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TO GENERAL SERVICES ADMINISTRATION L
KATIORAL ARCHIVES AND RICORDS SERVICE, WASHINGTON, DC 20408 I

TO DISPCSE OF RECORDS

11 1976
(See Instructions on Reverse) ?a FEB

N

1%

Cl+ 90-76-

NOTIFICATION TO HAGENCY

1 FROM (AGENCY OR ESTABLISHMENT)

Department of Health, Zducation, and Welfare posal request, 1ncluding

2. MAJOR SUB-’JIVISION

Public He

alth Service

3. MINOR SUBDIVISION

Office of the Assistant Secretary for Health
4 NAME OF PERSON WITH WHOM TO CONFER 5. TEL EXT.
Carl Z, Mann 443-2055

In accardance with the provisions of 44 U S C 3303a the dis

items that may be stsmped ‘‘disposal not appraved’’ or ‘‘with
drawn’’ 1n coiumn 12

amendments, s approved except fcr

6. :CERTIFICATE .OF -AGENCY REPRISENTATIVE

1 hereby certify that | am authonized to act for this agency in matters pertaining to the disposal of the agency’s records, that the“records proposed for disposal in this Request of

page

/4 /76

{s} ar2 nol now needed for the business of this agency or wili nol be needed after the retention periods specified

31(— kﬁaell O, Hess:ﬁ Dept. Records Megmt, Officer

e Dale (Signature of Agency Representative) (Titie)
s .- T
7. 8. DESCRIPTION OF ITEM SAMPLE OR 10
ITEM NO (With Inclusive Dates or Retention Periods) JdB NO ACTION TAKEN

SIS 7L -

RECORDS CONTROIL SCHEDULE FOR USE BY THE OFFICE OF THR
ASSISTAIT SZCTETARY FOR HTAJTI PUDLIC HEALTH SZRVICE,
EPARTMENT OF 1RALTII, EDUCATION, AND VELFARE

«

istant Secratary for Health is responsible

1 of the Public i=alth Service, for providing
aderchip and wolicy ruidance for health-related activi-
es throughout the Derartment and for maintaining rela-~
onsthg vith other govermmental and private agencies
nceraed with health., The Assistant Secretaxy for.
niealth is the princical advisor and assistant to the Sec-
retary oa health policy and all health-related activities
in the Departwent,
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TUPORTAINT: Unless othervise stated all offices of TASH
will follow the same authorizaed disposition instructions,

Irmediate 0ffice of the Assistant Secretary for ilealth:
Inciuded are the Assisitani Secretarv, Deputy Assistant
Scerctary, aad Fxecutive Officex.

0

2, These files consist of or relate to guidance, instruc-
tions, and decisions issued ¢r received by the immediate
0ffice of the Assistant Secretary, relative to adminis-

trative and prosgram operations, Included is pertinent
corre.pondcnce with the Seccretary, DIEV, and his staff,
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS—Continuation Shest
7 8 DESCRIPTION OF ITEM 9 10.
TEM NO (WITH INCLUSIVE DATES OR RETENTION PERIODS) SAMPLEOR ACTION TAKEN

Principal Operating Components, DHEW; PHS Agencies; Re=

gional Health Administraters; and other Federal Agencies
as well as budget statem=nts, briefings, presentations,

speeches, digests, and backup materials of a highly sig-
nificant and sometimes sensitive nature,

Authorized Disposition: Permanent, Transfer to the FRC
when no 'longétr necéded for administrative purposes and
offer to the National Archives 3 years thereafter,

b. These records pertain to routine correspondence with
Congress, State and local government activities; and ac-
tivities outside government, 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 Disposition: Transfer to the FRC when 2 years
old and destroy vhen 5 years old,

2 Policies and Procedures: These records reflect the pol=-
1cies ana proccdures established for program and admin-

istrative operations throughout the Public Health Ser-
viece, and usually require approval by the Immedizte Of=~
fice of the Assistant Sccretary for Eealth., TIncluded
are staff studies, action papers, summaries, digests,
presentations, iaterpretations, clarifications, evalua-
tions, conclusions, reccmmendations, ecvidence of staff
coordination, and decisions, The office of reccrd is
the svaff office initiating, or primarily responsible
for jmplementing the policy or procedurec, The policies
and procedures are usually promulgated in PHS Issuances
to the IEN Staff ljlanual System,

Authorized Disposition:

a, OIffice of Rucord - Permanent., Transifer to the FRC
wvhen superseded, obsolete, or no longer needed for ref-
evence; and offer to Jatloﬁal Archives 10 years there-
after,

b. All Cther Offices ~ Dzstroy when superseded, obso-
lete, or wvhen no longer needed for reference,

cial Stalf Programs: The Assistant Scerctary for
lth has responsibility for certain special activities
waich arc related to the overall pro ram and administra~

Foux copies, lncluding ciiginal, to be submitied to the Kauticnuk frchives 16—t9423-1  aro
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS—Continuation Sheet

7. 8 DESCRIPTION OF ITEM 9. 10,
ITEM NO. (WITH INCLUSIVE DATES OR RETENTION PeRIODS) SAJ’SSLEOOR ACTION TAKEN

tive responsibilities of the Public Health Service. Ex-
amples are international health and population affairs,
These responsibilities are assigned to Special Staff Of-
fices established for the purnose of carrying out these
technical programs. Such offices report directly to the
Immediate Office of the Assistant Secretary for Health,
Certain program records created in these Special Staff

- 0ffices -have -significant--historical. and/er-research
value, and consist of or relate to such matters as coun=-
cil and committee membership; transcripts, minutes, pre-
sentations, digests, summaries, recommendations, evalua-
tions, and reports on pertinent meetings and conferences
and pertinent other reports, stafi papers, memorandums,
agreements, resolutions, letters, and studies, Records
of historical value are kept separately in each office,

e

Authorized Disposition: Permanent., QOffer to National
Archives wien no longer needed for day=-to-day operations,

4 Consressional Covrrespondence: These files consist of
correspondence betuecen members of Congress and the Pub=-
lic Health Service. 1Included are the incoming corres-
pondence, suggestions for possible use in preparing a
reply with supporting documentation, final reply with
staff clearances obtained, along with any 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
vazlue,

Authorized Disposition:

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 value “l>
Transfer to_rhe FRC when 2 years old and destroy -
Cie 7/ . B .
unless needed for a longer period due to in-
cumbent Congressman's continuance in office,

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

5 General Neports: These are administrative and program
oriented reports of historical value. They are either
created within OASH or submitted to CASH by other PHS

Four copies, including origingl, fo ko submitted fo tho Netional Xrchives 16— 52428~1 GPO
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. 8 DESCRIPTION OF ITEM 9 10
{TEM NO (WITH INCLUSIVE DATES OR RETENTION PERIODS) SAJ%SLEOOR , ACTION TAKEN

activities. The offices of record are located within
OASH. These records include one~time reports on designa-
ted subjects; periodic progress reports, whether 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 Disposition:

a, Offices of Record. Permanent., Transfer to the FRC
when 7 years old or earlier if no longer needed for day-
to-day operations. Offer to HNational Archives vhen 12
years old.

b. All Other Offices. Destroy wlen 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 Disposition:

a, ffice of Record. Permanent, Transfer to the FRC
when &4 years old., Offer to Hational Archives wnen 10
years old,

v

b. 411 Other Offices. Destroy vien 1 year old.

The record materials described in items 7
through 9 below are created during 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, intexrpre-
tations, and guidance.

Four cuplos, Including criginel, to ko mbmitied to the National Jirckives 16—50428-1  @PO
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9. 10.

7. 8 DESCRIPTION OF ITEM
SAMPLE OR
OB HG ACTION TAKEN

ITEM NO (WITH INCLUSIVE DATES OR RETENTION PERIODS)

7 Bill Files: Bill files are in two 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 Recoxrd items on each bill, veto

- - -] meesages,; memerandum .0f dicapproval .or .Presidential. sign-
ing statement on each bill, and copy of Public Law as=-
signed to each bill after enactment. These are short
term woriking files.,

Authorized Disposition: All Offices. Transfer to inace-
tive status at end of Congressional year, bills enacted
or vetoed (except retain in pending status vetoed bills
that are likely to be reintroduced in another Congres-
sional year). ..Destroy those bills of little impact/sig-
nificaApe irmmediately after printed record of hearing is
issued? Destroy bill files one calendar year after en-
actment of law,

8 llearing Tiles: Hearing folders are established during
each Conzressional year, Tolders are filed in chronolog-
ical order of date of hearing in ascending order. These
files shov the actions talien prior to hearinzs. [olders
include invitation and response, if any, to invitation

to hearing:; draft copies of prepared statement of vwit-
ness and clearances vithin the Department of those drafts}
list of vitnesses for each hearing; and a copy of printed
statement in final form. These are short term worlking
files.

Transfer to inac-
Destroy one

Authorized Disnosition: All Offices
tive status at end oif Congressional year,
calendar year thereafter.

iy
prograns varies from year
receiving legislative em=-

9 Prozrams Under Current Legislative Consideration:
phasis on legislation of 215
to year namples of proarans

phasis as follows:

are

a, Medicare/iled
marily for main iﬁ
tion in effect Ior
They contain pronsse
Public Law $2-(03,

se files are established pri-
ent idformation on legisla-
na 2d personnel.

f‘?‘l-

.
i
7]
.
b
[

general provisions of the Law, policy

Four copicx, including original, fo be submitied 1o {i:0 Noticnal Mzchivey 16—50423-1  crO
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2. 8 DESCRIPTION OF ITEM 8. 10
ITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS) SAJ%ELEQR ACTION TAKEN

and informational memoranda covering Titles IIVIII and
XIX of the Ilaw, and requests for information related to
the lawv, These files are in numerical order by oprogram
title number and further broken dovm by alphabetical
subject matter under each title number., These are -ref-
erence files,

Authorized Disnosttiow: All Offices. Destroy portions
superseded or declared obsolete after a period of 3
years, or earlier if no longer needed for reference,

b, FHealth Tnsurence - Thesce files include materjials re-
lated to hearincs or proposals for a national or compre=~
hensive health insurance program plan. TFolders are Lept
in numerical order for Administration and Congressional
bills and in alphabetical order for bills or plans of
medical or insurance associations and other organizations
involved in health insurance issues, These are reference
files,

Authorized Disvosition: All Offices., Retire to inactive
status after legislation is cnacted or denied. Destroy
2 years thereafter,

10 nudrmet Prenaration, Presentation, and Aoportiomment:
Budset and anvortionnent receords include the verious
files accumulated in OASH in the course of formulating
its budget for submission to the Department, and in de-
fending its requests Ior funds to the Department, Office
of Management and Budget, and to the Congress; and aiter
enactment of an anpropriation bill, in ensuring that the
funds are used in such a way as to suffice for the ap-
propriate period of time, Also included are summary
status statements, program narratives, and schedules of
obligations.

a. Correspondence files of formally organized QASH bud-
get offices showing procedures to be followed in govern-
ing budget administration, and reflecting establisned
policy decisions affecting expenditures for programs.

Authorized Disposition: Transfer to the FRC when 3 years
old. Destroy vhen 10 years old,

b, ¥File copies of budget estimates prepared or consoli-
dated in formally organized OASH budget offices compris-

Pour coples, including original, 10 be snbmitiod 10 ite Netional Axciives 16—56¢423-1  aPo
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS—Continuation Sheet

ITEM NO

8 DESCRIPTION OF ITEM
(WITH INCLUSIVE DATES OR RETENTION PERIODS)

9.
SAMPLE OR
JOoB NO

10

ACTION TAKEN

11

12

ing appropriation languakte sheets, narrative statements,
and related schedules and data.

Authorized Disposition: Transfer to the FRC when 3 years
old, Destroy vhen 10 years old, :

Organizational Manacement: These recoxrds include statute
and Executive (rders "gs well as ‘drafts and supporting ma=~
terial relating to organization or reorganization, in-
cluding the creation, discontinuance, and consolidation
of functions of various organizational elements; inter-
pretations, opinions, and memoranda of law; organization-
al and functional charts; directories; correspondence

and memoranda defining responsibilities, or chowring work-
ing relationships with Federal activities outside PHS,
State and local govermments, or industry and private or-
ganizations: and staff studies and special reports re=
lating to organizational prcblems, The office of record
is the Office of (rganization and lanagement Systems, Of-
fice of Administrative lanagement, CASH.

Authorized Disposition:

a, Office of Record, Permanent. Transfer to the FRC
when superseded, Offer to National Archives 10 years
thereafter.

b. All other Offices. Destroy wvhen superseded or ob-
solete,

PUS lianual Issuances: The purpose of these issuances is
to implement the contents of the Department Manual Sys-
tem within the Public Health Service,

a. Issuance Tiles, These records consist of chapters,
circulars, guides, and handbool:s published by OASH as

PHS issuances to the Department Staff Manual System,
These issuances usually prescribe major policics and pro-
cedures to be followed within PHS for administrative and
program operations, as well as responsibilitiess, infor-
mation to be retain.d on each subject matter, and reports
required, The office of record is the OASH office having
primary responsibility for administrative or program area
to which the issuance pertains,

Authorized Disposition:

(1) Office of Record, Permanent, Transfer to the FRC

Four copies, Licinding I, %0 be subinitted te the National Archives

16—59428~1
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2 8 DESCRIPTION OF ITEM SAM gl.i 10
ITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS) JOB NG, | ACTION TAKEN

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

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

b, 1Issuance Background Files, These are materials ac-
cumiilated by all UASH offices on manual issuances which
they are required to review, approve, or prepare, They
consist of drafts, evaluations, comments, recommenda-
tions, concurrences, approvals, and any other documenta-
tion contributing to clearance and publication.

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

13 Records Management: These records include SF-115, Re=-
quest for Authority to Dispose of Records, SF-135, Re-
cords Transmittal and Receipt, GSA Form 7015, Notice of
Intent to Dispose of Records, SF-136, Annual Summary of
Records Holdings, and Record Control Schedules including
correspondence relatiang to approvals and changes to the
schedlules, The office of record for the SF=-115 and
SF-135 is the originating OASH office, The office of
record for the GSA TForm 7015 is the 0ASH office respon-
sible for the records listed on the form. The office of
record for record control schedules is the QOASH office
publishing the schedules. The office of record for the
Sr=136 is the PHS Records Officer,

2. -
Authorvized Disposition; SF~115, SF-135 and GSA Form
7015 - Destroy when no longer necded for search purposes,
These documents constitute a_small volume and therefore
occupy very little files spdée. Records control sched-
ules ?gDestroy vhen superseded or no longer needed for
reference, SF=136, destroy vhen no longer necded for
administrative purposes,

14 Forms Management: ‘These rocords contzin data showing
the inception and scope of PHS forms, the program or
administrative purposes served by the forms, and the xe-
lated procedurcs instituted, rcvised, supersedad, or
cancelled, A case file is maintained on each PIS form.
fach PHS Agency is rosponsible for management of its own
forms, Also includ-ad at the 0ASH level are files ma-
terials relatiag to guidance furanished the PHS Agencies

Four copier, including oxlginct, to ba saluvittcd 1o tho Holicnel Azchives 16—-b0¢28~1  ampro
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS—Continuation Sheet

2. 8 DESCRIPTION OF ITEM SAM 9L- 10
ITEM NO (WITH INCLUSIVE DATES OR RETENTION PERIODS) WMPLEOR | ACTION TAKEN

in carrying out their forms management responsibilities,
and supervision of the overall PHS forms management pro-
gram, a. Record Copy of each PHS Form, PERMANENT. Offer to
NARS in 10 year increments,

Authorized Disposition:b,” Othef Materialransfer to in-
active file wheon superseded or obsolete and to the FRC

2 years thereaftar., .Destroy when 10 years old.

15 Reports Menagement: These records consist of listings of
interagency, public use, and internal reports required
and responded to by PIS. Also included is backup mate-
rials to these listings., Each PHS activity is required
to maintain a case file folder on each repoxrt from which
periodic listings are furnished OASH, These listings in-
clude such information as name of report, cost and man-
hours, requiring or responding office, ectec,

Z2-
Authorized Disposition: 11 Offices., Destroy listings
of reports whcn supersed®d, Destroy case file folders
no iater than 2 ycars after report requirement is termi-
nated,

16 Delecations of Authority: The Sceretary, DHEW, dele-
gates certain of his authorities to the Assistant Sec~-
rctary for Health, who in turn delegates certain of the
authorities vithin the Public Health Scrvice in order to
more efficiently carry out day-to-day operations., These
records consist of directives, regulations, criteria,
and guidclines governing delegations. Also included are
requests for delegations within PHS with supporting 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 0ffice of Organi-
zation and llanagement Systems, Office of Administrative
Management, OASH.

Authorized Disvosition:

a, Office of Reccord, Déiegations with supporting docu-
mentatjion are permanent., Transfer to the FRC when no
longer in effect or needed for refergnce. Offer to Ma=-
tional Archives 5 vears thereafterf*{Requests are to_he
destroyed when delegations are no longer in effect., T A1l
other material is to be destroyed when 5 vears old or
earlier if no longer needed for referenca,

Four copies, including ¢siging), te bo submitied tc tho Naticna) Archives 16—60428~1 apo
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7. 8 DESCRIPTION OF ITEM 9 10.
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b. All Other Offices., Destroy when no longer in effect
or earlier if no longer needed for reference.

17 Advisory Cormittees: These committees are estrblished to
consider health rclated problems and advise the Assistant
Secretary for Health and the PHS Staff on pessible solu-
tions, These records relate to membership, operating
guidelines, agendas, repcrts, presentations, recommenda-
tions, discussions, minutes of meetings, and decisions

on committee rscommendztions.

Authorized Disposition: 4ll Offices, Permanent, Trans-~
fer to the FRC vhen 5> years old or earlier if no lenger
needed, Offer to National Archives when 15 years old.

18 Trainino: These materials include copies of applications)
notices of training classes, notices of completion,
training plans, evaluations, summaries, requests, recom-
mendations, and routine reports. The office of recoxd
for these files is the Personnel Qffice, QASIl, These
are short term reference files,

Authorized Disposition: Destroy when 2 years old or
earlier if no longer nseded for administrative purposes,

19 Emergency Planning (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, guidelires, etc, published by the
Department of Defense and other Federal activities; as
vell as plans, instructions, and guidelines published
within OASH for relocation, evacuation, security, and
emergency operations,

.
Authorized Disposition: All Offices.,” Publications by
DOD and other Federal activities are to be degtroyed
when superseded, obsolete, or no longer needed. - ,Publi-
cations by OASH (except manual issuances to th: HEW man-
ual system covered elsevhere in this schedule) are to be
transferred to the FRC when outdated and destroyed no
more than 5 years thereafter,

20 Equal Emplovment Discrimination Complaints: These case
files arc maintained in the Office of Iqual Employment

OpportunLty, 0ASH, and consist of documents accumulated
in the filing and resolution of employce discrimination

complaints., 1Included are statements of witnesses and

Pour copies, including eriginal, to bo tubmitied to the Naticncl Archives 16—56428-1 QPO
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7. 8 DESCRIPTION OF ITEM 9. 10,
ITEM NO (WITH INCLUSIVE DATES OR RETENTION PERIODS) SAMPLEOR | ACTION TAKEN

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

Authorized Disposition: Destroy vhen 5 years old or .
earlier if no longer needed for administrative purposes,

21 | Manasement Tmprovements: This activity is associated |
primarily wvith the Office of Organization and lanagement l
Systems, Office of Administrative lManagement, O0ASH, :
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-
views, staff papers, memorandums, action papers, analyses)
evaluations, recommendations, resulis of surveys, final
decisions, and other docunentation used in arriving at i
realistic conclusions and decisions on management, in- X
cluding manpower oxriented problems and requirements,

Authorized Disnosition: :

a, Office of Record, Transfer to the FRC when 5 years

old or earlier if no longer necded for day~to-day opera- ;
tions, and destroy vhen 10 years old,

. All other 0Offices. Destroy when 3 years old ox ear-
ier if no longer needed Ior day-to~day cperations.

The Administrative Services Center, Office of
Administrative Management, OASH, plans, coor-
dinates and provides a combination of admini-
strative and technical services designed to
sewve Public Health Service activities nation- |
vide and those arsencies aand Oifice of the As-
sistont Secretary fcr Health staif components
located in and around the Parllawn bullding;
provides administrative operations, such as
general services, procurcment, buildinzgs and
facilities services, and mail and messenger ser-
vices for employecs and orzanirations located

in the Parklavn Building and surrounding arecas;
develops Public Health Service policy and pro~
cedures for prinrinc and duplicating; provides
Tublic Health Service claims, distribution, and

Four copios, Including original, t¢ 1o submitted te tho National Archives 16— 504281  oFo
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2. 8 DESCRIPTION OF ITEM SAMPS‘L'E oR 10.
ITEM NO (WITH INCLUSIVE DATES OR RETENTION PERIODS) JOB NO ACTION TAKEN

library services; serves as liaison with
other components of the Department, GSA,
and G?0.

—22 Office Services and Supnlies: These documents relate to
ordinary supplies and equipment used by an office; of-
fice space and utilities, communications, traasportation,
. custodial, or other services required by an office; and
to the general maintenance of an office. These records
include, but are not limited to:

a. Requests and receipts for supplies and equipment,
requests for disposal of equipment, and similar papers
pertaining to routine office supply and equipment mattars]

Authorized Dissosition: Destroy when 2 years old or ear=-
lier if no longer needed Ffor day-to-day operations,

b. Requests for installation of telephones, telephone
extensions, requests for changes to telephone directo-
ries and systems, and similar corrnunication matters,

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

¢. Deccunents ralated to building facilities, such as
floor plans, olfice relocation plans, space surveys, ra-
quests and renlics for chances in assignment of office
space, and reliated correspondence,

Authorired Disrositicn: Destroy vhen no longer needed
for reference purposes, or when the activiiy is completed|

d., Drawvings, charts, assignment schedules, requests,
and logs pertaining to requests for and assignmment of
parking spaces in government operated parking areas,

Authorizcd Disposition: Destroy when no longer needed
for reference,

) 23 Employee Accident, Health, and Loss or Theft of Prooerty:
These documenis rclatc to employee health projects, such
as blood donations, preveation shots, physical examina-
ticns, and related correspondence. ITncluded is Form
HEW=516, Accident Report, vhich is submitted quarterly,
Also included is GSA Form 137, Report of Loss of Theft,
prepared after each ccecurence.

Fors copien, including orisincs, fo bo gubmistod ko the Netsmal drctives 16—50478~1  arL
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Authorized, Disposition: Form HEW~-516, destroy when 5
years old?  All other materials - Destroy when 1 year

old.

¥

24 Security and Protective Services: These files pertain
to security and protective measures taken regarding clas-
sified information, facilities, and personnel, They in-
clude memorandums, plans, studies, evaluations, recom=
mendations, and reports relating to administration of

security and protective services programs,

Authorized Disposition: Close file every 2 years and
transfer to the FRC., Destroy vhen 10 years old or ear-
lier if no longer needed for administrative purposes.’

25 Property Disnosal Records: These records pertain to the
sales of real and personal property surplus to the needs
of the Covernment. Included are case files on disposal
of surplus real and related personal property and re-
ports of excess recal property., Three forms are praescribef
for use in selling surplus personal property under GSA
regulations: (a) SF-114, Sale of Govermment Froperty,
Invitation, and Bid, and Acceptance, Related papers that
are maintained, usually in case fashion, consist of cor-
respondence, bids, and other notices of sale, invoices,
and sales slips, (b) S7-120, Report of ixcess Personal
Property, and SF-121, Quarterly Report of Utilization
and Dicposal of Ixcess and Surplus Personal Property,
Torm 120 recports personzl property vhich is excess to
the Department and reported to the Regional General Ser-
vices Administration Offices, which initiate screening
action. The quarterly rcports are submitted to the 0Of-
fice of Personal Property, Utilization and Disposal Ser-
vice, General Services Administration, which consolidates
the data,

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

Authorized Disposition; Transfer to the FRC 3 years af-
ter the file is closed, Destroy when 10 years old unless
nceded longer for legal purposes.

b. Reports of excess real property.

Authorized Disposition: Transfer to the FRC vhen 3 years
old, Destroy vhen 10 years old or earlier if no longer
needed for administrative purposes,

Four copies, inclading original, o be submiited to the Nationni Archives 16—59428-1  apo
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26 Mail and Distribution Managcement: 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 Agencics, together
with supporting documentation), establishment of new
mailing keys, elimination of addressees shown on mailing
keys in use, as vell as rosters of PHS Distribution Con=-
trol Officers,

Authorizced Dispositfgﬁ- Mail and postage cost estimates-
Destroy wthga 3 years olE .Roster of DCO's =~ Destroy when
superseded, All other materials - Destroy vhen 1 year
0ld unless needed longer for day-to-day operations.

27 Military Personnel and Civilian “nployees Claims: These
are claims presented by commicsioaned officcrs and civi-
lian employees of PUS for damage to, and loss of person-
al preperty while acting within the scope of their of-
fice of cmployment. The files contain correspondence
with claimants, moving companies, and appropriate facili-
ties; supporting evidence necessary to substantiate the
clainms writh recommendations and final determinations;
logs and other case control systems; and materials show-
ing final disposition on each case,

Authorized Disposition: Dastroy &4 years after claim is
closed

28 Tederal Claims Collection Act: The claims covered under
this Act apply to adwministrative collections of monies
due PHS. These records document hiov the claims arose,
znounts, circunastances of de“tors, and collection cilorte
made; basis for compromisc, suspension, or termination
of claims; lons and other case conbrol systens; and ma-
terials showing final disposition on cach case

Authorized Dis
iz closed, Dcstr

osition: Transfer to the FRC ~"hen claim
oy ¢ years thereafter,

ts: This activity portains to a cilvil action
intiff upon disaliowance of administrative claim
or vhen six montihs has 2luapscd without final dispesition
of administrative cleim, Third party suits arise vhen
an Anerica) scaman comences a civil action egainst ship-
ping conmpany for injurics custvained vhile aboard a ves-

sal, basad on allegation that tvectment rendercd the

seaman by a TU5 feacllity aggravated injury and fherefore
constituted madical malpractice. These rezords contain

Feus copias, including csigined, 10 1o submiti~d {o tho National Asclives 15—£5428-1  gpO
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legal pleadings and all reports and correspondence be=-
twveen PHS Claims Office, plaintiff's legal representa-
tive, Office of the General Counsel, Justice Department,
and U.S. Attorney, including all court documents, logs
and other case control systems, and materials showing
final disposition on each case,

Authorized Disposition: Destroy 4 fiscal years after
claim is closed,

30 Administrative Tort Claims: 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 negligence or wrongful act or omission of any
enployee of PH3 while acting within the scope of his of-
fice of employment, under circumstances where the United
States, if private person, would be liable to claiment
for such damage, loss, injury or death ia accoxdance with
lav of place vhere act or omission occurred. These files
contain the formal claims on vhich the basis of claims
and amounts demended in damages is set forth; all corres~
porndence with claimants, legal representatives and appro-
priate facilities; all evidence and documentation; writ-
ten lesal analysis and evaluation in the form of final
determinations or recormendations regarding dlsnosition
of clains; logs and other case control systems; and m
terials shewing final disposition on each case,

Authorized Disposition: Destroy 4 fiscal years after
claim is clesed,

The records material described in items 31 and
32 belov are short term worlking files and

are usually located in the Office of Regional
Operaf:ions, OASH, which sexrves as the p=»inci-
pal stafl advisor to the Assistant Secretary
for Health on matters pertaining to the opexa-
tion of PHS Regional QOffices. The recowrd
copies of State Plans arc usually located ia
the PHS Regicnal Olfices,

31 Stete Plans: These plans are submitted annually and
describe vhat the States propose to do with Federal mon-
ey for the upcoming year, ‘The plans often recapifulate
the previous year projections as compared to achieve-
mants, problems encountered, and evaluation. The plans
also include worx plans, overviev and strategy, antici-

Four copias, inclnding original, fc bo submitted to ths National Jirchives WB—504%E-1 arc
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32

pated contracts, planning allowances, financial projec-
tions, goals and objectives, amd policies and procedures.

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

THS.Regional.lieetinns: Thece records .concicst .0of documen-

tation relating to periodic meetinzs scheduled and con=-
ducted by the O0ASH for all of the PHS Regional Offices,
They are held to discuss management, operations, admini-
stration, programs, problems, and policies and procedures

nertaining to ongoing and planned health activities.

Authorized Disnosition: Destroy when 3 years old unless
needed for a longer period of time for administrative
purposes,

The 0£ffice of Resource Management, Oifice of
Administrative lanagement, 0i5Y, serves as the
principal resource for 2ll phases of financial
manacement inherent in the operation of the
Public llealth Service; plans, directs and eval-
uates finamcial managenent activitiec for the
Public lealth oe*v1c— to assuvre effective utili-

zation and control of manasement resources;
formulates policies for, and makes tle official
fiscal allocation of, resources for PHS activ-
ities in accordance with priorities based on
ronram goals and objectives; serves as the
focal point for overall policy and fiscal rwnage-
ment ox coni:racts and grants activities; oro-
vides leadership and direction to the PHS for
the develonnent of resource management systems;
nonitors financial and contracts and grants
pro"rams of PIIS activities to assure a coordi-
nated effort towrard achieving the goales and ob-
jectives estabLlished by tne Assistant Sccretary
for Health, scrves as principal resource wvithin
the PUS on all phaces of facility menarement;
furnishes consultant services to nrogvarn oflii-
cials on health facility needs, and maintains
liaisen with the 0ffice oif the Secretary on re-
source menagement activities.

2

ge)

g

conceted for all WU =»escareh grants and
lished on an institutional or project-by-

Tustitutional Coszc Shavrias; Acrrcerments: Cost sharing is
lesisle .

:J'*(

T

Four cogiss, Including oxiginal, to bs srbadtied fo the National Axckives
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[V}
(&)

project basis. OASH negotiates Institutional Cost Shar-
ing Agrecments (ICSA) for the Department, Those elect-
ing the institutional basis submit brief »nroposals to
0ASH for avproval. TFollowing nesotiaticna, a formal
agreenment is signed, with the original maintained in CASH
files, TIastitutional agreements are updated pericdically
28 long as the awvardee and 0ASH continue the asreement.
0ASH publishkes annual and supplemental listings of such
nezotiated acreements. Those organizations electing the
project~by~project basis dJdeal directly with the respec-
tive ewarding offices, and related matters are a part of
each grant or contract file,

Author
"1

A

ized Disposition: Transfer to the FRC 6 years af-
ter le is no longer active and destroy 3 years there-

after,

Contract Procurement: These records involve the develop-
ment of proposed procurement policies and procedures and
the analysis and reviev of management and procurcnient ac-
tivicies, They include analytical, research, and evalua=-
tion documentation leading to the development of poli-
cies and procedures, Also included are clearances, ap-
proval of waivers, deviations, determinations, findings,
and contract managzeaent reviev reports,

Authorized I Disposition: Transfer to the FRS vhen 2 years
old if no lonjzer needed for reference, Destroy when 5
years old.

t and Grant Status Data: These files consist of
toc of detailed grant and contract data, pro-
grammed compubcer yeports of summary data, report formats,
and background materials., These data are used to pre-
pare an ennual summary report on a2ll PHS grant and con-
tract awavrds, an annual publication of detail lists of
grant avards, and required departmental and Federal-vide
reports, c.g. the CASE report to the Mational Science
Feundation. Dase data are maintained also on macnetic
tapes and are the basis for special trend studies.

c
-
-~

k)

a. Master Files, PERMANENT, Offer tapes

Authorized Disposition: to NARS, together with one copy of

pertinent data element directory,
book, record layout, user manual and report format manual,
no longer needed for current business. b. Other Materlal:
Contracts for Health Programs: These records pertain to
contracts for rescarch and development programs in health

each
code
when

Destroy wh

en 10 years

old.

Four coglen, including original, ta bo submitted to the Notivnal Axchives

15—50428~1
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1

related areas and techniczl assistance for health activi-
ties within PHS. They consist of official contract files
files for small purchase transactions, documentation to
justify decisions and actions of procurement personnel,
information for response to official inquiries, and data
for processing claims, disputes, and letigations, Specif+
ic record requirements arc set forth in DT Procurement
Regulation, Subpart 3-1,313, copies of which are located
in each contract office, The office of record is OQASH,
the PHS Agencies, or the P:S Regional Offices. These
files normally include procurement planning data as well
as procurenent requests or requests for contracts; deter-
minations; solicitation documentation; invitations for
bids and wequests ifor proposals; conference memorandaj
abstracts; unsuccessiul bids or proposals; notifications
to unsuccessful bidders cor offerors; ''no bid" or 'no pro-
posal” correspondence; notifications to late bidders;
source selection data; award and supporting documesza-
tion; mistalkes in bid and protest against avard; review
and approval of awvaxds; contract administration documen-
tation; and termination and clecseout documentation.

Authorized Dispesition:

a, Office of Record., Transfer to the FRC 2 years after
final closeout or upon resolution oi any adverse audit
findings, whichever is latew, =Rarlier transfer to the
FRC after cleseout is authorized if there are no adverse
audit findings outstanding, Destroy 4 years after trans-
fer to the FRC.

e

-
&
*

1

b. All other Oifices. Destroy 3 years aiter final close
out,

q

37 Discretionary Grant Programs: These graats are made in
support of an individual project in accordance with leg-
islation which permits the grantor agency to exercise
judgment in sclecting the project, the grantee, and the
amount of award., PHS compon=nts administering discre-
tionary grant programs are required to generate two dis-
tinct types of records as follows:

a. General Program Information File = The office of re-
cord for this file will normally be tha PHS Agency pro-
gram office. Howevor, 0ASY staff offices may have copies
of these materials for refsrence purposes. These records
must include:

Fonr cupios, Including original, fo be mbmitted to the Netienal Axchives 16604281 @PO
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(1) Program announcement, program managemecnt proce-
dures (regulations), and tcrms and conditions of
the grant program,

Authorized Disposition: Destroy when superseded

or rescinded,

(2) Lists of application evaluators and instructions
to evaluators,

Authorized Disposition: Destroy when superseded

(3) These records may also include:

(a) Authorizing legislation,

Authorized Disposition: Destroy when ra-
scinded or obsoletc,
~

(b) Federal Register decuments,

Authoriz=d Disposition: Destroy when re-
scind=2d or obsolete.

(c) Gen=rel counsel and court opiniorns,
Authorized Disposition: Destroy when ob~
solete,

38 Formula Grant Programs: A formula grant is one in tvhich
funds erc provided to specified grantces on tho besis of
a specific formula pres scribed in legislation or regula=-
tion, rather than on the basis of an individual project
review, The formula is ucually ba<ced on such factors as
pepulation, per capita income, carollment, mortality,
and morbidity. Those grants are generally mandatoyvy.

PHS components administering formula grant programs are
required to generate two distincet types of rccords as

follows:

@, General Program Information File ~ Th2 office of re-
cord feor this file will be the everding component grants
management eciivity, Havever, C4ST staff oifficas may

have copies ox these materials for reference purposes,

(1) Program managemant procedures (regula iens),
terms and conditions, and Statc plan check listey
Four copies, including originul, {3 bo sukmitted f¢ tho National Archives 16—59425-1 @PO



N . L ; I Or

' . o . | "
Standard Form No. 1i3a | ' o I
Promunlgated 9-1-49 bv " )
Qencral Services Administration Job No. Page -
The National Archives ' _

. of 35 pages

°

t

| REQUEST FOR AUTHCRITY TO DISPOSE OF RECORDS—Continuation Sheeot

]
7 8 DESCRIPTION OF ITEM 9 10.
ITEM NO (WITH INCLUSIVE DATES OR RETENTION PERIODS) SAMPLEOR | ACTION TAKEN

Authorized Dispositicn: Destroy when super-
seded or rescinded,

(2) These records may also include:
(a) Authorizing legislation,

Authorized Disposition: Destroy when super
seded or cxpires,

(b) TFederal Register documents,

Authorized Disposition: Destroy when re-
scinded or obsolete,

(¢) General counscl and court opinions.

Authorized Disposition: Destroy when ob-
solete,

w
O

Construction Grant Programs: Construction grants are
swarded to provide support for building, cxpanding and
modernizing hcalth facilities, Construction grants may
bz eilther discretionary project grants or formulz grants,
depending upon the legislative authority of the indivi-
dual grant program, Two distinct types of records are
generated, a general program information file and an of-
ficial grant file., The contents will vary somevhat, de-
pending on whether the program is a discretionary or
formula grant progran.

a, Ceneral Procram Information File: The office of re-
cord for tnis file will normally bz the PHS5 Agcncy pro-
gram office. However, CASH staff offices may have copies
of these materials for refecrence purpcses, These rccords
nust include:

(1) Program announcement, program managemont proce-
dures (regulations), and terms and conditions
of the grant program,.

Autherized Disposition: Destroy vhen superseded
or wescinded,

(2) 1Lists of application eveluators and instructions
to evaluators,

Authorired Disposition: Destroy when superseded)

Four ceplos, including exlyinal, e ho submilied ts the National Krchivza 16—59425~1 oro
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| (3) These records may also include:
|
! (a) Authorizing legislation,

- Authorized Disnosition: Destroy when supers
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-
solete,

40 TFinal Reports - Health Program Contracts: These reports
are submitted on all 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. Included in these reports
is such information as authority, background, problems,
discussions, findings, conclusions, and recommendations,

Authorized Disposition: Permanent, Offer to National

Arthives 5 years after final payment to grantees or af-
ter resolution of any adverse audit findings, wvihichever
occurs first,

41 Audit Reports: These records pertain to the aulif of
both centracts and grants, as well as the internal oper-
ating and nmanagement procedures relating to the contracts
and grants programs, Audits are conducted by GAD and
the HZW Audit Agency. The audit reports cover not only
descripencies but commendable items as well, Alsc in-
cluded in these filcs are evidence of audit resolutions
with sunporting documentation,

r to the FRC after the
r evidence 2% final res-
years thereafter,

Authorized Disnosition: Transfe
Audit Clcarancce Document or othe
nlution is accepted, Destroy 3

42 Proifessional Standards Review Qrpanizati s: Thase non-
proiit physician organizations are re p ible for the
review of the appropriatencss of health care services
provided to Mcdicaid, lledicare and iHaternal and child

Health admissions to hospitals and nursing homes. These

Foar copdos, Including oripinal, to be submiticd to the Naticnal Archives 16—80428-1  GPO
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organizations are supported by contracts from the Federal
Govermment, These files are maintained by the Oifice of
Quality Standards, OASI.

a., Materials relating to selection of PSRO area bounda-
ries by the PHS Regional staff such as agendas, meetings,
minutes, evaluations, conclusions, recommendatlons, and

maps and transparancies showving recommended PSRO area des-
ignations for CASH approval,

. . SN .
Authorized Disposition: Destroy 4 years after the PSRO
ceases to function for the approved area designation.
.| Destroy for disapproved area designations when 1 year cold,

b. Coples of agreements; and PSRO recommendations, eval-

.
uations, reviews, periodic reports, amnd summaries,

Authorized Disposition: Transfer to the FRC when 2 years
old. Destroy when 6 yesars old or earliex if no longer
needed,

nings, nevs releases and other »ublica-~

c. Newspaper cli 35,
ating 1 al response to the PSRO program,

pp
tion media indicat
Authorired Disposition: Destroy vhen 2 years oid or ear-
lier if no longer needed,

The 0ffice of Program Iﬂpleﬂe1tation, QASII,
monitors implementation activitics of interest
to the Ascistant Secrztary for Health in

. coordination with the Office of Administra-
tive Manazement and the Ofifice of Policy Da-
velopment and Planningz., Included in OPI res=-
ponsibilities is the management of the Opera-
tional Planning System and the Program Review
Svstem to assure the achievement of overall
nealth goals and legislative commitments, and
manegement oS the I'ederal regulations process
for PIIS, includin~ the coordination and review
leading toverd the aponroval of new and revised
regulations,

%3 Uniform liediecal Proceduvcl mcr111010'y and Codes: These
records consist of meter.als such efg cost benefit
studies; agendacs, invitations, prescncations, results,

and minates of working wcetings add confevences to dis«
cuss terminology and codes for use in regawds to medical

Kowx copies, incloding ordginal, o b submitted te the National Bxckivez 16—E942%-1  ePo
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45

hzalth; procedural terminology and codes; test reports;
tax credits; and evaluations,

Authorized Disposition: Transfer to the FRC when 2 years
old. Destroy when > years old,

Tederal Negister Documents: These records consist of ma-
terials pertaining to cowmpilation of total interzctions
between PHS Staff 0ffices and PHS Agencies, as vwell as
input from thes 0ffice of the Secretary regarding llotices
of Proposed Rulemaling, Zinal regulations, and gensral
notices., Also included are drafts, corments, recommenda-
tions, chaazes, coordination, evaluations, and final pro-
posed decuments,

Authorized Disnosition: Transfer to the FRC when 5 years
old., Destroy vhen 10 years old.

The 0ffice of Tolicy Development and Plannin
serves as the princinal advisor to the Assis
tant Secretary for Health conceraning the de-
velopment of a national health policy and sural-
egy; represents the 2HS in all health policy
develonnent within the Department; directs or
conducts PhS health policy development, includ-
ing sclective research and evaluation projects;
¢irects PHS participation in the Department's
annual five~year plan, including policy develop-
ment, rescarch, evaluation, legislative and
statistical plans; is the Departmental focal
point for the development and coordination of
health data and statistical policy; analy=zes

the effect and relevancy of current policies

on health progrems, recommending new approaches
and initiatives; directs PHS policy analysis,
program planning, and program evaluation; and
guides the cfforts of the PHS Agencies in plan-
ning, cvaluation, and policy analysis across

the spectrum of health care delivery systems,
health protection, and health research.

Special Health Program Awveas: These file materials per-

tain to certain health areas in vhich the 0ffice of
Policy Development and Planning, OASII, has a particular
interest, These files are used for reference purposes,
Record copies are maintained in other PHS activities,

The foliowing are cxamples of such arcas:

Four coples, Including criginal, fo bs snbmitted to the Nationel Hrchlves
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a. Yidnev Disease - These records cover the end-stage
enal disease program of medicare (Section 2991 of P.H.
92-603). 1Included are memoranda covering kidney disease,

speéches, conslusion~, press releases, regulations, and
other renal disease documentation from policy development
through implementation.

b, National Health Insurance ~ These files contain op=
tion, decision, and informational memoranda; National
Health Insurance presentations, speeches, statements,
briefings, correspondence, NHI group materials, and
ninutes of meetings.,

¢, Section 222 rFiles - These records are accunmulated in
maintaining liaison with various agencies, committees,
workshops, advisory boards, and other health~related ox=-
ganizations concerned with Saction 222 of P,L. 92-£03.
Under Secticon 222, beneficiary nackage and reimbursement
{waivers are to be granted to innovative service delivery
models in an attempt to lower costs in the health care
system. These files document the progress of the various
activities coanected with Section 222,

de. Disease Coatrol Files ~ These records include budget
and legislative materials, analytical issues, program
material under Center ILor Disease Coatrol jurisdiction,
and special projects and evaluation proposals with res-
pect to the health protection activitices of DHS,

e, utrition riles ~ These rocords cover receont nutri-
tion acticn decuments, policy statements, comnittee
papers, and health-related nutrition organizational zc-
tivities iuipacting oifice programs,

Authoriced Disposition: Anplies to precedins subpara-
graphs a throush @, Transier to the FRC wvhen 5 years
old or earliexr if no longer necded for day=to-day opera
tions, Destroy vhen 10 years old,

I~
(o)

liealth Services Intesration: These records are copies of
program materials thnat 1ink administration and management
clements of scparate local organizations for the veduc-
tion of fragmentation and overlap in the deliverv oi com-
prehensive health and social services to individuals and
families, 1Included zre reporis, letters and memoranda,
These are reference files

- 0

Authorized Disposition: Destroy when 2 years old,

Foux coplas, including eriginal, fo be submitted to the NHaotional Rrchives 16—50423-1  aro
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47

48

‘'are used by -OPDP in its oversite responsibility-for eval-
Y e

Oversite Files: These records relate to high priority
items under the jurisdiction of the Health Services Ad-
ministration, Health Resources Administration, and Alco-
hol, Drug Abuse, and Mental Health Administration, with
respect to health services, resources planning, proce-
dures, and {inancing., These files consist of copies of
memoranda, routine reports, and letters - all of which

vating health programs within the coatext of national
neads and resource capabilities, The offices of record
for these files are located in other PHS activities.
These are reference files,

Authorized Disposition: Transfer to the FRC vhen 5 years
old or earlier if nc longer neceded for day-to-day opera=-
tions., Desiroy when 10 years old,

Health Services Care Files: These records relatc to nc-
tional heelth insurance, procedures and implementatioa,
analysis of expeaditurcs, facilities, manpower, and tn=z
coordination of alternative strategics for health care,
rasource development, quality of health care, and health
services. Also included are items on ;1nhncklg of
health care, malpractice, child health, community basad
services programs, and contract and stcering cornmittee
reporls, These arc refercnce files,

Authorized FRC vhen 5 years

y-to-day opera-

old or ear
tions. De

or Lo th
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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 credéntialing, and supply of primary health care
Also included are recommendations for financing health
care and resource development.

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

Four copies, including original, fo be submitted to the National Archives 16—80428-1  GPO
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51

52

Health Planning Files: Thcse files contain procedural,
committec, contract, budget, plaaning, evaluation, and
implementation doc nmentat¢on vhich establishes and
cffects plaaning ncthods for future operatioans,

a. Five Ycar Plan for Health = These records contain
historical, developmental, budgetary and legislative data
ained at directing future rcdnral resources for health
and establishes the PHS 5 year forwvard planning process

a EJO" cnt to planning a national health strateg

1 s ific sets of problems, respective roles
ics of TFederal, State, local goverments
and tne p;lvate sector, PHS objectives and stratezies,
and proposed plans and special initiatives, Also in-
cludad arec nmaterials derived from the forward plans de-
veloped by each of the PHS Agencies,

=g e l’.’)

b. Annual Statistical Health Plan - These records con-
tain guidelines, established policies and procedures,
directives, cormittee papers, etc,, relevant to the DHS
Annual Statistical Plan and the Health Data Policy Com-
wittee con the identification of intermediate aad long-
range health data needs; the developmenv and modilication
of data objecctives, including compatibility and utility
of health statistics, utilizing standardization of hcalth
data elements; dircctives for PHS participation in the
development of the Department's annual stati plan,
7ith p"v“lcu1ar concern for the appropriateness and ade-
quacy of proposed health data collection activities,

m 0
[y
‘.J
(¢
o)
'—l

Authorized Disposition: Applies to preceding subpara=-
grapias a and b, Permanent, Transfer to the F2C when 5
years old, Ofier to lational Archives when 15 ycars old,

The 0ffice of Organization and lManagement
Systems, (Qfiice of Administrative lianage-
ment, OASH, responsibilities include de-
velopment and dissemination of PHS policies,
lecadership ard direction for the develop-

ment and implementation of computcr systems;
coordination of the intepration of program

and manazement data needs and automatic data
processing system activities across function-~
al and agency lines., These responsibilities
are promulgated in the form of issuances to the
Department llanual System covarced clsevhere in
this schedule, The record materials described
below are associated with machine readable

Four eopicy, including original, fo bo swhmitcd io the National Axchives
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53

5L

55

hardiare, related documentation required
for their servicing, and files pertaining
to automatic data processing (ADP?) procure-
ment, operations, and management functions,
These materials pertain to the operation

of the PHS computer system, rather than the
program output data, The disposition of
output data is controlled by those PHS ac-
tivities requiring and using the data.

Planning Documents: These files consist of the master
plan, feasibility studies with associated charts and dia-
grams, and supporting data that reflect on the character-
istics of the data automation activity. Included is
grapiiic, narrative, and tabular information relating to
the present and/or planned ADP composition and require-
ments of the data automation activity,

Authorized Misnosition: Destroy 1 year after planning
documents becone obsolete,

Program lfanazemens: These files consist of procedures

governing tiue convaersion to electrical machine opaxations
and +he supervision, control, coordination, and cpsra-
tion of the mechanization program.

Authorized Disposition: Destroy 1 year after procedures

become obsolete,

on: These files consist of PHS developed

i
5 and codes, standardization requests, and
justifications for all data systems,

Authorized Dispocition: Destroy vhen supersecded or ob-

soletce.

Valid Transaction: These files consist of magnetic tapes
containing valid files of items used, with a master data

tape ‘nput file feor creation of master data tape output,
They are usced in statistical analysis.

Authorized Disvosition: Destroy when superseded or ob=-

solete.

Information Retvieval System Master Refercnce: These

are magnetic media containing cata created by the merg-
ing of the prior moster file vwith valid transaction data
to create a new master file (including the securily copy

Fouz copies, Incloding origindl, fo bu sabssitted to the National Archives
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tape of data on disk packs), This serves as an index to
record materials such as correspondence, legal heariugs
and decicsions, patents and trademarks, and record copies
of publications.

Authorized Disposition: Destroy when superseded or ob-
solete,

Federal loan and Grant Prozram laster File: These are
magnetic media containing data created by tle merging of
the prior master file with valid transaction data %o
create a nev master file (initial data includes excerpts
from forms placed in case files)., This is a noncumula=-
tive periodic £file of status of Federal loan and grant
activities, :

Authorized Disposition: Destroy when superseded or ob-
solete.

pconomic Statistics liaster Tile: These files counsist of
magnetic madia centaining data created by the merging
of the orior master file vwith valid twansaction data to

create a new master file,

Surveys = These are noncumulative data used
D

noncunulative recurring periodic surveys uncluding whole=
sale and consumoy price indexes, annual industry, housing
vacancy, and other economic lndlcators.

Authorized Disnosition: Destroy vhen superseded or ob-
solete,

b. Ccnsus - This is a noncumulative econonic census
taken during 5 year intervals,

Authorized Disposition: Transfer to the FRC vhen 1 year
old, Destroy vhen 5 years old,

ics ilnsier Tile: These are maznetic media
a creatod by the merging of the prior mas-
id transaction data to cr-atc a nsv

se are noncunmulative data used to pro-
par: veports covering 2 limitad perlod of time; noncumu-
fative recurring periodic surveys including current pop-
ulation stetistics, ennual industry, housing veacancy,
voter participation, and statistics of income samplc;
and noncumulative demographic c-nsuscs,

or“s covering a limited period of time; and:

Four coples, including oviginal, to ko subsmitted o tho Nationel Archives
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63

Authorized Disposition: Destroy 1 month after files be=~
come obsolete,

Natural Resources Master 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 file, These
are noncumulative data used to prepare reports covering
a limited period of time,

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

Scientific Data Files: These are magnetic media containe-
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 water quality; and medical
reseaxrch measurements, This pertains to media held in
national data centers as well as media not held in na~
tional data centers.

Authorized Disposition: Transfer to the FRC when 1 yearxr
old. Destroy when 10 years old,

Summary Data File: This is a magnetic tape containing
aggregates of individual observations from valid trans=~
action or master data files that are disaggrates of pub=-
lished data,

Authorized Disposition: Destroy when 1 year old,

Sample and Subsample 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 weighting factors,

It is disclosure free or useful in statistical analysis
or policy formulation models and simulation studies, It
is substantially unpublished, such as tapes containing
data that are disclosure free,

Authorized Disposition: Transfer to the FRC when 1 year

oid, Destroy when 10 years old,

The Office of Persounel Management, Office
of Adwinistrative Management, 0ASH, de-
velops personnel management objecctives for

Four copion, including edgincl, te e saliuitiod ia the Nalisnal Aschives

16—089428-1

Ir0



~ _ N e e e cS e e

Su\ndarddFornng(;. 158 ' . R Lo
Promulgated 9-1-49 by ',
Qeneral Services Adm'aistration Job No.
The Naticnal Archives .

'  Page_30 _
. \ of 35 pages

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS—Continuation Sheet

[

7 8 DESCRIPTION OF ITEM SAMP?_E oR 10.
ITEM NO (WiTH INCLUSIVE DATES OR RETENTION PERIODS) JOB NO ACTION TAKEN

dards necessary to advance these objectives;
plans, develops, and administers the Com-
missicned Corps personnel systemj and coor=-
_ difstes the personnel management activities
of the Public Health Service with the De=
partment, the Civil Service Commission, the
Office of Management and Budget, the Depart-
went of Defense, the Veterans Administration,
and the Congress on matters of common concern,

i PHS activities and the policies and stan-
!

CIVII. SERVICE PERSONNEL:

64 Personnel Evaluation Surveys: These records pertain to
the evajuation 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 documentaticn
of day-to-day activities, and reports including identifi=-
cation of problems and recommendations for program im=-
provements,

Authorized Disposition: Close out surveys when 5 years
old, Destroy when no lenger needed for administrative
purposes,

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:ions to be classified and positions
used for comparative purposes; and decision papers with
justifications.

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

66 Personnel Data Reports: These files consis £t of computer
listings of PHS personnel and statistical personnel data
reports received on 2 regular or one~ftime basis, The
listings contain various numbers of data elements on PHS
employees showing personal identifying information, and
records of employee Federal service and current position
and pay status. Statilstical data reports contain current
PHS employment and personnel ceiling information,

Fourx cepies, Including originai, to b2 subnuitied 26 the Nctional Azchives 16—~50426-1 GPo
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Authorized Disposition: Destroy when next most current
report is received,

COMMISSIONED 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 follow-
ing apply to commissioned corps personnel,

67 General Subject Files: These records consist of corres~-
pondence, reports, memoranda and related materials es-
tablishing policies and procedures for overall operation of
the €ommissioned 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.

Authorized Disposition: Destroy wien no longer needed
for administrative purposes.

68 Official Personnel Folders: These folders are the offi-
cial repositories of records and reports of personnel
actions (including awards) effected during the service of
an officer in the PHS Commissioned 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 (//’—
’/’ p

also contain papers documenting the Commissioned Officer
medical history to include disability retirement examina-

tions, . & b
s e W
Authorized Disposition: Permanent, Transfer to mbzv T 2

'Personprel—Reeords—Genters—Sts—Fbotutsy—Mes, 1 year after of-

ficer is separated from the Corps.

69 Applications for Commission: Forms and related material
submitted by unsuccessful applicants for commission in

Four copies, including original, to bo submitted to the National Archives 16—59428-1  arO
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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 records, ratings, comparisons, decisions, and
non-sclection documentation,

Authorized Disposition: Destroy 1 year after date of
application,

70 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 with summary infor-
mation on organizational sztructure, budgeted billets
within each organizational segment, and histoxrical and
current status data on officers occupying these billets,

Authorized Disposition: Destroy 5 years after date of
officer's separation,

71 Posltion Descriptions: Description of billet to which
officer is assigned, along with related informational
material. These flles provide information on the of~
ficial duties and responsibilities of each billet estab-
lished within the organization., They provide informa=-
tion helpful in position management and in waintaining
a proper classification structure,

Authorized Disposition: Destroy 2 years after position
is cancellied.

72 Qualifications Profile: ¥Form listing officer's qualifi-
cations along with related informational material., These
records contzin information on the officer's education
(including cclleges or universities attended and degrees
received), work experience (including all military and
civilian positions held with emphasis on experience per=
tinent to current placement), awards received (including
performance, spscial act or service, and suggestion
awards), and appraisal of performance,

Authorized Disposition: Destroy when officer is sepa-
rated, or when updated record is created.

73 Strength Reports: These records are monthly reports of
commissioned oificers on PHS rolls, Reports are pro-
duced alphabetically and by service category., Total
strength reflects all actions reported on personnzl ore

Four copios, intludiay esiginal, to be rrbimited to the Notional Rrxchives 16—50428~1 GPO
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74

75

76

77

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 Ior reference,

Examining Board: These records consist of minutes of
meetings of commissioned officer examining boards., The
exanining btoards evaluate and rate officers for assign-
ment and promotion. Agendas of Board meetings are also
included,

Authorized Disposition: Destroy wie n obsolete or no
longer needed for reference,

Merit Rolls: These records contain registers of eligi-
bles from which selections are made for assigmments in
the corps. Also included is backup material including
evaluations of officers' qualifications, and qualifica-
tions requirements (knowledges, skills, and abilities)
of assignments., Registers are developed from implemen-
tation cf prescyibed evaluation and selection processes,
and records which are included for review purposes,

Authorized Disposition: Destroy when obsolete or no
longer needed for reference,

Health Manpover Studies: These records contain periocdic
updated reports of studies made of the current availabil-
ity and location of varlous categories of health man-
power and projections of near future sufficiency of such
manpower, Included, in addition to the published re-
ports, arve quesiionnaires completed by concerned organi-
zations and individuals, punch cards, tabulations, and
related backup materials, These are short term records,
&,
Authorized Disposition: ~Destroy publishqg reports when
ovsolete or no longer needed for reference. Destroy re-
port source data 1 year after publication cof report,

Variable Incentive Pay Program: These records pertain to
legislation and developmeat o. implementation regulations
for the program covering incentive pay for commissioned
medical officeorxs serving in critical specialty categories)
Included are copies of legislation and original regula-
tions with backup material and working papers compilled
in the development of regulations and procecdures,

Foux copier, inuuding exiginal, to bo rubiuitied §fu the Hotional Axchives
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78

79

80
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becomes inactive or after change in specific regulations,

Commissioned Officer Awards: These are case history files
containing material on recommendations, evaluations, ap-
provals, and presentation of awards to commissioned offi-
cers. Also includes periodic reports on the commissioned
corps awards program. Approved awards are recorded in the
officers official personnel folder,

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

'ffice 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
Leave 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,

Training Instructional Materials: These files pertain to
instructor and student materials developed within OASH
for use 1n training 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 develcped 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,

Authorized Disposition: Permanent. Offer to National
Archives when no longer needed for current operations.

Four copios, including original, to be submitted to the National Archives
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Carl T. lann, Chief lManagement Support Branch,
Office of .Administrative Management, PHS/DHEW.

&*A’ré‘wfu o //‘ /Q//"sunfwn "

Howard Walderman, Public Health Division, Office
of the General Counsel, DHIEV,
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