
..
 
LEAVE BLANK (NARA use only)REQUEST FOR RECORDS DISPOSITION AUTHORITY 

JOB NUN! - () &-f - 0~::3(See Instructions on reverse) 

TO NA nONAL ARCHIVES and RECORDS ADMINISTRA nON (NIR) DATE RECEIVED 9/cJ- 7"~ P 
WASHINGTON, DC 20408
 

NOTIFICATION TO AGENCY
 1 FROM (Agency or establishment) 
Department of Health and Human Services 

In accordance WIth the provisrons of 44 
2 MAJOR SUBDIVISION USC 3303a the drsposinon request,

mcludmg amendments, IS approved exceptFood and Drug Administration (FDA) for Hemsthat may be marked "disposiuon not 
3 MINOR SUBDIVISION approved" or "withdrawn" In column IO 

Agency-wide 

4 NAME OF PERSON WITH WHOM TO CONFER 5 TELEPHONE DATE ARCHIVISTOF THE UNITEDSTATE\ 

Seung Ja Sinatra (301) 796-3802 c/-/I.?-o9 b?I~,,; ~tJ Jd£.- MAL./ 

6 AGENCY CERTIFICATION 
I hereby certify that I am authonzed to act for this agency m matters pertammg to the disposinon of ItS records and that the 
records proposed for disposal on the attached _4_~age(s) are not now needed for the busmess of this agency or will not be 
needed after the retention penods specified, and t at wntten concurrence from the General Accounting Office, under the 
provisions of TItle 8 of the GAO Manual for GUIdance of Federal Agencies, 

(2] IS not required, oIS attached, or ohas been requested 

DATE TITLESlGZF AGE-X:;SENTATIVE 

HHS Records Officerc;It ()-I2~~ 
f7 9 GRSOR 10 ACTION 

ITEM 8 DESCRIPTIONOF ITEMAND PROPOSEDDISPOSITION SUPERSEDED TAKEN (NARA 
NO JOB CITATION USE ONLY) 

Unless specrncalty stated otherwise In the descnptron or the retention, 

all Items are media-neutral and apply to paper, electromc, microform, 

or other media In which records may exist 

SEE attached sheet Agency-wide Program Records (Group 3) 

~1AIVItc\ A--~~.Jr s/Jhr 
Seung Ja Slnatra(~F'DA Recoras Officer Date 

~~-?t(~t6~
 
-f6fr, ~
11~1 .AI? '1 k~~'11OGc.: #P/e 
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36 CFR 1228 
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Agency-wide Program Records (Group 3) 

File Code:	 Prefix = FDA 

Item No.	 Records Description and Authorized Disposition 

1	 Training and Education 

1.1	 FDA-wide Training Program (Mission Areas) Records. 
Includes records relatmg to m-house miSSIOnrelated trammg and 
professional accredited trammg 
Records that cover the trammg programs issuing Statements of Credit, are 
mamtamed m accordance with the cernfication cntena set by orgamzations 
such as International Association of Contmumg Education, Accreditation 
Council for Medical Education, Council for Pharmacy Education, 
Maryland Nurses Association, Amencan Nurses Credentialmg Center's 
Commission of Accreditation, and Maryland State Board of Vetennary 
Medicine 

For mtemal	 FDA trammg program poliCies and procedures, apply 
appropnate	 records dIsposItion mstructlOns authonzed under agency vt'lde 
Program Management FlIes or 8taffManual GUides 

1.1.1	 Course Materials. 
Includes matenals developed by FDA and used m trammg courses for 
miSSIOnonented functions or acnvines and accompanymg matenals 
Matenals may be offered electromcally or m paper 

Certam records contam confidennal mformation that may not be publicly 
released, disclosure ISsubject to the Freedom of Information Act, the Trade 
Secrets Act, the Pnvacy Act, and restnctions in other statutes and FDA's 
implernentmg regulations 

Disposition: TEMPORARY 
Cutoff at the end of the fiscal year when obsolete or superseded 
Delete/destroy 20 years after cutoff or when no longer needed for reference, 
whichever IS later 

1.1.2	 Rosters, Course Information and Administrative Files. 
Records relatmg to the estabhshment and operation of mission-related 
trammg courses, mcludmg but not lirmted to course descnptions, course 
announcements, participants, logistics reports, recommendauons, files on 
mstructors such as Cumculum Vitae and disclosure statement, course 
fundmg information 

NARA Approved
 
Citation
 

Agency manual 
mstruction 

Supersedes 
X-3a in part 
NCI-88-78-1 

Supersedes
 
X-I, X-3a and
 

X-3b
 
NCI-88-78-1
 

N1-088-08- 3
 



Disposition: TEMPORARY 
Cutoff at the end of the fiscal year after the completion of trammg course 
Delete/destroy 10 years after cutoff 

1.1.3	 Employee Training Records. 
Records relatmg to mission-related trammg courses completed by 
individual employees, mcludmg but not hrmted to mdividual trammg data, 
course mformation, certification and recertification records of participants 
such as mspectors, investigators, comphance officers, consumer safety 
officers, supervisors in their respective nnssion subject areas for FDA 
regulated products, transcnpts, and other related matenals 
Certam records contam confidential mformation that may not be publicly 
released, disclosure IS subject to the Freedom of Information Act, the 
Pnvacy Act, and restnctions m other statutes and FDA's implementmg 
regulations 

Disposition: TEMPORARY 
Cutoff at the end of the fiscal year after employee leaves the Department 
Delete/destroy 5 years after cutoff 

1.1.4	 Training Reports. 
Includes reports oftrammg courses completed throughout FDA that are 
submitted to OPM 

Disposition: TEMPORARY 
Cutoff at end of the fiscal year m which submitted Delete/destroy 5 years 
after cutoff or after OPM review, whichever IS sooner 

Trammg Records (General) 
Excludes records of fonnally establIshed school ,....hlOh tram agency 
employees m speCialIzed program areas, such as law enforcement and 
natIOnal defense Excludmg records copIes of manuals, syllabuses, 
te)(tbooks, and other trammg aIds developed by the agency 

General fIle of Agency Sponsored Trammg 
Includes correspondence, memoranda, agreements, authonzatIOns, reports, 
reqUirement reVlev,'s, plans, and obj ectIves relatmg to the establIshment 
and operatIOn of trammg courses and conferences Excludes fDA miSSlOn 
related trammg matenals 

DIsposItion TEMPORARY 
Delete/Destroy when 5 years old, or 5 years after completlOn of a speCific 
tramll1g program 

Background	 and Workmg flIes 

NI-088-08-3 

New 

GRS 1-29 

GRS 1-29a1 

Supersedes
 
A4-7,
 

NC 1-88-78-1
 

GRS 1-29a2
 



DispOSition TEMPORARY
 
Delete/destroy '",hen 3 years old
 

1.2.3 Course Materials. 
Includes matenals developed by FDA and used m trammg courses for non-
mISSIOnonented functions or acnvities and accompanymg matenals 
Matenals may be offered electromcally or m paper 

Certam records contain confidential mformanon that may not be publicly 
Released, disclosure ISsubject to the Freedom of Information Act, the 
Trade Secrets Act, the Pnvacy Act, and restrictions In other statutes and 
FDA's Implementing regulations 

Disposition: TEMPORARY. 
Cutoff at the end of the fiscal year when obsolete or superseded 
Delete/destroy 5 years after cutoff 

Employee Trammg (General) 
Correspondence, memoranda, rep0l1s, and other records relatmg to the 
availability of trammg and employee partICipatlOn m trammg programs 
sponsored by other government agenCIes or non government mstItutlOns 

DIspOSition TEMPORARY 
Destroy when 5 years old or when superseded or obsolete, ..vhIChever is 
sooner 

FDA Trammg Database Records 
Includes the foUowmg systems, WhIChmamtam trammg related records 
and provIde reportmg capabIlity and have not been mIgrated mto the 
Departmental trammg system, but not limited to 

Sum Total Pathlore Leammg Management System (Pathlore CDRH) 
The vt'eb based system used by CDRH has 1\\'0 modules Student 
Center that allows for an Indl'ndual Development Plan (IDP), regIstration 
for classes, onlme course creatlOn, and other tasks, and Leammg Content 
Management System that allovt's creation of onlme courses and testmg of 
dIdactIC matenals for onlme viewmg such as web casts 
CgER Trammg Access Database (CgER TAD) Mamtams CgER mtemal 
and external trammg related mfonnatlOn and records of employee trammg 
CVM Staff College Kno'",ledge Center Mamtams course content, student 
trammg records, evaluatlOn data and other related mfonnatlOn and tracks 
competency 

Certam records contam confidential mfonnatlOn that may not be publicly 
released, dIsclosure is subject to the Freedom of InfonnatlOll Act, the Trade 

Supersedes
 
A4-S,
 

NCI-SS-7S-1
 

GRS 1-29b
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Secrets Act, the Pnvacy Act, and restnctions m other statutes and FDA's 
Implementmg regulatIOns 

Instruction Apply dispositIOn authonzed for appropriate cOlTespondmg 
records m this schedule If records are migrated mto the HHS system, 
delete after the venficatlOn of successful data mIgratIOn, or '.vhen no longer 
needed for admlRistratlVe or reference purposes, whIChever IS later 

Reports and Output Records 
Includes extracted data used to measure trammg goals, routme reports, ad 
hoc reports, and report denved from the output records 

For reports generated to produce recordlfeepmg COpieS,apply appropnate 
retentIOn authonzed for that record senes m this schedule 

DIsposItion TEMPORARY 
Delete/destroy '.vhen the agency determmes that they are no longer needed 
for admmlstratIve, legal, audIt, or other operatIOnal purposes, whIChever IS 
later-

GRS 20, items 4, 
5,6, 12, and 16 

Agency fihng 
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NI-088-08-3
 




