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QUEST FOR R€CORDS DISPOSITION AUTHORITY

JOoB M!MBER'. 1 s

N\-443-080-3

To: NATIONAL ARCHIVES and RECORDS ADMINISTRATION (NIR)
WASHINGTON, DC 20408

DATE RECEIVED
/0. 28.997

1. FROM (Agency or establishment)

Department of Health and Human Services

NOTIFICATION TO AGENCY

2. MAJOR SUBDIVISION

National Institutes of Health

3. MINOR SUBDIVISION

Clinical Center

In accordance with the provisions of 44 U.S.C.
3303a, the disposition request, including
amendments, is approved except for items that may
be  marked “disposition not approved” or
“withdrawn” in column 10.

4. NAME OF PERSON WITH WHOM TO CONFER 5. TELEPHONE

Leslie Watson 301-496-2833

DATE

l~1Y~00

/ﬁgj} 027 u%fiz STATES

6. AGENCY CERTIFICATION

I hereby certify that I am authorized to act for this agency in matters pertaining to the dlspos ]

of its records and that the records

proposed for disposal on the attached__8 page(s) are not now needed for the business of this agency or will not be needed after
the retention periods specified; and that written concurrence from the General Accounting Office, under the provisions of Title 8

of the GAO manual for Guidance of Federal Agencies,

v
X is not required; D is attached; or

[:' has been requested.

DATE SIGN TURE}AGE Y REPRESENTATIVE
0CT 95 1999 A% er Zx .

rentice Barnes Sr.

TITLE

HHS Records Manager

7. Item 8. DESCRIPTION OF ITEM AND PROPOSED DISPOSITION

No.

10. ACTION TAKEN
{NARA USE ONLY)

9. GRS OR SUPERSEDED
JOB CITATION

Approval is requested to revise/modify/update the NIH
Mavwar  1NY3I

procedural and/or operational considerations, (as noted).
Some items include a disposition for electronic records.

hs follows:

, covering Clinical Center
records. These changes were necessitated by regulatory,

These items will appear in the NIH Records Control Schedule

115-109
91)

PREVIOUS EDITION NOT USABLE

Aoene., Jowm® D

STANDARD FORM SF 115 (REV. 3-

Prescribed by NARA 36 CFR 1228




Clinical Center Central Files (NC1-90-78-9/7a)

reated using electronic mail and word processing: AN
for dmmermrih ofongry She
Disposition: Delete after recordkeepinn
referencing or updating is completed.

Electronic €

has been produced or when

1100-C-12-b-2 IC Program Analysis and Review Files (NC1-90-78-12/7a, 74)

o dessd

q
d using electromc mail and word processing: SATRRN

&sw% [WNY % %k

Disposition: Delete after recordkeeping copy has uced or when
referencing or updating is completed.

Electronic cop

1190:D-1-d  Organization and Functions files (a. NC1-90-78-9/7a); b. NC1-90-78-12/7a); c.

va\va\a g i m
A

Electronic copies crea ing electronic mail and word processing:

Disposition: Delete after recordkeeping copy ha oduced or when

referencing or updating is completed.

1160-H-5-b Minutes of Meetings (NC1-90-78-19/7a) o
s J\-k&a.a.u!ﬁ W_M AWM—M\
Electronte-copies created using electronic mail and word processing: ‘7—\\3\ g Y i)

34-
Disposition: Delete after ré eeping copy has been produced or when
referencing or updating is completed.
1100-M-1-b  Administrative Files (NC1-GRS-23/1; NC1-90-78-9/39) RN cawd por |

Electronic copi

ed using electronic mail and word processing: FANARY wf oeageg
Disposition: Delete after recordkeeping copy ha ced or when
referencing or updating is completed.

1900-F-6 Patients’ Emergency Fund Records, relating to the collection and disbursement of,
and accounting for, funds donated to meet emergency needs of patients, summary
records of withdrawals and deposits, and “thank you” letters from patients and
their families. (NC1-90-78-9/122)
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1 . Wb,

Located in CC, Social Work Department.

Disposition: Destroy when 3 years old.

23060-293-4-b Medical Staffs' credential files (NC1-443-93-1)
_ Vocooncdr, ot
Electroni of files: w M deawn

per
v\ e\ 44 G‘M
Disposition: Computer files, mat indefinitely; inactive information in the L&
database deleted, when referencing or updatingts-completed.

2600-C-30  Blood Storage Records, showing temperatures maintained in preserving blood in
the department. (NC1-90-78-9/14)

Locatedin  CC, Transfusion Medicine Department.

a. Recordkeeping copy:

Disposition: Destroy the recordkeeping copy when 5 years old or when any
blood components associated with these records have expired,
whichever is later. (21CFR606)

b. Electronic copies created using electronic mail and word processing:

Disposition: Delete after recordkeeping copy has been produced or when
referencing or updating is completed.

Q-C-31  Blood distribution and disposition records, showing patients' name, blood types,
and other data related to transfusion, name and address of consignees, final
ition of all blood components collected, manufactured, or stored in the

Located in .CC, Transfusion Medicine w;%ﬂlm“”) ‘wf
a. Recordkeeping copy: (VD d,{u‘—
4 (23

Disposition: Retain the recordkeeping copy on-site for 50 years or
notification of expiration of the patient or subject, whichever 1

Page -2-



! ¢ e ' '- 4

longer. Transfer to the Federal Records Center following the 50-
on-site retention or upon notification of expiration of the
patient 0 ject. Destroy after 30 years of storage at the FRC.
(21CFR606)

b. Electronic copies created using electronic mai word processing;:

Disposition: Delete after recordkeeping copy has been produced or when
longer needed for reference or updating.

Diagnostic Cardiac Records (NC1-443-96-1)

created using electronic mail and word processing:
o PR e \L\\_%\Qu 9 e
has been produced or when feseccoscar

Wl ey oA
Medical Records Case Files of Patients of the NIH Clinical Center, filed by the

unit system, using hospital number and patient name. Each medical record
includes the complete record of admissions and medical treatment for a patient

Electronic

Disposition: Delete after recordkeepiit
referencing or updating is completed.

(NOTE: These recdeds are part of Privacy Act System of records 09-25-0099)
Located in CC, Medical ord Department
a. Recordkeeping Papsg File:
Disposition: Destroy when™icrofilm has been accepted.
b. Microfilm File:
Disposition. PERMANENT. Transfer mi®xQfilm master copy to
the National Underground Storage. These rec

microfilmed in accordance with FPMR 101-11.502

C. Diagnostic By-Products copy:
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Patient Report Files: Reports of findings in laboratory analysis for reference and
research. NC1-90-78-9/23)

in CC, Clinical Pathology Department.
a. Recordkeepi
Disposition: Destroy thexegordkeeping copy when 2 years old.
b. Electronic copies created using el€stronic mail and word processing:

Disposition: Delete after recordkeeping copy een produced or when
referencing or updating is completed. W iYudrawN
¢ T MmeMeo
(NOTE: New Laboratory Information System will be installed in March 1999, which will /0 0.
eliminate the need to retain patient report files any longer than 2 years. Microfthqing is q/ 28
no longer needed as patient data is now captured electronically and will be a perman {}M
record on line for physician retrievals.)

=26

Diagnostic Radiological Records and Radionucleide Scans, comprising X-rays

and other roentgenographic images produced by various devices and procedures

from ultrasound

9/40)
MWU
Disposition: t for 5 years from latest & Hewo

inactivity. Transfer records to the Federal Records
years of inactivity. Destroy when 30 years old.

Radiopharmaceutical Records, showing the amount, nature, dates and purposes of
radh eides dispensed to patients in testing. (NC1-90-78-9/42)
(witkdawd per 77emo

ent. Apted_ ‘-(/4.2/00 .
e

Located in CC, Nuclear Mediciit
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Retain the recordkeeping copy in the Nuclear Medicine
artment for 5 years from latest patient activity. Destroy when

b. Electronic copies created usingelectronic mail and word processing;:

Disposition: Delete after recordkeeping copy een produced or when
referencing or updating is completed.

(NOTE: Documentation and record retention requirements dictated by Nuc
Regulatory Commission (NRC) and the NIH Radioactive Materials License admim
by the NIH Radiation Safety Officer.)

3000-E-36  Serological Test Records for Clinical Center patients: showing results of blood
typings, antibody screening and compatibility testing. (NC1-90-78-9/11)

(NOTE: These records are part of Privacy Act system of records (09-25-0011).
Located in CC, Transfusion Medicine Department.

a. Recordkeeping copy:

Disposition: Destroy the recordkeeping copy 5 years after patient is discharged.
b. Electronic copies created using electronic mail and word processing:

Disposition: Delete after recordkeeping copy has been produced or when
referencing or updating is completed.

3000-E-37  Transfusion Service Records: Interpretations of adverse reactions to transfusion,
identification of clinically significant antibodies, and special transfusion
requirements for Clinical Center patients. NOTE: These records are part of
Privacy Act system of records 09-25-0011). (NC1-90-78-9/12)

Located in CC, Transfusion Medicine Department.

a. Recordkeeping copy:
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Disposition: Transfer to the Federal Records Center for

3000-E-51

® @

Y " L

Disposition: Retain the recordkeeping copy on site for 50 years or upon
notification of expiration of the patient or subject, whichever is
longer. Transfer to the FRC following on site retention for 50
years or notification of expiration of the patient or subject.
Destroy after 30 years retention at the Federal Records Center.

b. Electronic copies created using electronic mail and word processing:

Disposition: Delete after recordkeeping copy has been produced or when
referencing or updating is completed.

Blood Donor History and consent records, showing name of donor, medical
history and physical data. Inactive records for donors will be microfilmed
periodically. (NOTE: These records are part of Privacy Act System of records
09-25-0011) (NC1-90-78-9/10)

Lovgted in CC, Transfusion Medicine Department.
Ddygor Medical History Cards:

Disposition: Filsby calendar year. Microfilm inactive records at the end of each
calendar year. DestrQy after microfilming and verification of film.

b. Original Microfil

opy:

Disposition: File original copy 0fmicrofilmed records in Transfusion Medicine

Department. Mamtamn-indefinttely-Tog reference.
02(\'&47 when mg \o,,s A weeded 9" Z‘libd

C. Other Microfilm copy: e L.y,

years. Destroy when 30 years
old.

Blood Donation Records, including blood collection data a
performed to qualify the donor and the collection product. (N

results of testing

Located in CC, Transfusion Medicine Department.

a. Product Cards:
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Disposition: Transfer to the Federal Records Center for 30 years. Destroy

3000-E-78

c. Other Microfilm copy:

old.

Clinical Research Student Volunteer Program Files, containing medical histories
admission information. (NC1-90-78-9/92)

(NOTE: These r€ are part of Privacy Act system of records 09-25-0012)

freapous Aothnd
shilt applies .

*M?/z“”-

Located in CC, Clinical Research
Disposition: Destroy 3 years after volunteer period €

Copies of Clinical Research Volunteer Visit Reports, showing time spent by the
eer, and payment made to the volunteer. (NC1-90-78-9/93)

(NOTE: These rec are part of Privacy Act system of records 09-25-0012)

Pre\/l'ou.S /@%W‘%
<ki\ @lie} -

5 [8] vs.

Located in CC, Clinical Research

teer Program.
Disposition: Destroy when 2 years old.
Operating Room Memoranda. Originals are maintained in the department.

Copies are forwarded to the Medical Record and Information Systems
Departments. (NC1-90-78-9/60)

Located in, CC, Surgical Services Department

Disposition:  Destroy when 2 years old.
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-E-90-b Volunteer Services Case Files, containing applications, discharges, agreements
and related correspondence regarding persons donating their services to the

ical Center. (NC1-90-78-9/8)
ol daen por daaeuotedy Ut {oopeg
22\ 49 S

Located in: CC, eer Services Office.

Electronic version:

Disposition: Delete after recordkeeping copy has beemrproduced or when

referencing or updating is completed.

0-F-1-b  Quality Control Records (NC1-90-78-9/25)
wd deawdo\a\§ § P
Electronte-copies created using electronic mail and word processing: cercesos s J

NS

Disposition: Delete when 2 y€

-F-2-b  Instrument Maintenance Records (NC1-90-78-9/26)

w Xk beeom
eated using electronic mail and word processing: ‘L\\g\q q =
&wamo\.\

ey <A

been produced or when

Electronic

Disposition: Delete after recordkeeping©
referencing or updating is completed.

Log books, recorder charts, and other working papers used to prepare reports or
ses. (NC1-90-78-9/27)

MmeMO
thology Department. (‘ /oo

Disposition: Destroy when 2 years old.

Located in CC, Clini

00-F-10  Media Preparation Case Files and Indexes (HEW-B-370/4g)

igs created using electronic mail and word processing:
RS U NS
\L\\’a\‘f‘j .(m A crnocan,

1 entng proposals made by the Institutes and
use of human sub]ects in

Disposition: Destroy when 10 years 6

previous T
arbarie
stll of

Page -8- .
g(¢l®”



. o

iy . ot

official copy of the protocol, describing the nature of the proposed research, the
dology involved, prOJected alms and Justlﬁcatlons notatlons and records of

Disposition:

September 30. (For example, in fiscal year 1999, transfer
closed out in fiscal year 1998). Transfer to the National Archives
after20 years. afFiel treasfer 4o the FRC .

——d——_FElectronic files:
Wi ety
Dispostion: Computer files maifitar nitely; inactive information in the pes Pmeane
database deleted, when referencing or updating is comp Aok, "’/ 7'8/0° .

NG
3000-H-4-b  Investigational Drug Service Requests (NC1-90-77-9/114) \1\%\‘% 4

oK A aads A

\A! .
gated using electronic mail and word processing systems: L‘A/g >

Electronic

Dispostion: Delete after recordkeeping cop n produced or when

referencing or updating is completed.

NIH Clearances:

Leslie Watson: &b /{/%j@ ////g//yy

Records Officer Dafe
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