
INACTIVE - ALL ITEMS SUPERSEDED OR OBSOLETE 

Schedule Number: Nl-121-91-001 

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

superseded by newer NARA approved records schedules. 

Description: 

During a comprehensive rescheduling effort beginning in 2016 and culminating in 2019. All 

authorities on this schedule were superseded by this body of disposition authorities. 

Office of General Counsel Records (269.2) DAA 0269 2016 0001 

Budget, Finance, and Contractor Management Program Records (269.3) DAA 0269 2016 0004 

Office of the Inspector General (269.4) DAA 0269 2015 0002 

Civilian Board of Contract Appeals Program Records (269.5) DAA 0269 2016 0002 

Professional Services To and With Other Agencies (269.6) DAA 0269 2016 0012 

Internal Information Technology Services to GSA (269. 7) DAA 0269 2016 0011 

Program Management Records (269.11) DAA 0269 2016 0006 

Communications Records (269.12) DAA 0269 2016 0007 

Legislative and Congressional Affairs Records (269.13) DAA 0269 2016 0008 

Audit Resolution Program Records (269.14) DAA 0269 2016 0003 

Customer Service / Business Development Records (269.15) DAA 0269 2016 0013 

Human Resources Program Records (269.16) DAA 0269 2016 0009 

Security Records (269.17) DAA 0269 2016 0010 

Public Building Service Records DAA 0121 2015 0001 

Date Reported: 04/02/2019 

INACTIVE - ALL ITEMS SUPERSEDED OR OBSOLETE 



• 
LEAVE BLANK

REQUEST FOR RECORDS DISPOSITION AUTHORITY JOB NO 
(See Instructions on reverse) A./1 -1 � 1 -91 - I 

DATE RECEIVED TO GENERAL SERVICES ADMINISTRATION 
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408 I 0-3/-90 

l FROM (Agency or establishment) NOTIFICATION TO AGENCY 

General Serv ices Administ ration 
In accordance with the provIsIons of 44 U S C  3303a 

2 MAJOR SUBDIVISION the disposal request, including amendments, Is approved 
except for items that may be marked "d1spos1t1on not-=-----c�O�f�f i�ce of�Ad� �m _in_i_s_t _ r _a_t_iv_e_S_e_rv_i_c_e ______ ___ _  approved" or "withdrawn" m column 10 If no records--13 MINOR SUBDIVISION are proposed for disposal, the signature of the Arch1v1st Is 
not requiredInformation Collection Mana ement Branch 

4 NAME OF PERSON WITH WHOM TO CONFER 5 TELEPHONE EXT DATE 1ST OF THE UNITED STATES 

501-2938Mae Simms 
6 CERTIFICATE OF AGENCY REPRESENTATIVE 

I hereby certify that I am authorized to act for this agency in matters pertaining to the disposal of the agency's records, 
that the records proposed for disposal in this Request of 31 page(s) are not now needed for the business of this 
agency or will not be needed after the retention periods spec1f1ed, and that written concurrence from the General 
Accounting Office, 1f required under the prov1s1ons of Title 8 of the GAO Manual for Guidance of Federal Agencies, 1s 
attached 

A GAO concurrence D 1s attache , or [iJ 1s unnecessary 
/I

'/ 
D TITLE 

9hief, Information Collection Management
8/7/90 Branch (CAIR) 

10 ACTION9 GRS OR7 
TAKEN8 DESCRIPTION OF ITEM SUPERSEDEDITEM 

(With Inclusme Dates or Retention Perwds) (NARSUSEJOBNO 
ONLY)CITATION 

Cha ter 43 Real Pro ert Mana ement and Safet 

Records descriptions and revised disposition schedules are 
contained in the attached chapter 43 to the HB, GSA Records 
Maintenance and Disposition System (0AD P 1820.2). 

115-108 NSN 7540-00-634-4064 � . Prescribed by GSA 
FPMR (41 CFR) 101 11 4 



GENERAL SERVICES ADMINISTRATION 
Washington, DC 20405 

OAD P 1820.2 CHGE 

GSA ORDER 

SUBJECT: GSA Records Maintenance and Disposition System 

1. Purpose. This order transmits a new �h. 43 to the HB, GSA 
Records Maintenance and Disposition System. 

2. Explanation of changes. Ch. 43, Real Property Management and 
Safety Program Records, is changed to revise maintenance and 
disposition instructions. 

3. Instructions. Remove p.ii of the general table of contents,
the ch. 43 tab divider, and ch. 43. Insert the attached new tab 
divider and pages. 

CARLENE BAWDEN 
Associate Administrator 
for Administration 

Central Office 

100 copies to CAIR for reserve stock. 15 copies
to the Office of Real Property Management and 
Safety (PM). 

Regional Offices 

Distribute the copies below to each regional CAI 
rec9rds officer for distribution and reserve stock. 

Office Copies Office Copies 

Region 2 . . . . . . Region 7 . . . . . .  
Region 3 . . . . . . Region 9 . . . . . .  
Region 4 . . . . . . �ion NCR . . . .  
Region 5 . . . . . .  NARA/NIRC ...... 4:=:r 
Region 6 . . . . . .  

Figure 1. Supplemental distribution 

Distribution: A; F; G; plus figure 1 Attachment 



(Date signed) OAD P 1820.2 CHGE 

CHAPTER 43. REAL PROPERTY MANAGEMENT 
AND SAFETY PROGRAM RECORDS 

1. General. This chapter provideso, maintenance and disposition instructions for records documenting program 
functions of the Office of Real Property Management and Safety, PBS, regional counterparts, and offices of PBS 
distnct managers. (It does not apply to records accumulated by offices of buddings managers; they are covered in 
ch. 44.) The instructions are in: 

a. Appendix 43-A. General Buildings Management Records 

b. Appendix 43-B. Buildings Services, Maintenance, and Utility Program Records 

c. Appendix 43-C. Contractual Services and Supply Program Records 

d. Appendix 43-D. Concession Program Records 

e. Appendix 43-E. Physical Security Program Records 

f. Appendix 43-F. Safety and Environmental Management Program Records 

g. AppendL'< 43-G. Repair and Alteration Program Records 

2. Microfilming records. The records descnbed in this chapter may be converted to microform and the original 
paper records destroyed if the requirements of the HB, Micrographics Program, chs. 3-1, 3-3, 4-3, and 4-4 (OAD P 
1882.1) are met. 

3. Electronic records. 

a. The temporary records descnbed in this chapter that are outputs of systems scheduled m chapter� of this 
handbook are eligible for disposal in both hard copy and electronic form. Electronic records designated for 
permanent disposition must meet the requirements outlined in chapter 4 for transfer to the Nauonal Archives 

b. The terms "document" and "information," as used throughout tlus chapter, refer to electronic as well as paper 
records. 

c. If the temporary paper, microfilm, or electronic records descnbed are produced by a data base management 
system, the data base must be separately scheduled m chapter 27 of this handbook. 

1 and 2 CH 43-1 
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This appendix descnbes and gives maintenance and disposition instructions for program records documenting 
general buildings management (BM) functions. The tenn general buildings management applies to records that 
relate to several functional areas of, or the cannot be identified with, a particular functional area of buildings 
management. ll1e records are accumulated by units of the Office of Real Property Management and Safety, PBS, 
and regional counterparts 

RECORD 
SYMBOL DESCRIPTION OF RECORD 

43Al. Real property management and safety general 
sub,ects. Documents accumulated in administering 
bmldmgs management program functions, but not 
records described elsewhere in this chapter and m ch. 
9. 

a. Central Office ( - - - ). 

'b. Otlwr eft:ice� (NN-171-42). 

43A2- Reserved. 
43A4. 

Individual bmldmg records {NN-171-42). Case files 
established for each Government-owned or operated 
bmldmg in the area, region, or nation. They include 

are not limited to) dedication document; name 

43A6-
43Al4. 

chan commendations; new building evaluations; 
preoccup background papers and brochures; 
preoccupancy s -up guides and reports; layouts; 
comments on plans; ce assignment records; seal, 
plaque, and memonal ins tion approval or 
disapprovals; tenant noncomp ce reports; requests 
and Justifications for health units; 1 tion reports 
not included in the inspection binder or ribed 
elsewhere; penn1t, license, and easement requ and 

AUTHORIZED DISPOSITION 

Cut off at the end of fiscal year, hold 3 years 
and retire to FRC. Destroy when 7 years 
old. 

Cot off at the end of fiscal year, destroy 3 
years la�sr. 

recommendations; and related records. Excluded 
records described elsewhere in this appendix. 

a. Central office. end of fiscal year, hold 2 years 
Destroy when 10 years 

b. Other offices. Cut off at the end of fiscal y 
years later. 

Reserved. 

Appendix 43-A. General Buildings Management Records 



OAD P 1820.2 CHGE (Date signed) 

RECORD 
SYMBOL DESCRIPTION OF RECORDS 

3A15. BM inspection records {NN-171-42). Descriptions
of, and disposal instructions for, these records are as 
follows: 

a. BM inspection scheduling records. Documents 
accumulated in preparing, coordinating, issuing, and 
changing schedules of planned inspections. Do not 

43Al6-
43Al9. 

43A20. 

43A21-
43A24. 

43A25. 

43A26-
43A29. 

elude documents related to schedules published in 
o ial directives. 

b. B · spection records. Documents accumulated 
from insp ctions conducted to evaluate performance, 
promote co dination among field offices, and 
ensure comp! ce with policies and procedures. 
Included are in ction confirmation documents, 
discussion item h , checklists, inspection reports 
and attachments, su mary reports, synopses of 
reports, and related r rds filed in the building 
inspection report binder. 

c. Other offices. 

Reserved. 

Space inspections {NN-171-42). Copies o 
management inspection reports, requests for 
buildings managers to make inspections, and r 
records. 

Reserved. 

BM contest records {NN-171-42). Documents 
created in planning, directmg, conducting, selecting, 
evaluating, and judging entnes for, and selecting 
winners of incentive contests or programs. Included 
are announcements, promotion documents, reports 
and other entry documents, recommendations, 
minutes of evaluation meetings, notices of awards, 
and related records. 

a. Central Office. 

b. Other offices. 

Reserved. 

Appendix 43-A 

2 

AUTHORIZED DISPOSffiON 

Cut off at the end of fiscal year; destroy l 
year later. 

Cut off at the end of fiscal year; destroy 3 
years later. 

Destroy 2 years after completmg the next 
inspection. 

Cut off at the end of fiscal year; destroy l 
year later. 

Cut off at the end of fi al year, destroy 5 
years later. 

Cut off at the end of fiscal y 
years later. 



(Date signed) 

RECORD 
SYMBOL DESCRIPTION OF RECORDS 

BM cost reports <NN-171-42). Reports showing 
receipts and expenditures for salaries, rents, utilities, 
and contracts. They are used to keep costs in line 
with funding estimates and allotments. Included are 
GSA-operated building costs, owner-operated 
building costs, building management cost summaries, 
mldmg operating costs, job order costs, cost 

, alyses reports and related records. 

a. 

43A31- Reserved. 
43A34 

43A35. Postm records . Documents 
accumulated m receiving an approvmg requests to 
dISplay matenals on the premi of Government 
bmldings and to post material o ulletin boards. Do 
not include documents referred to · par. 9B5. 

a. Bulletin board hsts. 

b. Central office. 

c. Other records. 

43A36- - Reserved. 
43A39. 

43A40. Monthly change reports {NN-171-42). Descriptions
of, and disposal mstructions for, the records are as 
follows: 

a. Field office personnel data. Biographical data 
and photographs of field office officials and trainees. 

b. Address change reports. Reports showing 
changes in official addresses and telephone numbers 
of field offices that are used in preparing directories. 

(1) Directories. 

(2) Other records (GRS 11/3). 

Appendix 43-A 

OAD P 1820.2 CHGE 

AUTHORIZED DISPOSITION 

Cut off at end of fiscal year; destroy 1 year 
later. 

Cut off at end of fiscal year; hold 3 years 
and retire to FRC. Destroy r-yuns aftc. c.J� 
� Jc) '(f.-.rS �d • 

Destroy when superseded or obsolete. 

Cut off at the end of fiscal year, destroy 5 
years later. 

Cut off at the end of fIScal year, destroy 2 
years later. 

On receiving eport, withdraw and file in the 
field office per nnel data file. par. 43B95. 

Destroy 2 months after prepann 
directory. 

3 
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RECORD 
SYMBOL DESCRIPTION OF RECORDS 

c. Workload changes. Reports showing workload 
data on new buildings, building start-up confinnation 
reports, workload transfer reports, workload survey 
reports, and related records. 

43A41-
43A44. 

43A45. New aterials records -171-42 . Documents 
related purchasing and evaluating new equipment, 
matenals, ct services for possible use in main­
taining and erating buildings. Included are 
requests to de ine interest, requests to establish 
proJects, test rep , and related records. 

a. Central Office. 

b. Other offices. 

43A46- Reserved. 
43A49. 

43A50. Laborato service arran ement records 
12)_. Documents pertaining to arranging for 
laboratory services on buildings management 
matenal and equipment problems encountered by, 
and for, GSA organizational elements and other 
Government agencies. 

43A51- Reserved. 
43A54. 

43A55. New methods and materials infonnation records 
{NN-171-42). Documents accumulated in collecting, 
compiling or developing, and disseminating informa­
tion on new ideas, techniques, and materials for use 
m building maintenance and operation activities. 
Included are documents contaJning contributions and 
comments, copies of memorandums, and related 
records. 

a. Memorandums or comparable documents used to 
issue the information. 

b. Other records. 

AUTHORIZED DISPOSffiON 

Cut off at the end of fiscal year; hold 2 years 
and destroy. 

Cut off at the end of fiscal year; after 
completing evaluation or finding of no 
interest; hold 2 years and retrre to FRC. 0 I Destroy 5 )ettrS eite1 cutof�. w� -:,. '-fe,:).�, �of • 

Cut off at the end of fiscal year; destroy 2 
years later. 

Cut off at the end of fiscal year, destroy 2 
years later. 

Destroy when no longer needed 
reference. 

Cut off at the end of fiscal year; destroy 
years later. 

Appendix 43-A 

4 
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RECORD 
SYMBOL DESCRIPTION OF RECORDS 

43A56- Reserved. 
43A59. 

43A60. BM specifications and standards (NN-171-42). 
Documents accumulated in studying, preparing, and 
clearing standards and specifications for matenals 
and equipment used in operating, maintaining, 
repainng, and improving buildings and building 
equipment. Included are studies, clearances, copies 
of standards and specifications, and related records. 

a. Office responsible for preparing specifications or 
standards. 

OAD P 1820.2 CHGE 

AUTHORIZED DISPOSITION 

Pennanent Place in inactive file when 
superseded, canceled or obsolete. Cut off 
inactive file annually; hold 2 years and retire 
to FRC. Offer to NARA when 20 years old. 

1�"4tlS� I\,, 

Destroy when superseded, canceled or 
obsolete. 

(2) Other records. 

43A61- Reserved. 
43A64. 

BM supply item records {NN-171-42). Documents 
accumulated at Central Office in mvestigatmg, 

1tonng, or keeping abreast of, and recommending 
that ·n, add or delete, supply items used m 
building oper · and maintenance. Do not mclude 
new materials recor ribed in par. 43A45. 

a. Office responsible for developing 
PBS comments. 

b. Other offices. 

Cut off at the end of fiscal year; hold 2 years 
and retire to FRC. Destroy when 5 years 
old. 

Appendix 43-A 

5 ands6 
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This appendix describes and gives maintenance and disposition instructions for program records accumulated in 
planning, supervising, administenng. and evaluating buildings services and maintenance and utility functions. 
Bmldmgs services include cleaning and custodial work, sanitation, grounds maintenance, snow removal, elevator 
and escalator operations, and related services. Maintenance and utility functions, on the other hand, deal with 
buildings maintenance and repair, such as painting, caulking, and patching buildings; preventive and other 
maintenance on building eqmpment; and managing and operating buildings utility services. The records are created 
as a result of respons1bilit1es set forth in the GSA OrganIZation Manual (OHR P 5440 Id) and the provisions of 
orders and handbooks in the 5800 subJect classification series. They are accumulated by Facility Management 
Office of Real Property Management, PBS, regional counterparts, and by offices of PBS district managers. 
Documents created and kept by offices responsible for preparing and issuing gmdehnes and instructions regarding 
buildings services, mamtenance and uuhty functions are covered in par. 9C2 instead of in tins append.Ix. 

RECORD 
SYMBOL DESCRIPTION OF RECORD AUTHORIZED DISPOSITION 

Bmldings design review {NN-171-42). Documents Cut off at the end of fiscal year; destroy 5 
7IC:eHl:i:ui.Jlated in reviewing the design of proposed years later 
buddings to encrn.......n•-.r he include features that · allow economical and effecuv ainte-
nance, and operation. Included are drawings, 
specifications, comments, and related records 

43B2- Reserved. 
43B4. -
43B5. Bmldings management study records {NN-171-42). ��Cut off at the end of fiscal year; 

Documents accumulated in conducting industrial following complet10n of the study, hold 5 
engineering studies to evaluate the efficiency of and years and rel!re to FRC. �NARA 
to recommend or install unproved methods, tools, when 20 years old �-t�iJi'.u.._
materials, and equipment. Included are studies, 
comments, and related records. 

Note: Documents related to studies that 
result m a  duect1ve or other instrucuons 
should be withdrawn and filed with the 
related case file for the d1recuve or instruc­
lion concerned; e.g., paragraph 9C2 or 
I IB25, as appropnate. 

43B6- Reserved. 
43B9. 

Appendix 43-B. Bmldmgs Services, Maintenance and Utility Program Records 
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RECORD 
SYMBOL DESCRIPTION OF RECORDS 

43B16 
43B19. 

43B20. 

43B21-
43B24. 

43B25 

43B26-
43B29 

43B30. 

Reserved. 

Cleaning standard records {NN-171-42). Documents 
related to developing, cleanng, and dlstnbutrng 
cleaning standards not made a part of directives or 
other instructions. Included are proposed standards, 

earances, and related records, but not copies of 
G Form 469, referred to in par. 43B IO. 

Buildmgs se ce, mamtenance, and utility contract 
admimstration cords (see 13C25). 

Reserved 

Reserved 

Vertical transportation records {NN-171-4 
Documents related to operating elevators, es ators,
and dumbwaiters. Descriptions of, and mainte 
and disposal instructions for, these records are 
contained in the following subparagraphs: 

a. Vertical transportation inspection schedules. 
Documents schedulmg inspections of elevators, esca­
lators, and dumbwaiters. Included are schedules and 
related records. 

b. Vertical transportation inspect10n records. Docu­
ments accumulated m arrangmg inspections of 
elevators, escalators, and dumbwaiters, and in re­
ceiving and acting on documents and reports about 
shutdowns, freeing passengers from stalled elevators, 
and related matters. 

AUTHORIZED DISPOSITION 

Cut off at the end of fiscal year when super­
seded, canceled or obsolete; destroy 2 years 
later. 

Cut off at the end of fiscal year, destroy 2 
years later. 

Cut off at end of year concerned; destroy 2 
s later. 

Cut off a the end of fiscal year, destroy 2 
years later. 

Appendix 

2 
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RECORD 
SYMBOL DESCRJPTION OF RECORDS 

Reserved. 

Elevator data cards (NN-171-42). Cards identifying 
each elevator, g1vmg its locat:Ion and data on 
alterations and repairs. 

43B36-
43B39. 

43B40. Snow moval records -171-42 . Documents 
accumul ed in coordinating, reVIewing, and 
approving ow removal plans and changes, and in 
supervising participating in snow removal 
operations. In uded are copies of snow removal 
plans and chang , clearances, communications with 
local officials, cop s of weather reports, clearing 
operation logs and r orts, and related records. 

a. Plans 

b. Other records. 

43B41- Reserved. 
43B44. 

43B45. Equipment mspection records (NN-171-42). 
Documents related to inspecting boilers, condensers, 
and similar equipment. Included are inspection 
arrangement documents, inspection reports, 
inspection certificates, and similar records. 

43B46- Reserved. 
43B49. 

43B50. Equipment inspection scheduling records <NN-171-
:12.)_. Documents accumulated in establishing and 
maintaining schedules for inspecting boilers, 
condensers and other equipment, except elevators. 
Included are inspection schedules, controls, and 
similar records. 

OAD P 1820.2 CHGE 

AUTHORIZED DISPOSITION 

Destroy individual cards on removing or 
converting the elevator or when building 1s 
sold, traded, donated, or demolished. 

Destroy when superseded, canceled or 
obsolete. 

Cut off at the end of fiscal year; destroy 2 
years later. 

Destroy on receiving next inspection report 
for the item. 

nd of fiscal year; destroy 2 

Appendix 

3 
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RECORD 
SYMBOL DESCRIPTION OF RECORDS 

Reserved. 

Paintmg program records {NN-171-42). Documents 
scheduling painting each building or part of 1t. In­
cluded are programs, schedules, and related records. 

43B56-
43B59. 

43B60. 

43B61-
43B64 

43B65. 

43B66-
43B69. 

43B70. 

43B71-
43B74. 

43B75 

43B76-
43B79 

43B80 

Reserved. 

Water treatment record -171-42s. Documents 
related to treating water use in boilers or other 
equipment rn buildmgs wll · the area or region. 
Included are copies of comm ications with the 
Bureau of Mmes, test reading r orts and logs, and 
related records. 

Reserved. 

Reimbursable Work Authorizauons order records 
{NN-171-42). Documents accumulated in approving 
job orders or requests for nonrecurring work 
(frnanced by GSA appropriations) or for 
reimbursable work that buildmgs managers are not 
authonzed to accept, and in reviewing Job orders 
before forwardmg to the appropriate regional 
Finance Division. 

Reserved. 

Reimbursable Work Authorizations registers {NN-
17 I-42). Registers used to enter identification data, 
number, date of approval and other informauon about 
job orders submitted for approval. 

Reserved. 

Craft workload requirement documents {NN-171-
12}. Documents showing buildrng and field office 

Appendix 

4 

AUTHORIZED DISPOSITION 

Destroy when superseded or obsolete. 

Cut off at the end of fiscal year; destroy 
when 2 years old. 

Cut off at the end of fiscal year, destroy 
when 2 years old. 

Cut off at the end of fiscal year, destroy 2 
years later. 

Cut off when regist book or sheet is filled; 
destroy 2 years later. 

Destroy when superseded or obsole 

l 
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43B81-
43B84. 

43B85. 

43B86-
43B89 

43B90. 

43B91-
43B94. 

43B95. 

43B96-
43B99 

DESCRlPTION OF RECORDS 

workloads for crafts. Included are maintenance and 
operation, repair and improvement, staff-hour tour 
and watch, preventive maintenance, service calls, 
and summary staff-hour documents; equipment 
·nventories; and related records. 

Product1v staff-hour summaries -171-42s. 
Summary r orts and related papers showing 
productive s -hours expended in relat10n to staff-
hours program 

Reserved. 

Preventive Maintenance Guide dev o ment records 
<NN-171-42). Documents accumula 
processing requests for, and developin d ISsuing 
preventive maintenance guides for items ot covered 
by preventive maintenance standards. Incl ed are 
requests, lists of duties, copies of guides, an elated 
records. 

a. Office developing guide. Destroy when a new guide 1s issued 

b. Other offices. Cut off at the end of fiscal year; destroy I 

Reserved. 

Field office personnel data records {NN-171-42). 
Documents created in keeping biographical and 
qualification data on key office personnel and in 
reviewing and recommending selections, 
promotions, transfers, or other personnel actions. 

Reserved. 

OAD P 1820.2 CHGE 

AUTHORIZED DISPOSffiON 

Cut off at the end of fiscal year; destroy 2 
years later. 

later. 

Destroy on eparation or transfer of the 
individual fr the regional field area. 
Send to new su ervisor if it is an 
intraregional tran er. 

Appendix 

5 



4 

OAD P 1820.2 CHGE (Date signed) 

RECORD 
SYMBOL DESCRIPTION OF RECORDS 

43B101-
43B104 

43B105 .  

43B106-
43B109. 

43Bl 10 

Training program records {NN-171-42). Documents 
created in formulanng, planning, schedulmg, and 
conducting training programs in building services, 
operation, and maintenance. Included are outlines, 
technical contnbut10ns, texts, transparencies, films, 
tapes, and other graphic training aids, handouts, 
omments, notices, schedules, and related records. 

ing materials and ruds. 

Reserved. 

Util1t anal sis recor - 171-42 . Documents 
accumulated in investi ting, inspecting, and 
evaluating the consumpt1 of steam, water, air­
conditionmg, electrical, uti y analysis, Energy 
Usage and Analysis (EUAS) other utilities to 
determine services reqmred an to ensure that 
utilities are provided at mmlffium osts and 
effectively used. Included are eco m1c analyses 
forms, copies of rate schedules, prop ed rate 
changes, requests for, and other comm icat1ons 
about, addit10ns or changes m semces, related 

AUTHORIZED DISPOSITION 

Destroy when superseded or obsolete. 

Cut off at the end of fiscal year, destroy 2 
years after cutoff. 

records. 

a Rate schedules and changes. Destroy when superseded or obsolete 

b. Other records. Cut off at the end of fiscal year, destroy 3 
years after cutoff. 

Reserved. 

Flag records {NN-171-42). Documents related to Cut of t the end of fiscal year; hold 2 years 
notices and authonzations to fly flags at half-mast and destr , except that notice lists are 
when certam people die and to other matters related destroyed en a new list 1s issued or the 
to displaying the flag. Included are requests existmg one comes obsolete. 
concerning the notice list, notices, authonzations, 
and related records. 

Appendix 

6 
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1111 appendL"< descnbes and gives maintenance and disposition instructions for records created in planning, 
direc ·ng, and administering supply operations of the Public Buildings Service (PBS), particularly those relating to 
the esu hshment and operation of stockrooms, yards, and comparable distribution pomts. This appendix is not 
applicab , however, to records accumulated by, and that document the perfonnance of assigned functions of, 
designat roperty management officers, acquisition and control units, and accountable officers. Program records 
accumulate y these offices and elements are described in ch. 19, Office Services Program Records. 

RECORD 
SYMBOL 

43Cl. 

43C2-
43C4. 

43C5. 

43C6-
43C9. 

43Cl0. 

43Cll-
43Cl 4. 

43Cl5. 

43Cl6-
43Cl9. 

43C20. 

SCRIPTION OF RECORD 

 ct records (see l3C25). 

Stockroom and cu oard establishment records 
{NN-141-42) Docu ents accumulated m 
detennimng and auth " zing establishment of, 
change to, or discontinu ce of, stockroom, yards, 
cupboards, and similar di ·bution points and m 
approving stock allowance thorizations. 

a. Allowance lists and related 

b. Other records 

Reserved. 

Property requisition records {NN-171-42). 
Documents accumulated approving requisitions and 
purchase orders for supplies, equipment, and services 
required by field offices. 

Reserved. 

Unifonn allowances {NN-171-42). Documents 
related to requests for allowances to employees for 
umforms required. 

Reserved. 

Surplus property records {NN-171-42). Documents 
authorizmg field offices to sell surplus property and 
other records pertaining to disposition of excess and 
surplus property, except office supply records de­
scnbed m par. 9B40 and personal property source 

AUTHORIZED DISPOSITION 

Destroy when superseded, canceled, or 
obsolete. 

Destroy when the stockroom, cupboard, 
yard, or similar distribution point is disap­
proved or discontinued. 

Cut off at the end of fiscal year; destroy 2 
years later. 

Cut off at e end of fiscal year; destroy 3 
years later. 

Cut off at the end of fiscal year, 
years later. 

Appendix 43-C. Contractual Services and Supply Program Records 
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This appendix describes and gives maintenance and disposition instructions for records created m detennining the 
need, type, and scope of concessions required in Federal buildings and leased space; issuing pennits and licenses for 
establishing and operating concessions; and managing and inspecting concessions. Concession management and 
operation program records are created as the result of responsibilities outlined m the GSA Organization Manual 
(OHR P 5440.1) and orders and handbooks m the 5800 subject classification series. They are accumulated m the 
Office of Real Property Management and Safety, PBS, regional counterparts and by offices of PBS district 
managers. 

RECORD 
SYMBOL 

43Dl .  

43D2-
43D4. 

and establishing concessions (mcludmg furnishings 
uipment m Government-owned or -leased 

. Included are detailed requirements, 

43D6-43D9. 

43D10. 

43D l sl-
43D14. 

DESCRIPTION OF RECORD 

Agency agreement records {NN-171-42). Documents 
related to administrative or policy agreements be­
tween GSA and other Government agencies 
concerning planning, establishing, operating, or 
discontinuing concessions. This file category is 
limited to agreements not incorporated in directives. 

a. National agreements accumulated at Central 
Office. 

nts. 

Reserved. 

Concession establishment records {NN-171-42) 
Documents accumulated in planning, programing, 

recommen ·ons, and justifications; surveys for pro-
posed food serv facilities; reviews and approvals 
or disapprovals; layo Janning data; 
correspondence; and sim documents. 

Reserved. 

Concession inspection records {NN-171-42). 
Documents accumulated in conducting inspections of 
concessions to ensure confonnance with standards 
for sanitation and safety; quantity and quality of 
food; physical facilities; decor; and general 
acceptability. Included are GSA Fonn 1782, 
Buildings Manager Concession Inspection Record; 
follow-up actions; corr�spondence; and related 
records. 

Reserved. 

AUTHORIZED DISPOSITION 

Pennanent Cut off at the end of fiscal year 
when agreement is superseded, canceled, or 
obsolete; hold 2 years and retire to FRC. 
Transfer to NARA when 10 years old 

Cut off the agreement at the end of fiscal 
when superseded, canceled, or 

Place in inactive file upon completing the 
buildmg or project Cut off the inacuve file 
at the end of fiscal year; destroy 3 years 
later. 

Note: Withdraw documents from cutoff file 
when they relate to a later action and 
incorporate them with the later acuon for 
filmg in the concession operation file, par. 
43D20. 

Cut off at the end of fiscal year; destroy 1 
later. 

Appendix 43-D Concession Program Records 



OAD P 1820 2 CHGE (Date signed) 

RECORD 
SYMBOL DESCRIPTION OF RECORDS 

Concession operation reports {NN-171-42). �. Documents accumulated m recording and report.mg 
fees payable or paid to GSA as a result of 
concession operations, vending machine commis­
sions, utiilties furnished for concessions and related 
collections. Included are reports on concessions 

43D16-
43D19. 

43D20 

43D21-
43D24. 

43D25 

43D26-
43D29. 

43D30. 

43D31-
43D34. 

43D35. 

43D36-
43D39. 

43D40. 

erations; correspondence; and related records. 

Concessio o ration records -171-42o. 
Documents eated in evaluating concession services, 
surveying con ession facilities, requesting and 
coordmating b ·ng services, monitoring and 
coordinating inte · r decorating, procuring 
furnishings and eq · ment, and similar activities not 
related to contract a inistration. Included are 
survey reports, service quests, copies of work 
orders, questionnaires, s ce assignment documents, 
floor plans, photographs, c espondence, and related 
records. 

Reserved. 

Reserved. 

AUTHORJZED DISPOSITION 

Cut off at the end of fiscal year; destroy 3 
years later. 

Cut off in 2-year blocks; destroy when 3 
years old except that service queso.onnaires 
may be destroyed when they are no longer 
needed. 

General concession admmistrative records {NN-171 Cut off in 2-year blocks; destroy when 3 
12)_. Documents that apply to concessions as a group years old. 
rather than as separate units, or that cannot be filed 
with program files descnbed elsewhere in this 
chapter or app. 9-C. 

Reserved. 

Concession equipment control records {NN-171-42). 
Documents accumulated in recording the acqui­
sio.on, status, and location of GSA equipment used in 
operating concessions. Included are GSA Form 715, 
Equipment Control Record and comparable 
documents. 

Reserved. 

Vending machme records {NN-171-42). Documents 

Appendix 43-D 

Place m ina ive file upon disposing of or 
transferring e 1pment or when mformao.on 
is brought forw d to a new card. Cut off 
inactive file at th end of fiscal year; destroy 
1 year 
later. 
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RECORD 
SYMBOL DESCRIPTION OF RECORDS 

showing data related to vending machines and pay 
telephones installed in bmldings under GSA 's 
jurisdiction. 

43D41-
43D44 

43D45. Concession recor , -171-42s. Record of 
concessions and relat documents that show the 
status of, and other info 
concession. 

43D46- Reserved. 
43D49. 

43D50. Cafeteria project books {NN-171-42). Documents 
accumulated in maintaining project books contain­
ing current infonnation on the managing and 
operating of cafeterias. Included are work sketches, 
photographs, copies of contracts and amendments, 
copies of inspection reports and follow-up actions, 
and related documents. 

OAD P 1820.2 CHGE 

AUTHORIZED DISPOSITION 

machine or when information is brought 
forward to a new card. Cut off inactive file 
at the end of fiscal year; destroy 1 year later. 

Place in an inactive file on completing or 
terminating the contract, permit, license, or 
agreement. Cut off inactive file at the end 
of fiscal year; destroy 1 year later. 

Destroy documents when superseded or 
bsolete. Destroy the book on discontinuing 

the eteria or requirement for the project 
book. 

Appendix 43-D 
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This appendix descnbes and gives maintenance and disposition instructions for, program records documenting the 
plans, procedures, and guides for, and the administration of, the physical protection function. This function deals 
with measures to prevent and report on property damage and personal injury as a result of thefts, demonstrations, 
civil disorders, and other unlawful acts. These records are created under the GSA Organizauon Manual (OHR P 
5440.s1) and orders and handbooks in the 5900 subJect classification senes. They are accumulated by the Physical 
Security Division, Office of �s Management, PBS; counterpart elements m the regional offices and offices of 
PBS district managers. i,..,.I ?"� 

RECORD 
SYMBOL DESCRIPTION OF RECORD AUTHORIZED DISPOSITION 

Physical security surveys. Documents accumulated 
in conducting surveys and inspections to evaluate the 
adequacy of physical security services, facilities, 
eqmpment, and activities. Included are checklists,

rvey fonns, findings and recommendations, 
re rts, corrective and followup actions, and related 
reco 

-owned buildmgs (GRS 18/9) Destroy when 3 years old, or upon 
discontmuance of facility, whichever is 
sooner. 

Destroy when 4 years old or when security 
cognizance is terminated, whichever is 
sooner. 

43E2- Reserved. 
43E4. 

43E5. Special designations {NN-171-42). Do Place in inactive file when appointment is 
related to appointing guards as special uni revoked or when the individual is no longer 
and ununifonned police, or dealing with siin employed as designated. Cut off inactive 
designations. Included are appointment docum ts, file at end of year, destroy 2 years later. 
withdrawals and revocations, and related records. 

43E6- Reserved. 
43E9. 

43E10. Special designation registers (NN-171-42). Registers
showing the appointment of guards as special, 
unifonned, or police. 

43El l- Reserved. 
43E14. 

43E15. Physical security contracts (see 13C25). 

43E16- Reserved. 
43E19. 

Appendix 43-E. Physical Security Program Records 
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RECORD 
SYMBOL DESCRIPTION OF RECORDS AlITHORIZED DISPOSITION 

43E20. Training records . Documents relating to the 
continuing program of providing traimng for 
uniformed and other physical and law enforcement 
personnel (PSLE) in the field including programmed 
training, sight and sound packages, and rnstructions 
by supervisory officers. Included are S0HfBe r.rt·( . .  J cumcnlnms, qyalificatlOllS rGe6fds, H6hccs-;- ) . r-r-r 
.ghedules, rosters, handout matenals, training 
bulletins, texts, audiovisual aids, and related records. 

t>. .  Central Office (NN- 171-42). 

43E2s1- Reserved. 
43E24. 

43E25. PSLE Academy records {NN-171-42). Documents Place in inactive file after discontinuance of 
relating to trairung of students at PSLE Academy. ef� the academy. Cut off inactive file at the end 
Included are course curnculums, �, t-,tvJ of fiscal year; destroy when 2 years old 
testmg records, attGAdanee records, fueann training 
and certification, and training aid. 

43E26- Reserved. 
43E29. 

43E31- Reserved. 
43E34. 

43E35. Physical security agreements {NN-171-42). 
Documents accumulated rn preparing, nego11atrng, 
and clearing agreements with other organizations, 
including local law enforcement organizations, 
regarding technical assistance, mutual assistance, 
Junsdictions, and physical secunty matters. Included 
are agreements, clearances and related documents. 

� Central Office. J,Jo....Jo. ,v,.J 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. 

Cut off at end of fiscal year; when canceled 

Appendix 43-E 
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RECORD 
SYMBOL DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION 

NOTE: Documents related to agreements 
included in directives should be made a part · o case file, paragraph 11825, 
or the instruction IiTI;p:MaAr.JLDh 9C2, 
whichever 1s appropriate in the orr1r�-..;_ 
concerned. 

43E36- Reserved. 
43E39. 

43E41- Reserved. 
43E44 

43E46- Reserved. 
43E49. 

43E50. Disturbance control plans {NN- 171-42). Documents 
related to contmgency plans for protecting personnel 
and facilities in case of demonstrations, riots, and 

0)� � "'1-W r!D.A.. I.A 

<>,:;-'&Y Jtw-H,_,_, x.x.tX1Jf, � f<D...C..il ........ 0� 
.n macttvefi ....-: tw_ l,Nllla. Central Office. � - le wtien neWlJ,ill• ,s 

I Cu yV i�i:..cummH=>n�mes-obsolete, r: re..,
oostroy ? yem s later. """"r-_J,..e. Cls v- ·· 

-t;
-5 '" ,r i,20r:.Y s . 

Place m mactive file when new plan is � le,. t. 
· in one becomes obsolete, 1 1\,v->,.j '3 

destroy 2 years later FQC., � 1)
J J f•J2_V-r-

>"(,t" (). � -.f'A 
-t., ,-Jo. {,q--.,OY A: t"-lr-
� ;x, �g:ds} c  

NOTE: Records related to plans incorporat-
ed in, and publishing as a directive must be 
kept and retired or destroyed according to 
the instructions in paragraph 9C2. 

43E51- Reserved. 
43E54 

-. _J,
other civil disorders. Included are plans, clearances, 
and related records. 
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RECORD 
SYMBOL 

43E55. 

43E56-
43E59. 

43E6 1 -
43E64. 

43E66-
43E69. 

43E70 

DESCRIPTION OF RECORDS 

Disturbance control cases {NN-171-42). Case files 
created in planning and 1mplementrng actions to 
control actual or expected deml1stratio»s, riots, \ 
bomb threats, or other events.{!-')'Jfc..t UfkJ) 

Reserved. 

Property theft records. Documents related to 
-----miJoerty stolen m Government buildings or grounds. 

lnclu e ft reports, ledger records and related 
documents. 

a. Ledger files (GRS 18/15a). 

b. Reports, loss statements, receipts and other 
documents relating to lost and found articles (GRS 
18/15b). 

Reserved. 

Flag records {NN-171-42). Documents and related to 
notices and authonzat1ons to fly flags at half-mast 

n certain people die and to other matters related 
to d1sp · the flag. Included are requests 
concerning ·ce list, notices, authorizations, and 

AUTHORIZED DISPOSITION 

Pennanent. Cut off at end of fiscal year 
after completing action; hold 2 years and 
retire to FRC. Transfer to NARA 10 years 
after cutoff. 

Cut off at the end of fiscal year, hold 2 
years, and destroy, except that notice lists 
are destroyed when a new !Jst is issued or 
the existing one becomes obsolete. 

related records 

Reserved. 

Plan review records {NN-171-42) Documents Cut the end of fiscal year, destroy 2 
created m reviewing and commenting on plans for, years later. 
layouts of, or proposed changes to, buildings and 
grounds, including parlang areas. 

Appendix 43-E 
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This appendix describes and gives maintenance and disposition instructions for program records created in planning, 
evaluating and executing the GSA Safety and Environment Management Program. These records are created as a 
result of responsibilities set forth in the GSA Organization Manual (OHR P 5440.1) and pursuant to the provisions 
of orders and handbooks in the 5900 subject classification series. They are accumulated by the Safety and 
Environment Management Division, Office of Real Property Management and safety, PBS and regional 
counterparts. 

The term "safety and environmental management programs" includes records elements relating to general safety 
issues, occupational health matters, fire prevention and fire protection activities, and all environmental concerns. 

RECORD 
SYMBOL DESCRIPTION OF RECORD 

43Fl .  Safety and environmental management agreements. 
Documenirelating to the negotiation of agreements 
concerned with the provisions of, responsibility for, 
or otherwise dealing with, safety and environmental 
management matters. 

a. Central Office records related to national agree­
ments (NN-171-42). 

�� - cJ..S 
� 6f�--

b. Other records ( - - - ). 

43F2- Reserved. 
43F4. 

43F5. Safety designations ( - - -). Documents showing 
persons appomted to perform safety or envtro­
nmental management respons1bilit1es. 

43F6- Reserved. 
43F9. 

43F10. OSH committees ( - - - ). Documents reflecting 
deliberations and act.1vit1es of GSA safety and health 
or environmental management committees. 
Included are listings of members, agenda, mmutes of 
meetings, copies of program documents or sched­
ules, and documents generated or the results of 
meetings concerning the Occupational Safety and 
Health Administration. 

43Fl 1. Ftre protection and safety inspection records (NC1-
121-82-1). Documents related to safety and health 
and ftre protection surveys and inspections. 

AUTHORIZED DISPOSITION 

Permanent Cut off at the end of fiscal year 
when new agreement 1s issued or 
terminated. Hold for 2 years and retire to 
FRC. Transfer to NARA when 10 years old. 

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

Cut off at the end of fiscal year when 
designation is supersede or obsolete. 
Destroy 1 year later. 

Cu't off at the end of the fiscal year; destroy 
when 2 years old. 

Cut off at the end of the calendar year; 
destroy when 5 years old or upon 
discontinuing the facility, whichever 1s 
sooner. 

Appendix 43-F. Safety and EnVlfonmental Management Program Records 
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RECORD 
SYMBOL 

43F16-
43F19. 

43F20. 

43F21-
43F24. 

43F25 

43F26-
43F29. 

43F30. 

43F31-
43F34. 

43F35. 

DESCRIPTION OF RECORDS 

Reserved. 

Accident reports. Documents accumulated in 
reporting any type of injury, illness, fire, property 

amage, unhealthy conditions, or motor vehicle, to 
one or anythmg where GSA is involved through 

emp ment, visitors, activities, or responsibility. 

a. Recor · volvmg GSA employee in Jury or illness 
(GRS 1/31). 

Reserved. 

Em lo ee work in Illness lo s GRS 1 
Logs and summaries used to record receipt an 
disposition of employee reports of occupationall 
related tnJunes and illnesses relating to GSA work 
inJury treatment and compensation benefit program. 

Reserved. 

WITHDRAWN BY CHGE 

Reserved. 

WITHDRAWN BY CHGE 

Reserved. 

Accident statistics and analyses ( - - - ). Data and 
analyses accumulated in determining the scope, 
nature and cause factors of the mishap trend, and in 
measuring results of program efforts, but exclusive 
of documents relating to specific accidents or fires. 

a. Records relating to rec;:ognized Federal mishap 
reduction programs. 

b. Other files. 

Appendix 43-F 
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AUTHORIZED DISPOSITION 

Cut off at the end of fiscal year; destroy 4 
years later. 

Cut off at the end of fiscal year; destroy 2 
years later. 

Cut off when case 1s closed; destroy 6 years 
later. 

Cut off at the end of fiscal year; destroy 4 
years later. 

Cut off following discontinuance of 
program to which statistics apply; destroy 
when 3 years old. 

Cut off at the end of fiscal year; destroy 
when 3 years old. 
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RECORD 
SYMBOL DESCRIPTION OF RECORDS 

43F36- Reserved. 
43F39. 

43F40. Fire protection engineering ( - - -). Documents 
relating to non-mishap type fire protection systems 
(e.g., sprinkler and alarm deficiencies) on GSA-oper­
ated or leased premises. 

43F41- Reserved. 
43F44. 

43F45. SEM and OSH surveys {NN-1'7'1-4-2:). Information 
accumulated in conducting and reporting on surveys 
and inspections to evaluate safety, health, and 
environmental management programs, detect 
hazards, and recommend preventative measures. 
Included are checklists, inspection reports, findings 
and recommendations, and related records. 

43F46- Reserved. 
43F49. 

43F� Orientation and training {NN-171-42). Documents 
accumulated in preparing, coordinating, arranging, 

conductmg safety and environmental 

43F51-
43F54. 

43F55. 

43F56-
43F59. 

43F60. 

rnana ent orientation and training programs for 
GSA emp s. 

b. Other records. 

Reserved. 

Promotional records {NN-171-42). Documents 
resulting from efforts to stimulate supervisory and 
employee interest in safety and environmental 
management. Included are charts, and other 
matemµs used in publishing safety achievements 
and special events. 

Reserved. 

Annual safety and environmental management 
reports ( - - - ). Documents showing program 
development, execution, accomplishment, and 
evaluation. Included are regional reports and related 
records. 

OAD P 1820.2 CHGE 

AUTHORIZED DISPOSITION 

Cut off at the end of fiscal year; destroy 
when 4 years old. 

Cut off at the end of fiscal year, destroy 
when 5 years old. 

Destroy when superseded or obsolete. 

Cut off at the end of fiscal year, destroy 2 
years later. 

Cut off at the end of fiscal year; destroy 5 
years later. 
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3 



OAD P 1820 2 CHGE (Date signed) 

RECORD 
SYMBOL DESCRIPTION OF RECORDS 

43F61-
43F64. 

Reserved. 

43F65. Safety award/commendation records (GRS 1/13). 
uments created in support of the participation, · preparatio , r recommending winners 

of, and contest or other incentiv 
promoting presentation of various safety, health an 
fire prevention activities. 

43F66-
43F69. 

Reserved. 

Hazardous area and operation designations CNN-
. ents identifying areas and operations 

where the workmg env es special 
engineenng controls to manage the nsk po e 
personal protective clothing and equipment. 

43F71-
43F74. 

Reserved. 

43F75. Hazardous operation control records. Documents 
accumulated m monitonng, and exercising safety 
controls, over potentially hazardous operations to 
ensure that people are tramed and safety require­
ments are understood and followed. Included are 
lists of employees trained or issued permits, revoca­
tions of permits, progress reports, technical advice, 
list of hazardous materials used m support of GSA 
activities or operations, and other related records. 

a. Listo(NN 171-42) 

b. Others ( - - - ). 

43F76. Hazardous materials inventones ( - - - ). Lists of 
hazardous materials used in support of GSA 
activities or operations. Included are material safety 
data sheets for separate materials. 

AUTHORIZED DISPOSITION 

Cut off at the end of fiscal year; destroy 3 
years later. 

Destroy when superseded or obsolete. 

Destroy wbeo superseded or absalete. 

Cut off at the end of fiscal year; destroy 3 
years later. 

Cut off at the end of fiscal year while 
current inventones and data sheets are m use 
or storage. Hold for 2 years and destroy 
when obsolete. 
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RECORD 
SYMBOL DESCRIPTION OF RECORDS 

43F77- Reserved. 
43F79. 

43F80. Design review records ( - - -). Documents 
accumulated in reviewing plans, drawings, specifica­
tions, layouts, purchase requisitions, etc., in support 
of identifying unsafe or unhealthy conditions of 
workplaces, equipment or supphes and potential 
safety or fire hazards. 

43F81- Reserved. 
43F84. 

43F85. WITHDRAWN BY CHGE 

43F86- Reserved. 
43F89. 

43F90. Indoor air quality and radon program records ( - -)
Documents relatmg to indoor arr quality and radon. 

43F9 1- Reserved. 
43F94 

43F95. Hazardous waste program records( - -). Documents 
accumulated in support of the hazardous waste 
program. 

43F96. Asbestos program records (- - -). Documents 
accumulated in support of the asbestos program. 
Documenting asbestos usage, exposure and related 
records. Excludmg circulars. 

OAD P 1820.2 CHGE 

AUTHORIZED DISPOSITION 

Cut off at the end of fiscal year; destroy 3 
years later. 

Cut off records relating to inactt ve radon 
and inter air quality issues at the end of 
fiscal year. Hold for 2 years and rettre to 
FRC. Destroy when J years old. 

'J.D 

Cut off records at end of fiscal year. Hold 
for 2 years and retire to FRC. Destroy
when 5 years old. 

Cut off at the end of fiscal year; hold 3 years 
and retrre to FRC. Destroy when 20 years 
old. 

NOTE: The Attorney General and the 
Director, Office of Management and 
Budget (0MB), have drrected all agencies to 
retain and preserve all asbestos-related 
records. [Authorizations for disposing of 
as-asbestos-related records are suspended:
every organizational element of GSA must 
retain all charge records for each element ] 
The Office of General Counsel in GSA can 
help records custodians decide 1f parttcular 
records or record groups fall under these 
retention reqmrements. 
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RECORD 
SYMBOL DESCRIPTION OF RECORDS 

43F97. Polychlorinated Bmhenyls - PCB program records 
( - - -). Documents accumulated in support of the 
PCB program. 

43F98. Drinking water quahty records ( - - - ). Records 
associated with the quahty and standards of drinking 
water. 

a. Bactenal records. 

b. Chemical records. 

c. Sanitary survey reports. 

43F99. Underground storage tanks ( - - -). Records 
associated with underground storage tanks 

(Date signed) 

AUTHORIZED DISPOSITION 

Cut off following the close of the project; 
hold � years and retire to FRC. Destroy
when � years old. 

Cut off at the end of fiscal year; hold 5 years 
and destroy. 

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

Cut off at the end of fiscal year; hold IO 
years and destroy. 

Cut off records upon closure of tank ; hold ;i.. 
years and retire to FRC. Destroy when i:!:Q 
years old. 
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This appendix describes and gives maintenance and disposition mstruct1ons for records documenting the repair and 
alterauon (R & A) program. The program provides for the repaui.ng, improving, altering, remodehng, converting. 
extending, and eqmpping of Government-owned and -leased space. The records are created as a result of 
responsibilities set forth in the GSA Organ1zauon Manual (OHR P 5440.s1) and pursuant to the provisions of orders 
and handbooks in the 6800 subject classificauon senes. They are accumulated by the Repair and Alteration 
D1V1sion, PBS, regional counterparts; and offices of PBS district managers. Records accumulated by other office of 
R & A projects are described in ch. 42. 

RECORD 
SYMBOL DESCRIPTION OF RECORD AUTHORIZED DISPOSITION 

43Gl .  Reserved. 

43G2. R&A build.mg records ( - - - ). Case-type records 
established for each Government-owned or -operated
building in the region. Records include but are not 
hm1ted to name change recommendations; new build­
ing evaluations; preoccupancy brochures and 
background papers thereto; prospectuses; layouts; 
comments on plans; seal, plaque, and memorial 
installation approvals or disapprovals; tenant 
noncompliance reports; inspection reports not inclu­
ded in the inspection binder or described elsewhere; 
permit, license, and easement requests and 
recommendations; and related records permit, license 
and easement requests and recommendations; and 
related records. Excluded are records described 
specifically elsewhere in this handbook. 

a. Central Office. 

b-. Other office� 

43G3- Reserved. 
43G9. 

41.G 10. Prospectus pr01ect records {NN-171-42). Documents 
--�:c.ulll.lll!;lated in proposing, jusufying, estimating 

costs of, rev1e , vin or disapproVJng. and 
monitoring prospectus projects. 
proposals, justifications, preliminary cost esumates,--- -----------
field inspection reports, prospectuses, clearances, � 
committee recommendations, project revisions, 
approvals, notifications of congressional actions, 
project schedules, and related records. 

43Gll- Reserved. 
43G14 

Cut off end of fiscal year; destroy 2 years 
aftu cnteff. 

Withdraw and include in the 43G2 R&A 
program records when prospectus project 
approved or disapproved. 

Appendix 43-G. Repair and Alteration Program Records 
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documents. 

a Central Office. Place in inactive file when project 1s 
lled or completed, hold 2 years and 

O �orsretire to . Desboy 8 yea.t'sl:rter. �:t:7' 
b. Other offices. lling or 

RECORD 
SYMBOL DESCRIPTION OF RECORDS 

43 R&A ro ram records -171-42 . Documents 
accum , · · shin , approving, justifying, 
and defending the annual pro 
Included are documents reflecting target amounts, 
lists of work rn the bmlding evaluation reports, list 
support m budget requests, R&A operating 
schedules, and related records. 

43G16- Reserved 
43G19. 

43G20. R&A program status reports ( - - - ). Computer
printout summary reports reflecting the monthly and 
year-end financial status of the R&A appropriation 
by building. 

a. Monthly reports. 

b. Year-end report 

43G21. Reimbursable work authorizations ( - - - ).
Documents accumulated related to reimbursable 
work authorizations, to authorize use of agency funds 
for work requested by the agency. Included are work 
authorization requests and related records. 

43G22- Reserved 
43G29. 

Al "1- I � t-'-1;:J. 
R&A Pro1ect Recordso(---) Case files documenting
actions taken on R and A projects from start to finish. 

eluded are project requests, Budget Activity 
Au lions (IBAA), GSA Fonn 3286, completed 
prospectus ct files, project authorizations and 
comments, precons · on conferences minutes, pre-
market meeting minutes, c orders, and related 

AlITHORIZED DISPOSITION 

Cut off annually; destroy 5 years later. 

Destroy 2 months later. 

Cut off at end of fiscal year; destroy when 2 
years old. 

Forward to Region 3 for salvage when no 
Iunge1 ueedcd 

Place in mactive files when cancelled or 
completed. Hold 3 years and retire to FRC. 
Destroy-3--yeatS lath. -.,kt...._ i ro J.)�-- s-
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(Date signed) 

RECORD 
SYMBOL DESCRIPTION OF RECORDS 

43G31- Reserved. 
43G34 

fJIJ • ,-::r , .. � 
43G35. =���==-==->__ -..,_) s Copies of drawmgs and 

es, distribution, and 

. Repair and Alterat10n - - -
an o ted Tracking System 
(RACATS). Included are mont y
inventory-active and design, construction reports, 
history, canceled in design, and canceled in 
construction. 

43G37- Reserved. 
43G49 

43G50 National Register files {NN-171-42). Documents 
to the National Register of buildings, 

structures, an istorical or cultural ·importance. Included are copies o e ister) of R&A proposals involving 
Register with changes, lists of regional buildings in 
the register, and related records. 

., � - ,� , • .+?-
43 Building evaluation report records ( - - ).

DOt;l,WlJ..lalnts that reflect the requirements for, status 
of, and other · ion about, project for repair and · alteration, demolition o and operation 
and R&A responsibility to another age , ·ded 
infonnation on the disposition has been entered into 
RACATS system. Included are maps, photographs, 
floor plans, occupancy pennits, retention and 
disposal recommendations, description reports, repair 
and alteration work inventones, building equipment 
obsolete data, occupancy report, copies of inspection 
reports, and related records. 

43G52- Reserved. 
43G54. 

OAD P 1820.2 CHGE 

AUTHORIZED DISPOSITION 

completing the project Destroy 3 years 
later. 

Destroy when new drawing is issued or 
when project is completed, whichever is 

Destroy I month later due to constant 
update. 

Destroy when superseded or obsolete. 

NOTE: Clearances (supplementing the 

prope al importance file in 
43G2 . 

Destroy individual documents when 
superseded or obsolete. Destroy the enure 
record on sale, donation, or demolition of 
the building and operation and R&A 
responsibility to another agency, provided 

--i.n,nrmation on the disposition has been 
entere ��-...__TS system. 
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RECORD 
SYMBOL DESCRIPTION OF RECORDS AITTHORIZED DISPOSITION 

43G55. Plan review records �-1�-'8). Documents 
created in reviewing and commenting on plans for, 
layouts of, or proposed changes to, buildings and 
grounds, including parking areas. 

Cut off at the end of the calendar year;
destroy 2 years later. 
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