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__ N_AT_IO_N_A_l_A_RC_H_IV_E_S_A_N_D_R_E_CO_R_D_S_S_ER_V_IC_E_, _\"_AS_H_It._m_TO_f.l...;..,_D_C_2_04_0_8 __ --tDATE RECEIVED
 

1. FROM (AGENCY OR ESTABLISHMENT) 

Interior 
2. MAJOR SUBDIVISION 

3. MINOR SUBDIVISION 

Division of Personnel and Management 
4. NAME OF PERSON WITH 'WHOM TO CONFER 5. TEL EXT. 

FTS
 
Ms. Betty Empson 343-5661
 

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 218 page(s) are not now needed for the business of
this agency or will not be needed after the retention periods specified. 
o A Request for immediate disposal. 

[] B Request for disposal after a specified period of time or request for permanent 
re ntion. 

E. TITLE 

Director, Heritage Conservation and 
Recreation Service 

9.7. 8. DESCRIPTION OF ITEM 10.SAMPLE ORITEM NO (With tncrusrve Dates or RetentIon Penods) ACTION TAKENJOB NO 

101-01 The records covered by the attached records control 
thru schedule are created by the Heritage Conservation and 

1603-05 Recreation Service (HCRS) headquarters and regional 
offices. 

The records control schedule is included as an appendix

to a Files Maintenance and Records Disposition Handbook
 
which establishes an integrated system designed to pro-
vide procedures for the management of HCRS records from
 
creation through disposition. The schedule items
 
describe each series of records which has accumulated
 
and will continue to accumulate. Instructions are pro-
vided for the cutoff, transfer to an FARC, destruction,
 
or permanent retention of each series.
 

The authority granted by this request will supersede that 
provided by Job No. NN-169-2 dated 8-4-69. 

Any records series created subsequent to, and/or not 
disposable by, this schedule will be covered by supple-
mentary records disposition authority to be obtained 
from the National Archives and Records Service. 

115- Sci 'Yl) h.. Y \ (: F~ 10 I - II, S c (; STANDARD FORM 115 
• Revised April, 1975 
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NUf4RER DESCRIPTION OF RECORDS DISPOSAL INSTRUCTIONS ~---------t-------,-----------------------------------------------------~------------------------------------~
CHAPTER 1. RECORDS Cmll-10NTO MOST OFFICES 

This chapter is a grouping of two types of file mate-
rial: nonrecord or extra copy files of convenience 
or reference material and general correspondence
(subject) files. 

SECTION 1. NONRECORD MATERIAL 

This section defines the types of material which are 
considered nonrecord and provides standards for dis-
posing of such material in all Heritage Conservation 
and Recreation Service offices. Nonrecord materials 
have no documentary or evidential value usually
because they are: (1) duplicate copies of an original
maintained by a separate office of primary interest 
wh Ich serves as the official record; (2) printed or 
processed materials of wh i ch only the master copy is 
considered official; or (J) papers of a transitory
nature wh i.ch cease to have any documentary or eviden-
tial value after their contents are incorporated or 
adequately summarized in other documents; e.g.,
preliminary drafts, shorthand notes, work sheets, etc. 

This type of materi2~ acciJmulates in offices as a 
convenience to personnel, but should be kept to a 
minimum. Nonrecord material is often found interfiled 
with official papers -- this is a poor files main-
tenance practice. Retention of nonrecord material 
is not required. Ideally, much of this maFerial 
should be destroyed \vithout filing. This ~educes the 
volume of material in the files and makes files more 
serviceable. If, however, nonrecord material is 
filed, it should be kept separately from official 
records. 
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101-01 

~~S 1J.~3D.-

101-02 

101-03 

The following standards cover nonrecord material 
normally created or accumulated as a result of respon-
sibilities and activities common to all offices. 

NOTE: NO }~TERIAL IN THIS SECTION SHOULD EVER BE 
SENT TO THE FEDERAL ARCHIVES AND RECORDS CENTER. 

Files Haintenance and Disposition Plans. Documents 
which reflect file categories, disposal instructions, 
and other information about the files accumulated at 
an individual file station. 

Reading or Chronological Files. Extra copies of cor-
respondence prepared and maintained by the originating 
office used solely as a reading or reference file for 
the convenience of personnel. 
EXCEPTION: THE HCRS DIRECTOR'S CHRONOLOGICAL FILE OF 
OUTGOING CORRESPONDENCE IS COVERED BY SCHEDULE NO. 
201-03 AND IS DESIGNATED AS PEID1ANENT. 

Suspense Files. Papers arranged in chronological 
order as a reminder that an action is required on a 
given date; a reply to action is expected and if not 
received, should be traced on a given date; or a 
transitory paper heing held for reference wh Lch may 
he destroyed on a given date. Examples of papers in 
suspense files are: 

a.	 A note or other reminder to submit a report or to 
take some other action. 

b.	 The file copy, or an extra copy of an outgoing
cONmunication, filed hy the date on which a reply
is expected. 

Destroy upon receipt of a revised 
plan or discontinuance of the plan. 

Cut off at close of fiscal year. 
Destroy 1 year after cutoff or after 
reference value has been exhausted,
whichever is sooner. 

Destroy after action is taken. 

WithdraH' papers when reply is 
received. If suspense copy is an 
extra copy, destroy it; if it is the
file copy, incorporate it with other 
papers for file. 
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NlJf1nER DESCRIPTION OF RECORDS	 DISPOSAL INSTRUCTIONS --.--------------------------------------------~--------------------------~ 

101-04 

101-05 

c.	 Papers which may be destroyed in 30 days or less 
as being without further value. 

Policy and Precedent Reference Files. Copies of docu-
ments establishing policy or precedents pertinent to
 
future and continuing actions. Normally, policy and
 
precedent files are maintained at operating levels
 
and consist of extra copies of operating procedures,

statements of policy or procedure, examples of typical
 
cases, and other documents duplicated in official
 
files. Original or official record copies will NOT
 
be placed in this file. This file consists of non-

record copies maintained only for convenience of
 
reference.
 

Transitory Files. Papers of short-term interest
 
which have no documentary or evidential value and
 
normally need not he kept more than 90 days.

Examples of transitory correspondence are shown helow:
 

a.	 Requests for Information or Publications. Routine 
requests for information or publications and 
copies of replies which require no administrative 
action, no policy decision, and no special com-
pilation or research for reply, such as requests
for publications or other printed material. 

b.	 Letters of Transmittal. Letters of transmittal 
that do not add any information to that contained 
in the transmitted material. 

Destroy on date under which sus-
pended. 

Destroy \lhen organizational unit 
is discontinued or when documents 
become obsolete or are no longer
needed for operating or reference 
purposes. 

Cut off monthly. Destroy 3 
months after cutoff. 

c.	 Quasi-Official Notices. Memoranda and other 
papers that do not serve as the basis of official 
actions, such as notices of holidays or charity
and welfare fund appeals, bond campaigns, and 
similar papers. 



r-------.~_r----------------------------------------------------------_,~-------------------------------------t 
ITH1 

NlIM£lfR DESCRIPTION OF RECORDS DISPOSAL INSTRUCTIONS 

Recordkeepers shall combine the types of temporary mate-
rial shown above into one transitory file arranged
chronologically. If the volume warrants using more than 
one folder, four folders labeled as follows may be used: 

Transitory
Transitory
Transitory
Transitory 

(JAN
(FEB
(NAR
(APR 

- HAY - SEP) 
- JUN - OCT) 
- JUT, - NOV) 
- AUG - DEC) 

I-' 
I-' 
N 

A folder is used for each month. At the beginning of 
each month, the folder used the previous month is 
placed hehind the other three, until all four folders 
have been used. At the beginning of the fifth month,
the contents of the folder containing the oldest mate-
rial are destroyed and the folder reused for the cur-
rent month. 

101-06 Routine Control Files. Papers used to facilitate or 
control work in progress, such as job control records, 
status cards, routing slips, work processing sheets,
and records wh i ch control work flow and record action 
taken or serve as receipts for records chargeout. 

Destroy when work is completed or 
when no longer needed for operating 
purposes. 

101-07 Agency Directives and Publications - Reference Copies.
Extra copies of local internal and external regula-
tions, directives, and publications; Heritage Conser-
vation and Recreation Service and Department of Interiol 
manual releases, bulletins, circulars, pamphlets, and 
public relations material. Arranged as prescribed. 

Keep copies at minimum necessary for 
official reference use. Destroy when 
superseded, obsolete, or no longer
needed for reference. 

101-08 Publications of Other Government Agencies. Copies of 
Congressional documents, OMB Circulars, Code of 
Federal Regulations, Federal Register, GSA publications,
etc. 

Destroy when superseded, obsolete, 
in the case of bound volumes, when 
not needed for library purposes. 

or 
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101-09	 Non-Government Publications. Publications of commer-

cial firms, private institutions, and vendors, includ-
ing catalogs, brochures, price lists, and similar 
publications. Arrangement as appropriate. This mate-
rial should not be kept in the office files. 

101-10	 Library l1aterials. Excess copies of books, pamphlets,
journals, and similar materials. Arrangement as appro-
priate. This material should not be kept in the office -	 files. 

101-11	 Technical Reference Material. Copies of reports,
studies, special compilation of data, drawings, peri-
odicals, clippings, etc., which are needed for refer-
ence and information purposes but are not made a part
of official files. Prepared internally and externally.
Arrangement as appropriate. 

SECTION 2. GENERAL CORRESPONDENCE (SUBJECT) FILES 

The	 records described below consist of originals or 
copies of	 correpsondence, reports, forms, and other 

•	 materials of a general nature on a wide variety of 
subjects. These materials are arranged according to 
the	 Subject Classification System contained in 
Appendix 1 of this handbook. 

102-01 "Hi ssion" Correspondence Files. l>1issioncorrespond-
ence files document the functions and responsibilities
for which an office is primarily responsible. 

a.	 Program Mission Corresponden~~.Xi1es directly re-
late to the primary functions of the Service; i.e., 
cultural and recreational resource planning,
acquisition, development, and preservation; grants-
in-aid; coordination of cultural and recreational 
resource planning of Federal agencies; and technical 

- --11...- assistance to _ federal agencies, andstates,	 others. 

DISPOSAL INSTRUCTIONS 
Destroy when superseded or obso-
lete. 

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

Review at least annually. Destroy
material of no further reference 
value. 



, 
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(1)	 Program ?-fissionFiles accumulated and main- Permanent. Cut off annually at the 
tained at the division level or above in the close of the fiscal year. Hold 3 
Headquarters Office and by Regional Directors years or until volume warrants and 
in the field. Ptf'C', hj s....1jed- t\.~c..o('&'i:V\~.,o-retire to FARC. Offer to NARS 20 
s.vJ:>~ec.+-h.vVl-l~lcClt c..lt\,sr~rud-i~ after cutoff.c.oJe.. lO_A"'., 

(2)	 Program Mission Files maintained in offices 
below the division level in the Headquarters
Office and below the Regional Director in the 
field. 

b.	 Administrative Mission Correspondence Files relate 
to administrative support activities such as per-
sonnel, procurement, property, transportation,
travel, communications, and similar internal 
administrative management functions. 

(1)	 Administrative Mission Files accumulated and 
maintained at the division level in the Office 
of the Deputy Director for Progranuning (Head-
quarters Office). 

(2)	 Administrative Mission Files maintained at 
other levels of HeRS. 

"Non-Hission" Correspondence Files. Non-mission corres-
pondence files include correspondence, reports, forms,
and other papers which are accumulated in an office but 
do not directly relate to the function or mission for 
which the office exists. They generally include: 
(1) copies of papers relating to program subjects for 
which another office is responsible for documentation,
and (2) papers relating to routine internal management 

years 

Cut off annually at close of fiscal 
year. Hold 3 years or until volume _ 
warrants and retire to FARC. Destroy ~ 
20 years after cutoff. 

Cut off 
fiscal 
volume 
Destroy 

Cut off 
fiscal 
volume 
Destroy 

Cut off 
Destroy 

annually at the close of the 
year. Hold 3 years or until 
warrants and retire to FARC. 

20 years after cutoff. 

annually at the close of the 
year. Hold 3 years or until 
warrants and retire to FARC. 

8 years after cutoff. 

at close of fiscal year.
2 years after cutoff. 

102-02 
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or general administration (Le., "housekeep i.ng") func-
tions of the office. The office housekeeping papers
will consist of general correspondence regarding faci-
lities, supplies, equipment, office financial matters, 
travel, property, and personnel management. 



111M 
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CHAPTER 2. PLANNING AND MANAGillmNT RECORDS 

• 
201-01 

201-02 

(GRS 1t,!laa./ 
a: li/I;;.,b I 

The records descrihed in this chapter relate to the 
management, planning, organization, and direction of 
the Heritage Conservation and Recreation Service. 
They are created in the course of developing plans,
po l.Lci es, and programs; in conducting management sur-
veys, management improvement projects, and program
evaluations; ,and in managing paperwork activities. 

SECTION ]. EXECUTIVE HANAGEHENT FILES 

Committee Hanagement Files. Documents created in 
Headquarters Office for the establishment, review,
coordination, continuance, or dissolution of joint,
interagency, intra-agency, and extra-governmental
commiltees, including task forces, councils, boards,
commissions, panels, and comparable groups. The 
coordinatjon and review are to prevent overlap and 
duplication, preclude committee establishment when 
normal staff action will suffice, and to apply other 
management practices to committees. Included are 
committee establishment proposals, approvals, papers
reflecting changes in committee membership, committee 
chnrters, reports on establishment and composition,
and related papersu Arranged alphabetically by com-
mittee name. Maintained by coordinating office. 

Committee Operations FIles. Files may include, but 
are not limited to an issuance or charter establish-
ing the committee, a resume of major points of inter-
est concerning committee meetings and general opera-
tions, a terminating issuance, and a final committee 
report and findings. They may also include copies of 
minutes of meetings, the agenda, and other papers 

Cut off upon discontinuance of 
committee or disapproval of 
establishment of committee. Hold 
3 years or until volume warrants 
and retire to FARC. Destroy 20 
years after cutoff. Destroy
duplicate copies when no longer
needed for reference. 
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NIlMIl[R DESCRIPTION OF RECORDS DISPOSAL INSTRUCTIONS~.------~.------------------------------------------------~--------------------------------1
relating to the establishment, revision, or termination 
of indjvidual studIes and/or projects. Arranged
alphabetically by committee. 

a. Committee chairman, secretarial, or recorders files Cut off upon completion of committee 
which	 are designated as "official records.1I action or termination of committee, 

as appropriate. Hold 3 years and 
retire to FARC. Destroy 20 years
after cutoff. 

~ll7s /C.//~ b ~ b. Members records and duplicate copies.	 Destroy when purpose has been served 
or after 1 year, whichever is sooner, 
except that informational copies of 
minutes which relate to another 

I-' 
I-'	 official file series will be dis-
00	 posed of with the records to which 

they pertain. 

201-03	 Director's Chronological Files. Chronological file Permanent. Cut off at close of 
consisting of extra copies of outgoing correspondence fiscal year. Retire to FARC after 3 
signed by the Director of the HCRS and extra copies of years or when volume warrants. 
significant letters dispatched at lower levels but Offer to NARS 20 years after FQti~-
forwarded to the Director for personal information. f,t>w.A Rl@l'lt. c<.C+~f'[' 

Ii!. 
SECTION 2. PROCRAH PLANNING AND HANAGEMENT 

202-01	 Management Objectives Files. Documents created and
 
maintained in the process of establishing short-, mid-,
 
and long-range management objectives for the Heritage

Conservation and Recreation Service. Included are
 
documents reflecting the establishmeI1t of schedules to
 
accomplish objectives, the formulation of new concepts

and requirements for planning purposes, and the evalu-
ation of progress and accomplishments in meeting the
 
objectives established by the plan.
 

http:records.1I


I 
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11 H1 DISPOSAL INSTRUCTIONSNUt·1BER	 DESCRIPTION or RECORDS~.-------+-----------------------------------------------~-----------------------------~ 
a.	 HCRS office responsible for preparation of the plan. Cut off at close of fiscal year

in which plan is superseded.
Hold 3 years or until volume war-
rants and retire to FARC. Destroy
20 years after cutoff. ' 

b.	 Contributing, coordinating, or commenting office. Cut off at close of the fiscal 
year in which plan is superseded.
Destroy 2 years after cutoff or ~ 
when no longer needed for refer-
ence, whichever is sooner. 

202-02	 Management Survey Case Files. Consist of staff
 
studies or management improvement projects regarding

analyses of administrative policies and procedures,
 
manpower surveys, organization and methods studies,

pap erwo rk studies, wo rk simplification and standard-
ization studies, workload and work distribution
 
analyses, and similar studies. Includes papers

authorizing the project and describing its scope,
 
purpose, and objectives; intermediate progress reports

and correspondence; final survey report and documen-
tation of actions taken as a direct result of the
 
survey. 

a. Office conducting the surveyor office sponsoring	 Cut off at close of fiscal year 

a	 contract to perform survey services. in which action is completed on 
survey. Destroy 10 years after 
cutoff. 

Destroy on completion of next combo Offices surveyed. parable surveyor when no longer
needed for reference. 

~ -L	 . ~ ~ 
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202-03 

202-04 

NN-'I.9~'"J.) 
l'\-tl'l'\ %1 

..... 
tv o 

202-05 

(G.RS /(/13(1, 

f) 
;t')/- /{Pq. ~ 

~/[f 

Management Survey Background Files. Papers accumulated 
in the collection of data for or during a management 
surveyor staff study. Includes notes, statistical 
data, feeder reports, working papers, copies of direc-
tives and local operating procedures, charts, personnel
data, and similar material collected for fact-finding 
or back-up purposes. 

Program Evaluation Project Files. Documents accumu-
lated in evaluating HCRS program efforts to determine 
if goals are achieved, to assess the effectiveness of 
the program, and to identify successful and unsuccessful 
projects. Included are copies of reports, question-
naires, and other data; evaluation of guidelines and 
procedural documents; progress reports and other papers
reflecting status of project; working papers; back-
ground material and similar papers; and copy of the 
final evaluation report. An official copy of the 
final published project shall be preserved permanently
by the office of origin, as required by schedule item 
703-01. Arrangement by project title. 

Organization Planning Files. Documents relating to the 
establishment of policy and changes in organization,
functions, and relationships of the HCRS when such 
actions affect, or may affect, the management and 
operation of the agency. Included are staff studies,
organizational and functional charts, reports of work-
ing groups, minutes of committee or task force meetings 
ano staff conferences, documents relating to overall 
functions and mission, copies of published issuances 
implementing establishment or change, and related or 
similar documents. Am blA s u..bj e.e:t J %ef'e.LM1.oi.er chrCWlolo~1 :A.\\~. 

I" ..jca. per IjC. 

Cut off at close of fiscal year in 
which survey is completed. Destroy
'1R@ftfte hmger [[eet1M for refeFeRee 
81!' 3 years after cutoff, \.'Rieflever 
ia earlier" oY' whe~ Qud","teQ b,/ 
~f"...D ""h'ci\e\leY Is;. sc.Of\.e~. 

Cut off at close of fiscal year in 
which the evaluation project is com-
pleted. Hold 3 years and retire to 
FARC. Destroy 10 years after cutoff. 

Permanent. Cut off at close of fis-
cal year in which case is completed.
Hold 3 years or until volume warrants 
and retire to FARC. OJfer to NARS 20 

CI.A.1-0Pr years after retirement. Destroy
duplicate copies when no longer
needed for reference. 

http:ef'e.LM1.oi.er
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202-06
 

203-01 

203-03 

(GRS I&/I~ 
Submif l 

us-e«: 

Organization Planning W0rking Files. Background
materials, drafts, interim and copies of progress
reports, and related papers accumulated in organiza-
tion planning projects and surveys. Arranged as 
appropriate. 

SECTION J. PAPERWORK HANAGEHENT 

Records Management Liaison Officer Designation. Docu-
ments reflecti~g name and information about individuals 
:designated to perform records management duties in 
organizational entities of the Heritage Conservation 
and Recreation Service. Includes designations for 
directives management officers, records liaison 
officers, forms liaison officers, and similar represen-
tatives. Maintained by the HCRS Records Management
Officer. 

Directives Records Set. Consists of the official file 
copy of each formal policy and procedure issuance 
published by the Heritage Conservation and Recreation 
Service. Thts schedule applies to the master set 
mJintained by the Division of Personnel and Management.
See schedule 101-07 for reference sets'of directives 
maintained by other offices. Arr, Vlllme.:r'tu<-Ilj" I ,,( ~('. 

Directives Case History Files. Documents relating to 
the preparation, review, clearance, publication, and 
d i s t, ribut ion of HeRS I ssuan ces , 1nc Lude s material Oil 

the clearance and concurrence of draft issuances and 
other coordinated actions, revisions, ~nd cancella-
tions, and a signed copy the final issuance.(If 

Maintained by the HCRS Records Management Officer. 
Arranged by issuance identification number. 

Destroy 6 1ft6ftth~ att!er finnl 
B@t!if.ll 3d pUlj~~t;, ref!l!l'l! i!P)' 3 
years a fter completion of repo r t 
if [[0 fitEdl atM: .. ba= t;,8:~ti!!n. o~ 

whet'\ qud itec:\ t>~ 6,,0 

()..')iI\c.he\le~ \ S Scc,Y\€ '0 

Destroy when superseded by a new 
designation or when obsolete. 

Permanent. Place in inactive file 
when cancelled or superseded.
Transfer to FARC when no longer
needed for reference. Offer to 
NARS 20 years after r-a..tircumt. 

c u.~.ff. 

Place ill inactive fi 1e when the 
directive is rescinded, super-
seded, or obsolete. Cut off 
inactive file at close of fiscal 
year. Hold 3 years or until 
volume warrants and retire to 
FARC. Destroy 20 years after 
cutoff. 

mailto:B@t!if.ll
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201-04 

I-' 
N 
N 203-07 

(G~S !(pi
.3a... 

stUtre-,,9 

Classified Document Inventory Files. Files consisting Cut off al close uf fiSCal year.
of forms, ledgers, or registers used to show identity, Destroy 2 years after cutoff. 
internal routing, and final disposition made of classi-
fied documents, hut exclusive of classified document 
receipts and destruction certificates and documents 
relating to Top Secret material covered beloH. Arrallged
chronologica II}'. 

Classified Document Receipt Files. Papers relating Cut off at close uf fiscal year.
 
to the receipt, transfer, and Ls.su anc e of classified Destroy 2 years afler cutoff.
 
documents maintained by other than control points.
 

Classified Document Destruction Certificates. Papers Cut off at close of fiscal year.
reldting to the destrucUon of classified documents. Destroy 2 years after cutoff. 
Ar r aug cd ch r ouo log j (',11 I r , 

Records Retirement Fileu. Papers maintained by the Destroy after all records listed 

HCRS Records Management Off jeer in the Headquarters thereon have been destroyed or 

and by Regional Records Hanagement Off leers in the when no longer needed for referenceo 

field. Files document the retirement of files to the 
Federal Archives and Records Centers or similar stor-
age areas. Includes Standard Forms 135 or similar 
lists, correspondence, and related papers. Arranged 
as appropriate. 

Files Haintenance and Disposition Plans. Consists of Destroy upon receipt of a revised 
copies of the Files Maintenance and Disposition Plans plan or discontinuance of the plan.
which show file categories, disposal instructions, 
and other information about the file series accumu-
lated in individual file stations. Maintained by the 
Records Liaison Officers as file directories for the 
stations under their responsibility. Individual 
office file copies of the File~ Maintenance and D1s-
po~ilion Plans are maintained under item 101-01. 

~------~~--------------------------------------------~~------------------------------~
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203-09 

203-10 

203-11 

keports Con~rol Case Files. Case files maintained for 
l.ach report created, cancelled, or superseded. Docu-
wents reflect actions taken in evaluating the require-
ments for approving and controlling specific reports.
Included are applications for approval of reports;
copies of pertinent report forms or formats; copies
of the requirement directive; preparation instructions; 
requests for OHB approval of Public Use Reports and 
necessary justifications; documents relating to con-
tinuance, revision, and other changes to reports;
and other correspondence, evaluations, and si~ilar 
papers relating to reports. Case files are maintained 
by the HCRS Records Management Officer. Arranged
by report identification. 

Keports Control Records Cards. Card files showing
pertinent information about the report such as dates 
inlt lated, appruved, discontinued; frequency; office 
of primary interest; preparing element; specific
recipients; OMR clearance if appropriate; and similar 
data. Haintained by HCRS Records Hanagement Officer. 
Arranged by reports identification. 

Reporting Requirements Registers. Doclments used to 
control assignment of reports identificatjon and to 
mai nt a ina perpe tual inventory of reports issued 
under the HCRS Reports System. Includes cards, 
register sheets, catalogs, or similar documents. 
Arranged numerically. 

Place in inact1ve folder when 
report is discontinued, super-
seded, or obsolete. Cut off 
inactive reports at the close of 
the fiscal year. Destroy 2 
years after cutoff. 

Cut off when report is discon-
tinued, superseded, or obsolete. 
Destroy I year after cutoff. 

Place jn inactive file on discon-
tinuance of the reporting require-
ment or on revision of reports
identification 
inactive file 
fiscal year.
longer needed 

symbol. Cut off 
at the close of the 
Destroy when no 
for reference. 
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Forms Functional File. A collection of forms used to203-12 
assist in taking forms management actions such as(GRS It'; 

1ft!.- - determining Hhcther new forms should be developed and 
s,.J,mrf ~) approved and Hhether existing forms should be con-

JlS-tJ1/!- solidated or replaced by other forms. Arranged by
function name, thereunder by form number and name. 
Maintained by HCRS Records Hanagement Officer. 

203-13	 Forms Numerical File_ Case history files containing
copies of each form and revision request for approval

( G~ S I(,/'ff).. and justification, copies of prescribing issuance,5w.h.":!1; \ 
II::. -tnL./	 clearance reprint authority, and related correspond-

ence. Maintained by HeRS Records Management Officer. 
Arranged numerically. 

203-14	 Form Registers. A register or card system used to 
record and control the assignment of form numbers. 
Arranged as appropriate. 

Destroy when form is supersed~d 
or discontinued. 

Place in inactive file when form 
is rescinded, superseded, or obso-
lete. Cut off inactive file at 
the cluse of the fiscal year.
Hold 8 years or until volume 
warrants and retire to FARC. 
Destroy 20 years after cutoff. 

Destroy	 individual register
sheets when all forms entered 
thereon ar~ cancelled, superseded, 
or transferred to a new sheet or 
when no longer needed. 



__ '_-r-_ ------------------------.-----------,--------~.-----------------------
lTEi~ Nut·mER DESCRIPTION OF RECORDS	 DISPOSAL INSTRUCTIONS ---------------------------------------------------~------------------------------~ 

CHAPTER 3. FINANCIAL NANAGEMENT RECORDS 

SECTION 1. BUDGET AND FISCAL ACCOUNTING FILES 

101-01	 Budget Administrative Files. Documents accumulated in Cut off at close of fiscal year.
offices of operating officials which serve as manage- Destroy 2 years after cutoff. 
ment tools in the preparation of budget estimates and 
in coordination and execution of approved budgets.
Includes workpapers, cost estimates, and rough data. 

Budget Estimates. Budget estimates prepared or con-
solidated	 by the HCRS Division of Budget and Finance 
comprising appropriation language sheets, narrative 

t-'	 statements, and related schedules and data. Arranged
N 
lJl chronologically. 

R;rt)a. Final	 consolidated submission maintained by the Perliillnent:. Cut off at close of --r 1"1 \1'1HCRS Division of Budget and Finance.	 fiscal year" Hold 3 years or 
until volume warrants and retire '1t1/r
to FARe.	 Offer to NA-RS 20 years ,lzo/"7r 

,:	 Des.+rMl )0af ter f'et:yremellt. ...J 
c.t).+o ff' 

b.	 Other offices. Retain until obsolete, super-
seded, or no longer needed for 
reference. 

301-03	 Budget Working Files. Work papers, cost estimates, Cut off at close of fiscal year.
and other data accumulated in preparation of pro- Destroy I year after cutoff.(Gf~e~~f) jected fiscal programs and annual budget estimates
 
and for budget review purposes, including duplicates

of papers included in file copies of budget estimates.
 
Arranged by fiscal year.
 

~ppcrtionment and Reapportionment Schedule Files.	 Cut off at the close of the 
Consists of schedules, such as Standard Forms 132 and	 fiscal year. Destroy 2 years 

related documents, which propose and apportion~ the	 after___~ .. ~__~________	 L-___ cutoff. .. ....



r---------r----N--------------.----------.----------------------r-------------------------~----__1
ITEM 

NU~1BER DESCRIPTION OF RECORDS	 DISPOSAL INSTRUCTIONS 
the quarterly obligation of funds under each authorized 
approprjation. Arran~ed chronologically by appropria-
tion or fund. 

301-05	 Budget Execution Report Files. Consists of budget
 
reports, such as Standard Forms 133 and related docu-
ments and correspondence, which show the budget
 
resources for the appropriation, the status of obliga-
tions, and the"relation of obligations to disbursements
 
for each appropriation or fund. Arranged chronologi-
cally by appropriation or fund. Maintained by Division
 
of Budget and Finance.
 

a.	 Annual report at end of fiscal year. Cut off at the close of the fiscal 
year. Destroy 5 years after cutoff. 

(G~!e1i5 b. All other reports. Cut off at close of the fiscal year. 
Destroy 3 years after cutoff. 

301-06	 Report on Obligation Files. Consists of documents, sud
 
as Standard Forms 225, which report total transactions
 
and transactions within the Federal Government by

object class; a summary of advances, reimbursements,
 
and income; net obligations incurred; expired accounts
 
(adjustments); and net unpaid obligations for each
 
appropriation. Arranged chronologically by appropria-
tion. Mdintained by Division of Budget and Finance. 

((;~5 s/~a) a. Annual report at end of fiscal year.	 Cut off at close of fiscal year. 
sewne-.,.{. Destroy 5 years after cutoff. 

(G~:!:t)b. All other reports.	 Cut off at close of fiscal year. 
Destroy 3 years after cutoff. 

301-07 HiS Status Reports Fi]es , Computer printouts produced 
by the Financial Managemement System wh Lch show the 
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(GR.S sis./;)
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302-01 

(~~S~_~)a-

302-02 
(Cd<s Cf/3c..-

5e4>te-- ok) 

302-03 
(GR.'5 9/1 £(-

sCiNrte-o-A) 

DESCRIPTION OF RECORDS 

status of appropriations and allotments; report costs 
and obligations by program and project; and provide
analysis of fund usage. Arranged chronologically by
report title. 

a. Division of Budget and Finance Copy. 

b. All other copies. 

SECTION 2. ACCOUNTING AHD DISBURSEHENT FILES 

Pas~anger Transportation (Individual) Records. Docu-
ments reflecting payments to individuals consisting
of travel vouchers, requests, authorizations, vendor 
invoices, and other payments relating to official 
travel of HCRS employees, dependents, and others 
authorized to travel. Arranged by traveler's name. 
NOTE: This schedule applies to records maintained in 
the Accounting Office only. See schedule 406-02 
for travel files maintained in other offices for 
administrative purposes. 

Passenger Transportation (Carrier) Records. Docu-
ments reflecting payments to carriers consisting of 
memorandum copies of vouchers (SF-1113a), memorandum 
copies of transportation requests (SF-1169a). and all 
supporting documents. Arranged as appropriate. 

Freight Records (Carrier). Consists of memorandum 
copies of vouchers (SF-1113a), memorandum copies of 
bills of lading (SF-llOJa) or their equivalent, and 
related supporting papers. Arranged chronologically. 

DISPOSAL INSTRUCTIONS
 

Cut off at close of fiscal year.
Destroy 5 years after cutoff. 

Cut off at close of fiscal year.
Destroy 3 years after cutoff. 

Cut off file at the close of the 
fiscal year. Destroy 3 years 
after cutoff. 

Cut off at close of fiscal year.
Destroy 3 years after cutoff. 

Cut off at the close of fiscal 
year. Destroy 3 years after 
cutoff. 

~-- L- ~ ~ 
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NU~mER OESCRIPTION OF RECORDS	 DISPOSAL INSTRUCTIONS 

102 05 - I.~
\. G ~j./!#--) 

302-06 

302-08 
(GRS (p/~)

s""",e - oJ.., 

302-09
"'/3~(GRSS~_~{ 

~ 

Paid Voucher Files. Consists of copies of purchase
orders; original invoices; a copy of the paid voucher; 
and supporting documents. Includes imprest fund 
vouchers and schedules and c;Iocumentssuch as GSA 789's. 

Allotment Ledgers. Documents, including computer
files, showing the status of allotments and obligations
under each authorized appropriation. 

General Ledger Files. Computer printout listing all 
transactions affecting the accounts for the period,
showing accounting entries, and expenditures. 

Subsidiary Ledger Files. Records used as posting and 
control media but subsidiary to the general and allot-
ment ledgers. Includes coding sheets, batch control 
sheets, statements of accrued expenditures, work order 
ledgers, cash disbursements ledgers, and cost distri-
bution ledgers. Arranged as appropriate. 

Notice of GAO Exception Files. Consists of General 
Accounting Office notices of exception, both formal and 
informal, and related correspondence. Arranged chrono-
logically. 

Certificates of Settlement Files. Documents reflecting
the settlement of accounts of accountable officers, 
statements of difference, and related papers. 

a.	 Certificates covering closed account settlements 
and final balance papers. 

Cut off at close of fiscal year.

Hold 3 years and retire to FARC.
 
(FARC \v11l destroy according to
 
GAO instructions J ~s (fldtadeA IF) &:meat!
 

({eccrc{s 5ckl:!li(A.J~ G/I", , 
Cut off at close of fiscal year.
Hold 3 years or until volume lvar-
rants and retire to FARC. Destroy
10 years after cutoff. 

Cut off at close of fiscal year.
Hold 3 years or until volume war-
rants and retire to FARC. Destroy
10 years after cutoff. 

Cut off at close of fiscal year.
Destroy)('years after cutoff. 

.3 

Place in inactive file after excep-
tion is cleared by General Account-
ing Office. Cut off inactive file 
at close of fiscal year. Destroy
a;i;t.er 1 year a..P~ cu...+op.,:: 

Place in inactive file when settle-
ment is made and certificate has 
cleared. Cut off inactive file at 

http:a;i;t.er


~-"'---..,.-.---""----..-.-.~---	 -----------~--~------~,--~
_._------------------------*	 .......
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DESCRIPTION OF RECORDS 

b.	 Certificates showing periodic settlement. 

c.	 Schedules of certificates of settlement of claims 
settled by the General Accounting Office. 

Schedule of Cancelled Checks Files. Consists of 
SF-109S listing checks for cancellation by Treasury. 
Identifies department; bureau; location; and Disburs-
ing Office symbol, number, and location. For each 
check, shows date of issue, check number, payee,
applicable voucher number, amount, and appropriation
symbol to be credited. Hay also include supporting
correspondence relating to the reason for cancella-
tion. Arranged by schedule numher. 

Voucher and Schedule of Payments. Accounting and 
accomplished copies of Voucher and Schedule of Pay-
ments (SF 1166) and other documents showing the dis-
bursement of agency funds and used by the General 
Accounting Office to audit agency financial procedures. 

Statement of Transaction Files. Consists of State-
ments of Transaction, Standard Forms 224, wh Lch show 
the classification of disbursements and collections by
appropriation and account, total disbursements and 
collections, and the status of collections. Arranged
numerieally. 

DISPOSAL INSTRUCTIONS 

close of fiscal year. Destroy
2 years after cutoff. 

Destroy when subsequent certifi-
cate of settlement is received. 

Place in inactive file when claim 
is settled. Cut off inactive file 
at close of fiscal year. Destroy
2 years after cutoff. 

Cut off at close of fiscal year.
Hold 3 years or until volume 
warrants and retire to FARC. 
FARe will destroy according to 
GAO ins true tionsJ ct5 

li'ltliCtv~ It') Ge""e·rcd Reccd.~ 
Sched.-lA-le t.o /I<:\,( I) 4- C,/lo..(~) 

Cut off file at close of fiscal 
year. Hold 3 years or until vol-
ume warrants and retire to FARC. 
FARC \ViII destroy in accordance 
with GAO instructi onl11t(~ \.,J,ic""M w, 
G~e,m \ Recc.-&.s ~ etlwe (p/ I~(I) \j.. (:: J la.b) 
Cut off at close of fiscal year.
Hold 3 years or until volume war-
rants and retire to FARC. FARC 
will destroy according to GAO 
instructions,o.s i"'-d..,~ ".... 

G~~\ Rec.on;l", Sc,h~.e.. 
&/10-(1) 4- fe/I&..U)-



ITEM
 
NUMBER DESCRIPTION OF RECORDS
 

SECTION 3. GENERAL FINANCIAL FILES 

303-01	 Remittance Receipt and Deposit Files. Consists of 
records relating to the receipt and deposit of cash 
and checks with the U.S. Treasury. Maintained by
office with responsibility for deposit of receipts.
Arranged chronologically. 

303-02	 Accountable Officer Designation Files. Records 
relating to the designation and revocation of 
accountable officers. 

303-03 Federal Personnel Surety Bond Files. Copies of Federal 
I-' personnel surety bonds and attached powers of attorney.
W o 

(G~S ft,/~IitJ.. a. Official copy.
SW""-l--fJ-k..) 

(~~5 ~/&b h. All other copies.
s<lMte-)&1>_ 

SECTION 4. GRANT ACCOUNTING FILES 

Grant Accounting Files. Consists of grant award, 
agreements, amendments, computations, journal vouchers,
certificates of deposit, and correspondence on funding
of grants. Arranged by grant number. 

DISPOSAL INSTRUCTIONS 

Cut off at close of fiscal year.
Destroy 3 years after cutoff. 

Place in inactive file when designa-
tion is revoked and account is 
cleared by GAO. Cut off inactive 
file at close of fiscal year.
Destroy 4 years after cutoff. 

Destroy 15 years after end of bond 
premium period. 

Destroy when bond becomes inactive 
or at the end of the bond premium
period. 

Place in inactive file when grant
funds are expended or grant is termi-
nated. Cut off inactive file at 
close of fiscal year. Hold 2 years 
or until volume warrants and retire 
to FARC. Destroy 6 years after cut-
off. 



ITEM Nur-mER DESCRIPTION OF RECORDS DISPOSAL INSTRUCTIONS 

304-02 
(cPos &11a-

SO<4>1e - u-k) 

304-03 
(GRS (pIJ()v

5~-~) 

305-01 

305-02 

(GRS 007&.
s~-04) 

305-03 

Letter of Credit Files. Consists of letters of credit,
signature cards, requests for payment and copies of 
Statements of Transaction, such as Standard Forms 224 
or equivalent forms. Arranged by state. 

Grant Voucher File. Consists of copies of billing 
forms, paid vouchers, document face sheets, outlay 
reports, and related correspondence. Arranged chrono-
logically by grant number. 

SECTION 5. PAYROLL FILES 

Time and Attendance Report Files. Copies of attend-
ance and leave records used to process payroll and 
maintain official leave records. 

a. Copy used to prepare and process payroll. 

b. All other copies. 

Payroll Distribution Report Files. Computer printouts 
from the payroll office showing pay information in 
detail by block and cost reports. Arranged by payroll 
block. 

Payroll Differential Approval and Authorization Files. 
Copies of approved requests for overtime, compensatory 
time, holiday, and premium pay with similar and 
related documents. 

Cut off at close of fiscal year. 
Hold 3 years and retire to FARC. 
FARC will destroy in accordance 
with GAO ;r1~i(c<--leJ.instructions,tt.s iM 
G0'Ytem\ R~rJs S~-e rc/lclJ (I) -I- &1 (c.,{.;l ) 

Cut off at close of fiscal year. 
Hold 3 years or until volume war-
rants and retire to FARC. FARC 
will destroy in accordance with 
GAO instructions,~>~~~t~lh
~I R€£crrJ.s $d..~
 

(,Ike!) ....~f 16t(:l-)
 

Cut off at close of fiscal year. 
Destroy after GAO audit or 3 
years after cutoff, whichever is 
sooner. 

Cut off at end of pay period 
Destroy 6 months after cutoff. 

Cut off at close of fiscal year. 
Destroy 2 years after cutoff. 

Cut off at close of fiscal year. 
Destroy 1 year after cutoff. 



IT 01 NUMnrR DESCRIPTION OF RECORUS	 DISPOSAL INSTRUCTIONS 

305-04 Personnel Action Notification Files. Consists of copies Cut off at close of fiscal year. 
of Standard Forms 50, Notification of Personnel Action, Destroy after GAO audit or 3 years (G~~J::.) used to prepare and process payroll system. Arranged after cutoff, whichever is sooner. 
as appropriate. 

305-05	 Payroll Deduction Files. Consists of copies of docu- Cut off upon separation of 
ments used to input employee deductions to the payroll employee or supersession.
system. Includes deductions for insurance, retirement, Destroy 3 years after cutoff. 
bonds, and savings allotments; and certificates for 
withholding of Federal, State, and city taxes. Arranged
by type of deduction. 

305-06 Tax Report Files. Consists of reports, such as IRS Cut off at close of fiscal year. 

(G~S .2/ Form H-3 and similar forms, which show the amounts Destroy 4 years after cutoff. 
...... withheld for Federal, State, and city income tax and/~~-oJ)W 
N	 social security. Includes related correspondence.

Arranged chronologically by tax. 

305-07 Income Tax Return Files. Consists of documentation on Cut off at close of fiscal year. 
((.,f? S <2-/ returns on income taxes such as IRS H-21 Forms and Destroy 4 years after cutoff. 

/86 1\ similar forms. Arranged chronologically by tax with-
5u-JL-o-tc-./ held. 

305-08 Retirement Report Files. Consists of copies of such Cut off at close of fiscal year. 
documents as Standard Form 2806, Individual Retirement Destroy) years after cutoff. (G~S Record, showing service history and fiscal records of 

c2/~/Cv )5{~-ok	 employees. Also includes Standard Form 2807 copies
 
used to transmit SF 2806 to the Civil Service Commis-
sion in the case of separated employees. Maintained
 
by payroll office. Arranged alphabetically.
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CI~PTER 4. GENERAL ADMINISTRATIVE SUPPORT RECORDS 

SECTION 1. EMERGENCY PREPAREDUESS FILES 

401-01 Emergency Preparedness Files. Case files consisting
of emergency operating plans which provide for con-
tinuity of agency operations and other background 
papers such as changes to plan, coordinated actions,
and other documents. 

..... 
LV 
LV 

a. 

bo 

Case files maintained by office responsible for 
preparation and issuance of plan, which includes 
record copy of plan. 

Copies of plans other than those maintained in 
the office of record. 

401-02 Emergency Test and Exercise Files. 

Consolidated or comprehensive reports
agency-wide results of tests conducted 
emergency plans. 

reflecting
under 

b. Other papers accumulated from emergency operations
tests such as instructions to participa11ts, staff 
assignments, messages, tests of communications and 
facilities, and copies of reports. 

SECTION 2. CO~muNICATIONS FILES 

402-01 Telephone Directory Files. Correspondence, forms, and 
other records relating to the compilation of telephone
listings and directories. (NOTE: Retain one copy of 
each published directory in accordance with item 
703-01.) 

~rmaReftt. Cut off when super- ~;t5 

-r/qj7?seded or obsolete. Hold 3 years 
or until volume warrants and ;'J~{19'retire to FARC. l>es~ 10 yrs. afIer 

c..\A.t-oFP,Destroy when superseded or 
obsolete. 

Permanent. Cut off at close of 
fiscal year in which test is 
completed. Hold 2 years and 
retire to FARC. Des~ 10 ~\",;.df'<le.r. 

Cut off at close of fiscal year
in which test is completed.
Destroy .aite\:" 3 years~ c("l..tof'f, 

Destroy 3 months after issuance 
of directory. 
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403-05 

Original Message (Facsimile) Files. Copies of incoming
and original authenticated messages maintained for 
locator purposes, transmission checks, evidence of 
receipt, and other administrative purposes. Includes 
documents produced on teletype or other hard copy
transmission equipment. Arranged chronologically. 

SECTION 3. HAIL, MESSENGER, AND DISTRIBUTION FILES 

Postal Cost Records. Files consisting of reports of 
mail samples taken to estimate cost of HCRS mailings.
Includes correspondence relating to sampling instruc-
tions, sample periods, and cost estimating techniques. 

Postal Receipt Records. File consists of Post Office 
forms and supporting papers such as receipts for 
registered and certified mail, insured mail, and 
special delivery receipts and forms, reports of loss, 

and related Arranged chronologically. 

etc. Arranged
of receipt, if 

chronologically
volume warrants. 

and thereunder by type 

Mail Control Files. File consists of statistical 
reports on volume of mail handled, production reports, 

papers. 

Messenger Service Files. File consists of daily logs,
assignment records and instructions, route schedules,
and similar papers. Arranged chronologically. 

Mailing Lists and Related Materials. Arranged as 
appropriate. 

a.	 Correspondence, request forms, and other records 
relating to changes in mailing lists. 

Cut	 off monthly. Destroy 1 year 
Bftel' eMtoff. w).,ell\.- .:l ~hs 

0101, 

Cut off at close of fiscal year.
Destroy 6 years after cutoff. 

Cut off at close of fiscal year.
Destroy 1 year after cutoff. 

Cut off quarterly. Destroy 1 year 
after cutoff. 

Cyt 9ff qMarLElly. Destroy 1 year
Wket-L OL ~s 

olct. 
1<."113 -t / q /7? 

Destroy after appropriate revision 
of mailing list or after 3 months, 
whichever is earlier. 
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c. Plate or stencil mailing lists. 

SECTION 4. PROPERTY AND SPACE HANAGEHENT 

Equipment Technical Manuals and Operating Instructions. 
Includes parts lists, installation and maintenance 
instructions. Arranged by vendor name. 

Employee Property Issue Files. Card files, such as 
DI-lOO's, documenting property and equipment charged 
out to personnel including employee receipts. 

Hanagement Property Report Files. Consists of computer
printouts and physical inventory documents pertaining
to controlled personal property. Includes master 
inventory printout with property number, property code, 
purchase voucher number, cost, location, and purchase
date. 

Excess Personal Property Files. Reports of excess 
personal property such as Standard Forms 120 and 
related papers. 

Board of Survey and Loss or Theft Files. Reports and 
other documents relating to the damage, loss, or 
theft of personal property. 

a. Reports involving pecuniary liability. 

Destroy individual cards when 
cancelled or revised. 

Dispose of plates or stencils 
when cancelled or revised. 

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

Destroy on return, transfer, or 
disposition of item provided item 
has been returned. 

Cut off when updated listing is 
received or after next complete
physical inventory is taken, 
whichever is sooner. Destroy 1 
year after cutoff. 

Cut off at close of fiscal year. 
Destroy 3 years after cutoff. 

Place in inactive file at comple-
tion of final action. Cut off 
inactive file at close of fiscal 
year. Hold 3 years or until 

404-05 



ITU1 
NlJMI1ER	 DESCRIPTION OF RECORDS 

b. All other reports •. 

404-06 Space Allocatiori and Utilization Files. Documents
 

(GR.S il created or maintained by offices responsible for the
 
allocation, use, and release of building space.
Jev )sCw>\R..- o-k	 Included are requests for space, records of assignments,
reports, surveys, records used for internal space
planning, requests for adjustments, space layouts and 
floor plans, and related papers. Arranged by location. 

404-07	 Space Reporting Files. Documents relating to reporting 
agency space requirements and holdings. Arranged by
report type and thereunder chronologically by location. 

Reports submitted to General Services Administra-
tion. 

(GRS IIjab(i2.) b. Other reports and related papers.
~~-"··9 

404-08 Hork Requests for Building Haintenance. Request forms 

(GRS {(/~) or work orders for building maintenance work. Arranged
SI>~-rr!J by work order number. 

404-09	 Parking Assignment Files. Consists of records relating
to the assignment of official parking spaces. Includes 
register of assigned spaces, parking applications, car 
pool information, pending applications, and related 
correspondence. 

DISPOSAL INSTRUCTIONS 

volume warrants and retire to FARC. 
Destroy 10 years after cutoff. 

Place in inactive file at completion
of final action. Cut off inactive 
file at close of fiscal year.
Destroy 3 years after cutoff. 

Cut off at close of fiscal year in 
which assignment is terminated, lease 
cancelled, or when plans are super-
seded or obsolete. Destroy 2 years 
after cutoff. 

Cut off at close of fiscal year.
Destroy 2 years after cutoff. 

Cut off at close of fiscal year.
Destroy 1 year after cutoff. 

Cut off after work is performed or 
requisition cancelled. Destroy 3 
months after cutoff. 

Destroy when revised parking assign-
ment is prepared or when obsolete, 
whichever is sooner. 
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404-10 Key Control Files. Documents relating to the accounta- Cut off after turn-in of key. For 

(r..R~ 115/ bility for keys issued. Arranged as appropriate. areas under maximum security,
destroy 3 years after cutoff. For

IS~-oi) other areas, destroy 6 months 
after cutoff. 

404-11 Visitor Control Files. Registers or logs used to Cut off at close of fiscal year
( css I~/ record names of visitors, such as outside contractors, or after final entry in register,

service personnel, vendor's representatives, and as appropriate. Destroy 2 years 
f& >w;t) visitors.	 after cutoff. 

SECTION 5. MOTOR VEHICLE FILES 

Motor Vehicle Operator Files. Documents relating to Cut off at close of fiscal year in 
individual employee operation of Government-owned which operator is separated,
vehicle, including driver tests, authorization to use, transferred, or upon rescission of 
safe driving awards, violations, and related corres- authorization to operate Govern-
pondence. ment vehicle. Destroy af~eF 3 

years Q M~	 ~,! " 

405-02	 Motor Vehicle Assignment Files. Copies of GSA 1152, Cut off at close of fiscal year in 
Motor Vehicle Assignment Receipt, requests to GSA for which vehicle is returned to GSA. 
assigned vehicles, and related papers and correspond- Destroy I year after cutoff. 
ence. 

405-03	 Motor Vehicle Accident Reports. Records relating to Cut off at close of fiscal year in 
motor vehicle accidents. which case is closed. Destroy 6(;~-Il)	 years after cutoff. 

405-04	 Motor Vehicle Operating and Maintenance Files. 

(G~~_OI;) a.	 Operating records including those relating to oil Cut off monthly. Destroy 3 months 
and gas consumption, dispatch, and scheduling. after cutoff. 

b.	 Maintenance records, including those related to Cut off at close of fiscal year. 

service and repair. Destroy 1 year after cutoff. 
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DESCRIPTION OF RECORDS 

SECTION 6. TRAVEL AND TRANSPORTATION 

Travel Authorization Controls. Registers, Log Sheets, 
or similar documents created to control and record the 
assignment of document numbers to employee travel 
authorizations. 

Employee Travel Files. Documents concerning official 
travel of individual employees. Includes copies of 
employee requests for travel; travel authorizations;
training authorizations involving travel; requests for 
advance of funds; and similar papers. Arranged alpha-
betically by employee. These files are maintained 
for administrative purposes by unit responsible for 
providing travel services. See item 302-01 
for employee travel files maintained for accounting 
purposes. Employee travel authorizations in other 
offices should be maintained in the non-mission sub-
ject files and destroyed in accordance with item 

Passport Files. Requests for passport actions, notifi-
cation of passport services, receipts, clearances, 
action control cards, correspondence, and related 
papers generated in obtaining passports for employees
performing official foreign travel. Files are main-
tained by the office responsible for securing passports
and visas. Arranged alphabetically by name of employee. 

Transportation Request Accountahility Records. Records 
documenting the issue or receipt of Government Trans-
portation Requests. 

Bill of Lading Register Files. Registers used to 
account for Government Bills of Lading. 

DISPOSAL INSTRUCTIONS
 

Cut off at close of fiscal year
after entry of final document 
number. Destroy 3 years after 
cutoff. 

Cut off at close of fiscal year.
Destroy 3 years after cutoff. 

Destroy when employee is separated,
when passport has expired without 
request for renewal, or when revoked,
whichever is earlier. 

Destroy 1 year after all entries on 
the records are cleared. 

Destroy 3 years after final entry on 
the register. 
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406-06	 Bill of Lading Files. Government and commercial bills
 
of lading and supporting papers. Maintained for admin-
istrative purposes. (For bills of lading maintained
 
for accounting purposes, see item 302-03)
 

Cut off at close of fiscal year. (G~S9/1(>.) a. Issuing office copy.
~-,y{	 Destroy 3 years after cutoff. 

Cut off at close of fiscal year. (GR.S 9/11:, b. All other. offices. Destroy 1 year after cutoff>~-~) 
Cut off at close of fiscal year in406-07	 Freight Claims Files. Over, short, and damaged which the case is closed. Destroyreports or similar records and supporting documents.

(G~S 9/~	 3 years after cutoff. 
S~-~ 



ITEM 
rIU~1O[R DESCRIPTION OF RECORDS 

CHAPTER 5. PROCUREMENT AND CONTRACTING RECORDS 

500-01	 Vendor Reference Haterials. Documents listing sup-
plies and services offered by vendors. Includes cata-
logs, brochures, pamphlets, mailing lists, and similar 
material. Arranged by vendor name. 

500-02	 Procurement Registers. Registers maintained to record 
and control the assignment of numbers to contracts, 
purchase ord~rs, invitations to bid, interagency 
agreements, requisitions, and similar type documents 
and to record other data relative to processing of 
procurement actions. 

500-03	 Contract or Purchase Transaction Files. Consists of
 
documents relating to the initiation, administration,

negotiation, award, inspection, testing, acceptance,

and payment of purchase transactions. For purchase
 
transactions dated after July 26, 1974. Arranged by
 
type of instrument and purchase order number.
 

a.	 Purchase orders or comparable instruments for 
more than $10,000 maintained in issuing office. 

b.	 Purchase orders or comparable instruments for 
amounts of $10,000 or less maintained by issuing 
office. 

c.	 Purchase order working files maintained by
operating offices. 

DISPOSAL INSTRUCTIONS 

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

Cut off at close of fiscal year in 
which final entries are made on 
all procurement action entered 
for that year. Destroy afLt: 6 
yearsJ\~ ,oYkr c~f, 

Place in inactive file when final 
payment is made. Cut off inac-
tive file at close of fiscal year. 
Transfer to FARC 2 years after 
cutoff. Destroy 6 years and 3 
months after cutoff. 

Place in inactive file when 'final 
payment is made. Cut off inactiv{
file at close of fiscal year. 
Destroy 3 years after cutoff. 

Place in inactive file when 
final payment is made. Cut off 
inactive file at close of fiscal 



-- -
ITEM 

NU~1BrR DESCRIPTION OF RECORDS	 DISPOSAL INSTRUCTIONS-----~--------------------------------------4_------------------------~
year. Destroy 2 years after 
cutoff. 

500-04 Bidder Records including records of qualified or dis- Destroy when canceled or superseded,

(GR53/ qualified bidders, bidders mailing lists, bidders or when company is removed from
 

list applicat:lons such as SF-l29 and other similar qualified bidders list or similar
~~-#) or related papers.	 record. 

Bid Fjles. Case files of bids received from prospec-
tive contractors for various supplies, equipment, and/
 
or services.
 

(GR~~~ a. Successful Bids.	 File in official contract or pur-
chase transaction file.
 

b. Unsuccessful Bids.	 G\it 6££ at end of H-seal~ RrBwa-ich deR4:-ed. Ho~- -,jor/77retire te FARG~ ~e9tr6' 6 years---
after cut:off. frf.e.. IYJ oH';c"tc, I t.f£Ilf

CC71-'tT<'CAQ-1- or r-c<-\-chCt.>e. -+Y-&V\I\s.~ ,/zotn
~jle . 500-06	 Unsolicited Proposal Files. Consisting of individual
 

and outside contractor's unsol:lc:ltedproposals and
 
supporting papers; HCRS findings and evaluations;

acknowledgement receipts; denial information; and
 
other related papers.
 

a.	 Awarded. Place in official contract or pur-
chase transaction case file. 

(GI<.S 3~a.., b. Rej ec ted ,	 Cut eff at ejLd of fiscal year in RTt3lJ)	 uhicl:l.denied. Dfil!il~{)Yafter 1 year. 7/"117,/File c .. oFfic,4-1 COlAtrtLd- Cs....bJec+-500-07	 Interagency Agreement Files. Files which reflect for- Or' P LVV'ckec So e. ~ 5; a.-d :Q.->.v ~\ \ e.... 
mal agreement with another Federal entity to perform ~~e

wi<~services on a reimbursable basis. Documents include	 Vt~ . 
~ .__ ~ ~ ... /trve~jG!€<;;. '-1, 



DESCRIPTION OF RECORDS	 DISPOSAL INSTRUCTIONS
 

original copies of pre-award data such as contract 
status control; request for contract action; basic 
interagency agreement and subagreements; modifications 
and supporting papers; cost estimates and related 
data; voucher transfers between appropriations or 
funds; vouchers and schedules of withdrawal and 
credjts; technical, financial, and other reports;
press releases, information bulletins, and related 
papers. Arranged by agreement number. 

a.	 Official copy maintained in issuing office. 

b.	 Agreement working files maintained by requesting 
or monitoring office. 

Certified Invoice Files. Consists of retained copies500-08 of documents related to small purchases for which no 
purchase order has been issued. Includes authoriza-
tion, invoice, receipts, and supporting documents. 
Maintained	 by certifying office. Arranged by vendor. 
See	 item 702-04 for dIsbursing office copies of these 
documents. 

500-09	 Recurring Services Invoice Files. Consists of 
retained copies of paid monthly invoices, primarily 
from GSA, for recurring services such as motor pool
services, GSA self-service store purchases, tele-
communications and commercial telephone services, 

Place in inactive file when final 
payment is made. Cut off inact-
ive file at close of fiscal year. 
Hold 2 years or until volume war-
rants and retire to FARC. Destroy
6 years after cutoff. 

Place in inactive file when 
agreement is completed. Cut off 
inactive file at close of fiscal 
year. Destroy 2 years after cut-
off. 

Cut off at close of fiscal year. 
Destroy 3 years after cutoff. 

Cut off at close of fiscal year. 
Destroy 3 years after cutoff. 



ITH1 
NUM[H~R DESCRIPTION OF RECORDS	 DISPOSAL INSTRUCTIONS 

and printing and duplicating services performed by
the GSA centralized printing facility. Includes 
copies of	 invoices, vouchers, and related receipts
and other	 papers used in verifying invoices/vouchers
for certification. Arranged by type of service and 
thereunder	 by billing period. Maintained by certi-
fying officer. See item 702-04 for disbursing
office copies of these documents. 

500-10	 FEDSTRIP Requisition Files. Includes copies of requi-
sitions, such as GSA Form 344, and related documents 
showing evidence of issue, delivery, and receipt of 
equipment and supplies. Arranged by Julian date. 

500-11	 Contract Honitoring Case Files. Horking files main-
tained by offices and program-project monitors respon-
sible for administering or monitoring HCRS contracts 
and interagency agreements. Case papers include 
duplicate copies of documents found in contract or 
interagency agreement case files and additional back-
up materials such as notes and working papers concern-
ing contractor activities; evaluation of contractor 
proposals, submissions, and reports; copies of corres-
pondence concerning subcontractor activities; and 
routine correspondence pertaining to administering the 
individual contract or interagency agreement.
Arranged by contract number. 

Cut off upon completion or cancel-
lation of requisition. Destroy 6 
months after cutoff. 

Cut off at close of fiscal year in 
which final payment is made. Hold 
2 years or until volume warrants 
and retire to FARC. Destroy 6 
years after cutoff. 

_______ .__ .__ 4-	 ~------------------------ .. 



ITEM 
NUI'1BER DESCRIPTION OF RECORDS DISPOSAL INSTRUCTIONS --------~--------------------------------------------~----------------------------~
 

CHAPTER 6. PERSONNEL MANAGEMENT RECORDS 

SECTION 1. GENERAL PERSONNEL PROGRAM FILES 

601-01 Official Personnel Folders. Documents accumulated to 
provide an official record of personnel actions per-
taining to an employee's status and service. The 
Federal Personnel Hanual specifies the documents 
required for inclusion in official personnel folders. 

(GI?.S lIMy
S~-~) 

a. Folders 
agency. 

of employees transferred to another Follow instructions in FPM. 

I-' ~ 
LI1 {G:d~j b. Folders of separated employees. 

601-02 

(GRS 00 .... 
SWrAlL - 01..J 

Temporary Materials in Official Personnel Folders. 
Material maintained as temporary records on the left 
sjde of the Official Personnel Folder in accordance 
with the Federal Personnel Manual. 

Transfer folders of employees to 
inactive file in accordance with 
instructions in FPM. Transfer 
folders to National Personnel 
Records Center (Civilian), III
Hinnebago Street, St. Louis, MO
63318, 30 days after separation
except as provided in the FPM. 

wh~ DIet Destroy ~ 1 yearAor upon 
transfer (except in a transfer of 
functions) or separation of 
employee, whichever is sooner. 

601-03 

(~~_If!J 

601-04 
(GRS I/il:. 

Sc..-£..- o-f...) 

Employee Service Record Card Files. Consists of Ser-
vice Record Cards, Standard Form 7 or its equivalent, 
which provide a comprehensive record of the pay and 
personnel history of an employee. Arranged as appro-
priate. 

Personnel Statistical Reports. Records created in 
the preparation, coordination, and consolidation of 

Place in inactive file after 
transfer or separation of employ-
ee. Cut off the inactive file 
at close of fiscal year. Destroy 
~ 3 years~~. 

Cut off at close of fiscal year. 
Destroy aftfil=- 2 years~ ~C 

\ 



ITEM 
NUMBER DESCRIPTION OF RECORDS DISPOSAL INSTRUCTIONS 

601-05 

601-06 

(G.RS 1/~
S~-uk) 

601-07 

regular and special personnel reports to the Civil 
Service Commission (CSC). Included are reports on 
Federal civilian employment, acquisition of handi-
capped persons, and geographical distribution of 
employment; biennial reports on occupations; other 
comparable reports; and related papers. Arranged
chronologically by type of report. 

Employee Locator Files. Consisting of information 
such as: name, social security ntmber, submission date 
current residence address, emergency locator informa-
tion and office address, telephone numbers. 

Employee Record Cards. Used for informational pur-
poses outside personnel offices, such as Standard 
Form 7-B • 

Operating Office Personnel Records. Unofficial work 
folders maintained by supervisors or administrative 
officers having personnel management responsibilities; 
e.g., authority to request or take a personnel action,
such as recruitment, promotion, evaluation, or dis-
ciplinary action. Consists of information and cor-
respondence pertaining to requests or plans for 
changes in assignment, resume of pertinent experience
and education, performance appraisals, training or 
career development plans, and other records of this 
type which are necessary to perform officially
required personnel management functions. Does NOT 
include duplicates of papers in official personnel
files such as notifications of personnel action and 
SF 171, Personal Qualifications Statement. 

Destroy when superseded or obsolete. 

Destroy upon separation of employee. 
,0£ fOl"\lanl to reee:i:l1ins agency if -
em~loyee traasfers. 

Review files periodically to 
destroy documents which have 
been superseded or are no longer
applicable. Upon transfer of 
employee within HCRS, forward to 
gaining office. Upon separation or 
transfer outside HCRS, forward to 
appropriate personnel office for 
possrDle inclusion with the offi-
cial personnel file. 
NOTE: Files of employees of the 
Historical American Building Survey
which may be needed for certifica-
tion by a orofess4¥nal architect;

\)~ ~b \~re.- ~ maya fit nee OF 10 years after 
separation of the employee. 



~	 ,~~-- ~r- ~ 

ITEM 
NU~1OER DESCRIPTION OF RECORDS	 OISPOSAl INSTRUCTIONS 

SECTION 2. EMPLOYMENT FILES 

602-01	 Appointment Files. Correspondence, letters, and tele-
grams offering appointments to potential employees.
 
Arranged alphabetically by name.
 

a.	 Accepted appointments. 0.. File en left! 1'I~de of offie-i:sl 
p8£SBftne: fold~i. 1>e~+r~ I 

1m VYI ettl'cJe. ~. 
b.	 Offers of appointments declined by individuals 1. Return to CSC with reply and 

whose names were received from CSC certificates of application.
eligibles. 

[GR5 1/ J.{ U/ c • Ml 6thef' deeHned.-re.-n~o('~ 6(' e~ee.rteol.. c. File inside application appoiftt!4ftePlt8-' and de-
S~~) ~~?\lCK~~ stroy in accordance with item 

602-02b. 
I'C;RS	 rlr" (3) A 1\ o+he.1'5. 
l's,.,.,.'-M-.)602-02	 Applications for Employment. Documents accumulated in
 

receiving applications, conducting interviews, checking

references, making selections, and requesting placement
 
of applicants qualified and available for employment
 
or determining that an applicant is not qualified,

declines, or will not be selected for other reasons.
 
Included are applications, qualification rating sheets,
 
applicant referrals for interviews, and related papers.
 

File on right side of officiala.	 Successful applications. personnel folder if individual is 
employed. Place files of unsuc-
cessful applicants in inactive 
file 

b. Pending or unsuccessful applications.	 Cut off at close of f~a~~r. 
Destroy ~ 2 yearsAor upon 
receipt of CSC report of inspec-
tion, whichever is earlier, pro-
viding the requirements in the 



ITEM 
NUMBER 

602-03 

602-04 

(GRS I/S
~-&4>. ) 

602-05 

(GR,5 (/t'f~
~~) 

602-06 

DESCRIPTION OF RECORDS
 

Letters of Reference and Pre-Employment Credit Report
Files. Correspondence and other documents regarding
employment suitability. Includes letters to and 
replies from previous employers, personal and charac-
ter references, retail credit checks, etc. 

a. Accepted applicants. 

b. Rejected applicants. 

CSC Certificates. Documents accumulated in obtaining 
from the Civil Service Commission lists of certifi-
cates of eligibles from established registers and 
reporting on action taken on certificates. Included 
are copies of requests for certification, certifi-
cates of eligibles, statements of reasons for passing 
eligibles, and related papers. 

Notification of Personnel Action Files. Copies exclu-
sive of those in Official Personnel Folders accumulated 
to provide a record for inspections, statistics, refer-
ences, preparation of reports, etc. Arranged chrono-
logically and maintained by personnel office of HCRS. 

Vacancy Announcement Files. Consists of record copies
of vacancy announcements maintained by servicing Per-
sonnel Offices. Also contains a listing of offices 
contacted relative to the vacancy, their comments,
telephone number, and date; justification for filling
the position; SF-171, Application, with attached 
supervisory assessments; certificates of best qualified
applicants; and letters to nons elected applicants. 

DISPOSAL INSTRUCTIONS 
Federal Personnel Manual are 
observed. 

File in plain manila envelope on 
left side of official personnel
folder and destroy in accordance 
with 601-01. 

File inside application and destroy 
in accordance with 602-02b. 

Cut off at close of fiscal year. 
Destroy ~ 2 years~ cujo~, 

Cut off monthly. Destroy after 2 
years ~ cuclcfP ~ 

Cut off at close of fiscal year in 
which announcement closeso Destroy
2 years after cutoffo 



ITEM 
Nu~mER DESCRIPTION OF RECORDS 
602-07 Reduction-in-Force Files. 

Retention Registers. These are lists or printouts
prepared before reduction-in-force for each com-
petitive level affected by the reduction. Arranged
chronologically. 

b.	 Work Cards. Used in compiling retention registers. 

c.	 Notice to employees and related papers. 

Employee Examination Records.602-08 

a.	 Completed Test Haterials. These consil:>tof test 
booklets in which answers have been recorded 
and results recorded on test or qualification
records. 

b.	 Test Record of Individual Employees. This is a 
record shouing all test scores attained by an 
employee and is maintained on the right side of 
his official personnel folder. 

SECTION 3. EHPLOYEE PERFORMANCE AND UTILIZATION FILES 

Incentive Awards Case Files. Records documenting an603-01 
(GI< S (lcu(J) employee suggestion or superior performance award. 

s~-d-) Arranged chronologically. 

Incentive Awards Report Files. Awards program
reports, including copies of feeder reports prepared 
within HCRS and copies of summary reports to Civil 

~------~----	 -&Service Commission. 

DISPOSAL INSTRUCTIONS 

Cut off at close of f~~.~~~. 
Destroy ~ 2 year~ or, l~~n 
appeal or court case"!s pending, 
destroy after the case is 
resolved, whichever is later. 

Cut off when retention register
is completed. Destroy after 6 
months~ ~ 

One copy is placed in official 
personnel folder of employee. 

Follow appropriate Civil Service 
Commission regulations. 

Follow instructions in the FPH. 

Cut off upon close of fiscal year 
Destroy e£teI 2 years~ ~; 

Cut off at close of fiscal year. 
Destroy ahel"d cusfoff:.years.o..Pk.r

-4 

http:years.o..Pk


ITEM 
NUMBER DESCRIPTION OF RECORDS 

603-03 

(GIl. 5 Jj~~f</ 
, 5~-t-J.) 

603-04 ./ 

Certificates of Performance Rating. Excludes 
filed in official personnel folders. 

Performance Rating Appea] Files. Consist of 
of of his 

copies 

copies
employee's appeals performance rating,('~:m(~jcopies of decision rendered and other material per-

taining to the case. Arranged alphabetically by
employee name. 

SECTION 4. POSITION CLASSIFICATION 
AND JOB EVALUATION FILES 

604-01 Position Description Files. Documents which describe 
duties, responsibilities, and supervisory re1ation-

(GRS f/7/,(U ships of each position wf.t h Ln the organization. These 
...... ~~~_~)
1JI 
o 

604-02 

(G~S r/1:.
(I) (e;..)

s~-ct) 

include copies of position descriptions of General 
Schedule and Wage Board positions, position description
amendments, certifications, checklists or fill-in 
descriptions, mUltiple or standard descriptions, and 
related papers. Papers in this series are maintained 
by the personnel office. Office copies of position
descriptions are covered by schedule __ • 

Position Classification Surveys. Documents created by
performing systematic examination of the essential 
aspects of all positions and position design and 
structuring within an area. Included are position 
survey reports, records of classification surveys,
position review certifications, Whitten Amendment 
review papers, recommendations, and related papers. 

DISPOSAL INSTRUCTIONS 
Cut off at close of fiscal year.

Destroy ~hey 2 yearso.Be.r c.c;.:h,.ff':
 

Cut off at close of fiscal year
in which final decision is made. 

Destroy 3 yea~after final action 
on case. 

Place In inactive file when position
is abolished or superseded. Cut off 
inactive file at close of fiscal 
year. Destroy after 5 years • 
Descriptions which may be of con-
tinuing va1ue.may be retained as non- ~ 

n '7/0record reference b~ J.eS+!"04~:x...material)-I-o ' 
wheM- VlO \~e..r n~ecl.e.t h.r rJ~e.. 

Cut off at end of fiscal year fol-
lowing completion of subsequent sur-
vey of each unit. Destroy 3 years
 
after cutoff or 2 yea~s after 

. wltrcJ.~v~,. IS Srxn;1er,1ar 1nspectionA~urveys wn1ch 
be of continuing value can be 
taifte~as nonrecord reference 
ria1.w~(U,-1'10 \~er nee.:kt h" 

regu-
may, n 

~~E ~ 

mate-
refu€.?1Ce ~ 

http:c.c;.:h,.ff


ITEM NUMBER 

605-01 

I-' 
Ln 605-02 
I-' 

(~,:J(~ 

• 605-03 

\~j) 

. ' 

DESCRIPTION OF RECORDS 
SECTION 5. EMPLOYEE RELATIONS AND SERVICES FILES 

Appeals and Grievances Files. Files related to review-
ing, hearing, and disposing of employee grievances and 
appeals of adverse pe~~onnel actions and disciplinary
measures;r~h~~~ ~~f~lfe material pertinent to indivi-
dual employees but not necessarily filed in the offi-
cial personnel folder, such as reprimands, employee
appeals of disciplinary actions, summaries and trans-
cripts of he~rings, designation of committee members,
committee reports, Civil Service Commission (CSC) re-
ports, and related papers. Arranged alphabetically by
employee name. 

Employee Financial Statement Files. Files for outside 
employment and financial interest and related papers.
Arranged alphabetically by employee name. 

Employee Interview Files. Documents which record
 
counseling interviews, results of action taken, and
 
separation interviews, Arranged alphabetically by

employee name.
 

Discrimination Complaint Case Files. Documents cre-
ated in investigating or requesting the investigation
of formal and/or informal complaints of discrimination 
by employees of, and applicants for employment ldth, 
HCRS; resolving complaints; recommending or directing
corrective action; and reporting information on the 
processing and disposition of each case. Included 
are copies of complaints, investjgation reports,
hearing transcripts or summaries, and related papers. 

• 

DISPOSAL INSTRUCTIONS 

Destroy in_agency 3 years ~fter 
case is clo~ed. {''''S1j.3la.. s_~t.~ 

b. Adverse Action Files (5 CFR 7§~ 

)	 Destroy in agency 4 years after 
case ie closed. ('riR.l> i/S/v] ~ 

-"-~I.t.,..~: I 

',;; 

Cut off at close of fiscal year
in which employee leaves a posi-
tion for which a statement is 
required or when the employee

leaves HCRS or statement is
 
superseded, whichever is earlier. 
Destroy ~ 2 years~ ~-f', 

Cut off at close of fiscal year
in which employee is transferred 
or separated. Destroy ~teF 6 
months p~ <:.tJ..cPF, 

Cut off at close of fiscal year
after final decision. Hold 1 
year and retire to FARC. Destroy
4 years after cutoff. 



----------~.-----------------------------------------------------------~--------------------------------------~
I TEt, 
NUMnFR DESCRIPTION OF RECORDS	 DISPOSAL INSTRUCTIONS~-------~--------------------------------------------------~---------------------------------1
 
605-05	 Health Insurance Files. 

a.	 Health Benefits Registration and Notices of Change 
in Enrollment Status Form, signed originals.
Arranged alphabetically 

b.	 Transmittal and Summary Report to Carrier, showing 
number of employees covered, added, dropped, etc. 
Arranged chronologically. 

605-06	 Health Record Case Files. Files contain correspond-
ence, reports, forms, and other papers documenting 
employee medical history. Arranged alphabetically by 
employee name. 

...... a •	 Pre-employment physical examination, Health 
In 
tv	 Qualification Placement Records, disability retire-

ment examination, and fitness for duty examination. 

b.	 All other papers. 

SECTION 6. EMPLOYEE TRAINING FILES 

606-01	 Individual Employee Training Files. Case files con-
taining applications for training, authorizations, 
schedules, reports of progress or attendance, and 
related documents reflecting the training of individual 
employees. Arranged by office and thereunder alpha-
betically by employee name. 

606-02	 Training Report Card Files. Training achievement rec-
ords and cards showing history of individual employees.
Arranged alphabetically by employee name. 

Cut off at close of fiscal year in 
which employee is separated. 
Destroy sfter 4 years ~ cu..+cff', 

Cut off at close of fiscal year. 
Destroy ~ 4 years.~ ~, 

Upon separation, place in a sealed 
envelope and file on right side of 
official personnel folder. Destroy
in accordance with item 601-01. 

Place in separate folder on separa-
tion. Destroy 6 years after sep-
aration. 

Cut off at close of fiscal year in 
which training is completed. 
Destroy ~ 5 years~ ~Pf', 

Destroy individual record upon
separation of employee. 



ITEMNUMOER DESCRIPTION OF RECORDS	 DISPOSAL INSTRUCTIONS 

606-03	 Training Report Files. Consist of documents reflect-
ing actual training progress and accomplishments.
Along with directly related papers, this file includes 
Quarterly, Semi-annual, or Annual reports of training
accomplishments, summary reports, special training
reports; ADP listings and reports of employee train-
ing; study reports; and coordinating actions. Main-
tained in HCRS Headquarters Office. 

606-04	 Tuition Assistance Files. Documents reflecting indi-
vidual employee participation in the tuition assist-
ance program. Included are requests for and approvals 
or disapprovals for tuition assistance, college
transcripts, grade reports, and related papers.
Arranged by office and thereunder alphabetically by
employee name. 

606-05	 Career Development Files. Documents maintained on 
individual employees to record planned career prog-
ression and training courses. Arranged by employee 
name. 

SECTION 7. SECURITY CLEARANCE FILES 

Personnel	 Security Clearance Case Files. Documents 
relating to investigations of personnel employed by 
or seeking employment with the Government, or whose 
relationship with the Government requires a security
clearance, but exclusive of copies of investigative
reports and related papers furnished to HCRS by inves-
tigating agency for which maintenance and disposition
instructions are provided in Chapter 1-2 of the 
Federal Personnel Manual. Arranged by case number 
or alphabetically by applicant's name. 

Cut off at close of fiscal year.
Destroy 5 years after cutoff or 
after Civil Service Commission 
review, whichever is sooner. 

Cut off at close of fiscal year
in which course is completed or 
2 years after date of last action 
if completion is unknown. 
Destroy 8Ft!ef"o 3 years~~, 

Cut off when employee transfers 
or terminates. Destroy 6 months 
after cutoff. 

])ht{)!:pj Jtof ~o/'l-ucl af-<:..f'Iti.s 

--H~ I tAnfi! et. re v ls)o-ev 6-f-
c;.eS 13) ~ ""31 (S ti.tlrOl/e£;-
a.+tlt()~ fit tin rPJl1~ 13ttl/ef-;,r", 
Federal tl'lfU1(!/eJ Sh"t(Ic;i. st(~?~ 
p{j5j?osa/ 0;: "/IJe>e r!~cl/'As, 

- GSIJ. i3ttl/etfA._
F?JI/2 /3,805/ 
l<zjtS-/7S 

/(:r8 

7/'1177 

1t{7'1 



ITEM 
NUMBER DESCRIPTION OF RECORDS DISPOSAL INSTRUCTIONS 

607-02 
r \\ 

(GAS 1'6'/.J;) 

608-01 

\ 

rersonnel Security Clearance Status Files. Records 
maintained to show the security clearance status of 
individuals. Records may be in the form of lists, 
rosters, or cards. 

SECTION 8. LABOR NANAGEMENT RELATIONS FILES 

Labor Management Relations Files. Consists of corres-
pondence, reports, directives, and related materials 
pertaining to the relationship between management of 
HCRS elements and employee unions or other groups.
Includes petitions for recognition, election plans,
lists of employees eligible to vote and participate;
certification of election results; and notices of 
recognition and denial or Hithdrawa1 of recognition. 

..... fIoItr",. 

C\:lt aff usea S\:lflerseded,--ob£o-1e.te.,-
6Y 6ft tY6ftsfer sr sCflaratioR of 
relates indi~idyal. De~roy 2 
years after C\:ltaff. 

Dls\?,o~C'-t \,\0+ ~orl-z.eot cd- %150 'HV'1i?; ~ f1:
 
\..lvrhl 0.. ,ev:s,I'(h,(,.. cF- GRS 18/..1:~ ~4 "'f~{1't

IS a.ypr"veet 4 tl"'l'10VC1llC"'&:' ~ "- F(>}1i
 
BlAlle-t."t reJem\ t:tCle-ue1es .s-j,c;~lol SU.~P€ J.
 
ol~}ro:>'/( of ~ese recC'r-J~.
 - cs» 13 IA. \\d,,,, 

FP,ltR. (3-iS 
\~/1~17S1 

http:S\:lflerseded,--ob�o-1e.te


.> 

ITEr~ NlII10EH DESCRIPTION OF RECORDS	 DISPOSAL INSTRUCTIONS~-------~------------------------------------------------------~---------------------------------i 
a.	 Office negotiating agreement. Cut off at close of fiscal year

after termination of recognition.
Hold 2 years and transfer to 

i<f1?,FARC if volume warrants. Destroy 
~	 Jtt'f years after cutoff. 7)q/79 

EXCEPTION: If a terminated vm~ 
recognition is renewed before the 7/zo{7Cf 

~~ year retention period expires,
bring documents forward to cur-
rent file. 

b.	 Other offices. Cnt off at c16se sf fiscal yea~
in uRich recognH:i61L if! denied or 
teflftinated. Destroy 5 yeats
Bfter cutpff. De~ wh~ 
S1>ersec\ecL 6. obs()Ie:t12" 

608-02 Labor Negotiation Files. Documents relating to con- Cut off at close of fiscal year
tract negotiations between HCRS elements and labor in which recognition is termin-

(GI?S jJ'tPo) organizations. Includes contract proposals and ated. Hold'2 years and retire to 
0*.	 counter-proposals; correspondence with mediating FARC if volume is sufficient. 

bodies; records of negotiations; drafts and approved Destroy~years after cutoff. 
agreements; minutes of advisory committee and special EXCEPTION: If a terminated 
consultation meetings and other related documents. recognition is renewed before the ;<:1'$ 
Maintained by office responsible for negotiating ~~year retention period expires, 7/-;/77 
agreements. bring the documents forward to "tI1.fi current file. 7/2-0[79 



ITEM Nur·mER 

701-01 
(GRS fJlprt:t

P">: .d 
lJ€f-f· /l!II~) 

701-02 

(G~S 11/ 
.:l.1 ,\
.s~-oL/ 

701-04 

701-05 

DESCRIPTION or RECORDS 

CHAPTER 7. INFORMATION, PROGRAH PROMOTION,

AND PUBLICATION RECORDS
 

SECTION 1. PUBLIC INFORMATION FILES 

Privacy Act Records Systems. Records created in 
reviewing records systems and submitting requests for 
clearances and annual reports. Haintained by HCRS 
Privacy Act Officer. Arranged as appropriate. 

Privacy Act Disclosure Files. Files created in main-
taining records of disclosure, when such information 
cannot be maintained in the basic (disclosed) record. 
Includes notification documentation on disputed or 
corrected records. Arranged by records system, then 
alphabetically by individual. 

Privacy Act Dispute Files. Case records created in 
the event of Privacy Act disputes, such as amendment 
case files. Maintained by Privacy Act Officer. 
Arranged by record system, then alphabetically by 
individual. 

Privacy Act Statistical Files. Records created in 
accumulating data and submitting statistical reports. 

Freedom of Information Act Reguest Files. Documents 
accumulated in preparing replies to inquiries speci-
fically identified as FOIA requests. Includes the 
request, estimates of search costs and reproduction
fees, documents reflecting coordination of the 
response, and related papers and correspondence. 

DISPOSAL INSTRUCTIONS
 

Permanent. Cut off at close of 
fiscal year. Hold 3 years or 
until volume warrants and retire 
to FARC. OHey te }h\a08 ~O years 
after retif'ement. l)e5tr~ IS-

c..,v...."\"o--ff' , 
Cut off at close of fiscal year. 
Destroy on site after basic rec-
ord is destroyed or 5 years after
disclosure, whichever is longer • 

Cut off a close fiscal ear 
when d- pute i settled. etain 
4 ye s afte a ruling gainst
th individ aI, as i mandatory
nder th rivacy t. 

se. e. C\. tl-a.c.h eeL P'1e, 

Cut off at close of fiscal year. 
Destroy on site 2 years after 
cutoff • 

~\-.q 
'.Artg..
7/-z-0[71 

RIB 
tlcrh9 

'11-If' . 
7f'l-O/t'1 



701-03. (continued) 

a.	 Requests to amend agreed to by agency. Includes individual's requests to amend and/or
review refusal to amend, copies of agency's replies thereto, and related materials. 

Dispose of in accordance with the approved disposition instructions for the related 
subject individual's record or 4 years after agency's agreement to amend, whichever 
is later. 

b.	 Requests to amend refused by agency. Includes individual's requests to amend and to 
review refusal to amend, copies of agency's replies thereto, statement of disagreement, 
agency justification for refusal to amend a record, and related materials. 

- Dispose of in accordance with the approved disposition instructions for the related 
subject individual's record; 4 years after final determination by agency; or 3 years
after final adjudication by courts, whichever is later. 

c.	 Appealed requests to amend. Includes all files created in responding to appeals under 
the Privacy Act for refusal by any agency to amend a record. 

j)i~af Wv ~ ~~ ~o..- ~	 ~~~~~~~~3r~~ 
~~4~/~~~' 



ITEM 
NUMnrR DESCRIPTION OF RECORDS DISPOSAL INSTRUCTIONS 

~, 
a. Approved requests 8flQ QeQ4cQ re~tlestB whieh do·ne~ Cut off at close of fiscal year in(G~~ 

lOQ8\:ilt 1ft tifjtte.ale 1itigatioll. which reply is sent. Dest roy 2 years R..T.8ey 
b. 'D'!..n'er.l reo u I"od-<:. O-I>J>e.c,je.:L 0\0 vwt ni s1)<,.et""~hr a'fter cu tof f • _ o.. ('\"leT- (iP r~rr.\.s

(G~S 11J:~ ?,ov\01.e-::. \»~iJ,,",e o.e<,,u"'r'"ttClYl) cr> miLs TC?~ c.c;,si-s) • h. be.5~ ;J. "1(.1U"S ~ Me. or I"ef*lj~ 7/917"
ISM'>W) ..w. c.Denied requests resulting in appeals or litigation. c. J>o!s~ #./ '1t~rs 'c:t~r f!1~f ~~terrn~.l'1d.:hO:-

(65 Jl{jJ1&..) bt.,. ~~ Dr 3 '1~tH"5 a...Ae.r Fi~1 
OI.ctJe..-oliu."\.+.01v ht) cC'lAds) wJ""c::l,.~ve r (s 

.. f a..ter, C G R S JIj J vt t'.,,) , 
ol. Del'll ect.. r-~e.sts no+-- ~ Det:t.\~ (ol.eM~ 1M o..cce ..s ~6 Cluor 1-'0vr'T- 0 f. 01., j)e-st-~ S '1,s. ~ c>\~i-e o~ 'err'1''#tl<. \,,\!..c.., 5 ~,t.le.:;'tU-- r :.lFreedom of nformacio Reports and Statistics. Files Cut off at close of fiscal year.
created in compiling and submitting FOI statistical Destroy 5 years after cutoff. 
reports. 

701-07	 Copy Fee Collection Register. Consists of documents Cut off at close of fiscal year • ...... 
l.J1 which provide a record of receipt and disposition of Destroy 4 years after cutoff. 
00 funds received for copies of public information rec-

ords. 

SECTION 2. PROGRAM PRONOTION FILES 
Pc::: \" I'Y\ 0, 'f\e. f\"t 

702-01	 Biographical Files. Biographies, photographs, news- Cut off when individual leaves. 
clippings, ~nd related items pertaining to the HCRS Brut §y4 years after cutoff. 
Director and Deputy Directors. Naintained by the of'f'el' -to I'{~ 

Office of Communication 

702-02	 Morgue Files. Newspaper, magazine, and press service
 
teletype clippings.
 

a.	 Clippings regarding specific HCRS programs, acti- Cut off at close of fiscal year.
vities, and personnel maintained by the Office Hold 2 years or until volume warrants 
of Communications. Arranged chronologically. and retire to FARC. Destroy 6 years 

after cutoff. 

b.	 Other clippings of a general nature. Cut off at close of fiscal year,
Destroy 1 year after cutoff. 



ITEM NIJJ.1£1ER 

702-03 

(Gf?S /fiji
slAb".;'!- I/~-oi) 

J/N~t(A- ).) 
.I~ -a-"\ 

702-04 

(Gf(S Iljll 
~I.tb,"lt 

us-s« 

jJ}/- !(Pq-J.) 

J:ftjlt') loLl-

703-01 

DESCRIPTION OF RECORDS 

Speech Files. Copies of speeches and other papers 
created in the process of writing, reviewing, clear-
ing, and delivering speeches by HCRS officials. 

a.	 Speeches delivered by the Director, Deputy
Directors, Regional Directors, and Headquarters 
Division Directors. ~rr. bj l'l"-AMe. oF-IVlcl.(vi.,),u."..I) 

~e.re..<.AM.Ae.r- C.1''\I'"""ol~IC'''-l~- CtA- 5 'fJ '-\'" 

b.	 All other speeches. 

Press Release Files. Documents relating to the 
preparation, coordination, clearance, and dissemina-
tion of information to any public communications 
media. These files include drafts, clearance docu-
ments, formal press releases, and related papers. 
Record set should be maintained by the releasing 
office and should be marked "RECORD SET." Arranged
chronologically. 

SECTION 3. PUBLICATIONS AND PRINTING FILES 

Publication Master Files. Consists of the official 
file copy of each journal, booklet, pamphlet, mono-
graph, poster, periodic or special report, employee 
newsletter, or other issuance primarily of an infor-
mational charac..ter. Includes inter-n.uhJ	 i cati{)n<>-..£.or

DISPOSAL INSTRUCTIONS
 

f'e RM ~N E..NI,	 'R...ift 
Cut off at close of fiscal year. 1/9Hold 2 years or until volume war-

"1It. ?r.rants and retire to FARC. 
i/VC{''fo~P~t~o~A~~ years after cutoff • 

Cut off at close of fiscal year.
 
Destroy 3 years after cutoff.
 

Perm8ft@Rt. Cut off at close of
 
fiscal year. Hold 2 years or
 
until volume warrants and retire
 
to FARC. ~er ~o NARS 20 years
 
after cutoff. t>1(<;'tt~
 

Permanent. Place in inactive
 
file when publication is issued.
 
Cut off inactive file at close of
 
fiscal year. Hold 3 years, or
 
until volume warrants, and
 

nal agency uSC~~y':}PUbilca'fions~';tl1'~h"I4~G~d~:~~£~~.etire to FARC. Offer to NARS 
Recreation Actio~r for promotion or external use. ~e~ 0 years after cutoff. 
Official file copy is maintained by the office 
responsible for preparation and issuance or the 
office requiring contractor preparation. Publication 
in this file will be distinctly marked "RECORD SET" 
and will not be charged out. !Iff. o.(pJ1fA.bd-;c~~'f h;y frj(~, 
110/, ~c.~/.J.W!IA.{o.feJ. /%J-7lf:; IJ... C!M.- p-f i c-a. :{.c-';. 'A/Iff, It}ueHJt 



ITEM
 
NUMRER DESCRIPTION OF RECORDS DISPOSAL INSTRUCTIONS
 

703-02	 Publications Manuscript Files. Editorial matter Cut off at close of fiscal year in 
relating to the publication of a manuscript, including which publication is issued. 
drafts, printer's copies of galley and page proofs, Destroy 2 years after cutoff. 
and other working or control data used in the prepara-
tion of publications. Arranged by publication name 
or number. 

703-03 Job Control Registers. Registers used to control the Cut off at close of fiscal year in
 

(GI!.S 13/1 receipt of requisitions and work orders for printing which compiled or when register is
 

s"""- . 09 and duplicating jobs. filled, whichever is applicable.

Destroy aEtQr 1 year .c.1.f'\eA' ~£
 

703-04	 Job or Project Files. Files containing all papers and
 
data pertaining to the planning and execution of
 
printing, binding, duplication, and distribution jobs.

Includes requisitions, bills, samples, clearances,

and related papers. Arranged numerically by control
 
or requisition number.
 

a.	 Files pertaining to in-house reproduction jobs or Cut off at close of fiscal year in(GR. 5 13 I~~,
5M>1€ .{;k projects.	 which job is completed. Destroy


afts!'"1 year.tJ2kr ~r,
 
b.	 Files pertaining to reproduction jobs or projects Cut off at close of fiscal year in 

performed by Government Printing Office or outside which job is completed or requisition
contractor. is cancelled. Destroy ~ 4 years. 

~~ 

703-05	 Negative Printing Plate Files. Files consist of pho- Destroy at close of fiscal year in 
tographic negatives used for reproduction of major which publication is discontinued,
publications. Arranged by title or requisition number su~~eded, o~~ecomes obsolete, or 
according to fiscal year. Negatives used for reprints after 5 yearsAif the status of pub-
are brought forward to current year. lication is unknown. 

W~eM--
703-06	 Job History Card FiJ es. Cards maintained by the of f Lc e Destroy a-fteT related publication is 

responsible for printing and reproduction to reflect rescinded, discontinued, or becomes 
the reprint history of all major publications. obsolete. 



ITEM NlIMnER DESCRIPTION OF RECORDS	 DISPOSAL INSTRUCTIONS ~-----f-----------------------------------------------------t---------------------------------1 

704-01 
!'IN'\-' 

704-02 
;1!#V 

...... 

...... '" 

SECTION 4. ART, GRAPHICS, AND PHOTOGRAPH FILES 

Visuals, Exhibits, Art, a~Graphic Fi1eso Original
art work, i11ustra:~ion , slides, charts, graphics,
acetates, negatives, nd other visual aids. 

See.	 r' '''10.. Pot' ,...v\s10'" 

Video Recording and Motion Picture Files. Files con-
sist of motion pictures and video tapes produced by or 
sponsored by HCRS activities and used for promotional, 
educational, and informational purposes • 

Video recordings. The original recording or the 
earliest generation of each recording or a kine-
scope of the recording.Wldes 1/ f'r~I'€ ... /'ltas" , .. t+~I-e, 
!.Ali#. ~~) to f.. .3D-:,eco>1c:! f~ ",bcu.+ Awle.. I~r~ 13G..trit!r-

,xs(fAnetr.. fl.rr. h 11 +it/t. w;"er,l Ace,~ Wluletfed. , Motion pictur~s. Files produced or sponsored by 
regional activities: the original negative or 
color original plus separate optical sound track, 
an intermediate master positive or duplicate
negative plus optical sound track, and a sound 
projection print for each motion picture. 

c.	 Additional duplicate recordings of 'a' and addi-
tional duplicate prints of 'b'. 

Finding aids and production documentation. Exist-
ing finding aids such as data sheets, shot lists,
catalogs, indexes, and other textual documentation 
necessary for the proper identification, retrieval, 
and use of the video recordings and motion pictures
as well as production case files or similar files 

Destroy on print g of publica-
tion, after pr entation, or when 
no longer us 1e, except that 
art work 0 continuing usefulness
may be rained as nonrecord mate-
rial u i1 no longer needed. 

Permanent. Offer to NARS when 5 
years old or when no longer
needed, whichever occurs first. 

Permanent. Offer to NARS when 5 
years old or when no longer
needed, whichever occurs first. 

Destroy when 5 years old or when 
no longer needed, whichever occurs 
first. 

Permanent. Offer to NARS in 
accordance with instructions 
governing the disposition of the 
related production. 



704-01.	 Visuals, Exhibits, Art, and Graphic Files. 
Or Lgd.nal, "artwork" (mock-ups for pages or 
covers of publications, and other similar 
material), charts, graphics, acetates,
negatives of 1!artwork," and other visual 
aids used in the production of publications 
or training programs, conferences, etc. 

Destroy on the printing of 
publication, after presentation,
or when no longer :-qsable,except 
that "artwork" of continuing
usefulness may be retained as 
nonrecord material until no longer
needed. 



ITEM 
NUMBER 

704-0)
;V;VY 

(GI<.S ;(1)
1hr£ 

704-04 
A/;JI V 

..... 
0'\ 
N 

DESCRIPTION OF RECORDS 

which include copies of production contracts, scripts, 
or other documentation bearing on the origin, acqui-
sition, release, or ownership of the production. 

Video Work Tapes. Consists of video recordings cre-
ated by HeRS personnel as part of a resource study,
such as aerial recordings of a river under study.
These tapes are used to record basic data on the 
study subject 'and are intended for internal use only. 

Photograph Files. The original negativ and a cap-
tioned print for each black and white mage and the 
original color transparency or colo negative, a cap-
tioned print, and an internegativ (if one exists) for 
each color image. 

a.	 Photographs of significan 
other indiv1.duals and p tographs resulting from 
significant Service pr gram responsibilities 
which constitute evi nce of the organization, 
functions, policy d elopment, decisions, proce-
dures, operations or other activities. 

h.	 Photographs mad to serve a temporary purpose but 
not having suf icient value to justify continued 
retention. cludes but is not limited to photos 
reproduced technical reports which are meaning-
less witho t the report; duplicate and extra 
copies; d photographs of local interest only. 

DISPOSAL INSTRUCTIONS
 

Cut off at close of fiscal year in 
which the study is completed. 
Erase tapes 3 years after cutoff. 

Permanent. 
years at the close 
year. Offer to NA when no longer
needed for admf r .s trat Lve use or 5 
years after c off. 

en purpose is served or no 
eeded for reference. 



704-04.	 Photograph Files. The original negative and a captioned print for 
each black and white image and the original captioned color 
transparency or color negative, a captioned print, and an inter-
negative (if one exhts) for each color image. 

a.	 Photographs of significant HCRS officials and other PERMANENT. Cut off file 
individuals of note. Arranged alphabetically by every 5 years at the close of 
name	 of individual. Ce\..~ It Sl,,<'e (ql~. C&<.VIf "1'1" the fiscal year. Offer to 

NARS when no longer needed 
for administrative use or 5 
years after cutoff, whichever 
occurs first. 

b.	 HCRS Black and White Reference Photo File. A collection Destroy in agency when no longer
of b&w prints received from other agencies both within needed for administrative use. 
and outside the Department of the Interior. None of Not authorized for transfer to 
the photos are created by HCRS, and there is no matching FARC. (GRS 21/1c) 
negative file. Host items are uncaptioned. Photos are 
used in publications and agency presentations. Subjects
depicted include 40 categories such as boating, canoeing, 
"historical," sports, and other varieties of recreation. 
Arranged alphabetically by subject. Jj CM.. f+ S'Vlce (9,3 ~

Co "Iljr. I 

c.	 HCRS Slide Collection. Color slides, arranged alphabetically
 
by subject such as "beach ;" "bicycling, " "boating,"

"driving and outdoor activities," "sightseeing," "nature,"

and "walking for pleasure." Slides are created by HCRS,
 
ganer a.Ll.y in HQ (duplicates may be maintained in regions),
 
and used in HCRS publications, in-house presentations, and
 
public relations activities. J.f lid. (;.tAH. Slt\l'€. 1'1(P~. V~~fff'"\,.
 

1) HQ 1)	 PERMANENT. Break file every
5 years. Offer to NARS when 
no longer needed for administra-
tive use or when 10 years old, 
whichever is sooner. 

2) Regions 2)	 Destroy in agency when no 
longer needed for reference. 



d.	 National Historic Landmarks Photograph F'i.Le
BLac ez'wbi.teprints of sites preserved as 

, 

National Historic Landmarks. Some photos have 
matching negatives. The collection is being 
established gradually, as photos are pulled
from the National Historic Landmarks Site .files 
(Item 1501-10). To be arranged alphabetically 
by State (prints). No arrangement as yet
established for negatives. 6;•. ;)'~ ik~s. Ya ec.... Pf/'1(' 

e.	 National Register of Historic Places Photo File. 
B&vJ prints, arranged by location, depicting sites 
placed on the National Register of Historic 
Places. This file is being created as prints
are pulled from the National Register of 
Historic Places Property Files (Item 1501-01). 
Negatives have no arrangement as yet, but will 
probably be arranged by location. (P ~H, +t, ~;fe, 

Ca.	 Ot c.,..f+../4.r. 
f.	 National Register Color Slide Collection. Color 

slides, arranged by location, depicting National 
Hegister properties as well as preservation
and rehabilitation techniques. Used in slide 
shows, publications, lectures, thematic nominations,
and are mostly staff-generated. C« 02.0-0v S/,..ttes 011 h~;

.!>OTJ sh·.,{e!; f "It, 
g.	 Finding Aids~ Indexes, caption lists, shelflists, 

subject lists, and other similar material. 

h.	 Photugraphs made to serve a temporary purpose
but not having sufficient value to justify
continued retention. Includes but is not limited 
to photos reproduced in technical reports which 
are meaningless without the report; duplicate and 
extra copies; and photographs of local interest 
only. 

PERl<IANENT. Break file 
every 5 years. Offer to 
NARS when no longer needed 
for administrative use or 
when 10 years old, whichever 
is sooner. 

PEm1A.NENT• Bre ak file every
5 years. Offer to NARS when 
no longer needed for 
administrative use or when 
10 years old, whichever is 
sooner. 

PERMANENT. Break file every
5 years. Offer to ~ARS 
when no longer needed for 
administrative use or when 
10 years old, whichever is 
sooner • 

Dispose of in accordance 
with disposition instructions 
for related photographic
records. 

Destroy in agency when 
purpose is served or when 
no longer needed for 
reference. 



LV 

ITEM 
NU~1B[R DESCRIPTION or RECORDS DISPOSAL INSTRUCTIONS----------------------------a----------------------------~------------------------------__iCHAPTER 8. LEGAL, LEGISLATIVE, 

AND CONGRESSIONAL RECORDS 

SECTION 1. CONGRESSIONAL RELATIONS FILES 

801-01 Congressional Investi ation Files. Documents accumu-
ed as a result of investigations and studies of 

HCR ctivities by Congressional committees. 
Include re papers relating to the conduct of the 
investigat , information on the activities of 
investigating mmittees, analyses of committee 

ecommendations, and HCRS replies. 

a. responsible for 
~ Congressional liaison. 

b.	 Records maintained in other offices. 

ongressional and Hhite House Corres ondence Files. 
Co . spondence, memoranda, reports, and other papers

ed in the course of preparing replies to 
and Hhite House inquiries. 

a.	 Papers containin olicy and precedent and 
requiring extensive earch which document 
relations with the Execuf e Office of the 
President and Congress. Reco copy
tained by the office responsible
with the President and Congress. 



ITUl 
NlIMBfR 

801-03 

802-01 

tJN-llJ>q~J. ) 

~~~ 

DESCRIPTION OF RECORDS 

b.	 Duplicate copies. 

Congressional Grant Notification Files. Documents 
reflecting the notification of Congressional delega-
tions of the award of grants within their constitu-
encies. Consists of copies of documents found in 
the grant case .file, such as: BOR Form 8-182,
Grant Processing Control Sheet; Standard Form 240,
Notification of Grant in Ajd Action; and transmittal 
sheets. Haintained by the office responsible for 
Congressional liaison. Arranged by Congressional 
session and thereunder by state delegation. 

SECTION 2. LEGISLATIVE FILES 

Legislative Case Files. Documents created in prepar-
ing, reviewing, and commenting on proposed legisla-
tion, Executive Orders, Secretarial Orders, proclama-
tions, and reports. These may be proposed by the 
HCRS or related agencies. Includes background mate-
rial, drafts, reviews, minutes of meetings, position 
papers, bills, and other related papers. Arranged by 
Congressional session and alphabetically by subject 
thereunder. 

a.	 Records maintained by office responsible for 
Congressional liaison. 

b.	 Records maintajned in other offices. 

DISPOSAL INSTRUCTIONS 

QestFS:; "fteft-fto 16ft~el!' tleeece fol!' 
reter'l!ltee. 

Cut off at close of fiscal year in 
which the session ends. Destroy 3 
years after cutoff. 

~11t'1 

'11{ -9'-Per~aReRt. Place in inactive file 7/Z{I(71when legislation is enacted or 
dropped. Hold 3 years or until 
volume warrants and retire to FARC. 
Offe!'te ~iARS 20 years after cutoff. 

'Des1J 
Destroy when no longer needed for 
reference. 



Il EM 
NUI,mER DESCRIPTION or RECORDS DISPOSAL INSTRUCTIONS -----------f---------------------------------------------------------4~----------------------------------~ 
802-02 

802-03 

803-01 

Permanent File List. Consists of Index of Legisla-
tion. Shows bill designation, subject, related bills, 
public law designations, and similar data. Main-
tained by the Office of Congressional Affairs. 
Arranged numerically by Congressional session. 

Status of Legislative Proposals File. Consists of 
charts prepared monthly on actions taken on major
legislative proposals related to our outdoor heritage
and recreation. Arranged chronologically. 

a. Office of Congressional liaison. 

b. Other copies. 

SECTION 3. LITIGATION AND CLAHIS FILES 

Claim Case Files. Documents relating to claims by 
or against the HCRS resulting from persone1 injury,
delinquent accounts, property losses, and other
business transactions. 

a. Settled claims. 

bQ Disallowed claims. 

Peym8fi€fit, Place in inactive file r<-rt3
at close of Congressional session. ,/9)77
Cut off inactive file at close of 
fiscal year. Hold 4 years and '1+'/-)1 
retire to FARC. Offer to NARS 20 7(~o(-r1
years after cutoff. Des~ 

Cut off at close of fiscal year. 
"3 <I.f'~ eu.-tof.FDestroy t years a~y et!Loth 01' 

whe("\ a.",d,teQ 1>'( 6f>.O "","'c.he'ie~ 's s"""ne,<. 

Destroy when superseded or no 
longer needed for reference. 

Cut off at close of fiscal year 
in which settlement is made. 
Destroy 6 years after cutoff. 

Cut off at close of fiscal year 
in which disallowance decision 
is made. Destroy 7 years after 
cutoff. 



r--------~------------------------------------------------------,_---------------------------------- __ITt ~, 
NIIMf1FR	 OEseR I PTI ON OF RECORDS DISPOSAL INSTRUCTIONS 

c.	 Delinquent accounts. Cut off at close of fiscal year in 
which delinquent account is settled. 
Destroy 1 year after cutoff. 

803-02	 Littgation Case F1les. Documents reJating to actual
 
legal proceedings in which the HCRS has interest.
 
Included a!e advisory reports, investigation reports,

litigation reports, statements of claims, copies of
 
processes and pleadings, supporting documents, and
 
related correspondence.
 

rcrf!, 
a. Cases designated as significant or precedential ...~ Cut off at close of fis- 'r!qh?by the General Counsel.	 cal year in which case is closed. 

Retain in current files. effel to ~lI1'l 
l'lfil~" ~ years after cutoff. 
bes.~'~ 

b.	 Other cases. Cut off at close of fiscal year in 
which case is closed. Destroy 10 
years after cutoff. 

803-03	 Audit Legal Assistance Case Files. Documents created Place in inactive file when audit is
 
by the Office of General Counsel in providing legal closed. Cut off inactive file at
 
advice and assistance regarding legal problems and close of fiscal year. Retire to FARC
 
que st i.ons raised by audits and f nve st.Lgat Lon s of when no longer needed for current
 
grants and contracts, resolution of audits, and operations. Destroy 8 years after
 
reclamation of grant funds. cutoff.
 

803-04	 Grant Activity Legal Case Files. Documents accumu- Place in inactive file when grant is
 
lated in providing legal advice and assistance on terminated. Cut off inactive file at
 
grant conditions and classes, complaints concerning close of fiscal year. Retire to FARC
 
grants and contracts under grants, appeals from when no longer needed for current
 
denials of grant applications, questions of funding operations. Destroy 8 years after
 
eligibility, grantee procurement policy and property cutoff.
 
management, and grantee financial management.

Included are copjes of complaints and inquiries,
--------L------------------------------- -JJ-



ITEMNlff'1BER DESCRIPTION or RECORDS DISPOSAL INSTRUCTIONS 
-

comments, reviews and recommendations, and related
 
correspondence.
 



IlTl'1 
tlUt·mrR DESCRIPTION OF RECORDS DISPOSAL INSTRUCTIONS-----I-------------------------------------------~·--------------------------~
 

CHAPTER 9.	 ADP SYSTEMS MANAGEHENT RECORDS 

The records	 contained in this chapter relate to the 
electronic data processing function. These include 
systems documentation, machine readable records, and 
remote terminal records. Haster and historical data 
for specific systems are maintained on disk or 
magnetic tape at the National Institute of Health 
Computer Center. Payroll documentation is main-
tained by the Bureau of Mines in Denver, Colorado. 

900-01	 S stems Feasibilit and PI nning Files. Project
files which document evelopment of data pro-
cessing systems from re est; through study, planning 
and installation; to s stems operations. Documents 
contained include the following: request for a data 
processing system; stems objectives and defini-
tions; estimates 0 resources required to design,
implement, and 0 rate a data processing system;
feasibility stu comparing present, alternate, and 
proposed syste s; systems authorization; cost esti-
mates; equipm nt requirements; source data require-
ments; outp requirements; and installation 
schedules. Arranged alphabetically by system title. 

a.	 Cut off at close of fiscal year
in which final ecision is made. 
Destroy 5 yea s after cutoff. 

b.	 Approv a systems. Cut off a close of fiscal year
in which system is discontinued. 
Destro 5 years after cutoff. 
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CHAPTER 9. ADP SYSTEMS MANAGf.UlmT RECORDS 

, 
'900-01 

The records contained in this chapter re~ate to the 
electronic data processing function. These include 
systems documentation, machine readable records, and 
remote terminal records. Hanter /lndhis.torical daJa 
for sne c.Lf Lc S'l.stemsnr e m(\lntn:ltH~d._olL.di. ..sk or 
maqne t ic t ape at tlH~National Institute of llenIch 
Computer Cenler. Payroi1 doculllentationio IIII)1n-
t aLneu by the Bureau of Mines in Dcnve r, Colorado. 

Systems Feasibility and l>lanntng FUes. Project
liles which document the development of dotu'pro-
cessing systems from request; through study, planning 
and installation; to systems operalions. Documents 
contained include the followIng: request for a data 
processing system; systems Objectives and defini-
tions~ estimates of resources required to design, 
implement, and operate a data processing system;
feasibility study comparing present, alternate, and 
proposed systems; systems.authorization; cost esti-
mates; equipment requirements; source data require-
ments; output requirements; and installation 
schedules. Arranged alphabetically by system title. 

a. Rejected systems. 

Anproved systems.For which all related magnetio
authorized for disposal. 

data files are 

Cut off at close of fiscal year
in which final decision is made. 
Destroy 5 years after cutoff. 

Cut off at close of fiscal year 
in which system is discontinued. 
Destroy 5 years after cutoff. 

~'9'- . 
,,( 13(7~ 

R....1.'~~'''1' 
Approved eya t ems , . Retain with related data file 
For- uh'i.ch any related magnetic data file is not 
authorized for df.spoaal., 

-----~-----------------------.----------------------~--------------------------~
 

http:For-uh'i.ch
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ITH1NUMBr f~ DESCRIPTION OF RECORDS	 DISPOSAL INSTRUCTIONS1------"---4----------------------------------------------~~----------------------------_1 
900-02	 System Design and Operation Documentation Files. Con- Cut off when specific system is dis-

sists of documents detailing the operation procedures continued. Destroy 5 years after 
and instructions for specific data systems. Includes cutoff. 
a general narrative description of the system; input/
output specifications and flow data; file or data 
set descriptions; input collection instructions; 
instructions for data entry; computer operating
instructions; program specifications; output prepara-
tion and distribution instructions. Arranged by
system title. 

900-03	 Source Documents. Coding sheets or source documents
 
forwarded to data processing activities for card
 
punch or other data entry.
 

<l.	 Extra copies of source documents and coding sheets Destrov I year after the system pro-
prepared for the sole purpose of forming the data gram has been debugged and is sta-
base or updating system files. bilized or I year after input has 

been verified, as appropriate. 

b.	 Other source documents. Return to user for disposition in 
accordance with applicable disposal
instructions. 

900-04	 Error/Edit Listing Files. These are computer printouts Destroy after corrections have been 
showing errors and are used for editing purposes. made and listings verified. 

900-05	 Source Program Card Files. Punched cards containing Destroy individual cards when 
common language source program data (source deck). replaced by new ones. Destroy
Used with a processor or utility program to produce program deck after program has been 
a machine coded object program. removed from system; or if data has 

been transferred to magnetic file, 
destroy after magnetic file has 
proven satisfactory and has adequate 

___ ' '	 4- • ~~---- ~ 



ITEr-1 tllII·1BER DESCRIPTION OF RECORDS DISPOSAL INSTRUCTIONS 

backup;
cycle. 

i.e., after second update 

900-06 Source Data Card Files. Punched cards containing
data abstracted from source documents and used for 
conversion to magnetic tape or discs. These cards 
are retained as backup to magnetic tape or disk 
files. 

a. Used in 'an updated system. Destroy when related magnetic
file maintained at the host com-
puter center has proven to be 
satisfactory and has grandfather
backup; i.e., after third update
cycle. 

900-07 

900-08 

b. Used in a one-time system. 

Raw Data Input Magnetic Tapes. Magnetic tapes con-
taining source data converted from punch cards. 
Used to temporarily store data to be transmitted 
to the host computer facility. 

Job Control Records Files. Cards or forms used to 
record approved jobs, job numbers, requesting office,
job description, date received and date due, and 
related information. 

Destroy when related magnetic
file maintained at host computer
center has proven satisfactory. 

Erase after related magnetic file 
maintained at the host computer
facility has proven satisfactory. 

Cut off at close of fiscal year
in which job is completed.
Destroy 1 year after cutoff. 

900-09 Grant in Aid System Files. These files contain 
descriptive and statistical data on grants issued 
by HCRS. Information includes, but is not limited 
to, name of grantee, type of grant, activities, 
acres, status, and city and county designations. 



Destroy after third update cyc.Le, a. Master	 file. 

b.	 Uistorical. File, Cut off at cloee of fiscal year.
Destroy after,au~it by GAO or 3 
ycars nfter cutoff. whichever iij 
earlier. ' 

Pt'operty Management t1aster I~!.!£. Cont af.na data on	 Destroy after third update cycle. 900-10 
personal property \od thin the IICRS. Tnc Iudea assigned'
property number, property code, purchaoe vuueher 
number, purchatie date, location, and 6crial nm~)er.
Uata is used to prepare regular and special request 
reports. 

900-11	 Financial Management Svstem Master File. This masterl 
file reflects the status of all llCRS financinl data. i 
File shO\~s account numbers, accounting data, loca-
tion data, individual transactions. ledger balances, 
and other financial data. This fil~ is the source 6f 
various accounting reports and may be used to con-
struct a GAO audit trail. 

a.	 Honthly tape. Gut:off monthly. Destroy tape 
datil 13 months after cutoff. 

h.	 Year-end final tapes. Cut off at close of fiscal year. 
Destroy tape data 10 years after 

• I' cutoff. .' 

900-12	 Grant Accounting System Master File.: This is a 
master file of the grnn'taccounting data. ,File
includes apportionment data, ba lances , draw downs,
letters of credIt, and related data. File is used ~. to generate a variety of reports and may be used to 

e 'c " 



ITH1NlII1BER DESCRIPTION OF RECORDS DISPOSAL INSTRUCTIONS 

create a GAO audit trail. 

a.	 Honthly tapes. Cut off monthly. Destroy tape 
data 13 months after cutoff. 

Lo Year-end final tapes.	 Cut off at close of fiscal year. 
Destroy tape data 10 years after 
cutoff • 

900-13	 Surplus Propert This is a Permanent. at close of 
master file for the surplus pro donation system. fiscal year. 3 years or 
Includes data on recipient by tate, county, and until volume wa rants and retire 
name; HeRS control number; pe of transaction; title to FARC. Off NARS 20 years 
of property; acres; shore eet; acquisition cost; 
estimated market value; ate deeded; GSA control 
number; and related i ormation. Used to prepare a 
fiscal year report a a report. 

900-14	 Nationwide Plan System File. Consi. s of statistical Permanent. Cut of at publication 
information developed to support e nationwide of current plan. Offer to NARS 
outdoor recreation planning pro ss mandated by when no longer
Public Law 88-29. Includes d a on demand for ence. 
recreational resources by a a, resource, and popu-
lation group; an inventor and classification of 
recreation resources; p jections of future resource 
demands and resource eeds; and related information. 

900-15	 Island Study System File. Con sts of statistical Permanent.
 
data developed to support th study of islands of tion of current
 
Horth America. Includes d a on location, size, NARS when no nger needed for
 
ownership, urces, and related infor- reference.
 
mation.
 



. .'J....", . 

11 [1,1 DISPOSAL INSTRUCTIONStil Il'l!IEn DESCRIPTION or RECOROS~-------r---.----------------------------,-------------------------I·----------------------------------~
create a GAO audit trail. 

D.	 Honthly tapes. Cut off monthly. Destroy tape
data 13 months after cutoff. 

u. Year-end final tnpes.	 Cut off at close of fiscal 'year.
\Destroy tape dato'lO years after 

cutoff. 

900-13	 Surplus Property System Haster File. This in a Destroy when no longer needed for 
master file for the sur p lus property doun t f on system. reference. 
Includes data on recipient !ly u t ut c , cnun t y , nile! 
name; BCRS control number; type of title1.1:[II1!Hldion;

of property; acres; ~hore feet; (lcquifJition cost;
 
estimated murket value; date deeded; GSA control
 
number; and related information. Used to prepare a
 
fiscal year report and master report.
 

90u-lt.	 NationwIde Plan System File. Consists of statistical PERMANENT. Oifer to NARS one year 

information de ve Lop ed to sup po r t the na t Lonw Lde after completion of survey. 

outdoor recreation planning process mandated by 
Public Law 88-29. Includes duta on dem~nd for 
recreational resources by area, resource, and popu-
lation group. ~ 

Island Study Sy!;tem PUc. Consists of statistical	 Destroy when no longer needed for900-15
 
data developed to support the study of islands of reference.
 
North America. Includes data on location, size,

ownership, recr02iltion resources, nnd related infor-
mation.
 



--

ITEM 
NUM[1F.R OESCRIPTION OF RECORDS DISPOSAL INSTRUCTIONS 

900-16 National Association of conservat~District Fj1e. Destroy da~excePt last 3 
Consists of an invento~telY owned recrea- final tapes. 
tion resources. Includes da on type of activity, 
size, facilities, ownershi , and related information. 

see, ro I/o kJ , ~ ~ 'F4If.. ~r 
rtviSTo--
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National Association of Con6ervation District File.900-16 
Consists of an in~cntory of privately owned recrea-
tion resources. Includes data on type of activity,
sIzu , facilities, ownership. and related information. 

')Ou-J 't	 1'\)lir:!'1l1 Lll1d Dnd \~;lter Conservation System File 
Consists of an inventory of areas funded by HCRS 
that are held by the For-eat Service, Park Service,
Bureau of land l-lanagement, and the Fish and Wildlife 
Service. 

0d1P Cultural lnforlll:ltionSystem File
 
Consists of the National Register, Historic American
 
Building Survey, Historic American Engineering Records,

and National Landmark Records.
 

l\lbljc r'acil i ties Survey System File
 
Consists of an inventory and classification of public

recreation resources developed to support the nation-
wide outdoor recreation plunnine process.
 

..... 

.. .' . 
; ,f.,' ;,'- -

I ~ .' " ': "-~ ', 

.',,', ,. I ... ,'. ~. :', 
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.Destroy after third update cycle. 

Destroy when no longer ·needed for 
reference. 

Destroy when no longer needed for 
reference. 

Destroy after third update cycle. 

-1v(q 
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ITEN NUr111EH 

1001--02 

1001-03 

DESCRIPTION OF RECORDS 

CHAPTER 10. GRANT PROGRAM RECORDS 

The records described in this chapter are related to 
the grants-in-aid programs administered by the Heritage
Conservation and Recreation Service. These include 
grants for planning, acquisition, and development of 
recreation resources under the Land and Water Conser-
vation Fund Act of 1965; grants for acquisition and 
preservation of cultural resources under the National 
Historic Preservation Act of 1966; and transfers of 
surplus Federal properties to state and local govern-
ments for recreation use or historic preservation and 
use. 

SECTION 1. CENERAL GRANT PROGRAM FILES 

Grant Status Control Files. Consists of documents 
used to control the assignment of grant numbers and 
appropriation data; and to monitor the status of 
grants. Includes data identifying and describing
grant projects and describing the status of billings. 

~rant in Aid System Reports Files. Consists of com-
puter printouts containing descriptive and statis-
tical data on grants. Information is used for man-
agement plannjng and program evalllation. Includes 
reports prepared periodically or in response to 
specific requests. Arranged by type of report. 

Grant Proposals Files. Consists of documents relat-
ing to proposals for grants for which no formal 
application has been received. Includes corres-
pondence, notes, evaluations, recommendations, and 
related papers. Arranged by state. Transfer to 
grant application file when a formal application is 
received. Arranged alphabetically by state. 

DISPOSAL INSTRUCTIONS
 

fL1'fj -11\~ 
1- 3,/E1'-R..5 oLD o~ '-1ft9'Destroy when no longer needed for 7/?-o{7C(

reference, WVJ.lc.l'\e'lle'( \~ \C\\e(". 

:3 '{i:.i'-.R..S o,-C> oR u>~c.N. 

Destroy when ~fleFscdcd, a13s91'H:e,
 
.. no longer needed for reference~
 

tJ.)~ \C!he'le'( \0 \~""e'( G 

~r ..llsfo~if-iCl" of " ......ncal... Weo.fu CoYlS4!rw..H)JII F"u."'-6-
Gro.,rh- ill • Ai.l Pro~C"Am ArlltvAI Re,e>rT," 

( .. ~ \l1I1"Woe to ~"'M"'''~ vo",."'~ npor+)) 
s't.e.::x:te.1II1 "103 - 0 I. 
Cut off at close of fiscal year.

Hold 3 years and destroy.
 



ITEMNUMBER 

]001-04 

1002-01 

C6{<'S 3/K
s~b ""rt- ,\

11-' -1J1tj 

DESCRIPTION OF RECORDS
 

Grant Application Case File. Consists of documents 
accumulated in reviewing and recommending action on 
grant applications. Included are applications,
evaluations, notes, recommendations for aHard or 
rejection, and related papers and correspondence.
Arranged by grant numb er, 

01' e.. nc""f.J.. a. RejectedAapplications. 

b. Accepted applications. 

SECTION 2. GRANT CASE RECORDS 

Recreation Grant Case Files. Records described below 
relate to grants awarded by the Heritage Conservation 
and Recreation Service for planning for outdoor recre-
action and conservation and for acquisition and devel-
opment of recreation resources under the Land & Water 
Conservation Fund Act of 1965, as amended. Records 
relate to the application, review, aHard, monitoring,
and evaluation of grants-in-aid and monitoring of 
completed grant projects to ensure that grant related 
facilities are held in perpetuity for recreation 
purposes as required by the Land and Water Conserva-
tion Fund Act of 1965. HCRS office maintains grant 
case files containing only essential information. 
Regional office grant case files are considered the 
official file and are maintained in six-part folders 
as described bplow. Arranged numerically. 

DISPOSAL INSTRUCTIONS
 

Cut off at close of fiscal year.
Hold 1 year and retire to FARC if 
volume warrants. Destroy 5 years 
after cutoff. 

File in appropriate grant file at 
the time grant is awa rded , Di;;r0.>e 
oF- t'l-c-corcLiY1'3 ~ IV') strLA-('TJO"Y)..$
Por fJ rCt.M..;-- P, (~ ~ 
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ITEM 

NUt,mER DESCRIPTION OF RECORDS	 DISPOSAL INSTRUCTIONS 
~rant Monitoring Documents. Consists of documents 

relating to administration of the grant. Includes 
the following documentation: 

Part 1. Grant Applications. Initial grant appli-
cations, supplemental and supporting documentation, 
recommendations, related correspondence, and 
notices of award. 

Part 2. Project Agreements. Project agreement and 

amendments; letters of approval, reviews and rec-
onunendations on agreements, amendments, and sup-
porting documentation; appraisal requests,
reviews, evaluations, and approvals; environmental 
assessment reports, evaluations, and approvals;
and related correspondence. Also includes con-
veyences and related materials relating to the 
substitution of grant properties with other 
equal properties. These conveyence materials may
be received after the original grant has been 
cllmpleted and retired. 

Part 3. Project Support. Legal documents such 

as deeds, leases, title opinions, 5-year his-
tories of conveyence; preconstruction certifi-
cates; maps and plats; construction drawings, 
p Lan s , and specifications; and related project
technical papers. 

Part 4. Inspections and Reports. Reports of 
pre-award, progress, final, and other inspections
and related correspondence. 

P~ace in inactive file when grant iJ 
wlthdrawn, completed, or terminated 
Cut off inactive file at clo;e of 
fiscal year. 

1)	 vJASO Grants Monitoring Documents. 
a)	 If filmed--Destroy paper


records upon filming.
 
Dispose of film records
 
according to Item 1002-02.
 

b)	 If not filmed--Destroy

3 years after cutoff.
 

2) Regional Office File. 
Hold 3 years after cutoff 
and retire to FARC. Destroy 
50 years after cutoff. 
Prior to retirement to FARC 
significant documents from the 
regional office file, such as those 
listed in the Grunt Compliance
File, Item 1002-02, will be micro 
filmed. NOTE: Some documents 
are not suitable for microfilming 
because of their size or other 
characteristics. These documents 
may be retained in the office after 
the Grant ~'foni Documentstoring file 
has been retired, Disposition of the 
retained documents will be in 
accordance with the instructions for 
disposal of the related Grants :1on-
itoring Docwnents file. 

Part 5. General Correspondence. Correspondence
relating to the grant; Congressional inquiries
and responses; press releases; and news clippings • .. 



ITEM 
NUMBER DESCRIPTION OF RECORDS DISPOSAL INSTRUCTIONS 

(2) ltEg.hmal 6f fixce ~-. ---

b. Grant Financial Documents. 

Part 6. Financial Documents. Consists of fund 
certificat.ions, requests for advance of funds,
letters of credit, billing statements, records 
of payment, audit reports and reviews, and 
related correspondence. 

(1) \VASa File. 

(2) Regional Office File. 

1002-02 Grant Compliance Microfilm Files. Consists of microfilm 
copies of documents maintained in the Grants Monitoring
Documents file. Maintained to ensure that grant
related facilities are used for recreational purposes
in accordance with the provisions of the Land and Water 
Conservation Fund Act of 1965. The documents 'include,
but are not limited to, the following: Grant notifi-
cation, project agreement and amendments, project
app licat ion wi th attachments, regional review, Env I» 
ronmental Impact Statements and Environmental Assess-
ments, construction drawings, location and site maps,
and conveyence related documents. Arranged numeri-
cally. 

Beatta; S8-yeaIs=a¥tet~£f~.-----

Place in separate folder when Grant 
Monitoring documents are micro-
filmed. 

Destroy 3 years after cutoff. 

Destroy 8 years after cutoff. 

Destroy individual microfilm jackets
when stlper6ecle~, ob~o18te, or no 
lOllgel! needed for refepSRE!Q,. 

'3 ~t=:."''''sOL~ /' \Nt\E.~ ~1..:>t>\\.E:.b &'( 
6".0 I 01", \Nt-'..W N.b LDM.G~..;~ 

I'l~t=...t>~b f'oi'...~\s~Ef\.t~CE./ 
'N!-\lC)"\~'-.iE:.R.. \:5 L-"-nS~,, 
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1002-03 Historic Preservation Grants-in-Aid Files. Documents Place in inactive file when 
accumulated in the award and administration of his-
toric preservation grants-in-aid under the National 
Historic Preservation Act of 1966. Includes grants
for preservation planning and for acquisition, preser-
vation, or rehabilitation of historic resources. Con-
sists of grant acceptance letters, applications for 
Federal Assistance (Standard Form 424 or equivalent),
amendments, description of projects, review and 
approval of construction, cost estimates, clearing-
house review, progress reports, photos, funding cer-
tification, requests for advances 
of payment, audit materials, and 
respondence. Arranged by project 

1002-04	 Grant Inspection Files. Consists 
lated in the periodic inspection
recreation resources. Includes inspection reports,
evaluations, correspondence, and related documents. 
Arranged numerically. 

SECTION 3. SlJRI)LUS PROPERTY GRANTS FILES 

1003-01	 Notice of Availability of Excess Property Files. Con-
sists of Advance Notices of Availability of Real 
Property from the General Services Administration and 
descriptions of the property. Haintained to alert 
potentially interested parties that Federal property
is excess and may become surplus and eligible for 
transfer. Notices are placed in the Notice of Surplus
Determination File, item 1003-02, as they become 
surplus. Arranged by state. 

of funds, records 
grant related cor-

numbe r , 

of documents accumu-
of grant related 

grant is completed. Cut off 
inactive file at close of fiscal 
year. Hold 2 years and transfer 
to FARC.	 Destroy
cu tof f. .If- re.c.crch. 

i:.t\:!\....t+ S~IIS" Fer 
Fi(~ reC-o,c{s, 

8 years after 
«re ~,I Vtlecl)
ct')P'~>I+I'M-t &IF 

Cut off at close of fiscal year in 
which inspection is completed.
Hold 2 years and transfer to FARC 
if volume warrants. Destroy 6 
years after cutoff. 

Cut off at close of fiscal 

year. Destroy 2 years after 
cutoff. 



• 

ITEM 
NUMBER DESCRIPTION OF RECORDS DISPOSAL INSTRUCTIONS 

1003-02 Notice of Surplus Determination File. Consists of 
No t Lce s of Surplus Determination - Government 
Property, from the General Services Administration; 
location maps; site maps; Determination of Surplus,
GSA Form 1432; Federal Excess Property - Initial 
Screening Reports; related documents and corres-
pondence. Hhen applications for specific properties 
are received, Notices of Surplus Determination and 
related papers are transferred to SurpluR Property
Grant File. 

Cut off at close 
Hold 2 years and 

of fiscal 
destroy. 

year. 

.... 
oo 
o 

Surplus Property Grant Case File. Consists of papers
accumulated in the process of transferring surplus
Federal properties to the states, their political
subdivisions, and municipalities for recreation and 
conservation uses. These files document the applica-
tion and transfer of propertieb and the continuing
responsibility of the HCRS to ensure compliance with 
the conditions of the transfer. Files are normally
maintained in 6-part folders arranged as follows: 

Part 1. Original application with supporting docu-
ments, justifications, resolutions from local 
governments; amendments to applications with 
related documents; correspondence on application
and amendments; and notice of awa rd , 

Part 2. Review of applications and amendments, 
evaluations, recon~endations from WASO and region. 

Part 3. Deeds, leases, legal opinions, and cor-
respondence related to transfer. 

Part 4. Maps of location and site; construction 
drawings and plans; photographs; and other 



ITEt-1 NlIMBrR DESCRIPTION OF RECOROS	 DISPOSAL INSTRUCTIONS 

documents prepared or submitted which show the site, 
improvements, and development of the site. 

Part 5. General correspondence with Federal agen-
cies, state and local officials, and the public;

Congressional inquiries and responses; press

releases; and news clippings pertaining to the
 
transfer of the property or its operation.
 

Part 6. Advance notice of availability; description

of property; Notice of Surplus Determination -
Government Property; location map; site map;

Determination of Surplus, GSA Form 1432; Federal
 
Excess Property - Initial Screening Report; and
 
correspondence related to interest in transfer of
 
surplus property.
 

a.	 WASO File. Place in inactive file when property
transfer has been completed. Cut off 
inactive file at close of fiscal 
year. Hold 1 year and transfer to 
FARC if volume warrants. Destroy 3 
years after cutoff. 

bo Regional File.	 Place in inactive file when property
transfer has been completed. Cut off 
inactive file at close of fiscal 
year. Hold 3 years and transfer to 
FARC. Destroy 50 years after cutoff. 
Prior to transfer to FARC, significant
documents will be microfilmed. These 
documents are listed in the Surplus
Property Compliance Case Files, item 
\0'03-01{, 

NOTE: Some documents are not 
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ITEM 
NLJ~mEn 

1003-04 

1003-05 

1003-06 
(Gf<S 'fIlL 

::.""bM-dt "I/I~-07i-./ 

DESCRIPTION OF RECORDS
 

SurElus Property Compliance Case File. Consists of 
microfilm copies of documents found in the Surplus
Property Grant File. Maintained to ensure tlillt 
transferred surplus property is used for recreational 
purposes in accordance with PL 91-485. These docu-
ments include, but are not limited to: Notice of 
award; original application and amendments; regional
review; maps of location and site; construction 
drawings and plans; and deeds, leases, and legal
opinions. Arranged by state and control number. 

Surplus Property Inspection Case Files. Consists of 
documents accumulated in the periodic inspection of 
surplus property transferred to states, their poli-
tical subdivisions, and municipalities for recrea-
tion and conservation uses. Includes biennial 
reports by property holder, on-site inspections by
HCRS, related documents, and correspondence.
Arranged by state and control numhel • 

Sllq~l us H~,st(]Li I: t Ca se Fll es, Proper .!:.J. (;.r,a,l1 Docu-
/:tentsclccumulated in the process of transferring
surplus Federal property to stalp~ and their sub-
divisions as historic monuments or for appropriate 
use. Includes app l lca t iou s for surplus h.lst.or ic 

DISPOSAL INSTRUCTIONS 

suitable for microfilming because 
of their size or other character-
istics •. Tll~s~l'documents may be 
retained~ftatt:r ~~e Surplus Proper-
ty Grant Case File has been 
retired. Disposition of the 
retained documents will be in 
accordance with the instructions 
for disposal of the related 
Surplus Property Grant Case File. 

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

Cut off file every 5 yua re , Pt ,/
oS - y&r J:> ock close of fiscal year transferAto 

FARC. Destroy 20 years after 
cutoff. Prior to transfer, sig-
nificant documents may be micro-
filmed and added to the Surplus
Property Compliance Case File. 

http:h.lst.or


ITEf1~ ~ ~ --iNUI·mER DESCRIPTION OF RECORDS DISPOSAL INSTRUCTIONS 

property, plans for use of the property; programs
for preservation, rehabilitatjon and maintenance; 
evaluations of proposals; recommendations to 
advisory boards; photographs; drawings; maps and 
related documents. Arranged by state and property. 

a. Headquarters file. 

b. Regi()nal file. 

Place in inactive file when pro-
perty transfer has been completed.
Cut off inactjve file at close of 
fiscal year. Hold 1 yeRr or until 
volume warrants and retire to FARe. 
Destroy 3 years after cutoff. 

Place in inactive file when pro-
perty transfer has been completed. 
Cut off InHcti~e file at the close 
of the fiscal year. Hold 3 years 
and transfer to FARC. Destroy
50 years after cutoff. Prjor to 
transfer to FARC, significant 
documents will be microfilmed. 
These documents are listed in the 
Surplus Historic Propert.y Com-
pliance Case File. Some documents 
are not suitable for microfilming 
because of their size or other 
characterLstLcs, ~These documents .. Ol+;,(f.may be retainedAa ter the Surplus
Property Grant Case File has b eer, 
retired. Disposition of the 
retained documents will be in 
accordance with the instructions 
for disposal of the related Sur-
plus Property Grant Cdse File. 



ITEM
 
NUMBER
 

1003-(l! 

1003-08 

1004-01 

DESCRIPTION OF RECORDS 

Surplus Historic yroperty Cpmplj.an~e Case File. Con-
sists of microfilm copies of documents cur.tained in 
Slll'J.J1II,-: Hfs tor Lc Property Grant Case Files. Haintained 
to ensure that property is administered in accordance 
with the provisions of t.he grant. These do cumen t s 
include, but are llut limited to: notice of award, 
original Clpplication, plans for use, maintenance 
rehabilitation, recor.rrnendations of the adv i so ry board 
and r _1c ] tell documents. Arnllll:( d by state and control 
number. 

Surplus Historic Property Inspection Case Files. 
Documen t s accumulated Ln th- periodic Lnsp ec t Lon "f 
historic pr ope r t y transferred to states and their 
po Li tLca I subdivisions as h Ls t or Lc monuments or for 
appropriate use. Includes reports by the property 
holder, Lrcn~; J n sp ec t Lon reports, and related do cu-
lli0nts. Arranged by state and control number. 

SECTION 4. GRANTAUDIT RECORDS 

The records described in this section relate to agrcf.·-
r-cn t s with states and grantees for the ope ra t ion of 
the gr an t a- :l,··aid program and for the audit of com-
pleted grants. 

SLate Official DesilLoc:.t ion Files. Offic'lei:' df'signa-
t Lon s o f -:t;,t, c.f f Lc e r s authorized to act for the 
state in the grants-in-aid program. Includes tltsig-
nations -- usually from the governor -- of the State 
Liaison Officer, Stare P.:.iatc,-,'ical Pr ese rva t Lou 
Officer, C'Lear ing+ho us officials, c1110 o t lre.r s , Also 
includes correspondence rt>~ijrcl 'Ilg designat ion s , 
;cranged by state. 

DISPOSAL INSTRUCTIONS 

Destroy individual microfilm
 
jackets when supe r. .. -', d , obsolete,
 
or no longer needed for r ef erence ,
 

Cut off f LLe evcr y 'i JUlYs. AtS_ eAr .blocK..
 
close of fiscal year, transfer~to ~
 
FARC. Destroy 20 years .if r e r cut-
off. Prior to transfer, s Lgn i f i··
 
cant documents may be microfilmed
 
and added to the Surplus Historic
 
P'roper ty Corapl ~.mc e Case Fil e.
 

Cut o f f \Then de s i gria t Lon s ;:;' E
 

revoked or super~ded. Destroy
 
4 years after cutoff.
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1004-02 

1004-03 

I-' 
00 100LI-(V,
lJ1 (.R.S

'/~t.tJ(CI) 

• 1004-05 

State Agreemcnt._l~'ile_s.Consists of agreements with 
stat e for inspection of grat.t. projects, <I1](Ut or 
cIosed gran t s , (j Ii J] rights compliance, and other 
cond LtLon s of the grant. Includes agreements, mo f i-
f Lca t Lorrs , ;'(~l~1 t iations, and related correspondence.
Arranged by state. 

Crant Audit HejJort Files. Consists of copies of 
audit reports of HCI,S gran '.sprepared by the Depart-
ment of the Ln t er j or. Lnc ludes documen t s on audit 
schedules; draft and f Iria l .rudlt reports; reviews 
c1IOd comments 011 audit reports; recommendations for 
reconciliation; and correspondence and related doru-
n-c n t s regarding recouc Lliations and co rri-ct ive actions 
Arranged by state. 

Civil Rights Review Files. Papers accumulated in the 
process of rev Lew ing grant.c-e s [, " ,'c,mpliancew Lt.h 
Tille VI of the Civil Rights Act of 1964. Consists 
of schedules of projects selected for review; trip
and on-site inspection reports; state reports; and 
related correspondence. Arranged by state • 

Uniform Relocation Assistance Files. Consists of 
papers relating to application of uniform grant
procedures for relocation assistance of real 
properties acquired as part of a grant. Includes 
appraisal reports, correspondence with grantees,
reports from grantees, and related documents. 
Arranged by grantee. 

Indirect Cost Allocation Files. Consists of papers
relating to allowable overhead expenses which may be 
charged to a grant. Includes indirect cost negotia-
tion agreements, copies of indirect cost rate audits, 

Cut off when agreemcn t is super-
seded or expires. Destroy 6 
years after cutoff. 

Cut off at close of fiscal year
in which audit is completed • ..H"" 
Hold 2 years or until volume 
warrants and retire to FARC. 
Destroy 6 years and 3 months 
after cutoff. 

Cut off at close of fiscal year Rt"8in which review is completed. 111e. ,." 
Destroy +years after cutoff. 

'7 "lYt,cr 
"/1"?'h~ 

Cut off at close of fiscal year
in which appraisal of relocated 
property is completed. Destroy
5 years after cutoff. 

Cut off at expiration of indirect 
cost rate agreement. Destroy 6 
years after cutoff. 

1004-06 
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1004-07 

and related documents and correspondence. Arranged
by grantee. 

Indirect Cost Agreement Files. Consists of papers 
relating to the application of indirect costs to 
state grants. Includes agreement with state,
modifications, materials on allowable costs, authori-
zations of indirect costs, project modifications, 
and related correspondence. Arranged by state. 

Cut off when agreement is super-
seded or expires. Destroy 6 years 
after cutoff. 

-.
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CHAPTER 11. CONSERVATION AND RECREATION 

RESOURCE PROGRAM FILES 

-+ O_I_SP_O_SA_l__IN_S_TR_U_CT_I_O_NS -; 

..... 
00 
........ 

The HCRS develops program proposals and sponsors
and conducts studies of recreation resources and 
research projects relating to outdoor recreation. 
These projects include HCRS program responsibilities 
under the National Trail System (PL 90-543) & the 
Wild and Scen~c River System (PL 90-542). HCRS also 
conducts special studies of recreation resources suct 
as the Urban Study, the Islands Study, and others. 
HCRS also participates with other agencies in plan-
ning efforts such as Framework Studies & Assessments,
Regional or River Basin Plans, & Implementation
Studies. One copy of each publication resulting
from each planning project or study shall be main-
tained in accordance with Item 703-01, Publication 
Master File • 

SECTION 1. PLANNING COORDINATION 

1101-01 
J//II~/{Pq-~

::L~t;. 
3~/.3·~\ 

31/ 

NaUonwide Outdoor Recreation Plan (NWP) Files. 
Consists of documents accumulated in the process of 
preparing the comprehensive nationwide outdoor rec-
reation plan required by PL 88-29. This plan,
which is to be revised at 5-year intervals, iden-
tifies critical outdoor recreation issues and recom-
mends actions to be taken at each level of govern-
ment and by the private sector on these issues. The 
NWP consists of evaluations of the needs and demands 
of the public for outdoor recreation; the current 
and future recreation resources to meet these needs; 
and critical outdoor recreation problems. 

a. NWP Case Files. Case papers reflecting the his-
tory of the development of the N\.jpfrom ini--
tion; through research, development, and 

Permanent. Cut off at close of 
year in which the NWP study is 
completed. Hold 3 years and 
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1101-02 
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evaluation of plan data; to preparation and pub-
lication of the final NWP report. Includes the 
official file copy of the Nt~ report; planning 
papers; work assignments; data specifications;
plan data and analysis; technical papers; periodic
progress reports; project meeting papers; and 
related correspondence. Material may be sub-
divided as appropriate. Haintained by HCRS office 
responsible for preparation of the mw. /'1Q".
chl'Onolo:~i,udl'j 6~ ~ieMI %er~der h\ s(.J:JSe.c+, Lo... 

b.	 Participating Office File. Consists of papers 
which document the participation of HCRS Head-
quarters and Regional Offices in the preparation 
of the NI@. Includes preliminary correspondence 
on the study pla.n;work assignments; papers 
reflecting the accumulation and analysis of study
data; technical and related papers; progress
reports; project meeting papers; reports and data 
submi tted for inclusion in the m@ report; and 
related correspondence. Material may be sub-
divided as appropriate. 

c.	 m@ Study Horking Papers. Includes completed
survey forms and questionnaires; lists and tabu-
lations of data; wo rkshee t s; documents accumu-
lated in the analysis of data; drafts; and 
other work papers used in the course of the 
study. 

State Comprehensive Outdoor Recreation Plan (SCORP)
Files. Consists of a State-wide Comprehensive Outdoor 
Plan for each state and related documents. A SCORP 
is required by the Land and Hater Conservation Fund 
Act of 1965 in order for the state to receive finan-
cial assistance from the fund. A SCORP, usually 

retire to FARC. Offer to NARS 20 
years after cutoff. 

\Oc..i-i.. t=:+ OL<:.Q.lII...YY1\AlccteJ., i9~3-7q. (:.0.... ~(\(:;~)s~. .	 ./ Vi r. , 

Cut off at close of fiscal year in 
which the NWP study is completed. 
Hold 3 years and retire to FARC. 
Destroy 15 years after cutoff. 

Cut off at close of fiscal year in 
which the study is completed. 
Destroy 3 years after cutoff. 
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prepared at 5-year intervals, considers the recrea-
tion needs	 and problems of a state and establishes 
orograms and policies to meet them. File includes a 
copy of the SCaRP; HCRS review and determination of 
eligibility; periodic reports on maintenance and 
implementation of the plan; HCRS inspection reports; 
summaires of state projects; and correspondence relat-
jng to the	 SCaRP. Arranged by state. Haintained by
HeRS Headquarters and regional offices responsible
for SCaRP revLew , NOTE: Additional copies of the 
state SCaRPs may be maintained as nonrecord material. 

a. Headquarters Office File. 

b. Regional Office File. 

1101-03	 Federal Recreation Planning Files. Includes management 
plans submitted by Federal agencies such as: Bureau 
of Land Uanagement; National Park Service; Fish and 
Wildlife Service; and National Forest Service. 
Maintained to coordinate Federai conservation and 
recreation plans and activities on existing and pro-
posed resources and to maximize the recreation 
potential of these resources. Arranged by agency. 

P'Lace in inactive file when a 
revised plan is accepted. Cut 
off inactive file at close of 
fiscal year. Hold 2 years or 
until volume warrants and retire 
to FARC. Destroy 5 years after 
cutoff. 

Place in inactive file when a 
revised plan is accepted. Cut 
off inactive file at close of 
fiscal year. Hold 2 years 
or until volume warrants and 
retire to FARC. Destroy 15 
years after cutoff. 



ITH1 
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DESCRIPTION OF RECORDS 

a. HCRS Headquarters File. 
,,", 

b. Regional Office File. 

"",' 

State Historic Preservation Planning Files. Consists 
of planning documents ~nd related materials prepared
and submitted by State Historic Preservation Offices. 
These plans are required by the National Historic 
Preservation Act of 1966 for a State to become eligible
for preservation grants. Files include annual work 
program documents, mid and end of year progress reports 
multi-year pl~n~, analysis and commentary records, on' 
site visit repo}ts and related correspondence.
Arranged by state. Maintained by HCRS Headquarters
office with responsibility for review of State 
Historic Preservation Programs. 

DISPOSAL INSTRUCTIONS 

Place in inactive file when a 
revised plan is accepted. Cut off 
inactive file at close of fiscal 
year. Hold 2 years or until 
volume warrants and retire to FARC. 
Destroy 15 years after cutoff. 

Place in inactive file when a 
revised plan is accepted. Cut off 
inactive file at close of fiscal 
year. Hold 2 years or until 
volume warrants and retire to FARC. 
Destroy 5 years after cutoff. 

Place in inactive file when a re-
vised plan is accepted. Cut off 
inactive file at close of fiscal 
year. Hold 5 years or until 
volume warrants and transfer to 
FARC. Destroy 20 years after 
cutoff. 
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110l-OS	 Land Planning Group Files. File contains papers Permanent. Cut off at close of 
documenting HCRS role as chairman of the Land Planning fiscal year. Hold 3 years or 
Group, an interagency group established by Secretari81 until volume warr8ntR And retire 
Order to coordinate and advise on new or expanded to FARC. Offer to NARS 20 years
conservation or recreation resources which are to be after cutoff. 
funded from the Federal portion of the Land and Water 
Conservation Fund. Includes policy statements;
minutes of meetings; agendas; related documents and 
correspondence. Maintained by HCRS office with 
responsibility for Federal land planning review. '/.J. n(cu.-Arranged chronologicallY)'-#lere.vtJerb.1j SLA...b~e.C+_ 3- c»---. !=+-	 ~ r-, 

i'ncrect se 

1101-06	 Water Resources Council File. File consists of docu- Cut off at close of fiscal year.
ments accumulated as a result of HCRS participation Hold 3 years or until volume war-
in the Water Resources Council. Includes agendas, rants and retire to FARC. Destroy
minutes of meetings, issuances from the Council, news 10 years after cutoff. 
clippings, press releases, annual reports, and re-
lated correspondence. Maintained by the HCRS office 
with responsibility for water resource planning.
Arranr,ed chronologically. 

SECTION 2. RECREATION STUDIES 

1102-01	 l~ational Trall Sy~~em ~_t_~c!x_ Case files relating5'21e~.
 
to studies of trails f c.r inclusion in the National Trail
 
System, Public Law 90-543. Inc1 udes National Scenic
 
Trails, National Historic Trails, National Recreation
 
Trails, and connecting or side trails. Consists of
 
application or proposal for addition of a trail to the
 
National System, description of the proposed trail and
 
significant trail characteristics, analysis of trail
 
I,uLl;ntLll, env Lr o ruue n t a I rev iew , correspondence
 ~--------L-- to ,	 copy of trail L-re la t t ng the t rai l , officia1 the	 ~ 

http:chronologicallY)'-#lere.vtJerb.1j
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study report, recommendation to the Secretary of 
Interior or Secretary of Agriculture for establish-
ment of a National Recreation Trail, recommendation 
to Congress, and proposed legislation for creation of 
a National Scenic Trail. Arranged a1 PhabeticallY by
name of trail and type of trail. , z«, Pi- Ljr, 

a. HCRS Headquarters file. Place in inactive file when study
is completed. Cut off inactive 
file at close of fiscal year. Hold 
3 years and retire to FARC. 
Destroy 12 years after cutoff. 

b. Regional Office file. Permanent. Place in inactive 
folder when study is completed.
Cut off inactive file at close 
fiscal year. Hold 3 years and 
retire to FARC. Offer to NARS 
years after cutoff. 

of 

25 

1102-02 Wild and Scenic River Study Files. Case files accumu-
lated in the process of studying rivers or river seg-
ments for inclusion in the Wild and Scenic River 
System, Public Law 90-542. Included are studies of 
WilJ Rivers, Scenic Rivers, and Recreational Rivers. 
Consists of proposal for inclusion of river in the 
system; study plan; Federal Register Notices; Public 
Meetings Notices and reports; brochures; description
and history of river; environmental reports and 
assessments; evaluation of river characteristics; 
management policy for administration of the river; 
resolutions of state and local governments; state 
legislation; recommendations; review and comments by
state officials, interest groups; final report; 
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recommendations for Secretarial or Congressional
action; legislative proposals; and related documents 
and correspondence. Arranged alphabetically by name 
of river and type of study. 

a. HCRS Headquarters file. 

L. Regional Office file. :3 I~CI-\c..S ~t.."" il:. r-;~ 1"01"-.. i"I 
~ f',I'If'\L t<..E.~o"-T i' 
l·r\~i\L ~lO:i;'OK.\- fl::P,ft\N\\E~T_ ~L"~E. \~ IN."'-<!.'T\\lE. FILE.. 

\NI-\.~~ S,i\..\t:>'1 \S CCMrLe.'iE,.. cuT or'i'" <!..,.\~E..rt\ ....... f\L~
 

1"\.'\ QLoSE. o'\' f=I'SCflL '1~"'-~.t\OL\) ,\NO "1£;,,"'1'<-..5 AI'-\00
 
R;;"TIRE To f""~C!... orrE.R. To N"~S 2.S 'iE-A.~S A"'T~1'
 

::\
'2.; C'.OTcFF. 
f'\LI... o,1t~~ Rl=-cc:::,f'.-t:>.5 .-------	 / 

1102-03	 Water and Land Use Planning Study Files. Consists of 
case files documenting HCRS participation in water 
and water related land resource planning studies. 
Includes studies on a broad basis for evaluating
the conservation, development, and utilization of 
water and related resources; regional or river basin 
studies; and implementation studies. These projects 
are usually undertaken in cooperation with other 
Federal agencies, state agencies, and River Basin 
Commissions. Included are study plans and work 
assignments; maps; progress reports; news releases; 
press clippings; environmental assessments; draft 
report; comments and review; and related documents 
and correspondence. Arranged alphabetically by
river. 

Place in inactive file when study

is completed. Cut off inactive
 
file at close of fiscal year.

Hold 2 years and retire to FARC.
 
Destroy 15 years after cutoff.
 

2-.Place in inactive file when '--1Mrt 
study is completed. Cut 7/7-0(71 
off inactive file at close ~:r1J
of fiscal year. Hold 2 years -?/(t{h~ 
and retire to FARC. Destroy
25 years after cutoff. 

a. HCRS Headquarters file. Place in inactive file when 
study is completed. Cut off 
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DESCRIPTION OF RECORDS
 

b. Regional Office file. 

Recreational Area Studies. Consists of documents 
accumulated in the process of studying special recre-
ational areas such as Wilderness Areas and National 
Recreation Areas. Includes proposal for study; 
planning papers; Notices; reports of meetings and 
hearings; environmental materials; study materials;
reports; legislative proposals; correspondence with 
Federal agencies, state and local governments, and 
the public; and related materials. Arranged by 
study title. r2~RI'1r. ('~i~ 

a. HCRS Headquarters file. 

b. Regional Office file. 

DISPOSAL INSTRUCTIONS 

inactive file at close of fiscal 
year. Hold 2 years or until volume 
warrants and retire to FARC. 
Destroy 20 years after cutoff. 

Place in inactive file when study
is completed. Cut off inactive 
file at close of fiscal year. Hold 
2 years or until volume warrants 
and retire to FARC. Destroy 15 
years after cutoff. 

Place in inactive file when study
is completed. Cut off inactive 
file at close of fiscal year. 
Hold 3 years or until volume war-
rants and retire to FARC. Destroy
10 years after cutoff. 

Permanent. Place in inactive file 
when study is completed. Cut off 
inactive file at close of fiscal 
year. Hold 3 years and retire to 
FARC. Offer to NARS 25 years after 
cutoff. 
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1102-05	 Special Recreation Studies. Consists of documents
 

accumulated in the process of conducting special
 
studies related to conservation or recreation.
 
Includes studies such as Urban Study and Island
 
Study. Contains project proposal; study plan and
 
work assignment; data collection, analysis, and eval-
uation; recommendations; reports; correspondence with
 
interested agencies, state and local governments, and
 
private interests; and related materials. Arranged by
 
title of study. I Co4c. RI'1r (~)
 

au HCRS Headquarters file.	 Permanent. Place in inactive 
file when study is completed.
Cut off inactive file at close 
of fiscal year. Hold 3 years 
or until volume warrants and 
retire to FARC. Offer to NARS 
25 years after cutoff. 

b.	 Regional Office file. Place in inactive file when 
study is completed. Cut off 
inactive file at close of 
fiscal year. Hold 3 years and 
retire to FARC. Destroy 10 
years after cutoff. 
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CHAPTER 12. FEDERAL REVIEW RECORDS 

The records described in this chapter are accumulated 
in the process of reviewing federal projects, federal 
license and permit applications, and environmental 
impact documents. The Department of Transportation
Act requires that the HCRS review transportation pro-
jects that	 impact on recreational lands. The Service 
reviews water projects as required by the Federal 
Water Project Recreation Act. The National Environ-
mental Policy Act and Secretarial Orders require the 
HCRS to review environmental impact documents for 
projects. 

SECTION 1. PROJECT REVIEW FILES 

1201-01	 Transporlation Project Files. Consists of documents 
relating to transportation projects which require
federal assistance or approval. Primarily these 
relate to highways, railroads, airports, and water 
aecess. Includes projecl description, maps and 
drawings, inspection reports, comments, evaluations 
and reviews, and correspondence relating to the pro-
ject. Haintained by the office with responsibility
for Federal review. Arranged by type of project and 
project name. 

1201-02	 Water Development Project Files. Consists of papers
relating to water development projects from such 
agencies as the Bureau of Reclamation or the U.S. 
Army Corps of Engineers. Includes the project
description, maps and drawings, related environmental 
documents, agency comments, trip reports, reviews, 
and related correspondence. Haintained by office 
responsible for water project review. Arranged by 
agency and project title. 

Place in inactive file when pro-
ject review is complete. Cut 
off inactive file at close of 
fiscal year. Hold 3 years or 
until volume warrants and retire 
to FARC. Destroy 10 years after 
cutoff. 

Place in inactive file when the 
review is completed. Cut off 
inactive file at close of fiscal 
year. Hold 3 years or until vol-
ume warrants and retire to FARe. 

Destroy 10 years after cutoff. 



.. 
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120]-03	 Federal Utility Project App]ication Files. Documents 
accumulated in the process of reviewing applications
for Federal utility project licenses or permits. Per-
mits are received from the Federal Energy Regulatory
Commission (FERC) and the Nuclear Regulatory Commis-
sion (NHC). Consists of application materials; pro-
ject description, such as FERC Exhibit R; Project 
Tracking Sheet; related environmental documents; 
comments; evaluations; HCRS recommendations; maps,
plats, and drawings; FERC Orders; and related corres-
pondence. Arranged by licensing agency and project
number. 

]20]-04	 Ndvigation Permit Files. Consists of papers relating
to the review of Corps of Engineers navigation permit
applications. Includes application and related docu-
ments; reviews; HCRS recomrnenda t Lons ; and related 
conIDlents. Arranged by Corps of Engineers' application
number. 

]201-05	 Federal Project Review Files. Consists of documents 
accumulated in the review of projects from federal 
agencies such as mum, EPA, and others. Contains 
project descriptions, maps and plats, related docu-
ments, comments, reviews and recommendations, and 
related correspondence. Maintained by reviewing 
office. 

SECTION 2. ENVIRONHENTAL IMPACT DOCUMENT FILES 

1202-01	 EIS Advance Notice Files. Consists of documents which 
advise that environmental assessments and environmental 
impact statements on projects are being prepared. 
Includes notices, comments Hhich may be prepared, and 
related correspondence. Arranged chronologically by
proj ect , 

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

Place in inactive file when project
review is complete. Cut off inac-
tive file at close of fiscal year.
Hold 3 years or until volume war-
rants and retire to FARC. Destroy
50 years after cutoff. 

Place in inactive file when review 
is complete. Cut off inactive file 
at close of fiscal year. Hold 2 
years or until volume warrants and 
retire to FARe. Destroy 6 years 
after cutoff. 

Place in inactive file when project
review is complete. Cut off inac-
tive file at close of fiscal year.
Hold J year or until volume warrants 
and retire to FARC. Destroy 10 years 
after cutoff. 

--d 
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a.	 Advance notices which do not require comment. 

b.	 Advance notices on which HCRS prepares comments. 

1202-02	 EIS Early Coordinatjon Files. Papers relating to HCRS 
comments and assistance in the preparation of environ-
mental studies and surveys. Includes advance notice; 
comments; preljminary assistance; and related corres-
pondence. Arranged by agency and project. 

a.	 Projects which result in negative determinations. 

b.	 Projects wh lch are determined to have a major
and significant impact. 

1202-03	 Published Environmental Impact Statement File. Pub-
lished environmental impact statements. Includes both 
draft and final statements. Maintained for reference 
by office responsible for preparing comments on the 
statement. Arranged by agency and project. 

1202-04	 Environmental Impact Statement Comments File. Docu-
ments accumulated in the process of reviewing and 
commenting on surveys and studies of projects which 
have a major and significant impact on the environ-
ment. Includes departmental or bureau control docu-
ments; preliminary comment papers; evaluation of the 
environmental and recreational impact of the proposed
project; formal comments; and related correspondence.
Maintained by agency responsible for review. 
Arranged by sponsoring agency and project. 

Destroy after 90 days. 

Place in EIS Early Coordination 
File. 

Cut off at	 close of fiscal year. ~1-
7/~O/7rDestroy .Syears after cutoff. 
f--rt3 

Place in appropriate EIS comment -r/I&/;q 
file. 

II') ~V04C<.f Destroy~when superseded, obsolete, 
or no longer needed for reference. 
bo v>o+ !V"aht.$ re(' -to FeJera...{
R ~Qo rd.s C€.N\.--lers , 

Place in inactive file when final 
environmental impact statement is 
approved. Cut off inactive file 
at close of fiscal year. Hold 2 
years or until volume warrants 
and retire to FARC. Destroy 5 
years after cutoff. 
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1202-05 

N 

Environmental Impact Statement File. Papers created 
and maintained by the HCRS which document the environ-
mental effect of major and significant Federal pro-
jects. Includes statements for which HeRS is the 
lead agency and those in \hich contributes... HCRS 
Consists of project detail material, draft statement, 
comments, and final environmental impact statement. 
Maintained by the office of origin. Arranged by 
project title. 

Place in inactive file when final 
statement is approved. Cut off 
inactive file at close of fiscal 
year. Hold 5 years or until volume 
warrants and retire to FARC. 
Destroy 20 years after cutoff. 

oo 



·, •
 

~--------'-------------------------------------------------------T--------------------------------~ITH1
 
flUf·1flER DESCRIPTION OF RECORDS DISPOSAL INSTRUCTIONS
 

CHAPTER 13. FEDERAL COORDINATION RECORDS 

The HCRS provides planning assistance to Federal
 
departments and agencies and coordinates their acti-
vities relating to recreation. The Service provides

advice, information, and liaison to enhance the rec-
reational aspects of Federal projects.
 

1300-01	 Composite Plan Files. Consists of plans for specifi- Place in inactive file when plan
cally designated recreational areas within National is revised, superseded, or obso-
Forest boundaries. Includes composite area descrip- lete. Cut off inactive file at 
tions, maps and plats, evaluations, budget estimates, close of fiscal year. Hold 2 
and related correspondence. M~intained by the review- years or until volume warrants 
ing office. Arranged by area name. and retire to FARC. 

Destroy 5 years after cutoff. 

1300-02	 Cooperative Management Files. Consists of papers Place in inactive file whentv 
a which document agreements between Federal agencies agreement is terminated. CutI-' and state and local agencies to make underutilized off inactive file at close of 

lands available for recreational purposes. Includes fiscal year. Hold I year or 
proposals, records of meetings, trip reports, coopera- until volume warrants and retire 
tive management agreements, and related correspon- to FARC. Destroy.K years after 
dence. Maintained by responsible office. Arranged cutoff. Jr 
by agency and location. 

1300-03	 Coastal Zone Management Files. Consists of papers Place in inactive file when plan is 
relating to HCRS participation in the development of revised, superseded, or obsolete. 
management plans for the protection of coastal areas. Cut off inactive file at close of 
Includes correspondence, meeting and trip reports, fiscal year. Destroy;(years after ~ task force materials, draft management plans, com- cutoff.	 S' "1"'''7,ments, and final coastal zone management plans.

Arranged by state or region. <-1tf{!:


'V,g/11 
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1300-04 
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.J:.~ '1~ 

1300-05 

tv N-((,9-1.., 
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Federal Project Coordination Files. Consists of docu-
ments accumulated in the coordination of Federal agency 
programs. Includes such programs as DHUo 70 Compre-
hensive Planning and EPA - Waste Water Treatment Pro-
grams. Files include project proposals, evaluations, 
comments, recommendations, and related correspondence.
Arranged by program and project name. 

Federal Recreation Fee Files. Consists of materials 
relating to the Golden Age Passport and Golden Eagle
Passport programs. Includes sales agreements for the 
program, reports of sales, passport inventories, 
and correspondence related to the programs. Arranged
chronologically by type of fee. 

Cut off when project review is com-
pleted. Destroy 3 years after 
cutoff • 

Cut off at close of fiscal year.
Destroy 3 years after cutoff. 



ITEM 
NUt'mER DESCRIPTION OF RECORDS	 DISPOSAL INSTRUCTIONS----~------------------------------------------------~~----------------------------__i

CHAPTER 14.	 ARCHEOLOGICAL AND HISTORIC
 
RESOURCE RECORDING RECORDS
 

The records described in this chapter relate to the
 
recording and recovery of significant historical and
 
archeological resources of the nation. These include
 
records of recovery and salvage projects under the
 
Interagency Archeological Program; the identification
 
and documentation of significant architectural sites/

under the Historic American Building Survey; and
 
inventory and documentation of significant engineer-
,tng, industrial, and technological sites and systems

under the Historic American Engineering Survey.
 

SECTION 1. ARCHEOLOGICAL RESOURCE RECORDS 
N 
o w 1401-01	 Antiquities Act Permit Files. Consists of permits

required to conduct work on lands owned or controlled 
by the Federal government. Includes permit form, 
stipulations, approvals, and recommendations from 
other agencies such as BLM and Smithsonian applica-
tion, data on applicants, reports, clippings and 
articles, and related correspondence. Arranged by
permit number. 'fa., CN\... j:+ I 'jf', 

a.	 HCRS Headquarters. Permanent. Place in inactive file 
at expiration of permit. Cut off 
inactive file at close of fiscal 
year. Transfer to FARC 2 years 
after cutoff or when volume war-
rants. Offer to NARS 30 years
after cutoff. 

b.	 Regional. Place in inactive file at expira-
tion of permit. Cut off inactive 

~--------~-------------------------------------------------------~--------------------------------~
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ITEM 
NUMBER DESCRIPTION OF RECORDS DISPOSAL INSTRUCTIONS 

Archeological Project Files. Documents accumulated 
in the process of monitoring and coordinating arche-
ological projects relating to Federal and Federally-
sponsored construction projects. Includes work plans,
preliminary reports, funding documents, interagency
agreements, and correspondence. Arranged by project. 
NOTE: Documents relating to monitoring of contracts 
for archeological projects should be disposed of in 
accordance with item 501-11 , Contract Monitoring
Files. 

file at close of fiscal year.
Destroy 6 years after cutoff. 

Place in inactive file on completion
of project. Cut off inactive file 
at close of fiscal year. Hold 3 
years or until volume warrants and 
transfer to FARC. Destroy 10 years
after cutoff. 

N 
o ~ 

1401-03 Archeological Project Report Files. Consists of 
reports on archeological projects and permits sub-
mitted by contractors and permittees. Includes arche-
ological reports, catalog of collections, sketches, 
maps, photographs, clippings and articles, evalua-
tions and comments on the reports, correspondence, and 
documents related to entry of these reports in the 
National Technological Information Service (NTIS)
system. Arranged by project. C.... ~~ e..... H/"1(. 

SECTION 2. RESOURCE RECORDING RECORDS 

Permanent. Cut off at close of 
fiscal year in which final report
is accepted. Hold 3 years or until 
volume is sufficient and transfer 
to FARC. Offer to NARS 30 years 
after cutoff. 

1402-01 Historic Resource Survey Files. Documents which 
relate to the survey of archeological sites by the 
Historic American Building Survey and surveys of 
engineering, industrial, and technological sites and 
systems by the Historic American Engineering Record. 
Includes narrative descriptions of sites, drawings
and sketches, maps, photographs, survey forms and 
questionnaires, related correspondence, and evaluations 
by OAHP. Arranged by location or subject of survey.

S~ l"tl '\'. 

Permanent. Cut off at close of fis-
cal year in which survey is com-
pleted. Transfer to FARC 10 years
after cutoff or when no longer
needed for reference, whichever is 
earlier. Offer to NARS 30 years
after cutoff. 



ITEM 
NUMBER DESCRIPTION OF RECORDS DISPOSAL INSTRUCTIONS 

1402-06 

( 

I 

r<> o 
0\ 

:. 

architectural resources. These may be 4" x 5", 5" x 
7", or 9" x 9". Photogrammetric recordings are pro-
duced as a means of recording precise measurements 
of the dimensions of the resource. 

Recording Project Drawings Files. Consists of mylar 
drawings of architectural, engineering, industrial, 
or technological resources produced as part of the 
recording process. P':tni~hea eSf3iea 8f :these drawings 
are part of the project and are submitted to the 
Library of Congress. Arranged by project. Maintained 
by responsible office. 

related Historic resource recording
project file. 



~------'.-r------------------------------------------------------'---------------------------------~iTEM 
NUf.1BER DESCRIPTION or RECORDS DISPOSAL INSTRUCTIONS 

1402-02 

o 
tv 1402-03 
111 

1402-04 

Maintained by responsible office. 
NOTE: Documents relating to the monitoring of con-
tracts for resource surveys should be disposed of in 
accordance with item 501-11 , Contract Monitoring
Files. 

Historic Resource Recording Project Files. Consists 
of detailed analysis of individual architectural 
sites or engineering, industrial, or technological
sites or systems. Includes narrative descriptions
of the condition, location, construction, and owner-
ship of the resource; measured drawings, photo-
graphs; photogrammetry; and maps. Arranged by pro-
ject. Maintained by responsible office. 

Historic Resource Inventory Files. Consists of stan-
dardized forms which briefly describe an architec-
tural, engineering, industrial, or technological 
resource. Includes descriptive information, map
references, sketches, and photographs. Arranged as 
appropriate. Maintained by responsible office. 

Recording Project Field Note Files. These files con-
sist of working papers and reference material accu-
mulated by field teams preparing historical reports 
on architectural, engineering, industrial, or tech-
nological resources. Includes inventory forms, 
clippings, photographs, field drawings, maps, corres-
pondence, and related material. Arranged by project. 
Maintained by responsible office. 

Photogrammetry Stereo Negatives. Photographic
stereopair negatives, usually on gl~ss plates, which 
are created in the process of recording significant 

Permanent. Cut off at comple-
tion of the project. At close 
of fiscal year, transfer cutoff 
files to Division of Prints and 
Photographs, Library of Congress
in accordance with the agreement
between the Librarian of 
Congress and the Archivist of 
the United States. 

Destroy when obsolete, super-
seded, or no longer needed for 
reference. 

-,--------------------~
 

1402-05 
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IUMNUMnER DESCRIPTION OF RECORDS	 DISPOSAL INSTRUCTIONS~-------+-------------------------------------------------~------------------------------~
CHAPTER 15.	 RESOURCE REGISTRATION 

PROGRAM RECORDS 

The records described in this chapter pertain to the 
identification and registration of the historic and 
natural resources of the nation. These include the 
identification and entry of historic sites in the 
National Register of Historic Places; selection and 
study of nationally significant historic	 sites under 
the Historic	 ·Landmarks Program; and selection and 
recognition of nationally significant natural areas 
under the Natural Landmark Program • 

• SECTION 1. HISTORIC RESOURCES RECORDS 

N 1501-01 National Register of Historic Places Property Files. Permanent. Place in inactiveo .......
 Consists of doclments relating to the evaluation and file when site is entered on the 
registration of specific sites for the National National Register. Cut off 
Register of Historic Places. Includes the Notice of inactive file at close of fiscal 
Entry in the National Register, nomination forms, ~~;.Af n year. Hold 2 years and_Iransfer 
data sheets, maps and plats, tax reform waivers, c~C;I to FARC. Offer to NARS~ years
photo~~~ related correspondence. Arranged by 

I after cutoff. Prior to retire-
state'Acoun~~ andv st te, C"-. ~ CM... F+, /~r-. ment to FARC, significant docu-

'4\-Ie.Te.~~ t:l ,a - IS	 ments from the files are to be 
microfilmed. These documents are 
listed in Item 1501-03, Property
Reference Files. NOTE: Docu-
ments which are not suitable for 
microfilming, such as oversize or 
color coded maps, may be retained 
in the office. Disposition of 
these items will be in accord-
ance with the basic file. 

http:4\-Ie.Te


ITEM
 
NUMBER
 

1501-02 

1501-03 

N 
o 
00 

1~ 

DESCRIPTION OF RECORDS 

National Register Nomirtation Files. Consists of 
nomination of sites for entry on the National Regis-
ter of Historic Places. Consists of nomination forms, 
photos, maps, correspondence, and related documents. 
Arranged by state. Y3 ~tf+.('1r. 
a. Rejected applications. 

bo Approval applications. 

National Register of Historic Places Property
Reference Files. Consists of microfilm copies of 
documents maintained in the Property Files. Main-
tained as a reference file. The documents include,
but are not limited to, the following: Register
Entry Form, nomination package, data sheet, photos,
and drawings. Arranged by state, county, and site. 

s used to track an coordinate the ev ua-
review of sites n ina ted for the Nat onal 

ere Includes spac for comment and ap oval by
reviewing unit. led chronologicall by state. 

Federal Register Notice Files. Documents relating
to publication of Federal Register notices advising
of the nomination of sites for the National Register
of Historic Places. Arranged chronologically. 

~ • Nofttie~.:f;O"Hs of. r-rr== feAA.P{,,~. 

b, NlJtTp..~Co.:fio-n s of proper+ie.s /[:4'4;9.· 

DISPOSAL INSTRUCTIONS
 

'P5bVtA1e~Cut off at close of fiscal year in 
which final determination is made. 
Hold 3 years and retire to FARC. 
Bes troy ~ear.., 8ft;'H cJ~ 
6f.~ "" IV :10 'df'S' uSlfU (fS()I'O~ 

File in appropriate site fileAwhen 
application is approved. 

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

eview 
nominatio is comp teo 

f inactiv file at lose of 
old 4 y rs and 

q.Place in inactive file on publica-
tion of notice in Federal Register.
Ctlt eff inaeti~e file at close of 
fiseal year. Destroy i yeat after 
cntgf f. ~~-kof fll.bl;cAl-,u". (P ~-H.S 

hie. 01A.. T'(J.bhc.c.:t~ot:
·R:€~lc;~r. DI?~trO-<-i '''''to-.\.,. 

to(. .,v"\ 

1501-05 
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ITH1 NU~1OER DESCRIPTION OF RECORDS DISPOSAL INSTRUCTIONS 
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1501-06 active file -

tv 
o 
\0 

l50l-0Y> 

Documents relating to the d termination of the 
bility of a Federally-own or -controlled pro erty 
for inclusion in the Nat onal Register of His oric 
Places. Undertaken at he request of Feder agencies
when the site is sign ficantly impacted by construc-
tion. Includes age y's request; projec and site 
description; plans for preserving of hi toric, archi-
tectural, or arc ological resources; rchitect's 
and/or archeoLo ist's reports; revie by NR; com-
ments and opi ons by State Histori al Preservation 
Officer; rep ts; determinations 0 eligibility; and 
related cor espondence. 

a. 

sites. 

National Historic Landmark Application Files. Con-
sists of applications and Nominations of sites for 
recognition as National Historic Landmarks. Includes 
documents accumulated in the review and evaluation of 
applications -- such as site descriptions, photos, 
maps and plats, correspondence, and related documents. 
Arranged by site. 

determin tion of elig ility
made. ut off inact ve file 
at cl se of fiscal ear. Tr 
to F Cater cuto 
De after cu off. 

File in appropr' te site fil 
when property s added 
National Reg ster. 

hen 
Cut off 

inacti e file at cl se of fiscal 
year Transfer t FARC 3 years 
aft r cutoff. D stroy 15 years 

cutoff. 



1501-06 National REl~ister Determination of E;lip;ibility_ PropertY.Jnvestigation Files. Place in 
Files created when HCRS, in response to inquiry, information, or complaint inactive file 
from States, individuals, or organizations, initiates inquiries into the foll01,o!ing ad-
eliGibility (for inclusion in the :na~ional nf::r2~J.£!J of a site that may visory action. 
be affected by a Federally funded, licensed, or asa.is ted project. HeRS Cut off inactive 
in this ease may gather information on the project and how it will affect ~v file at close of f'Y. 
the site, inform the involved Federal agency of its responsibilities Transfer to F(illC 
under the Preservation Act, or ask the agency to request a determination ')t..q 5 yrs. after cut-I~ 

from HCRSon the eligibility of the site. Records may include \{~ off. Destroy 15 
project and site description; architectural, historical, or archeological ~, years after cutoff. 
survey reports; comments by the State Historic Preservation Officer. 
Inquiries may result in a formal request for determination of eligibility 
(Item 1501-07) or an informal determination of il'lE:ligibility (in the 
latter case, the HeRSfile only documents the fact that HeRS followed 
up on the initial inquiry or complaint). 

1501-07	 National Register Del~orm~nnt;ionof Eligibility: l"iles. a. Eligibile sites--
Consists of documcn ba lion on the elieibility ..for inclusion in PillJVlANENT. Place 
the National llSlc;iBtur 0[' BUes to be affected by Federally assisted ~~ in inactive file 
projects. Includes agency l:::l request, projec L or sito description; 111~ when determinatior 
archi tectural, historical, or <.trcllooloeicul autvey roports; opinion is made. Cut off 
of the State Historic Preservation Ofricer on eligibility; ~ inactive file at 
National Hcgistcr comment sheet; requests for add.i.t Lona], information; ~'-1j J0- end of FY. Truns-
maps, plats, drawings, photos (mrlY be included);!rolatec5. ~~ fer to FP.RC 5 
correspondence; final determinationo Arr-anged by nilllle'or-- ~ years after cutoff 
agency. ca. 10 cu.ft.!;yr. f'or' eligible sites. Offer to !'JARS 20 

(.~. I C\.4..f't'!'!lr. Pol' '!r'\e,\iC;Slble s r+e s	 years after cutoff 

'Eft"'''~ E: N"'T".
b.~Ineligibile sites-

Place in inactive 
file when deter-
mination is made , 
Cut off inactive 
file at cl088 of 
FY. Transfer to 
Flute: 5 'dr>. (~-. 

CIA.;\-vf+. 0f ~er- -.0 

NAR.S ~o ~I'S. 

~ cLlfoffi 



ITEM 
NUMBER DESCRIPTION OF RECORDS DISPOSAL INSTRUCTIONS 

a. Rejected Applications. 
d."",".f./. /'1,. 

b. Approved Applications 

lSOl-~0"	 National Historic Landmark Theme Study Files. Docu-
ments accumulated in the studies of various periods 
or themes of American History. Includes surveys and 
evaluations of various sites associated with each 
theme and used as a basis for selecting individual 
sites of national significance. Arranged by theme. 

10 
Ce{o a /I IF Mt»-YltV../6.t tJ, i" t\. l' veil. ~etJ:r, 

N 
f-' lSOl-OO" National Historic Landmarks Site Files. Documents 
o 

• 
relating to the registration of nationally signifi-
cant districts, sites, buildings, structures, or 
objects. Consists of registration forms, description
of site and significance, maps and plats, drawings,
photographs, biennial reports on site, clippings and 
articles, pamphlets, and related correspondence.
Arranged <by site a~ 5in,te)'1IIe~ b!j C{)iM1,~) I...fIer~ 
1~ SIte. na-a.-, CC\.. O(~ .... Pr/.·tr. 

lSOl-.l<f" National Historic Landmarks Site Reference Files. 
Consists of microfilm copies of documents from the 
Site Files. These documents include, but are not 
limited to, the following: application, registration
furms, photos, drawings, and maps. Arranged by site 
name. 

PEAAANE.tJ'(.
Cut off at close of fiscal year

in which final determination is
 
made. Hold !yyears and retire to
 
FARC. Beetle} 15 )CUU) urt@£'
 
ewt:ejifr Offer.&o NIrRS .;lO ':1ts. ~.Ju
 

CAA.+o~f,
 
File in a,ppropriate site file (ISO/)-
when application is approved. oq
 

Permanent. Cut off at completionreeo"t. {:PPMof theme study. OfferAto NAKS 20
 
years after cutoff or when no
 
longer needed for reference,

whichever is earlier. ft//cflher COftes A
 
htMf he dU:fT~e£ w~ no i01l1et' rJiede&V
 

for r~ferurce, 
Permanent. Place in inactive file
 
when site is selected as a
 
National Historical Landmark.
 RYE 
Cut off at close of fiscal year. 7(1/7'1
Transfer to FARC 5%ars after cut-
off. Offer to NARS 20 years after V1'rJ ,~
cutoff. Prior to transfer to FARC, 7/2"/71 
significant documents from the site 
file are to be microfilmed. These 
documents are listed in Item 
1501-10, National Historical Land-
marks Site Reference File. 

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

http:PEAAANE.tJ


ITEM NUI·mER DESCRIPTION OF RECORDS	 DISPOSAL INSTRUCTIONS~--------'-----------------------------------------------------~------------~---------------------1
I~	 PEIiCIt IUI€N1. 
l50l-)t!	 National Historic Landmark Site Inspection Files. 

Consists of reports of regularly schedulei inspections
of Landmark Sites. Includes forms, reports, and 
related correspondence. Al"i, a,lph.::.bet1cc.,llj b~ Sik.. 

()ClNYI.e, CC).., V-a ~ f+1 ~r, 

Cut off file every 3 years. At 
close of fiscal year, transfer to 
FARfiH v~,lJIIl.e:ssufficient.is

O~ +0 yr< ~o ,l.-\eo..rs
QQSQy!l: yeaF91\arter cutoff. 
Prior to transfer er destYHetieft,
significant documents may be 
microfilmed and added to the 
appropriate National Historic 
Landmark Site Reference File,
Item 1501-10. 

~ ~l	 ~ • " 
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ITEM
NUI11lER DESCRIPTION or RECORDS
 

SECTION 2. NATURAL RESOURCES RECORDS 

1502-01 Natural Landmark Theme Study Files. Consists of 
studies of several themes which encompass the various 
natural phenomena of the country. The studies are 
broad brush inventories of the sites which best 
represent the theme being examined. Includes study
report, inventory ot sites, inventory forms, related 
documents, maps, evaluations and comments on the 
study, and correspondence. Arranged by theme. 
NOTE: Documents relating to the monitoring of con-
tracts for studies should be disposed of in accord-
ance with Item 501-11 , Contract Monitoring Case File. 

Co-. , c- ~i '""r. 
1502-02	 Natural Landmark Evaluation Study Files. Consists of 

specific evaluations of sites recommended in thematic 
studies. Contains evaluation reports with maps and 
photographs, application forms, environmental analy-
sis, clippings, publications, review and comments on 
the report, and related correspondence. Arranged by
site and state. 
NOTE: Documents relating to monitoring of contracts 
for evaluation studies should be disposed of in 
accordance with Item 501-11 , Contract Monitoring
Files. 

a. Sites selected for entry on the National Register. 

DISPOSAL INSTRUCTIONS
 

Permanent. Cut off at completion
of theme study. Offer to NARS 10 
years after cutoff or when no 
longer needed for reference, which-
ever is earlier. 

Place in
 
Landmark
 
National
 

appropriate Naf)ural
. {I~Oa-OifS1te File~on e try in 

Register 



ITEMNUMBER DESCRIPTION OF RECORDS 

bo Nonselected sites. A(~F*I~. 

1502-03	 Natural Landmark Potential Site Files. Consists of 
documents relating to sites which may be considered 
for entry in the National Register. Includes poten-
tial site identification form, maps, preliminary
reports and appraisals, staff notes, related documents 
and correspondence. Papers on files selected for 
evaluation are placed in the appropriate evaluation 
study file. Arranged by state and site. 

]502-04	 Natural Landmark Site Files. Consists of documents 
accumulated in the process of entering natural land-
marks on the National Register. Includes designated
landmarks and registered landmarks, those for which 
a plaque has been presented. Files contain notice of 
entry, landmark brief, news release, potential site 
identification form, maps, photos, evaluations and 
comments, site plans, notices to owners, clippings,
speeches, presentation materials, inspection reports
and forms, and related correspondence. Arranged by
site. 3w~f I..,.,. 

DISPOSAL INSTRUCTIONS 

f'g({I-(IfNeAJ1:
Place in inactive file on final 
determination of nonselection. 
Cut off inactive fiJ..fi._a-i.JJ..t>/e 
of fiscal year. ~~j~O~'years
after cutoff. NOTE: These files 
may be transferred to the appro-
priate state office for those 
states with natural landmark 
programs. 

Review annually. Destroy material 
of no further reference value. 

http:fiJ..fi._a-i.JJ


ITfr~ NUMnER DESCRIPTION OF RECORDS 

a. Headquarters Files. 

h. Regional Files. 

DISPOSAL INSTRUCTIONS 

Permanent. Place in inactive 
file when site is removed from 
the National Register. Cut off 
inactive file at close of fiscal 
year. Transfer to FARC 5 years 
after cutoff. Offer to NARS 20 
years after cutoff. 

Place in inactive file when site 
is removed from the National 
Register. Cut off inactive files 
at close of fiscal year. Transfer 
to fAMe 1 years after cutoff. 
Destroy 10 years after cutoff. 



I H-'4 NLII1I1ER DESCRIPTION or RECORDS	 DISPOSAL INSTRUCTIONS ~--·--·---t-------------------------------------------------~~------------------------------~ 
CHAPTER 16. TECHNICAL ASSISTANCE RECORDS 

The records described below are accumulated in the 
development and application of technical information 
on the preservation of cultural properties and the 
development and implementation of recreational 
resources. Includes training and consultant service 
for Federal, state, and private interests; certifica-
tions of state and local legislation and rehabilita-
tion projects under the Tax Reform Act; and monitoring
of preservation projects to ensure compliance with 
the Secretary's standards for rehabilitation. 

SECTION 1. TECHNICAL ASSISTANCE FILES 

l60l-01	 Workshop, Seminar, and Training Project Files. Con-
sists of documents accumulated in the process of 
planning, arranging, conducting, participating in,
and following up on region~l and national workshops,
seminars, and training projects on various aspects
of conservation or recreation. Includes reports on 
project status, working papers, and background mate-
rials, agendas, invitations to program participants,
lists of persons attending, copies of program parti-
cipants' travel vouchers, and related documents and 
correspondence. Arranged by project title. 

1601-02	 Technical Assistance Project Files. Consists of 
requests from Federal agencies, state and local 
governments, and private interests for technical 
assistance on conservation/recreation planning,
implementation, and management. Includes the request,
HeRS response, research, reports, and related docu-
ments and correspondence. 

Place in inactive file when pro-
ject is completed. Cut off 
inactive file at close of fiscal 
year. Hold 2 years or until vol-
ume warrants and retire to FARC. 
Destroy 10 years after cutoff. 



ITEM Nur·mER	 DESCRIPTION OF RECORDS~------,~-~-~~--~~~------.-----~-~~~-------------~~--------------------------;

SECTION 2. TAX INCENTIVE CERTIFICATION RECORDS 

1602-01	 Tax Reform Statute Certification Files. Documents 
accumulated in the review of state and local historic 
district statutes under the Tax Reform Act of 1976. 
Includes State Historical Preservation Officers' 
recommendations, request for certification from the 
governmental body enacting the legislation, copies of 
state enabling legislation for local statutes,
descriptions of ·involved historical sites or dis-
tricts, notification of certification or denial, and 
related correspondence. Arranged by state and 
political subdivision. 

1602-02	 Tax Reform Act Certification of Significance Files. 
Consists of documents accumulated in the review and 
evaluation of the significance of buildings within 
designated historic districts under the Tax Reform Act. 
Includes Part I, Historic Preservation Certification 
Application, State Historic Preservation Officer's 
recommendation, description of property, statement of 
significance, maps and photographs, notification of 
certification or denial and related correspondence.
Arranged by state and district. ~. I fit e.tAo. ff'/'1r. 

1602-03	 Tax Reform Act Certification of Rehabilitation Files. 
Consists of documents accumulated in the review and 
evaluation of review of rehabilitation projects under 
the Tax Reform Act. Includes Part II, Historic Preser-
vation Certification Application, Historic Preservation 
Officer's recommendations, description of proposed or 
completed work, drawings, photographs, data sheets,
notifications of approval or denial of proposed work, 
and related correspondence. Arranged by state and 
project. c.o.. \ CM.. Pt-{",r. 

DISPOSAL INSTRUCTIONS
 

P @FlIUtF\~nt:-.-P.~lace--in-inac t~iv(.,,-f·i·le--
.fEi!!F fi.c~t!fi'm±nttt-~v, ,,~"'~ ~~'-'11 'UQ~c. 

~of£-inactive file at close of -
~a-l .... ~,T..r-ansfeL-ta-EARC-3-yea r~O'c

,!",@3.f'!9..-a-f--te-r-:- Of fer to NARS
cutoff. 

~year-s-after cutoff. ,.
PlCUl-t.. ~'I\ 'i~\J4t ~,Lc. W"e.V\ sTet\. \.~ 

~e.'~1 s~e.C'secled.., Of' e...~\ ..~s.. 
Cu..+ of.p \~o..o..+'~ P\\c. -.."\c\ose o~ F~ ftttl 
lnMls~ -4& FA~C .;t 'iecw$ o..~~C" ul~l"" 
C",,'\-o~, ~es~ 10 ",{'$> ~ ('.1( ~F' .. '1HfJ:' 

'03171Permanent. Place in inactive file 
after determination has been made. 
Cut off inactive file at close of 
fiscal year. Transfer to FARC 3 
years after cutoff. Offer to NARS 
20 years after cutoff. 

Permanent. Place in inactive file 
after determination of certifica-
tion has been made. Cut off 
inactive file at close of fiscal 
year. Transfer to FARC 3 years
after cutoff. Offer to NARS 20 
years after cutoff. 



ITH1 
NUMRER DESCRIPTION OF RECORDS 

SECTION 3. PRESERVATION MONITORING FILES 

1603-01	 Surplus Property Files. Documents accumulated in the 
process of assisting Federal and state agencies and 
others in the evaluation, preservation, and mainte-
nance of historic properties. Includes correspondence
with requesting party, description of property, evalu-
ation of plans or proposals for action on the struc-
ture, recommendations or comments to controlling 
agency on proposed actions, and related documents. 

Arranged by	 lit;Nle, and propEL ty. "_. , e.,.~+/ur.
~, ~(t"wl~fr b~ frot~"':). '-Q, -, 

1603-02	 State Preservation Pro ect Files Documents accumu-
lated in the review of state ~ servation projects to 
ensure compliance with stan rds and regulations.
Includes plans and descri ions of work, architectural 
and archeological repor and studies, architects 
proposals, meeting r orts, correspondence, drawings,
photos, publicatio ,clippings, and related documents. 
Arranged by stat and project. 

s~e. nex+ p~ 
1603-03	 Historic Preservation Grant Com ance Re ort Files.
 

Consists of documents which re te to the completion

of grants-in-aid for his tori preservation projects.

Includes, but is not limit to, completion reports,

plans, drawings, maps, p tos, and related corres-
pondence. Maintained monitor completed grants

projects for complia e with the maintenance provi-
siuns of grant agre Arranged by state and
 
pruject number.
 

DISPOSAL INSTRUCTIONS
 

Gut off at completIOIi of tHe 
aee'8~8nec projcet, Held 2 jCar8
81' '1At'l velt!ftle ie s~ffi8:i:8Rl; aAQ 
rc~irc ~e	 FAR@. P2~tF8y lQ 3885~ 

a~1I1i£ 2& •• ji. d PJ~et in inAeti". ~\e wlte.tt 
1'I"Ofe.rl1.\ ~ko.bilii-P.+io", h eO~f>lt.~. 
C~ o~~ il\~e.tlvt. ~\te ~t- c.\c,CQ of F\{, 
i-4rt\cl ~ ~C'S.	 0.,. 1oV\ ....,l VD l""'t W"'tl"t>.~ 

+ ~1-\~ io ~"'tlC. o~f«..'" to HArtS'
 
~sr ~~. o..~te.r c-",-+ofJ:.
 

Cut off at comple grant.
Hold 2 years 0 until volume war-
rants and	 re re to FARC. Destroy 

er cutoff. 



1603-02.	 State Preservation Project Files. Documents a. If filmed--Film in accordance with 
accumulated in the review of State preservation 41 CFR 101.11-506. 
projects to ensure compliance with standards 
and regulations. Includes plans and description 1) Paper records 
of work, architectural and archeological reports
and studies, architects' proposals, meeting reports, Transfer to FARC upon filming and 
correspondence, drawings, photos, publications, verification of film. Destroy 20 
clippings, and related documents. Arranged by years after retirement. 
State, therunder by project. Ca. 5 cu.ft./yr. (rOf'~r) 

2) Film records 

PERMA.NENT. Offer to NARS at 
end of covenant period. 

b. If not filmed 

EillMfu,,\ENT.Cut off at completion of 
grant audit. Offer to NARS at end of 
covenant period. 

1603-03.	 Historic Preservation Grant Compliance Report Files. a. If filmed--Film in accordance with 
Consists of docrunents which relate to the completion of 41 CFR 101-11.506. 
grants-in-aid for historic preservation projects.~~t\\"'f' Includes, but is not limited to, completion reports, 1) Paper records.
 
plans, drawings, maps, photos, and related correspondence.

Maintained to completed grants projects Transfer to F'A..~C
monitor for	 upon filming ~\~~ 
compliance with the maintenance provlslons of grant and verification of film. 
agreements. Arranged by State, thereunder by project number. Destroy 20 years after retirement. 
t...5 ~...fl+;../ ~t. (p'"fe'i 

2) Film records 

PERMANENT. Offer to NARS 
at end of covenant period. 

b. If not filmed. 

PERMANENT. Cut off at completion
of grant audit. Offer to NARS at 
end of covenant periodt 



ITH1 NUt·1n[R DESCRIPTION OF RECORDS	 DISPOSAL INSTRUCTIONS 

1603-04 
N 
I-' 
ex> 

1603-05 

a. Textual records (paper 

b. 

Consists of 
architectural drawings of eservation projects.
Includes structural and tail drawings used in the 
evaluation and compliaI e phases of preservation pro-
jects. Arranged by sate and project number. 

('or 1'~"! 01-\ • see.. V\ek. + "F1~ t 

Research Proj ect Fil es , Cane papers which describe 
research projects for the development of new approaches
and techniques for restoration or preservation of 
cultural resources or for the development of new 
approaches, systems, equipment, or devices to improve
outdoor recreation resources. Projects may be con-
ducted by HCRS personnel or by contractors. Includes 
project proposal; authorization; contract and any
changes or modifications; project specifications; 
technical and progress reports; tests and evaluation 
documentation; project correspondence; and related 
materials. NOTE: One copy of each publication 
resulting from a research project shall be maintained 
in accordance with Item 703-01, Publication Master 
File. 

Cut off at close of f seal year
in which grant is c pleted.
Hold 2 years, or til volume 
warrants and ret re to FARC. 
If microfilmed retire paper
files to FAR after microfilm 

ified. Destroy 20 

Destroy, individual microfilm 
jacke when obsolete, super-
sede , or no longer needed for 
ref renee. 

Permanent. after expira-
tion of covenan period of 
grant. 0 NARS 2 years
after cutoff If microfilmed, 

o	 ginal to NARS after 
copy is verified. 

Place in inactive file qn comple-
tion of the project. Cut off 
file at close of fiscal year.
Hold 2 years or until volume 
warrants and retire to FARC. 
Destroy 5 years after cutoff. 



1603-04. 

~1\,..\1" 

~'4\\1~ 

state Preservation Project Plan Files. Consists 
of architectural drawings of preservation projects;
includes structural and detail drawings used in 
the evaluation and compliance phases of preservation
projects. Arranged by state and project number. 

a. If filmed--Film in accordance 
with 41 CFR 101-11.506. 

1) Paper records. 

Transfer to FARC upon
filming and verification 
of film. Destroy 20 years 
after transfer. 

b. 

2) Film records .• 

PERMANENT. Offer to NARS 
at end of covenant period. 

If not filmed--

PERMANENT. Cut off at completion
of grant audit. Offer to NARS 
at end of covenant period.
Ca. 12 cu.ft./yr. ~ 

OD 

C)' 

-e 
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APPENDIX III-B. INDEX TO DISPOSITION SCHEDULES 

A 

Accident Reports • • • • • • • • • • • • • • • • • •• 405-03 
Accountable Officers Designation Files • •• 303-02 
Agency Consulting Files • • • • • • • • • • • • 1603-01 
Antiquities Act Permit Files. •••.•••••••• •• 1401-01 
Appeals and Grievances Files • • • • 605-01 
Application Files • • • • • • • • • • • • •• 602-02 
Appointment Files • • • • • • • • • • • • • • •• 602-01 
Apportionment Schedule Files • 301-04 
Archeological Project Files • • • • 1401-02 
Archeological Project Report Files • • • • • • • • 1401-03 
Art Files •••••••••••• • • • • 704-01 
Audit Legal Assistance Case Files • • • • •• 803-03 
Audit Report Files • • • • • • • • • • • • • • • 1004-03 

B 

Bid Files . . . . . · . . . . . . . 500-05 
Bidder Records • • • . . . . . . . . . . . . . . · . . 500-04
 
Bill of Lading Files • . . . · . · . . . 406-06 
Bill of Lading Register Files ••••••••• · . . 406-05 
Biographical Files • • • • . . . . . 702-01 
Bo~rd of Survey Files • • • • • • • • • · . . . · . . 404-05 
Budget Files 

Administrative Files . . . · . . 301-01 
Estimate Files · . . . · . . . 301-02 
Working Files . . . . . . . · . . 301-03 

Budget Execution Report Files ••••••••••• · . . 301-05 

C 

Career Development Files • • • • • • • • • • • • • •• 606-05 
Certificate of Settlement Files ••••••••••••• 302-09 
Certification of Performance Rating •••• • • • • • •• 603-03 
Certification of Rehabilitation Files • • • • • • • • • • 1602-03 
Certification of Significance Files ••.•• • • • • • 1602-02 
Certified Invoice Files ••••••• • • • •• 500-08 
Chronological Files • • • • • • •• • • • • •• 101-07 
Chronological (Director's) Files. • • • • • 201-03 
Civil Rights Review Files • • • • • • • • • • 1004-04 
Claims Case Files •• • • • • • • 803-01 
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Classified Document Fi1es 

Destruction Certificate Files • 203-06 
Inventory Files • • 
Receipt Files •••• 

Coastal Zone Management Files 
Committee Management Files 
Committee Operations Files ••••• 
Composite Plan Files 
Congressional Relations Files 

Correspondence Files 
Grant Notification FiJes •••• 

-. 
· . . . . 203-04 

203-05 
1300-03 

201-01 
201-02 

• 1300-01 

801-02 
801-03 

ffivesugatlbti File.s•
Contract Monitoring Files • • 
Contract Transaction Files 

• • •• 891 Q1
500-11 
500-03 

Cooperative Management Files 
Correspondence Files 

'eft~re8si9RelCOiiEspoudeuce Files 
Mission Correspondence Files 
Non--Mission Correspondence Files 

· . . 
',,1z:tte 1191'si' CgrrespoudpPcQ Files ..... : , • 

• 1300-02 

861 82 
102-01 
102-02 
661 82 • 

CSC Certlficate Files ••• < • • • • • • • • 602-03 

D 

Determination of Eligibility Fd.Le s · . . • • 1501-06 
Directives Files 

Case History Files •••• 203-03 
.Manual Set • • • • • · . . . . 101-07 

Record Set • • • • • 203-02 
Director (Telephone) Fjles 402-01 
Director's Chronological Files 201-03 
Discrimination Complaint Case Files 605-04 

E 

Emergency Preparednes~ Files 401-01· · · ·
 Emergency Test and Ex~rcise Files • • 401-02 
Employee Files · · · · · · 

Examination Files ~ • • • • • • 602-08· · · · · · · ·
 Financial Statement Files • • 605-02· · · · · · · ·
 Interview Files 605-03 
Locator Files • • • • • 601-05 
Record Cards (SF-7) • • • • · · · · 601-06· · · · · · ·
 Record Service Cards (SF-7B) 601-03· · · · · • · · • 
Travel Files • • • • • • • • 406-02 
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• • 
Environmental Impact Statement Files 

Advance Notice Files • • • • • • • • • • • • • • • • • • • 1202-01 
0 • •• • • • • • • • • 0 • • • • •Comment Files •• • • • 1202-04 

Early Coordination Files • • • • • • • • • • • 1202-020 • • 

Published Statement Files 1202-030 • 0 • • • 0 0 0 

Equipment Manuals 404-010 • • • • • 0 0 • • • • • • 

Excess Personal Property Files • • • 404-040 • • • 

Excess Property Availability Files 1003-010 0 0 • • • • 0 

p 

0 • • 0 0 • • • • 
• • 0 

Facsimile Files • • • • • • 402-02 
Federal Project Coordination Files • • • • • • • • 1300-04 
Federal Recreation Fee Files 1300-050 • • • • • • • 0 • • • • • • 

Federal Recreation Planning Files • • • • • • • • • • • • 1101-03 
Federal Utility Project Files 

Application Files ••• . . . . . . . . . · . . . 1201-03 
Review Files • • • • • • • • • • . . . 1201-05 

Fed-Strip Requisitions • . . . . . . . . 500-100 • • 

Files Maintenance and Disposition Plan 
File Station Copy • • • • • • . . . 101-01 
Records Liaison Officer Copy • • • • • • • • • · . . . 203-08 

Financial Management System Master Files . . .' 900-110 • • 

Financial Management Status Report Files • • • • • • • 301-07 
Forms Files 

Functional Files • • • • • • • • • • • • • • • • • • • • • 203-12 
Numerical Files • • • • • • • • • • • • • • • • 203-13 
Registers •• • • • • • • • . . . 203-14 

Freedom of Information Act Files 
Reports and Statistics Files • • • 701-06 

• 0 

0 • • • • • • • 0 0 • • 

Request Files ••••••• • • • • • • • • • • • • • • • 701-05 
0 • • • 0 • • • • • • • 0 • • • •Freight Claims Files • • 406-07 

Freight Records ••• 302-030 • • • • • • • • • • • • • • • • • 

~c:lu~ \ " •• ul + WGI." e~urv ..+i ..... S''1~.c.c-. Ft' ... 't60-11 
G 

GAO Notice of Exception Files • • • • • • • • • • • 302-08 
Government Bills of Lading Files • • • • • • • • • • • • • 302-03 
Grant Accounting System Master Files • • • • • • • • • • • 900-12 
Grant Activity Legal Case Files 0', • • • • • • • • • 803-04 
Grant Application Case Files •••• 1001-040 • • • • • 0 • • • 

Grant Audit Report Files • • • • • • • • • 1004-030 0 • • • • 

Grant Compliance Microfilm Files • • • • • • • • • • • • • • • 1002-02 
Grant in Aid System Files •••• • 900-090 0 • • • 0 • • •• 

Grant in Aid System Report Files • • • 1001-020 • 0 • 0 • 0 

0 0 • • • 0 • • • • • • • • • • •Grant Inspection Files •• 1002-04 
0 0 • 0 • • 0 • • • • 0 • • 0Grant Proposal Files • 1001-03 

0 • • • • • • • • • • • • • • 0 • •Grant System Control Files 1001-01 
Graphics Files '0' ••• 0 •• 704-010 • • • • ••••••• 
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• • • • • • • 

• • • • • 

H 

HABS Survey Files 1402-01 
HAER Survey Files • • 1402-01 
Historic Landmark Files 

Application Files • • 1501-0& 
Inspection Files · l50l-~,a.. 
Nomination Files • 1501-0'b 
Site Files • l50l~ 
Site Reference Files • l501~" 

Historic Preservation Grants in Aid Files • • 1002-03 
Hictoric Resource Survey Files • 1402-01 

I 

Incentive Award Files 
Case Files 603-01 
Report Files 603-02 

Indirect Cost Allocation Files " • 1004-06 e 

Inspection Files • 1002-04 
Interagency Agreement Files • 500-07 
Invoice Files • 500-08 
Island Study System Files • 900-15 

K 

Key Control Files • 404-10 

L 

Labor Management Relations Files 608-01 
Labor Negotiations 608-02 
Land Planning Group Files • • 1101-05 
Ledger Files 

Allotment Ledger Files 302-05 
General Ledger Files 302-06 
Subsidiary Ledgers, 302-07 

Legislative Files 
Case Files 802-01 
Status of Proposal Files 802-03 

Letter of Reference Files 602-03 
Litigation Files 803-02 

M 

Mail Control Files 403-03 
Mailing List Files 403-05 
Management by Objectives Files 202-01 
Management Survey Files 

Background Files • 202-03 
Case Files 202-02 
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•
 
Morgue Files • • • • 702-02
 
Motion Picture Files • e _ • • • 704-02
· . Motor Vehicle Files
 

Accident Reports ••••.••••••••• 405-03
 
Assignment Files • • • •• • • • • • • • • · . . 405-02
 
Operations and Haintenance Files • ••• • · . . 405-04
 
Operator Files • • • • • • • • • 405-01
· .National Register Files 
Cotitrol Files · . . " " • 1501-04
 
Eligibility Files ••• . . . . . • ]:591 96
 
Nomination Files • • • • • • • • • • • • • • • 1501-02
 
Property Files • • • • • • • • • • • • • 1501-01
 
Reference Files •••• • . . . • 1501-03
 

Nationwide Outdoor Recreation Plan Files • • 1101-01
 · . . Nationwide Plan System Files • • • • • • • • • • • •• 900-14
 
Nationwide Trail System Files ••• • 1102-01
 
Natural Landmark Files
 

Evaluation Study Files • • • • • • 1502-02
 
Inspection Files • • • • • • • • • • • 1502-05
 
Potential Site Files • • • . . . • • • • • • • • 1502-03
 
Site Files • • • • • • • • • • • • • 1502-04
 
Theme Study Files •••••• • 1502-01
 " " " " " " " Navigation Permit Files • • • • . . . • • • • • • • • 1201-04 

o 

Official Message Files •••• • • • 402-02
 
Off~cial Personnel Folders • • • • 601-01
'. · .Operating Office Personnel Records • 601-07
· . Organization Planning Files' • • • • •• 202-05
" " " " " " 
OAH' C.,.'WrA.1 .::lkFo"M.~"'"",", S'(s~ I=Ile. Cfoo·,e

P 

Paid Voucher Files • • • . . . 302-04
" " " " " " " " " " Passenger Transportation (Carrier) Records • • 302-02
" " " " " Passenger Transportation (Individual) Records
 
Travel Authorization Files • • • • 302-01
" " " " " " Travel Requests Files . . . 302-01
 
Travel Voucher Files • • • • . . . 302-01
" " " " " Payroll Files
 
Deduction Files • • • • 305-05
 
Differential Approval/Authorization Files · . . 305-03
" " " " Distribution Report Files ••••••• 305-02
" " " " " " " " Performance Rating Files
 
Appeals Files • • • • • • . . . · . . 603-04
" " " " " Certificate Files ••••• 603-03
 

Personnel Action Notification Files
 
Payroll Files • • • • • • • 305-04
" " " " Personnel Files •••••••••••• 602-04
· . • • • • · . 
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•
 
Personnel Bond Files • • • • • · . . . • • • • • •• 303-03 
Personnel Statistical Reports • • • • • • • •• 601-04 
Photogrammetry Negatives • • • • • • • • • • • • 1402-05 
Photograph Files •••• • , • . . • • • • 704-04 
Policy/Precedent Reference Files · . . . .' 101-04 
Postal Files 

Cost Record Files •• 402-01 
Mail Control Files • . . . . . . · . . . . 403-03 
Receipt Record Files • 403-02. . . · . · .Position Classification Survey Files • , . · . . . . . 604-02 

Position Description Files • • · . . 604-01· . Preservation Grant Files 
Compliance Files • • • · . . . · . . • • 1603-03 
Plan Files ••••••• . . . . . • • • • • 1603-04 · .Press Release Files . . . . . . . . . . · . . . • • • •• 702-04
 

Privacy Act Files 
Disclosure Files . . . . . . · . . . · . . 701-02 
Disputes Files • • • · . . . . . . . · . . 701-03 
Record Systems Files • · . . . . 701-01 
Statistical Files •••• · . . · . . · . 701-04 

Procurement Regi.sters · . · . . . . . · . . . 500-02 
Program Evaluation Project Files • .. . . . · . . 202-04· . Property Files 

Issue Files ••••••••• · . . . 404-02 
Management Files • • • • • • · . · . . 404-03 
Management Master Files • • • · . . · . 900-10 

Publication Files 
Case Files • • • • • • • • • • • • · . . · . 203-03 
Job History Cards ••••• · . . . 703-06 
Manuscript Files • • • • • • • • • · . . · . · . . 703-02 
Master Files • • • • • • • • · . . . · . . · . 703-01 
Printing Plate Files 703-05· . Purchase Order Files • • • • • • • • • • • · . . . 500-03 

P~"'hc. fAt-lh""es SW""" S'ta~ File. 'tOO-" 
R 

• • • • • • • • • 101-02Reading Files · . . . . . . . . . . . 
Recording Project Fi1~s 

Case Files • • • • • • • • • • • • • • • • • • • • • • 1402-02 
Drawing Files •••• • • • • • • • • • • • • • • • • 1402-06 
Field Note Files • • • • • • • • • • • • • • 1402-04 

Records Management Officer/Liaison Designation Files • • • •• 203-01 
Records Retirement Files • • • • • • • • • • • • •• 203-07 
Recreation Area Studies •••• • • • • • • • • • • • • • • • 1102-04 
Recreation Grant Case Files •••• • • • • • • • • • 1002-01 
Recurring Services Files • • • • • • • • • • 500-09 
Reduction-in-Force Files • • • • • • • • • • • • • • • • • •• 602-07 · . . · . . . · . · . · . :1:591 Q4_ 

303-01 
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Report on Obligations Files • • • • • • • · . . . · . . . . . 301-06 
Reporting Requirements Register • · . . 203-11 
Reports Files 

Case Files ••••••••••• · . . . • • •• 203-09 
Control Record Cards •••• . . · . . . · . . 203-10 

Research Project Files . . . . . . . · . • • • ]603-05
Resource Inventory Files . . · . . . • • 1402-03 
Retirement Report Files • • • . . • •• 305-08· . 

S 

Scenic River Study Files •••• . . • 1102-02 
Schedule of Cancelled Check Files • • · . • •• 302-10 , Security Clearance Files,

Case Files •••• . . . . . . . . . . . 607-01· . Status Files •••• . . . · . . . . · . . 607-02 
Source Data Card Files · . . . . 900-06 
Source Documents •••••••••••• · . . 900-03 
Source Program Card Files • . . 900-05 
Space Files 

Allocation and Utilization Files · . . . . 404-06 
Parking Assignment Files • • • • • • • • • 404-09 
Reporting Files • • • • • • • • • • • · . . . . 404-07 
Work Requests • • • • • • • • • • • • • • • • 404-08 

Special Recreation Studies •• • • • • • • • • • • 1102-05 
Speech Files • • • • • • • • • • • • • • • • • 702-03 
State Agreement Files • • • • • • • • • 1004-02 
State Comprehensive Outdoor Recreation Plans Files • • • • • 1101-02 
State Official Designation Files ••••••••• • •• 1004'-01 
State Historic Preservation Planning Files • 1101-04 
State Preservation Project Files •••••••••• • • 1603-02 
Statement of Transaction Files ••••••• 302-12· . Surplus Property Files 

Compliance Case Files • • • • • • • • • • • • • 1003-04 
Determination Files •••••••••••••••••• 1003-02 
Grant Case Files •••••••••••••••••• 1003-03 
Inspection Case Files • • • • • • • • • • • 1003-05 
Master Files ••.••••••••• 900-13 

Suspense Files • • • • • • • • • • • • • • • • • • •• 101-03,.' 
T 

Tax Reform Act Files 
Certification of Rehabilitation Files • • • • • • • • • • 1602-03 
Certification of Significance Files • • • • • • • • • • • 1602-02 
Statute Certification Files • • • • • • • • • • • • • • 1602-01 

Technical Assistance Project Files •• • • • • • • 1601-02 
Technical Reference Files • • • • • • • • • • ~ • • • • • • • 101-11 
Telephone Directory Files • • • • • • • • • • • • • • •• 402-01 
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Time and Attendance Report Files • • • • 305-010 0 0 0 0 0 0 0 0 0 

Training Files 
0 0 0 0 0 0 • 0 • 0Individual Training Files • • 606-01 

Report Files 606-020 0 • 0 0 0 0 0 • 0 • 0 • 0 • 0 0 • • • 

Transitory Files • 101-050 • • • • • 0 0 • 0 0 • 0 0 

Transportation Project Files. 1201-010 0 0 •• 0 •• 0 •• 0 •••• 

Transportation Request Accountability Files ••• 406-040 • 0 • 0 

Travel Authorization Files • • • • • • 0 o. 302-01• 

Travel Authorization Control Files 406-01 
Tuition Assistance Files 606-040 • 0 • • • • • 

u 

Uniform Relocation Assistance Files •• 1004-050 0 • • • 0 • 0 0 • 

v 

0 0 • 0 • • 0 • • 0 0Vacancy Announcement Files • • • • 602-06 
Vendor Reference Files • . . . . 500-010 • • 

Video Recording Files • 704-020 • 0 • • 

• • • 0Video Work Tapes 0 • 0 • • 0 ~ • 0 0 0 o • 704-03
 
Visitor Control Files ••• 404-11
0 • • • • • 0 0 • 0 • • • • • • 

Visual Files • • 704-010 • • • • • 0 • 0 0 0 0 0 

Voucher and Schedule of Payment Files 302-110 0 0 0 0 • 0 0 

W 

0 •• oWater Development Project Files 1201-02 
Water and Land Use Planning Study Files 0'. • 1102-03 

0 • 0 • • • • • 0 • • oWater Resources Council File . . . . 1101-06 
ltkiLt! !fUdge CUl [eSpOfidence ElIes . . . . . . . . 801-02 
Wild River Study Files • . . . . . . . . • 1102-02 0 • • • 
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