
INACTIVE-ALL ITEMS SUPERSEDED OR OBSOLETE 

Schedule Number: Nl-GRS-87-014 

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

superseded by newer NARA approved records schedules. 

Description: 

In Fiscal Year 2013, the GRS Team began a five year project to update and revise the General 

Records Schedules (GRS) under OMB/NARA M 12 18, Managing Government Records 

Directive. The old GRS was completely superseded. 

See https://www.archives.gov/records mgmt/grs for the revised GRS, crosswalks, faqs, tools, 

and other resources. 

Date Reported: 4/2/2019 

INACTIVE-ALL ITEMS SUPERSEDED OR OBSOLETE 

https://www.archives.gov/records-mgmt/grs


LEAVE BLANK
REQUEST FOR RECORDS DISPOSITION AUTHORITY JOB NO 

(See Instructions on reverse) Nl-�-87-14 
DATE RECEIVEDTo GENERAL SERVICES ADMINISTRATION 

NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408 8-12, 1 
1. FROM (Agency or establishment) NOTIFICATION TO AGENCY 

-;"N'-':a=:--::"t';'oi:'-:o�n�a::':l=--:--:-'A:':'::"'r'--:::c":-'h=i�v�e=s�a=n=d��R�e=c=o=r�d=s�A=d=m=i=n=1.=· =s�t=r�a==t=i�o=n�-----t In accordance with the provIsIons of 44 us C 3303a 
2 MAJOR SUBDIVISION the disposal request, including amendments, IS approved 

except for items that may be marked "d1spos1t1on not�f�n ���f_O_f i_c_e o
3 MINOR SUBDIVISION 

�=R�e_c=o�r�d=s��A=d=m=i=n=1.=· s�t=r�a=t=i=o=n�-- --- ----1 approved" or "withdrawn" In column 10 If no records 
are proposed for disposal, the signature of the Arch1v1st IS 

Recordns rnaisanl Div ·ns ·no 
not requ I red 

5 TELEPHONE EXT DATE ARCHIVIST OF THE UNITED STATES 

Jean E. Keet ing 724-1460 ff-il,-'ir1 
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 1n this Request of 1 page(s) are not now needed for the business of this 
agency or will not be needed after the retention periods spec1f1ed, and that written concurrence from the General 
Accounting Office, 1f required under the prov1s1ons of Title 8 of the GAO Manual for Guidance of Federal Agencies, 1s 
attached 

A GAO concurrence D 1s attached, or U 1s unnecessary 

B DATE D TITLE 

'ifi2./47 I ,-"\.e_d,,vI 7l�J �� 

7 
8 DESCRIPTION OF ITEM 

ITEM 
(With Inclusive Dates or Retenhon Periods) 

NO 

Addition to General Records Schedule 3,
Procurement, Supply, and Grant Records 

1. Small and Disadvantaged Business Utilization Files 

Correspondence, memoranda, reports, studies, goal
statements, and other records maintained by
federal agencies relating to their small and 
disadvantaged business utilization programs. 

Destroy when" years old. 

9 GAS OR 

SUPERSEDED 

JOB 

CITATION 

10 ACTION 

TAKEN 

(NARSUSE 
ONLY) 

NSN 7540-00-634 4064 STANDARD FORM 115 (REV 8-83) _ 115-108 G fl> o-L:1.Ji-,. �,,,.-; Prescribed by GSA 
FPMR (41 CFR) 101 11 4�-l-8r'"} � 

https://o-L:1.Ji
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OSDBU F I LE I NDEX  

200 Ser i es POL I CY (Soci oeconomi c and P rocu rement ) 
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2 30.n1 5  

230 . 20 

2 30 . 25  

[230. 30]  

230 . 3 5  

240. 05  

24 1 . 1 0 

241 . 1 1  

241 . 1 5 

Execu t i ve Orders 

Pres i denti a l  Memos 

Legi s l at i ve 

Legi s l at i ve Summar i es 

P roposed B i l l s ( by numbers ) 

E nacted Bi l l s  ( by numbers ) ( Pub l i c  Laws ) 

He a ri ng  Records 

Deci s i ons (C ou rt , Compt rol l e r Genera l , BCA , etc . ) 

GAO Revi ews , St ud i es , Reports 

Regu l atory (Genera l ) 

Reserved 

D I AR ( New & Revi sed R u l es ) 

Rese rved 

FAR ( New & Rev i sed Ru l es ) 

B u reau /Off i ce Regu l at i on s  ( by B u rea u ) 
( New & Rev i sed Ru l es )  

Ot her Government Agenc i esn' Regu l at i ons 
( New & Rev i sed Ru l es )  
( Fo r  SBA Regs . see 5 1 5 . 20 ) 

Pol i cy I s s u a nces , Gu i dance and C omments 

0MB ( C i rcu l a r s , Memos , D i rect i ve s ) 

0MB C i rcu l a r  A-76 • 
OFFP ( Letter s , Memos , etc . )  



a .  

2 0  ye�rs thereafter .  

b .  

s i st of docume 1 1 t: : ;  ref lecting the activities  of the Depart­

ment repre sent . \t  �v7 <;>n the ir:iteragency working group of 
the Federal Ac, ,uot s ition Institute of 0MBo I t  con s i s ts . 

recommenda tions various input of minutes of \l\<°' t � tingso , , 
, - 1\� Department comments on proposalso and , tdocuments from 

ta sk analys i s  m� tcrials .  

The Equa l Oppc 1 o1 1 1 n ity and C ontract Compl iance Staff  shall  

minority busin , , : 1 : procurement programso, a s s ure contractor 1 
compliance wi 1- 1 ,  r ' l 1ual opp<;>rtuni ty obl igations , and act as  

. l)pportuni ty counse l or for OASI equal employmc o' '  

documentation ,o, i  compliance reviews of  government con­
. , , • tors under the provis ions of Executive \ s truction con t o

Program which permi ts the Department Smal l  Bus ineos s - � ( �o) 
to other Federal  agencies to be used by to trans fer fu 1 1, l :-1 

',7 

ri\ -:opy set - Permanent . Retire to SHARecoo
upon 0o$olescence for trans fer to WNRCo. 

(or trans fer Of fer the National Archive s to 

records - D i s pose when 5 years oldo.All  o tl\t.1r 

�uisitiono Institute File . The f i le s  con3 1 1 . Federal _o ­

Arranged by dateo. 

Permanento, Sotart a new f i l e  e very 5 year s o. Retire 
to SHA 1 yr, l t'  latero. Transofer to WNRC 1 year latero. 
Of fer for I r .rnsfer to the National Archiveos 2 0  years 
thereafte 1 · • 

QFFICE OF PRO��o'o!•:MENT AND AUTOMAToIC DATA PROCESSoING MANAGEMENT 

Equal  opr•o�}unicy and C on tract Complioance staf f  

c� , t c the Departmen t ' s  sma l l  bus ines s  andexpand and pro

, '. 1 111pliance Repor t s  and Surveyso. Thi s  is3 1 2  . Contract

r1 1 1 �ure equal employment opportunity ofOrder 1 1 2 4 6  tc 
minority grour• i •  • 

n , ,,,, t ile every 5 year s , retire to SHAstart a 
1 L.1 t r' r ,  and dispose 2 years latero.year 

8 ( ao) Programo. Documentation of theB1 1 : 1olo1 10ss  Sma l l  3 1 3 .  

underpriveleged to �wRrd a contract to anthat agency 
f irmo. 

1 1 1  

http:i,t.i.on
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S tart a new file  every 5 yearse, retire to SHA 
1 year later , and dispo s e  4 years later . 

3 1 4 . Sma l l  Business Advisors F i l e . Documentation o f  the 
Departmental Sma l l  Bus ines s  Advi sor e f forts to set  a s ide 
an optimum portion of the total procurement dol lar 
expended by the Department for award s under the Smal l  
Bus ine s s  Program . Al so inc l uded are copies o f  the annual 
Report on Procurement by C ivil ian Executive Agencies . 

S tart a new file  every 5 year s e, and dispose  
2 years  later . 

Deputy Direc tor for Procurement 

The Deputy Director for Procurement shall  serve as the 
Directore' s  princ ipal a s s i s tant on procurement and sha l l  
supervise  the following divi s ions in per forming procure­
ment for  all  e lements of the Department except as  deter­
mined under the provis ions of Depar tment Administrative 
Order 2 0 8 - 2 e. 

a .  The Contract Administration Divi s ion sha l l  administer 
al l contrac ts except as otherwise  a s s igned , through f inal 
contract payment or other required f inal administrative 
di spo s i tion inc luding dec i s ions under disputes c lauses , 
terminations , claims , and sha l l  per form such other procure­
ment  actions , as  ass igned . 

Addi t iona l ly , it  sha l l  provide f ield  contract admini stra­
tion services for OMBEe. 

b .  The Materials  and Services Contracts Divi s ion sha l l  pro­
vide contracting services for supp l i e s , equipment , cons truc­
tion , communication systems , architect engineering and , 
other service-type procurements inc lud ing del ivery orders 
against  mandatory contracts , purcha se orders on the open
market ,  and other related procurement  activi ties , as a s s igned . 

c .  The Research and Technical  As s i s tance Contracts Divi­
s ion sha l l  provide contracting services  for all research , 
development , and advance studies , and for a l l  procurement 
providing for consulting , management ,  and technical a s s ist­
ance where  the recipient thereof is e i ther the Department 
or a third party benef iciary , and other related procure-
ment activi tie s ,  as ass ignede. 

1 1 2  



3 1 5 . Procurement Subj ect F i l e . Documentation accumulated 
by the Deputy Director in the cour se of h i s  direction and 
control of procurement operationso. 

Start a new file every 5 years and retire to SHA 1 year
later . Transfer to WNRC and dispose when 10 years old. 

3 1 6 . Administrative Sub j ec t  File . Con s i s ts of of fice 
copies  of documents pertaining to such interna l house­
keeping activities as budge t ,  time and attendance , trave l , 
requis itions for suppl ies and servic e s , and s imilar house­
keeping activities .  

Dispose when 2 years oldo. 

3 1 7o. Per sonnel File . The se are office c opies  of incoming 
and outgoing papers relating to internal pers onne l manage­
ment of the office inc luding noti fications of personnel 
actions and the l ike on each individual employee in the 
of f i ceo. 

Di spose upon separation of empl oyee from the off iceo. 

3 1 8 . Chronological F ile . Con s i s t s  of an extra copy of 
documents s igned or prepared in the office and maintained 
by date . 

Dispose of when 3 year s old . 

3 1 9 . Negotiated Agreementso. Documentati on of the nego­
tiation of overhead rates under contracts and grants 
between the Federal Government and univers i ties  for a 
f i s cal year . S ince the Government is  usually represented 
by the Depar tment of Heal th ,  Education , and We l fare ( HEW ) 
in such agreements , these are copies forwarded to Commerce 
for purpose s  of coordination wi th the Of f ice of Management 
and Budget ( 0MB ) and HEW. The same procedure is fol lowed 
and Commerce i s  forwarded copies  of agreements on overhead 
rates that are negotiated by s tate and l ocal governments 
and some Federal agency . 

Di spose when superseded by a new agreement . 

3 2 0 . Sma l l  Business , Minor i ty Bus ine s s , and Labor Surplus 
S e t-As ide Review Records . These  are data prepared for 
review of contracting activities  to reflect  the per form-

\ . .._ 1 1 3  

,. 
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C , - • 

ance in  awarding contracts to such underprivil eged bus i­
nes se s  and in promoting the procurement of  government 
bus ine s s  by such firms . 

Retire to SHA at the end of  year of  completion 
or c los ing . Trans fer to WNRC 2 year later . 
Di spo se of  10  years later . 

3 2 1 . Bidderse' Mai l ing List Appl ications . Copies  of  appli­
cations to  be  p laced on  the mai l ing list  with related 
catalogs , brochures , and correspondence . 

Di spose when sub j ec t  bidder i s  dropped from l i s t . 

3 2 2 .  Bidderse' Ma il ing List . Card l i s t  of  bidders  and 
potential bidder s ,  sol ic ited or unsolicited . 

D i spo se of  card ( s )  when bidder f a i l s  to respond 
to c ircular request to be kept on l i s t . 

3 2 3 .  Contrac t and Purchase Order Logs . The se are reg i s ­
ter s o f  contracts and orders awarded showing contract 
number , originating unit , description of item , contrac tor ' s  
name , date of  award , dol lar amount , and s imi lar information 
a s  required . 

a .  Record copy of logs  - D i spose  of  when 1 0  years
o ld . 

b .  Divis ion copies  - D i spose  o f  when 3 year s old . 

3 2 4 . Cost  Center Input-Output Sheets . These are records 
(Form SEC- 7 0 1  or equivalent ) relating to o f f ice report ing 
to the personnel productivity reporting sys tem of the 
OAS . 

Di spose of  when 5 years o ld . 

3 2 5 . B i l l ing Report . These are records ( Form SEC - 4 4 1  or 
equival ent ) relat ing to off ice reporting into the person­
nel productivity reporting system of  OAS . 

Dispose of  when 5 years old . 

1 1 4  



._ , ..,  . OAD P 1 820 . 2  CHGE 

20B50 . Market research. Documentation covering efforts to secure additional 
sources of supply on those supplies and sel"'Vices for which there have been few 
bidderse. Incl uded are regional �orms ,  covering letters , case histories , 

• reports , and related records . 

Cut off annually, de�troy when 1 year old . 

20B5 1 - 20B54 . Reserved . 

20B55 . Busine ss service center activity report .  GSA Form 1 9 1 9 ,  Business 
Sel"'Vice Center Activity Report , with related backup data . 

Cut off annually , destroy when 4 years old . 

20B56 - 20B59 . Reserved . 

20B60 . Small business files . Documents accumulated relating to Central Office 
and Presidential policy and programs concerning small business , including goals 
statements and guidelinese. These files are created 1.mder section 2 1 1 of Public 
Law 95-507 relating to subcontracting to scall business . Included are GSA Form 
2689 , Procurement Not Set Aside for Small Business , goal statements , g uidelines  
and reports , and relate: records . 

Cut off annually ,  destroy when 3 years old . 

20B61 - 20B6� . Reserved • 

• 20B65 . Socioeconomic disadvantaged business files . Documents accumulated 
relating to socioeconomic d isadvantaged business (minority) programs and reports 
issued tmder the Small  Business Act , section Sa , including goal statements and 
guidelines . Included are reports issued on GSA Form 2677 , Minority Contract 
Fact Sheet , goal statem��ts , guidelines , and related record s .  

Cut off annually ,  destroy when 3 years old . 

Appendix  20-B 
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