
NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 

Schedule Number: NC-369-76-002 

Some items in this schedule are either obsolete or have been superseded by new 

NARA approved records schedules. This information is accurate as of: 9/22/2021 

ACTIVE ITEMS 

These items, unless subsequently superseded, may be used by the agency to 

disposition records. It is the responsibility of the user to verify the items are still 

active. 

All items except those listed below are active. 

SUPERSEDED AND OBSOLETE ITEMS 

The remaining items on this schedule may no longer be used to disposition records. 

They are superseded, obsolete, filing instructions, non-records, or were lined off and 

not approved at the time of scheduling. References to more recent schedules are 

provided below as a courtesy. Some items listed here may have been previously 

annotated on the schedule itself. 

Items 51 and 52 are superseded by Nl-369-96-1, item 1 
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DJ.TE Af'fOOVED 

NOTIFICATIOS TO AG~SCY 

I/_ACCORDAflCE WITH THE f'ROYISIONS {IF PUE 
LAW 91-267 DISPOSAL OF ITEMS HARKED "DISPC 
APPROVED" IS AUTI!ORIZED. 

~ 

TO: GENERAL SERVICES ADMINISTRATION, 

NATIONAL ARCHIVES AND RECORDS SERVICE:, WASHINGTON 25, D: C. 

I. FRO~ (AGCNCY OR ESTABLl~I-IMENT) 

U. S. DEPARTI-IB!'-.TT OF LABOR 
2. M,\JOR Si.JSDIVISION 

Man~ower Administration 
3. Ml!'.CR $U6DIVISION 

Re6ional Manpower.Administration 
Cr- l'Ert:::ON WITH WHOM TO CONFER , 5. TEL.EXT. • ,-1-:i3:-..16 

___B_e_n_}_'i_·s_h_e_r______________!.-=3'-'7_;:.__..;.r,'""2""'n"'"'1,."-------,___,_. DATE _ 

6. CEnTif'"lCATE OF AGCNCY flLJ'R.:S:::NTATIVE: 

I htrcby ~ ihat I am aulhOl"ucd to •cl for lbc head of tl,i, a;:=cy in mattc-r• pcr_taini.;~ to the di ■ po•~ of r~, a.nd that~ ~d6 deocribed in u..■ 

acbcdu!c of~ paaea are propooeu for d.apcnal fa~ lhc rcuoo indicated: ("X" only one) . • 

A The record• have B 'The rccordi, will ceaac to hove aufficient value 
□ eea,td to haYe 1uffi• to •11rrant further rct'""tion on the expiration 

cicmt valuC" to • UT&At : ~. of Lhe period of ti,11c indic111ted or on the occur.. 
Curth<T mention,. • c.cncc or the e-rcnt •pccificd. 

• - I 

.DEPARTJBNT.AL EECORDS Cl!~ Iet: 

T1Uo) 

7. 8. DESCRIPTION OF ITEM 
ITEM rlO. (WITH INCLUSl\'E DATES OR RETEHTIOH PERIODS) 

The Manpower Administration (MA) -enco!ll.passes a 
• 1 group of offices, services, and one bureau whic 

have been established to implement the responsi 
•·billties· assigned to the Department or· Labor 
for conducting work-experience and Manpower 
training programs and administering: the Federal 

.IState Employment Security System. Administra­

l 
I

tion of Maqpower programs is directed by.the 
Assistant ·Secretary of Labor for Manpower .. • 

I 
I 
IIn 1961, the Area -Redevelopment. Act (ARA) ·was 

passed to aid in stimulating the economies of :j 
areas of hiGh unemployment-which had been left 

,-. ••
behind ~n the process of riational de~elopment. 
Al though· the program WcJS • l:lm2..ted in scope, ! 

ICi.1<.l C t;;1ent of the •ARA ilO.S cxplici t .reC08nition 
that the Federal Government should assist 
communities which experience unusually high 
rates o~ unemployment and underemployment. 

The passage ~f the Manpower Developmeni and 
·Training Act in 1962 -represented a· greater 
innovation with broader provisions fo~ insti- J 
tional and on-the-job training coupled with 
new support of manpower research, and the requi , ~-
ment of an annual Manpower Report to the Presid nt. 

The rapid expansion of t"he economy after 1962 
was interpreted by mariy as indication that 
fiscal and monetary policies ai~ed at 1 

Co~i-esk~mQ11.''tAll i=f.C's I-M:20ru · ._r,j ,t~ 
J _ _ ;p.;:.,pl•~.~clacl.i",r b°)lfnol, t•:, >abn,ltt""'1 I& lhw Nal~<":l?'":":ijl=~~J;~••le.. • ./ ,' 4,. _R•'"-1 ~- .,~ 

1?1z./u-lllETi·--· ---~ &/0: K1rc11rtl:§.-- 4~,. ·"f'lnc- ;;L¥e.f_S:nlJo~""'- ¼11tr>-~y~$-= • 

, 
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7. S. DESCRIPTION OF ITEM 
ITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS) 

stimulating demand provided the most effective 
approach to reducing unem~loyment. Conversely, 
other economists areued that macro-economic 
-policies alone could not be relied upon to 
solve the nation's unemployment problems without 
geperating inflationary pressures. 

In the second half of the 1960 1 s these dis­
agreements were muted, as evidence showed that 

·aespiterapid increases in total employment larg 
pockets of unemployment remained. Certain 
groups, particularly minorities and youth, 
continued to experience rates of joblessness 
five to ten times that of adult married.men. 

Concern about the larse number of youn~ people 
entering the labor market with insufficient 
education and training led to the initiation 
of the Neighborhood Youth Corps and the Job 
Corps under the Economic Opportunity Act of 196+. 

Because of the sharp rise in the welfare rolls 
in the middle and late 1960 1s, the Social 
Security Act was amended to provide a work­
trainin~ program for welfare clients, coupled 
with Tinancial incentives for them to seek 
jobs. This program, set up in 1967, was sub­
stantially stren6thened by further amendments 
to the Act in 1971. 

Another approach that gained limited support 
durinG the 1960 1 s was direct job creation. 
Although it was generally believed that if 
people could be helped to increase their skills, 
they ~~uld be able to find jobs, it became 
apparent this was not always true for certain~ 
groups - for example, older people in 
eeographic areas where the local economy was 
retrogressing. As a result, several work­
experience proGrams were set up under the 
Economic Opportunity Act, including Operation 
Mainstream. 

9. 10. 
SAMPLE OR ACTION TAKENJOB NO. 

t 
i 

FoDr copies, includ.i ■ g original, to be ■ abmitted lo ••• Natio■ al Azc-hiwe ■ and Recarcb Service 
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7. 
ITEM NO. 

9. 10.8. DESCRIPTION OF ITEM 
SAMPLE OR ACTION TAKEN(WITH INCLUSIVE DATES OR RETENTION PERIODS) JOB NO. 

In the summer of 1971, establishrl'lent of a 
public service job-creation program carried 
this approach much further. Faced with a 
national unemployment rate of 6%, the Congress 
passed, and the President approved the 
E~ergency Employment Act. 

Strengthening the Federal-State employment 
service system is an additional important 
direction of action. As Manpower programs were 
built up, employment service staffs were 
enlarged, salaries improved, and new facilities 
developed .to aid in reaching di02dvantaged 
workers. By the end of 1971, computerized 
job banks were in operation in over 100 
metropolitan areas in 43 StateG. 

Within the limits permitted by existing legis­
lative authorizations, program planning has been 
.coordinated and administrative responsibility 
decentralized to regional offi~es. The propose(i 
Manpower Revenue Sharing Act, recommended by 
the Administration, would carry this process 
much further. It would make possible a flexiblP 
manpower program system, federally financed but· 
planned and operated by State and local govern­
ments in accordance with differing local needs. 

Regional offices are established in 10 areas 
throughout the U.S. Within its area of juris­
diction, each regional office is responsible 
for the planning and operation of comprehensive 
manpower programs, in cooperation with State, 
local, and private organizations within the 
region. Other public interest responsibilities 
include coordination of Manpower Administration 
activities with Federal assistance programs of 
other agencies within the region; the implemen­
tation of Manpower Administration policies on 
equal employment opportunity; and administrativi• 
and management assistance to State agencies and 
sponsors in reference to manpower programs. 

Four copiea, including original, lo 1M ■ l&hffUll•d lo the Notional Al'chi,re ■ an1d Record.- Serwic• 
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TO: GENERAL SERVICES ADMINISTRATION, -' :, NATIO"AL ARCHIVES AND R!fCOHDS SERVICE, WASHINGTON 25, D. C. 
NOTIFICATION TO AGENCY1. H<OM (AGENCY 0~ E.STABLISl-lMEND 

~ 1 j I' ('i, ,, ',':
)j I: t: I 'f) i 11/·. 

',I I...:.lLS~partrrent of Iamr I . IN ACCORDANCE WITil THE PROVISIONS OF PUBLICZ. MiUOR SU9Cl\'1S101l j ',!,•· 'J !. ,-. 
.. 'f•, t :·I)'• f 1•) 1•· LAW 91-287 DISPOSAL OF ITEMS MARKED "DISPOSAL 

')l L..1: i ,'/ C'f'r1,: APPROVED" IS AUTilORIZED.iJ : , ••~-,er A&ri.pistration '' ' .. ' .,,
l!. MINOH SUcDIVl.310N ·:. . • .. • di li /-i !:'1,'.·rrrrr :.-.rtl'; 

j1 ' ,. ··u~-'ifill:s ·m~a.ork1. ,;;\D _ . . ___ atlQ 
4. NAME Or PER:,Oti V,ITH flti~M TO CON~ER '. • , 5. TEL EXT. 

' DATE ARCIIIVIST OF TIIE UNITED STATES 
)' . '• . ' ,. 'I ! ' 

---·~.--- -
, •r• .,1., ':;6. CERTtrlCATE OF AGOICY REPF.C:SENTATIVC: 

I • • , • ' , ,,••l• j., , f ,, '1 

. I hcrei>y certify th..,t I o:n authorized to act for the head or th!• agency In n,attcn pertaining to the di•poaal or record•, and that the records deecrib~ hi thi• Iiat or 
, • • l • • ' • : • l ' , I lJ. I ~ ' '. • -~ ' ; .. • 'p • ' 

schedule or __ pa5:c1 an proposed (or diapo,al for the rcaaon indicAtcd: ("X" only one)_ ..• , ; , . , ., _:,.I.!,:;! ,:Jl ,.. ,J; , -:.: 1_: ;..'.;: ._', . : '_J'1;, ::i} .' 
A The records ha,·e D The record ■ win ctasc to hove sufficient ,mlue . :: _~,): ;, 1 /, r, :.. 

r.ca,c-d t., have auffi• □ to warra:,,t further rctt.ntion on \he c.:piratioo
dent VA~uc to warraat • or the period of Umt"' ind teated or OD the occur• ' r ·,. I • r ' 1 • • - ~ ''\ .'. ',','·,·1·1 ', 11•.~,,.•rcoceofthccvcat1pcciDed.. . !'~Jf: ~• ·~~ ·,r t ... :!r~::r ~[, •:, ,·.~ ·l!,.; ,·. ~ . . -~unb~ rctcntioo. 1 . , .•,, 

1 

,· ''•-:::; ,-; _... ; ! ·; 1·!,.Y:-~:,,y.. ····,:; _., .... 1·i ·' .• t..;, r_:,- ·:
; • :, ••; • J, • ' ; : .I.~ 'I 

• : J' J J .. , ·:, 'J( j ! . ; , . 
. r • r: :·~ , , • • • • • • , , , ' 

----,(D,,,...a_,.t.e..,..}___ 
(Si;:natwe of Agency Representative} (Tltlo) 

9. ,· 10. ., - , , . 8. DESCRIPTION OF ITEM' 7. . ' •• SAMPLE OR
• • (WITH lrlCLUSIVE DATES OR RETENTION PE(il0DS} ACTION TAKrn'ITEM NO. JOD NO. I-------------------------------,------1-------,------

:~/" ,.'::~::-_·_1 SECTION I -- RECORDS ca.·1t-'DN 'IO 1-DST OFFICES w;..11N. 0· 

__ --:./ ~ ·i; ~fi<;:e ,~istrative Files .. l€co7;'.'d5 ':1ccurm.tl.ated 1?Y 
..... , l individual offices that relate to routine internal admin-
-: •: -,..j • istration or house.keeping activities of the office rather 

. . 
_,.i. ~-_-,;{ 

,, , 

-:2- ✓ 

j than the functions for which the office. eY.ist:E.. . In . 
1.1· ge:!eral, these papers relate to the office organization,· 

office procedures and cormrJ11ications, day-to-day. admin- 1istration of office personnel, documents concerning the 1 
-! ;.

expenditure of funds in the internal administration of 1 

• t..'1e office, including budget workpapers, supplies c1nd 
office equipi'P-Ilt requests and receipts, dOC1.1ITP..nts re-
garding the use of office space and utilities, par:-,ers 

•concerning participation in errploy2e and C'Orrmunity 
affairs, C2..:-:.ipaigns, crives, • etc. These n:cords ITB.Y 

I ' i 

· j 

include copies of correspondence and reF()rts prepared in 
the office and forwarded to higher levels and other 
materials that do not serve as official documentation. 

cut off at close of fiscal year; hold one year 
and destroy. 

2. Non-ReCDrd Material. Non-record material consists of 
maten.als wlnch have no docum:mtai-y or evidential value. 
This type of material accumulates in offices as a con­
venience to personnel, but should be kept to a minimum. 
Non-record material is often found IT'ixed with official 
_files, even though this practire is cansideredf poor , 
~co~-~~geiren~Ietentiqn _o{ nan-record[ matetj.al 
is notrequired. Much of this Jnaterial should be 
destroyed without filing. If non-record materic!.l is , 
filed, ·1t should be kept separately fror.1 official recora.s1 

l'o1U cop1..1s, lncludi11f.J ori9iuCU, lo be aubn-aitlod to the National Ar~hivcs and Records Service 

•. \ 

. I 
v•~ 1 • ' ) • • !L • 
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7. 8. DEXRIF'TION OF ITEM 

ITTM NO. (WITH INCLUSIVE DATES OR RITtHTJOH PERIODS) 

9. . 
SAMPLE OR 

JOB NO. 

10. 
ACTION TAKEN 

. 
3. Reading or Chronological Files. ·Extra copies of 
correspondence prepared and rramtained by the orig.inatins 
office, used solely as.a reading or reference file for 
the convenience and inforrration of personnel. 

cut off at close of fiscal year; hold one year and 
destroy. 

4. Suspense Files. Papers arranged .in chronological 
order as a reminder that an action is required on a 
given &+..e.: a reply to action·is expected and if not 
received should be traced on a given date; or a trans­
itory paper re.ing held for reference that rray be des­
troyed on a given date. 

a. Notes and other reminders to sul:mit a rerort. 
or reply_ or take sorre action.l)e:,-tY"l' o-,, -eo-,,,,F'/et,d17
of ~ c...'t1t1?J,. .. 

b. File copies, or an extra copy of an outgoing 
o:::mnunication, filed by the date a reply is ~cted. 

J)e~t,,)' f1f ~-,ec.a,,,-C 11f r,e/fl/Y or wft~,,, I )'e.JY'
(J/t/. w~1i..h &Ve..,. I .,5<1 IJ 1'1 C!.. y; , , 

.., c. Trans1. 1-y papers held m suspense pending the 
I 
J 

ca11pletion of a forthcoming action, until a short tilre' 
durati<;>n (usually thirty days) has elapsed. 

D=stroy on date suspended. 

~ V . 5. Technical Reference !-1..aterial. Consists of copies of 
reports: studies, special corrp1.lation of data, draw.ings, 
periodicals, clippings, etc., which are needed for 
reference and -information purposes but are no.t rrade a 
part of official files. Prepared internally and extern-
ally. w/,e,, o/JJo/t!te. •.,,.,

Review annuallyt destro~e;r:iM of no further 
reference value., -h1c-'1e11e¥' ,~ ~ot>lfe./'_ 

6. ~ransitory Material. Papers of short-term interest 
which have no doC\lllY-'_ntary or evidential value and nor­
rrally need not be kept rrore than six ITOnths. Record 
keeI)Crs can combine the types of tenporary m3.terial 
shown below into on.2 transitory file arranged chrono­
logically and destroy after a short period. 

a. lbutine requests for inforrration or publica-
ti.ans· which require no ~tra_ti.ve action rJ no • policy 

, or program decisions, and no special ccrrpilations or1 
:r.es~arC:: for reply. ' 

FeD.l' c,ep?a,s, inrlc:di.no oriyinal, to h• ■ ubn"ltted to the Natio1:1Gl .llrchi••• and Record ■ :;er,rice 
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7. 
ITTM NO. I 

8 . •DESCRIPTION OF liEM 
(WITH INCLUSIVE DATES OR RETENTION PERIODS) 

Destroy i.mrediately after reply is made or infor-
mation is furnished. 

b. Letters of transmittal that do not add infor-
nation to tJ:iat oontained in the transmitted material. 

Destroy upon receipt. 

c•. Quasi-official notices, ·naroranda. and other 
papers that do not ·serve as a basis for official. actions, 
such as notices of holidays or charity and welfare fund 
appeals, bond canpaigns, and papers dealing with activi-
ties of errployee associations or unions. 

Destroy when purpose has been served. 

.· 

9. 10. 
SAMPLE OR ACTION TA!<!:tl

JOB NO. 

I 
I 

, 

-

. 

-

-

I 
I 

I .. 

Fo■ a· c:-epl..,, hu:l•ding origlu.Dl, to he sub~tlad. lo l.be Nationnl Archive ■ 11Dd Record• Serv.ice 

\ . J--- • ----------- ·--

.I 
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10.o. DEXRIPTION oF 1rcM ZA1.1;LE on7. 

I ACTION TN<C:N(WITU INCLU:;1v.:: DATCS OR Rcn.rmoN PrRIOO:;) JO:) 1..0.ITEM NO. 

----------,-----!-

SECTIOO II -- GENERl\L r-:.~-LZl.~1T 11'-JTI Pll\t-.1'-JING RECORDS 

1~ Coordirotion cmd Planninq Corrc~npndcnce Files. 
'l'hcse files consist of general correspondence, reports, 
forms, and other records on such ffi:ltters as related 
programs of other socio-economic agencies, coordination 
between Federal and State Agencies and other goverrirren 
l:x:xlies. 

Cut off at end of the fiscal year; hoJ..8. :er:,o !fO~S P RMANENT. T ansfer to FRC 
-ana zcthe 1:o Ute Federal Riilii'~l>Eiii Cen;&el!'a Bcs tr oyi.. fhen :2. years old. Offer 
five :, @8!!10 sj@u' au@efiL lo· NARS :when '£ years old, 

2. State CAMPS Plans. Files contain Cooperative Area 
•1-'..anpcwer Planru.ng Systems (CAMPS) plans for each State 
within the region. Included are mrrespondence, re­
ports, etc. regarding the activities, meetings, and 
operations of the State and ·area CAMPS corrmittees in 
ronnection with their plan. 'Ihese files are also 
maintained by the States. PER ANENT, Transfer to FRC 

Cut off at end of fiscal year; keld £eur yesl!'s klieJl 2. years old. Offer, 
if.a NARS :w.hen .S: years old. 

3. G?IE? Grant Files. These are essentially extra 
copies of those docurno._nts in the official mntract file­
such as the mntract, rrodificatior:.s, requests to pur­
chase equiprent, and other related papers. 

Cut off at end of fiscal year in which contract 
terminates; hold one year and destroy. 

4. Controlled Congressional Inquiry Cbrresp::>ndence. 
Files consist of RO copies of Congressional correspond­
ence which is channeled through the NO. 

Cut off at end of fiscal year; hold one year and 
destroy. 

5. Non-Controlled Congressional or Priority,Correspond­
e.'1ce. Files consist of corresponc:ence between individu­
als and RO about MA programs signed at regional level. 

Cut off at end of fiscal year; hold one year and 
destroy. 

6. Equal Employrrent Op:portunity Program Correspondence 
Files. These files are conprised of forms, re_ports, 
correspondence relating to the general administration 
and O:t)eration of the regional EEO Program. 

Cut off at end of fiscal year; hold two.years and 
retire to -the FRC. Destroy five years after cutoff.. 

r.~ 11epEe•, laol•diag original, lo be aubmlttod to lhe Ha.lionul Arcbi...-e11 aa.d lteC"orda Service 

http:consa.st
https://Planru.ng
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9. 10. I8. DESt:FllPTION CF ITEM7. SA~IPLE OR ACrlON TAKE.If(WITH INCLUSIVE DATES OR RrTENTION PERIODS)ITEM HO. JOB NO. 

7. Equal Dr.Pl~~ 9r??rtunit-J Corrc:ilaint Case Files. 
IX>....-uirents icu.ect111g conplaints of contractor or sponsor 
ps!rsonnel concenririg equal errployrrent opportunity. 
Included are carplaints, transmittal letters, inventiga­
tive fut.a and sumraries, finding of fact staterrents, 
fif'a.l dis~,:d.t5.r,n reports, acceptance staterrents, with­
drawal notices, c:.nd similar papers. 

Cut off at er.a of fiscal year when final action is 
carpleted; hold· t\-.u yeays and retire to FRC. Destroy 
se\'El'l years after cutoff. 

8. Incentive A\o,-ard Cace Files. These records are com­
prised both of suggestions and honor awards. Suggestion 
files consist of .l\n Idea For Irrprovement, DL Fonn 1-:-120; 
attachrrents or eyJribits if applicable; Suggestion Evalu­
ation, DL Fonn 1-234; Authorization to Issue An Award 
Check, DL Fc:rm 1-211; rejection notice; and related 
correspondence. Honor awards consist of Nomination for 
Perfo~..nce Award, MA Fonn 1-8; certifying letters; 
sa.irples of work or evaluations; position descriptions; 
other supf,Ort:ing papers; Notice of Approval of Quality 
Increase, I-ft.A Fonn 1-46; or Authorization to Issue an 
Awat"d Check, DL Form 1-211.. 

Cut off closed cases at end of fiscal year; hold 
thr.ee years 2.ncl destroy. 

9. ~.w-c.trd Control Files. Docurrents used in registering 
and conuuil.Jr.g errployee suggestions and pcrfonnance 
award recomrendations. Included are logs, registers, 
etc. 

Cut off at· er.d of fiscal year; hold three years and 
destroy. 

10. Av.1ard Report riles. Docurrents created to provide 
infonm.t1on on participation, award 2.pprovals, savings 
realizci, and ott,er infornation about the incentive 
awards program. 

Cut off at end of the fiscal year; hold three years 
and destroy. 

11. Managerre.'1t Irnprcvement Project. Files. Background 
materials, sud1 as ar,alyses, notes, drafts, charts, 
interim reports. and other similar workpapers generated 
during the project conc0.n1ing actions or changes in the 
rran."1er or rrethc<l of plarming, directing, controiling, or 
doing \'.Urk, which results jn increased effectiveness, 
efficiency and economy. Usually found in .Managerrent 
Analysis offices. 

l"•ar coplos:1 hac:ludiag odpinul, lo be au.l>ra.il~td to tl:1e Nc.1:oaol Archlve.w aud ll•col'da Servica 
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'7. 
ITEM NO. 

8 OESCr.lPTION OF ITI.M 
(IVITH l!!CLUSl>'E D~TES OR RETENTIOl'I PERIODS) 

9. 
S.~MPLE OR 

JOB NO. 

JO, 
ACTION TAKE!l 

Cut off carpleted projects at end of the fiscal 
year;.hold three years'an1 destroy. 

12. Manaqerrent I.'Tlproverrent ·Project Sc.h'?dules. Docurrents 
used to identify, define, and schedule action on projects 
for improving a.nd rf;(lucing cost of MA operations. In­
cltrled are schedule of managerrent improver.ent projects, 
and related papers consisting of Project Assignrrent 
Sheet, DL Form 1-1002; Manr1.gerrent Effectiveness, MA Fonn 
4-52; Report of Cost Peduction Objectives and Savings, 
·DL Form 1-217. 

Cut off at end• of the fiscal year; hold th."l:'ee years
and destroy. 
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• Job No. _____ Page_7__ 
or __ pagcs 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Conlinuat.ion Sheet 

7. 
ITEM NO. 

11 

9.8. DESCRIPTION OF ITEM 10.
SAMPLE OR{WrTH lr;:Lus1vi: DATES ca RETEKTION PERIODS) ACTION TAKENJOB NO. 

SECrION III - GENERAL AJ:l-ill-ITSTRATIOO AND MANAGEMENT 
RFXX)'PDS 

' 1. _Administration and Managerrent Program Corresp0ndence 
Files. These files ronsist of correspondence, reports, 
forms, and ot.~er records created in administering vari­
ous programs usually fotmd in Administratio~ and Manage­
irent Services Offices, such as Fiscal lv1..anagerrent, ADP, 
Contract Administration, Properl-y, Training, State 
Personnel, ManageJ'l'ent Analysis, Managerrent Information 
Systems and Reporting. 'Ihese are files related to A&MS 
programs, and sr.ould not be confused with Office 
Administrative Files. 

Cut off at end of the fiscal year; hold two years 
and retire to the Federal Records Center. Destroy 
five years afu:.r cut.off. .· 

2. Financial r-1:magerrent Program CorresF9ndence Files.J-0 
_ Ge.i-ieral corres:i:;onde.-icc,. reports, forms and other papers 

created by the regions, which 1:elate to the -basic -- -
responsibilities, operations, and administration of 
financial trer.agem=-..nt activities. These activities in-
clude ·such areas as state and project fiscal rranagerrent 
and budget. '!he files are s.irrilar to the types of 
rerords contaiI1ed jn Item 1 obove, hCJ.v'ever; they are 
usually r.iainta:ined separately. 

Cut_off at end of fi~cal year; hold two year~ and 
retire to FRC. Destroy fiveyears -after cutoff. - -

4/ 

3. Stat.e EhlJ?loyh:""-11t Security Age.ncv Go...neral ·.Aclrninistra­
tion Corresa:x,dence Files. Thes~ files consist of 
correspondence, rqx,rts, f01_111S, etc., relatmg to the 
general administration of State ES Agencies. 'l:i'Pical 
subjects incluce : Personnel Counseling, ·weekly Status 
Reports, Hiring Rep::irts, State Personnel Administration 
Merit System, Evaluations, State Fiscal, Complaints, 
and D~scriminations (case Files). 

cut off at end c,f fiscal year; M3..e. :er."3 Y@M"B and 
>~- '6 -IJ:;ljjli~tn1~!!!1!!oEe~~!e--iFR~G~f~e~rl!'--iila-"'~l!ji'i!'@ess,-,aadetete:~i~L~~~ol!'lnmal~}aeeetrm!lt!'7,.."'""L+ih~c~a~a~c~s~!!~l!''l!l8or;y•• khen=s::::1 ear~ old. 

tr.tansfet to FRC when 
,.-3::_years c ld. D.ESTRO~ 

4. Stat8 Pe~sonnel Materials Files. 'Ihese files con­,2. )._ 
tain the State's annual summaries of classification 
and compensation; changes in salaries; analyses of 
comparibility of salaries; position classifications; 
merit system rules regulations and laws· Minority 

rolU' copia:., lucJ•din~ "r:giaal, lo l:.c- hU>ntillecl lo lbe Nolional J.schi••• and Re1.:on\• Service 
J9-6V428-2 G~O 
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REQUF.ST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7. 
ITEM NO. 

,v--·'/U 

)._~ 

e. DESl:RIPTION OF ITEM 
(WITH INCLUSIVE DATES OR RETENTION PERIODS) 

Staffing Plans; and other related papers. 

.~/!fl;_ 1-..1.il.l-fiil~B:!H@~e!l"t~~r-ee,.,,"@@@B'"""l~~k~e=-!1'1.'t--ES":Y~~~Q~~~i;;.Q.Q&B:@s@@&t-;s _,. v t;e~,.,, 111 l ti; "1 
t:(. A-,,~v.L/ 5fl'#f,,,dY(fj - f)e~'-'J0✓ ,.,,, 

of rr"/'l'd m. 
4. otl>eY- -,,,,-ce¥'Jl/- (}e,tr,y whe71 5t//Jet".s~"1e. , 

5. State EmPlo ent Securi Aaen Fiscal 
M:inage'Tent f'.1 es. These £1les are rramt.amed m n:gicnal 
offices of l"'...Z\. and relate directly to the operation and 
administration of State ES Agencies. Included are such 
i terns as: Supplerer1tal Budget Request and Operating 
Arrendrrent, MA 2-42; Approved Operating Budget .and CiJliga­
tional Authority, MA 2-64; Notification of Obligational 
Authority, MA 2-134; description of budget items and I 
costs; Budget Schedules; Equiprrent Purc.'mse, P-ental of I 
Replace:rrent RGqUests; Letter of Credit, SF-1193; Authorizefi 
Signature Card, SF-1194; State Cost Allocation Plans and I 
regional cffi_ce corrmsnts; and correspondence dii:ectly 
related to the operation of State ESA budget and fiscal 
activities. 

Cut off at end of fiscal year; hold three years and 
retire to FRC. Destroy four years after audits have 
been corrpleted and all audit exceptions have been re­
solved. 

6. Request for Approval of DqJenditures for Rental of 
Office Space. These files contain offers to lease ~pace 
to State ESA, rorrespondence between FSA and le,ssor and 
between ESA and r-11.. Also included are 1raps, floor plans, 
Requests for Approval of Expenditures for Repairs and 
Alterations and related papers. Basically, this is a 
typical leas<.= file except that it does not contain the 
lease itself. These exp-2nditures are approved by the P-MA..

I Cut off when agency rroves from the building; hold 
two y2ars and retire to FRC. Destroy after four addition­
al years. 

7. State Emlovrrent Security Agency Personnel Surety 
Bond Files. 'l'hese files nay be designated as Banding 

a11gerrents in regional offices. 'Ihey include official 
copies of bonds, pc:r.•;ers of attorney, riders, and related 
documents for State ES Agenc-.1 perscnnel. 

•~t-9ff_when bond. becares inactive; transfer to; FRC 
.~en -~c{lurre warrants. D2stroy 15 years after tond becomes,· 
jmactive. 

9. 10. 
SAMPLE OR ACTION TAKEN

JOB NO. 

___i_1___________.....;___________________..:,_______,___-:----
ronr c ..pic-s, lacladiut' nrigianl, to l:e auh1nUted lu the- Nutiont..1 ArchiYci• and P.econ!o Sesvice 

) 

http:jmactl.ve
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

9. 10.8. DESCRIPTION OF ITEM7. SAMPLE OR ACTION TAKENITEM NO. (VlrTH INCLUSIVE DATts OR RITENTIOH PERIODS) JOB NO. 

8. Collateral Security Adjusbrent Files. Consist of 
regional office copies of correspondence between Mar.paver 
Administration national office and banks in the region. 
Correspondence designates the arrount of coll.ateral banks 
must hold_in security for deposits of ES funds. 

D:!stroy obsolete bank re:;ruirerrents when superseded. 

9. ReP?rt of Audit Files. Contain Report of Audit by 
OOL auditors i;:erfomed on State ES Agencies: ~ts to 
th~ State ESA by regional offices; action taken to irnprov~ 
procedures, etc.; settlerrent correspondence between State 
ESA, OOL national offfr:e, and regional office. 

Cut off when audit report corrpleted and all except­
ions resolved. I:estroy along with records to which they 
pertain. 

10. Budget Instruction Files. Regional office copies of 
clrafts of budget instructions to State ES Agencies to usej 
in canpiling their budgets: ccmrents on public laws: fis­
cal p::>licies; fiscal letters from national office: a.nd 
other related papers. , 

Cut off at end of the fiscal year covered. Hold 
two years and transfer to FRC if volUire warrants. I:es­
tl.uy four years after cutoff. 

11. Financial Management Special Project Files. 'Ihese 
files relate to special projects to implerrBnt various 
types of financial nBnagerrent systems. 'Ihey include such 
items as organization charts, Gantt charts, progress I 
reports, worksheets, corresp:,ndence and other.papers 
related to the specific project. An exarrrple of a project! 
\-."Ould be Implerrf'-.ntation of Cost Accountinq. 

Cut off at e..'1.d of fiscal year in which project can­
pleted; hold three years and destroy. 

12. STEP Aqreerrent Files. Official file for Supplement 
Training and Etr.ploym::.,:nt Program ccintracts or agreeirents, 
IIB.intained in the State and Project Fiscal .Manag<:rrent 
Office. Consist of application for Project under the 
Supple-rental Training and Prr.ployrrent Program, MA 6-20; 
Supplerrental Budget Request and cperating Budget Am2.nd­
rrents, MA 2-42. 

Cut off at end of fiscal year when project is termin­
ated; hold two years ar,d- retire to FRC. D2stroy six 
years after ci..1-i.:.off. 

roua copie ■ , l.acl•dinp original, lo La aubrn.llled to the No.lionul A..c-hiv•• oncl J?.acorchr Se.-Ylce 
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7. 
ITEM NO. 

8. DESCRIPTION OF ITEM 
(WITH INCLUSIV( DATES OR RETENTION PERIODS) 

9. 
SAMPLE OR 

JOB NO. 

10. 
ACTION TAKEN 

13. Budget cmd Fiscal Re:port Files. 'Ihese files are 
maintained in the RO State and Project Fiscal Managerrent 
Offices and ccnsist of copies of docurrents prepared in 
State ES Agency and transmitted to MA national office. 
Included are such items as: MDTA All~1ance Funds, 
MA 2-17; Status of Obligational Authority, MA 2-44; Re­
:[X)rt 60; R..oeonciliation of liability to MA, MA 2-66; 
Request for Additional UI Contingency Positions for the 
Quarter, MA 2-104; Statenent of Expenditures and Finan­
cial Condition of Fe<l-2ral Funds Unemployment Canpensation 
for Federal Th,ployees, Ex-Servicemen and Veterans, ES-191 
Request for Federal Funds for Payrrent of Unemployment 
C.Onpensation for Federal Flnployees, Ex-Servicemen and 
Veterans, F.5-190; Authorization to obligate· funds for 
une:rrployne.,t corrpensation, MA 2-68; Staterrerit-·of Expendi­
tures and Financial Condition of Federal Funds for Paymen 
of Tcrrp:)rart Extended Unemployment Canpensation, F.5-181; 
Personnel Tine Re:r;ort; MA 2-16. 

C,~t. c!:f at e-.d cf fi.s:-:.>l ye~; hold t.-:o yE:ars ar;.d 
destroy. 

14. Funds Receipt & CUstody ReCXJrds. These files are 
ccnprised of doci.:rrrents reflecting the collection, custody 
and deposit of funds, exclusive of those docurrents main­
tained in the Payment Folder. Typical •items include 
Voucher and Schedule of Pa:yrrent, SF 1166 and SF 1167; 
Schedule of Cancelled Chec¥.s, SF 1098; Request for. 
Issuance of Replacement Checks, SF 1147; Certificate of 
Deposit, 8F 219; Staterrent of Transaction, SF.224. Note 
that the Payrrent Folder or File is. merged with the 
Official Contract Fjle when tenninated. 

Cut off at end of the fiscal year; hold one year and 
retire to the FRC if volurre warrants. D=stroy four 
years after cutoff. 

15. 1-:arn::x:1.-.rer Ad:tinistration Contract Files. These files 
consisi:'of the recorci copies of papc--rs (including 
correspon<lence) d~--urre.'1ting actions taken during the 
history of e:ach rranrx:,wer tralning or developm2I1t project 
identified by any of several narres, including: MDTA, 
JOBS, NYC, WilJ, PSC, CEP, OJT, Ne-,,; careers, C)f,eration 
Mainstream, EEA, Grants, E & D Projects, and others. 
These project files are sectiona.lized into t,½e following 
basic areas: Proposal; Contract and H::x:li.fications; Sub­
Contracts; ProP2rty; Close-out; Fiscal. 

J0-6Y428-3 GPCFoll.I' t'(lpi,.s, inclnd..ing ol'iginol., to bu auhm.illecl lo the National Archive• a.ad Rf'co1d• Sel'vice 
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REQUEST FOR AU'rHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7. 
ITEM NO. 

8. OESCRIPTION OF ITEM 
(WITH INCLUSIVE DATES OR RETENTION PERIODS) 

9. 
SAMPLEOR 

JOB NO. 
• 

10. 
ACTION TAKEN 

The length of the list of fontlS and docurrents in contract 
files precludes itemizing them here. MA. Form 3-16, 
Official Contract File Olecklist, contains a listing of 
filldocurren~. I 

I 

a. Officifil File Copy. cut off on termination of 
the contract or on finfil payrrent, whichever is later; 
hold one year from the end of the fiscal year in which 
the cxmtract terminates or finfil payrrent received, and 
transfer to the~. Destroy six years after cutoff. 

b. Contract Docurrents Extra Copy Files. These files 
consist of duplicate copies of docurren~ in the Officifil 
File and are maintained in Area Cperations Offices, OPTS 
Offices, and others. Destroy when terminated if no 
longer needed for reference. These terminated files 
should in all cases be destroyed within three.-rronths· 
of termination since they contain no record copies. 

16. Project Data Card Files. These files consist of 
project data cards for the different Manpc:Mer programs 
such as .Mrr'...A, WIN, CEP, EEA, EOA, JOBS, JOPS, etc. 
The cards are used as statistical input for Operations 
Planning & Control System and as keyplll1ch input on EEA 
program. Each card sho.vs identifying infonration about 
the individual project including city, county, SMSA 
codes; keypunch coding; S[X)nsor narre and address; project 
director; contract nurrber; contract date; occuoation and 
oor codes and number of trainees; enrollment info~tion; 
funds data; and narrative staterrent. 

cut off terminated projects at end of fiscal year; 
hold two years ·and dest..'"Oy. 

17. Skills Sun.-eys .Files. Copies of skills surveys by 
States. 'I'hese c.re duplicates of files maintained in the 
nationfil office. 

Cut off at end of fiscfil year; hold b.'O years for 
reference, then destroy. 

18. Research Contracts Printed Reports Files. These 
records consist of printed re[X)rts by institutions or by 
individuals er labor problems, conditions, etc., and are 
used as reference files. 

Destro~ when five ye~s old or reference value is 
ex,"1austed. Lff a referE:!nce library is maintained in the , 
regional office, these re:;_JOrts s116uld be included and . ,..:1 
could :r;:ossibly be retained for longer period.so-' ?}011--rec.i)~llf~ 

Toa.r ccpiu, including original, lo be 1abmltted to lhe Nolionol ArchivH ond Recortb Service 16-60'28--3 

http:exhaust.ed
https://period.so
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuafion Sheet 

9. 10.8. DESCRIPTION OF ITEM7. SAMPLE OR ACTION TAKEN(\"IITH IHCL~SIVE DATES OR RET I HTI0N PERIODS)ITEM NO. JOB NO. 

Area Mam:o.ver Revie.v Files. 'Ihese files consist of 
P..gencies, sha.ving ernploy­

etc. 

_ 

19. 
narratives compiled by State ES 
irent, manpc,.ver resources, estimates of unemployment, 
'Ihese are copies of c:1ocuncnts sent to the national office. 

Cut off at end of fiscal year; hold two years and 
destroy. 

20. Position Description Files. Docurrents describing 
duties, responsibilities, and sup2rvisory relationships 
of each position in the I<egional Office, Optional Fonn 
8. Maintained in Administration and r-,<,anagerrent Services 
offices, these are extra copies of official files main­
tained in Regional Administrative Office. 
• Destroy UfX)n supersession or abolishrrent of the 
p::>sition. 

21. Administrative Copy Persornel Documents. These 
items are maintained jn Administration and Management 
Services offices and are copies of official file d__QCU-

- - :rrentsrnaintained- in the RAO.•• Items included-are SF-50;-
Personnel Action; SF-52, Request for Personnel Action; 
SF-7 Service Record Cards; Performance Evaluation; 
"Skeleton" Personnel Folders; and other docurrents which 
are copies of official file docurrents maint.p.ined by the 
RAO. 

Cut off at end of the fiscal year, hold one year 
and des~. __ __ __ __ 

22. Requisition Files.· 'I"nese records consist of 
Requisitions £or Eqillprent and Supplies, DL Form 1-1; 
Requisition for Printing GSA Fonn 50; and other 
requisitions for non-personal services. These are copies 
of the fonn.s sent to the RAO. 

O;.t off at end of fiscal year; hold one year and 
destroy. 

23. Administrative Co>::>ies of Payment Authorization 
D::>cuments. 1hese files ccnsist of extra copies of bills 
or invoices received from companies supplying goods and 
services to the Manpcwer M.m.inistration. Typical items 
include copies of telephor.e bills, invoices for services 
and equip:rent, etc. Originals are ccx:led by appropriation 
approved for payment, and roured to ti.1-ie BAO, ¼'ho rrain­
tains official fil8. 

Cut off at end of fiscal ycc:.r, hold one y~:rr and 
destroy. 

Four copitt1, including originat, to- he submitled to the Notional Archive• ond Record.a S•l'vice 
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9. 10.8. DESCRIPTIOII 01' ITEM7. 
SAMPLE OR ACTION TAKEN(WITH INCLUSIVE 0,_TC~ OR RElEHTIOH PCRIODS)ITEM NO. JOO NO. 

24. Administrative Cbpies of Travel and Transportation 
Docurrents. These file's are accumulated in Administration 
and P..anag€l'Tel1t Services· offices and include extra copies 
of travel and transportation o.ocum2nts of these originals 
in the PAO. Included arc copies of Travel Authorizations, 
Travel Vouchers, Travel P.equisitions, Requests for Ad­
vance of Funds, and other dOC\.lITP.Jlts related to official 
travel including pcrrrBne..'1t change of Gtation • docurrents. 
Copies are used for funds control purposes. 

Cut off at end of the fiscal year; hold one year 
and destroy. 

25. Training General Administrative Files. Cocuments 
relating to the general administration of errployee 
training programs, such as announceiTents and schedules 
of training courses and seminars, inventories of availa­
ble training resources, requests for information on 
training activities, and similar papers. 

cut off at end of the fiscal year; hold tv.-o years 
and dest....-oy. 

26. Training Re!,X)rt Files. DJcurrents reflecting actual 
trairu.ng progress and accorrplish.rrents. Along with 
directly related papers, this file includes quarterly, 
semi-annual, or annual re!,X)rts of training acconplish­
ire.nts; surrrnary re!,X)rts, special training re!_X)rts; 
listings and re!_X)rts of employees trained; study re!_X)rts, 

- and coordinating actions. • 
,cut off at end of the fiscal year; hold two years 

and retire to the Federal Records Center ·if volurre 
warrants. Destroy five years after cutoff. 

27. Training Record Files. Tralling achie\7E'ln311t records 
and cards shat!lng history of individual employees. 
Arranged alphabetically by errployee n3.ITle. 

Destroy individual record upon separation or 
retirerrent of errployee. 

28. Individual Trainee Files. Case files containing 
applications, sche:dules, ccrtificates, rep:)rts of progres!p 
and attendance, and related c7.ata concerning individual 
crrployee participating in th2 collec;e trainee or other 
fo.:r::mal technical or clerical training program under a 
training agreerre.nt. 

Cut off at the .3,.d of f:i.scul year follo.-1ing corrple­
tion of trci..ning; hold f.1.ve y~ars and destroy. 

_____.:.._.________________________~--------------
Fc)IU ,:11vics, inc1uclinq oliniaal, ta L-c .aubmitfcd lo lhe 1Jotional n. ·cbivf's o..icl Record. Service 1U-6Gl28-3 GPO 
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REQU:CST FOR AUTHORITY 'l'O DISPOSE OF RECORDS-Continuation Sheet: 

9. 10.8. OESCRlf'TION OF ITEM7. 
SMIPLEOR ACTION TAKEN(WITH INCLUSIVE DAT[S OR RlTENTION PERIODS)ITEM NO. JOB NO. 

29. Training Participation Reoords. These files consist 
of fonTLS shruing enployee reque_s_ts for training courses, 
approvals, costs, location, statenents of evaluation of 
the training, etc. Included are Assigrurent to Training 
Received, DL Form 1-101 and Ret=0rt and Record of Training 
Received, DL Form 98. 'Ihe folla...ring disposition stand­
ards apply if these documents are maintained exclusive of 
individual training remrd files. 

cut off at end of the fiscal year; hold five years 
and destroy. 

30. R...oqional Training Plan Files. These reoords consist 
of pape!'."s accur.iulated in corrpiling the Regional Training 
Plan. Ir.clu:led are copies of correst=0ndence_sha.ving 
proposed training courses, ooncurrences, app:rpvals, and 
related iteni.s. A final of the approved Regional Training 
Plan is included. 

t/ff 
.a✓ 

),~~. 

cut off at e..'1d of the fiscal year; hold five years 
and dc::t.J:vy. 

31. Records Tr~nsmittal and Rec~ipt Files. These files 
consist-of SF 135, Records Transmittal and Receipt, 
covering r2cords transferred to a Federal Records Center. 

- CUt off at the end of each fiscal year, and hold in 
active files. Destroy when records transmitted on the 
S?-135 ha_ve l:)een 4il,i_oke}'ea by the Federal Records Center. 

- - . qJJf)oSeo/ c,f-_ -- -- - • - -

-. 

Four copie•, i.11~lu.ding origiao.l, lo he 11nbmitlod to the National Al'chive ■ and Recorcl..a Sarvice 

http:NOVl"",!.rr


15 
\.. ·-

- Joi, No,----- Page: 
<,[ __ pug01; 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

9.8. OE::;cf<IPTION OF ITEM 10.7. 
SAMPLE OR(WITH INCLU!;IVE DATE:. OR RU(NTION PC:RIODS) ACTION TAKENllEM NO. JO!l NO. 

ECTION IV -- PR::X:;m:,_y l'JID TEO-rITOL SERVICES PRC'GRA.."1 FILES 

!fO . Corres:x)ndence Files. These consist of correspondence 
q:::orts, forms ar.d ot.'1er records created in rendering 
rogra.--n and tec.'1!".ical services to }~i operational ~its, 
tat.e ES age.'1cies, other sponsors a11d related activities. 
nese files are rra.intained in OPTS fu~d are classified 
ccorciing to the MA. Uniform Files Classification Guide. 

II/ ,_. .. ical subjects include : Testi.--ig a:-.d Test Develoµrent, 
rk 5arrpling, Job Bank, Youth and r,,linority Programs, '"""7{/ upportive Services, Basic Education, Counseling, Outreach>1 . 
d Recrui'Ol'i2nt, Orientation, Errployer Services, Imnigra­

ion, Placement, and program areas, such as EEA (PEP), 
'VIN, CEP, Food Starrp, JOBS, -eee-./V)'C., 

cut off at end of fiscal year, -R03:d one '.'.ilea-!!' aae 

Alien-Ermloyment Certification Case Files. Consist 
f Form letter 71-48, Application for Alien Employment 
rtification; ES 575-A (MA 7-S0A), Application for Alien 

, loyment Certification-Staterrent of Qualifications of 
ien; MA 7-S0B, Job Offer for Alien Errployr.ent; ES 575, 
ans:nittal .Merrorandi..nn. Large voltr.e, filed a_lphabeticall 
narre of enployer. (Terminated files) 
- cut off at final action; }:-1..old two years and transfer 

FRC. Destroy five years after cutoff. 

. Irrmigration Case Files. Contain Regional Revie-;ing , 
fficer's decisions and correspondence with applicants for 
lien employment certification and appellants from deter-

tions by the Regional Certifying Officer. • •0 
• 

cut off closed cases at the en¢ of the fiscal year; 
ld two years and retire to FRC. Destroy five y~s 

fter cutoff. 

,::'-JV Fann labor and Rural :r,<..2.I1J?C1,ver Program, General 
;/ r.::-esoondence Files. These records consist of files and. 

'eports related to the operation and administration of the 
arm Labor Program. Typical subjects include: Small 

•ties Program; Concerted Services Program; Fann 
1echanization; Migrant Fann Labor Centers and Rest Stops; 
.ealth Standards; Migrant Labor Ca.rrips; Wheat Harvest; 

icultural Day Haul Program; and reports such as "In­
easons" Farm Labor Report, ES 223; Annual Agricultural 

Fool Processing Report, ES 225. 
cut off at end of fiscal year; hold two years and 

etire to FRC. Destroy five years after cutoff. 

sfer tQ ·FRC 

J 

roll.I' copi.e•, including original, to bo aa.brnilled lo the National Jl.l'ohlvea oncl Reoord.a Servioe 

http:aa.brniU.cl
https://Merrorandi..nn
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REQUEST FOR AUTHORITY ':'O DiSPOSE OF RECORDS-Continuation Sneet 

8. DESCRIPTION OF ITEM1. 
ITEM NO. ' (WITH INCLUSIVE DAT CS or. RErENTION PERIODS) 

5. Fan,1 :..,ah::,r i='i:-~istration Casa rilc5. Co."1.sist of 
A;>plic~tio.T'l for Fann I..itlx>r r...o..."1tractor Certificate of 
Pegistratio:n; Fann L3oor Contractors• Activities Investi­
gation RePJrt~ Insurance Policy; Fin9erprints; Transmittal 
Letters; and other related papE:rs. 

Cut off at end of fiscal yec.r. Bring fo:rward renewal 
cases; hold cases not renewed for b..:o year.s·and retire to 
FOC. Destroy five years after cutoff. 

S',5'v' 6. Contract D::>currr->....nts Extra Copy Files. See Item 15 b 

9. 10. 
SM1PLEOR ACTION TAKE.N

JOS NO. 

u.--ider General Administration and Vian.agem:mt Records, 
Section III . 

./ 7. ~bdel Cities Project Files. 1'.rranged by city and pro­
ject unc.er that city. They ccntain correspci."1dence, action 
plans, OOL a'1d other agen.C\J reviSl!.vS, rep:)rts and related 

I 

papers. 'lhese also are comprised of extra copies of HUD __., ____ ,: _, ........ _..:..........~. 
I· 

57 ✓ 
Cut off at end of fiscal year in which project is 

rompleted; hold one year and destroy. 

8. !vt:x:l.el Cities 1'..cnti.nistrati·,-e Files. 'rt1ese files oon­
sist of corresp::mdcnce, repcr--....s, navspa,1:)Cr clippings clI1d 
other papers relating to the N::xiel Cities program. Since 
M:xlel Cities is a Ht.ID progra'TI th-2se are ?r:unarily extra 
copies and are of_short-ter:m reference value. 

Cut off quarterly; 1'.old one quarter and destroy. 

, 

roa.r copie•, Including original, lo be aul.trn.iUed la the ~otiona.l Archive• anci R•co1J.a Sc-rvice 

http:re-viS'!.vs
https://vt:x:l.el
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REQUEST -FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Shcc:t 

7. 8. DEXfllPTION OF ITEM 
ITEM NO. (WITH INCLUSIVC DATES OR RCl LNT ION PtRIOOS) 

51. 
SAMPLE OR 

Joa NO. 

10. 
ACTION TAKEN 

. SECTIO.'J V -- JOB COP.PS PROSRAM FIIES 

1. Job Corps Program Correspondence. Files accumulated 
by regional offices d~ting the basic responsibilities 
operations, and administration of t..11.e Job Corps function. 
T.hese files ronsist of routine rorrespondence, reports, 
fonrs, and other records specifically related to Job 
Corps. A..'"Tanged according to the Man:pc:Mer Administration 
Uniform Files Classification Guide. ~tR:ij~~~mNT. , l'"arrsfer to FRO 

Cut off at end of the fiscal year; •lien :2.. Ye pld. Offer, . ' 

L.fle:--e~~ie!!i...ee-~e:-➔~~"""'-@o!~~~M!'@~"l!!"l'!"~~e+...,..!!!e!N..lQ NARS :wh~n £r~as:$ olcl,, 

• I 

I 
i 
I • 

... 

.51 

{O ✓ 

6( ✓ 

2. Official Job Corpsrren1ber Records. Conprised of the j NN 
foll~ing folders: Personnel, JC Fenn 48b (See JC Inst. 
69-1, para. 6, for forms listing), Health, JC Form 48, 
Educational, JC Form 48 c, and 0ther related papers. 
Maintained alphabetically by narre. 

Transfer folders of separated enrollees to inactive 
file on separation. Transfer folders to FRC 30 days after 
separation. Destroy 75 years after date of birth of 
Corpsmen. 

3. JC Placerrent Record Card. Job Corps SW Form 4-18, 
Record Card. Filed alphabetically by name. Maintained 
for-statistical purposes. Sha.vs separation date, center, 
date sent, disposition, h~ placed, date record retired, 
and FRC Accession n1.]'Tll)er. 

Cut off terminated cards at end of fiscal year; hold' 
ee years and destroy. 

4. Selection-Assignrrent Control Card. Files ~ist of 
ob Corps Form 113, Selection-Assignrrent Control Card, 

filed alphabetically by male• and fe.Tale. ShCMs identifi­
tion, when assigned, reason for cancellation, na:rre and 

ddress of screening agency, and reading test score. 
Cut off at end of fiscal year, hold one year and 

ansfer to FRC. Destroy six years after cutoff. 

Job Corps P.ssi~t Files. Data submitted by 
creening agency on.. individuals for assignment to center. 
nsist of OEG Form 16 (MA 6-52), Corps Data Sheet; JC 

orm 1 (MA 6-53), Job Corps Health Questionnaire; JC Form 
Staterrent fran Institution; Letter requesting Waiver; 

Form 4-6, Review of Medical Report; JC Form 107 (MA· 
-66), Notice of Inoorrplete Application. All items 
uplicated in Job Corpsm2Il Folder. Large volurre chrono­
ogically arranged. 

169-13~ 

Fouz copl• ■1 iaclud.i.ag originGI, lo be, al&Lmilled lo the NotioncJ A.-ghiv•• and Recol'&I S•~vi11e 

http:laclucli.Dg
http:ferre.Le
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7. 
ITf.M NO. 

8 DESC"!IPTION OF ITEM 9. 
(WITH INCLUSIVE DATES OR RETENTll)N Pt~IODS) SAMPLE OR 

JOB NO. 

10. 
ACTION TAKEN 

CUt off at end of FY fol.J.cMi.ng shiµrent; hold one 
year and destroy. . 

6. • Job Corps EnrolLrrent and Departure Report.\ Consist 
of JC Form 83 (!·Ii\ 6-57) , EnrolJJrent and Departure Report. 
Duplicated in Fersonnel Folder. 

Cut off at end of fl.seal year; hold two years and 
destroy. 

7. Job Corps I~ Tickets. Files oonsist of regional 
office transportation uni£ oopies of JC Fem 16 (W\ 6-26) 
Job Corps I-hal Ticket. Filed by serial nurrber. Origin­
als presented for payrrent.to U.S. Anny' Finance Center. 

Cut off at end of fiscal year; hold one year and 
trc::n.sfer to FTC. Destroy four years after cutoff. 

8. Job Cbrps Trans?Ort...ation P.~ts. Files oonsist of 
regional office transportation unit copies of SF 1169a, 

'--'-,."r··-,-,1'.' -•-•,-. -------·'- • ,..,_ __: ___ _: ___ ,_ ----,.-"~-A to T1,.. "-• -
•Lu..l.!,;.)t"-' -ci.'--,,V,1," .a.\l.-":1Y'-tJ'-• ·---'-':j--'-~.J r---'~1.'-C.,:""'4._ v • ..J. ~--...... :.. --:-

Finance Center. Filed mr.'.erically by serial nurrber. 
Cut off at end of fiscal year; hold one year and 

transfer to FRC. Destroy four years after cutoff. 

9 .- ,Tob Corps .r-bver:e1t Folders. Files CX)nsist of JC Form 
88 (i:-lA 6-31), Job Corps Reservation Record; shewing itin­
eracy and costs i..., draft fonn, JC Form 509, Job Corps 
itineracy--in final form and·-cther related papers. -Filed..:-­
JC noverrent nurr.ber and ce.."lter. 

Cut off corrpleterl folcers at end of fiscal year; 
hold one year and transfer to FOC. Dest...--oy four years 
after cutoff. 

10. Incic1.ental Expense Voucher Files. n-iese files con­
sist of SF 1165, Voucher ar.d Scl1cdule of Payrrents, ·a'1d 
SF ll67, Co.'1tinuacior.. Sheet. Vouchers cover Corpsrrern­
ber' s incidental tr.JI1SfQrtation expenses not paid VJ 
Transportation Requests (TR).' Typical expenses are taxi 
fare, lirrousine se:rvi.ce, unplanned lodging and rreals. 

Cut off at end of fiscal year; bold one year and 
transfer to FIC. Destroy four years after cutoff. 

11. Teleticketing Sales Su-rrrru:y Files. Consist of docu­
ID2I1ts p~pc.rcd rro:rthly s:1.c:,:irnJ a SU:,ra.,,ry of airline 
ticJ~ets issu"'~-1 by Jot. Corps 'lrc::n.sportation Unit. Fom 
used is supplied by tl12 C:L..rricr. The form shcJi,.,"S value 
of tickets issued, rrethod of payrrent, total number of 

roar coplea, ladadin!'I oricrlnnJ, to tt nalnnitl~cl lo IL• Nolioaal Archive& cancl Reconla S•nrice JG-59iZ8-3 o~o 

----~-----------------------

http:ladac!.in
http:RECORDS-Continuao.on
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7. 8. DESCRIPTION OF ITEM 
ITEM NO. (WITH INCLUSIVE DATES Or. PETCNTIO'f PCRIOOS) 

9. 
SAMPLE OR 

JOB NO. 

10. 
ACTION TAKEN 

tickets, credits, and partiaUy used tickets. Fonn is 
rrailed to tr.e cc:r.1Tercial carrier's office for billing 
purpose3. . 

Cut off at e.'11..1 of f is~ year; hold one year a'1.d 
transfer to FOC. IF-Qtroy four years ::i.fter· c'..rt-0ff. 

12. L'r!'!.!Srx'2 Ticket Clair.1 f'i:1.es. 'lliesi:? files ccn:.:ist of 
JC Fe~ 18, Trans.-.uttal Letter for Unused ·Tickets. 
t-bnthly report to U.s. Army Finance Center to recl.a.irn 
unuse<l Jcb Ccrps tran.st:ortatiori ti&.ets. 

cut off at. C..'1(1 of fisml yc.3.r: hold 003 year and 
transfer to rn:::. ~stroy four ye..-rr:: mt.er cut.off. 

13. L--:put l!.S!::i9:',,""T-.1"1t Tr<:t!"...s-::-c>rtat.i.on Files. 'Ihc:--:.e 
record!:: (r.1:u.ntamed in ,Jcb Cc::ps Tronr.:pcrca.tian units) 
consist of rroverrent registers shcw.ing date pf travel, 
uate assi~8d. tc t:'uv"el cJ.crk, clerk's n,:::r-e, etc. ; JC 
Form 19, '.l.'ra\rel .r.ut.-mrizatim, lir;ting n,.:ir,e!:; of travelers 

1. r1nrl l rr.~t-.i0ns. lnthcr.i. 7.;=rt· i ,:-1TJr~ ~; ~n=v'!. f,....-vn .J,:-h ('0:_rps 
A.ssignr.o....nt unit ·and -me u:::cd by Transpcrtc=i.tion r:nit as -a 
source cocur:ent to prov:'...de 2l1d sc.l-;.edule tra!"._sr:or"".-a.tion . 
for Cl"'xoll~. Trat1srr,rtation P.u+-...r.srization also main­
tained. in Job Corps M.'J·JE......-e.'1t Folder. 

Cut off at e:-id of fiscal year; hold one ye,.::u;- and 
~Stroy. 

J.~~._ Ol':.t.qo.ir~q. .l\.'::::iqnr.x':....'1t Trc1.~si;0rt..7.t:i.on :Files. 'lhesc7/✓". 
records (r:i.:-u...;.,_taii:ed in Jo5 Ccrps Transrortatfon units) 
consis": of mv.,.:-:-,2.nt register.:; a;~ ~ics of tclet:?FCZ 
fnra Cer.ter::; authorizir..g tr.:msix,rtatior. £.r.·~111 ~ter to 
various locations. Used to orovide and schedul:? travel 
for departing Co:::-pSJ'i"eITlbers. ~Teletypes duplicated in 
I10vern2.."1t f elders• 

Cut off at e..,d of fiscal ymr; •hold one year and 
dt:..stroy. 

15. Tra"!Spo~aticn Ccst T-.c&..sr.ii":tal :riles. Fcec1e.r rc­
i:crt to J-:b Corps r-,ticnal c.:'ficc l.l!:iing :~ Form 6-25 (JC 
Fonn 90), ':'rar..sp).ci,:a.tion C'.cr:"i.: T:!:"~---.smitta.l She2t. Pre-­
pa...~ rrcnthly, a::xi:L,g -~-:tmnts e:.q_:,er.ded for c..i.::fc....-ent 
nodes of travel such as air costs, bus costs, rail costs, 
and m2al costs. P.l\. 6-~5 is a :--:.vu:cce c:ocuw:~.nt fer }:ey­
pur1chi.'1<J in natic~nl cffic8. Prir..to'..!t recein!Cl by 
rc.,gicn.:il cf=icc. 

Cut off at end c.:: fisc.1.1. :'2a.r; hold c:n~ y3-;;x und 
ccstroy. 

Fou:r cople ■ ., including original, to bo 111b1uiUed to the National lt.rohive• and RcrcorU Service 10-69129-3 O~O 

http:printo'.1t
http:registe.rs
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continualion Sheet 

9. 10.8. Oc:;CRJPTJON OF JT[M7. SA~Pi r ',fi ACTION TAKt.N(WITII INCLUSIYC DATCS on f!CT[NTION PCRIOCIS)ITEM NO. JOH r,:, 

SECTI0:'1' VI -- rn·:i::71PI.0Yrfill"T INStJ?Jl\CE PRCX;Rl'.M FILES 

7) 1. . Unerrploy;re_"1t Insurar.ce Progra"'Yt Corresp::m.dence. 
'Ihescfiles oonsist of cor::::-es:c:onc.e."1ce, re:c:orts, fomis 
ar.d ot.11.er reoords c.oct::r.12.."lting the acministration and 
op.=ratio."1 of the UI function in the region. Arranged 
acoording to the MA Unifonn Files Classification Guide, 
typical eY".c.ITples of UI corres:c:onderice include: Tem-
1:X)::'.'ary Disability Insurance, Separation fran Work, 
Eligibility-Disqualification, Misconduct, Benefits, 
Overpayrrent and Fraud, c.ontriliutions, Tax Functions, 
E>..-perience P.ating, Cbverage, Taxable Wage, Wage Records, 
.Manp::,;.ver {Civil Defense), Research and Program Planning, 
State UI Programs, Self-Evaluation Program, Disaster 
Une.--rployrrent Assistance, MOTA AllCMances, Electronic 
Data Processing, Interstate Benefits, State Organization 
and _r-1.anagerrent, Minority Group Discrimination, Af<A, 
Trade Expansion .Act, Job 1-bbility D2fronstration, Federal 
Program Evaluation, Clairrs, Service to Claimants Project, 
Claimant Complaints, WIN Payments, WIN.Relocation Grants, 
Prisoner Incentive Pa:yrrents, Alla;,;rance Notifications 
Under National c.ontracts {OJT and Institutional), MDTA 
and v-n:N Appeals. 

PJ RMANENT, T ansfer to FRCCut off at end of the fiscal year; liole. e.re :,em:s­ ·w!len ,2.. years old. Offer ·, • • 
iii,fl,Q :li.l;aAe&.r to ~. i,es croy_ aftcr ehn8 !ii!l.!l.i,Hoaal 

~o NARS when £ years old.· 

2. Unenployrrent Insurance Pro-..,~c..-n Feports. 'Ihese files 
consist of regional office copies o= UI reports prepared 
!Jy States and sent to UI national office. Tl;le follCMing 
itezn.s are included: Quarterly refX)rts by States of 
fonns transmitted, received (not .returned), ES-931 . ' 
(!ft.A 8-36), ES-935, ES-973, and ES-934 (.M.1;.· 8-33); Benefit. 

Appeals, ES-221; Benefit Rights a-rid Experience, ES-218; 
MDT.A AllCMance Activities, ES-214B; -Pa:yrrents and Liable 
Interstate Claims, ES-213; Clairrs and Payrrent Activities, 
Weekly Report, ES-210; OVerpayrrents and Willful Misrep­
resentation, ES-227; Research Study Report, DL 1-327; 
Actuarial Re_search, Fonn ES-280; Report of Coverage, 
ES-202; Transmittal Sheet - ES-203; Annual Report of 
Experience Rating .Accounts, ES-204; Annual Earnings by 
High Quarter, ES-206; Non-rronetary Deterrriination Activi­
ties, ES-207; c.ontributions Operations, MA.-81; Reports 
of Discrepancies, Copies of Fonn letter 74-10 (MA 8-20); 
UI Budgets and Grants, MA. 2-86 and MA. 2-87; UCFE and 
UC:X P.ppraisal (.Mti.-24); Report of Verification Activities 
S:hcMing Offices Receiving i-12-\ 8-36 and MA. 8-34· Reoort ofI I .. 

, . 

Fo..r copiu, anclading origin..l, to be ■ u.bnulled to the Notion..l Archivu -d Recortla Service 

http:operat.i.cn
http:Insurar.ce
https://c.oct::r.12
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

9. 10,7. 8. Ot:::::RIPl ION OF ITEM 
SAMPLE OR ACTION lAKUIITEM NO. (VIITH INCLL:SIVr D.&.1 £5 OR RETENTION PERIODS) JOB NO. 

. 
Federal Age..r).cy Visit, EA 8-31; Personnel Time Report, 
MA 2-16; Incare-i~xpense lmalysis, UC Fund Clearing 
Account, BCS 84-1; UC Fund Benefit Payrrent Account, BES 
84-J.3-; M:mthly /.ri.aiysis of Bo...nefit Payrrent Account, BES 
84~01; 1-bnthly Analysis of ·clearing Account, BES 84..::05; 
Sumrary o: rirv..u1ci~l 'Transactions Unemployrren~ Fund, 
MA 2-112; StTJITI'iu.f of Financial 'Transactions. Title IX 
Funds (Reed Act), 0verpayrrent and Frat:d Program; Annual 
Plan of Action, ES-830; Report of Accarrplishments, ES-831, 
Disaster Ur.ei~Jloyrrent Assistance, Payment Activities 
under the Disaster Relief Act of 1969, MA 5-32; and 
regional office copies of other UI program reports. 

cut off at end of fiscal year; hold two years then 
destroy. 

3. lJne;r,ployrrent Insurance Litigation case Files. 
D::x:urrents relating to actual legal proceedil)gs m which 
UI has been involved. Included are copies of briefs, 
opinions, etc. 

Cut off at end of fiscal year when case is closed; 
~re:tain-•·;.:eri yi:'!ars··t1-1en cie::.-troy~- - -- >--::-

4. Proposed UI Legislation Corrmo...nts. Comprised of 
copies of dr&fts of State laws, corrrrents, correspondence 
related to the effect of draft legislation on State 
regulations. P.eport of status of State Legislative 
Planning, and other related papers. 

Cut off \men legislation dropped; hold five y~s
arid-destroy-. 

7""7/ 5. En?..cted uI I.ec;islatic!1 Comrents. Files contain copies 
/- of State J.egu::la.t.:.cn c.;.°':C.. .:::eg:11 ,c,tions related to UI Ifunctions, co..r,1e..'1ts, illld related· correspondence. 

Cut off whe.i""l legislation enacted; hold five years,
then dest...--uy. 

6. UI :Evall:ation Outline. Files c'Cnt.ain UI Evaluation78V 
outlines for several activities, typically consisting of 
the follad..ng: Evaluation Outline No. 54, Evaluation of 
Benefit Payment Control; UCFE-UCX P.ppraisal Outline; 
Evaluation Outlines l~o. 57A ar.d 57C, Field Tax and Audi·t 
Functions; E..,-aluation O...1t:line No. 58, Interstate Benefit 
Payment, Evaluation of Interstate Claim.staking Activities. 
UI Self .Appraisal 0'.1tline; MDTA-i-JIN Administrative 
!Review. • 

Cut off c:t (:;::: cf f isc2.l yc:::2r; !-Dld two years and 
retire to FHC. r.est.roy five years aft.er cutoff. 

rou.r copif'a, including orig!nnl, ,a be •ubrniUed to the Nationml Archive• and Record.a Service JG-S942tt-3 GPO 

http:Out.Li.ne
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P..EQUES'!' FOR ltUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7. 
ITEM NO. 

·so✓ 

B3 

9. 10.8. DES<:RIPTION OF ITEM SAMPLE OR ACTION TAKEN!WITH INCLUSIYC DATES OR RETENTION PERIODS) JOB NO. 

7. UT Certifi.~1 r-aterfals - State legislation. Files 
contaill copic.s of State JL--gislation affecting UI. MA 8-7 
Trans:7li.ttal of UJ Ma.ter:in:i.. 

Cut off at end of fiscal year, retain five years, 
tJ1en de~t...--oy .. 

8. UI Ce~ificd l!.Jter:.als - APoE:als Refer:ee and Court 
Decisicns. R"'.:qic:.-..:,1 off::.ce copies of State .Apr::,eals 
Referee: !Rcisions Md copies of court judgerrents for 
individt12.l cases \•,;here claimant tries· to receive unerrploy 
nent o::l!Tpe.n.sation benefits; BES Fm.-m 95-03 (MA 8-7}. 

Cut off at end of fiscal year; retain only as long 
as needed for reiere.,ce or a maximum of five years, then 
dest_roy. 

9. ~peals Cose Fi1es. Regional office copies of 
decisions of Aooe2-ls Referee, copies of court dCA...~ients 
affinring or r2jecting aFf,etls decisions, background 
TIEte!:"ials, cJ1d corresponcence related to the particular 

Cut off at end of fiscal year when case closed; 
hold two years ai"1d then retire to PRC. Destroy five. 
years after cutoff. 

10. Rs-qu~st-~~r UCFE/t.1CX CJ.aim InfoE'a.ticn J>...ssistance 
Files. Cont.a.in v,-.:i.r:1-e anct seoaration infonration - UCEE, 
F'...S-93J.; Request for Militai.-y Information frcm A..-:rred 
Forces! -ES-973.A; copies of form letters, MA 8-17 and. 
~IA 8-13B on UCX Clairr..ants; RcfX)rt of FEceral Agency 
Visit - UCFF., ES-939 (MA 8-31}; corresponden~e from State 
agencies req1.;sst:..:.1g assistr.r.ce in o~taining inforna.tion 
frCJ;11 fsderal 2.;2T"cies on DC'FE and .UCX clairrants. 

cut off at e."1d of fiscal year; hold one year and 
destroy. 

11. WIN Af!="=?3..ls case Files. Contc.m wrn appeals cecision 
as prov1aed in Scc-c1on 4; Prc,srram Standards, Subsection 
412 (9} J, l.;??eal to the Resio:::ial f'.:anpa.ver Ad.7tlnistrator, 
1v:N Hcr..dlxx,k. Files include final decisions by the RMA 
and transcript ~f ~e fair hearings. 

PeNlelftM£ ~egional 6ffice-t,fecedt.eii.» £.,.ses! Cut 

ERMANENT. ransfer to FRC 
t:t Cci.Se.5 • ,~ vt1lrin& -,,,o ve.l yve..,j t-,~,,, A) hen ~ yeas old. Offer 

1• of / a, 1y o,,,. ,/)11//e..y (sa/tte.te4 /J)' ,f,I)~ o NARS whe"-l-",,.._-3ears old. 

ld-5942S-~ GPCronl" r4tpi,.....1, including ,,,iginol, to be auhmitled lo the National Archive& and Records Svrvi.co 

,I,::___ othev Ccl~S -_ ~~s':~.~~e;IROf . 

llv:ben~:teaz:s old. 

http:Cont.a.in
http:Iriforrre't.i.cn
http:Appea.Ls
https://Svrvi.co
https://assistr.r.ce
https://Cont.a.in
https://off::.ce


-----

•• JobNo, _____ Pngc 23 
or-.f..1.1,nsce 

REQUEST FOR AU1'HORITY TO DISPOSJ=: OF RECORDS-Continuation Sheet 

9.7. 10.8. DESCRIPTION OF ITEM 
SAMPLE OR nm NO. ACTION TAKEN(WITH INCLUSIVE DATES OP RITCNTION PERIODS) JOB NO. 

l 

I 8'fl 1~. CUA (Disaster Une:r.ployrrent ~.ssistance) ~f?;:als case 
Files. Con:.a1.11 api-":;2.ls to the f'J-.ll\ on DUA decisions, as!-

I provided in 20 CF.R 625.12(a), DUA Handbook 640, 820, 830.I 
Files include final decision by the I'J-1.A. and transcript
of hearing. • ·- •If( • -f>err.1B!Fr!.l1~ ~ional 6.ffice ~il!eeed!.l1eial &.ses: Cut 
off closed cases at end of the fiscal year . .f@ti:is5il M 

.. -----·--- ..._ - .r1 - • - - - • - -),JJ-776 
a~~e• 1utsff , 

LJjej /77 t/t1/V1"'1! ?,tJ/l'e/ 'fUe)tl~?JJ 

of /d. w o.,, p, /le.)' (se/e~te,f b)' ti ',r//1) 

rRMANEN't. Transfer to PRC 
yhen .2, years old. Offer 
J.Q N.ARS :when_J:_years old. 

'I -~ __ 0 tl,e.,, · C.JJe5 -
--- ----T --- --· -- .,. - -·-·iIl- • 

!D:ansfet to FRC when 
v 

;:L te!!!, old. DESTROY. 
E)J.etl.__.2...x.e~ pld, 

Four copies, including ori9inal, to be •nb:nilleci to the Nal.ional Archives an.d Re-corUs Sezvice 

mailto:8t~@.i_teff
http:appee.Ls
https://f>err.1B!Fr!.l1
https://Con:.a1.11

