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LEA VE BLANK useREQUEST FOR RECORDS DISPOSITION AUTHORITY JOB NUMBER 

(See Instructions on reverse) d-. 00 - O/
To NATIONAL ARCHIVES and RECORDS ADMINISTRATION (NIR) DATE RECEIVED 

WASHINGTON, DC 20408 3 0 2000 
1 FROM (Agency or establishment) NOTIFICATION TO AGENCY 

2 MAJOR SUBDIVISION In ac cordance with the prov 1s10ns of 44
U SC 3303a the d1spos1 tion r equest, 

Standards Administration mcludmg amendments, 1s aparoved exce pt 

3 MINOR SUBDIVISION for items that maz.:e marke "d1sfuos1hon 
not ap proved" or thdrawn" m co umn 10 

Office of Workers' Compensation Programs 
4 NAME OF PERSON WITH WHOM TO CONFER 5 TELEPHONE DATE STATES 

Barbara Bowens 202-693-0820 )-rl-D l . 

6 AGENCY CERTIFICATION 

I hereby certify that I am authonzed to act for thIS agency m matters pertammg e disposihon of its records 
and that the records croposed for disposal on the attached _aQ__ page(s) are not now needed for the busmess 
of this agency or wi not be needed after the retenhon ;.enods syecified, and that wntten concurrence from 
the General Accountmg Office, under the provisions o Title 8 o the GAO Manual for Gmdance of Federal 
Agencies,

El:I is not reqmred; 0 is attached, or 0 has been requested. 

DATE TITLE . 

co 
SIGNATURE OF AG wrrESENTATIVE 

cen 
7 

ITEM 8 DESCRIPTION OF ITEM AND PROPOSED DISPOSITION 
NO 

The Office of Workers' Compensation Programs 

predecessor organization, the Bureau of Employees' 

Compensation (BEC) , administers legislation which dates 

back to 1916 (the Federal Employees' Compensation Act) , 

Department of Labor involvement in the field of 

compensation began in 1950 when the BEC was transferred 

to the Department. Since that time, numerous re-

organizations have taken place and current workers' 

compensation programs are administered by OWCP in the 

Department's Employment Standards Administration. 

OWCP is headed by a Director, who reports directly to 

the Assistant Secretary for Employment Standards. 

The Off ice of Workers' Compensation Programs (OWCP) 

administers programs which provide benefits to workers 
suffering personal inJuries or contracting job-related 

illness for Federal Government workers under the 

Federal Employees' Compensation Act and other persons 

performing work for the United States at the time of 

their in]ury under related legislation; for Longshore 

and Harbor Workers; for employees of private industry 

the District of Columbia under the District of Columbia 

Compensation Act; for workers on defense bases or on 

public works contracts outside the United States under 

the Defense Base Act; 
.. 

for workers under the Non-

appropriated Fund Instrumentalities Act; for workers 

on the U.S. continental shelf under the Outer 

Continental Shelf Lands Act; for coal mine workers unde 
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• 

the Federal Coal Mine Health and Safety Act; and for 

other legislation related to the above statutes. 

For convenience of reference, the items below are 

grouped under organization headings; but the 

disposition provisions remain effective regardless 

of organizational change, so long as the nature of 

the records remains as described . 

• 
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Legislative and Legal Sub1ect Files 
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2 

-· 

OWCP Directives 
a Concerrung policies, mstruct10ns and procedures withm 

OWCP 

Disposition Permanent 

NCl-271-92-1, Item la 

Electroruc copy produced usmg e-mail and/or word 
processing systems Delete when record keepmg copy has 
been produced or when no longer needed for updatmg, 
reference or d1stnbut10n 

b Concerrung adllllrustratlve matters such as personnel 
select10ns, statistical reportmg, eqmpment, space and 
travel 

D1spos1t1on Temporary 

NCl-271-92-1, Item lb 

Electronic copy produced usmg e-mail and/or word processmg 
systems Delete when record keepmg copy has been produced 
or when no longer needed for updatmg, reference efV 
distnbut10n , (JN ƍ cl.Ld.<uR *' 

µ_·Ɵ. 

D1spos1tlon Temporary 

N l-271-92-1, Item 2a and 2b 

Electroruc copy produced using e-mail and/or word 
processmg Delete when record keepmg copy has been 
produced or when no longer needed for updating, reference ,ee-
distnbutlon , CYV 

µ·ƒ-

Q -,/;(J aLL W{..u,X.Y5S,
ƎD 10/1S/fftJ. Ɲ 



Program Sub1ect File 
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Correspondence 
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D1spos1t10n Temporary 

NCl-271-80-1, Item 3 

Electroruc copy produced using e-mail and/or word 
processmg Delete when record keepmg copy has been 
produced or when no longer needed for updatmg, reference) -Ƈ1stnbut1on, a--v ƚ 

Claimants'4 

D1spos1t10n Temporary 

NCl-271-80-1, Item 5 

Electroruc copy produced usmg e-mail and/or word 
processmg Delete when record keepmg copy has been 
produced or when no longer needed for updatmg, reference 
Ƌd1stnbut1on) tJ...1J Ɗ 

ƛ,&;.-Ɯ 
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ø ù ú ... -n .I') d-/ Ț 11'1 " - LI 

Reports 

o/ .J ..... ,,. 1 -� /.JA ż 

Quarterly Reports 

'AƖƗƘ :'/A J'? ț :�' Ȝ - / 

Reports 

Pubhcat10ns 

D1spos1t1on Permanent 

NCl-271-80-1, Item 6 

Electroruc copy produced usmg e-mail and/or word 
processing Delete when record keepmg copy has been 
produced or when no longer needed for updating, 
referenƁPdistnbut1onJ t>v J.h--ƃ 
ƈµ_·Ɖ, 

6 FECA and LHWCA Caseload and Mail 

D1sposit1on Permanent 

NCl-271-80-1, Item 7 

Electroruc copy produced usmg e-mail and/or word 
processing Delete when record keeping copy has been 
produced or when no longer needed for updating, 
referenc;C>t-chstnbution1 --iH.J Ɓ

ƆUl--Ƈ-

7 FEC and LHWC Rehabihtation 

D1spos1tion Permanent 

NCl-271-80-1, Item 10 

Electroruc copy produced using e-mail and/or word 
processmg Delete when record keepmg copy has been 
produced or when no longer needed for updatmg, 
referencƂdh11stnbution1 ()../V Ƃ 

Ƅ,,l.4-·ƅ. 
DIVISION OF PLANNING, POLICY AND STANDARDS 

8 Work Measurement m Director's Office 
.. 

) 
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D1spos1t1on Temporary 

Nl-271-92-1, Item 3 

Electroruc copy produced usmg e-mail and/or word 
processmg Delete when record keepmg has been produced 
no longer needed for updat1p.g, reference ƃd1stnbutton tYV 

.ƒv.__J 	 J 

Published Studies 	 Law or 
on the Executive Branch 

D1spos1t1on Permanent 

Nl-271-92-1, Item 4a and 4b 

Electroruc copy produced usmg e-mail and/or word 
processmg Delete when record keepmg copy has been 
produced or when no longer needed for updatmg, .reference 
kOistnbut10nJ Ƒ 

.... 



L1stmgs payments 

reference.'11:-Ƅ 
/ 

AA ' n.J ÷ ,,, ,.1 .1 / ,,, .... 77 .;.., ș crv ,-, 

ot.distnbut1on. ƍ'.'re--

DIVISION OF FEDERAL EMPLOYEES' 
COMPENSATION NATIONAL OFFICE 

10 of to FECA Benefic1anes 

D1spos1t1on Temporary 

Nl-271-92-1, Item 7a 

Electroruc copy produced usmg e-mail and/or word 
processmg Delete when record keepmg copy has been 
produced or when no longer needed for updatmg, 

žd1stnbut1onJ
Ǝu-Ə 

11 Master Index 

D1spos1t1on Temporary 

NCl-271-80-1, Item 12 

Electroruc copy produced usmg e-mail and/or word 
processmg Delete when record keepmg copy has been 
produced or when no longer needed for updatmg, reference J

ll-LJ Ƌƌ 



Compensat10n Reportmg 

Compensation Reportmg 

Żż)A 

Unpayable 

_ • ,,.., .... Ȗ J_ ȗ _,, 
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NATIONAL AND FIELD OFFICES (FECA) 

12 Case Files Lost Time and/or Death 

Disposition Temporary 

NCl-271-80-1, Item 14 

Electroruc copy produced usmg e-mail and/or word 
processmg Delete when record keepmg copy has been 
produced or no longer needed for updatmg, reference >.0V. 
distnbutioƅ 0-V ŷŻ ŸK)

. I 

Case Files No Lost Time 

Disposition Temporary 

NCl-271-80-1, Item 15 

Electroruc copy produced usmg e-mail and/or word 
processmg Delete when record keepmg copy has been 
produced or when no longer needed for upqatmg, referenc) 

13 

ƆstnbutionJ d--11 
)_A.,·Ž 

Bills 

Dispos1t1on Temporary 

NCl-271-80-1, Item 17 

Electroruc copy produced usmg e-mail and/or word 
processmg Delete when record keepmg copy has been 
produced or when no longer needed for updatmg, reference)
.JHhstrib!:Jt1onJ 0-1J ƆƇ 

14 

)Ź,Laź 



Payments 
(CA-105) Disability (CA-106) 

Qt...A��.yx._,,_.,,.__.........._...., 

Compensat10n 
(CA-12) 

'-"'-''-""'-......_...�1i<-<...AL�VCJ11 

... 

} 

J 

Summanes for on Cases on the Death Penodic Roll 
and on the Penodic Roll 

15 

Disposit10n Temporary 

NCl-271-80-1, Item )e I Cf 
Electromc copy produced usmg e-mail and/or word 
processmg Delete when record keepmg copy has been 
produced or when no longer needed for updatmg, reference 

..df.-distnbution_, tYiJ Ŵ 
U-J-tu_ų ,(.A.-:ƅ 

Claim for Contmuance of on Account of Death 16 

Disposit10n Temporary 

NCl-271-80-1, Item 20 

Electromc copy produced usmg e-mail and/or word 
processmg Delete when record keepmg copy has been 
produced or when no longer needed for updatmg, reference 
.dr-distnUutiol) HJ Ų . / 

ŵ.Lxl--Ŷ. 

Paid Schedules 17 

Disposition Temporary 

NCl-271-80-1, Item 21 

Electromc copy produced usmg e-mail and/or word 
processmg Delete when record keepmg copy has been 
produced or when no longer needed for updatmg, reference 
dl:.6tstnbut10n <YV 

• 

DIVISION OF LONGSHORE AND 

HARBOR WORKERS' COMPENSATION 


NATIONAL OFFICE 


18 Part I - Admimstrat1ve Mana ement Files 



distnbution. fY'rJ i 
..ui-· T J 

Speeches. 

..,............,.-"\L..�rK....-<...;')<.��� 

Trairung 

; 

by Employers 

reference.._:::--i,, 
/. 

· 

\ -

Disposition Permanent 

NCl-271-92-1, Item 9a 

,-

Electroruc copy produced usmg e-mail and/or word 
processmg Delete when record keepmg copy has been 
produced or no longer needed for updatmg, reference..Gi:/ 

Ƃ 

19 addresses and comments made by DLHWC officials to 
the pubhc (National Office and field) 

Disposition Temporary 

NCl-271-92-1, Item 10 

Electroruc copy produced usmg e-mail and/or word 
processmg Delete when record keepmg copy has been 
produced or when no longer needed for updatmg, reference

20 

Disposit10n Temporary 

NCl-271-92-1, Item 11 

Electroruc copy produced usmg e-mail and/or word 
processmg Delete when record keepmg copy has been 
produced or when no longer needed for updatmg, reference 
Żstnbution..J--V Űű
h' Ld;o,.J 

21 Claims for Reimbursement Insurance Camers and 

Disposition Temporary 

NCl-271-80-1, Item 22 

Electroruc copy produced usmg e-mail and/or word 
processmg Delete when record keepmg copy has been 

8' produced or when no longer need for updatmg, . -
distnbutio /J.-tJ ů • 

..,
-'r-distnbution.> tJ-VƃƄ 

ź 
Records 



'J 

Payments 

�.......-�'""''x.-c�...e<........._--1' 

22 Insurance Carner Authonzat10n Files 

D1spos1t1on Temporary 

NCl-271-80-1, Item 23 

Electroruc copy produced usmg e-mail and/or word 
processmg Delete when record keepmg copy has been 
produced or when no longer need for updatmg, reference 
d1s_tnbut1onJ tJ...V Ũ 

ŭ4-·Ů. 
23 Self-Insurer Authonzat1on Files 

Dispos1t10n Temporary 

NCl-271-80-1, Item 24 

Electroruc copy produced usmg e-mail and/or word 
processmg Delete when record keepmg copy has been 
produced or when no longer need for updatmg, reference <1fl./-
d1stnbut1on1 tf-V ŧ ȕ 

ũLJL-Ū 

24 Records of Rehab1htation Made m National Office 

D1spos1t1on Temporary 

NCl-271-80-1, Item 26 

Electroruc copy produced usmg e-mail and/or word 
processmg Delete when record keepmg copy has been 
produced or when no longer need for updatmg, reference;,
d1stnŦut10nJ tJ.-V ť 
ūJ,xLŬ. 

25 Lost Time Cases 

D1spos1t1on Temporary 


NCl-271-95-1, Item la and lb 

.... Electroruc copy produced usmg e-mail and/or word 
Delete when record kee m co has been 



referenc; -o 
ƀx.,U_,Ɓye,,., 

referenc�F--1 

D1sabihty 

produced or when no longer needed for updating, 
referencQistnbutiory <H..Jžſ 
lu-1żŽ ,(_)(/_ ţ 

DIVISION OF LONGSHORE AND HARBOR WORKERS' 
COMPENSATION 

FIELD OFFICES 

No Time Lost 26 

Disposition Temporary 

NCl-271-80-1, Item 27 

Electroruc copy produced using e-mail and/or word 
processing Delete when record keeping copy has been 
produced or when no longer need for updating, 
distnbutioż tYV 

.UVŻ 
27 Index Cards for No Time Lost Cases 

Disposition Temporary 

NCl-271-80-1, Item 28 

Electroruc copy produced using e-mail and/or word 
processing Delete when record keeping copy has been 
produced or when no longer need for updating, 
distnbut10nJ wŤ P"K.I 

,lA.-' 
28 Index Cards for Lost Time Cases 

D1spos1tion Temporary 

NCl-271-80-1, Item 30 

Electroruc copy produced using e-mail and/or word 
processing Delete when record keeping copy has been 
produced or when no longer need for updating, reference 
distnbut1on R Ţ S1
µ.,'}.At,tvv-

29 Permanent Partial Cases 

• D1spos1t10n Temporary 



a.,...�.-&.."'-*'·..._.1:.A<�A:A"J 
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32 Pending Ftle (lmury Matenal) 

' A AȔ.. ȓ 
Ž- Ȓ · 

Coverage Correspondence 

NCl-271-80-1, Item 31 

Electroruc copy produced using e-matl and/or word 
processing Delete when record keeping copy has been 
produced or when no longer need for updating, reference 
d1stnbut10n_, W ş 
ź·,,la.)::;ov 

3 0 Death Cases 

D1spos1t1on Temporary 

NCl-271-80-1, Item 32 

Electroruc copy produced using e-matl and/or word 
processing Delete when record keeping copy has been 
produced or when no longer need for updating, reference - . )d1stnbut1011 IYV Ş

,tfoŹ. 
3 1 Index cards for Death Cases 

D1spos1t1on Temporary 

NCl-271-80-1, Item 33  

Electroruc copy produced using e-matl and/or word 
processing Delete when record keeping copy has been 
produced or when no longer need for updating, reference.) 
dtstnbutton_, ()..N ŝ · 

Šš. 

D1spos1t1on Temporary 

NCl-271-80-1, Item 34 

Electroruc copy produced using e-mail and/or word 
processing Delete when record keeping copy has been 
produced or when no longer need for updating, reference 0f;../
d1stnbut1onJ Ź Ŝ · ? 

33 Insurance Cards and Related 

ö· D1spos1t1on Temporary 



O./ 

Ŵ"""""'..........,._,,.,.., 1t...c../'J<-<'"-<-A,4õ 

> 

Ÿ 

produced or when no longer need for updatmg, reference 
distributio11 a»Ŷŷ 

35 

NCl-271-80-1, Item 35 

Electroruc copy produced usmg e-mail and/or word 
processmg Delete when record keepmg copy has been 

DISTRICT OF COLUMBIA COMPENSATION ACT 

DISTRICT OFFICE (#40) 

34  No Time Lost Cases 

Disposition Temporary 

NCl-271-80-1, Item 36 

processmg Delete when record keepmg copy has been 
produced or when no longer need for updžtmg, reference 
distnbution , (}JV Ř
µ.,·Ÿ.

Index Cards for No Time Lost Cases 

Electroruc copy produced usmg e-mail and/or word 

Disposition Temporary 

NCl-271-80-1, Item 37 

Electronic copy produced usmg e-mail and/or word 
processmg Delete when record keepmg copy has been 
produced or when no longer need for updatmg, referencs 
distnbut10n7 d-N 
.Ld-' ŵ 

36 Lost Time Cases 

Disposition Temporary 

NCl-271-80-1, Item 38 

Electroruc copy produced usmg e-mail and/or word 
processmg Delete when record keepmg copy has been 


.... 
produced or when no longer nee� for updating, r:ference)
d1stnbut10n o-1J řŚ
;ho,-ś. 



Disability 
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Pending File (Injury Material) 

3 7 Index Cards for Lost Time Cases 

Disposition Temporary 

NCl-271-80-1, Item 39 

Electronic copy produced using e-mail and/or word 
processing Delete when record keeping copy has been 
produced or when no longer need for updating, referenc5 
distri?utioſ t>JV Ųų ŐŖŗ 
,,l;tJ.._, ŏ. 

3 8 Permanent Partial Cases 
Disposition Temporary 

NCl-271-80-1, Item 40 

Electronic copy produced using e-mail and/or word 
processing Delete when record keeping copy has been 
produced or when no longer need for updating, reference 
distribution œŔ 1 

39 Death Cases 

Disposition Temporary 

NCl-271-80-1, Item 41 

Electronic copy produced using e-mail and/or word 
processing Delete when record keeping copy has been 
produced or when no longer need for updating, referencƀ 
distribu!io11 ()..iJ őŒ 

40 Index Cards for Death Cases 

Disposition Temporary 

NCl-271-80-1, Item 42 

Electronic copy produced using e-mail and/or word 
processing Delete when record keeping copy has been 
produced or when no longer nee� for updating1 referenc5 
distributionJ t>V Ŏ 
,,bl/- . ;;tv._;

41 
... 

Dis osition 
0 
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Coverage (DC-570) 

44 Coverage Correspondence 

NCl-271-80-1, Item 43 

Electronic copy produced using e-mail and/or word 
processing Delete when record keeping copy has been 
produced or when no longer nŏed for updating, referenc5-distribution, ().{} ,e_Uű 
ōLd..t:vu. 

42 No Jurisdiction File 

Disposition Temporary 

NCl-271-80-1, Item 44 

Electronic copy produced using e-mail and/or word 
processing Delete when record keeping copy has been 
produced or when no longer need for updating, referenc$ 
distribut10n.s (}N ŉ 
,,,l.X1. 

43 Cards 

Disposition Temporary 

NCl-271-80-1, Item 45 

Electronic copy produced using e-mail and/or word 
processing Delete when record keeping copy has been 
produced or when no longer need for Őpdating, reference 
distributiol) Ŷ őŒœ 

. 

Disposition Temporary 

NCl-271-80-1, Item 46 

Electronic copy produced using e-mail and/or word 
processing Delete when record keeping copy has been 
produced or when no longer need for updating, reference 
disŔributioIJ ()/)) Ŋŋ . ' 

/

4-Ō 
PART .II - BRANCH OF OPERATIONAL POLICIES, 

... REGULATIONS AND PROCEDURES 



Planning 

Monthly LS-3, 
Reports 
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Quarterly Analysis Reports/National Program 

J<.A·ȑ""'l-' 
µ' 

Reports 

,,6a fe1b. 


45 DLHWC Internal Records 

Disposition Temporary 

Nl-271-92-1, Item 12 

Electronic copy produced using e-mail and/or word 
processing Delete when record keeping copy has been 
produced or when no longer needed for updating, reference 

· · /,..e/Mfistribution.J (}-1J Ňň 
Ű·UU:D,J. 

46 LS-3s and Workload and Performance Standards 

Disposition Temporary 

Nl-271-92-1, Item 13 

Electronic copy produced using e-mail and/or word 
processing Delete when record keeping copy has been 
produced or when no longer needed for updating, ref1 erenceJ_ 

47 Review and Office 
Initiatives 

Disposition Temporary 

Nl-271-92-1, Item 14 

Electronic copy produced using e-mail and/or word 
processing Delete when recordkeeping copy has been 
produced or when no longer needed for updating, reference,.; 
űtributioŲ <1--V ń 

48 Annual 

DISPOSITION Temporary 

Nl-27!-92-1, Item 15 

Electronic copy produced using e-mail and/or word 
processing Delete when record keeping copy has been 
produced or when no longer needed for updating, reference 

ųstribution; tJ--1) JLLņ / Ņ 
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Longshore (DLHWC) 

"--.c..-')C.-c.o---.... 

Accountability Reports 

updating, reference 
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Longshore System �1->'V'"·� 52 

49 Federal Publication 

DISPOSITION Temporary 

Nl-271-92-1, Item 16 

Electroruc copy produced using e-mail and/or word 
processing Delete when record keeping copy has been 
produced or when no longer needed for updating, reference 
distributioŴ tJ-1.J Ł · .1 

.,,(.» µ_t:;vJ .  

Procedure Manual 

Disposition Permanent 

Nl-271-92-1, Item 17 

Electronic copy produced using e-mail and/or word 
processing Delete when record keeping copy has been 
produced or when no longer needed for updating, reference/ 
ŵstribution, ŵ łŃ 
-lJo-- £f1.±zAJ 

. 

50 

51 Review 

Disposition Temporary 

Nl-271-92-1, Item 18 

Electronic copy produced using e-mail and/or word 
processmg Delete when record keeping copy has been 
produced or when no longer needed for 

AND INSU ANCE. 

SPECIAL FUND J ŀ Ŀ 
Disposition Temporary 


,..Nl-271-92-1, Item 21b 




Longshore Representatives' 

VL-<...<1.-.cL.IY>'�A...<�---'<-tt-<'-' 

Electronic copy produced using e-mail and/or word 
processing Delete when record keeping copy has been 
produced or when no longer needed for updating, reference 
distribution_.) ().A.J Ĺ · / 

Ľ-ľ. 
DIVISION OF LONGSHORE AND 

HARBOR WORKER' COMPENSATION 
NATIONAL OFFICE 

53 Debarred Act Claimant File 

Disposition Temporary 

Nl-271-92-1, Item 29 

Electronic copy produced using e-mail and/or word 
Processing Delete when record keeping copy has been 
produced or when no longer needed for updating, referencŶ 
.dhitstributioŷ tJJV ĺe.,, 
Ļk..·ļ 

... 



Physicians 
Longshore 

,J ó .,, .,. _, -- ,, _, ./ 7': t--.J'Ȑ. 

54. 
 File of and Health Care Providers Excluded Under the 
Act 

Disposition Temporary 

Nl-271-92-1, Item 30 

Electronic copy produced using e-mail and/or word 
Processing Delete when record keeping copy has been 
produced or when no longer needed for upda1ing, reference 
di:-distribution') Ch-)ŸŹ. . 

U>IĶķĸ. 

. 

./ 

... 

• 



Lung Bulletins. 

reference.'°'2... .... 
d / ·"' ,,, ,, ȏ , ò ..,, O 

DIVISION OF COAL MINE 
WORKERS' COMPENSATION (DCMWC) 

55 FCMSA Case Files 

Disposition Temporary 

Nl-271-92-1, Item 31 

Electronic copy produced using e-mail and/or word 
processmg Delete when recordkeeping copy has been 
produced 

56 Black Transmittals and Circulars 

Disposition Temporary 

Nl-271-80-1, Item 47 

Electronic copy produced using e-mail and/or word 
processmg Delete when recordkeeping copy has been 
produced or when no longer needed for updating, 
distributi<?I)ź Ĵĵ
tu--lt-Lů .&t- . ,,l--tt..Z:Lv. 



Correspondence 

... 

57 Self -Insurer Files 

Disposition Temporary 

Nl-271-80-1, Item 51 

Electronic copy produced using e-mail and/or word 
processmg Delete when recordkeeping copy has been 
produced 

Section 428 Claims 

Disposition Temporary 

Nl-271-80-1, Item 54 

Electronic copy produced using e-mail and/or word 
processmg Delete when recordkeeping copy has been 
produced 

58 

General 

Disposition Temporary 

Nl-271-80-1, Item 55 

Electronic copy produced using e-mail and/or word 
processmg Delete when recordkeeping copy has been 
produced 
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