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I hereby certify that I am authorized to act for the head of this agency in matters pertaining to the disposal of records, and that the records described 1n this list or

schedule of
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The records have
ceased to have suffi-
cient value to warrant
further retention,

pages are proposed for disposal for the reason indicated: (X’ only one)

The records will cease to have sufficient value
to warrant further retention on the expiration
of the period of time indicated or on the occur.
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General Subject File

Files broken down by subject, and filed accord-
ing to DHEW/OHD File Manual, consisting of
correspondence, memoranda, reports, national
organizations concerned with the handicapped,
administration publications, personnel and
training. Personnel and training files are
arranged in alphabetical order in individual

folders.
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Exceptimg for routine and nonrecord
materials covered in items 2 and 4
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Reading files (also known as chronological or
"chrono'" files and day files), extra copies
of correspondence and other records whether
relating to program or administrative activi-

ties, information copies, drafts, working
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