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1. Numismatic Advertising and Promotional Materials

a) Official record copy of press kits, pamphlets, inserts, sales catalogs, “stand up” displays, and
other published materials relating to the marketing of U.S. Mint products including the
Commemorative Coin Program, the Bullion Coin Program, Coinage Sets, Commemorative and
Special Medals, and Special Promotions.

Pre-1997 (Volume: approximately: 1 cubic foot)
Disposition. PERMANENT. Transfer to NARA upon approval of schedule.

Post-1997. (Volume: annual accumulation: approximately 3 inches)
Disposition: PERMANENT. Cut off at end of the Calendar Year during which they were
published. Transfer two copies to NARA in 5 year blocks.

b) Official record copy of posters.

Pre-1997 (Volume: negligible)
Disposition. PERMANENT. Transfer to NARA upon approval of schedule.

Post-1997 (Volume: annual accumulation: negligible)
Disposition. PERMANENT. Transfer 2 copies to NARA upon printing.

2. U.S. Mint Background Information Series
Official record copy of information sheets or other publications disseminated to the public to
provide background on a variety of numismatic and Mint related topics.

Pre-1997 (Volume: 1 inch)
Disposition:. PERMANENT. Transfer to NARA upon approval of schedule.

Post-1997 (Volume: annual accumulation: negligible)
Disposition:. PERMANENT. Cut off at end of calendar year. Transfer to NARA in 5
year blocks.

3. U.S. Mint Educational Program Materials
a) Pamphlets, background information, and other records concerning numismatic or Mint topics
created primarily for use by educators.

Pre-1997 (Volume: 1 inch)
Disposition: PERMANENT. Transfer to NARA upon approval of schedule.
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‘5 Post-1997 (Volume: annual accumulation: negligible).
: Disposition. PERMANENT. Cut off at end of calendar year. Transfer to NARA in 5
year blocks.

b) Teachers Guides
1) Official copy of teachers guide including all textual or photographic material
contained in the teaching packet.

2) The original video or audio recording (or earliest generation master if original is
not available) and 1 copy of video recording or audio recording [36 CFR
3 1228.184(c)& (d)] included in the teachers guide.

3) Scripts, production files, or other records that bear upon the origin of the video
or audio recording. Also, any records relating to the Government’s ownership of
the video such as those that document the existence of copyright or other
proprietary rights that are legally enforceable in subsequent use. [36 CFR
1228.184(e)].

: Pre-1997.
1 Disposition. PERMANENT. Transfer to NARA upon approval of schedule.

Post-1997.
% Disposition. PERMANENT. Cut off at end of calendar year. Transfer to NARA in 5
year blocks.

4. Stock copies of posters, pamphlets, teachers guides (including video recordings and
audio recordings) and other published materials.

Disposition. TEMPORARY (non-record).
Destroy when superseded or no longer needed for agency use.






