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9.7. 8. DESCRIPTION OF ITEM	 10SAMPLE ORITEM NO (WIth Inclusive Dates or Retention Periods)	 ACTION TAKENJOB	 NO 

The record materia~described in this Records Control
 
Schedule were created by the Health Resources Administration(HRA

which provides leadership with respect to the identific~tibn,

deployment, and util~zation of manpower, educational,
 /1 

physical, financial, and organizat~onal resources in the , 
achievement of optimal health services for the people of I 
the united States. It is comprised of the Office of the 
Administrator (OA), National center for Health Statistics i(NCHS),
National Center for Health Services Research (NCHSR), Bureau 
of Health Nanpower (BHH), and Bureau of Health Planning and 

•	 IResources Development (BHPRD). There are separate sect~onF 
for each classification of records, as follo\l's: I 
Part I Items (1 - 12)--·Permanent Program and 1I.dministrative 
Records describe file IDater~als accumulated at Head-
quarters to comply with HRA policies. This schedule 
provides the time-table for which these records files are 
to be transferred to the Federal Records Center (FRC) for 
a specified period of time and then offered to the 
National Archives for permanent retention. The files are 
grouped according to function. In all cases, the 
official permanent program and administrative records 
will be maintained in the OA std!f office responsible
for that function. 
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97 8 DECrHPTlON OF ITEM 10 
SAMPLE OR ITEM NO (WITH'INCLUSlyE DATES OR ilETENTION PERIODS) ACTION TAKENJOD NO 

Part It (A) Items (13through 22) :.N,Ae aD tl't!'I-{Meiif!:
 

Administrative Records describes and provides for the
 
disposition of file materials accumulated at Headquarters

to comply with HRA policies. Only those administrative
 
files not common to several or all Federal agencies such
 
as civilian personnel, fiscal, accounting, etc., and
 
which are not provided for in the General Services
 
Administration's "General Records Schedules," (Appendix

A, of the DHEW Records Management Manual) are listed here
 

Part II(B) Items (23-29)--Non-Permanent Program Records
 
Pertaining to Contracts, Grants, Loans and Scholarships

describes and provides for the distribution of Federal
 
money through grants, loans guarantees, scholarships,

interest payments, and other similar type programs for
 
various health professions:
 

Part II(C) Items (30-37)- Other WeR Per~anQRt Program

Records describes and provides detailed correspondence

relating to program administration; opportunities for
 
health resources; survey and statistica 1 data; .and
 
material on legislative, scientific, extramural and
 
international affairs of HRA.
 

Part II(D) Items (38-47)--Non-Record Materials
 
covers materials retained in the records units for
 
convenience of offices and individuals. Included are
 
materials such as: Executive Orders, manuals, circulars,

guidelines and other publications for reference.
 

Part I --PERMANENT PROGRAM AND ADMINISTRATIVE RECORDS
 
ITEHS (J -] 2)
 

This section provides for the scheduling of permanent HRA 
program and administrative records which describe the 
preparation and issuance of policy, procedural and 
organizational documents. Program informational document~ 
included are related to communications) congressional 
legislation, program planning and development, health sur~eys,
committee and international participation, and training 
programs. The permanent adminis~rative records are comprised
of file materials on administrative operations, such as general

.services, procurement, contract and budget activities. 

CO'U cttpi .. , laclad.ial/ original, 10 be ..u.mHted 10 the National J\zchiv ... 16-6DC28-1 Q~O 
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ITEM NO 10(WITH INCLUSIVE DATES OR HETEHTIOH PERIODS) SAMPLE OR 

JOB NO ACTION	 TAKEN 

j 

1. ORGANIZATIONAL PLANNING AND DEVELOPMENT , ! 
, 

a.	 Authority, Organization and Functions i 

Formal documents which affect the authority. organization

and functions of HRA. These records establish~ or sub-
stantively change, the organization functions and/or

relationships of HRA components. Included are copies of
 
proposed and approved organization function and mission
 
.statements, staffing plans, organizational charts, and
 
codes. Records copies are retained by the OA. Each
 
major HRA component has duplicate, copies in addition to
 
original internal supporting documents written dur-ing

the development phases of their organization and
 
function proposals. •
 

Disposition:
(1) Permanent. OA - Transfer a complete official set of 
agency's organization statements, charts, and codes to tte 
FRC when superseded or obsolete and offer to the 
National Archives 2S years thereafter. 

(2) HRA major components forward to OA all o~iginal

supporting documents pertaining to Bureau/Center

organizations to be included in the official record
 
package. Destroy reference copies 5 years after
 
superseded or obsolete. Earlier disposal is authorized
 
when no longer needed for administrative purposes.
 

h.	 HRA Issuance Management

Files consist of manuals, directives, and other
 
formal policy and procedural issuances prepared

and published by HRA and major components.

Included are Bureau/Center issuances, a publica-
tion which introduces establishment of a BRA
 
General Circular Series, and HRA supplements to
 
the PHS and Department Staff Manual Chapters, and
 
Circulars and Guides.
 

r~G!I eoplU, laclud.inlr orig-tual, 10 be aubnUlI~ 10 tho r.~ A...,hivca 18-69428-1 o~o 
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8 DESCRIPTION OF ITEM 9
 
ITEM /10 \0
 

(WITH INCLUSIVE DATES OR RETENTION PERIODS) SAMPlF.: OR 
JOB NO ACTION T "KEN 

Disposition: Permanent. Office Responsible for Prepa-
tion of the Issuances - Transfer to the FRC when super-
seded or discontinued. Offer to National Archives 10 
years thereafter. 

Other Offices - Destroy 1 year after the issuance is 
superseded, discontinued, or no longer needed for 
reference, whicqever is first. 

1. Issuance Background 

Files accumulated in the preparation, clearance,
publication, and/or interpretation of manuals, 

-I directives, handbooks, and other formal policy 
and procedural issaunces. Included are clearance 
comments, recommendations, and similar records 
which provide a basis for publication or contribut on· 
to the contents of issuances. 

Disposition: Non-Permanent. Preparing office-destroy 
when 2 years old unless needed longer for administrative 
purposes. 

Other Offices - Destroy after 1 year. 

2. Distribution Control Files 

Files contain mailing lists/keys and similar 
documents which govern the distribution of HRA, 
PHS, and DHEW staff manuals, supplements, circular~,
arrdother printed materials, publications, and 
issuances to HRA components. 

, . 
Disposition: Non-Permanent. All offices destroy when 
obsolete, but within 2 years. 

2. 'COMMUNICATIONS AND PUBLIC AFFAIRS 

a. Communications Program t=/~~ . 
These files consist of publlC affairs policies and 
procedures which document the development of public 
affairs activities within the HRA staff and Bureaus 
and Centers. 

r~,.. ~op ... , LoacJud.iag origiAol, 10 be aubn-.iHe<i 10 tho N..tio"ctl .......chj ...~.
 18-6908-1 GPO 
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8 DESCRIPTION or ITEM 
ITEM NO (WITH INCLUSIVE D~TES OR IlETEHTIOH PeRIODS) 

Disposition: Permanent. Offi"ce of Record retain one 
complete set of formal information publications, such as 
press releases, press conference transcripts, and offici 
~peeches. Offer to the National Archives 5 years there-
after. 

b. Communications Reorganization 

Successor Agency files which involve both reorganiza
tion of HSMHA generally and the Public Affairs 
offices specifically. 

Disposition: Permanent. Office of Record consolidate 
with transitory correspondence files 1973 - 1974 and oth 
surviving reorganization files and transfer to the FRC 
when no longer needed for administrative purposes.
Offer to the National Archives 5 years thereafter. 

c. Communications Conventions and Exhibits 

Includes exhibits, graphic designs, publications
and other materials documenting the production and 
execution of HRA graphic presentations or displays
at conventions, conferences, or other special
showings. Also included are correspondence, drawin 
planning documents, photographs of completed
exhibits, and related materials. 

Disposition:,(Permanent. Transfer significant artwork 
to an HRA Exhibits Production Official Record Set. 

~ Retain in current files areas for 5 years, theA offer 
-1::0 the National Arctnves..<.All other files and exhibit 
mate~ials: Retain for 5 years after presentation, then 
qestroy. Earlier disposal is authorized, if necessary. 

d. Publications 

1. Public Health Reports 

a. -Public Health Reports Manuscript Files 

Consists of original manuscripts for review 
by PHS staff and "referees" or outside 
reviewers, correspondence with the author 
and referees, all editing and revisions of 

~7L:-" ?y.//~ ,v~ ~ ~~'-'7 
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97 8 DESCRIPTION or ITEM 10
SAMPLE ORITEM NO (WITH INCLUSIVE DATES OR RETENTION PERIODS)	 ACTION TAKENJOB NO 

manuscript, and final copy sent to the printe • 
If manuscript is rejected notation of reject-
ion is shown on outside of control jacket 
cover. 

Disposition: Non-Permanent. Retain in active pending

file until manuscript is accepted and sent to printer.

If formally rejected, place in inactive file and destroy

2 years from that date. .
 

b.	 Public Health Reports Control 

Includes card indexes on all authors who 
contribute manuscripts to the Public Health 
Report, manscript control record log, and 
master mainline keys on the various mailings I 
made of the Reports, such as complimentary, 

.	 paid, exchange, and special student ,listing. 

Disposition: Non-Permanent. Destroy when obsolete or 
no longer needed for reference or contact purposes. 

2.	 Historical and Scientific Health Journals 

This technical and scientific journal is published
 
by the Office of Communications, HRA (the Office
 
of Record). Files include records of format
 
changes, journal and changes in frequency of
 
publication. The Office of Communications does
 
not have a complete record set of this journal


. (continually in publication since 1878), but
 
does have a comprehensive set dating back to
 
1957, as well as some earlier volumes.
 

Disposition: Permanent. Record set to be identified
 
and designated as PERMANENT by the Office of Communications.
 
Offer to the National Archives when 10 years old.
 

3.	 Vital and Health; St:ltistics 

a.	 Publications of the Vital and Health
 
Statistics series pertaining to programs and
 
collection procedures, data evaluation and
 
methods research, documents and committee
 
reports, as well as any series created to
 
document the rationale, scope, or procedures
 

Fe .... copi .. , ....cll1dil!1I origin ...., 10 be n1hnUlled 10 tho r.;alUlnal .lUchivu	 1&-60428-1 gPO 
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7 8 DESCRIPTION OF ITEM 10SAMPLE OR
ITEM NO (WIth lnclusive Dates or RetentIon Periods) ACTION TAKENJOB NO 

2-A. AT§DIOVISDAL RECORDS
 

a. Motion picture films used for Dublic informat on 
a~d education Durposes ••• consisting of the originEI
n3gative or color original plus ootical sound tracl,
al intermediate master oositive or duplicate negat·ve
o us ootical sound track and a sound projection Dr·nt 
o each film. 

PERI"lfI.NENT.Gffer to NARS when no longer ne eded 
fpr administrative use or when five years old. 

b. Film nroduction files ••• which include produc
t on contracts, scripts, transcri9ts, and other do(u-
m~ntation bearing on the origin, acquisition, releEse,
a~d ownership of the productions identified in (a) a-
bove. 

PERMANENT. Offer to NARS with the nr-oduct Lo ns to 
w ich they relate. 

c. Sound recordings used for public information }ur-
)DSes ••• consisting of the master taoe, matrix or ~tamp-
ei'>,and one disc pressing for each conventional ma~s-
p bodu ced mu Lb ioLe copy disc recording and the orig na L 
t pe for each magnetic audiotape recording. 

°ERMANENT. Offer to NARS when no longer needed 
f(Dr administrative use or when five years old. 

Estimated annual accumulations: a and b: less than 
one cubic foot; c: .5 cubic ft. 

115-203 Four copies, Including original, to be submitted to the National Archives STANDARD FORM 115-A 
ReVIsed July 1974 
Prescribed by General Services 

Adrmrustranon 
GPO 1975 () - 579-387 FPMR (41 CFR) 101-11 4 
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of NCHS programs. 'Included are Series 1, 
2, and 4, and other selected series contain-
ing the aforementioned values. , 

Disposition 

1.	 Record set: PERMANENT. Office of Primary 
Responsibility place onecopy of each pubLication 
in an inactive file. After 5 years offer inactiv~ 
file to National Archives. 

2.	 Other copies: Transfer 2 copies to PHS Library; 
'destroy others when no lo~ger needed for reference. 

Publications of the Vital and Health 
Statistics Series pertaining to analytical 
studies or the results of specific surveys 
not covered in A. 

Disposition 

1.	 Tra~sfer 2 copies to the PHS Library. 
2.	 Other copies: Destroy when no longer needed for 

reference. 

~. Vital Statistics of the United States ' 

Annually published official statistics of 
births, deaths, fetal deaths, marriages and 
divorces. ' 

Disposition 

1.	 Annual volumes: Transfer 2 copies to PHS Librar,. 
2.	 Honthly Vital Statistics Reports, and its supple-

ments: Destroy when 5 years old, or when no 
longer needed for reference, whichever is earliel. 

d.	 Special Publications 

Publications which define centerwide policie~
and objectives, or relate directly to 
statistical functions for which NeHS is 
responsible bi,statute or delegation.
Included are the NCHS Staff Hanual; the 
Hission and Policy of NCHS; Annual Activitiej 
Report of the NCHS; Health, United States; I 
Foar	 eopi .. , Inc:ladiDg origianl, 10 .... ~tled 10 the N.. tioaaJ .IlJ-eh.ivc.ll 1&-£008-1 oro 
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ITfM NO 

3. 

",f? 

4. 

8 DESCHIPTlQfi OF ITEM	 9 10
(Willi INCLUSIVE Oh TES on IlEl[NTlON PERIODS) SM~rl[ OR 

, JOO NO ACTION	 TAKEN --:..:----------.:...---------r-----------_I	 _ 

selected health resources , manpower and 
facilities publications, and other special
one-time reports. 

Disposition: Permanent. Office of Record: Place one
 
copy of each publication in an inactive file. After 5
 
years offer inactive file to National Archives.
 

DELEGATION OF AUTHORITY 

a.	 Administrative/Financial and Program Delegations of
 
Authority
 

These files contain formal documents that define 
policy and criteria governing the delegations of 
authority. The administrative delegations of 
authority include annual leave, procurement, printing, 
travel, etc. The program delegations of authority 
are	 unique to HRA programs and include procedures fer 
delegating authority, (i.e., format and content of 
delegations), transmittal of delegations, procedura 
instructions, delegation code sheets, multi-delegatEe 
delegations, revised and cancelled delegations. 

Office of Record: Transfer to the FRC when administrat ve
 
value ends. Offer to the National Archives 10 years
 
thereafter. -

d~,,~:	 ~~~:e.",~~~ ~-""'~/~~. ---~-
Other Of"ficeswith duplicate copies - Destroy 1 year -7V~ ~,A.~.L.I //d
 
after authority is redelegated unless'needed for / ,/

administrative purposes. ,/t:?~f?~ /.',6>4
 -R/.J'~ 

~~ ~~ '",fti!?-
'HRA REGULATIONS 

~	 -A LJ~./~ on .., 

a.	 Files consist of records which establish policies ¢/~~~~~ ~
 
and procedures pertaining to developing and process~ng /~A ~~~
 

HRA Regulations. All Agency regulations (those ~- •
 
pending or published in final form) are included in
 
addit~on to the format for developing and~processin~
 
General Notices, Notices of Proposed Rule Making,
 
and Final Regulations for publication in the
 
Federal Register.
 

r~ttr cap ... , Inclad.uoll Driginol, ID be auhnUtted ID u. .. Natioaol &eh.ivc8 111-69(28-1 GPO 
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ITEM NO
 ~WITH IrlCLUSIVE DATES OR IlE1EHTlOH PERIODS) SAMPLE OR 
JOB NO ACTION TAKrN--------~-----------------------------------------------·I---~~--------

Disposition: p~!~~~~~ HRA Component Initiating the 
Regulations - ~ran3fe£~11 official documents for each 
regulation, in addition to the final regulation~,~~~~~~:~~~ 

__EIW when no longer needed fOr admih1sLt&the ~rJ309es. / 
,. Offer to the !~atiol1a1 Arehi:ve3 19 years ttlef'eafeeF. 7/: ~.., ;7:7 rR~.A~..bf./

W~ ~ V.L~ ~/~.: d~ ~~ /l? /'V-LA:. "!t. ~ 

Other Offic~s - Destroy 1 year after regu!ation(s)

becomes obsolete or superseded.
 

5. BUDGETS,' GRANTS, CONTRACTS AND PROCUREMENT MANAGEMENT 

'a. Contracts and Procurement Policies and Procedures 

Documents the development and implementation of 
policy and procedural changes which impact on the 
grants, contracts, and procurement activities of 
BRA and its Bureaus and Centers. Includes proposed
Manual chapter changes and HRA responses. 

;~	 Disposition: Pe rrnanen t . Since current headIngs now 
include some office administrative files, tbese should 
be separated form the Dasi~ policies and procedures
files. Retain policy and procedures files as Permanent 
Transfer to the FRC when obsolete or superseded.
Offer to the National Archives 15 years thereafter.- ~ 

e . t?/-/~ ~~	 0d:-, - p"4L7?;;4---:"/"~ .., ~.t7 

~	 b. Budget Estimates and Justifications /~ '/~..c!'~~ ~/~. 

Budget estimates, justification statements, ~/~~~~~~~~-~ 
. t I 1 1 .	 I ~ ..,.,~-....approprla lon anguage sleet, narratlve statements, ~- -- ~
 

related schedules and data, as well as correspond-
ence reflecting policy decisions, for budget record
 
prepared in NCHS through FY 1973. For FY 1974 and.
 
later years the Office of Record is the Health
 
Resources Administration.
 

Disposition: ftrilldflent. Office of Primary Responsibil ty:
Transfer to FRC when 5 years o~d", Q.ffer te UaHoflel 

~rehives when l6 yedrs eld. L,/'~ a/~ ,/'~ yL-_"':::'l:.Lf.-tll...o~ ~, 

All Offices: Non-Permanent. Records for FY 1974 and
 
later years to be destroyed 5 years after FY involved.
 

r~:u cop ... , Including origiDaI, to bet .a.bmill&<l to the Raho....J &c:hi ..ca 111--60428-1 apo 
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REQUEST FOR AUTHORITY TO DISPO ....E OF RECORDS-Continuation Sheet 

97	 8 DEXHIPTlOII OF ITEM 
SI\P~rLE ORITEM NO (WITH INCLUSIVE DATES OR i!ETENTION PERIODS)	 ACTION TAf.:ENJOO ItO 

c. Final Reports on Grant Programs 

Reports are not. required or furnished on all grants
and contracts. They are usually required on grants

·and contracts having historical or research value. 
Final reports contain information such as authority,
background, pr9blems, discussions, findings, con-
clusions, progress reports, and recommendations. 

Disposition: Permanent. 

Office of Records: Retain permanently a sample of 
significant grants and contracts (those having hist rical 
and research value) to be selected by Division of 
Grants and Procurement Management, OA (Office of 
Record) and not to exceed 1% of all grants and 
contracts in a given year. Offer to the National 
Archive~ 15 years after final payment or after a~dir' 
whichever is sooner. 

. 
(2)	 Except for records covered in (1) above, destroy 

5 years after final payment to grantee or after 
audit, whichever is sooner. 

d. Final Records of Grants 

These include, but are not limited to, final pub-
lished technical reports, textbooks, and audio-
visual items such as films, slides or ta2es. 
Rd~_u/~ ~,~~....zr~ :z&v'~ ~	 ae-~--'---~,,;-~..,..

.D~sf1~tIla!ieT1t:.~la:ti~f!l;tt11W·DiSieg.. _ .~ 

-when ~C; yeaFs oW. £l~ -&M';:;:;e. ./.; ;. 'Z__.6",~ 

~~	 ~-e-/';) ~,,~ ,.r-e'- (~) ~d' ,y%d~
6. DOCUMENTATION ON CONGRESSIONAL LEGISLATION ~ Al"~. ~ 

a. HRA Legislative History 

Individual case histories describing the admini-
stration of all HRA legislative interpretations,
requests for Agency representation at sched~led 
Congressional hearings, final copies of prepared
opening statements and testimonies given before 
Congressional committee hearings, written comments 
on Agency-related bills, compilations· of histori-
cal summaries of laws applicable to the Agency's
missi~n and functions, legislatio~ establishing oramendl.ng 

./ 
r.....c:opiu, Including original, 10 be ihlhm.illed 10 Ihe National Archlv.,.	 l6-aD428-1 "po 

http:amendl.ng
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REQUEST FOR AUTHORITY TO DISPO~;r::OF RECORDS-Continuation Sheet 

7 8 DESCRIPTIori OF ITEM 9 
ITEM NO (WITH lrIClUSI'{E DATES OR HElEHTlOH PERIODS) SAMPLE OR ACTION TAKENJOB NO 

--------------------------------	 ----11----
Agency programs, copies of all Agency-related bills 
and reports, including all final bills as approved by 
the President, back-up files and related materials 
from the Department, OMB, and b~th Houses of Congress 

! •	 ~t-fler Offiees. Be5tIt9y \rhea He longer needed for 
\oe.fe:rence and/or diSeFilmtign. 

b. HRA Legislative Proposals 

Individual case files which include back-up document 
from all HRA components, esential working documents, 
and final legislative proposal from HRA (with any 
modifications), PHS, the Department, or OMB. 

th 

c. Bills: Requests for Comments 

Inoividual case files consist of requests from the 
Congress to comment on Proposed legislation impacti 
on the program of HRA, and final comments ( if 
Department/OMB clearance has been received). 

111-60.28-1 o~o 

http:A<imlnl<lrul.on


fit l\.nf1Ilr,1 T~')rtll No I t ....R 
)'romllh~"\t('d 9-1 1" he 
Ocnrrnll'r" Irr.' A,lm"lnl'lrnlion
Tho Nntlonru Arr!livr3 JO? N;O" _ Page _l?__ 

Or __ png('! 

REQU~ST FOR AUTHORITY TO DISPC"'E OF RECORDS-Continuation Sheet 

7 8 DESCnJPTlON or ITEM !)
ITEM NO 10(WITH INCLU51JE DATES OR .lETEHrIOH PERIODS) SAMPLE OR 

JOU NO ACTION TAKEN ---------~----------------------------------,-------------------------

d. Legislative Reports 

Files consist of periodic, statutorily-requi~ed
reports to Congres~intermittent reports, and the 
f Lna'lLzed record copy of reports transmitted to the 
Secretary, with pertinent supporting documentation. 

e. Program Legislative Planning/Implementation 

Files contain plans and other documents, includin~ 
written opinions from Office of the General Counsel 
(OGC) , relating to the implementation of speci':::ic
Public Laws that concern HRA programs both at 
Headquarters and in the Regional Offices. The file 
contain separate folders for each major component
(Centers/Bureaus) and records accumulated in draft-
ing or commenting on proposed legislation for each 
Bureau/Center. 

f. Health Care Facilities Legislation 

Records on legislation relating to the construction 
and/or modernization of health care facilities. 

f:/.tV(~)
7,•. 

Files contain guidelines, procedures, and 
of issues necessary to develop the HRA Fonvard 
by fiscal year. The Plan provides for Major------~---------

1'0.... copi .. , Including origiacl, 10 b9 -..hrnilled 10 the Nalu)"al &chiv~. 16-60428-1 ,,'0 



fHn,u'or.I I urnl "" t Ifll\ 
J'romlllr~trcl~ I-I~ by
O~ntr"1 ~rrvlcr' A,llTIlnlstrnLiuu Job No. _
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or __ pngc' 

REQUr:ST FOR }\UTIIORITY TO DISP(l':E OF RECORDS-Continuation Sheet 

7 
ITEM NO (WITH 

8 O[o-.c[1IPTlOfl or ITEM 

INCLUSIVE DATES OR i!ETENTlON PERIOD5) 

9 
SAMPLE 0[1 

JOB NO 

10 
ACTION TAKEN 

strategies and specific programmatic activities to 
be undertaken by major HRA components. These 
strategies suggest the priorities and directions 
for the resources planning and development process of 
HRA. Draft papers and the final HRA Forward Plan are 
maintained by the FisLal year. 

Disposition: Permanent. 

Office of Record: Cut off at end of FY and retain in 
active fjles for 2 years thereafter. Transfer one recor( 
copy of each Fonvard Plan, with applicable Regional
Office Work Plan, to the FRC when no longer needed for 
administrative functions. Offer to National Archives 
15 years thereafter. 

Other Offices 
for reference 

- Destroy 
or working 

when obsolete 
purposes. 

or no long~ neede 

b. Regional Office Work Plans and Guidance 

Work plans (based on HRA Forward Plan) on regionaliz
basis, maintained as a subpart to the HRA Forward 
Plan activities. Include correspondence with 
Regional Offices, ORO/PHS, and other HRA and 
H components regarding developing the Regional
Office Work Plan, as well as modifications and 
other input from Regional Offices. 

d 

Disposition: Same as above . 

. c. 'Operational Planning System (OPS) 

Files document the inception, scope, and accomp-
lishment of individual study and survey projects
involving HRA's organizational structure, operating
procedures, and management practices. Included are 
records reflecting the request or authorization to 
undertake the survey, survey plans, final reports,
and follow-up reports on actions taken. 

TtDJI C'Opioo, Including Oril1'DaJ, to be .-uJun.jlled to tho National &c:hiv~a 
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REQU.cST FO~ _AUTHORITY TO DISPO';E OF RECORDS-Conl:inual:ion Sheet 

7 8 DESCnlPTIOr. OF ITEM	 9 10

ITEM NO (WITH INCLUSIVE DATES OR IlETENTION PERIODS) SM~PlF: OR
 ACTlotl	 TAKENJOB 110 

:l 

d.	 HRA Evaluation Plan ~! 
~: 

Files include a completed HRA Evaluation~Flan by
fiscal year, beginning with 1974 (the first year
for which a formal Evaluation Plan was de~eloped
for HRA), along with background materials and 
working documents from each Bureau and Ceater; also 
included are consolidated Plans for HRA a~d PHS. 

Disposition: Permanent. Division of Evaluation - Retai~ 
current Plan in active files until completion 0f subse-
quent year plan at the HRA level; then retain in inactive 
files for one year; then transfer to the FRC. Offer to I 
the National Archives 10 years after receipt in the FRC . 
.&::.A...p.uuud bt~~~~	 ~ ~ "A-!.- /P~A~A,-, 

Other Offices: Destroy when no longer needed for /J, ;~ .......I~~~ 
reference. 

;/'~ ad~/.l~/~A 
e. Agency Accomplishment Reports	 _~. - ~/.J'7- - A.,. 

These records include Agency Assessment R€ports,
.Agericy Development Plans, and Status Reports wh Lch 
are used to monitor Agency progress. 

Disposition: Permanent. Transfer to FRC when no longer
needed for day-to-day activities. Offer to Arehives 15 
years thereafter. 

8. COMMITTEE PARTICIPATION AND COORDINATION 

a.	 HRA Committee/Co'Jncil Heetings (Division Level and
 
above)
 

"'1.~~~Individual files on Councils and Committees, ~~~~~MM'b~~~--- /
 

1/;AE:o<.-'~-u.i7d alphabetically by agency/program/committee-. Lnc Lud as
 
~- official charters, memberships, modifications, pend"ng


actions, and schedules of meetings for HRA and HSA
 
councils and committees, and related corespondence

~etains record copies.
 

Disposition: Permanent. 

Office of Record: Maintain in active files until 
Councilor Committee is abolished, terminated, or trans 
ferred. Retire to FRC every 3 years or sooner if volumE 
requires. Offer to National Archives when 8 years old. 

r"... "opi •• , Includu.g original, to be auhnUHed to tbe National Arcb.iv",,,	 OPO1G-60428-1 
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REQUr:ST FOR AUTHORITY TO DISPO 'E OF RECORDS-Connnuation Sheot 

97 8 D(c,cnlPTION or ITEM	 10 
SO\~1rLF: OR

ITEM NO (WITH INCLUSIVE DAHS on HEll/ITION PERIODS)	 ACTION TIIKOIJOB no-------------------------------------------------------------------------1---------------------
Other Offices - Destroy when no longer needed for referelce. 

b.	 National/International Conferences 

One record copy of agenda's minutes (in some cases 
verbatim transcripts), and supporting papers of 
staff meetings and of national and intern~tional 
conferences in which HRA participated with other 
governmental and/or non-governmental groups.
Includes all resolutions and final reports. OA 
retains record copy. 

Disp~sition: Permanent. 

Office of Record: Transfer to the FRC when administrati,e 
value ends. Offer to the National Archives when 20 year~ 
old. 

c.	 United States National Co~~ittee on Vital and Health 
Statistics. 

ThLs statutory committee's responsibilities include
 
policy and planning for the collection and use of
 
statistics on births, deaths, marriages, and divorce,

and recommendations concerning types of statistics
 
gathered to meet current needs and interests.
 
Included are meeting agendas, minutes, reports,

charters, lists of committee members, and similar re ords of
 
committees and technical consultative panels.
 

Disposition: Permanent: 

Office of Records: Transfer to FRC when 5 years old.
 
Offer to National Archives 25 years thereaft~r.
 

Other Offices: Destroy when 5 years old . 

. 
d. Cooperative Health Statistics Advisorv Committee (C SAC) 

This provides guidance on establishing State centers 
for health statistics, coord~uates national efforts 
to establish uniform standards of statistical report
ing, revising vital registration certificates, and 
outlining contract and grant policies for these 
purposes. Records of CHSAC and the Public Health. 1 
Conference on Records and Statistics Standing
Committee, the predecessor committee, include meetln 
agendas, minutes, reports lists of committee 

--------~----------------
r..ax coopi.. , u.cJud.all original, to be suhmjH .... 10 the National JUchiv~.	 16--60~-1 OPO 
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REQUr:ST FOR AUTHORITY TO DISPO,'!E OF RECORDS-Continuation Sheet 

97 8 OrSCRIPTIori or ITEM 10
SAMPLE OR 

JOB NO 
ITEM NO (WITH INCLUSIVE DATES OR .l("TENTION PERIODS) ACTION TAKErI-------------------------------------------------~----------------------I---------

members, and related materials pertaining tQ,committees 
and technical consultative panels. '\ . 
Disposition: Permanent. 

Office of Record: Transfer to FRC when 5 years old.
 
Offer to National Archives when 25 years old.
 

Other Offices: Destroy when 3 years old. 

9. INTERNATIONAL ASSISTANCE PROGRAM l 
a. International Statistical Projects 

Projects undertaken by NCHS in accordance with Publi
 
Law 480, which provides for foreign assistance i
 
through use of excess currency funds in foreign countries.
 
Included are site visit reports, project review repo~ts,

fiscal reports, correspondence, and other documenta-
tion related to specific projects.
 

Original agreements and amtndments with related
 
correspondence concerning NCHS participation in the
 
P.L. 480 foreign assistance program. 

Disposition: ~e:ltllaLieliL"'. #/~ y~..iJ y£ , 
Ofuc~cgf ~ o~tree::~en'e~~ ~ ..
 
correspondence,relating d.ii!cclly to policies and plans
 
of NCHS international statistics program.
 
to FRe 3 years after termi:ttatiaf't
 

Other Offices: Destroy when 3 ye~rs old,

n~eded for reference.
 

10. HF~~TH EXAMINATION SURVEY 

a. Survey Questionnaires 

,One copy of each que3tionnaire, for all surveys, wi 

r.......C"c>pi.. , 1ndDdmg orlgusal, 10 Ix> ..wnutled 10 the Nali<>D<1lAu:hiv",. 16-:'').(2.8-J OPO
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7 8	 DEXRIPfiON OF ITEM 9 10ITEM NO (WITH INClU:;IVE DATES OR BtlENTION PERIODS)	 SAMrlF OR ACTION	 TAKEljJOB NO 

------ -~--:----------------------------I-----	 ------
data showing incept~on and scope of the questionnaire,
the program or administrative purposes of the questionna re,
and the related procedures instituted, revised, supersed d, or 
-cancelled. 

Disposition: Permanent. 

Office of Record: Transfer to FRC 5 years after date of 
last action. Offer to National Archives when 20 years
old. 

~utvey ~tatlstical Analyses 

Surveys Statistics Haster 'f'apes.~ 

-Bala ::olleetee hom "1WHS SUI v eys SHe Hsed 8S tke lfI3SfeJ;; 
-cD C 1.. -' r: ., ,1

l5'ape ~Ul1J._L. L"''-V:L .~~ <:>VUL ~ LVL 

~9.sis of s\:H;ve~ J:Qs'.llts. 

l)ispo~iti8FlI Pt!Il1iaLietl"t-. 

11££.1 "0+ n ;:! ()f'f'o,.. "nn, r.f' Tn",~t-o
--	 . 

-A:tchives iffiffle~iBtel, after pfeparatis1'A 

~ c.	 Survey Operations and Planning 

Studies, reports correspondence, and other documentction 
relating to policy, planning and achievement of NCH~ 
survey objectives, conduct and design of surveys,
methodology, analysis of data, and the vital 
registration system. 

Disposition: Permanent. 
I 

Office of Record: Transfer to FRC when 10 years old and 
offer to National Archives when 15 years old. 

Other Offices: Destroy when 5 years old, or when no 
longer needed for reference, whichever is earlier. 

d.	 Automated Data Processin~L Survey Statistics
 
(Wa~Mstie ~B~e TF8nS?ctjoR~
 

1.	 ADP Planning and Program Management 

Documentation reflecting development and managehent
of NCHS ADP resources and requirements, includilg
records relating to overall objectives, plans 

1(r-1I0o.s-J Gro 
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REQUBST rOR AUTHORITY TO DISPC"E OF RECORDS-Continuation Sheet 

7	 9
8 D[SCfllPTION or ITEM	 101

ITEM 110	 (WITH INCLUSIVE DATES OR HEl'EHTlOH PERIODS) SM~PlF.: OR ACTIOtI T AKErI JOB IW 

-----------/------------
~nd concepts governing management a~~ utilizatio 
of ADP within NCHS. Included are ma~ter plans,
feasibility studies with associated charts and 
diagrams. 

Disposi tion: uPor:lII.aaeat.. 

Office of Record: _Sffer to Nat:i~~3 3 years 
after total redesign or discontinuance of system.' ...£.- K-'~c.,..c:;~ 

~~#~ 
2.	 Magnetic Tapes Hithout Personal Ide:ntifie~ 

edited data compiled from each
 
rvey and the Vital Statistics Syste
 

are sample, subsample and random s
 
weighting factors.
 

Disposition: 

Office of Record: tape to the 
National Archives 

3. 

aggregates of 
annual data or
 

master da aggregates of
 
publish These tapes a substantially

unpub shed and include tapes aining data
 
¥it ut personal identifiers.
 

PerJllanent. 

Offer copy of master
 
chives immediately after preparation.
 

e.	 Automated Data Processing Systems Develo-qrnent and 
Assessment 

Correspondence, reports, studies, systems proposals,
 
and other documents concerning the study, selection,
 
adoption, use, and integration of ADP systems in NC S
 
operations.
 

Disposition: i.HHlBHORG-.'. 

Office of Record: Approved System (Implemented System) . 
• FBflsfer t PRe ~ter complete red as Lgn or termination 

~~~c/A4~' 
~:--~=o~~~:~,~~~~~l~uw--ng--O-ri-~-ru--'-Io-~--~--b-nu-'t-IN--l-o-t-n-N-A-~-'-Dru--&--C-hl-V-~I--~--------~16---6P-'-28--I---O-~o--
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REQUEST FOR AUTHORITY TO DISP(l':E OF RECORDS-Continuation Sheet 

!)7 8 Dc:-.cr~IPTIOtl OF ITEM 10 
ITEM ria (WITH INCLUSIVE [JAHS OR RETENTION P[RIOD5) ACTION TAKENSAMPLE OR 

JOO NO 
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of the system, .()ffe:r t::e NflHCJttd'i1rrcltives 5 jEaF9 

I;hereafteL ~~~ 

"~isapproved System: Destroy when 5 years old. 

-Other Offices: Destroy 1 year after disapproval, or 
complete redesignation or termination of the system. 

11. TRAINING PROGRAMS AND RELATED MATERIALS 

a. ASTI and JPTP Training Plans and Course Materials. 

Record copy of each course manual, course outline,
curricula, as well as charts, graphs, and other 
instructional materials. Included are materials 
prepared for training foreign, State and local 
statisticians through the Applied Statistics 
Training Institute (ASTI), the ~~CHSJunior Pro-
fessional Training Program, and other statisticians 
employed with DHElV. 

Disposition~ Permanent: 

Office of Record: Plans and Course Haterials for 
Health Statisticians: Transfer to FRC when 5 years 
old~ Offer to National Archives when 10 years old. 

a.u~~~,'Other Offices: Destroy 5 years after superseded or' 
discontinuance, or when administrative purpose is serve ;
whichever is earlier. 

12. LABOR MANAGEMENT RELATIONS 

a. Union Records for Employees 

Documents pertaining to unions which represent ~ ~ 
employees, including union recognition documents, t~e 
union constitution, and related correspondence. 
~or most reeer~9, Hm, is Dffiee ef Record. For NCH 
facility in North Carolina, NCHS is Office of Recor • 

Dispos.ition: Jil,erH1o~;RQ;Rt. 

Office of Record: Transfer to FRC 1 year after expirati)n.
8ffe:I to Natiot.ai Archives 10 years thereafter. 

d~ 

http:Natiot.ai
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REQUEST ron AUTHORITY TO DISP(l'!E OF RECORDS-Continuation Sheet 

7 8 DEscRIPnor, ('F ITEM ~ 10 
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Non-Permanent. Reference copies of other union records 
Destroy 3 ~ears after expiration. Earlier disposal is 
authorized. 

PART IIA -NO!\1Irr·m'IAl91m:r. 
, .'ADHINISTRATIVE RECORDS 

(Items l3-22) 

13. COHHUNICATION AND PUBLIC AFFAIRS 

a. Communication Potential Bidders 
J 

Includes pertinent information on each potential 
contractor, including specialties and areas of 
expertise. 

Disposition: Non-Permanent Screen periodically and 
destroy when obsolete or inactive. 

b. Publication card Index for Public Inquiry 

1. Publications	 Card Index - Card files of Hr~ 
publications by number and title for reference 
~nd inquiry response purposes. Constantly
updated. 

2. Publications	 Distribut{on Files - Copies of 
correspondence relating to general inquiries 
and requests for HRA publications. (Current,
available HRA publications, and other related 
brochures and publications are maintained as 
ready reference and for distribution.) 

Disposition: Non-Permanent. Destroy when 3 months 
old. 

c. HRA Publications Clearance 

Files which document official clearance of propose< 
Agency publications. IricIuded are: 

(1)	 HRA Brochures and publications clearance file! . 

(2)	 HRA administrative publications, speeches, ne\s 
releases, and audio-visual exhibits clearance I 
files. Publicity and audio-visual clearance 
files include articles, exhibits, press relea~es, --------~------~----

Fe .... copi •• , lndudiZlD original, to be .ubm.itled 10 the Natiol1al &cwvea 
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speeches, and working papers with ~ack-up 
materials.	 . 

! 

Disposition: Non-Permanent. Cut off at end of each 
year. Place in inactive files for three years, then 
transfer to FRC. Destroy when 10 years old. 

d. Publications and Printing of Publications 

Copies of publications, galley proofs, photographs,
drawings, maps, charts, typescripts, printing 

.requests, camera copies, negatives, and related 
materials used in preparing publications for 
printing. 

Disposition: Non-Permanent: Destroy upon printing and 
distribution of the publication, EXCEPT that those 
documents which have continuing value for use in later 
revisions, related publications, or reuse in the event 
of reprinting will be destroyed when obsolete. 

14. EQUAL EMPLOYHENT OPPORTUNITY PROGRAM (EEO) 

a. EEO Policies and Procedures 

These files document EEO regulations and are 
organized by major program thrust. Specific and 
general information include files on the following: 

(1) EEO planning and coordination 

(2) Federal Women's Program 

(3) EEO education and training 

(4) l6-Point Spanish-Speaking Program 

.(5)	 Research, evaluation, and planning documents, 
computerized data on skills activities, and 
forward planning. 

Disposition: Non-Permanent. Destroy when 3 years old 
or sooner if obsolete. 

rc 'U' copi .. , Inc! PWDg original, to bo auhnulted to u. .. National "'chive. IG-b0U8-1 0"0 
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b. Affirmative Action Plan (AAP) 

Files contain guidelines and procedures issued by
~SC for developing the agency AA~ This plan is 
responsive to the overall needs of HRA and requires
action by subordinate organizational units to assur 
equal employment opportunity f or those employed or 
seeking employment within HRA. Included are workin 
papers and comments submitted by HRA components at 
all levels. AAP's are updated every fiscal year
and assessment reports written which describe actio~ 
items achieved or not achieved for the previous FY. 

Disposition: Non-Permanent. 

Office of Record: .Retain AM, a8seSSHlea:t re!3ert'S,audl 
-.l....1 co" ..........,....,..t-;"o -lor ."'''',....t-...,.; .""t-; 'n f';.JJ,_ for . ?_ vp:lr~ or .
 .. 
unti 1 uo J QFlger neeses fgr referenGe. I>Ell9troy HR@A-
5 years old ~ 6Z~J' / P..,26A, 

Other Offices _ Destroy when no longer needed for 
reference. 

c. Education and Training 

Includes basic procedures, policies, and restrictiops 
on conduct of EEO activities and those materials 
which we re developed for ZEO training. 

Disposition: Non-Permanent. Retain in active files 
area until no longer needed or obsolete then destroy. 

d. EEO Case Documentation 

Consist of case files with all applicable documen-
tation of basic complaints and all subsequent
depositions, affidavits, and other supporting
documentation which may terminate at the (1) in-

I formal level, (2) the formal agency level, (3) the 
I formal departmental level, (4) or resolution 
I ~y court hearing for cases which go beyond agency I level. Only records of resolution are returned! -i--- for inclusion in agency file. 
1

I
; 

I
, 

I r.....c-opior. btcJuwng orig-iaed. 10 be aulun.itled 10 the ,."lioned Archlv.,. 16--69<28-1 0"0

! 
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fUllndnr(111)PII No l.fiR 
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7 

ITEM NO 

, 
15. 

REQUEST FOR AUTHORITY TO DISPO':E OF RECORDS-Continuation Sheet 

!)8 DESCRIPTlotJ or ITEM 
SAMPLE OR(WITH. ItlClUSIVE DATES OR i1ETENTlOH PERIODS) ACTION TflKnl JOO NO 

Disposition: Non-Permanent. MaiAt;;liFl iu ~e,-ttre

lQsatioA utltil fiFlal reselut:iofl-is effectea. TFail~
 
~ the lfRC :3 years after final resolation alld destrOy

lo..~veflr~f'h -'=- L	 ., -' - ~.,~ .1 .~ ~~~ .~ ,'- ~~~~~ ~~~~~ ~~ ~~ ~b~"~J ~.-

~ /"eJ' / # ~ ~ - -e-
e. Program Activity Reports 

Files consist of periodic recurring reports requirej
 
by PHS, DHEW, and CSC for EEO activities. Some
 
examples include monthly Pre-Co~plaint Counseling

Reports, reports reflecting status of minority
 
groups, changes in the minority data files, quarter y
 
time cost analysis, EEO Hanagement Audit Reports,

and other similar in content.
 

Disposition: Non-Permanent. 

Office of Record: Deotrey 5 ;ears after eORoolieatin~ ~ ~
 
data froH! Btl!eems/Center 5 fur each report. ~ 67 ,oI1o.r .;2 ~~ ?
 

Other Offices - Destroy 3 years after reports are
 
submitted to OA or sooner if not needed for reference
 
purposes.
 

ACCOUNTING, FINANCIAL AND ADHINISTRATIVE HANAGEMENT 
PROGRAH 

a. Financial Management 6per~tions 

Financial Hanagement Program operating files which
 
document day-to-day activities but are not related
 
to the fiscal or budget process per s~.
 

Disposition: Non-Permanent. COF end of fiscal year;
retain in inactive files for 2 years then destroy. 

1. Consolidation and Disposition of Finance Records 

Records Management Standards and Retention/Disposi I
 
tion Recommendations for all financial management 1
 
records not otherwise covp.red in the General
 
Records Schedule. These retention standards were
 
developed under HSMHA and have been carried forwarc
 
by accounting and fis~ officers of the resulting

reorganized agencies.
 

F~<U' copi .. , lncluding origi.. ...., 10 b<t -..l>nUHed 10 Ih~ National &chivo. 



------- ------
7 

l'rOIIlUU UI"lI , I 'I' II}
Clrnrrnl "",,\cc. A,lIlllnhlralloQ Job No, _ Pnge '-_~" , __ 'rho NnhoDRI An 'Ii>"03 

of __ png('s 

REQUEST FOR AUTHORITY TO DISpel' ~E OF RECORDS-C~nHnuution Sheet 

8 OE',cnl PTlO~ UF ITEM 9 10, 
ITEM NO (WITIl INCLU"IVE DAlES OR BEl EHTIOH PERIODS) SM)I'LE OR ACTION TAK[NJOB NO 

Disposjtio~: Non-Perm!.ment. These standards should be 
revieued at the H level to compensate for any changes
in GAO requirements, etc., during the period 1972-1973. 

b. Budget Formulation and Execution 

Records documenting the development and execution 
of the HRA budget including input from all staff, 
bureau, and center components. Records the 
consolidation, at each level, up to and including
the official HEH submission to OMB and subsequently

, .to the Congress. Since this process is a contin~ou
 
3-year effort, documents must go through three year

mjni'l1umas to formulation, execut~ve, and obligatin

documents.
 

Dispositio~: Non-Permanent. Destroy 4 years after 
the beg im+ng of the year for which current budget
efforts are expended. 

c. Hill-Burton Cuaranteed and Direct Loan Accounting F'les 

Files "" cover rev lew of loan prog rama for !"l0tpntial
default provjsions. ' 

D Lsposition: Non-Permanent. Cut off when review of 
individual-loan is completed; cut off completed files 
at end of fiscal year; destroy 3 years from date of 
cut o f f , 

d. Prospectiv~ Minority Contractors 

Statutorily required file, organized by contractor' 
name which includes comments and brochures on 
contractor's specialties and capabilities. 

Dispositjon: Non-Permanent. Retain in reference files 
area until individual contractors are considered as 
non-potential bidders. Destroy 1 year thereafter. 

i------------- _
 
i'r"" copi .. , LlldmUng original, fa ~ snhnul!".l 10 the l.'..lio .. 0>1 ll.rchiv" ... 1"--1I04.1.8-1 OIro 



Job No. _ Pngc~_ 
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REQUEST FOR J~-, fHORITY TO DISPc,r:L OF RECORDS-Continuation Sheet 

97 8 DESCfIIPTlOfJ OF ITEM 10
SAMrLE ORITEM NO (WITHINCLUSIvE OR [(!:TENT/ON fiCTION TAKlCN[JATES PEIlIODS) JOB NO 

---------I------·--------------------·-----------------------~~---------I----------I-----------

e. Negotiated Contracts and Interagency Agr~ements 

Contracts and related attachments pertaining to 
developing uniform national health statistics 
reporting methods. NCHS maintains reference 
copies of contracts and related materials for 
admiuistrative purposes. 

Disposition: Nori-Perm.ment . 

Office of Record: Destroy 3 years after termination of 
contract. Earlier disposal is authorized. 

f. Fiscal Commitment Register 

Documents obligations from 7/1 thru 6/30 of each 
fiscal year, for the Office of the Administrator 
funds, obligated according to specific object
classes. For example: local travel, travel orders,
travel and transportation, training, printing
requisitions, contracts (non-financial assistance),
personnel compensation, formal personnel benefits,
ren!i.alcharges, etc. Now maintained in HSA 
accounting syste~ on computer and transferred to 
printouts. Month--end accounting report is transposed
onto microfilm with a ~-6 week time lag. 

Disposition~ Non-Permanent. Destroy when 2 years old. 

16. HRA PAPERHORK 1'1ANAGEHENT PROGRAl'1 

a. Forms }fanagement 

Files contain records related to the initiation,
developm~nt, and printing of HRA forms. Included 
are procedures analysis and forms design, forms 
analysis, and forms control, reporting procedures,
justifications for the program or administrative 
purposes served by the form, and the related 
procedures instituted, revised, superseded, or 
cancelled. Also included are HEW 398, Request for 
Act Lon, and HEW 26 ..lIRA Printing Requisitions. 

/r Df spos LtLon ; Non-P_ermanent. HRA Forms Management Of f Lc e ~ ~I--~ ~~ 

destroy 5 years after superseded or obsolete. ~ Ie~~ ,....,;~~.A1- ~-
C7/~ ~~~~' .&1~.s- ~~ -' 7~~ - Q#.-bt..

y..L~ o/~ ~~,t?'A./ ~t? K/,,4£J' ...c::~ /0 ,?,.e'.
ptA Abl!L'L:4d~,. _/ -".~/j , I~-~ '" 

£-tlU LOpl"'" including original, to be aDl.."..iltl~d10 !hit National A..rchivet 16-60'28-1 o~o 

- ....... ----.----~--~
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Jol) No. _ Page _~~_. 
of __ pnf 

REQUr:S~ FOR - _JTHORITY TO DISPO'"E OF RECOt<DS-Connnl.1otion Sheet 

7 -	 98 DE.Xf1IPTlON OF ITEM 10 
ITEM NO (WITH INCLUSIVE DATES OR ilETENTION PERIODS) SAMPI E OR 

JOO ,..0 JlCTION	 TAKEN 

-.-.-------_~---------.----------------=-'----- ------1------
Other Offices: Destroy when form is obsolete or
 
superseded .
 

.h.	 Reports Management 

(1)	 Records accumulated in evaluating the require-
ment for approving and controlling specific
recurring reports. Included are copies of 
requiring directives, preparation instructions,
applica~ions for approval of the report,
documents relating to the continuation, revisi(n
or'other changes to the report, pertinent form~ 
or descriptions of format. 

Disposition: Non-Permanent Destroy 2 years after
 
report is discontinued.
 

(1)	 Records relating to periodic inventories or
 
surveys of reports.
 

Disposition: Non-Permanent. Destroy 1 year after
 
inventory or survey is completed.
 

11C:Prl(2)	 Doc'limentc; 1:0 contrel the assignment of report
approval symbo ls (RAS). 

Disposition: Non-PerE1anent. Destroy when no longer
needed for control purposes~ 

These records include SF 115, Request for Authority
to Dispbse of Records; SF 135, Records Transmittal 
and Receipt, .GSA Form 7015, Notice of Intent to 
Dispose of Records, and Record Control Schedules 
including correspondence reldting to approval and 
changes to the schedule. 

Disposition: Non-Permanent. Destroy when no longer

needed for admin,istrative purposes.
 

---------------------------------.-----------------------~---------~-
re<u topi .. , u,c!"'''''1J original, to bo nubrniUed 10 tho National Archlv'. 
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R:COUEST,FOn AUTHORITY TO ursrorn OF RECORu::>-C6nnnuotion Sheet 
"	 ' ---~-----------

7 8 DEZHIPTION OF ITEM	 9 10 
ITEI>' NO	 (WITH INCLUSIVE D,\1E~ OR flEiEfmOH rrmoos) SAMPLE OR ACTION	 TAKENJOB NO 

-----------~---------------------------------	 -------1---·----
17 . liRA PERSONNEL MANAGEMENT 

a.	 Personnel Policies and Procedures

Files relating to the development and promulgation
of programs, policies, and procedures in the 
development and implementation of personnel mana gem nt 
efforts. Consists of general program materials, re ord 
copies of correspondence, reports, and related 
documents at the OA level, along with unofficial 
personnel folders on each participant in the catego y
described. Includes such categories as Upward
Mobility, Supergrades, etc. 

Djsposition: Non-Permanent. 

Offices of Record Cut off at end of calendar year.7
place in inactive file, destroy after 5 years. 

Other Offic.es: Destroy 3 years after files become
 
inactive.
 

b.	 Job~ppltcant and Occupational Inquiries 

Routine inquiries for emploYMent in liRA Office of 
the Administrator. Includes copy of reply, incomin~ 
inquiry, and resume (if any). 

Disposition: Non-Permanent. Destroy two years after 
date of reply, provided requirments of FPM are 
observed. 

c.	 Employment and Financial Interests of Employees

(HEH Forms 04)
 

"Confidential St.atemen t of Employment and Financia 
Interests" (for use by special government employeeE)
ftled 'by member's name. Any correspondence, 
memoranda, etc. pertaining to this particular form 
should be attached to it. 

D~sposition: Non-Per~anent. Retain in active files 
for	 one year. PIF in secure file for five years after 
COF	 then destroy. Personnel Nanual 304:PHS-I (PHS T.S 
385 12/4/67). 

re ou <"<>piu; i.nCIUWDIJ orilJinal, to bo snb..ulled 10 the National Jlrc:hlvu	 10-/5042.5.-1 o~o 

http:Offic.es


f1rnrrrd :...rn Irrc; Admlnio;lmlll)rt Job No. _ Pngo _20 .._'Tho 1'.IIOllnl Archh,-, 
of __ pnges 

REQUEST FOR AUTHORITY TO DISPo."E OF RECORDS-Continu'.J.lion Sheet 

1 
ITEP~ 110 

-_._-- ---~------------------------------

8 fJESClllPllON OF IT[M 
(WITH INCI.USIVE [lATES 011 HETENTION PEIliODS} 

9 
SM~rLE OR 

JOU NO 

-----1·-----

10. 
ACTION TAK[N 

d. Employee Training Program Files 

Correspondence, reports, course quotas, and evalu-
.ations, schedules, and related materials created in 
the es[ablishment of specific technical, management,
and specialized training programs and courses of 
instruction. 

Disposition:
PIF for one 
years after 

Non-Permanent. Cut off end of 
year then transfer to the FRC. 
cut-off date. 

fiscal year.
Destroy 5 

e. Incentive and Performance A'vards Files 

Case files documenting aHards program activities,
general program materials, awards program reports,
including feeder reports for submission to Hand 0&, 
as well as files documenting HRA employee awards. 

Disposition: Non-Permanent. Destroy
when no longer needed for reference. 

f. Personnel Resources and Allocation 

aft~r 2 years, 

..-
System 

or 

Personnel data system for control and resources 
allotment of all HRA personnel by programs dnd 
activities. Consists of master tapes for computeri2cd
system and wo rkLng papers at the input locations. 
Input is created at operating personnel offices, 
Pa rk Lawn Personnel, and Bureau of Health }1anpower. 

Disposition: Non-Permanent. Destroy
when no longer needed Eor reference. 

after 2 years, Ot 

g. Personnel Security and Investigative Reports 

-
Case files containing copies of personnel security
clearance documents and other investigative reports
and related papers furnished to the Agency by the 
CSC or other investigative organizations. Includes 
reports on irregularities and misconduct of employeE s. ' 
Excluded are investigative reports and related pape s 
furnished HRA by the CSC for which disposition
instruction~ are provided in the FPM. 

f'C·,u C'(')11icU,lncll1dinO orig1aaJ, 10 bet lIuhnu'1led to the Na.bunn] Archive. IG-liot'28-t 0"0 



(l'(:;H-T~l~rnlr('..AdlJllnl'\lmllon Job No. __ Pnge _.52 .._ 
The" nrronal Arctuv: ..' of page,; 

REQUEST FOR AUTHORITY TO DISP0'~E OF RECORDS-Continur,t.tion Sheot 

---------------------------------'------------.--------------------------~---------------------
10 ~ 8 DESCIUPT ION (JF ITE.M 

S"'~PL[ OR
 
ITEM NO JOB NO
 (WITH ItICLU~I'IE DAns OR RETENTION PERIODS) ACTION TAKErI 

Disp.!?_~ition_:Non-Permanent. Destroy after transfer or 
separation of individual concerned, or two years after 
last action. Also, see Ch~pter 1-2 of the Federal 
f'-ersonnelManual for disposition instructions. Official 
files are maintained at the Department or CSC level. 

1. Accident, Fire and Personal Injury 

Reports are maintained by the OA safety officer 
and copies retained by reporting officials, in-
connection with the general reporting of accident 
and" accident experience. Includes copies of 
HEH 516, quarterly and annual BRA safety reports,
copies of CA-l, CA-2, and related documents 
submitted to the Bureau of Vlorkmen's Compensation 

Disposition:. Non-Permanent. Retain in inactive files 
fur 3 years then destroy. 

18. BRA COMMITTEE NANAGEMENT 

a. Committee Policies and Procedures 
... 

Includes reference materials, management gll;'Uelilles,
written policies, and procedures. 

Pisposition: Non-yermanent. Maintain in ac t Jve files 
area until obsolete or superseded; then destroy when 
no longer needed for arlministrative and ref~rence 

purposes. 

b. Committee Hanagement Computerized Reporting System 

Files relate to background and current documentatior 
of computerized reporting sys~ems and data bank. 
Included are guidelines, policies, procedures,
rosters, reviews, progress reports, etc. All requited
and initiated committee mgmt. reports (such as 
quarterly reports, surveys and replies) are 
com~leted in response to requests from the Departmert. 

Disposition: Non-Perm~nent. Retain in active files 
area for one year after issue date then PIF for 2-years
Retire to FRC (if not dupli.cated on computerized master 
file) . Destroy when 5 years old..- .;J;ftfOl:H1atiofi~hich i.s 
~licated on emnptt-t=-E.'-t'-:i-z-ed-mast:-er-H+es-desE-l?0y-when-
~'}@,8:15'8 e+d-. 

___ ._-'- ---C'--- . _ 

1&-1;.0-&28-1 OPOr",,.. ""''' •• , l"cluellng originll1, '0 be IJllhnullM 10 tho Nauol1o.1~chiv"''' 
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RE9UES~ FOR Au l'IIORI'I'Y TO DISPO'~E OF RECORuS-ConUnualion Sheot 

7 B DE5,cIHPT ION OF ITEM	 9 
ITEM NO' (WITH INCLUSIVE DA1[S on tlETlNTION P[RIODS) SAMrLE OR 

JOB NO ACTiON	 TAKEN 

-------- ---------------------------------	 ------1-------

c.	 Committee Hembership 

Consist of copies of correspondence to the members,
curriculum vitae, and other background documents. 

Disposition: Non-Permanent. Maintain documents in 
active membership files dnd PIF when member's partici-
pation is no longer active. Inactive files serve as a 
talent bank; screen periodically and destroy files of 
deceased members. 

19. MANPOhTER MANAGEHENT SURVEY PROGRAM (HMP) 

a.	 Quality Control Procedures and Forms for Survey._ 

Production logs, coding transcription sheets, and 
other documentation containing information on feed-
back, productivity, and other factors related to 
quality of survey methodology. 

Disposition: Non-Permanent. 

A.	 D~troy original paper records l year after 
transfer to magnetic tape. 

B.	 Erase magnetic tape after 6 years. Do not Transfer 
to an FRC. 

Files consist of periodic Manpm'ler Management Report s 
which specify organization/workload analysis relati g
to current or projected (measurable and non-measuralle)
outputs, manpower aVdilable/required, productivity
indexes. and trends. Also included are instructionE 
and guidelines on developing the MMP Annual Plan 
and conducting studies/surveys, quarterly-status
reports, and similar work measurement data prepared
at operating levels and consolidated at agency
level. Reports are use~ to forecast budget~ry
requirements and justify position increases to PHS,
DREW, and OHB. 

Disposition: Non-Permanent. Destroy when reports are 
10 years old. 

Tf"'U C:-t'pi •• , I.ndudanll 'Ol"i{jinaJ, !Q bo J1U.Lnutled 100thl) NuJioDCd JUchlv~JI ]6-6042.8-1 OPO 

.::'---::::':::~-;:~;::-:.:~--:-:---- _. -" 
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of __ page 

REQueST FOR AuTHORITY TO DISPC':E OF RECORDS-Conu.mwtion Sheet 

9B DESCnlPTION orITt:M 10.SAMru: ORITF:M NO (Y(lTH I/lcLuSIVE D,I fE" OR HETENTfON PeRIODS) IICTlorl T liKEN JOU NO 

c. Study and Survey Workjng Papers 

Files contain working papers accumulated in the 
preparation, clearance, and issuance of final survey 
reports. Included are notes, drafts, feeder reports,
clearance comments, and similar records. 

Disposition: Non-Permanent. Destroy when reports are 
2 years old. 

20. AUTOHATIC DATA PROCESSING SYSTEH (ADP) 

ADP Acquisition and Data Control 

hese files follow very closely Schedule No 
eral Records'Schedule (except Part I). ly, 

on .those records which are not authori ed for 
disp sal are covered here. Documents ntaining
definI ions of the system including t e system

requests for the system, authorizing 
source data, detailed .tudies reflecti g

advantages nd disadvantages of a ternate solutions 
equi~ent re uirements, output qu~rements. schedu e 
for complet.lo , Iflagnetictapes containing output or 
control within r from one r to a subsequent run 
that manipulates a dlor moves data through
the systems; incl es che point, edit, correction, 
reject.list, unmatc ed d ta elimipating error, and ~run 
tapes. 

Disposition: Dispose of after subseque t 
magnetic tapes (that e accepted detailed data 
have been created sa isfactory. 

1. 

Tabulat' ns used for administ tive purposes 
rinting of the publicat n, including sp cific

compiled from each Survey . 

.!?isposit·n: Non-Permanent. Destroy after subsequent
microfi of data con~aining accepted cle weighted
ddta. 

l' ..uz c:opieo, lncludml1 origiual, to be :ruhmilled to the National }i.zclUy". 16-6g~~8-1 oro 

http:complet.lo


-ii.e Nnllon!\l Arcill"3 Job No, _ Pngc~? _ 

Or __ pngf 

RI'::OUESrr: FO"R Au fHORITY TO DISPO::E OF RECORDS-Contin'l1.otion Sheol, 

7 
ITEM 110 (WITH 

8 o[,('nlpnol~ 
IIICLU51H D.\1[5 on 

OF ITEM 
f!ETEIlTIOH P[JJIODS) 

9 
SA'~rl E OR 

Ji)8110 

10 
ACTION TAKEN 

Valid Transaction oj: Magnetic Tape~ 

Consist of magnetic tapes containing 
'terns used with a master data tape input file fo 
c eation of the 'master data tape output file. lese 

partially valid transactions after all out tandin 
are liquidated from current status tape. Also 
ed are valid transactions after cumul ive fina 

maste tape is prepared and determined to 
and the e is no necessity for statistical 

e successf 
analysis. 

1, 

Non-Permanent. ransactions 
on to 

program value ds. 
after 3rd updat 

statistical analysis
Other materials 

ispose of 
be disposed 

whe 
of 

1. 

pertaining to 
of NCHS. 

admini-

Dis pOE:ition: Non- Pe,rc-m_a--,-,-,\--:-
or super@ession by revise: 

on obsolesence 

Contains 
irlen t:i fiers, tr nsferre 

tn, including
from source 

personal
documents. 

to constru~t master tape. 

Disposition:
obsolete or 

_Non- ermanenJ:...:. 
Ruper eded. 

for reuse when 

3. Data 

Hagne ic tapes containing of it 
with a master data tape input file for crea 

laster data output file for prep -ation of 
a aitional statistical analysis. 

ms 
ion 

tion: Non-Permanent. Destroy~-I----file is created and proves 
when data 

------.--.:-----..!...-------
rC"1l' C'O~;:f", lnt:lUWl.liJ origtnnJ, to be Zlullnt..ittcd to the NabC'~ul llu:,WveJi 

lG-t.0428-t GPO 

...- ...--...... -----
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SAMPLE ORITEM NO (WITit !r1C1 U31VE DATES Oil IlETl~T10N PERIODS)	 ACTION TAKEIIJOO NO 

Information Retrieval ~ystem Master Reference 

Consist of magnetic media, containing data create 
the merging of prior master file with valid tr nsa tion 

ata to creale a new master file (including the 
'urity ~opy tape of data on disk packs). In lude: 

A cumulative index to scientific and te hnical 
ublications, and bibliographic 

n nrecord material. 

3rd update Disposition:

cycle.
 

(2)	 to record materials s ch as correspon ence, 
legal he rings and decisions, patents and trad 
marks, an record copy of p lications. 

Pisposition: Those apes which re ate to historical 
legislative files are to be offer d to the National 
Archives when 15 years old. C1 e-out files (COF) at ' 
the end of each calenda year Y). Retain all documends 
in active ~iles area untr PO longer needed for adminis~rative 
purposes then transfer hi ieal file to the FRC. 
Ocher materials mdY be des ayed after 3rd update cycle 

d. 

ddta 

over time from 0 e or more s rces during a series 

of observation' relating to i ividual persons,
places, or th' gs. ; 

Consist of magnet'c tapes c taining recorded 

Disposition:	 when program 

value ends. 

and Grant Program e. 

, onsist of magnetic media containl g funds 
data created by prior master file w'th valid 
transaction data to create a new mas er file 
(1nit' LaL data includes excerpts from arms 1-
p 1 in case available through [eder aced 
supported loan and grant programs . 

._------_._---------_._--'----
Fcuz COI,iou, hlchuling originol, to b<J nubntitte ....fo tba Nalionul &clu"'~11 
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HEQUEST FOR A1J.L'HORITY TO DISP(I'!E OF RECOR1JS'-Conunuotion Sheet 

, 
nEM NO (WITH 

8 DEXrllPTlIJrJ 
INCLUSIVE DATES OR 

or ITEM 
r;ETENriOH P[1lI0D~) 

9 
SMIPlE OR 

JOll NO I 10 
AC.TION T AKrN 

Non-Permanent. Dispose of after 

-:f • 

f magnetic tapes containing j 

observati selected from a Large r ce us or survey
file such a stratified or pure ra om sample files 
with or withOI weighting factor' and which are 

useful ~nalysis or 
simulation studies. 

Disposition:
ends. 

master 

netic tapes aggregaten of 
servations from vali ransactions or 

d' a files that are disdggreg es of publishe 
which are substantially unpub 's&ed, such 
containing data that are disclo free. 

-Non-Permanent. Dispose of when 

CONTRACTS ~JD_GETS, GRANTS AND PROCURErvlENT 

a. Thlsuccessful Contract Bidders 

Consist of all unsuccessful contract proposals.
Become part of official contract files. 

Disposition: Non-Permane~t. Dispose of 3 years after 
successful contract begins. 

b. Stdte Budget Plans 

These are plans submitted annually by the various 
States which describe what they propose to do w i th 
potential Federal maney. They often recapitulate
previous year reports. 

----------------------~~-------~---------
l"",n' cOIllO., iu.cludlDP ongi.nolr 10 bo .nlhaujlted 10 tho National ..'1.rCWv"!'8 10-69"28-1 GPO 
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------ ---------------------------------- ------ ._----
Non-Permanent • 

A.	 Original copy - Destroy when 5 years old or after
 
program a.udit, whichever is first.
 

B.	 Duplicate copies .-Destroy when convenient, but no
 
later than two years after final payment.
 

c. 'Grant Applications, Instructions and Clearances 

Consist of incoming requests for clearance of 
proposed grant application forms and Instructions 
from all HRA components. Include justification of 
modifications to existing or proposed forms and 
instructions, if any, with copies of final approved
forms and instructions. 

Disposition:. ~oE-P~~~nen~. PIF when applications and 
related instructions have been cleare~ and approved at 
Agency level, then retire to FRC and destroy J years the eafter. 

d.	 Ce~tification of Accreditation for Grant/Loan Progra IS 

Th-es; ~ertifications est3bliSh-,-:- verify, eligibili~Y. of 
~ducatjonal inGtitutjons for Federal g~ant or loan ' 
programs. 

pi~osition: Non-Permanent. Destroy when obsolete or
 
superseded.
 

e.	 DJs~ctiol!ary Grant Panelist Selection 

Dispositi.on: Non-Permanent. Destroy when 5 years old
 
or earlier if not needed for administrative purposes.
 

f.	 Proposals Not Resultin,g in Disc:.£etionary Grant Awar s 

Disposition_: Non-Permanent. Des troy one year af t er 
.recf';.pt. . 

--------~-----------r. <IT eel"", Includiug ur.g;naJ, to 00 :mhlnilled I.. the I'gbo"".! fuchiv"a	 1G-lltH1B-1 gPO 
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g.	 Grant/Loan Administration Records 

I	 These records include applications, determinations of 
eligibility, payment records~ annual financial report~,
related papers and correspondence which document HRA 
loan programs for construction and equipment purchase • 

Non-Permanent. 

A.	 Ineligible and rejected applications - Destroy 6
 
months after determination of ineligibilityo
 

D.	 Approved applications and all related loan administr~tion 
correspondence for repaid or cancelled loans - Destr 
3 years after date of repayment or cancellation. 

C.	 Uncollected loans - Transfer to the General Accounti
 
Office as soon as loan is determined uncollectiJle.
 

1. }~~~2..licate Copies of Grants or Lo(Non-Record) n 
Administration Records 

These are information copies maintained in of 
""oth cr ':~:::::-.office or reg Lona I J oeation p~~h~ 

respon sLb Le for administering a grant program . 

.!2.i.spositi Non-Permanent.on: 

Destroy 2 yeaTs after final payment - Earlier disposal i 
authorized if not needed for administrative purposes. 

h.	 Grants and Contracts Audit Reports . 

Reports on conduct of audits by HEW Audit Agency and 
or grantees. Includes COpIES of audit findings,
comments from grantees and program area officials, 
copy of resolution(s) accepted by HEW. Once finding ,
if any, have been resolved, files ~re individually
cut off 'and maintained in inactive files area. 

Disposition: Non-Permanent. Transfer to the FRC 2 yea s 
afler final resolution (or when no longer needed for 
reference), Destroy 4 years thereafter. 

F.oUI' copi.g, Including (toglnaJ, 10 Jx. tin1un;Ucd 10 the NobQDa.l ~chiv~. 
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i . ~~dit Report Control Records Index 

PHS-5177 (formerly HSM-3) maintained in agency-level
grant management offLce for referencing and logging 
purposes. 

Disposition: Non-Permanent. Destroy when administrativE 
value ends. 

j. Report of Expenditures Adjustment and Audit 

Hhen back claims on indirect costs adjustment reques s 
=r ve rI f Lcd , payment; authorization is processed thrr 
finance and then consolidated through NIH for one 
lL~P1ppayment of direct costs of grantee. 

Disposition: Non.:::£.ermanent.Agency-level files: ~
 
COF at resolution of indirect costs claim. PIF for 3
 
years then transfer to the ~RC and destroy 3 years ther after.
 

k. Negotiated IndLrect Cost Rates 

'CoIlsiBt of work.ing and reference HIe of negotiated

indirect cost rat es f or non-profit and comme rci a L
 
contractors. Arranged in 3-inch binders.
 

Disposition: Non-Jermdnent. .Superseded -cates pages are 
lJulled and filed in separate binders. Destroy when no 
longer needed for administrative/program purposes. 

1. nGPM Cost Advisory Contracts 

Alph.1 - numeric arrangement by contractor name and 
sequential contract numbers. Includes working COpiES
of contract files and docum~ntation of site audits 
and other cost advisory activities related to 
individual cohtracts. 

Disposition: ~on-Perman(~£. Retain in inactive files 
area for 2 years after contract ends and audits are 
completed then transfer to the FRC and destroy 3 years
thereafter. 

Includes data on accounting acceptability and 
financial capability of contractor, as well as othe 

------'-------------------------------------~----~------
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rlata generally pertinent to all contract activities 
with contractor. 

D-ispositioI!.: Non-Permanent. Destroy 2 years after
 
activity with contractor(s) ends.
 

n . Cancelled R}~Ps and Proposal s 

Consists of files of RFPs for "'hich Proposals have h en 
received and the RFP is cancelled prior to award. 

Disposition: Non-Permanent. Destroy when 1 year old. 

22. AUDIT OF FINAL SURVEY REPORTS 

Files contain guidelines and procedures on GAO's reporti g
practices required within DHEH. Included are comments 0 

GAO draft reports -from the appropriate BRA program
officials responsibl~ for the activities being audited. 
COMments are consoLldated to reflect the official IlRA 
response to a given iraft GAO report. Reports vary in 
subject matter, but do relate to pr'0grams and functions 
wf th i n ImA. The final reports, when received, become a 
p.;1rtof this file. -

Separately maintained are BRA comP.lents to GAO reports on
 
other agencies, -but subject matter is of programnatic

interest to HRA.
 

Dis_pos_ition: Non.:::-Per~~2nen_t_. to FRC 2Transfer ye ars 
after final report is issued. Destroy 10 years there-
after. 

---~-----------------------------------------------
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PAR.T II B--NO:')-·PERNANENT PROGRAH
!~CORD~ PRE'!'~~l~~ING GRANTS,TO CONTRACTS, LOANS! 

AND SCHOLARSHTPS 
--lTtems 23-29) 

This section provides for the scheduling and disposal of 
non--permanent HR.A.. records. Included areprogram files 
relating to grants, contracts, loans, scholarships, and 
aHards processing activities that are distinctive to HRA 

The distribution of Federal money through grants, loans: 
loan guarantees, scho Lar sh Lps , Ln teres t payments, and 
other similar type programs, is a major fun-ction of HRA. 

The disbursement of these funds must be done according t 
established legislation and the functions of each progran.
For lnstance; the Bureau of Health Hanpower (BHH) awards 
funds through its "Student Loan Program." These are two 
categories of awa rds t (1) Grants of funds by the Cove rnment; 
directly to institutions of higher learning on the basis of 
a pre·-established formula; and (2) insured loans in wh Lch 
the Gove:r;pment is a guarantor of loans tram vat"ious 
institutions (banks, universities, state agencies) to 
students and underwrites a certain amount of the intcres 
payments on the loans. 

HRA also utilizes formula grants for other program 
pur pouea , The formula may b e based on population, ethnic 
distrIbution, per capita income, enrollment, mortality,
morbidity, the presence of federal activities, etc. 
There is also thc discretionary grant program under which 
HRA determines the' grantee and the dollar amount of the 
specific grant (8) more subj ectiv'ely. 

Construction grants are awar ded to provide support for 
building, expanding, and modernizing health facilities. 
The examples of d8sistance cited above broadly indicate 
what BRA is authorized and required by Public Law and 
regulations to do. 

_ J --------~ 
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This section provides for the scheduling of record 
materials which have accumulated at Headquarters during
the administration of these federally funded programs.
T-hese records are grouped by the general nature of 
assistance they provide and listed separately by subject 
title. 

Record copies of glallts and contracts with pertinent
supporting documents are located in the Division of 
Grants and Procurement Management, HRA. However, copies
of grant and contract materials, as well as the bulk of 
doc~ments accumulated through the day-to-day operations
of thes~ programs, are located within the Bureaus and 
Centers. These documents will be brought together when 
funds are terminated and/or the final payment received, to 
reflect one Ringle package and called the Official RecorG 
File (to LncLud e formula, discretionary, and construction 
grants). 

23. HEALTH PROFESSIONS TECHNICAL ASSISTANCE PROGRP..M 

a. Health Professions - Financial Distress Grants 

The purpose of this program ~s to assist schools of 
medici.ne, dentistry, osteopathy, etc., uhich are in 
serious ~inancial straits to meet costs of operation 
or which have special financial need to meet accredit-
ation requirements. 

These reeorrls consist of or relate to such matters a~ 
statistical reports, applications, organization,
poli~y, program narratives, progress reports, obliga ed 
balances, objectives and goals, payment requests, si e 
v Ls Lt s , conferences, budget st:atements, 80(1 recommenc ations. 
Final reports are covered in item 5 ~ . 

Disposition: Non-Bermanent. 

Off lee of Record - Des.troy 6 years after final payment, 
or upon resolution of any adverse audit findings. 

Other Offices - Destroy 2 years after final payment. 

-----'--------------------------_._--_._----------------------'-- -----
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b.	 Health. Professions Start-up Assistance and Conversio 
Grants 

The purpose of this program is to assist 2 yedr scho Is 
of med.Lc Ln e which intend to become accredited to 
confer degree of doctor of medicine, osteopathy,
and dentistry. 

These records ~onsist of or are reldted to such matt rs 
as equipment, supplieq, faculty, alterations, prograk
narratives, progress reports, payment requests, ~extl 
year forecasts, meetings, conferences, site visits I 
evaluations, objectives and goals. Final reports ar 
covered in item USed). 

Office ot Record - Destroy 6 years after final payment, 
or upon resolution of any adverse audit findings. 

Other Office~ - Destroy 2 years after final payment. 

c.	 ~ofes....::sio'!..5apit~ Lon Grants 

The purp'ose of thi s program is to provide 'a dependab~e
financial base fOl educational programs in schools 0 

medicine, osteopathy, dentlstry, etc. 

These records consist of or relate to such matters 
as reviews, program narratives, reports of expendi-
ture, progress reports, objectives and goals, equip nt, 
payment requests, next year forecasts, supplies,
faculty, biographical sketches, recommendations, and 
job descriptions. Final reports are covered in ite 
115 (d) • 

Disposi.ti.on: Non-PerJ1lanent. 

Office oE Record - Destroy 6 years after final payment, 
or upon resolution of any adverse audit findings. 

Other Offices - Destroy 2 years after final payment. 

-;----------_._--------------
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d. Health Professions - Student Loans 

9 
SI\IWLr OR 

JOU NO 

10 
ACTION TAKt:N 

The purpose of this program j s to increase education. 1 
opportunities for students in need of financial assi tance 
to pursue'a course of study in specified health 
professions by providing long-term~ low interest 
Lo ans , 

These records consist of or relate to reports (excep
final reports), ~pplications, notices of award, 
annual operating reports, letters oE support, school 
faculty, school facilities, budget justifications,
expenditure reports, obligated balances, payment
requests, site visits, surveys, evaluations,
recommendations, audits, and objectives and goals.
Final reports are covered in item USed). 

Office 0 f Recor~ - Destroy 6 years after f Lna I payment, 
or upon resolution of any adverse audit findings. 

9ther Off.J.('~E_- Destroy 2 years after f:s.nalpayment. 

e. ~ursing Student Loan~ 

The purpose of this program is to assist students in 
need of financial assistance to pursue a course of 
study tn profeSSional nursing education by providing 
long-term, low-interest loans. 

These files contain approved and paid nursing grantE,
awards, extramural projects, training fellows,
awardees, program narratives, job desc.;riptions, repcrts 
of expenditure, applications, progress reports,
obligated balances, objectives and goals, budget 
estimates and justifications, payment reque~ts,
equipment lists, bidding documents, next year
forecasts, subcontracts, and loan drawdowns .. 
Individual grantee files contain copies of 
applicaLions, repayment schedules, promissory notes 
and repayment agreements. Also included are shcool 
grant fiJes, awards, and bidding documents. Final 
reports are covered in item USed). 

,'("u.r copi •• , l.u.dud.nD original, to bo Bl:lbnulted 10 tbl) NalloQal &t'hiv·:JJ iO-liQ428-J GP'O 
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Non-Permanent. 

Office of Record'- Destroy 6 years after final paynent,
 
gr upon resolution of any adverse audit findings.
 

Q!he~_ffices_ - Destroy 2 years after final payment. 

f. Nursing - Provider Services 

These records consist of or relate to techniques,
licensing, practical nu rsLng , public'at Lon s , pr.oficie acy 
examinations, sterilization of equipment, state guid~nce
summaries, press releases, trip reports, and surveys. 

Disposition: Non-Permanent. Destroy when 2 years old.
 
These records consist of or relate to publications, rev Lews ,
 
periodic reports, trip reports, technical guidance>

instructions, eV.d.luations,appraisals, and summaries.
 

Disposition: Non-Permanent. Destroy when 2 years old. 

g. Lo~z-=Term Car~ - Provider Services 

These "'" records consist of or relate to nursing homes,
home health, liosp LtaL care, meetings, criteria, prog am 
changes, trip reports, status repo~ts and State 
guidance. 

Destroy when 2 years old. 

7.,~, HEALTH PROFESSIONS SPEClAL PROJECTS 

This program is designed to assist health profession~
schools to increase enrollnpnts and to enable schools 
to experiment with programs designed to increase 
quality of trained personnel. These records consist 
of or relate to such matters as surveys, reviews,
recommendations, job descript ions, training, wo rk shops , 
biographical sketches, payment req~csts, reports of 
exp~nditure, meetings, conferences, site visits,
objectives and goals, and program narratives. 
Final reports ale covered in item Sed). 

Non-Permanent. 

Office of Recor~ - Destroy 6 years after final payment, 

Fo':U' C:OyIOIJ, lucJudulg originol, 10 bo .RIhnuHftd 10 the Nat.iouol Aath.iv~. IG-6Dfo2.Il-1 GPO 
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or upon resolution of any adve~se audit findings. 

{)r:herOffices Destt"Dy 2 years after final payment 

b. Allied Health Professio~~ecial Projects. 

The purpose of thjs program is to plan, establish,
develop, demonstrate or evaluate programs, methods 
or techniques for training of allied health personn 1. 

These records consist of or relate to reports
(except final reports), applications, evaluations, 

.recommendations, no tIce of awa rds , pro gre ss reports,
expenditure reports, audits, budget estimates, 
obligated balances, payment requests, equipment~
meetings, trip reports, revieus, letters of 
support, and next year forecasts. Final report3 
are covered in item Sed). 

pi.~~~ it ion: Non- Permanen t. 

_O(t!:£~_.£!::B_<::~grdDeu t roy 6 years payment,- a f t er, final 
or upon resolution of any adverse audit findings. 

Other Offices- Destroy 2 years after final payment. 

c. Nurse }raining Improv~ments Special Projeets 

The purpose of this program is ~o help schools of 
nULsing and other institutions improve the quality
and availability of nurslng education through
projects in special areas of concern. 

These records consist of or relate to reports
(except final reports), job descriptions, biographiaal
sketches, ~xpenditure reports, consultants, suppli~
equipment, documents in support of nurse training
legislation, tL8vel, operating expenses, accounting
building maintenance, janitoral services, utilities 
audits, meetings, site visits, applications, studie 
dnd surveys in the areas of nursing research dnd pc ctice 
evaluation, award notices, critiques, surveys,
and training. Final reports are covered in item #5 d). 

--------------- --:--------------------- --------------
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Non-Permdnent: 

Of..i.ict=::~~cord - Des troy 6 years after final payment,
 
or upon resolution of any adverse audit findings.
 

Other Offices - Destroy 2 years after findl payment. 

25. HEALTH EDUCATION AND T~\INING ASSISTANCE 

a.	 Education ~nd Training of Health Service Personnel
 
(Residency and Other Training) I,

I


This program provides direct payments for specified
training in hospitals and clinics, in cooperation
with medicdl schools, dental schools, osteopdthic
schools, nursIng schools, other institutions of 
higher learning, medical centers, and other public 
or non-profit bodies. Stipends are furnished studen s 
by local hospitals during the time spent training in 
the hospital. 

Fi.les... research projects pertaining to dentalcontain 
deseases ar.d di scrders , resLdcncy .::Ipp.!.i~;)·:~ .::-: fo rms , 
training guide files, rrmnthly project rRports, case 
files on 2pproved and pdid nursing grants, awards,
and extramural proj ects. Files also contain . 
materials on nurse traineeship (professional), resea~ch 
fellowship, and research training grants. 

Disposition: Non=Pe rma nerrt • 

Office of Record - Destroy 6 years after grant close~
 
out arid'fjna I payment made or. upon resolution of any

adverse a1ldit findings.
 

'.Qther Offices - Destroy 2 years_ after final payment is
 
made Rnd grant is closed.
 

b.	 Family Hedicine-TraLnjng Grants 

The purpose of thjs program is to increase the
 
number of physicians practicing f.·amilymedicine.
 

These records consist of or relate to such matters 
as reviews, evaluations, progress reports, program
nar rat Lvcs , reports of' expendi tur e , obligated balanc es, 
objectives and goals, payment requests, meetings,
conferences, and site visits. Fillal reports are 
covered in item #5 (d) . 

._-------------_ ..__._--'----_._-----_._---'---------
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Disposition :. Non-Permanent. 

Office of Record - Destroy 6 years after final payment, 
~r upon resolution of any adverse audit findings. 

Other~ffices - Destroy 2 years after f.inal payment. 

c. Health Hanpm.,rerEducation Initiative Jl.\,mrds 

The purpose of this program is to improve availability

of efficient health personnel and to recruit into
 
health professions (1) students to practice in areas
 
of shortage and (2) students financially ~isadvant-
aged.
 

These records consist of or relate to s~ch matters
 
as job descriptions, applications, objectives and
 
goals, payment reluests, biographical sketches,
 
prog ress repor ts , evaluations, statistical reports,

site vlsits, summary statements, revieHs, recoID1llend<tions,

and meetines. Final reports are covered in item S(t).
 

D'i s po s Lt Jsen : Non-Permanent. 

Office of _~cord - Destroy 6 years after final payment 
or upon resulution of any adverse audit findings. 

Other Offices - Destroy 2 years after finnl payment. 

d. Training in Auxiliary pental Care. 

The. purpose of this program is to teach dental
 
students hOH to function effectively as managers

and organizers in multiple auxiliary dental health
 
care delivery teams to significantly increase
 
services available to the public.
 

-_._._-"--._---'--------- --------------------- --------- ------'-- ------
Fc-":U copiov, mchuliu!1 oJ"igino-J, to DO .s-ubnuHc-d I!)Jth~ N'alionul R.sc:htveil IO-bOf,.t5-t QPO 
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Rl:QUEST FOR AUTHORITY TO DISPO" C or RECORDS-Conlinualion Sheet 
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The~e records consist-of or relate to such matters 
as workshops, revie~s, budget requests, critiques, 
summary st at encnr s , program nur ra t Lve s , statistical 
reports, progress reports, site visits, recommendati ns, 
evaluations, surveys, reports of expenditure, object'ves
and goals, next year forecasts, training, meetings,
and conferences. Final reports are covered in item 
5(d). 

Disposition: Non-Permanent. 

Office of Record - Destroy 6 years after final payment,
 
or upon resolution of any adverse audit findings.
 

Oth~r Offices - Destroy 2 years after final payment. 

The purpose of this program is to assist schoois of 
dentistry, arid other public and nonprofit Lns t i tu t Lon s 
to escablish, expand, and improve courses in dentist·-y 
on ajecentraJizeu geographical basis. 

These reco~ds consist of or relate to such matters 
as rev Lews , critiques, recommenda t Loris, summa rLe s , 
program narratives, reports of expenditure, progress
reports, payment requests, next year for~casts,
meetings, conEerpnces, site ·visits, and evaluations. 
Final reports are covered In item # 5(d). 

Di.spositio~: Non-Permanent. 

Of_rice_of Rec~!:~ - Destroy 6 years after final payment

or upon reboiution of any adverse audit findings.
 

Other 9ffices - Destroy 2 years after final payment. 

f. Dental Health of Chilrlren 

This program promotes the dental health of children 
and youth of school and preschool age, particularly
in areas with concentrations of low-income families. 

------'-
i'e Ir cnpiol', l.nc1-:",Ullg oJiginoJ, to boO .su.bluiUrd 10 tbo Uat.ionul Jla:chi,,"'s 
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26. 

These records consist of or relate to reports (except
final reports), applicdtiollS, justifications, buuget
forecasts, job descriptions, biographical sketches, 
progress reports, reports of expenditures, meetings,
conferences, training, workshops, site visits, reviews,
critiques, alterations, audits, renewals, surveys, and 
reports of State programs in comprehensive health 
planning. Final reports are covered in #5(d). 

Di~J~)sition: Non-Permanent. 

Office of Record - Destroy 6 years after final payment, or 
upon resolution of any adverse audit findings. 

Other Offices - Destroy 2 years after final rayment. 

PHYSICIAN SHORTAGE AREA SCHOLARSHIPS - -

a. Shortage ~~_Scholarsh..ips 

This cprogr,:lmis des -Lf,!1E:dto as sIgn 1!.ealt h personnel to 
areas of critical sho rtage s in hen lth protessions. 

Files consist of revLews, site visits, applicant
community profiles, biographical sketches, job
descriptions, accessibility and utilizdtion of pe~sonn'l,
certification s t at emen t s , equipment lists, individual 
student tiles, tuition invoices from participating
schools, stipend payments to students, related 
correspondence, and notice of grdnt awards. 

Dispositio~: Non-permanent. Ha Ln t a Ln files until student 
completes obligatory service (approx. 4-12 years).
Destroy 6 years after final payment, or upon resolution of 
any adverse audit findings. 

b. Shor~§e Area and Cancellation Program on Health 
Professions 

States files on shortage areas, correspondence on the 
varLous disciplines (Med, Vet, etc.) and studAnt file 
on cancellation of Health Professions Loans. 

FolU COpie-l, l:Q(.h"HlI.uw ol'lglHoJ .. lo be Buhuulhc110 'he Notlonol "rcluvra and He-cord ... Service 

http:l:Q(.h"HlI.uw
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nr::QUEST FOH. ,TI-IORITY TO D1SP(I'a:: OF REel .)S-:Conlinuution Sheet 

7 8 (l[SCRII'TION 01- ITEM 10
SAMPl F OR IrEM liO (\\'lflf I'KLUSII'E [JA HS OR REllNTlOII rlRIOOS)	 ACTIOli TAKEJOll NO 

Disposition_: Non-Perrn,ment_. Maintain in office for ten 
years then transfer to the Federal Records Center. 
Destroy .fi~e 'ead elzue_after'. 4/~ /~ r=:: 

27.	 _ HEALTH SERVICES PLANNING, RESEARCH AND DEVELOPMENT 
TECHNICAL ASSISTANCE PROGRAM 

a. Comprehensive Health Planning 

1. Area-wide Grants 

The purpose of this program is to provide financia
 
support to a reaw Lde comprehensive health planning

agencies for health planning purposes.
 

These records consist of or relate to reports

(except final reports), program narlalives,

obj ect Lve s ard goals, recommendations, application ,
 
reports of expenditure, reviews, evaluations,

obligated balances, site visits, letters of
 
support, statistical reports, progress reports,

and next year forecasts. ' Final reports are
 
oove red in item S(d).
 

DjspositioE..:..Non-PermAnent. 

r.ffi('~f._R~_£?::)Yd-Destroy 6 years after f Ln.iL payment, or 
upon resolution of any adverse audit findings. 

Other	 Offices - Destroy 2 years after final payment. 

? Grants to States 

The purpose of lhis program is to provide financia 
support for State programs in comprch~nsive health 
pLann Lng , 

.·ou.:c CClI)U:'., inchu...u.t u ouyuHll, 10 J-(t aubHlllt",d to the Nalloua) ArcJu"". o.ud Recnrru Se-rv.,.e «ro 1?03--0-;'1-31 

-------------------------~--~------~-.-	 ----~.~~~~~~-----------
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nI:QUEST For UTHORITY TO DISP( )(~G OF RE( ~DS-Continuation Sheet 
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98 1l[':;CHII'TION OF /1[/.1 

SAI'PLE OR ACTION TAITf." 110 (WITH INClUSIVF D~ TlS OR RUENTlOII NAIODS) JOB uo 

----------1--------
These records consist of or relate to reports
(e~cept final reports), applications, JURtifi-
cations, budget forecasts ,.job (lescript:ions, 
biographical sketches, progress reports, reports
of expenditures, meetings, conferences, training,
workshops, site visits, reviews, critiques,
alterations, audits, renewals, and surveys.
Final teports are covered in item Sed). 

p_~ositiEE.: Non-Permanent. 

Offjce of Record - Destroy 6 years after final payment, 
or upon resolution of any adverse audit findings. 

Other Offices - Destroy 2 years after final payment. 

3. PHS Formula Grants 

Authority is PHS Act, Title III, Section ~14(d), a 
amended. The purpose of this program is to assist 
States in establishing and maintaining adequate
community. mental, and environmental public health 
servIces including training of personnel for State 
£hd Lo c a l :'l1h 1 Lc h e a I t h wo rk , 

These records conslst of or relate to s1lch matters 
as affirmative action program narratives, check-
lists, roports (except final reports), surveys,
evaluations, reviews, site visits, accounting,
aq-t i.pmenr, supplies, personneL, conferences,
recommeudations, training, meetings, payment
requests, applications, renewals, obligdted balanc 
dnd budget justifications. Final reports are 
covered in item 5 Cd). 

Disposition: Non-Permanent. 

Office of Record - Destcoy 6 years after final payment, 
or upon resolution of pny adverse audit findings. 

Other Offices - Destroy 2 yedrs after final payment. 

.s, 

l'onr copU'S, inchu..un.u ongl1H1J, to he !luLuuu",t %0eh e NuhQ"nll\rcJuv(,1: uud Re ceeds Sc.rvit:fJ cro 19o}-O-;;'1-31: 
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rU::Qur:s:r FOR r.: L'HORITY 'fa DISP(l ~G OF RECO. ':)-Conlinuation Sheet 

~------.--~---------------	 ----_._._-------------------:------
8 [)[SCf1II'TION OF ITEM 

11[/.1 rio (WITH "ICLU~'\'( OATlS all R! [[IITION r(r.lI){)S, 

._----- -----.-----

The purpose of this program is to support the full 
range of public health selvjces to meet special needs 
at the community Le veL, deve Lo p and support new 
programs, incJuding training, ancl develop con.prehens Lvr 
health centers. 

1.	 These records consist of or relate to such matters 
as quarlerly cost reports, action plan monitoring 
reports, financial and statistical requirements,
site visits, buugets, progrcs~ reports, financial 
plans, organization charts. biographical sketches, 
news clippings, rev iews , recommendations, technica 
assistance, and evaluations. Final reports are 
covered 10 item Sed). 

Disposition: Non-Permanent. 

Office of Record - Destroy 6 years after findl payment, or 
upon resolution of any adverse audit findings. 

The purpose of this program is to establish, improve, 
or expand p~ograms designed to train investigators in 
methods and techniques of conducting health services 
research and to raise the level of competence of 
lndividuals engaged in research. 

Files contain correspondence on proposed research 
projects, special project case files, notebooks for 
research personnel, assessment reports, grant
applicdUons, financial and statistical requirement 
repo r t s , news clippings, revi ews , recommendations, 
training guide fi·les, monthly proj eet reports,
pub Li.cat Lons , statis tical data, technical reports file 
program files, project control files, and reldted 
documents. Files reports are covered in item Sed). 

SAMPLE OR IIC1101l	 TAK[)lJO;) NO 

,
 

---------_ •._----
Fotu' c"pU'., ulclnd. ..nSJ or~fJtual, tu ho aubllllltOtl So the 1-"01l0D01 J\1"(..Juv('.u and Recorc.h Sc.rvu ..e cr o 11)~r-0-;·1-. 
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7 - 8 [l[~,(JurrION OF 11[/.1	 
9 10 

SAMPLE OR 
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Non	 Permanent. 

Office of Record -Destroy 6 years after final payment or
 
upon resolutio~:;-of any adverse audit findings, wh.lch eve r
 

comes first.
 

QtheJ; Offices _- Destroy 2 years af ter final payment. 

d.	 Health Services Research and Development - Grants and
 

Contracts
 

These project grants and research contracts support
research, development, demonstration, and evaluation 
designed to improve health services. Priority is 
given to improve availability and quality of services,
and to control costs. Projects are designed to deveLob 
and/or evaluate more effective and efficient ways of 
using manpower, equipment, facilities, dnd data to 
improve quality ron tro L, organization, I'le_nagement,
and financing of health services programs in communities., 

regions, and states. 

Files consist of project case files, technical reportf',
proj~ct control files, technical reference files,
project design and procedure descriptions, project
corre!,pondence, statistical an aLy ses , rese.:'t"t:chand 
statistical studies, and related documents. Final 
reports are covered in item Sed). 

Non=Pe rtnane n t ,

Office oDec_?rd - Destroy 6 years after close of grant or
 
upon resolution of any adverse audiL findings.
 

Other	 Offices: Destroy 2 years after close of grant. 

28.	 HEALTH FACILITY PLANNING AND CO'_'ISTRUCTIONTECH~ICAL
 
ASSISTANCE
 

a.	 Health Facilities Construction Grants - Hill-Burton
 
Program_
 

-.--"- - -----
rnll.% CI,)PU'A, lnc!otl.UIU 01'1$111",1, 10 00 lubut,llrll to 'he N'Qt.ou.ul/~~c..JlJVf. und Re cos d .. Se-rVlce 
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Hr::QUEST FOR :.-.JTHORITY TO DISP("-.r; OF REeL ~S-Conlinuation Sheet 

8 (J[SCIIIPlIOtl OF 11[/,' 
SAMPLE OR 

11£/.1 110 (\\ITH IIlCLU:;IV( DATES OR f(UENflur. PUliDO,)	 JOD NO 
ACTION TAKE11 

The purpose of this program is to assist the States in 
pLann Lrig for new con struc t Lon or rep Lac emen t of hca l.t h 
facilities, or the expansion or remodl~ling of existing
facilities or buildings, such as: public health centers,
State health laboracories, outpatient facilities, emergen 
rooms, neighborhood hedlth centers, long-term care 
fdcilities, and other related facilities. 

These records consist of or relate to such matters as 
surifeys, equipment lists, evaluations, payment vouchers, 
app roved construction draw Lng s required by program 
regulations, grant app Lf.ca t Lcn s , notice of awa rds , report. 
(except final reports), expenditure reports, progress
reports, subcontracts, payment requests, summary state-
nen~s, and statistical reports. Final reports are covere 
in Hem S(d). 

_~fLi..ce..9~ R~~orE. - Destroy 6 years after final payment. 
or upon resolution of any advers,e audit finding,s. 

Other On:i_ce~ - Destroy 2 years afLer final payment. 

b.	 Healt}: Pro£~ssions ~each:!21g Facilities - Loan 
Guarantees dnd Int~rcst Subsidies 

These records consist of or relate to such matters as 
rev Leo s , Le t t ers of inquiry on use of grant space,
subcontracts, loan d randown s , reports of expenditure,
eva]uations, recommendations, stLe ViSits, equipment
J:ists, bidding documents, s\lrveys, and alterations. 
Final lCpo~tS are covered in item Sed). 

Disposition: Non-Permanent. 

Office of Record - Destroy 6 years after final payment, 
or upon resolution of any adverse audit findings. 

Other Offices - Destroy 2 years after final payment. 

y 

Conr ""PillS, inchnlulg' .oUgHl«!, tp he .uhuut1el' 10 'he Nc:I&t)Qall\rchll/t~.a and ltCCOftLa ServIce (..oro l~ol--O-i'I-~ 
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W"-:QUEST FOR hvrHOR1TY TO DISP(',';r: or RECG .JS-Conlinuotion Sheet 

B [lese	 III r rlON or 11U·\ 
SMII'LE OR 

ITEM rio (WITH II.elUSIVE ux n s OR RU[~TiO'1 PERIODS)	 JOD NO 
xcno« TAKUI 

------------------------------------ -------1------·-

c.	 ~~ln3i':~KS~hool Co~tructJ:pn -=-..!:O2.l1 Gllaran~E~ an<! 
Interest Subsidies 

The pULpose of this program is to inerease the number 
of nurses and improve the quality of education for 
nursing practice by assisting nursing school con-
struction thrc.ugh loan guarantees and through Lnteres 
subsidies designed to reduce the interest rate on ini ial 
perma.nent financing of a project. 

These records consist of or relate to reports (except
final reports), loan drawdovtrs, subcontracts, budget
justifications, payment requests, expenditure reports 
progress reports, site vislts, application, reviews,
evaluations, recommendations, audits, award notices,
obligated balances, bidding documents, equipment list·,
meetings, surveys, building plans and drawings, and 
statistical reports. Final reports are covered in it~m 
Sed). 

Non=Pe rman en t . 

Of t i.cc of Record - Destroy 6 years after f i.naL payment,
-or-upon Yes 0 l~ltion 01- <111>,: adverse audit f Lnd i.ug s , 

Other Oft.!.ces- Destroy 2 years a.fter final payment. 

d.	 Li~itati0n of~3deral Parti~ipntion for Capital
.§;{pe~:iIt~~es 

This program is designed to assure that Federal funds 
appropciated under Titles V, XVIII, and XIX of the 
SocLdl Security Act are not usen to support unnecessa y
capital expenditures made by or on behalf of health 
care facilities or health maintenance organizations. 

These records consist of or relate to reports (except
final reports), travel, trip reports, evaluations, 
audits, studies, critiques, reports of inspection,
reconunenciations, meetings, conferences, objectives anc 
goals, training, workshops, reviews, and seminars. 
Final reports are covered in item Sed). 

FoUl' COP1C'.G, lnc1:u..uufI o.ia_1\ul, 10 he JuhJn~lted to the Notional J\r(..)uvC".I Gud Record. Sf'rv;cft ere l'JD!- 0-,"-
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SAlWLE ORITEM riO (WITH I~ClU',I~[ DMlS OR PUi:NT/OII rlRlOD5)	 ACTION TAKEJ08 NO 

Non·-Permanent. 

Off ice of Record --Destroy 6 years after final payment ~ 
or upon resolution of any adverse audit findings. 

Other Offices - Destroy 2 years after final payment. 

e.	 Certification of Facility Construction 

Assurances or certification that local educational 
agency or insUtution of higher ledrning has right to 
construct and maintain, and will continue to operate,
facilities to be constructed with Federal money for 
the period provided by law. 

Disposition: Non-Permanent. 

A.	 For construction grants related to higher education 
facilities - Descroy when 50 years old. 

B.	 For construction grants related to areas affected by
Feder'll activities (P.L. 8l~815) - Destroy when 20 
years old. 

"" 
C.	 For all other construction grants - Destroy 5 years

after f inal payment or atter audit, whf.cheve r is 
sooner. 

29. BRA FELLOlv~JHIP PROGHill-I 

a.	 Ullsuccessfu~Hi Declinedt.hdra.?!.!~.L_,?r FE'llm.Jship.
Pr og ram App] i_cations 

Includes correspondence with instiLutions, cost 
estimates and wo rk Lng files. 

Disposition; Non-Permanent. Destroy 1 year after submis~ion to 
HRA. 

b.	 Lists£ Indi~~Dndjvtduals Participating in
 
Fel]0~3hip P,ogram
 

}2isposition: NOll-Permanent. 

Dispose of after administrative values have ceased or 
after ten years, whichever is sooner. Do not retire 
to FRC. 

I ----------------- ------- ---------------- ---------_._------------
ronr (:'opaC'a.in Lls1I.iJngO....gIlH.J,.O he!' &Ub1:1Ilte~ 10 'he Nn.tlot:utll\rc;Juvp. (uld Hcc(u'(b S~.v.c" 
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Pl.:QUr:ST rOT JTI-IORI TY TO DISP( 1 .r: or REC <DS---Continuotion Sheet 

B P[::;CIliPTIOII OF 11(/.1 10 
SAMPLF OilITEM rIO (Willi INcLU511'r l)AHS OH R[ffIHld' I'LnlOD5)	 ACTIO'i TAKJOU NO ---------\---------------------------

PART II C--OTHER !lOC1=:PEmc:iAN~r 
p;:wr;F:AN RECORDS 

(Items 30 - 3,) 

30. HRA ADHINISTRATOR'S REFERENCE CORRESPONDENCE 

These files are maintained in the Executive SecretC1ri~t 
for gene~al reference and retrieval purposes. Such 
files do not constitute a cornp le t e record of related 
activit ies, but merely do cumc r t the Administrator's 
direct involvement in such correspondence, as follows. 

(1)	 Correspondence originating with the Administrato 
or responded to by him. 

(2)	 Filed with Item 1: General information 'terns 
which are returned from the Office of the 
Administrator for reference filing. 

(3)	 Copies of all correspondence from within HRA 
""logged in the ES/HRA whe t he r for direct reply 

on t2:'u:::: ~ the Administrator" or ior signaturev 

of the Administrator. 

(4)	 Correspondence control records for above. 

D i.sposit1__ .!:ernwn':::n~_· to the FRC when noon: Transfel 
longer needul for adrm n Ls t rat Lve purposes and offer to 
the NationaL Archives 3 years tbereafter. 

These files are maintained in the Executive Secret;)ri~t
for general reference retrieval and control purposes.
Such flIes constitute a record of ongoing responses
to PHS and OS controlled correspondence for signature~
at the ASH, U, and S levels, or for direct reply on 
behalf of such addressees. 

(1)	 Coug ressLona L correspondence controlled for 
direct reply at the program office (Bureau or 
Center) level within H~\, regardless of 
addressee. 

rol:U ('UI)lCD, incluwuu OU9111UJ, 10. lJ~ ,uhlnJllecl re .he l'lahounl "rcJl\'TJ ('II ..J ..... d 'tectHds Se evrce 
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ACTION TAI',EJ 

----------------------------------------------! 

(2)	 Copies of all ASH, U, and S correspondence
controlled through the ExecuLive Secretariat 
for either direct reply or for signalure of ASH, 
U, or S. 

(3)	 Copies of all HRA-pn~parE'd correspondence 
responded to by ES, for signature of the Chief, 
F.S. 

Disposition: JZ,e£Hl6lReRt. 1'nul!o:fQr to tHE' FRC PHen ~ 

~nger FleeE1t?ifg~f8Tep!'e aDd O'Ffer to N;ti~l 
-kt"duves 10 Years t!tsrQgucr " ~~~ 

c //~ ~ ~ .6'V..g,{/;4.4/ A~ 31. ?HEALTH RESOURCES OPPORTUNI'rt PROGH.AN UtRO) 

a. BRO Prcgram_ Thrust 

Files wbi ch document the ongoing ac t Lva t Les of HRA' s 
p rog rarn and staff effort to i.ncrease and improve
availability, accessibility, and accountabiliLy of 
health deli.very systems and health resources 
op po r tun i.t i es for the disadvan taged . Includes ILa Lao 

l·,.lth)all ope rar Loua.l and planning at,:\ctivitie,:> the 
Central Office and with the Regiunal Offices, 
evaluation of progrnms, planning, research, and 
legislative efforts as to Lrupa ct on the d Ls adv an tag ed 
as well as planning and implement:1tion by UHRO of 
ongoing grant and contract activities in this acea. 

12j sl?~~~iCiOl1:: ~-Permanent. Cut of i files at end of 
fiscal year. Retain in inactive files area for 2 
then t ran sf er to FRC. ~Slr6' wlzeft7 YQ&l,Hj Bl~ 

#~b. OHRO Grant and Contract Plans 

Includes working file of pertinent grant dnd contract 
docU1T1cnts aud resulting correspondence, reports, and 
other related materials. 

FotU' copa-G, ,nLhula.uu OU;,IJ1UJ, 10 hI) 6ulunJltr(l1n the Nalloual ",chi VI". £.Iud HCCCll(h SerVlcft oro 1?:d-O-,'1-3 
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Di~2siti~.!.: Non-I~_'=_~~<:lnent:...when grant orCOF contract 
is completed. Retain in inactive files area until all 
reports and audit findings, if any, are resolved. 
Screen for documents Hhich should be placed in official 
grant or contract file. Destroy 1 year after reports
and audit findings are resolved. 

32. NATIONAL HEALtH SURVEY PROGRfu'1. 

a.	 Original Source Document 

Completed survey questionnaires, physical and 
psychological examination data, and medical 
history reports from individual respondents and 
non-intervieHed sample households collected by
mobile examination units for the He~lth Examinatio 
Survey. 

D~.eosition.: Non-Permanent. Transfer original paper
records to FRC. Destroy when 7 years old. 

1.	 Microfilm copies (exclu~ing ~-ray, results ~achlne 
tractngs, and recording tapes). Tr~nsfer to FRC 
10 years after c0mpletion of Cycle; destroy 10 years
thereafter. 

b.	 Non-textual suppo rt i.ng me dLca L documentation 
accumulated fo r the [-l,c'alth Survey.Examination 
Included arc x-rays, blood samples, and similar 
materiaLs. 

l?_~.2£0sition: ~9_~-Pe_rm~men_~ Destroy after pertinent
d.:!.tdarc lecorded and analyzed for appropriateness of 
interpretation; disposal by dOTIJtion is auchorized. 

c.	 Completed survey questlonnaries collected from 
State, local and othel agencies, health institu-
tions, individual respondents and non-interviewed 
sample households for the Health Ln t erv Lew , 
Hca lth Hanpouer, Health Facilities, Health 
Resources Utilization, and Family Growth Surveys. 

Disposition: Non-Permanent. Transfer to FRC Hhen 2 year
old arid destroy- wh~n 7 years old. Earlier destruction 
author] zed. 

lr'ou..tCOPICI, ~n.rhHlJ.nu Ofl~lnnJr 10 be ,uhuuUeorilo Ihe N.D.lltHlol J'r,Juvr. uud Re c or d a Service 
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d.	 Questionndires used for pretest purposes before 
conduct of actual survey. BaseJ on results of 
these tests, actual survey questionnaires are 
prepared. 

Disp~j.tion: Non-Pen~~t. Destroy 2 years after prete t
 
completed, or after analysis, whichever is earlier.
 

For each Cycle, Stands (citles or counties) serve -
as centers for data accumulation of individual 
medical eXRmjnations. Administrative documention 
of the Health Examination Survey, relating to 
marlical, e~onomic, and demographic information 
collecled by fjeld administrative offices at 
Stands and maintalned only [or reference purposes 

D:L:~.Eos2:!j...::'~~: Destroy folluwing_Non-fermanellt. 1 year

compJetion of Cycle.
 

33. VITAL STATI~;'TTCS SYSTEH 

"" a.	 Source data contdining registratiori·certiticates and
 
related information, which NeBS receives from State
 
and local go"ernmclts [or births, fetal de3ths,
..marriages 2nd divorces. Th¢-;I!m icro f Ll.m ;Ifld magpeJ-;j,g

~	 '0tlZ- -
N~Q '-OAW tis which cOTltdiI\S'thesource data ..-di!'CopJ ...8 ' .,.
 

of ori.ginal State and local government cloct..ments,

~~ich NCHS usps Ln preparing morthly and annual
 
vital s t a t Ls t i cs summa rIe s and o t.he r printed publicat. ons ,
 

Ii.i s.posi t Lon : Non+Pe rman cn t . Destroy whan 7 years old,
or ~-hen -;-;~:;--lon'ger normal wh Lch eve r
 l'1"'eecl"'~l-for operations,

is sooner.
 

b.	 Hicrofilm ~":(a:~ =gk";~ of~
 
cert Lf Lc at es received from State and local government. .
 

~isposition: Non-Permaneet. For the 3 year pericensal

period (years eoding in 9, 0 and 1) Transfer to an FRC
 
V]hen 10 years old and destroy when 15 years old.
 

For nonpericensal years. Transfer to PRC 1 year after
 
tabulation and des troy 4 years thereafter .
 

._--_ .._---_ .. 
FotLl' copu., InrI;::..L..ag ",1l'.lgl1UIJ, to he ,ubJnltt~d 10 the N'nhonall\.cJuvt'. 'UHf Hecord..o Set'''' II:" cro , 1'0].-0-;·1-
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SAM!'! EonITUI/;O (WITIIIIIClUo,IV( {)AT[S CR RUlNTIOI. 1,['I,OD5) ,'.eTIOH TAKI 
JOD ria 

LEGISLATION AND EVALUATION PROGRAH 

Official f i I ec of eva Luo t Lon p roj ects in BRA/OA.

All evaluatlon project Liles are maintained in a
 
standardized format known as the Project File; this
 
is maintaIned under three major ~umponent sectIons,

which separates the documonts generated in each of
 
three consecutive stages of project completion:

Development, Research, and In~lementdtion. Files
 
contain the RFP, copy of contract, interim
 
and final reports, project summaries, communications,

and may also contain an abstract of the contract,
 
Implementation Plan and back-up documentation.
 

Dispositio~: Non-Pe~~anel~. COF when project implemen-
tation stage is completed. Place in inactive files for 
2 years, then trdDsfer to the FRC and destloy 3 years
thereafter. 

Binders dove loped on all ina j or HRA-rt:ld teel Lsuur-s and 
pending legislatIon, by program area and Lssues. 
Consists of issues and proposed legislation, with 
supporting documentatIon as necessary. 

DLspo sJ tion: Non=Pe rmauen t , 

Ofi::}ceof R~ord - Retain for current session of Congress
C0F at the end uf each Congresslonal SEssion. :~Ien a 
record set of Br Le f i.ng No t ebool;s is .iden t Lf Le d transfer 
to Lhe FRC and destroy 10 years thereafter. 

Oth~_~Jfices - Destroy when no longer needed for referen e. 

---------._---- ------_._----- ----------------- - - - ------ ------

._----- -------------_.-._. -
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nr:OUEST l~OH z , _ fHOR1TY 'fO DISP(' .;l~ OF RECC. JS-Continuution Sheet 

(WITH 

8 O[SC'!ll'fION OF 11['.\ 
(I;ClUSlV[ [JAns OR RU,HTlor~ per-ICDS) 

9 
SIII.II'Lf OR 

JOG NO 

10 
ACTION TAKE! 

------, --------

llRA SCIENTIFIC AFFAIRS 

Overall Objectives and Policies 

s now being established will 

in change betHeell scientific comn 
healtH esources development an utilization~ 

b. 

Atranged a] _abetically by speaker. 
ground ormaticn on each spedker,
f112°, p1ililicityand press coverage, 

ence 

osition: Non-Permanent._._------ -----------etain in Lna ct ive files two 
COF at end 

yea,ts, then 
of fiscal 
do s t roy . 

311. [JRA EXT[{l"\.HCRAL AFFAlRS 

Program f iLe s do cumer.t Lng conduct of liaison activities 
b e t.ween BRA/OA, State and local gove rnmeu t , private
organIzatinns, and the rublic. Includes, but is not 
limited to, the correspondence created in conduct of 
meetings, confercnc23, and other facets of such liaison 
activicies, bac~ground mdteri~]s and related corresponden
in ma Ln t a i.nLng the HF_A. Speaker.'s Bureau functions insofar 
as arrcingement for speakers, parl:lcipanLs, and lIM attend 
at outside f urict ions are concerned. ~~~ ~ 

e 

~p'//'~.u/~
Disposltlnn:
2 years f o r 

~ ~?,//~
Non-Permanent. COP at end of 

reference pu rpo se s then destroy. 
FY; retain 

37. -' BRA INTERNAT roNAL AFFAIRS 

Files docu1l1entHRA interest ancJ participation in inter-
national health projects, liaison, and related activities 
Program fLies deal specifically with Special Foreign
Cu r rericy Program and BRA interaction on projects under 
this duthority. Fl:equently, HRA files may contain backgr
materials not duplicated at other levels. 

und 

----- ---.- -_._---------_. ----- ---.-----
.ron.1 (OI,>III'Jt, ,nchuluIU Qugtnul, 10 be J;uhuu21:r(\ 10 fill'" NCl:.h."nc.ll\rch.lv4'" (Aud Re c o r d a See vre-e «r o .lljol-o-; '1· 
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u,t-.,\ 1\1, } 1\0 JUt)
II:r-YJ2 of __ lu 

nI:QUI:ST rOH .. TI-IORITY 'f0 DISP(,,-,I: OF RECl .JS-Continuation SheetJ 

7 
IT[I! r~o 

-----

B O[SCPll'flON OF IHM 
(\\ I rH II,eLUSlvE DA rES OR RU[HTION 1'(Rlor;s) 

-------------------------------------1--------

9 

SAlIf'LE OR 
JOD NO 

10 

AcrlOti TAKE 

-------

Di~si.tion: Non -l~erny.ment. COF at end of fiscal 
retain in inaccive files for 2 years, then transfer 
FRC and destroy 3 years thereafter. 

PART IId - NON-RECORD HATERlALS 
- (Hems 38 - -~----

year;
to 

38. 

39. 

Materials preserved solely for purposes of reference, viz 
public laHs, E"".{ecutlveOrders, books, manuals, handbooks,
circulars, regulations, directives, guidelines, bulletins,
and policy and procedures documents published wIthin DHEW,
by other Federal A~enc.ies, by State and local government
activities, and by public entities and activities. 

Disposition: ~_?.!]..-Per~lClllent.Destroy when superseded and 
lor no longer needed for operations. 

Extra copies of documents preserved only for convelience 
of reference, such dS: 

(a) 

(b) 

Reading file copies of correspondence. 

"TLck Le r ;" "Fo.lJow-up ;" or "sus pens e" copies
c o r r e s p ond enc e . 

of 

(c) hlenti.cal duplicate copies
taIned in the same file. 

of all do cument s main-

(d) Excra c0pies of printed oc 
which o f f IcLe L cop Les have 
of record. 

processed materials of 
been retained for pu rpo ses 

Di~PC\si.tio~: Norr-Pe rmauen t . (a) Destroy when 1 ye ar 
old. (b) Destroy when action in each case is completed.
(c) Destroy each year when tiles are screened and purged. 

40. _. Stocks of publications and processed
for supply purposes. 

Disposition: J:!.on_-:.P_~~~aneni..Destroy
lor no longer needed for operations. 

docurnepts preserved 

when superseded and 

I

cro , JI:hl--O-I" 1-31 



--- ---- - ------------------ -- -------------------
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" 
HCQUCST ron I'HORITY TO DI8P< .r or RECl JS-Continuution SheetI 

96 r'I-SCIlII'Tlon Of' IT[~·'	 '0SM.II'l[	 ORITr'·, 1.0 (WITti JllcLuslvr	 DA rES OR R!.ILI,TICI. rr.mODS1. ACTIOIl TAKE!
JOG NO 

til.	 Privately purchased books and other pub.llca t Lons and
 
correspondence, and 0 t lie r mater ia1s pertaining to p erson.r
 
Platters that have been kept in dl1. office for convenience,
 

!?_iS2.92iti2.~:NC2!~::-Pern~_nent.The owne r should take this 
ma t rr i.aL w i th hLrn whe n he departs the office on a permane t 
bas is; o the rw i se destroy when owne-r permanent] y departs. 

42	 Materials that are not belng preserved or are not
 
appropriate for preservation because they have neither
 
evidential or informational values, such as:
 

(a)	 Pre l Lortna ry or intermediate drafts of letters,

memoranda, reports, or other papers, and preliminary

worksh0ets and informal notes that do not represent

signJficant basic steps in the preparation of record
 
copies of documents.
 

Disposition: Non-Permanent. Destroy when I year old. 

(b)	 Letters of transmittal that do not add any f nf orma t Lhn 
to	 that e out ai.ned In the t rausou rt ed material . 

.... 
NO~1-Permanent. Destroy \-.Thenno Jonger


rie e.i ed ,:11 when I :1 eOT old, whLchcve r is soorie c ,
 

(c)	 Hemoranda or other papers that do not s erve as t he
 
b~sis of ufficial actions; for eXdmple, DottCRS of
 
holidays, Red Cross or Combined Federal C~mpaign

drives, a.id activiUes of Cuv et nrnent au socLa t Lon s
 
or unions.
 

12..Lsposition: Non-Permanent. Destroy when no longer need-·d, 
or when 1 year o Ld , wh i.che ver is sooner. 

(d) r t notes, ing stenographic notebooksSho	 harid Lnc Lu.l 

and stenotype notebooks and stenotype tapes, that 
have	 been transcribed. 

Disposition: Destroy when no longer needed or \-.Then1
 
year old, t-fuichever is sooner.
 

roar COplr.l, jnchJda.n" alS~lnuJ, to be .u1)lnl!tc,1 to the Nahuuall\rcJulira (Uld ltecoHla S("rvlc" 
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BRA	 AUTOMATIC DATA PROCESSING FILES -- GE1';ERAL 

The Data Systems Branch (I) promotes planning for 
optimal use of automatic data processing systems in 
support of HRA mission and program goals; (2) provide 
ADP systems analysis, design, programming, and data 
maintenance to support HRA staff offices and Bureaus 
(excluding NCHS special-purpose ADP operations) in 
the processing, storing, retrieving, and reporting of 
survey data and data for program and administrative 
activities, in the application of operations research 
methodology, and the development of management
information systems; (3) serves as liaison between 
HRA and the Office of the Assistant Secretary for 
Health on al I ADP matters; and (4) evaluates to insurp
compliance with policies of OASH, DHEW, Office of 
Manage~ent and Budget, and General Service Administra ion 
for the management of ADP systems. 

a.	 These fi les contain requests for automatic data 
processing, work plans and clearances. 

Disposition: Non-Permanent. These records are retained 
for	 an indefinite period. Destroy when no longer needed 
for	 current operations. 

b.	 These are computer print-outs and reports for 
components of the Health Resources Administration,
dea 1ing with hea Ith serv ices personne I, a IIocat ic~, 
equipment, and trends. 

Q.~osition: Non-Permanent. These records are stored 
for an indefinite period. Each Programmer has his own 
series of fi les. Destroy when no longer needed for 
current operatio~s. 

c.	 These fi les contain code sheets, report of expenci-
tures, prior year information, appl ications, 
standard up-date, edit programs, query cards for 
construction tables, reports for publ ications, 
and program cards for construction. 
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Disposition: Non-Permanent. These records are retained 
indefinitely. Destroy when no longer needed for current 
operations. 

d.	 These fi les contain program decks, card data, 
back-up surveys and grant related datal 
institution related data and storage fi les per-
taining to components of the Healtn Resources 
Administration. 

Disposition: Non-Perr~.anent. These records have no fixed 
retention and are to be destroyed when no longer needec 
for current operations.

General 
e.	 IIDocumentation--Computer printouts, cost reports,

outl ine of each computer tape, inquiries, requisi-
tions, statistical data, lns t ltu+i ona l prcfiles, 
Soar data base, contract propos~ls and other 
contr ac+ fi les, studies, surveys, planning, legis-
lation, evaluations, wor~ plans, administrative 
fi les, ~ubl ications, and procurement. 

Disposition: Non-Permanent. Destroy wher GO longer
needed for current operations. 

f.	 ASH Health Manpower Strategy, data on Project
Soar, legislation materiel, RAS \',.:)11<, programs,
administrative ti les, correspondence f orrns, contrcct 
proposals, comments/reports/studies, conferences/
committees/meetings, planning eV61uations, work-
shops, and miscellaneous reports. 

Disposition: Non-Permanent. Transfer t::J FPC when no 
longer needed for current operations. Destroy 5 years 
therea fter. 

g.	 File Documentation--Data element dJrectory, code-
book, record layout, sa~ple input for~s, sa~ple 
output (publication, report, etc.), and user's 
manual. 

Disposition: Maintain with appropriate re~2ted file and 
dispose in accordanr;e-~Tiththe instruct.i(':1S that[or file 

I ;.r::rIO~'JTJr(U' 



;P~dr,' 
HRA Automatic	 Data Processing File -- Permanent Program Master Files 

~)1.( National Center for Health Statistics 

a. Health Examination Survey 

This survey has been conducted since 1959 to determine the 
incidence rate and distribution of a number of specific
diseases and health conditions among the general population. 
The data reveals not only diagnosed conditions which persons
failed to report but also previously undiagnosed, unattended,
and undected chronic diseases. HES is conducted as a series 
of survey programs called "cycles". 6000 to 8000 persons are 
interviewed for each cycle. Each cycle is limited to some 
specific segment of the population, to certain time periods,
and to certain aspects of health. 

Disposition:	 PERMANENT. Cut off annually, hold one year,
offer files and related documentation to the 
National Archives. 

b. Health Interview Survey Master Files 

Household survey consisting of weekly oral interviews of a 
sample civilian, noninstitutional population. The survey
focuses on the social dimensions of morbidity; the preva-
lence and incidence of disease, injuries, and impairments;
on the nature and duration of disability, the amount and 
type of medical care received; and medical care concepts.
The weekly surveys are consolidated each quarter and 
average annually. Each 'year approximately 42,000 house-
holds are surveyed, providing data on 134,000 persons. 

Disposition:	 Permanent. Cut off annually, hold one year,
offer files and related documentation to the 
National Archives. 

c. Hospital Discharge Survey Master Files 

This survey has been conducted since 1969 to provide national 
statistics on characteristics of patient utilization of short-
stay non-federal hospitals in all states and the District of 
Columbia. The data was abstracted from patient medical 
records. The sample includes 700 of the 7000 hospitals in 
NCHS's Master Facility Inventory. 

Disposition:	 Permanent. Cut off annually, hold one year,
offer files and related documentation to the 
National Archives. 



d. Vital Statistics Detailed Master Files 

1) Natality Data 

For each year since 1968. this series contains informa-
tion on an average of 1.8 million live births occurring
within the United States. To maintain the nation's 
statistics on births, NCHS collected from the fifty states 
and the District of Columbia information contained in 
the birth certificates on file at the local and state 
level. This information represented fifty or one-hundred 
per cent of the live births of a particular state. 

Disposition:	 Permanent. Cut off annually, hold one year,
offer files and related documentation to the 
National Archives. 

2) Mortality	 Data 

For each year since 1968, this series contains information 
on 1.9 million deaths. To maintain the nation's statistics 
on deaths, NCHS collected from the fifty states and the 
District of Columbia information contained in death 
certificates on file at the state and local level. 

Disposition:	 Permanent. Cut off annually, hold one year,
offer files and related documentation to the 
National Archives. 

3) Marriage Data 

For each year since 1968, this series contains information 
on approximately 288,000 marriages from about forty
different states and the District of Columbia. To maintain 
the nation's statistics on marriages, NCHS collected infor-
mation on a random sample of marriages in some states and 
on every marriage in other states. 

Disposition:	 Permanent. Cut off annually, hold one year,
offer files and related documentation to the 
National Archives. 

4) Divorce Data 

For each year since 1968, this series contains information 
on approximately 99,000 divorces from about thirty different 
states. To maintain the nation's statistics on divorces,
NCHS collected information on a random sample of divorces 
from some states and on every divorce from other states. 

Disposition:	 Permanent. Cut off annually, hold one year,
offer files and related documentation to the 
National Archives. 



HRA Automatic Data Processing Files Non-Permanent Master Files 

~~National Center for Health Statistics 

a. INVENTORY OF LICENSED PRACTICAL NURSES 

This study is a compilation of data collected as part of 
the licensing procedures in each of the State Boards of 
Nursing. Descriptive information on LPN's by age, sex,
marital status, educational preparation, employment status, 
etc. is provided for each State and the country as a whole. 

Disposition: Erase five years after survey has been completed. 

b. INVENTORY OF REGISTERED NURSES 

This inventory includes basic demographic information, employ-
ment status, educational preparation, and area of clinical 
practice, etc. Only nurses with active licenses are included. 
The data collection is carried out under contract by the 
American Nurses Association which prepares tabulations for each 
State and for the nation as a whole. 

Disposition: Erase five years after survey has been completed. 

c. MASTER FACILITY INVENTORY 

This national inventory includes all inpatient health facilities 
in the U.S. which provides medical, nursing, personal, or 
custodial care to groups of unrelated persons. The facilities 
are categorized into three broad types: hospital (both long and 
short stay), nursing and related care homes, and other remedial 
care facilities. 

Disposition: Erase five years after survey has been completed. 

d. NATIONAL INVENTORY OF FAMILY PLANNING CLINICS 

This inventory provides data on.va lI family planning clinics in 
the U.S. regardless of their funding. Descriptive information 
includes: each clinic's physical location, ownership, funding
sources, frequency and type of sessions, patients, staffing and 
contraceptive, medical and ancillary services offered. 

--Disposition: Erase five years after survey has been completed. 



e. NATIONAL NURSING HOME SURVEY 

This biennial national survey of nursing homes includes those 
that provide some level of nursing care regardless of whether 
or not they are participating in the Medicare or Medicaid 
program; homes providing personal care or domiciliary care 
are excluded. Information concerning financial expenses;
numbers of beds and residents; services provided; certification 
status; utilization measures and staffing patterns aFe provided
by the Home Administrator. 

Disposition: Erase five years after survey has been completed. 

f. NATIONAL REPORTING SYSTEM FOR FAMILY PLANNING SERVICES 

This ongoing reporting system collects data on the number and 
socio-demographic characteristics of persons receiving family
planning services, the number and types of visits made to 
clinics and the number and types of services provided. Both 
federal1y-funded and non-federally funded family planning 
projects are included. 

Disposition: Erase five years after survey has been completed. 

g. NATIONAL SURVEY OF FAMILY GROWTH 

This survey is designed to produce data on factors influencing
trends and differentials in fertility, family planning practices
of the population, sources from which family planning advice and 
services are obtained, the effectiveness and acceptability of 
the various methods of family planning, and those aspects of 
maternal and child health that are most directly related to 
fertility and family planning. Data is collected through personal 
interviews with women in child bearing ages (15-44) who are or 
have been married or who have never been married but have child-
ren of their own living with them in the household. Excluded 
from the sample are women living in group quarters and never 
married women without children. 

Disposition: Erase five years after survey has been completed. 

h. OPTOMETRY MANPOWER SURVEY 

This survey represents an inventory of all licensed optometrists
in the United States. Basic data on demographic characteristics 
of optometrists are collected together with information on geo-
graphic location, type of practice and specialty. 

Disposition: Erase five years after survey has been completed. 



i. PHARMACY MANPOWER SURVEY 

This survey represents an inventory of all licensed pharmacists
in the United States. Basic data on demographic characteristics 
of pharmacists were collected together with information on 
education, geographic location and characteristics of practice. 

Disposition: Erase five years after survey has been completed. 

j. STATE REGISTERS OF LICENSED DENTISTS AND DENTAL HYGIENISTS 

This is a system designed to establish and update registers of 
licensed dental manpower for the 51 states (including the District 
of Columbia) containing, as a minimum, the name, address, and 
license number of all dental and dental hygiene licentiates. The 
system was developed for purposes of obtaining information on 
the number and geographic distribution of all dentists and dental 
hygienists licensed as of a given date from records maintained by
State dental boards. The primary purpose of these registers is 
to provide a basis for identifying sample dentist and hygienist
populations in each State to permit the conduct of surveys to 
determine practice characteristics. 

Disposition: Erase five years after survey has been completed. 

k. SURVEY OF COMMUNITY HEALTH NURSING 

This survey is conducted biennially in cooperation with the State 
and Territorial Directors of Nursing. The purpose of the surveys
is to obtain not only a census, but also detailed information on 
personnel and programs of all community health/public health 
agencies that offer community nursing services. 

Disposition: Erase five years after survey has been completed. 

1. SURVEY OF HOSPITAL MANPOWER 

The data will be collected by means of a questionnaire mailed to 
the universe of U.S. hospitals (approximately 7,300) requesting 
information on full-time and part-time employment, vacancies,
contractual services, and nursing unit staffing. The survey
pretest has been completed and the full survey is scheduled for 
mailing in April 1976. Data tabulations should be available by
December 1976, with a summary publication appearing in 1977. 

Disposition: Erase five years after survey has been completed. 



m.	 SURVEY OF CHARACTERISTICS OF HOSPITAL PERSONNEL 

This	 data collection effort will represent an employee survey of 
selected allied health occupations drawn from a sample of U.S. 
hospitals. The data will be collected via a mailed questionnaire
to the individual. Data items to be collected will include 
training provided by the hospital, formal education, work experi-
ence, salary, financing of education, and occupational and 
geographic mobility. 

Disposition: Erase five years after survey has been completed. 

n.	 NATIONAL AMBULATORY MEDICAL CARE SURVEY 

Magnetic tape containing data on ambulatory medical care provided
by	 office-based physicians to the populations of the United States. 
Consists of all office visits within the coterminous United States 
to nonfederal physicians who engaged in office-based practice and 
direct patient care. 

Disposition: Erase five years after survey has been completed. 

o.	 Vital Statistics Summary and Survey Files 

1) Local Area Summary of Natality_Detail Data File 

Magnetic tape containing totals of births by local area and by 
race which occurred within the United States. 

Disposition: Destroy ten years after survey has been completed. 

2) State Summary of Natality Detail Data File 

Magnetic tape containing state totals of births by race, sex, 
age of mother, and gestation period. 

Disposition: Destroy ten years after survey has been completed. 

3)	 Local Area Summary of Mortality Detail Data File 

Magnetic tape containing totals of deaths by local residence of 
decedent. 

Disposition: Destroy ten years after survey has been completed. 

4) Cause-Of-Death Summary of Mortality Detail Data File 

Magnetic tape containing totals of deaths by 69 specified
causes, by state, by sex, and by race. 

Disposition: Destroy ten years after survey has been completed. 



~
 

5)	 National Natality Survey contain information on four stratified 
samples of births surveyed in 1964-66, 1967, 1968-69, and 1972. 
To supplement the information recorded in the detail natality
files from the birth certificates, these surveys focused on 
specific health questions, such as a history of previous preg-
nancies, expectation of more children, family income, employment
status, health insurance coverage, and household composition. 

Disposition: Destroy ten years after survey has been completed. 

6)	 National Infant Mortality Survey contains information on families 
which suffered the death of a child under one year of age during 
1964-66. HCHS requested information not only on the deceased 
infants but also on previous children. The purpose of the survey
was to supplement data on infant mortality contained in the death 
certificates. 

Disposition: Destroy ten years after survey has been completed. 

7)	 National Mortality Survey contains information on a stratified 
sample of decedents aged 35-84 who died in the United States 
during 1966, 1969, and 1968. As a result of questionnaires mailed 
to the informants listed on the death certificates NCHS obtained 
statistical information on the smoking habits of the decedents. 

Disposition: Destroy ten years after survey has been completed. 

~~, BUREAU OF HEALTH MANPOWER 

a.	 ALLIED HEALTH EDUCATION PROGRAM IN JR. AND SR. COLLEGES 

This was a mailed questionnaire survey to those junior and senior 
colleges in the United States which reported no health programs
in 1973 in order to identify new health education programs. The 
questionnaire include information on the exact program title,
location, length of program, accreditation status, enrollment 
capacity, size of graduating class, prerequisites for admission,
tuition, and numerous other characteristics of the program and 
its students. The data will be comparable with the results of 
similar 1973 and 1970-71 surveys. 

Disposition: Destroy five years after survey has been completed. 

b. HEALTH OCCUPATIONAL TRAINING PROGRAMS ADMINISTERED BY HOSPITALS 

This was a mailed questionnaire survey of allied health and 
nursing programs administered by hospitals. Information was 
obtained on such characteristics of the training programs as 
admission requirements, frequency offered, length of program, 
award granted, accreditation, tuition, and other student expenses.
Data were also obtained on the number of students enrolled as of 
October 15, 1973, by sex and racial/ethnic background. 

Disposition: Destroy five years after survey has been completed. 



c. INVENTORY OF STATE SUPPORT FOR HEALTH MANPOWER TRAINING PROGRAMS 

This project was carried out in two phases: Phase I, a pilot
study of eight States and nine local governments, checked 
feasibility of larger study, and identified problems involved 
in developing an inventory. Phase II, involved implementation
of techniques developed in Phase I, and compilation of inventory
of State support for health education programs by four categories--
Institutional Support; Capital Outlay; Stud~nt Aid; direct 
Support. State financial data are given by type of support and 
health profession supported. 

Disposition: Destroy five years after survey has been completed. 

d. MEDICAL EDUCATION OUTCOMES 

Medical Education Outcomes represents a longitudinal study designed 
to assess the dispositions of medical students toward career 
choice by speciality, type and location of practice. Essentially,
this continuing analysis is based upon a series of behavioral 
instruments administered and readministered according to a planned
sChedule to each cohort of accepted applicants through the 
undergraduate and graduate years and into a number of years of 
their career. In addition to the behavioral measurements, the 
demographic, educational, and experiential variables of each 
student are included in the analysis of the student dispositions
toward career choice. 

Disposition: Destroy five years after survey has been completed. 

e. MEDICAL SCHOOL FACULTY ROSTER 

The Medical School Faculty Roster is a management information 
system covering the demographic, education, training and profes-
sional characteristics of the salaried faculty in medical schools. 
The Faculty Roster represents a dynamic MIS; basic data are 
collected only once from new faculty hired to the medical educa-
tion system, with only subsequent changes and/or update entered 
into the system as they occur and are reported by the faculty
through their medical institutions. 

Disposition: Destroy five years after survey has been completed. 

f. SURVEY OF DENTAL BENEFIT PLANS 

Periodic surveys of prepaid dental care plans have been conducted 
and published in 1958, 1960, 1963, and 1967. The purpose of this 
survey is to revise and update the findings of prior years. Trends 
in administrative techniques, financial arrangements, scope of 
benefits and other characteristics need to be documented and 
analyzed. 

Disposition: Erase ten years after survey has been completed. 



g. REVELANCE OF GRADUATE HEALTH CARE ADMINISTRATION CURRICULA 

The project will (1) catalog the present curricula of health care 
administration programs; (2) examine the formal and informal 
processes used for curriculum evaluation and change; (3) inven-
tory positions held by recent graduates of the programs;
(4) develop criteria and methods for determining both the relevance 
of curriculum elements vis-a-vis positions held and the effective-
ness of various curriculum evaluation and change processes; and,
(5) make recommendations of importance to graduate programs in 
health care administration and Federal bureaus of manpower develop-
ment. Standardized categories will be developed for curriculum 
elements, positions held by graduates (including sector of 
industry and principal type of work performed), and for curriculum 
evaluation and change processes. 

Disposition: Erase ten years after survey has been completed. 

h. SURVEY OF HEALTH PROFESSIONS EDUCATIONAL FACILITIES 

This is a one-time effort to survey all schools of Dentistry,
Medicine, Optometry, Osteopathy, Pharmacy, Podiatry, Public 
Health and Veterinary Medicine and their parent institutions to 
obtain data on facilities utilized by these health professions
schools. Dentaled information was provided by the schools in 
three broad areas: (1) existing inventory of space, condition 
of that space and how it is used, (2) ongoing construction pro-
jects and estimated facilities configuration in 1983. 

Disposition: Erase ten years after survey has been completed. 

i. DERMATOLOGICAL MANPOWER STUDY 

The study is to: (1) identify all individuals providing dermatolo-
gical services in the U.S. and (2) to assess the need for dermato-
logical care on the basis of aata on disease prevalence and patient
utilization patterns from the HANES survey and other sources. 

Disposition: Destroy five years after survey has been completed. 

j.	 U.S. STUDY OF DENTAL MANPOWER SYSTEMS IN RELATION TO ORAL HEALTH 
STATUS: THE PRIVATE PRACTICE SYSTEM 

This project will study the structure and function of the U.S. 
Private Practice System by applying research design and methodo-
logy of World Health Organization/Division of Dentistry Inter-
national Study of Dental Manpower Systems in relation to Oral 
Health Status. Individuals in three selected age brackets will 
be surveyed as to attitudinal and behavioral measures regarding
dental health knowledge and practices and toward delivery and 



receipt of care. Providers and administrators will be interviewed 
and data on the results of a free dental examination will be 
collected. 

Disposition: Erase ten years after survey has been completed. 

k. PREPAID DENTAL CARE STUDY 

This study was initiated to evaluate the effects of a uniform 
dental care prepayment plan to people who are covered and on 
the dentists who provide service under the plan. 

Disposition: Erase ten years after survey has been completed. 

~~ BUREAU OF HEALTH PLANNING AND RESOURCES DEVELOPMENT 

a. HILL-BURTON ADP SYSTEM 

This system supports the grant and loan administration of the 
Hill-Burton Program. In addition to assistance to needed health 
care facilities for new construction or modernization, the Hill-
Burton Program provides for the inventory of existing health 
facilities and the planning for new or modernization of facilities 
in a State health facility plan document which is reviewed 
annually. The system supports other data needs of the Program
such as HUD (FHA) mortgage insurance projects. Major types of 
data collected are: name and location of facility, financial 
(including total cost and Federal participation) data, type of 
facility assisted, project approval stage information, number of 
existing facilities, facilities that need to be added, and 
facilities that need to be modernized. 

Disposition: 

Hill-Burton ADP system must be maintained without time limitation 
due to continuing responsibilities and until all project construc-
tion has been completed under Title VI. The continuing responsibi-
lities include the monitoring of the uncompensated care assurance 
for twenty (20) years after completion of a construction project
and the community service assurance which continues in perpetuity. 
In addition, data contained in the system is being used to pre-
pare final administrative reports, final publications, budget
purposes, and for making health facility construction projections. 



,& 

4~ NATIONAL CENTER FOR HEALTH SERVICES RESEARCH 

a.	 NATIONAL SURVEY: TRENDS IN HEALTH SERVICE UTILIZATION 
AND EXPENDITURES 

Magnetic tape containing studies based on random samples of
 
the nation's families. Included are data on sources of care,

physician visits, hospital care surgical procedures,
 
maternity care, dentist visits, insurance coverage and pay-
ments, utilization according to level of Medicare benefits
 
in state of residence, and response to disability.
 

Disposition:	 Offer annual surveys to the National Archives 
yearly. 


