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Pre8~ribed by General Services
 ~1=::(!'uzJ!!Ir FOR AUTHORITYAdministration 
GS1rReIf.3-IV-I0fi. 'i'O	 DISPOSE OF RECORDS116-103
 

(See Instructions on Reverse)
 

TO:	 GENERAL SERVICES ADMINISTRATION, 
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, D.C. 20408 

t. FROM (AGENCY OR ESTABLISHMENn	 NOTIFICATIO~ TO AGE~CY 

Department of the Interior 
2. MAJOR SUBDIVISION IN ACCORDANCE WITH THE PROVISIONS OF PUBLICBureau of Mines LAW 91-287 DISPOSAL OF !THIS MARKED "DISPOSAL 
-------------------------------1 APPROVED" IS AlffiIORIZED. 
3. MINOR SUBDIVISION 

Ii. CERTIFICATE OF AGENCY REPRESENTATIVE: 

1 hereby certify that I am autborised to act for the head of thil aaency In matter. pertainina to the dicpo=c1 of recordl, aDd that the rec:ordI deacribed In thilli:t 01" 

:chedule of __ pqes are proposed for dieponl for the reason indicated: ("X" only one) 

A	 The r e e or d s have B The reccrds will cease to have sufficient value
 
cealed to have luffi- to warrant further retention on the eapiration
 
cient value to warrant of the period of time indicated or on the occur-

further	 retention. rence of the event lpecified.D	 o 

FEB 2 0 1974 
(Date) 

7. 8. DESCRIPTION OF ITEM 10.
 
ITEM NO. (WITH INCLUSIVE DATES OR RETENTIONPERIODS) ACTION TAKEN
 

This retention and disposal schedule covers Bureau of
 
~tines records in the Washington Office and in all field
 
offices. This schedule is intended to be as complete as
 
possible; any official files not covered here will be
 
covered by supplementary schedules.
 

Unless otherwise indicated, all Bureau records covered by

disposal authorizations in General Records Schedules are
 
disposable without any other authorization.
 

Unless otherwise indicated, this schedule covers record
 
copies exclusively. All copies of scheduled recordS othe
 
than tile record copy, are disposable without authorizatio •
 

Items in this schedule designated PERMANENT are to be O~ ev ed f~
 
transferKit to the National Archives, either directly fr
 
the Bureau (see Items 2d, 2f), or after indicated reten-
tion periods in a records center (see Items la, 6b).
 

All microfitffis of Bureau records that are designated

PE~~ in this schedule are to be processed in confor-
mity with the specifications indicated in 41 CPR 101-11.5
 
Originals of microfilmed records are disposable only afte
 
explicit authorization by the National Archives and Recor
 
Service.
 

Machine-readable records, on magnetic tape or other media
 
that are not covered by disposal authorizations on Genera
 
Records Schedule 20 are disposable only when authorized
 
by an official disposal schedule
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of~pages 

REQUFST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

9.7. 8. DESCRIPTION OF ITEM 10. 
SAMPLE OR ITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS) ACTION TAKENJOB NO. 

1 a. General correspondence of the WashingtonOffice (Offices
of the Director, Deputy Directors, and Assistant Director: , 
and Divisions) concerning policy-making, executive direc-
tion, staff assistance, programmanagement,and relation-
ships with the Interior Department, other higher authori t; , 
other bureaus, industry, and the public. Excluded,in so 
far as their exclusion is feasible, are recordS concern-
ing repetitive individual transactions, and records of 
housekeeping and other purely facilitative functions. 
Disposition: Break files anJUlally. Transfer to Records 
Center 3 years after file break. PERMANENI' • 

b. General correspondence of the WashingtonOffice concern-
ing routine, of negligible long-tenn value (see Item la 
above). Disposition: Break file anJUlally. Dispose 3 
years after file break. 

c. General correspondence of all field offices. 
Break file annually. Dispose 3 years after 

Disposition
break. 

Most offices maintain sane sort of general correspondence 
file. This file contains correspondence, memoranda, 
directives, reports, and related papers which are receive 
or created during the perfonnance of the office fUnctions 
except that material which is specifically filed in 
another ~cord group category. 

2. Publicity and infonnational records. 

a. Press releases. (Record copies are filed in Office of th4 
Secretary of the Interior). Disposition (all Bureau 
copies) : Break file annually. Dispose 10 years after 
file break. 

b. Record set of Bureau publications other than press 
releases. (Annual reports, monographs,Bulletins 
Circulars, etc.). Disposition: Break file annually.
Transfer to Records Center 3 years after file break. 
Selected items will be designated PERMANEN!' by National 
Archives and Records Service. All other copies of Bureau 
publications: Dispose whenno longer needed. 

c. Speeches - Break file each calendar year. 

(i) Washingtonoffice record copies of speeches by Direc 
tor or other official Bureau spokesmen. Transfer to 
Federal Records Center 5 years after file break. 
PERMANENf. 

c (ii) Other copies. Dispose whenno longer needed. 
Fo_ eopi •• , i..el.di ..g origlaal, 10b. aaJ>millecilo Ih. HolioDaiArehh ••• _d •• co~.. Some. 1&-69428-3 GPO 
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Revised November 1951 • 
Prescribed by General Services Administration Job No, _ 
GSA Reg, 3-IV-I06 PastZ---

115-202 of __ pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7, 8, DESCRIPTiON OF ITEM 
ITEM NO, (WITH INCLUSIVE DATES OR RETENTION PERIODS) 

?1,,~.. Il, JeD k.p-s tf!\ ' 
d.	 tion pi.cturea; with associated audio recordings. 

isposition: Transfer to the National Archives and 
cords Service whenJlit.PJb'awn from circulation, copies JI~ 

f motion pictur~,	 Vas tallows: (a) The preprint copy 7' 
d/or the Master copy, and (b) PEm.wJFNrOneprint. • 

7I"J..... e. Video Tape Production Files - Dispose when finn 1S' J7 
~!;ftftftRlm--fmrrr-r~·Tcrmrt1·inn-: ?ill. JI.f~"efJT. /1( (~ :; of 

hese files contain scripts, scene breakdowns, story-
oards, narratives, correspondence, etc., relating to the 
roduction of a film or video tape. 

f.	 hotograph files. (Negatives, and prints whenavailable, 
i1e in nunbered jackets, together with indexes.) 
isposi tion: Transfer together with the relevant index 
ards and captions, to the National Archives and Records 
ervice. PEm.fANENI'. 

g.	 ests for loan of films - Dispose six months after
 
ilm is returned.
 

equests for loan of films cane in the form of letters or 
oan request forms. They are filed by nameof film and 
ept until the film is returned by the borrower. 

h.	 ilm Borrowers Cards - Dispose whensuperseded. 

dge punched F1exowriter cards which are ptmchedwith the 
orrosers nameand address. Each card has lines for 
tering information such as rumber of film borrowed, 

ate sent out, date returned, etc. Whencard is filled 
a new card is make. 

i.	 istribution center files. (Information concerning center
erations.) Disposition: Dispose one year after center 

s closed. 

j . 

Those from the u.s. - Return to originating individual 
with the publication. 

Those from foreign countr-ies - Dispose one year after 
request is filled. 

9, 10,
SAMPLE OR ACTION TAKEN JOB NO, 

r_ copie., iadadbag origia"', to be 81IbzniHed to the Natio ..... Jhchive. GIlcl Recora Service GPO: 196:>-0-711-917 
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11&-202	 of~pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

9.7. 8. DESCRIPTION OF ITEM	 10. 
SAMPLE	 ORITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS)	 ACTION TAKENJOB NO. 

Requests for Bureaupublication comein various forms, 
lOOstlyletter correspondence. Requests fran within the 
U.S. are returned to the person ordering the publications
along with the publications or a letter of explanation as 
to whythe publication is not available. Letters fran 
foreign countries are kept fOr one year as a backup file
in case the order is lost in shipnent. 

3.	 ~anuscript File. 

a.	 UnpublishedManuscripts - Dispose five years after 
completion. 

b.	 Published Manuscripts - Dispose two years after date 
of publication. 

Manuscripts of publications of the Bureauare prepared or 
processed by nearly all of the operating units and the 
procedures are not the samein all tmi ts • The Minerals 
Yearbookis the principal publication of the Bureau, and 
at least an original and one copy (with statistical StIIl-
maries) of the manuscript are prepared. In the course of 
processing these copies are altered and cease to be 
duplicates. Apreprint of each chapter of the Minerals 
IYearbook is prepared and one copy is retained tDltil 3f'ter
its publication. 

Some manuscripts are returned to the author, or to the 
initiating office, others are retained according to the 
practice of the unit handling them. In either case, they
are valuable only as a source for verifying or checking 
the accuracy of the pertinent publications, and this 
~rpose is served within the period specified. 

4.	 Patent case files. (Applications, reports, and related 
records. The office of record for Bureaupatents is the 
Office of the Secretary of the Interior.) Disposition:
(all Bureaupatent case files): Transfer to Record 
Centers 3 years after cases are closed. Dispose 20 years 
after cases are closed. 

5.	 Historical Sunmary,Abstract, Index or Similar Card Files 
that are substantially duplicated in published sources or 
in pennanent files of the Bureau. Break file every three 
calendar years. Hold one year and transfer to a FRC. 
Dispose after 10 years. 

r__	 pie., iael.lIia. origiaaJ, 10 be .w.zniHed 10 the NationaJ Arclaive. GIld Recora Service GPO, 196~0-711-917 
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7. 8. DESCRiPTION OF ITEM	 
9. 10. 

SAMPLE OR ITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS)	 ACTION TAKEN JOB NO. 

Sane operating and staff tmits follow the practice of 
posting statistics and facts pertaining to a given can-
pany, corranodi mine, or someother urrit of the ty, process,
industry on s1..Dl1lllarycards. For instance, in one case the 
cards are arranged alphabetically by the namesof the
mines and they give a complete history of each mine in-
cluding the namesof all owners, content and production 
of each mine. In another case the technologic history of 
processes and certain mineral commoditiesis collected by
pasting clippings, or by transcribing abstracts fran 
professional journal and other sources on cards. (For-
merly Item 11 II-NNA-772) 

6a.	 Legislative Files - All copies break file every calendar 
year. Dispose after 4·years (except that material passed
into law which deals specifically with the Bureau). 

Copies of proposed and passed legislation and other 
authoritative directives of interest to the Bureauwith 
related memoranda,correspondence, and reports prepared
in the Bureau. Bills which are enacted into Public law 
are transferred to another category for pennanent reten-
tion (See Item 6b). 

A similar legislative file is maintained for the Depart-
ment in the Office of the Secretary, which will adequ-
ately serve the historical and legal needs of the Bureau 
after the period specified. (Formerly Item 10 II-NNA-772) 

6b.	 Official WashingtonOffice legislation file concerning
Public Lawsaffecting the Bureau. (Related correspondence 
and other back-up material, are included. This file con-
sists of material transferred from the file described in 
Item 6a. above.) Transfer to Records Center whenno 
longer needed for current business. PE~ • 

7.	 rrechnical Assistance ProgramPapers - Break file every
calendar year. Transfer to PRCafter three years. 
Dispose after 10 years. 

~e Bureau of Mines cooperates with and assists several 
agencies including the Atanic Energy Conmission, GSA,
landothers responsible for the developmentand procure-
ment of defense materials. 

M:>stof the papers doa.unentingthe workperformed by the
Bureau for these agencies are returned to the initiating 
agency, the Bureau keeping only copies of memoranda, 

Fo_ copie., iac1adiag original, to be .w.lniHed to the National ","chive. and Reco~u Semee GPO.196>-0-711-917 
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115-202	 of~pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7. 8. DESCRIPTION OF ITEM 
ITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIOOS) 

reports, and other internal documentspertaining to the 
project, and correspondence with Governmentagencies, 
other than the initiating one. 

The bulk of the work the Bureau does for these agencies 
consists of examining, and appraising applications or 
proposals submitted by private industry involving tax 
amortization, a loan, or technical assistance in develop-
ing a pranising mineral source or for the improvementof 
a known source. The Bureau makes a field examination and 
makes an appraisal report, or furnishes technical assis-
tance as requested. 

8.	 Reports of Progress on Projects for the Atomic Energy 
Commissionand other Agencies - Break file every three 
calendar years. Hold one year and transfer to FRC. 
Dispose after 10 years. 

Copies of monthly and other progress reports to the 
AtomicEnergy Commissionand other agencies on projects 
which are intended to expand and develop new and old 
sources of certain rare and precious materials needed by 
them in perfonning their ftmctions. (Fonnerly I tern 18 
II-NNA-772) • 

9.	 Proposals for Grants to Universi ties - Dispose three years 
after date proposal is declined by Bureau (I f proposal is 
accepted this file is incorporated into the Grant File 
(Item 10). 

Files are arranged alphabetically by University nameand 
contain proposals submitted by the lDliversi ty to obtain 
grants	 for research and other types of projects. Also 
included in the files is correspondence between the Bureau
and the University relating to the proposal as well as an 
evaluation of the proposal madeby Bureau personnel. 

10. Washingtonoffice grant files. (Proposals, correspondence 
reports, etc.) Disposition: Transfer to Records Center 
10 years after tennination of grants. •PERMANEm'

11.	 Coal Analysis and Report Cards - Dispose two years after 
~lose of fiscal year involved. 

Requests from other Governmentagencies for the analysis 
of coal samples with a copy of the analysis report, and 
advice as to whether or not the samples meet the specifi-
cations in the contracts to purchase coal madeby these 

9. 
SAMPLE OR
 

JOB NO.
 

10. 
ACTION TAKEN 

Fo.. copI •• , mel.lliag origiaal, 10 Ite .ulftiHeci 10 tho Nolioaal ","chiv •• GIld Recora Sernce GPO.196~0-711-917 



••••standa.r<J Fonn No.l15-A • 7Revised November 1951	 • Job No. _Prescribed by General Services Administration Pa~"t-2--
GSA Reg. 3-JV-l00 of __ pages115-202 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7. 8. DESCRiPTION OF ITEM 

ITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS) 

agencies. (Formerly Item 19 II-NNA-772) 

12.	 Coal Contracts - Dispose two years after the close of the 
fiscal year involved. 

Copies of the contracts for the purchase of coal executed
other Govenunentagencies. It is required that all 

Governmentagencies file copies of the contracts for 
rchase of coal wi.th the Bureau of Mines and that before 

ayment is madefor the coal the Bureaumakean analysis
to determine if the coal meets the required specifications
(Formerly Item 20 II-NNA-772) 

13.	 ipple Inspection Reports - Dispose 3 years after the date 
ine is abandoned. 

ese are reports and analyses of coal samples taken by 
reau personnel at the mine. The samples are madeso as 

to be representative of the coal loaded on the sampling 
ate. (Formerly Item 21 II-NNA-772) 

14.	 early Coal Analysis WorkCards - Dispose 2 years after 
lose of the fiscal year involved. . 

work card is established for each mine and the data 
howingthe analysis of each sample is posted. At the 
nd of each fiscal year the figures are averaged and this 
veraged analysis of coal by sizes is posted on master 
rds. 

ithin the period specified the averaged analysis has met 
e tests of time and the work cards are no longer of any 

alue. (Formerly Item 22 II-NNA-772) 

15.	 eports on underground and face samples of coal. (Data
f value in analyzing and evaluating supplies and industry 
onditions .) Disposition: Transfer to Records Center 
en no longer needed for current	 PERMANENI'business.	 • 

16.	 search project files accunulated at the site of in-house 
esearch, consisting of laboratory and field notebooks, 
rogress reports, mpublished final reports, and related 
orrespondence concerning the objectives, methodology,
indings, and interpretation of research projects. Dispo-
ition: Whenproject is tenninated, removeany of the 
ollowing kinds of records that have been included with 
he project files: 

9. 10. 
SAMPLE OR ACTION TAKENJOB NO. 

Fo_ copie., iaelaolialJ original, to be ..... miHed to the Natioaal Alcehive. aad Reeo~" Sennea GPO: 196~O-711-917 
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7. 
ITEM NO. 

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

9. 
SAMPLE OR 

JOB NO. 

10. 
ACTION TAKEN 

(a) Records authorized 
schedules. 

for disposal by General Records 

(b) 

(c) 

(d) 

Aca.unul.ationsof data that have fully served their 
purpose when final proj ect reports are published or 
otherwise madegenerally available. 

Records concerning procurement and other administra-
tive overhead that contribute negligibly to under-
standing of the substance of the research. 

Scientific and technical reference material that is 
also available in libraries. 

Three years after tennination of proj ect, and after 
of the kinds of record indicated above, transfer to 
PERMANENf. 

remova~ 
FRC. 

17• 

18. 

19. 

Analytical Procedures File - Whenno longer needed for 
current business, transfer to Records Center. PERMANEN!'. 

This file is maintained by the chemists and contains de-
tailed descriptions of the procedures for doing chemical 
analysis. The material is filed by the Hi1lerbrand nethod, 
e.g., grouping substances with similar chemical properties 
together. 

Monthly, quarterly, and annual in-house project progress 
reports. Disposition : Dispose inlnediately of monthly and 
quarterly reports whenno longer needed for canpilation of 
more inclusive reports. Transfer arumal reports to Records 
Center 5 years after year reported. Dispose 10 years 
after year reported. 

Mmthly Mining Research Contract Progress Reports - Dis-
pose whencontract is completed and Final Report is 
received. 

20. 

These are monthly reports received from a contractor work-
ing on a research project for the Bureau. 

Idea Referral Cards - Review file each year and dispose of 
those cards five years old or older which are no longer 
worthy of consideration. Records are in the fonnat of 
5 x 8 keysort cards. These are cards which are filled out 
[byfield employees to subrnit an idea for a possible re-
search project. The cards contain such infonnation as 

r_ copi", iDchldiag origiDal, to be nab..uHed to the National Archlve ..... d Reco~da Se~c. GPO,1963-0-711-917 
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7. 8. DESCRiPTION OF ITEM 
ITEM NO. (WITH iNCLUSIVE DATES OR RETENTION PERIODS) 

the employee's name, area assigned, and an abstract of 
the proposal. Cards are kept in a central recording
office	 which assigns a numberand keeps the file in 
~rical sequence. 

21.	 Project authorizations. Disposition: Break file anrrually
Dispose 10 years after file break. 

22.	 Cooperative agreement files, consisting of contract and 
grant agreements, correspondence, tmpublished reports,
and related records concerning research or other techni-
cal projects performed outside the Bureau, excepting the 
folloong kinds of record which should be removea, 1£ 
present in the files, before transfer to PRC: 

(a)	 Records authorized for disposal by General Records
Schedules, and other records concerning administra-
tive overhead that contribute negligibly to tmder-
standing of the content of cooperative agreements. 

(b)	 Scientific and technical reference material that is 
also available in libraries, and accumulations of 
data that have fUlly served their purpose when 
final reports are published, or which are otherwise 
generally available. 

Three years after tennination of cooperative agreements, 
and after removingthe kinds of record indicated above, 
transfer to .PRC. PERMANENf

23.	 Index to cooperative agreement files. (This index is 
associated with the files described above, Item 22. 
Disposition: Sameas Item 22 above. 

24.	 Industrial Water Records - Break file every 5 calendar 
years. Transfer to a Federal Records Center after 10 
years. Dispose whenheating facility is changes. 

These are records maintained on water testing in Federal 
heating systems. The tests are run to detennine mineral 
content, corros ive factors, etc., for water cirrulating 
through the heating plants in Federal establishments. 
The material in the files includes requests for water 
tes ts, reports of tes t results, correspondence, etc. 

9. 10. 
SAMPLE OR ACTION TAKEN JOB NO. 

Fo_ copie., badadhag origbaal, to be II1IlomiHod to tho National Archives and Record. Sorvice GPO:1963-0-711-917 
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9.7. 8. DESCRIPTION OF ITEM 10. 
SAMPLE OR ITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS) ACTION TAKENJOB NO. 

25. Core Storage Records - Dispose whenno longer needed. 

These records pertain to the "core" samples drilled from 
the earth and kept in a warehouse. The records are in 
the fonn of 3 x 5 index cards. '!Wosets of cards are 
kept, filed differently. One set is filed by State and 
another by Company. In addition, there are sane corre-
spondence files relating to the cores. Since there is no 
plan to dispose of the core, it is necessary to retain 
the records relating to ite. 

26. Anthracite flood control and mine subsidence project 
records. (Contract and grant agreements, reports, corre-
spondence, etc.) , Disposition: Transfer to Records 
Center 3 years after tennination of proj ects • PER-1ANENI'• 

27. Inactive coal mine fire control project reports. (Corre-
spondence and other back-up material is included.)
Disposition: Transfer to Records Center 3 years after 
project tennination. PER-fANENT• 

28. Appalachian mining area restoration project files. 
(Include reports, maps, correspondence, and other records. 
Disposition : Transfer to Records Center 3 years after 
tennination of proj ects • PERMANENf• 

29. ~ining area restoration and use project files. 
tion: Transfer to Records Center 3 years after 
Ition of Projects. PERMANENT• 

Disposi-
tennina-

30. Questiormaires (also called survey forms and schedules) • 

The Federal Reports Act of 1942 (56 Sta. 1078) makes the 
~ata pertaining to individual companies confidential to 
~e Department of the Interior and/or certain defense 
iagencies. 

a. ~nth1y, quarterly, and semi-annual surveys for which 
Ithere is an equivalent annual survey - Dispose after 2 
~ears. (Formerly Item 12 II-NNA-772) 

b. ~al Surveys and those monthly, quarterly, and semi-
Pnnual surveys for which there is no equivalent annual 
survey - Transfer to a FRCafter five years. PERMANENf• 

c. Special one-time Surveys on mineral production, Mine in-
formatdon supplements, Land use, etc. - Transfer to FRC 
lifter five years. PE~ • 

r_ copie., iDclllciiag origi....., to be ..... mitt ... to the Natio ..... Archives .... d Reco~u Se.vice GPO:196:>-0-711-917 
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9.7. 8. DESCRIPTION OF ITEM	 10. 
SAMPLE OR ITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS)	 ACTION TAKEN JOB NO. 

d.	 Surveys of a special nature an mineral consumption, plant
 
production, brokers and dealers, etc. - Dispose after
 
five years.
 

e.	 Those distributed to foreign countries through American
 
Embassies - Dispose after 5 years. (Fonnerly Item 12
 
II-NNA-772) 

31.	 Final Detailed Tabulations. (Fonnerly on Schedule NN-63-
77) 

a.	 Monthly, quarterly and semi-annual surveys for which
 
there is an equivalent annual survey - Dispose after two
 
years.
 

b.	 .Annual and Special one-time Surveys and those monthly,
 
quarterly, and semi-annual surveys for which there is no
 
equivalent annual survey. Prepare and retain pennanent

microfilm records in the Bureau. Dispose of original
 
tabulations after 5 years.
 

These are statistical surrmariesof the data on l\Ork sheets 
that have been drawn from the questiormaires. These 
summariescontain the basic figures that are ultimately 
published by the Bureau, although they quite frequently
contain "concealed", and unpublished facts or figures
that	 are restricted by statute. 

32a.	 Original conunoditystatements. Disposition: Dispose
immediately after transfer of data to microfilm. 

32b.	 Microfilmed conunoditystatements. Disposition: Whenno 
longer needed for current business, transfer to National 
Archives. PEm.fANENT. 

33.	 Environmental impact statements subrnitted to the Bureau 
for review, together with records of the BureauIS 

reactions to the statements. Disposition: Dispose 5 
years after su1:Jnissionto Bureau. 

34.	 HeliumPlant Production and Operation Files - Break file 
every year - Hold for five years - Transfer to FRe -
Dispose after 10 years. 

Files contain infonnation on plant production, sales,
 
storage, distribution, operating procedures, etc.
 

Fo_ copie., iac1adialJ original, 10 be ..... miH.d to th. National Jbchives and R.co~d8 Se~ic. GPO .196...... 0-711-917 
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9.7. 8. DESCRIPTION OF ITEM	 10. 
SAMPLE OR ITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS)	 ACTION TAKEN JOB NO. 

35.	 Helitml Plant Technical Files - Dispose 10 years fran date 
of report. 

36.	 Permissible and Non-permissible Explosive Report File -
Break file every year - Transfer to Records Center after 
20 years - Dispose after 30 years. 

This file contains reports of tests made on explosives 
submitted to the Bureau for approval. (Formerly Item 21 
II-NNA-1205) 

37. Explosive MethodTesting File - RETAINin Bureau. Whennp 
longer needed for current business, transfer to Records 
Center. PERMANENT• 

This is a record of methods used in testing explosives
for use in mines. (Formerly Item 22 II-NNA-1205) 

38.	 Explosive Test Files - Transfer to Records Center 20 years 
after test is made - Dispose after thirty years. 

These files are madeup of keysort and regular index 
cards and contain data on explosives which were submitted 
to the Bureau for testing and approval. The infonnation 
included is tests performed on coal dust, gas, fires, 
blasting, etc. (Formerly Item 24 II-NNA-1205) 

39. Final Mips and Plans of Mines and Industrial Installations. 
MICROFILM- Transfer originals to Records Center inunedi-
ately after PERMANENTfilming. • 

These are prints (maps) showing working and evaluations 
of mines, access rrutes, ventilation systerns, etc., in 
mines and industrial installations. 
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