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REQUEST FOR AUTHORITY 

TO	 DISPOSE OF RECORDS 
(See Instructions on Reverse) 

TO	 GENERAL SERVICES ADMINISTRATION 

NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408 

3 MINOR SUBDIVISION 

A8&g~4& MaAa~a~aAt ~.?nsb 
4. NAME OF PERSON WITH WHOM TO CONFER	 5. TEL EXTRaymond F. Hershberger	 183-5132 
6. CERTIFICATE OF AGENCY REPRESENTATIVE 

I h'lre,l!Ycertify that I am authorized to act for this agency In matters pertaining to the disposal of the agency's records, that the records proposedfor disposal In thIS Request01 
~ page(s)are not now neededfor the busmessof this agencyor Will not be neededafter the retention periodsspecified 

11~$,~~ 
Michael G. Barbour	 Chief, Records Management Branch(BRAR)

Date (Signature of Agency Representative)	 (Title) 

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

National Archives and Records Service Program Files 

Files descriptions and requested disposition authorizatjon 
~/N(JI)are contained in the attached proposed chapters 70-7B,.tfJ 7~-78 ~A¥>'the HB. GSA Records Maintenance and Disposition System

(OAD P 1820.2). 1\ Qj,U..' J--
3>--,,~I(p 

I 

-S	 /1 
115-106	 STANDARD FORM 115 

Revised January 1973 
Prescrrbed by General Services 

Administration 
FPMR (41 CFR) 101-11 4 V 
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CHAPTER 70. tlATIONAL AUDIOVISUAL CEflTER PROGP-Aft FILES 

1. General. This chaptp.r provides documentation, Maintenance. and dis-
position 1nstructions for the national /\udiovisual Center rrogram files. 
These instructions are contained in appendix 70-A. 

2. Reserved. 

" , (, :,,'-r ri,r',E: J; and CHAP 70-1 
I',_:~,.,.l '.. il :Ii"::,~ )~\J'~' ll( (If,,! pi C.~L~Y. 'e H/\r If c t.~l.ldi U0~. t\"').I~·1 

,,~ 1r1':ot~· !"".':'.l L tl,.(l ~~~:L,.';_': i') {'ills,'( c.! u t lVp C'r} c:1! ~)JJ t"(' ....~ (I~I"'I triG'; r'O~Jr: 
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This appendix describes files created in providing Federal agencies and the 
puh1ic \'/1th <lpneral infomation; loan, rental and sales services; and tech-
nical assistance pertaining to federally produced audiovisual materials. 
tlational Audiovisual renter (MAC) proqram files are created pursuant to 
National Archives Board Act 44 U.S.C. 2301-2308, the GSA Organization ~~an-
ua1 (OF/\ P 5440.1) and the HB, national Archives Trust Fund Board ('l.fl.q P 
1829.1). 

i Appendix 70-A. national Audiovisual Center Program Files 
i

• I • 

I· ,! -1 and?[ •• < ",'( 

r - ,I ',' ,
-:, '. - .. f \ I', l. i. -, ..... 

I ~ 'li' \"'r' L\,;.;:..... l: C;'-:: ..'i. ,'. : ~~ ,,~r.~' \ ~' t ' '-., :. ~. \--L)i' 

I\ '_1 ';.. '; I." I :. • i ~ . ~ I ~ , ..I 
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70Al. Statistical report inventory control file. Documents accumulated 
in verifying audiovisual control inventory. Included are monthly reports 
and related records. 

Cut off annually, hold 1 year, and destroy. 

70A2 - 70A4. Reserved. 

70A5. IJtilization log report. Documents accumulated in recordinq errors 
found in the monthly utilization report. Included are listinqs and re-
"lated records, 

Cut off annually, hold 1 year, and destroy. 

·70A6 - 70AQ. Reserved. 

70A10. 1,1anllaltitle numher file. Documents created to control issuance 
:of title numbers. Included are title numher list and related records. 

J<1YDestroy when superseded" obsolete. 61 lit) It)li~el P'leef4ef4. o-

70Al1 70A14. Reservedo 

70A15. Information index file. Docu~ents accumulated to record location 
of audiovisual ~aterials suc~ as films, film strips, and slides during
,reproduction pr~cess. Included are informati~n cards and related records. 

I Destroy when supersede~bso1 etE?,.9P RA 1AA~el" R8AQ8Q; 
I 70A16 - 70A19. Reserved. 

'701\20. f.1onthlyproCfress regort. Documents accumulated to record status 
'of projects. Incluaed are ackqround data, monthly progress reports, and 
related records. 

elY" Destroy when superseded;1 obso 1ete. AI" 1'1919,,~e,· "ee~8" • 

.701\21- 70A24. Reserved. I 

I 
701\25. Master data file. Documents created in indexing federally produced' 
films, film strips, or slides. Included are hackground information sheets 
~nd related records. 
I "YOestroy when superseded~obsolete. ~I" 1'19 19R~el" Aee~ef4. 

i 
I', J'(:. , i "-I I I to {- : I, • -.; ,~ r \ ~' ... - •If' . ., .. 

- 13,
L;l;:,t \-t all {If',f Iltl_J,' 01 (~1 -' C' ~-, I 

i~," I' \ .;., t :... j r ". ~ '.• r ) 
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'70A26 - 70A29. ~eserved. 

70A30. FilM topical index file. Documents created in indexinq fil~s, 
film str1ps, and slides hy topic and thereunder by title. Included are 
cards, listings, and related records. 

Destroy v/hen supersede![obso1 ete., 9l" R8 1OI"\~el' fleee'ld. 

70A31 - 70A34. Reserved. 

'70A35. Pronotional and advertising file. ~ocuments created in making 
'available to Federal agencies and the puh1ic, information regardinq au~i0-
visual items, services of tlI\C,and the fill."industry. Included are hro-
chures, catalogs, conference announcements, mailing lists, and related 
records. 

1)('
Destroy when supersededl\ obso 1ete• ..9of' "6 18A~e)2 FH!9i16HL 

70A36 - 70A39. Reserved. 

70A40. Order ackno\'/ledgement fi1e. Documents accunul ated in acknowl edgi ng 
'receipt of order from a customer. Included are original orders, processed 
receipts, and related records. 

Cut off ~fter order is completed, hold 1 year, and destroy. 

:70A4l - 70A44. Reserved. 

:70A45. Invoice file. Documents created in verifying the billing of a 
custo~er. Included are copies of bills, orders, invoices, and related 

:records. 

Cut off at the end of the fiscal year, hold 1 
year, and retire. Destroy ~fte)2 Ji.ggiii8fla~ years~/~..,,,~,,, 

,70A46 - 70A49. Reserved. 

70A50. Supplier pllrchilseorner file. Documents accunul a ted in record ino 
:requests for audiovisual reproductions to be processed by photo lahs. In-
:cluded are order logs, purchase orders, customer orders, and related re-,cords. 

Cut off at the end of fiscal year of final payment,
hold 3 years, and destroy. 

i70A5l - 70A54. Reserved. 

'r Appendix 70-A , ,
\~\' I .), ,It I I ; 1 : .10\, ,.11 ~ I '1,1 

1"\', ("'1/ 'I' r-!.I!<r,r ',-- - -: II',' ~r--r ,'-' ",,,1 - --, , " 4 
- --- -- - ---- - -- - -- -- ---: ----" ---- - • " - : I -- -- - :"--' - - - - -
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I!70A55. Cash sales file. Documents accumulated to record prepaid sale of 
:audiovisual reproductions stock items. Included are copies of order logs,
,customer orders, cashier receipts, acknov~edqement of receipt, and related 
.records. 

Cut off at the end o~ the fiscal year, hold 3 
years, and destroy. 

70A56 - 70A59. Reserved. 

70A60. Completed sales file. Documents accumulated to record shipment of 
,special orders for audiovisual reproductions. Included are copies of mail 
receipts, air freight receipts, custom forms for overseas mailinq, and re-
[lated records. 

Cut of at the end of the fiscal year, hold 3 
years, and destroy. 

,70A6l - 70~64. Reserved. 

70A65. Pending ordr.r file. Documents accumulated in recording unfilled 
orders. Included are copies of order forms, acknowledgment forms, order 
:109S, and related records. 

I Destroy "d~9R Fl8 18f1.,e, i1ecdee. <:»"" 
! 
~OA66 - 70A69. Reserved. 
I 
! 70A70. Aqency agreement file. Documents accumulated in securing author-
!ization to loan, rent, or sell audiovisual material produced hy Federal 
agencies. Included are copies of agreements, amendments to agreements, and 
!related records. 
I 
I • 
I Cut off after completion of agreement, hold 1 year, 
I and retire. Destroy ~ftep 11 rtdditi8Flal years.o/t:!.I 

I ... hc"lf I;J... ,, 

(OA71 - 70A74. Reserved. 

70A75. f1anual inventory sales record. Documents created in recordtnq the 
~ale of audiovisual materials. Included are listings of audiovisual items 
~old and related records. ' ~~ 

Destroy when supersede11 obso 1ete. gp R9 19R'fep R88~9Q. 

I OA76 - 70A79. Reserved.l
I 

! 

(:)0 I "Appendi~ 70-A 

r~, .: r : I I. \ 1"'1 

,5 'Ir: 1I ,\_ \ ' -; 1\ I \I , 
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70ABO. COJ11pl purchase order fil e. Documents accumul ated eted in verifyinq 
the completion and receipt of orders from photo labs. Included are packa~e
slips, purchase orders, and related records. 

Cut off annually, hold 2 years, and destroy. 

70ARl - 70AR4. Reserved. 

70ABS. Project files. ~ocuments created for administrative control of 
project asslqnments. Included are work assi~nment re~isters, pro~ress re-
ports, and related records. 

Cut off after completion of project, hold 2 years, and 
destroYe 

70AR6 - 7DAB9. Reserved. 

70A9D. Inventory control file. Oocurnents created in verifyinq audiovisual 
holdings of NAC. Included are audiovisual lists, inventories, and related 
records. 

0('nestroy when superseded,.,obsolete* e .. Ae lBli'1e, AeeEteEt. 

70A9l - 70,1\94. Reserved. 

70A9S. IJtilization rr.port file. Oocuments created to verify frequency of 
the use of audiovisual materials. Included are lists of audiovisual items 
that have been loaned, rented, or sold, and related records. 

IJ~ nestroy when superseded" obso 1ete • .gP Ae 1BFi€tP.¥'Ree"e". 

70A96 - 70A99. Reserved. 

70Alao. Computer prortri\mfiles. Oocuments created in proqraminq and main-
taininq rmc's audiovisual catalorJ. Included are punch cards, computer 
programs. listings, and related records. 

1)('nestroy when superseded)J obsolete • .e.. 1"16 161if1e,· .,eef4ed.. 

70A10l - 70A104. Reserved. 

70A10!>. '·1essenqer service files. Oocurnents created in recording the pick-
up and delivery of audiovisual and related materials. Included are copies
of pickup and delivery receipts and related records. 

nestroy when supersede~~Y'obsolete. gp RQ lQR98P A88"eEt, 

1 
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CHAPTER 71. tlATIONAl ARCHIVES TRUST FUND BOARD PROGRAt1 FILES 

1. Gp.neral. This chapter provides documentation, maintenance, and dis-
positl0n 1nstructions for the files of the tlational Archives Trust Fund 
Board. These instructions are contained in: 

a. Appendix 71-A.	 national Archives Trust Fund Board Program Files. 

b.	 Appendix 71-B. National Archives Trust Fund Board Finance Pro-
gram Files. 

2. Rp.served. 

r-
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-
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i ~ I " ",,,!	 , ~- "',1 .r :>: 1 and 2 " CHAP 71..1 
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This appendix descrihes files created or accumulated by the rtationa1 Ar-
chives Trust Fund Roard (MATFR) that dOCllment its activities. Th~se files 
p~rtain to the membership of the Board, its meetinqs and hy1aws, the 
Americana Project, -:-ndthe I\sc;ociatesof the rlationa1 Archives proqramo 

Mationa1 Archives Trust Fund Board proqram files are created pursuant to 
the r~fttiona1Archives Trust Fund Poard Act 44 IloS.C. 23; and the HB,
National Archives Trust Fund Roard (NAR P 1829.1). 

, 
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I 
I 
i_APpendix 
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71 -A. tJati~!l,a1.J\rc,~,~ve~Trust: fund 

t, -. f v- 1 and 2 

Board Program Fil es 
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71Al. 11p.mbershipfiles. Docump.nts accumulated in recording the member-
ship of the national l\rchives Trust Fund Board (NI\TFB). 

Permanent. Cut off every fifth year, hold 5 years, 
and offer to the National Archives. 

71A2 - 71A4. Reserved. 

71A5. r,1eetinqfiles. Documents created in recording ~IATFB meet inqs , 
Included are agenda, minutes, policy papers, documents discussed at the 
meetings, and related records. 

Permanent. Cut off every fifth year, hold 5 years, 
and offer to the national Archives. 

71A6 - 71A9. Reserved. 

71Al0. BylaNs, rules, and regulations file. Oocuments created to record 
amendments, repeals, revisions, and deletions to the hyla\'ls. Included are 
approved copies of the byla\'Js,ammendrlents, hackground papers, and related 
records and resolutions adopted hy the Board. 

Permanent. Cut off when superseded, or no longer needed, 
hold 5 years, and offer to the ~Iational Archives. 

71Al1 - 71A14. Reserved. 

71A15. Americana Project. Document s accumul ated in recording the solici-
tation and acquisition of gifts and patrons for the purpose of acquiring 
historic period funishings for the national Archives collection. Included 
are listings of patrons and donors, deeds, copies of brochures, and re- . 
Iated records. "4e.6(,,'~~ ih,t! eI,,~{/"".e"t'~tllJ~

ye.ll t: '71 ttl "r IJ blll,$ a W#iC-

Permanent; Oeeds, patron lists"e It- • " 
il,Uvi'6ie!J er tile ~I2Qap.et. Cut off every 5 years, hold 5 
years, and offer to the national Archives. '_ / 

ob~t1/e"te or .5v/JeY.seel~,Other records. Destr-oy \'/he'1:QJ QRger RQ9S9Q iR t~Q '91 .. 
JectisA a6~eet sf the ~129je~-

71A16 - 71~19. Reservr.d. 

Appendix 71-A 
I 
I 
l
I

r.. .' 1" . _l"I 
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~ i71A20. I\ssociatps of the tlatinna1 Archives. Oocuments created in devel-
g~~ oping and administering a ~eneral public membership organization to qain 

public support for Mational Archives' programs and activities. Included 
are papers on rlevelopment of the associatAs organization, register of mem-
bers, plans for program promotion, plans for membership activities,
brochures, and related records. ~ a jJ .,,~ bY'tlc.~uyt.j ~?1~ pll'IJl'. f.':o)"

P1e"e./dlJ~e"'f; r'd.rt!.~ ~ ':J l' 'J. .}.
YO~f'd.m. ~r.""f(J.tll>'" all ?II~"'Dfr1nIP a~t:ly,-t/~.J·PermC\n~nty1 R@eW~4!e~flU!M1F1~ ti"lC tiC lVltlQi gl" tFte '
 

orgiAiaai181'11 Cut off every 5th year, hold 5 years,

and offer to the National Archives.
 

Records essential to prograM administration. Destroy ".,he", 
.wkeFi Fl8 16"~el· ReeQee; t:7b'fJ/et:e <Jy 5f/l'er,jeJ8e!. , 

.-

Appendix 71-/\ 
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!This appendix describes files created or accumulated in the administration 
of the financial papers of the ~ational Archives Trust Fund Board. T~ese 
files pertain to gifts or bequests of monies, securities, or other personal
property for the benefit of or in connection wi th the national fl.rchives. 
National Archives Trust Fund Board finance prcora., files are created pur-
suant to the national Archives Trust Fund Board Act 44 LI.S.r:.,Chap. 23; 
and the HB, National Archives Trust Fund Roard (~AR P 1829.1). 
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7181. Collection document Co~y file. Documents accumulated or created 
in the sale of publications an reproductions. Included are copies of 
vouchers, purchase orders, invoices, deposit certificates, and related 
records. 

Cut off at the end of the fiscal year, hold 3 years, 
and destroy. 

7182 - 7184. Reserved. 

7185. Collection registers. Documents created to record the receipt of 
checks, money orders, or cash. Included are registers of reMittance forms 
or comparable documents and related records. 

Cut off at the end of the fiscal year, hold 
3 years, and destroy. 

7186 71B9. Reserved. -. 

71810. Delinquent payment listinqs. Documents accumulated to record audio-
visual delinquent payment accounts. Included are monthly reports of de- --. .' 

":)linquent accounts and related records. 
" 
r 

Cut off at the end of the fiscal year, hold 3 
years, and destroy. .-

" 

'J71811 - 71014. Reserved.
 

71815. De1inouent accounts file. Documents accumulated to record actions 
r
 

taken to collect delinquent accounts in the sale of reproductions and pub- ,-,
 

lications during the prescribed 1-year period from the date of first
 
billing. Included are records of telephone conversations and surranariesof '
 
meetings with agency representatives, lists of delinquent accounts, copies

of bills and vouchers, and related records.
 

Cut off at the end of the fiscal year, hold 
3 years, and destr-oy, 

71016 - 71819. Reserved. 

71820. Insurance policy files. Copies of policies retained to record ac-
tions taken to protect or receive monetary compensation for losses suffered 
through damage or theft of NATFB holdings or property. Included are copies
of insurance policies and related records. 

Withdraw expired or canceled policies, from the active 
file and place in an inactive file. Cut off the inactive 
file at the end of the year, hold 1 year, and destroyo 

i (). : Appendix 71-:B,:: '> 
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71B21 - 71B24. Reserved. 

~ 71B25. nrant and foundation file. Documents accumulated to record receipt
?"",1b and expenditure of fund~. Included are progress reports, invoices, copies

,\~ofgrants, and related records. 
\J\ . 

I,'l ."J' ' 
'l, ",'l.el'",a"'e!"'~ Cut off after completion of the grant.

~el~ i yeaf9, aA~ effel te t~e NatieRal Archives 
O~'tytJ7 10 Yed1'7 "ftel' -te""~;lIlt:I'cJ..,

71826 - 71829. Reserved. 

'71B30. Customer service files. nocuments accumulated to record the sale 
of Archives publications. Included are sales registers for microfilm and 
printed puhlications, and related records. 

()/J,Jo/et-e o~ ,ulhll'5eJe"-
Institutional files: Destroy \,/heryjRQlQR~Q¥, RQQQQQ, # 

Individual files: Destroy 1 year after last order. 

71B31 - 71B34. Reserved. 

71B35. Circulation files. Documents accumulated in recording subscrip-
tion information for Archives publications. Included are subscriber's 
records, labeling and billing information, and related records. 

Destroy 1 year after expiration of subscription,
or when no longer needed, whichever is sooner. 

I 
I Appendix 71-8i (t '.' r t • ! - ' 
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CHAPTER 72. EnUCATIntlAL PROr,RAt1S FILES 

1. Gp.ner~l. This chapter provides documentation, maintenance, and 
posit1on instructions for the files of Erlucational Programs. T~ese 
structions are contained in: 

a. Appendix 72-A. 

h. Appendix 7r.-R. 

c. Appendix 72-C. 

2. ~p.servE'rl. 

Erlucational Proqram Files. 

Editorial Publication Program Files. 

Public Information rro~ram Files. 
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'This appendix describes files created in documenting, deve1opinq, and im-
p1ementinq proqrams to promote and publicize qARS educational and cultural 
services. Educational Programs oroqram files are created pursuant to 44 
U.S.C. 21; the ~SA Organization '1anual (nFA P 5440.1); thp HR, ~ational 
Archives Procedures (NAR P 1R48.1A); and the HB, NARS Arlministrative Proce-
dures (NAR P 5410.2). 

Appendix 72-Ao Educational Program Files 
, 1 

r- .. ,' ) ( 1 and 2 
, ,. . I' 

• I I -: I ,1 ~ ~,r • i ) " or~ r ' 1- " . , ,, , , , ( - I 
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72Al. Exhihit casp file. nocuments accumulated in preparinq exhibits 
for the Archives, Federal Records Centers, Federal aqencies, professional 
meetings, and non-aqency conferences. Included are lists of exhibited 
items, captions for exhihit cases, backqround materials, expense vouchers, 
contracts, listings of conferences, and related records. 

Cutoff 0'/ -tel'.",,,,jt",~., tJf e.,.&;6, 'l:" hdkJ '71elJl'J, a"J ,;/S) ts r» Y. 
Pel"ffl9A8A1i, Rffel" tfJ the rl@l1!iemtf AI eld Ie!! HM€A ' 
AQ le~el" ..ee~@€4fel' etfl' ell t 61't!I'81!i e..:;... • 1\(A/dre.,,: J 6f v61ve fw, ... fv1;"'L eKI,ilJi es .""l.Y be. YC t~,..e~ 

72A2 - 72A4. Reserved. 

72A5. Loan file. nocuments accumulated in the administration of loans 
to Federal agencies, professional organizations, and educational institu-
tions. Included are lists of harrowers and items loaned, insurance poli-
cies, photographs of articles loaned, news c1ippinqs, and related records. 

Cut off after return of loan, hold 1
 
year, and destroy~
 

72A6 - 72Aq. Reserved, 

72A10. r,raphic record file. nocuments accumulated to record displays
sponsored hy the national J\rchives. Included are actual size photostats,
dry mounted prints and negative prints of items displayed, and related 
recorrls. 

()~
nestroy when supersededA obsolete. g" RQ
 

19Rgel' flee~e~.
 

72All - 72A14. Reserved. 

72A15. Education training files. Oocuments accumulated relatinq to 
courses on the availability of source material and research procedures.
Included are requests for notification of, and arrangements for traininq,
brouchures, and related records. 

Cut off annually, hold 2 years, and destroy. 

72A16 - 72A19. Reserved. 

72A20. Education traininq materials file. nocuments accumulated in the 
preparation and use of traininq materials. Included are training outlines, 
texts, handouts, training aids, and related records .. 

()Y'
[)estroy when supersede~ obso 1ete, ~ 
A9 18A~e, AgQdQ~ 

(;; o I,() ~~~~n9i,x.?~,-:~,1.1; !" ,,, 

, ", ,3 and 4 
U 0:.. l~ ~ () " f Ii;,,' ( ~1r \ -. 1 ( " ~ l , J, .. ! t , ,I 1 J 
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This appendix describes files created in documentinq, developinq, and im-
plementing editorial functions for Archives pub1icationso Editorial nuh-
1 ication program files are created pursuant to 44 II. S.C. ?'1; the GSA 
Organization r'anual (OFA P 544001); the HR, flational !\rchives Procedures 
(NAR P 1848.11\); and the HB, NARS Administrative ~rocedures (NAR P ~4ln.2). 

, 
I 
I 

i
I.
I! -

I o,: ~\r(.+ 

Appendix 
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72-B., Editorial Publication Program Files
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:72B1. Puhlication file. Documents accumulated in editino, printino, and 
'publishing papers for the Archives. includinq papers on activities at ar-
chival conferences. Included are printing contracts, printers qalleys,
graphics, cover designs, edited manuscript, record copy of~ puhlicationrre,4'"
~rp.lated records. . .• J ow, I t J 
~i'th PUfAA"~r.. cT ed-"!' pv/J/,,,~tl'd,,,:D""f 7e(J.,tw,:t6 yell ««: 

Record copyYl Cut off annually, hold 5 years, 11~""'I'N'" tJafJ"l'j.
and offer to the ~Iational Archives. 
tPt4t:-r 
H~"'ltlFl!J papers: Cut off after publication of 
each paper, hold 1 year, and rlestroy.

i 
12B2 - 72B4. Reserved. 

72B5. Advertisers file. nocuments accumulated in arranqing reciprocal

agreements with historical societies, educational institutions, and other
 
organizations in printing advertisements. Included are copies of adver-
~isements, contracts, and related records.
 

Cut off annually, hold 4 years, and destroy.
Earlier disposal authorized, if no lonqer needed. 

72B6 - 7289. Reserved. 

72B10. !1icrofilm ~ublication file. nocuments accumulated in cataloqing
 
microfilm publ teat ions of the llationa'l Arch ives , Included are lists of
 
microfilm puhlication holdings and related records.
 

tI~ 

nestroy when supersededJ1 obso 1ete. ~
 
.n9 18A~ep AeeSes.
 

,'' "Append ix 72 -B " ,, 
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, 
'This appendix describes files created in document tno , deve l optnq, anri im-
plementing publ ic information pronrems rel ating to ~!ARS activities. Publ ic 
information program files are created pursuant to 44 ".S.C. 21; the GSA 
Organization ttanual (nFA P 5440.1); and the HR, t;,~RS ,l\rlf1linistrative Proce-
dures (flAR P 5410.2). 
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7?r.1. J\rchivE's I\dv;~()ry COllne;l filp. nOCllmp.nts accumulated in recorrlinq 
activities of the I\l~chives /\dv;sory Counc il , Included are copies of noti-
fications of Me~her appointments, letters of resignation, reports to the 
Administrator of General Services, ~eetin~s arrangements, plans, a~enda 
and minutes, and related record~. ' ' 

a. P~Ii.AIt.NtK'(":
llationa1 l\rchives Adv l sor-y Council: r:ut off 
after each meeting, hold 5 years, anrl offer 
to the 'lationa1 /\rchives.

k. Pf:/i,-,ft,.,e/l"f':
l~eqiona1 /\rchives Adv isovy Councils: Cut off
 
after each meeting, hold 5 years, and ~@91;1"8y • .offeY' to '/v1l1f~
 

:72C2 - 72C4. Reserverl. 

:7?C5. Press release file. Documents accumul a ted in preparing /I.rchives 
press releases. Inclurlerl are bacl.qround material, final press copies, and ; 

'related records. . ~. fJ~JtA~..,t.vr: O"e. t::.ol'J "f eJ.(J,
~eJj yV.,aj Co. o~J-e."" tQ~#jf~ 

Cut off annually, hold 5 years, ~A;ra-e~1i~(el""" d/~ :
k. o'thtY' ~J~e ",~/J - t)e>~yq;e 

-0' 

J~ 

:72C6 - 72C9. Reserverl. • ....f.,e", '7yeti Y,j d/t/, g. 
;72C10. Conference support files. Oocuments accuMulated pertaininq to 

:': 

administrative support activities of conferences. Included are lists of 
guests and speal.ers , plans for hospital ity awl logistics, and related re-
,cords. 

~,Cut off after each conference, hold 1 year, 
r-

-~-
"and destroy. 
(, 

:72C11 - 72C14. Reserved. ./'0 

'72C15. n.rchives nells1ettpr f il«, f)ocuMents accunul ated rp1atinq to edit- ' 
.tnq , puhlishing, and distri5utinq news l et ter-s , Included are notes, editor-
ial material, printing contracts, and related records. 

Record copy: Permanent. Hold 5 years,
 
nnd offer to the national I\rchives.
 

I'lorking papers: Cut off after publication 
of each newsletter, hold 1 year, and destroy. 

72Clfi - 72C19. Reserved. 

I 
I 
I :j' "l,l\ppend;x 72-C " . I 
I " ; i) :. .,' \ I , 

I 
I!" 
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72C20. Cp.rcmonial file. Documents accuMLJlatp.din nreparntion for presen-
tation cerenontcs at the 'lat lonal I\rchivp.s. Included are plans for prograM
arrangp.Mp.nts,ceremony r~ograms, loqistic support plans, pro~raM theme,
attendance and speakers lists, and related records. 

Cut off annually, hold 2 years, and retire.
 
nestroy ;af1;p.IRy~Q~it;QRal yearstJld.


~A4" •
 
7?C21 - 72C24. qeserved.
 

72C25. Study tour filp. aCCUMulated in <'Irran0inqtours for~ocu!l1p.nts
colleges, professional organizations, and ot~er interested grours. In-
cluded are lists of thesr groups, program outlinp.s, and related records. 

Cut off after tour is comrleted, ~old 1 
year, and destroy. 

7?C26 - 72C29. P.~served. 

~ 7?C30. Pres') cl ir~inCJ file. Press cl ipninqs from magazines and newspaper-s
IAA-If:? pertaining to thp./\rchivp.sand its hoId inqs , Included are copies and or iq-

Ivn- .tna ls of press clippings find related records. 
tJf:~AJnt¥f;4Cut off annually, hold 2 years, and retire. 
-PestIRB,Y aft!!. 5 atitiitiOl.al Y@i1l"§, 

offel' t;o ,;IYluf'5 ""he.", 7 )t'edY'j dt/. 
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CHAPTER 73. ARCHIVAL PROGRAM FILES 

1. G~neral. This chapter provides documentation maintenance, and dis-
positl0n lnstructions for files relating to the functions of the Office of 
the tlational Archives, Central Office, and regional Archives 8ranches. 

a. Appendix 73-A.	 Reference Service Proqram Files~ 

b. Appendix 73-8.	 Archival Project Program Files, 

c.	 Appendix 73-C. Appraisal, Disposition, and
 
Accessioning Program Files.
 

2. Reserved. 

, , 

J 
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This appendix descrihes files created in making ~vailable records acces-
stoned into the "Iationa1 Archives of the United States for use in research 
rooms, loans to Federal agencies, or for reproduction, and in supplying 
information and advice concerninq these records to researchers and the 
gpnera1 puhlic. P-eference service proqraM files are created pursuant to 
44 IJ.S.C. 21; the GSA ()rganization 'Ianual (()FA P 5440.1); and the HR,
National Archives Procedures (MAR P lR4R.1A). 

c 
CJ 

o 

Appendix 73-A. Reference Service Program Files 
\ _ l' I' " • 

i
i ~J I ....~ 1 :! '.', ,', . 1 and 2 - \ , ~ 
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73Al. Reference sp.rvice corre~rondence files. Documents created in nro-
vidinq reference service hy mail. Included are requests for information,
copies of replies, and related records. ~~ 

(q) f'f,AAIi,.,E,." : 
Cut off annllallY)l\Replies relating to siqnifi-
cant persons or events likely ~9 ~e t~@ syb~e&t
sf futw~Q F@~~e!t!land replies involving un-
usually difficult or complex research: R@shgy--

-WAQR FlS lel'l~e't Flep.Ae~;t8' '@f@I'e~ee.Offe''''' e» /1'19,15
"",he" 10 Yed...s 0/ I

(.&-J	 All other records: Hold 2 years and destroy.
Earlier destruction is authorized. 

73A2 - 73A4. Reserved. 

73A5. Researcher annlication and authorization files. nocuments created 
'in issuing researcher identification cards and in authorizinq researchers 
access to security area, classified, or other restricted material. In-
cluded are researcher applications, letters of introduction, official 
documents authorizing individual access to restricted material, and related 
records. 

Cut off annually, hold 1 year, and retire. 
nestroy af!!!,-1.s:a8~ah'Hll yearsrb/e(,

Hrlte.7\ 
73A6 - 73A9. R~~erved. 

73A10. Research room use file. Documents created in recording researchers' 
use of research rooms. Included are research room registers and related 
records. 

Cut off annually, hold 1 year, and re~ire. 
nestroY-ifieP 1!r4QQiiisA81 years~/~

"'''~t1 
73All - 73A14. Reserved. 

73A15. research room reference service files. nocuments created in pro-
viding records to researchers in tlational ,~rchives research room. Included 
are reference service slips, papers identifying the records that researchers 
have consulted, and related records. 

Cut	 off annually, hold ~yea~ and destroy. 

73A16 - 73A19. Reserved. 

73A20. Transferring agency loan files. Documents accumulated in making 
records availahle to originating aqencyo Included are external loan rp.-
ceipts and related records. 
I
 
I
 
I 
I 

I
I ', -	 c, " .1 ; ;. I ~ 13 
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; (1' ,c" 

\ I 'r , ~. - \ I ' 
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Cut off annually following return of records, 
hold 1 year, and destroy • 

.73A2l - 73A24. Reserved. 

73A25. ~eproduction and authenticntion service files. nocuments created 
in filling requests for photographic, photostatic, quick-copy, or other 
reproductions of accessioned records or authentication of reproductions.
Included are correspondence requesting reproduction or authentication 

.service, price quotations, reproduction or authentication service orders,
land related records. 

Cut off annually, hold 2 years, and destroy. 

73A26 - 73A29. Reserved. 

73A30. Finding aid files. Documents accumulated to assist researchers 
and National Archives staff memhers to find accessioned records. Included 
are non-record copies of published and unpuhlished findings aids, descrip-
tion of archives, hooks, pamphlets, and other puhlications.

6-/'Destroy when supersede<iA obsol ete. -at" Fie 18A~el" Aee&e!s. 

Appendix 73-A 
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!This appendix describes files created in planning and implementinq presp.r-
,vation, arranqement, and description projects for records accessioned into 
:the National Archives of the llnited States, documentary and finding aid 
,publication projects relating to Archives and si~ i1ar archival project
activities. Archival project program files are created pursuant to 44 
U.S.C. 21; the GSA Organization Manual (OFA P 5440.1); and the HB, r!ational 
Archives Procedures P 1848.1A). (tl.Il.R

_ \".'::' [',I.:.' <and 2. ',; .. '.".r:."
 
'u ~:d c n fl{~t t": j:: of c)r,:; r Cf~L Y 
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7381. Archival project files. Documents created in plannin~, directing, 
and imrlementing arrangement, description, and microfilm and letterrress 
publication projects re1atinq to records accessioned into the tlational 
Archives. Included are project descriptions, atlt~orizations, hackground 
papers, any completed puhlication, and related records. 

Cut off files fo110w1n com letion of roject. u."jJ"lJliJhet!..Pecord copy ofl proJect product: Permanen. 
Offer to the National Archives~/~~A RA leR~e~ 
.RASeS; £AP Qupl='QR1; Q~e"8t;e ...s... ~ )"etJ/I'j aft"{"1" Go""Jllet,d7fJ. 

Other records: Hold 2 years and destroy. 

NOTE: Working papers, including galley and 
page proofs, are not included and may he 
des troyed as non-record ma teri a1.'dRSR r:lQ-
~9A~e" Messed. 

7382 - 7384. Reserved. 

7385. Project control file. Documents created within an operating unit 
for administrative control of archival project assignments. Included are 
work assignment registers; daily, weekly, or monthly progress reports; and 
related records. 

Cut off f11 es fa 110\'11nq camp 1et ion of pro-
ject, hold 2 years, and destroy.
 

I 7386 - 73B9. Reserved. 

73810. Oocument restoration records. Documents created in planning and 
ordering document restoration service for records accessioned into the 
National Archives. Included are restoration proposals, forms used to order . 
restoration service, and related records. I'lrl"";"'S. do(.u""t"t'J ye/J.to'6

(4) to ~;I."iTIe..n to /Jr~f!c..~~
Document Preservation 8ranch~ Permanent.A Cut 
off every 5th year, hold 5 years, and offer to 
the National ~r~hives. ~)ot1t.,... '7n~te"'11.J - dt!'~'t"fI)' w~ e.,,-
J.(} yei" s dlq.
Other offices: Cut off annually following re-
turn of rehahilitated records, hold 1 year, and 
destroy.

i 
73Bll - 73814. Reservede 

I 

I 

I 
I 
I 
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I 
!73B15. Records storage files. Documents accumulated in controlling the
 
:physical location of records accessioned into the National Archives. In-
:cluded are shelf lists, location registers, storage equipment inventories,

;and related records.
 ,

i Destroy when superseded or obsolete.
 
! 

- , 
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~administrative,
:of nonpermanent 
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describes files created in appraising Federal records for 
legal, fiscal, or historical value; authorizing disposal
Federal records; accessioninq records of permanent value 

'to the tlational Arch ives ; assistinq Federal aqenc ies to develop and operate 
lrecords retention prograMS; and related activities. J\ppraisal, disposi-
:tion, and accessioning program files are created pursuant to 44 !l.S.C. 21, 
29, and 33; the GSA Organization r1anua1 (nFJ\ P 5t1An.l); and the HB, ~l(lt;on-

!al Archives Procedures (HJ\R P 1848.1A) • 

•
 

-
" 

-' 

I Appendix 73-C. Appraisal, Disposition and,J\ccessioning Program Files 
\ ... I '.1 I I. 
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-I ,-~~-~~; fe~~e~~~~~t,/,j~OI'I·e S· D f OAD :~:J~:/·~7E 
113CI • .Qe8eFeS fll8!.~ocuments if1J\appralslngre-@lQfiF@t18~" accumulated 
! quests for author Ity to dispose of agency records and NARS' interna I 
:records. Included 1re requests for disposal authority, F8~i~t8F~ FQ88F~iA~
!t~e F8881~t of QUIA pe~bo3t3, sAeehl ist•• endorsement sheets, and related
! records. 

--Reeel"fJ3 ,0,1"1" ro i!ld I 5 I a ff (eff ico gf Fe8eFEf)' POF"'BI'IOI'I*-r 

Ql:lt 8ft lR 5=)IQilr:: b1891t9, ~e18 ~ ilddit18R~1 90013, eFlod-
offers to t~8 tht+18M I ,\p'el1dv8 •• 

~ offIces: Cut off in I-year blocks, ~ele ,
oiHh!lf+18P18I';'98IA8, and destroywhel1 ~ 7edYS dlJ, 

13C2 - 73C4. Reserved. 

13C5. Record accession files. Documents accumulated In accessionlng 
permanently valuable records into the National Archives. Included are 
record transfer offers, registers recording receipt of such offers, 
appraisal reporis, accession Inventories, and related records. 

Office with custody of the record: Permanent. \'/hen
no longer needed for current operations, offer to the 
National Archives. 

i13C6 - 73C9. Reserved. 

73CIO. Special study case files. Documents accumulated In preparing 
stUdies relating to special records appraisal problems, or questions of 

larch Ivai theory and practice. Included are special study proposals, reg- ' 
I~ters, completed studIes, and related records. 

Special studies: Permanent. Cut off In 5-year 
blocks, hold 5 additional years, and offer to 
the National Archives. 

I 

Other papers: CO"'JfJ/et:i()~, 
II eJ f S-tvt/y, ,,173CII - 73C19. Res~rved. 

I
173C20. - Change of ho Id In9s and status f IIes , Documents created to record 
:changes In the volume or custody of accessioned record holdings. Included I 

lare change of holdings reports and similar records. 
I 

Permanent. Of fer to the Na+ Iona I Arch t ves when 
no longer needed for current operations. 

I 
i 
I 

I 
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'73C21 - 73C24. Reserved. 

,73C25. Records restrictIon fIles. Documents created In establishing 
lImitations on access to records accessloned in the National Archives. 
Included are restrictIon statements and related records. 

Permanent. Offer to the National Archives 
when superseded..Qp AB I8F1~81Z ASSS8S; 

!73C26 - 73C29. Reserved. 

73C30. Record group registration files. Documents created In establlsh-
'Ing and assigning record groups.
I 

Permanent. Offer to the National Archives when Sul'e,,;eel~1, 
i A9 IQR~8P Aee~6d fOi Cdi re~+ 8p8~itl8As. 
! 
:73C31 - 73C34. Reserved. 
! 
j73C35. Agency data files. Documents accumulated for reference use during
:research into functions and recordkeeping practices of agencies whose re-
:cords are accessloned Into the National Archives. Included are records 
;management surveys of the agencies, caples of manuals, dIrectives, and 
other Issuances relating to the management and fll In9 of agency records, 
~copres of agency directories, and related records. 

II Destroy when supersede~ 
Dr' 

obsolete, BIZ FIB 18R98F R88d8~ 

I 
I 
I 
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CHAPTER 75. OFFICE OF FEDERAL RECORDS CENTERS PROGRAM FILES 

1. General. This chapter provides documentation, maintenance, and dis-
position 1nstructions for the nffice of Federal Records Centers program
files. These instructions are contained in appendix 75-A. 

2. Reserved. 
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I .}!This appendix describes records accumulated in appraisinq, schedulinq, 
:storing, and servicing the non-current records of Federal a~encies. The 
Federal records center program files are created pursuant to 44 II.S.C. 
21; GSA Organization I1anual (OFA P 5440.1); the HB, Records Center 'lper-
.at lons (NAR P lR64.1A); and the HB, National Archives Trust Fund Board 
:(NAR P 1829.1).
1 

.,
 

Appendix 75-A. Federal Records Center~ Program Files '.J \,.,. J I r) 1.... I " •• t ~ of I 1_ t ,I, r , 
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75Alo Office of Federal Records Center~ qenpral files. Oocunents ac-
cumulated in rp.~ortinq Federal records center activities. Included are 
periodic narratiVe and statistical reports, statistical ofslll11fT1ariesre-
cords center holdings, accessions and disposals, )erforMance analysis 
reports, space and equipment availability reports, and related records. 

Destroy when 7 years old, or when no longer
needed, whichever is sooner. 

75A2 - 75A4. Reserved. 

75A5. Agency information files. Documents accumulatecl in the review 
of agency records retention and disposal proqrams. Included are hack-
grouncl materials9 reference service reports, rlisposal procedures, aqency
record evaluation programs, and related records. 

nestroy when 7 years old, or when no lonqer
needed, whichever is sooner. 

75Afi - 75Ag. Reserved. 

75A10. Records schedulinq contract case file. Documents accumulated in 
preparation of record control schedules for Federal aqencies on a reinhurs-
able basis. Included are contracts, approved records control schedules,
and related records. 

Cut off after completion of contract, hold 2 
years, and destroy. 

75All 75Al4. Reserved. 

75A15o Records disposition case filps. nocuments accumulated in dis-
posing of Federal records. Included are requests for records disposi-
tion authority, ~elaie8 appraisal reports, and ...ela1!e~ P8&8~8h ~(J,(J"Jt-~~
e'ltltJ"5e.., • .,~ 5,.,~~-t!7 6"c/ ye/,J;(;9e! yee.."";J.J(j.,,~/,,,.) 1·.",te""~1 a,,;( eytenlJ,! 

Permanent. Cut off HbQR RQ 1QR9Qr AQQdeg ;ei'''''l/?, cll~flD.J/t'I4")
and~ffer to the flational Archives. •
~~iD'i,tJ/ly

75A16 - 75A19o Reserved. 

75A?O. Office of Federal Records r.enters numl)erer!memoranda file. nocu-
rnents created to inform t1ARS Req;onal Commissioners and Fe<1eral Records 
Center Oirectors of certain policies\) procedures, and notices pertinent
to their operations. 

Permanent. Cut off annua 11 Y \l and offer to the 
tlational Archives when 10 years old. 

:')("A~pe~di,xJ~-A, 

' .... . , ,," 3 and 4
\ 
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CHAPTER 76. RECORDS f-1ANAGH1EUT PROGRAM FILES 

1. General. This chapter provides documentation, maintenance, and 
disposltlon instructions for files maintained hy the Office of Rp.cords
f~anagement. These instructions are contained in appendix 7n-A. 

2. Reserved. 
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This appendix describes files created in maintaining liaison with Federal,
State, and local governments. This includes p.xchan~e of information 
regardinq prompt and orderly disposition of records, and advisinq and 
assisting in formul~tinq records Manaqp.ment proarams and policies. Rp.-
cords management proqram files are created pursuant to 44 !l.S.C. 21; and 
the GSA Organization t1anual (nFA P 5440.1). 

-. , 

Chapter 76-A. Records r~ani\gell1entProgram Files 
\ )1..." 1 I'I

I _ 
I (' • r ." 1 and 2 

- ,~' ,' 
_, '.. ! h. I • .: tl )' ... I 1\":' ... k .'.~'. '.
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76Al~ Contract reimbursement file. nocuments ~ccumulated in preparation 
for and arran~ement of records management analysis and technical assistance 
to Federal, State, and local qovernments. Included--are project proposals, 
contracts, and related records. 

Cut off after completion of the contract, hold" 
year.s.and retire. [)estroy 8Her 6 aElElit;8R~. yearstjlJ,

""'he.n 

76A2 - 76A4. Reserved. 
(JY"Je,,~ /,,-tj \ 

76A5. ~fI't!~lYP't'5J;ct ~ '6till" T'~!18"~ file. nocuments accumulated in re-portinq ~e status 0 re m ursah e an non-reiMbursable projects. Included 
are listings, ppgai86 3~a~~3 ,@~~pt&. and related records. 

Cut off after completion of the project, hold 5 
years, and destroy. 

76AG - 76A9. Reserved. 

76A10. Reimbursable hillinq file. DocUMents accumulated in recording 
billing of accounts. Included are non-record copies of bills, copies of 
~ouchers, and related records. 

Cut off after bill is paid, hold 2 years, and destroy. 

76All - 76A14. Reserved. 

76A1S. PrograM survey file. [)ocuments accumulated in analyzinq, evalu-
ating, and reconmending changes in records manaqement programs for Federal, 
State, and local qovernments. Included are contracts, interaqencv agree-
ments, project outlines, final reports, agency action plans for program 
impleMentation, copies of surveys. and related records. 
I 

Cut off after final report is published, hold 2 
years, and retire. nestroy ~~8r '0 additi8ABl years~/~

Ivhe.". 1..1-
76A16 - 76A19. Reserved. 

-a"J ~P'ti~~aJ76A20. Standar~Forms case fileo DocUMents accumulated during the ana-
lysis, design, cearance, evaluation, and approval of forMS. Included are 
requests for forms manaqement services, papers relating to developMent of 
forms, drafts of issuances prescribinq the forms or written statements 
explaining their purpose, clearances, copies of each edition of the form,
form action notice, running record of all actions taken, and related re-
cords. 

t" ~" ,Appendix 76-A. e-
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Permanent. Place in an inactive file upon cancel-
lation or discontinuance of the form. Cut off the 
inactive file ~t the end of 5 years, hold 5 ~ddi-
tional years, and offer to the national "rchives. 

76A2l - 76A?4. Reserved. 

76A25. Interaqency reports file. nocuments accumulated in planning, 
directing, and administerinq the Government-wtde interagency repor-ts pro-
gram. Included are reporting requirements, clearances, report justifica-
tions, action notice, and related records. 

Permanent. Place in an inactive file upon cancel-
lation or discontinuance of the report. Cut off 
the inactive file at the end of 3 years, hold 3 
additional years, and offer to the tlational I\rchives. 

76A26 - 76A29. Reserved. 

76A30. Symposium conference croqr~m file. nocuments accumulated in 
planning, arrangi nq , and 110 ld, nq sympos iums and conferences. Incl uded are 
announcements, agenda, minutes, listing of speakers and ~uests, and related 
records. 

Cut off after symposium, hold 2 years, and destroy. 

76A3l - 76A34. Reserved. 

76A35. Workshop file. Documents aCCUMulated in providing and conductinq
'records management workshops. Included are applications for training, rOOM 
and instructor arrangements, attendance records, and related records. 

Cut off annually, hold 1 year, and destroy. 

76A36 - 76A~9. Reserved. 

76A40. \'~or~shopmaterials file. nocunents accumulated relating to the 
preparation, clearance, and issuance of materials for use in records 

,management training. Included are outlines, texts, handouts, training
aids, and related records. 

{Jr'
Destroy when supersededA ohsolete. e~ AS looqer oOQQ9d. 
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l' ,I " CHAPTER 77. FEDERAL REGISTER PRO~RAM FILES, ,t ... I 

Ih. r,enera1. This chapter provides documentation, Maintenance, and dis-
'posit1on lnstructions for Federal Reqister proqrai' files. These instruc-
:tions are contained in: 

i a. Appendix 77-A. Federal P.egister Proqram Files 
I 
I b. Appendix 77-B. Document Input Filesi 
12• Reserved. 
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This appendix describes files created in pub1ishinq the Federal Reqister,
Code of FederC\l Regulations, \1eekly Comrilation of Presirlential DOcuMents,
Publ ic Papers of the Presidents of the Ilnited <)tates, United States ~overn-
ment r1anua1, Ilnited States Statutes at l.ar qe , and other rubl ications of the 
Office of the Federal Ref]ister, and in publishinf] slip copies of la\~s pn-
acted hy the Congress. Federal P.eqister proqram files are created Dursuant 
to the Federal Register ~ct, 44 ".S.C. 15; Administrative Procedures ~ct, 5 
U.S.C. 551 et seq.; l1epository for I\Clreements hetween States ~ct, 4~ Il.S.C. 
2109; and the GSA Organization tlanual (OFA P f)440.1). These files are 
accumulated only by the Office of the Federal P-egister.
I 
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77A1. COP1rlittp.p. files. Documents accumulatedmpmnershin in recording 
appointments to the Federal' Re~;ster Administrative Committee and other 
official actions affecting Committee memhership. Included are rlocul11p.nts
announcing appointments, resignations, or other official actions affectinq
the Committee, and related records. 

Cut off every ~th year, hold 5 years and 
retire. Destroy~ft€r 4Q a~~;t;BRdl years~/~

....~e" :J.$"" • 
77A2 - 77A4. Reserved. 

77A5. Committp.e meetin~ files. Documents created in recording Federal 
Register Arlministrative Con~ittee meetings. Included are aqenda, minutes 
of the meetings, policy papers or other documents discussed at the meetinqs, 
and related records. 

Secretary of the Committee: Permanent. Cut off 
in 5-year blocks, hold 5 additional years, and 
offer to the r~ational Archives. 

Other memhers: Cut off annually, hold 2 years, 
and destroy. 

77A6 77A9. Reserved. 
of' eld tml t:0 ~ 77A10. Legislation reference files. Papers ~eew~yld¥e~ ;R ~8eY~8RtiR~ ~~~7'legislation affectinq publications of the Officp. of the Federal Register.

~ Included are~nterpretive documents and related records.
\.~ ,'" ~oI'l•• of
'\,+ : Pe"l'W\tH!Plt. fitft eff 1M Ii yeal h~eelE!'J aMQ offar 

"') ..ttl tile natlolial }\/cIiioc!t.tJe.>-t,,,)' whe" {)/J~/ete ell' ~",/Je~J.;'1
-:.~,

77A11 - 77A14. Reserved. 

77A150 Record set of Federal Reqister ouh1ications. Record copy of each 
publication of the Office of the Federai Req;ster. Included is a copy of 
each issue and publication of the Office of the Federal Register. 

Permanent. Retire when immediate access is no longer neededo 

771\16 - 77A19. Reserved. 
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,,7" ~(Jr 

~AL"~ 77A20. Staff papprs. Documents created h~~Ae staff ~ the Office of t~e 
~~ Federal r.e~;ster in surveyinq and studying Office of the Federal ~eqister
,¥~administrative techniques, editorial and puhlication r )licies, and relaterl 

~subjects. Included are comnleted staff surveys or studies, supporting

';'papers, and related records.
 

- ~ "-'t' '."
r...,) Cut off annlla11y, -R61 ~ 2 )'8il"g, et"'~ ~@5tI"Bo/( 

a, PE:ifAIIHfl't'T. O.."e yec,DY,I ~0l')' ~ f edt; I, .7~tnl/: 
offel' t::o ./Y"IPS .,.,.he.~ ~- ,)'ed"J #/t:Y., 

k. ~ fr,"ttl a"tJ/ .hd.GIr"Y,V"~ J'ltl/'e rS.·... LJeyt~t1)' 
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Th1~ appendix descrihe~ files created in compilinq papers for inclusion in 
the Federal Reqister, r.ode of Ferleral f'1.equlations,Heekly Compilation of 
Presidential nocuments, Puhlic Papers of the President of the Ilnited 
Statas , IInited States Government ttanual , IJnited States <)tatlltesat Lrtrqe,
and other nllhlications of the f)ffice of the qeQister and in puh-Ferler1'l.l
lishinq slip copies of laws enacted hy r.onqress. ~ocument input files are 
created pursuant to the Federal ~ellister I\ct, 1l.4If.S.C. 15; ~epository for 
Aqreements hetween States Act, 44 II.S.C. ?lnq; and thp GSA nrQanization
"anual (nAn P 1)54n.1). These files are accursul a ted only hy the nffice of 
the Federal Register. - -
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77B1. Conqressional information papers. Oocuments accumulated in obtain-
ing authority for publication of official material related to !J.S. Statutes 
at Larqe from the Joint Corrrnitteeon Printinq. 

ConQressional authority for publication of U.S. 
Statutes at Large: Permanent. Cut off in 5-year 
blocks, hold 5 additional years, and offer to the 
tlational Archives. 

Other papers: Cut off annually, hold 
5 years, and destroy. 

77B2 - 77B4. Reserved. 

77B5. Advisory ooinion files. nocuments received fro~ ~ederal aqencies 
requesting the printinq and publishinq of requlations by the Office of the 
Federal Register. Included are requests fron Federal agencies and related 
records. 

Cut off annually, hold 1 year, and destroy. 

J786 - 7789. Reserved. , 

77810. Publication oaoer. ~ocu~ents accumulated from the Executive and 
Legislative 8ranches of the GovernMent, required ~y law or authorized to be 
published. Included are reaulations, notices, Presidential documents, news 
conference transcripts, messaqes, and other documents ~ade public by the 
White House, and related records. 

~e.e. 4Ijl'.$~('fa~i:r..Ss!t~trQ~:t"~t~:~"rf~'"7 7 tJ;J.~ 
;	 a88iii8AB:l r+18AtR&; aJui 'lAURi@; 19s tl:e
 

fI!l'~i8Ail o,SRjuPS
 

'77811 - 77814. Reserved. 

77315. f/otice of ratifications of Constitutional Amendments from StntpS. 
'Documents accumuiated as required by 1a\'1in conf irra t ion of proposed amend-
'ments to the Constitution from the 50 States and the District of Columbia. 
.Included are transmittals and certificates of ratification and related 
.records and the origj;nal signed certificate by the Administrator of GSA
 
proclai~ing the Amendment as part of the Constitution.
 
i Permanent. Transfer to the National ~rchives
 
I after proclamation of ratification.or determination that
 
I proposed Amendment "Jill not be ratified.
 
177816 - 77B19. Reserved.
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77B20. State aqreement files. Oocuments accumulated as a result of the 
requirement of the States to submit constitutional agreements hetween the 
States. Included are duplicate of originals or auther~icated copies of 
agreements, compacts, and related records. 

Permanent. Cut off annually, hold 1 year, and 
transfer to the National Archives. 

77B21 - 77B24. Reserved. 
~	 aSt:.ey~di7)MaJ1lf d~,77B25. Certificate of~electors. Documents accumulated as a result of the 
~~~ votes cast by the electors of the 50 States and the District of Columhia. 

Included are the ballots and related records. 

Permanent. Cut off at end of year followinq election,
and transfer to the National Archives. 

publication ~apera. (Continued from previous page) ~ 77BIO Disposi tion:
(a) Presidential Proclamations, Executive orders, and other ~...~ , PreSidential documents, and enrolled public Laws and Resolutions, 

with related papers: PERMANENT: Offer to NARS when administrative 
needs cease. 

(b) Rules and Regulations	 of Federal Agencies, with related materials: 
DISPOSITION NOT AUTHORIZED AT THIS Tn18:: Cut of.fevery six 
months, transfer to FARC 6 months after cut off. Resubmit to 
NARS for appraisal when Wi. u.s.c. 1503 is amended. 

I
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CHAPTER 78.	 tlATI(HlAL HISTnRICAL PIl~LIr:ATI()nS MID 
RECOROS Cnnt1ISSI()N PRnr,RAI1 FILES 

1. ~~n~ra1. This chapt~r provides rlocuM~ntation, maintenanc~, and rlis-
pos iffrin tns truc t ions for files relatinfl to the functions of the 'Iat tona l 
Historical Puhlications and R~cords COMmission. These instructions are 
contained in appendix 78-~. 

,2. Reserved, 
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This appendix descr-ibes files createrl by the ~lational Historical Puhl tca-
tions and ~ecords Conmiss lon (NHPP.C). These files document tnIPRC's 
encourafJement and advice to historical cOrrtr1ittees,llnivprsities, anrl other 
research institutions in research, comnilation. and publication of source 
docump.nts significant to the history of the lInited States, and providinq
and arirninistering grants for these activities. '!HPP.Cpronr-am files are 
created pursuant to 44 II.S.C. ?5, and the r,SA Ornarri zat ton 'Ianual (()FA P 
5440.1). These	 files are accumulated only hy NHPrC. 

Appendix 78-A.	 National Historical Publications and Records ,
jCommission Program Files 
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78/\1. r.ommi!lsionmpr1herShi~ files. acclll1llJlatedDocuments in recordinrJ 
appointments to !lHPRC find ot~er official actions affecting Corrri ss ton mp.M-
hership. Included are correspondence appointment orders, letters of resia-
nation, other official actions, and related recor~so 

r.ut off in ~-vear hlocks, hold 5 additional 
years, and offer to the r!1\tionalI\.rchives. 

78/\2 - 78/\A. Reserved. 

7R/\5. Commi!lsion rleetinC'Jfiles. Documents created in recordinq tlHPqC
proceedings. Included are agenda. minutes, policy oaners, typed tran-
scripts, and tape recordings of meeting proceedinos, and related records. 

Cut off in 5-year hlocks, hold ~ additional 
years, and offer to the rf1\tionalArchives. 

78/\fi - 78A9. Reserved. 

78A10. /\rproved rJrant files. Documents accunulaterl in administerino '!HP2C 
grants. neluded are grant applications, hackqrounrl material on projects
and editors, semiannual financial reports nrepared hy project editor~, 
official and informal correspondence with project staff, and related re-
cords. 

flrant folders: Cut off in ~-yp.ar hloeks, hold 5 
additional years and offer to the rlational Archives. 

78All - 78/\14. Reserved. 

78/\lS. Oisnperoverl rJr1\ntfiles. ~ocuments 1\ccumu1ated in adrninisterinq 
rejected app11cations. Included are qrant 1\pplications, hackqround -
material on applicants, correspondence with applicants, and related rp.cords. 

Cut off annually followinq rejection of gr1\nt, hold 
? years, and retire. nestroy ~;@'lQ A~~iiiQRil years~/~

Ivhen I)", 
78/\l~ - 78A19. ~eserved. 

78/\~0. ~ocw'1entarv puhlic1\tion filps. Documents accunul ated in assisting, 
encouraging, planning, developinrJ, and preparing r~hlications. Included 
are copies of puh1ications, clearances, and related records. 

netire when ip~p.rliate1\ccess is no 10nqer needed. 
Oestroy .-f'e~te 25 4.d~i1!iBAAl yearsoltt""'''e" ,78/\21 - 78/\?4. Reserved. 
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781\?5. Special i\r1visorycommitt~p. files. nocllments accumulaterl in recorri-
ing memhership appo;nt~ent and i\ctions of special arlvisory cornrnittepsof 
the'mPRC. Included are official appo lntments , completed reports, and 

~related records. 
PERMANENT 

~~7f, Cut off folfOlJinq termination of committee, hold 
~'-f 5 ye ars, and retire • -ear'lif"t!t~e.. ... qIfo!S.,-ee:r't'lrl~l'I+i ~'Mfta~l---"l1" eeI'I!'H"~'~ .•~..Q~e~!lJo4;ot1"~8B-1)"'" r 4;ot1;t.4·

./ '-_ ~ 111 Dffcy tu /Y'1'I,fJ ItVhe" 10 ),edl1'j "Ief. 
'\ ~I 

') 
78A2f)- 73A?9. Reserved. 

781\10. Staff sturlv files. nocuments accumulated hy the ~taff in studying 
special prohlems relatin~ to the administration of qrants or i\dmini~trative 
matters. Included are completed studies, relevant hackqrounrl material, anrl 
related records. 

Cut off 5 years after completion of each study, hold
 
~ 5 years, and retire. !.:les1a'8!' "f1ip.1" ~M iHhU1;i8Ral ),P.8I"S.
 
~J £ERMANENI: Ifec.o.,-f GO'>' of C-dc::.~ 5t:ut/l'-offe .. r~ HI'I4I5 w/'e.'1

78A3l - 781\34. Reserved. 10 )'ed,d olei,~J other ~dte~i~h-Oest:"'fly ",he" 10 )'e.J"j tilt/,
781\35. r.omMission seminar files. nocuments created in the preparinq,
orqantz tnn, and administerinq 'IHPRC seminars, tnst itutes , and related pro-
grams. Included are agenda, quest and attendance lists, copies of ~erninar 
programs, and related records. 

Cut off after completion of each seminar, hold 3 
years, and retire. nestroy aiip.l" lQ ilet4itiolie:l year~dll."'~e. /3'11\ 78A36 - 78A39. Resprverl. 

78r\40. Commission file. accumul ated in accept lnq, fellot-tsl,;n Documents 
declining, and admin;sterinCj annual fellowshf ps , Included are fellm/ship
applications, backqround material on propospd projects anrl rrospective 
.candidates, correspondpnce with candidates, and related records. 

Cut off annually after each fel1m'/ship is terminated, 
hold 3 years, anrl retire. Oestroy ~£;ef10 ~Q~iiiAR"l~~e" I~ 
yearsoltl, 
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