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REQUEST FOR RECORDS DISPOSITION AUTHORITY ' . 

(Stae Instruct/ans an r,svarse) -I 
To: NATIONAL ARCHIVES and RECORDS ADMINI5TRATION (NIR) 

WASHINGTON, DC 20408 
1, PROM (Agency or esteblishment) NOTIFICATION TO AGENCY 

De rtment Qt Health and Human Services 
In ilC:C0l'dal'tce with the provisions of -1-4 
U,S,C. 3303a the disposhion reque1it,
ituzluding arn.endments, i& api;irovL■a except tor items thiU may be marked "dis_positaon not appl'Oved,. or ..withdrawn" in coruml't 10. ASs1stant �ecretary fior Adm.in"utratton. and Management, 

DATE ARCHIVIST OF THE UNITED STATES4, N ._,.......,,,,.,.,.... ONFER 5. Tl;kEet-iONS • Elaine Pankey, Acting O Reconls Offi er \�02J 690-5687 
Alvetta Jones or Bette Eaton, PSC (301) 443-5252 

6. AGENCY CERTIFICATION . . 
I hereby certify that I am authorized to act for this agency in'matters pertaining to the disposition of its records 
and that the records _proposed for disposal on the attached _ page(s) are not now needed for the business 
cf this agency or will not be needed after the retention periods soedfied; and that written concurrence from rthe Ce_neral Accounting Office, under the p�ovisions of Title 8 o the GAO Manual for Guidance of Federal 
Agences, 

� is not required; D is attached; �r O has been requested. 

7. 9. GAS OR 10. ACTION ITEM . 8. DESCRIPTION OF ITEM AND PRPPOSE!C OISPO$ITION SUPERSEDED TAKEN(NAAANO. JOB CITATION USE ONLY) 

evisions of the Records Disposition Schedule of the 
Office of the Secretary (OS) Record Gronp 468 to include 
the Assistant Secretary for Administration and Management, 
Program Support Center within the Office of the Secretary
due to a reorganization effective July 23, 2002. 

Robert Eckert 
Director, Freedom of Information Privacy Ads Div. 
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P.escription Disposition 

1--i-,\··.. 
a-greement. 

1) l.)�3-04 DEA 222 -Controlled Substances Order Form Files: TEMPORARY. Destroy when 3 years Y" DEA required blank forms and executed order forms old.
1-i-�I. for all controlled substances. 
:.n.rfb3-05 DEA 225-Application for Registration TEMPORARY. Destroy when 3 years . .... 

Provider and institutional registration required by Controlled old. 
Substances Act- blank forms and executed forms. 
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") f,·Description Disposition
/4..?41 �.:.04-09 b. Incapacitated Dependent Medical Records: TEMPORARY. These records will be held Files consist of medical reports from physicians, in the Medical Affairs Branch until the psychiatrists, and psychologists and all other incapacitated dependent expires or when reports related to the treatment or care for no longer needed for administrative incapacitated dependants of Commissioned Corps purposes whichever occurs first. Cut off Officers who are incapable of caring for themselves. at end at end of fiscal year in which case file closed. Destroy or delete 50 years after cutoff. 
� 1 \ 04-09 c.2 Medical Records -COS TEP Non-Accepted Applicant TEMPORARY. Cut off at end of fiscal year in which case file is closed. Destroy or delete 2 years after cutoff. Commissioned Officer Student Training and Extern Program (COSTEP) files consist of but are not limited to: self medical reports from applicants, reports from physicians, nurses, and allied health professionals for 1 t' (. 

IL ·" I review for acceptance into the Commissioned Corps. 
Eleotroaie Mail IIIHl Weft! PFeoesSfflg System Cepies. 

G Q_ � 1.Djv�:) � \ I\- .El eetfonie eopies of reeords th.at are. ereated OH eleetfoflie mail and 1.vord proeessiHg systems and used solely to g"Merate a reeordkeepiHg eopy of the reeords eovered by the other items in this sehedule. Also iHeludes eleetfonie eopies of reeords ereated OH eleetfoflie mail and word proeessiHg systems th.at are maiHtaiHed for 1:lj)datiHg, re 11isi0Hs, or -di.ssemiHatioH. 'dt�ia. Copies th.at ha-ve HO further adm:inistfatiye 1;:alue after the reeordkeepiHg eopy is made. Ineludes eopies mamtaiHed by iHdividuals iH persoHal files, persoHal eleetFonie mail direetories, or other persoHal direetories OH hard disk or Hetwork dri11es, and eopies OH shared Het\v:ork dri11es th.at are used oHly to produee the reeordkeeping eopy.
�lt· Destfoy/delete 1.vith. 180 days after the reeordkeef}iHg eopy has beea produeed. 

-b. Copies used for dissemiHatioH, revisioH, or updatiag that are maintaiHed iH additioH to the reeordkeepiHg eopy: 
Destfoy/delete whea dissemiHatioH, re11isioH, or updatiag is em:1:1f)leted. 
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