
INACTIVE - ALL ITEMS SUPERSEDED OR OBSOLETE 

Schedule Number: NCl-104-80-01 

All items in this schedule are inactive. Items are either obsolete or have been 

superseded by newer NARA approved records schedules. 

Description: 

According to the agency, this schedule is inactive. 

Date Reported: 4/7/2020 

INACTIVE - ALL ITEMS SUPERSEDED OR OBSOLETE 
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' j REQUEST FOR AUTHORITY DATE RECEIVED JOB NO 
TO DISPOSE OF RECORDS 

3-26-80 NCl-104-80-1(See Instructions on Reverse) 

TO GENERAL SERVICES ADMINISTRATION 

NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408 

1. FROM (AGENCY OR ESTABLISHMENT) 

Department of the Treasury 
2. MAJOR SUBDIVISION 

Bureau of the Mint 

3. MINOR SUBDIVISION 

Old Mint, San Francisco 
4. NAME OF PERSON WITH WHOM TO CONFER s. TEL EXT 

Lois 0n1 Mara 
I 

376-0617 
6. CERTIFICATE OF AGENCY REPRESENTATIVE 

I hereby certify that I am authorized to act for th,s agency ,n matters perta,n,ng to the disposal of the agency's records, that the records proposed for disposal on this Request of-9--- page(s) are not now needed for the business of this agency or will not be needed after the retentoon periods spec1f1ed 

Director of the Mint 
(Title) 

9.
7. 8. DESCRIPTION OF ITEM 10SAMPLE ORITEM NO (With Inclusive Dates or Retention Periods) ACTION TAKENJOB NO 

NOTIFICATION TO AGENCY 

In accordance with the prov1s1ons of 44 U S C 3303a the dos 
posal request, including amendments, 1s approved except for 
items that may be stamped "disposal not approved" or "with 
drawn" on column 10 

(Date) 
5-14-�I �'fe�::-

of the Mint Records Control Schedule for all field offi.ces, "' 6-jl­
. ; 

The fo 11 owing record series ts �n addtti:on to the Bureau 

NC 1-104-79-1 approved by· the Archivi.st of the Uni.ted -
States, December 21, 1978; 

Numismatic Order Process Records 

l. Order Cards 

Computer cards, filed in the sequence recetved, 
containing customer number, n&me and addressn1 Mint ­
mai.l ing address, "change of address" boxn? custo,mer 
s i gn(l.ture l i.ne (l,nd itnes for the number of sets 
ordered� amount of remitt9,nce and remtttance number .. 
Batched in batches of 9, hundred, blocks of (l, thousp,nd
for microfilmi'ng and processing-by computer. Assi.gned 
order numbers according to the sequence in which they
are fed i'nto the computer controlled by the Batch 
Control Cards� 

Destroy� mi_crofilming and computer processing (l to 
5 day period) 

2. Checks/Money Orders 

Remi_ttances payable to the Bureau of the Mint for 
orders of coin sets and medals. Filed as received by
date of remittance � Batched in batches of a hundred,
blocks of a thousand for microfilming, reviewin�, 

115-106 STANDARD FORM 115 
Revised January 1973 
Prescribed by General Services 

Adm1n1strat1on 
FPMR (41 CFR) 101-11 4 

https://Archivi.st
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7. 
ITH� NO 

R. DESCRIPTION OF ITEM 
(With Inclusive Dates on Retention Periods) 

q 

<;ar,nle 

or 
Job No. 

10. 
Action 
Taken \ 

3. 

encoding/endorsin9 by SCMn. Customers are 
instructed to out their Customer Number on 
their remittance so it can be matched with 
order card in case of a mix-up. Remittances 
are deposited in the Federal Reserve Bank. 

Deposit in the Federal Reserve Bank after 
microfilmina, reviewinq, encodinq and endorsin 
(l to 3 day-period) -

a. Microfilm of Checks/Money Orders 

Remittances are filmed by date of 
remittance after reviewina and auto111atic 
endorsin9 by SCMD. These remittances 

/t/CI-/Of, 

7'1� 
:::I:k,;,.,./ 

c<ltl. 

are in payment for orders of coin sets 
and medals. 

ant r 
Des ears f 

Iu..sl.'..- Gt:¾ev-"-l �ecorJ.s Sc�edu[e 0/ 
b. Microfilm of Order Cards 

Order Cards are filmed in the seauence 
received. This is a sepRrate microfilm 
from checks but is filmed in sa111e order 
as checks so that order and remittance 
may be matched by customer number and 
name. 

Retain MD u of 
accept y nths 
to C Destro ears 
co espondin9 ittance 

Reeorcls Sck.,LJe. ro/l
C. Microloa 

Computer printouts of the order numbers 
of Batch Control Cards, the Microloa is 
filled in by the microfilmers as cards 
are microfilmed. Contains block number,
number of sets, roll number, filmer and 
date, reviewer and date and a snace for 
remarks. With the customer's order number 
researcher can locate from the Microloa 
th� roll of microfilm containin9 the 
re·cord. 
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REOUEST FOR' RECORDS DISPnSITION AllTH()PITY-CONTINl'ATI0N 
q_

7. . 8. DESCRIPTION OF ITEM Sarinle 

l,{,se G� Rec.orJs �e (o //0v
�1icrofi'lms are used for research to answer 

\A5e.. G,w,a-f'lLI f2ecorls. Sd11.eJ-«l,Q.. i,jta.. 

Destroy�ears af�e of pr� 
Ge..vtera..1 1(hc..r-J.s. Sd,.12,,l..Je 6;1/ L{,$e,

Customer History File 

l n. 
ActionITEM NO (With Inclusive nates on Retention Periods) or Taken 

Job No. 

Retain in .. D until nd of the order 
acceptan cycle (2 onths)� ransfer 
to CSD Destroy years aft r filming
date ntered on rtntouts · the mtcr0-
fil er. 

inquiries while orders are being pr0cessed t 

4. Batch Control Cards 

Computer cards, filed by order number,
with 1 '·start'·'· and "end" num5ers as low and 
high num5er guides, Cards are u�ed to precede
and control each group of order cards 1· entry
into computer. Order cards are asstgned
order num5ers wi'thi n these qui"de numbers as 
they are fed into the computer. Instructs 
computer to enter cards accordtng to coin 
program, number 0f sets ordered ? deposit
date, type of payment, deposit value 
and order number. Used repeatedly to 
process orders for the length of coin 
program. 

Retain fa ength of C6'1n progra-�ally��u�uc 
, then de�y.2 yea� 

5. 

6. 

Listing Containing Registry Numbers and 
Shipment Dates 

Computer printout entitled "NUCOS Report
No. R3077, filed by registry number and order 
number, contains customer name and address,
number of sets, date shipped and date of 
computer printout. Printout is generated by 
Data Center upon release of labels. Referred 
to when researching customer inquiries. 

Disc, tape, filed by customer number and 
name, comprised of information from the order 
cards, batch control cards and registry
numbers. Contains customer number, proararn
(indicating types of proorams on record), 
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REOUEST FOR RECORDS DISPOSITION AllTHOPITY-CONTIMl'ATI0N 
7. 8. DESCRIPTION OF ITEM 

ITH1 NO (With Inclusive Dates on Retention Periods) 

customer name, address, entry date, status,
order number, proqram (delineates each 
customer's file by prooram) , number of sets 
ordered, payment code, status, shipment date,
registry number. File is on disc, duolicated 
on tape. Taoe is held in another area in 
case somethinq should hannen to the disc. 
CRT access from disc. .. Taoe can be utilized for 
CRT information retrieval, if necessary. 

Destro�ears ¥last e� on �r 
ta? - ., t,tse, Ge-Vteml f<ecorJs S�k t/10... 

7. COM - Microfilm or Microfiche 

Comouter output microfilm or microfiche 
files includes: 

a. Post Office Reqistry Number File -
customer shipments and their registry
number, filed by coin program and baq
number. Also contains bag zip, number 
of sets, order number and order zin. 
Used for researching shipments that are 
lost or missing. 

Destroy�ars af+�of �� 
th� proa�· � .. � 

l,\S e- G('A-\C.-,£\,\ Re.(.-e,J. 5 s�)l'f, {o lo..j
b. Refund Reconciliation File - filed by

coin pro9ram and order number. Docu­
ments tbe amount refunded or rebated 
to each customer. Contains the coin 
program, customer name and address, 
customer number, number of sets 
refunded, refund check number and refund 
amount. 

De�troy,.,8'year� end....e-rth�r �he 
CO lJYprO a r � 

l..(,.S.e G e,,u "r<;.,I Re co rel s Sch !!cl,.; le UJ//Io.__ 

c. Pur9ed List - filed al phabeti ca lly by 
last name of the customer. Lists all 
customers and their orders aoinq back 
further than two years (and-not-on
current Customer History File) . Contains 
order number, number of sets, re9i stry 
number, ODF, shipment date, cost, 

q_
<;arnnle 

or 
Job No. 

--::P:-::Ar,--=r=E-n=�=---6--
4 

l n. 
Action 
Taken 
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7. 
ITEM NO 

8. DESCRIPTION nF ITEM 
(With Inclusive nates on Retention Periods) 

q_
Sarinl e 

or 
Job No. 

in. 
Action 
Taken 

8. 

customer number, name arlrlress. c1n� tvne . 
of coin program and year of coin program. 

Destro� 5 ar; aftP�fre� 
the proara� -.. ,- pp· J , . I , 11,l-l e 'OI I cv. 1'-l.Se., Ge.vie,-ti. 1\e.C D rCil.5, Soke1
d. Purged List - filed ·nufllericall_y by order 

number. Lists all customers and their 
orders qoina back further than two years
(and not on current Customer History File)
Contains order nu�ber, number of sets,
reqistry number, OOF, shipment date, cost,
customer number, name and address, type
of coin pro9ram and vear of oroqram. 

DCD turns over C()M microfilm or micro­
fiche to CSD after proqram aoes "off 
line" on the computer. 

Destroy 5Afear afte�of �� 
the eirn" proq� - _ 

u_,.e· Ge,,i,&.rv1. I ¥1-eo ,J s SJ...cJvfe (;, I/
Correspondence-' i Fl !Tare eOf'Y font1 i A&lueles: 

�4.-tl. Cc.'f� 

a. GurreAt Files 
• ..,._))� ,,_,,_. r,--JMofl O. ( � i°'� 

�� ;�J�;,,.�t--.:r;:r...;r;.. ��--1',,.I� N.
� u n.L � . -:--,· -;z � u� � yt. 

;if � rt-,�, F'����i.eA.k' 

� �._Q,. 1 �,t'Jl/f/ w-ld � - :,v t--i-24 

Destroy 2 years after date of reoly. 

,,,,_ Vouchers of Paid or Pendin� Claims 

Refunds by Old Mint to customers. Filed 
alphabetically by last name of customer 
with annual file breaks. 



REOUEST FOR RECORDS DISP0SITI0N AllTHnDITY-CONTIMl'ATION 
q 1n.7. 8. DESCRIPTION OF ITEM <;afllnle ActionITE� NO (With Inclusive nates on Retention Periods) or Taken 

Job Mo. 

l..\!>e Gv.N..ercd Re.cod� Sd.vulv!-e &/Jc 
Destr�ars afte�nt to �r. 
Tra.cer Flies 
.fl!. Tracer Files Reg.e,c..e.sfS 

Claims sent to the Postal Service in an 
attempt to locate customer's coin sets. 
Filed alphabetically by last name of 
customer with annual file breaks. 

Destroy 1� af�im i� to� 
Post��:-·-

\.\.Se.. �e-nvl Re..cortls. .sc,,kki-e. 1, fJ 
�- Sets Received File 

Results of tracers. Letter and sianature 
postal receipts si9ned by customer. Filed 
alphabetically by last name of the 
customer with annual file breaks. 

Destroy ears afte�r's s� 
of r: eiot. 

u.se, �r� \ !}corJs SoJ..llJde_ � Jev 

�'V I. Cl aims Paid File 

Claims paid by the Post Office to the 
customer or to the Old Mint as a result 
of tracers. Filed alphabetically by 
last name of the customer with annual 
file breaks. 

after yment is wade to 
to e Old Mi� 

use G€M.e-cc, \ f?f✓corJ..s 5-J,s:tlA>)e (pf/ 




