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JOB NUMBER
(See Instructions on reverse) /i/ / - 0 &g -0 5/ ,:5

To NATIONAL ARCHIVES and RECORDS ADMINISTRATION (NIR) | [DATE RECEIVED / 5/ /
WASHINGTON, DC 20408 /LY /0 &

NOTIFICATION TO AGENCY

1 FROM (Agency or establishment)

Depariment of Health and Human Services
P f In accordance with the provisions of 44

2 MAJOR SUBDIVISION U S1 (é 3303a the disposition request,
including amendments, 1s approved except
Food and Drug Administration (FDA) for items that may be marked “disposition not
3 MINOR SUBDIVISION approved" or "withdrawn" 1n column 10
Agency-wide

4 NAME OF PERSON WITH WHOM TO CONFER 5 TELEPHONE DATE ARCHIVIST OF THE UNITED STATE
Seung Ja Sinatra (301) 796-3802 A 0T '

6 AGENCY CERTIFICATION

I hereby certify that I am authonzed to act for this agency in matters pertaining to the disposition of 1ts records and that the
records proposed for disposal on the attached _4 _page(s) are not now needed for the business of this agency or will not be
needed after the retention periods specified, and thpat written concurrence from the General Accounting Office, under the
provisions of Title 8 of the GAO Manual for Guidance of Federal Agencies,

1s not required, DIS attached, or D has been requested
DATE SIGNATURE OF AGENCYREPRESENTATIVE TITLE
7// O_/Z}yyx /& HHS Records Officer
° 4 7/ L
7 / 9 GRS OR 10 ACTION
ITEM 8 DESCRIPTION OF ITEM AND PROPOSED DISPOSITION SUPERSEDED TAKEN (NARA
NO JOB CITATION USE ONLY)

Unless specifically stated otherwise in the description or the retention,
all tems are media-neutral and apply to paper, electronic, microform,
or other media in which records may exist

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

File Code: Prefix = FDA

Item No.

1.1

1.1.2

Records Description and Authorized Disposition
Training and Education

FDA-wide Training Program (Mission Areas) Records.

Includes records relating to in-house mission related training and
professional accredited training

Records that cover the training programs 1ssuing Statements of Credit, are
maintained in accordance with the certification criteria set by organizations
such as International Association of Continuing Education, Accreditation
Council for Medical Education, Council for Pharmacy Education,
Maryland Nurses Association, American Nurses Credentialing Center’s
Commussion of Accreditation, and Maryland State Board of Veterinary
Medicine

Course Materials.

Includes materials developed by FDA and used 1n traimning courses for
mussion oriented functions or activities and accompanying materials
Materials may be offered electronically or 1n paper

Certain records contain confidential information that may not be publicly
released, disclosure 1s subject to the Freedom of Information Act, the Trade
Secrets Act, the Privacy Act, and restrictions 1n other statutes and FDA's
implementing 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 1s later

Rosters, Course Information and Administrative Files.

Records relating to the establishment and operation of mission-related
training courses, including but not limited to course descriptions, course
announcements, participants, logistics reports, recommendations, files on
mnstructors such as Curriculum Vitae and disclosure statement, course
funding information

N1-088-08-3

NARA Approved
Citation

Agency manual
1nstruction

Supersedes
X-3a in part
NC1-88-78-1

Supersedes
X-1, X-3a and
X-3b
NC1-88-78-1



1.1.3

1.1.4

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

Employee Training Records.

Records relating to mission-related training courses completed by
individual employees, including but not limited to individual training data,
course information, certification and recertification records of participants
such as inspectors, investigators, compliance officers, consumer safety
officers, supervisors 11 their respective mission subject areas for FDA
regulated products, transcripts, and other related materals

Certain records contain confidential information that may not be publicly
released, disclosure 1s subject to the Freedom of Information Act, the
Privacy Act, and restrictions in other statutes and FDA's implementing
regulations

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

Training Reports.
Includes reports of training courses completed throughout FDA that are
submitted to OPM

Disposition: TEMPORARY
Cutoff at end of the fiscal year in which submitted Delete/destroy 5 years
after cutoff or after OPM review, whichever 1s sooner

N1-088-08-3

New

GRS 1-29

GRS 1-29al
Supersedes

A4-7,
NC 1-88-78-1

GRS 1-29a2



1.2.3

Dispostton—TEMPORARY ——
Delete/destroy-when3-years-old-

Course Materials.

Includes matenals developed by FDA and used in training courses for non-
muission oriented functions or activities and accompanying maternals
Matenals may be offered electronically or 1n paper

Certain records contain confidential information that may not be publicly
Released, disclosure 1s subject to the Freedom of Information Act, the
Trade Secrets Act, the Privacy Act, and restrictions 1n 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

EDA Trammne Database Records-
eludes-the-following systems-whieh-mamtarm-trainme relatedreeords

N1-088-08-3

Supersedes
A4-8,
NC1-88-78-1

GRS 1-29b

Agency manual
mstruction



Reportsand-Output-Records- GRS 20, items 4,
nely extracted-data-used-to-measure-ratnne sos : ad 5,6,12,and 16

Agency filing
nstruction

N1-088-08-3





