. 
pruteeUn &Dd p:NYelltlft --• 
tueD ap1.a8t buard.11 of tire,
mcploatcm, and acei�•• aDdl to 
eafegUarl1 inft1nzt1cm &Dd tac1U• 
Ue• aga1IIBt labotage ad 
......uaartud eatry. 

• 
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https://buard.11
https://operat.J.cm
https://t21.ereund.er
https://elasllif"l.ed
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GErmW.. RECORDS scm:DUU! lB 

• 

I'I'DI 
Ill. Dl!SCRIPl'ION OF �rs 

ll. R�s of' GUrVeY'8 and 1.Dspee't.101111 
ot prlY"Btel7 OIIDed tacllltiea 
aas.l.gned Becur1.ty cogmr.ance by 
Goverm::aent age11eiea, 111.11d related 
papers. 

1.2. Iavertigative tiles aceumu.lating 
� 1zm:rttgat10DB of tires, 
explos101118, and accidents, coaa1st­
ill!S or retai�d copies o:r repcll"ta 
and relat.ed papers when the 
or1g1nal reports are oubattted tor 
rev1ev and. tU..1.ng 1D at.her agencies 
or orgam.zaticmal ei-.nte am 
report• IIDd related paper& CODC­
ill!S occurrence, or such a moor 
mture that they are eettled locally 
vitlwut referral. to at.her oraam.za.. 
tiomJ. el�a. 

13. Property pua ni.ee, mrtbortzt.ne; re­
--1 � property or 1:1aterlala. 

14, Fil.el relatillg to guard 11.8Dip­
J:llellt1 and at.reQgt.h. 

a. Ledger record.a. 

b. Requests, aznlyaee, reparte, 
cmuise-Datice■, IIZld other 
paper■ relatillg to post II.Hip, 
aezata am �  .N!quitti:iente. 

15. F1laa relatiag to i:,:erciee of 
polloe ftmctiona. 

e. Ledger l"eCOl"d.e of arrest, 
Cat"O ticketed, am aot­
llide police cODtncU. 

b. Reports, at.at.el:ll!nts o:r 
v.ltQf!esea, varz:11.ag Dot.ice■, 
and other cane papere relat.-
1.Dg to arreut.o, ca:al:tz�nta, 
and t:ratttc rtolationa. 

c ,  Reports on caatact of CJQt&1de 
pollce vith bu11.cl.1JIS 
occupeDts. 

16. Nle■ rclat.� to accaunteb111ty 
tor perl!OIB.l property lo� or 
stolen. 

11., I.ed43er f1 le D • 

'b. Reports, loea stateaent.a, 
receipt.a and Qt.her papen 
rdatiJlg to lost IIDd tcnmd 
articles. 

RECOHMENDED 
METHOD OF FILifll 

By facility alld. 
chroDological.lJ' 
thereunder. 

CODf'on to aae11ey 
practice. 

AlpbabetJ.caJ.4 by 
- o:r 1D4Lrtew&J.. 

BJ' orgald.zatiomJ. 
unit. 

By orpmzat1oial 
\UIJ. t. 

By argam.zat1011al 
win. 

By argam.zat.ioal 
um.t. 

By organ1 ze.tiom.l 
wilt. 

By argan1 �•t10DB.l 
lmit. 

By orgam.u.Uom.l 
md.t. 

Al7l'llORIZED DISPOSffiON 

Dispose Bfter 4 �e, or 
wbc1l security cogm� 1a 
ten:d.mted, vb!� 1a 
eooaer. 

01epoee 3 -uia &fte1" e:ll:Jd.ra­e
tiOD or nmxat.10D. 

D1BpOR J J'llll"I aft.er t'1ml 
entry. 

D1spoae after 2 :,eara, 

D1i,pose 3 ,-re 11.t'ter t1ml 
eat.ry. 

D1apoae d"ter 2 -,.ee:r-11. 

01 apo■e aft.er l ,,..r, 

DillJ)OSe 3 year, after f1Dal 
eutry. 

SUPERSEDED 

https://chroDological.lJ
https://varz:11.ag
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GER!'JIAL REOOROO SCHm.TU: lli 

ITD( RECOMMENDED •
JI>. DESCRIPl'lON OF RECOROO �OD OF FIU/C AUTHORIZED DISPOSrrION 

17, F:U.eo rel.o.t.Ulg to a.ccouatat11l.1 ty 
tor keyu 1osued. 

11:S. Regiatero ar logs Wied t.o record. 
.DIU:ll:11 of QUt.aide contl"al!tore, oer-
vice perllllllZll!l, v1.s1tors, el!lplo�a
odJd tted to areas, aad report11 cm 
allUZK>bileo and pnsseJlSUB, 

19. Fil.ea relat.1.Q8 t.o per10d1.c guard 
force rac11.1ty ch.eckB. 

a. Data sheets, door slip 8UCD&r1eo, 
check aheets, and guard repor'l.111 
OD oecun t7 violatious ( ezcept 
CQpit'B � files 01· ogei::w:ly
secur1ty offl.cea covered br 
Ita:i 25 or th111 schedule), 

b. Report11 of!.Jlg� an.er-bouro 
security checlr.a \lhlch either do 
D:1t reflect sec:urtty violatimis, 
or for vbich tbe 1nfan:.at1an ccm,. 
't8iDe-d therein J.e doeuceut.ed in 
� !1le1 det'1Ded in Ita 25 of 
thia ■chedlll.c. 

20, GlUU'd aernce coat.rol nlee. 

O:mtrol ceDter key or ca-ka. 
records, �:r c� cardu, 
aQd bu1ld111g i-eeord aZld empl�
ident.U'1caticm cards. 

b. ROUDd reports, eerv:tce reports 
on 1.r:ltemipticma aZld teats, and 
p.mch clock dial ehelrt.s. 

e. Autallltie cach1De patrol cha.rte 
aDd registers ot pat.rol GD4 
alJlr!:l ael"Vicea, 

d. Armo d111tr1bllt1cm lllleeta, charge
reeot"dG, IIDd rece1pte. 

21. Guard loge and reg1.sters aat. c0'ten!d 
el�re 1n tl:ds sc:bedlll.c!, 

11. Ceutnu. guard office ciuter 
l.0gs. 

b, I.Qd1 vidual guard post loge of 
occun"Cneea entered in maatar 
l.ae;II, 

By org!Udzatioml 
umt. 

By organizatioml 
l.m:l.t. 

By orgllD1zat1onal 
UD1t. 

By orgar&izatiom.l. 
unlt. 

Confona to 116eDCy
practice. 

By orpn1ut.ioml 
um.t. 

By orga.D.1 u.tional 
umt. 

By orgamzat.10Dal. 
unit. 

By organ:tzat.1� 
umt. 

By orgamzatioml 
mi!t. 

For lll"e&l!II Wider i:iax1Da:I 
security, cUspoae 3 �11 
atter tur'D-1.D � key. For 
other areas, d1apoee b ciant.b.a 
after �l.Q of key. 

For areas under i::a'dllPITII 
eec:,a-i ty, d1 spose 5 year a 
after rinal eut.ry or 5 yea.r11
after do.te or docll::leDt, a11 
appropriate!.Jlg; for other areas, 
d.1spo11e 2 years art.er fiDal. 
entry or 2 year11 after date or 
doeU:ll!i:rt, 118 Bpproprlate, 

D1apooe afer 1 year. 

Dispooe &ft.el' 1 coath. 

01apoee llhen supereeded or 
oboolete, 

Di BJIOIH! after l yelll'. 

Dispose after 1 �ar. 

Di 11J1Qae 3 llllllltbe af'l;er re �urn 
of!.Jlganm, 

t>tspooe 2 )"!81" a a f'tel" f'1nal 
em.ry. 

Dilllp08e 1 ,eer otter 1'1Aal 
ent.ey, 

• 

• 
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https://doeuceut.ed
https://relat.1.Q8
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0 

prwi:Uce. 
Ocmtona to 116eJ1e7 

OUrN-"POD"ezre 

pl"agl"IIII, aot 

0 

✓ 

26. 

folders. 

ty rtoleUan n1.e11, caa.ast­
of c:aae f'ile• rel.a� to 1-

net.JgaUou ot alleged, aecm1.ty 
Y1olat1ou of e 9Uff1c1imtly eel"1oua 

GSA Res, 3SUPERSEDED .Appm1a B 
(8-10-tO)

GERmAL ru:came 6CBXDUL! 18 

Perml Sffari!r CleuWe Record8 

Secl:lrtty Yialaticm ftllla, co:zudat,..
1ZIIB � c:ue t1le11 relaUDg to 1-

D1ispoee 2 Jl'llf'• after caapla­
t1aa. of f'1lltJ. correct1.,. ar 

-reatigsttou of � lleem-ity­
na1at.1cma, blzt exclwd:ve or tUea 
WWW41.aB �BS aa4 papen 
placed 1D off1  � 

d111C1pliJl&ry acUcn. 

C0m'anl to 118eDC'J D11poeal mt imthm1.Eed 'bJ' 
�ee. tlli• -�- �.ter to 

Fedm'al Recorda Cmt.er 5 ,-rs
after 4ate of J.u\ act.ten. 

1111,tme to be claue4 •• f'elolll.es, 

• lalr&IIJIICJ Plamd.11§ Recorcla 

Recard..l a.cc:mmlatillB fl'CD the fa1'!11lla'UaD am llrplewmt&t1CID of pl.au (auch u lft'aC'UlltlCID p].ue) for 
protee'Ucm of Ute alld propert7 dm'1lla Clllel"pDDJ' ccmdlttcma. 

n�• :releUag to eimtona to �, D:iepoN B1'ter 2 ;pmr■•
adll1nirtra.ttoa and. operattcm. or the 

27. 
praotice. 

Wf\!lea::J" pJMD1"8 
C09eNd bJ' I'tal l ar eJ..anhmoe 1D 
W D ecbod.ule, 

0 
-s-

SUPERSEDED 

• 

Record.a aemm&JAt1118 fta:a 1.nnu,t.tgatlou of pereom1e1 C0lldlu:ted. UDdar EluN!Uttve Ol"der loll50, otller 
'EDcllUve ordera, or � or :rqulatoi'y �11. 

l'l'!M RECCMIKRDED 
m. D!SCRIPI'IOD OF RECOROO METHOD OF ll'ILim A.tml<EIZl!:D DISPOSrrION 

2'2, eorr.."JIO"drnce f1l.e11 relatiqJ to 
admlniirtraUcm am operation of the 
pe:raoimel MCIU'1.t7 ale&raDee p.tqg......,
i:iat!'HcOftl"Bd b,- JU!l l ar elMndl,ere 
1D tills echedul.e. 

23, Pe1"110GDel secmi.ty cl.eululce c:aae 
f:11.ea cGllta1DUlg a l'lleord of 1A­
n1Jtigat1Clnll ot per�l em;,lo,-d 
by ar !leeld.%18 emplo,mezrt from the 
Gute.i.:az.at, ar 1lboee relstioa:Mlldp
crtJ:lerv1lle v1 th tblll OOV'H'IIIZDt 
re(l111rea a sec:urlt7 ol.eal"aDCe, lNt 
uelul-we ot copies of 1.11vut.1pt:1ve 
report■ a.ad. related paper■ f'llrm.sbed 
to ageDCtes b,- the C1Yil senice 
CClllld.as:ion rar '11!1.ich IDll.1.Dtemace IIIDII 
41spoeit1an �c't.tou are proridad.
1D � I-2 ot the Pederal 
Pu-aazmel Mamm.l. 

.PertlOID:l �t7 c1e:u'anoe irtatuo 
f1lr• m1Jrta1.ned. ill eec:urit.7 UD1ta 
to � the ■eeunty clearuee 
8tataa ot 1Dd1"1cmala, elt.her 1D t.he 
fmu of llsta oz rosters, ar u 
:lndiYic!baJ. c:aae f'1le11 cc:mta1D1.De; 
copies of d.oc:llllmd:11 caat&:iDed. 1D 
cue tllH 4eacrlbe4 1A Ital 23 

Contarm to egency
praatice. 

Dispose art.er 2 �-

117 case mmber, ar 
alphabetically bf 
Dallle Of 1.1141 vid!.la.l, 

D:lapoae 30 ;reara after date 
of lallt �=- 'l'nlDllf'el" to 
Federal Records center ') y,eara
after date of lallt acttm. 

Ull'ts ar rostera,
chn>nolq1cally; case 
ftlae, eJ.pbabetJ.cally 
bJ' DIIIZl ot related 
1Ddiv11!11111. 

Dispoae of list.a ar rostere 
1Dl!D. auperseded. ar obaolet.e; 
Mspoff o1 case f'llea � 
tr'llmlter o:r aepare,Ucm or 
related 11114J:rtdaal. 

https://IDll.1.De
https://Gute.i.:az.at
https://secmi.ty
https://MCIU'1.t7
https://ecbod.ul
https://Plamd.11
https://f'elolll.es


GSA Res- 3 
Appemh B SUPERSEDED(6-10-6)) 

GEll!JW. RF.Ca\00 san:oou; it, 

ITDI RECCHIEllDED •
00. OF R!:CORDS 

tiles acCUl::ll.u.!lted b:y ot'f1cea 
espons1ble tor prepgratiQQ am. 
1esuance or pans and d1rect1ne, 
cona1st10K ot a record copy of 
eacb pla.D. or du'ect1ve iesued, 
vtth relat.ed bac,kgrol.md papers. 

METl:IOD f"ILill1 AtmroRIZED DISPOSmoN 

Di spoaal DOt aut.h0J"1 r.ed. lrf 
th1 s schedule • 'l'nlD8 fer to 
1.Do.ctive tile vbcn supereeded 
or oboolete. 

Capie11 ot PaDB � dJrect1ve11, Ccmtorm to egency D1spooe 'llbeD. supusedad or 
other t.ba.D. t.hoee llllillta.llled 1a pl"BCt.ice. obsolete. 
case files d.eea:l'bed 1D It.ea 2tj
above. 

30. Agenc:, reports of operat1QQB Ccmfon:i to ageIJC:, D1 opooal 110t autborl sed b,­• CO!l511ft.1� ot CODsOl.i• practice. th111 acbedul.e. 
or �1-re reports 

ct.Sag agencf-v:lde NIIU.lt, 
at.a cood.ucUd tmderA-�enc;y pl.aDa • 

31. OperatJ.ono uista f'1lea ccma1at- ChrtQ)l.Qgtcal.ly. Dispose IU"ter 3 �are. 
1.ng rd papero acClllll,Ullti.QB tl"tm 
t.esta c� \mder eae:re:eiic1 
plaaa, eucb H iJMJt,nletlana to 
lll!Sbera particip&UIIB 1D tellte, 
eta1"ti.llB aeeigzmlllt11, llll!111111i:e11, 
-u st I or celll:IIWl1c:•t.1 oaa and 
.fac111t1cs, and �  cap1eu 
ot reports. 

It.ea 1. 'nlese tu.ea poasese 1Nff1c1ent evid.eJztial n.h1ea regardJ.ag ageiic;y orgaDJ.zat.1011, pollciee, au:1 
procedm-re 1n adml.msterlDB eecurit.7 llDd protect.lore aer,,:Lc".la prognu:m to 1ftlrnUrt. their cont1.Q1;1ed 
pl'e8erTatlOD. 

Itom 2
1 

9
1 

221 &lld 27, Ql'el"&l.l pollciea, phm, IIDd �s rel.ati!lll to aecurtt:r � prot.ect.1ve
acrrlces prognms are do�d ln the t:tlea described 1D Itezi l. In add!.tJ.on, 1Dd1T1.dual �ct.ion 
files or pr1Jaary � reauJ.tiag from 1Jllplcmem:.at1cm. or the � are rete.ined ln accordance 
'111.t.h otber p?"Qne1oas of the 1eheclul..e. 'nleee two cles11es or nlea turmGh ca::iprebens1ve d�­
tlOD at agency FQgr'IID. ore:antui.t.1on am i'lmct.1am. 'l'be geQe.ral eon-eapc,Qde.ace files ccwered b)" these 
l tcme r,a n.eet. a4m:I. ,sf, strative ac-ti cma or se coadary i.q,ort;aaee , and nre ret.&ined for a pert od BW'ft c 1 e rzt 
ta satiety &all1Dlstrat1ve requireiznts. 

I'talll; 31 1i BDl1 5. Forma, ledgere, a.1¥1 registers 11t1Uzed 1D !leC\ll"ity unite aQd other designated con­
trol p01llt11 to record the receipt, 1.aterml routiJls, dispat.cb, al" de11truct1on or 1Ddh'1dual c:la11BU"1cd 
doc:umeDte, exclWlive ot TdP Secret doClll!leDta. 'Ihe l."1!t.ent.10D. periods 1nd.lc:ated ""' mu-ncteirt t.o 
isatisf)' all caatrol aZld. iaccOUDtab11.1t.y re�•-

Itel:I 6. Tbese are ca:rpcu-able to filH described 1n Itei:i 5, axcept that they pert.41n to Top Secret. 
�o. Thay are n,t;al_Iled ror a 11Uff1c1eut pertod of � to 11111\a'e t.beir sva11ab1llt:, tor accoUDt­
&ble am 1.DV'estigat1Te pll"POBeB. 

Ita::i 7. R�sta fal" ecceas to cla.asified files and act1cmn takea 1D. appraval or dJeapprovlll of the 
requeirte. 'Ibey RrTI! oD.ly a i,hort-tenD pqrpoee 1.D. cantroW.ag accee_e to the .riles. 

It.ea 8. 'l'lleae files coqta1n data as to sere Md padlock cai:bi.D.ations and -a of iodJ.vtduah havi.as 
lmowledge thereof. 'lbe data are required for � dai-l:, usage, aDd beca:ie obsolete when ctabim­
ti<ma are chazlged 11.Qd the chcuJe:ee are aoted. on nev fon:u, l111to, or vben the c0Dta1.rle%'11 II.Te turued 1n.r;Jr 

Items 10 am l.l.. 'lbeae ni.eo renect the 1'1lld.1.Dga or regularl1 scheduled l!Nl"veJ'8 a.ad 1n.spect101111 or 
fac1litl.ea i.Jrvolftd 1n claBBined apel'llt1cms. '!be::, are requJ.red. to deterai.De tl:!.e cw-rent ad,eqU&Cy
of aeCUl"it:, .-ffl!r'ee ill e:rfec:t at the fac1llt1ee. flle;y become obsolete upcm. CQ:!Plet.iOD of tbe De:rt 
BIU'TeY or 1Dapect.1on, ar 1f,POD release of the facility frclCI claeelfied apent10DS. 

• 

• 

• 

• 

• 
SUPERSEDED 

https://deterai.De
https://fac1litl.ea
https://1'1lld.1a
https://cantroW.ag
https://dispat.cb
https://add!.tJ.on
https://aer,,:Lc".la
https://regardJ.ag
https://acClllll,Uti.QB
https://ccma1at-ChrtQ)l.Qgtcal.ly
https://relat.ed
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• 

• 

• 

• 
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USA Res. 3 
AppeDIUJt BSUPERSEDED 

(tl•lD..(,o) 

Itcl:I 12. Repart.■ � the aCIN! aeriCIWI 1DC1denta are genenl.l.y ■ub:dtted b:r the actirlt:r at vhicb the 
1.Dl:Uallte occur t.ci � Cll"ga.llizat10Qlll. elerm:nt ar agenc:, tor �-. The ar:lgl..Del. �rte sre 
sezi,era.lly c� 1D tllea deflDed 1D Item l of tlua acbedule all4 u-e DtJt authorised. for diapoaal.
'lba � copies of tMee n,port.e, and reports of 1.Jlctd.ei:rte settle ].ocglly, are ret&1Jled ror a 
period su1'ftc1em to satiat:, admt.a1atrat1ve �a. 

Itel:I lJ. Propert:y puaeo 8U'9e only a Bhort-tera pml)OBe 1D coatrol..1.1JI@: tbe � of' property troa 
security .reu. 

It.ens 14-21. Tbe&e att 1"1lee 11111.inta.J.aeci at t.he guard force WU t 1�1, and doc,,meat tbe day-to-da7
operatlom of the gmrd force. Tbey rel.ate to INc:b m.ttere aa &1111�, �Dgtb. rep;,rt.1.11g, eveata 
ocCIU'T'i.Qe; tl'a:i � eJterc1ae of police �10DII, hRIUll:e of tire �, aDd coaparable mtt.era. � 
oerve o.nly a teaporary adzd..Diatrative plll"pOGe, F:llee relatlzlg to lbe O'ltera.11 acb:do1atrat1o.n of t.he 
guard f'arce flmcttCJll cu-e 11111.iDta!ned at higher adzdmstrative levels. 

Itei:i. 23• In 't,be case of Gova iii!ltut es:rpl.oyee a, the re aul ta of' tbe 1 nve Bt1ge.t i <Jl18 are recorded 111 
ottidal PleraOIIDl!l Fold.era. t,kach of the iDfol"'lllBtiou eontaiDed 111 the caae files 1B in the fo111 of 
allesst.101111 of • cont'ldenti&l nature. Az,y poteitti&l historical reaearch ftl.l.u.e ti» f1�a m;r posaeaa 
u a cla88 � bf: reall�ed, dnee geoeral..ly thi: i.Qf'on:mtlOl:l they c=taiA i=uD:Jt be pabllcl;r d.1s­
cloeed. lbler tile speeifted retention period, the ftlee V1ll be � loag ei:IQlgh to 1111t1or, tbe 
admm.otrat1ve aeeda tar Wicb they are created. Files tnauterred to tbe Fecler&l. Record.a cezzter, or 
1Dtorm.t10Zl coDtaJ..llled t.bere� "111 be releued ODly to tbe agenq traDsf'e.rrtae; tl:u! f'tl.es. 

Item 2�. Files � 1D aecurit:, um.ta to l"Cf'l.ec:1. tbe current aeCltl'ity clearance st.tus of 
liilivl4uale. Record copies of documellto ccmta1Ded 1l1 1Ddiv1dual fil.ea are � ta the caae 1"1lea 
described. 1D It.ea 23. 'l!le:r 8l"e of ackd..n1stn.t1W! value ODly 4ur1Ge: the period the related 1Dd.h1du&la 
are .a111ga!:d to i!Jrty, 11.111d ca.u 1.og1cally bl! l1111p0sed of upan tnnsfer or aeyan.t1.0Z1 • 

Ital 25. Tbeae nles ere �ted 1G cleterm.A1Jlg the ccmd1t1cno l.ee41D8 to m:tDCr aecurit:,- Y1olat10D.11 
aii! Li f'1.dllg re11p:m31b1Ut.y tor nolatlc:me. 'Ibey ae� only a sbort-t.er,:a adll:laist.rative purpose
after �1"' or diac:1pl.J.J:la.r7 DCtiOD baa been take1:1. 

It.cl 26. Tbeee Nleo reflect the c�ea � oecurlt7 violaU<ma of a &er10WI Da'tur'-e. 
mii of the cue n.l.ea -.y coatai.D suffl.c:leat l.aaB-tena lesal or hist.orical 'l"lll.•• to 1'11r1'11Dt t.bel.r 
� pn,aenatioa. 'lbe11e TD.l:aea cmi. best be de-tena:ll:ICd by appraisal ot tile nl.ea oa II.JI. im.h1.� 
116eACJ' bu1 •. 

Itea :MS. Cl.Ma1t1ed. am uncla.lleitted. plans, tlln!ct.1ve11, and 1.IUrtnletiom.l -.ter1a1.a hiraed. by �iea 
ID 4mlop1ag and impl� pr� for ohil. defenoe 11.DCl other eizrgem:1e11 requiriag meaaun, for 
pl'O'tect.icm of life aDd property, 'l'2le Yallle of the records viU -.ary tram ague:,- to agency dl:le to 
wbJect.11 COftrad and otbe.r reaaou. 11.oweTer, the b.1111tor1cal am research val�a attached to a 
•16Jdf1C&Dt part1oo ot the ncorda are coDlllidend nttieieat t.o warrazzt tbe estalllia!mezzt of record ad.11 
of blleic doclmeDta t'or penlllllleDt reteDt1oll.. 

Iu:z:i 29. � reteat.10D of the buic doc,JaeatatiOD corered by Ital 28 abon vill Pfflldt tbe 41a­
PJ�of tbeR record.I an.er tbey bave IIOl"Yed lldtlillistntive pap>eea. 

It.ea 30. � ageDr:y � are � Vitll �lat.e-cl. plalul to prtn'tde a. 8'DmJ7 docmeDtat.1QQ at 
11D ageDCy'a pnrUeipaUon in em:� pJermtns prcgxwww. 

It.. 31, ftese Nle8 INll"Y9 only a � adm:lm.atratin: parpoae 1.a. carey1.IIQ � � pNJ.J..a.1mry
pi•mt• end other pbue1 of operat.iou testa • 

-1-

SUPERSEDED 

https://wbJect.11
https://aecurit:,-Y1olat10D.11
https://O'ltera.11


SUPERSEDED 

• 

C� RECOODB SCHECUU: 19 

Research I.Dd Deftlopa.at R�orda 

'nlese an recon\s c:reated s1Dce JIIDUar'Y 1, 1921, by 11gem:ies lD the com:uct of tech!Uce.l aDd 
sdeiit.ific Nsearch and deve� f'or the papose ot �lopi.Qg oev com:ept1, t.ecbDi.qw:u, equip­
�at, IIIDd aat.erialo, or � ar CIOdit"y1Qg thoae lllrl!9dy 1q enlJteuce. 'l1le recorda relate to 
ouc.b pb.Bses of research and de'll'el.op:ieat ae the est.a-.llalll:lent of requ1rcznta 111.lld preli.111.aarJ charaet.er­
lstica, �ri=entaUon, d.e11ip, �. aodittcation, t.est1J18, 1111d ac:ceptaD:e. Tbt!y accu::a&late 
at V11l'iCJUB 118ency orgamzatla!MU 1-111, such as offlceo resp0Z181ble tor pl"0gl'm:I d1rec't.10z:1, labani.­
torice, prov1118 grougdo, I.Dd aruem.lo. 

Tbe t:esic records created. f'ra:I. the research 111,Qd �lop:ieut f'mlctica generally pooae1111 h18'torical. 
and. aclelltlnc 1"1!oearc!l values. 'nlese ftl.uea are wrually 1.abl!rent 1A tvo typea or recordJI: 
(1) those reB\ll.tiJ:18 rram program dJ.reetlon, revtev, and aaalya1a, reneet1ng grgamzatiou, f\mct10D8, 
procedures, aZld operations ill a ccmprahensive -mlmer1 Bad {2) those acC\mlll.at1Jl8 f'rcQ the coDduct. of 
i.ndlvtdual projects aad. coata1nf.ae: data or a acleJZUnc and t.echm.cal m.ture, 1Qcl� reBU.lt.e am 
coQCl1,11110DB 'Wblc:h i:ia:y be ueflll f<lf' reeearcll purpooea 1n the 88IZ or related nelda or ac1ezrt1rtc 
endeavot', 

Sc1.ent.1r1c data ac=.lati.qJ dm1.ag the cOIDdllct. of' a apecU'ic pl"OJe� 111N geDerall7 recoroed ill 
laborllltory 110t.ebooko, alld late:- su:au-1.zed 1ZI. teclm1cal. reports, �le the teclmice.l rq,ort11 vill 
normally lihov the progrese1Ye and final reS\llte of the research ertort, they do aot alva)'!I lihov bQw 
these remtlts were achieved, or when a theory, de-vice, ar pl"OCeao vaa first conceived or Nd'lu!ed to 
pn.cttce. Tbe labanltory mJU!'boolul am otber subsidiary sc1ent.1fic papera ncord tile 11et.b.od11 � 
procedUres used dally by the 11c1em1at. 111 reeeiu-ch perf�1 a.nd poaoeu potential rerere11ee ftl.ue 
for future sc1ellt1f1c reeearch, as veil ao for the establl�Dt of i:-teut or 1.Dveat1cm ngbto. 

Reaeard:l aDd d.eftlop::l!at for aoae 118encles is accacpl18hed bQth by cozrtractJ..ag for � U!rrlcea 

• 

o:r private c01Z11:rci.al ar reeeerch orgaQ1zat.1ons aQd b)' ecieat1f1c perr.ozmel emp,lo�d by the ageDCy.
WbeD. t.be fOJ"llller procedure 1a used, the com.ractor io required to f'Urnieh the remtlt11 of research to 
the agency 1D. the forci of U!cbnic&l. rewrto, exper1De1zta.l. data, or ccmpanble media. All records 
fund.shed by the co�tor pursuant to ten::is of the coat.ract. beCCQe the property of the!.Jlg� 
t..'ld the prarloiOIII! of this schedule are appl1c11ble thereto • 

Work 01:1 11 1:111Jor research and develop::3ez:rt PJ"Q.)ect or system aay be aselgned to variOWI ore;am.­
Eat1 cimJ. ele:Dem a of an i:igecc :r. '11:leee vorlr. u st.gQ:,ent. s ca7 be clesigDllted II s "sub-pre I ect 1, " "taRa, " 
or "phases." '!'bey ll1'e generally 1c'lent.1f1ed vitb. the Cit.Jar proJtt:t. or e}'1Jtcm. thr� the agency 
proJel!t IIWllber11:1g or clasdf1cat1cm syot.eiii. Tbe ten1 "!.JlgproJect" aa used 1D. this ac:bedw.e iDclud.ea 
asrr related eub-proJeets, tasks, or phases. It 1B de111.ral)le that tbe11e related recant. be coneoU­
dated 1nto 11 111J181e project file prior to tn.nerer to a Federe.l 'Record.a Center. HC111eVer, oa p:-oJect.a 
of l0ll8 4llntian, were voluiz or other rac-1.ors pr-eclude the retention of' records \Ult.11 cmrpletion 
ot thl! entire pro,ject, recordJI relat1118 to 1.Qdl.ndW,J. aub--proJecte, tae.ks, or pllaaea -.;,- be tnns­
ferred to F�ral llectu"dlJ Centers u, the NDe mmier as for project. case files del'iDed UDder It.ea 3 
of tbia acbedule. 

rm( REC(M,!Effi)EJ) 
II), DESCRIPTION OF RECalDS NlmlOD OF Fnnr. AUTHORIZED DISPOSIT!Olf 

l. Progra;a f'1lea consiettcs of Fasnm CoDl'orm to age11Cy D1 sposal act. autllori�ed. b7 
doc\Cr.ats, schedules, and corres­ pra�ce. tlue scbedule. Cloee file 
�e m.1Dtaioed b:y office.11 �ry J :,,eua. TraDaf'er 
responsible rcr exeevtioa., review, c lo11ed ft le to Federal. 
and amlya111 ot agency re9eal."ch and Rac0%"1U Ceater aft.er 2 �ar11. 
deYelopACCt �, IIIDd relatlllS 
to the general pl.amwlg and super• 
T1.e1on of tbe pragr111118.' i  

2. Tecbn1w.. ccalllttee aDd board tllea 
coll811Jt1.ng ot (1) egeQd&e, dJ.reet.iv-ea, 
minutee or lm!eti.Qgs, and reports 
covcr1J1s gellU&l. operat1oas of the 
ca=.ttee c;r bCBrd, am (2) pe.pere re­
lating to the eotablietuiieat, 
rev1o1on, or ten:i1.Dat1an o� 1Dd1vidual 

• 

Jll'OJ ecte. 

11. Official ti� or the co=ttee Coo1"om to ageix:y Diapooal not authorized by 
or board .IIB1.Dta1md by the practice this schedule. Close nle 
Sec-etary, C21&1rm.D, � otber every 3 )'a&l'B, TJ-anaf'er 
dellJpee. clo1ed f1le to Feder-.1 Recard8 

Cellter arter 2 YHra. 

SUPERSEDED 

https://coll811Jt1.ng
https://office.11
https://iDclud.ea
https://c01Z11:rci.al
https://ac=.lati.qJ
https://aruem.lo
https://�lopi.Qg
https://Deftlopa.at


• 
• 

CODf'onl to B8ffllC7 

SUPERSEDED 
OE!lmAL RECaUE SCBEilUlZ 19 

RECOl>MHDED 
DISCRIPl'IOll OF RECCROO HE'l'BOD OP' FILl!l: AtmroRIZED DISPOSITIOfl 

b. Copiea of cCltllllttee or boud ConfOr'l:I to f.lSeDICY D1Bi,oae 'When mrper11ed11d or 
f'ileo dirtrtbuted � IIB!lhers. pl"lldi Ce oboolcte oz, upon ten:d.na­

UOD of aemberehip wb..ldl­
�r 1s euller. 

3. ProJect eaae fih!a i:aiJrta1Ded at 
the lsbgntal7 ar ca::ipara.ble
leYel, ren.eet1ag a caziplete
h11Jtary or each p.roJect fl'ln 
illit.iatiOD thrcn.agb reseercb, 
�lop:leDt, d.e■ip, aBd testi.Qg, 
to c<Dple'Ucn. 'ftiey 1.aclmie 
(vbeD created b:y 86eDCy JJUIIODDl!l 
or received frcm cont.ractors) 
�nt fil..ea, ct10111� of 
a cgyr of each c011trac't or � 
mezrt tor reeearcll eerrtceo vi't!I 
related CDd.1ncat1o.as, cha.11@:eo, or 
edden:bme; proJee't. &IZtbcnze.tian 
doeiments; projee1. cards; techm.cal 
c:bsracteriutics; teS't IIDd trial 
Nsulta; �•, spee1f1cat10D8, 
IIUld pbotographa conaidered. to 'be 
eai.e1%t1al to doclment deeip,
modJ.t1cat10DB, and �r-1.as 
deTe�; tedmice.l 11.Dd pJ"Cl8n!H 
�•; DOtice or CGl:lfle\iOQ or 
c1111eell.at1c:m.; reference to tlle 
locat10D or prototype moc1e11, 
ttllls, or otlle1' it.ma too buliy 
Irr ilM:lDd.aa in tbeae ff.lea; &ad 
corre�ence 1DfiueDC1J:lg the 
COlll"ee of acti.OD tak.eD OD a 
project. 

L11Jta, clll"d lJ:ld.e:xea, or oUim­
Rd!.a ret'lAlc:Ullg :lJ1 a c <Sllpl"e­!.Jlg
beuin -.mier 1miv1.dlal projects
adm.aistered bJ" azi. 118eDCJ'. 

By project. number or 
t1 tle, aa appropriate.
Whell the volume varr1111t.11, 
papers 1D case tile 
i:iay be 1Nbd.1v1ded by
t,"pee, e.g., procure­
oent n1ea, avtlloriza­
tion docu:ienta, N!pOJ"to, 
am dre.Wi�• alld 
ape-cif1eat10D8, 

Com'arm to llgBIICJ'
pmcticc. 

Dispoeal not autbori2.ed 
by t.bio sc:hrd.ule.. Tr8D&fer 
to imct1 ff rnc llpOD,
receipt of completion or 
tel"lld.nat1011 �1 c:e; break 
i.oactive tile ever-y 2 year11, 
8111d. tnulsi'er to Fedel"S.l 
Records Ceat-er a.tt.er 3 �IU'&, 

D:lupo-1 DDt iuztbartzed bJ" 
W.11 schedllle. Trlmater to 
Fed.eT&l. Records Center to 
t.be estent. praetlca!>le vit.b 
related. proJect. ftlea .. 

• 

5, � data n.1.e11, punch cardaI 
•lectroDic tape, or cc:,l!lpll"able 
.lilrd1a used to collect am aaamble 

pr-actiee, 
Dhpo1111 -wbeQ deteraiQed bJ' 
ccmipetent· IIPJICJ' research 
pcrsomel that the tiles 
ban- sernid all researchdll't& or a prel.1a1111U"J' ar tnter­

aedi&te �r g�ud t'NII p&&iJl(IM'B, 
ll'llcll proceaeee au!.Jlg�• or 
obeern.tJ.QD.11 of a rout!.Da, repet.1-
tlve mture, IIUld used tor retennce 
1a an1.Y1Qg at deten:dDlt1a1111 1D 
the cOlldnl:t of reaearch proJecta. 

\ .6. Labaratol'7 DCJtebooka cant&imJIS 
teclmical IIDd ac1mt:lftc data 
aacai:lllatil'lg fP0III tbe conduct of 
relllelU'dl IIZld. 4-J.oimem. 

a. lioteboob ecmt.a1m..aB data 111 pro.Iect. or boalr. D111J)09e 6 m:mtba a.1'tff 
det.endJled. bJ" ccapeteat mmber, aa llppr'Opriate. ccmplettcm. ar t.ermtmtim 
BC1eirt.1r1c or techm.cal of tbe Tel.ated prod� 
perGOamel either to be dUpl..1- or pro.Jci:t.11. 
cated 1D teclmical reparu or 
cl� 1A proJec-t ceae t11BB• 
CJl" to be of IIIIICh a raat1Ae or 
�ntary Ot.tm-e tba't tbe1l' 
:n!'t.entiOD valld Dat. add •slgm ncaatl.7 to tbe projeat. tile. -2-

S LJ PERS EDE D 

https://pro.Jci:t.11
https://rout!.Da
https://obeern.tJ.QD.11
https://autbori2.ed
https://varr1111t.11
https://ilM:lDd.aa
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https://ten:d.na
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ITfX 
� D�ClUPrlON OF' RECOROO 

JuiXM!IIDED 
M!'TllOD OP FIU 111 

B7 proJect. or 'book 
m-=ber, .,. apprgpn.aw. 

7. Teclud.clll reparl flh11, can.-
1118t1Qg of an official tile 
copy of each techmcal � 
or impublished mnuscnpt of 
rq,art � 1A c�1cm 
v:ltb a pro.Ject, &rt1cle re­
prints, tel"lllillaJ. mrrat1-n!s, 
st.at11ltiC$1 aQll graphic cacip11a­
t.10DS, INCCllr'imtioas, am 
IIUJII lyue 11 

B7 proJeet. mmbe!' 01" 
title, l!IDd thereunder 
by 121U11ber or date of 
report. 

8. Dnl.4.CG 4Dd specitication t'tlea, 
coaaiirtJ..Ds o! an official file 
Copy of eacb dnlYiEIS aDd upe<:1-
t1cat1on !lhoving f1Illll deuJ.gn 
am tcc:hDical cbaraeterlst.ica ot 
1 te.=s developed. 

By drav1aS or spec!•
ncation mn:ibet-, or 
1 tali mmeDclatuJ-e1 &II 
appropriate. 

9- CorreapaadeDCe files of a ge.neral 
adl:d.Jl1irtn.t1 w or bousekeepi.Qg 
mture, (ell:clueive of pa-pere COD­
ta1A:1Jl8 eeientinc or t.echmcal 
data) � by otnce■ other 
tJiaQ tboee referred to 1D It.ec. 1. 

CoQform. ta agency 
_pnu:'tice. 

10, Project coatr'ol ttlee, cQD31st1DS 
of caplH ot d.ocul:lellts cmrt&1Dei:!. 
in pro.!ec-t case files, pre�
llketchu, dr&vUlsa, specU'1cat1ow,, 
am pbotagraphs determlncd bJ' 
cc:apeteat. ec1ellt1N.c aD4 tec!m1cal 
p:rBODD1111 act. to be of w1"t1c1ent 
Tallie tor 1.JlcorporatJ.011 1D project 
case :riles, aDd corr,eupoadence con,. 
cenwg aucb adl:l:1.aistra ti'"' lllfrttere 
u tr-a-rel, CQllf�ea, coamltat1cms, 
and trammd.tt&l- of do�s. 

By pl"Qject IIUlllber or 
t1 tle, u appropriate. 

ll. Slmmry pr,Jgre98 "1>(lrt11 eubal tted 
b7 l.abonatorlee or other project
offle�• to ab.av tJ1C 1D1tiat.ion &a4 
i:!.egree of cqll!tlcm. of proJecte, 
and COD110l1d.lrted ttp,erte � 
tbe��-

( b•l.0-UJ) 

AtmlORIZED DlSPOSITIOlf 

Dlspoeal DOt authorized 
b7 th111 schedule. Trans­
fer to 1na�1 Te t'1le upon
CCIIIIJletion or term.t111.tlcc; 
break 1.Daeti-re t1le every
2 ,ears am u.mrer to 
redenu Record.a cemer 
attei- J years, 

Dlspoll&l QOt ati"Ulorhed by 
t.bie •cbedule, Tram fer 
closed file to Fedenl 
Recordo Center &fter 
5 �ar11. 

D11fl)0G&l GOt authorized b7 
th111 ec:bedule, Tnmsfer 
to 1.Dactln file vheQ iuper,­
aeded or obeolete;  break 
lllact1n n1e at. eDd of 
eadl �; tnmafer to 
Fed.!!ral Recorb Ceater af­
ter l year. 

Dlapose after 2 :,eez-a. 

Dlepoee vpon Call)leticm 
o:r Ca11CellatiOD of pro )eet, 
o:r e-.z-Uer, •• tbe7 aen-e 
tbeir purpoae. 

a. COpiu or report& ret.&1Ded b7 
repartil:ig offices. 

Diapon l � after 
pra.ctlce. coapln10D or cancell&­

UOD or related proojeet■• 

-J-
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IT!X REOOMKENDED •� m:scmrnoR or RECORtl6 METBOD or num Alll"llORIZEP OISPOSITIOR 

b. Feeder re:POTta 11,aed ror- compti.,.. cam'Ol'111 to &gelll:J' Dispose upon 61.l'bc:1se10D 
t10D of c.:maolldated reports, f�lee. of con&oUdated report.
ucept aa illdieated 1A .!: 'belov. 

1:. CanaoU.l!at.ed. r,e�e., COllairrt.- I,1sponl!i.l 1IOt aut.han.1:ed 
1.Dg ot 111A orrtcial file coVJ or by tllh schedule. 
ea.ch CODll()lldated re-part. and 
� tM<ler reJ)()na used for 
pl"epal"ati()ll theNOf coataim..ng
teclm1cal. ar acieat1nc data 
aot tllUy doeuizDted 1D tbe 
CODBoll� nprts. • 

12. �st1gat1Te fl.leo pertaiaiae: to 
e%plorat1oa. of tae teas1b1Ut:r of 
IID80llc1ted ptQpOsalo for project.a 
recdYl!d tram f..ad.irtd1-l.1. 

a. PropollOla resultizlS 1D wttl1 �lated Su:le as ror It.CD J. 
e;uthortze"- projects. project. files. 

b, Rejected proposal.a. Conform to agenc;r Dispooe 5 years af'ter 
praetlce. c<miplet10A of 1nvert�t.1on. 

13. Procma::amt; t'lleu, coas1at1.De; of See Item 41 Geaeral See It.em 4, General Records 
fonial COl1'tradtB or llgne!Zllt.B Reco?"da Sdledule 3 ,  Sclledule 3.  
111 ta UD1 V'l!r fl1 t,1e BI CCIIIIUC 111\l 
coDCenao, and f..ad.1'11.chals tor � 
search &Ill! de-t'el.op:leJ2t vorlr., and 
related paperd• bin. exclus1n or 
teclm1.cal or u,ctent.tt'lc data 
fUrnisbed to t,he Ooftr=ent. pursu .. 
&Dt ta the ter= ot the coDtn.ote •
or agre�s a.Dd 
copieG of contraetual doeaeats 
filed 1n pro,Ject ca11e t1le11 llefiDed 
1D It.ea 3 01' t.b1 B scheditle • 

Techn1c&l · l"etereace files, e<mstat- Com'on:i to ageDCy D1spo11e vtlell Nl)ereeded
i.ug of copies ot technical. �a, r,ract.1ce. or obaol.eU. 
spe0iticat.1ons, dl'�s, and oth8r 
tecbnJ.CAJ. aDd sdezzt1t'1c data re-
cd� b'all �ot ageacies,
COCl:K!l"CJ.al coi,ceros, Ol" other 
80\UCes, Wied aa a refe:renee SOltl'Ce 
1a tbe pen'ol'WIDCe of the reaearcll 
&l:ld �lgp:ICD't f\mct.!on, but ezclD-
alve of offl.c1al flle coptes of' tbese 
doe\U:leDt B 

Item 1. 'lheee are p1tper11 created aDd acC'alClllat.ed lA offices ot progl"81:1 cU.rectors ol" ca:;parable 
�o ren.ectlllg st.arr &dm.D1stnat1011. of t.be reaearct and denlQp:le?lt tuDet1oo, vtuc:b due to tlll!i.r 
"1deDt1al &Ild otlw!r values are "t&1Ded. u penanent recorde. 

Item 2, Most ageneies ,in.� research and deTel.op:!eDt program ba'n! established. ei;zs:d.ttees or boards 
to study teclmleal prob� relati.Dg to such mtt.ers ae autAor1ut1<m of projects, echedulJ.1:18 am 
pbarlllg operations, aild. the 1.Dteroa.l coord1.Dation 8.11d ccmtrol ot tl1e N!searcb &lid de-/elCJ?lll!llt pragl"IU:l. 
The,- also e:e11erally CBJ,.at,a1n lla1ecm vitb other S09'er1D!!llt age11Cies and amrgoven=ea:tal reseax-cll an:!. 
4"el.op::ie11t ac-uv1t1es rOl" t.ne pizrpose of e:xCIWJglllg 1deu aDd c011eepta and admD1ster1ll8 1ut.er-
aseDCY pro.!e-ete. ID a.d,dlt101:1, tecaJUcal or ecient1nc Jl"ri,,oimel my oec<Dl! J:111!1:Zbera at cca:dtteea 
apoD80red r,y at.tier agl!D.Cles or c:a::aerc1a.l cODCerQ.I. lmlotar aa thclr re0orda reflect uie orf1.c:1al 
poe1t10D or tbe 118CDCY en pl'QDlems discussed, ttiey ray ce conaid.ered ae ort'1c1al r-ecords or tl1e agenc7 • 

• 
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R=Ol"ds aceumtlated by boards and cca:d.ttfts are considered to bave retellt.100 valurs CQCIP&nlble to 
those stated for Ite:i 1 above. Copies 41Rrtbvted to ecanlttee cicmbera are for t.hetr reference U9e 
!lDd. can he dtsposed of' vbeD no lcalger usetul. to thei::i. 

�. CaGe ftlcs Cl81DtaiDed at the laboratory or ca:iparable leTel reneetins a history of the 
�t.:r coDDeC't.ed v1t.h a specific pro ject. They coatain the be.s!c tedmical aDd sdent.ific dat.a 
deTI?loped durlll8 the cow-&e of the pro'eet. The rete11tton value of these file& t"or � research 
studiea 1& corrt.iagerrt. upo.n. such factors as the neld of research in.volved, t.he 1.Clportance of the 
specific project 1DVQlvcd, &Dd t.he nature of f'1.J:w..iags arid coi:iclus10DD reached. It 1a Z"ecognir.ed
that certain pro. iect files v11.l have little future scieatific or other researdl vt.1.lity. Hove,rer,
the f'Ues as a ge111eral clasc coat&1n md"f1e1em. sc:1entific data D0't duplicated elsewere to 'lllln"IIDt 
c<mtimled prese"11.t10D. Exact. st.amarda for Bl!leet.10D of those case files vbicb do DOt � 
collti.mled preeervat.ion caaDot loSical.ly be d1see:m1.Dated t.brcNsh the izd!e. of a geDeral records 
schedule. This can best be acc:a=plished by ee.cb agew:7 iv. tba deve�i:rt. of 1te records eout.rol 
schedule. 

Item 4. Normlly, 114!:encieo i:iaiutain lists of currellt pro.)ects f'or adlld.nietraUve pn-poses. In ether 
IiiiEiuicu, card files rz.y be IIIIU.lrta1.Ded reneetillg brief' syziopses of research pro )ect11. Tbe-se or 
ca:rpan1,ble tiles ""Y be of CO!lll1d!!rable uee to :future researchen 1D d!!ten:d..Q1.l:g the exilr'tence of 
data 1.n specific ttelds or reoearcb, &!Id iD deten:d.mll6 tbe ecope or an ageu::y' 1 part1c1pat1on 1n 
reGefU"Ch fllnctiODS. 

Itea 5. Cert.a1.n research pro.)e<:ta require the cOQduet of loag-rllllge e.xp,en.aeDtal and ob11U'911.t10Dlll 
�vit.h rre�at record1J3gs or re6U.ltillg data. Also, data my be colleet.ed rra:a � po1.nts by 
1:11eBDD ot queat101:m111.res and reeurr1IJg reports. The data ia often railltail:lled 011 puzicb cvd11, 
el.eetrom.c tape, or comparable media. It eervea a basic re11earcb pm-pose 1D arrtvillg at conelus1ona 
and deten:d.:aatlone dur1Dg t.be cow-se of' a project.. 01'ten the data 111 collated. and publlnbed 1D a 

0 

.) conden.sed 'but cCElpreheDaive cmmez- 1D teclud.e&l report.11 or �•· In ouch cuee, 1t 1:117 be 
determ.Ded by odent1f1c pl!l"IIODD8l that. the aaun:e caterl&l fra::a vbJ.ch the dat.a 1s ert.racted, IICl!le­
ttmes constitirt.illg a large volume of pal)el'B, -..y be d111p011ed of a.e bav-1.Qg DO turther research 
-1.ueD. Also, 1n the abaei:ice of coade11Ded �eiOll.8 or the data, sc1e1Jtif1c perllOllllel may d.et.erm.Dil!! 
tbat the source data adds little of i.l:lpoTt,aace to tbe 1Af'on1Dt1ou. coutaiaed 1A ether paper, tttdDed 
SA com1Kt1<m vtt.h a- pro�ect, QDd my aPJlZ'(IV'e !to d1spoual vben 1t bas Den-ed 1111:::iediate re1e&reh 
parposes. 

Itm 6. 'nleoe notebooks are 1118.intained 'by ree:earch penormel as a izam1 of' recordUg IIUld. reta1mllB 
ditii'"iecesmi.ry tor reference dur1llg the cour81! of II proJect. SJJI= they are 11111Jrt&1Df!d Oil an 
1Dd1rldual buh and each research irpec1alitJt recorda tile data be comide?"s oeceseary for refere�, 
the Datebook11 ,racy s.e to coutev.t aDd ct1111ple1:allenc of 1llf�t1on. Cer'taiv. of' the boak1 canta1n 
DOtes or a f"rllgizlltary 1111ture, or not.es that 11111 be d.irt':lcult or 1.mpoaaible to 1Dt.erpret except 
by the epec1al1et. 1lho vrote them. ID ot.ber illlrtaDcea, t2:le books cozrtain baa1c sc1e:t.1nc data 
ehoW 111 DUf'ttc1eut detail that, 1f not doc\meD'ted 1D techm.cal reports or other coi:lld2need f'oni, 
are ICIIDed.ed for coatillled research J'l'l"P'.>ses. l'btebooks ccmta1D1.Dg data e BBeJlt.1al 111 establlsh.11:18 
pat.eat ar 1�at1ca:,, rights are ret.aiDed. 

Ites:i7. 'lbeee l"epGZ"ts dOC'\11111!Qt 1D 8IIIZl8rY tora the t'1Dd1Jise aDd C0DC1wlia1111 readied relative to 
apecific pro,lect.s. A8 sueb, they clarity and &"Upplez:iellt the 1.Qformt10Q �d 1D laharat.ory
notebooks and otber aCll.U'ce data. 91.Qc-e they present a eom.ensed ILlld concise ll'UCC81'Y acccnmt1ne; ot 
acc<q1l1sbed project.a, a caiiplete set of' the reports of each agency 1e reta1Ded pel'llllllectly. 

Itec B. Df'avtilge am spec1f':lcatiODB ar@ uaef'Ul adJw:icts to the ttle■ dl!f'1.Ded 1n Iteas 3, b, 11.11d 7 
oftliI11 acbed.ul.e. 'l1Je dn.viags ehOW' i.D. rt■ua.l r= the mechan1cal am other pby,lical character111t.1ca 
of tbe items develaped1 and the apec1f1cat.101l8 expla1z:i these charact.eri■tice tn det&.U. Tbey are 
euellt.ial for productJ.OD 111.11d e:e"1.c1118 of the 1tem developed, !!lad for cod1f1eat1ori., redulgD, or 
cc:ct1DJ.1ll@; re.earch OD the 1 te=s or re laWd i tc=s. 

Item9, 'nlese files IJl"9 m.1llt&1.Ded at the lat>oratQry or cmparable l�l, am at ofr:tces haY'i.cg
IIWIOl'd1.z2ate 1'1!apona1'b1Ut.y for a4m1.mstrat.ion or the l"eeearcll aDd develop:lent- p�. They do 
not. documeDt bulc m.1s1C1211 or �ions, 111.11d serve only a t.mparary admmst.rat1ve PD"J)OM. 

-5-
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rtei::i 10. These :N.les are geuero.liY IZ111ta1Ded. u a � of 11.,eep.1.Qg ad:::11.Jllst.rative perllODQel iD­
ran:ied on the eta1:.wi and. pragrees of proJect11. The essential 1m'�t1CD:1. cotrt&ined 1n 'theae f"l.lea 
is duplicated 1n the act1l3l project case files =a1.ntained at the opere.till8 le-vel and 1n tecmucfll 
ecam.ttee e.nd board files. �Y aerve cmly a temporaey purpose dUl"i.Qg tlle life of tbe pro.lee�. 

It- ll. Collaoll�ted 1116ency � progt'eSS repol"ta have conti.tl.l1.llg e"'1.dent.1al value, since 'they
abov 1ll. BUCl:lllrY n.ehian bov the iiaenc1 11.Cca:ipllllhed T.he �search and davt!lgp11eot fuDctlOD., probli=s
e1:11::ouzrtcred in acccmipl.1� v,.rloue projects, 11.Dd ca:IPl'rable 1n!oJ"IIIQtion. Since 'the consolidated 
reports coutaiD basic data re.r:lect.ed 111 operetl.ig UDit reporta, t.hcse latter reports are authortzed 
for disposal an.er t.hey have aer'VN �atnt.tive purpo■es. 

Item 12, UIIBollclted propo11alll s1.ibcd.tted to f!8eDCiea by 1!ld1V1dual& are geqerally found to be 
umcceptable for exteDL.;ive research 1D:'l'est.igat1on, Wbcn a propoBeJ. 18 accepted for far,:al researcll,
tbe resulti.Ilg files a.rt' coapanlble to those created 111 the conduct of otlier research pro!'Hjects, and 
are GUb )ect to the 69J:le d..1opoGJ-tiQD. Re.jeeted proposals are cru.lltaJ.ned Oitly for t.he period required 
for 11JV'Clltigat1oo alld to an.-nrer any 1DqUiriea that my arise thereafte-r. 

Itec,. 13. "niei,e filei; -renect the a.o:nnl b\lyer•aeller relatiotU:blp aEi do other proC!l.lTel:lent f1leG, 
1111d are theref'oN! GUbjeet to w,e o.m:ie d1GpOsi t.ian._ 

Itm 14. The iqveGtigative and expl.ontory Dll.tur"e of the reoeBJ"c:h aild develOp:leat:. function requlreo
that ■cientific aDi profeoaiOIJIU peraomiel be 1.nf'ol'l!ICd. of current c:oQCepto, idea11, alld priDC:ipleo
in th111 field. Vol�e N.UD of refe:reDCe l:llteriale llrt' often caJ.ntained by relleerch and develap­
iznt offl.ces to llCc:c=ipllah t:.ha� ob.je<:t.1 ve , Teclmical report a and other � fel"'ence doc:u::iento generally 
are superaeded � the infon:zt!onal content becoaeo obsolete arter a period of t.lJ:le. To illS\ll"e that 
current and aut.heatic: GCientffic data 1B 1DDediately a'Vllilabl.l!, INperacded and oboolete C111.terlal 
Gbt.Nld be perlod.ically w1 thdrayD for d..1.spoaal. 
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