KEQUEST FUR

LEAVE BLANK

RECORDS DISPOSITION AUTHORITY P
: ‘ (See Instructions on reverse) 11-79-86-1
TO: GENERAL SERVICES ADMINISTRATION |PATE RECEIVED
NATTONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408 12-27-85

1. FROM (Agency or establishment)

Department of the Interior

NOTIFICATION TO AGENCY

2. MAJOR SUBDIVISION

National Park Service

3. MINOR SUBDIVISION

Chief.Branch of Directives & Paperwork Management

not required.

In accordance with the provisions of 44 U.S.C. 3303a
the disposal request, including amendments, is approved
except for items that may be marked ‘‘disposition not
approved’ or “‘withdrawn’’ in column 10. if no records
are proposed for disposal, the signature of the Archivist is

4. NAME OF PERSON WITH WHOM TO CONFER

Warren S. Dade, Records Officer

5. TELEPHONE EXT.

523-5138

DAT,
i les

ARCHIVIST OF THE UNITED STATES

QA&Q —

6. CERTIFICATE OF AGENCY REPRESENTATIVE

| hereby certify that | 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: D is attached; or [E{sun necessary.

Center and two training Centers.

B. DATE CWTATIVE D. TITLE
12-19-85 & JSE A —— Chief, Br. of Directives & Paperwork Mgnt.
7 9. GRS OR 10. ACTION
ITEM 8. DESCRIPTION OF ITEM SUPERSEDED TAKEN
NO (With Inclusive Dates or Retention Periods) JOB INARS USE
: CITATION ONLY)
This comprehensive records disposition schedule supersedes all|
previously approved records schedules of the National Park S>
S ice, o
ervice o 2
. . B »
Any record series created subsequent to, and/or net disposaple o q3
by, this schedule will pe covered by supplementary records g g
disposition authority to pe optained from theKX National o o
Archives and Records Administration, 5 8
2 e
Records are arranged in accordaunce with the provisions of the ©
Park Service Filing System (alpha-numeric). The term WASO 5 §§’
indicated effices not only in their HeadQUarters, Washinzton, < o
D,C., but those under/ direct supervision, i.e. Denver Service S <
har]
o
[0
w
o
o,

is pro
sgf
ey . X

NARA Appraisal Archivisy/

<

All changes to th

S

115-108 Mﬁ
| 5 77&7%?7"”/?'

NSN 7540-00-634-4064

22/} >

STANDARD FORM 115 (REV. 8-83)
Prescribed by GSA
FPMR (41 CFR) 101-11.4
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RECCRDS MAMAGEMENT GUIDELINE NPS-1© INTROGUCT 10N APPENDIX B Page 1

This Schedule reflects the disposition cf all NPS records in accordance with General Accounting Office and Nationzl Archives directives. The
General Records Schedule (GRS) cites disposition of similar government-wide records and is an integral part of the NPS Schedule.

Records documenting golicy and establishing precedent are permanent in the issuing office arnd must be filed separately according to the National
Park Service Filing System. These records will be transferred to the Federal Archives and Records Certer (FARC) under the Mational Park Service

Records Control Schedule (NPSRCS) 1.1. (Please see next page for description of each schedule.) .
The following methods are recommended to maintain and transfer records to thke Federal Archives and Records Center.

WASO - Break files every 2 years, transfer to the FARC after 4 years.

REGIQM - Break files every 3 years, transfer to the FARC after 3 years.

PARKS - Break filec every 3 years, transfer to the FARC after 3 years.**

Accurate measurements must be retained of temporary record material cestrcyed and permanent material trensferred to the FARC. This information
is entered on the Annual Records Program Report, Form 10-26, and submitted to WASO by October 3C of each year.

When transferring records to FARC a shelf list identifying each folder must be prepared for each shipment and retained in the initiating office.
in addition, a Records Transmittal and Receipt, SF 135, will be prepared and transmitted to FARC prior to shipment of records. (See Instructions
on the form.)

A new concept for NPS files is required to conform with the GSA Bulletin FPMR B-66 dated September 14, 1976; to relieve the parks of the tedious
operation of packing and shipping records; and to eliminate duplication of records housed in the Records Centers throughout the country. .

#%Parks will transfer records accumulated through December 31, 1977 directly tc FARC in the usual marner. Beginning January 1, 1978, parks will
provide a copy to Region of all permanent material, as It is generated. |In the interim period, until all 1977 park records have been transferred,
parks will use instructions for disposition in the '"Region' column of this Schedule. 1978 and all future park records will be disposed in accord-
ance with instructions in the ‘park' column. These arrangements should be coordinated with the regional Records Manager. When it is determinec
that copies of park records should be retainec for administrative use, it Is suggested that they be bound in volumes and transferred to the park
library or to NPS Reference Services, Harpers Ferry Center, NPS, Harpers Ferry, West Virginia 254265.

Transfers of Archival material to the National Archives and Reference Service (NARS) may be made directly from any area. Further instructions
will be provided iIn the Records Management Guideline.
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<
For disposition purposes, the following schedules will apply: .
NPS Records Control Schedule (MPSRCS) | FARC Disposal Authority "

Records to be transferred to FARC. )y
Item |, Of fFer—tu—MARS when 30 yvears old ¥ ontes /170
Item 2. Destroy when 15 years old. WPSRES n7n

MFS Records Control Schedule (NPSACS) 2
Records not transferred to FARC. ¢
Item 1. ARetaln. '
ltem 2. ODestroy.
Iltem 3. Offer to MARS directly from WP§ Ares
(Coordinate with Reglonal Recards Masager)
Item 4. Transfer to Library of Congress

When completing SF135, Records Transmlittal and Mc;lﬁl. under Disposal Authority (Coluan h),

please shuw eithed,., /1/1 for permanent records or,., /172 for those destroyed when 15 years
old. ' :

#Note: for all permanent items transfer to the National Archives in
five=year blocks.




NP3 RECORODS DISPOSITION SCHEDWNL &

_ NECORDS MANAGEMENT GUIDELINE  NPS-19 ™7 —_ e . APPENOIX 8 Page | -
LOCaATION
WASO. PL ANNING & TRAKNNEG CENTERY REGIONS PAGE Y AD OVNER FIELD wenve’
cont weRsyer 00— — sanc | v | T
coot DESCRIP 110N OF uaTERIAL v BUPOMTION STRUCTIONS  [oicogurion| B/POMTMN WisTaUCTIONS .,':l:‘"” CUPORNIN-25VBUC V100t
gy e
4
A - ADHINISTRATION AND WAMAGENENT 58,
Las NEMA N
ALS ActinePecsonnel Deslgnationt NPERES—2-2 Sestroy—eiter—3-monthsy Sevtroy-eiter—3aonths ;.:W——.m—
f temporarily absent g
officlals.)
— ]
Al Advisory Board on Natlonal Parks, L\\\\J
Historlc Sites, Bulldings, and NL\\J
Monument s h—-\_r__\\
az o Saacl
¥ rgenizeiion
19 [Meetings, Recommendat iuns , gpri /M. 113
€stablish case files as follows: NPSACS 1.1 Transfer 1o FARC when | To NARS [Tiawg for +e FARC [ To UMY Qouy de copy +
a. Record copy 6 yrs. old 0 yrs. |G \1" oq S0 yrs, 3."
tb. Monrecord copies NPSRCS 2.2 sestroly Q“r 2 Destroy after Jrears Destroy after ¥ years.
\/,-5 oy whén No or when no longer
" ‘0'\5"‘ viced ed needed for reference.
rovg'
40" ve (1 1J "
AlB dvisory Boards, fleld (Crganization, fee
et Ings, Recammendat lons)
stablish case files as follows.
Record copy (at level of orlgin) NPSACS 1. ) Trans fe, 10 PAare &ﬂh‘ Transfer to FARC when [ To NARS | Provide copy to Region
unen Years old Y | 6 years old 3 yrs.
B. Nonrecord copies MPSPCS 2.2 Destroy ;llerz years Destroy after years

Mcm o'tor’ years

.r

or when no | er
needed

NT een2. e
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DESCRIP TION OF MATERIAL
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NPS RECOROS DISPON TION SCHEDUL E

R

DI OMTION IM3 T BUC TIONS

WASD, PLANNING & TRANUNG CENTENRY

APPENDIX 8

Page 2

LOCATION

B13PO U F10M S T BUC 10D0s

wows |

—— - —
saac
SIP O TI0N

PABNS AND OVNERIFIELD UMTS

SFOQTEN METOUC 11003

A22

A24

#5— '

19
27
»n
»

®. 3
AT rorecra—Tor—ececneryee

W-ﬂ»#es ey follows: -
. —Adninistrotion—and-potioy————
=‘l¢ ra Y W &

—FARNG—whew

Z & P 3
Fronyfer—ro-FARi—when—

£ yO2ES old

'y
vestreoy

a

- Wwo.-}-

Fh. Rout Ine correspondence

{Commiceces

(Ovgan tratton;—#tinates —and Resotutions) -

NPSRCS 2.2

Destroy aheraz years.

§-ycs.
by

-6 yaars old.

Destroy o'(et,iyecrs.

15 yrs.

Provide copy te-fegian—--

Destroy onea years.

Oepartmenta
Interagency
Washington Office
Fleld Offices

Establish case flles as follows:

sr—fAecord-copy—tat—tevel-of origin) - —

- WP SAES—4—t—~—

L\\\\

| Srensfer to FARCwhwm
ry

eass--oléd

ta FARE whwn

add

VYvanstfor
&

b. Monrecord coples

MPSRCS 2.2

Destroy after vears.

Yoo

Bestroy o'tor; years.

Topy to Reglon

after 6 years.
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ﬂ.

" Lecarmn 4
WASO, PLANNING & TRANSNG CENTERS (77" n:l_u!tllt PILe LTS TV
TV ‘ LAnnie ® fpe .
cooe DESCRIPVION OF MATEMAL Weaa msrouton mstauctions | oS | siweuview mireucrmm | Jonc SLPPRNISWTIUC Yibus -
hah 4
_“‘___ povrs s

Monthly
17 | Quarterly

1S ] Semi-Annual .

21 | Ancual \\

2) | tituation \\
NPSACS 1.1 T t FARC when

NOTE: Annual or as required substantive ranster N% Destroy wnen ) years Destroy when } years
narrat lve reports of reglon. | directors, 6 years old 3O yrs. no longer old or no longer

superintendents and managers dealling with ‘::;M needed for reference
overall minagement, status of programs

and operation of the areas. (Record set
of reports received and maint. ined at
50—

for individuel Instruc-

ticns for disposition aulhorlly’ Se., A”Md"f l.

not having <pecific authority may be
destroyed when ) years old or no longer
needed.

A |cammendat tons /Lot ,/WNI/M

A5 JAbout-Sesvice and Pecconnel
9 Concerning Lancesslions

e Roim—individuil-anploy LBy Chap—203 Recocd capy—La-Rescon Secesd aapy 2a-Rescnna Recocd LOpy_ Lo
nel for inclusion In nel for laclusion in #],wmﬁﬁ\-.—‘
ihividual's offlclal Individual's of | ———1 Tndividual's officla)
personne | folder P"”—J r persoanel (older

b. Providlirg hasls fur administrative nPSHCS 1.2 Mrm destroy | Trensfer to FARC wwn | Destroy | Provide copy to Reglon
L——-’/ 6 years old 1S yrs. | 6 voars old 15 yrs. | Destroy Park flles

actlon.
m// after 6 years
corcaspondance GRS 1A 7 fAestray aftes .3 months Ww.- Dasssoy after 3 @onths
W




Aruny(lm scetings, speclal
& rs Othes n;@lj;-‘l;nim

Sesiray ofter 2 years.

- e
RECORDS MAMAGEMENT GUIDELINE »' %-19 . WPIRECORDS DISPOUTION SCWEDWLE 000 APPEMDIX O Page &
LOCATION
b - -t - - -
WASO, PLANMING & TRADENG CENTERS RECAONS PARE S AND OTNER FIELD LTS
Eo0 oEscaiP VLRELPY 8 S vanc | i R
Cooe CMPTIONOF waTERIAL oPouTIoN msTRUCTIONS | Bt ] misreuTion wisTouCTIoN ot o SRS Reg¥ BC 1i0us
' Y "
+ -t
L S
O
13 % ¢ ?“‘ .
19 . "
)
individual FPH, Chap. 293 Record copy to Person- Record copy to Person- Record copy to Person-
nel for inclusion In nel for Incluslion In nel for Inclusien In
Indivicual's official Individual's officlal wm‘h officlal
personnel folder. personnel folder. per folder.
Complamts resulting Cosglaints resulling (oq\'alllu resulting
In letter of reprimand In letter of reprimand In letter of reprimand
must be filed in perm- sust be flled In perm- muct be flled In perm-
anent richt side of OPH enant right side of arent right side of
- oPF .
Providing basis for investigatlons, NPSACS 1.2 Destroy | Transfer to FARC when [ Bastroy | Provide copy to Reglon
administratlve actlons, etc. 15 yrs. | § yoass old. 1S yrs. | Oestroy Park flles
. alfter 6 years.
Rout Ine correspondence GRS 14,7 Destroy after 3 mont Sestroy after ) months. Destroy after 3 months
A3t ublic Relatlons \
15 I1th Federal, State and Locul Agencles
"7 orelgn Agencles
21 individuals %
2) ubllic Involvement (Specific hearlings .
filed by subject, e.g. DI8, 148, 1L7617) | . \
stablish case flles as follows: .
Policy and procedurcs NPSRCS 1.2 Transfer to FARC when |Oestroy | Tranefer to FARC whea { Destroy e copy to Region
’ i 6 years old. 1S yrs. |6 years old. 15 yrs. ek flles
. after 6 yea
NPSRCS 2.2 Destroy after 2 years. Destroy after 2 year¥~_

+HHONY

¥
scfivities.

o A

>



RECCRDS MANAGEMENT GUIDLLINE  WPS-19_  WPSRECORDS DISPOUTION SCHEOULE =~ APPENDIX § gage S -
- LOCATION
— . -- - i —— = - —_ -
WASO, PLANNING & TRAMUNG CENTERS [ ({7 ] PARNYS AND OTHER FIELD LINTS
cooe OEICAIP T1IOM OF MA TERIAL s v SN sanC
PO TARN taed!
WIPONTION WITRUCTIONS |0 g, 91POUTION MesTouc 1o tPo Ti0n YoUC TIout
A O— ot

1S JDepartmental
129 fWashington Office (incliudes r's

staff conferences, squad maeting:
23 Q(Reglonal Directors
27 |JRegional offices (Includes reglonal

office staff conferences; also, speclal

Cervicewlde meeting:. of reglonal

division chlefe), ,
31 Jotter fleld office: (Includecs Natlonal

Park and Monument staff conferences). \
33 Servicewlde
35 [interagency
3 Internat lonc )

la. Record copy (at level of origin)

Monrecord coples

NPSRCS 1.1

NPSRCS 2.2

Transfer to FARC when
6 years ol¢

Destroy after .:( years.

To NARS
30 yrs.

Trangfer to FARC when
6 years old

Destroy aherj years.

To ¥ARS
30 yrs.

copy to Reglon
Destroy fa les

vhan no longer ne

Destroy .flerj years.

Destsoy aftesr—2 vears
y Yo’

ALE 22

Dotit
v

£4.08-2 NorES
14

Dossaav-afseas
v 14




RECORDS MANAGE NENT ‘mnu_ u‘ ws-19 HNP3 RECORDS DISPOY TI0M SONEOUL € o . APPENDIX B Page ¢
LOCATION
bp e = - - — - _————— e ——— g
rne WA30, PL A ‘s 1hamsuc Cemreas |EcIONS PARKS AND OTHER FIELD LTS
DEICRIP 1100 OF Ma TEAIAL TRRELY T pame T [ ramc
;weurow sstaucTions | ool ] $r0u i s TOUC 11us 930 00 PRI 0T BUC 110ms
‘.
e Ing-Associat-lons—{inetudes

I

7y, Wistorical and Museum
Assoc lations

Jbu Record sets vsually malnte
Trecut lve Secretary of the Assoclatlon.
The following applles to correspandence

flled by NPS.

Estadblish case flles as followns:
a. Pollicy end Procedures

Charter and bylaws

Annual Reports of Cooperating
Assoclations to WPS

Rout ine correspondence

\

\\N

Destroy ) years efter
explration of charter.

Oestroy ) vears after

x: ion of charter.

NPSRCS 2.2 Destroy 15 years after troy ) years after
explration of charter. enplr f charter.
NPSRCS 2.2 Destroy 15 years efter Destroy 3 years after
expliratlion of charter. explration of charter.
-GRE—6+5h Sestrey—afrerI—yeores Sestroy-ofter—3-yoere-
WPSRCS 2.2 Oestroy after ) years. Sestroy after 3 vears.
WPSACS 2.2 Destroy .'ur"mn.

e e
Trander o FARC

uhen 6 yw ol

am‘yﬂaﬂ

Destroy after years.

Sestroy afterd years. Sestroy after3 veers.
rovioe Ci " KO an
B0 yhs Ladatar 4
@
WM‘_@ /ocf/ Cory tolegson
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RECORDS MANAGEMENT @ IDEL INE

rue

oot OESCHIP 100N OF MATERIAL

copler,
services,

hone, Telegraph, and radlo
In lans and regulations

a. Policy, srocedures, re lons, etc.

b. Other. (iIncludes operating records
such as machine copies of Incomsling
and outgelng messayges, message
registers, service logs long-
distance telephone report swmrarles,
etc. Separate yuides and flle
folders should be established for
the various types of materials).

TE: Retentlon periods vary for the
different materials. See
Indlcated schedules for specific
lastructions.

AS2

Fund Ralsing and other Clvic Casw-" ns

TE: Correspondenc-

deduc

e: payroll
§ resulting from esployee

NPS-19

R

NPSRCS 2.2

GRS 12. .

or
GRS 12.4

NPSRCS 2.2

NP$ RECORDS DISPOSI TION SCHEDUL E

WASD, PLANNING & TRANNNG CENTERS

FARC

I ONTION I TEUC 1I0NS PO TION

Destroy aficr 6 years
or when no lonycr
needed for reference

Destroy (See note)
ter ¢ lose of
fiscal - Ich

audited.

Destiroy after 2 years

Y i __APPENDIX B Page 1
LOCATION
[({- 1} PAREY ak® OTNER FIELD LinTY
sanC
SIP 0 1 1900 2003 § RUC To0aes NPOuTION SHPONTINN WSV AUC TiDut
< LR _ _

Destroy after 6 years
or when no longer
needed for reference

Destroy (See note)
Destroy after close of

fiscal ysar In wtich
qudited.

Destroy after 2 years

Destroy after 6 year
or when ee lgeger .
neo"}d reference

-

Destroy (See note)

Oestroy after clcse of
fiscal year In whicth
audilec.

Sway

Oestroy er 7 years



_RECOPDS MANAGEMENT GUIDELINE  NPS-19 NPS RECORDSDISPOSITION SCHEDULE APPEND1X B Page 8
LOCATION
T, - _ - — iy
WASO, PLANNING & TRAINING CENTERS REGIONS PARKS AND OTHER FIELD UNITS
FILE DISEOSITION — S s e — e — -
CODE DESCRIPTION OF MATERIAL AUTHORITY POsI T FARC FARC
DISPOSITION INSTRUCTIONS o1sPOsITion|  O1SPOSITION INSTRUCTIONS OISPOSITION DISPOMITION INSTRUC TIONS
AS4 Inspections, Agpraisals, Investigations,
Studies, Task Forces and Surveys
\\_ig:~ €ongressionat .
1
23 {Wwashington Cffice
Z5 ]Regionel Office
27 |Field Offices \
31 Jother Agencies \\\
T —]
a. Record copy (at level of origit) NPSRCS 1.1 Transfer to FARC when | To NARS | Transfer To FART w -To_NARS | Provide copy to Region
6 years old. 30 yrs. | 6 years old. 30 yrs. €S les
after—6—years:
b. Nonrecord copies NPSRCS 2.2 Destroy after 2 years Destroy after3 years. Destroy after3 years.
ASh. lnstructions and Ordesrs
\LS\Secretary's Orders
19 tary's Office Memoranda
21 NPS Per Guidelines
23 NPS Special Dirétrives
27 NPS Staff Directives
E} WASO Memoranda
35 Field Directorate Memoranda
39 |Field Offices' Instructional Memoranda \
4 Other Federal Agencies (Separate guides
and file folders may be established ‘
for different agencies).
',
- Record copy (at level of origir) NPSRCS 1.1 Transfer to FARC when m&« To NARS | Provide copy to Region
6 years old 30 yrs. 30 yrs. | Destroy Park flles
when noncurrent.
. Nonrecord copies MPSRCS 2.2 Destroy when superseded bestroy when superseded.\ troy when super-
revoked,or when no revoked,or when no seded, ¥ or when
longer needed longer needed. no_longer needed

INT

eas32-17



NPS RECORDS DISPOSITION SCHEDULE

RECORDS MANAGEMENT GUIDELINE NPS-19 ‘ - > S } APPENDIX B Page 9
LOCATION
WASO, PLANNING & TRAINING CENTERS REGIONS PARKS ANO OTHER FIELD UNITS
CObE auTaEey R B B T
¢ DESCRIPTION OF MATERIAL DISPOSITION INSTRUC TIONS DlsP‘OS(I:YIOM 01SPOSIMON INSTRUCTIONS D“:;;:m" DISPOSITION INSTRUCTIONS
ALK Instructions and Orders {cont.)
\‘03‘ for copies of above NPSRCS 2.2 Destroy after 3 months Destroy after 3 months Destroy after 3 months.
NOTE: The Washington malntains
the record set of its issu
and the field offices maintain
the records sets of their own
Issuances. All other copies
of Issuances are disposable
(See A7219 for material relating \1
to Directives Management). \
AS8 Interments ]
(Including Gravesite Reservations) NPSRCS 2.2 Destroy after 6 years Destroy after 6 years € Destroy upon
discont inuanc
$anllls
aeHHty
A60 Avlslts NPSRCS 2.2 Destroy after iyears Destroy after 1 year Destroy after | year
19 Jof Government Personnel
21 0f Foreign Persons
Ab2 ost, - found and stolen-articles NRSRCS 2.2 Pestrey—aft —2

VY -~ £
vestroyarees years

n. o £
vestroy—earter

LY
—years

INT: aa32.77
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g Uy S —_———— - . e — _ ~——

[ ! LOCATION
WASO, PLANNING & TRANNNG CENTERS RECOns 1 ranus auo oruen rrero wemts
riee okasir I S e e e e —— -- ~—
cooe OESCAIP TIOM OF MATERIAL v sanc vanc
SILONITION WL BUC TIDNY I ONTION SIPOMTan hil.ll('*l IPONTION PO RTNN MITOUC TI0MS

bk

15 Directorles
19 | Goals/0bjec (Long Tera Mansgement t q

Plen)
Statements)»
ction ‘

2) | Management Policles
2] ] Organizational Charts/Role

Statements
35 Standardsa
37 | manag t lmpr nt Projects

y Tragfer 1o FARC when 6 | To NARS | Tranfer to FARC when 6| To NARS | Provide copy to Region
yeags odd 30 yrs. | years old 30 yrs. | Destroy when no longer

a. Record copy (at level of origin) NPSRCS 1.1

needed .
b. MNonrecord coples GRS 16.13 ~—— Destroy whan superseded Destroy when super-
or obsolete ~~ ] or cbsolete seded or obsolete
A66 nuals, Handbooks (Government)
(Includes Clrculars,Bulletins and Letters) ~
15 epartmental Manual and other issuances NPSACS 2.2 Destroy when superseded Pcnroy upersdded Destroy when superseded
revoked, or when no revoked, Or whé o revoked, or when no
longer needed for longer needed for longer reeded for
reference reference \ refergnce
7 PS Manuals, and other NPS Issuances to NPSRCS 2.2 Destroy when no longer] Sestroy when no longer
- PM and FPMA Y I - {anedeé-for—coiorense ) & é
H] ther Federal agencles (OmB, GSA,om.o(c. )"SICS 2.2 Destroy when chsolete Qasgroy when obsolete

se-fon Il of-ab £-3.-3 Destion_afier-3-manthe-
Questi—feor-eopies 4 ¥ !
4

.d.l 3 b

B
S 1

£, “*

L A ]
hi bl -




AECOROS MANAGEMENT GUIDEL INE NPS-19 WNP3 RECORDS DISPO UTION ICHEDULE APPENDIX B Page 1)
I ) N LECATION
- - - - TE e e e—— e ..
WASO, PLANNING & TRANUNG CENTEARS ({1 PARKSANG OTHER PIELD VTl
Fue mmﬂ - St maiehuipundel S T
cooe OECRIP 110w OF waTEAIAL v 003P 034110 131 AUC TIONS __:‘“ S1PO 1T Wes T AMCY MBS .‘::::“ BTOUC 100us
e
N
- “(.,\’
Wing and Bindlng “’.@- q -~
-~
Establish case-Liles as folloms: .
Policv corres ® NPSRCS 1.2 Transfer to FARC when | Destroy | Transfer to FARC when | Pestroy | Destray. pfger 3 vears
6 years old 1S yrs. ] 6 years old 15 yrs. [ .
T s
b. Correspondence Inlrg to adwin- GRS 1).2 Destroy after 2 years Destroy after 2 years Dc!h(.; ofger 2 years
Istratlon and purchas ipment e ,,-’/
and operation of duplicating /
with related papers. -
c. Printing procurement unit copies of GRS 3.7a Destroy 3 years after J)cﬂ'roy ) years after Destroy ) years after
requisitions on the Public Printer, letion cr cancel~ | _ . -~ comgletion or cancel- completion or cancel-
Involces, specifications, and lation . lation of requisition latlon of requisition
related papers.
ld. Requlisitions or orders forsmon- GRS 1.8 Dut‘r;y‘ when | year L\ Destroy when ! year Destroy when | year
personal servicess such as dup- —~"fold o old
licating, binding, and related "
services (excluding accountable -
offices records) \
e. Cuplicating unlt coples of ald NPSRCS 2.2 Destroy when | year old

publications, posters, charts,
directivés, regulatlons, booklets,

D05t —red o4&

Qestroy when | year ol*

hac borms FvPws
P 0 LI —Fe+ad

-
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RECORO (T
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LOCA VDN
L . . . e el = =T
FILE o WASO. PLANNING & TRANNNG CENTERS ([ {~ 1} PARKS AND OTNER FIELD VeNTS
" — e NS i e —————— -
cooe OESCAIP TION OF maTERIAL RSPy [ < ranc T raac
DIPOUTION 1943 18UC TIONS ouPouTIoN| BIFOMTION MISTEUC Ions 1P eNuNION SIS NN BIST BUC TIONS
—_— A ] ) s
j’:‘li U’_V—‘V
istery pertalning to GRS 13.4 Destroy 1 year after Destroy ! year after Des gt yoar after
work orders. «lose of fiscal year close of flcal year clo., ficet vear
g. Records relating to In al GRS 13.7 Destroy after 2 years Destroy after 2 years Destroy after 2 years‘
management and operation c .
NOTE: Duplicating unit coples are
useful only for purposes of
internal operation, largely
ire connection with related
requisitions or orders.
A70 National Priorities ]
15 JCivil Defense Program
19 ]Area Use (National Defense) : \
2V [Conservatlon (Energy and Water, etc.9 -
-
Establish case files as follows® -
a. Record copy (at level of erigin) 1"?5![5 1. Transfer 10 FARC when {To NARS |Transfer to FARC whe To MARS JProv'df copy to Realon
. JG years old 30 yrs. {6 years old 3 5.
Vmpies NPSRCS 2.2 HOesNoy when no longer estroy when no longer Destroy when onger
led for reference ded for reference ied for srefess
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KECORDS MANAGEMENT GUIDELINE  NPS-19 ____We5amcoRD: OiPOMTION ICHEDULE APPENDIX B Page 1} e
L B LOCATION
WASO, PLANNING & TRAKMNG CENVER [ PARE S AND OTHER F1ELDO LTS
Cooe pEscair ARR¥PY T T | ] - -
€3CRIPTION OF waTERIAL 01PONTION NI TRUC 110MS  [oudronmon| IPONTION miteucTions (o et o SeIPPWY 40 BISYBUC Tt '
- v
vz |Informabon K-aSourcer ﬁ/hw/f.n
Establish case filessas follows: '
a. Policy correspondence Transfer 1o FARC when | Destroy} Transfer to FARC when | Destroy |Provide record copy to
6 years old 1€ yrs.| 6 years old 1S yrs. |[Reglon. Bestroy Park
files afger 15 years. .
15 Automatic Data Processing
Establish case filessas required for:
Policy, Procedures, Standards, ADP NPSRCS 1.2 Transfer to FARC when | Destroy| Trensfer to RARC when | Destroy ‘
Exnecutlve board, Digltization of 6 years ol¢ 1S yrs. ] 6 years old 15 yrs. PN‘"‘" c°"/ L )
Data; Camputer Software Developaent
NOTE: See GRS 20 for speclflic dispousal
Instruct lons .
TN & » ” Man. 9 N £-Avd Yronsfer—t-o-FARG—wih n..:‘.' P _5_ PP :"‘G.A..
ey e $eprtt-Syorsi-ald T PO -
when obsolete
S




WPS RECORDS DISPOSITION SCHEDUL E

" NOTE-

Consult General Records Schedules
14,16 and 14.25 ' establish ffles
accordingly and follow gutherised

v,

RECORDS MANAGEMENT CUBDELINE  ®PS-19 X APPENDIX 8 Page 14 ET
S ) _ Aacaves '
[ WASO, PLANMING & TRABENG CENTERS NeCANS PARES NP OTHER PIELO LuelS T
Cosa OEICMIP V0N WeRRLEY - T : ‘
oF uareaL SI3P 01 TI0M 108 ¥ BsC V10MS “‘"‘::'.. 01PON I8N S TBUCT NS -,':::.. :
v vl ' ’ I I"
19 < es Management Iv'..
Establist case flles as follows™ s
a. Record copy NPSRI 2———J Iransfer 10 FARC whan | Destroy | Tramsfer 10 FARC whan | Bestroy | Prouigdp capy o legn‘
{Includes correspondgnca and studies 6 years olo-- - ______ 1S yrs. | 6 years old 15 yrs. | Desgrupe les
erning the Issuance system at all T — ! when otd.
SRR S | w .
- -—J Destroy when otsolete | ———-| Dostroy whenSchsolete | — - | Gestroy when cbsolete
2 MW)F NPSRCS 1.2 Transfer 10 FARC when | Destroy T;"‘k* F HM+ ) c *
6 years old 1€ yrs. Whep b 0 |‘ OM‘ w
on
. - _ fny | ) Veque
s 6219)
Establish case flles as follows:
Pollicy correspondence w 1.2 Transfer 10 FARC when | Destroy | Destroy after 6 years Destsoy after 6 years
6 years old 15 yrs. -
. Wumerical Flle /
(one copy of each local form should WPSACS 1.2 ansfer to FARC when |[ODestcoy-{Transfer to FARC when | Destroy
be flled here) 6 vy yrs. | 6 yoars old 15 yrs.
L Functional Flle GRS 16. & Dese Destrey whes related Destsby when related
/’/ form Is disconliqued, fore s dlecont lnved, form |s dliscontinued,
| — superseded of canc supafeadpd or canceled superseded or canceled
F‘OH: The numerical and tunctTonal
flles s ontsln only those
f developed at each local leve#
-
TYPIST'J INSERT UNDER A7221 5. b,




NPS RECORDS DISPOSI TION SCHEDUL E

CORDS MANAGEMENT GUIDEL INE NPS-19 _ ... - " oo gl e ..___WrPENDIX B Page 15
LOC &TION
| v e — - — e — - —_———

WASO, PLANNING & TRAINING CENTERS RECIONY PARE S AND OTHER FIELD UINTS
FRE Ut ARLPY b - — e e Cm e — -
€oo¢ DESCRIP TION OF MATERIAL A v . ranc saac

DISPOLTION N5 T RUC TIONS O1POleTION] BIPOYTI0N 1T AUCTIONS 0130054110 SIPONTION IISTAUC 110N
A2

25 il Management !

Establish file as follows:

a. Policy cor dence NPSRCS 1.2 Iransfer to FARC when | Destroy| Destroy when no longer Vestroy when no longer
6 years old IS yrs. | needed for reference nt“‘y‘cvence '

b. Postal forms and related pa . GRS 12.5 Destroy afrer | year Destroy after | year - ofstroy after | vear

(Conslsts of return receipts for L
certified, Insuied and reglstered /
mall, recelpts fur incoming reglsterd //
mail, etc.)
P'/
c. Mail control records and supporting GRS 12.¢ Destroy after | year Destruy after | year
and related papers. (iIncludes
reylster of money recelved In the .
mall room, workloa¢ or product ion /
reports, etc.) / \

d. Palllng and Dlstributlon lists W 2.2 Review annually ard Rev apnually and Review annually and
destroy ubsolete destroy destroy obsolete
materlals ssterlals waterials

— N
e. Changes of a s (initial not- NPSRCS 2.2 Review annually and Review annually and - Review annually and

rior to formal directory

destroy obsolete
materlals

destroy obsolete
saterlals

desjroy obsolete
materlals
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RECORDS MANAGEMENT GUIDELINI  NPS-19 NP5 RECORDS DISPOSITION CHEDULE e __APPENOIX B Page 16
T LOCATION )
L . — . =TI T e ey
WASO, PLANNING & TRANHNG CENTERS SECIONS ] PARKY 0D OTHER FIELD LTS
¢oot usasLey T T R T T
coot OEICAIF 110N OF MATERIAL DI O TI0M INITEUC TI0NS o3P SIPO 4 1000 08 T BUC Voo ."":::o. @OV I MtV U 110ns
MPSRCS 1.2 Transfer to FARC when Destroy | Destroy when no longer NDestroyswhen no longe A
6 years old 15 yrs. | needed for reference needed for raference
FRC Records Transmittal NPSRCS 2.1 Retain Retain Retaln
bists ) SF 134% ¢ 135A.
. Records Inventory, foen 10-27, NPSR [} Retain Retain Retain
Records Scheduling and Disposition -
Infcrmation Card. -
d. Loans NPSRCS 2.2 Destroy a 6 years {- o Destroy aftersb years Destroy after 6 years
e. Authorizations lor awsess to GRS 18.7 Destroy ytifs’aflev Destroy 2 years after Destroy 2 years after

29

r.

classified materials

Reports Management

stablish case files as follows.
Policy correspondence

Report control flle<. Case files
mantained for each report created,

cancelled or supecssded
¥

|~
NPSRCS 1.2

GRS 16.8

daygherfzation expires

Transfer to FARC when
6 years old

Destroy 2 years after
report Is discontinued

Destroy
15 yrs.

authorization expires

Destroy when no longer
npeded for reference

Destroy 2 years after
repgst Is discantinued

authorizatlion explres

Destroy when no longyer
peeded for reference

Destroy

report iy disc
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RECORDS MANAGEMENT GULIDEL INE NPStl? NPS RECORDS DISPOY TION SCHEDULE APPENDIX O Page 17
LOCATION )
i WASO, PLANNING & TRAINING CENTERS [ 11~ 1) PARK S AND OTHER FIELD LINTS
FiLE oN b — - - — g - - e — ——p—— - }- -
coot OESCRIP VION OF MATERIAL '}mm& o ranc ranc
SHTI0M 1N3 TMUC 100 NS oisPOuTION] OVIFOMTION WS TRUC 16t PO TN SoLPONTIBN ST RUC TI0MS
—Ar— f = e
Cenf¥ T .
F—4vituvtNRecordsy - B s r
(Emergency operating records vital to the ] N
essent lal functions of the Federasl
Government for the duration of an
emergency If the country ls attacked.)
Establish case files as follows:
a. Policy correspundence NPSRCS 1.1 TransBer (o FARC when To MARS | Oestrov “*~ no longer Oestroy when no longer
6 years old JO yrs. | ~~ ed for reference needed for reference
rb. Correspondence pertoining to Admin- NPSRCS 2.2 Oestroy when no lco- Destroy when no longer Oestroy when no longer
Istration and operation of system needed far erence needod for reference needed for reference
i3] Icrographlcs
stablish case flles as follows.
. Pollcy correspondence NPSRCS 1.9 Transfer to FARC when Destroy Destroy after ¢ years Destroy after § years
6 years old 15 yrs.
At om_at & . _ aumrare 2 a Bsame.. afomm £ cimmma - e e Becsan. alftas £ vanca Nactenuw _afrar £ vanca
35 “~rd Processing NPSRCS 2.2 Destroy after § vears M’ #‘,ﬁ“ a“y a% ‘/ﬂfl
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_— - - — - -- [ _—— - - e e
LOCATION
| JE L —
FrE WASO, PLANNING & TRAMING CEnTERS NEGIONY PARAD MO OTHER FIELD UMITS
L] - - T - - s T ey PY—— e Laac
D v -
Cooe OESCRIP TION OF MATEMIAL QeBkL? 0201 TI0M 1n3 1 BUC T OMS ‘.:"::"“ 0IIPO L ¥10m et T BUC ViBiS ‘.v'o‘uno- QPRSI BT RUC 110N
™
Al2 el ’
-
37 N Informat ion Systems
a. tal Improvements (Flxed Assets) (Information |s retalned
t level where the ‘
b. Cultura™NResources Studles ystem exists. Disposi-
tion of data is
c. lands {WASO) lrccomp i shed under
(1) Management Wqformation System bppropraate tite code
(2) napping r.laui'ic.aliun)
d. Natural Resources
e. Natural Science Research
f. Sochdological and €cunomic Studies
9. Jechnical laformation Center (osc)
(including planning, design and
constauct lon Cocumenas)
(1) Cenerad Management Plans he Denver Service Centef
(2) Speciflcations s "Office of Record"
(3) Oevelopmentp Preliminary all planning, design
Construction and ""As Constructed” structlon docu-
Orawlings rlglnal records
(8) Topographic« Drawings red to the
(5) Boundary Surveys ederal Reco Center
(6) Aerial resource photugraphy Ly -
.

(A brief description of the above
categories Follows)

l|m|m. NARS Rec
Disposition Schedul
NCI-79-79-1. #

ds

Release No. 1
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Paper o Man. + lecoat-~)
v ¥ Ad v

A7237 NPS Informatlion Systems X

The title "NPS Informatliaom Sysgems'’' has been establisted to ldentify Iypes of information presently balng collected and has been sepay
speclflc categories as l@lkﬂl

Capltal Improvements (Flxed Assets) camprising an Inventory of all buildings In NPS system, the cost and depreclation f

projects (in-houge or -
nlty. (A723S b.d...l.) .

Cultural Resourcey, Natural Resources. Natural Science Research, Socioloyical and Econoalc studles Include rese
by contract), theme studles, publicatlons and these written by NFS Sclentists and others of the acadealc

Lands (WASO)

(1) The Land Management Informat ion System reflects the status of the entire land acquisl program, |.e. legal descriptions »f tracts,
appralsal of land and improvements; acqulisition by purchase, condemnatlion, donaty§ or land exchage; title Inforaation regotlations,
etc. (A2237¢ (1) .

(2) Land maps are on microflim In WASO. A2237c(2)

The Technlcal Infurmation Center at the Denver Service Center en asses the entire planning, deslign and construction progras of the

Service,

s are coordinated through the Superintendest of the area, the Region, DSC and WASO
Imed by 0SC.

(1) General management plans with supporting doc
and ald floal docurments are printed and ml

(2) Specifications are filed with cont files. However, a separate Specification file Is retalned by 0SC for research purposes.

()) Development and prelisinaryonstruction drawings and "As (onstructed" Drawings are micrafilmed. At the canclusion of the project
all unnecessary drawl are destroyed but 'As Constructed' drawings are retalned as lo., a9 faciiity scands.
LI

(V) Topographic d ngs are retalned at OSC %

:
(5) Surveys are retained at DSC for research purpusess .
1€) orlal cescusce vhotosranhy-reotalned-asDSC

ar,
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RICORDS MANAGBMENT GUIDEL INE APS- 19 _NPS RECORDS DISPOSITION SCHEDULE o ____APPENDIX B __Fage 20
LOCATION
WASD. PLANNING & TRAINMNG CENTERS AEGION S _l PaARKS AND OTMER FIELD UMITS
coo USRS - T eanc T T Y Taaac
coot OESCHIP 110N OF ua TERiAL O1POuION I TBUCTIOMS | SRR ) misrowTion Wt BUCTIONS ','::"“ SIPOBTIN MSTAVC T1OMS
ection | Teansfer to EARC when | Destroy! Irancfer to CARL whea | Dectroy |
6 years old 1€ yrs. | 6 years old 1S yrs. | Destroy Pork flles
when no losger neesded
for reference
—
15 [Healih an fety {Includes inspections T~ ’
by Safety OFfiT Documented Safety -~ N
Programs, Search an -
Divirg.) .
19 [Safety Committees, MHeetings, Recom- =~ -—
mendations, elc., and related corres- T~
jpondence
a. Record copy NPSRCS 1.2 Transfer to FARC when Destroy | Transfer to FARC when | Destroy | Provide copy to Reglon
1€ yrs. | 6 years old 1€ yrs. | Destroy Park flles
—— = SO S when no longer needed
r for reference
b. Nunarecord copies NPSRCS 2.2 Destroy after C years \ Destroy after 3 years Destroy a'ler:f years
23 Acc idents, Inguries, Deaths
a. Policy ond Instructional corress NPSRCS 1.2 Transfar to FARC wben | Destsroy |-lcanefer t whea | Destray | Provide copy to Reglan
pondence 6 years old 15 yrs. | 6 years old 15 yrs. | Destroy Park flles
B ST when no longer needed
_—’"’1//— \ for reference
b. Major visitor accidents (resulting NPSRCS 1.1 Poans o lu-FW To WARS | Transfer to FARC when | To NARS copy to Reglo.
in death or tourt «laim) __— 1t years old 3 yrs. | 6 years old 30 yrs. |Destroy tiles

. e ——

rcace 2.3

i Destroy afler 2 vears
Y- 4

fosteoy after 2 years
¥ -ye

when no longef ded




RECORDS MANAGEMENT GUVDELINE NPS-19 NPS RECORDS DISPOSITION SCHEDULE - APPENDIX B Page 71
LOCATION
WASO, PLANNING & TRAINING CENTERS REGIONS PARKS AND OTHER FIELD UNITS
FILE m&;awlyu B
CODE DESCRIPTION OF MATERIAL Al 41 FARC FARC
DISPOSITION INSTRUC TIONS OIsPOSITION|  DISPOSITION INSTRUCTIONS OISPOSITION DISPONTION INSTRUCTIONS
A?L Protectlon ‘,L‘.“" 1‘
\\ 23 ld. Accidents resulting In Government GRS 10.5 Destroy 6 years after Destroy 6 years after Destroy 6 years after
N . property damage case Is closed case Is closed case is closed .

e. Emp GRS 1.21 Destroy 6 yrs. after Destroy 6 yrs. after Destroy 6 yrs. afters

betically last paper on employee last paper on employee last paper on employee
27 {Floods, Storms, Droughts;

a. Major catastrophes (causing pe NPSRCS 1.1 Transfer to FARC when | To NARS| Transfer to FARC when To NARS | Provide copy to Reglion
manent damage to historic or 6 years old 30 yrs. | 6 years old 30 yrs. | Destroy Park flle when
natural sltesd no tonger needed for

reference

b. Mlnor catastrophes NPSRCS 2.2 troy after 2 years Destroy after 2 years Destroy after 2 years

3 Building Fires

a. Major fires (causing permanent NPSRCS 1.1 Transfer to FARC when Jo NARS | Transfer to FARC when To NARS | Provide copy to Reglon
damage to historic or natural sites) 6 years old \iiwuuu\ 6 years old 30 yrs. | Destroy Park flles

when no longer needed
for reference

b. Mlnor flres--visitor property NPSRCS 2.2 Destroy after 2 years Destroy after Destroy after 2 years
(hbouse-trailers, cars, boats, etc.)

33 Vandallsm,‘“fléi"7 Se(""’("'“f NPSRCS 2.2 Destroy after 2 years Destroy after 2 years \ estroy after 2 years‘
37 [Tore Claims NPSRCS 1.1 Transfer to FARC when | To MARS | Transfer to FARC when | To NARS | Provide to Region
6 years old 30 yrs. | 6 years old 30 yrs. | Destroy Park s

when no longer nee:
for refere

INT aasz-7
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NPS RECORDS DISPOSITION SCHE

DULE

FILE
CODE

DESCRIPTION OF MATERIAL

20Taaa

N
A

WASO, PLANNING & TRAINING

DISPOSITION INSTRUCTIONS

CENTERS

- e —

FARC
DISPOSITION

APPENDIX B Fage 22
LOCATION
7 Recions bJnmusmmomumsuu.mns
DISPOSITION INSTRUCTIONS FARC DISPONTION INSTRUCTIONS
DISPOSITION

bool Facilities

Transfer—to-FARC when

Dest £oy

Transforto-FARC when

Destroy

Provide copy to Region

AB0

15
27

31

Space for Adminis

Improvement

Alterations, Maintenance,
Office and Storage Space

iEstabllsh case files as follows:

a. Correspondence re: locztion, moving,
consolidation, or abolition of area
and regional offices.

b. Allocation, utilization, release of

space

Earklng Space (Includes allocation,
tllization, release of space)

NPSRCS 1.2

NPSRCS 1.2

GRS 11.2a

GRS 11.2a

6 years old

Transfer to FARC when
6 years old

Destroy after 2 years

Transfer to FARC whe#
6 years old

DPestroy 2 yrs. after
terminatdor of assign-
ment, or when lecse is
canceled, or when plans

are superseded or
obsclete

15 yrs.

Destroy
15 yrs.

15y

6 years old

Transfer to FARC when
6 years old

Destroy after 2 years

Transfer to FARC when
6 years old

Destroy 2 yrs. afte
termination of assign-
ment, or when lease is
canceled, or when plans
are superseded or
obsolete

15 yrs.

Destroy
15 yrs.

Destroy
15 yrs.

\

Destroy Park files
when no longer needed
for reference

Provide copy to Region
Destroy Park files
after 3 years

Destroy after 2 years

Provide copy to Regiosn
Destroy Park files
after 15 years

Destroy 2 yrs. after

termination of assign-
ne r when lease is
canceled, en plars

are superseded orf
obhsolete

tNT aa82.-77




RECORDS MANAGEMENT GUIDELINE  NPS-19 NPS RECORDS DISPOSITION SCHEDULE APPEND IX_B Page 23
LOCATION
WASO, PLANNING & TRAINING CENTERS REGIONS PARKS AMD OTHER FIELD UNITS
CopE TASIIPY A It R
DESCRIPTION OF MATERIAL oisrosimon msTaucTions [ FARC | pisposmion instiucTions oIrOsON OISPOUTION INSTRUCTIONS
AB2 Special Events
*c ~ irael . 1 cearfac  €I1oltlan NESRCS 3 Y YraoncforAto FARL when To MARS . |Teansfer-to EARC when To MARS vide rany ¢~ B
Observances 6 years old 30 yrs. |6 years old, if not 30 yrs. [Destroy Park Files
duplicated in WASO fter 6 years
19 Conventions, Tours, Group Visitations,
Public Gatherings NPSRCS 2.2 Destroy after §2years Destroy after §3years Destroy after f3years
23 [Religious Services NPSRCS 2.2 Destroy after Qilyears Destroy after pSyears estroy after Pdyears
27 [Expositions NPSRCS 2.2 Destroy after {tyears Destroy after Ppyears estroy after §3years
3 Display of Flag NPSRCS 2.2 Destroy after @2years Destroy after bIyears estroy after 3years
ABY Speeches
1Q Annvra- NEEW 0 Do e
‘%@:W“
23 € ﬂﬁwa(;_\
— .
a. Record copy NPSRCS 1.1 Vranster—to~FARC when  [To NARS |Transfer tc FARC when [To NARS Revlew annually and
6 years old mo 30 yrs. estroy when obsolete,
r_no
e ded
- 3
b. Nonrecord copies INPSRCS 2.2 Pestroy after } years Pestroy after x years Pestroy afterﬂ years
A Y o yoat o €y dinc
AN ———Hronsportatien—<tudis
15 |Visitor Use PP-S%CS._L7\_‘Transfer to FARC when Pestroy pPestroy after 6 years Pestroy after 6 years.
ye 15 yrs.
——————
17 lNeﬁ’Systems PIPSRCS 1.2 Transfer to FARC when Pestroy Pestroy after 6 years ‘\QW
years old 1S yrs
INT - 44%2.77
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_ LOCATION )
u F WASD, PLANNING & TRANGMG CENTERS [ (]} PARK ) AND OT0GR nn..wgi ’
———————— e ——— —— - T " — -
COoDE DESCAIP TION OF MATERIAL mam SLPOLITION 15 T CYIO NS .""A::““ 10000 g T BUC Te0NS o:::'.
w— .”__ sl Sopt. hustlasse concass ion and
spec peraits) o -i;: iy
. - T v
15 JCollecting (Archeo rt."homolo-
glcal, etc.) « .
27 |motion Picture Fliming
29 Public Gatherings
31 JRecreatlon Uses (l.e., backcountry,
boating, camping, wilderness. etc.) .
a. Approved Permits NPSRCS 1.2 Transfe estroy | year after estroy | year after !
6 years old nplration of permit xpiration of permit
b. Unsuccessful Permits PSRCS 2.2 estroy after | year estroy after | year s
x
A9 Delegation: of Authority LPSRCS 2.2 estroy S years after stroy § years after
xpirat ion
A98 Conservation and Preservation of Are-~s #GPSICS 1.1 ransfer to FARC when Provide copy to

L] é wpars old
b
o
¥
2 3 S LA KN
Y
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Page 25

PARE § ANG OTHEA FIELD V0TS

FiLE ]
cooe OESCRIP TIOM OF maTERIAL ‘J‘mw DIV O TI0M WITEUC TOMY u:r::.:vm SIPOUTI0N 18T BUC TI0NS SIPONTIBE MITRUC TIONS
C - CONCESSIONS n .
=t+——frconsdetionyr—tepacity-end-Fype—————4-HPSRES—P 2 fevtroyrwirer—t—yewry Sevrvoy wirer—yeury :‘-'vm‘__
ol Advosrsising -NPERGS—2r- Sestroy-wfrer—i—years testroy-witer—t—yesrs ﬁu—v'-'h"r"—v-ﬂ—'
c26 Reports (and related correspondence) See appendix 1, See Appendix 1, See Appendix 1,
1S [ronthiy Frhis schedule this schedule this schedule
" Quarterly
19 Sesi-Annual
21 JAnrual
2) Situaticn N
LNRSALS 33 D. S450y aftes b lca n...,..' afses-Sesnulica
m\—— audit or when & years audit or when § years sudit or whensh years
m old. Whichever s old. thichever Is old. Whichever is
earlier. riler. earller. Jo.
c32 Yump Jum Fung Ton RS 5. 6 Des vy 2 yrs affer|ioe (Bechs 2 yn affer Despray 2y affer C
(& 1) oncessloners' Organizatlons, Meetings, of Fi C/as, ¢F;
Recommendat lont and relaled corres- F’y
| ®
—ob—rigin)——) HBSRCE-1 3. | lsanstec ta-BANL whon—i-Dostroy- M*’nw Provide copy to Reglon
6 years old 1S yrs. |6 yoars old M
MESRLS. 2.2
needed for reference. nopded for reference. needed for reference.




RECORDS MANAGEWENT GUIDELINE  WPS-19  ~  MPSRECORDS DISPOLTION SCHEDULE e APPENDIX B Page 2¢
h LOCATION
WASD, PLANNING & TRAIMNG c!nvus QECOnY ] PARKIMND OTNER FIELDANNTS
o S W b e | o e
oot DEICRIPAION OF MATRAIAL DI ONTION W3 TRUCTIONS oisPouTIOn| NS OB TI0N Mt ) SUCTION ..,::"” SIIPORTION 4s TOUCT Dn3
)
38 Concesslons \dministration (‘“(wc‘ m"‘.&.‘d a.c“r ,.”;. ",
‘nn.lt)‘l Lons $..2..2 & 250 A Py Doasd oy 't‘_ lr-:‘? 2.-:,‘.‘."‘ _e;w 3 yours
L_1Prospactus (flaal === MPSRLS 2.2 | Destroy when a0 longer | .- . - .| Destroy whea no-longes 1 { Destroy whan: ae longer
part of Contract file). All other n needed for reference needed for reference ‘
correspondence consldered as work papers.
[FUNE— - Sl d Dt y SPOVOSR Swe Deird ":7'5'_:.- n...;;j::="'=

- ‘)L‘I( J /

23 [€ontracts and ?ermlls (Case flles NPSACS 2.2 Destroy 6 years after Destroy 6 years after Destroy 6 years after
malntalned at all levels on Indlvidual explration of permit orf expiration of permlt od expiration of permit
concesslon contracts and permits contract if not renewed contract or contracg
contalnlrg land & space assignment, Opcn-

Ing Balance Sheet, correspondence, & ”p‘ﬂc". T‘M[‘r*" ‘:A‘f D Dt#ro “Aeh w W‘ n Ao
related papers. Y Uyﬂvﬂ h“-‘
C Yo|Pescessaey Interest (a Wien & Ursoid |ISYAs'| W 1.',““ |omkm needed
cA2 Employment and Labor . e erenCe e MQ”CC
| NBSRCE—t3- Jronclor—tobEARG-wh Dosssoy Destrey—ion—no—tong
6 years old 15 yrs. "‘”“ needed

~—-tose-fites {includes
mesos, reports, and related papers
concerning complaints and Invest |-
gatlons, reports on labor conditlons,
etc.)

NOSEr—+F—tivigetion I3 threatened or——-
pendIng, retain untl) litlgation

bad-d L4 S-tled-
v 14

| bestroy-efter-6—years;
or | years after termi-

earller.

Destroy 6 yearse ofses—

f concesslon
contract, L\

m

case 1s cesolved

‘ ived
c’p ?Q reso

-{ Sestroysefter ) yeers

Destroy 3} yesrs after
ca lved

A5

<7

SVM» da rJ La}.?uap‘ e

Franchiuse Fees

Commercial Use ‘ IConfe

o FIKS

”mfz yn’ a”

oy
7o

Trasfer FARC

Transfer
when 6

L 0

e

. -4t
[ v:-' .

‘t‘b\u

(La

u ¢¢Je

ho ‘Gh
h(t

D estroy Wi en

“Cor

uc{nct

i

Desfro
heed.

&

Des

Wwhen 4a /
‘ﬁr “{MC¢

when 20

+
| °’q1:. needed

g.ov \'Cf wence.
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WASO, PLAMMING & TRANANG CENTERS

Page 27

~—

LOCATION

PARNS AND OTNER PIELD UIITS

:::1 OESCRIP 110N OF MATEMAL mm P-—u—;;m: ;:uut 10M3 m’r‘::nu MIPOUTION BT ONCSIn
(€19 Merchandising NPSRCS 2.2 Destroy after 2 years Destroy efter 2 ysars
(€1 ] Rates NPSRCS 2.2 Destroy S years after Destroy years after
rates are superseded rates are superseded
‘57“ L aues |L.Dasts ™ 2frac L.'._u-x n...-m'. e b YOALS
£58— i drngi—ond—Gthor—faeit-ie PP Fransberto—tMewer—iFo-Nitdeveroy-b—yeerr-vites Deverey—&
(Correspondence, re: development and usd 6 years old 30 yrs. | termination of facllily terminat lon of
of bulldings and faclllitles, concesslon T facilley
development plans, progress reports on
projects.)
62 \{ NPSRCS [ .2 Trawted h P‘I Destry wicn Destref whea © YK
1ahd vV ew
Concess € Frarmﬁ when 6 Yo 19 ';I';f O 1,1““ O/J 1 Y
; hosal Boxf A PIRCS
‘ Ofwy‘ oral (AR$ormance ‘ 2 A
. rareletve FARC Whe De when 6
Stir{den s Oestiey when cyrg.

1

Contract pé"mn‘

17"

L ‘K,, ou

Nransfey +» FARC
When 6 1!.}‘.. old

1}

hbcﬂhfr.‘”

o

D” ll)ho\
b YH old

b:l.?‘va, when (.Yr!.
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RECORDS MANAGEMENT ruIDEL I NE NPS-19 . o it et .
B I LOCATION
WASD, PLANMING & TRARUNG CENTERS AEGIONS PARKS A0 OTNER FLELD W TS

ra SRR o . T oeame | T —
coot OESCAIP TIOM OF wATERIAL swourion mstauctons | DOl 1 siweutien miraucTin | ..,'.‘::.” SHIPONTINY BITRUC T10u1 :

D - DEVELOPHENT AND MAINTEMANCE !

' “ N

o8 Planning Program lincluding General T

Management Plansl (raster Plan:),
Development (oncept Plans, Outlines for

Planning Requlirement s, Tosk Direclives,
Statements for Management, RQ{O‘"‘CQ‘ M’“"‘"“' .

— Lolicy fuccespand P MPSRCS..1..4 Isantl tio b ARl shottlo-MARS L1 aot dupllicated-ia o .m_imw_
6 vears ol 30 yrs. |wASO,transfer to FMC |30 yrs. [Destroy Perk ¢ sl when
when 6 years oldl no longer needed for
ise destroy when reference
Yor

no longer

iaf Py

b. General Management Plane

(1) Record copy NPSRCS ). Transfer to FARC 6 year{To NARS ﬂ‘“&r "‘FA‘C u”“ PTO“JC Co,l{ “. [q“
after completion 30 yrs. wh ew bYr‘."‘ 80 1"

estroy when no langer

(2) WNonrecord cupies JNPSICS 2.2 Destroy when no longer |Destroy when no longer
eeded for referance

needed for reference Inaeded for reference

years old 30 yrs. SO . tvansfar to FARC estroy Park flles when
¢ yoars old. longer needed for
rw voy—ebe fence
15 Development/Study Packaye Proposals and PSRES 2.2 bruhw 6 years after estrey Lyun after Leslroy éyears after
Estimates (Forms 10-238,239,2%0 and anplebion of project r”lollu of froject kampletion of project .
10-802, and Work Orders (Form 10-455%) !
17 Jline ttem Prograns PSRCS 2.2 estroy after 6 years stroy sfter (g years estroy after G veors

19 7lm Sum and Similar Programs PSRCS 2.2 Pestroy after 6 years stroy efter ) vears estroy after ) years
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AECORDS WANAGEMENT GUIDEL INE

nPS-19

WPS RECORDS DIPOSI TION SCNESULE

Arpgpmix o

L LacaTERN
wase, PLARMIG & TRARENC CENTERS L
ne - WEREIY vese |
copt PEICEIP TI0W OF uATEBIAL. BPOUTIN WITAUCTONG |00 0] POUSHY aprouc g
—T LEacilitjes and Handicap WPSACS 'mm [} when Ao
for 65
Factlities longer needed Lﬂ\géf need«‘-
Note For programming only. 1 e Cyclic " pference
Maintenance. etc Does ugt include
historic or archeological features
lLega HI0 151
026 Repor 6
15 [monenty See Appe"d”{pl' See Appendix 1, See Appendix le
17 Jouarcerty 'this schedu this schedule this schedule
19 Sem!-Annual
21 Annual
23 Sltuat lon
Mﬂ*ﬁ+%~iﬂe‘%—wsﬂ—i——-mm -L@gm-LM*»J yases -- | — Louvoy when 6 years o
D262). (Finance coples will Le rctalned [6 years old 1S yrs !ol‘ or no langer meeded jold or no longer

to support Journa) voucker )

for relereace.

ineeded for reference.

b.Pairsenance and R«h&lz/aﬂdﬁg’“.a'a Pestroy atter § yaars

tunnels; VS end—ranps) years old 0 yrs. . transfer to FABL |38 yrs. estroy Park files when
6 yeors old.Gther- .‘lu\gcz needed for

.,o + Jks!- 2 |w Vet ouird 1

h Fe ject cons truction WP kcs l\raq‘\:réoowc (o “| £ ‘2\ 1‘« copq

ren roy af uf‘f'ycu s




RECORDS MAMAGEMENT GUIDELINE  WPS-19 o * WPS RECOROS DISPOUTION SCNEDMLE APPINOIX 8 Poge 30
- e ey . _ vecaTmm
e WASD, PLAMMMG & TRARBMG CENTEARS I SECIONS PARES ANO OTHER FIELD WOTY
SRR - ‘
cove BEICMP TIOM OF uaTEmiaL SI9POUTION Brs BUC Vidus .:,‘::,-I wontenmsroucroms | SO0 HPORSI Wey Guctiont
e & dedbhoreding- Hrensier—to—FARG—vhan—T o NANS~ Mo AR
6 years old 30 yrs. JMASS, transfer to FARC |30 yes. [Deng Cark Flles when
when 6 years old. no agadad lor
Othorwise destroy after refaguesg
s *
-45--4¢ cunds, Playgrevadey-J is C t
-o'nt’lrrlcn:c .v:.l srofennle Teurte 4
19 [trosion and uatershed.Conteel - -
(Including dredging,—rip-rap, etc) M ‘I’ fﬂ& D( gw{¢ cafy ‘
a. Project construction USICS/- 2 7:7 é{”‘ yﬁ“co’ﬁ lfz 14 ] ‘ W ‘// /{Y ‘ e,/M
————em e bl desohabl Herervrebrerbyromy ST ISy
o3 __| JOEALS L.l Transfes 10 SARC .whon —|FoNARS 116 net-duplicated dan— 11e MARE {Reovide copy to Reglom
Historical) € years o1d W'HC Destroy Park flles wen
shew & yed e
6 years
15 [jConstruction and Maintenance, etc. ﬂl .k P /O
a. Project comstruction {wesacs 7. a L-Tn:b.rfef 4+ FAAC Lp;;”’Y Ttanster o Ne ,; ?
wher & s b (.5 frs w&h‘{" bl
b. Maintenance and rehabllitation JNPSKRCS 2.2 P.s"oy .her{mn k.uroy after {mu Pestroy after 5_;..u
inn:‘: Historical, archeoclogical
structures In NJO; Concessions .
bulldings In €S8 - A ﬁlﬁé! ko KR EMW
B EREREEREEE > amnn pa) Aaad i oam n T AT MEIF YN B 7RSSR ;' AR a ! i!.II; N .l
' B 8.4
4 r‘:"
\.



_ RECORDS MAMAGEMENT GUIDELINE  NPS-19 ___ NP3 RECORDS DISPONITION SCHEDULE APPEIOIX 8 Poge 3~
| ) ) | o o Lecavmu
WASD, PLANNING & TRANNNG CENTERS 7 (L PARES AMO OTHER FIELD VINTE
ool W vame | samc
¢ SEICMPTION OF aTERIAL mwoutim wivmuctions {00t | s enraucrion | SO0 ] srentm msreuc 1ews
bt Srher—brresturer—iivnverr-benchesy-guerd- Hro— ARG Hio-ARG—
rails, fountains, etc.) 6 years old 30 yrs. |\WASS, trensfer to FARC |30 yrs. |Destroy Perk flles
when 6 years old. after 3 years
Otherypise destroy after
Project tructl wesics /- 4 W{([/v A 2 ‘w"ﬁrﬁly p'"/‘ Cbﬂ 7
a. Project construction N Cak/ ‘” ‘r “‘ (A y’ ‘/ /J' I«(fl o
-QH" s ad--sohabid-lootd HPGAG v vor-wbevr~—yewry :vw Sr—youry Sevrroy-efter—y—yours
50— W ' Teansfer 10 FARC whon-- |To MARG- |18 ot duplicsted 4n —{To urts [Provide copy 1o Reglon ~ “*7
30 yrs. |\SO, transfer to FARC |30 yrs. |Oestroy Park flles
-—-\P-Lu._‘_ud\n_r after ) years
Otherwise destroy afte
bvoass —
+5—]€ldectsiclty v
19 [Garbege Disposal
23 [Heating ond Cooliny Systems
17 -jRedlo end Telephone
30 {Sanitation Matters / /
)9 ([vater and Sexmr ' .
A1 JGas Systems F”c K &f *Ww ?“/" ca,r
a. Project comstruction SACh F° when ( /,j o‘/ Irlﬂ
b. Maintenance and rehabilitation Al rhnroy al‘urj years q'w alurs ysars besuoy nlurs years
1. .
————Pp5—-For—pS2-—eee—atteched——o




B A e e & s 25—

Fom—dAR s ar oo bmbomb AR Lo dAR SR 0uide copy La

when 6 yrs. old 30 yrs. when 6 yrs. 30 yrs. Region
old
iona! Services GRS 22 2 Transfer to Denver Transfer to Denver
and Engineering) Service Center Service Center
Contracts (DSC) (DSC)
17 Construction Contrac Offer to NARS when Offer to NARS
File inactive when File
inactive.
a Transaction of more SRS 3.4(1) Transfer to FARC 2 Destroy Transfer to FARC Destroy Destroy 6 y‘
than £10 000 rs after final 6 yrs. 2 years after 6 yrs. 3 mos. after
paym 3 mose final payment 3 mose final payment
after after
final final
payment payment

RS 3 4(2)
b Transaction of less than Destroy 3 years
¢10 000 after final payment
NOTEe 1 If litigation is threatened

or pending, retain until
settlement,

2 Contractorsé payrolls, destroy
3 years after date of completion
of contract unless contract
performance is subject of

enforcement action on such date
(CRS—3-12)

Destroy 3 years
after final

Destroy 3years
after final

payment




15

23

Planning, Preparation, Maintenanc
Preservation of Museum Exhibits

a. Construction and reconstruction
projects

b. Maintenance and rehabilitation
Acquisitions and Loans for Display

a. Acqulisition correspondence

\

NPSRCS 2.2

NPSRCS 2.2

NPSRCS 2.1

ars after
completion of proj

Destroy after S years

Maintain separately,

when 6 years old. Other
wise destroy after 6
years

Destroy 5 years after
completion of project

Des er 5 years

Maintain separately,
with

S-St ORE.
G

RECORDS MANAGEMENT GUIDELINE  NPS-19 NPS RECORDS DISPOSITION SCHEDULE APPENDIX B Page 32
LOCATION
WASO, PLANNING & TRAINING CENTERS REGIONS PARKS AND OTHER FIELD UNITS
FILE DIEOSITION e e e e e o -
CODE DESCRIP TION OF MA TE RIAL AUTHORITY O1SPOSITION INSTRUCTIONS FARC FARC
OSITION IN ON DISPOSITION DISPOSITION INSTRUCTIONS DISPOSITION DISPOSITION INSTRUCTIONS
ibi ivi isi | NPSRCS- 1.1 Tranefor to FARC when—}To NARS | 1If not duplicated_in To_MARS |Provide copy-to-Redion.
Center and Wayside Exhibits) € years old 30 yrs. [WASO, transfer to FARC [30 yrs. }Destroy Park files

after 6 years

Destroy 5 years after
completion of project

Destroy after 5 years

Maintain sepd
ith ,—:A.:r:::v“‘-

31

D66

b. Loan correspondence

NOTE: See H2017 for Accession files
Exhibits for Other Agencies
(Correspondence re: exhibits prepared
for other agencies by NPS; also general
Informatlion and advice glven to other
agencles).

Signs, Markers, and Memorials
32— Corresponde

o—onM ialsof

NPSRCS 2.2

NPSRCS 2.2

RSRCS—1--1

with arqni:i(innc

Destroy Z. years after
discharge of loan

Destroy after 3 years

H ransfor to-EARC-when

To--NARS.

significant importance

. Routine correspondence

INPSRCS 2.2

€ years old

Pestroy after 4 years

30 yrs.

Destroy 3 years after
discharge of loan

Destroy after 3 years

Destroy Reglon files
lafter 5 years

Pestroy afters years

Destroy 3 years after
d i scharge of loan

Destroy after 3 years

Pestroy Park files
jaf ter S years

Dest roy afterj years

INY ses37 .t
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RECORDS MANAGEMENT GUIDEL INE NPS-19 MNPS RECORDS DISPOUTION ICNEDULE APPEIDAX B Paga 33 -
_ B ~ LeCATION N
WASD, PLANNING & TRARSNG CENTERS (VTS PARSY AND OTUES FIZLO LANYY -
FLe Azl _ T
cooe DESCRIP 3106 OF waTEMAL IPOMTION 3T AUC TSNS .;‘::,._ SPOLTI0N BT BNC TR .,':::-. SHPORINISE WLTANC Tidus '
v :— e
\ ¥ 4 L ALC AL
GRS Schedules 5,6,6  for additlonal '
disposTriag_informat lon)
Fih Advancesl Transfers,™ :" .
Working Funds
15 Teo Otter Agencles
19 ] Ffrom Other Agencies
39—Jishin.the Sarvice
&—HRecord-copy ¥ —150 HARS - {44 ant duplicatad ia——33s NARS {Rsovide capy to Reglan
. € years old 30 yrs. [VASO, trensfer to FARC {30 yrs.
.\“ 6 years old
b. MNonrecord coples NPSRCS 212 Destroy afler.? years .lura years Destroy .'url3 years
FI6 — HAecounting (by area)
Establish case files as follaws:
a. Policy Correspondence -— $ 3.0 . Hransfes 10 FARC nhen -]
6 years old
trebnponi-ture-Arcounting-F-rey
dix 1. endi 1 i
rae Reports See APPe"dule sﬁe, App{]ngu{ L See Appendix 1,
this sche this schedule this schedule
(13 Monthly
17 JQuarterdy
19 [Seai-Annual
b} Fmal
2) [Sltuation




. RECOFDS MANAGEMENT GUIDELINE  NPS-19 NPS RECORDS DISPOSITION SCHEDULE =~ APPEND I X B Fage 3b
Locayion
WASO, PLANNING & TRAINING CENTERS REGIONS PARKS AND OTHER FIELD UNITS
Cobe aRagneY Teanc |
cobe DESCRIPTION OF MATERIAL DISPOSITION INSTRUCTIONS m:r::smon DISPOSITION INSTRUCTIONS ms:::lsnon DISPOMITION INSTRUCTIONS
£30 Budget Form:laston
\ Current Year Operating Frogram (10-561) .
17 eases/Decreases (10-237)
a. Correspondence NPSRCS 1.1 Transfer 1o FARC when To NARS | If not duplicated in To NARS |Provide copy to Region
€ ycars old 30 yrs. |WASO, transfer to FARC |30 yrs.
when 6 years old
b. Budget Estimates and Justifications NPSR Transfer to FARC when |Destroy [Destroy after 6 years Destroy after 6 years
prepared at WASO level € years old 15 yrs.
c. Work papers, cost statements, GRS 5.4 Destroy ar after Destroy | year after Destroy 1 year after
background data close of FY close of FY covered by Close of FY covered by
Budget \ Budget Budget
F34 Budget Execution
15 Status of Funds
17 JReserves \
a. Record copy NPSRCS 1.1 Transfer to FARC when [To MARS [If not duplicated in To NARS |[Provide to Region
6 years old 30 yrs. |VASC, transfer to FARC [30 yrs.
. L 3 —
L 10) A REn o b A=A B ALY
b. Nonrecord copies NPSRCS 2.2 Destroy after ’ years Destroy afterJ‘ years Destroy after f years
F36 Budgeted Position Ceilings
Record—copy $-1.2 Transfor—to FARC when Destroy (Lf not dugplicated In Destroy M
6 years old 15 yrs. |WASO, transfer to FARC [15 yrs.
when 6 years old
b N 7 3
. Nonrecord copies NPSRCS 2.2 Pestroy after f years Destroy after ‘ years Destroy after £ years




RECORDS MAMAGEMENT GUIDELINE _ KPS-13 ___ MPS RECOROS DISPOSITION SCHEDUL & APPENDIX 8 __Page 35
LOCATION
L ey L
e WASO, PLANNING & TRABENG CENTERS secsns PARKS ANO OTHER FIELD W TS
cooe OEICMPVION OF waTEMIAL AR REPS wwoutow mitauctious | S 1 sventimamravcions [, 02 | ecurenviewansiouc s '

15 orm 10-450)
17 ] Construction
19 Supplemental
21 Appor t | omment s

2) JAdainistrative Limitations

close of FY

clote of FY

a. Policy Correspondence NPSRCS |.) Transfer to FARC when |To NARS | If not duplicated in To HARS [Provide copy to Reglon
6 years old IC yrs. {WASO, transfer to FARC [30 yrs. {Destroy Park flles
when 6 years old when 6 years old
b. Appropriation allotment files GRS 7.3 stroy 10 years after Destroy 10 years after Destroy 10 years after
f FY Involved close of FV Involved close of FVY lnvolved
c. Appcrtliomment files GRS 5.6 Destroy 2 ye Destroy 2 years after Destroy 2 years after

close of FV

F&2 Audits and Fiscal Examinations

15 |General Accounting Office and other
Govermment agencdes

17 |Oepartment of Interlor/National Park
Service

T~

I1f ngs duplicated In To NARS w
b transfer to FARC |30 yrs.

2) fPublic Auditors (other than Government)

To MARS
30 yrs.

[NPSACS 1.} Transfer to FARC wlen

J(: yedrs old

a. Policy correspondence

Hs. Specific Audits NPSRCS 1.2

i

p X
-~

fer to FARC when st "
r:::r:rglg 1} '::' w. *m‘.




RECORDS MANAGEMENT GUIDELINE  NPS-19 ., WPS RECORDS DISPOSI TIOM SCHEDIN. & ARPENDIX B

o L LOCATION
WASO, PL A0NG & TAABUNG CEnTERS [ [ 1]
F0e s ARRREPY rARC
cooe DESCRIP V10N OF NATEMIGL swourom mitauctimus | I | erourion meveucroms un:..
PO 7 ¥ S— 5
s Imprest Fund) %
a. Policy corres NPSRCS 1.0 Transfer to FARC when |To MARS [If not duplicated In To MARS Provl <9y te Reglon
6 years old 30 yrs. |WASO, transfer to FABC | 3§ yrs. Dclt f’& flies
when 6 years old ' '“
b. Transactions MOQslroy 6 years ¢ } mos Oestroy 6 years ¢ 3 mos Destroy ‘ yeoars ¢ ) =mos
period of account after perlod of account roﬂcr peried of account
F50 Claims and Payments
15 JConstruction \
19 {Supply
2) Travel and Transportation
a. Pollcy correspondence NPSRCS 1.0 Transfer to FARC when [To MARS {If not duplicated In S [Provide copy to Region
6 years old 30 yrs. |WASO, transfer to FARL |30 yrs: troy Park files
when 6 years old n s old
@‘m after period of account after poriod of account frer period of account
: L R4 ) £ - —
Fsh Spec ia) nonappropr tated funds I‘ asd guplicq? e
n bys. ol - [in Wk ( Bevde Cop( o R eguen
15 4{Oonatlons "
17 JRelmbursable/Refundables \" ® ”hth \‘N o lJ
19 Fees and Revenues )

b yedrs old

estroy Park flles
n 6 years old

troosfor to FRBL
yasrs old

Wb. Monrecord coples L'SICS 2.2 stroy after Qyuu lft.ra vears estroy after 3 years

-
=
".—-w
P

-
- -
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supersession or 3 years
after transfer or

supersession or 3 years
after transfer or

separation.of emplovee
8P PO¥

RECORDS MANAGEMEMT GUIDELINE  NPS-19 NPS RECORDS DISPOSI TION SCHEDULE . APPENDIX B Page 37
LOCATION
WASO, PL ANNING & TRAINING CENTERS REGIONS PARKS AND OTHER FIELD UNITS
¢ooe p T Y T R T
DESCRIPTION OF MATERIAL DISPOSITION INSTRUCTIONS D':;&f'mn DISPOSITION INSTRUC TIONS ou:;::m“ DISPOSITION INSTRUC TIONS
62 Eiscal nnglm‘al‘ ions _and |nlAr$rnt;lenx
\ a. Policy correspondence NPSRCS 1.1 Transfer to FARC when To NARS | If not duplicated in To NARS [Provide copy to Regi
(NPS Interpretations) 6 years old 30 yrs. |WASO, transfer to FARC {30 yrs. {Destroy Park files '
when 6 years old when 6 years old
b. Regulatioh NPSRCS 2.2 Destroy whon snperseded Destroy when superseded Destroy when superseded
or uLuolete or obsolete or obsolete
F66 Payrolls
15 Income Tax Deduct ions
19 Ret irement Deductions
23 1Other Deductions
27 {JDesignationc (i.e. Timeteepers,
Designated Agent)
a. Policy correspondence NPSRCS 1.1 Transfer to FAR To NARS | If not suplicated in To NARS |[Provide copy to Region
6 years old 0 yrs. |WASO, transfer to FARC }30 yrs. |Destroy Park files
when 6 years old when 6 years old
b. Individual Authorized Allotment Files
(1) Record maintained on earning GRS 2.4a Destroy when superseded Destroy when supévrseded Destroy when superseded
record car' or after transfer or or after transfer or or after transfer or
separation «f employee separation of employee separation of employee
(2) Record not maintzined elsewhere [GRS 2.4b Destroy 3 years after Destroy 3 years after ears after.

supersession 3 years
after transfer or

separation—of-emplovee
P ompoyee

separation-of-anploves
P enpioye

INT aasr-77
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RECORDS MANAGEMENT GUIDEL INE NPS-19 NPS RECORDS DISPOSITION SCHEDUL E APPENDIX B Page 38
N o LOCATION
L . e
WASO, PLANNING & TRAINING CENTERS REGIONS PARKS AND OTMER FIELD UNITS
FILE DIseagTIoN - e R e — e -
CODE DESCRIPTION OF MA TERIAL A RITY P OSITION INSTRUCTIO FARC FARC
POSITIO CTIONS DISPOSITION|  DISPOSITION INSTRUCTIONS DIPOSITION DISPOSITION MSTRUCTIONS
F_;l‘: Rat Sahad }eas—
\ £qu ipment .
19
23 | Quarters
25 futilities
a. Policy correspondence S 1.1 Transfer to FARC when To NARS jIf not duplicated in To NARS |[Provide copy to Region
6 years old 30 yrs. |WASO, transfer to FARC |30 yrs. |Destroy Park files
when 6 years old when 6 years old
b. Rate schedules NPSRCS 2.2 m obsolete Destroy when obsolete Destroy when obsolete
or superseded or superseded or superseded
F78 Tax Exemptions GRS 2.18a Destroy‘{ years after \Destroylf years after Deslroy? years after
super seded seded superseded
F86 Travel and Transportation Regulations
a. Pollicy correspondence NPSRCS 1.1 Transfer to FARC when To NARS |If not duplicated in Provide copy to Region
6 years old 30 yrs. |WASO, transfer to FARC |30 yrs. troy Park files
when 6 years old when
b. Regulations NPSRCS 2.2 Destroy when obsolete Destroy when obsolete Destroy when obso

OL c.n;\nrz.ﬂq“

dad

Y —EADOE-
P

superseded
Lt

INT aa3Z.17




RECORDS MANAGEMENT GUIDELINE  NPS-19 NPS RECORDS DISPOSITION SCHEDULE APPEND IX B Page 39
LOCATION
. [ [
WASO, PLANNING & TRAINING CENTERS REGIONS PARKS AND OTHER FIELD UNITS
SRR R BT |
CODE DESCRIP TION OF MATERIAL DISPOSITION INSTRUCTIONS |0\ ca0cimion | DISPOSITION INsTRUCTIONS DISPOSITION DISPOSITION INSTRUCTIONS
/5.0
H - HISTORY AHD ARCHEOLOGY old |Tonea J‘Lb A To Mgt
Lt TronsFer ToFARC b yrs?| 30 vrs. | TronsFer fo FAIC 30 yrs,
H14 Area and Service History NPSRCS 1. o LA Xyn Offer Significant
Significant Events and Contact Loy WPSECS 2 3 oFFerﬁU”m 30yrs. OC‘:&( 1o LAR Y Contacts Log to NARS .
after 30 years
— 1S jieglslative Histories LRERCE—~+ Fransfer—toFAREwhen—{To—NARS—HHE—not—deapticated—in Fo—NARS— Rrovide—copy—tofegion
T— ] 6 years old 30 yrs. [WASO transfer to FARC }30 yrs. [Destroy Park files when
when 6 years old no longer needed
17 JAdministrative Histories NPSRCS 2.2 Destroy when no longer Destroy when no longer Destroy when no longer
(Data collected at tevel of origin to needed for reference needed for reference needed for reference
formulate history. Origiral material \
from which data is extracted is
disposed in accordance with Instruc-
tions of specific subjects.) [
H18 Blographical Data and Speciad Collectlions \
|
a. Record copy NPSRCS 1.1 l’zransfer to FARC when ITo NARS {Transfer to FARC when |To NARS w
years old 30 yrs h_years ald 30 _yrs
7 3 3
b. Nonrecord coples NPSRCS 2.2 Destroy when ﬁ years Destroy when ‘ years Destroy when years
Id or no longer needed old or no longer needed lold or no longer needed
for research for research for research
|!§9 Collectlions—Man g t.-and Preservation
15 JHational Park Servic JHPSRCS 1.1 Transfer to FARC when |[To NARS (Transfer to FARC when |To NARS [Provdde copy to Reglom
, years old 30 yrs. 6 years old 30 yrs. Destroy Park flles when
' r\\\\i no longer needed
17 JAcquisition, Gifts, Loans and Inventories [NPSRCS 2.1 Falntaln separately \1 aintain halntaln separately
Accession Flles) with related propertlies mith related properties

\m:ied

tNTY e482-177




NPS RECORDS DISPOY TION SCNEDULE

RECORDS MANAGEMENT GUIDEL I NE NPS-19 e o APPENDIX O Page 40
T o . o LeCaTON w
e WASO, PL MsNNG l_unmc cenveas 4 ~ 0eGang
cooe DESCRIP TION OF wa TERIAL o .“"‘":“ s7 e Fs0ws ranc SO vanc
PO U TION 2T 0n
%wukm
1S jMagtional Park Scn‘w
17 ]Speclal Studles "
- o 6 years old 30 yrs. | 6 years old » yrs. et ‘:‘\t
. = ‘3 P
b. Nonrecord copies NPSRCS 2.2 WJ."'-, u‘.e;‘ Destroy mnb years Destroy “3 years N
a 1 d or no longer needed locr or no longer needed '
NS ol research for research -
!
,L i
(Eaternal) y
1Y
5 orps of Engineers ]
Projects, River Basins, etc. r\_\ 'g
Lr—keoﬁco" R e B B R s —— -Reouide copy 10 Region . ‘
when 6 years old 10 yrs. | 6 yeors old »
#v—n:........: copies HECAGH— v Sestroy-—when—ne—tonyg Sovteoy=—vior-wo-—-tengon SO POyt On-ne- i
needed ndd needed .
Haé eports (and related correspondence) See Appendix 1. se‘? appendix 1, See Appendeéx 1,
" tny bthis schedule this schedule this schedule
"” arterly
9 eml-Annual
20 ual
) ltuation

wooolde

D

T -



RECORDS MANAGEMENT GUIDEL INE NPS-19 NPS RECORDS DISPOSITION SCHEDULE APPENCIX B
LOCATION
T, . e - . e e
WASO, PLANNING & TRAINING CENTERS REGIONS
£ o I il LAl B Rarveray
CODE ESCRIPTION OF MATERIAL R OISPOSITION INSTRUCTIONS ous:’:;;fnou OISPOSITION INSTRUCTIONS [;IS:(::";”N
[Th ¥ MNlas H £l and Coo r'S o Man
\E\".axv- re—d+tesS—anatractures—Nanag t -
eservation (includes Archeolog-
ical Ruins
15 Management, Preservation and Maintenance ~~““‘"“"~~-—.~______1
17 JList of Classified Structures [T
19 JSpecial Studies (includes Historic T
Furnishing Plans) —~—"“~——~—__________>
a. PRecord copy NPSRCS 1.t Transfer to FARC when To MARS | Transfer to FARC when To NARS
b years old 30 _yes. [ 6 years N ves
[ N 3
b, Nonrecord copies NPSRCS 2.2 Destroy when ﬁ/years Destroy when ﬁ/years
old or no longer needed old or no longer needed
for reference for research
H32 Nat ional Reglster of Historic Places
(includes State Plans)
5. Record copy NPSRCS 1.1 Transfer to FARC when | To NARs [Trpasferfo Fﬂkct"\m To UMA
6 years old 30 yrs. | yescs old 3oyrs.
#. Honrecord copies NPSRCS 2.2 - Destroy upon publica-

Destroy upom
puHicJ;‘m in Register
of Whéa no oo

'\eﬂt\QJ G/( (i 2

tion in<Register or
when no longer needed
for reference

Page &)

PARKS AND OTHER FIELO UNITS

DISPOMTION INSTRUCTIONS

Prov -~~u to Reglon

7
Destroy when ryears
old or no longer
needed for research

Qrm)iée Copy fo re7/

Destroy upon publlca-
tion in Register or
when no longer need
for reference

INT 83277
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f Congrens

RECORDS MAMACEMENT GUIDELINE  NPS-19 ____WP3 RECORDS DISPOSI TION MCOMEDULE N APPEIDIX Page 42 _
="y /- - (v 7Y, ] _ i
F“;‘” nnm-u Teansug cuun aguses | ranus swo ornga rrece wnvs
o SRR —= R— ~
OEICMP TION OF uaTEBIAL 1P O 130N IS T RUC VIONS -:,‘::'-. S0P 27100 W8 T BUC VeRmg “':.- SHPQUN WY Buc T Bt
——
N ey
Sulidings ndmarks) !Y“' A
;;:---.. f
1S |Proposed P
7 Eligible or -Getodl lahes - .
» d—oopy NPGAG brmtyprmmeemnd
6 years old 30 yrs.
b. WMonrecord coples NPSRCS 2.2 W en N Destroy when no longer Destroy when no longer
M“u '¥ en &‘ needed for reference needed for reference
re —
n3é Historic Preservatlon Grants-In-Ald
a. Record copy NPSRCS 1.2 Transfer to FARC ! year| Destroy "fnuz&to Fe M.‘f P‘o"
after conc luslon of 15 yrs. J’ Con !ﬂ"‘ [\fm. ”I'Q, /h q
grant 9"“" <
b. WMonrecord coples NPSRACS 2.2 nrh‘b ] Destroy | year after Oestroy | year after
b 1 ﬂﬁ(“ﬂp conc lusion of graat concluslon of grant
Corcleion o-ftjnnt’
ings Survey
stablish case flles as followss i
pon campletion, recordy Transfer to WASO Previde c,f
Project by name NPSRCS 2.4 epusited with LiLrary




- -

Nonrecord coples

*wsucs 2.2

years old

stroy when no longer
1 ed

ransfer to FARC when Fo WARS

r&ﬁrﬁnt
w & Yyaurs ol

Qestroy when no langer
L

.

Ll
33

N MECORDS MANAGEMENT GUIDELINE  WPS-19 _WPL RECORDS DISFOUTION SCHEOULE . APPEND 1X O Poge A}
LOCATION Ll
s 'Am rL Aumc l TRANGNG clmlls [ (1)
- —— g — - —— e e = ”
coee OESCRIP TIOM OF MATERIAL mmw 093P 03470080 103 1 BUC 18003 “:nc PO T e st 1 000 005 .":::~ IR g 1ma .
> —p
nho Historic American Englasyring Record
Establish case files as follows:
. lponn completion, record Transfer to WAD
3. Project by name WPSACS 2" Eleposl!ed with Library &
. ¢ N jof Congress f .
yew . Al
p .-I
(2) Monrecord copres Ipsacs 2.2 estroy when no longer stroy when no longer 'Ded"j wiher o\q .1
ded
reede Laner needod
MA2_ . stor ic Preservation Program Ougcy |ew '
fishe 3 Sec Jns._n.un-“s.-&.a-—-—
11593)
17 JCompliance Documentation
a. Record copy PPSACS 1Y

Pgul“‘e C o ™
&yoﬂ H

Deslroy wien na [ovapR

MQJQ .

"4




RECORDS MANAGEMENT GUIDEL INE NPS-19

NP3 RECORDS DISFONTION SONEDUL €

APPED IX 8 Page &b
— -—
5 L8CATION
e VASO, PLANNING & TRARNNG CENTE secious PARES AND OTHER FIELD WOVY
cooe OESCRIPTIONOF MATREIAL BPOUTION MATAUCTIONS [ pourion| SWORTEwiTancrom | TSN | mereavien sveuc 1w
-
— SN SRR ETATLONANDSMEORMAT LOM
3
\ xih s +ien-Roqe Severoy-efrer—i-month -Sestroy-abter—-wenth Sestepy-gfter--nonthe——

e actlons, policy declsion,
spec
fs involved.

Code to subject If any administra-

Ilatlon, Oor research

old

€ years old

~————_

x“‘—r"ﬂm'm te Reglan . ..
6 years old .

nTrensfer- to—FARG—hon—]

Jsansfes 4&%%%#N-WWMJ—&MJ—M~HQ<O"~QGW. -
6 years old 30 yrs.

Destroy Park flles
after 6 years ornwhen
no longer needed for
reference

Oestroy Perk fllas
n no longer needed
for e

({1 ] Interprotive Activisies . . .

15 Services - - . . o ]
—H—finterpretive-Penning—{dets ; needs; ———

programs, etc.)
~—i——qtitryrivsvwi-titrery-Servicey

K26 Reports and related correspondence

15  JMonthily

M Quarterly

9 Seal-Annual

21 JAnnual

3

Sltuat lon

E 3
jr
>

this schedule

e & a
ertroyTUTterTTyosry

See appendix 1.

. £a 3
Laaa . an

See Appendix 1,
this schedule

See Appendix 1,

this schedule
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HP3S RECORDS DISPFON TION SCNEDULE

RECORDS MANAGEMENT GUIDEL INE NPS-19 a APPEND IX B Page o> -—
—_— LOCATION
WASO, PLANNING 8 TRAMGUNG CENTERS NECIONS PABKS D QINER FIELD LINTS
rue ARREITY sanc
cooe OEICMP TION OF MATERIAL v MPOUTION MSTAUCTIONS |0 00 ii0n] SIPOUTION mTouCTION .,':::m. CUPOQPan BISTEUC 11008
. ol
— i e b
15 nd Acquisitlor of Motion NPSACS 1.0 letaln with gift and Malintain with gife and ktolnt.l. wuith .l'fl and
Pictures transfer accordingly transfer accordingly tranpfer pcgerdingly
a. Record copy of mot! tures and NPSRCS 2.) Transfer to Natlonal
related correspondence Archives after 20 year9
Monrecord coples of motlon pictured™ PSRCS 2.2 Destroy when obsolete Destroy when obsolete Destroyswhen ocbsolete
19 (JProduction and Acquisitlon of Stild
Plctures and S|ides
a. Record copy of pictures and related NPSRCS 2.) Transfer to Matlonal Transfer to Matlonal
correspondence. Archlives after 10 year Archlives after 10 year
or when no longer or when no longer
needed for referenc namlad fcr reference needed for reference
. Monrecord coples of pictures RPSRCS 2.2 Cestroy when no longer \ stroy when no longer Oestroyswhen no longer
needed needed
23 joans and Gifes
(to and from public and other agencles)
L. GCift correspondence flles. NPSRCS 1.1 Malntain with giftsand Nalntaln with gift sad \ Maintain with gifet and
transfer accordingly tengofar accordingly nsfer accordingly
Loan correspondence flles WPSACS 2.2 Destroy ) years after 3 yanrs after Destroy rs after

lschazna.-of loan.

dischazas.of )
v
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NP1 RECORDS DISFON TION SCHEDVL §

RECORDS MANAGEMENT GUIDELINE  NPS-19 APPENDIX 8 Page 06 .
~ LOCATION I
| was0. PL wemic & TRASENE CENTRRS s ’ uus#omo LD VTS
cove OESCRIP T110M OF MATERIAL m [ vanc ranc _ i bl
uwoutmn witaucTons | ooqigy] wFeRIGNsIECTES T '
K3b .-
WPSRCS 1.0 Transfer to FARCnwhen | To MARS | Bestroy whea no lceger Pre ’ to Reglon
€ years old 30 yrs. | needed for reference be rk flles
afear § s .
15 Press Releases . '
NPS Issuances at level of orlg
a. Record copy RCS 0.1 Transfer 1o FARC when To NMARS | Transfer to FARC when To MARS | Provide copy to Reglon
6 years old 30 yrs. | 6 years old 30 yrs | Destroy Perk flles
vhen no langer needed
for reference
b. WNonrecord coples NPSACS 2.2 after! years Oestroy after 3 years Sestroy efter ) years
17 JRadlo and Television Activitlies
a. Pollicy correspondence NPSRCS 1.1 Transfer to FARC To WARS | Destroy when no longer Destroy when no longer
- 6 years old rs. | noeded for reference needed for reference
Ib. QRecordings and scripts
(1) Record copy MPSRCS 2.3 Transfer to Matlional tional Transfer to Matlonel
Archives when 10 years Archives when Archlives when 10 ysars
old or no langer nadcﬁ old or no langer old or no langer mneed
reference reference \ needed for reference
(2) Nonrecord coples WPSACS 2.2 Destroy when no longer Sestroy when no longer

Aad

Jeadad

mﬂnnmlm‘.
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and general pollicles

les and proof ~sheets-~-—
of publications

M

rvys - &
o bor—te— ARG when-&

years old

- -
RECORDS MAMAGEMEMT GUIDEL | NE NPS-19 NP3 RECORDS DISFOUTION SONEDULE APPEDIX O Page &7
T " LOCATION
pr—— T T T Tt - ) —
WASO, PLANNING & TRABBMG CEMNTERS L (- 1) PARE S AND OTHER FIELO LTS
rwe - - v
OEICAIPTION OPluaTEMAL ARRALYY aventon mitmucions o ] ewemuserancnem | ol | srenmmemacion
————p
————fPebiteotionsr—borvieon— oh .
1S Jin-House (Neweletiers,eet-) —u - :
19 |Ffree Informationslstisesstuse- -
23 ({Sales
2] [Meps
-33 - |Posters, Cartoans and -ambiens
A1 Jmanuscripts and Proofs
a. Policy correspondence NPSRCS 1.2 Transfer to FARC when DSM Destroy when obsolete Destroy when obsolete
6 years old ”—v’s or no longer neaded or no longer needed
Lo arifhes IS WY sk i [ o
paam—— igin) describing Fistory, overall

Qffer to WARS xdgn 6
years old

svbllcatlon.
\

-HPEALS 208 - —— - Bestsey-whean -no - L_\‘m hee-as-lengeri--—~- | Bestrey when no longer
needed ‘h\ needed
WPGRES 2. 2—--— FHeturn- te- suther—er Sure—ge- hor-er— & n to author or
destroy S vears after destrey 5 vears after destroy 5 ter
H el 2 a 2
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RECORDS WANAGEWENT GUIDELINE  WPS-19 WP RECORDS DisPOSITION ScuepuLE _AppENDIX 8 Page 48 R
- = LOCATION
WASO, PLAMMING & TRARNNG CENTERS REGI0NS PAQR IER PIELS
FILE ”
cooe DESCRIPTION OF waFEMAL swoution mstaucTons | oS | eureurios suveuctie oo wgPsuCTIONs  *
-, > T vy
# ' Deee . ~Sassray—ebrer——yeare
pob-tor———yoore )
\ :
15 — : F 4
9 ! R g+
Bureaus and Offices - . y
XS Special-Artictes—repandingPomico oo \ - “
Areas « M ot
. , ) gy b
T Falk A H
“45-fPrepered-hy-Seevica pacsoonel .
17 [Prepared by other—than-Sesvice-persnanael_. v
wit &
e} - Pecerd copy. (Only articles resl———F -NBGRCH~4rd— Transfer 40 -FARG-whon—] Destroy «when 3 years ‘*\
history and major activities of the 6 years old 30 yrs. | old or an langer need \4 old or no longer £
Service, reglon cr specific park.) for rplerence [ "eeted.for_reference  I.
AL "1 'S Dot b ao e L P A "
needed aspodadt needed
f
@
g
y te
7]
i\

8 \'rJyp
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NPS RECORDS DiSPOM TION SCHEDULE

AGEF } - e APPENDIX B Page 49
I LOCATION
WASO. PL ANNING t Nulmuc cenveas RECIONS PARKYS AND OTNER FIELD WNTS
FILE ouC R b— - m e e e - -
CODE DESCRIP 11ON OF MATERIAL Al v fanc sanc
onrounion imstauctions | oo Ll o1sroution msTeucroms NP OLITON 01POSTI0N RSTAUC T 10N
L - LANDS AND RECAEATHON-PEANNING - -
L& Acquisition ¢b Landgomar— !
b b FFrarryéer—ro-FARt—wirer—{fo-Nte- Fo-atr—Toeyrroy-sherno—tonger—-
6 years old 30 yrs. [WASO, transfer to FARC |30 yrs. |needed for reference
when 6 years old.
Otherwise dé verr
2 A od i ——
17 [Boundary Adjustments [wpsres 10 Transfer to FARC when [To NARS T'Nhsfcru /A YBNAG | Aeovde copy Y 7
6 years old 30 yrs.
I Y & ypurs otd %0 yrs ﬁeflw
b
y £ P y y £a £ aca affe o £
ransfer to FARC when i’lo NARS [If not duplicated in [To NARS rovide copy to Reglon
years old 30 yrs. S0, transfer to FARC 30 yrs. Pestroy Park flles

Individual case files of acquisitions
by purchase, condemnation, donation or
land exchange prepared by Lands officer

PSRCS 1

\

fter computerlzation
ransfer to FARC
arterly

B0 yrs.

T“A e

-

*

years old

.

n 6 years old. NtharA
Ise, destroy when no

jshan no longer needed

Pestroy Park flles
vhen no longer needed




MNPS RECORDS DlSPﬂ!‘"Oﬂ CHEDUL E

o _RECORDS MANAGEMENT LUIOELINE  WPSZ19 03 D1sPONITION e L __APPENDIX B ) ) Page 5O
_ ‘_l'“f"i"_'. _ .
WASO. PLANMING & TRAMING (!ul(ls REGIONS ] PARK S AND OTNER FIELDANNTS
Coo! VR T o T dad R Gy
CODE DESCRIP TION OF MATERIAL 0030051108 31 BUC 1K0%S “:"”"“ 1 04 110 s 100C 1a0s -,’;::.,. - o as Y 0uC 1eOms
L24 Encroachment s
h ‘tJ‘,". 1:
15 ]Vater Projects 2 !
19 jlogging and Timber
23 |Minihg
27 ]O0N1 and Gas .
n Road Constructlion
NPSRCS 1.} Transfer to FARC when |[To NARS L]"‘q.‘&r & m ﬂ”m ﬂud‘_ c‘”/ 76
6 years old 30 yrs. wshen ‘ w,' 36’[‘
L26 Repor s 1 1
appendix 1v See Appendix 1, See Appendix le
15 Inonttly |See_ ule . >
"” Quarterly this Sched this schedule this schedule
19 Ses | -Annual
H] Anrnual
23 Sltuatlion




RECORDS MANAGEMENT GUIDEL INE NPS-19

NPS RECOROS DISPOUTION SCHEDUL E

Lt ’ﬂ

Azeslroy when 2 years
id

ll)es(roy when 2 years

Destroy when
ld

NOTE: Prepare separate folder for each

Speclal Use Permit

— _APPENDIX 8 Page 3!
_ LOCATION
WASO, PLANNING & TRAMSNG CENTERS RECIONS PARKS AND OTNER FIELD LTS
FILE ‘On amaL b+ 4 Fanc
oot OEICRIPTION OF uaY DPONTION MITRUCTIONS | onsivia,] 9190 0UTION msTouCTIONS “,':::‘. SUPONTING MSTAUC TIONS
IET. W— 5
LI
1S §Agriculture ‘ !
19 JGrazing
23 |Mining and Minerals
25 JOI1 and Gas Easements .
27 |[Roads and Road Rights of May
31 [Mater, Sewer and Transalssion Lines \
a. General Correspondence
(1) Record copy NPSRCS 1.1 Transfer RC when |[To NARS |Transfer to FARC when [To MARS {Provide copy to Region
6 years old 6 years old 30 yrs.
(2) wMonrecord coples NPSRCS 2.2 Lbeslroy whenl years Destroy when! years Destroy wivenZ years
old old
b. Approved permits (at level of origin) Destroy 6 years after |Destroy | year Destroy | year after
explration of permit explration of perait xplrat ion of permlit
or when no longer r when no longer
ineeded n.
c. Rejected requests for permits InPSRCS 2.2



RECORDS WANAGEMENT GUIDELINE  NPS-19 NP3 RECORDS DISFONITION SCHEDIAL & APPENDIX 8 Page 52

~— ———— e o

LOCATION

9

— 5

WALD. PLANMING & TRANING CENTERS REGIONS PARKS aAND OTIER PIELO WU TY

Coor OESCRIP TION OF waTERL SueaELey - ) ranc samc
CoDE ] na al al
DI OMUTION 3T BUC 10N lesse O uvI0M SIPO M TI0N ST AUC TIDNE SIPOUIIDN

<433—-Jtand, Public

rs Cooperation,—inetuding-Adaialetiaetion,
Planning and Develogment

MW‘:, >

e hacosde COQN . NESRLAd e
€ years old € years old 15 yrs. joid
b. Monrecord coples MNPSRCS 2.2 Destroy when 1 years Destroy Mns years [Destroy u..lls years
uld old old
'aoﬂ;or* L3h—fhecreation Activitice (lacludes back-
n’& country use, hany gliding, youth
* hostels, etc.)

1§ JCamping
19 Hiking and hiding

23 Mountain Climbing
25 IWater Sport-
~ d—oopy hﬁh‘l(&-kl—---—_ Teansfer_10 SAEC when— -Pestsoy -Mu-M-“l—»Louuv sovide capy (o Region
years old 15 yrs. r years old 15 yrs. esthoy Park flles
n no longer needed
for reference

¢ 10y when - no—long Boctreyuhenno lanyes

eeded for reference eded for reference
ransfer to 6 oy

yeadh uld 1€ yrs.

Pestroy P years ofter
ermination of slie .

ssoy 3 years after

years old terminatlon of site

"LMJ R Du(sl:‘c
2 Grapnts: UPARR, LWCF NPSRES—I—4~

A URBUGcCcasesul—Bade \

4+ ada 1 e
b v . PP eaTYronYy

' Grant Case Files NPSRCS 1.1 %
19 hren—6 taaGyrsotd— 30
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RECORDS MANAGEMENT GUIDEL INE NPS-19 NPS RECORDS DiSPOS TION SCHEDULE APPENDIX 8 Page 53
LOCATION
- - - —_—— e W
WASO. PLANNING & TRAINING CENTERS RECHS PARKS ?. OTNER FIELD UMITY
o 10m s ————— — — -
DESCRIFTION OF wATERIAL SRRy DISPOSITION IN31 RUC TIOMS D10 1100 5 ¥ AUC TI0NS .“::;f‘_ STRETEN $3T80C 110ns
e ki

Adl ) 4 A et d B

b fassius.

!LL

‘Wilderne r
nanagement thereof
a. Record copy -~ - e

b. Nonrecord copiles

er area has been desiynated

Seae BoTha L
¢~ Cags

Terminology

Water Right Dockets

rfroposed Areas

ja. Approved proposals
b. Rejectcd proposals

State and project if volume
warrants

Designated Areas

Mational Scenic Trais

Release No. 1

Water Matters(Water Rights Compacts etc.)

NOTE: Prepare separate folder for each

Internatiunal Parks and Histuric Sites

Noheral Wild 4 Scemie Areas

SRCS z.y

V.7 YN

Tvsacs 1.2

*‘?SICS 1.1

NrsZs 1]

< 2.2 Sk L po>E i ar
oard of Geographlic
ames decision
SRCS 1.1 ransfer to FARC when

years old

Fransfer 1o FARC when
years old

ransfer to FARC when
years old

Iransfer fo FARC when
b years old

.r
v Auiid 0

ransfer to FARC when
years old

f not duplicated In
Transfer to FARC

6 years old

ransfer tp FARC when

ron old

ot i1

TO NARS
30 yrs.

Pestroy
1S yrs.

30 yus

Provide copy to Region

beslroy after water
Fights are termlnated

Provide copy to Region

stroy Park flles when
years old.

rovide copy to Region
estroy Park flles whe
years old.

7o Nags| (kovide copy to ‘

Reoyas .

Provide cops ®
Regiars-
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@ _ s _ss APPEND 1X4D Page Sh -
X L _lgcnnu
WASO, PLANNING & TRAMNNG CENTERS REGIONS PARKS AND OTHER FIELD TS
- DESCRIPTION OF MATER USARETY - Fanc
& uavERIAL OI1PONTON MSTRUCTIONS | oo ] ISPOUTION s TRuUC Ti0us u;:;:n“ SIPOUTINN IS T RUC 1603
L66 | HHRERCS-4vi———Hsansbor_t0 SARLwhan —tBestsoy—| Tranetor oS AR—when—| Destrov- {Dosorey
6 years old 1S yrs. |6 years old 1S yrs. Jold
NOTE: Prepare separate folders for each '
park, site and country as
appropriate
—470-—— Stateos-and btate-Barks - - .
19—1-Gooperation-tnciuding-Adaintstretion;--
Planndag and Development
21 State Park Org )
2) [Aanual l«ord%&?‘:r s Lands and
Related Areas wiTH fccomopiNes
27—t-trtyof-trate—Ltarkswith-Acresger-and
\ Accommodat lons
n Fees »
NOTE: Under the L7CI9 clas ion
prepare separatetfolder for eac
State and project \
a. Record copy JHPSNZS 1.2 Mﬂkstrw 1f not duplicated In Destroy |Provide copy to Reglon
16 years old , transfer to FARC |15 yrs.
6 years old.
—~— ]
b. Nonrecord copies PSACS 2.2

Dest
2 wf:/ gﬁw




RECORDS WANAGEMENT GUIDELINE  NI'S-19 o _____WPSRECORDS DISPONTION SCHEDULE APPLNDIX 8 Page 55 -
. LOCATION
L - - R v -
WASD, PLANNING & TRANUNG CENTERS AEGI0NS 1 PARES 4D OTNER FIELD W TS
Cooe DESCRIP TION OF waTEMIAL o i " co T T [ “panc sanc | j
mwosron witaucrons | Lol oLl sreuiee mstauctions ~reuTION SUPPNTION BISTRUC 10w
v
L7h River Basin Studies-and-Actinities. _
B e e ———_———— Y VY VTR Iransior—tofARi—abtentToNARL thinotdupirented—im— oA A
€ years 3O yrs. | WASO, transfer to FARC| 30 yrs. | Destroy Pyrk flles
after 6 years. Other- when ) ysors old
wise destroy afuer
\\1\\ | years
PfNoritces-obfubiie—Heoringsr—————ae .- -] NPSACS 2.2 Destroy when 2 yesrs - T 3 yoare- -4~ —-— | Destroy-ohon 3 years
old old —— old
L MRSRCE AL Llcaosfer to SARC aftest Lo MARS L AL aotodupllssted-in. La-MARS.
3 6 years 30 yrs. | WASO, transfer to FARC| 30 yrs. | Destroy Park flles
\,\\ after 6 years. Other- when 3 years old .
a -t wise destroy after | wed
5 |Pams arel Dredayna NSRS /) Transfer % FARC AR 1B NAKS| | vesr ﬁﬁ#‘& 1de cofy te
Cpacs— L lages Teensan B EMC [Doye
=27 -l6ther Studies and Reporets (Agriculture, e asYer Yool § wtlen 3 Joans ¢

P

Federal Pover Commission

4 2 o £

Ixan. fos 2o K‘.‘ IM

L. Records not relevant

TE: Flles should be develuped by

Reylons then by major river basins,

. and finally by projects where
Importance of project or wealth of
materlal warrants. Archecloglical
and Fistordcal Research relating tg
River Basins are coded H241S

NPSRCS 2.2

€ years

Destroy véhen 2years
old

3esas |
hlacdidlb. ]

30 yrs.

WASO, transfer to FARC
after 6 years. Other-
wise destroy after

| year

Destroy when Byears
old

Destroy Park filles
when ) years old

Destroy when years
old S
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LOCATION
— C e i e — g —_
WASD, PLANMING & TRANNNG CENTERS REGIONS PARKS AND OTNER FIELD LTS
cooe DESCRIPTION OF MATER) i NN S T )
€00 ua AL DIPOLTION 131 RUC VIO NS u;‘::'w ISP OM 1108 1003 T RUCTo0MS .“,':::m. PIPORTIRNE 3T AUC TIONS
126 Eaxic sallepact
A
\ policy, Pw:im s, Guldellines \.Ao\»l\..;% NPSRCS 1.0 Trensfer to FARC when | To NARS | Destroy when obsolete Destray whea obsolete
[ ) $ 6 years old 30 yrs. | or when 6 years old orswhep ' years old
e | agsacidod o] Yeansfar to FARC when:|Bestroy | Bestroy 5 years afrer— r.’—“"”"'f“""‘“‘““.
Areas 6 years old 15 yrs. | final action l final sction
A dRoviowi—of . Ssalemens & .and-Studlies
concerning other Federal agencles NPSR Destroy 6 months after Destroy 6 months after Destroy 6 months after
final action final action final actlion
concerning State and Private agencies NPSRCS 2.2 Destroy 6 months a Destroy 6 months after Destroy 6 months after

rNO'lE:

{1) Prepare separate folders Ffor

each agency.
(2) Council on Environmental
Quality is Office of Record
fcr al) Envirommental Impact

£aaa N

final action

fina) action

final action
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LoCaTION
nw ruuumc 8 TRanunC ctnvns RECIONS PABYS ANO OTHER FIELD TS
CooE SCRIP TION OF MATERIAL UTRRdPY v B = b
co o€ ua DIV OUTION STRUC TIONS ou:o.:nou PO UTI0N It TRUC TIons .":;;:»- m.ﬁmlm
“WENATURAL  AND ~SOCHAL~66-H6ME46- ?
r t..
T '
15  JAmph Repsiles
19 -foieds—— '

a7 Mamma | s \

29 [insects and Invertebretesn- ’\1
Sr—{snrops—— -

33 ﬂ?lanls
——ttpCnrd Oy = MPSALS B Ic =}io MARS | 1f-nor-sdagtivared-—tn—-t-to-NARS
6 years old 30 yrs. | WASO transfer to FMC | 30 yrs. |Destroy Park flles
when & years old when no longer needed
for reference
b. Nonrecord coples NPSRCS 2.2 FD Destroy o’ur‘ years Destroy a'u;’ years
95*“‘2 a'wm ‘W“ or when no longer or when. no longer
needed for reference needed for reference

needed mm




resl roy after Q@ years

RECORDS MANAGEMENT GUIDEL INE KPS-19 NPS RECORDS DISPOSITION SCHEDULE APPENDIX O Page S8
L o L0CayI0N i
WASO, PLANNING & TRANNNG CENTERS RECIONS PAQGNS 420 OTHER FIELD LINTS
4 RUSRELPY O ~
cooe DESCRIPTION OF maTREIAL orosmion wstaucvions | Lol ol miseution miteuctions | JanC SIRPONTIoN B0 0UC Tious
N6 Management of Matural Resources and Areas .
(Including Resources Baslc Inventory, 1o . .
Coastal zone management; Wetlands
®anugement , Ecolog ol J-'ﬁ)"‘fp
fstahlish casa fllas as folld .—
\ a. Policy correspondence - —— NPSRCS | .1 Transfer to FARC when To NARS | If not duplicated In | To NARS | Provide copy to Reglon
6 years old 30 yrs. | WASO, transfer to FARC] 30 yrs. | Destroy Park flles
when 6 years old o(MrJ when 5 years old or no
wlse destroy when § longer needed for
years old or no longer reference
needed for reference
b. Reseurces—Bavic—taventosy 1. Transfer 1o FARC when | To MARS | If not dupllicated In To NARS ] Provide copy to Reglon
6 years oild 30 yrs. | WASO, transfer to FARC | 30 yrs. | Oestroy Park flles
when 6 years old other- when 5 years old or no
15 Jvlidlife wise destroy when S longer needed for
17 (Plant Life years old or no longer reference
19 [Vater Life needed for reference
20 |Threatend and Eodangered Species
(plants and animals)
23 |8ackcouatry/Milderness Managument
a. Record copy o f NABRCS- 3~ - ~d-Teansfes-t0-EARL when—{To-SMRS- | - |-Peec idescopy to Aeglan—
6 years old 30 yrs. | WASO, transfer to FARC) 30 ¥ Destroy Park flles
whpn € years old, Othed ears old or no
wlsa dpstroy when § or
yosre old ar no longer reference
nondod—for-reference
b. Monrecord copies NPSRCS 2.2 Sestrey !'tora years Destroy after YPyears
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NPS RECORDS DISPOSITION SCHEDULE

_RECORDS MANAGEMENT GUIDELINE  NPS-19 D3 DI R APPEMD IX 8 Page 59
LOCATION
WASO, PLANNING & TRANMNG CENTERS REGIONS PARKS ANO OTHER FIELD LINTS
coot ESCAIP TION OF MATER USREEPY - - ranc
Cooe o3 ua AL 1P O TION WMST RUCTIONS oI1sP0uTIon]|  SIPOLTION LT RUCTIONS mr':;:n " ISP OUTION MSTRUC TIONS
WM———L-Rescarch-Progrens
[y A L: 22l €. 1 00, F Y %
Establish case flles .
13— Pollcy coccaspondence \
FO—bpecial-reseacchotudles—
av—NRecord copy—. .- NESRCS 1.0 Transfer to FARC whea {lo a0t duplicasted. in...{lo MARS -
€ years old 30 yrs. |WASO, to FARC 30 yrs.
when 6 years old.
Otherwise destroy when N
no longer needed for \
cof
b. Nonrecord coples NPSRCS 2.2 Destroy ahera years Jbostroy after 3y¢lrs Destroy ahers years

for when no longer
needed for reference

or when no longer
Ineeded for reference

lor when no longer
|needed for reference
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- RECORDS MANAGEMENT GUIDEL INE NPS-19 e e T . - -
) L o L _‘iocum o
r_;mo, PLANNING & TRANUNG (2"!_.8 . REGIONS PARKS ANS OTHER FIELD VTS
::)tbll DESCRIP TION OF MATERIAL b‘mw‘w I [ 'l_“-. FARC
DI O TION ST BUC T IDNs NIPOMT 4P 0 UTION s TAUC 110w SIPOUTION P ONTION ST BUC TIDNS
e . . )

nN26 ports see Append ix 1o Seg Appendix 1, See Appendix 1,

15 | Monthly W'this sched\-‘le this schedule this schedule

17 JQuarteriy

19 | Semi-Anrual

21 JAnnual

23 jSltuation

%M&M&l‘ﬂu——%
19

(Fossils) 6!
21 Selsmology (Earthquakes
23 |Speleclogy (Caves)

2] JVolcanology

n laclers (ice and frost action)
35 k and Minerals

39 hermal Features (geysers, hot springs

S50 ros
g
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APPENDIX 8 Page 61
B o LOCATION
WASO, PLASMMNG & TRAMING CENTERS REGIONS PABKS AMD OTHER FIELD LINTS
prty DESCRIPTION OF MATERIAL W ranc
Cone € surontion mitauctons [ oo o] sreuTen marsucTom .,'::.:n- SUPSMTIRN B3 TAUCTIONS
N30 Rieoisgical Esatuces sad Studlas (coat.) W
i iarine) L :
fo— Record copr SRS L0 fer to FARC mban . To MARS |If oot duplicatad Ia.. . m—t“'m-“-‘ﬂ-‘ﬁﬂ-
vears old vrs. MASO transfer to FARC 10 yrsst Pestroy Park flles .
hen 6 years old,other- hen 00 langer needed
For refereace
——
b. Nonrecord coples hesres 25 peslroy after @ years »eslroy after 3 years
br when no longer needed br when no longer
For reference heeded for reference
NY6—— tutton/Envicormmentel Qualldssy-

MASO transfer to FARC 0 yrs. Pestroy Park flles

ears old,other- when no longer needed
wise destro

for reference
' '\_
Ia‘ngor needed for

\

destroy after § years pestroy after P vears .

pf not duplicated in ;o NARS Provide copy to Regliow

b. Nonrecord copies P'SICS 252 Pestroy after 2 years
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RECORDS MANAGEMENT GUIDEL INE _’N&'LL NPS RECORDS MW“'Q SCHEDUL & ot A@ll [ ] Page 62
. o LOCATION
WASD, PLANMING & TRABUNG CENTERS AEGIONS PARKS AND OTNER FIELD VTS
s OESCRIPTION DF MATER m
cone FuATEmIAL mwoution mstauctions | P0E ] sireutien mivaucTions onion MPORTIN M TOUCT BN
—ne—1s H Abos_ladividual_Salas—
Heat Ing Systems see D502). For Enerqgy .
Conservation see A7021)
s—enesord JNRERC it W‘
years old 30 yrs. MASO transfer 1o FARC 130 yrs. Pestroy Park flles
bren 6 years oldstother no longer needed
estroy when no or reference
]
cots - ———rema
b. Nonrecord coples pPsRes 2.2 estroy afterQ vears Lnrnv a'ur’ years estroy l't¢f3 years
b3 lusathar aod Llimate.
‘Q' P P PP PP TS VPV YTV VEoS
~~Srodtes-backed by official RSP)
for—neeord-copy——-— -~ - — oo = e § 3.1 4 when o NMARS [1f not duplScated In e MARS Provide copy te Reglon——
years old ™ to FARC 0 yrs. pPestroy Park flles

bhen 6 years old, otner

La prosy e

g seeied

r. Nonrecord coples

. . . L

4

pestroy after J years

years old 30 yrs.

b nat dualtllisated i
L

MASO, transfer to FARC
hhan 6 years old.

destroy whan

SR

Pestroy alurg vears

30 yrs. Festroy n:k fllessehe

no langer needad for
reference

longer

—
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for reference

RECORDS MANAGEMENT GUIDEL INE _ NPS- |9 NPS RECORDS DISPONTION !OO!WI.! APPEND I X nP &g
"""""" ! LOCATION
) WASO, PLANNING & TRAGUNE CENTERS QECIONS o PABES AND OTHER FIELD LN TS
rne N
cooe OESCMIP TION OF wATERIAL WeRELYY DISPOSITION He3TRUC TIONS ___'_‘:f__'_ SIPOUTION 93T AU TIOuS “,':;f“ SHPOBTIRN G237 BUC TiON3
-v;
Sh6-——§ Sacial and-Geonomie-Selanser—
[ 2 and feaslas i o
—49- -} €coramicy——
39-- | Assessments - - \
a——Record copy — e = JUPSMLE - . . FTransfer To NARS {If net duplicated in--—1¥o NHARS [Provide -copy to-Region—
6 years old 30 '-'-J, n scansfer to FARC |30 yrs. {Destroy Park f)lesnwhen
when 6 years olS8T —— .. longer needed for
wise, destroy after
b. MNonrecord coples NPSRCS 2.2 Destroy after 2 _years Destroy ohor’ years Destroy after P years
50— }Rest and Meed Lontcal
r‘ years old 1S yrs. |6 years old Destroy Park flles whan
longer needed for
reference
b. Monrecord coples FNPSRCS 2.2 besuoy after g vears bulroy oflor’ years estroy afterd vears
WOTE: (WASO only) project Forms 10-21A To NARS In 1980
with project comgletion dafes
(1973-1978) ‘1
Forms 10-21A 1979 and after MPSRCS 2.2 estroy when no longer estroy when no longer Pest roy when no longer
peeded for reference

Ipeeded for reference
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LOCATION
WASD, PLANNING & TRANGNG CENTERS [ [} PARNS AND OTHER PIELD e Th
fLe ARBXHP ranc U
coot DESCRIPTION OF MATERIAL 43P OSITION 1037 AU CTOuS o " TBUCTIOuS ranc -
DIPOMYION 043P0 3TI0N
Noh— 1 Soil-and-MolstureLontsal.
e MM H—not—dupiieeted—in——tiFo
6 years old 30 yrs. |WASO, transfer to FARC |30 yrs. {Destroy Park flles when

b.

Nonrecord coples

NPSRCS 2.2

Destroy after 2 years

when 6 years old. Other
wise, destroy after 6

Years

Destroy aftera years

no longer needed for
reference

Destroy Park flles when
no longer needed for
reference
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LOCATION
WASO, PLAMNING & TRAWNNG CENTERS RECIONS PABKS AND OTNER FIELD LINTS
: GRENPY [ raac [ T
CooE OEICRIPTION OF MATERIAL swouton mitauctions | ool cieoution msTaucTIons .“,':;f.. mIveuCs
P -PERSONNEL
21k sy L Eald

Per sonnel Manua
prescribes a
Federal personnel offlices

a. Papers on right-hand slide

(1)

Employees transferred to
another agency. (Federal
Personnel Manual Sugplement
296-)

(2)
*NOT[:

Separated employees

Materlal Is disposed of 75 years
after birth or 60 years after dat
of earllest document In the folde
1f date of birth cannot be ascer-
tained, provided employee has
been separated or retired at
least flve years.

b. CPaper on left-hand side

GRS 1.4

GRS 1. 10

Upon transfer of em-
ployee, transfer to
new agency

Transfer FARC, St,
Louls, Mo., 3O days
after separation.
(Refer to FMM, for
encept lons to sbove
procedure.)

Destroy upon transfer
or separat lon of
esployee, or when 2
years old, whichever
A sarller

Upon transfer of em-
ployee, transfer to
new agency

Transfer to Inactive
flles on separation.
Transfer FARC, St.
Louls, Mo., 3O days
after separation.

Oestroy upon transfer
or separation of
enployee, or when 2
yeprs old, whichever
o™ ’.lj.-

Upon transfer of em-
ployee, transfer to
new agency

Transfer to lnactlive
flles on separation.
Transfer FARC, St.
Louls, Mo., 30 days
after separation.
(Refer to FMM, for
except lons to above

Destroy upon transfer
separat lon of

&,
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LOCATION i
. (R[] canvem 1 [ orNga MmtLo i
e WASO. PLAMNMG & TRADBNG s s R0 ARS § AN mn:.
cooe DESCIPTION OF uATERIAL aRBITY MIPOUTION MSTAUCTIONS | ouiaurion| SouTION msTaucTINs | S0 1 qurgmmen muveucTons
Ty
- Lo i deans )
-ﬂ: * + I
e -GRS3 - - § RBA lnge- af Other thaa |- - - | RS inge ok pther thon-4- - .- -
outstanding or unsnlﬁ joutstanding or unsatlis- tetandleg ar unsatis-
factory are destroyed factory are destroyed factery are destroyed
on transfer or separa- transfer ornsepara- treasfer or separa-
tlon of esployee, or t ilon of employee, or lon of ¢empleyee, or
,,,,,,, rs old, whic 2 years old, which{ when 2 yaars oldo
ever Is earller: ver Is earller. hichaver Iy earller.
Outstanding and unsat- r)uuundln. and unsat-
Isfactory ratings are isfactory ratings are
retalned on right side T~ Jgtained en right side
of officlal personnel pf o r sonne | .
folder .
rie ofmn Laws, Rules, and Regulatlons
_4!--..4-,_1-.1 ad _solaaod Mgaa n.'.n._ Py Py W—":w.- _.A. 'L.‘t l._:
correspondence or no longer needed for or no longer meeded for or no longer needed
reference reference for reference
19 Jinterpretations NPSACS 2.2 Destroy n'ter’. years Destroy after ) years Destroy after ) years
21 lnspections
__Mn_amm_rﬁu_g_—ﬁmn obhsolate. Destsoymhes—chioleta
reports, and audits) or superseded or superseded or superseded
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P26

15
17
19
]
3}

maa

DESCRIP 100N OF NATERIAL

Aetfccalans nad lam.lrlac far fanlanimans

e --» Pneliions
Yemoncaru Pns =~ -

=~ Lorsespondence — — — —
b Anolications. wmith ralated papers _ .

NOTE: Applicatlions resulting In appoint
ments are flled In the officlal
personnel folder (covered In
General Records Schedule |,
Item 1)

Reports

“-—thly

Quarterly

Seml-Annual

Aamsal

Situation

At _alA 1 om mmd B a

ceg | 3

GRS . 1.1S

f£Aae 1 2

NP3 RECORDS DISPOS TION SCHEDUL &

WASO, PLAMMING & TRANNNG CENTERS

PO TION 91T BUC TN

Destroy after 3 years
a - uonn recalpt of

tnspectlon “~-t O
‘hen 2 years old, which
-ver |s earller,
~“rovidirg the require-
-nts of Chapter 333-A-*
“ederal PersonnelsManua
~re ohserved

See Appendix 1,

‘this schedule

Nestocis sbhaca £ taae

old

A}

h ki

)
v

APPEWDIX B 4 6

LoCation
{1

fanc
NP OUTION

Sestroy after 3 yoors - -

~cgsoy.upgan secelpt-of
Inspection report

+2n 2 years old, which

-ver = --~ller,

“~ovlding the re ~~--

-nts of Chapter 333-A-"

ederal Persamne| Menua

»a ahearw-

See Appendix 1,
this schedule

Bontbmnc: sdvnn LK vance

PARKS AND OTHER FIELD WINTS

.oueor-ouu—i—ln.

asteon uasn raralne_ of
Inspection report

r when 2 years old,

“ichever s earller,

roviding the require-

--ts of Chapter 333-A-

fe ~ ~ “-rsamnel

“anesa Afra -~ sarue-

See Appendix 1,
this schedule

. D
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LecATION i
WASO, PLAMNING & TRARNNG s ’ eThEe rigLD
EB‘»‘. DESCRIP T60M OF MATERIAL W = e = ;-‘Q LN
DISPOMNTION STAUCTIONS | ..":..:'u SIPO L TI0n 01 ¥ ENCTINNE “":::.“ 3 h'm'“

[
ence releting to development

for classlfication or
positions

m

Case file

(2) Review file

GRS 1.7

GRS

Standards (cpiy) Including Title, serleq GRS 1.7

and grade (based on dutles and quall-
fication requirements)

Positlon descriptions. Flles describ-
Ing established positions Including
serles, grade, dutles and responsi-
bllltles

(1)) Record copy

(2)

Monrecord coples

GRS 1.7

GRS 1.7

Destroy S years after
position Is abollshed
or description is
super seded

Destroy when 2 years
old

troy 5 years after

superseded

Destroy 5 years after
position is abollshed
or description I3
superseded

Destroy when position
Is abulished or
supecanded

Destroy 5 years efter
position Is abollished
or description I3
superseded

Destroynwhen 2 years
old

Destroy 5 years after
position Is abollshed
or description Is
superseded

Destroy S s after
position Is abo

or description Is
supersaded

Oestroy when position
is ebolished oOrf

Ralease No. 1

‘a

Daptrey S yeavs after
ml'& is abolished
or desgelption is
supear seded

Destroy when 2 years
old

Destroy S5 years after
position Is abollished
or description Is
super seded

Destroy S years after
position |s ebollished
or description |Is

\J superseded

troy when poslllon.
Is a Ished or




RECORDS MANAGEMENT GUIDELINE _ MPS-19 MPS RECORDS DISPOSITION ICHEDULE

APPENDIX B Page 69
L LOCATION ,,
r WASO, PLANMING & TRANNNG CENTERS REGIONS PABKY AND OTNER NII-A. (" 2}
s P TI0M OF uaT gl ranc ranc
cooe oescm OF uaTemIAL owvostion mstauctions | LUl srentien satauctions | onton SIPOBTINN BISTBNC 1OuE
£ alaa
i-ﬁu—dwv - - - GRS 1.0 BDestroy 6 years after - | bestroysé years after }- -|-Destroy-&-yoors ofter—
latest entry in OPF latest entry In OPF +astesteatry—in—0PF—
officlal personnel or may
be retained separately.
Must be retired with OPF. FPH 339
Sub-chapter &.
46643~ - -~ ~wee -1 Dosteoy—atter 3 yoars—}- — -——|Bestroy after3yoore
LR§-4.3 . - Oostroy after 3} years Oestroy after 3-yones-
C e S 3——— - Oestroy after 3 years \ Sestroy-efter 3 yesrs - - 1 Gestroy after-3-yesrs
(FPH 990-2, Mook 591)
rs -ond Employees— —— - } GAS 28—~ ———— §-Destroy when absnlete - —1 Gestroy when chbselete-
or superseded of superseded
r38 erhffrw?';ral:;;ns Program and Procedureg GRS 1.2) Dastroy afters) years Destroy after ) years \ Destroy after ) years
OTE: Certificates of performance ratling
are flled In the officla) person- .
nel folder (PI&) and are dispos- g
able after 2 years. See General
_Darocds Schadulae l' icam 22




L RECORDS MANAGEMENT GUIDEL INE NPS-19 NPS RECORDS DISPOSI TION SCHEDUL € APPEMDIX B Page 70
e Lgcnlon
FILE o ‘o WASO, PLANNING & TRAWING CENTERS RECIONS ) PARNS aNO OTHER FIELD YeNTS
CcoDE DESCRIPTION OF MATERIAL M“”Jl?v FARC Fanc
onpouTION mITAUCTIONS | 00 o] 81520uTen miTauCTIONS 043P 03 10w SLPONTINN BIST AU TIONS
w
RLD. Lelbies
.
¥
15 Weilfare
a. Miscellane rrespondence GRS 1.17 Destroy after 6 @months Destroy after 6 months Destroy of}cr 6 msonths
b. Ffederal Employees Hea nd Life GRS 1.3 Destroy after 3 years Destroy after ) years Destroy efter ) years
Insurance.
(0esignition of Benlficiary
Optional Insurancest Vaiver filed
In OPF)
19 {Employee Relatlions
a. Correspondence NPSRCS 2.2 Destroy after } years Destroy after 3 years
b. Counseling files GRS |1.27 Destroy } years after Destroy ) years after
terminatlon of \ terminatlon of terminatlion of
counsel Ing seling counsel Ing
21 Labor-Management Relations
N a. Labor-Management Agreements NPSRCS 1.2 Transfer to FARC when |Destroy | Transfer to FARC Destroy pProvide copy to reglon
(at level of origin) 6 years old IS yrs. |6 yoars old rs. [Destroy Park Flle when
no longer needed.*®
b. Arbitra’ .n Cases NPSRCS 2.2 Destroy S years after

Release No. 1

Destroy S years after

case ls o
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WASO, PLANMNG & TRABUNG CENTERS ASSNs

- ARRELY
coor OESCRIFTION 67 uATESIAL swourion witaucrions o oon | cwesneesiaxiom

GRS 1.26h Destroy 5 years fram w+ 5 ““" g
date of plan or when +e r‘” or " ao
no longer needed for { € ae &/ Ed
reference eMérce.
b. Flelc Office Plans GRS 1.26h 5’ Destroy S yesars from Destroy 5 years from
?i%! ’{ date of plan or when date of plan or when
rem (Ph no longer needed for no longer naeded for
or wh o ¢ reference reference
need '3

#-#ﬁlucblnuhnimnhlm.s
—a.. Mhen resalusd within agency — . 1 GRS £ 26 ] _h _yaacs aftec stroy h_yeass afier

on of case resolutlon of case resolution of case

b. When resolved by OpM Controlled by 1ed b ) C "’r‘o'kd b
Schedule gn d-,hedmt./ . O?;‘\\ SCHAU\E
—or—A-othes—coplec of o —sbave .- 688 1.26. . Destray | year aftes \ Sestroy 1 year atfier T Yeronerion Lac

final resolutlion ) resolution final resolution

WAl d-haohground documesl s AOL v

Included In a. above GRS 1.2 Destroy 2 years after Sestroy 2 yea frer Destroy 2 years after
final resolution final resolutian ~ final resolution .
Progrems; §.e. Cooperative Educa= § NRSRCS 2.3 Destroy 5 yoars after -§--— -- - m—im—d&u-ﬁ:\ Bestroy-§5 yeers—ofter g

ram closes

on, Upward Moblility, Spanish Speakling, progras closes orogpm <lages
ederal Women, etc. . ? 4
Y]

TE: Individua) files may be eslobllsh«4 Pale

foz.aach 2 S
PELY

=

e
-~




RECORDS MAMAGEMENT CUIDELINE  NPS-19 MPS RECORDS DISPON TION SOMEDUL & _ ARPENDIX 8 Page 72
LOCATION
WASO, PLANNING & TRANNNG CENTERS QEGIONS PABES AND OTNER FIELD WNYS
i m"‘ rasc s
coot DESCRIPTWON OF mATEMIAL swoution mstaucrisws | 1 weuiei mtaucrions [ S| mmesvmwenstevciions
T
y —
5 GRS 1.12 Destroy after 2 years Oestroy after 2 years ter' 2 years
]
7 rﬂcrl( Awards -'.‘f_':*
3
a. Correspandence GRS 1.3 Destroy after 3 years Sestroy after 3 years ﬁgl_(% after ) yurl.
b. Awards (case flles, by In- ¢
dividuals). GR Destroy 2 years after Destroys2 years after Destroy 2 years after
approval or disapprovad approval or dlisapproval approval or dlsapproval
19  [Suggest lons
a. Correspondence GRS 1.3 Destroy after Destroy after 3 years Destroy after 3 years
b. Suggestions (case files, by GRS 1.12 Destroy 2 years after \J Destroy 2 years after Destroy 2 years after
Indlividuals). approval or dlsapproval oval or disapproval approval or disapproval
PA8 T-ulnﬂlons
a. Correspondence (other than medicalPGRS 1.3 Destroy after 3 years Destroy after 3 years \ Destroy after ) years
b. Forms and correspondence (relatingl GRS 1.21 Destroy 6 years after Destroy 6 years after 6 years after

to employee’s histoury. EXCEPY
pre-employment, disabl ity

retirement and fltness for duty
'™ daala.

latest entry

latest entry

Fu .
Lkt 4 —ve




———“h—-—hm«uuuu“-heu“——ﬁ

(See GAS 2.10 for disposition
instruct lons)

LOAS )i

afzar 2 ara

ass e o

xx
»
RECORDS MANAGEMENTSEUIDELINE  NPS-19 NPS RECORDS DISPOSI TION ICHEDULE APPENDIX 8 Page 13 -
LOCAVION
e WASO, PLANNING & TRANING CENTERS ascions PARNS AMO OTHER PIELD ....i;'.l,
cooe DEICRIPTIONOF MATRRIAL mw DISPOL TION 1S T BUCTIONS m’:::uo- SISPRE T100s wis TOUCTIONS . i
Hisusssndeloussalfyudi LGt Dostroy—sbiasi-yosre ostroy-obeer—i-yoer
* tdent I{ icat lon of—Emplayeee—
lels,—dneduding cords, badged GAS 1).4a Destroy 3 months alter Sestroy ) sonths after
parking Its, photographs, agency return to lssuing retura to issuing
preaits torog aotor vehicles, offlice office
property, dining r islitors
passes, elc.
b Recelpts, indices, listings, 1.4 Destroy after all Destray ofter oll Destscy altes alL
and accountable records listed credentdals are listod credentlals are listed credent lals are
accounted for accenated for accounted for
GRS 1.3 Qesteroy aftes 3 yeass r- Desteoy after. ) yeacs——.
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e LOCATION
WASO, PLANNING & TRAMING CENTERS REGIONS PARKS ANDD TNER,FIELD LNTE
eiLe escar oUCRNIPY eanc T
cooe DESCAIPTION OF MaTERIAL wrouTion msTaucions [ 0l ol sireuTee msTeucTIons _,'::f‘- SUPOBTIN LT BUC Tidus
w.‘“‘ u.l*“t and Placs- " »
N ‘t"m‘\‘
T AN
Written peguotion guldelines, NPSRCS 2.2 Destroy when obsolete Destroy when obsolete Oegtrey ea obsolete
nstructions, wmor it or no longer needed for or superseded “"Q."-ﬂ"
pr lon plans. reference * .
P72 Recrul tment and jcat lon - T~ ; te
~ R -“42 .
8. Correspondence Ghs \] Destroy after 3 years Oestroy alter ) years Destroy after 3} years
(Includes regulatory and proc
materlal.)
t. Recrudwment for specific positions. { GRS 1.3 Destroy after 3 years Bastroy after ) years Destroy after ) years ;
c. Certificates of Ellgibles GRS 1.5 oy when 2 yedrs. _ Bestroy when 2 years Sestroy when 2 years
" S old old
KL} strictions on Employment (l.e. freeze GRS 1.} Destroy after 3 y \ﬁ Bustqoy after ) years Destroy after 3 years
cellings, etc.) \ Ses.
76 emp loyment GRS 1.3 Destroy after 3 years oy after ’-‘le‘ Destroy after ) years
E
r7s t irement GRS 1.3 Destroy after 3 years Pestroy aft Destroy after 3 yvesrs
o ratlon GRS 1.3 Destroy after 3 years Sastroy after 3 years \ oes.uh after 3 years
m.im‘,_..,._._q,mz.u, e .. | Castroy whan 2 yanss. _ | _.__ Bastszoy shen 2 years shan 2 ha.._.
old old .
(, L} {(Includes Veterans® Preference, GRS 1.3 Destroy after 3 years Gsstroy after ) years Destroy after ) y

[

D, r .

Lo

ra
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LOCATION
b — [T — - —— ~ - - —
WASO, PLANNING & TRANING CENTERS | RECIONY PARKS AND OTHER FIELD LTS
Cooe OESCRIP TION OF MATERIAL AORREIPY I ranc canc v
CIPOMTION WSTRUCTIONS |, oo ] 513PO U TIok wesTRUCTBNS NP O30 MEDS 1100 13 TOUCTIONS
b tatng -Restsoyben b yasrrs Dastroy when S _yeacs
old or when superseded old or when superseded old g9 super seded
or obsolete or cbsolete or e
15 In-Service
17 |interagency Facitivie '
19 }Non-Government Facilitles
P88 Transfers/Details/Reassigmments GRS 1.} Destroy after 3 years Destroy after 3 years Destray after 3} years

15 [VWithin Service
19 JOutside Service

P90 F\lage Board Matters

a. Pollcy Correspondence NPSRCS 2.2 Destroy wen cbsolete Destroy when obsolete
or no long or no longer nseded or no longer needed
for reference for reference for reference
b. Mage Rate Schedules and related GRS 2.17b Destroy after 3 years Dastroy after 3 years Destroy after 3 years
correspondenc e

c. Wage Survey Files GRS 2.24 Destroy after comple- Destroy after comple-
(Including reports and data, workln: tlon of second tion of second
papers and related correspondence succeed ing Wage Succeeding Wage
conceralmg area wages pald for each Survey Survey

employee clas: (excluding author lze
wage schedules and wage survey
recapltulation work sheets).

92 ﬂln"or- Standards (iInc ludes groaming) NPSACS 2.2 Destroy when obsolete Sestroy when obsolete Destroy whe
or no longer needed or ne loager needed or no longer ne
forseol .- fcs colorsnce.
QS‘.‘ .

-y

by} “'"
“i N ,‘.'jL ‘ ' I
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) L LeCaTON )
WASO, PLANNMING & TRAMSNG CENTERS REGONS PARE Y A0 OTHER FIELD VINTS |
£ae ' AR rane ER——— -
Cooe PESCMPTION OF uaTRAIAL DI ONTION M STRUCTIONS --‘- SV M T8 s ¥ BUC ) B -'.:::'.
294 IVoluntesr EmploymensBrogeam——— L NPSRCS.2.2 .1 Destroy -whea-chsolsete. Dostroy-whenochsolate
or no longer needed or no longer needed
for reference for reference
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RECORDS MANAGEMENT GUIDELINE  NPS-19 NP3 RECOROS DISPOUTION SCHEDUL & APPEMDIX B Page 77
o ) . Lecatew | o
wASO, PL s i
:gote OESCRIPTION OF MATEMIAL AkkBLPY e u::::" — %””“. .
ac il R
MPONTION MSTRUCTIONS |00yl ®PeanER wsvaucvam .,':-,.,, 4 L Ll )
i) R I 4
S~ SUPPLIES, mxmwn AMD PROPERTY [ " ’ !
‘ H
&b Aniasds T3 T W W VYTV VYN NV T Destiay.sdos. d . yosss
old old L4 .
s18 GRS 3.} Destroy when 2 years Destroy when 2 years “!l& shon 2 years
old old ald g
$232—— LhS3-3 Destrop-when 2-yeass Bestsoy—whon-I—yesrs W—
old old old
$24 Communicat lons Equipment GRS 3.3 Destroy when 2 years Destroy when 2 years Destray=when 2 yesars
old old d
$26 Reports GRS Destroy when 2 years Destroy when 2 vegse Destroy when 2 years
old old old
—
15 [Monthly | _——
17 JQuarterly -
19 [Seai-Annual
20 nual
2) [Sltuation \
-1
$28 Pfaf(lng and Englnecring Supplies GRS 3.3 Destroy when 2 years Destroy when 2 yed Destroy when 2 years
P old old old
s3o Wilp'u'"s e - GRS 3.3 Destroy when 2 years Destroy when 2 years roy when 2 years ‘
old old
$32 me Equipment GRS 3.3 Destroy when 2 yesrs Qestroy when 2 years Destroy when 2
4

|

'
i

.
’
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o i o T T LOCATION
L . Ca- U ot
WASO, PLANNING & TRAINING CENTERS REGIONS PARKS AND OTHER FIELD UNITS
¢ooe 1P TION O L oaEasdey ) T kAR T T Far
DESCR F MATERIA DISPOSITION INSTRUCTIONS o15POsITIoN|  DISPOSITION INSTRUCTIONS ouwos':nou DISPOSITION INSTRUCTIONS
S3h Firearms—_and Ammunition CRS-3.3 Destroy-—when 2-years Destroy-when-2-yeasrs Destroy when 2 ysars
old old old
$38 Fuels GRS 3.3 Destroy when 2 years Destroy when 2 years Destroy when 2 years .
old old old
Sk6 Library GRS 3.3 Destroy when 2 years Destroy when 2 years Destroy when 2 years
old old old
15 Equipment
19 Publications
" SS0 License Plates and Tags CRS 10.1 Destroy when 2 years Destroy when 2 years Destroy when 2 years
old old old
SSh Medical GRS 3. Destroy when 2 years Destroy when 2 years Destroy when 2 years
old old old
S8 Motor-Driven or Propelled Equipment
15 Aircraft
19 Automobliles, Trucks, Motorcycles
23 Boats
31 Road Construction and Maintenance
Equipment
35 Pse of
a. Correspondence GRS 10.1 Destroy when 2 years Destroy when Destroy when 2 years ‘
old old old
b. 6peratlng records relating to gac GRS 10.2a Destroy when 3 months Destroy when 3 months Destroy when 3 months
and oil consumption, to dispatching old old
and scheduling
c. Maintenance records relating to GRS 10.2b Destroy when 1 year old Destroy when | year old Destroy when 1

service and-repair
Pa
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e g AocavN
WASO, PLANNING & TRANNNG CENTERS ; 4 P STUER FIELD
rue QSRELPY ‘ rae ”
cooe DESCRIPTION OF MATERIAL [ p— m:otmw AP Tiam gt ToNC TS u::m ouc Toous
PO S T | W——.. .
- - "
35 d. r Vehicle opgrasion including +:as 10.¢ estroy ) years after sgroy 3 years after o he e’ after
ests, apgpprization to use separation of employee separation of esployes g pmployeg
safe dr sprds, stc. r 3 years after r 3 years after s :
reclslon of authorlze- recislon of suthorlzae- hor lz8-
tlon to operate GO tloa to operate 60 s 0
ehicle, whichever Is vehicle, whichever Is ’
s ooner caaner
$62 Office
15 JFfurniture and Accessorles estroy when 2 years estroy when 2 years
Id 4 pld
19 [|Forms (Stock only) estroy when related stray when related Pestroy when related
(Requisitions and stock control) orm |s discont inued 'orm {8 dlgcont laved ore Is discont inued
rseded or cancelled wyted ar cangplled rseded or camoil”&
23 [Machines $ 3.3 g88eoy when 2 years ol stroy when 2 years ¢,
27 [Statlionery $ 3.3 stroy when 2 yepre ol stroy when 2 years o
66 Optical Equipment
15 j0Inoculars and Telescopes HGIS 3.3 whon 2 years Destroy when 2 years i
nld K
19 [Microscopes HUS 3.3 years Destroy when 2 years {f -.,‘
o 1d ;
A% .
s70 Photographlic and Sound Equlpment .
1S jCameras and Projectors HGRS 3.3 vibep 2 yeors lgstroy when 2 years
! Ak .] ol K ,'
. [¥8
19 [Fiims and Siides #as 3.3 wige 2 yesrs Destroy years he
'Y. \ i
. . . o
¥
+
S

r
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NPS RECORDS DISPOS TION SCHEDULE

e _APPENDIX B Page v
T ] Locamon )
WASO, PL ANNING & TRAMSNG CENTERS agessus ] ovnia FIgLO
foot DESCAIP TION O TEMAL “W’ FaRC rFanc ; 4
coot ¢ uaTERA oisPosuTION MSTRUCTIONS | ol wveunemstanctns | souron] Y o sTAUC
—— Reocusantole... - L - 1
—45-{ Instructions-and-Rrgeodures - — ————JNRSRCS o t— —— | Transfer £ 0-FARC when - 1To-HARS 1Sransfer—so AR wheon— .
A 6 yeers old 30 yrs. |6 yoears old 30 yrs. N 3
v . $72 - 7227 See a. or X .
b. below, whichever Is ; Chanal 1y,
~— appllicable * ; \ ‘
Historical, Na . '
Studies)
NOTE: Studies complled as esult of

contract shall be filed
approprlate subject

Houpply—and—Equipment—bontreces—

43—
L Personai—borvicor-Lontroote—
43—

[uschase-Osdoss—

If litlgation Is threatened
or pending, retaln untll
sattlement.

2. Contractors’ payrolls, destroy
3 vears after date of cmm-
tlon of cantract ualess
contract performasce o
subject of enforcement actlion
on € 3 12)

=

atrancastioni—al nere4han—$107000——JekE—Pr i) ——

Sor—Fronvections—of-less thon “om—-#usw)-------
NOTE: 0.

after final pa

stroy -} yoars-qfter
final payment

Release No. 1

ke ok

after final payment

inal payment
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.
e WASO. PL MOENC & TRARGHE CENTERS 4 4 NP
code pESCRIP 1? OF BAT§EML mwu SIP01T 100 WS T BUCTIBa§ "*"" ' ) n.: -
|NBSACE ot ;
6 years old 38 yrs. |V tramaler te FIRE yes. les
w.mnld N for ' N
? R e
Plant account cards/T# wesacs 2.7 Teansfon & AALS Traasfer 1o WARS whea |' Toa PBS whon
pertaining to structures en Shruci e v structure no losger st Tonger 3.
nqen eXi exists exists g VE
b. Work papers used in accumuslating NPSRCS 2 Destroy 2 years after |oestroy 2 years after Dm a rs
account Ing data annotat ion annotat ion a 1' .-
43-40isposalof Seal-Bropaciy Lo sians- {15 nnt-—duptested—in—iFe o
6 years old 30 yrs. |MASO transfer to FARC Destroy Perk flles when
\“ 6 years old o longer needed for
b8 6 propecty seposts . - yoars—old-
Jo—Reoperty - disposal) eose-files— . INPSRCS 2.2 . #uuuw when 3} yu&sod -_—-__Ml yaRss
9L Personal Propessy .- - — oo 4. N..huns(.r to FARC whea .[To MARS [1f sot duplicated ia

r years old 30 yrs. MASS tramsfer to FARC

pdhoo § veors old o longer nesded

e

=

.
T2
- & .~

P aid

mmeh or o 'm
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RECORDS Mllfl}!ﬂl"l wuiptLint nrs-19

LOCATION
WASD. PLANMING & TRAWNNG CENTERS . RECIONS PARKS AND OTNER FIELD Lo TS
coo ESCAIP 100M V€ 'm‘m‘ﬂ' [ [ “eamc — e _
Cooe DEICRIPTI0N OF maTERIaL Q1POL TN MITOUCTIONS | oN sreuTiumsiauciisws | SO8C ] purentme msteuc 1ous
—374)9 | Personai-Property—— (contsd
—lorsospondence. < 8.2 Hlestsonwhandyascs Lrom sdon 3yeacs- 804440y rhonI—yoars
«ld old old
b. Autamated fyulpment laventory NPSRCS 2.2 DQJ‘"V‘O:?rDb e Oestroy obsolete Print- Destroy wabsolete Prln.
(Computer Printouts) Qd’l’o *ﬁ“ out when current one out when current one
mee% one IS is received is recelved
For—dorhing—-paposs—inctudiagtocmli0alis 1053100 g obitica Desssoy—abies ibisa W—
: tion of correct inforea ticn of correct inforsa ticn of correct Inforear
tion on printost tion onsprintoutss tion on Lrintout
——]
—] oA h—— — — —BUestroy when-3 yoass -4 |Dostsoy when -3 yohse_ 1 | caks
old old old
fb.- . EncOse Properiy fuposts —whon }-yeass 4 — - - sy whon 3} yeass —3 — . - [Bectcoyohon 3 Years —
old old old
o Sotes-of-burplus-Re +y—Cove—fi-tese
(See GRS &. 6a t 4s6b for disposition
Instructlons) s
23— fgoipment—hept A—Rrvyeam \
Sorre pond - Fd TO ) ..~ 200615 @)y-sdvBnr 3 yoIrs VWS T TVIRG VSR TS nu.u.; siven-
old oid
-~ Compoter-Primtcrt (Form 10-28654—— JNBSALE3.3—- Dusteoyp ubsalateshelatar ——— - - tPestruy-absolete Printos
provides Informa* ion far systed. vut when current one s out when current one wit when current cne s
Form 10-285 used to drop equlpmest recelved recelved \ recelved
fram accountabidéty and also closes
the Equipment Depreciation Account) Destroy after verlfl- Destroy after verlfi- Destroy ¢ verifi-
callon of correct in- catlon of correct Infor cation of cor infor
alaa oo : Las cu.l r.‘- Db “l-“,l Lica on arlios o -
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LOCATION
- - - - _—— ———
WASO, PLANNING & TRABUNG CEN 3 [ {7 ] PARNS AND QTNER FIELD LIITS
oot DESCRIP 190N OF wATEMIAL ousaxley T Y N - ; e
cooe i $ wATERIA onrouron msteuctans o0l o] onraunion muteuctions |, SauC SIPOBTION 8137 BUC T0us
[ Satety fouigment 33 Dot sipmron—d-—yoas Dostray—hon—I-yorse
T~ ; old old
' .
$82 Signs, Markers, ¥rafflc Devices, Flas GRS 3.3 Destroy when 2 years Destroy when 2 years
and Pennants ~— old old ‘
. \“\.
£ 1) Stenographic Services [TRS-3. ] Destroy when 2 years Destroy when 2 years
~ - _ford / old’s
$90 Shipments (Bills ef Lading/lavoices) GRS 9.1 Destroy when 3. Destroy when 3 years . Destroysuhens) years
mr \old old
S96 Uniforms
a. Policy correspundence | 14 2 Transfer to FARC when |[Destroy [Transfer to FARC when Destroy when 15 years
€ years old 15 yrs. |6 years old 1S yrs.
a .
b. Specific orders and ¢ S Lcrrcwonrﬁlls 3.3 Hoeslroy when 2 years Destroy when 2 years
dence lold old
$98 Meed a ect Contrul Pruducts and RS 3.3 estroy when 2 years tes(roy when 2 years

t:llroy when 2 years
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T _ Locamon
WASO, PL aNNING & un-uut. (!UIIIS ([ {~ 1} CARS S AMD OTNEA FIFLD MaMTL
Cook OEICRIF 110N OF waBERIAL aasasdy - - " T eanc T
-
©eP O3 7500 3§ BUC TI0NS o3 03 1000 03P 04 1000 108 7 BUC 1o0NS PO riPOOWEN T BuC Vidus
N NS - AND- L ECALMATHER—
-8t -Decivions NRARCE2 2 15w lai—10-FARL —whon—{Desvtroy{Transd to-FARG—when—1Bertroy
6 years old 15 yrs. |6 years old 15 yrs. lold or ae lesger
needed for u'ounc'
15 3 Atiorney Cenvrad——
19 Camptrol fer tenered—-
2) ftolicites—.
27 fChiel {ownsed —
v-te $inat—Opi o —Ovben 3.3 Desisuy } yeass—aftor scoy—J-yoass—aiser sxn } yosss-after
(Copies of perants tur public viewing) enpiration of permit explratéon of permit expiration of permit
—Ai——FFedorelRegivterSubmivsivne—— — JUPSRCS 2.2 Lestsoy when 2 yeass— Dosisoy—when-lyeass W
(Cross-reference 1o subject tile) old o1 when publubed old or when publ ished old or vhen publ ished
in (FA, whichever is In CFR, whichever Is In (FR, whichever Is
carlier earlier earller
w26 ReportS See Appendix 1. See Appendix 1, See Appendix 1,
Y ehis schedule this schedule this schedule
15 {monthiy
17 [JQuarterly
< Semi-Annual
F) Anmual
23} [Sitwatdon
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DESCRIPTION OF NATERIAL

WASO, PL MUNNG l Il““ Clﬂll.t

— - -

DIPOUTION T AUC TIDn

raRC
SIP O ViDn

D. e healad

s __sAPPENDIX B Fage 85
LOCAIN
ALCIONS PARKS AND OTHER FIELD WNITS
FARC
BISPO U TION it I BUC TI0NnS [ﬂ"‘l'ﬂ ~ mv-uu:uc 1008
L Beasmmcn s b Bnaa

17
9

N
23 |sht

ar
ar

estroy—iven ety
superseded or no longer
needed for reference

1 i caza

6 years old 30 yrs.
| ﬁ:[.: to FARC whea -

en

Comissioners/Maqgistratles
M‘Wf Oxdens

Z.J (‘CM Laws 4”6{
jV

Aleobel and speed ppeasunstq Peicel
Ynk Desving s /.2

ld cr no longer needed
for reference

superseded or no longer
needed for reference

il aot dupiicazed
WSO, transfer to FARC

superseded or no longer
needed for reference

InsMARS Prrauide coav tn Rea MR
JO yrs. Desiroy Park flles
‘ol‘& -ﬁ’n no langer needed

d_im

d

catad in — To “amc _ S.o-.ldqe-gopy 10 Reglon—

ks 9.0

for reference

E oy k24978

6 years old I0 yrs. |WASO, transfer to FARC 30 yrs. OestroyPark flles
when 6 years old when no longer r.eeded
Sestroyafter-cample~ 3
tion, of Annual Print- of ] Printout or cf Annual Printout or
out or when no longer jwhen no needed when no longer needed
needed for reference for reference for reference
- —43)—Annval- —_— —JURSRLS- 2.2 ] Destsoy after L -yoas-orf - — - after 2. years { - cteoy after ] yvoars -
jwhen no longer needed or when no longer
for reference needed for reference
estroy-3—years-alteor
oug (Froms 10-50,10-343,10-344) camputgrization c teglzation terlz lon vy
Accident Trveshga o WS -2 > g when m_‘_"“rm ““ﬁf’&‘;’ A
ANPSICS 2.2 stFoy n 6 years " s Deuroy when 6 year

old or no longer nesded
for reference

longer needed

P.wuk ey Yo Regyon

file,

"‘hM no (wwpenecded
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o - LOCATION
[ waso, 10 awnG & TRawene ConTeRs | ECIONS PARES BND OTHERPIZLOGNTS
o DESCAIPVION OF mATERIAL “RRRLTY SIPOLTION MSTRUCTIONS panc SI1IPO U TI0N W57 BUCTIONS s amc SIPORTINN BISTAUC Tigws
IPONTION SIPONTION

-~J6ensral -Begulat ions

w8
15
7

Regulations, Parts 7-6n)

(Descridbed In Title )6,
—RogulatloncyRartitnb)-

Ineeded for reference

ed for reference

Special. RERCS 3.3 0 y whea 2
(Described In Title 36, Code of Federal old or when published

I A I S Y

"Procedwes and ‘Polmj
Buts/Pa.M Areas

ROJONCR Pﬂ" essing
Couer Proceduges

YORES—
r when published Id or when published
In CFR in CF in CFR
R - ALSACS-JJ -~ - l0astroy when 1 yeass steoy whon 2 yeors when 2 years
Code of Federal jold or when published Id or when publ i shed id or hed
Lo-CER. Aa-CER_. io CER
whsecs 12 |Tianshen fo FMS | Desho|Tie nsfeats Ak Destiod Puvide cory 6 Bigo
when 6 ¢as ocd o s (when b Y&s od |159r Des/to,.,é.v do Lonpec

A/ee/c.é
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NP3 RECORDS DISPOTION SCHEDUL E

WAL0, PLANNING & TRAINING CENTERS

APPEMD IX B Page 0]

LOCATION

oo OEICRIP TION OF Ma TERIAL UEREAPY " sanc Ny °
. orposinow imsteuctons | ool ] 010 uTIon st aucTions “"::‘"“ SIIPONTION 2131 8UC TI0mS
, V- FORESTRY
b Cd Wf"“ - NPSRCS 1.1 Transfer to FARC when (To NAAS [If not duplicated In To NARS |Provide copy to Region
“:& %”FP F enr, Hb years old 3O yrs. JWASO, transfer to FARC |30 yrs. stroy Park files when
4 «WM ”e [when 6 years old. longer aseded for
eventfion Otherwisc, destroy when reference .
7] P ee SufPre S9N no longer needed for s
24 up ezﬁ;.on reference
A/fPescabed Fiee (N\ vse of -ﬂn’
111} Forestoy—and-Rang: -1 -
Conservat ion and Management 30 yrs. SO0, transfer to FARC estroy Park flles mdhen
n 6 years old. langer needed for
therwisc, destroy when eference
longer needed for
reference
Y -
- --19- jfange — —
23 fores{atlon and Rl s Yotion

b. MNonrecord coples

Release No. 1

ja. QRecord copy - e —_

o

PSRCS 2.2

7l fm o¥

sansler—to wc.m_h.-ms— ]

50 yrs.

stroy 5 years after
completion of project.

Destroy 5 years after
caompletion of project.

PARES AMD OTHER FIELD UNITS
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TITLE

BEAR INCIDENT AND
MANAGEMENT REPORT

CASH RECONCILIATIONS
. SCHEDULES B,C & D

EMERGENCY LAW AND

, ORDER COSTS

FlSCAl YEAR A"ﬂo’ﬂl
f( ATION HE ARINGS

INVESTIGATOR'S
5, ANNUAL REPORT

PEST MANAGEMENT
PROGRAM APPROVAL

‘ & REPORTS

9

lo

CYCLIC MAINTENANCE
. FUNDS FOR FISCAL YEAR

FEDERAL LAW ENFORCE:
+» MENT TRAINING CENTER

PROJECTIONS

JUSTIFICATION MATE RIAL
FOR CONSTRUCT4ON

PROGRAM

PARK IDENTIFICATION
8Y GEOGRAPHIC AREA
(Cungressions! Disteict)

AUTHORITY

Dwector
Memaor andum)

Finance Oftice
Guide Section X1

NPS 9

{Budget Collection
Information)

NPS Act of 1916

Director
(Memorandums4

1gusc !

" Tremmury Depact
ment

Departmental

Secretary. Dwecton,

NATIONAL PARK SERVICES REPORTS

FREQUENCY DUE FROM

Annually Parks reparting bear
management incwdents

Monthly Regronal Ollices

Quarterly Fnid & Fl!‘d
Directorate

Vasnes Regrom, Sevvice
Centers & WASO
Owrnions

Annually Scle;nhc lnn; gators
conducling ek
related research

Annuglty Parks thromp Regrons

Annually Freld & Fieid
Dwectorate

Annually Regonal Olfices

A Ny i Ollices

Annually Freld & Freld
OveLtovate

DUE IN WASO

March 15

5 'uidln
alter recept
of ADP Gen
eral Ledger

Trial Balance

- -

On the 20th ol
month lollow
ingendolquar

ter, Sehoept

4th quarter on
Octobev 10th

Februay 15

DOecember 31

10 days alrer

approval of
proyect

July/ August

November

FOR

Biological Re
sources Dwrsion

;u;lﬁmuon

Budget Diviston

Budpl Dwision
Bi0logical Re

suurces Dwision

Hiologu f Re
suurc.es Dwvision

Training Division

Budget Dwision

Budget Dwvision

Preprinted form
and nerative

Schedules 8. C, D.
LWCF recepts &
geneval lund reve
nue deposited.

Form 10 346

statistecal displays

NPS Form 10226

Prepninted lorm

Memurandum

Memorandum

Computer Printout

Briefing statements,

DISTRIDUII(N Fll.! [ aecoans NS'OSITION
OF COPIES SVMBOL INFORMATION NS!IFOCATI_GJ
Basic retaned n N2621 Destroy aftev 3 yeans To evaluste
545 progams and
repond Lo
inquivies
Ongmal 1o WASO | F2815, Domov dlu :l ysen To campere actusl
1epoits cosh beloee
comgputed for eeh
appropristion with
the cedh budarcy
in the Genarel
Lodger Dith
. rmuet be recon-
ciled and Tevected
byahe p
F inence of
Original 10 Budger, | N2617 | Destroy after 3 years Yo cover the un
cupy 10 Ranger
Actwities omargency ‘hd
low entrasna
sinvationa
4 buefing books, Recerde-mantained-in To brist the
Ownector, Deputy W Directorand the
Director, snd oe«‘f"“’ whén Z Secretary
Assisant Directors "”‘7“ neede
Supevintendents, | N2621 | Destroy atter 3 yesrs To monitos con
Repional Ollices, duc t of ressmych
WASO in the perks and
utilize the resulls
ofabet remerch
for mesting
emuIcO MNP
ment mformstion
nseda
WASO, Regions, N2621 Destwroy atter J years To updet
Parks Regonal ¢
progam
o F2821 Deurov aler 5:..1! To base the annual U
Oniginal only rporneeConges
sional appeopria
tion comvnitiees
- P2621 Demov alter 3 years For OMB, OPM
Ranger Ac tvities, .
Amt Director, end Cangen
Pers & Admmn.
Services
) I Desl;b; sftes 3 veus N Qfop;-n we ond
defend progrems
belore Congen
& OMe
Destroy md;y N ;;;«:mh mput
Onginal only mio the Congres
sonal Dmrict
repart

[ 2beg

I09

| ¥ xtpuaddy aNIT
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TITLE. AUTHORITY
PASSENGER MOTOR 31USC. 43V3
VEHICLE AND AIRCRAF T
AEQUI REMENTS

PROGRAMMING OF LINE € 0s¢1988 8

1 TEM CONS TRUC TION 11990

PROJECTS

RECORDING & REPORTING  Civil Service
INFORMATION ON TRAIN  Reform Act

ING RELATED TOCSRA

REMBURSABLE ¢ .
ESTIMATES

REPORT ON REl(X:A"O';
& REAL PROPERTY
ACQUISITION ACTIVITIES

SECTION 8 PROGRAM
GENERAL AUTHORITIES

STATISTICAL WORK LOAD
REPORTS FOR TAX ACT
PROGRAM

SUPERVISORY TRAINING
REPORT

REPORT OF ESTIMATES BY
OBJECT CLASS

REPORT OF SUPFRIN
, TENDENTS AND REGIONAL
OIRECTOUIS

Secretary’s Regula
uwons (41 CFR
1200 3)

Congyess Section 8
of the General
Authorities Act of
1976, a3 snerded

h—:t;nomicm-

Tax Act of 1981,
36 CFR Part 67

Depar lm-enul

Duector (Program
ming & Financial
Mgt System
Regnnt)

Associate Directon,
Cultural Resuwces

FREQUENCY

Annually

DUE FROM

Regional Offices &
Service Conters

"Regiondd Offices

July 3N

December

Sem annusl

Regional Offices

June 30 &
Decewder 31

FOR

Administrative
Services Divison

Budget Dwision

al "y

Dwectorate

through Reys

O-ua-llellv

Semi annuat

Varies

Annually

Service Centers &
WASO

Feld &.F el
Oweciosate

Park Supenntendems
& Regiongl Drectans

Within 2 weeks
alter end of
fiscal quarter

10 days after
receving Alloé+
mentStivice

Apait |

Budget D

Recreation Re

sources Assisiance

Owision

GSA 2997 and
OMB No 42 R1656

Preser
Amntance
Dwison

Presrvatlion
Asustance
Dminon

Traening Owvision

Budget Division

OISTRIBUTION
OF0OPIES

RECORDS OSPFONTION
INFORMATION

FILE r
SYMBOL

JUSTIFICATION

Budpet Divison
(2 copies), Admin
Services Division
{1 capy)

OMB and Depart-
ment

Asst Director,
Pers & Admmn.
Services and
Oepariment

SHN Oenroy sfier J yours

To justily vehi
cles and sircralt

F2621

Oestroy after 3 yeans

To identify thoss
projects which
would Stvoive
facitities located
on 8 lvodplsin
or wetiand

P2619

Destroy atter 3 yeears OPM, a

request.

;)ngind only

| Dwectors

Memorandum/
Training Division
Forms

l. Y

History D

bt

Onignal oy

2 caogees 10 History
Drviston

GRS 5 4 Destroy | yesr
alter dose of FY

F2621

L2621 Oestroy dlter 3 yeas

Destroy alter 3 years

Destroy alter 3 years

PB619 Destroy alter 3 yesrs

Destroy Monthly

A2621

'S5 1 Tro
iy ik

‘uASO Fle: Permaned
wpSRCS [.1) AN

To iududs es pert
of budgn asb
mémion to OMS
To be part of

DO stwwus| repont
to Congress.

To prepoe @
report 10 Congen
on Octobay |

To be wmnt to
Congemanad
Comwnitiess
nterested4n Tax
Actfogram,
Tresmury Depat
ment,

GAO

daino

1
F

addv an1n

)

To monitor
fundngestimates-<'D
and plans by
obyect das

Tote sent to
Natwonal Arduves
a8 the ollicial
recoed copy e
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TITLE

REPORT ON TAX ACT
PROJECTS

“SEARCH & RESCUE

. OPERATION" REPORT

SUPERINTENDENT'S
ANNUAL REPORT

AUTHORITY

Duector (Memo
randums ol
Agreement)

Duector

NPS Act of 1916

Dept'i Manual h

FREQUENCY

Ouarterly

Annually

Annualty

Semi annual

DUE FROM

Regions with external
preservation programs

Park Superintendents

Park or Office thsough

ADMINISTRATIVE

REVIEWOF IMPREST Release 2069 Regonal Finance
FUNDS Pa1907 13 Offices
AGENDA OF RULES €0 12044 Semi annusl | Regions & WASO
SCHEDULED FOR REVIEW

LWCF CONS—OL_IDAVED OMB Craular Annually States through Regrons
PERFORMANCE REPORT A 102

ATTENDANCE AT DM (Past 370 Quarterly WASO, Regions &
PROFEESIONAL MEETINGS | DM 410, 8) Traiming Centers
CONCESSIONE RS ANNUAL | PL B9 249 Annually Parks thiough
EVALUATION 8 CONTRAC Regronal Offices

" COMPLIANCE REPORTS

-

DUE IN WASO

End of sech
quarter

As reported

Janusry 15

30 days after
each adming
atlwe review

Apnl & Octobey

March I

15th of Aprd
July, October
& January

December 1

Concessions

FOR

Preservation
Assistance
Divrsion

Rangev Actwities
Dwison

Biwlogecal Re
sources Division

F inance Division

Admin Servces
Dwision

Recreation Grants
Dwmion

Assistant Director,
Financist & Data
Systems

Dwision

Mission Report

NPS Form 10 225

Memorandum/
Listing

Form 10 187

Forms 10 356 and
10 X562

DISTRIBUTION
OF COPIES

Onginal to Preser.
vation Asastance
Dweion, 1 copy
1o Intersgency
Resource Dwison

Regional Offices

Supenniendents,
Regions

—
Orgingl and | copy

Onginal only

Not destributed

Ongmal end | copy

NPS Concessaorers,
Parks ahd Regrons

FILE»
SYMBOL

F2617

A2621

N2621

£2619

A2619

AECORDS DISPOR TION
INFORMATION

Desvoy after J years

JUSTIFICATION

To manitorahe
resvwbw of centlli
cations, requests
and spprovels m
g

D;s!lov ;';uv J yems

Destroy alter 3 years

Destroy all;v J years

Desvoy after J years

Destroyatter J years

Destroy b—«JZ.M
o longec needed

ladshmie

Oesfroy chen
no ( o'\jer nea!e!

To exchengeaints
with othey
aprEwy Audit
fo ym o
il
_ t
Infosmation

To monitos re
march cowduct
in the perks.

To manitorae
operations ol the
logwent Fund
Cashiovs and (0
determineahet
the atnountal
cash sdverced 10
the cather 18 not
excexsve v meet
normel Sape
ments of the
roppeclive Prk or
Officovtrved

To be nchuded C
w the pubdlcation c

To monitor
progam perform  ©
sce «

(S
C
i o
r

. ..r
To monitor X
attiendance ot T
prolessone! LS
meetings. P
—_— - -
To assure that 0
the concessioner
faciinses and »
services are sale,
sanitary, sttsacive
and provided at
quality leveh the
Park visitor ex . o

pectsfromthe
prwste sacior . \Q
operstingotnnde

thePurks.
EE S



