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~ . REQUI:ST FOR RECORD ~ DISPOSITION AUTHORITY LEAVE BLANK 

(See Instructions on reverse) JOB NO 

TO GENERAL SERVICES ADMINISTRATION, ~C!-.J-.)7-·J t/- L 
NATIONALARCHIVESAND RECORDSSERVICE,WASHINGTON.DC 20408 DATE RECEIVED 

1 FROM (AGENCY OR ESTABLISHMENT) 'I-/}-!t-
Department of Health and Human Services NOTIFICA TION TO AGENCY
 

2 MAJOR SUBDIVISION
 
In accordance with the provrsrons oj 44 USC 3303a the disposal re Office of the Secretary quest, Including amendments, IS approved except for Items tha~may 

3 MINOR SUBDIVISION be stamped "disposal not approved" or "withdrawn" In colum 10 

Office for Civll Riqhts
4. NAME OF PERSON WITH WHOM TO CONFER 5 TEL EXT 

~~~(j ~k~~ 
Arc ""1\1 oj ttu: Umr('c/ St:IIl'\Denise E. Carver 472-5654 

6 CERTIFICATE OF AGENCY REPRESENTATIVE 

I hereby certify that I am authcnzed to act for this agency In matters pertaining to the disposal of the agency's records; 
that the records proposed for disposal In this Request of 2 page(s) are not now needed for the busuess of 
this agency or will not be needed after the retermen penlJ~'; specified, 
D A Request for Immediate disposal. 

[i] B Request for disposal after a specified period of time or request for permanent 
retention. 

C, DATE D SIGNA2!RE OF AGENCyEPRE,~ENTATIVE E, TITLE 

4/5/84 
n,..,1'/~;JJ;:~ Department Records Management Officer 

t"'. \"!a1 

7 8 DESCRIPTION OF ITEM 9 10, 
ITEM NO (WIth lnctusive Dates or Retention Periods) SAMPLE OR ACTION TAKEN 

JOB NO 

Health and Human Servlces (OCR) Review Files 

Files acc~ulated on civll rights review of departmental

rules and regulatlons applicable to Health and Human
 
Services programs.
 

Disposition: Review and cut off annually. Destroy three
 
years after cut off.
 

Civil Rights Directives 

Documents issuing (transitory) administrative and program

procedures and guidelines to civil rlghts headquarters

and regional staff.
 

Disposltion: Cut off annually. Destroy four years after
 
cut off or when superseded, whichever is earlier.
 

ro items 
STANDARD FORM 115 
ReVISed Apr", 1975 
Prescnbed by General Services 

Administration 
FPMR (41 CFR) 101-11 4 

115-107 
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4. (701.09 ) 

Civ~l R~ghts Special Projects Files 

Case f~les developed on spec~al proJects required by the Director, 
Off~ce for C~vil Rights, which deal w~th programmat~c policies. 
Included are prel~minary and f~nal reports, background mater~als,
correspondence and related mater~als. 

Dispos~tion: Permanent. Place in an inact~ve f~le upon comple-
t~on of proJect. Hold for three years or unt~l volume warrants 
and transfer to WNRC. Offer to NARS,when 20 years old. 

L.? in 5'1eClr blocl<..s 
Civ~l Rights Publ~c Inqu~ries and Comments F~les 

General correspondence to public ~nqu~ries and comments regard~ng
c~v~l r~ghts laws, regulations, and act~vities. Included are 
incom~ng memoranda, letters, forms, etc. 

Disposit~on: OCR/OPO: Cut off at the close of FY. Destroy 
one year thereafter, or when no longer needed for adm~n~stra-
t~ve purposes wh~chever ~s earlier. 
(Change ~n lieu of B~g C~ties Rev~ew F~les) 

Letters of F~ndings (LOFs) 

A comprehensive file of all letters of f~ndings for compla~nts and 
compl~ance reviews ~ssued by regional offices. These f~les are 
ma~nta~ned by the Office of Program Operations (OPO) to determ~ne 
when compl~ance reviews should be conducted, for program analys~s 
to ~dentify precedent~al cases, and for purpose of adm~n~strative 
management. 

Dispos~tion: OCR/OPO: Cut off annually after issuance of 
LOF. Destroy five years after cut off. 

Early Warn~ng Reports (EWRs) 

Reports of letters of findings prepared by the regions and ready 
for release. These reports are evaluated by headquarters staff 
to determ~ne ~f there is reason to withhold immediate release. 

D~sposition: Cut off annually after preparation of report. 
Destroy five years after cut off. 


