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GENERAL RECORDS SCHEDULE 14
Information Services Records

This schedule covers certain records pertaining to informational services performed by Government
agencies in their day-to-day affairs and in their relations with the public, including records created in
administering Freedom of Information Act and Privacy Act (FOIA) programs. Except as otherwise
specified in individual items, it applies to copies of these records wherever located in an agency. Item 4
applies only to files maintained in the office responsible for the operation of the information activities of
the agency or subdivision thereof. Items 11 through 15 describe the files accumulated in carrying out
the provisions of the FOIA, and items 21 through 26 describe the files created in administering the
provisions of the Privacy Act. Items 31 through 35 cover records created in response to requests for
mandatory records declassification.

These records consist of inquiries, replies, and related correspondence; in the case of FOIA, Privacy Act,
and mandatory declassification files, appeals and other records; administrative background files for
formal information releases, and records relating to inappropriate release of privileged information.
Closely related records such as records relating to budget presentation, and printing, duplicating, and
distribution are covered by other General Records Schedules. Records created prior to January 1, 1921,
must be offered to the National Archives and Records Administration (NARA) before applying this
schedule.

Other information services records such as speeches and press releases may have permanent value. As
potentially archival records, these series must be scheduled individually so NARA may appraise them.
To schedule these and other information services records not included in this schedule, agencies submit
a Standard Form (SF) 115, Request for Records Disposition Authority, to NARA.

Press-service-teletypenews-and-simiarmaterials. Rescinded per GRS Transmittal 27
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Superseded by GRS 6.4, item 030 (DAA-GRS-2016-0005-0003)

5. Commendation/Complaint Correspondence Files.

Anonymous letters, letters of commendation, complaint, criticism and suggestion, and replies
thereto, EXCLUDING those on the basis of which investigations were made or administrative action
taken and those incorporated into individual personnel records. Superseded in part by GRS 6.4,
item 020 (DAA-GRS-2016-0005-0002)

Destroy when 3 months old. (GRS 14, 1952, item 5)

relatingtorecord-setsscheduled-as-permanent. Superseded by GRS 6.4, item 030 (DAA-GRS-2016-
0005-0003)

{H—Grantingaccessto-alttherequestedrecords. Superseded by GRS 4.2, item 020 (DAA-GRS-
2016-0002-0001)

{a}—Reguest-notappealed. Superseded by GRS 4.2, item 020 (DAA-GRS-2016-0002-
0001)

{b}—Regquest-appealed. Superseded by GRS 4.2, item 020 (DAA-GRS-2016-0002-0001)
3}Benying-access-to-allorpartoftherecordsrequested:

{a}—Request-notappealed. Superseded by GRS 4.2, item 020 (DAA-GRS-2016-0002-
0001)

+{b}—Request-appeated. Superseded by GRS 4.2, item 020 (DAA-GRS-2016-0002-0001)
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b—Official-file-copy-ofrequested-records. Rescinded per GRS Transmittal 24

nan DN a o oD a ha orad

appeatif-filed-herein}. Superseded by GRS 4.2, item 020 (DAA-GRS-2016-0002-0001)

a—Registers-orlisting. Superseded by GRS 4.2, item 040 (DAA-GRS-2016-0002-0004)

b—Otherfiles. Superseded by GRS 4.2, item 040 (DAA-GRS-2016-0002-0004)

...... O nfo on-A DN ano o-the Con e ha dan

oeragenecytevel. Superseded by GRS 4.2, item 070 (DAA-GRS-2013-0007-0006)

0013-0003)
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{4)}—Granting-accessto-all-the requestedrecords. Superseded by GRS 4.2, item 020 (DAA-
GRS-2016-0002-0001)

{a}—Requestshotappealed. Superseded by GRS 4.2, item 020 (DAA-GRS-2016-0002-
0001)

+{b}—Requests-appealed—Superseded by GRS 4.2, item 020 (DAA-GRS-2016-0002-0001)
{3} Denyingaccessto-allorpart of the recordsrequested-:

{a}—Reguestsnotappealed. Superseded by GRS 4.2, item 020 (DAA-GRS-2016-0002-
0001)

-b}—Reguests-appeated. Superseded by GRS 4.2, item 020 (DAA-GRS-2016-0002-0001)

b—Official-file-copy-ofrequested-records. Rescinded per GRS Transmittal 24

7 2gEeRey
seded by GRS 4.2, item

Privaey-Actforrefusal-byanyageneyto-amendarecord. Superseded by GRS 4.2, item 090
(DAA-GRS-2013-0007-0007)

23— Privacy-Act-Accounting of Disclosure Files. Now GRS 4.2, item 050 (NC1-64-77-1 item 27)
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a—Registers-orlistings. Superseded by GRS 4.2, item 040 (DAA-GRS-2016-0002-0004)

b—Otherfiles. Superseded by GRS 4.2, item 040 (DAA-GRS-2016-0002-0004)

ha P A e e ITa a¥a P

. Superseded by GRS 4.2, item 001

(DAA-GRS-2016-0013-0003)

{H—Grantingaccessto-al-therequestedrecords. Superseded by GRS 4.2, item 020 (DAA-GRS-
2016-0002-0001)

{a}—Reguest-notappealed. Superseded by GRS 4.2, item 020 (DAA-GRS-2016-0002-
0001)

{b}—Reguestappealed. Superseded by GRS 4.2, item 020 (DAA-GRS-2016-0002-0001)
3}DBenying-access-to-all-orpartoftherecordsrequested:

{a}—Reguest-notappealed. Superseded by GRS 4.2, item 020 (DAA-GRS-2016-0002-
0001)

{b)}—Reguest-appealed. Superseded by GRS 4.2, item 020 (DAA-GRS-2016-0002-0001)

b—Officialfile-copy-ofrequested-records. Rescinded per GRS Transmittal 23
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e—Sanitizinginstruetions. Superseded by GRS 4.2, item 020 (DAA-GRS-2016-0002-0001)

underappeatiffiled-herein}. Superseded by GRS 4.2, item 020 (DAA-GRS-2016-0002-0001)

a—Registers-orlisting. Superseded by GRS 4.2, item 040 (DAA-GRS-2016-0002-0004)

b—Otherfiles. Superseded by GRS 4.2, item 040 (DAA-GRS-2016-0002-0004)

thelnformation-Security-Oversight Office. Superseded by GRS 4.2, item 030 (DAA-GRS-2016-0002-
0002)

6-0002-

0002)

a—Files-thatinclude-the-official-file-copy-of- thereleased-records. Superseded by GRS 4.2, item 060
(DAA-GRS-2015-0002-0001)
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b—Filesthat-deneotinclude-theofficialfile-copy-ofthereleasedrecords. Superseded by GRS 4.2,
item 061 (DAA-GRS-2015-0002-0002)
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