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.,LEAVE BLANK 
REQUEST fl)R RECORDS DISPOSITION AUTHORITY JOB NO. 
.... . 

(See Instructions on reverse) 
111-79-fS-1C.. 

DATE RECEIVED To: GE*'AL SERVliS ADMINISTRATION 
NA NAL ARCH, ES AND RECORDS SERVICE, WASHINGTON, DC 20408 12-27-85 

1. FROM (A11ency or establishment) NOTIFICATION TO AGENCY 

Department of the Interior In accordance with the provisions of 44 U.S.C. 3303a 
2.MAJOR SUBDIVISION the disposal request, including amendments, is approved 

except for items that may be marked "disposition not 
National Park Service approved" or "withdrawn" in column 10. If no records 

3. MINOR SUBDIVISION are proposed for disposal, the signature of the Archivist is 
not required. 

Chief.Branch of Directives & Paperwork Management 
4. NAME OF PERSON WITH WHOM TO CONFER 

Warrens. Dade, Records Officer 

5. TELEPHONE EXT. D 

�
523-5138 ,. ,, / 'i" 

ARCHIVIST OF THE UNITED STA,;,ES 

c:o�� 
6. CERTIFICATE OF AGENCY REPRESENTATIVE 

I hereby certify that I am authorized to act for this agency in matters pertaining to the disposal of the agency's records; 
that the records proposed for disposal in this Request of ____ page(s) are not now needed for the business of this 
agency or will not be needed after the retention periods specified; and that written concurrence from the General 
Accounting Office, if required under the provisions of Title 8 of the GAO Manual for Guidance of Federal Agencies, is 
attached. 

A. GAO concurrence: D is attached; or �unnecessary. 
D. TITLE B.DATE 

Chief, Br. of Directives & Paperwork Mgnt. 12-19-85 

9. GAS OR 7. 8. DESCRIPTION OF ITEM SUPERSEDEDITEM 
(With Inclusive Dates or Retention Periods) JOBNO. CITATION 

This comprehensive records disposition schedule supersedes all 

.s 
.. 

previously approved records schedules of the National Park 
Service. 

Any record series created suosequent to, and/or net disposaole 0
S-. 

by, this schedule will oe covered oy supplementary records Q._
0 

disposition authority to oe ootained from theKX National C1l 

Archives and Records Administration. i:::
(I)
Q)

.0 
Records are arranged in accordance with the provisions of the 
Park Service filing System (alpha-numeric). The term WASO 
indicates effices not only in their HeadijUarters, Washington, 
D.C. out those under/ direct supervision, i.e. Denver Service .0

0 
Center and two training Centers. .,. 

I 
I 

10.ACTION 
TAKEN 

(NARSUSE
ONLY) 

_ 115-108 � NSN 7540-00�4J�1/// 
STANDARD FORM 115 (REV. 8-83) 
Prescribed by GSA 1J�o/17Jf;lr7Jl'r dzzlri:!!Y FPMR (41 CFR) 101-11.4 
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RECORDS HM!AGEMENT GLl I DELI NE NPS-1� IIHROOUCT I Ott APPENDIX B Page 

This Schedule reflects the disposition cf all �PS records in accordance �ith General Accounting Office and Nationzl Archive� directives. The
General Records Schedule (GRS) cites disposition of similar 9overnMent-wide records and is an integral part of the NPS Schedule. 

Pecords documenting �olicy and establishing precedent are permanent in the issuing office and must be filed separately according to the National 
Park Service Filin9 System. These records will be transferred to the Federal /lrchives and Recor�s Ce�ter (FAPC) under the Hational Park Service 
Records Control Schedule (NPSRCS) I .I. (Plea!c see next page for description of each schedule.) -ThE: following methods are recorrmended to maintain and transfer record� to tt-,e Federal /lrchive� and Records Center. 

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

RfGIOt• - Break files every J years, transfer to the FARC after 3 years. 

PA�KS - Break files every 3 years, transfer to the FARC after 3 years.** 

Accurate measurements must be retained of temporary record material ce�trcyed and permanent Material tr�nsferred to the FARC. This information 
Is entered on the Annual Records Program Report, Form 10-26, and submitted to WASO by October JC of each year. 

When transferring records to FARC a shelf I isl 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 to FARC in the usual mar,ner. Beginning January l, 1978, parks will 
provide a copy to Region of all permanent material, as It is generated. In the interim period, until all 1977 park recorjs 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 .,Ith Instructions in the "park" column, Tt-ese arrangements should be coordinated with the regional Records Manager. When It is determine<: 
that copies of park records should bt, 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 25425. 

Transfers of Archival material to the National Archives and Reference Service (NARS) may be made directly from any area. Further instructions 
will be provided In the Records Management Guideline. 



R(COIUIS NANAG("(NT GUID(llN( N�S RlCOADS DISPOSITION SCNllUll APP(NDU I 

• I 

for dl1posltlon purposes, the foltowlng sc.._..l•• .. 111 epply: 

NPS lecords Control Schedule (NPSICS) I
Record, to be tr•n1ferred to fMC. 

11 .. I. Offer 10 NAAS .._,. JD yNrs ohl.* 
11- 2. Destroy ...._n IS yur1 old. 

llfS Records Control Schedule NPSICS 2
Record• not trens erred to 

11- I. bteln. 
11- 2. De11roy. 

·fMC Dl1powl Authority 

II-). Offer to IIAIS dlrectly fr- W$ A,ee 
(Coordlnete .. Ith letl-1 leccw1h ....._.rt 

It•,. Tren1fer to Ll�r•ry of Contre11 

When ciapletlng Sfl)�, Records lr•nsallt•I •nd lec1.l)tl, under Dl1posel Authority (Colu- h), 
plene �.....,. elthel.., /1/1 for per .. nenl record• or,., /1/2 fo, lhoH deuroyed ..,._,. IS yHrs
old. . 

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

,... '' 

-,,
tt11d.t&IIII

ld'SACS II 12 

{H·.�

·1···,,;t·:�' 

' 
. 
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I 
RlCOROS flANAGlNlNl GUIOILINI 

l'N.I 
COOi DUC■lf' JNIN 01' IIA HA■IA&. 

A - A°"INISTMTION AND IIMINi!.lMlNT 

. . - . 

offlch1h. ) 
nf LelllpOrarlly abHnt 

Al6 
Hl,1orlc Site,, Bulldln91, and 
llon.-n1, 

.. ' - . -

lUabllsh case files a, follows: 
a. Record copy 

�- Monrecord copie, 

9rv&1('' 
All Advisory loards, field,�etln91, Rec-nJa1lons) 

(Crganiza1lon, 

lstabllsh case fifes•• follow,. 
�- Record copy (al level of origin) 

�- Monreu,rJ copie, 

Nf'S HCO■OS DISPOSITION KNIDUt.1 
------ - --- --- r-------- -

WHO. f'L ANNINI, & f■A-NC', CINJlA■I.-- -- -- -- - -------·••c
MIPOIII ... INll.,CIIONI ...... 11,_ 

------- ... ..  - ..... ... -·- __ ... ____ - , 

NPSRCS I. I Transfer lo FARC when To NARS 
6 yr>. old JO yr1. 

NPSIICS 2. 2 i'e.rtro'f q-'4t,.... 2.. 
yrs OY w\at� � o

lo",,,. Vl•.A e.._ 
fey <t. ��"ca,.. 

IIPSRCS I. I 

L"PSPCS 2. 2 De,1rov ,fur Z year, 

- ---- -- ________ 'ff...c.......E.;.;.•c..c1"-

■IClelll- - ---.-

-.-....----.___,.----..--.

Dellroy •her 
or lllhe11 no longer 

3Y••" 

neede4 for reference. 

�'" ahor' YHfl 
'' 

' 

. 
' 

' 

1.....;:._1_ _ ___ ...;P---'age .;..l ___ .,.'r't"'_ "' .:;.__ _

........ ellll■ ,ilLD -U ..........,_,_, 
,.-a1�,

_. ~ - I 

-

-
Oeu roy "fl er 1 years 
or ..t.en no ldl(ger 
needed 

.... . . .. , . .  , 
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- --------

--- -- - - -----------------

--

-- -- -

W&IO, rL&NNINc; & t•&IMN«; ClNU•I 
DUC ., .. TION Of MA Tl••&&. 

Oeuroy 

JI 

f llrs 

APP(NOIX I -lllCOIIOS HANAGI NI NT GU I DEi I Nl NPS· I, Nrl ■ECOROS OISPOSIJION SCHEDULE --
LOca, ... 

Dlll'OlllmN INlleuc, •• , 
--- -• - --

·••<
Dtll'Oll1ION 

....c ... '1\KIUi'ft' 
H-1 ranl-Oflll"■ flllD-U 

·••<
.. WOllflON __ ,_ ... _,__ . . 

Dtll'OIII- INll ... <1-1 

..., " . 

-

A2Z ,. 
-

···-- -· 
.. ··-· -

- -f.Hes .. foll-,,,_ . . .  •- ------- - . . . - -. .i.. . - - _4 -·- ..... -· ·- ---·--· '"-i* copy ...,.....
--iSepe�;_ 

-
: : .- -- ·- ... -•� It "· -l�n old. IS yrs.- t-l-•,ohe11 _,_ -r••1111,+ 

-

lb. 

-AZ' 
-.u1lne corre,pondencr WSIICS 2.2 Or,1roy af1rr.,l years. 

·-
aher..:/ years. Drs1roy af1er.A year,. 

fer,anltwl Im,, NlnulcS;-1ffllt- �tut-tun--t 

,. -•.. 
1,
27 

JS -hperl-tal
huer..-ncy
Washington Office 
Fleld Offices 

follows;•• lkcw4cepf .., luci-,,f· 'Drl1]fnt· -- -tWSAES ,.,--- -innsf.-r to f�- -Tv·- -11M1 -t'---1wr ,............... " . .  
ht••llsh -case a, 

TO----•�- �nny IO lleglun,,.. . .L .. 
aher , years.

•• ..,_record copies Nf'SIICS z.z Oeuroy after� ye•r1. halroy after..i year,. 

http:W.,hlng.on


Nf'I IICOHI DIY'OII flON IOIIDUI.I Af!;!!!ll I ,.,. Jll[CCIIOS flANAG[fllNT GUIDtl llll NPS·IL_ 

---- Lec=":::':.:-=-------..--------------•W 
--WAIO, PL ANNING & HAINlll5 CINllll ---- .....

flLI �- --
c ... DUC■lf'llON Of' •atl .. .-1. •-••-•naic:, ... 

15 flonthly
17 Qu•rterly

s-t-Annu•I 
1
·� 
1 Anru•I -

2) !-i1u•1 Ion 

NOH: Annu.tl or ,., required subsl.intlve NPSIICS I.I Trc1n'\f t, t
~rr•1 Ive reporB of reqlon. I dlreclors, 6 yrdrs old 

,, Destroy.._
old or no 1-..r 

J yNrs

superinlendenls •nd �dn.tq�r, de•llng Mith needed for reference 
over•II 111cn.ty-n1, SldluS of progr ... , 
•nd oper•tion c,f l he .treds. (llecord set 
of repor1s receive� .tnd llldln1�ined .ti 

for individu�I inslruc-
1 kn, for di,...,, ii lun dUI hor ii y See. /¼H&lld.i� / •
not h•ving ,pecific authority Ma y be
destroyed Nhen J ye.trs old or no l�er 
needed. 

c-nd•1 lonv�� ,,�,d�----
� ..... -���4..-..ad Pa<MllNlel 
,, c_.r11i-, �•"'"� 

n,•1 lot inclusion In 
i, .. 11vi.i.,.,1•s offlcl•I 
personnrl folder 

b. Provldlrg Msl� f�r .tdmlnls1r.t1lve NPSNCS I. :l to FAIIC ..nen NltrO)' fr•tf•r lo f* .,._ h•troy Provide copy lo a.9ICN1 
•ctIon. 6 yHn old IS yn. ' ...... 014 IS yr1. Destroy P•r� flle1 

•her 6 ye•r1 

. - Aau�oy- •f&e• J -•hi 

'J , 



--- -- -- - - -- ------

- -- �---------
....... ,_ 

.. ,, HCOaDs IUPOSI JION ICNIDUl I 

l ilNNINC. & 11•1-IIG CIIIHII SO • . .. •
DUC ■I .. flON Of •• U IIAl. 

Coa111f•l"11 ro1ultln9 

• .,..,., o ... , 

-

,:'· 
• 1 
,: 

AffU•u I ll[COIIOS "ANAGIN(NT GUIOl l lNI "' ',-1� 

·­ .f' ............... u .... u •••c IICIOIII•-------------.---
•WOIII- INUIIUCIIONI 

flll
COOi 

IOIKl-1.................,_ 
;,-,, :

IS 

',, 
�ecord copy to Per1,on­ lecor,....., to Per1,on· �
nel for Inclusion In nel for •••��•- In ..
lndlvldual'1, offlc lal lndlvl� offlclal 

perIOflllflf fol•• . 

... Record copy lo Person· 
nel for inc lusion In 

l 's off ld•I lnd lvl,'ua
P<'rsonnrl folc lrr. penonnel folder. 
(Offll,l,.,,,1, tf',,,lt inq Coapl•lnt• re1,ul1ln9 
In lrller of reprl1Mnd In lelter of reprl .. nd 

-•l be filed In per■• 
-l right aide of 

In letter of reprl■and 
••�• be fl led In per■• 
-.enl right ,1,.e of 
OPf.

•.,st be filed in po:r•· 
rl�ht side of OP 

b. Providing b•s is lor inveu igal lon1,, IIPSICS 1.2 when Destroy
adMini�1ra1lve �c1 lons, elc. IS yn. 

fr•1for lo fAIC wlletl lollroy
t5 yn. 

Provide copy lo Region 
Destroy P••• flle1 
•her 6 yeen . 

Routine correspondence ..., ,,.,
A Je ubl ic Re lat lon1, 

Ith federal, St•te and locdl Agenc le• 
1
21 

IS
1 orelgn Agencies 

Individuals
2) ubllc lnv<,lve-nl (S1,.,tlfic hrar lngs 

flled by subjul, e.q. D18, tl,8, L76l7I 

l lows: -slablhh ,as .. f l l.-, '" fo
Policy and proc•durt, NPSRU 1. 2 Transfer lo fARC when De11roy Jr ... ror lo fAIC ...... 

6 ye•rs old. IS yrs. J "9fl ot4. 

.... .,1i11•1s, ,,.edal IIPSRCS 2.2 De11roy •fler 2 YNfl • Destroy •fl er 

.,. ., 



, c 

llfCCIIOS NAHAGl "( Nl (;U I 011 I Ill MI'S HCO■DI Dnl'OIIJION KNEDULI ___________ _______ _;_IP.=•ite.::_�S ___ ..._rAr_P-'(_N0_1_•_1 

_______ _!:!<�!�� ---------- -----------------�
W&MI, f'l ANNING & U&IIIIMG CINll■ f'&ft I ..... OJIII■ fllLD -11 I ■IGMIIII

FILI
COOi ouc••r JION o, II& Jl■IAL •lf'OIIJ- INIJIIUCIIONI ___... ,_ .....,_... ,_,_ PAIK

Nlf'elltNIN ...........,-,..., 
' & 

reaolu1 lorH) 

IS Dep•rt-nt• I ., W•shlnglon Office 
st•f f confer ences, squad -ZJ lleglon•I Directors 

11 Regional office\ (Includes reglon•I 
of fice !laf f conferences; •lso, specl•I 
!rrvlcewlde -et Ing, of r eglon•I 
division chlef,I. 

JI Otter fleld office, (lndud,s Nat loniJI 
Perk •nd "°n-nt Sldf l conferences) . 

)3 Ser vlcewlde 
JS ln1 er•9ency
)7 lnternu lon .. l 

Record copy (at level of origin) NP!.IICS I. I Tr•nsfer to FAIi( when To !IMS Trua fer lo fAIIC when 
6 ye•rs old ;o yrs. 6 , .. rs old 

Nonrecord copies NPSIICS Z.Z Destroy after :J. ye•rs. Destroy •her ..j ye•n. Destroy • fter_j ye•rs. 

-



-------------
----------- -------------

Rtcoaos NMAG(N(Nl CUIDlllNl 

,...
CNII 

Note: a.cord seu 11sually .. 1.u,_....., __ 
-r;iecutlve Secr•t•ry of ti. AsMKl•tl-.

fhe fol lowlltlJ •ppl lea to correa...,...,._e 
f lled lly Nrs. 

lu.t»llsh cHe fllu u foll-: 
•· rollcy end rrocedures 

., 

•• ■rcoao, D11N11r10M KJttOUt.r 

WAIO. Pl - & H ........ CINU•I 

•••11•-•n.,c•••• 

IIPSICS J.J Destroy IS ye•rs •fter 
explr•llon of chorter. 

WSICS J.J Destroy IS ye•rs efter 
explr•tlon of charter. 

NKICS J.J Destroy •her 'l. ye•n. 

NKIIU J.J Destroy •fter«,-.rs. 

·••/. 

' .II,;
� 

1'. ,c 

- - - - ______ •-'-"--1-'_1 ,...c•.-"--'6----APPl""' 1 ;..._________ P
lkar-

__.,,__ ,_,_ ·····---•a.c:•--· 
◄ • 

-
Destroy J ye•r• efter 
eaplr•••- �f charter. 

latl� •fter,3 ... rs. Destroy ••••r3 y .. rs. 

�•,., efter3 ... n. Destroy •fter3 yeers. 

http:�fter�,-.rs
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R(CORDS ttANAG("INl WIUII I N( NPS-19 

....
<NI DUC■lr flON Of IIAfl■IAL 

c0pler,
service,, In 

hone, 1el•ttr-,II • .,.d r..tlo 
la111 .... r.,ul•tlon,.. Policy, 1rocedure1, re Ions, etc. 

b. Other. ( Inc lud•s oper•t Ing records 
such •s IMchlne copies of lncoalng 
•nd outgc,lng .,.,,dge,, •ss•ge 
registers, service logs l ong-
di u ... ce le leptK>ne ••port sa-•rles, 
etc. -- Se�•••• guldei •nd flle 
folde•s should b, •s••blls� for 
lhe v••lou, type, of 1Mte•l• I!). 

TE: Retention re••ods v••Y fo• the 
dlff•rent .. • .. •••Is. See
lndlc•t•d sched ules fo• specific 
lnu rue t Ions. 

A52 fund Rahing Mid o•h•• Clv•1. c--· ns 

TE: Cor•espondenc- e: �y•ol l
cleduc l ••suiting f•oa H1ployee 

IIPSRCS 2. 2 

.....-.... 
CRS 12 -----··-
c,r
CRS 12., 

NPSRCS 2. 2 

NPS HCO■os OISPOSIIION KHIOULI 

WAIO, rl ANNINC. & f-■AlfllNG CINfl-■I 

Des1•oy af•er 6 ye••s 
o• when no longe• 
needed fo• •efe•ence 

or,r•ov cs .... no••> 

•.. r 1. l ose of 
lch 

"', 

. '  '. ' 

- ·-
�,;'""'1'•· 

f
·• 

. 
" '· 

APPENDIX I 
LOCAi .. 

•1�1 ...,
••011,111• 

Dest•oy aft•• 6 ye•rs 
or ..,.n no longe• 
needed fo• refe•ence 

Dest•oy (See note) 

Dest•oy afte• close· o
llsc•I ,-.r In ..tlch 

f 

,iudhed. 

ra■u..,.. 011111A■ fllLD -" 

-
J ' ._..._,_ 

\ . 

o• ,.._ M �r 
De11ro, •'••r 6 ye••·

r.e� reference-
Destrov (See note) 

Oe,t•oy •fte• clcse of 
fisc,,I ye•• In whlct 
auditec. 

..___ 

Oest •oy 
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MPS RECORDS DISPOSITION SCHEDULE RtCOPDS �ANAGEMENT GUI DELI NE NPS-19----"---- --- ----- -- -

WASO, PLANNING & TRAINING CENTERS 
FILE 
CODE oncRIP TION OF MA TERIAL FAAC

OISPOSlltOH INHRUCTIONS 
DISPOSlllON 

A54 Inspections, A�praisals, Investigations, 
Studies, Task forces and Surveys 

APPENDIX B Page 8 
LOCATION 

REGIONS PARKS AND OTHER FIELD UNITS _ ___ ,________________
FA.RC 

OISPOSlllON INSTRUCTIONS DISPOSITION INSTRUCTIONS 
DISPOSITION 

23 
e

�ashington Cffice
Region.:1 Office 
field Office� 
Other Agencies 

25
27
31 

a. Record copy (at lev<,I of ori�'1.) 

b. Nonrecord copies 

Di rec tor ate Memoranda 
Offices' Instructional Memoranda 

Other federal Agencies (Separate guides 
and file folders may be established 
for different agencies). 

a. Record copy (at lev1cl of c,rigir.) 

Nonrecord copies 

NPSRCS 1. I 

NPSIICS 2.2 

NPSRCS 1. 1 

fPSRCS 2.2 

RS
6 yrars old. 
Transfer to fARC whrn To NARS Transfer To fAR w 

30 yrs. 6 years old. 30 yrs. 

Destroy after 2 years Destroy after 3 years.Destroy after .3 years. 

-
Transfer to fARC when To NARS Provide copy to Region 
6 years old 30 yrs. Destroy Park files 

when noncurrent. 

Destroy when superseded rstroy when superseded, 
revoked, or when nc, revoked,or when no 



_D__::E:..:L:_:_l.:__N=-E __ N_PS:__-_1RECORDS HANA f.EHE_N_T_GU I ..::9_______ 

NPSRCS 2.2 

NPSRCS 2.2 

NPS RECORDS DISPOSITION SCHEDULE "--�----- - - ----- ------

WASO. PL ANNING & TRAINING CENTERS
1----- ---- -- - --

DISPOSITION INSTRUC T IONS 

Des troy aft er 3 mont hs 

Destroy aft er 6 years 

FA.AC
OISPOSITIOH 

APPEND IX B 
LOC ATION 

REGIONS 
- --- -----�---

DISPOSINTION INU RUCTIONS 

Des troy aft er 3 months 

Des t roy aft er 6 years 

FA.RC 
OIWOSINTION 

Page 9 

P ARK S ANO OTHER FIELD UNITS 

DIWOSITION INSTRUCTIONS 

Des troy a fter 3 month
-

FILE 
CODE DESCRIPTION Of M A TERIAL 

NOTE : 

and
the records sets  of their own 
I ssuances. All ot her copies 
o f  Issuances are disposable 
(See A72 19 for ma t erial
to Direct ives Management). 

rel ating 

A58 I n t erments 
( Incl uding Gravesl t e  Reservat ions) 

A60 

2 1
1 9  

NPSRCS 2.2 Destroy aft er '2,_years Destroy after 1 year Destroy a ft er I year
Government Personnel 

f Fore i gn Persons 

I N T :  • • s z - 1 1  



---- -- -- -- - -------

.,· . ,  �• ; 

..._••- •n•u< •-• 

2J llan•t-nt Pollclot 
Or9onlZAllonal Cborts/llolo-,,..a..-� .. -

S1andardH 
SlH-nU 

looprov-nl Projects llana9-nl 

RECORDS MNAG("lNI  tU I D l l  l Nl NPS - 1, NPS HCO■OS DUl'OSl llON SCNIDUl l APP(IIDII I l'Aqe I f.  

WAIO, PLANNINC. I J■&NtlNCi CINfl■I ■15aNI 
Pill ....,COOi ouc•lf' JION o, ••n••AL ·••< •wow,m• 111n auc ,.,.,, .......,_ .. ll'OllflDN 

L i sts Director lo■ 
Cioal s/ObJec C�t Tor■ ,..n•ge-nt 

1'11111) 

• j

t �  -27 

J5 
)7 

• - Record copy (a1 level of origin) Nl'SIICS 1. 1 6 To IIAIIS Tranfer lo FAIIC when 6 To NARS Prov ide copy 1 0  Reg i on  
JO yrs. yoors old JO yn. Destroy when no longer 

nreded. 

5115 16. I J  1upersed Destroy when super­
seded or obsolete 

b. Nonrecord cop le• 

nuols, Handbooks (Govern-nl) A66 
(Includes Clrcul•r�,Bu l lellns •nd lel ler1 

1 5  NPSIICS 2. 2 Destroy when �uper1ede De�I roy when supersd• 
revo�ed, or when no rovokN , or whe 

uperstdod 
revoked, or when no 

longer needed for I0119er IIOeded for lonc1er reeded for 
r e ference totorOMo re ferc_nce 

1 7  PS llanuols , ond olher NPS lsswnces lo  NPSICS Z. 2 Desl roy when no longe no IOftter 
PN ond FPMI . - ----- - f--411---�---$04!----+---Hll•.._,_,_.....____t-_ 

ZI thor feder■I agencies (Oft■, GSA, 0"'9,otc . IIPSIICS Z . 2  Des r  ,oy whon �solole C.cstroy 

-

•j l 

, , , 

.;J ' 

.. . . 
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■((OROS ""'CAG(N(N l  GUID(LIN( N .. s - 1 ,  

PK.I
CODI DI"■, .. ,_ OP ... H•IAL 

b _  Correspondence lnlrg
Isl r•I I on  •nd purct..s 
•nd oper•I Ion of dupl lc•t Ing 

ii-nt 

�llh rel•ted p•pers . 

c .  Prln 1 ln9 procure-nl un it copies of 
requlslll�ns on l he Public Pr i
l11volces , 1pec If I, •• Ions, •nd 

nter,

re l•i ed P11pers. 

d. Requ isi tions or orders for!."°"" 
person•I services!., such •s dup· 
l lc11tln9, bi nding , •nd rel•ted 
services
offices records

(eaclud ing •<count•ble 
l 

e. Cupllc111ln9 unla <oPl�s of •I!.I
p.,.llc111lon1, posi e,s , Lhilrts, 
dlre( tlni,- regul111 lon1 , boollets, 

Nl'I HCO■DS DISPOMJIOM SCHIDUll 

W,UO, .. l .. NNIMC. & lA■.....NC; CINH■I 

onro,nlDII 1111uue 1.,111 

NPSIICS I. 2 Tr•nsfer 10 FAAC when Destroy
6 ye•r s old IS yrs. 

5!1S I). 2 Deslroy • f l er 2 ye•rs 

"s J .I  Pesrr;y when I ye•r .-- old ___ ,,,_ 

NPSACS 2. 2 

•:-
. 
, ,;
I , ·· 

' 
r

� Iii� -. 

a,pueu I P119e 1 1  

Lee .. , .. 
..... .I.. .... PIILD ... 11 ........ -··--·-·-

- �  ... , .
· t' "-il : f 

Tr11nsfer to FAIi( ..a- lest roy De1trt111,!,f••r J ye11r1
, ., .. rs old IS yrs. • '  -

Destroy 11fter 2 ye11rs Des..,;;; •fie•r 2 yeers 

�roy ) ye11rs 11fter Destroy ) ye•rs ef t er 
,-.let Ion or c..cel· coapletlon or cencel­
l etlon of requisi t ion letlon �f r■qu l slt l-

Destroy oohen I yeer 
old 

.. ,u-, 11111■11 I .,.., ol 



� 

- -- ---------
fll f 
COOi 

A70 

1 5 . ,
2 1  

MPS HCOROS DISPOSI YION SOIIDUl I
l\(CQRll:i MMC.UU.111 I.U IIILL IML 

W&WI, f'l &NNINC. & l■AININC. CfNU■I
ouc••r ,_ o, •a u■1Al f&■CDllf'OMIIDN INIIIIUC ,m,n Dllf'OIIININ 

f. G■S I ) .4 De,troy I year after 
< lo,e of f l scal year 

9. Gil� I } . 1 

NOH : Dupl icd l  ing un i I cople1 are 
u,e f u l  only for purposes of 

i r
i nternal o.,.-r.,, ion ,  l•rgely 

, connection with r el•ted 
requ l �ll lon, or orders. 

Nat l onel Prlor irie, 

C iv i l  Defense Progr Jm 
Are• Use (Nat i ona l  De fen�r )
Conserv•tlon (lnerqy anJ Wat er ,  etc.!.) 

.. llecord copy (al lrvt I o! er iqin) .:PSIICS I .  I Tran,fer lo fARC when To NAIIS 
6 year, old JO yn. 

NPSIICS 2.2 

-

AIPllllll I 
Loca, .. 

■IGIONI f'&■• I &ND OYNI■ fllLD -JI

••■< ......-....IIUC I.NI Dllf'OMININ 

De1troy I year •fter 
clo1e of flc•I r••r 

h•nsfer 10 Prov l dr copy to lleolon 
6 Y••n old 

,, 

http:IIUCI.NI
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klCOROS HANAG(HlNT GU I O ( L I N( NPS- 1 9  Nf'S ■1Ico•os DHf'CUI flON ICNIEDULIE P•9e I)_ -- -- - - - - --- .---- -� ----- ---------- - - -

·-· 
LOCU.. 

·••< 
DIIP01111D• -···--·-fllAlE ------ ------- - - - -- - --- -

CODIE ·••<DE,C.IP 110N Of IIAJI.IAL DIIPOIIIIDN INUMIC IIDNI DIIPOIII-

A11. r,, form4#,�11 .:--(IS0c.t,c,r ,/4"'-;''•"· 11 

(st•bllsh c•se f iles!. •• foll- :
•- Polle ) corr.,spondance Tr•nsf.,r to FARC when Tr•nsfer to FMC ..,,_n

6 yeu , old 6 yeu1 old 

IS Autoailtlc D•t• Proc.,,slng

l•t•bl lsh c•,., f iles!. •• , .,quir...i for : 

(,oecut Ive I-rd
PolIcy ,  Procedur.,

, Olglli1•t Ion c,f
, .  St•nd•rds, ADP NPSRC S 1 . 2 Tr•nsf.,r t o  FAIIC ..t,en Destroy TrM1for to IIAIIC ...._n

6 ye•rs oh• 15 yrs. 6 ,,_, .  old
D•t•; Coaputar Sof t_,.,  D.,velop,,t,nt

NOT( : St,e GRS 20 for ,p.,clf lt dl,pc,s•l
Inst ructIon�. 

. , ,. . .. - -- -----· ' 
. , . , r  I. ·- - ... 

'S· 

Dest roy Prov ide rec«4 copy to
IS yr s. Regl-. le1troy Pu•

f iles of1er IS yur1. 
.A 
W 

tastroy
IS yn. 

a , .  - . - -- _: . . -a r --- - - ... 
when ollsoleto 



------- -------------- - --- --- ------

-- �"- �  ------- ------
----

_., HCOID DIWOSIIIOM IOIS DUI.I I

DIKMf' flOII OP MAIIIIAL 

..lc•nsfer 1 0  FARC ....,. 
I S  yn. 

"911tl.. .,_, I, 0 

INSERT UNDER A7221  

Coneul t  Genera l Record• Schedule• 
1 4 ,  1 6 and 14. 2 5; eetabl t1h Ill•• 
accord ingl y and fol low 4tUt,-rlaed 

RECCNIDS ,,W,AGEfllNl ,UIDH llll - AfN• 1 1  I -
.,.. ......_,.:·............--··-···-·-W,UO. PL A-{, & f■AIIIIIIG Clllll■I--··-...,

UN ••ec .......,_fAIIC 

" 
f'r�I.

'. 
� lo ■e9I--

6 yuri 0,11 - - -- -------
De11 roy fr•••for to FAIi[ ""'°n hu roy 

6 ,_,. o l d  IS yrs . ..�_ ,.le,.... .... 
.... ..., ......S

r,.,,,.,_..., �f 

, . 

Del-I,''"' 
Destroy .,._,. olt1oloto 

4--'t C-rf •°"'81'-

-h1 oey ...,.,. ol,1ele-te ....... e 

Z I  l r•ns fer to fAIIC ""°" Destroy
I �  yn. 6 ye•rs o l d  

s 6z 1 ,, 
l U•bl hh cHe fl les u fo l lows :  
• ·  Po l  Icy  corre,pondence lr•nsfer l o  FAaC ....... 

6 ye•n o l d  
Deuroy Deoroy •her Dest"roy • h er 6 yo•r•
I S  yn. 

N,_r l c•I  f l le 
(one copy of e•ch loc• I for■ should NPSRCS I . Z  huroy
be f l  l ed here) I S  yn. ---funct l on• I  fl le  GH 16  . ..  ..,u-, ..... rol•tell Dest"roy when rel•1ed 

fora 11 dlecatl l• .... , fora 1 1  dl 1con1ln-d, 
,...,...., .. u.:olod super1odod or c•ncolod 

n :  lhe n.-erlcal and '-: t l�al 
f l  les �taln on l y  t hose 

, �veloped al each loc•I leve 

I 
l
I TYPI ST ·  

. NO'l'E .  
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Rl C OROS NANJIU N( N f  L UI Dl l l NI NPS- 1 9  

flL(
COOi ouc.,.. JION Of IIAU.IAL 

A7Z 

ZS 

. . 
b. Posta l  for•s •nd related pa

(lon1 ls11 of return rece i pts for
c�r t lf l ed, lns"r �d and re9ls1�red
inal!. rec1P lpl\ for inconiln9 re•Jhtcrd
Mai

l ,
l ,  elc . l  

c. ,.. i i  contro l  rr, ords and support ing
and rela11Pd pap..rs .
reylst&r of aoney r ece

( I ncludes
i ved In tt,e

... 1 1  roma , workloa( or product ion 
reporls , etc . I 

d. .,,. l l ln9 and Dls 1 1 i lu,1 lun l i st \  

e. nol­
for.. l direc tory 

NPSRCS 1 . 2 

NPSRCS 2 . 2  

NI'S RECORDS DISl'OSI JION KHIEDUL I 

WA\O, l'l ANNINC. & l.AININC. CINll•I·••c: 
DIWOIUION 

lransf,., l o  FAR( when Dellroy
6 years o ld 15 yn. 

Revi ew onnua l ly ard
destroy obsole1e
,,,.terla h  

Revi ew annual ly
deslroy obso lete

ar,d

uter la h  

,i.. . 
·' ,. 

·1 
·

·-

• 4 :  •, . .
·I 

Al'P(NO I X  B

LOC ft­

HUON, 

•••c..wo11,_ ••••uc,_, ......,..... 

Deuroy when no longer
needed for reference 

Deslroy after I year 

Destroy after I year 

Rovl- an,,...l ly and
destroy obsolet& 
..,.r 1 a 1 s  

P•ge I S 

l' AH I  AND O INI• fllLD-._11 

.,_.,_ •n■u< •••• 

Dest roy when no l911geAneod�--tence W' 
e�oy after I vear 

Revi ew annual ly and
destroy obsolete 
..ter lals  

Rev i ew annual ly and
de6t roy obsolet&
.,...t,.r l a h  

-



llfC ORO� NANA(.( flt NT ttl l 01 1 I NI NPS - l'j NI'S 11co•os onrow "°" KHEDUL 1 APPENDIX  I hge 1 ,  

LOCAI .. N 

fll( 
WAM>. f'l A-INC. & J■AININC. CINllll IIGIDIII f'AHI ... OINII PlllD _,.fl

COOi OUC■lf' IION Of MAU ■IAL •••c ......,_..._,_, Dllf'Oll I ION INU IIVC I ION I onro11,_ 

Trdnsfer 1 0  FAR( when Deslroy Deslroy ..hen no l onger Destroy!..,._ - l on.,eA 
6 yedrs o ld 15 yrs . needed for reference neede4 for r•ference .., _ . -

b .  R.- 1 c1 in 

<.. R.-c ,u d�  lnven 1 01 Rt"tdin llel ain  
Record, S<.hedu li11'

y ,  fo .-n, 1 0-2 1 ,  

l nfcr11W1 ion Card. 
1 .,,,J Dhposil lon 

d .  Loan, NPSIICS 2. 2 (, ye_�).. Destroy after!. , years 

e .  Au1hori1•t ions for dl!.f!. GIIS 18. 7 Dul roy Z. �,; ah er eher De,1roy Z ye•rs •f1 er 
dau l f i ed ..,,eri.tl!.. 

' f' � �  to 
��ber r1•t lon e•p lre, au1horl r•t l on eap l res 

Uabl hh case fi l e, .t\ fo l low, .  
Pol Icy corresponden< e Nf'SIICS I 2 Tran,fer 1 0  FAIi( ..hen Destroy. 

6 yeus old IS yn. 

lleporl con1 rol. f l lr<. C.t\e f i le, CIIS 16. 8 Destroy 2 years af1er Dest roy Z ye•rs after 
..,nlal ned for r•< h "'"'"' <. r e•l rd, reporl 1 ,  d l 1<. on1 l nutcd re..-1 l a  4lscantln...t 

,;•, 

http:PlllD_,.fl


NPi HCORDi DIWOM JIOM KHIDULIll(COIIDS "ANAG(Hl M T  61;1[)f l  IN( NPS-1, APPENDIX I Page I 1 -- ------"------......-
LOCAHON 

WA\O, Pl ANNING & 1 11 AINING CIN I I IIS RIGIOIIS PA■a s MID 01NI■ PIILD -U 
flU 
COOi Of H: RIP JION Of MA II RIAL ·••< onrou,., .. INUN■UC IIONI 

••011 100• 

Jt-'f¥+1rri-llec-e.rft----------1-------1----------
([-rgency operating recor4a vltal to the 
essent ial functions of lhe Federal 
Govern-nt for t he d ur•tl- of an
-rgency If the country la •lt•c ked. ) 

E stablish c•se f ile!> •s foll� : 
a. Polic y corr r�J>Om.lrnt r 

b. Corrrspondrnce prr ! din i ng to AdMin­
htr•t Ion and 011e r•1 ion of syst-

)) lcrographlc, 

Uabllsh c ase fllrs •s follows . 
Polley corre1pondrncr 

)5 � rd Processing 

MPSRCS I. I 

NPSRCS 2. 2 

NPSRCS I.!.J 

NPSIICS Z .  2 

Trdn,If e ,  l o  f
6 years old 

ARC when 

Oe!>lroy whrn no Ir-
needed fur �rent.e 

Transfer to FARC when 
6 years old 

ft-- • --· ·  - · •-- L •----

Deuroy after 6 vear1 

----➔----- ---- ---

To NARS Ors i  rov -� no IOIIQU
JO yrs.  ed for reference 

Destroy ..twn no longer 
nee4ed for reference 

Destroy Destroy after f yur1 
1 5  yrs. 

- -- a..--.-- --·•-•-.IL --·-

' "' :  
. ' 

-
Orstroy when no longer 
needed for reference 

Oe11roy when no longer 
needed for reference 

Desi roy after 6 year, 

n...a..1. .. -w _•f•-•- L ... -••• 
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RlCORDS HANAtl "( Nl  tll l OI I I N( NPs - 1 ,  NPi RICOROi DliPOSI IION M:HfOUL I APP(ND I I  I ,.ge 1 8- ~- ---- --
LOC A i  .. 

WA\O, Pl &NNINC. I IRAININC. C IN U R ,  
f ll f  
COOi DUC RIP flON Of . ..  fl RIAL 'l\Kll&llPr ·••< , . . 

..IPOWIION IN\ I IIUC l -•1 ........._ ......... N �� ..... , ... < ... _, . . 
.. l111pro-nu ( f l ■ed Ass., 1 , )  ( l nfonu 1 i on 1 ,  r r t • l ne 

I l " ve l  wh.,re l h" 
b .  S l ud l e ,  , y , 1 em e • i s 1 , .  D 1 ,pos i 

1 I on of ddl a  1 ,  
C .  It. c Offll' I i  ..,hf'd 1 , ruf,· r 

v,1 , 01 , , A, ., 1 .- t , ,  •. ( odr 
l a s ,  i f i L d l  i on ) 

f . SocAi o l og i c" I  d11d £ , uOOffl i c  

CJ .  lec hn l c • I  l n fornodl iot1 Cent e r  (DSC) 

( I I  tener•AI "dnd'I"",.." '  P l dfl S 
U I  Spec l f k a l i on, , "Of f i ce of Record" 
I JI Deve lopaen l A, Pre I i ffo i n a r y  • I I p l dnn i ng ,  de s l g  

Con� t ruc l i on and ''A!. Con !. l r uc l ed'' , 1  r ue I I on doc u-
Dr•wl ng, r l g l nd l  r ecor•h 

( � I  lopogr•ph l , O r dw i nljs  r ed 10 I he 
( S I  Bound•r y  Survey, t 1lr r ., I Rrlo 
(61 Ae r l • l  r e ,ourLe photography .,. , •, . r  1 rr 1111 . 1 I n, 1 1 1•1 NAIIS llec d• 

(� br i e f  desc r l pl i on of t he dbove O l spo, l t l rw, Schedul 
c • l egor l e •  fo l low, ) NC 1 - 1, - 1,- 1 .  • 

Release No . 1 

TTn�ludlng p l annlng-:-dr, lg� and 
conuAr uc l  I on l!ou,...,nA1 , )  

-
. ..,. ,. 
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NPS- 1 9  

(I) 

( I) 

Rl(OIIOS tlANAtEMNl tUIDl l lNE 

• ·. , � 
• ·. .•i 

NPS llCOIOS OISPOSIJION S(HlOUl( APPi . i i  I Fage 1 ,  

A7ZJ7 NPS lnfor.,..l lon Sy11- . ,
The t 11 le "NPS l nfor-1 ICllt Srs,-r." ha\ been Hlab l hted 10 ldenl I fy I ypn of infor-1 ion preHnl ly  Ming cot luted MIii Ml been 
sioec l f l c  caleyori es as r,,t 1C111111 

Capl1a l  1..,rove-nl1 (f laed As\� I \ } cOMpr i s l ng an lnvenlory of a l l huil dlnqr, In NPS sysl-, tlw cost aNI deprec la1 lon f 

Cu !..!__u��• -�•sou! � Natura l ••�o�!�e\. Nalura l Sc i enc e  Research, Soci���-.!_� lconoalc ,1udl es Include or
by contrac�thw 1 tudl e1 , pub l ications and tlwse written by NPS Sc l ent i \l!t and others oTth..c..i-lc 

lands (WASO) 

lhe land fla"'-!!je"'enl _ lnfor-1 i on  Sru- reflects lhe slatu\ of the enl ire land acqu i r. l  progr-, l . e. te .. 1 descr lpt  lonr. 1f tract I ,  _ 
· land eachage ; tit l e  lnfor-tlon �ego1 lat l on1,

etc. (A7Z J7c (I) 

land -es .are on miuofl l•• In WASO. A71)7cU) 

lhe lechnlcal  l n fornwl ion Cenler at  the Denver Service 
s.,;ice. 

appra l sa l  o f  land and iapro-nts; acquisi tion by purchase , conde..,atlon ,  don•t!. • 
(Z } 

asses the enl lre plann ing, design and conslructl on  progr- of the 

(Z)

() )  

Genera l -naqe,nent p l dnS w l lh r.upportIng doc throuqh the Super lnlendeel of the area, the leg i on ,  DSC and WASO 
.and a l !.l f loal doc ur,ent\ ar� pr ln1ed and •I 

However, a separate Spec!.i fication file Is retained •r ISt for re1urch purposes. 

Oevelo,-nl and 
a l  I unnecenary 

(Ii) 

onu ructlon dr-lngs and "As Conuructed" Oraw ln91 are •lc:refl t•- At  the c:anc: tuslon of  the project 
deu royed but "Al tonuructed" dnwlngr. are retal...., •• •- •I fltc: l lhy 11..a1. 

' 
r eta lned al DSt 

T : 

are rela i ned at DSC for re1urch vur po,�,!.. 
4 ·' 

l" , I 

http:o~ade.lc
http:collected.mt
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lOCAIION 

OIIPOM IION tN \ l et.tC I MhU 
DtlPOIIIION 

Pa■K I  MID OINI■ flllD UNl 1 1  

NISRU I .J  

Transfer to FMC ...._n 

NPi HCORO\ DI\POSl flON SCHEDULE APP(NOIJI I R I l ORO\ MANA,1,Hf N J  (,I l l  IJI I 1111 �P'>·  I? hqe 20-- -- - -----.....:..==--------
■ICilOIIIWA\O. Pl ANNIN& & IRAININC. CINJ1a1

F il
COOf

f 
01 \( RIP I ION Of IIA fl al AL ·••< 

6 yteus ol<! 15 yrs. Deuro, Per• fl lu 
..,,.,. N 1-.., 
for refer.-c• 

neede<I-
Proqrclm\ , 
Divi, <J - I 

I ')  S.i r.-1y Cu,m1i 1 1 ee\ , 
_.nddl i on�, 
pondence

a. Rtecord copy NPSRCS fARC when Destroy Tren•fer to FAR( when Des H oy Provide c opy lo Reg ion 
I! yrs. 6 ,ean old I! yn. De\troy Park flles 

when no longer needed 
for reference 

b. Nonr.-<or,I «>p i � \  NPSRCS 2. 2 Destroy after ] yeer1 

2 }  AccidtenU, In!.j uries , 0.,,, . 1,\  

...., ltoslrut Jran•fer lo f.Aa( ...,_ Provide < opy to R�glan
6 years old Park flles 

longer needed 

Poliq•
ponJen< e 

. l lon.il <oues • 
yrs.

-----­ reference 

6 ,-.n o l d  
, l f l '"d jor v i �it or •ll • i cier, , , ( rt. Ci.�lt i r q NPSRCS I . I  I t  f 1.-l & u�-F en To IWIS 

I n  Jealh or I on , I J tml -------- ,-y;a�s old )C• yn. 
To
)0 

• -I' 

.. _._T"9. 
· •. 1,.( , ("  
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WASO, PL ANNING & T R AINING CEN T E R S  

Bui I d  Ing Fires 31 

�;/!.-1\.J Se c.,..,;-,·ir Vanda 1 1  sm, 

RECORDS HANAGEHENT GUI DELI NE NPS- 1 9  NPS RECORDS DISPOSI TION SCHEDULE APPENDI X B Page 2 1  
LOCATION 

PARK S AND OTHER FIELD UNITS REGIONS- --------------r-------------------FILE
CODE DESCRIP TION O F  MATERIAL FARC F ARC DISPOSITION INSTRUC TIONi DISPOSITION IHURUCTIDNS 

DISPOSITION DISPOSITION 

Destroy 6 years after Destroy 6 years a fter Destroy 6 years aft er 
case Is closed case Is closed case ls closed 

d. Accidents resulting In Government GRS 1 0.5 
property damage 

Destroy 6 yrs. after!. ., Destroy 6 yrs. after GRS 1 .21  Destroy 6 y rs. after 
last paper on employee last pa�er on employee last pi!per on employee 

27  Floods , Storms , 

Prov i de copy to Regi on To NARSTo NARS 
6 years old 
Transfer to FARC when 

Destroy Park flle .. -hen
no l onger needed for

30 yrs.J() yrs. 
Transfer to  FARC when 
6 years old 

a. Major  catastrophes (causing pe 
manent damage to historic or 
natural slte5!.) 

reference 

Destroy after 2 yearsb .  Hlnor catastrophes 

a .  

NPSRCS 2.2 Destroy after 2 years 

To NARS 
Destroy
when no longer 

Provide 

for reference 

copy to Reg I on 
Park fl le! 

needed
30 yrs. 

FARC when NPSRCS 1. 1 Transfe r to 
6 years old 

�ajor fires (causing permanent 
damage to historic o r  nat ural site�) 

b .  Hlnor flres--vlsitor property 
(house-trailers, cars, boats , etc.

Destroy after 2 years NPSRCS 2 . 2  Destroy aft er 2 years 
) 

Tol't Claims 

after 2 years 
-

Reg i on 

33 

37 

Destroy after 2 years NPSPCS 2.2 Destroy aft er 2 years 

Transfer to FARC when Transfer to FARC when To
JO

NPSRCS 1. 1 To NARS 
30 yrs. 6 years old 6 years old 
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Page 22 RECORDS KANAGEHENT GUI DELI NE NPS - 1 9  HPS RECORDS DISPOSI TION SCHEDUL E  APPEND IX B 

LOCATION 

WASD. PLANNING & TRAINING CEN T ERS REGIONSFILE 
CODE DESCRIPTION OF M A T ERIAL FARC 

DISPOSI TION INST RU C T IONS DISPOSI TION INST RUCTIONS 

6 year� old 15 yrs. 6 years o l d  

ABO NPSRCS I. 2 Destroy 
6 years old 
Tran� fer to FARC when 

6 y,•,H� old 
Transfer t o  FARC when 

15 yrs. 

15 A l terations, Haintenance, I mprovement Destroy aft er 2 years Destroy after 2 years 

27 Off ice and Storage Space 

Estab l ish case fil es as fol l ows :  
a .  NPSRCS 1.2 Trans fer t o  FARC when Correspondence r e :  locotion, 

conso l idat i on, or abol ition of 
moving, 

area 6 years old 
and regiona l offices. 

b .  A l  l ocation, ut l l  ization, rel ease of GRS 1 1. 2a Destroy 2 yrs. after Destroy 2 yrs. after 
space term!.inat!.ior of assign­ t erm fnat Ion of assign­

ment , or when l e�se Is  ..._nt , or when lease is 3 1  ark lng Space (Incl udes a l location, GRS 11. 2a cance l ed, or when plans cance l ed, or when plans 
tl l l zat lon, release of space) are superseded or are superseded or 

PARII S AND OTHER FIELD UNITS 

FARC 

DISPOSITION 
DISPOSITION INSTRUCTIONS 

1 5  yrs . Destroy Park fil es 
when no longer needed 
for reference 

-

Destroy
15 yrs. 

Provide to Reg ion 
Destroy 

copy
Park f i l es 

after 3 years

Destroy after 2 years 

Destroy
15 yrs. 

Prov i de copy to Regio!.n 

after 15 years 
Destroy Park fil es 



-- - ------ - - - - - - -- - - -- ---- - -

la, .. ,..._.,.r  , t IT.- --�f' .....A ....... �Anr 

f 1 e i a  � .  ~-

a. 

INPSRCS 

_3_2MPS RECORDS DISPOSITION SCHEDUL ERECORDS HANAGEHENT GUIDELINE NPS-19  APPEND I X  B Pag_e.-
LOCATION 

•r . , ,_ .  • - -. I  , ,.. .,. ..,  � ,a r  ·-

PARK S AND OTHER FIELD UNITSWASO, PL ANNING & TRAINING CENTERS REGIONSFILE ---- - -- --- - - ---- - -
CODE DESCRIPTION Of MA TERIAL 'l'J'r2Nll¥r FA.RC fARC

DISPOSITION INU RUC T tONS Df5of"OSITION INSUIUCTIONS DISPOSITION INST■UCTIONSDISPOSITION DISPOSITION 

A82 Spec i a l  Even t s  

- 1 ... .... .  1

Observances 6 years old 

1 9  Conventions ,
Public Gatherings

Tours, Group V i sitations, 
Oes t  roy .,ft r r  "' 

2 3  Religious Services 
NPSRCS
NPSRCS 

2. 2 
af t er 1-iyears

27 Expositions 
after 

I.yearsafter
3 1 D i splay of flag 

NPSRCS
NPSRCS 

2 . 2

2. 2
2.2 

Destroy
Destroy
Destroy r2.¥ears 

A81i Speeches

... •, _.,. .. __ .... r�N1 - -

23  
" •  - --

IT ... .,.
JO yrs. 

1-r----C'-- .,_ r&.,,-

6 years o I d ,  If not
durl i cated i n  WASO 

o..stroy after "" 
Destroy after ,years
Oestroy after
Destroy after f"'Jyears

)years 

IT- MAD<:

JO yrs. 
ID--u t..1- r--• •- D

"'::
:'

Destroy Park F l i e s  
a f t e r  6 years 

!Dest roy after 
!Dest roy after 'years

after ,3yearsDestroy
Destroy after �yea rs

r·.. 

Record copy NPSRCS 1 . 1 11 ran-, -c ... .,..,, .,h ft n To NARS ITransfPr tl' fARC when To NARS �evlew annual l y  and
� years o l d  30 yrs. ,.. . 30 yrs. �estroy when obsol ete ,

or no 
-

- 3,b. Nonrecord copies INPSRCS 2. 2 Destroy after 
2-
f, years Destroy after 13 

years l:>estroy after  '/, years-- 1- - .. . . r '-· 
1 5  V i s i tor Use •n r r  I 7 ITran�fer to  FARC when Destroy l:>estroy after 6 years

15 yrs. 
1:>estroy a f t er 6 year -

� yea , � u . ....  

1 7  Ne� 'Systems I .2 lrransfer to FARC when Pestroy bestroy after 6 years - ��t..r 6 years 
• - r  n l ;f  I C  ·-

I N T • •• , Z - 1 1 
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CNI 
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z, 
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Rl CORDS NANA�l"l Nl C.U ID ( l rl Nl 

DUCRIP JION ef MA JI.IA&. 

Collect Ing (Archeo 
glc•I , etc . )
tl>tlon P i cture fll•lftl 

<f 

Publlc C•therlng� 
Recre•I Ion Uses (I. e . , .,_c•ceunr ry, 
ho.ting , c-p lng, �lldorne11 , etc.) 

•. Approved Pen,i I \  

b. Unsuccessfu l Perm i1s 

De leg•tlon� of Autho1l 1 y  

Consen,•tlon •nd Pre,erv•1lon o f  Are-· s 

'·.,,;,;.• , ,  

, t 'J 

... , HCO•os DISPCUI JION ICNIDULI----- - ----------- .. _ _ _ __ - _____ ..:;Anl ::.:1..:: ::..______ �P.,:;._.=lt __ ,w - _ ::.:.:.:• 1_1 -=.:• Z'-' _ 
UKAf .. 

WASO, Pl ANNIN(. & JR,..._. CINU•t --· .... . . .. .... PIIL·l-
fAIIC 

•IPOllfDN INIIMIC t••t NIPeu,_ 

,_ 
.;_ t 

. ·, · ' )  •·· 
1 JI•: ' ,_ . .. e 

w,s.cs , . z  est•oy .,... •f•e• 
... •••• Ion of po••h 

•f1er I ye•• ••••oy •f10• I ye•r 

•ft•• 

-'. 

� ,. , 



--------- ---- -----
- - -- -- - - ------

� F')' 
vrllor. , ll-­
�� 2 fl-L lf/TTV" 

NPS- 1 �  

Fill
CODI OUCRII' IION OF NA fl  ■IAL 

C - CONCESS I ONS 

C Z6 Aepor1s (•nd re l•led corre1pondence) 

1 5  llon 1 h l y  
1 7  Quu l er l y  
1 5  s- 1 -Annu• I 
J I  Anr � I  
ZJ S l t u•1 lc.-n 

NPS. RECORDS. 015,POM IIOM KIIEDUL E 

WAIO. l'l ANNIN(; & f■MNINC. CINURI 

·••1n1DN IIIIIIIVC ,.,,n 

see Append i x  1 ,

th i s sched u le 

- - ____ __ :.:,_;_. c::;._c'_;_•____::c• _______ _;_P.:;..,L•::_z_;s::_ ___ _ __ _;_AlP(;;:,; .. _ 
LOCAi .. 

■l&IOIII l'AN I _. eJNI■ fll'-D ...... 

·••<
■lll'■IUIDN 

See Append i x  1 ,  See Append i x  1 ,  
t h i s  sched u le th i s  sched u l e  

audit or ..eien!. , yoor& 
old. Whichever 11 

;;:J;,:Y. .,2 yN" tt��r
..,.,, ,  or when , yoon 
old. Whlcll■vor 11 

Clu�� ry 

4-6'-ttf'---•.. ..  .,.., 
IS yra.

...,. trey Prov!.ide copy to Ae,IOA 
-

6 years o ld  

needed for reforo11ee. ,....,, frw ,.,., _ _  needed for reference. 



-- - - - -- - _ __ _;_;_;;__;�-------==- 

- -- - -- ---------

- ---- -----

�•  • 

NIPOIIUON IN U euC I IONI 

t�,-.c, 

6'Mc,, 'f  d ./J 

T .--,vf irr Ali c � Jt'P SAS! 

frqn c�IJ• t1r 

C oe.1 1""' •• "M '" '' ""' /J.S t J. IC &/ � t\ 0 '.., '"
-t 

� U�-f1 C.  < 

•(CORDS KANA&EN(NT &UIDl l l Nl NPS- l!t NPS IECOIDS DISPOSITION SCHEDUL E AH(IIDIX I 
lOCAJION -

WASO. Pl ANNING & J•AI .. NC. CINJl•I •1518111 PA•UAM19 0tNll flllDA-II 

•••c ------·-·-· FILI
CNI 

. 
ouc•1rAJION O f  MAJIIIAL ..... , _ _  11_,_ 011ro11,_ 

,. ,
CJI CCN1Ceulon1 \daln htrel l ) . . . 

' • I
lWI (,,.duJ ts �;JI 

�-r:«a�l- _(J 1 -.1  1°"9.,- · - - - -
f!!t of Contr•ct f i l e  . A l l  other 

�kst ,, ;1 1/ 2) fontr•cls •nd Perm i t ,  (Ca,e fl le1 Oeslroy 6 yrars after De,troy 6 ye•rs after Oe,1roy 6 years after 
.. lni o l ned •t • II levrl,  on lnd l v i du•I e11 plrat I on of per• I I  o e•plrat lon of per•II o eapiratlon of pera l t  
CCNICess Ion cont r•c I s  and per111I I s  c onlr•c l if not rene- conlrKI or contrK!.I
cont• ln lr,g l •nd , Sp.at e asslg,-ent, Open­
Ing l•l•nce Sheet, ChrreH>0ndenc e,  a. 
re lated papers. 

C 1/o p.s�es.ac� r�eruf­
cu (aployaenl ancl labor 

needed 

...,..___ �,t.,,.,-ef-trr-6�,-..,,:-+----+t._. __ __,..,,.......,._,....+ ____ h,troy!.-.fter J yews 
-• • reports , •nd related papers or I years •f ter le,.I ·  
concern i ng coap lalnls •nd lnvesl l ·  --..,..�._2_1f cone e u  Ion 
g■t lons, repor1 s  on l•bor condil lons, contr■cl , 
etc.) e•r I ler. 

...IHo..-+4-➔�t-+-- ♦s -threetettecf ---- ------- -­ Ors i  "'V (, yea�� �J-------JI ... _.._MH!o ... '6 .m.i:=�---=-j
pend Ing, reta i n  untl l litl�o11 ion � d � �  • �  r t !.�olved -

Loh1"'1 e 'II. c.s lr417s, lb A 
.atn Z°I S,/q1tJa rJ \ " tt .. cd��"' - R/. � r� o/J 

��F#c. 

a.,uh ft'I C, . 

1\ta:1 
··;tq 

I ���c 
I . �i' '-

F,,.; �y 
I . -J 7  

I �) � 
�••
*;,

· 



- - -- -- - - --- -- - ---- ---- - ---------- Al'Pf•II I 

after 

T .... ,..,. rM c. U.V. 

b�� wl. (t1 '- yr  r . 

RfCOROS NANAG( N(NJ GU IDI I I Nf Nf'S · l9 .;,;, HCO■DI Dtll'OII IIOM KHIDUI. I 

WAIO, PL AMMINC. I r ■..- CENJl ■I.... - -- - - -- --- -
CON DUC■IP JIDN OP IIA JI .. Al ·••< 

DIIPOIIIMIN IIOIIMIC IMINI ......,_ ..____..... 11,_ 

lterch•nd h Ing NPSICS 2.2 Destroy •fterl. ye•rs Oeatroy efter 2 yeera 

cso -. , es N,SICS 2.2 Destroy 5 ye•rs After Denroy l ye•r• •fter 
r•tes •re ,uperseded r•t•• ■re supertNed feded 

(Correspondence, re: develo,-enl •nd us 6 yu tH•ln■t l911 '4
of bulldlngs •nd f•cllltlo,s, conc o,nlon f•c II lty 
develo,--,nt pl•ns, progre,, reporl s on 
projects. ) 

C62 C, ol",��l l �h � � f\11 €tv f r-"fl'lllrl NPSIC S { . 2  

I 'i Opev-b oHa,/ IA1t{er,,w.,"c, 
t. 'tltS. o IJ 

Con trttc.f �r1t11 f Trq.-,.f/�r t. FM. c
\.A4e,. 4, l,J". p Id 

o�., t.4c11 ,y,., .  

o lcl. . - f 

-



---- - - ------------�---------------
- -

•••c COOi 
..... .. N 

� ye•n old 

k�l•• •• of rroJ • •  

l ine 

........ _ 

Mrs HCO■o, Df"'OM TION \OtlOUL I ll ( ( OIIO S  NANAG( N f ln r,u l lJ I I I II( NI'S - I �  -
LOCAi-

WA\O. PL ANNINCi & l■A ... IIG CINfl■I ■IUOIII PA• l - 01-■ fllLD INII-- --- - ---- ·-------- ...,f ll f  
Of IC ■If' I ION Of IIA 1 1  ■IAL 

0 1 8  

D - D(V( LOPNl Nl ANO NA I NT(W.NC( 

P l •nn l ng Progr•� . ll nc ll ud l ng  Cener a l  
�n•ge-111 P l•nsl, (f'•Uer P l •n! ) ,  
Devell oi-,enl Conc epl P l•ns , Outll i n.- s  f or 
P l •nr, l ng Requli r e-nt • •  T■, .. D i re< I i ve s ,  

;1-St • l -enl , for M•n•g-nt, R.eso"' f'CU � -...,� 
1'1 - I • - I' -- ---- -- ,r_ • 

b .  

I T  . 
6 Yt"d f ., , d d  

r -- 1 -r  �-... --

J O  yr s .  
ii Ill . � " . 
WASO , t r•nsfer t o  FMC 
..tlen 6 yr•rs oldl. 

'•- � - - l •e deuroy when 
no l onger neea- ,uo 

, _  . -

, .  . --

JO y r s .  

l ' 

-
[ _  . ..  - . 
Des t r oy P•r• f l iesl ""'-" 
no l onger -4ed for 
referenc.e 

( I )  Rnord c o1•v NPSIICS I . I  l<•nsfer  1 0  f ARC 6 ye•" l o  NAIS 
• f t er <.01Ap l e 1  I on  JO yr , .  

( 2 )  Nonrecord «•fl i e s  NP'SIICS J . J  Des t roy whe n  no l on<,er 
needed for reference 

Dest roy .,._n no l�er 
•-- for rehre1Ke 

loeu roy when no l onger 
� .. ded for refer•nc.• 

. . 
JO yr s .  JO yr s .  

191NFIIIIN .... •--� .. rence ... 
De11rey 4.. YN'I • f tor 

DetlrO, oftor C. yNr s 

De st roy b ye., ,  •fr•r  •
aap l e t llon of project W' 

beu r oy ofter G. yeon 

1 5  Deve loi-,ent /Sl ud y  Pd, kJqe Proposd h •nd it,PSIICS J . J  br s t lrny 6 ye• r s  •f t er 
( s l  i•• l e S  ( forms 1 0- J J8 , 7 1 9 , 7 �0 •nd 11 0,, , . 1 , l1 1 1 11 1  of proj ec t 

'1 1  
1 0-801 , •nd Work Onlt·n (f orm 1 0- i,��)  

I l e• Progr..,,s [NPSIICS J . J  Peu roy •f ter yurs

'lua,p Sum •nd Sim i l•r Pr oyr ••� INPSIICS J . J  �e stroy • f t e r  ye•r1 �•&roy ofter J .,..,, best roy ofter ) ye•r •,, 

http:refer.nc
http:MPS.ICO.DS
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S l lu•t Ion 

J ., I 

.,
•;
•,·,

..,, 11coeos 0tYoOsnN1N 101UU1.1 •rcOIIDS ""91A,(fl(Nl tu lDll lNl U!f••• I 

••·• PL � I , • ....._ CINU•I....... ,- •11.,c,_, -··-
"ote For pr09ra■■1 n9 on l y ,  1 e cyr l 1c 
Na 1ntenance , etc OoPs QQJ; inc l ude 
h 1stor1c or a rcheoloq ,cal  features 

IJ6 .. ponra 

IS __,t h l y  See Append i x  1 ,  See l\ppend i x  1 ,  See Append i x  1e,
I 7 Qi,u t er I y 'th i s s ch erl u l e t h i s  sched u l e  t h i s  sched u l e  
1 ,  s- 1 -Annu• I 
J t  ........ , 
JJ 

-+lf-fetJ----,lft---llWYE -+.-----➔J..o-kt,._.e-�FF'4M ....IM,,..._. _.., ----- ... '"4 ...... �-' 1roy _... 6 ... r a  o 
or - I0111or 

,_.. __ 
....... IdDJ6:U • (r ln-ce coplu .. 1 1 1  t.e rc t•IR« 6 yHn old IS  yra oa, or - 1....,r 

to support Jour N I  "°'-< her ) fw rofer.-o. H ,_ roforenco . 

eal roy •her ryoort 



c_■_o_,_111_wo_11_, .... __ 1_DUL. 1 _ •::.rr =-:•�•� ••----l(COIIOS MANAl.(N(NJ GUIO(L IN( -- ·--- - _____n__ .• _.,_,_•_1_o_n __ 1a1 __ _ _  -------......:.:•::.:.:• •------.....:...��-1,111•�--

... IO . ..  l � a •• ._ Clllfl■I ft&.-1 ............ .......... PILI
CON -··--·-·- ···---·-·--

6 run ot4 ·•�r,w ... , , ,  .. ..... _ ..,.._ .....,  ,or
r•f---t 

--lJ-- ,_,..r....,.•, "•.,.....•.--•-•• c-ru 
end Picnic er•••  

f, lro• I- en,1 W.tershe,t ,-•••t - - .
( tnclud l ng  dred9l1119, rl,·rap , e1c ) 

wsacs/. z 

•J• 
Htuorlcet) Deslroy ••r• ftles ..... 

toneer ---'ed for 

• · Projecl c-uruc t lon WSICS /. � 1ra1t,r(�;. -I-• Fflk 'J'!"}' r,..,..,{� f, liNfc 1'!
.-t'h r, fa "JI trfrJ w'->, ' (" '" , r· 

•· Nelnten•�ce •nd r�t..bl l l t •l lon IIPSICS J. Z Deuroy eher 5' YMr• h1tre, afaer � YMr• l'euroy efter � rs 

•Tc: �1 ,tor l c• I , •rcheo loglc•I  

yea

11ructure1 In NJO; C�ess l_, 
llultdl"t• In CSII 



' ...... � 

-------r-. . . ,I 

R(COIIOS ltANAGl"lNl GUID( l l Nl .IIPI HCO■OI OIY'OII JION IOHOUl I Al'PUe11 I Pege ) I .____.
LKAl-

--:,r------;;_..--.----- PA■a I - Olllla fllLD IN11 
flLI
CHI DUCMP JIOtl o, ... ua1&&. .. _.,_ ... _,_ 

...... tr•1fer to fMC De1troy Per• f l l e1 
...... , �r• 014. • h er J -,Mr• 
Ottier¥1M 4e1troy after 

• ·  Projec t  con1tru, t l on  IIPSIUS / • � "PJMJtU. �-4'• � r' ,l✓ 1.ri 

. .
hrvlce •- Ut llltie� '• ··"'

JO yr1. 
· 

IMSO, transfer to fMC 
.................. .. ...... ,_,.._ ••Y t o  l .. 1-

,! 1· .t 

JO yn. De11 roy Par• f l le1 
aher ) �n 

-H-ee10:W1y
1, S.rbe9e D l1powl 
2) NeatI... aflll Cool I� Sy�l� 
tt lled lo _. leletlhc,ne 
J I  Sanitation .. , ,., , 
H Weter and 5-r ,.
,1 S-1 Sy•t-• 

• ·  Proje,1 ,_1truc t l on 

,a. z 1troy •ft er,.5 yqr1 euroy aher5 ye•r• 

i .  



when 6 yrs . o l d  

1 5 Pro iona l Services GRS 22  2 Transfer t o  Denver 
· (Archite  Service Center 

( DSC ) 

1 7  Cons truc t ion Offer to NARS when 
Fi le  inac t ive 

a Transac t ion of more GRS 3 . 4( 1 )  FARC 2
than �1 0 000 f inal 

r.RS 3 4 ( 2 )  
b Transac t ion o f  l ess  than Des troy 3 years 

�t o ooo after final payment  

NOTEe· 1 I f  l it i gat ion i s  threatened 
or pending, retain unt i l  
sett lement , 

2 Contrac torse' payrol ls , des troy 
3 years a fter date o f  complet ion 
o f  contrac t unless contrac t 
performance is  subjec t  of  
enforcement ac t ion on  such date  

30 yrs . 

Jlestroy 
6 yrs . 
3 mose. 
a fter 
f inal 

when 6 yrs . 
o ld  

Transfer to Denver 
Service Center 
(DSC ) 

Offer to NARS 
when F i l e  

Transfer to FARC 
2 years a fter 
f inal payment  

Destroy 3 years
a fter final 
p 

30 yrs . 

Destroy 
6 yrs . 
3 mose. 
after 
f inal 
payment 

Region 

Destroy 6 y-
3 mos . af ter 
fina 1 pa}Ullent 

Des troy 3years 
after f6nal 
payment 

-
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Page 32 RECORDS MANAGEMEHT GU I DEL I NE NPS- 19  NPS RECORDS DI SPOSI TION SCHEDULE APPEND I X  8 
LOCATION 

FILE 
CODE DESCRIP TION OF MA TE RIAL 

15 P lanning, Preparat ion ,  Ma i ntenance 
Preservat I on of Huseum Exh ib its 

a. Construction and reconstruct ion 
projects 

b. Maintenance and rehab i l !.i t at i on 

2 3  Acquisitions and Loans for D i spl ay 

a. Acquisition correspondence 

b. Loan correspondence 

NOTE :  See H2017 for Accession f il es 

3 1  Exhibits for Other Agenc i es 
(Correspondence re : exhib i t s  prepared 
for other agencies by NPS ; al so general 
l nformat Ion and advice <1 lven to  other 
agencies).

D66 Sig�� . Markers, and Hemor lals 

significant Importance 

b. Routine correspondence 

NPSRCS 2.2 

NPSRCS 2. 2 

NPSRCS 2. 1 

NPSRCS 2. 2 

NPSRC S 2 .2  

NPSRCS 2.2 

WASO. PLANNING & TRAINING CENT ERS REGIONS 

FARC
otSfl'OSITION INST AUCTIONS D"PO SITION INH RUCTIONS DISPOSI TION 

WASO, transfer to 
when 6 years  olrl. Other  
w i se des t roy af t e r  6 
yea rs 

Dest roy 5 years  af t e r  
compl et i on of proj ect 

Destroy af t er 5 years 

Ma i n t a i n  S£ parat e l y ,  �a int � i n separa t e l y ,  

Des t roy � ye;, rs after Dest roy 3 years  after 
discharge of l oan rl i scharge of loan 

Des t roy af t er 'J.. yea rs Dest roy af ter  3 years 

30 yrs. Dest roy Region f il es 
fter 5 years  

estroy after ,f. years e s t roy after ,  years 

P A R K S  ANO OTHER FI ELD UNITS 

DISPOSITION INSTRUCTION5 

year s  -
Destroy 5 years after 
compl etion of proj ect 

Des troy after 5 years 

Destroy 3 years after 
d ischarge of loan 

Destroy after 3 years 

-
estroy Park file�  
fter 5 years 

est roy after :J years 

F ARC 
OlsPOSITIOH 



-----
I AHi•-•· 

Mont h l y  

llllCOIIOS NANAG("lNT tU IDl L I N( NPS - 1 9  NP, ■1co■o, DHPOMJION ICNIDULI 
--- -----r------------------ ---------------------"----...."',,!l"-•••• JJ · 

LkU .. ..... •·· ····• ,e■Le -n 
PIU
CODI OUC■IP JION OP MAll■IA&. ••■< __..,_ 

7 ·  for ..td l t llon• I  

......,__,__ 

-·, .Adv•nce,l, 
Wor .. l n!, 

t S fe OU er Agenc l e s  .
, ,  , , _  Ot her Agenc i e s  
�-ti--,....w • - &.._ '•rwke 

,. llleco, d copy u ....._..�_...,,__.,..._...,_  -.14■ �W lo ... ,_ 
IMM. 1 r-1f■r 10 •• JG yr 1 . 
..._ 6 yur1 old 

b .  Nonrecord cop i e s  NPSIIIC S :Zl. Z De11roy afl■rl3 y .. r ,  

J l 6 -t-N--� (by •rHI 
hlabl ht, c• .. f .l l o U fc.l l011S. : 

• ·  Po l icy Corre1ponden<.e S -l . l- - - - . r•••f■, 10..fMC- .,..__ 
6 yea r 1  old  )0 yra .  

See Append i x  1 , See Append i x  1 ,  See Appe nd i x  1 ,  
th i s  sched u le t h  i s sch ed u l e L h i s  sched u l e  

ni lllepor u 

t S 
1 7  

-

Clu•rlerll y  
1 ,  s-1-Annu• I 
2 1  . ,
JJ S l 1 ua 1 ion 

-



____ 

R(CO�DS 11ANAGEHENT GUIDELI NE NPS-1 9 

FILE
CODE DESCRIPTION Of MATERIAL 

Year Operat i ng Frogram ( I0-561)

(10-23 7)

a. 

b. Budget Est imates and Justif ications 
prepared at WASO level 

c. Work papers, cost statements, 
background data 

F31t Budget Execut ion 

15 St atus of Funds 

1 7  Reserves 

a .  Record copy 

b .  Non record cop ies 

F36 Bud�eted Position Ce il i ngs 

b .  Nonrecord copies 

NPSRCS 1. 1 

GRS 5 . lt  

NPSRCS I .  I 

NPSRCS 2. 2 

NPSRCS 2.2 

MPS RECORDS DISPOSI TION SCHEDU L E  APPENDIX B fage Jlt 
1:ocATION ---------- - -- - - ---- - --- __!. ______ ,,

----------------
WASO, PLANNING & TRAINING CENTERS 

_ _!.
REGIONS PARKS AND OTHER FIELD UNITS - -------------r----+-------------

FARC f'ARC 
DISPOSITION INSTRUCTIONS DlsPOSITION INST.UCTIONS DISPOSITION INSTRUCTIONS 

DISPOSITION DISPOSITION 

-
Tr"n-; ff�r 1 n  FJ\RC when To NARS If not dupl l caterl in To NARS Provide copy to Region 
f: Y<'d r S  o l d  30 yrs. WASO, transfer to FARC 30 yrs. 

when 6 years o l d  

FARC when Destroy Destroy after 6 years Destroy after 6 years 
15 yrs. 

Dest roy 1 year af ter Destroy 1 year after 
close of FY covered by Close of FY covered by 
Budget Budget 

Transfer t o  FARC when To HARS I f  not dupl i c.1 t ed i n
6 years o l d  30 yrs. �1ASC, transfer t o  FARC 

To
30 yrs. 

Des t r oy af t er 
'2.-1 yea rs Destroy af terJI years 

'v J
estroy after

3t years estroy af t er , years Destroy after /, years  
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cas 1. J 

PAal ... OfM■ fllle -H 
---- LOCU .. 

WAIO, Pl A .... INCi & l■oUNING CINU■I N&alll...,
CON OUCltPflON Of ■Afl■IAL f &■C ••ec........,_ ·-··--·-·- ..... ,_ 

IS Oper•tl or•
17 Constr uc t ion 
1, Suppl-enl•I -2 1
l) 

Apportlotaenls
AdMlnlstr•tlve . . Pol I c y  Correspondenc e Tran§f.,, 10 fAII( when Tu IIAIIS If not dup llc•ted In To HAIi!. Prov ide COf,Y lo ■eglon 

6 ye,H s ol,1 JC yr I. MASO, t r•n•fer 10 fAIC JO yrs. Destroy P■rk f l le1 
...._n 6 yur• old ..tlen 6 ye■r• o ld  

Destroy 10 yur• ■f1er Destroy 10 ye■r• ■f1e r 
c lON of fY 1-1•• c lo•• of fY Involved 

c. Appcrt l�nt f i le§  CIS S. 6 •••troy 2 year, ■f1er Destroy 2 yNr• ■fter  
c 1  ... of n c lose of fY 

r,z Audits ■nd flsc•I l••• IMt lons 

IS ,ener• I Accounting Office •nd other 
liover,..n1 agenc!.ies 

17 Dep■rl•nl of ln1 erlor/ic.1 loMI P••• 
Service 

2) Pub lic Aud i tor, (other th•n GovernMent) . . Pol ley correspondence NPSIICS I. I Tr•n\fer to fAIC ..tlen lo UIS If ... 4upl luted In To NAIIS 
(, Y"" ' ,  uld )0 yr•. , 1r■n•fer to fMC JO yrs . 

,. Spec ific Aud it§  Nl'SICS 1 . 2  rusfer 10 fJlllC ..._ 
yur s c.ld 

... 
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ll(COROS NANAG(N(NT GU ID( l fN( _ '!1'_5:_IL_"_____ _ 

•alO. Pl -G a HAIIIIIIC, CINH■I ....,--··--·-·-flt.I
COOi 

If not dup llceted In To NMS Prawl" cw, •• leglon
WASO, tren1fer 10 fAIC .. yrs. Deati far� fllea 
� 6 y .. r, 014 ..,_ ""','"" ' 

NPSM:S 1 . 1  Tr•nsfer 10 FAIIC when
6 yurs old 

To NMS
yrs. 

-

b. Trans.ae I ions Oeu roy 6 Y••rs
•her per lod of eccount 

Deu r.,. I ,-ra , J ac,s 
after ,er ... el account 

FSO Cl.a i•s •nd Pay-n1 s 

Conu rue I Ion 

a c c oun t  

IS ,, Sup1>IY
2J lr•vel and Tr•nsporl al ion .. Polley < orrespondenc e Nf'SIICS I. I To

f, ye•rs old 
Tr.ansfer lo  rAIIC when 

JO yrs. 

IS Don•! Ions 
17  llel•bursable/llefundables 
,, Fees •nd Revenues 

, ., .. , ... 10 ,. ·· 'I .,..ra 014 

b. Nonrecord copies . '-;., ••••3 w-ra estroy after J yurs
. .  -,j ' 

,•,A·'11:,i r:., . . ... ' •:.- · 
. , 

' 1  

, j  
, 

http:Trans.ae
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LOCA TION 

P A R K S  AND OTHER FIELD UNITS 
FILE 

W A SO, PL ANNIN(; & TRAINING C ENTERS REGIONS ------ !----------------
fARC fARCCODE DESCRIP TION OF M A T E RIAL 

Ol !J' OSITION IMHRUCTION � DISPOSITION INSTRUCTIONS 
DISPOSITION DISPOSITION 

Prov i de copy to Reg l
6 years o l d  30  y r s .  WASO , transfer to  FARC JO

To 
yrs .  
NARS 

Destroy Park f I l es -
when 6 years o l d  when 6 years  o l d  

To NARS If not dup l ica t ed in NPSRCS 1 .  1 Transfer t o  FARC when 

NPSRCS 2.2 0 P o:., t r n y  \Jh,  1 1  ', ! l pf' r �eded Des t roy when 
or obso l e t e  

superseded Destroy when super seded 
o r  c d, , , . ,  I t ' l t· or obsolet e  

F66 Payro l l s  

1 5  Income Tax Deduct ions 
1 Rel iremenl Deduc t ions
23

9 
O ther Deduc t ions

27 Des ignat ion! ( i . e. T ime�eepers , 
Des igna t ed Agent )  

a. Po l i cy c orrespondenu· NPSRCS 1. I Transfer to  NARS If  not sup l icated in To NARS Provide c opy to Region 
6 yedrs o l d  WASO , t ransfer t o  FARC JO yrs. Destroy Park f i l es 

when 6 years o l d  when 6 years o l d  

b. Ind i v idual  Authorized A l l otment F i l e� 

( 1) Record malnt a i nf'C on ear n i ng GRS 2. �a Des troy whPn superseded Des t roy when supe 
record c a r , 1 or a f t t r  t r a n s f r r  or or aft er transfer or 

ded 

�epi1 r.1 t  i on c,f emp l oyef" separat I on of emp l oy,•e 

(2) Record not main t e ined e l sewhere GRS 2 . �b De s t roy J ypar s a f t er Des troy 3 years aft er 
superses s i on or 3 supersess l on or J years 
aft er transfer or 

years 
after t ransfer or 

http:�epi1r.1t
http:APP_l_:.XB


------------- -----------------�--RECORDS HANAGEHENT GUIDEL I NE NPS-19  MPS RECORDS DISPOSI TION SCHEDUL E-----·
WASO. PL ANNING & TRAINING CENTERS FILE

COOE OESCRIPTION OF MA TERIAL IMSPOSITK>N unt RUCTIONS 

25 Ut I I I t  i es 

a. Pol i c) correspondence s 1. I Transfer t o  FARC when 
6 years o l rl 

b. Rat e  schedules NPSRCS 2 . 2  

F78 Tax Exemptions GRS 2. I 8a Des t roy ', year�  
superseded 

F86 Travel and Transportat ion Regulations 

a. Pol Icy correspondence NPSRC S I . I  
6 years  old 
Tran�fer t o  FARC wh.-n 

b. Regulat i ons NPSRCS 2.2 Des troy wh.-n obsolet e 

F ARC 
DISPOSITION 

To NAR S 
30 yrs. 

To NARS 
3(1 yrs. 

APPENDIX B 

LOCATION 

REGIONS 

F ARC Dl�OYTION INSTRUCTIONS DISPOSITION 

To NARS 

w hen 6 years old 
WASO, t ransfer to  
If not rlupl icaterl 

FARC 
in  

30 yrs. 

Des t roy when obso 1 et£
or superseded 

aft er 

If not dupl i cated 
WASO, t rans fer t o  
when 6 years old 

Destroy when obso l et e  

Page 38 

PARK  S AND OTHER FIELD UNI TS 

Dl'll'DSHION INSTRUCTIONS 

-

Prov I de copy to Reg Ion 
Dest roy Park f Iles
when 6 years old 

Dest roy when obsolet e 
or superseded 

Destroy
superse ed 

t. years after 

Des troy 



MPS RECORDS DISPOSI TIOM SCHEDUL E RECORDS HANAGEHENT GUI DELI NE NPS- 19  APPENDIX  B f'age 39 

LOCATION 

REGIONS PARIC S AND OTHER FIELD UNITS 
FILE �---- -- ---- -WASO, PLANNING & TRAINING CENTERS 

FA■CCODE DESCRIP TION OF MATERIAL FAIIC
Dt5POSITIOM INHRUCTIONS DISPOSITIOII INSTRUCTIONS DISPOSITION INSTRUCTIONS DISl'OSITIOII DISPOSITICIII 

H - HI STORY AtlD ARCHEOLOGY olJ 

H l li  Area and Serv i c e  H istory NPSRCS I. I Tro-,-.sPt-r itJ�/lf.C & yr-': 
Offer S ign i f i cant 

S i gn i f i cant Event s and Contact Loy UflS�S ). 3 oFf=er {. A.>'!Ul 3"yrs . Contacts Log to NARS 
after 30 years -

-=---.l.!>----I-J...e�u.a..u.-..J:U-"'�'46--------���li,--lh4---t+t-�....--+.>--fi1Rt�1w,t,,---l-f,i�!AIIJs-lf.t+_.,..,._...ffff&H��f-.i-�l-:i:e.......,�H�,..._jff--e1,tt'!-t-c-ll-etir+o-rr--
6 yet:1 r �  o l d  30 yrs. WASO transfer to FARC JO yrs. Destroy Park f iles when 

when 6 years old no l onger needed 

1 7  Adm in i strat i ve H i stori es Destroy when no longer Dest roy when no longer Destroy when no l onger 
(Data  co llected at needed for reference needed for reference needed for reference 
formu late h istory. 
from wh i ch data l s
d i sposed In accordance w ith Instruc­
t i ons of spec i f i c  subj ects. )  

H I B  B iograph ica l Data and Specia!.l Co l lec t i ons 

a. Record copy NPSRCS 1 .  I Transfer to FARC when 

3
b. Nonrecord cop ies  '1PSRCS 2.2 Destroy when 

�f years Destroy when 
3'J years Destroy when j years 

I d  or no l onger needed o l d  or no longer needed o ld or no longer needed 
for research for research for research 

1 5  llat Iona I Parl.. Serv i ce i-lPSRCS 1. 1 Transfer to FARC when To NAilS Transfer to FARC when To NARS Prov!.ide copy to Region 
years o l d  JO yrs. years old JO yrs. estroy Park flies when 

o longer needed 

1 7  Ac«JU I Sltlon, G i fts, loans and Inventor i es NPSRCS 2.1 .a lnta ln  separate l y  separately 
(Access i on Files) Ith related propert ies propert i es ed 
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RECORDS NANAG[N[Nf  GU I Dl l lNl ... , 11co10, DISl'OIHION IOIIDULI Aff(III I I  I ·--------------�--�--,.,. ,o 
·-- Lec:a, .. 

WAIO, l'L -G & J■.- CINJlA■I ....... ...... ,_ ..,_,_flLf
CODE DUC ■II' UDN Of 11u•a1.u. 

-- ·'
·r::�i,1 ,

I , t 

',
Nl-lu ... uet U� •-- leseu,ta_ 

I S .. , IONII P•rl Serw l�e ••· , , Specl• I Studio ;, 

'6 years old JO yr s .  6 , .. r,  014 ·, .J 

b. Nonrecord copies NPSIICS 2 . 2  Dell roy lllhen � ye•r• Deu:or � .3 y••r s 
or no loneer nee4ell f or no •�•r needed 
r■1-ch for re, .. rch 

I S 

N26 

I S
1 7  .,
21 
Z) 

( hternel) � -· 
orps of fng i-• 

.l
Projects, llver n.slns , elc. 

-..,., . ..., _ _  
JO ,n. 

needed ....... needed 

eports C•nd rel•led correspondence) see Append i x  1 , See Append i x  1 ,  See Appe ndei x  1 ,  
th i s  sched ul e t h i s  sched u l e  t h i s sched u l e  

-
.. , 
'f. 

,·

i:_t
,'i.., ' 

.,. . 

' • · ,  ., 
: 

. 
,• 

J,
'l 

I 



------ - -----------------�------ ------------RECORDS HANAGEHENT GU I DELIIIE NPS- 1 9  MPS RECORDS OISPOSI TION SCH EDULE APPENCIX B Page lt l  

LOCA TION 

PARKS AND OTHER FIELD UNI T S  

FILE 
CODE DESCRIP TION OF M A T E RIAL F ARC HRC 

WA SO, PLANNING & TRAINING C E N T E R S  REGIONS 

DISPOSITION INST RUC TIONS 01\POSITION INSTRUCTIONS DISPOSITION INHRUCTIONS 
OISPOSI tlON DISPOSITION 

-
1 5  Hanagement, Preservat i on and Ha lntenance 
1 7  List of C l assified Struc tures -----
1 9  Special Stud ies (includes Historic 

Furnishing Plans) 

a. P.ecord copy NPSRCS I . I Transfer t o  FARC when To IIARS Transfer to FARC when To NARS Prov to Reg i on 

"2- l
b ,  Nonrecord copies NPSRCS 2. 2 DPstroy when / years Destroy whenJ/years Destroy when 'yyea rs 

old or no longer needrd old or no longer neede old or no l on!",er 
f or referpnce for research needed for research 

H32 National Reglstrr of Historic Places 
(Includes State Plans) 

Record copy NPSRCS I ,  1 Transfer to FARC when To NARS nMSfiv 1r, r!lR.c. � 
6 years old 30 yrs. &-y� o re! 

llonrecord cop i es NPSRCS 2. 2 Destroy upon pub I i ca- Destroy upon pub l lca-
1ion in -Reg i s ter or t ion In Register or 
when no longer needed 

f or reference 
when no longer need!A

for reference W 



--- ---------- �·--•lCCIIIDS NAIIAG("(Nl GUID( l lN( NPS - 1, 

....
UN DI K  .. P HON Of ••H•AL 

I 5 Pr°""ed 
1 7  u ,,,.,,. __ _ ....,.., � .  

b. Nonrecord cople, 

NJ6 Histor ic Pre1erv•1lon G• •n11-ln·Ald 

• ·  •ec:ord copy 

•· Nonrecord cople, 

t-S 
., 

flle, •' follow,!.: 

ProJ•I by -

Cit 11,ard s,._ 

... , ■1co•1 Dllf'OSI ll0"1 ICNHUl I 

•••. Pl -(. a , ....... CINHes .._ •••..,_ 

NPS•cs 1 . 1  

6 ye•n old 

����-"lr 
JO yrs. 

Nf'SIICSS I .J Tr•n1fer l o  FAIi( I ye•
•fter cone lu1lon of
9r•n1 

Dellroy
15 yrs. 

Nf'SIICS 2. 2 

pon c.,.plel Ion , rec ord
••sacs 1 • ., epo�l t rd w i th lilr•ry ,

f Con9, t- ._ .,  

..... ,. .  
. --- ----------...., 

f&K --··--·-·- ·-

Dellroy ..._A no longer 
A..,M fo.- refere11ee 

r•"Aft:l"#  Ff� 
tr �-

��� (Of\ 

De llroy I Y••r •ft er 
c- 1111 1- of er-• 

Trans fer to W A  SO 

"•ve , 1  

-!M!I ----·-

•'";� ��'_ l:• .. ...i .  ' . 

Dellroy lllhew AO longer 
weeded fo.- ref ereM e 

l'cowol� � t. 
., ,,� Dt. /It '10 

Oe11roy I ye•r •f ter 
conclu ,lon of 9rant 
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R(COROS 11ANAGl"l NT GUIOt l l Nl NPS -1 l_ . . __ . ··- NP, HCOIDS CIISf'OSIJION SCNIDULI APP1• 11 I u F. 

1.eca,_ ·-·WAIO, Pl AN-C. & l■A.. N5 CINll■I ,. .. _•r•••• ,en•■--;,·,■• ,....c .. , OUC ■lf' flON Of NA Jl  ■IM. •••c --··-·-·-·-••011, .... ...... c , .... •sreu,_ ..:.:�- _,.,.....,.,._,_ 
Hhtor ic �• lean (111 1-,, 11111 llecord 

• Pr o j ec t  by n- NPSIIC S 1 . ,, lpor, u•,pl•t Ion ,  rrcord 'T'ransfer to WA3J · epo,ltrd wit
f ConcJreu 

� l lbrary 

II) sapw...... 

(2 ) Nonro,<.ord u,,. , ., ,  NPSICS Z . 1  no l onger 

. . lecord copy ransfer lo fAIIC ..... n o IIMS r. n.«� 
yNrs old 0 , .. .  ...,'-e,w .,..,. ··" 

l, .  Nonrecor d cop t.,,  estroy when no •one•• IHtro, .... IIO 1 ..... r
eded 

.::4 1  ·• "!' -�·S. 

'I· . . · 1, 



- - --------------�----------------------------�---------------RECORDS NANAC(M(NJ CUID(LIN(  .... , 11co.o, Dlll'OSlflON IOIUULI Al'rllll,11 I ,... ,, 
.......-....-.. u . ..  ,, ,a.rCOOi DUC .... JIOIIOI IIAJI .. AL .. -··---·-·-- ...:::_ �--·-·-

·, 

..,. 
__-+____ H_..,_..., ... 44._._+-h--NIIM�""""''- -c...,.._ .. ..... .  

Destroy rarl flla1 
after 6 ye.rs orn.,._ 
- 1-.er IIMded fw 
refera.ce 

---t◄�lH 47-1-----1n-J�fer• ...-FMH'9e-H�NMl6-t"-f4-,ef,...,+a�Wio::l!!�.,�MM< ..... �-u. -...-, •• ... ,-
t years o ld  lestroy Perl flla1 

IOftfer _..._. 

1.26 leports and re lated corre1pondence 11,ppend i JC 1 , See Append i x  1 ,  See Append i x  1 ,see
IS Monthly · th i s sched u l e t h i s  sched u l e th i s  sched u l e  
1 7 Quuter ly 
19 S- 1 -Allnua l  
2 1  AnnH I 
2J S i tuation -

http:refera.ce
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ll(COIIOS KANAG("(NT GUID ( L INl  - ----__...._,_._1_c_o_1_0_,_DI_Sl'O__10N SCN_I_DU_S1 ,___ _L_1 ___■__________;Am =--=::.:-==•=··
LH..... 

·=------_:• l:,.._:...:e:.Jp ..::.,:)::..,_____ 

NGleNI ......A.. .... fllL. lNH 

......••ec, ... 
...IO. ..LANNIIICi & ....... CIMUH 

........,_ 
PILI 
CODI OUCII.. 

J
ION Of M,lll■IAL ....., __,_,_ ·--····"' __,_,_, 

., . 

'15 IIPSIICS 1 .1 I, teln with gift end
lr•nsfer •ccordlngly 

lnteln with gift end
trensfer accordingly 

•Intel• ••t• 1ift and
tr•r,fe, �llngly

NPSIICS 2. J Trensfer to Nellonel -e .  
Archives af ter 20 ye•r

b.  Nonrecord cop ies of -lion Destroy when obsolete 

I ')  Product Ion end Acqu I, I
Pie lures end SI Ides 

I l<•n of St1 11 

• ·  llecord copy of p ictures and rel•ted NPSIICS 2. J
correspondence. 

Nonrecord copies of pictures ltPSIICS 2 . 2 Cestroy ""en no longer
needed 

2) oens end Glf u
(to a nd  fr- IPUbllc and other agencies)

' 1 f t  correspondence fl i es. IIPSIICS I .  I flelnt•ln w i th g ift!.•""
transfer •ccordlngly

loan correspondence flles IIPSICS 2 . 2  Destroy J yNrs ef ter 

Destroy ..t.en obsolete 

Transfer to ...tlonel
Archive• •ftor 10 year
or ...,_  no longer
_... fer reference 

..lat■l11 wh• 11ft ...
t•., .....!......y 

Des troy!...._,. allsolete 

Transfer to llalloneI
Arch ives •her 10 ye•r
or ..t.en no lonter
needed for reference 

Destroy!. -"-" no lon,er
111eded 

with 9 1ft .._.
accord i ngly 



,ress lle l uses 

1 7  

ll(CCMIOS NANAC.lNENT _GU l�ll lNl __n_ IW_S.c-.-l-"'--.--------IJIP _ _■D __KIIUUL■ ...;U._n -,1.-■I_CO_I_Dt_lPO_ll_llON _______________ :;;;.,;..:l:::•=••::....:1:._ _____ hp:.::.ic.....;'6::...__ _ 

WAIO. Pl �  & HAllall& C .. Hal -· .....
UN DIie .... , ... OP MHmAL ............ .. .. ._., __ 

IPSIC:S 1 . 1  Transfer 10 FMCn.,.._ lo IMIS h1tro, .,._ - 1....,-
E yMr■ o ld  )0 yr■ •  ...... fw refer-• 

1 5  
N,s Issuances . . llecord copy Tr•n•fer t o  FAIi(  ..,_n lo IIAIIS lo IMIIS 

)0 yra. 
lran1fer to FMC llllhen 

JO yra 
,rov l de cop, to ... , .  

6 y-n old  6 yMr■ old De11roy Per• f l l•• 
""en no loneer ...... 
for refereRCe 

b. Nonrecord cople� wsau 2 . 2  year1 De11roy after ) yMr• De1troy efter J yMr1 

lad l o  •nd le l ev l s lon Ac 1 lvl1les  

a. ,o lIcy correspondenc e WSIICS 1 . 1  Destroy ...,_n - 1-,er
needed for refereMe 

b .  llecordl ngs and ,cr l p 1 ,  

(I) llecord copy .,sacs 2 .  J Transfer 10 .. ,Ion.I lrM1fer
Archives when 10 year1 Arcllh,es .,._n A

Trensfer to .. , ,_, 
rchi ves  ...,_n 10  ,e•r• 

old or no lon,er n__, olll • - I01199r olJ  or no la.ger .... 
reference referw11ee needed for refereMe 

http:r.f.r.nc
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NPI ■ICO■DI Dtll'OIITION SCNIDUl.l R( tOIIDS NANAG(N(NT GUIDE L I NE NPS· l !J  A,,l.lX I 

LKU-

WAIO, PL ANN .. C. & f■AN1o15 CINllA■I ft&alll··-
,_p ... ..  

PA- I .. .  , ... fltLe -II 

fAIIC ......,_ PILI
CON on,., .. TION ..l... ll■IAL '1\Kl&llff ;-

••eu,_ ..,n.,cw••• __.,,_ ___,__,__ ......, l--•--
- . ...-

. •' :;.f.�' -In-House 

fleps 

I S  
,,
JJ
27 

(■-le&&•••• .. • )
free lnfor-t l-1"- �h.,.■lllfe -· JI Po11er 1 ,  C•rt- Alld .-11.laas 

Iii ,._nuscr l pts •net Proofs . . Pol i cy correspondence NPYCS 1 .-i Tran�f,. ,  l o  F ARC when D&s+,,.,.; Destroy when obsolete Oeuroy � obsolete 
6 yeari o l ,1 or - longer ...t..i or - longer neMIMIIS-VIS 

. . . ._ . . .  . . - -- 1 Int descr ibing t l i t ory, over• I I 
•da n >-� general pol lc les 
of -Jor s .. , ., Ice p • 

t:' - -. - . A·• ···-· ·- ,- � - �- -. .,.._·-te -tMM -..._ ,  
-:. :.ad y&er1 old ye•rs old 

-tt)· .... w -�� ·- - ·-- -- ... ......,...... __-_ :I!!!_..,. -------a � ----- 0.11 rey ...._,. - longer
needed needed 

- - t--.._ - -_,.les ..,., pr-' -,11eeu- -- -tlNMS _.,1-···- � te •thor or-
of pub I I  cat lo,is destroy S ye•rs •her ... !!., � ,-.rs af1 e,  des!roy , • ·•1er -. I - . •  I . . -
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RECORDS NANAGlNlNT GU I DEL INE ---- - ·- LKAI-
-- - - - - -- - - - ·- - --- ----- r-----

••so. ,1._c; a .. _.., CINll■I ......,
flU 
COOi DUC■IP JION O• NJl■IAI. .... .......,_ ......,,__,_,_ 

: r• 

Spec i e-t  i'lrtlele• r ■1•••••1 "8P •,•
Areas 

-�-­ Pre-paf-ff- l!t+p ,.,F., i,• ,:ersoon, I _ . ,  Prepared by �r lllaR ••mice f•r.-aL. 

e,l · P.ecc•NI c:opy. (On l y  ar t ic tt� --Te•l----- 111151"' 1,1 lN111•fe• ➔e -�....i11et1--t-i-MH-�--..,-i-�pt--.::=,.:t_-_-_-_-- �HNy-_.._ I yeen
h i s t ory and ma jor ac l i v l t les of the 6 yea r s  o l d  ,_ o ld or - lonter 
Se r v ic e ,  reg i on  c,r spec i f ic .,., .. .  ) ---.,,1,111[____refere1Ke ...,,. 

· 

needed needed 

Ii', •f..f 
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- ---------------WAM>. PL ANNINC. & TRAINING CINUII 
DUCRIP JION Of IIA IIIIAl 

DHPOSIIION 

RE CORDS t'.ANAG(N(NT GU IDH I ll[ NPS - 1 9  MPS RECORDS DISPOM TIOM SCHEDULE APPENDIX I 

LOCATION 

11..-1 P&■a ,  AND OINII fllLD _,, 

·••c·••<
FILE
CODE 

DIIPDMIION INSUUCIIONS •-- •H- I IONI 
DHPOMIION 

L I  ii·--

I 7 Boundary Adjust�en ts  NPSRCS I . I  Trans fer tu fARC when To NARS 
6 year s old JO yrs. 

der.o I )  PSRCS I . I  ransfer lo fARC ..tien If not duplicated rovlde copy to Region 
years old SO, transfer to Park f Ile•

n 6 year, old . 0 1 1,u 
I••• de1troy .._n -

Individual case files of acquisit ions fter ca.puterl zatlon 
bt purchase, condemnation, donation or ransfer to fARC 
land exchange prepared by l.onds of ficer arterly 



MPS Rl!CORDS DISPO M JION KHl!DUL I! NPS : I� APPlll> I 11 _!_ _____ Pa:,CL...::S:..::O __l___l ,.,t9 ____ 
LOCUION 

WAIO, l'l ANNINC. & f ■AININC. C I N H  ■I l'A■■ I - OJNI■ fllLOA-JI 

COOi DfU  ■II' JION Of IIA J l  ■IAL · ••< ..... ,- ... - IDNI 
flLI ....... ,__ ,_,_ .._,..,.... 

(nc ro.clwenl 1 

, , 
I S W. 1  e r  Projec I s  

logg i ng •nd T laber 
J) M i n i lng
'l1 01 1 •nd Cu 
J I  Ra.d Cons l ruc l ll on  

NPSRCS 1 - 1  Tr•nsfer 1 0  FA■C when To NMS 
6 ye• r s  o l ,1 JO yr 1 .  

U6 Repor l I 

see Append i x  1 , See Append i x  1 ,  See Append i x  1e,
I S llonH l y  t h i s  sched u l e  t h i s  sched u l e  1 7  Quar u r l y  ' t h i s sched u le 

1 9  SN l · Annu. 1 
'l l  Annu• I 
'l) S h uH lon 

-

vt 
. l  
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________ 
N_

l'S RICO.OS DISl'OMJIOM ICNIDULI ___ _______ Aff ....... -=(,:;;:111::;..;l:..cl�l------'�!l�•-S_I __ _ 

INIPOIIJ•N 
•••c 

(I) Record copy 

' 1  

ll(COADS flANAG(H(Nl ��!�El INE __ NPS- IL_ 
LOCUION-

••so. rL ANNINC. I , ......... CINU■S ■1..-, r&■a l  AND 01-■ PIILD UIIIU 

COOi DUCatrTION OP MAll■IAL Dttro11,_ .. n1111c,m,u 
PILI 

...... , __ ,911<,_ 
I ' 

IS Agricu lture 
19 liru lng 
2) M in ing •nd Nlner•I• 
25 0 1 1 •nd li•s l••-nts 

)I 
llo.ds •nd llo.ad II lght s of Way 
W.ter , Sei-er •nd Tr•n•lsslon Lines 

27 -
•· Gener•I Correspondence 

NPSIICS I .I Tr•nsfer lo fAIIC ..tlen To NAAS f'rovnlde copy to lleg l on 
6 yHn old  JO yrs .  

NPSIICS 2 .2  Destroy whenl years yur, Destroy ""'■n nl ye•rs 
old o ld 

(2) Nonrecord cop ies 

b. Approved peralts  (at level  of origin) Destroy 6 ye•rs after 
explr•t l on �f pera l t  

Dellroy I ye•r 
explr•t l on of pera l t  
or ..tlen no longer 
needed 

Destr oy I ye•r •fter 
xpl rH Ion of per•lt 
r ..tlen no I�er 

c. llej ected reques 1 s  for pera i l s  rtf'SIICS 2. 2 Destroy whe n  2 years Destroy ..tlen 2 ye•rs 

NOTE : Prepar e separate folder for each 
Spec l •I Use Pera l !  -

.. A 
'- ., 



c rr 1 .  1

NPSRCS 1 . 1  

NPi ■ICO■OS OIU'OM IIOM ICNIDUl I II((  OIIOS "ANAC("I Ill CU I O I L 1 111 

W&WI. f'l ANNIN' & lll&IMINC; C I N I I III H&IOltl f' all• I &N9 O  JIII ■ P11Le  .- U  
f N. I  
CODI DI IClllf' Jl(JN Of 11& U lll&l ·••< ·••< __,__.,_,_,e11ro11,_ •lf'OIIIION 

�- l •nd .  Pub I ic 

toop,pr■tt-. iM l••l119 .._,-.k..-.. 1-oun. 
P l •nn i ,.._,  •nd Oeve l.,....l 

L ye., , o l d  I !;  yn . I !- yr i .  01• -
Nonrecord c op i e s  .. ,sacs 2 .  2 De,1 roy wh,•n }._ ye•r• Deii roy ..twn .3 ye•rs Dell ror .,._,. ,S ye•r • 

uld  o l d  old 

I S  c-.,1 ,.._,

1 ,  � l • tng •nd • id inq 
2) 9\,unt • l n  C I  l•b l rMJ 
2S W.. t er Spon •, 

•-f•r - 1-o ... ,, � - ···� --�-.._l__ -\' •- i tle  capy le ■.9 1-
Y"•n o l d  I S  yr s .  1 !  yr i .  eillrO\' P•r • f l ll e l  

n no longer needed 
fOf' reference 

. ..  � ........ -�, ........ , .....,__+------lllet,ff:OV .......... -� 
eeded for reference 

, .,n, f ,. ,  t o  fM�wll----�.-.y-·•----a---._..._,_.,._ 
yt·J• l, u l d  

�-.-� .... w,1.�i.,,-4��1+4�-4-4-,._ ______ .... �""�� .. - ----ll,�1K-lfl-<aMF�IHo .....,>.1AUPIC"�"·--•--11--•-uev,-4 ......... H�IN-....... --+---
..... . ol• I S  ,-r 1 .  

LWCF .ffPSRC6 1 .  � TraRofer 

a Unsuccoc&iwl iae�& 

Grant case Fi les 

http:I.......IM
http:1~lng.nd


.... c 

�e�� -

'flc ''°"' 
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RE C ORDS NANALlNl NT GUIU( L IN[ NPS-19 NPS RECORDS DISPOSI TION ICHEOULE M'PlNDl l  I hge SJ � -------------- ---- - ---L-�-
AJ

IDN-------------------.-..,

WAloO, l'L-ANNINC. & Ja&INING CIN Jlal ■IGNNU- ------ ------r--
eUPOlolflON 

f ll E 
COOE ouc alf•-TION Of IIAJI.IAL D11POl11t0N INI I IIUCltONI � •n■uc,_, 

Tt: rno i no IO'.JY 

LSli Water  Na11er� (Wd1er R ighi � C01Rpacts etc.) ..,_n

Water R i ghi Dockets 

L S8 Propo�ed Are.as 

Approved proposal� 
In 

TO IIAIIS 

b. Reje�l£d propo�a ! s  ..,_n
NOTl : Prepare separate folder for eaLh

Stale and projeL!.I if volume 
warrant!. 

14 Reg ion 

. fUH -
, Meded 

rovide copy 10 Reg ion 

es1ro
ights •r

y •f1er -•er 
• 1eraln•1ed 

rovide copy 10 Reg ion. 
Stroy P•rk fi les wt.. 
ye.ars o l d. 

rovlde copy 10 lleg lon. 
es1roy P•rk fi les wt.. 
ye•rs old. 

-ln1 erna l i unal Par L ,  dnd H i � l ur i L S i te� PSRCS I. I lrd11 , f c r  fo fARC ..tien 
ye•rs old 

fkov,J� cof'j _,..., 

• L"° e.s1'jhQ.(eJI At-ects 

1s flat..,_, -.  tv-,lcl .._ Sce.",c. A,-s 
17 ,....,,�• S. c. e.�" tro.•\s 

Release No . l 

fro"•"e c.ClfJ .._ 



___"_ _ "_ _"

---- ---- ----� 

IIHOROS MANAC.("fNT C.U IOH I IIE NPS HCOIDS Dt5P051TION KHIDUt. l _ _ "_ _ _ "_______ ;;,.:AP:..;P;..;f;.;.IIO=.:." ____;.liS-.:c•'-'91..:•c..:P_____ ___;_1::;_ :;;;.1l" _ 
LOCAlNtN 

f'Aa• I AMII OJNla fllLD -11 
flLf
CODf once, .. JION Of IIA HalA&. ·••< •••c 011ro11,_ •nauu••• INIPOllf- INIPOIIJIDN 

l66 --I-M�--�l'M,--��.-M,-�----�,U���--1�---'-44�--...... -� ... 4"1¥-iµ...-.-.. ............ '-._-l ...... ey-.� ... ".ilHllillell-�-'14� 

NOT( :  Prepare se..-rele folders for ••ch 
p.r k ,  site end ccuntry es 
eppropr"l•le 

6 yeers old 15 yrs. 6 yNrs ol• IS yr 1.  old 

-... ... � u.,. --� ... - --
K-4-GeMH_...__._.,.tNlfflt Malnlnr•t •-• ··· 

Plenn"lng end Oeveloi-ent 

2 1  
1) 

Stele Perk Org�.U,•�e4.S 
Annu• I llecord��'l'It f'1'erks lends end 

llelered Arus ., ,.,,, Jkc.,_� 

NOT(: Under the l7Cl 9 cless 
pre..-re 1e..-ret"e folder 
Stete end proj ec t  

• . llecord copy Nl'SIICS 1 , 2 Destroy
IS yrs. 

Provide copy to 11 .. IOII 

b. Nonrecord cop"ies NPSIICS 2 . 2  

·�-� ,.., . .,,:
' � � . 



·� 

l( : Fl ies should be devrlopt"d by 

River laslns are coded H2,IS 

... 

RlCOIIOS NANAC.( H(Nl C.U I IJ 1 1 Ill( NI'S - I �  Ml'I HCO■OS Ol!>POSlllOM KHIOUL I APPCNO I X  8 
Le<UION------

•ai.o, Pl ANNINC. & f■A-IIC. CIIIJl■I ■1"9111 
FILI
CODI Dl !,(■IP JIOII Of IIA fl■IAL 

River a.sin 5tlHl l•� •ll4 tc&lvlllu 

t yeus JO yrs. 114150 , trtnsfer to f-C JO yrs.
tfter 6 ye,rs. Other -
wl•• destroy tfter 
I yetrs 

De� r r oy when 2 yeaf'¼- - - - -- ·  

old old 

/tf'lll:S /./ 
-ti - ether Studies •ftd !w-por t s  (-"Jrlculture, 

federtl Poo,er (�lss ion 

)0 yrs. WASO, trtn1fer to FMC JO yrs . 
tfler 6 yurs. Other-
wise tle11roy tfter 
I yur 

Records not relevant NPSRCS 2.2 Destroy •'1en :Z,vear• Deuroy tohen.3yurs 
old olti 

hge ss 

r .... , - ., .... PIILO 111•nt 

De11roy ,-r• flle! -...... J ,.., • •  ,. 

8e••••• .,._. J yNr•
old 

Destroy Ptrk flle, 
when ) yetrs old 

De u roy when ,Syear s 
old 

-Re�lons then by ""' i or river basins,
tnd finally by proju ts where
l•portance of proj u t  or wealth of 
-tcrlal _,,ants . ArcheGlog
tnd �lstor!.lcal Research relttl

lcal 
ng t 



-�· RECORDS NANAG(N(Nl GU IO( l l N( NPS · l 'J  

fill 
COOi ouc•1PTION Of MAllA■IAL 

Ciulclellnu 1 -'�u•U\ NPSRCS I. I 

NrSRCS 2 . 2  

I I) Prepare separate folder s for 
e•ch agency. 

(2) Council on (nv l ron111en1al 
Qu• l i 1y is Off i ce of Record 
fe,r •II  (nv l r uunenldl llllfDCI 

Nri RECOROi OIU'OSITIOM SCHEDULE ArP(NOU I 

LOCATION 

WAW,, PL ANNINCi & l■-NG CIN l l■S 

•••c 
INWOMJION INI I IIUC I IONI DUPOIIJIDN 

Tr•nsfer lo FARC when To MARS De11roy ""'•" ob1ole1e 
6 yeers o ld  JO yn. or ...,en 6 yur• old 

lHB.f■r lo fAf!t Jl!MO..:.. .hst!'oy . �!�r� -S r•11!? !"'!"'-
6 yeers o ld  IS yn.  tlnel eel Ion 

after De1troy 6 aon1h1 efler 
flnel ect Ion 

r.ge S6 

De1lrGW .._ -'i1ole1 e  
or!."" f ,-r• old 

Destroy 6 -lhl efter 
fina l ectlon 

Dest roy 6 aon1h1 •fter 
f l n•l eel Ion 

-
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fA■C 
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RECORDS HANAC(NEN1 CU IDlnl lNE --------- ---- APP[NOIX e ••,. 51 .. 
LOCU ... ---------------��-------------'P'" 

- ---�-■1_c;.,. _l_l�.�,-1_-r----�r-"-4!1!. D_U111- ...,___ .. _o_,__._,_1_1_L!.
..._.,_

--•-1111,■vc ,_ 

WAIO, PL ANNING & l■AI.. NG CINJIIS
FILI!
CODI! onc•r JIOM OP •• JI elAL fA■C

llllf'DIIIION INIUVCIIDNI IIIWOIIIION Dllf'OIIJIDN 

7MIATTJAAt: AND 9H IM H lll!liil 

ZJ f i sh 

,._. I s  

Insects and lnvertebret esn. 

33 P lants 

Oe1troy ••r• f l l e1 
when no longer neodccl 
for re fere11ee 

b. Nonrecord cop ies NPSRC S 2. 2 Deuroy •fter j ye•n Oeu roy •her;,,I yur1 
or ""'=11 no longer or when- no longer 
....... for reference needed for reference 

-

.. 



- --------..-------------,-� 
•••c 

DIIPOMflON 

....,.. •14 ..- no I0111er 

R(CORDS KANAG["(NT GU I DELINl NPS-19 MPS IECO■OS OIM'OMTION KNIDULI-- ----------------------- _____-______:_:::..;..:::..:.::�-=---------=-::..:...--=-:,__---
. ----- �!C -_••-

Al'P(ND U I P�e SI 

PAt■I - OlNI■ Plll.D U.ll-----·-·-· 
- . ·- - - ---

•IGIOIII 
fN.I 
COOi ouc.,, ,io., o, ••n•••L •••c 

DIIPOMIION INIUUC JIONI 

.,, lliln•g-nl of ..,ur•I leaource, anJ Are•s 

C
( Including Resource, ..,le Inventory,
oast•I zone

.,.n-,gt!Olent, 
-n•g��!.:.,�� •�.'!:a, -�a::�i... r � ...--7..- c./ I 

NPSRCS I.I Transfer lo  FAIIC when To NAIIS
6 yedr s old JO yrs. 

If nol dup l ic•led In  To NAIIS
*SO, I r•nsfer to FMC )0 yrs .
..-.en 6 ye•r1 old other
wl1e destroy when S 

De,tror Park flle1
Prov Ide c-.y to leg Ion 

when S re•r• old or no
longer needed for

yur, old or no longer reference
needed for reference 

FARC when If not dupllc•ted In To NAISTo
JO 

NAAS
yr,. WASO, trM11fer to FMC JO yrs. Oes1roy P•rk

ProvIde copy 
f
10 Region
lle1

lllhen 6 ye•r1 old oc her ...,en S ye•r1 old or no
IS Wll d llfe wise de1troy when S longer needed for
17 Pl•nl Life ye•r1 old or no longer reference
19 needed for reference
JI 

Weter life
Threatead __.nd_ fad.n11i:c.c.d.

(pl-t1 •nd •ni..1,) 
...lll$U,£S

21 a.ci.-ar.yAU.lder- u, "-ind9U11en1 

•• Aeeord copy """'"4--'-· .. -· -h-•a•fw---lo-�..ai-➔�--.. 1'9!.6epo, lo ...�
6 ye•rs old IIISO, tr•111fer to FMC Destroy P•rk flle,

._. 6 ye.,-1 014 , O&he old or no
i.l.. �•troy ""'-" S 

b. Nonrecord copies NPSIICS 2 . J  estroy •fter �ye•r1 Denroy •fter _yye•r• 

http:a.n\le:l:.c.II


_ _ -- - - --- --- - ----------t!PS_-_I�_ _ _ RECORDS HANAG(N(NT GU IDEL INE _

flL IE  
CODE OUCIII' TION Of IIA Tl ■IAL 

• le,or:4 6ep¥-- • -

b .  Nonrecord copies 

NI"$ IECOIDI Dl$1'GY TION SCHEDULE 

•ucs 1 . 1 

NPSRCS 2 . 2 

••so. l'LAANNINC. & n ......... CINTl■I----- --------.---
Dlll'OMIIDN INIUUCIIONI 

Tr•n•fer to  
6 yeus o ld  

Destroy • f ter J/l  ye•rs 
or when no longer 
needed for reference 

APPENDIX I hge 52 

■IGIONI 
•••c 

Dlll'OIIJION 

yun oln. 
Otherwise destroy lolhen
no longer needed for 

Destroy 1fter 
or lolhen no longer 

,:Yye•rs

needed for reference 

l'&■• I  ANO OJNI■ flllD UNIJI 

-

Destroy •her 
or  when no longer 

J yur, 

needed for reference 

-



- ----------
Nf'S - 1} __  ___ _ RECORDS NANA�l���T tU IDl l lNl llrs HCORDS OISPOM flOM SCHEDULE APPf.•1S1 I ,.,. 60 

WAIO. PL ANNINC. & UAININCi CINIIRI RIGIOIII 
flLI 
CODI DE i.c•1r IION Of .... 11 •1•L 

N16 lle por u  
Append i x 1 , See Append i x  1 , See Append i x  1 ,see

I S  Mont hly sched ul e t h i s  sch ed u l e  t h i s  sched u l e  
' th i s

17 Ou•rterly
1, s-1 -Anr,u•I -1 1  Annu• I 
1) S lt ... t l on 

11 Se l wology 

lJ Spe l eo logy (C•vei. )  

J I  lec ler• ( I ce • nd  froi.t •c t Ion)

JS k •nd Nlner• l1  

)9 her-I fe•tures (geyi.er i. ,  hot 1pr ing1, 

..
! 



· - ---- - - ,�- "' 
-----� ---- . --- ----- --

-� 
-

- -

.. .-. ' � 

.... , aecoao, DIY'OSITIOM ICNIDULI R(CCRC S 11AIIAG("UH GU I D H  I ll( t1PS · l 9  APPENDII I 
LOCAi .. 

WAIO, PL-G & IIAINING CINIIII IHIONI PAMI A119 etNII fllLD UNIU 
CODI Duc11,, .. Of MAIIIIAL IKIIUff PAK , ... c ••o•n- •nMK•-• 
PILI 

••o••- ·-··- _,-,c:,_ ■--1- -IMKf-l ••0•••11 .. 
.aiO-- ,_ • - - •  .... .  Ee.-1ua:::e1 aM Sludl•• (coo• ) 

! It  , .'·- .. . . . 
•••- •-• I - - �, _  - . I ... iuMafer to fAIC -WIAD . •  Ira IIAl1 lf IIA& dupJ ICAta4 J.a __ - la..llAU � - --•  • ---- _ _ _.._ _  ·- 1--

It "••rs old �o yrs . WASO •r•nsfer t o  FMC JO yrs". Destrey far• fll•• 
..,_n 6 ye•rs o ld,o•her- � ao 1-.., needed -. -'" Hr "or ref•---
ICl'_!t•r needed for 

b. Nonrecord cop i e s  MPSIICS 2". 2 Put roy • h er &. YHrs i)elfroy •fter � yurs �estroy •h er 3 ye.rs
pr llllhen no longer needec t,r when no longer
•or roferonco �eeded for reforence 

,.,.__ il'e+hrttettlfnw lrofi■ent•I �......... 
-

. -

- - �epr--- -- . . · '""511(5 t . ,  - ·-sfer to FAIIC .._ "o 111115 �f not dupl fc••ed tn �o NMS l'row tde copy to lleg-ton-
� ye•rs O,u 0 yrs. W.S0 transfer to fAIIC: 10 yrs. �est roy Pork f l l es . I. ve•rs o ld ,other- I.hen no longer needed 

10I H destroy kor referonco 
ongor needad for 

11 .  Nonrecord cop i es NPSIICS 2". 2 D e s t r oy d f t er 2. ye•rs les•roy •ftor 3 yo•rs �estroy •her ,I yo•rs -

' 



__ __ ___"__ __ __ _"_ _

--

- --

------ ------- --------..---------------�-------------

��- .  . 
, ; :  �-

Nr T"_1CN1_DUL 1 A"-·�RECORDS HANAG(HENT t u ! [\�

DHCIIPTIOM •• •Ana,,.,. .... c ...,. .... -,auc•-• •n•ou,_ 
. - - • ,. ,Jor 1 .. lwhlual 5ulu 

�eat i ng  Syst-s see 0502). for Enerqy 
Conserv•tlon see A70ZI) 

. . · --.. - l a ,.. . 
16 years old )0 yrs .  WA.SO transf er 10  fMC J O  yrs. l>estr� •�· fl les 

1 

Mien 6 yMrs old", other � IIO 1....,- needed 
• ._ destroy when no for refer.-ce 

l�er ne-eo ro, 

b. Nonrecord cople� �SRCS J. Z Dest roy after"� years 

-1·M.J·• ·1---IW-ll' LIM. -u· -�ad. LU.Uc _ _  

_ • oP  1 - - ..a _ , .. 
• '-� o f fic i al IISP) 

. . lu _. •rlSlaot.,. 1,, ile IIMS 
� ye•rs old ll'V J'fN>,. - • to fMC !ID yrs.  �estroy Park f i les w- ' yMn old, --· -- •-r neede4 

: • - - A 

- Dt_U'O IOM _NDP_l'C____"______'--------_, r_�___ H_l _"s_" ___ s _1_1_co_1_o_s_ M _1_x_• _______,._;,�e__;6;:Z:,._ __ _ 
LOCATION 

•1&1DNs PAas  - •t•a PIILD  UNITI 

�- Nonrecord cop i es �PSRCS J. Z �estroy •her 2 ye•r• best roy after J years �estroy after"• years 
. . - ------- . ,.. .. ra.aoP 1- - - - ' .  . .  ,_  ,_ 

16 year s old JO yrs. MASO, trMsfer 10 fAIC JO yn . Destroy l'a�k f I le�"
"' 

...._.,.
W... 6 year& old. flo longer needad for W'l •o do1troy .._n reference 
.. _ ,  ..... r _  · -

... 
. .  

."

.. . 



-- -- �----------------- -- - -

__ __ ______n__n

�·-· •- .. - ­

... ..,_ WIIIIKl-1 

firow-Ue� IO let 1■11 

o ,  • .  -& ..... 6 year

RECORDS flANAG("(NT GU IDH Ill( NPS- 19 NP5 HCOI05 OIU'OMJION SCNIOUL I APPEND I X n� hge 6 )  _" _ 

-------1.0CAflON 

1.o U111N nL--·-·-'°-· _N_ ... _c. __ &_,_._ 1A..L _1--t--------•-•_GNN1.... _T1_■.._111G_,_c_n .. __._ 1 __.. _._._,___ ._,.. ,_.__n __
PILI
CODI 

_ 
DUC■IP JION OP .,Ul■IAL 

,t, ..  .  

• •  u . . . .. .-. •  .• {V-1 __ • 
�- �� �- - AM.•-·· 

. 

Destroy Park f lle•n...,. 
no longer neMed for -· 

- IINK5 · h-1 Jo NAAS 
Ju yra ,  •---,fer to FMC )0 yr& .  6 ye.rs old 

"' 

b. Nonrecord copies 

-ll60---- - a.s.t. _.,... Weed COAt col 

- . 

b. Nonrecord copies 

NOTE :  (WAS0 only) project For•s I0-21A 
• Ith project coapl et lon cl-, -tt!S
(1973- 1971)
For■1 I 0-21A 1 979 and after 

NPSICS 2 . 2  

... .,arc_ I 2 

NPSACS 2 . 2  

�PSICS 2 . 2  

Destroy after 2.yeu1 

.T,--- - �  .- ._,. r a•r 

6 years old 

Destroy after A years 

!Jo NA■S In 1 980 

lle � 1 ,oy when no l onger 
�eeded for reference 

w lM,  destroy after 

Deatroy after J years 

,_ .
IS yr1 . 6 .,_.r , old 

•••troy after� years 

De&tr9' ""
� for 

■fl IIO 1-,er 
refer■11c:e 

Deuroy •her I yurs 

,. ,_ .
IS yn . 

� longer needed for 
De;troy Park f lle1-""■ n 

reference 

Destroy after,I year• 

Destroy IOhen no longer -
�eeded for reference 
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for
-

Nl'I HCO•D1 DHl'OII IION SCNIDULIRCCORDS KANAG[N[NT GUID[L IN[ NI'S-I, 
LHAY .. 

WAIO, f'L -ING & HANNG CINIIII u .... , f'HU ._ OINII IIIL• .... 
fill
CODI DUCllf'llON o, IIAHIIAL IJ.\KUffl 

MIPOSn- .n.,c,_, P&■C 
DI-Ill- •n•CT-1 •-11,_ ....,__,,_,_,P&■c 

DISl'DSII-

··- · - -. .  u_ I - - --• 
- ------- . .  , .. . . _ ,.. __ , _ - , - . .  . -. .  - ···-- , _  - -

6 yeus old )0 yrs WASO, transfer lo FMC JO yrs. Deltro, P..-l f l l es ""en
...,_n 6 years old. Other no 1-..r ftNded 
whe . destroy after 6 refer�• 
years 

b. Nonrecord copies Nl'SIICS 2 . 2  Des i  roy a f t er '2 years Destroy ■her .S years Destroy Perl fl l es ""-n 
no longer needed for 
reference 

-
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296- J ) I

NOTE : 

Of" ....... , 2 . O\IN..

� .. ,, 

RrCOIIDS �.ANAGl"lNT GUIOlllN( NPS�L� _________ _c_o_•_o_ __ ____EDULE ___ -- APPCtlll l X  I .. _•-s_•_E s_DI_SN> sa_,_ION SCN __ 
Loc .. ,e .. --- - · · - · 

WAIO, PL ANNING & HAIIIING CIN HH ■IGIONI PA■U AND OJNI• PIile iNTi 
fll f 
CODE OUC■IPJION Of IIAll■IAL ••011,.,• 1NnauctN1N1 fUC ..... - •n_,_ Dllf'OIII-

P -PERSONNEL 

-
a .  Papers on right -hand side 

C l )  E•ployees transferred to  -­
another agency.  (federal 
Personnel ltanua

Upon t ransfer of -­ Upon transfer of -­
p l oyee, transfer to  p l oyee,  transfer to  
- agency n- a,ency 

to
l SuJ•p l-nl 

Transfer Transfer to Inactive Transfer to lnact l ­
fl l.s on fl le■ Oft separat 10ft. f Iles Oft Hparat 10ft. 
Transfer fMC, St , Transfer fMC , St. Transfer fMC, St . 
Louis, Mo. , JO days lou l 1 ,  ND. , JO days Louis, Mo. , JO days 
after separation. after 1eparatl0ft. after separation. 
(Refer l o  fPM, fOf" r to  fN, f• 
eaceptlons t o  allove to allowe 

ltat erlal I s  disposed of 75 year, 
after blrt� or 60 yur1 after dAt 
of earl lest doc-nt In the folde 

(Refer to fPM, for 
ucept IOftl t o  above 

I f  dat e  of birth cannot be ascer­
tained , provided eaployee Ml 
been separated or  retired at  
l east five years. 

b .  Paper on l ef t -hand side 

procedure. )  

le1troy upon transfer 
Of" 1eperat 10ft of 

.,_,,, old ,  lidllchaver 

Destroy upon transfer 
or separat Ion of 
-p loyee, or lllhen 2 
years old , -" lchever 

.,_,r�... . .  . . . 



··ti 
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NI'S HCO■DS DISl'OIITIGN ICNEDUL I •rcoROs MNAG(N(NT CUIO( lON( NPS-l!t AHUIU I I ,.,. " 
.. •c.a•----·--------------,-----------------r--------------�

WAIO. PL-G & HANll5 C■-Tl•I a.-1 ....,...... .......... P.f 

PM.Icoo• DIKatPTION ·• UH.IAL 

,.. 
correspondence 

,, lnterpret•t lons IIPSllt S I . I 

-.. i...,  .. , .• � ...... 
outst•nd lng or uns•t l s  
factory •re destroyed 
on tr•nsfer or separ•­
t lon of eaployee, 
..,.inr ..... ....,a,rs old , 
ever Is e•r l  e . 

OulslAnd lng •nd uns•t­
lsfactory r•t lngs •re 
ret• lned on right s ide 
of of f lc l • I  per•-• 

or no longer needed fo 
reference 

Oestroy • fte� yNrs 

or superseded 

...i...,.,_ ... ._, 
tst•Ml lnt tw -••t l a­

factory •r• 4estroyed 
trMafer orn•.....-•­

ti- of aployee, « 
I yNrs 014 , llllllch 
l a  urller . 

or no longer .. eded fo 
reference 

hstroy •fter J w•r• 

1,1 ... , .. • una•tls­
fKIWW •• •tror-1 

•�•• • s ... r•- � 
1011 e,f ......... fW W,

I ,..,., •14n0
lc.._r 1, •rl l er .  

or no l0119or noo4ed 
for referORCe 

Destroy •fter J w•r• 

or superseded 

-

http:1"-'..Id
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·, ·.11 
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NPI IICO■DI DIY'OSIIION ICNIDUlla(COIIOS MIIM.(N(NT GUID(l lN( NPS·1, , ' 
LOCAi-

aU0111
CON
, .. 1 ... ·••< .......,_ ••e11,_ ---·--·-·-

----• •---• .1-• .a-..1 _.____..,. __ .._ ,_ .. .s-._1--.--. ,
--• •n• 1 t lant 

.ii___ T--•--� .. � 

"'•� I .J Oe11r.., eher I •• -

• - -
ln spPc 

,,.,.,., recalpl of 
I Ion --•• o 

2 yr,or i old, ""'lch 

-&&60¥ - "tlOA- 6  ... .... . ..  _.__.....___ , 
l••�t Ion report 

r lllheft 2 .,..r, old •NOH : Appllc•llon, resulllng In •ppolnl 
_n,s •re fl led In the offlcl• I 

·h.-11 
Inspection report r 

..__n Z re•r• old . _.lch 
· --• I I..- •·ver I, e•r 11 er, ·ver

·rovldlrg lhe require· -•-ldlnt lhe re 
·nts of Chapter ) ) )-A· '  ·nt1 of Chapter )))-A - ·  

·eder• I Personnel!.,..,.,. 
·r• ohserv...t 

.a,lchever 11 e•rller .  
rovldlfll the require· 
--11 of Ch•pter )JJ·A· ��=· -· 

•.a.-u..a _.,,.. - ---.. -

personnel folder (covered In 
Cener•I Records Schedule I, 
. .  _ I) lllf,r•I Per-I IIMue 

.... ...... ,v--

PZ6 llepor u see Append i x 1 ,  See Append i x  1 ,  See Append i x  1 ,  
t h i s  sched u l e  

IS ··--1llly ' th i s sched u l e t h i s  sched u l e  
1 7  Qilert erly
,, s-• ·"'-'• 1 
21 �-·
U Sh1111tlon 

n.__..._ . - ... � .L ___ _ -_., _ _ _  •_______ ., __ ....__J..---·- __.... ----.-...a......--- �-L a ...S .....,,,____ ..,.___ ---•
old old old 



RECORDS 1'ANAliENENT GU IDE L INE NPS- 19 

PILE
CODI Due .. ,.,... o, una1AL 

. . 
( I )  Cue f lle GAS 1 . 7  

(2) Rev I ew f I I e 

b. St•nd•rds kr1) l nclud l ng T l tle, serle lillS 1. 7
•nd gr•de (b•sed on dut le1 •nd qu•ll-
flc•tlon requnl r-nts)

Pos i tion descr i ptions . F l ies describ­
ing est•bllshed pos itions lnc ludlng 
series, gr•de , duties •nd responsl­
bll hies 

(I ) Record copy GRS 1. 7 

(2) Nonrecord copies GRS 1. 7 

RaleaN No. l 

Nl'i IECOIDi Olll'OUTION IQHDULI 

Destroy S ye•rs •fter 
position I s  •bollshed 
or desL r l ptlon 11 
super seded 

De stroy when 2 ye•rs 
old 

Destroy 5 ye•rs •fter 
position Is •boll111ed 
or description 11 
111per1eded

Des t roy when position 
I s  o1bu I !shed or 

pol
0.1troy S ye•rs efter 

I t  Ion h •bo I I  shed 
or deacrlptlon 11 
IUpef'Mdell

Destroyn""-" 2 yMr& 
ohl 

De1troy S yMrl •fter 
po1h Ion h •llol hhed 
w deacrlpl Ion h 
111per1ellN 

De1lroy S 
po1ltlon h •bo 

1 •fter 

or •1erlp1lon h 
............ 
le1troy ""-" position 
It .aioll1hed or 

.• 

Al'f(IID II I Pege 61 

Destroy lllhen 2 ye•rs
old 

Destroy S yMrs •fter 
position h •llol hhed 
or description 11 
superseded 

Destroy 5 ye•rs •fter 
po s i tion 11 ebollshell 
or descrlpllon I s  
superseded 

h • 
troy ....._n posltlonA 

hhell or W, 

' 
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Pe9e 
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NPS IICORDS DHPOSIJION satlDUll NPs - 1 ,  APP( .. 11  I RECORDS NANAG("ENT GU IDEL INE -----�------
LO<Al .. 

,, 

WA!oO. PL -NG & JaAINING CINJlaS ■1_�1 __,,---__ ...._P_ 1_ ... .__a_f_llL_e___1_1-------- ___ _Aa_ __ 1N1 _A ... __
PILI +-
CODI DUC■IP JION OP IIIAJl■IM. ............ _,_ 

GR5 t . al De11 roy 6 year, after De1troy!.' ..,_ •. • ,, ... ·· •••••ef 6 ,.....  efter 
late,t entry In OPf lete1t entry In OPf let•lt Ntry In OPf 

•p l!. -t l ons, 
oyaent phy1 lcel e•a•lna­

wbll l ty ret l r-ent e•--
lnat lon!,  f l tne11 for duty 
ex•lnat lon1 -
off lc l a l  per1onnel 

e part of the 
o

be retained ,eperately. 

Nu,t be ret i red "'Ith OPF . 
Sub-chapter 4. 

h•••e, after-¼----� 

hltr.., aft •• J .,..r, Oe11rey a,._. J , ..... 

J .,.. __ . 

-ttey ...., oll1olete h1troy- lllhett etlselete 
or 1uper1eded or 1uper 1eded 

PJI erfpr-.1151 bt 11!9, Progr• end Procedure GRS I . Z)  De1troy efter!. ) yNrl httror after J y .. ra  
c, • 1.:1 Mrrra,,1,1/J 
OT( : Cert l f lcete, of perforaance ret lng 

ere fl led In  the off lclel per10n­
nel folder (P l ')
able efter 2 years. 

end are d l ,po1-
See General 

• r
.
t.'
. 
.I•

J f• : 

. l
'i
.-. ·' , .  . 
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NPS RECORDS DISPOII JION KNEDULI 

WAIO, PL ANNING & HAINING CIN H8' l'A_I ... OTIII■ PIILD _,, 

1 5  

1 9  

NPS- 1 9  

LOCATION 

APPENDIX B 

Fill
CODI DUClll'TION Of' IIATIIIAL 

IIGIONI-----,------+----------��--�-------------,A■C 
Dlll'OIII-

,.ge 70 

.. GRS 1 . 1 7  Dest roy af t er 6 oaonths Destroy after 6 -ths Doll..., •ffor 6 -lhS 

b. feder•I (IIIJ'loyees He• GRS I . )  Destroy aft er J years Destroy after ) ye•r• Douro, •ftor J yeu1 -

lnsur•nt.e. 
(Oe�ign�tlon of Benif lc iar)
Opt ion• I
In OPr) 

ln�ur•nce!., W.iver 

En,ployee Relation� 

a. Correspondence NPSRCS 2. 2 Destroy after ) ye•rs Destroy •ft er ) years 

b. Counselin� f ile5 GRS I .27 Destroy J ye•rs after Destroy ) years after 
t er•inat ion of ter•lnat Ion of 
counsel I ng counHI Ing

2 1

• a. l•bor-flan•g-nt Ayre-nls NPSRCS 1. 2 Jransfer 10 FARC ""9n Dauroy Prowlde copy to , .. ,­
(•t level of origin) 6 yurs old 15 yrs. Destroy Pork F I i e  ..,_ 

110 lon,er noodod. • 

b. Arbltra •  � C•ses NPSRCS 2. 2 De1troy 5 year1 after Do1troy 5 years after after - -

Rel•••• No .  1 

http:couns.ll


:, � 

. 
.... i 

!(.', • . ,
'tif{f. .

..,., HCOeDs INll'OIITION KIIUULI l(CCMIOS HANAG(N(NT CUID(llN( NPS-1 

WAIO, PL-G a r■.._ CINHaa ...,
CGOI ..... ·-,_ ......... ....... 

..
,.,. 1c,1,. ''" 

GllS 1 .26h Oe1troy S ve•r• froa 
d•t• of pl•n or when 
no longer needed for 
reference 

b. fle lc  CllS 1 . 26h Oe1troy S .,..r, froa Oes&roy S ve•rs froa 
ct.le of pl•ft o, ""'•ft d•te of pl•ft or .,._ft 
no longer ,...,_, for no l�er ,.._,... for 
reference reference 

re10lut Ion of c:•M resolution of c•se 

b.  ""en resolved by  0,rt C !f1fro l kd  •� 
OrM. �u\� 

• AU ..... F � .i. .. �-- "' J...Z� . - Oe11roy I y .. r •'•­ 0.1uoy I � af&.K. 
flnel re,olutlon fine ! relOlutlon 

• Al I l111lo1r-1111 �•..ao& 
Included In • ·  •bove GllS 1 .26 De1troy 2 ye•rs •fter Des troy 2 v••rs •fter 

flrw1 I resolution f lrw1 I  r e•olutlon A
C�•• 1 - 1"'-'•• """'' 1.3 o .. �, r oy 5 ....... •fter · ·· ··- -- ....... ' w .... ••••• Destroy--S yeer.-.fter W, 
Sp•n l sh Spe•lolng , progr• closes .......... r• closes ;,

,.,�, ,: ···•' 

\. rr 

---... 



-- ----- ------ - --------�-----

� 

__ .. _r , HCO■o, DIWOSITNIM IOelDUl l  __ _ _______ .:.,;u....;!.,...; 2 ___ _ -----
LOCU .. 

E:..:.:1111:;;.c..:ll�·------'-' .. -"&,;•;....l,7!._RECORDS flANAGEMENT GU IDEL INE 

■l&aNI
PILI
CODI •&ac:.. _ ..,_ ....,__,_,_DUc•r , .. o, IIAll■IAI. 

IS lillS I. U 

17 Merit 

• ·  Corre1pon,iletKe GRS I.) 

b. �r11 (cese fllea
dlvldueh). 

, by ln­

,, Suggest Ion! 

• ·  Correspondence 

b. Suggest ions (c•se files, by GRS I. U 
lndlvldue h) .  

'"' • • I  ne t  Ion! 

• ·  Correspondence (01her th•n -dlc• I G�S I. ) 

b. for•s •nd correspondence (re l •tln GRS 1. 21  
to  eaployee ' s  hlst�ry. EXCEPT 
pre--ploya,enl , dls•blllty 
ret lr-t •nd fltn�ss for duly 

Destroy efter 2 yeers 

Destroy •fter J yeers 

Desl roy 2 ye•rs •fter 
•pprov• I or d ls•pprov•!.I 

Destroy

Destroy 2 ye•rs •fter 
•pprov• I or d Isepprov• I 

Destroy •fter J yeers 

Destroy 6 years •fter 
leteu entry 

.. 

·••troy ef ter 1 yMr1 

.. ,troy efter ) yura 

Destroy!. :, yeers efter 
epproveI or d Iupprowel 

De1troy efter ) yeer1 

hatroy

hatroy 6 yMra efter 
letelt .. u., 

.;.i. , r .,,,.,,,, ... :, yur1

·'•-• 'I  
''-: 

��•r· �••• J y•r--

Destroy 
eppr-• 

2 yeer1 efter 
I o, d INpprowal 

Destroy ef ter ) yeer1 

Destroy :, yeera ef ter 
•pproveI or d IN..,ow.a 

eher J yura 

• her 

-



·,[�· 

_ _ _ "

CODI DUCltP T IDN  OP MA Tla,M. 

--� - c i.• • �-1-'-lflt--,,4•,  N49e GU I I , ._ Deltf'Oy ) -thl •fter 
i,.rl. tng ha, pliotagraphs, agenc return to l &su lng 
pr-I t •  tor...,. ..... _ -,tor veh i c le& ,  off lc;e 
proper ty ,  d ining r l • l tor1 
P••••• • e t c .  

'-4h- &ece lpu , lftd lcu , l ht lnga, Dest roy •f ter • I I  
•nd accountable  record& l l sted credentrl• l s  are 

for 

CH 1 . J 

(See US 2 . 10 for d l spo& l t lon 
Instruct ions) 

. " ' . ,, tr"t�•l!J 

AlCOIIDS flANAG(H(NT"GU!DE L I NE _ NPS - 1 �  MPS HCOaos DISPOW llOM SOIIDULI APPlNOIX I Page 7)  . ...LOCHIDN 

WASO, PL ANNING & T■AIIIIIIG CINTIH N51DNIPILI ---·-..... , .... _,1111c:, ... ,a■c 

·t
'· ......., )  _,...

retur• to l a&ulftl 
_,.._

off ice 

k&.u��..i.1..
l lat911 crMeftt la l s  ar■ l i sted cred-t la l s  are 
acc-ted for accounte4 for 

-·-" ···- .. . 
h•l�•.,W·- J \'NH ......, ... ., . ,.... 

,' 
, I  . .  •. 
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NPS-1, ______ __ _ _11_,_10N _ KN_1_DUL1 ____n_________ A:.:PP =-=-.::•-• '•:.ta;•:..-1-Z';:,___. __ N_P ___ s_•_1_c_o_•_os_D1_Sl'0 _ __ :..;..:E:.:• • =---------_;_

---- LOCAi ... 

•..:. ________ 1..:;.________ .. __A ,_ ._. 1_.___ ,•uo. PL -ING & HAIIIINC CINl.:.1_•......_ ._..... • 1,__P_ _._._, .... _ ._A... _,_L_ ...,___
PILI
COOi DUC■IPIION OP N,Hl■IAL •••c ...... ,_ 

_A

�· ;• ·'t "S ' 
Destroy when obso l ete Da11roy .._n •toleta 0.-r� .... olaM> lele 
or no l on1;er needed fo ,w 1&1,-r MCle,111 . ,�,.,.. referenc e 

I , 
P72 

•' 

•· Correspondenc:e Destroy after J ye•rs leatroy •ftar ) yNra 0.&lfWW' afler J ye•r • 
( Inc ludes ragul•tory •nd 
Nterlill . )  

t. llecrunl taent for specific positions. J YMrl le1troy •'••r J YNr• Destroy •fter J ve•r• 
;!. , '  

c. Cert lf l,i1te1 of E l lg lb les HS 1 .5 leatro, ._ 2 w-er• le1troy .,._. Z year 1  
•14 old 

lap loyaent (I. e.  freeze us I . )  •M.Qt!_ •ftar J YNrl Destroy af&er J y•r1 -- . 
P76 Gas I . ) Destroy ilfter ) yeilrl ) YAl'I Destroy aftar J re•• 

GIS I . ) Destroy •fter J yNrl �•troy after ) Y•r• ,,. 
flo Gas I.)  Destroy •ftar ) yeilrl h11roy after J y•r• 

US I 16 Daucoy .... 2 -wa-•- ­ le11,,.. t 2 IIMU 
old .,..., Gas I . )  Oe� 1 roy After ) yNr& .. ,,ro, af1er J y•r• Destroy 



---- ---------�--------------

1 5  
1 7  

RECORDS NANAG(NfNT GU IDE L I NE NPS - 1 9  NPS RECORDS OISPOSITIOM SOIIDUL I  APP(NOIX I P•9e 7S 
LOCAllON 

Rl&IDNI f'AHI AIID OllllR PIILD .,.,. 
PILE 
CODE OUCRlf' llON Of IIA U RIAL 

WAIO, f'L ANNINC. & lRAININC. CIN UH 

•••c 
Dlll'OM HIII IIIIIIIUCUOIIS --·-···-·-· 

Dlll'OSlflOII 

old  or ..tien superseded old Of' IIIMft ,.,.._r1•ed 
or obso lete or obaolele 

-,,
,aa Des l roy af ler  3 years 

1 5  Wl1hln Serv ice 
1 9  Out side Service 

P90 W.ge lo.lrd ,..t ters 

a .  Polley Correspondence NPSRtS 2 . 2  en obso lete De11 roy .,._n obsolete Destroy -"en obsolete 
or no long or no I0115er needed 
for reference 

r eeded or no lonser 
for reference 

••ed 
lo< reference 

Destroy after b. W.ge Rate Schedules and re lated CillS 2 . 1 7b 
cor respondf'nc e 

J yurt Destroy •f1er J we•r1 

c. Destroy after co■ple­
tlon of second 
succeeding W.ge 
Survey 

Destroy after ,_pie· 
t Ion of tecond 
Succeeding "-ge
Survey

W•ge Survey f i les 
(Including repor l s  and da1 a ,  -rkln 

CiRS 2. 2, 

papers and re l•ted correspondence 
concernJnng are• ... ges paid for each 
-ployee c las! (exc luding author ize 
... ge schedu les and ... ge survey 
recap ltu latlon -rk sheets).  

n lfor• Standards ( Includes groomlns) HPSRtS 2 .2  

-
Destroy when obsoleJe .. ,trow � ollw»lete 
or no lonser ....., .. . . .............. 

"':!:.a.I" t' 

, •
r �I 



- -----

�.,.,,. .. .. ..  

Page 
i 

76 

CODE 

RECORDS flANAG("(NT GU IO( L I N( NPS-1, NPS IICO■DS DISNHITION IOHDUll AIPlNDI X  I 

,. ... , .... .  , ... ,.ILD ... lt ·· ··--·-·-
. 

.
LOCAi---·------ - ---- -----

W,UO. PL •-c; & HAIN!lt5 CENHII ........ 
PAK... o,n- •U-CTIONI ........,_ --..·--·-·- •'1Nllm' ....... 11••· ,I 

PILE 
DUCIIP YION Of MA HIIAL 

..- , .- ' "  

OeU,:0¥ ��- �MAI-
. .. . . .�o - ., __ ·---

or no longer needed o, IIO longer llffd•
for reference frw referenc:e 

. . 
�--',-eded

f . • 
','"J I -·-

-

·: . 
,, i.

_ � ·f,,
' . 



------

Nf'S. HCOIOS. DIWOIITION IOINUU 
I.KA,_ 

•••c 

... ,,., .... 2 , .. ,. 

a(CORDS �(fllNT CiUID(l lN( NPS-IL_ 

-·-----· ------ ---,..-·----
FILE
COOE OUCIIP1IOII Of II.I H•A&. ,.ac -··- ....... ..  ,auc: ... 

S- SUPPLIES, PaOCUl�lff MID PROPlaTY 

01411 

H
!19

1
furnlture and Acce11or les De1troy .._n 2 yMr1 

for Nl11orlc Furn i sh ing 01411 

old 01411 

S21i c-nicatlons Equipment Destroy ..t\en 2 year, De11roy ..t\en 2 y .. r, 
old 01411 

.. _.,_ 

526 aeporu Destroy loOhen 2 y .. r,  h1troy ""■ n 2 Y•� De11roy Nhen 2 yMrl 
old 01411 old 

IS 
---

I 7 
ltonthly 

2
1, 

Quarter I y 
s-1 -Annual 

1 nual
2) S ltual Ion 

S28 Englne�ring �uppli e:-- ,as J . J  Destroy ""'■ n 2 y .. r, Destroy ""'■ n 2 yur1 
old old 

SJO ,as J . J  u� � 1 ,oy i.hen 2 yur1 h1troy ""■ n 2 yur1 
old 014 

SJ2 ,as J . J  De1troy lllllen 2 yeer1 
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R,coRDS MANAGEMENT GU I DEL I NE NPS- 1 9  HPS RECORDS DI SPOSI TION SCHEDULE 

WASO, PL ANNING & TRAINING CENTERS 
FIL E
CODE DESCRIP TION O F  M A T E RIAL FARC 

DISPOSITION INIU RUCHONS 
DI\POSI TION 

o l d  

GRS 3 - 3  Destroy w hen 2 years 
o l d  

Slt6 L ibrary GRS 3 - 3  Dest r oy wtl l ' n  2 yf•,1 r 5  

15 fqu i pmE.nt 
o l d  

19 PubI icat i ons 

S50 L i cense P l a tes and Tags Destroy wh,n 2 years 
ol d 

S51t Medica l when 7 years 

Motor-Dr iven or Prope l l ed fquipment 

1 5  A i rcra f t  
19 Automobl l es, Trucks , Motorcyc l es 
2 3
3 

Boats
l Road Construct i on and Ma int enance 

3 5  
Equi

se of 
pment 

a. Correspondence GRS 10. 1 D e s t roy when 2 years 
o l d  

b. Operat i ng r ecords re l a t ing to ga� GRS 1 0.2a Des troy when 3 months 
and o i  I consurr,r,t ion ,  to d i spatch i ng o l d
and schedu l ing 

c .  Maintenance records r e l a t ing to  GRS  10.2b Destroy when 1 year o l d  

APPENDI X  B Page 78 

LOCATION _______�---------------
REGIONS PARII S AND OTHE R  FIELD UNITS 

,.u,c 
DISPO !>ITION INHAUCTIONS DISPOSITION INSTRUCTIONS 

OIWOSITION 

o l d  old 

Dest roy when 2 years Destroy when 2 yea r s  -
o ld o l d  

Destroy when 2 years Destroy when 2 years 
o l d  o l d  

Destroy w hen 2 years Destroy when 2 years 
o l d  o l d  

Destroy when 2 years Destroy when 2 years 
o l d  o l d  

Destroy Destroy when 2 years -
old o l d  

Destroy when 3 months when 3 months 
o l d  

Destroy when l year o l d  
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R(COROS tlANAG("(NT GUIO(LIN( NPs- 1 ,  

Pill
CODI OIKRlrTNMI OP IIA H■IAL 

as 10.n7 estroy J yurs •fter ••rer J weer• •f•erJS 
se,.rulon of employee .... ,.tlon of ... ,..-

r J ye•rs •her r J .,..rs •her 
reclslon of •u1 horl1•· reclslCIII of ..,,11orl1•­ hor lH--
tlon lo oper•le GO t ICIII to o,eHte IO . "° ' 

ehlcle, -"lchever Is vehicle,  •lchever 11  
sooner .-.r 

�j· 
f.
�-
:1

I 

I r f S  

S62 Offic e 
furniture •nd Accessories I S  2 yNrl 

I 

1 9  for■s (Stock only) ,,,_. .,._. rele&ed -- ·· �·�· ·-­(llequhltlons •nd Slock control) .. ,- �•·· 
2) N.lchlnu 

'"" ol 

Optlc• I lqul.-.nt

I S  llnocul•rs •nd Telescopes GAS J . J  
Id

Destroy -"e• 2 ye•r• 2 yMrl 

S70 

Nlcroscopes GH ) . )  2 yNrl 2 year s  

, ,. .  1 5  

Photogr•phlc •nd Sound Equ lp.ent 

c-r•• •nd Projectors 

fllas •nd S lldH 

. ..,. 

' j : '  . ..•, i ·< 
. ,. .' ..ii 
' .  

http:lqul.-.nt
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RlCORDS "ANAGE"E NT GU I D E L INE NPS HCOao, DISl'OSI reo. SCNIDULI · · •. tr"•
---- LOCAJ ... 

WASO, PL ANNING I w■..-..r, CINUII .......
flll
COOi .......,.. ,_._DUCIIP IION o• IIA IIIIAL 

6 reen old 

1111 See •. or 

........,.. --
'.

,v, - '.• -
b. bel- , whichever h 
•ppllc•ble * 

f l111I  .. �•u 

..... --�-�""'----.. � .. ""4N18--,iM,-+44i�-
IIOTE : I .  If 1 1  t lg•t Ion I s  1hrutened 

or pending , ret•ln unt ll 
Mlt l-t .  

1 .  c-tr•ctor1' payrolls, llettror 
J .,._r1 •fter d•te of CCIIIIII•• 
t lOII of cont rac t 1111leu If_:· :contr•ct ,-for-.ce 11
1111tJect of ••fore-I •ct lOII 
on 

t .. 

·� • ... ' "'!  
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RfCOIIOS flANA'(NfNT GUIO ( l l Nf 

---- - ----- . -- -----y-.--,, .. , .. ,,,---...a.;�...,;.�--i ... --�------------••to. PL � & -■ ...... UIIIHI,..,
CNI .....,_..._,_, 

• ·  Pl•nt •ccount Tr•afer 10 IIMS .._ 
pert•inlng to alrllCCMr• IIIO .... , 

ealau 

b. Work 1141pen ui•d in .cu-.l•t Ing •••troy Z yNr l •fter 
Kcountlng d•t• e11110t•t lon 

.... 
·-·P.·r 

•. -, i 4• 'i_ ' 

. • . .. , ...-.. ,...., .  



...,
CON Dnc••r IIDII Df ... HalAL 

(con1". )  

b .  Au t...,. l ed l 'IU l i-ent I nventor .,
(Coapu1er Pr intou t ,) 

Co,",etpo,ldencc 

(Seo CillS ,. , £.  , i."6b for J i �pm i l  ion 
ln11rucl Ions) ."

--�•-·�•nt•..rt· Cf°"" i 94i6,"--- ---UIAIW�I-.. 
pr- Ide � lnfurn... • ion f,,r �y�l"••111 . 
for■ 10-285 u �cJ 1 0  Jroi, e11u 1 1•''"'""' 
froa •ccount ab i "l l t y  and • ho , lu�c � 
the (qu l ,-en t  Ocprt� l • l  I on A< � ount ) 

LOCAIION 
APPOO", _  I ,.,e 12 

••filON1- - - - · -- ---- --
f&K........,_ ·••< ......,.. 

old old 

Oe,tror oll1olete Prlnt­ De11ro1·"oll10lote Pr i n­
oul when currenl one oul ..-.11 c11rren1 one 
h received ; ,  received 

info,..,, of c orrect inion,• of correc t lnfor­
Olt"•' ··n•ouI" on J,r l n1 011t 

__.,._M-<f<lt\0- ..__ �--

e•r•... N.......H

..,- �-· J____ 

�......... .J. )'o•F�
old old 

��..,._,,...._➔----+---�-�-.,...--➔-\0-"4-+----jf-40<-14<ay,__,._ j ,..H •
u l d  

• 
��•"llrl111• "*4"f- .-lete � 1111"-

out "''"en currenl ooe i �  ....., ��n curr ent �ne 1 1  
rece i ved 

Dc,1ror after ver lfl­ De11ror •f1er vorlf i ­
c•t lon of corr-ec I In- c•I 1- of corre..1 lnfor 
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•rcr-ao5 �l.liAC(N(N l  CUIDl l l N(  MPS RECORDS OISPO" flON SCNEDULI ----- . --- - - -------- APP(IIDIX I 

LOCAIION 

,ill ••uo.• 
cooa Dl iCalP IION Of •• n•••L ·••< ·••< DIIPOIII_,., INll8UC IIIINI ........ ,.... ______.._,_, DIIPOIIIIIIN 

o l d  old 

saz Signs, "••�er� .  ��v h e � .  f I J• I�  Destroy when 2 ye•rs Destroy ye•rs 
•nd Penn•nI s olJ old --- --...._____ 

Destroy when 2 ye•rs Dea&roy .._.. Z yurs .old old'!.

s,o Sh ipaen1 � (Bi I h •f l .td i ng / lnvo i u •, )  GIS , . 1 Destroy!.'""°"!.) ye•rs 
old 

Un l fur•s . . Pol Icy corres,,..,1,,.lt-n, e lr•n�fer 10 rARC when Destroy Tr•nsfer to 
f yeu s old I !; yrs . 6 yHrl old ., ,

b. Spec if ic  Destroy when 2 ye•rs Do"roy �n Z ye•rs 
dence old old 

s,a estroy when 2 ye•rs .._n Z yeon 

-
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LOCA .... 

WA'ICI, Pl ANNINc; & laAIMNC; C I N l l•I •1G1D111 .......-....-.. u. _n 
fll.l ► - - ....CODI DI ua,, IIDN o, ...r..... l , aac .......,_ ............ 

- .... --·-·-
·- - .. -.. - - t . 'II •- ·- � ·- - IC. ·-.. - . ·- - . - · - .,, �_,.._.._.

6 re•n ohl 014 - - .... , 
--- ,_ reference

- �  At ,_., ,,.............. ,,_, .... ._., __ _ 
1, fa1ptrnt t rr  tene,ol 
1j '°, .... __ _ 
l1 Eftief '-'---

. . In 
• ! _.. •• , 

eap lr•t lOII of per■ l t  
.,_• �•· ��·--n- ...,...,-...,.,....�·•-�-�• · •+-4'1' _..._ ________ -t•u • ___�-��·=...,__,H,__-• .....,-�•4•�-�• ··'--+·---

(Copie� of peu1 1 1 ,  I ur pub I i c  " i ,•., inCJ )  . - r• p i r ,01 1 on of per•i l eaplr•l"i on  pf per•l l - - •  •·-· -. --- --- . .  . .  . . 
(Cros� -rc,fc,renu, I • •  ,ub j r< I f i h· ) old or when pub I hhed o l d  or

0

_._n pybl lshed o l d  or .... pulli I shed 
in C flll .  wh ichever I s  In Cfl , .,._ l,hever I s  In CJI , •1,hever I s  
r•r I i c,r ear lier e•r l l er 

WU Aepof'lS!I. see Append i x  1 , See Append i x  1 ,  See Append i x  1 ,  
'th i s sched u le t h i s  sched u l e t h i s  sched u l e  

I S Nonth l r  , ,  Qu•rter ly 
I� s.1 -Annu. 1 
11 ANlu• I 
l) s 1 ,.,.1r1on -
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NP$ llCOID$ DHl'OSITION KMIDUI.I A(COADS flANAL( N(NT LUIDfllN( NPS- 19 ____" ___"_"AI_P.;.(.;.:.IID:..l..;.X'---"'l _______f'...;.,_ _ _ ;.a.;;.•...;l;..,S'--_ ----------.c---- - - - -
LOCUION 

WHO, f'l -G & H&INING CINfl■I RIGIOIII ..... , 11119 0fNIR ,ino UNt U
'ILi - - - -------�--

f&KCODI OUCRlf'JION Of N&JIRl&L ....... ,_ ..........._,_, 
. ... __ _. ____ �.a..- -a...--•--·---

or no longer ,uper 1edecl or no lw.ter ,._n .. ., or 110 l�er 
reference needed for reference ,.._._, tw reference 

...-. IA. _lll'll!AW ..... _._. � -lf.Je--+�M-t ...... .++et-..:::l-=----------t,.lll�IL:......_--L __ -iµ.eCM��...4'L.&.-L..,-1A..41G...-�+LL---IIIA4JLLJLCA.._..ILJUL� L..!.M.&IIC. 
JO yr,. h11ro, ••• flle, 

� ao ,... er needed 

••• •-..¥ to 1-, lo,, 
)0 yr, . Oe11ro, Per• flle1 

..tien no longer r.eeded 

ii 

c.f Annu•I Pr lnloul or 
..t,en no IGn9Rr needed 
for reterence 

""""·' ··� ef a er ) ,_.. 
longf'f'

eference 

c:u 

�• erlz,u lon 

·
De,tr�y ...._n 6 yMr� 
old or no lonter -dee! 
fer reference 

c •caa7�z;:,�� � �� 
,Jf.14:J 1-Z.. 
KPSACS 2 .  2 s rf�ywa; ' yeen �..,,. -.-.1 ', 1  

, , .. yeers 
, ,Id u no longer needed 014 or no lonter needed 
for reference for reference 

� I. %  
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11 .fl,.so,J e.� P"° c t!i5"1, 
l'I C ou«r �oc.eJu,.e.s 

IECOQS IWIAf;("ENT QI IO(l l NE NPS - 1 9  NPS IICOIDi DIWOSUION KNIDUl.1---- - -- - - -- -·  - --- - ------- ,.,. " 
LOCUION""°"· .....I.. ....I.. ll0I-11 ....

C9N DIK .. P IION OP MAIi.iA&. 

reference 

. e  

""--- - ...... 1i..i .,� --11•1eeI ...t-fi91,.....---------fl11N��..+---1�""4>
I n  Tit le Ji.  Code of (Described

legula t lon, , Pu t s  7- 611) 

'--•' _.....,, .. ,_,
(Deacrlbecl In Tit I •  )6,  Code of 

Wf8 i',co cecJ .. u o .-.d 'J\l , c'j 

ka,t s /P•TAI/.. A 11.r.(lJ 

Nl'Sfir.s /. % 



NPS- 1 ?  NPS HCORDS DISPOSIIION Kfl(DUl ( ll( COIID� NANAt(N( N f  tUIOl l l N( -- - -- - ·- ------. -

,ill 
•oo, Pl ANNING & ,.AINING CINUas 

COOi ouca1P JION Of , ... f(.IAl DUPOll f lON  111uauctmNI 

Y- FOIUSTAY 

NPSIICS I .I Tr•nsfer to FAIIC !Ohen To NAAS 
6 ye•rs old JO yrs. 

YII 

- ---lf- �--

2) lleforul•t Ion (l"" �\,,t, \o..t1on 
• ·  llecord copy 

• b. Nonrecord cop i es PSRCS 2. 2 

APPUID I X I 
LOCAIION

alGIONS 
· ••< 

DolPO"IION 

If not dup l lc•ted In To NAAS 
IMSO, tr•nsfer to FMC JO yrs .  
when 6 ye•rs old. 
Otherwise,  dest roy ...,.n 
nC'I lonqer needed for 
reference 

WASO, tr-sfer to FMC JO  yrs. 
n 6 ye•rs o ld. 

therw l s, ,  destroy !Ohen 
o lonqer needed for 

r eferenc e 

stroy S ye•rs •fter 
coapl ec 1- of proJec 1 .  

,.,e •z 

PA■a s AND OINI■ PIILD UNI I S  

,rowl• ,-., to lle9 lon 
stro, ,.r• f l l es ""'en 

1-..r -.cled for �
refer- W' 

estroy P•r• fi lesn""'•" 
o lonqer needed for 

reference 

Destroy S re•rs •fter '
, .. o l e1 1- of projec1 . -

Release No. l 
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.. , .. coao, DIW'OIITION KIIIDUl.1 - - -· ·- ------...:'c..:'-=-'.:c'•=-=•.::.•-:•<---------=':.: ... :a:......:::•c:•-a((OIIDS MNAC;(ft(NT CUIDl l lN( 

....CeN - . -- -· ---- -----...._.,,_ 
-·  --- . - ---- ·------·-,-------------

e1G10111 ....,_.,.. ......_ .. .. ···--·--f AIIC __.,,__,,_,... ..... ,_ 
"' .,ou , 1 , 

see Append i x  See Append i x  1 ,  See Append i x  1 ,  
sched ule t h i s  sched u l e  I S  floftthlr 'th i s t h i s  sched u l e  

17 ••rur 1, -,, s-1 --.-.1 
u ....... 1 
Z) S l t1Mt I on  

IIOJ( : aepor 1 1 on lndlv hh,al f i re, NPSllU I . I  Tr•1fer 10 fM( ..twn Jo IIMS h1tro, ...._ - 1-.aer
� , .. ,. old )0 ,, , . r....... frw refer-• 

. . . . .. . 
•'••• t h19 (d- r I.a.er •nd f l  re- • r•••• old IMSO. t ransfer to fM( tesuo, Pari. fl 1 .. -.... 

...._ 6 r••r• oldr. ... "° ,.,1..,..., -4ed frw ..... he,.,l 1e, deuro, when 
lilO IC1111•r � .. for
refer-• ,

Stat I st In 
. .._,--, -..heft- �  . - --·-· ··- ......., ..... ' .... . 

Pld or no longer ...... d -- ,- .. ..... . . 
-
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FILE , TIRECOIIDS DI ON .AISTSPOSI FICATION I

P•ks reporling bl!• March IS IEAll llfCIOE NT ANO 
/ 

10 
..,.,._
retpOnd 

end 

F 1
Gulde 

nance
Secloon 

0fhc:e 
X I  

ol On lhe 20th 

Direclor. and 

INVESTIGATOR'S 

WASO 

P'OII'-

YCL MAINTE NANCE IC C J 18 U S.C ,I) 

April I 

July/ August 

.. , ... c.,,,. •• 

/I BY GEOGRAPHIC AREA 

flJ t - 1'1-B&-I 
NATIONAL PARK SERVICES REPORTS r, pp<H'J; 1 ;( I 

TITLE DUE FROM DUf IN WASO 

• MANAGEMENT REPORT management ,ncodents 

monlh lollow 

f. F ISCAL 
A HON 

YEAR APPROPRI 
HE AAINGS 

5, ANNUAL REPORT 

PEST MANAGEME N T  
PROGRAM APPROVAL 1Memor,1mlum"
a REPORTS 

(, F UNDS FOR F ISCAL VEAR 

q, PROGRAM 

/Q PARK IDE NTIFICATION 

ICongreuionel OlllflCII 

IVMIIOL INFORMATION
DISTRIBUTIONFORM OF COPIES FORAUTHORITY FREQUENCY 

Biological Re Preprtnt.i lorm B•oc retaned on N2621 Dellroy alt• J .,..,. 
-rces Dn,nion and Nrral- !',4!', 

To av_,_ 

inquirill 

F261S, 
r-s-11

CASH RECONCIL IA HONS 
SCHEDUL ES B, C a  D 

Mon1hly Re,itonal O llic:as S Worllldl't1 
., .. ra:e1111
of ADP Gen­

Budgel"DIVIIIOfl ScheG,ln B. C. D. Oflgtnal lo WASO 
LWCF raceipll & CJSI•• lund reve­

_____ _,_ _ _____ _ 
Dellroy all• 3 y� To conipere a:  .... 

cllh W­
allllPUled for each 
appraprlMian wilh ..........nue deposlle-d. eral Ledglr 

f rial Balance 
in Ille Gena-al 
L..- Diffs-
11111• be rwcon­
ciled end"-•led 
11¥"1he �F.,,._

0u., .. 1y Fietd a Field
Directorale 

Dellroy alter J Y••• To -• .,e un­
3 EMERGENCY LAW AND NPS 9 

• ORDE R COSTS 
Budget D1v111on Form 10 ]46 OruJ1nal 10 Budgel, N2617  

copy to  Ranger ..,....,"eo111"for 
111a;a.cy"and-----­ACIIWllll!Iingendolqu• 

ter,"e•�• .......,,_........41h c,,arter on 
October 10th 

4 bflehng boob, 
DNector, 0epuly 

AIIISlilnl D1rec:1ors 

To •ief M 
Dlrec1•"end M  
Sacretary 

SKrelafy. D•tt1or. Var�s Reg,ons, Sen,ice Febru•y H, 
f&,«.1 Collecllon Cen1er1 a WASO 

Bflehng Slalemenu. 
11a1111ical displays 

lnlorma1tonl D,.11,ons 

S..-,inlendllnll.
R81ioNI Ollicft, 

N262 1 Dellroy •••• J yean To IINWN .. CGII 
dut1of � 
in the pe,1111 and 
ulilize Ille rau111 
of", .. , _.,. ,.. ,.,...... 
....,rce"-.. 
menl onformation 

NPS Act ol 1916 Sc�11hc irwfll igaiors December J I  BoologN'.al Re­
conduc11ng",..1i SOJrces Dnn1100 

NPS F orm 11}226 

related rne•ch 

nNdL 

To updll"
R ....... 

Toa- tlie -• 

P. &P"' h 1lmM1,t, R"91011' 10 daoys alln H1oltHIN .ti Re Preprmle-d lorm WASO, R1gionl, De-st,oy ah• J y-• 
approv•I ut P•lis 

Director 
C>l suurt.es Orv1s1CX1 ."

proiect C:
H
0
tr1
t"' 

F 2621 Destroy ..... s y� AnnuaNy F oeld & F 1eld Budgel Divmon Orogmal only r..,1"toCongres Direclorale lional ipprapria Hlion c:anmtnen z 
t'1

P2621 De-s1roy allet J Y-• For OMB,"OPM 
end C.,,,._ 

Q F E DE RAL LAW ENFORCE· . T-ry Oep•t Annually R9110nal Ol hc:es 
0, ME NT TRAINING CENTER INl'II 

Tr aimng Div1110n Me,nur.,dum Ranger Ac1iwilies. 
Aat Director. ),I'

'UPROJEC JIONS Pe-r1 & Admon. 'U
Servoces 11) 

To ..,-- and  0.
defend pr.,._, ::, 

a OMII  

JUSTIF ICATION MATE RIA 0MB. DOI 
FOR CONSTRUCT"ION 

Annually Regmnal 011,ces Budge I Dov ISlon Memorandum .... 
)C 

. 

Destroy ar,nu.ity To pro,,•· Nll)UI ~ 
onto lhe CcJnt,ft 

Annu.ity F �ld & F 1eld November Budget Div111on Compule-r Prmlout Or1gmat only o..... ,or.,e 
sa,al O•ricl ..... 

http:suurt.es
http:oologN'.al
http:111a;a.cy
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FILE I RECORDS ..aslTION .IIJSTD IFICATION 

..,, ... . ...  Ciba 'O 

SY!laOL INFOAIIATION 
DISTRIBUTIONTITLE. AUTHORITY FREQUENCY DUE FROM DUE IN WAIO FOR FORM OF"COPIEI 

rASSENGER MOTOR 3 1 U S C. A3"3 Amually July 31 Adrninis1ra1ive Budgel Diwilion S2621 o .. roy aher 3 y•• To judily vthi 
VEHICLE AND AIRCRAFT Services Diwistml 12 mpiest. Amlin ctn and aircrah II. IIEOOIREMENTS Servic:w Dtyilion 

1 1  mpyl 

rROORAMMING OF LINE E 0"1 11188 I RtllioNI OflicN lludgel Dlwition OMB and Dlp•I· F2621 Destroy al._ 3 yan To ldantily l'­
ITEM CONSTRUCTION 1 1990 tnenl proilcll which ./:i . rROJECTS -ld"inlolwe 

lacililia localed 
on • lloo6plain 
or wetland 

RECORDING I REPORTING Civil Servic:e Serm annual R..;on., OlliCl81 June JO I  Training Dn,11ion Memo,andum Aal Dtreclor. P2619 Ontroy afler 3 years /3. INFORMATION ON TRAIN R-,fo,m Acl 0Hember 31 Pers II, Adm111. =31-
ING RELATED TOCSRA SNv,ces ai>d requnl. 

Oepartmen1 

RE IIIIIURSAIILE f Jul / II Budget On,111011 Memorandum OrtViNI only F2621 GRS S 4 Dellroy I y­ To � • part
ESTIMATES DIIIClofale alier d- ol FY o, ........ ..  

milliaft10 0M8 

REPORT � RELOCATION Secr-,1ary·s R•I• AnnuaHy Stales .,rough R1910f11 No.ember I RecrHIIOfl Re GSA 2997 and L2621 Destroy Iller 3 ye•s To la part of Is I REAL PROPERTY 11ons l4 1 CfR sources A11111anc-, 0MB No 42 R 1656 001".....t report 
• ACQUISITION ACTIVITIES 1 200 31 01Vislon IO C019-

/& . 
Destroy aher 3 y•rs To pr..,..• 

GENERAL AUTHORll l£ S  of lhe Genet.i As111anc-, fll)Orl 10 COlll'­
Aulhoflllft Acl of OIVilMwl on OclOllef I 
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