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f-- -----, ----REQUEST FOR AUTHORIT"{ ; DATE RECEIVFG ! JOB NO 

TO DISPOSE OF RECORDS i FEB 1 1 1976 I	 I 
_~~~~~I"stTu::,ons	 on "Ieve-s_e_, _ --~~-L-:	 0 -76- 31TO GfNERAl SERVICES ADMINISTR,UION	 N_C_l....!....-t~9

NATIONAL ARCHIVES AND R[CORDS SERVICE, WASHINGTON, DC 20408 I NOTIFICATION TO .....GENCY 

i FROM (-AGENCYOR -EST.ABLISHMENT~--------------------	 -r ~-accordance with tho prcvrsrons of 44 USC JJOJa tho dIS 1 

Dcp~J:."Ementof Health, ~ducation, and Helfare po•• 1 request, Including amendments, IS approved except Icr! 

2, MAJOR SUBDIVISION 1 IIe ,-;:5 that 'NY be stsmped "d .. posal not JpprDved" or ""'iI" I 

Public Health Service . dr... n" on coiumn 10 i 
3, MINOR SUBDIVISION I 

Office of the Assistant Secretary for Health I	 I 
4 NAME OF PERSO"l WITH WHOM TO CONFE:.R \5. TEL EXT,	 II 
_Qarl ~-.!	 H·3.nn 443-2055 15-2t5::.2t: i 
6. ,CEIHIFI(,ATE .or ·.ACEriCYFlE;Pf'I[fiEr4TA-TIV[ 

I herebi certify that I am authonzed to act for this agency In matters psrtam.ng to the drsposal of the •• ,ncy's records, that the 
___ page(s) are not now needed for the busmess of thiS agency or will not be needed alter the retentron periods specrfied 

- ~	 D.41vJ.d' 
Dept. Records tfr,mt. Officer~/t.l?6 --~ (TItle)R (Slg~~t:! o~):gC~I~SR:Dresentat.\'e)·~-~I'---~------~----------------------------------~I~---7. 8. DESCRiPTION O' ITEM 10 

ITEM NO (With l nclu srve Dates or Retention Periods) L~OOR ACTION TAKEN 

----------+------------------------------------------------------------------- ----+-----------
RECOrJ)S COrr~OL SC~illDULE ;.'O~ USE EY THE OFFICE 0:::;' THE
 
!~SSIS'E:'..Er SZCI'2T}J1..Y FOR 1I2ALTli, PL':?LIC m:.\LTH S::::?VICE,
 

D2::PA~~G1E~'IT EDUGATIml, PELFA?J.:
0:2' llliAL'.m,	 AIm 

The Assistant Secretary for Health is respoDnible for the 
cl.i.rectionof the Public H::!althService, [or pt'ovidi.ng
 
le<1dershir:' and ~)oU_cy ~~uidance for health-related activi-
t.:'cs t~ro:.tghout the De;::'art:7lent and for maLrrta Lnf.ng rela-
tionships uith other gover nment a l and private a2encicG
 
concer-ned uith health. The As s i.s t anc Secretary for.
 
I~alth is thc principal advisor and assistant to th8 Sec-
retaly 0,1 hea Lt.li policy and all health-related activities
 
in the De~Hrtr,'ent.
 

Il1EO;:.'l'l\nr: Unless ot he rr-Le e stated al1 offices of ;:'ASH 
H5.l1 fOiT(J17 the aarae auchoz-Lz ed dis po s I t Lon instructions. 

1	 Intl1cc1'i.:~~?~L~_~i_.!=he A~,s:is!'~n:': SC~~~L.l2!._!lealth:
 
Lnc Luoe d or e the /.SSistC:IUi_ scc cet arv, Deputy Ass Lstn nt;
 
Secreta:!"y, and i?~;:ecutive Officer.
 

a. These files consist of or relate to guidance, instruc 
t Lonn , arid decisions Lssued c r received by the LmmedLat e 
0fficc of ~he Assistant Secretary, relative to ad~inis-
t ra t Ivc and pr{j~raFl opera t Lons , Included is pert5.nent 
correspondence Fith the se cre tc ry , Dlm~i) and hds s ta f f ; 

http:pt'ovidi.ng
http:psrtam.ng
http:15-2t5::.2t
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheei: 

:.; . . t 

8 DESCRIPTION OF ITEM 

ITEM NO (WITH INCLUSIVE DATES OR RETEXT10H PERIODS) 
7. 

Principal Operating Components, DHEH; PHS Agencies; Re-
gional Health Administrators; and other Federal Agencies
as well as budget statem~nts, briefings, presentations,
speeche~, digests, and backup materials of a highly sig-
nificant and sometimes sensitive nature. 

Authorized Disposition: Permanent. Transfer to the FRC 
" t-7henno''Longer -needed' for t rat Lve anaadrni.ru.s purposes

offer to the National Archives 3 years thereafter. 

h. These records pertain to routine correspondence uith 
Congress, State and local government activities; and ac-
tivities outside gove rnment , These files relate to such 
matters as inquiries about ongoing programs; general
public inquiries and remarks; requests for information;
and explanation of regulations, directives, procedures,
and policies. 

Authorized DisFosition: Transfer to the FRC when 2 years
old and destroy uhen 5 years old. 

2 Policies and Procedures: These records reflect the pol-
J:Cies anc p roc cduces established for program and admin-
istrative o?erations throughout the Public Health Ser-
vice, and usual1y require approval by the Immediate Of-
fice of the As si.stant Secretary for Health. Included 
are staff studies, action papers, SUl1'J:18ries,digests,
prcsentat~ons, iaterpretations, clarifications, evalua-
tions, conclusions, recommendations, evidence of staff 
coordination, and decisions. The office of record is 
the sua f f office initiating, or primarily responsible 
for implementing the policy or procedur2. The policies
and pcocedures are usually promulgated in PHS Issuances 
to the mm Staff lIanual System. 

Authorized P'i.sposi.tion: 

a. O£fi.ce.of TI.~cord- Perma:12nt. Transfer to the PRC 
when superseded, obsolete, or no lone0r needed £01' ref-
er.ence; and of Eel' to National Arch:Lves 10 years the ra-
after. 

b. All Other Offices - D:::stroyFhen superseded, obso-
lete, or Hhen no longer needed ;or reference. 

3 !:......--=:...<::o"ci""..:.:.- St'~.J:f... _o!-__ P'l'"o"'r"''''s·! - CJ. •• ~ _ Secr·-.t""·"t. .. ~.1 ""0-• _ Or" T'1e hSC';"t<>,~t>J .....(r~. oJ ... '- ..L 

Ncalth has responsibility for certain special activities 
,'7:1ich r eLat.cd to the ove ra l.I pr'og ram and administrn-a rc 

9 10. 
SAMPLE OR ACTION TAKENJOB NO 

16-L9<U-l OPO 
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

I7. 8 DE..."CRIPTlONOF ITEM 9, 10, 

__ ITE_M_NO_'_I <W_IT_H_IN_C_LU_S_IV_E_D_AT_ES_OR_, R_ET_EN_TI_OH_PE_il_IO_DS_> ACTION TAKEN S_AJO_M_~L_~_~_R_il

tive responsibilities of the Public Health Service. Ex-
amples are international health and population affairs. 
These responsibilities arc assi~ned to Special Staff Of-
fices established for the purpose of carryin~ out these 
technical prograns. Such offices !'02portdirectly to thc 
Immediate Office of the Assistant Secretary for Health. 
Certain program records created in these Special Staff 

,Offices -have -signif:i:ciHlt·,historical,and/or- research 
value, and consist of or relate to such matters as coun-
cil and committee me:nbership; transcripts, ninutes, pre-
sentations, digests, summaries, recomnendations, evalua-
tions, and reports on pertinent meetings and conferences;
and pertinent other reports, staff papers, memorandums, 
agreements, resolutions, letters, and studies. Records 
of historical value are kept separately in each office. 

Authorized Disposition: Pernanent. Offer to National 
Archives \]ren no longer needed for day-to-day operations. 

4	 Consresstonal Cot'res..E£.ndence:These files consist of 
correspondence betuecn members of Congress and the Pub-
lic Health Service. Included are the incoming co:-res-
pondence, sugzestions for possible use in preparing a 
reply \'lithsupporting documentation, final reply uith 
staff clearances obtained, along ~.Jithany other support-
ing materials. The office of record is the responding
office. These records are filed separately by each of-
fice as those of permanent value and those of temporary
velueo 

Authorized Disposit~~ 

a. Office of Record. Those records of permanent value -
Transfer to the FRC when no longer needed for day-to-day 
operations. Offer to National Archives 10 years there-
after. 

b. Office of Record. Those records of temporary v~-~ 
Transfer to~he Be when 2 years old and destroy '#'YeatS' 
~~f'{ unless needed for a longer period due to in-
cumbent Congressman's continuance in o:[{ice. 

c. All Other Offices. Destroy uhen 2 years old, or 
earlier if no 10nser needed for day-to-day operations. 

5	 General ~eports: 'rhe.se are administrative and program
oriented reports of historical value. They are either 
created uith:l.nOASH or submi.tt.ed to OASH by other PHS 

Foro: cop; ... , including origiAaJ, to bQ -x.m.iHocl '0 tho NctiouaJ &c:hlvCli lG- 5\l428-1 ,"po 

http:submi.tt.ed
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

97. 8 DESCRIPTION OF ITEM	 10
SAMPLE ORITEM NO (WITH INCLUSIVE DATES OR RETENTION PERIODS)	 ACT!ON TAKENJOB NO 

activities. The offices of record are located Hithin 
OASH. These records include one-time reports on designa-
ted subjects; periodic progress reports, whe ther narra-
tive or statistical; special reports of accomplishments;
transcripts of hearings; and minutes of pertinent meet-
ings and conferences cllled to discuss program goals,
achievements, problems, and new policies and procedures. 

Authorized Dis!)osition: 

a. Offices of Record. Permanent. Transfer to the FRC 
Hhen 7 years old or earlier if no longer needed for day-
to-day opera.tions. Offer to National Archives uhcn 12 
years old. 

b. ~\ll Other Offices. Destroy ~lmn 3 years old. 

6	 Public Affairs: Complete set of formal informational 
releases and publications such as press releases, press
conference transcripts, official speeches, graphic pro-
gress presentations, and indexes thereto. The OASH Pub-
lic Affairs Office is the office of record. All other 
OASH staff offices furnish contributions to the public
Affairs Office. 

Authorized Dis!)osition: 

a. Office of Record. Permanent. Transfer to the FRC 
trhcn 4 year s old. Offer to National Archives Hi1en 10 
years old. 

b , All	 Other Offices. Destroy ute n 1 year old. 

The record materials described in items 7 
through 9 be10H are created durin:; each Con-
gressional session, and are used primarily
in the Office of Health Legislation, OASH,
during the legislative process of the intro-
ducticn, deliberation and eanctment or veto 
of CongreSSional and Administration bills af-
fecting Sections of the Public Health Service 
Act, Social Security Act, and other health-
related programs of the Department; and to 
respond	 to requests for information, interpre-
tations, and buidance. 

16-6~-1 QPO 
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Connnuation Sheet 

9.7. 8 DESCRIPTION OF ITEM	 10. 
SAMPLE OR

ITEM NO (WITH INCLUSIVE DATES OR RETENTIOH PERIOD::)	 ACTION TAKENJOB NO 

7	 Bill Files: Bill files are in tuo sections - Senate and 
House bills. Folders are established in numerical order 
under each section as action is started on bills in Con-
gress. Each folder contains copies of draft bills~ bill 
reports, position statements, summaries, conference re-
ports, Congressional Reco!'d items on each bill, veto 

.'. mer-aageu ; "J.'l1ClTI0randum,0£ d Laappt-cva L .cr .Preside.::lt.iul.s.Lgn-
ing statement on each bill, and copy of public Lm-l as-
signed to each bill after enactment. These are short 
term working files. 

Authori~ed Disoosition: All Offices. Transfer to inac-· 
tive status at end of congreSSional year, bills enacted 
or vetoed (~~cept retain in pending status vetoed bills 
that are lib:ly to be reintroduced in another Congres-
sional year). ,.',Destroy those bills of little impact/sig-
nifica~e immediately after printed record of hearing is 
issued. ~estroy bill files one calendar year after en-
actment of Law, 

~ring Files: Hearins folders are established durins I 
each Congressional year. Folders are filed in chronolog-
ical order of date of hearing in ascending order. These 
files shovr the actions tal:en prior to hear Lngs , ;;olders
include Lnv i.t.a response, if any, tot i.onand invitation 
to hearing; draft copies of prepared s tateraent; of uit-
ness and c Lerrre nces uithin the Depcrtment of those drafts 
list of uitnesses for each heari:1.3; and a cory of printed
statement in f i.nal, fo rrn, These are short term uorl~ing
files. 

Authorized Disryosition: All Offices. Transfer to inac-
tive status <?t end of Conc;ressional year. Destroy one 
calendar year thereafter. 

9	 Pro~~rar!lsUnder Current L~islative Consideration: El.'l.-
phas Ls on leGis1at~~ I'IlS prog rams varies from year
to year. E;:amL.,lesof p rog rans r ece Iv Lng Leg Ls LatLve ern-
phas Ls azc as fo LLovs ; 

a, Hed5.care/lIedi.cc:id- These files are cstub li.shed pri-
marily Eor Llc.int<::ia~.n:::; cur raat Lnfo rma tLon on Le g Ls la-
tion in effect for dLs sen Lnat Lon to ~.nterc.st,=dpe cscnne l , 
Thcy contain pro~~sed and fin&l re~ulatioas cDvc!'ing
Public	 Lau 9~-G03, general provisions ox the Lal7, polLcy 

Fo .... COpiOM, '.Deluding ori!JinaJ, to be &uhmiHC>Clto U:.e Na&aal Jl:rchh.CI! 
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Connnuo.tion Sheet 

9.7. 8 DESCRIPTION OF ITEM	 10 
SAMPLE ORITEM NO. (WITH INCLUSIVE DATES OR RETEHTIOH PERlODS)	 ACTION TAKtNJOB NO 

and inforr.ationa1 m~uoranda coverinb Titles :~III and 
XIX of the La~r, and requests for inforcation related to 
the Lau. These files are in numerical order by program 
title numbe'r and further broken dorm by alphabetical 
subject	 matter under each title n~~er. These are-ref-
erence files. 

A~thori~e::1 Dis.,os:i:tio·~r:Al'l Offices. 'De'stroy'portions 
superseded or declared obsolete after a period of 3 
years, or earlier if no lonser needed for reference. 

b. Health Insu!:'t'nce- These files include materials re-
lated to hear Lngs or proposals for a national or conp rc-
hensive health insurance ?rogra.rJplan. Folders are kept; 
Ln numer Lca L order for Admin:i.stration and Congressional
bills and in alphabetical order for bills or plans of 
mcd Lca l or insurance associations and other organizations
involved in heo.lth insurance issues. These are reference 
files. 

Authorized Disoosition: All Offices. Retire to inactive 
status after lebis12tion is enacted or denied. Destroy
2 years	 thereafter. 

10	 eud:;;~tpre')arat5_on~resentat:!.on, and A?portiornn~
Dud3et and 2!,)?orcionncnt :records i.nclude the v~rious 
files accumulated in O"\SH in tbe course of formulating
its budget for submission to the Department, and in de-
fending its requests for fu~ds to thc Departnent, Office 
of HanagcElent and Budget, and to the ConGrcss; and after 
cnactQent of an appropriation bill, in ensuring that the 
funds are used in such a uay as to suffice for the ap-
propriate period of time. 1\lso included are summary
statun statements, program narratives, and schedules of 
obligations. 

2. Correspondence files of formally organized OASH bud-
get offices shovi ng procedures to be folLoved in govern-
ins budget administration, and reflecting established 
policy decisions affecting expenditures for programs. 

Author:i.zed Disposition: Transfer to tm FRC when 3 years 
old~ Dentroy l]heo 10 years old. 

b. File copies of budget estimates prepared or consoli-
dated in fonnally organized OASH budget offices compris-

FoUl' eoJ!loa,	 b!.eludiulJ ori~aJ, to be IiUhmlHocI to 11'.0 N .. tioZlal .!Uc:l:dVQIl 

http:eud:;;~tpre')arat5_on~resentat:!.on
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORD5-Continuation Sheet 

8 DESCRIPTION OF ITEM 

ITEM NO (WITH INCLUSIVE DATES OR RETENTION PERIODS) 
7 

ing appropriation 1angua:e sheets, narrative statements,
and related schedules and data. 

Authori~ed Disoos:i.tion: Transfer to the FRe when 3 years 
old. Destroy uhen 10 years old. 

11	 pr8anizational HanasePlent: These records include statute 
and Excc utiLve Orders -a:s tze I'l,'as'draf ttsand supporting raa-
terial relating to orsanization or reoreanization, in-
cluding the creation, discontinuance, and consolidation 
of functions of various organizational elements; inter-
pretations, opinions, and memoranda of 1m'1; organization-
al and functional charts; directories; correspondence
and memoranda defining responsibilities, or sho-zi ng l'1orl~-
ing re1at;.onships l"ith Federal activities outside PHS,
Statc and local goverrnnents, or industry and private or-
ganizations; and staff studies and s?ccial reports re-
lating to orGanizational problems. The office of record 
is the Office of Ot'Ganization and flanagement Systems, Of-
fice of AdrrJinistrativeHanagenent, CASH. 

Authorized~isposition: 

a. Office 0::: Record. Pezraanent, Transfer to the FRe 
xzhen superseded. Offer to National Archives 10 years 
thereafter. 

b. All Other Offices. Destroy when superseded or ob-
solete. 

12	 PIG l~nucl Issuances: The purpose of these issuances is 
to i.':lplen;ent"-the contents of the Departnent Nanual Sys-
tem uithin the ?ublic Health Service. 

a. Issuance Files. These records consist of chapters,
circulars, guides, and handbooks published by OASH as 
PHS issuances to the Department Staff Manual System.
These issuances usually prescribe major policies and pro-
cedures to be folLowad \vithin PHS for administrative and 
program operations, as well as responsibiliti2s, infor-
mation to be retain,d on ~ach subject matter, and reports
required. The office of record is the OASH office having
p:.imary responsibility for administrative or program area 
to which the issuance pertains. 

Authorized Dispositio~: 

(1) Office of Record. Permanent. Transfer to the FRe 

9. 
SAMPLE OR
 

JOB NO
 ACTION TAKEN 

Fou~ copieD, L....h"'ll..g ....iginul, !lobe II1>hJ. ... Hed to the Nct:;".,.olArchlvca 
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7. 8 DESCRIPTION OF ITEM
 

ITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS)
 

when superseded, obsolete, or no longer needed for re-
ference. Offer to National Archives 10 years thereafter. 

(2) All Other Offices. Destroy when superseded, obso-
lete, or no longer needed for reference. 

b. Issuance Background Files. These are materials ac-
cumul at ed "by all- 'oi\SH of f'Lc es 0!1 manual 'issuances whl.ch 
they are required to revLcv, approve, or prepare. They
consist of drafts, evaluRtions, comments, recommenda-
tions, concurrences, approvals, and any other documenta-
tion contributing to clearance and publication. 

Authorized Disposition: All Offices.. Destroy when 1 
year old unless needed for a longer period of time for 
administrative purposes. 

13 Records !~nagement: These records include SF-115, Re-
quest for Authority to Dispose of Records, SF-135, ~e-
cords Transmittal and Receipt, GSA Form 7015, Notice of 
Intent to Dispose of Records, SF-136, Annual Summal~ of 
Records Holdings, and Record Control Schedules including
correspondence relating to approvals and changes to the 
sche~ules. The office of record for the SF-115 and 
SF-135 is the originating OASH office. The offic2 of 
record for the GSA Form 7015 is the OASH office respon-
sibl0 for the records listed on the form. The office of 
record for record control schedules is the OASH office 
publishing the schedules. The office of record for the 
Sf-136 is the PHS Records Officer. 

a, -
Aut horLz cd Disnosition: SF-US, SF-135 and GSA Form 
7015 - Destroy when no longer needed for search purposes.
These documents constitute ~sm~~l volume and therefore 
occupy very little files spac'eioRecords control sched-
ules -o?e~tToy rrhen superseded or no longer needed for 
reference. SF-l36, destroy trh en no longer needed for 
administrative purp~ses. 

14 F()rms H!:'<nD.zcment: records data showi.ngThese contain 
t ne Lnc cpt Lo n and scope 0':': PHS f'orms J the program or 
administrative purposes served by chc foms, and the re-
lated procedures instituted, revised, superseded, or 
cancelled. A case file i.emaintained on each PIIS forrn, 
Each PHS Agency is rcsponsLb Le for manag emcnt of its own 
forras, Also Lnc l.ud ad at chc O.\SH level are files ma-
tcrLa Ls relatL1g to guidance furnished the PHS Agencies 

9. 
SAMPLE OR ACTION TAKENJOB NO. 

16-69<28-1 "PO 
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9.7. 8 DESCRIPTION OF ITEM	 10 
SAMPLE OR ITEM NO (WITH INCLUSIVE DATES OR RETEHTIOM PERIODS)	 ACTION TAKENJOB NO. 

in carrying out their forms management responsibilities,
and supervision of the overall Prillforms management pro-
gram. a. Record Copy of each PHS Form. PERMANENT. Offer to 

NARS in 10 year increments. 
Authorized Disposition:b.' Other MateriaTransfer to in-
active file whc~ superseded or obsolete and to the FRC 
.2 .yeazs .thcreaft,~r,..Dr;strqytzhe n 10 "years alp. 

15	 TI.eportsHenagenent: These records consist of listings of 
interagency, public usc, and internal reports r<:--'quired 
and responded to by Plill.Also included is backup mate-
rials to these listings. Each PHS activity is required 
to maintain a case file folder on each report f rom uhich 
periodic listin~s are furnished OASH. These lis lings in-
clude such information as name of report, cost and man-
hours, requiring or responding office~ etc. 

£2. 
Authorized Disposition: ~11 Offices. Destroy listings 
of reports when su?ersed~d. Destroy case file folders 
no later than 2 years after report requirement is termi-
nated. 

16	 Dele.satioI!-sof Authority: The Secretary, m~H, dele-
gates certain of his authorities to the Assistant Sec-
rcte.ry for Health, Hho in turn delegates certain of the 
authorities l~thin the Public Health Service in order to 
more efficiently carry out day-to-day operations. These 
records consist of directives, regulations, criteria,
and guidelines governing delegations. Also included are 
requests for delegations vi thin PHS ~.;ithsupporting doc-
umentation, responses to requests, evaluations, recom-
mendations~ staff papers, executive deciSions, copies of 
the delegations; and accountability logs, tables, data, 
reports, and other back-up materials relating to the 
program. The office of record is the Office of Organi-
zation and lIanagement Systems, Office of Administrative 
Hanagement, OASH. 

Authorized Disposition: 

/-a. Office of Record. Delegations with supporting docu-
mentation are permanent. Transfer to the FRC when no 
longer in effect or needed Zor reference. Offer to t;a-
tional Archives 5 years ther.eafter.o1.Requests are to be 
destroyed when delegations are no longer. in effect •..:1, All 
other material is to be destroyed when 5 years old or 
earlier if no longer needed for reference. 

li'ow: cepi ... , lncluw"s: orlgiAaI, 10 .... r;uhmiHoc! Ie n.o Nolie.. '" i!.1'I,bh.,g 16-lig.c.g,-1 OPO 
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97. 8 DESCRIPTION OF' ITEM	 10. 
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17 

b. All Other Offices. Destroy when no longer in effect 
or earlier if no longer needed for reference. 

AdviSOry Conrnittecs: These committees are est~blished to 
consider health related problens and advise the Assistant 
Secretary for Health and the PHS Staff on possible solu-
tions. These records relate to membership, operating
guidelines, agendas, reports, presentations, recoilIDlenda-
tions, discussions, minutes of meetings, and decisions 
on committee recommend2tions. 

18 

Authorize~pisposition: All Offices. Permanent. Trans-
fer to the FRC uhen :,years old or earlier if no longer
needed. Offer to National Archives Hhen 15 years old. 

Traininz: These materials include copies of applications~ 
notices of training classes, notices of completion,
training plans, evaluations, slli~ries, requests, reC~M-
mendations, and routine reports. The office of reco~d 
for these files is the Personnel Office, OASII~ These 
are short term reference files. 

19 

20 

Authorized Disposit.to::'l:Destroy whe n 2 years old or 
earlier if no longer needed for administrative purposes. 

Emergency Plannin~ (Civil Defense): These records per-
tain to preparedness for energency operations under nu-
clear attack conditions on the United States and natural 
disaster conditions. Included are directives, instruc-
tions, regulations, guidelines, etc. published by the 
Department of Defense and other Federal activities; as 
"ell as plans, instructions, and guidelines published
Hithin OASH for relocation, evacuation, security, and 
emergency o?erations. 

Authori2ed D~~position: All Offices.' publications by
DOD and oth8r Federal activities are to be dejtroyed
when supe rsedcd , obsolete, or no longer needecf.·.PubLf,» 
cations by OASH (except manua I issuances to tIE HEU man-
ual system covered elseuhere in this schedule) are to be 
transferred to the FRC Hhe~ outdated and destroyed no 
more than 5 years thereafter. 

,Sg.ual.Emp~oxment DiscriI:1i~QtionCOr.J.i?,l~ints:These case 
files arc maintained in the Office of I::qualEmployment 
Opportunity, OASH, and consist of documents accumulated 
in the filing and resolution of enployce discriminati.on 
complaints. Included are stater.J.antsof Yit~esses and 

FoUl' cop; ... , mclacl.iJ>!1 original, to bo t;w ...nitied to the NatiouGl &c:h1vea 16-69tl8-1 apo 
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21 

reports of findings, copies of decisions, and related 
papers. 

Authorized Disposition: Destroy tzhe n 5 years old c:r 
earlier if no longer needed for administrative purposes. 

Ha.na3eme~t Impro,:em~!:~ This actLvLty is associated 
primarily uith the Office of Organization and llanagement 
Systems, Office of Admi.rd.strat Lve rIanagement, GASH, 
which provides staff support in the areas of management 
and contingency planning for management action required
by impending or possible legislation. Also included are 
studies related to the management effectiveness of PHS 
programs, including manpower. These records consist of 
materials such as studies, data collection sheets, inter-
v Lews , staff papers, raemo randums , action papers, analyses 
evaluations, recornmendat t.ons, resul cs of surveys, final 
decisions, and other docloentation USed in arrivine at 
realistic conclusions and decisions on manac;enent, in-
cluding Ti1£l.npOHeroriented rroblems and requirements. 

Authorized Disryosition: 

a. Office of Record. Transfer to the Fr..Cwhen 5 years 
old or earlier if no longer needed for day-to-d~y opera-
tions, acd destroy ~fuen 10 years old. 

b. All Othe~ Offices. Destroy uhen 3 years old o~ ear-
lier if no lonser needed for day-to-day cperations. 

The Administrative Services Center, Office of 
Ad!n~_nistrative!'lanaL;ement,OASH, plans, coor-
dinates and provides a conb Lnat Lon of admini-
strative and technical services designed to 
&e:LV2 Public Health Service activities nation-
uide and those a::::enciesand Office of the iLs-
sist~nt Secretary fer Health staif co'pone~ts
Loca t ed in and around the Par;~laHn QUU diu;-;; 
provideD a~miniDt=ative operations, s~ch as 
gene~al serviceD, procurement, buildin3s nnd 
facilities services, arrlmail and messenger ser-
vices for employees and or3ani~ations located 
in the Par!~lmm Bu LldLng and surr'ounrl Lng arcas ; 
develops Public Health Se':vice poLi.cy and pro-
cedures fo!' prin1:inc;and duplicatins; prov:Ldes
Tub Li.c Health Se:;:vicccLaLras , distribution, and 

lG-zs,9-U8-1 OPO 
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library services; serves as liaison ~'7ith 
other co~ponents of the Department, GSA, 
and G?O. 

--22	 Office Services and Suonlies: These doclliuentsrelate to 
ordina~J supplies and equipQent used by an office; of-
fice space and utilities, comnurrica t Lons., transportation, 
custodial, 01' o t her services required by an office; and 
to the general maintenClnce of an office. These records 
include, but are not limited to: 

ao Requests and receipts for supplies and equipment,
requests for disposal of equipment, and similar papers
pertninins to routine office supply and equip~ent matters 

Authorized Disryosition: Destroy ~~mn 2 years old or ear-
"---lier if	 no longer needed for day-to-day operations. 

b. nequcst3 for installation of telephones, telephone
pxtensions, requests for clillngesto telephone directo-
ries and systems, and similar cor:rnunicationmatters. 

Authorized Dd.s oos LtLon e Destroy whe n 2 years old or ear-
tier if no longer I~d fo~ day-to-day operations. 

c~ DccQ~ents r21ated to building facilitieo, such RS 

floor plans, orfice relocation plcns, space surveys, re-
quests and rerlics for chan~es in aSSignment of office 
space, and related correspondence. 

Autiho rired Dis,?osltion: Destroy trhe n no Longer needed 
for reference purpos es , or "711enthe activity is completed 

d. Drmvings, charts, as sLgnrnent;schedules, requests,
and 1085 pertaining to requests for and assignment of 
parking spaces i.n goveznrnent operated pa rk Lng areas, 

Authorized Dis2osiHon: Destroy Hhen no longer needed 
fo r reference. 

23	 ?!TIployce.t\ccident,Healt~.nd 1>oso or Theft of Prooe_l'!:.l: 
These documencs relate: to empLoyee health projects s such 
as blood donations, prevcnt:!.onshots, physical examl.na-
tions, and related correspondence. Included is Foro 
HEH-5l6, Acc Lde nt Report, phich is s ubmi.tted quarterly.
Also included is GSA Form 1:37) Report of Loss of The:i::t, 
prepared after each occurenCG. 

--.--------~----------------.----------.----------------------------------.-~----------~-----------

http:examl.na
http:TIployce.t\ccident,Healt~.nd
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Authorize~ Dispositio~: Form HEH-516, destroy when 5
 
years old.' All other materials - Destroy Hhen 1 year
 
old.
 

24	 Securit~ and Protective Services: These files pertain

to security and protective measures taken regarding clas-
sified information, facilities, and personnel. They in-
clude memoranduns, plans, studies, evaluations, recom-
mendations, and reports relating to administration of
 
security and protective services prograI!!s.
 

Authorized Dis1Josition: Close file every 2 years and
 
transfer to the FRe. Destroy uhen 10 years old or ear-
lier if no longer needed for administrative purposes.
 

25	 Property Dicnosal Records: These ~ecords pertain to the
 
sales of rea]. and personal property surplus to the needs
 
of the Gover~~ent. Included are case files on disposal

of surplus real and related personal property an~ re-
ports of e~cess real pro?crty. Three forms are prescribe~

for use in sellins surplus personal property under GSA
 
regulations: (a) SF-l1l'~,Sale of Goverrunent Frop~rty,
 
Invitation, and Bid, and Acceptance. Related pap2rs that
 
arc rcai.nt aLned , usually in case fashion, consist of cor-
respondence, bids, and other notices of sale, invoices,
 
and sales slips. (b) S1-l20, Report of ~xcess Personal
 
Property, and SF-l21, Quarterly Report of Utilization
 
and Disposal of :r:::~'rcesssurplus Personal property.
and
 
Form 120 reports person2.1 prope;:ty uhich is excess to
 
thc Departm2nt and reported to the Regional General Ser-
~ices Administratlon Offices, which initinte screening

action. The quarterly reports are submitted to the of-
fice of Personal Property, Utilization and Disposal Ser-
vice, General Services Administration, uhich consolidates
 
the data.
 

a. Case files on disposal of surplus real and related
 
personal property.
 

Authorized Disposition:. Transfer to the PRC 3 years af-
tel'"the file is closed. Destroy when 10 years old unless
 
needed lonser for legal purposes.
 

bo Reports of excess real property. 

Authorizc>d Disposition: 'I'r ans fer to the PRC trhen 3 years
 
old. Destroy uhel1 10 years old or earlier if no laneer
 
needed for administrative purposes.
 

!rom: tOllieD, btclndiug original, to bo whru.iHoo 10 the iIIutiO.tl<>i Arc:hiVCll 
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26	 Hail and Distribution Hanngement: These files include
 

materials relating to fiscal year mail and postage cost
 
estimates reported to the U.S. Postal Service (feeder

reports from PHS Staff Offices and Agencies, together

Hith supporting documentation), establishment of neH
 
mailing keys, elimination of addressees shoun on mailing

keys in usc, as uell as rosters of PHS Distribution Con-
trol Officers.
 

0.-Authorized Disposition:,&Nail and postage cost estimates-
Destroy \It>~n 3 years old: .Ros ter of DCO I s - Destroy when 
superseded.' All other materials - Destroy tzhe n I year
old unless needed longer for day-to-day operations. 

27	 l1i,litaryperson.nel and Civilian Employ<:>esClaims: These
 
are cLa Lms presented by commfe s Lo ...led officers and c i.v i,«
 

lian employees of PHS for damage to, and loss of p erccn- I
 
al property while acting within the scope of their of-
fice of c~ployPJent. The files contain corresponden:c

v7ith claimants, moving companies, and appropriate facili-
ties; supporting evid<:>ncenecessai~ to substantiate the
 
c laIns \~ith recoITJIllenc!£'.tionsfinal
and determinations;

logs and other case control sys t cms ; and materials ShOTV-

ing final (~i.spositionon each case.
 

Aut horLzed Dispopition: Des troy l~ year's after claim is
 
closed.
 

28	 Federal C13i~s Collection Act: The claims covered undee
 
this Act a pply to collections of monies
ur1ministr.::!ti'!e
due :?HS. Ths::::c records document; hon the c La Lras arose, 
anount s , c Lrcunst anccs of dcbroz c , and collection eZ'::orts 
madc ; bas Ls for conpromt sc , suspension, or t crmi.nat Lon 
of claims; 10::';8 emu o ther C2.S0 control. sy steras; and rna-
teria!n showing fiaal dispOSition on each case. 

Authorized n~srof)ition: T:CCl1SIC!rto the PRe "hen cla1.m
 
is closed. Jcstroy 6 yee..rsthereafter.
 

29	 Civil Su{~s: This activity pertains to a civil action
 
by a plaintiff upon dLsa llovance of adn.l.nt.s t rati.vo c La irn
 
or ohen s Lx morrt hs has elapsed ,:ithout final disposition

of admi.rri st rc t Lvc c Lc Irn, Thi:rd party suits ar Lse tzhcn
 
an Arae r i.cr.I s cama n comraeuc es R (':Lvi 1. ac t Lon 2.~ainst ship-
ping company for _i.njurics fUSl:C.i.I12d uhile aboar-d 2.ves-
sel, bns ed on .?l1cf,<:l.tion tha t tl'C2.i.:r.1CJ"lt r cndcr cd the
 
seaman by a t'HS inj .iry and therefore
fCl.cHity aC;t.;rava.ted

constituted m2~icRl malpractice. These records conte in
 

--------'-_._----------._----------------------_._---------'-----,-----
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legal pleadings and all reports and correspondence be-
~]een PHS claims Office, plaintiff's le3al representa-
tive, Office of the General Counsel, Justice Department,
and U.So Attorney, including all court documents, logs
and other case control systems, and materials sho~ving
final disposition on each case. 

Authori::ed Dis,?osition: Destroy l~ fi'scal 'years after 
claim is closed. 

30	 Administrative Tort ClaL~s: These are claims filed pur-
suant to the Federal Tort claims Act for damage to or 
loss of property or for personal injury or death, caused 
by alleged ne~li::;ence or xrrong ful, act or OMission of any 
erap Loye e of PI-IS uhile acting Hithin the scope of his of-
f Lce of enp l.oyment, under circumstances whe re the United 
States, i= private person, uould be liable to clainent 
for such danagc , loss, injury or deat h Ln acco rdance 'HH:h 
Lao of place vhez c act or onission occurred. These f:Ucs 
contain the claims on trhi.ch the basis of c La Lns fOi:f.'!al
and anount s demanded in damages is set forth; all corres-
pondence \7ith cLa Lnarrt s , lesal r eprescntut ives and 8?prC-
priate facilities; all evidence and doc~~cntation; 1~it-
ten 1e3a1 analysis and evaluation in the forr,:of final 
deter.'1inations or r ecoranendat Lone reGardin~ disposition
of clc:ins; logs and other c.?.secontrol systcns; and ma-
terials shaHin[; final disposition on ench case. 

Authorized ])iSDOSiti~ Destroy 6, fiscal yenrs after 
c La i.m is closed. 

The recor-ds materf.aI described in Lt ems 31 and 
32 be Lou are short tarra uorl:ing files and 
are usually located in the Office of ItcGionnl 
Operations, OASH, h rves as the i,«tzh Lc se	 pr Lnc 

pal stafZ advisor to the Assistant Secretary
for Henlth on ma.ttcrs pertaininG to the opern~
tion of r-er:;.i.onal The recordPHS Offices. 
copies of State plans arc usually located ia 
the PHS O.t:fices.rregioL1C1.1

31	 Stete :?lans: These plans are submitted. e.nnually ane 
dcs cr i.be F11a.tthe Sta.tes propose to do \75.thFedera.l non-
ey for the UpCOI::inS year. The plans oiten recapitulate
the previous year projections as compared to achie~e-
nant.s , prob l.ens encount er-ed , and eva Lua t Lon, The plans
also include vor~~ pl.ans, ove rv i.eo and strat egy , ant Lc I> 

http:materf.aI
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pated contracts,
tions, goals and 

planning allouances, financial projec-
objectives, am policies and procedures. 

Author5.zed 
lier if no 

Disposition:
longer needed 

Destroy when 2 
for day-to-day 

years old or 
operations. 

ear-

32 ~. ncc:tonal...l1aet1.n:;'8: ·These records .conaLe t. .of documen-
tation rclatins to periodic meetin3s scheduled and con-
ducted by the OASH for all of the PHS :?.et;ionalOffices. 
They are held .te discuss nan~3ement, opera~ions, admini-
stration, programs, problems, and pelicies ane procedures
!,ertaining to. onsoins and planned health activities. 

~.utho-ci::;cdDis~esit:i.en: Destrey when 3 years old unless 
needed for a longer period ef time for administrative 
Burposes. 

33 

The Office of Resource l-Ianar;er.1ent,O.Hiee of 
A<lministrative i1anaijenent, OA3"!:l, serves as the 
principal resource for all phases ef financial 
m~na3ei'1ent inherent in the operation of the 
Public Health Service; plans) directs ane! eval-
uaties f Lnanc i.al, management ac tLv i t Lcc fo:!."t:1C 
Pu~llc ~calth Service to assu~e effective utili-
~~tien and contrel o~ mana3ement resources;
formulates po Li.cLcs fer, and makes t ln o f f Lc La L 
fiscal allecation ef, resources for PHS activ-
ities in accor~ance with pr{oritie::;based on 
presram soals and ebjectives; serves FoS the 
focal point for ovcra ll pel icy and fiscal nr nagc-
ment ef centracts and gran~s activities; ?ro-
vtdes leadership anG. directien to. the PHS for 
the deve l.opoeritof resource management systems;
raorri.t.ors f Lna nc i.aL and cont rac ts and grants
programs of Plill Qctivities to assure a coerdi-
na tcd effort torrard achf.cvi.ng the goals and ob-
jeci:ives esta;';l~.shec1by the i.ssisi:ant Secretary 
for Health, serves 2..S pr i.ncLpa I resource' 17i.thin 
the Pl'IS on all phases of: fac:i.E.tyraena::,eT!!ent; 
furnishes censultant services to ~ro~~an oZfi-
c i.al,s on health fac5.l.itynecds , ;::11(1 rV'.lntains 
15.a-Lsonuith the O::::':iceo f the Se,~retar::'1ell re-
source T!"~C'.r.C'.se::!e:1tc::.ctivi.ties. 

Institutional CO.3·C Sh2rj.,j~:!,;~J~cc!'1cnts:Cost shar i.nn in . _a. ~_--"",-- U 

les{clc::.t:i.vcl:;'-,~l1C;c.i:ed for all Elm "'::'Gsc;::rGllh G:!."antsand 
may be acccnp l.Lahcd on an Lno t i.t ut Iona l or pro j ect=by-

le-6908-1 ,,·0 
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project oasis. OASH negotiates Institutional Cost Shar-
ing Agreements (!CSL\) for the Departraent. Those elect-
ing the institutional basis subnit brief ?roposals to
 
O.\SH for approval. nego t Let Lona , a forne I
 Follouir:.::;

asreeraent is sLgned , \lith the original maintained in OASH
 
files. I!lstitutionc-.lagxeenent s are upda ted periodically

as lOllS as the aoa.rdce and OASH continue the asreenent.
 
O.\SH publishes annual and supp lcme ntiaI listings of such
 
nc go t Lated ag reeme nto, Those organ lt.a tLons e lect Lng the
 
projcct-by-project basis Jeal directly with the res?ec-
tive e~iUrdins offices, and related mat ters are a part of
 
each grant or contract file.
 

L\uthorized Disposition: Transfer to the FRC 6 years af-
ter f.ile is no longer active and destroy 3 years there-
after.
 

Contract Procurer.1.ent:These records tnvolve the develop-
;'T)cntof proposed procur-eraerrtpolicies and procedures and
 
the analysis and rcv Leo o f management and pxocur cnent ac-
tiv5xics. T:1ey include analytical, research, and evalua-
tion doctment.atLon Leadd ng to the dcve l.opmerrt of poli-
cies and ?rocedures. ~IGO included are clearances, ap-
proval of uaivers, deviations, determfnatrl.ons , findings,

and contract raanagc.aerrt revieu reports.
 

~uihorizcd Dl8~ositi?n: Transfer to the F~C uhen 2 years

old if no lon~er ;:leededfor j~efercnce. Destroy de n 5
 
years old.
 

35	 ContrRct a~d Grant Status Data: These files consist of 
L\DP l~~ts of detailed brent and contract dcta, pro-
grarrsne of formats,d comput.cr :I."eports sumna ry data, repor r
 
and background motcria1s. These data are used to pre-
pare an annual sunmary report on a Ll, rns grant and con-
tract a~~Tds, an annual publication of detail lists of
 
grant arza rde , and required dcpartment al,and Federal-uide
 
rcpor cs , e.8. the CASE repor t to the l:ational Science
 
Foundation. J;2.sedata aze maintained also on magne t i,c
 
tapes and are the basis £01' special trend studies.
 

a. Master Files. PERl'AANENT.Offer pape s
 
Autho:d?:cd Dlsposition: to NARS, together with one copy or each
 

pertinent data element directory, code 
book, record ~ayout, user manual and report format manual, when 
no longer needed for current business. b. Other Material: Destroy wten 10 years

35	 Contracts for Health Progr2ms: These records pertain to old. 
contracts for rese-are"h' in'and development. programs hea lt h 

1'l-L~8-1	 gPO 
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related	 areas and techntc2l assistance for health activi-
ties ~·rithinPHS. They consist of official contract files 
files for small purchase trap~actions, dOCUMentation to 
justify	 decisions and actions of procurement personnel,
information for response to o£fici~l inquiries, and data 
for processing claims, disputes, and letigations. Specif
ic record requirements are set forth in DI~7 Procurement 
Regulation, Subpart ·3-1. 313, copies 0::: wh Lch are located 
in each	 cont rac t office. The office of reco rd is OI,SH, 
the PHS AGencies, o r the Pl-:SRegional Offices. These 
files normally include procurement planning data as Hell 
as procllrenent requests or refluests for contracts; deter-
minations; solicitation documentation; invitations for 
bids and for	 conference memoranda;:::-equests proposals;

abstracts; unsuccessful bids or proposals; notifications
 
to unsuccessful bidders or offerors; "no bid" or "no pro-
posal" correspondence; notifications to late bidccrs;
 
source selection data; awa rd anc1 supporting docu1:1e:J::a-
tion.; mi stakes in bid and protest a::;ainstaoar d ; revie~l
 
and approve), of atzaz-ds ; contract admfnf.s trat Lon docume n-
tation; and ternination and closeout documentation.
 

Authori~ed Di~Dosition: 

a. Office of Record. Transfer to the FRC 2 years after
 
final closeout or upon resolution o:Zany adverse audit
 
findings, Hhichever is late;:. ~arlier transfer to the
 
FRe after closeout is authorized if there arc no adverse
 
audit fineinss outstandtng. Destroy ~ years after trans-
fer to the FP..C.
 

b. All Other O~fices. Destroy 3 years after final close~
 
out.
 

37	 Discretionary Grant ?rograns: These grants are ~~de in 
support of an individual project in accordance with leg-
islation wh i.chper-nits the grantor agency to exerc t sc 
j udgmcnt; in selecting the project, thc grant ee, and the 
amount of award. PHS compon?nts administering discre-
tionary grant programs ~re required to generate two dis-
tinct types of records as follows: 

a. G'~neral R~grnm I nformation File - The office of re-
cord for this fUC' '''illnormally be th,) PHS Agency pro-
gram office. However, OASH staff offices may have copies

of these materials for reference purposes. These records
 
must include:
 

16-611tZS-l GPO 
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(1) Program announ~cment, program management proce-
dures (regulations), and tenus and conditions of 
the grant program. 

Authorized Disposition: Destroy when superseded
or rescinded. 

-(2) Lists of application
to evaluntors. 

evaluators and instructions 

(3) 

Authorized Disposition: Destroy when 

These records may also include: 

(8) Authorizing legislationo 

Authorized Di.sposition..:...Destroy
scinded or obsolete. 

"\ 

(b) Feder~l Register docmncnts. 

Authorized Disposit}?n: Destroy
scind~d or obsolete. 

superseded 

when r a-

when re-

(c) Gen~ral counsel and court opinio~s. 

Authorized Disoosition: 
SOiete. 

Destroy uhen ob-

38 Formula Grant Programs: A fo rmu l.a grant is one in \;,hich 
funds ~rC' provi.ded to specified grantees on the bc::sisof 
a spec Lf ic fo rmul,a pr escri.bcd Ln legislation or r cgul a-
tion~ rather than on th0 basis of an individual project
r ev i.ew, The formula is usually bar ed on such factors D.S 

pepulation, per capita income, enrollment, mortality,
and morb Ld i.ty , Th2sE' grants are generally mandator-y, 
PHS compo:1ents administering formula grant progt"C!msare 
required to generat2 two distinct types of records as 
fo Ll.oos : 

8. General Program Tnformntion Fil2 - The office of re-
cord for this file ~ill be the e~~rcling cOlllponentgrants 
managcmerrt C'ct.ivity. H~\>7evcr, OASH staff o f f Lces rcay 
h~ve copi~s oi Ches0 materials fot" reference purposes. 

(1) Pro;:;r.:.1l'1man.~g~m~nt proccdur co (regul at Lcns ), 
terms and conditions, and St.at c plan check U st s 
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Aut~orizcd Disposition: Destroy when super-
seded or rescinded. 

(2)	 These records may also include: 

(a) Authorizing legislation. 

Authori?:cd Disposition: Destroy when super
seded or expires. 

(b) Federal Register documents. 

Authorized Dispositio,n: Destroy uhcn re-
scinded	 or obsolete. 

(c)	 General counsel and court opinions. 

Authorized Dispositio!1: Destroy Hhcn ob~ 
solete. 

39	 construction ~rant Programs: Construction grants are 
GHarcled to provide support for building, expanding and 
modernizing health facilities. Construction srants may
1,02 either di.ncrctLonar-y project grants or formuLa grants,
depending upon the legislative authority of the Lnd i.vi.» 
d~al grant progren. Two distinct types of records are 
generated, a general program information file arid an of-
ficial grant file. The contents uill vary someuhat, de-
pending on whe t her the program is a dLs cret i.onary or 
formula grant program. 

a. General rrogram Inforr1ation File: The office of re-
cord for this ine Hill normally be the PHS Agency pro-
gram office. Ilotrevc r, OASH staff offices may howe copies
of these materials for reference purpcses. These records 
r:1ustinclude: 

(1)	 Program announcement, program managem~nt proce-
dures (regu'lat Lons ) , and terms and cond i t i.ons 
of th~ grant program. 

Authcri~ed Dispo~ton: Destroy uhen superseded
or .:csci.nded. 

(2)	 Lists of application ev~luators and instructions 
to evaluators. 

Aut hor-ired D;.spo~lt} on: Destroy when superseded 

--------~-----------------------------------.--,------------------------.--~--------~.---------
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(3) These records may also include: 

(a) Authorizing legislation. 

Authorized Disryosition: Destroy tlhen super 
seded or expires. 

(b) Federal Register documents. 

Authorized Disposition: Destroy when re-
scinded or obsolete. 

(c) Ceneral counsel and court opinions. 

Authorized Disposition: Destroy when ob-
solet"c. 

40	 F1.nal ReE-0rts - Health .Program Contracts: Thcse reports

are submitted on nIl contracts except those pertaining

to small purchases. (Final reports on grants are not
 
received at the OASH level). These reports have both
 
historical and research value. Inciuded in these reports

is such Lnfo rrrat Lon as authority, background, problems,

discussions, findings, conclusions, and recommendations.
 

Authorized Disposit.i.on: Permanent. Offer to National 
Arthi.ves 5 Y2ars after final paynent to grantees or af-
ter resolution of any adverse audit findings, u~1ichever 
occurs first. 

41	 Audit ReDorts: These records pertain to the aueit of
 
both ccntracts and Grants, as well as the internal oper-
ating and management procedures r eLat i.ng to the contracts
 
and grants Audits are conducted by C\O and
 pro::;ra::l.s.

the h~J Audf.t Agcncy , The audit r apo rts cover not only

descripel1cics but commenc!able items as Fell. Also in-
cluded in these files are evidence of audit resolutions
 
with supporting document at Lon,
 

Authorized Dis~ositton: Transfer to the FRC after th2
 
Audit Clearance DocUr:1cntor oth8r evidence ~£ final re~-
nlution is accepted. Destroy 3 years thcreafterQ
 

1+2	 Professional OrYD.nizD.t:ions: Th2se Stand:lrds RC'lic~07 non-
pro.l:itphysicio.n organisations are responsiLle for the
 
revicl7 of the oppropriatencss care
of he.::tlth servic(!s

pxov Lded to Hcd i.caLd , lIec14.careand H2.te:rnal and Child
 
Health admissions to hosp:i.talsand n1.11:5ir,£nomcs , 'I'he
se 

--------~-------------------------------------------------------------~--------~----------
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organizations are supported by contracts from the Federal
 
Govermaent. These files are maintained by the O£fice of
 
Quality St,:mdards, OASH.
 

n. Haterials relating to selection of PSRO area bounda-
rIes by the PHS Regional staff such as agedas, meetings,

minutes, evaluations, conclus ions, recorr.mendations, and
 
maps and transparancies shoving reconnnencled PSRO area des
 
ignations for OASH appr ova l,
 

Authorized Disposition: ~estroy 4 years after the PSRO
 
ceases to function for the approved area designation. J
 

ol, !)2stroy for disapproved area designations whe n 1 yertr {lIdI
 
b. Copies of agreements; and PSRO recommendations, eval-
uations, revieus, periodic reports, and summaries.
 

Authorized Disposition: Transfer to the mc whe n 2 year-s
 
old. Destroy tzhen 6 years old or ear Li.ez if no ]onger
 
needed.
 

c. Nm'7spape:r.clippings, nevs releases and other pub lLca-
tion media incicating local res?onse to the PS~O program.
 

Authori::o:ec1 Destroy tzh en 2 years old or ear-«D.i.s,l?'?sit::'on:

lier if no longer needed.
 

The Office of Prog~am Imple~eatation, OASll,
monitors implementation activiti;:;sof interest 
to the Assistant Secretary for Health in 
coo rdi.nat Lon uith the Office of Admi.nf st ra-
tive f<lCma2;er:1ent Of f Lce of Policy D::!-a nrl the 
vclop~ent and Plannin3. Included in OPI res-
ponsibilities is the management; of the Opera-
tional Planning Syst~m and the Pro3ram RevieH 
System to assure the achievement of overall 
l.ca l.t h goals and le;;isl2tive commi.tracnt s , and 
rnanagement; 0;- the federal r egu lat Lons proccs s 
for PHS, Lnc Lud i.ng the coo rr'Lna t Lon and rl:!vie"r 
lee.din:::; the of neo a nd revisedtmjard appr ova l
 
regulations.
 

1,3 Un,i.cC'rm 'Procedu:::-cl. Codes: Thesel1ec~E.:~l ~e!7J.inolo.~ Gnd
 
~ecor~s consist or m2te~~als such ?s cost benefit
 
studies; 2.senda:::;,
Lnv i.t at Lons , pre scnun tLons , results,
 
and mi.nutcs of wo rk.Lng 1.:.:.:ctinzs c:on.'zel.·er;,ccsdis-arid to
 
cuss cermi.noLogy and cocles Ior usc in regan!s to med LcaL
 

------~-----------------------------------------------------~---
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hsnlth; ?rocedural terminology and codes; test reports;
 
tax credits; and evaluations.
 

t:utho:dzcd Disposition: Transfer to the PUC when 2 years
 
old. Destroy uhen :.> years old.
 

44	 Federal _::;.egister DocllTl\ents_: These records consist of ma-
ter1aTs pertaining to compL'la tLon of total interactions
 
between PHS Staff Offices and PHS Agencies, as 'cell as
 
input f r om the Office of the Secretary regardir..g notices
 
of Proposed Ru'l eraalt i.ng , ':inal regulations, and general
 
notices. Also included are drafts, corment s , recomraenda-
t Lons , change s , coo rd LnatLori, evaluations, and final pro-
posed documents.
 

Authorized Dis?osition: Transfer to the FRC when 5 years
 
old. Destroy uhen 10 years old.
 

The Office of Pol.Lcy Deve Loprnent; and Planning 
serves as the princiyal advisor to the Assis-
tant Secretary for I!ealth concerning. the d~-
ve Lopment; 01: a nat Lonal health policy and SCl'<'-::-
egy; represents the ::?HSin all health policy 
deve Lopnent within the Deja r tme nt ; directs or 
coiduct.s PI"!.Shealth policy dcve Lopment , Lnc l.ud-
in:; sc l cc t ivc xe scar ch and cvaluo.tion projects; 
~irects PHS participation in the Department's 
annual five-year plan, including policy develop-
ment, research, evaluati~n, lesislative and 
s tnt.Ls t LcaI plans; is the Depa:r.t:,1cn-:al focal 
po i.nr TC'r' the deve l opment and coordination of 
health cats. and statist:Lc2.l policy; analyzes 
the effect and relevancy of current policies 
on health prog rems , zecorrmend Lng netr approaches 
and initic:.tives; dLrcc ts PHS pol Lcy ana Lys i.s , 
pr ogram planning, and prog ram eva Luat Lon; and 
suides the efforts of the PHS AGencies in plan-
ninG, evaluation, and policy analysis across 
the spcctrU1'1 of health care delivery systems, 
health protection, and h~alth research. 

45	 ST)ecial Health Pr(\,,;r.~).m!;!:eas: These Hle mater LaLs per-
tain to certain health areas in uh.i.ch the Office of
 
Po l i.cy Dev e Lopment; and P'lanrri.ng , O/',SII, has a par-t Lcul.ar
 
interest. These files are used for reference purposes.
 
Record copieD are ~aintained in other PHS activities.
 
The follouing are cxarnpl as of such areas:
 

16-69128-1 GPO 
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a. ~idney Disease - These records cover the end-stage
renal disease proGram of medicare (Section 2991 of P.R. 
92-603). Included arc ma~oranda covering kidney djsease, 
speeches, cons Lus Lonc , press releases, regulations, and 
other renal disease docmnentation from policy develop~ent 
through implementation. 

b. National Health Insurance - These files contain op-
tion, decision, and L memo randa ; National Lnforraat.Lcna
Health Insurance presentations, speeches, stat.enant;s,
br-LefLngs , correspondence, mIT group materials, and 
minutes of meetinGs. 

c. Section 222 Files - These records are accumulated in 
maintaining liaison uith various agencies, conunittees,
'Uorkshops, advisory boards, and other health-related 0:::"-

ganizations concerned with Section 222 of P.L. 92-603. 
Under Section 222, beneficiary package and reimbursenent 
~'7aiversare to be granted to innovative service delivery
models in an a.ttempt to lOHer costs in the health care 
systCt:1. These files the progress of the varionsdoctffilent

activities connected with Section 222.
 

d. Dise~se Control Files - These records include bu~get
and legislative materials, analyt1cal issues, prosran
mate~i:3.J.under .EOI'Disease jurisdiction,Ce;:J.ter Control 
and special projects and evaluation proposals ui~h res-
pect to the health protecti.on activities of ~E.s. 

e. nutrition Files - These records cover recent nutri-
tion action dccuwcnts, policy stntc~ent5, co~~ittee 
papers, and health-related nutrition or3ani~atiom.'.1 ac-
tivities l.1ilpacting programs.office 

Authorized Disposition: A~plies to preceding subpara-
r,raphs a t lrrough c. Transfer to the mc vzhcn 5 years
old or earlier if no longer ne~cled for cay-to-day opera-
tions. Destroy uhen 10 years old. 

I 

46 J~alth Services Inte3ration: These records are copies of 
progrr..mmc terLal.sthat Li.nl;admi.nis tration and management;
elements of separate local org.1.obations for the r-educ-
tion of fragrnentiat i.onand overlap in the delivery of com-
Prehensive health and social servicGs to individuals and 
families. Included aTe reports, letters and memoranda. 
These are reference files. 

Authorized Di.s'pos.i.!:2:£.~: uhen 2 years old.Destroy 

----.----~--------------------------------------------------~--------~--------.
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47 Ove r'sLt e Files: These records rel.ate to high priority 
ite~s under the jurisdiction of the Health Services Ad-
ministration, Health llesources Ad:llinistr.?tion,and Alco-
hol, Drug Abuse, and Nental Health Administration, uith 
respect to health services, resources planning, proce-
dures, and f LnancLng , These files consist of copies of 
mcrao rnnda , routine reports, and letters - all of nhich 

. ",¥i1'e used 'by "OPDP in -its oversh:e responsibility' Eor eva I» 
ua t Lng health programs Hithin the cont-ext; of national 
needs and resource capabilities. The offices of record 
for these files are located in other PI-iS act IvdtLes , 
These are reference files. 

Aut hoz Leed DispOSition: Transfer to the mc tzhen 5 years

old or earlier if no lonser needed for day-to-day opera-
tions. Destroy when 10 years old.
 

48	 Health Services Care Files: These records relat~ to n[;-
t.Loria L he aLth Lnsur ance , procedure~ and Lrapl.emerrtat Loa ,
 
ana Lys is of expend Ltur'c.s manpovcr , a nd
, facilities, t he
 
coordination of altcrnativ2 strategies for health care,
 
r osourcc dove Lopment , qua li.ty of hca lth car e, and health I
 
services. .\1so included are itC:DS on iin3ncing of
 
health car e, malprac tLcc , child health, cor.ununityb2S'2d
 

services programs, and contract and st:::eringCOI:ruitte:€
 
reporrs. These arc referencE files.
 

~uthorizcd DisDosition: Trensfer to the FRC ,·hcn 5 years
 
old or enrlicr iE n~ longer needed for day-to-day opera-
tions. Destroy t7hen 10 Y23rs old.
 

::_ .1 -'	 ~ery;t(3;S- Fi.1eo: These reserds rolate t" nati9P..a.l- ". .. -., ... . ~. 
'- -. - - - .. ,' -	 ~ "c' - ... - .. ~ . ~ '~.') ..... _co +,' ~ ....'" 

'" C r~.rpQtl,lj -I-1!i'Q£. f. Gii.l,U· j,QS , RUlzRPS,i3r, a!'lU tIle eeerciiftet
 
- "'",1" ..,. - "I • ..,.•.. r.· ,,.. ""'....h,,~,1 foh "".,.,., _... "."
 

-.... •	 7 

(~e:Y31ElflF1e!'lt" €fHa'ity of health earo, ana hF'!alth OC'l"";icso. 
21408 ine.lutied aTe itElfl8 9Ft f:'rleZlsiag 9£ hea'th ea::E:, 

Ai)o;lJ prac..'·j co, cbiJ d l~d'1.j 1;h, QGiJiil1l:lRity {,asee sc:e7v'5:ces ?rl,o
 
sr;;WHs, eU;S QQnf.i·K......st 9.[*'B1 htggring Q9iY"s;aittee ref.:9)~tso
 
iksge ArS Fe[eFenee files. 

. _ .., .. , ".. ~
 
old or a~rligr '2 RO lEdser ne0~od
 

L"~ .~".. "';u J :i' ..c."-,> 

tnt In ..1 1 _. ,, '\11 -~ .. _~ •• ~<4~ •• ~ 

---~-----------------------.-----------.------'--.------'--.-----



Standard Form No. ,116a • • ..Promulgated ~1-49 by .'. " 
GenuaJ Services Administration	 i ~ Job No. __ ":"'---.1.-"';' Page 25a
The National Archives ,, , ' of~pages 

•
REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continua.tion Sheet 

97 8 DESCRIPTION OF ITEM	 10
SAMPLE OR mMNO (WITH INCLUSIVE DATES OR RETENTION PERIODS)	 ACTION TAKENJOB NO 

50	 Health Resources Files: These records deal with and re-
late to health resources, including facilities develop-
ment. Included are memoranda, routine reports, and clear 
ances that cover such topics as health scarcity problems, 
manpower czedent fa'lIng , and supply of primary health care 
Also included are recommendations for financing health 
care and resource development. 

Authorized Disposition: Transfer to FRe when 5 years old
 
or earlier if no longer needed. Destroy when 10 years

old.
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51	 ."tIcalth pln::1nin-; Files: These flles contain proceduxa l ,
 
commi t t cc , co nt rect , budget, p l aanf.ng , eva Luat Lon, and
 
implementation doc umenta tLon uhich establishes and
 
0ffects p1a:1n1.ng ncthods for future operations •
 

.:1. Five Year plnn for Heal t:1 - These records contain
 
:1isto;.-::'cal, dcvc Lopmcnta l , budge tary and LegLsLat Lvc data
 
aimed at directing futu!"e Federal resources for health
 
and establishes the ?l-IS 5 y ear forFnrd planning proces s
 
as a rcc j or entity to planning a na tLonaI health s t ra t egy ,
 
Included are specific sets of problems, respective roles
 
s nl responsitili::ics of Federal, State, local gover nnent s
 
and the private s~ctor, PHS objectives and strategies,
 
and proposed plans and special Lni.t Lat Ive s , Also in-
cluded arc naterials derived from the fonmrd plans de-
veloped by e~ch of the PHS Agencies.
 

b. Annu2.1 Statistical Health Plan - r:;:>hcserecords con-
tain guidelines, established pol~cies and procedures, 
dtr ec t i.vos , cormi.t tee papers, etc , , relevant to the fHS 
Annual Statistic~l Plan and the Health Data Policy Con-
~ittne on the identification of intermediate sad Jo~S-
range health data needs; the deve l opmcnc and modLf i.ca t Lon 
of data objectives, including compatib:Llity and utility 
of hec l.t h statistics, ut i l.LcLng s tandaz-di zat Lon of hcaLt h 
data elements; diTcctives for PHS participa.tion i~ the 
development of the De>pnrtm.:mt' s annual statistical plan, 
l7ith perticular conc~rn for the approp=iateness ~nd ade-
quecy of proposed health dat~ collection activities. 

Authori~ed Disposition: Applies to preceding subpara-
grap!1Saan;r-b: Per;;;ncnt. T:.ansfer to the F::'..Cl:hen 5
 
years old. Offer to r;ational Archives trhe n 15 years old.
 

52	 'I'he Office of Organization 8:.1d11anagement
 
Systems, Office of Administrative lIanage-
mcnt , OASH, r capona i.b l l Lt Les include de··
 
ve1.opmcnt and dissemination of PHS policies,
 
leadership a~d direction for the develop-
ment and implementCltion of computer systems;
 
coordination of the inte~ration of program
 
and management; data needs and aut omatLc data
 
processing system activities across function~
 
al and a3ency lines. These responsibilities
 
are pzoriul gatied in the form of 5.ss'.lances to the
 
Department l'1mun:' SY3tem covered clseHhere in
 
this schedule. The record mater:i.als de scr i.bed
 
be Lotz are associated \7ith nachf.ne readable 

Fo •.u copicu,	 lnch,ding original, ito be s..Li·wil-tcd .0 1he J':ctional JUchiW'e!! 16-~g.(;S-1 oro 
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hardimre, related documentation required
for their servicing, and files pertaining
to automatic data processing (AD~) procure-
ment, operations, and management functions. 
These materials pertain to the operation
of the PHS con~uter systen, rather than the 
program output data. The disposition of 
output data :i:scontrolled by those PHS ac-
th'ities requiring and using the data. 

52	 ~anning Doct~ents: These files consist of the master 
plan) feasib.i.litys~udies Hith associated charts and dia-
grams, and supporting data that reflect on the character-
istics of the data autonation activity. Included is 
graphi,c , narrative, and tabular infonna.tion relating to 
the present and lor planned ADF composition and require-
ments of the data automation activity. 

Authorized nis?oGit~on: Destroy 1 year after plannin3
doc~£nts be~e o~sofcte. 

53	 RE.S3.r:amJ1an::l:2e:ncn~: 'rhese files consist of procedures
gove rai.ng t~tc-! conversion to e Lec tri cal mach Lne opara t Ions 
and the supervision, control, coordination, and c;>era-
tLon of the mechani.aa t Lon program. 

~thor~ Di~..p.o2.u..ion: 1 year after proceduresDestroy

become obsolete.
 

5l:.	 Standordization: These files consist of PHS developed
data c lement s and codes, st andardf.catLon requests, and 
justifications for 0.11 data systems. 

Authorized Disposition: Destr0Y l7hen superseded o~ ob-
so Le ce , 

55	 Valid. T:ansact~ un:. Thes~ ~i1es consist of magnetic tapes
cont a tut..nG vc li.d f i.Les 0": J..tcms used, Hith a mas tcr data 
tape :'.nputf i.l,e for creation o£ master daua tape output. 
They are used in statistical analysis. 

!'.uthorizedDisposition: Dcs troy when superseded or ob-
solete.
 

56 Infoi=-nationrtet"d.<?,.yal fraster Re£c:rcn~ System The~e 
are rnagne t i.c media corrca i.ni.ng <lata created by t.l.e TIK!rg-
:1.ng of the pr Lor mo ster HIe vith va l.Ld t ransac t i.on da t« 
to create. a new mo ster file (LncludLng the secur I cy copy

-----------------------------------'-------
111-604':<8"1 "po 
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tape of data on disk packs). This serves as an index to 
record materials such as correspondence, legal hearillgs 
and decisions, patents and trademarks, and record copies
of publications. 

Authori:o:edDisoositio.E.!..Destroy when superseded or ob-
solete .• 

57	 Federal Loan and Grant Program HasteI' File: These are 
magnetic media co nt.aLnf.ng data created by de merg Lng of 
the prior master file u:i.thvalid transaction data to 
create a nev mas cer file (initial data includes exce rpts 
f~om forms placed in case files). This is a noncumula-
tive periodic file of status of Federal loan and grant
~ctivities. ' 

Authorized Disoosition: Destroy "7re n superseded or ob-
solete. 

58 Economic Dtntistics r~2ste:::, These fHen COHS:i.StFile: of 
magnetic---;;ed1.a Lrri.ng dat'acreateu by the morg Lngco nt.n
of the orLo r mas ter file uith valid transnct Lon da ta to 
c reat;e a new master file. 

a. Data ,on9_~urvSls - Th~se are noncumul.a t Lve data used 
to prepa~2 rc?or~s covering a limited period of time; and' 
noncumul.at Ivc recurri 116 periodic surveys unc lud Lng who Lc-
sale Hn::1 consumer price Lndexes , annual indus t:i..'y, housing 
vacancy, and other economic indicators. 

At~..thod.zedD5.s')osition: Destroy uhen superseded or ob-
solete. 

b; Census - This is a noncl!Il1ulatlvcecononic census 
taken durin~ 5 yenr intervals. 

Autho:d:::cc1Disposition: Transfer to the Fr.C xrhe n I year
old. Destroy xzhe n 5 years old. 

59	 Social Stat!stics l~ster rile: These are magnetic media 
containing ~aca created by th2 ~erging of the prior mas-
ter file Hith valid transaction data to cr r at c a neu 
ma st sr f i.Lc , Thes0 ere noncumul.at ivc date: used to prc--
par:::reports covoring a lirnic2d period of time; noncumu-
lative r0currtn3 p0riodic surv~ys including current pop-
ulation statistics, ~~nual industry, housing vacancy,
voter participation, end statistics of income sample;
a nd no ncumu La t i.ve d=mog r aph i,c c+nsuacs , 

9 
SAMPLE OR
 

JOB NO
 

10. 
ACTION TAKEN 

lcr-69~2il-l "po 
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Authorized Disposition:
come obsolete. 

Destroy 1 month after files be-

60 Natural Resources Haster File: These files consist of 
continuously updated magnetic media containing data 
created by the merging of the prior master file with val-
id transaction data to create a new master fileo These 
are noncumulative data used to prepare reports covering
a limited period of timec 

Authorized Disposition: Destroy 1 month after file be-
comes obsolete .. 

61 Scientific Data Files: These are magnetic media contain-
ing data created either from analog magnetic tape or re-
corded directly on magnetic digital tape for scientific 
measurements of astronomic, outer space, and oceano-
graphic phenomena; air and ':>7aterquality; and medical 
research measurements. This pertains to media held in 
national data centers as well as media not held in na-
tional data centerso 

62 

buthorized Dispos:i.tio,n~Transfer to the FRC when 1 year 
olde Des~roy when 10 years old. 

Summa~ta File: This is a magnetic tape containing 
aggresates of individual observations from valid trans-
action or master data files that are disaggrates of pub-
lished data. 

63 

Authorized D~osition: Destroy when 1 year olde 

~ample and Subsamele Data Files: This is a magnetic tape
containing individual observations selected from a larg-
er census of survey files such as stratified or pure
random sample files with or without we Lghti i.ng factors" 
It is disclosure free or useful in statistical analysis
or policy formulation models and simulation srudf.es , It 
is substantially unpublished, such as tapes containing 
data that are disclosure freco 

h?s.h~rized Disposition: Transfer to the FRC when 
old. Destroy when 10 years old. 

The Office of Personnel Hanagement, Office 
0:( Adminisl~rative Hanagement, DASH, de-
velops personnel tl~nagement objectives for 

1. year 

16-:;')-128-] QPO 
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8 DESCRIPTION OF ITEM 
ITEM NO (WITH IHCLUSIVE DATES OR RETEHTIOIl PERIODS) 

PHS activities and the policies and stan-
dards necessary to advance these objectives;
plans, develops, and administers the Com-
missioned Corps personnel system; and coor-
dif~tes the personnel management activities 
of the Public Health Service ui th the De-
_partmen"!:,the Civil Servi.ce connnission, the 
Office of Management and Budget., the Depart-
ment of Defense, the Veterans Administration,
and the Congress on matters of common concern. 

£!YL~SERVICE PERSONNEL: 

64	 Personnel Evaluation Surveys: These records pertain to 
the eva Iuat Ion of the effectiveness of personnel manage-
ment in PHS field installations, PHS Agencies, and OASH. 
Included are plans for individual surveys of specific
installations or offices; implementation records such as 
questionnaires, results of interviews and documentation 
of day-to-day activities, and reports including identifi-
cation of p~oblems and recommendations for program im-
provements e 

Authorized Disposition: Close out surveys when 5 years 
oldo Destroy when no longer needed for administrative 
pu~-poses. 

65	 Position Classification Records: These files pertain to 
classification decisions on groups of pOSitions" Includ-
ed are background material prepared or compiled by pro-
gram officials or personnel specialists; copies of des-
criptions of posit~ons to be classified and positions
used for comparative purposes; and decision papers '\lith 
justifications. 

Authorized Disposition: Destroy when positions or groups
of positions are abolished, or when no longer needed for 
reference. 

66	 Personnel Data Reports: These files cons~ t of computer
listings of PHS personnel and statistical personnel data 
reports received on a regulak or one-time basiso The 
listings contain various numbers of data elements on PHS 
employees showfng personal identifyir.g information, and 
records of employee Federal seT\Tice and current position
and pay statuso Statistical uata reports contain current 
PHS employment and personnel ceiling information. 

9
 
SAMPLE OR
 

JOB NO 

10. 
ACTION TAKEN 

F ....,.. ':·"pie", Including origintd, to b'it S1<.hruIned 1Q th .. Nc.tio.aal ;ur;hlves	 HI-69tlt-l GPO 
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9 
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10 
ACTION TAKEN 

Authorized 
report is 

D~sposition:
received. 

Destroy when next most current 

CQl'1}lISSIONED CORPS PERSONNEL: The corps consists of med-
ical and health specialists and is used to augment civil 
service requirements in carrying out PHS programs. The 
corps is recognized as one of the seven uniformed ser-
vices of the United States. Items 67 through 78 fo Ll.ow-
ing apply to commissioned corps personnel. 

67 General Subiect Files: These records consist of corres-
pondence, reports, memoranda and related materials es-
tablishing policies and procedures for overall operation
the eomm~ssioned Corps personnel program. Included are 
planning, precedence, studies, evaluations, coordination, 
and recommendations pertaining to policy and procedural 
matters, as well as correspondence and information on 
program activities. 

0 

Authorized Disposition: Destroy
for administrative purposes. 

w~n no longer needed 

68 Official Personnel Folders: These folders are the offi-
c~al repositories of records and reports of personnel
actions (includ~ng awards) effected during the serv~ce of 
an officer in the PHS Comm~ssioned Corps and the documents 
and papers required in connection with these actions. The 
personnel orders and other documents filed as permanent
records in the folders give legal force and effect to per-
sonnel transactions and establish officer rights and bene-
fits under pertinent Laws and regulations. These folders 
also conta~n papers documenting the Commissioned Officer~ 
medical history to include disability retirement examina-
t~ons. 

Authorized Disposit~on: Permanent. Transfer to 
rPt:'-Ee~It:'"33'eeTlfl;i'flH:e~1!:-BB:<€ec€e~8rlF~E1:1-es-6G~e~flT1dl:-l:ee-II"-;',--8S:-tt:..""':Lbootlu1:i~s;-"rlMl4oe-..., 1 yea r 
f~cer is separated feom the Corps. 

~UL.':"VCL~'" 

aft er 0 f-
Q~ 

F' -- ~ 

- -~ /? --
69 Applications

submitted by 
for Commiss~on: Forms 
unsuccessful applicants 

and related material 
for commission ~n 

FolIZ c:opio., includiDg original, to bo lnllmUHed to the Natiollal &chlvea 16-694..28-1 GPO 
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REQUEST FOR AiJTHORITY TO DISPOSE OF RECORDS-Connnuc.oon She0t 

7 

ITEM" NO. 

\ 8 DESCRIPTION OF ITEM 

<W_IT_H_IN_C_LU_S_IV_E _DA_T_ES_O_R_R_ET_EN_TI_OH_PERI_OOS_> 

9

I_s_~_~_~_l~_g_"R__ 

10 

A_CT_I_O_N_T_AK_!::_N_ 

the corps. This material has been reviewed and the ap-
plicant' evaluated and rated for consideration for a com-
mission. The records include applications, vouchers,
evaluation ~ecords, ratings, comparisons, decisions, and 
non-selection documentation. 

buthorized Di.Sposi~ 
app l Lca t Lon, 

Destroy 1 year after date of 

70 

71 

Service Record Cards: Visible file record of officer's 
service in the corps. These cards are filed by organiza-
tion and provide the personnel office "lith summary infor-
mation on organizational structure, budgeted billets 
"1ithin each organizational segment, and historical and 
current status data on officers occupying these billets. 

~tion Descriptions: Description of billet to whi.ch 
officer Ls assigned, a Long lvith related informational 
material" These files provide information on the of-
ficial duties and responsibilities of each bf.Ll et estab-
lished Hithin the organization. They provide iniorm.:l.-
tioll helpful in position r.lanagE'mentand in maintaining 
a proper. classification structure. 

~ltthorized Dis~osition: Destroy 5 years after date of 
officer's separation. 

~~ed Disposition: Destroy 2 years after position
is cancelled. 

73 

72 

Strength r~~ These records are monthly reports of 
cvmmissioned o.tf:i.cerson PES roll~n Reports are pro-
duced alpI~bctically anu by ser\Tice category. ~oLal 
strength reflects all act aons reported on personnel or ... 

Oua Ld f Lcat Lons Profile: Form listing officer's quallfi--------cations along ~·)ith related informational material. These 
records cont~in information on the officer's education 
(including colleges or ~niversities attended anti degrees 
received), wo rk exper-Ience (including all milital."'Yand 
c Lv Ll.Lan positions held Yrith emphasis on experience per-
tinent to curr.ent placement), awards receiyed (including
performance, special act or service, and sugeestiou
ai-1ards)~and appraisal of performance. 

Authorized Dil;position: Des trroy when officer is sepa-
rated, or when updated record is created. 

16-69U>J-l GPO 
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ders through the current month having effective dates 
through	 the last day of the month, and includes officers 
on leave without pay. 

Authorized Disposition: Destroy when obsolete or no long-
er needed for reference.
 

7l•	 E,~amining Board: These records cons ist of minutes of 
meetings of commissioned officer examining boards. The 
examining boards evaluate and rate officers for assign-
ment and promotion. Agendas of Board lneetings are also 
included. 

Authorized Disposition: Destroy Hre n obsolete or no 
longer needed for reference. 

75	 Merit Rolls: These records contain registers of eligi-
'bles from uhich selections are made for as sLgmnenzs in 
the corps. Also included is ba.ckup material including
evaluations of officers' qua1:i.fications, and qualifica-
tions requirements (knowl.edges , skills, and abilities)
of assignments. Registers are developed from ll;-lplemen-
tation of prescribed evaluation and selection processes,
and records whf.ch are included for revie~l purposes. 

Authori.zed Di~E.'?siti'?r:l. when obsolete orDestroy no
 
longer needed for refe~ence.
 

76	 Health Hanpouer Studies: These records contain periodic
updated reports of studies made of the current availabil-
i..:yand location or various categories of health man-
powe r and projections of near future sufficiency of such 
mani?overe Included, in addition to the published re-
ports, are questionnaires completed by concerned organi-
zations and individuals, punch cards, tabulations, and 
related backup materials. Theee are short term records. 

12. 
~2!thorlzed Dis2?E~n: '-Destroy publisheg rer>orts when 
obso Lct;e or no longer needed for reference. Dest roy re~ 
port source data 1 year after publication of report. 

77 yc.ri~ble In~i.v~ .. These pertain]ay Prog:"fllll!. records to 
Leg i.s Lat Lon and deveLopme.rt 01. Lmp'l.ernent.a ti.on regulations 
for the program covering incentive pay for commissioned 
medical officers serving in critical specia.lty categories 
Included are copies of legislation and original regl'la-
tions Hith backup material and '\VorJdng papers comp Lled 
in the development of regulations and procedures.I 

http:deveLopme.rt
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becomes inactive or after change in specific regulations. 

78	 rommissloned Officer Awards: These are case history files 
Fontaining material on recommendations, evaluations, ap-
~rovals, and presentation of awards to commissioned offi-
~er~. Also includes periodic reports on the commissioned 
corps awards program. Approved awards are recorded in the 
officers official personnel folder. 

A.uthorized Disposition: Destroy wh en 2 years old if no 
longer needed for day-to-day operations. 

79 Iffice Administrative Files: These files relate to minor 
administrative matters. They are routinely found in most 
offices and contain no information of significance. Ex-
amples are time cards; timekeeper copies of Earnings and 
~eave Statements; requests for overtime; personnel records 
that are duplicated in, or not appropriate for inclusion 
in, official personnel folders; memorandums pertaining to 
exchange of general information between the components of 
an office, diviSion, or branch; and similar materials. 

Authorized Disposition: Destroy when 2 years old or ear-
lier if no longer needed for day-to-day operations. 

80	 T~aining Instructional Materials: These files pertain to 
instructor and student materials developed within OASH 
for use In trainin~ professional government and nongov-
ernment personnel, particularly in technical fields. 
These materials are not available from other Federal or 
private sources on a standardized basis. Excluded are in-
structional materials developed and used by agencies such 
as the National Archives and Records Service or private
activities, in training PHS professional employees.
Examplesof these materials are instructors kits, hand-
outs, slides, problems to be solved by students, answer 
sheets and examinations. 

Authorlzed Dlsposition: Permanent. Offer to National
 
Archives when no longer needed for current operations.
 

Fo .... ""pie., iDc1ucliug original, 10 be ...JonUHed 10 the National Aa-c:hivq	 16-69(28-1 GPO 
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Carl :C. l1aru" Chief Hanagcr:1ent Support Branch, 
Office of .Administrative PHS!Dl-IEHHanagement, .. 

HOHard Halderman, Public Health Division, Office-
of the General Counsel, DHEHo 

--------'------------------------------------------'------_ ..-




