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Project Reports Working Papers. 

•• 
REQUEST FOR RECORDS DISPOSITION AUTHORITY 

(See Instructions on reverse) 
To: GENERAL SERVICES ADMINISTRATION 

NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408 
1. FROM (Agency or establi#hment) e • I 

LEAVE BLANK 
JOB NO. N /-rJtJ- 90 =/ 
DATE RECEIVEJ_,/;oz.,,/t; () 

N OTIFICATION TO AGENCY 

Bureau of Mines, Washington, D. C. 20241 
In accordance with the provisions of 44 U.S.C. 3303a 
the disposal request, including amendments, is approved 

Finance and Management except for items that may be marked "disposition not 
approved" or "withdrawn" in column 10. If no records 

3. MINOR SUBDIVISION are proposed for disposal, the signature of the Archivist is 

Division of Organization and Management not required. 

4. NAME OF PERSON WITH WHOM TO CONFER 5. TELEPHONE EXT. ARCHIVIST OF THE UNITED STATES._ 

Erma E. Dunnington /Joyce A. Hicks 6 34-1336 

6. CER TlrlCATE OF AGENCY REPRESENTATIVE 

I hereby certify that I am authorized to act for this agency in matters pertaining to the disposal of the agency's records; 
that the records proposed for disposal in this Request of 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, if required under the provisions of Title 8 of the GAO Manual for Guidance of Federal Agencies, is 
attached. 

A. GAO concurrence: 0 is attached; or (19 is unnecessary. 

B. DATE 

7. 
ITEM 
NO. 

1. 

(With Inclusive Dates or Retention Periods) 

a. Project background papers and data on 

9. GAS OR 
SUPERSEDED 

JOB 
CITATION 

NCI-70-
80-4, 
item 22 

10. ACTION 
TAKEN

(NARSUSE
ONLY) 

electronic media such as analyses, notes, 
field notebooks, drafts, and interim reports 
which would be needed to support the 
reconstruction of, or serve as the backup 
to, a final report. 

(1) 	 For project reports which have been 
written and the manuscript approved for 
publication. 

Dispose of in accordance with the 
approved disposition instructions 
for the related project case files 
{Appendix 13, item 7a) . 

(2) When no final report has been written 
or, if written, it has not been 
approved for publication. 

STANDARD FORIVI 115 (REV. 8·83) 
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115-108 
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Devel opment Investigative 

f easi 

Devel opment Laboratory 3. 

7. 
ITEM NO. 

JOB NO. PAGE OF , 
2 of 	 9 

G. DESCRIPTION OF ITEM 

(With Inclusive Dates or Retention Periods) 


Dispose of in accordance with 
the approved disposition 
instructions f or the rel ated 
project case f il es (Appendix 
1 3, item 7b). 

b. 	 Project background papers and data on 
el ectronic media which are no l onger 
needed to support the reconstruction of , 
or serve as the backup to, a f inal 
report. 

Destroy/del ete when no l onger 
needed f or ref erence purposes. 

Research and 	 Fil es. 

rds pertaining to expl oration of the 
· ity of unsol icited proposal s f or 

projects r ived f rom individual s. 

a. 	 Proposal s 
projects. 

Become 
f il e. 

b. 	 R ejected proposal s. 

Destroy 5 years af ter 
compl etion of investigation. 

Research and 
Notebooks. 

Notebooks maintained by researchers 
containing technical and scientif ic data 
accumul ated f rom the conduct of research and 
devel opment. These notebooks with written 
data and handwritten signatures are a 
principal tool and l egal means f or 
documenting the research projects if needed 
to substantiate Bureau records of inventions 
in patent disputes. 

a. 	 For l egal verif ication in patent 
disputes. 

9. 
10.SAMPLE OR 

ACTION TAKEN JOB NO. 

NCI-70-
80-4, 
item 
223 

NCI-70-
80-4, 
item 
219 

ns-2113 	 S1J'A^l!>AIRIO FOlllM ns-A 
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J& ; '1 2 
I . 
Tlrf 

Maintained 

$yearɎ 

7. 
ITEM NO. 

4. 

HS-203 

• 
JOB NO. 

8. DESCRIPTION OF ITEM 
(With Inclusive Dates or Retention Periods) 

ti�• ªestroyd 10 years
after completion of the 
project ur when no Jon9er ne.ec/e&A· 

b. For future reference. 

Notebooks of significant
complete and incomplete (e.g.,
because of lack of funding) 
investigations which may be 
important for future research: 
destroxwhen 30 years old ar
iwhff\ (\0 \O¥ �e<)t whu;h "11-ler O"c.1&.r. 

PAGE OF 

3 of 9 
9. 

SAMPLE OR 111. 

JOB NO. ACTION TAKEN 

Research Data Collected and on (new)
Electronic Media. 

Uncalibrated and unvalidated digital or 
analog data collected by instruments on site 
during experiments; e.g., mine explosions, 
rock bursts, rock movements, mine 
ventilation, etc. Analysis of information is 
made at site and entered on hard disk. Data 
analysis is telecommunicated to Bureau 
Research Center to diskettes, hard disks, 
and/or mainframe tape. 

a. Uncalibrated and unvalidated digital or 
analog data collected by instruments on 
site. 

Destroy after the data 
have been analyzed, entered on 
hard disk, and transferred to 
Research Center. 

b. Data on hard disk at research site. 

Delete after the data have 
been transferred and 
incorporated into project 
files on diskettes, hard 
disks, and/or magnetic tapes. 

c. Data filed on diskettes, hard disks, 
etc., at individual work stations, and 
on local area network. 

GPO, 1975 0 - 579°387 

S'ii"ANl>AIU> FOt"JM HS-A 
Revised July 1974 
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Development Files. 

term 

l ' 
JOB NO. PAl'.>E OF 

4 of 9 

7. 
ITEM NO. 

6. DESCRIPTION OF ITEM 
(With Inclusive Dates or Retention Periods) 

9. 
SAMPLE OR 

JOB NO. 

10. 
ACTION TAKEN 

Delete with related project 
report working papers 
(Appendix 1 3, item 1) or 

delete when data is 
transferred to a master file. 

d. Master file from when the project/data 
input from site was started to the day 
and time of day of completion of 
project/research. 

Destroy 5 years after the end 
of the calendar year in which 
the research project was 
completed and published. 

Bureau copy: Delete the 
master file of published
and/or unpublished research 
project data in accordance 
with the approved disposition 
instructions for the related 
project case files (Appendix
1 3, i tern 7) • 

Procurement 

contracts or agreements with 
univers 'es, commercial concerns, and 
individuals r research and development 
work, and relate apers, but exclusive of 
technical or scient1 · data furnished to the 

of the 
contracts or agreements and c 'es of 
contractual documents filed in p 'ect files 
defined under item 7, Research and 
Development Project Case Files. 

NCI-70 
80-4, 
item 
224 

See disposition instructions 
in Appendix 8, item 16,  
Routine Procurement Files. 

115-203 !Four copl<119, l11clud!11g or!9!11al, lo llG sullm!ttell lo lllG _lilllo11m! Arclllv<llll STANU>AllJ[) IFORM ns-A 
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Development Program 

es 

Cent 

Development Project 

•' 

JOB NO. PAGE OF 
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7. 
ITEM NO. 

8. DESCRIPTION OF ITEM 
(With Inclusive Dates or Retention Periods) 

9. 
SAMPLE OR 

JOB NO. 

10. 
ACTION TAKEN 

Research and Files. 

gram documents, schedules, and 
cor pondence maintained by the Off ice of 
the As iate Director, Research, or other 

ponsible for the creation, 
execution, r ew, and analysis of the Bureau 
research progra 

Arranged 

Estimated rate 
.5 cubic feet. 

PERMANENT. Cut off f 
annually. May be trans red 

NCI-70-
80-4, 
item 21 

to the Federal Records 
(FRC) when 3 years old. Offer 

to the National Archives and 
Records Administration (NARA)
in 10-year blocks when most 
recent records are 20 years
old. 

7. 	 Research and Case Files. 

Records maintained at the laboratory or 
comparable level, reflecting the history of 
each project from initiation through 
research, development, design, and testing to 
completion. These files may include: copy
of project authorization; contract or 
agreement; photographs; technical and 
progress reports; and correspondence and 
related documents. Project data may be on 
diskettes, hard disks, and/or magnetic tape. 
Examples of Bureau projects are: critical 
metals recovery from electronic scrap; 
resource recovery from municipal refuse; 
protection against toxic gas and fumes; 
prevention of mine fires and explosions; 
improvement of technology of mining oil 
shale; reduction of respirable coal mine 
dust. 

a. 	 For project reports which have been 
written and the manuscript approved for 
publication. 

CI-70-
80-4, 
item 21 

115-203 IF011r copies, l11cl11cl!11g orlgl1111i, lo Ile submlllted lo Ille `sii!1111111i Archives STAXIOARIO l'OŨIVJ ns-A 
Revised July 197 4 
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years 
projectij/ 

...-'0w1\11.l.Ytt:107 
- pro)ec¯ 

® 

U(). 

reference value i:Jeterm1t1"-' Qt encl o{ 
'f tZ4r b-y COɍl"llJ.Ql\T -st.p�r-11160r 

value c;.l$term1necJ .,.J- e111c1 t:* yet:1,. bi 

• 

JOB NO. 

7. 0. DESCRIPTION OF ITEM 

ITEM NO. (With Inclusive Dates or Retention Periods) 

after completion of 
(Upon completion of 

may 1.,.bp_'IC4« lofoc.4• 
FRC" for storage
date.} 

( 2) 	 For project reports containing data 
about 	 significant investigations 

future reference value. 

Destroy1;roject case file' 
30 after completion of 

(Upon completion of 
project, files may 1bef'·'lev li>lo.r.k.J" 
transferred to FRC¬­or storage 
until disposal date.} 

b. 	 For project when no final report has 
been written or, if written, it has not 
been approved for publication. 

PAGE OF 

6 of 	 9 
9. 

SAMPLE OR 
ACTION TAKEN JOB NO. 

( 1) 
 For projects with unlikely future 


case file
Destroy project 
3 years after completion of 
project. 

( 2) 
 For projects with future reference 


Destroy1Project case file., 
30 years after completion of 

r q,,JhɌt" ()0 c,;,1 (Upon completion of t00'-e-r Ɋɋ I project, files may ,.be°--teu'" )aJodv""""'"uv1..,-.t· transferred to FRC f'or storage 
0w"4ŧ until disposal date.} 

c. 	 Project electronic media records. 

Delete at the same time the 
files are destroyed or after 
data has been converted to 

SVAl>!IOARIO YORM ns-A 
Revised July 1974 
Prescribed by General Services 

Administration 
G l'O : l975 O - 57!Ã-387 FPMR (41CFR)101-11.4 

115-203 



I 

Development Proiect 

Research and Development Summary Progress 
Reports Files. 

• 

JOB NO. 

7. 0. DESCRIPTION OF ITEM 
ITEM NO. (With Inclusive Dates or Retention Periods) 

hard copy and placed in 
project case file or when no 
longer needed to support the 
reconstruction of, or serve as 
a backup to, a final report. 

8. 	 Research and Control 
Files. 

Copies of documents contained in project case 
files, preliminary sketches, drawings,
specifications, photographs, and data on 
electronic media determined by competent 
scientific and technical personnel not to be 
of sufficient value for incorporation ±nto 
project case files and correspondence 
conce²ning stich administrative matters as 
travel, conferences, consultations, and 
transmittal of documents. 

Destroy/delete upon completion 
or cancellation of project or 
earlier as they serve their 
purpose. 

9. 

Reports submitted to Bureau headquarters by 
laboratories or other project offices to show 
the initiation and degree of completion of 
projects and consolidated reports prepared 
therefrom. 

a. 	 Copies-of reports retained by reporting 
offices. 

Destroy 1 year after 
completion or cancellation of 
related projects. 

b. 	 Feeder reports used for compilation of 
consolidated reports, except as 
indicated in c below. 

Destroy upon acceptance of 
consolidated report. 

PAGE OF 

7 of 	 9 

9. Uo.SAMPLE OR 
ACTION TAKENJOB NO. 

NCI-70 
80-4, 
item 
221 

NCI-70 
80- 4, 
item 
222 

115-203 	 S"irAZDAlt!> ti'OltM 115-A 
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Development 

JOB NO. PAGE OF 

8 of 9 
9. 

SAMPLE OR 
JOB NO. 

111. 
ACTION TAKEN 

7. 11. DESCRIPTION OF ITEM 
ITEM NO. (With Inclusive Dates or Retention Periods) 

c. 	 Consolidated or annual reports,
consisting of an official file copy of 
each consolidated or annual report and 
any feeder reports used for preparation 
thereof containing technical or 
scientific data not fully documented in 
the consolidated or annual reports. 

( 1) Originating office. 

(a) 	 Consolidated or annual reports
of a routine nature: destroy
when 10 years old. Three 
years after completion, 
reports may be transferred by 
the originating office to the 
FRC for storage. 

(b) 	 Consolidated or annual reports 
containing significant 
information with future 
reference value: destroy when 
30 years old. Three years
after completion, reports may 
be transferred by the 
originating office to the FRC 
for storage. 

( 2) Bureau headquarters. 

Destroy when no longer needed 
for reference purposes. 

10. 	 Research and Technical Committee 
and Board Files. 

Agendas, directives, minutes of meetings, and 
reports covering general operations of the 
committee or board, and papers relating to 
the establishment, revision, or termination 
of individual projects. 

a. 	 Official files of the committee or board 
maintained when the Bureau is the 
sponsor of said committee or board. 

Destroy 10 years after 
termination of committee or 
board. 

HS-203 	 D"our copl0s, l11cludl11g ortglu101JI, lo 110 m.nfilmlttcad lo lllca XOllllonoil Archives 

CPO: 1975 O - 579-387 

NCI- 70 
80-4, 
item 
217 

S1l'AXIOAIUl FOIRM ns-A 
Revised July 197 4 
Prescribed by General Services 

Administration 
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Development 

ormance 

Development Report 

tains 

• 

7. 

ITEM NO. 

H5-2113 

JOB NO. 

8. DESCRIPTION OF ITEM 
(With Inclusive Dates or Retention Periods) 

b. Committee or board files when the Bureau 
is a member of internal Bureau 
committees and boards. 

Destroy when superseded or 
obsolete or upon termination, 
whichever is sooner. 

and Technical Reference 

Copies o reports, specifications,
drawings, and er technical and scientific 
data received from ernment agencies,
commercial concerns, or sources used as 
a reference source in the pe of the 
research and development functio but 
exclusive of official file copies o 
documents. 

Destroy when superseded, 
obsolete, or no longer needed 
for reference. 

and Technical 

A technic eport is prepared on completion
of the researc nd development project. 
This final report the scientific 
data necessary to docum and 
final results of the resear 

a. Official record copy. 

PERMANENT. (See Appendix 1 1, 
item 10, Publications Files. } 

b. Other copies. 

Destroy when no longer needed 
for reference. 

GPO 1975 0 - 579-387 

9. 
SAMPLE OR 

JOB NO. 

NCI-70-
80-4, 
item 22 

NCI-70-
80-4, 
item 22 

PAGE OF 

10. 
ACTION TAKEN 
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