NATIONAL ARCHIVES AND RECORDS ADMINISTRATION
Request for Records Disposition Authority Records Schedule: DAA-0121-2015-0001

Request for Records Dispdsition Authority

Records Schedule Number

Schedule Status

Agency or Establishment

DAA-0121-2015-0001
Approved .

General Services Administration

Record Group / Scheduling Group  Records of the Public Buildings Service

Records Schedule applies to

Schedule Subject

Agency-wide
Public Building Service Records

Intemal agency concurrences will  No

be provided

Background Information

This schedule covers records created and managed by program
offices within the Public Buildings Service (PBS) of the General
Services Administration (GSA). The PBS is responsible for acquiring
space on behalf of the federal government through new construction
and leasing, and acting as a caretaker for federal properties across
the country, including the preservation of historic properties.

This records control schedule covers records which include all
federally owned and commercially-leased real properties as they
relate to acquisition, construction, maintenance, and disposal;
operations, services, and leasing; as well as PBS program
management records.

This schedule updates and supersedes previously approved record
schedule items for Record Group 121, Records of the Public
Buildings Service, and records scheduled in Record Group 269,
Records of the General Services Administration, specific to building
and space management, and leasing.

Item Count

Number of Total Disposition | Number of Permanent Number of Temporary Number of Withdrawn
' | Items Disposition Items Disposition ltems Disposition Items -

21 7 14 0

GAO Approval -
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NATIONAL ARCHIVES AND RECORDS ADMINISTRATION
Request for Records Disposition Authority Records Schedule: DAA-0121-2015-0001

Outline of Records Schedule Items for DAA-O121-2015-0001

Sequence Numhber
1 121.1 - Real Property Records
11 010 - Important Property Records
Disposition Authority Number: DAA-0121-2015-0001-0001
1.2 011 - Durable Property Records
Disposition Authority Number: DAA-0121-2015-0001-0002
1.3 020 - Significant Building Drawings and Specifications
Disposition Authority Number: DAA-0121-2015-0001-0003
1.4 021 - Routine Building Drawings and Specifications
Disposition Authority Number: DAA-0121-2015-0001-0004
1.5 030 - Significant Inspections, Reports, Studies, and Certificates
Disposition Authority Number: DAA-0121-2015-0001-0005
1.6 031 - Routine Inspections, Reports, Studies, and Certificates
Disposition Authority Number: DAA-0121-2015-0001-0006
1.7 040 - Significant Art Inventory Records
Disposition Authority Number: DAA-0121-2015-0001-0007
1.8 041 - Routine Equipment and Art Inventory Records
Disposition Authority Number: DAA-0121-2015-0001-0008
1.9 050 - Property Disposal Case Records
Disposition Authority Number: DAA-0121-2015-0001-0009
1.10 051 - Routine Property Appraisal, Planning, and Disposal Records
Disposition Authority Number: DAA-0121-2015-0001-0010
2 121.2 - Construction Program and Project Records
21 011 - Routine Construction Program Records
Disposition Authority Number: DAA-0121-2015-0001-0011
22 021 - Construction Project Files
Disposition Authority Number: DAA-0121-2015-0001-0012
3 121.3 - Facility Management Operations, Services, and Leasing Records
3.1 011 - Facility Management and Operations Records
Disposition Authority Number: DAA-0121-2015-0001-0013
3.2 021 - Facility Services Records .
Disposition Authority Number: DAA-0121-2015-0001-0014
3.3 031 - Leasing Records
Disposition Authority Number: DAA-0121-2015-0001-0015
34 041 - Physical Security Operations Records
Disposition Authority Number: DAA-0121-2015-0001-0016
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NATIONAL ARCHIVES AND RECORDS ADMINISTRATION

Request for Records Disposition Authority Records Schedule: DAA-0121-2015-0001

4 121.4 - Public Buildings Service Program Management Records

4.1 010 - Significant Buildings Program Records

' Disposition Authority Number: DAA-0121-2015-0001-0017

4.2 011 - Routine Buildings Program Records
Disposition Authority Number: DAA-0121-2015-0001-0018

4.3 021 - Guidelines and Standards Records _
Disposition Authority Number: DAA-0121-2015-0001-0019

4.4 030 - Significant New Building Methods and Materials Records
Disposition Authority Number: DAA-0121-2015-0001-0020

45 031 - Routine New Building Methods and Materials Records
Disposition Authority Number: DAA-0121-2015-0001-0021
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NATIONAL ARCHIVES AND RECORDS ADMINISTRATION
Request for Records Disposition Authority Records Schedule: DAA-0121-2015-0001

Records Schedule Items

Sequence Number

1.1

121.1 - Real Property Records

The records included in this group include anything of a durable nature about
GSA's inventory of properties (both developed and undeveloped, owned and
leased) that would be used as a reference for informing future projects or decisions
on construction, space modification, leasing, and disposal. These records have a
long duration, with the cutoff being usually the life of the building; until the building
is sold, transferred, disposed of, or all leases are concluded (in the case of leased
properties). Records for active buildings are to be kept under the purview of GSA
and only to be transferred as permanent records to NARA or destroyed (depending
on the retention instructions) after the building or the leased space is discontinued.
Examples of these records include information relating to property ownership, sale,
and transmittal, arrangements made with entities outside the federal government
regarding the property, significant improvements to the property (such as buildings
and major modernization projects), environmental, safety, physical condition,
value, and fire inspections and reports, and documents related to the disposal or
transfer of the property and related records.

010 - Important Property Records
Disposition Authority Number DAA-0121-2015-0001-0001

This series contains the records of federally-owned buildings used to document
ownership, property acquisition and final disposal, and are retained for historical
and legal purposes. These records include titles, deeds, acquisitions and property
transfer documents, photographs, documents related to historic building status
and preservation, property related hazardous operations records, safety controls,
permits, and related records.

Final Disposition Permanent
ltem Status Active
Is this item media neutral? Yes

Do any of the records covered Yes
by this item currently exist in

electronic format(s) other than e-

mail and word processing?

Do any of the records covered No
by this item exist as structured
electronic data?

GRS or Superseded Authority NC1-121-81-001 / 40A60/a

Citation NC1-121-81-001 / 40A60/b
NC1-121-81-001 / 40A90
NN-173-042 / 42D40
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NATIONAL ARCHIVES AND RECORDS ADMINISTRATION
Request for Records Disposition Authority Records Schedule: DAA-0121-2015-0001

1.2

NN-173-042 / 42D45
NC1-121-81-001 / 40A61
NN-171-042 / 43F75/a
N1-121-91-001-/ 43F75/b
N1-121-91-001 / 43F76

Disposition Instruction

Cutoff Instruction Cut off at the end of the fiscal year when the property
is sold, transferred, closed, or otherwise disposed of.

Transfer to the National Archives  Transfer to the National Archives 15 year(s) after
for Accessioning cutoff.

Additional Information

What will be the date span of the From 1930 To 1950
initial transfer of records to the
National Archives?

How frequently will your agency  Every 5 Years
transfer these records to the

National Archives?

Estimated Current Volume | Annual Accumulation

Electronic/Digital 1 MB

Paper

Microform

Hardcopy or Analog Special
Media

011 - Durable Property Records
Disposition Authority Number DAA-0121-2015-0001-0002

This series contains records of both federally-owned and leased buildings used

to document standing arrangements with local entities, and reference documents
for ongoing management and planning and/or improvements to the properties.
These records are maintained for compliance and often included in the design
specifications for construction and other improvement projects throughout the
property’s lifecycle. These records include permits, easements, agreements,
commissioning and dedication documents, building evaluation and construction
program planning records for that building, records related to environmental safety,
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NATIONAL ARCHIVES AND RECORDS ADMINISTRATION
Request for Records Disposition Authority

Records Schedule: DAA-0121-2015-0001

fire, life, and security of the property, routine property evaluation and disposal case

files, and related records.
Final Disposition

ltem Status

Is this item media neutral?

Do any of the records covered
by this item currently exist in
electronic format(s) other thanie-
mail and word processing?

Do any of the records covered
by this item exist as structured

- Temporary

Citation

electronic data?
GRS or Superseded Authority

Disposition Instruction

N1-121-04-001 / 1/1
N1-269-93-001 / 19E1/a
N1-269-93-001 / 19E1/c/1
N1-269-93-001 / 19E1/c/2
N1-291-91-002 / 33D1/c
NC1-121-81-001 / 40A15/b
NC1-121-81-001 / 40A15/c
N1-121-90-001 / 40A55
N1-121-90-001 / 40A65/a
NC1-121-81-001 / 40A65/b/1
NC1-121-81-001 / 40A65/c/2
NN-173-042 / 42D30
NN-173-042 / 42D35
NN-171-042 / 43A5
N1-121-91-001 / 43F40
N1-121-91-001 / 43F80
NN-171-042 / 43G35
NN-171-042 / 43G50
NN-171-042 / 43G85
NC1-121-82-001 / 44A15
NC1-121-82-001 / 44A25
NC1-121-82-001 / 44A70/a
NC1-121-82-001 / 44A70/b
NC1-121-82-001 / 44H5
NC1-121-85-001 / 46B41
NC1-121-85-001 / 46B71
NC1-121-85-001 / 46B81
NC1-121-85-001 / 46B95
NC1-121-85-001 / 46B100
NC1-121-85-001 / 46E68

Electronic Records Archives

Page 6 of 33

PDF Created on: 06/20/2019



NATIONAL ARCHIVES AND RECORDS ADMINISTRATION
Request for Records Disposition Authority

Records Schedule: DAA-0121-2015-0001

Cutoff Instruction Cut off at the end of the fiscal year when property is
sold, transferred, closed, or otherwise disposed of.

Retention Period Destroy 10 year(s) after cutoff
Additional Information
GAO Approval Not Required

1.3 020 - Significant Building Drawings and Specifications
Disposition Authority Number DAA-0121-2015-0001-0003
This series contains records related to the design and construction of federally-
owned or delegated buildings. Significant records include original design and
concept drawings, master sets of drawings, and specifications that document the
design, construction, restoration or rehabilitation, renovations, and modernizations
of a property or its operating infrastructure. Specific categories and types of
architectural and structural records include master plans that comprise site plans,
floor plans, interior and exterior elevations, cross sections, ornamental and
structural plans, and related records.
Final Disposition Permanent
ltem Status Active
Is this item media neutral? Yes
Do any of the records covered Yes
by this item currently exist in
electronic format(s) other thanie-
mail and word processing?
Do any of the records covered No
by this item exist as structured
electronic data?
GRS or Superseded Authority N1-121-90-002 / 1/a/1
Citation N1-121-90-002 / 1/a/2
Disposition Instruction
Cutoff Instruction Cut off at the end of the fiscal year when building is

sold, transferred, closed, or otherwise disposed of.

Transfer to the National Archives  Transfer to the National Archives 15 year(s) after
for Accessioning cutoff.
Additional Information
What will be the date span ofthe From 1930 To 1950
initial transfer of records to the
National Archives?
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NATIONAL ARCHIVES AND RECORDS ADMINISTRATION
Request for Records Disposition Authority Records Schedule: DAA-0121-2015-0001

How frequently will your agency  Every 5 Years
transfer these records to the
National Archives?

Estimated Current Volume | Annual Accumulation

Electronic/Digital 5 MB

Paper

Microform

Hardcopy or Analog Special
Media

1.4 021 - Routine Building Drawings and Specifications
Disposition Authority Number DAA-0121-2015-0001-0004

This series contains records related to the specifications for building components.
Routine records include building structural, mechanical, electrical, plumbing,

and climate control components, and building exterior space including boundary
demarcation, landscaping, external lighting, the general use of external

space related to a property, and related records These routine drawings and
specifications document ongoing construction improvements and maintenance to a

property.

Final Disposition Temporary
Item Status Active

Is this item media neutral? Yes

Do any of the records covered Yes
by this item currently exist in

electronic format(s) other than e-

mail and word processing?

Do any of the records covered No
by this item exist as structured
electronic data?

GRS or Superseded Authority N1-121-90-002 / 1/b

Citation NN-173-042 / 42C1
NN-173-042 / 42C5
NN-173-042 / 42C10
NN-173-042 / 42C15
NN-173-042 / 42C20
NN-173-042 / 42C25
NN-173-042 / 42C35
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NATIONAL ARCHIVES AND RECORDS ADMINISTRATION
Request for Records Disposition Authority

Records Schedule: DAA-0121-2015-0001

Disposition Instruction

Cutoff Instruction

Retention Period

Additional Information

NN-173-042 / 42C40
NN-173-042 / 42C45
NN-173-042 / 42C50
NN-173-042 / 42C55
NN-173-042 / 42C60
NN-173-042 / 42C65
NN-173-042 / 43C70
NC1-121-82-001 / 44C80

Cut off at the end of the fiscal year when building is
sold, transferred, closed, or otherwise disposed of, or
when the last lease is terminated.

Destroy 10 years after cutoff. If the building is being
sold or transferred from GSA's inventory, offer the
records to the new owner.

GAO Approval Not Required

1.5 030 - Significant Inspections, Reports, Studies, and Certificates
Disposition Authority Number DAA-0121-2015-0001-0005
This series contains records related to significant inspections, reports, studies
and certificates regarding compliance, identification of need, or for documenting
building, equipment, or property conditions. “Significance” is determined by the
scope (full building or property inspection), topic (such as environmental hazard
assessments), or value (such as a building physical condition survey). Such
reports include seismic and structural analyses, environmental inspections,
monitoring reports, and related records regarding property and hazardous
materials, building engineering reports, certificates and warranties on equipment,
and other similar property- and building-related records.
Final Disposition Permanent
ltem Status Active
Is this item media neutral? Yes _
Do any of the records covered Yes
by this item currently exist in
electronic format(s) other than e-
mail and word processing?
Do any of the records covered No
by this item exist as structured
electronic data?
G.RS. or Superseded Authority N1-121-97-001 / 7E96/b
Citation N1-121-97-001 / 7E96/c
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NATIONAL ARCHIVES AND RECORDS ADMINISTRATION
Request for Records Disposition Authority ) Records Schedule: DAA-0121-2015-0001

1.6

N1-269-93-001 / 19E1/b
N1-121-91-001 / 43F90
N1-121-91-001 / 43F95

Disposition Instruction

Cutoff Instruction Cut off at the end of the fiscal year when the property
' is sold, transferred, closed, or otherwise disposed of.

Transfer to the National Archives  Transfer to the National Archives 15 year(s) after
for Accessioning cutoff. |

Additional Information

What will be the date span ofthe From 1930 To 1950
initial transfer of records to the
National Archives?

How frequently will your agency  Every 5 Years
transfer these records to the
National Archives?

Estimated Current Volume | Annual Accumulation

Electronic/Digital 5 MB

Paper

Microform

Hardcopy or Analog Special
Media

031 - Routine Inspections, Reports, Studies, and Certificates
Disposition Authority Number DAA-0121-2015-0001-0006

This series contains records related to routine inspections, reports, studies and
certificates regarding compliance, identification ofineed, or for planning future
projects. “Routine” means it has a limited time value of use, is superseded by other
reports, and is usually used to identify need, or mitigate problems identified as

part of a construction project plan. Such records include traffic studies, feasibility,
and needs assessment reports, routine environmental, project, safety, and fire
inspections, monitoring reports, and related records, certificates on equipment, and
other similar property- and building-related records.

Final Disposition Temporary
Item Status Active
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NATIONAL ARCHIVES AND RECORDS ADMINISTRATION
Request for Records Disposition Authority Records Schedule: DAA-0121-2015-0001

Is this item media neutral? Yes

Do any of the records covered Yes
by this item currently exist in

electronic format(s) other thanie-

mail and word processing?

Do any of the records covered No
by this item exist as structured
electronic data?

GRS or Superseded Authority N1-269-93-001 / 19D40/a

Citation N1-269-93-001 / 19D40/b
N1-291-86-002 / 33D059/a
N1-291-86-002 / 33D059/b
N1-121-96-001 / 07E94/a
N1-121-96-001 / 07E94/b
N1-121-96-001 / 07E94/c
NN-171-042 / 40A50
NN-171-042 / 43B105
NN-171-042 / 43B30/a
NN-171-042 / 43B30/b
NN-171-042 / 43B35
NN-171-042 / 43B65
N1-121-91-001 / 43F97
N1-121-91-001 / 43F98/a
N1-121-91-001 / 43F98/b
N1-121-91-001 / 43F98/c
N1-121-91-001 / 43F99
NC1-121-82-001 / 44A20
NC1-121-82-001 / 44A45
NC1-121-82-001 / 44A46
NC1-121-82-001 / 44A50
NC1-121-82-001 / 44B1/a
NC1-121-82-001 / 44B1/b/1
NC1-121-82-001 / 44B1/b/2
NC1-121-82-001 / 44B1/c/1
NC1-121-82-001 / 44B1/c/2
NC1-121-82-001 / 44B1/c/3
NC1-121-82-001 / 44B1/d
NC1-121-82-001 / 44C100
NC1-121-82-001 / 44C115/a
NC1-121-82-001 / 44C115/b
NC1-121-82-001 / 44D10
NC1-121-85-001 / 46B106
NC1-121-85-001 / 46B111
NC1-121-85-001 / 46B125
NC1-121-85-001 / 46B130
NC1-121-85-001 / 46B135
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NATIONAL ARCHIVES AND RECORDS ADMINISTRATION
Request for Records Disposition Authority

Records Schedule: DAA-0121-2015-0001

1.7

Disposition Instruction

Cutoff Instruction -

Retention Period

Additional Information
GAO Approval

NC1-121-85-001 / 46B86/a
NC1-121-85-001 / 46B86/b
NC1-137-82-001 / 63D70/b

Cut off at the end of the fiscal year after completion of
the project, inspection, or study.

Destroy 30 years after cutoff or 10 years after the
building is disposed of, whichever is sooner.

Not Required

040 - Significant Art Inventory Records

Disposition Authority Number

DAA-0121-2015-0001-0007

This series contains records used in identifying items within the building that are
removable or replaceable, or have a significant historical and/or architectural value.
For art associated with a building (such as statuary, paintings, and architectural
features), records such-as inventories, case files, art maintenance records, art
appraisals and art restoration documents and related materials are included.

Final Disposition
Iltem Status
Is this item media neutral?

Do any of the records covered
by this item currently exist in
electronic format(s) other thanie-
mail and word processing?

Do any of the records covered
by this item exist as structured
electronic data?

GRS or Superseded Authority
Citation

Disposition Instruction

Permanent
Active

Yes

Yes

No

N1-121-91-002 / 33F1/a/1
N1-121-91-002 / 33F1/a/2
N1-121-91-002 / 33F1/a/3
N1-121-91-002 / 33F1/b
N1-121-91-002 / 33F1/c
N1-121-91-002 / 33F1/d/1
N1-121-91-002 / 33F5/a
N1-121-91-002 / 33F5/b/1
N1-121-91-002 / 33F5/b/3
N1-121-91-002 / 33F15/a
N1-121-91-002 / 33F15/b
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NATIONAL ARCHIVES AND RECORDS ADMINISTRATION
Request for Records Disposition Authority Records Schedule: DAA-0121-2015-0001

Cutoff Instruction Cut off at the end of the fiscal year when the case file
is closed, art is donated, destroyed, or otherwise de-
accessioned.

Transfer to the National Archives  Transfer to the National Archives 15 year(s) after
for Accessioning cutoff.

Additional Information

What will be the date span ofthe From 1930 To 1950
initial transfer of records to the
National Archives?

How frequently will your agency Every 5 Years
transfer these records to the

National Archives?

Estimated Current Volume | Annual Accumulation
Electronic/Digital 4 MB
Paper
Microform
Hardcopy or Analog Special
Media
1.8 041 - Routine Equipment and Art Inventory Records

Disposition Authority Number DAA-0121-2015-0001-0008

This series contains records used in identifying equipment and items within the
building that are removable or replaceable. Included are inventories of heating,
electrical, plumbing, and air handling equipment, vertical transportation equipment
and records related to recording the condition, maintenance, and associated
schedules, documentation, and schematics for that equipment. For managing

| statuary, paintings, and architectural features associated with a building, records
include routine correspondence and maintenance reports, exhibition and curated
collections management documents, proposal submissions, and other records not
filed under 121.1/040 - Significant Art Inventory Records.

Final Disposition Temporary
Item Status Active
Is this item media neutral? Yes

Do any of the records covered Yes
by this item currently exist in
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NATIONAL ARCHIVES AND RECORDS ADMINISTRATION
Request for Records Disposition Authority Records Schedule: DAA-0121-2015-0001

electronic format(s) other than e-
mail and word processing?

Do any of the records covered No
by this item exist as structured
electronic data?

GRS or Superseded Authority N1-121-91-002 / 33F1/d/2

Citation N1-121-91-002 / 33F10/a
N1-121-91-002 / 33F10/b
N1-121-91-002 / 33F5/b/2
N1-121-91-002 / 33F15/c
NN-171-042 / 43B25
NN-171-042 / 43B45
NC1-121-82-001 / 44C20
NC1-121-82-001 / 44C40
NC1-121-82-001 / 44C45
NC1-121-82-001 / 44C50
NC1-121-82-001 / 44C55
NC1-121-82-001 / 44C60
NC1-121-82-001 / 44C75
NC1-121-82-001 / 44C85

Disposition Instruction

Cutoff Instruction Cut off at the end of the fiscal year when art or
equipment has been deaccessioned, obsolete, or
superseded, a case file is closed, or when related
documents expire.

Retention Period Destroy 5 year(s) after cutoff.

Additional Information

GAO Approval Not Required
1.9 050 - Property Disposal Case Records
Disposition Authority Number DAA-0121-2015-0001-0009

This series contains records related to the process of appraising federally-owned
real property (both developed and undeveloped), and the disposal activities
associated with closing, selling, destroying, transferring, or removing from GSA’s
federal building inventory. Such records include disposal case files, determination
of surplus or excess real property, correspondence, and related records.

Final Disposition Permanent
Item Status Active
Is this item media neutral? Yes

Do any of the records covered Yes
by this item currently exist in
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NATIONAL ARCHIVES AND RECORDS ADMINISTRATION .
Request for Records Disposition Authority Records Schedule: DAA-0121-2015-0001

electronic format(s) other thanie-
mail and word processing?

Do any of the records covered No
by this item exist as structured
electronic data?

GRS or Superseded Authority N1-291-91-002 / 33D1/a
Citation

Disposition Instruction

Cutoff Instruction Cut off at the end of the fiscal year following case
completion and fulfillment of all restrictions on the
disposed property.

Transfer to the National Archives  Transfer to the National Archives 15 year(s) after
for Accessioning cutoff.

Additional Information

What will be the date span ofthe From 1930 To 1950
initial transfer of records to the
National Archives?

How frequently will your agency Every 5 Years
transfer these records to the
National Archives?

Estimated Current Volume | Annual Accumulation

Electronic/Digital 1 MB
Paper

Microform

Hardcopy or Analog Special
Media

1.10 051 - Routine Property Appraisal, Planning, and Disposal Records
Disposition Authority Number DAA-0121-2015-0001-0010

This series contains records related to the proeess of routinely appraising federal
real property inventories and building asset planning. Records include active
property appraisals, correspondence, inventory and asset planning reports,
resource material used for determining surplus or excess real property, and related
records.

Final Disposition Temporary
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NATIONAL ARCHIVES AND RECORDS ADMINISTRATION
Request for Records Disposition Authority

Records Schedule: DAA-0121-2015-0001

Iltem Status
Is this item media neutral?

Do any of the records covered
by this item currently exist in
electronic format(s) other thanie-
mail and word processing?

Do any of the records covered
by this item exist as structured
electronic data?

GRS or Supérseded Authority
Citation .

Active
Yes
Yes

No

N1-269-93-001 / 19D45
NC1-121-79-001 / 30A1
NC1-121-79-001 / 30A5
NC1-121-79-001 / 30A10
NC1-121-84-001 / 30A15/a
NC1-121-84-001 / 30A15/b
NC1-291-81-001 / 33D2
NC1-291-81-001 / 33D5
NC1-291-81-001 / 33D60
NC1-121-81-001 / 40A15/a

Disposition Instruction

Cutoff Instruction

Retention Period

Additional Information
GAO Approval

Disposition Authority Number

NC1-121-81-001 / 40A15/d/1
NC1-121-81-001 / 40A15/d/2
NC1-121-81-001 / 40A15/e/1
NC1-121-81-001 / 40A15/e/2
NC1-121-81-001 / 40A96/a/1
NC1-121-81-001 / 40A96/a/2
NC1-121-81-001 / 40A96/b

Cut off at the end of the fiscal year following close of
case file, or when superseded or obsolete.

Destroy 20 year(s) after cutoff.

Not Required

2 121.2 - Construction Program and Project Records

This group of records represent the activities conducted in the course of running
construction, repair, and/or alteration programs with GSA's Federally-owned
and leased buildings. These include the preliminary project planning, budgeting,
approval, contractor selector and management, project review, and any related
project records pertinent to changes made to a building or portfolio of buildings
within a given region or service center area.

21 011 - Routine Construction Program Records

DAA-0121-2015-0001-0011
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NATIONAL ARCHIVES AND RECORDS ADMINISTRATION
Request for Records Disposition Authority . Records Schedtle: DAA-0121-2015-0001

2.2

This series contains records related to the routine transactions used to support a
construction project management office. These records include correspondence,
planning and programming records for potential projects, Architect and Engineer
evaluation records, space assignment analyses, composite project management
reports and listings, and related records.

Final Disposition Temporary
Item Status Active
Is this item media neutral? Yes

Do any of the records covered Yes
by this item currently exist in

electronic format(s) other thanie-

mail and word processing?

Do any of the records covered No
by this item exist as structured
electronic data?

GRS or Superseded Authority N1-269-93-001 / 19E50

Citation NC1-121-81-001 / 40A25
NN-171-042 / 40A30
NN-171-042 / 42A15
NN-173-042 / 42D5
NN-173-042 / 42D10
NN-173-042 / 42D25
NN-171-042 / 42E1
N1-121-91-001 / 43G20/a
N1-121-91-001 / 43G20/b
N1-121-91-001 / 43G55

Disposition Instruction

Cutoff Instruction Cut off at the end of the fiscal year.
Retention Period Destroy 7 year(s) after cutoff.

Additional Information

GAO Approval Not Required
021 - Construction Project Files
Disposition Authority Number DAA-0121-2015-0001-0012

This series contains records representing individual construction project case
files for GSA's federally-owned and leased buildings and properties. Similar to the
Contracting Officer Official File, this case file (usually maintained by the Project
Manager) contains more detailed information on the project and related activities.
These records include: project schedules, contract files and specifications, cost
estimates, project revisions and change records, progress drawings and reports,
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Request for Records Disposition Authority

A

Records Schedule: DAA-0121-2015-0001

3.1

correspondence and meeting minutes with both the Architect/Engineer and
Construction Contractor and related records.

Final Disposition
Iltem Status
Is this item media neutral?

Do any of the records covered
by this item currently exist in

electronic format(s) other than e-

mail and word processing?

Do any of the records covered
by this item exist as structured
electronic data?

GRS or Superseded Authority
Citation

Disposition Instruction

Cutoff Instruction

Retention Period

Additional Information
GAO Approval

Temporary
Active

Yes

Yes

No

NN-171-042 / 43E70
N1-121-91-001 / 43G2/a
N1-121-91-001 / 43G2/b
NN-171-042 / 43G10
NN-171-042 / 43G15
NN-171-042 / 43G30/a
NN-171-042 / 43G30/b

NC1-121-82-001 / 44A10

Cut off at the end of the fiscal year after completion of

the project.

Destroy 10 year(s) after cutoff.

Not Required

121.3 - Facility Management Operations, Services, and Leasing Records

This group of records represents the activities that take place within Federally-
owned and leased buildings. These activities include the operations surrounding
the management of a facility, building services extended to the tenants, the leasing
of tenant space, and the physical security services regarding that facility.

011 - Facility Management and Operations Records
DAA-0121-2015-0001-0013

This series contains the records related to the activities that a property or facility
manager would undertake to assure that the building is running effectively

and efficiently. Included are records accumulated in planning, supervising,
administering, and evaluating maintenance and utility functions. Also included
are minor improvement records for painting, caulking, and patching buildings;

Disposition Authority Number
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Request for Records Disposition Authority

Records Schedule: DAA-0121-2015-0001

preventive and other maintenance on building equipment; managing and operating
buildings utility services, and related records.

Final Disposition
Iltem Status
Is this item media neutral?

Do any of the records covered
by this item currently exist in
electronic format(s) other than e-
mail and word processing?

Do any of the records covered
by this item exist as structured
electronic data?

GRS or Superseded Authority
Citation

Temporary
Active

Yes

Yes

No

N1-121-91-001 / 43A1/a
NN-171-042 / 43A1
NN-171-042 / 43A15/a
NN-171-042 / 43A15/b
NN-171-042 / 43A20
NN-171-042 / 43A35
NN-171-042 / 43A40/a
NN-171-042 / 43A40/b
NN-171-402 / 43A40/c
NN-171-042 / 43A50
NN-171-042 / 43B50
NN-171-042 / 43B55
NN-171-042 / 43B60
NN-171-042 / 43B80
NN-171-042 / 43B85
NC1-121-82-001 / 44A40/a
NC1-121-82-001 / 44A40/b
NC1-121-82-001 / 44A80
NC1-121-82-001 / 44A85
NC1-121-82-001 / 44A105
NC1-121-82-001 / 44B5/a
NC1-121-82-001 / 44B5/b
NC1-121-82-001 / 44B5/c
NC1-121-82-001 / 44C5
NC1-121-82-001 / 44C10
NC1-121-82-001 / 44C15
NC1-121-82-001 / 44C65
NC1-121-82-001 / 44C70
NC1-121-82-001 / 44C95
NC1-121-82-001 / 44C110/a
NC1-121-82-001 / 44C110/b
NC1-121-82-001 / 44G15/a
NC1-121-82-001 / 44G15/b
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Records Schedule: DAA-0121-2015-0001

3.2

Disposition Instruction
Cutoff Instruction

Retention Period

Additional Information
GAO Approval

NC1-121-82-001 / 44H15
NC1-121-85-001 / 46A1/a

NC1-121-85-001 / 46A5
NC1-121-85-001 / 46A9

NC1-121-85-001 / 46A28
NC1-121-85-001 / 46E1"

NC1-121-85-001 / 46ES

NC1-121-85-001 / 46E34

NC1-137-82-001 / 63D80/a
NC1-137-82-001 / 63D80/b
NC1-137-82-001 / 63D80/d
NC1-137-82-001 / 63F1

Cut off at the end of the fiscal year.

Destroy 7 years after cutoff, or when equipment is
superseded, employees are separated from service,
or when no longer needed for reference purposes,
whichever is sooner.

Not Required

021 - Facility Services Records
DAA-0121-2015-0001-0014

This series contains records related to building services which include cleaning
and custodial work, sanitation, grounds maintenance, concessions, and outleasing
(renting space to non-federal entities), service calls, snow removal, health units,
elevator and escalator operations, and related services. These activities are either
conducted by GSA staff or contracted work records. Also included in this series are
fire, life, safety, and environmental management support records and centralized
(regional or national offices) charged with coordinating facility management
activities across several buildings.

Disposition Authority Number

Final Disposition
Item Status
Is this item media neutral?

Do any of the records covered
by this item currently exist in
electronic format(s) other than e-
mail and word processing?

Do any of the records covered
by this item exist as structured
electronic data?

Temporary

Active
Yes
Yes

No
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GRS or Superseded Authority NN-171-042 / 40A95/f
Citation NN-171-042 / 43B10
NN-171-042 / 43B15 .
NN-171-042 / 43B40
N1-121-91-001 / 43D1/b
NN-171-042 / 43D5
NN-171-042 / 43D10
NN-171-042 / 43D15
NN-171-042 / 43D20
NN-171-042 / 43D30
NN-171-042 / 43D35
NN-171-042 / 43D40
NN-171-042 / 43D45
NN-171-042 / 43D50
N1-121-91-001 / 43F1/b
N1-121-91-001 / 43F5
N1-121-91-001 / 43F10
N1-121-91-001 / 43F35/a
N1-121-91-001 / 43F35/b
NC1-121-82-001 / 43F45
N1-121-91-001 / 43F60
NC1-121-82-001 / 44A75/a
NC1-121-82-001 / 44A75/b
NC1-121-82-001 / 44B10
NC1-121-82-001 / 44B15/a
NC1-121-82-001 / 44B15/b
NC1-121-82-001 / 44B15/c
; . NC1-121-82-001 / 44B15/d
' NC1-121-82-001 / 44B15/e/1
NC1-121-82-001 / 44B15/e/2
NC1-121-82-001 / 44B15/e/3
NC1-121-82-001 / 44B15/f
NC1-121-82-001 / 44B20/a
NC1-121-82-001 / 44B20/b
N1-121-92-001 / 44C30/b
NC1-121-82-001 / 44E1
NC1-121-82-001 / 44E5
NC1-121-82-001 / 44E10
NC1-121-82-001 / 44E15
NC1-121-82-001 / 44E20
NC1-121-82-001 / 44G5
NC1-121-82-001 / 44G20
NC1-121-82-001 / 44G25
NC1-121-85-001 / 46A14
NC1-121-85-001 / 46A18
NC1-121-85-001 / 46A22
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3.3

Disposition Instruction

Cutoff Instruction

Retention Period

Additional Information
GAO Approval

031 - Leasing Records
Disposition Authority Number

NC1-121-85-001 / 46B5
NC1-121-85-001 / 46B56
NC1-121e85-001 / 46B90
NC1-121-85-001 / 46B116

-‘NC1-121-85-001 / 46E28

NC1-137-82-001 / 63D70/a
NC1-137-81-003 / 65F 10
NC1-269-81-002 / 19D21

Cut off at the end of the fiscal year when superseded
or obsolete. '

Destroy 6 year(s) after cutoff.

Not Required

DAA-0121-2015-0001-0015

This series contains records related to the leasing of space to tenants within
Federally-owned or commercially-leased space, and arrangements with
commercial property managers. Usually, these files are groyped in lease case files
with a retention based on when a lease is terminated or renewed as the cutoff.
Included are items found in a typical case file, tenant and property management
correspondence, reports on space inspections, negotiations on improvements,
relocation services, occupancy agreements, reimbursable services, and other

related records.

Final Disposition

Item Status

Is this item media neutral?

Do any of the records covered
by this item currently exist in

electronic format(s) other thanie-

mail and word processing?

Do any of the records covered
by this item exist as structured
electronic data?

GRS or Superseded Authority
Citation

Temporary
Active

Yes

Yes

No

NN-171-042 / 43B1
N1-121-91-001 / 43G21
NC1-291-91-002 / 33B1/a
NC1-291-91-002 / 33B1/b
NC1-121-81-001 / 40A5/a
NC1-121-81-001 / 40A58
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NC1e121e81-001 / 40A70
NC1e1@1e82-001 / 40A75/al1
NC1e1@1e82-001 / 40A75/a/2
NC1e1@21e82-001 / 40A75/b
Disposition Instruction
Cutoff Instruction Cutoff at the end of fiscal year after lease agreement
is terminated. Longer retention is authorized for
business use.
Retention Period Destroy 12 year(s) after cutoff.
Additional Information
GAO Approval Not Required
3.4 041 - Physical Security Operations Records
Disposition Authority Number DAA-0121-2015-0001-0016
This series contains records related to the physical security of the building and its
contents, emergency operating plans, and other routine guard and security-related
records. Included in this series are plans, logbooks, security equipment records,
lock and key records, and related records.
Final Disposition Temporary
ltem Status Active
Is this item media neutral? Yes
Do any of the records covered Yes
by this item currently exist in
electronic format(s) other than e-
mail and word processing?
Do any of the records covered No
by this item exist as structured
electronic data?
GRS or Superseded Authority NN-171-042 / 43E5
Citation NN-171-042 / 43E10
NN-171-042 / 43E35
NN-171-042 / 43E45
NN-171-042 / 43E50
N1-121-96-001 / 7D170/b
N1-121-96-001 / 7D170/c
N1-121-96-001 / 7D175
N1-121-96-001 / 7D180
NC1-121-82-001 / 44G35/a
NC1-121-82-001 / 44G35/b
NC1-121-82-001 / 44G40/a
NC1-121-82-001 / 44G40/b
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NC1-121-85-001 / 46A33
NC1-121-85-001 / 46D5/a
NC1-121-85-001 / 46D5/b
NC1-121-85-001 / 46D5/c
NC1-121-85-001 / 46D6/a
NC1-121-85-001 / 46D6/b
NC1-121-85-001 / 46D6/c
NC1-121-85-001 / 46D6/d
NC1-121-85-001 / 46D17
NC1-121-85-001 / 46D21/a
NC1-121-85-001/ 46D21/b
NC1-121-85-001 / 46D25/a
NC1-121-85-001 / 46D25/b
NC1-121-85-001 / 46D25/c
NC1-121-85-001 / 46E28
NC1-121-85-001 / 46E33

'NC1-121-85-001 / 46E45/a

NC1-121-85-001 / 46E45/b
NC1-121-85-001 / 46E50
NC1-121-85-001 / 46E55
NC1-121-85-001 / 46E63/d
NC1-121-85-001 / 46E63/e
NC1-121-85-001 / 46E73
NC1-121-85-001 / 46E78/a
NC1-121-85-001 / 46E78/b
NC1-121-85-001 / 46E78/c
NC1-121-85-001 / 46E78/d
NC1-121-85-001 / 46E78/f
NC1-121-85-001 / 46E78/g
NC1-121-85-001 / 46E78/h
NC1-121-85-001 / 46E78/i
NC1-121-85-001 / 46E78/]
NC1-121-85-001 / 46E83/a
NC1-121-85-001 / 46E83/b
NC1-121-85-001 / 46E83/c
NC1-121-85-001 / 46E83/d
NC1-269-83-002 / 46E88/a
NC1-269-83-002 / 46E88/b
NC1-121-85-001 / 46E101
NC1-121-85-001 / 46E110
NC1-121-85-001 / 46E113

NC1-121-85-001/46E117/a
NC1-121-85-001/46E117/b
NC1-121-85-001 /46E121/b

NC1-269-80-004 / 25A47
NC1-269-78-002/ 15C1
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4.1

Disposition Instruction

Cutoff Instruction Cut off at the end of the fiscal year after being
canceled, superseded, or obsolete.

Retention Period Destroy 5 year(s) after cutoff.

Additional Information

GAO Approval Not Required

121.4 - Public Buildings Service Program Management Records

This group of records represents the activities found in PBS regional and national
offices with regards to managing the Public Buildings Service Program. These
activities include managing regional and national reports, developing national
agency agreements, managing national or regional program improvement
initiatives, establishing and maintaining national guidelines and standards, and
exploring new building methods and materials. :

010 - Significant Buildings Program Records
Disposition Authority Number DAA-0121-2015-0001-0017

This series contains records used to assess and plan the PBS program with regard
to its owned and leased inventory, the overall programs managed in service to

that inventory, and the decisions made based on that information. "Significant"
records mean those records that reflect the Public Buildings Service program as

a whole, nationwide compilations or negotiations, and general documents related
to the entire program. Such records include agreements with national agencies
regarding services, environmental, safety, property use, and disposal activity
evaluations, compiled reports, strategic plans, service-wide correspondence, and
annual reports on the program.

Final Disposition Permanent
Item Status Active
Is this item media neutral? Yes

Do any of the records covered Yes
by this item currently exist in

electronic format(s) other thanie-

mail and word processing?

Do any of the records covered No
by this item exist as structured
electronic data?

GRS or Superseded Authority N1-121-91-001 / 43A60/a

Citation N1-121-91-001 / 43E55
N1-121-91-001 / 43D1/a
N1-121-91-001 / 43E35/a
N1-121-91-001 / 43E50/a
N1-121-91-001 / 43F1/a
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NC1-291-84-001 / 33D55/a/1
NC1-291-84-001 / 33D55/a/2
NN-171-042 / 42A5
NN-171-042 / 43B5

Disposition Instruction

Cutoff Instruction Cut off at the end of the fiscal year after publishing
of the report, termination of an agreement, or when
record is superseded, canceled, or obsolete.

Transfer to the National Archives  Transfer to the National Archives 15 year(s) after
for Accessioning cutoff.

Additional Information

What will be the date span ofthe From 1930 To 1950
initial transfer of records to the
National Archives?

How frequently will your agency  Every 5 Years
transfer these records to the
National Archives?

Estimated Current Volume | Annual Accumulation

Electronic/Digital 3 MB
Paper

Microform

Hardcopy or Analog Special
Media

4.2 011 - Routine Buildings Program Records
Disposition Authority Number DAA-0121-2015-0001-0018

This series contains resource materials used to assess the PBS program in
general, and support the records created in item DAA-0121-2015-0001-0017.
Included in this series are such records as summary reports on building and
property portfolio assets, space planning, acquisition, regional and national
commercial real estate analyses, and related program management reports and
initiative records.

Final Disposition Temporary

Item Status Active
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4.3

Is this item media neutral?

Do any of the records covered
by this item currently exist in

electronic format(s) other than e-

mail and word processing?

Do any of the records covered
by this itern exist as structured
electronic data?

GRS or Superseded Authority
Citation

Disposition Instruction

Cutoff Instruction

Retention Period

Additional Information
GAO Approval

Yes
Yes

No

NC1-269-77-001 / 16E35
N1e269-93-001 / 19ES5/a

N1e269-93-001 / 19ES/b

NC1-352-81-002 / 27B30
NC1-291-81-001 / 33D15
NC1-291-81-001 / 33D20
NC1-291-81-001 / 33D25

NC1-291e81-001 / 33D30/a
NC1-291-81-001 / 33D30/b

NC1-121e81-001 / 40A1

NC1-121e81-001 / 40A10/a
NC1-121e81-001 / 40A10/b

NN-171-042 / 40A95/b

NC1e1@1e81e001 / 40A95/c
NC1-121e81-001 / 40A95/d

NN-1€1e042 / 40A95/e
NN-1€1e042 / 42A5
NN-161e042 / 43A30
NC1e352-81-001 / 55130

Cut off at the end of the fiscal year after publishing
of the report, termination of an agreement, or when
record is superseded, canceled, or obsolete.

Destroy 10 year(s) after cutoff.

Not Required

021 - Guidelines and Standards Records
DAA-0121e2016-0001e001€

This series contains records concerned with the development and final copies

of the guidelines and standards for PBS’ routine activities. Such records include
guidelines and standards for building design, specifications, equipment selection
and maintenance, real property acquisition, leasing, and disposal, space allocation
and adjustments and related records.

Disposition Authority Number
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Final Disposition Temporary
ltem Status Active
Is this item media neutral? Yes

Do any of the records covered Yes
by this item currently exist in

electronic format(s) other than e-

mail and word processing?

Do any of the records covered No

by this item exist as structured

electronic data?

GRS or Superseded Authority NN-171-042 / 40A40

Citation NN-171-042 / 43A60
NN-171-042 / 43B90
NC1-121-82-001 / 44C25
NC1-291-81-001 / 33D10

Disposition Instruction

Cutoff Instruction Cut off at the end of the fiscal year after publishing
of the guideline or standard, or when superseded,
canceled, or obsolete.

Retention Period Destroy 20 year(s) after cutoff.

Additional Information

GAO Approval Not Required
4.4 030 - Significant New Building Methods and Materials Records
Disposition Authority Number DAA-0121-2015-0001-0020

This series contains records documenting the exploration of new materials

and building methods potentially to improve real property assets. “Significant”
means that the new material or methods were extensively tested and adopted
by more than 10 buildings in GSA’s inventory. These include reports on trends
in construction methods, materials and equipment, engineering technology, and
architectural design, studies, analyses, brochures, and technical literature and
similar documents.

Final Disposition Permanent
Item Status Active
Is this item media neutral? Yes

Do any of the records covered Yes
by this item currently exist in

electronic format(s) other than e-

mail and word processing?
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Do any of the records covered No
by this item exist as structured
electronic data?

GRS or Superseded Authority NN-171-042 / 42A30
Citation

Disposition Instruction

Cutoff Instruction Cut off at the end of the fiscal year when report is
published, project is completed, or when the record is
superseded.

Transfer to the National Archives  Transfer to NARA 15 years after cutoff. Note: These

for Accessioning files may contain Controlled Unclassified Information
(CUI) such as commercially-sensitive or proprietary
information. .

Additional Information

What will be the date span of the From 1930 To 1950
initial transfer of records to the
National Archives?

How frequently will your agency Every 5 Years
transfer these records to the

National Archives?

Estimated Current Volume | Annual Accumulation

Electronic/Digital 2MB
Paper

Microform

Hardcopy or Analog Special
Media

4.5 031 - Routine New Building Methods and Materials Records
Disposition Authority Number DAA-0121-2015-0001-0021

This series contains records used in the routine purchase and evaluation of novel
equipment, materials, and services for use in maintaining and operating buildings.
Included are such records as requests to determine interest, project requests,
projects, test reports, and related records.

Final Disposition Temporary
Item Status Active

Electronic Records Archives Page 29 of 33 PDF Created on: 06/20/2019



NATIONAL ARCHIVES AND RECORDS ADMINISTRATION
Request for Records Disposition Authority Records Schedule: DAA-0121-2015-0001

Is this item media neutral? Yes

Do any of the records covered Yes
by this item currently exist in

electronic format(s) other than e-

mail and word processing?

Do any of the records covered No
by this item exist as structured
electronic data?

G'RS‘ or Superseded Authority NN-171-042 / 42A30
Citation NN-171-042 / 43A45
NN-171-042 / 43A55

Disposition Instruction

Cutoff Instruction Cut off at the end of the fiscal year when report is
published, project is completed,.or when the record is
superseded.

Retention Period Destroy 7 years after cutoff. Note: These files

may contain Controlled Unclassified Information
(CUI) such as commercially-sensitive or proprietary
information.

Additional Information

GAO Approval Not Required
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Agency Certification

periods specified.

| hereby certify that | am authorized to act for this agency in matters pertaining to the disposition of its records and that the records
proposed for disposal in this schedule are not now needed for the business of the agency or will not be needed after the retention

Signatory Information

Date Action By Title Organization
05/27/2015 | Certify Robert Smudde |National Records Of | Office of the Chief
ficer Information Officer -
Office of Policy and
Compliance
06/03/2015 |Return for Revisio |Lloyd Beers Appraisal Archivist | National Archives and
n Records Administration
- ACNR Records
Management Services
06/12/2015 | Submit For Certific | David Simmons |Knowledge Manage |Public Buildings Service
ation ment Specialist - All os Region 5 GSA
06/22/2015 | Certify Robert Smudde |National Records Of | Office of the Chief
ficer Information Officer -
Office of Policy and
Compliance
10/25/2016 | Return for Revisio |Lloyd Beers Appraisal Archivist | National Archives and
n Records Administration
- ACNR Records
Management Services
10/28/2016 | Submit For Certific [ David Simmons |Knowledge Manage |Public Buildings Service
ation ment Specialist - All os Region 5 GSA
11/01/2016 | Certify Robert Smudde |National Records Of |Office of the Chief
ficer Information Officer -
Office of Policy and
Compliance
05/17/2017 |Return for Revisio |Lloyd Beers Appraisal Archivist |National Archives and
n Records Administration
- ACNR Records
Management Services
05/22/2017 | Submit For Certific [David Simmons |Knowledge Manage |Public Buildings Service
ation ment Specialist - All os Region 5 GSA
05/24/2017 |Certify Robert Smudde |National Records Of |Office of the Chief
ficer Information Officer -
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Office of Policy and

Compliance
04/02/2018 |Return for Revisio |Lloyd Beers Appraisal Archivist | National Archives and
n Records Administration
' - ACNR Records
Management Services
04/10/2018 | Submit For Certific | David Simmons |Knowledge Manage |Public Buildings Service
ation ment Specialist - All os Region 5§ GSA
04/11/2018 | Certify Robert Smudde |National Records Of | Office of the Chief
ficer Information Officer -
Office of Policy and
Compliance
06/05/2019 [ Submit for Concur |Lloyd Beers Appraisal Archivist | National Archives and
rence Records Administration
- ACNR Records
Management Services
06/05/2019 |Return to Submitte | Margaret Director of Records |National Records
r Hawkins Management Servic |Management Program
es - ACNR Records
Management Services
06/06/2019  [Submit for Concur |Lloyd Beers Appraisal Archivist | National Archives and
rence Records Administration
- ACNR Records
Management Services
06/13/2019 |Concur Margaret Director of Records |National Records
Hawkins Management Servic |Management Program
: es - ACNR Records
Management Services
06/17/2019 [Concur Laurence Chief Records Office | National Records and
Brewer r Archives Administration
- National Records and
Archives Administration
06/18/2019 |Approve David Ferriero  |Archivist of the Unite |Office of the Archivist -
d States Office of the Archivist
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Item Bucket Title New Retention SerlesLevel Cut off Instructions CurrentSerlesTitle - Include flle / manual code if applicable Superseded Authority Superseded Retention FOR PERMANENT
RECORDS
Office of Record®
121.1 Real Propeny The records Includad In this group Include anything ofa durable nature
about GSA's Inventory of propertles {both developad and
Records undeveloped, owned and leased) that would be usad as a reference
for Informing future projects or decislons on construction, space
modification, leasing, and disposal. These records have a long
duration, with the cutoff belng usually the life of the bullding; until the
sold, d, d dof, or all leases are concluded (In
the case of leased properties). Records for active bulldings are to be
kept under the purview of GSA and only to be transferred as
permanent records to NARA or yad (d dingon the
Instructions) after the building or the leased space (s discontinued.
Examples of these records Include Informationrelating to property
hip, sale, and made with entitles
outside the federal ding the p slgniflcant
. P to the (suchas and major
projects), env I, safety, physlcal condition,
value, and fire Inspections and reports, and documents relatad to the
disposal or transfer of the property end related records.
DAA-0121-2015-0001-0001 010 - Property P = Transfer to Cutoff at the end ofthe fiscal yearwhen |This serles contalns the records of a federally-owned bullding used to
Records the Natlonal Archives 15 | the property s sold, , closed, or |di d final disposal, and are
years after cutoff. otherwise disposed of. for and legsl These records Include titles,
deeds, acquisitions and property transfer documants, photographs,
di related %o histork building status and preservation and
. related records.
Title de file - a. title di for real property acquired NC1-121-81-001 / 40A60/a Permanent - Cut off annually followlng acquisition of title
before January 1, 1921 and/or rendering of final jJudgement on condemnation
cases. Transfer %o Natlonal Archives In 5 year blocks when
10yearsold.
Titled: file - b. titled for real property acquired after |NC1-121-81-001 / 40A60/b 'Temporary - Title documents for real property acquired
* January1, 1921 after January 1, 1921, will be retained In the regional
offices and disposed of 3 years after unconditional sale or
release by the or
otherllens.
Project prospectus flles NC1-121-81-001 / 40A90 Permanentn Cut off in five year blocks, hold for 5 years,
and retire to FRC. Offer to NARS when 20 years old.
[ progess ph NN-173-042 / 42040 Permanent - Record set: Place In Inactive flle following

completion of contract. Cut off Inactive f le In 5-year
blocks, hold 5 years, and retire to National Archives. Other
coples: Destroy when no longer needed.

Final construction photographs

NN-173-042 / 42D45

Permanent - Records set:Cutoff In 5 year blocks, hold 5
five years and retire %0 Natlonal Archives. Other coples:
Destroy when no longer needed.

Environmental files.

NC1-121-81-001 / 40A61

Permanent - Cut off on completion of project, place In
Inactive file, hold 5 years, and retire %o FRC. Offer %o NARS
when 10 years old, In five year blocks.

irdous operation control records. Ists.
Hazardous operation control records- b. Others

NN-171-042 / 43F75/a
N1-121-91-001/ 43F75/b

Temporary - Destrov when superseded or obsolete.

Temporaryn Cut off at the end of fiscal year; destroy 3
|vears later.

Hazardous materlals inventorles

N1-121-91-001 / 43F76

Temporary. Cut off at the end of fiscal year while current
Inventones and data sheets are In use or storage. Hold for
2years and destroy when obsolete.




DAA-0121-2015-0001-0002

011- Durable Property
Records

[Temporary - Destroy 10
years afver cutoff

Cut off at tha end of the fiscal year when
property Is sold, transferred, closed, or
otherwise disposed of.

This serles contains records of both federally-owned and leased

bulld| usedto d standing with local enthles,
and d for ongeling and
and/or the Th
for compliance and oftan Included in the dasign specifications for
d p projects the

property’s Iifecycle. These records Include permits, easements,
g and d bullding
and program records for that
bullding, records related to environmental safety, fire, life, and
sacurity of the proparty, routine property end disposalcase
files, and related records,

1. PBS Canital Prolect Case Fliesn (1) Panercoov

Environmental records - Central office

N1-121-04-001/1/1 Temporarvn Destrav after scanning.
N1-269-93-001 / 19E1/a Temporary- Place In Inactive file after review of project Is
completed. Hold 2 vears and destrov.

Environment erlv Reports - Central Office

Environmental Quarterlv Reports - Other Offices

Real Property disposal case filesn {c) Other Records

N1-269-93-001 / 19E1/c/1

N1-291-91-002 / 33D1/¢

Temporary - Destrov when 4 vears old

Temporary- Transfer to new custodlan on completion of
sale, trade, or d di or of
purchase monev mortzare.

Project development program flles- (b) Exsting bullding files.

NC1-121-81-001 / 40A15/b

Temporary- Cut off annually, hold 3 years, and retire %o
FRC. Destrov when 7 years old.

Project development program files- (c) Project development flles.

NC1-121-81-001 / 40A15/c

nporary - Cut off on or of
project, hold 2 years, and retire to FRC. Destroy when 7

earsmld.

Site acquisition files.

N1-121-90-001 / 40AS5

Temporary- Cut off annually following final acquisition of
title and/or g of final Jud, on
cases, hold 2 years and retire to FRC. Destroy when 7 years|

Site management records- (a) Undeveloped site files.

N1-121-90-001 / 40A65/a

[Temporaryn Cut off annually on completing construction
or disposing of site. Hold 2 years and retire to FRC; destroy
3 yearsrater.

Site management fllesn (b) Developed site flles- (1) Central office

NC1-121-81-001 / 40A65/b/1

 Temporary - Place In Inactive file after execution. Cut off
annuallv. destroy when 1 vear old.

Site management records - c. Outlease records- (2) Reglonal offices

NC1-121-81-001 / 40A65/c/2

[Temporary - Cut off annually following terminatlon or
expiration of the lease, hold 1 year, and retire %o FRC.

IDestroy when 6 years old.

Structural computations.

NN-173-042 / 42D30

Temporaryn Place in Inactive flle following coropletion of
contract, hold 2 years, and retire. Destroy when bullding Is
sold, traded, donated, or dernolished; transfer to new

owner. If requested.

NN-173-042/ 42035

[Temporary - Place In Inactive flle following cornpletion of
|contract, hold 2 years, and retire, Destroy when bullding Is
sold, traded, donated, or dernolished; transfer to new

owner. If requested.

Individual bullding files

NN-171-042 / 43A5

Central Office: Cut off In 2-year blocks, hold 2 years, and
retire. Destroy after B additional years. Other offices: Cut
off annually, hold 3 years, and destroy.

Fire protection engineering

N1-121-91-001 / 43F40

[Temporary - Cut off at the end of fiscal year; destroy when
4 yearsmld.

Design review records

N1-121-91-001/ 43F80

[Temporary - Cut off at the end of fiscal year; destroy 3
vears later.

R&!I drawing files.

NN-171-092 / 43G35

[Temporary - Drawings: Destroy when superseded or on
of project, Is sooner. Other papers:
[Cut off at the end of the year, hold 1 year, and destroy.

Natlonal Register files.

NN-171-042 / 43G50

[Temporaryn Destroy when superseded or obsolete. Note:
Officlal National Register files held by DOI

Bullding evaluation reportfiles

NN-171-042 / 43G85

Temporary - Withdraw and destroy individual documents
asthey are superseded or become obsolete. Destroy the
entire file on sale, donation, or demolition of the bullding,
or on transfer of the bullding and operation and R&!
responsibliity to another agency, provided Information on
the disposition has been entered Into the RICO system.

Bullding name and dedication files

NC1-121-82-001 / 44A15

Temporary - Destroy when no longer needed for reference




Bullding drawings

NC1-121-82-001 / 44A25

Temporaryn Turn over current drawings % new owner
when bullding Is transferred or sold. Destroy on
supersession or revision of the drawing, or when the

|bullding Is demolished,

Permit, license, and easement flles- a. Files relating to Instruments, the
Issue of which s a of the

NC1-121-82-001 / 44A70/a

Temporary - Destroy when 3 years old.

Permit, license, and easement files - b. Flles relating to Instruments, the
Issue for which Is a responsibllity of higher echelons

NC1-121-82-001 / 44A70/b

Temporary- Destroy when 2 years old.

report flles

NC1-121-82-001 / 44HS

Temporary h and destroy

'when they are superseded or obsolete. Destroy the entire
flle on sale, donation, or demolition of the bullding, or on
transfer of the bullding and operation and R&A
responsibliity to another agency.

Sprinkler system leakage reports

NC1-121-BS-001 / 46B41

Temporary- Cut off annually, destroy when 2 yearsold.

Hazardous area and operation designations
| fetv review files

Agenda staff meeting

NC1-121-B5-001 / 46871

|Nc1-m-ssom /46881
NC1-121-85-001 / 46895

Temporary - Destrov when superseded or obsolete

Temporary - Destrov when superseded or obsolete

Temporary - Cut off annually, destroy when 1 year old.

Fire safety design committee

NC1-121-85-001 / 46B100

of the project

yn Destroy after

Key control records

NC1-121-85-001 / 46E68

Temporary- Cut off annually, destroy when 3 years old.

DAA-0121-2015-0001-0003 020 - Significant Bullding Permanent - Transfer to Cut off at the end of the fiscal year when |This series contains records related to the design and construction of
Drawings and Specifications |the National Archives 15 | bullding is sold, transferred, closed, or or records include
years afier cutoff. otherwise disposed of. orlginal design and concept drawings, master sets of drawings, and
specifications that document the
design, construction, or and
ofa orlts Speclfic
and types of archlt I and records Include
master plans that comprise site plans,
foor plans, Interlor and exterlor cr l or
and structural plans, and related records.
Original and as Bullt Drawings and Project Specifications - Drawings and |N1-121-90-002 / 1/a/1 Permanentn Place In Inactive file on completion of
specifications of all EXCEPT: T sale, Cut off Inactive file
machine shops, outbulldings used for storage and maintenance at end of fiscal year and retire to FRC. Transfer to NARA 10
and guard sheds after 1950. years after cutoff.
Orlginal and as Bullt Drawings and Project Specificationsn Orawings and | N1-121-90-002 / 1/a/2 Permanent - Place In Inactive file on completion of
specificatl f all EXCEPT: parking garages, sale, or Cut offinactive flle
machine shops, outbulldings used for storage and maintenance at end of fiscal year and retire to FRC. Transfer to NARA 10
equipment, and guard sheds d after 1950, ) years after cutoff.
DAA-0121-2015-0001-0004 021 - Routine Bullding Temporary - Destroy 10 Cut off at the end of the fiscal year whan | This serles contains records relatad to the specifications for bullding
Drawings and Specifications |years after cutoff. If the bullding is sold, transferred, closed, or components,
bullding Is belng sold or ther d dof,or when d records Include bullding structural, mechanical, electrical,
transferred, offer the or made obsolete. plumbing, and climate control components, and bullding exterlor
records to the new owner. space Including b dary d: external lighting,
the general use of external
space related toa property, and related records These routine
drawings and specifications document ongelng construction
P and toa
. Orlginal and as Bullt Drawings and Project Specificationsn b. Drawings | N1-121-90-002 / 1/b Temporary - Place In Inactive flle on completion of bullding|
and specifications of warehouses, parking garages, machine shops, sale, trade, donation or demolition. Cut off and destroy at
outbulldings used for storage and maintenance equipment, and guard end of fiscal year.
sheds constructed after 1950.
Design Concept Drawings NN-173-042 / 42C1 Temporary - Place In Inactive flle upon completion or

termination of the contract. Cut-off inactive file annually,
hold for 2 years, destroy after 8 additional years.




Tentative Drawings

INN-173-042 / 42C5

Temporary - Place in inactive file upon completton or
termination of the contract. Cut-off inactive file annually,
hold for 2 years, destroy after B additional years.

Design Data Drawings

NN-173-042 / 42C10

Temporary - Destroy when no longer needed.

Standard Detail Drawings

NN-173-042 / 42C15

ﬁ‘empomy = Destroy when no longer needed.

(Working Drawings INN-173-042 / 42C20 [Temporaryn Destroy after completion of construction

and recelpt of 's release form.

Drawings Flles Indexes NN-173-042 / 42€25 [Temporary - Destroy upon transfer or destruction of
original drawings.

(Contract Drawings INN-173-042 / 42C35 Temporary - Place in Inactive file following coni.pletion of
construction contract by delivery and acceptance of all
work and materlal, or when contract Is terrrnnated. Cut off
Inactive file annually, hold 2 years, and retire. Destroy
after 4 additional years.

Full Size Detall Drawings NN-173-042 / 42C40 Temporary - Destroy of
contract and final acceptance of all work and materlal, or

when contract is terminated

Blueprints (Bound Sets) INN-173-042 / 42C45 [ Temporaryn Destroy when bullding Is sold, traded, or
demolished. On.

d i and If d, these may be turned
|over %o new owner or custodian.

Shop drawing controls INN-173-042 / 42C50 Temporary- Cut off In 2 year blocks, hold 3 years, and

retire. Destroy after Sadditional years.

Shop drawings

NN-173-042/ 42C55

Temporary - Cut off in 2 year blocks, hold 3 years, and

Outline fioor plans - Reproduclbles

NN-173-042 / 42C60

destroy after 5 additional vears.
‘Temporary - Destroy when superseded or when bullding is
sold. traded. or demolished.

Outline floor plans - Plans and sketches used in preparation of
reproducibles

NN-173-042 / 42C60

Temporary - Destroy on approval of the reproducibles

Outline fioor plans - Reproduced plans

Guide and standard specifications

Project specifications - Record set

NN-173-042 / 42C60 [Temporary - Destrov whenno longer needed.
NN-173-042 / 42C65 Temporary - Destrov when no longer needed.
NN-173-042 / 42C70 Temporary - Destroy on demolition of the bullding, or on

completion of bullding sale, trade, or donation
proceedings; except that if requested the specification
may be turned over %o the new owner or custodian.

Prolect specifications - Other coples NN-173-042 / 42C70 Temporary - Destrov when no longer needed.
Heating ai conditioning schedules |NC1-121-82-001 / 44C80 Temporary - Destrav when superseded or obsolete
DAA-0121-2015-0001-0005 030 - Significant Inspections, |Permanent - Transfer to Cut off atthe end of the fiscal year when | Thisserles contains records related to significant inspections, reports,
Reports, Studies, and the | Archives 15 | the property is sold, f closed, or |studles and certificates regarding compliance, Identification of need,
Certificates years after cutoff. otherwise disposed of, or ford building, or ditk
“Significance” is determined by the scope {full bullding or property
I lon), Yoplke (such as | hazard or
value (such as a building physical condition survey). Such reports
Include seismic and analyses,
monltoring reports, and relased records rding proparty and
building reports, certificates and
warrantles on equipment, and other similar property- and bullding-
related records.
Asbestos program ds- b, Image of gram N1-121-97-001 / 7E96/b Temporary - Cut off at the end of fiscal year; hold 3 years
documents. and retire to FRC. Destroy when 20 years old. Note:The
Attorney General and the Director, Office of Management
and Budget (OMB), havedirected all agencles %o retain and
preserve all asbestos related records.
program rds-c. that are retained in hard copy. | N1-121-97-001 / 7E96/c Temporary - Cut off at the end of fiscal year; hold 3 years

and retire %o FRC. Destroy when 20 years old. Note:The
Attorney General and the Director, Office of Management
and Budget (OMB), have directed all agencles to retain and
P all asbestos related records.




Environmental records- Reglonal offices.

N1-269-93-001 / 19E1/b

Permanent - Place In Inactive file on completing project;
cut off at end of fiscal year, hold 5 years and retire to FRC.
Transfer to NARA when 10 years old,

Indoor alr quality and radon program records. . N1-121-91-001 / 43F90 Temporaryn Cut off recordsrelating to Inactt ve radon and
Inter air quality lssues at the end of fiscal year. Hold for 2
years and rettre to FRC. Destroy when 20years old,

Hazardous waste program records N1-121-91-001 / 43F95 Temporaryn Cut off records at end of fiscal year. Hold for 2

years and retire to FRC. Destroywhen 5 years old,

DAA-0121-2015-0001-0006

031- Routline inspections,
Reports, Studies, and
Certificates

Temporary. Destroy 30
years after cutoff, or 10
years after the bullding is
disposed of, whichaver is
sooner.

Cut off at the end of the fiscal year after

ofthe project, I or
study.

This serles contains records related to routine Inspections, reports,

valuaof use, Is supersaded by other reports, and is usually usadto

eports,

studies and certlficates regarding compliance, identification of need,
or for planning future projects. *Routine” means k has a limited time

Idantify nead, or mitigate problems Idantifled as part ofa construction
projact plan. Such records Include traffic studies, feasibilty, and needs|
I, project, safety, and fire
Inspections, monitoring reports, and related records, certificates on
equipment, and other simllar property- and bullding-related records.

Real Property Utllization Survey - a. Central Office:

N1-269-93-001 / 19D40/a

Temporary - Cut off following completion of case,hold 1
year and transfer to FRC. Destroy when 8 years old.

Real Property Utllization Survey - b. Reglonal Offices

N1-269-93-001 / 19D40/b

Temporary - Cut off following completion of case,destroy
when 1 vear old.

Real property utllizatlon case flles- a. Central office

N1-291-86-002 / 33059/3

Temp: y- Cut off of case, hold one
year and transfer to FRC, Destroy when 8 years old.

Real property utliization case files - b. Reglonal offices

N1-291-86-002 / 33D59/b

Temporary - Cut off following completion of case. Destroy
when 1 year old.

Refrigerant Recovery Certification.

Chorolfls bon (CFC)/Hy bon program records - a. N1-121-96-001 / 07E94/a Temporary - Cut off at end of fiscal

Refrigerant usage Inventory vear. Destrov 3 vears after cutoff. -

Chorolfis bon {CFC)/Hy program rds- b. N1-121-96-001 /07E94/b ‘Temporary - Cut off at end of fiscal year after employee

Employee Refrigerant Certification Record. retires, transfers, or Is reassigned. Destroy 3 years after
cutoff.

cl {CFc)/ program records - c. N1-121-96-001 /07E94/c Temporary - Cut off at end of fiscal year after equipment Is|

sold, transferred, or encessed. Destroy 3 years after cutoff.

Bullding forecast report files.

NN-171-042 / 40A50

Temporary - File the 18-month forecast report, the revised
report, and the pe data report
by date, cut offannually, hold 3 years, and destroy.

Utllity analysls files.

NN-171-042/ 438105

[Temporary - Rate schedules and changes: Destroy when
superseded or obsolete. Other papers: Cut off annually,
hold 3 vears and destroy.

Vertical transportation flles- a. inspection schedules. NN-171-042 / 43830/a Temporary - Cut off at the end of the year concerned, hold
2 vears and destrov.

Vertlcal transportation flles- b. Inspection fies. NN-171-042 / 43830/b Temporary- Cut off annually, hold 2 years, and destroy.

Elevator data cards. NN-171-042 / 43835 Temporary and destroy cards on
removal or conversion of the elevator, or when bullding Is
sold. traded donated or demolished.

‘Water treatment records NN-171-042 / 43865 Temporary - Cut off at the end of fiscal year, destroy when

- 2 yearsold.

Polychlorinated Biphenyls -PCB program records N1-121-91-001 / 43F97 Temporary - Cut off following the close of the project. hold
2 years and retire to PRC. Destroy when 20 years old.

Drinking water quality records - 3, Bacterlal records N1-121-91-001 / 43F98/a Temporary - Cut off at the end of fiscal year; hold S years

and destrov.

Drinking water quality records- b, Chemical records

N1-121-91-001 / 43F98/b

[Temporary - Cut off at the end of fiscal year, hold 10 years
and destroy.

Drinking water quality records - c. Sanitary survey reports

N1-121-91-001 / 43F98/c

Temporary - Cut off at the end of fiscal year; hold 10 years
and destroy.

Underground storage tanks

N1-121-91-001 / 43F99

Temporary - Cut off records upon closure of tankn hold 2
years and retire to FRC. Destroy when 20years old.

|New bullding evaluation files.
Nonfederal Inspectlons.

|Fire orotection and safetv Inspectlon files

|Sn-r.= utllization surveve.

Temoorarv - Destrov when 2 years old.

Temporary - Destrov when 3 vears old.

Temporaryn Destroy when 4 years old.

Temporaryn Destrov when 1 year old.




Vertical transportation files - (a) Elevator operation authorizations

NC1-121-82-001 / 4481/a

‘Temporary - Destroy when superseded or obsolete

Vertical transportation files - (b) Vertical transportation operation

NC1-121-82-001 / 44B1/b/1

Temp or obsolete

y- Destroy

NC1-121-82-001 / 4481/b/2

Temporary - Destroy when 2 years old.

Vertical transportation flies - (c) Vertical transportation Inspection and
maintenance files. (1) Certificates

NC1-121-82-001 / 4481/c/1

Temporary - Destroy when spaces thereon are fllled or
when a new form Is reaulred due % wear.

Vertical transportation files - (c) Vertical transportation Inspection and
maintenance files. (2) Acknowledements

NC1-121-82-001 / 44B1/c/2

Temporary- Destroy on recelpt of next Inspection
|acknowledzment.

Vertical transportation files - (c) Vertlcal transportation inspection and
maintenance files. (3 Other records

NC1-121-82-001 / 44B1/c/3

' Temporary- Destroy when 2 years old.

Vertical transportation files - (d) Elevator data cards

NC1-121-82-001/4481/d

Temporary - Transfer with the building. Destroy on
replacement or removal of the elevator, or on sale,
| donation. or demolition of the bulldina.

JUtilitv consumotion records

Water treatment files - (a) Testing Instructions

Water treatment files - (b) Other records

Lease management files

INC1-121-82-001 / 44D10

NC1-121-82-001 / 44C100 Temoorary - Destrov when not less than 3 vears old
| NC1-121-82-001 / 44C115/a Temoorary - Destrov when suoerseded or obsolete

|Nc1-1uaz-oo1 /44c115/b Temoorary - Destrov when 5 vears old.

Temporary - Destroy when 3 vears old

Predesign meeting

NC1-121-85-001/ 468106

Temporary- Cut off annually, destroy when 2 yearsold
exncept cases of continuing Interest will be destroyed when

NC1-121-85-001 /468111

no longer needed. .
' Temporary- Destroy after publication and completion of
the orolect

Final acceptance test

Prelease surveys

Industrlal Hygene monlitoring

INC1-121-85-001 / 468135

NC1-121-85-001 / 468125  Temporarva Destrov when superseded or obsolete
NC1-121-85-001 / 468130  Temporary - Destray when suoerseded or obsolete

Temporary- Cut off annually, transfer %o FRC when 3 years
Jold. destrov when 30 vears old.

Disaster and Clvll Defense status reports - a. Central office

NC1-121-85-001¢/ 46886/a

Temporary- Cut off annually, destroy when 5 years old.

Disaster and Civil Defense status reports - b, Other offices

NC1-121-85-001 / 46886/b

Temporary - Cut off annually, destroy when 2 years old.

Facllity fire files - b. ts

NC1-137-82-001 / 63D70/b

'Temporary- Destroy upon completion of next Inspection

DAA-0121-2015-0001-0007

040- Signlificant Art Inventory)
Records

Permanent - Transfer to
the National Archives 15
years afver cutoff.

Cutoffatthe end of the flscal yearwhen

This serles contains records used in Identifying items within the

the case file is closed, art is donated, buflding that imovable or replaceable, or have a significant

di d, or oth di d. and/or value. Forart d witha
{such Intings, and ar ), dssuch
as case files, art records, art and
art d andrelated are Included.

Fine Arts Program Records - a. Artinventorles - (1) Museum files

N1-121-91-002 / 33F1/a/1

'Temporary - Cut off on return of artwork to Federal
custody, Create an Art History Case Flie and file under
33F1/c.

Fine Arts Program Records - a. Art Inventories - (2) Disputed federal
ownership files

N1-121-91-002 / 33F1/a/2

Temporary- Cut off when Federal ownership Is
established; flle Information In related art history case file
33F1/c.

Fine Arts Program Records - 8. Art Inventories - (3) Art disposition files

N1-121-91-002/ 33F1/a/3

Temporary - Cut of f when artwork Is decommissioned, file
Information In related art history case file under 33F1/c

Fine Arts Program Records - b. Artists files

N1-121-91-002 /33F1/b

Permanent- Cut off In 10-year blocks;
transfer to NARA 5 vears after cutoff.

Fine Arts Program Records - c. Art history case files

N1-121-91-002 / 33F1/c

Permanent- Cut off at the end of the fiscal
year In which artwork Isdonated, destroyed
or otherwise deaccessioned. Transfer
|immediately %o NARA,

Fine Arts Program Records - d. Exhibition and loan requests (1) Requests
sranted

N1-121-91-002 / 33F1/d/1

Flie with related art history case flle.

Art-In-Architecture (A-1-A) program records - a. Art Inventorles.

N1-121-91-002 / 33F5/8

Temporary - Destroy afver related third generation

Art-In-Architecture (A-1-A) program records- b. Artists Flies. (1) Artists
reoresented In the A-I-A program.

N1-121-91-002 / 33F5/b/1

Inventory.
Permane; ut off In [0-year blocks; transfer to NARA 5
vears after cutoff.

Art-In-Architecture (A-1-A) program records - b. Artists files. (3) Project
case flles.

N1-121-91-002 / 33F5/b/3

Permanent- Cut off at the end of the fiscal year in which
Is donated, yed or
Transfer Immediatelv to NARA.

Historic buildings preservation program records.

N1-121-91-002 / 33F15/8

Permanent - Cut off at the end of the fiscal year in which

and related information.

the bullding Is sold or Transfer 0
Inaa,
Historic properties files. Information relating %o specific historic bulldings| N1-121-91-002 / 33F15/b Permanent- Cut off at the end of the fiscal year In which
under G5A hip. Includ d b Central Office Issold or Transfer to
and the reglons, between GSA and state historic preservation officers NARA.




DAA-0121-2015-0001-0008 041- Routine Equipment and | Temporary - Destroy Cut off at the end of the fiscal year when | This serles contains records used In Identifylng equipment and Items
Art Inventory Records between 5 years after art or has been d: d, |within the bullding tha luded are
cutoff. obsolete, or superseded, a case file is of heating, bing, and air handling
closed, or when related d explre. vertical and records related to
recording the and
and for that For

statuary, and ar witha

bullding, records Include routine and

reports, exhibition and curated

proposal submissions, and other records not filed under 121.1/040-

Slignificant Art Inventory Records.

Fine arts program records - d. Exlhibition and loan requests {2) Requests |N1-121-91-002 / 33F1/d/2 Temporary - Cut off at the end of the FY. Destroy 2 years

notgranted after cutmoff.

Art ds - a. Proposed flles. N1-121-91-002 / 33F10/a Temporary - Destroy when conservator no longer wants to
be considered for GSA contracts or when no longer
needed.

Art ds- b. art files. N1-121-91-002 / 33F10/b Temporary - Cut off at the end of the fiscal year; destroy 2

fter cutoff.

Art In architecture program records- b. Artists flles {2) National Registry |N1-121-91-002 / 33F5/b/2 Temporary - Destroy when no longer needed

of Artists.

Historic bulldings preservation program records - c. Miscellaneous N1-121-91-002 / 33F1S/c Temporary - Cut off at the end of the fiscal year; destroy 2

Preservation management files. Jvears after cutoff.

Equipment operation reports. NN-171-042 / 43825 Temporaryn Cut off annually, hold 2 years, and destroy.

Equipment Inspection flles. NN-171-042 / 43845 Temporary - Destroy on recelpt of the next Inspection
reoort pertinent to the Item.

Maintenance control cards | NC1-121-82-001 / 44C20 [Temporary - Destrov when 1 year old.

|Gulrlnty and warrenty flles INC1-121-82-001 / 44CA0 Temporary - Destroy on expiration of the guaranty or
warranty

|Equlpment history cards. INC1-121-82-001 / 44CAS [ Temporary - Transfer with the equipment or destrpy on
final disposition of the enuloment.

|Meclunlnl eouloment data forms NC1-121-82-001 / 44C50 Temporarv - Destrov when sunerseded or obsolete

Operatinz eouloment Insoection files NC1-121-82-001 / 44C55 Temoorary - Destrov when Svears old.

Batterv Inspection records. NC1-121-82-001 / 44080 Temporary - Destrov when 5 vears old.

M Plant operation logs NC1-121-82-001 / 44C75 Temporary - Destroy 5 years after log book or sheet Is
|filled. or on disuosition of the eauloment.

Heating and refrigeration operating records NC1-121-82-001 / 44C85 Temporary - Cut off at the end of the year, destroy when 1
year old, except that one copy reflecting typlcal dally

8s for each year may be retalned for as long as
ineeded to provide arecord of operating conditions.
DAA-0121-2015-0001-0009 050 - Property Disposal Cuse | Permanent - Transfer to Cut off at the end of the flscal year This serles contains records related to the process of appralsing

Records

the National Archives 15
years afvercutoff.

following case completion and fulfillment
of all on tha

federally-owned real property (both developed and undeveloped), and
the disposal activities assoclated with closing, selling, destroying,
transferring, or removing from GSA’s federal building Inventory. Such
records Inciude d files, plus or excess
real property, correspondence, and related records.

Real Property Disposal Case Flles - a.

N1-291-91-002 / 33D1/a

DAA-0121-2015-0001-0010

051- Routine Property
Appraisal, Planning, and
Disposal Records

Destroy 20 years after
cutoff.

Temporary. Cut off at the end of tha fiscal
yeor following the close of case files,
completion of the activity, or when
superseded or obsolete.

This serles contalns records related to the process of routinely
appraising federal real property Inventories and bullding asset
planning. Records Include active pi pp!

Inventory and asaet planning reports, resource materlal used for
lus or excess real property, and related racords.

Cut off
{to the aoorooriate reslon for retirement.

f case and send

Pre-excess files. C d and related d
property that may be reported as excess to GSA In the future.

real

N1-269-93-001 / 19D45

Temporary - Cut off at the end of the fiscal year; destroy 5
years after cutoff. Earlier disposal Is authorized on recelpt
of Information that property will not be reported as
excess. NOTES: On recelpt of report of excess, withdraw
the related file and place It In 19D1. This records serles
contains emergency operating records

General appralsal sublects

Aporalsal schedule and performance flles

Aporaisal register

NC1-121-79-001/ 30A1
NC: 79-001 / 30A5
NC1-121-79-001 / 30A10

[Temporary - Destrov when 6 vears old.

Temporary - Destrov when suerseded or obsolete.

Temporarv - Destrov when 5 vears old.




Appralsal case files- (a) Reports recelved by the Central Office for spot
checkmnlv

NC1-121-84-001 / 30A15/a

Temporary - Destroy when 2 years old,

Aporalsal case files - (b) Case files

INCi-lZl-Ml /30A15/b

Real property general sublect files

‘emporaryn Destrov when 20 vears old.

NC1-291-81-001 / 3302

Holding agency real property disposal records

‘emporary - Destroy when 9 vears old.

INC1-291-81-001 / 3305

Preexcess files

‘emporary - Destrov when 1 year old.

C1-291-81-001 / 33D60

Prolect development program flles- a. General files

Project development program fllesnd. Facliity planning reports flles (1)
Central office.

emporary - Destroy when 5 vears old.

|NC1-121-81-001 /40A15/a

emporary - Destroy when 2 vears old.

NC1-121-81-001 /40A15/d/1

‘emporary- Destroywhen 7 years old.

Project development program flles- d. Facliity planning reports flles (2)
Other offices.

NC1-121-81-001 / 40A15/d/2

Temporary - Destroy when 2 years old.

Project development program flles - e. Space requirement files (1)
Central office.

INC1-121-81-001 / 40A15/e/1

Temporary- Destroy when 7 years old.

Project development program files - e. Space requirement files (2) Other
offices.

NC1-121-81-001 / 40A15/e/2

Temporary - Destroy when 3 years old.

PBS/1S data bases - Bullding file

NC1-121-81-001 / 40A96/a/1

Temporary - Retain quarterly tapes for 5 years.

PBS/IS data bases - Bullding file

NC1-121-81-001 / 40A96/a/2

Temporary- Retain annual tapes for 20 years.

PBS/IS data bases - Lease contract flle

121.2 - Construction
Program and Project
Records

|NC1-121-81-001 / 40A96/b

This group of records rep the d d In the course
of running repair, and/or p with GSA's
y d and leased These Include the preliminary

project planning, budgeting, approval, contractor selector and
project review, and any related project records

pertinent to changes made to a bullding or portfolio of bulldings
whthin a glven region or service center area.

 Temporary - Retain for 5 years and destroy.

DAA-0121-2015-0001-0011

011 - Routine Construction
Program Records

Temporary- Destroy 7
years after cutoff.

Cutmffatthe end of the fiscal year.

This serles contains records related to the routine transactions used to
a project office. These records

Federal agencles and managing space in buildings under GSA control.

Include d planning and racords for
potential projects, Architect and Engineer evaluation records, space
analyses, project reports and
listings, and related records.
Space and records. reated by N1-269-93-001 / 19E50 Temporary - Cut off at the end of fiscal year afler
reglonal offices tn space space to assignment ends; destroy 5 years after cutoff. NOTE: Bring]

forward to the current file penodic Inspection and
utliization survey reports on recommended actions that
have not been completed.

R&A program status reports- b. Year-end reports

N1-121-91-001 / 43G20/b

Space assignment flles | NC1-121-81-001 / 40A25 Temoorary - Destrov when 5 vears old

Space utliizatlon files NN-171-042 / 40A30 Cut off annually, hold 3 years, and retire. Destroy afver 3
additional years.

hi and [ Flles NN-171-042 / 42A15 Temporary - Cut off annually, Hold 4 years and destroy.

Design and Construction project files NN-173-042 / 4205 Temporary - Cut off annually, hold 2 years. Destroy after 8
additional years.

Project cost estimates NN-173-042 / 42010 Temporary - Remove and file In Inactlve file following

of contract by of all work and
materlal, terinination of the contract, or on disapproval of
the project. Cut offthe Inactive file annually, hold 3 years,
and retire. Destroy after 7 additional years. Earller
retirement Is authorized.

{Structural projectfiles NN-173-042 / 42025 Temporaryn Destroy when bullding Is sold, traded,
donated, or demolished; transfer to new owner or
custodian. If requested.

Construction engineer and Branch files. NN-171-042/ 42E1 poraryn Destroy on of contract by
acceptance of all work and materlal or on termination of
the contract; except that shop drawings shall be turned
over to the bulldings manager.

R&A program status reportsa a. Monthly reports |N1-121-91-001 / 43G20/a Temnoraev. Destrov 2 months later.

Temporary. Cut off at end of flscal year; destroy when 2
vearsold.

Plan review records

N1-121-91-001 / 43G55

Temporary. Cut off atthe end of the calendar year;

destrov 2 vears later.




DAA-0121-2015-0001-0012

021 - ¢

Project
Files

T Destroy 10
years after cutoff.

Cut off at the end of the fiscal year after
completion of the project.

This serl. 0 dividual

project case filas for GSA's federally d and leased and
p Similar o the C Officer Official File, this case flle
{usually d by the Project ) ins more detailed

Information on the project and related activities. These records
Include: project schedules, contract files and specifications, cost
project and change records, progress drawings
and reports, correspondence and meeting minutes with both the
Archisect/Englneer and Construction Contractor and related records.

Plan review files

[NN-171-042 / 43E70

' Temporaryn Cut off annually, hold 2 years, and destroy.

Repair and aiteration bullding records - a. Central office

N1-121-91-001 / 43G2/a

Temporary. Cut off end of fiscal year; hold 2 years and
retire %o FRC. Destroy 10 years after cut off.

Repair and alteration bullding records - b. other offices

N1-121-91-001/ 43G2/b

Prospectus progtam records

NN-171-042 / 43G10

' Temporaryn Cut off at the end of the fiscal year, destroy 2
vears after cut-off

'Temporary- Withdraw and include In 43G2 RE.A program
records when prospectus project approved or
disaporoved.,

R&A ram records

|NN-171-042 / 43G15

R & A project records- a. Central office

NN-171-042 / 43G30/a

Temporary - Cutoff annually. destrov after 5 vears.

Temporary - Place In Inactive flle when project Is cancelled
or completed, hold 2 years and retire %o FRC. Destry when
10vearsold.

R & A project records - b, Other offices

NN-171-042 / 43G30/b

Bullding startup schedules and reports.

NC1-121-82-001 / 44A10

|completing the orolect Destrov 3 vears later.

Temporary- Place In inactive file on cancelling or

Temp y- Cut annually of the

bullding. destroy when 3 vears old.

121.3 - Facility
Management
Operations,
Services, and
Leasing Records

This group of records represents the actlvitles that take place within
derally-owned and leased bulld| These activities include the
the f a facility,
extended to the tenants, the leasing of tenant space, and the physical
security services regsrding that facllity,

DAA-0121-2015-0001-0013

011- Facility Management
and Operations Records

Temporary- Destroy 7
years after cutoff, or when
equipment is superseded,
employees are separated
fromservice, or when no
longer needed for
reference purposes.

Cut off at the end of the fiscal year.

This series contains the records related to the activities that a property|
or facility manager would undertake to assure that the bullding is
running and are records
in planning, and
and utility functions. Also Included are minor improvement records
for palnting, caulking, and patching buildings; preventive and other

on bullding and

buildings utllity services, and related records.

Real property management and safety and general subjects - a, Central
office

N1-121-91-001/43A1/a

Temporaryn Cut off at the end of fiscal year, hold 3 yers
and retire to FRC. Destroy when 7 yearsold.

Bulldings management general subjects - Other offices

NN-171-042 / 43A1

Temporaryn Cut off annually, hold 3 years and destroy.

M files - a. BM fles.

NN-171-042 / 43A15/a

Temporary- Cut off annually, hold 1 year and destroy

BM Inspection files - b, BM Inspection files- Central office

NN-171-042 / 43A15/b

Temporary - Cut off annually, hold 3 years and destroy.

BM Inspection files - b. BM Inspection files - Other Offices

NN-171-042 / 43A15/b

Temporary- Destroy 2 years after colnpletion of the next
comparable Inspection.

Space Inspections

NN-171-042 / 43A20

Temporary - Cut off annually, hold 1 year and destroy

Posting flles - Bulletin board listings

NN-171-042 / 43A35

Temporary - Destroy when superseded or obsolete,

Posting files - Other papers - Central office

NN-171-042 / 43A35

Temporary - Cut off annually, hold S years, and destroy.

Posting files - Other papers - Other offices

NN-171-042 / 43A35

Temporary - Cut off annually, hold 2 years, and destroy.

Monthly change reports- a. Fleld office personnel data

NN-171-042 /43A40/a

Temporary - On recelpt of report withdraw and file In the
fleld office personnel data flle. par. 43B95.

Monthly change reports - Address change reports- Directories

NN-171-042 / 43A40/b

Temporary - Destroy when superseded or obsolete.

Monthly change reportsn Address change reports - Other records

NN-171-042 / 43A40/b

Temporary - Destroy on preparation of the directory.




Monthly change reports - c. Workload changes

NN-171-042 / 43A40/c

Temporary - Cut off annually, hold 2 years, and destroy.

Laboratory service arrangement records.

NN-171-042 / 43A50

Temporary - Cut off annually, hold 2 years, and destroy.

Equipment inspection scheduling reports

NN-171-042 / 43850

Temporary - Cut off annually, hold 2 years, and destroy.

Painting program files

NN-171-042 / 43855

Temporary - Destroy on supersession or obsolescence.

Painting accomplishment reports

NN-171-042 / 43860

Temporary - Cut off annually, hold 2 yearsm and destroy.

Craft workload requirement documents

NN-171-042 / 43880

Temporary - Destroy or

Productive man-hour summarles

NN-171-042 / 43885

Temporary - Cut off annually, hold 2 yearsm and destroy.

files - a. BM and sch files NC1-121-82-001 / 44A40/a Temporaryn Retaln until the next comparable survey,
or when Is
flles- b. BM NC1-121-82-001 / 44A40/b Temporary - Cut off annually, destroy when 3 years old.

Community activities

NC1-121-82-001 / 44A80

Temporary- Cut off annually, destroy when 1 year t_:ld.

Posting file

NC1-121-82-001 / 44A85

Temporary - Cut off annually, destroy when 1 year old.

Monthlychange reports

NC1-121-82-001 / 44A105

Temporary- Cut off annually, destroy when 1 year old.

Parkingfiles - a. Parking general

NC1-121-82-001 / 44B5/a

Temporary - Cut off annually, destroy when 2 years old.

Parking flles- b. Parking area allotments

NC1-121-82-001 / 4485/b

Temporary - Destroy when superseded or obsolete.

Parking files- c. Parking space controls

INC1-121-82-001 /44B5/c

Temporary - Cut off annually, dam_w when 3 years old.

Craft requirement books

INC1-121-82-001 / 44C5

Temporary - Destroy when superseded or obsolete.

Tour and watch assignments

NC1-121-82-001 / 44C10

Temporary - Destroy when superseded or obsolete.

Craft productive staff-hour summaries

[NC1-121-82-001/ 44C15

Temporary - Cut off annually, destroy when 2 years old.

Equipment repair cards

NC1-121-82-001 / 44C65

Temporary - Destroy on plckup or return of equipment

Repair notice tags

NC1-121-82-001 / 44C70

Temporary - Destroy upon of work

Lighting files

NC1-121-82-001 / 44C95

Temporary - Cut off annually, destroy when 1 year old.

Painting program files - a. Progress reports

NC1-121-82-001 / 44C110/a

Temporary - Cut off annually, destroy when 2 years old.

Painting program files - b. Other records

NC1-121-82-001 / 44C110/b

Temporary - Destroy when superseded or obsolete.

Equipment operation permit and training files - a. Permit and

authorization controls when not maintained In the personnel
||n'or||| ion file .

NC1-121-82-001 / 44G15/a

Temporary - Destroy on separation of the employee, or on
or of the

peration permit and training flles- b, Other records

NC1-121-82-001 / 44G15/b

Temporary- Cut off annually, destroy when 2 years old.

R&A inspection files

NC1-121-82-001 / 44H15

Temporary - Cut off annually, destroy when 2 years old.

special and guard

Staff Inspection records - a. Staff Inspection, general Inspection, spot

INC1-121-85-001 / 46A1/a

Temporarya Cut off annually, destroy when 2 years old.

Preparation and Issue of Inspection schedules

INC1-121-85-001 / 46AS

Temporary- Cut off annually, destroy when 1 year old.

Fleld office Inspection

NC1-121-85-001/ 46A9

porary - Cut off after of
destrov when 2 vears old.

Staff hours distribution

NC1-121-85-001 / 46A28

Temporaryn Cut off annually, destroy when 1 year old.

NC1-121-85-001 / 46E1

Temporary- Cut off annually, destroy when 1 year old.

Occupant letters

NC1-121-85-001 / 46E5

Temporary- Cut off annually, destroy when 1 year old.

Flag records

NC1-121-85-001 / 46E34

Temporary - Cut off annually, destroy when 1 year old.

Facility safety flles - a. General files

INC1-137-82-001 / 63D80/a

Temporaryn Cut off annually, destroy when 2 years old.

Facllity safety flles - b. Safety equipment

|Nc1-137-sz-oo1 / 63080/b

Temporary - Cut off annually, destroy when 2 years old.

Facllity safety files - d. Facilities safety standards

|Nc1-1s7-nz-oo1 / 63080/d

Temporary - Cut off annually, destroy when 4 years old.




Sampling designations

NC1-137-82-001/ 63F1

Temp: y- Destroy ded or obsolete.

DAA-0121-2015-0001-0014

021 - Facllity Services Records

Temporary- Destroy 6
years after cutoff.

Cut offat the end of the fiscal year when
superseded
orobsolete.

This serles contains records related to bullding services which Include

leaning and grounds
and { to federal entitles),
service calls, snow removal, health units, elevator and escalator
, and rek Th elther

by GSA staff or contracted work records, Also Included In this serias
are fire, life, safety, and environmental management support records
and centralized (reglonal or natlonal offices) charged with coordinating
facllity |

Space managementreport records - f. Bullding and other reports.

NN-171-042 / 40A95/f

Temporaryn Cut off at the end of the fiscal year. Destroy 1

Bullding cleaning survey files

NN-171-042 / 43810

Temporary - Destroy when superseded or obsolete.

Cleaning standard Flies

NN-171-042 /43815

Temporaryn Cut off annually following supersession,

Snow removal files- Plans

NN-171-042 / 43840

or of the standard; hold 2
|vears; and destrov. :
np y - Destroy on or
obsolescence.

Snow removal files - Other records.

NN-171-042 / 43840

Temporaryn Cut off annually, hold 2 years, and destroy.

Agency agreement filesn All other agreements

NN-171-042 / 43D1/b

[Temporaryn Cut off annually following super-session,
or of the agr hold 2
vears: and destrav.

Concession establishment files

NN-171-042/43D5

'i;mpnrlw - Place In inactive flle upon completion of the
bullding or project, cutoffthe Inactive file annually, hold 3

Concesslon Inspection flles

NN-171-042 / 43D10

Concesslon operation reports

NN-171-042 / 43D15

Temporaryn Cut off annually, hold 3 years, and destroy.

Concession operation files

NN-171-042 / 43D20

Temporary - Cut off In 2-year blocks, hold 3 years, and
destroy, except that service questionnaires may be
destroyed when they have served thelr purpose.

General concession administrative flles

INN-171-042 / 43D30

Temporary- Cut off In 2-year blocks, hold 3 years, and
| destroy.

Concession equipment control flles

NN-171-042 / 43D35

[Temporary- Place in an Inactive flle upon disposition or
tranfer of the equipment or when Information Is brought
forward to a new card. Cut off the Inactive f le annually,
hold 1 year, and destroy.

Vending machine files

NN-171-042 / 43D40

Temporary - Place In Inactive file on removal of the
vending machine or when Information Is brought forward
to a new card. Cut offthe inactive file annually, hold 1
vear. and destrov.

Concesslon record files

NN-171-042 / 43D45

Temporary - Place In an Inactive file on completion or
termination of the contract, permit, license, or agreement;
cut off the Inactive file annually; hold 1 year; and destroy.

Cafeteria project books

NN-171-042/ 43D50

Temporary- Destroy Individual documents as they are
superseded or become obsolete. Destroy the complete
book on discontinuance of the cafeteria or requirement

|for the prolect book

Safety and environmental management records - b. Other records and
other offices

N1-121-91-001/ 43F1/b

Temporaryn Cut off at the end of the fiscal year when
superseded, terminated, or obsolete. Destroy 5 years later.

Safety designations N1-121-91-001 / 43FS Temporaryn Cut off at the end of the fiscal year when the
designation superseded or obsolete. Destroy 1 year later,
OSH committees N1-121-91-001/ 43F10 Temporary - Cut off at the end of the fiscal year. Destroy

when 2 vears old. >

Accident statistics and analysis - a. Records relating to recognized
Federal mishap reduction programs

N1-121-91-001/ 43F35/a

yn Cut off the of the
program to which the statistics apply. Destroy when 3
vearsmld

Accident statistics and analysis - b. Other files

N1-121-91-001 / 43F35/b

Temporaryn Cut off at the end of fiscal year; destroy when
3 vearsold




SEM and OSH surveys

N1-121-91-001/ 43F45

Temporaryn Cut off at the end of fiscal year; destroy when
S yearsold

N1-121-91-001/ 43F60

Temporary- Cut off at the end of the fiscal year. Destroy 5
years later.

Health unit filesn 3. Agreements

NC1-121-82-001 / 44A75/a

Temporaryn Destroy when superseded or obsolete.

Health unit filesn b. Other records

NC1-121-82-001 / 44A75/b

Temporaryn Cut off annually, destroy when 2 years old.

Ground improvement coodinatlon flles .

NC1-121-82-001 / 44810

Temporary- Cut off annually, destroy when 2 years old.

Cleaning and sanitation flles - a. Cleaning and sanitation general files

NC1-121-82-001 / 44B15/a

Temporary- Cut off annually, destroy when 2 yearsold.

Cleaning and sanitation flles - b. Cleaning surveys

NC1-121-82-001 / 44B15/b

[Temporary - Destroy when superseded or obsolete

Cleaning and sanitation files- c. Cleaning staff organization

NC1-121-82-001 / 44B15/c

or obsolete

Temporary - Destroy wh

Cleaning and sanitation flles- d. Cleaning schedules

NC1-121-82-001 /44815/d

Temporary - Destroy when superseded or obsolete

Cleaning and sanitation flles- e. Cleaning assignment, report, and
|Inspection files- (1)

INC1-121-82-001 / 44B15/e/1

Temporary - Destroy when superseded or obsolete

Cleaning and sanitatlon filesn e, Cleaning assignment, report, and
Inspection flles- (2) Perlodic work assignments and inspections

NC1-121-82-001 / 44B15/e/2

Temporary- Cut off annually, destroy when 1 year old.

Cleaning and sanitation filesn e. Cleaning assignment, report, and
|Inspectlon files - {3) Other records

NC1-121-B2-001 / 44B15/e/3

Temporary - Destroy when 2 months old

Cleaning and sanitation files - f. Safety belt records

NC1-121-82-001 / 44B1S/f

'Temporary - Destroy on disposition of the related belt.

Snow removal files - a. Plans and related records

NC1-121-82-001 / 44B20/a

Temporary - Destroy when superseded or obsolete

Snow removal Files- b. Other records

NC1-121-82-001 / 44B20/b

‘Temporaryn Cut off annually, destroy when 1 year old.

Service call work authorizions

N1-121-92-001 / 44C30/b

' Temporaryn Cut off monthly. Destroy 3 years later.

Concesslon general files

NC1-121-82-001 / 44E1

[Temporary- Cut off annually, destroy when 2 years old.

[ records

NC1-121-82-001 / 44E5

Temporary- Place in [nactive file on expirationor
termination of the contract, license, agreement, or
authorization documents, or on disapproval of
establishment. Cut offinactive file at the end of the year,
|destrov when 1 vear old.

Concesslon operating files

NC1-121-82-001 / 44E10

Temporary- Cut off annually, destroy when 3 years old.

Concession operation reports

NC1-121-82-001 / 44E15

Temporary - Cut off at the end of the year. Destroy when 3
vaarsrold.

Concession equipment cards

NC1-121-82-001 / 44E20

'Temporaryn Destroy when superseded or obsolete, or 2
years after removal of refated equipment.

Accldent and fire prevention planning files

NC1-121-82-001 / 44GS

'Temporary - Destroy when superseded or obsolete

Safety Inspection and survey flles

NC1-121-82-001 / 44G20

[Temporary- Cut off annually, destroy when 2 years old.

Acident and fire prevention promotion files

NC1-121-82-001 / 44G25

Temporary - Cut off annually, destroy when 2 years old.

(Work authorization register

NC1-121-B5-001 / 46A14

‘Temporary - Cut off at end of fiscal year, destroy when 2
vearsrold

Work authorization control record -

NC1-121-85-001 / 46A18

Temporary- Cut off annually, destroy when 1 year old

Procurement register

NC1-121-85-001 / 46A22

Temporary - Cut off at end of fiscal year, destroy when 3
Jvearsold

Safety meetings

NC1-121-85-001 / 4685

Temporary - Cut off annually, destroy when 1 year old.

(Accident and fire prevention promotion

NC1-121-85-001 / 46B56

'Temporaryn Cut

oywhen2y Id

Safety accident and fire evaluation

NC1-121-85-001 / 46830

'Temporary - Destroy when superseded or obsolete.

Construction inspections

NC1-121-85-001 / 46B116

'Temporary - Destroy upon completion of project, and
|resolution of hazards or deficlencles

Speclal orders

NC1-121-85-001 / 46E28

[ Temporary - Destroy when superseded or cancelled

Facllity fire prevention flles- (a) prevention files

NC1-137-82-001 / 63070/a

[Temporary- Destroy when 1 year old

Parking control files.

Operating equipment safety promotions

NC1-137-81-003 / 65F10

T = 2vearsold

NC1-269-81-002 / 19D21

[Temporaryn Cut off annually, destroy when 3 years old




DAA-0121-2015-0001-0015 031- Leasing Records [Temporaryn Destroy B year |Cutoff at the end of the fiscal year afier This serles contains records related 1o the leasing of space %0 tenants ~
aftermutoff. lease a ment is terminated. (within F y d or ! d space, and

arrangaments with commercial property managars. Usually, these files|

are grouped in lease case files with a retention based on when a lease

is terminated or renewed as the cutoff. Included are itams found in a

typical case file, tenant and property management correspondence,

reports on space on impr

k { i reimbursable services, and

other related records.

Bullding design review NN-171-042 / 4381 Temporary - Cut off annually, hold S years, and destroy.

Reimbursable work authorizations N1-121-91-001 / 43G21 Temporary - Place In Inactive files when cancelled or
completed, Hold 3 years and retire %o FRC. Destroy when 6

ars old.
h facllity files. a. Files relating to established |NC1-291-91-002 / 3381/a Temporary - Hold 2 years and retire %o FRC. Destroy when
IM 3 vearsold.
facllity files. b. Flles relating o facllitles not | NC1-291-91-002 / 3381/b Temporary - Hold 1 year and retire %o FRC. Destroy when 3
established vears old.

Project scheduling files - a. Central office NC1-121-81-001 / 40A5/a Temporary - Cut off monthly, destroy when 4 months old

Relocation files NC1-121-81-001 / 40A58 'Temporary - Cut off annually following final relocation and
payment of relocation claims. Hold 2 years and retire to
FRC. Destrov when 7 vears old.

Space offer files NC1-121-81-001 / 40A70  Temporary - Cut off In 3 year blocks, destroy when 6 years
old.

Real property lease flles - a. Central office NC1-121-81-001 / 40A75/a/1 Temporary - Place in inactive file after award. Cut off
inactive file annually, Hold 3 years and retire to FRC.
Destrov when B vears old.

Real property lease flles- b. Other offices NC1-121-81-001 / 40A75/a/2 [Temporaryr Place In inactive file on termination or
expiration of the lease. Cut off the Inactive file annually,
hold 1 year, and retire to FRC. Destroy when 6 years old.

Real property lease files- b, Other offices NC1-121-82-001 / 40A75/b Temporary - Place in inactive on termination or explrartion
of lease. Cut off inactive file annually, hold 1 year and
retire to FRC. Destroy when 6 years old.

DAA-0121-2015-0001-0016 041- Physical Security Temporary - Destroy 5 Qut off at the end of the fiscal yearafter irem - This serles Ins records ralased to the
Records years after cutoff. being led, ded, or obsol h Il security of the bullding and R perating

plans, and other routine guard and security-relatedrecords. included
in this serles are plans, logbooks, guard cr
equipment records, lock and key records, and related records.

securlty

Special designations

NN-171-042 / 43ES

'Temporary - Place in Inactive file

on revocation or when the individual Is no longer
employed in the capacity for which the designation was
made, Cut off the Inactive flle at the end of the year, hold
2 years, and destroy.

Speclal designation registers

NN-171-042 / 43E10

Temporary -Destroy 2 yearsafter register sheet or book Is

[fied.
Phy agl other NN-171-042 / 43E35 ' Temporary -Other agr Cutof
or f the ag! , hold 2
vears, and destrov.

Speclal protection measures

NN-171-042 / 43E45

Temporary -Cut off annually following completion of the
visit, hold 2 years, and retire. Destroy afier 3 additional
vears

Distubance control plans - Other offices

NN-171-042 / 43E50

Temporary - Other offices: Place In Inactivefileon
supersession or obsolescence, hold 2 years, and destroy.

Control Center alarm records - b. Computerized logbook of alarm system
codes for bullding.

N1-121-96-001 / 7D170/b

Temporary - Cut off at the end of the fiscal year or when
ded. Destroy 2 years after cut off. Earller

|dispostition Is authorized.

Control Center alarm records- c. Sescoa tapes maintained to record N1-121-96-001 / 7D170/c Temporary - Cut off at the end of the fiscal year. Destroy 2
alarmsand authorize entrance into Federal bulldings after duty hours years after cutoff.
Radio frequency records N1-121-96-001 / 7D175  Temporary - Destroy when superseded or obsolete.

Control Center communications records

N1-121-96-001 / 7D180

'Temporary - Destroy when superseded or obsclete,

Civll Defense and disaster planning files - a. plans

NC1-121-82-001/44G35/a

'Temporary - Destroy when superseded, obsolete, or no
|longer needed.




Civil Defense and disaster planning files- b. Other records

INC1-121-82-001 / 44G35/b

Temporary - Cut off annually, destry when 2 years old.

Damange control files- a. Assignments and designations

NC1-121-82-001 / 44G40/a

Temporary - Destroy when superseded or obsolete.

Damange control flles - b, Other records

NC1-121-82-001 / 44G40/b

Temporary - Cut off annually, destroy when 2 years old.

Costreport

NC1-121-85-001 / 46A33

Temporary - Destroy when no longer needed for reference

Alarm systems program - a. Security alarm systems

NC1-121-85-001 / 46D5/a

Temporaryn Cut off annually, hold 2 years, retire to FRC.
Destrov when 6 vears old.

Alarm systems program - b. Fire and safety alarm systems

NC1-121-85-001 / 46D5/b

Temporary- Cut off annually, hold 2 years, retire %o FRC.

Alarm systems program - c. Other alarm systems

NC1-121-85-001 / 46D5/c

'Temporary - Cut off annually, hold 2 years, retire %o FRC.
Destroy when 6 vears old.

Security logs- a. Recording tape log

NC1-121-85-001 / 46D6/a

Temporary - Cut off annually, destroy when 2 years old.

Security logs - b. Safe and cabinet log

NC1-121-85-001 / 46D6/b

Temporary- Cut off annually, destroy when 2 years old.

Security logs - c. Alarm log

NC1-121-85-001 / 46D6/c

Temporary - Cut off annually, destroy when 2 years old.

Security logs - d. Sescoa tapes

NC1-121-85-001 / 46D6/d

Temporary - Cut off annually, destroy when 2 years old.

Systems workload report NC1-121-85-001 / 46D17 Temporary - Cut off annually, destroy when 3 years old.
Radlo frequency management program - a. Frequenct assignement INC1-121-B5-001/ 46D21/a ' Temporary - Destroy ded or obsolete.
committee

Radio frequency management program - b. Interdepartment Radio NC1-121-85-001 / 46D21/b Temporary - Destroy when superseded or obsolete.
Advisorv Committee .

Telecommunication program - a. Control center

NC1-121-35-001/ 46D25/a

Temporary - Destroy when superseded or obsolete.

 Telecommunication program - b. Natlonal Crime Information Center

NC1-121-85-001 / 46D25/b

Temporary - Destroy when superseded or obsolete.

 Telecommunication program - c. National Law Enforcement
Telecommunication Svstem

NC1-121-85-001 / 46D25/c

Temporary - Destroy when superseded or obsolete.

Speclal orders

NC1-121-85-001 / 46E28

Temporaryn Destroy when superseded or cancelled.

Speclal operating procedures

NC1-121-85-001 / 46E33

Temporary - Destroy when superseded or obsolete.

Lost and found property files - a. GSAForm 252

NC1-121-85-001 / 46E45/a

Temporaryn Destroy on return of the property to owner or|
| on disposition of propertv.

Lost and found property filesn b. Other records

NC1-121-85-001 / 46E45/b

Temporary- Cut off annually, destroy when 3 years old.

y d flles NC1-121-85-001 / 46ESO Temporary - Cut off when property returned to owner or
disnosed of, destrov when 2 vears old.
Evidence log NC1-121-85-001 / 46E55 Temporary - Cut off when property In the book/register
has been returned o owner or disposed of, destroy when
2 vearsrold.
on GSA lled property - d. FPS arrest flies NC1-121-85-001 / 46E63/d Temporary - Cut off annually, destroy when 7 years old.

Incidents occurring on GSA controlled property- e. Court llaison flles

NC1-121-85-001 / 46E63/e

Temporary - Cut off annually on completion of case, hold 3
years, retire to FRC. Destroy when 7 years old.

FPO equipment records

NC1-121-85-001 / 46E73

Temporary - Cut off when employee returns equipment,
| destrov when 6 months old

Federal protective officer logs - a. Security log

NC1-121-85-001 / 46E78/a

'Temporary - Cut off annually, destroy when 2 years old.

Federal protective offlcer logs - b. Reportlog

NC1-121-85-001/ 46E78/b

'Temporary - Cut off annually, destroy when 2 years old.

Federal protective officer logs - c. Ticket log

NC1-121-85-001 / 46E78/¢

Temporary - Cut off annually, destroy when 2 years old.

Federal protective officer logs - d. Ticket log on thefts

NC1-121-85-001 / 46E78/d

Temporary - Cut off annually, destroy when 2 years old.

Federal protective officer logs - f. Detex records

NC1-121-85-001 / 46E78/f

Temporary- Cut off annually, destroy when 2 years old.

Federal protective officer logs - g. Mobile reports

NC1-121-85-001 / 46E78/g

Temporaryn Cut off annually, destroy when 2 years old.

Federal protective officer logs - h. Code 44

NC1-121-85-001 / 46E78/h

Temporary - Cut offannually, destroy when 2 yearsold.

Federal protective officerlogs - I. Activity log

NC1-121-85-001 / 46E78/1

‘Temporary - Cut off annually, destroy when 2 years old.

Federal protective officer logs - J. Bullding log

NC1-121-85-001 / 46E78/)

Temporary - Cut off annually, destroy when 2 yearsold.

FPO Deskbooks - a. General

NC1-121-85-001 / 46E83/a

‘Temporary - Destroy when superseded or obsolete.




FPO Deskbooks - b, Special Orders

NC1-121-85-001 / 46E83/b

Temporaryn Destroy when superseded or obsolete.

FPO Desk rc. p NC1-121-85-001 / 46E83/c Temporary - Destroy when superseded or obsolete.
FPO Deskbooks - d. FPO Logs NC1-121-85-001 / 46E83/d Temporary - Cut off annually, destroy when 1 year old.
FPO pr a. Office the NC1-0269-83-002 / 46EB8/a 'Temporaryn Place In Inactive flle after separation or
Investigation. transfer, hold 1year, and retire %o FRC. Destroy when 5
vears old.
N FPO preappointment Investigations - b, Other offices NC1-0269-83-002 / 46E88/b Temporaryn Destroy when 2 years old.
Speclal protection measures INC1-121-85-001 / 46E101 Temporary - Cut off annually after the visit, destroy when

Crime prevention program

Law enforcement agreements

NC1-121-85-001 / 46E113

|NC1-121-85-001 / 46E110

Temporaryn Cut off annually following expiration of
termination of the agreement, destroy when 2 years old.

Inspectlon records - a. Staff Inspection, general inspection, spot

NC1-121-85-001 / 46E117/a

Temporary - Cut off annually, destroy when 2 years old.

Inspection. soeclal Inspection and d contracts
Inspection records - b. Line Inspection, quarterly line Inspections, and
completed line checks

NC1-121-85-001 / 46E117/b

Temporary - Cut off annually, destroy when 1 year old.

Physical 8 b. Other NC1-121-85-001 / 46E121/b Temporary - Destroy when superseded or cancelled.
Threat Information file NC1-269-80-004 / 25A47 Temporarya Cut off annually, destroy when 1 year old.
Disaster coordination files NC1-269-78-002 / 1SC1 Temporaryn Cut off annually, hold 2 years and destroy.
121.4 - Public Thisgroup of records represents the activities found In PBS regional
and national offices with regerds to managing the Public Bulldings
Bu“di“gs Service Service Program. These activities Include managing reglonal and
Program national reports, developing national agency agreements, managing .
Management or regional program and
national and and new
Records bullding methods and materials.
DAA-0121-2015-0001-0017 010 - ndi Transferto Cutoffat the end ofthe fiscal year after | This serles contains records are used to assess and plan the PBS
Program Records the Archives 15 ofthe report, ter ofan with regard to Its owned and leased Inventory, the overall
years afeer cutoff. agreement, or when record is prog d In service to that Inventory, and the decisions
canceled, or obsolete. made based on that Information. "Significant™ records means those
records that reflect tha Public Bulldings Service program as a whole,
or and general
related to tha entire program. Such records Include agreements with
lonal agencies reg; T safety, property
use, and disposal activity reports,
plans, service-wide correspondence, and annual reports on the
program.
]
BM and dards- a, Office r ble for preparing N1-121-91-001 / 43A60/a Permanent - Place In Inactive file when superseded,
specifications or standards. cancelled or obsolete, Cut off Inactive flle annually, hold 2
years and retire to FRC. Transfer to NARA when 20years
1d
Disturbance control cases. N1-121-91-001 / 43ESS Permanent- Cut off at end of fiscalyear after completing
action; hold 2 years and retire to FRC. Transfer to NARA 10
|vears after cutoff.
(Agency agreement records N1-121-91-0001 / 43D1/a Permanent - Cut off at the end of the fiscal year when

agreement [s superseded, cancelled, or obsolete, Hold for
2 years and retire to FRC. Transfer to NARA when 10years

Jold.

Physical security agreements- a. Central office: Natlonal agreements

N1-121-91-001 /43E35/a

Permanent - Cut off at end of fiscal year after cancelling
the agreement or when obsolete; hold 2 years and retire
to FRC. Transfer to NARA 10 years after cutoff.

Disturbance control plans

N1-121-91-001 / 43E50/a

Permanent - Cut off at the end of the fiscal year when new
g Issued or and place In Inactive

file. Cut off Inactive file In five year blocks. Transfer to FRC

'when three years old. Transfer to NARA when 20 years old.




Safety and envir
records related to natlonal agreements.

a. Central office

N1-121-91-001/ 43F1/a

Permanent - Cut off when new plan Is Issued or when
obsolete and place In Inactive file. Hold for 2 years and
retire to FRC. Transfer to NARA when 10 years old.

Real property disposal reports - a. Central Office - (1) Congressional and |NC1-291-84-001 / 33D55/a/1 Permanent - Cut off annually, hold for five years, and

‘White House reports retire to FRC. Offer %o NARS when 25 years old, in 10 year
- blocks.

Real property disposal reports- a, Central office - (2) Other reports NC1-291-84-001 / 33D55/a/2 'Temporary - Cut off annually, destroy when superseded,

canceled, obsolete or no longer needed.

PBS Project Review C -C 's files

NN-171-042 / 42A5

Permanent - Cut off every 5 years, hold 5 years, and
retire.

Bulldings management study flles.

NN-171-042 / 4385

Permanenta Cut off annually following completion of the

study, hold 5 years, and retire. NOTE: Documents relating

to studles that provided the basis for,

or that resulted In, the preparation of an Issuance or other
should be with, and filed

with,the case file or Issuance or Instruction concerned, e.g.

9C2 or 11825, as appropriate.

DAA-0121-2015-0001-0018

011 - Routine Bulldings
Program Records

Temporary - Destroy 10
years after cutoff.

Cut off at the end of the fiscal year after
of the report, ter ofan

agreement, or when record [s superseded,
canceled, or obsolete.

This serles contains resource materlals used to assess the PBS program

In general, and supportthe records created In 121.4/010. included in

this serles ere such records as summary reports on bullding and

property portfollo assets, space planning, acquisition, reglonal and

national commerclal real estate analyses, and related program
reports and records.

Real property accounting records. GSA Form 712 NC1-269-77-001 / 16E35 [Temporaryn Place In Inactive file on dispostion of the
property. Cut-off In active file at the end of the year, hold
2 years and retire. Destroy after 8 additional years.

Capital Improvement and leasing program planning records. a. Central |N1-269-93-001/ 19E5/a ' Temporaryn Place In Inactive flle when superseded or

office. obsolete. Cut off Inactive file at the end of the fiscal year.

|Destroy 10years after cut off.

Capltal Improvement and leasing program planning records. b. Other N1-269-93-001/ 19E5/b Temporary - Destroy when superseded or obsolete.

offices

Federal Supply Schedule, ADP Schedule, and price list distributlon lists. |NC1-352-81-002 / 27830 'Temporary - Destroy when superseded or obsolete.

Inventorles of excess and surplus real property. NC1-291-81-001 / 33D15 Temporary - Destroy when superseded or obsolete.

Real property disposal malling lists.

NC1-291-81-001/ 33020

Temporary- Destroy when superseded or obsolete.’

Real property actlvity reports.

NC1-291-81-001/ 33D25

'Temporary - Destroy when no longerneeded.

Real property disposal activity controls - (a) Central office

NC1-291-81-001 / 33D30/a

[ Temporaryn Destroy when 1 year old.

Real tv disposal activity controls - (b) Reglonal offices

General space management flles

NC1-291-81-001 / 33D30/b
NC1-121-81-001 / 40A1

Temporary- Destrov when 1 vear old.

[Temporaryn Cut off annually, destroy when 2 years old.

Natlonal program files - a. program files

NC1-121-81-001 / 40A10/a

Temporaryn Cut off annually, hold 3 years, and retire to
FRC. Destrov when 6 vears old.

National program files - b. budget files

NC1-121-81-001 / 40A10/b

'Temporaryn Cut off at the end of the FY, Destroy when 4
Jvearsmld,

Space management reportflies - Feeder reports

NN-171-042 /40A95/b

Temporary- Cut off annually, Destroy when 2 years old

Space management report flles - Assignable space and summary reports

NN-171-042 / 40A95/e

Temporary - Destroy when 2 years old

Temporary - Destroy when 2 years old

Temporaryn Cut off annually, Destroy when S years old

PBS Project Review Committee - Other members files.

BM cost reports - Monthly and Annual cost reports

NN-171-042 / 42A5
NN-171-042 / 43A30

Supply Schedule and price list distribution lists.

NC1-352-81-001 / 55130

Temporary - Destrov when no longer needed.

Temporary - Monthly cost reports: Cut off annually, hold 1
year, and destroy. Annual Cost Reports: Cut offennually,
|hold for 10 years. and destrov.

[ Temporary - Destroy when superseded or obsolete.




DAA-0121-2015-0001-0019 021n and T Yy - Destroy 20 Cutoffat the end of the fiscal yearafter | This serls records d with the di and final
Standards Records years after cutoff. of the ine or or |coples of the guidelines and standards for PBS’ routine activities. Such
when led, or obsol ds Include guldelines and dards for bullding design,
specifications, and real property
acquisition, leasing, and disposal, space allocation and adjustments
and related records.
Occupancy gulde files. NN-171-042 / 40A40 Temporary- Place In Inactive file when superseded or
b oy when 2 years old.
BM specifications and - Other offi fil and NN-171-042 / 43A60 Temporary - Destroy gn supersesson, cancellation, or
J |snndlrds. |obsolescence. .
BM specifications and standards - Other offices: Other papers. NN-171-042 / 43A60 Temporary - Cut off annually, hold 2 years, and destroy.
P Gulde files. NN-171-042 / 43890 Temporary - Office responsible for development: Destroy
on supersession of the Gulde. Other offices: Cut off
Jannuallv. hold 1 vear. and destrav.
Preventive maintenance gulde development INC1-121-82-001 / 44C25 Temporary - Desteoy when 1 year old.
Agency real property requirements NC1-291-81-001 / 33D10 Temporary - Destroy when superseded or obsolete
ﬁ)M-om-zms-ooax-mu 030 - Significant New Bullding | Permanent - Trensfer to Cutoffatthe end of the fiscal year when  |This serles ins records d the of new
Methods and Materlals NARA 15 years after cutoff. | report is published, project is d, and bullding h to Improve real property
Records or when the record is superseded. assets. “Significant® means that the naw material or methods were
extensively tested and adopted by more than 10 bulldings In GSA’s
Y. These Include reports on trends In construction methods,
and hnok and archl
design, studies, analyses, , and d
simllar documents.
Design and Construction (D&C) Research Flles - Record coples of reports |NN-171-042 / 42A30 Permanent - Cut off annually, hold 2 years,and retire.
of research conducted or contracted for by 0&C
ﬁ)mm-aoxsooox-wn 031- Routine New Building | Temporary - Destroy 7 Cut off at the end of the fiscal year when | This serles contains records used In the routine purchase and
Methods and Materlals years after cutoff. report Is published, project Is of novel ls, and services for use In
Records or when the record Is superseded. and luded are such records as
requests to determine Interest, project requests, projects, test reports,
and related records.
Design and Construction (D&C) Research Flles - Reports prepared by NN-171-042 / 42A30 Temporary - Destroy when superseded or obsolete.
other agencles and commerclal concerns, duplicate coples of reports of
research conducted or contracted for by D&C, brochures and trade
and simllar tech
Oesign and Construction (D&C) Research Flies - Other papers. NN-171-042 / 42A30 Temporaryn Cut off annually, hold 2 years and destroy
New materials flles. INN-171-042 / 43A45  Temporaryn Central Office: Cut off annually followrng
f or f no Interest,
hold 2 years, and retire, Destroy after 3 additional years.
Other offices: Cutoff annually, hold 2 years and destroy.
New dsand files NN-171-042 / 43A55 Temporary or
used to Issue the Information: Destroy when no longer
needed for reference. Other papers: Cut off annually, hold
2 years, and destroy.






