
   

       
 
 

 
 
 

       
 
 
 

 

 

   
 
 

        
   

 
 
 

 
 
 

         
      

   
    

      
      

      
       

     
  

  
   

   

     
   

  
   

 
 
 
 
 
 
 
 
 
 

 

INACTIVE - ALL ITEMS SUPERSEDED OR OBSOLETE 

Schedule Number: N1-269-89-002 

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superseded by newer NARA approved records schedules.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authorities on this schedule were superseded by this body of disposition authorities.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INACTIVE - ALL ITEMS SUPERSEDED OR OBSOLETE 
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2. MAJOR SUBDIVISION 

3. MINOR SUBDIVISION 

115-109 

\"__ _ -�_.,,,. .. 
:..:. . 

- .••; ·�:  
UAVE8LANKR�QUEST FOR RECORDS DISPOSITION AUTHORITY 

(S. /llltnN:tion, OIi .. ,.) 

' GENERAL SERVICU ADMINISTRATION 
NATIONAL ARCHIVII AlfO RECORDS SERVICE. WASHINGTON. DC 20408 

1. RO (�ncy ore•la 

• __�c=..-Allninistr�GeneraJ.���=Se;rv1.Cell��• _• __a tJ.'on_ ___________� In accordance with the provisions of 44 U.S.C . 3303e 
the disposal request, including amendments, is approved

_ 

· ,
�Of�f�i�ce��of� �.Adm:ini.str�=• ::.==-:a:��=-

Infomation O:>llection Mana 

e,ccept for items that may be marked "disPOSition 
or "withdrawn" in column 10. If no records 

not
t=J.=o::::n:.:.._________________--1 approved"

are proposed d" I, the signature of the Archivist is 
not required. l:: 

t Bran::h / ,,__ 

Maury Gruniy 535-7983 

6. CERTIFICATE OF AGENC RE R SENTATIVE 

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 30 page(s) are not now needed for the business of this 
agency or will not be needed after the retention periods specified; and that written concurrence from the General 
Accounting Office, if required under the provisions of Title 8 of the GAO Manual for Guidance of Federal Agencies, is 
attached. 

A. GAO concurrence: D is attached; or Ix] is unnecessary. 
B.DATE D. TITLE 

Chief, Info. C.Oll • .M:Jnt. Branch & 

9. GRSOR 10. ACTION7. SUPERSEDED TAKEN8. DESCRIPTION OF ITEM
ITEM 

JOB (NARSUSE(Wltll l11cl1111,.,_ Date, or ReC.11tto11 PttrlodaJ 
NO. CITATION ONLY} 

RPXXRt6 <nM:N '10 M:Sl' CFFIQS 

Record descriptions am requested di9EX>sitian authorizations NN-168-13 
are contained in the attached prqJOsed chapter to the HB, NCl-269-8 2 
GSA Pecords Maintenarx:e am DiS{X)sition System ((W) P 1820.2). NCl.-269-8 -5 

Nl-269-86 1 

STANDARD FORM 115 (REV. 8-83)NSN 7540-00-634--4() 
Prescribed by GSA 

FPMR (41 CFR) 101·11.4 
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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 revised pages to ch. 9 of the 
HB, GSA Records Maintenance and Disposition System. 

2. Explanation of changes. Ch. 9, Records Common to Most 
Offices, is revised to expand coverage of administrative and 
common program records, including records pertaining to the 
Freedom of Information and Privacy Acts in the new appendix 9-E. 

3. Instructions. Remove ch. 9 and insert the attached new 
ch. 9. 

PAUL T. WEISS 
Associate Administrator 
for Administration 

Central Office 

200 copies to CAIR for reserve stock. 

Regional Offices 

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

Office Copies Office Copies
Region 2 . . . . . . . . 100 Region 7 . . . . . . . . . 100 
Region 3 . . . . . . . . 75 Region 9 100. . . . . . . . . 
Region 4 

_Region 5 
Region w 

15 
. . . . . . . . . . . . . . . . . . . . . . . . .  75 NARA/NI RC . . . . . . . . 

75Region 6 . . . . . . . .  
Figure 1. Supplemental distribution, 

Distribution: A; B; F; G; H; plus figure 1 Attachment 
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CHI\PTER 9. RECORDS COHHON TO HOST orrICBS 

1. General. Thia chapter provides documentation, m•inten11nce, 11nd dlRpoRltlon
Instructions for record• coffllllon to moat offices. The records covered by this Rched­
ule are accumulated as the result of routine Internal adminlstr11tive (houReke-.plngJ
activities, function• common to most program areas, and documents requiring signature 
or concurrence at higher levelR than the 11ctlon office (signatory recordRJ. The 
records accumul11t-.d In app. 9-E are accumulated 118 the result of 11n oCflcd's lnvotv�­-.dment in the FOIi\ and Pl\ programs within GSI\. This Rchedule also cov�rs certain types
of record• created in electronic form. The Instruction■ are contained ln1 

a. l\ppendh 9-1\. Hall and rile Controls 

b. l\ppendix 9-8. Office l\dminlstratlve Record• 

c. l\ppendh 9-C. Program l\dmlnlstratlon Records 

d. l\ppendh 9-o. Signatory or Supervisory Official'• 
Record■ 

e. l\ppendl x 9-B. Freedom of Information l\ct (FOIi\)
Privacy Act (PA) Program Record■ 

and 

2. Hicrofilmin� records. The records deRcribed In this chapter may be converted to 
microfilm and t e original paper records destroyed provided that the req1Jlrements and 
st11nd11rds of the HR, GSI\ Hicrographlc• Hanage•ent Progra• (OAO P 1882.\J, cha. 3-1,
3-3, 4-3, and 4-4 are met. 

3. Electronic records. The records described in this chapter are eligible for 
disposal In both hard copy and electronic for•. 

1 and 2 
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Thls appendix describes records created ln controlling mall and files. 

l\ppendlx 9-1\. HRll Rnd rile Controls 
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91\2 . -91\4. 

91\5. 

91\6.-91\9. 

91\U. 

• 

DESCRIPTION or RECORD 

Records plan (NCl-269-81-2). 
m-fltst tile Item In 8 
records Rt11 tlon. OSI\ For• 
29J9, RecordR Halnten11nce 
Plan, llst11 all progr3m 11nd 
non-progr11m records m11lntalned 
by an office. Included on the 
form Are record symbols, de­
Rr.rlptlons of records, and 
cutoff and dlsposltlon dates. 

files. Documents 
11� "r-3rr�d -r-rn---c-'T-ronnloglc11 l 

ort1er II remlnr1ttr th11 t 11n 
11 ctlon I req11lred on II given
d11te or t t a  reply to 11ctlon 
l11 expecte and, lf not re­
ceived, sho d be tr11ced on a 
given date. ecord symbol11 
are not req11lr on suwpense
file folder11, d wer labels, 
or on papers lncl ed ln sus­
pense flle11. Susp se flle 
folders are usu8lly umbered l 
to 311 one for e11ch y of 
the month. OfflceR hA ng a 
11mall volume of su11pend.
material may need only tw 
folders numbered 1-15 and 
31. Examples of p11pers nor 
mally Included ln a suspense
flle area 

a, I\ note or other reminder 
to take action (GRS 2J/6a)d. 

b. The flle copy or 11n extra 
copy of an outgoing communlca­
tlon, filed by the d8te on 
which a reply ls expected.
This Includes copies of commu­
nlc11 tlons control recorrJ11 when 
uRed as suspense controls (GRS
2J/6b) . 

(1) suapenRe copy ls an 
extra copy. 

(2) suspense copy l11 the 
file copy or a communications 
control record. 

Reserved. 

Transitory Files (GRS 23/7). 
Documents of short-term Inter­
est th11t have no documentary 
or evldentlal value and 

l\ppf!ndlx 9-1\ 

3 

• 

ol\o P 1e21.2 cno,; 

AUTHORIZED DISPOSITION 

Cut off with related rer.ord11. 
Destroy when 1111 rel11t-.d 
records are deRtroyed or re­
tired. 

Destroy after taking action. 

Wlthdr11w documentR when reply
ls sent or received. 

Destroy l 

Incorporate
fl les. 

Ids 
earlier deRtructlnn 111 11tho­
rlsed lf no longer neede 



O1\D P 1821.2 

91\l\.d-
91\ 14. 

91\ 15. 

91\16.-
91\19. 

91\21. 

• 

CIIGI!: 

DESCRIPTION OF RECORU 

normally need nnt he kept more 
than 91 dayR. r.x8mples of 
tranRitory correspondence are 
Rhown below. 

a. Rnutine requeRts for 
inform8tion or publications
and copies of replie11 that 
require no administrRtlve 
action, no pnlicy deciRlon,

nd no Rpecial r.ompil3tlon or 
r earch for reply. 

rigin8tlng office's 
of latter11 of 
ttAl th�t do nnt add 

any in rmation to th8t 
containe ln the tran11mitted 
material, nd receiving
office's c y If filed 
sepRrately transmitted 
material. 

c. Qu8si-offlc
including memora 
record11 that dodn 
the bRRis of nfflc 1 Rctlnn11, 
1111ch RII noticP.11 of h lidays or 
chRrlty and welhre f d 
appeals, bond campaign
similar records. 

Reserved. 

Tracking_and control records 
(GRS23/![. Logs, registers,
and other records In h�rd copy
or electronic form uRed to 
control or document the status 
of corre11pondence, reports or 
other records. 

Reserved. 

rinding aids/indexes (GRS
23/9), Indexes, 1iR£ii;---regis­
tArs, and other finding aids 
in hard copy or electronic 
form used only to provide
8Cce11s to records authorized 
for destruction by thl11 hand­
book. Excluded Rte records 
containing abRtract11 or other 
inform�tion that can be URP.d 
a11 an information source apart
from the related record11. 

Appendix 9-1\ 

• 

I\UTIIORizgU DISPOSITION 

Destroy when no longer needed. 

oy or d1tlP.tl! with th@
d records or when no 

needed. 

4 
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The records in thh appendix rel..11te to ad111ini11tr11tlve and op.,r11tion.11l functlon11 
within an office,e "'" distinguished from records related to the p4rfor111ance of 111i11sinn 
or program functions that are described in succeeding ch11pters and appendi11e11 nf this 
h11ndbook. Office 11dministr.11tive records (11) .11ccumul11te a11 11 result of rnutin� proce­
dures that are part of nor11111l hou11ekeeping oper11tion11 in any offices (b) relRte to 
the acqui11itlon And u11e of supplie11, 11ervice11, or adminlstr11tlve support frn111 the 
office rnspon11ible for providing them, and (c) provlde a 11ource of gnn.,r11l And tech­
nir.111 referenc., materlal for u11e within the office. Office ad111lnl11tr.11tlve rr.r.nrds 
.11re normally accumulated by lndlvldu.11ls handling admlnl11tr11tlve m.11tters fnr the 
office. NOTP.1 Records pertaining to the Preedo• of lnfor .. tlon and Prl•acy l\cts are 
now filed under 11pp. 9-B. 

l\ppendix 9-0. offlce l\d111inlstratlve Records 



RRCORI> 
SYHDO� 

982 .-984. 

985. 

986.-989. 

9819. 

90\\, -
9814. 

• 

DESCRIPTION or RECORD 

Office adminlstratlon records 
�-.?6f:;1C ·.2..) • These 11tP. of 

our typest (1) Documents 
crP.�tP.d in prepftring office 
procedures or inAtrttctionn 
thAt apply to internRl admin­
istrative practices and opera­
tional details within the 
preparing offlceJ (2) Docu­
ments showing hours of duty
and indlvidual temporary du­
tles; (3) Documents showing

legation of authority, such 
those llstlng exiatlng 

de gationa and papers autho-
rl�l lndivldual delegatlona,
but e luding those relating 
to del atlons found ln GSI\ 
directl BJ and (4) Documents 
used ln o entatlons and 
brleflnga ven to vlAitors 
and newly a. lgned personnel 
such as photo rapha, transpar­
encldP.11, coples f handouts,
and related rec ds. 

Reserved. 

Campaigns (GRS 23/1). 
ments reflecting offic 
ti�lpatlon ln such mfttt 
blood donation programs, av­
ings hond drlve11, fund sol cl­
tatlona, and similar matter 

Reserved. 

Office financlal records (GRS
2�/1). Documents relating to 
t e partlclpation of offlcea 
in matters concP.rnlng the 
exrendlture of funds used ln 
performing program functions 
of the office. Included are 
trRvel cost estlmatea and 
notices of availability of 
funds; receipts for, and other 
documP.nta regarding the dis­
trlhut Ion of chttcks nn•l sav­
ings bonds; and relnted 
records. 

Reserved. 

• 

01\D P 1821.2 CtlGi 

I\UTIIORlZED DISPOSITION 

Destroy when sttp1trRec1ecJ or 
obsolete. 

Cut off annually; destroy wh�n 
2 year11 old, Rftrller destruc­
tion ls authorized If no long­
er needed. 

cut off annually; de11trr,y when 
2 years old. Rarller destr11�­
tlon ls authorized lf no long­
er needed. 

l\ppP.ndlx 9-8 

l 
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RF.CORD 
SYHBOI:. 

9816 .-

9B19. 

9821.-

9B24. 

DESCRIPTION OF RECORD 

a. Office general
Information man!iement 
(GRSZ j/[) • l>oc11iii-.ntii MI II t-.d 
to ftn ollfce's lnvolvemP.nt in 
forms, directives, records,

d reports m11nagement actlvi­
s. Included 11re reports,

cor spondence, 11nd rel a te,1 
recor Bxcluded are record• 
relate to the inlt.l11tion,
m�nageme t, or dlspoAltlon (of
RtocksJ o a sper.iflc form,
directive, report. These 
are maintaine as specified in 
ch. 11. 

b. 

(1) Rasic documentat 
of records description 11nd 
disposition programs, includ­
ing SF 115, Request for 
Records Disposition l\uthority1 
SF 135, Records Transmitt11l 
and Recelptr SF 259, Request
to Transfer, l\pproval, and 
Receipt of Records to Nation11l 
l\rchives of the United 8t11tes1 
NI\ Form 1311, Notice of Intent 
to Destroy Recordsr NI\ Form 
1391, l\gency Review for Con­
tingent Disposalr NI\ Form 
13116, Notice of l\ccesaion 
Lnc11tlon Ch11nge; nnd related 
documentation (GRR 16/2aJ. 

(2) Routine correspondence
and memoranda (GRS 16/2b). 

Reserved. 

Reserved. 

l\ppendlx 9-B 

4 

AUTHORIZED DISPOSITION 

cut off annually; d�Atroy wh-.n 
2 years old. P:11rller <l<!Atrur.­
tlon IR 11uthorl�ed If no long­
er needed. 

Destroy when rP.lated rer.orrh1 
are destroyed or trftns[errP.d
to the National l\rchives, or 
when no longer needed for 
administrative or reference 
purposes. 

Destroy when ,�nger needed 
for reference. 
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,I 

DESCRIPTION OF RECORD 

Office �nnel records. 
ThP.!i'erecoiil11 conRl11t of the 
categories described belows 

a. Office ersonnel admlnls­
trat on GRS 23 [. Documents 
accumu ate y operating offl­
clal11 ln 11dmlnl11terlng per11on­
nel matters for or 11bout em­
ployees in 11n office. Includ­
ed are documents accounting

or office personnel and ln 
ntrolllng office vlsltors, 

c lea of attendance and over­
tlm reports other than thoRe 
m11ln lned by time and atten­
dance lerks, notifications 
and 1 1  s of employees to 
receive ovP.rnment mll!dlc11l 
services, notlce11 about em­
ployee ath tic events,
unions, and lmllar records. 

b. 

(l) P:mploye
cards, such 11s SF 
outRlde personnel
l/6). 

(2) Employee record c rd• 
URed ln consldP.rlng po11ltlo 
changes for employees separ11 
ed for military service (NCl-
269-81-5). 

c. Supervisor'• personnel 
recoriJa and duplicate OPF 
documentation. 

(1) Su ervlsor'a person­
nel recor a GRS 1 18a • 
Correapon ence, orm11, and 
other records relating to 
po11ltlons, authorlg11tlona,
pending actions, copies of 
posltlon deacrlptlons, re­
questR for personnel 11ctlon,
and records on lndlvldu11lR 
duplicated In or not appropri­
ate for the OPF. 

(2) Statements of eme!.2l'.=. 
ment and financial interest• 
(GRS ld24b). GSI\ Form11 2157 
and 21,8 and related records,
lncludlng confldentlal 

5 

• 

01\0 P 18211.2 CIIGB 

l\UTIIORIZBD DlSPOSlTlON 

Cut off annually: de11troy when 
2 years old. P!arller dll!struc­
tlon ls 11uthorlzed lf no long­
er needed. 

Destroy when employee le11veR 
the agency. 

NOTP:1 Record cards for em­
ployees tran11ferred within GHI\ 
will be forwarded to the gain­
ing office. 

Return to 9825h(l) on fulflll­
ment of restoration obllg11tlon
or destroy on termlnntlon of 
rP.Rtor11tlon obllg11tlon, as 
applicable. 

RP.view 11nnu11lly 11nd destroy
,perseded or ob11oll'!te ,locu-

t11, or destroy n\l d�cu-
me "drelating to an Individu­
al e loyee within l year
after separation or tr11nsfer. 

ye11r11 old,
mP.ntA neP.ded 

ln an on-going l ve11tlg11tlon
will be retained tll no 
longer needed ln t 
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OAD P 18211.2 CIIGB 

DESCRIPTION or RECORD 

statements flled under Bxecu­
tlve Order 11222 . 

(3) Duplicate documentation 
\GRS 1/IBb�. Other cople11 of 
«ocumentso upllcated ln OPF'11 
not provlded for elsewhere In 
thla schedule. 

d. Notifications of persinnel 
tlons. SF 511, document ng 

v UAl personnel actlons 
su a11 employment, promo­
tlono, tr11nsfers, or sep11ra­
tlons excluding the copy ln 
the OP 

hronol�glcal file 
copies, In ludlng fact sheet• 
(GRS l/14a) 

(2) copies (GRS
l/14b). 

e. Em lo ee 
1/29 ). Correspon
randa, report• and o her 
records relatlng toote avall­
ablllty of, 11nd employ p11r­
tlclpatlon ln, tralnlng ro­
grams aponaored by Gover ent 
agencies or other organlza
tlons. 

f. Employee travel. Records 
relating to relmburslng lndlv­
lduals, such a11 travel orders, 
per dlem vouchers, transpor­
tatlon re�uests, hotel reser­
vatlons, and all supportlng
documents relAtlnq to o(flclal
tr11vel by offlcers, employees,
dependents, or others autho­
rlzed by law to trAvel. Rx­
eluded are "p11yment" coples
accumulated by fln11nce 11ctlvl­
tles. Rst11bllsh cnse fllos 
for travelers lf volume war­
rants. 

(1) Trnvel Ad•lllnlstratlve 
office records (GRS �/la). 

(2) Obllgatlon coples
(GRS 9/3b). 

• • "1 ·Appendlx·9-B' 

I • ••• I ,I , '  

I\UTIIORIHD DISPOSITION 

lnvestlgatlon. 

Deatroy when 6 years old. 

Destroy when 2 yeArs old. 

Deatroy when 1 year old. 

Destroy when 5 ye11rs old or 
when superseded or obsolete,
whichever occurs first. 

NOT!s Referenr.e copl-.11 of 
pamphlets, notlr.es, c11t11loq11
and other documents th11t pro­
vide lnformatlon on courses or 
programs offered by GovP.rnment 
agencles or other organl�11-
tlons, Are nonrecord lnformA­
tlon and may be destroyed when 
superseded or obsolete. 

Destroy when old. 

Destroy when 
gated. 
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RECORD 
SYHBOL DESCRIPTION or RECORD 

g. Interview records (GRS
l/8t. Correspondence, reports
�other records relating to 
employee Interviews. 

standards of conduct GRS 
27 • Corre"pon ence, memo­

r a, and other records re­
lat ng to codes of ethics and 
atan ards of conduct. 

I. and attendance. 
Recor s ccumu ated by time 
and atten ance clerkR con­
slRtlng of GRA Porm 871,
Annual AttP. ance RecordJ SP 
71, Appllcat n for Leave, or 
e�ulvalent An aupportlng
records; Porm J 75, Time and 
Attendance Recor GSA Form T-
98A, Dally Plexlt e Regl"terJ 
copies of overtime eports,
and comparable docu nts u"ed 
to verify payroll prl touts 
and manage employee l e  Ye. 
NOTE: Records accumuls d by
the National Payroll Cent r 
are covered In ch. 16 ofdt ls 
handbook. 

(1) Leave application 
file. 

(a) If tlm@card (GSA
rorm 3575) has been lnltl11led 
by employee (GRS 2/8a)d. 

(b) If tlmecard (GSA
Form 3575) has not been Ini­
tialed by employee (GRS 2/8b)d. 

(2) Time and Attendance 
Report riles. 

(a) Coples of GSA 
Form 3575, Time and Attendance 
Record (GRS 2/Jad(2)d) .  

(b) Plexltlme Atten­
dance Record" (GRS 2/ 3b) . GSA 
rorm T-9AI, nally Plexltlme 
R�gl"ter:, and related docu­
ments, such as "lgn-ln/slgn­
out sheetR and work reports,
used for time accounting under 
flexitime systems. 

(J) Other records ( 
---- _._) . (r/lS :).3 .. , 

Append Ix 9-B 

7 

• 

OAD P 18 21. 2 CIIGP: 

AUTHORI HD DIS POS IT I ON 

Destroy� month" after tr�ns­
fer or separation of employee. 

De"troy when superseded or 
obsolete. 

Destroy at end of applicable 
pay period. 

estr:oy SP 71, Appllc�tlon for 
ave, after GAO audit or when 

ear:s old, whichever: ls 

the end 

ne11l:r:oy sft-.r: am111: or. 
when 3 years ol whichever 
occurs first. 

Cut off annually,
2 year:a old. 
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DBSCRIPTION or RECORD AUTHORIZID DISPOSITION 

WITIIDRMfN OY CHGE 
(Ilea app. 9-E) 

9827.- Reserved. 
9829. 

9831. Readlng flles �GRS 23l�t. C11t off In 6-month hlor.ksJ 
r.xtra copies o outgofng com­ destroy when 6 months old. 
munlcatlons (arranged chrono­ Earller dlapoaal la autho­
logically) which are mnln­ r lsed. 
tnlnPd for revlew by Rtaff 

mbers. 

9831. Tee nlcal and reference mate- Destroy when no longer needed 
ila NC - 69-81-2 • P\leR for reference. 
conii t ng o cop es of ,111:ec­
tlves, ncludlng reference 
blnders, and other materlal 
lssued b any element of GSA,
other Gov nment agencle11, and 
nongovernme tal organlzatlons,
that are mal talned by an 
offlce for re rence purposes.
Included are l tructlona\ 
letterR, meRaag , or other 
documents provld g lnstruc­
tlons ln advance o offlclal 
d l rectl ves. 

9B32.- WITHDRAWN BY CHGE 
9B33 • (See app. 9-E) 

9B34. Word processln� files. aft Delete when no longer needed 
documents, sue as letters to create a hard copy.
messageR, memoranda, report ,
handbooks, dlrectlvea, and 
manuals, recorded on electron 
le medla (Ruch as hard disks 
or floppy dlaketteR) that la 
used to produce a hard copy
malntalned ln organlsed flle■ 
(GRS 23/2a) . 

9835. Offlce aecurlty and aafet�. 
Records accumuiiitfni(roiii
measures taken by offlces to 
protect c\aaslfled lnformatlon 
from unauthorlzed dlsclosurei 
from measures taken to protect
facllltles from unauthorlsed 
entry, sabotage, or lossi and 
from the formulatlon and lm­
plementatlon of plans, Rllch as 
evacuatlon plans, for protec­
tlon of llfe and property
during emergency condltlona. 
HOTEi Thla category does not 
cover records documentlng
pollclea and procedures accu­
mulated ln offlce■ havlng 

·• · · · · · Append h 9-B 
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RF.CORD 
SYHBOI:. 

·' 

DESCRIPTION or RSCORD 

gencywide responsihilitieR 
r security and protective

Re vices programs. Such 
rec rds are scheduled in ch. 
46 o this handbook. 

ad-

b. Securit NCl-
269-81-2). Documen s related 
to systems to ensure compli­
ance with security re lations 
by personnel, such as system
requiring employees to riod­
ically read security dir 
tives and certify that the 
dlrectives are understood. 
Excluded are copies of emplo
ee security acknowledgments i 
the individual personnel file. 

c. Document recei t recordss
fGRS 18/f> •  Recor s document-
ng the ssuance And receipt

of classified documents. 

d. Destruction certification 
records (GRS l8/ll• Certffr­
cates, such as GSA Form 1237,
Classified Document Account­
ability Record, relating to 
the destruction of classified 
documents. 

e. Classified document inven­
tory records (GRS 18/4\• 
Forms, ledgers, or reg sters 
used to show identity, inter­
nal routing, And final dispo­
sitlon made of classifled 
documents, but excluding clas­
sified document receipts,
destruction certificates and 
documents relating to Top
Secret material covered in 
9B35f. 

O1\D P 1821.2 CIIOB 

AUTIIORIZBD DISPOSITION 

Destroy when 2 years old. 

Destroy when 1 year nld or 
after next applicatinn nf the 
system, whichever occurs 
Urat. 

Destroy when 2 years old. 

estroy when 2 years old. 

Appendh 9-B 

9 
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O1\D P 1821.2 CIIGB 

RF.CORD 
SYHBOl, DESCRIPTION OF RECORD I\UTIIORUED DISPOSITION 

To Secret accounting andytto tecotds. 

\) ReglRter.■ malntnlnP.d OeRtroy 5 yenrR nfter �nc�-
nt co trol polntR to lndlcnte , mentR Rhnwn on fnrms nr.e down­
accoun ablllty for Top Secret grnded, transferred, or de­
documen •• reflecting the stroyed.
receipt, dispatch, or destruc­
tion ofot document■ (GRS
18/Sa). 

nccompanylng Destroy when rell!ltP.r1 document 
sure continuing l• downgrnded, transferred, or 

nnme■ of destroyed.
the docu­

routlng,
(GRS 

Destroy 2 yeRr■ nfter authori­
sation expires. 

DeRtroy when ■uperRed�d hy a 
new form or 11st, or when 
conntalner 111 returned. 

i. Personal properti
accountabliITy. RecordR re­
lating to accountability for 
per11onnl property lost or 
stolen. 

(1) Ledger records (GRS years after flnnl 
18/lSa). 

(2) Reports, lo11R Rtate­ Destroy l year old. 
ment11, receipts nnd other 
documents relating to lost and 
found atticle11 (GRS 18/lSb). 

j. Key accountablllty. 
RecoiiJ11 relntlng to account­
ability for keys l1111ued. 

(1) For arena under maxi­ Destroy 3 
mum security (GRS 18/l6a). of key. 

(2) For other areas (GRS Destroy 6 months after 
l8/l6b) • of key. 

••· · • Appendix· 9-B• 
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RP.CORD 
SYHBOL 

9A36.-
9B39. 

9841. 

DESCRIPTION or RECORD 

• Visitor control. Regls-
t rs or logs used to record 
na es of contractors, BP.rvlce 
per onnel, visitors, employees
adml ted to areas, and reports 
on au omoblles and passengers. 

areas under maxl­
mum (GRS 18/1 7a) • 

(2)
18/l 7b)d. 

1. 

m. Emedg!ncy o eratlo teat■ 
(GRS 18228). Record• a um­
ul11tlng from tests condu P.d 
under agency emergency pl
such 1u1 Instructions to me 
bers p11rtlclpatlng In test■,
st11fflng assignments, mes­
s11ges, tests of com11mnlc11t Ion 
and f11cllltles, and reports
excluding consolidated and 
comprehensive reports. 

Reserved. 

Service and au�. These 
records conslstol the records 
described belows 

a. General service and su�e.!� 
(GRS23/l. oncumen€s refatea 
to the 11cqulsltlon, m11lnten­
ance, utllla11tlon, and control 
of office equipment, supplies,
utilities, 11nd space, and 
documents related to telec0111-
munlcatlons, tranAportatlon,
printing, publlcAtlon, custo­
dial, and Qther services. 
Included are requisitions for 
equipment, 1mppllP.A, and 11er­
vlces1 communlc11tlons ahout 
the requlsltlons or servlc-.•1 
and related recordtt. Excluded 
are offlcl11l purchAse order 
and contract records described 
ln ch. 19 and other chapters
of this handbook. 

Appendix 9-B 
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OAD P 18 21. 2 CIIGPl 

AUTHORIZED DISPOSITION 

Destroy 5 ye11rs after fln11l 
entry or 5 years 11fter d11te of 
document, as appropriate. 

Destroy 2 ye1trs after fln1tl 
entry or 2 years after date of 
document, as appropriate. 

Destroy when superseded or 
obsolete. 

De■troy when 3 years old. 

Cut nff 11nn\11tlly1 d�11trny wh,.n
2 ye rs old. E11rller destr"�­
tlon s 1t�thorlaed lf no long­
er nee ed. 
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Rl'.!CORD 

SIHBOL DESCRIPTION OF RECORD 
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d. Hotor vehicle oeeratlon 
(GRS 11/7). Records re1Atlng
to Individual employee opera­
tion of Government-owned vehi­
cles, Including driver teste,
authorization to use, safe­
driving awarde, and related 
correspondence. 

,, . .  . 

l\UTIIORIZID DISPOSITION 

Place In lnActlve (Ile when 
equipment 18 removed from 
office'• control. cut orf 
Inactive file 8nnua\lyJ de­
etroy when 2 year8 old, r.ar­
ller d�•tructlnn 18 authorized 
If no longer needed. 

cut off annuallyJ de•troy when 
2 year• old, Earlier destruc,

ls Authorized If no long-
Ided. 

Deetroy 3 yea after •epAra- ! 
tlon of employee l y1tar• I 
after canceletlon o uthorl­
zatlon to operate Gover nt- ;
owned vehicle, whichever o 
cur■ flret. 

• I 11 , • •  , ·l\ppendl11·9-8·' 
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The records In this appendix are common to most programs and, therefore, are accumu­
lated by most offices. The majority of thean recorda are normally cre•tad aa a 
result of taking certain admlnlatratlve ar.tlnna that, although relat�d tod• prn1ram, 
are not essential to Its performance. Documentation and maintenance and dlspnaltlnn
Instructions are Included In this appendix prlm•rlly to avoid the need for repeating
them In each succeeding program chapter and appendix. 

l\ppendlx 9-C. Program l\dmlnlatratlon Records 
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Rf:CORD 
SYHBOr. DESCRIPTION or RECORD 

9Cl Pto9.!_!m admlnlstrfttlon. 
Re'cora11 cre11ted In routlnP.ly
admlnl11terlng a program, hot 
not records de11crlbed else­
where In thl11 h11ndhook. If a 
document In this category
re1111lt11 In Initiating a pro­
grftm, process, proje�t, direc­
tive, or case (the record11 
that 11re descrlhed elsewhere 
n thl11 appendix or In a later 

c apter)d, the record copy
sh uld be filed In the related 
off lal file. Reference 
copl may be placed In the 
progra admlnlstrfttlon file. 
The fll s may be suhdlvldP.d In 

that slmpllf.le11 
eva l, such a11 u11 Ing 
tters and titles. 

Examples of rogram adminis-
tration recor Include but 
are not llmlte to1 

h. Accountln� (NCl-269-81-2). 
Records accumufitiil-lnnicmr:­
torlng appropriated and re­
volving fund11 used for agency 
programs. Thl11 par11graph does 
not 11pply to record11 ftccumu­
lated by offices 11dmlnl11t4rlng
budget and fln11ncl11l progr11m11 
or to records of lmpre11t fund 
c11shler11. Included are co11t 
report11, statements, and tabu­
lations. 

c. Audit iNl-269-86-1). 
F.xtract11 o and comment11 on 
audit and evalu11tlon reports
related to a program. 

d. Automated data erocessln 
documentation GRS 21 
Recor s accumu ate n evel­
oplng and operating ADP sys­
tem11, but not record11 maln­
taln�d by IRHR program of­
fices. Included are data 

Appendix 9-C 

• 

OAD P lit'-" .2 cum: 

AUTHORIZED DISPOSITION 

Cut off annu11lly1 destroy when 
2 year• old. 

Cut off annuallyJ de11troy wl1Pn 
2 year11 old. 

at end of fl11c11l y�11r
In whlc follow11p actlon11 on 
report re ommend11tlon11 are 
completedJ estroy when 6 
months old. , 

,. r 11e,1,.,1 or 
author l ,:erl 

destruction of. r ated ma11ter 
file or data b1111e. 

3 
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O1\D P 1821 . 2  CIIGB 

DESCRIPTION or RECORD I\UTIIORlZED DISPOSITION 

RyRtem■ Rrecl flcRtlnnR, file 
speclflcRtlonR, codebooks,
record layout■, u■er guide■,
output RpeclflcRtlon■, and 
f. lnal report• (regRrdleRR of 
medium) relating to a ma■ter 
file or data ha■e that haR 
been authorlxed for dlspo■al 

y thl■ hRndhook or the 
.neral RecordR Schedule 

( S)d. P:xcluded h 
do mentatlon related to any

eduled maRter file/data 
ba■e r any m11■ter file/data
base R heduled for tran■fer to 
the Nat onal Archive■• 

e. Clear ce comment■ NCl- Cut off annuallyJ deRtroy when 
269-ii=-il. Comment■ on rnc­ 2 year■ old. 
tlves, p an and Rlmllar 
publication■ repared by an­
other office, ut not direc­
tive case files or ln■tructlon 
flle■d• 

Cut off annuallyJ de■troy when 
2 year■ old. 

g. Information Cut off annuallyJ destroy when 
2)d. Comment■ on, or contr 2 year■ old. 
ITonR to, newR rP.lP.nReR or 
other ls■uanceR publlclxlng a 
program, but not document■ 
accumulated In  the Office of 
Public l\ffaln. 

h. Legl■latlon ( NCl-269-81- at encl of RP.cond ■e■-
1). Record■ accumulated ln the Congre11R con­
araftlng or commenting on de■troy when 2 yearR
propoRed legl■latlon affecting 
a program, but @xr.ludlng 
ror.orcl■ nccumulnted by tint 
Office of Congres■lonal Af­
fairs, the Office of Public 
Affair■, and the Office of the 
General Counsel. 

I. Hana�e•ent (NC1-269-81-2l• destroy when 
RecordR related to mnnngemen 
Improvement, cost r@d11ctlon,
performance analysl■ and work 
measurement, but not t.ho■e 
related to the program activ i­
ty or project that produced
the ■avlng or Improvement. 
Thi■ category does not apply 

! I : I 4 .. , • • •.• , . .  
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DESCRIPTION OF RECORD 

to record11 accumulated by
offlceR h11vlng GSI\, 
aervlce/at11ff offlce, or 
reglon8l program
responslhlllty for these 
functions. 

j, Program and budgeLJNCl-
269-89- 2). Records crea'E'ecr-ln 

reparlng and submlttlng
ans, hudgetR, and program

r lew and analysis data, but 
not records accumulated by
offl s h8vlng GSI\, Rer-
vlce/ aff offlce, or reglonal
progra responRlblllty for 
these fu c:tlons. 

1. 

9C2 . 

9C3. 

m,  Dlrec:tlves clearance flles 
I - ), Files mnln-
talned by clearance offlc:wrs 
to manage and tr8r.k dlrec:tlves 
8nd rP.gulatlons as11lgn-.d for 
clP.aranc:w. Included nre dl­
rec:tlve hlnd-.rs malntnlned for 
referencer logs, reglsterR and 
other records ln hard copy or 
elec:tronlr. form used for 
tr8c:klng purposes, and similar 
records . 

wor 
the orl 
to develo 
st r1Jc:t l on111 
etc:. Records 
tlves control of e 8re ex­
cldl1rled from thl11 ca 
th'!ly 11re dP.11crlhed ln 
of thls handbookd. 

Nonrec:ord flles. These flle 
consiRt of lnform11tlon ro­
qulred longer than slmllar 

l\ppendlx 9-C 
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01\D P 18 21  . 2 CIIGR 

AUTHORIZED DISPOSITION 

cut off annually, destroy when 
2 years old , 

Cut off 8nnually1 deRtroy when 
2 years old. 

Cut off annu8llyJ destroy when 
2 years oldd. 

Destroy or d-.let-. �1-.n no 
longer needed for re ferenc:w. 

Cut off annually a {t-.r rl l r-.c­
tlve or lnstruc:tlon IR attp-.r­
seded , r.anc:eled , or e•plr��. 
Retlre to rRCJ deRtroy 5 yearR
after cutoff. 
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O1\D P 1821.2 CIIGB 

RP!CORD 
SYH8OL DBSCRIPTION OF RECORD 

nformRtion included in RUR­
p nse f i  l es to be des troyed 
wi hin 31 dayR . Nonrecord 
in rmation included in r-.cord 
fil for reference purposes 
only ust be retireil or dP.­
stroy (without screen i ng)  
w i th t record f i l e con­
cerned . such ma ter i a l  mRy be 
destroye at nny timeo, espe­
cially if thP.ir volume 
presents a storage problem. 

information 
noteso; drRfta, 

news clip­
pingRJ  unessen al working 
papers from a p oject, study, 
or case,  but not formal rec0111-
mendationao, clear nces or 
similar informatio needed for 
the official recor file , and 
directivee and othe publica-
tions used for ct , 
study , survey , (NCl-
269-811-2). 

b .  Nonrecord informatio 
consisting of copies of d cu­
ments duplicated in the re ord 
files of the aame office s 
information cop ies requirin
no action and not required t 
docum-.nt an actiono, cnRP., or 
proojectJ and ca rds , l i s t i ngs , 
i ndexes , regi ster R ,  and s i mi­
lar informntion uRed in con­
trolling program work . F.x­
cluded nre f i lP. inde xeR ret i r ­
ed or des troyed w i th the f i le 
concerned and reg i R ters re­
quired by d i rect i ves (NCl-269-
81- 2 )  . 

9C4 . and precedent f i les 
-r.,�""""!cri9�-�a=t-2o. Duplicate
cop ea o ocuments establish­
ing policy or precedent for 
future and continuing action. 
TheRe files nre normally 11111ln­
tained at the action office 
and keeping them la optionaol. 
I ncluded nre policy and proce­
dure Rtntem-.ntR, copiP.R of 
documP.nts regnrding organiza­
tion and [unctions, P.wamples 
of typical cases , and s imi  lar  
documents. 

l\ppend l w •.g .. c • 
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AUTHORIZED DISPOSITION 

Destroy or delete on comple­
tion of the related action 
project, except thnt publicR­
tiona or directives neP.dP.d foe 
future us� must be withdrRwn 
and placed in 9R3 1 ,  Technicaol 
and Reference Ma ter i a l . 

cut off Rnnunlly s destroy or 
del ete when 1 yea r old. 

longer nP.P.ded 

or 



RP:CORD 
SYMBOL 

9C5d. 

9C6 .  

9C7d. 

• 

, I  

DESCRIPTION or RBCORD 

nscheduled records 
8 -2d. Documents R ow ng t e 

ormance of a Rpeclflc
am function or pro�eRR,

r whlch document11tlon 
11nd ma nten11nce 11nc1 dl11po11l­
tlon ln tructlona are not 
provided laewhere ln thls 
appendix the 11ppendlx that 
applies to he program con­
cerned .  

Committee reco 
crea e n f!Rta 
operating, and d 
commltteeR. Thls ategory
does not 11pply todr 
ad hoc committees, c 
records described els 
thls handbook, and rec ds of 
committees whose operatl ns 
are an integral part of a 
proceAR, project, or case . 
Included are propo1111l11, 11p­
proval11, and dlRapprovals fo 
e11tahllshlng committees, char­
ter11d: copies of dlrectlves 
establlshlng, changing, con­
tlnulng, or dlssolvlng com­
mltteeRJ documents reflecting
the nomlnatlon, 11ppolntment,
11nd rellef of commltt�e mem­
her11d1 notlceR, 11qend1111, mln­
ut .. s, and reportR of committee 
meetlngs1 and related records. 

" • Office of the ch11lrper11on 
or secretariat, whichever ls 
de11lgn11ted office of record 
(NCl-269-81-2)d. 

b. rlles of committee members 
(NCl-269-81-2)d. 

ContractinJ officer deslgna-
tlon recor s ( NC1-269-89- 2l • 
Documents appointing indlv du­
als by n11me, organlzatlon11l
tltle, or posltlon to serve or 
act aa contracting officers.  
Included are GSA Form 3419,
Per11on11l ou11llflc11tlon State­
ment for l\ppolntment aR Con­
tr11ctlng Officer: GSA rorm 
3411, Request for l\ppolntment
1111 Contt11ctlng OfflcerJ llml­
tatlons on scope of authorltyJ
d'!11lgn11tlon revocatlonsJ 11nd 
related records . 

Appendix 9-C 
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AUTHORlZBU DISPOSITION 

cut off annu11lly or on comple­
tion of the project or a�tlonJ 
hold until records 11re sched­
uled . 

NOTP:t l\ctlon to 11chedu l �  
these recordR must be t11kP.n 
before the next revlew dnte of 
GSA Form 2139, RecordR Halnte­
n11nce Plan . ThlR form ls 
reviewed each flRcal year. 

Acut ff annually, retlri, to 7'rrrh5.,t"e_,t
FRC w n no longer neP.�ed f1'r 
curren operatlonR. �ifto 
NARA wh 11 years old. 

Cut off destroy when 
2 years 

Place ln ln11c fl le 11fter 
tea•• lgm11ent, of employ­
ment , or revocat " of de11lg­
nation. cut off nu11llyJ
destroy when 2 yea old . 

7 ,ind 8 
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Thls appendix provides lnstructlon11 for the m"lntenanr.e and dlsposltlon or  •lgn"tory
record• accumulated by offices of signatory or supervisory officials. Signatory
records are coples of letter11 or similar docu111ents that req11lr,e signature or concur­
rence at hlgher level• than the actlon offlce. Kach level above thP. actlon offlr.e 
that concurs or 11lgns recelvP.11 a copy of the document after ■lgnatorw. Th-. cople11
provld-. the 11lgnntory official with n complqte rP.cord of 11 1 1  document11 11lgned. ror 
the p11rpose of this appP.ndlx, o[flcP.11 of  •lgnntory or 11upervl11ory offlclnl11 lncl udq 
office11 of Regional "dmlnlstrators and Heads of Regional Services and Steff �fflces. 

Signatory or 111Jpervlsory offlclnls nre to •�nd record coples of pnp,ers orl1lnnted or 
received by them that document progra.. [unctions under thelr 11upervlslon t" th'! [ I  I f!  
station s,ervlclng the actlon offlce. Thls ensures complete documentation and simpli­
fies disposltlon. 

The disposition of personal records m"lntelned by hlgh-level offlcl"l" l11 df!tf!tmlned 
by the individual vho designated the materiel as personal. The records fflUSt be 
examined by the records officer before the offlcle l leaves GS" • Re• ch. 2 of this 
handbook, Offlclal Records end Personal Document• Maintained by GS" Bmployees. 

Record coples of document11 descrlb-.d ln 9Cl, when 111elntelned by signatory or snpervl­
sory offices, must be disposed of as Instructed ln this appendix ( 9-0)d. Record 
copies of other program documentation malntelned at the signatory or supervl11ory
level, must be disposed of es Instructed ln appendix 9-C or the appendix of the 
applicable program chapter that describes the record category concerned. 

The files described ln thls appendix may be clas11 ified and arrang-.d lndany mann-.r 
that sults the reference requirements of the offlce concerned. ror P.xample, the 
f iles may be arranged by any one or a comblnetion of the 1Nthods llsted belovt 

a. In chronological order vlth the 1110st recent cofflfflunlcation on topJ 

b. By correspondence symbol or tltle of responsible action officer 

c. In alphabetical order by subject, na111e or geographical 
locatlonJ end 

d. ny record 11ymbol and title of the appropriate record category ln appendix 9-
C or In the applicable program chapter, preceded by the flle symbol 9D1. 

Appendix 9-D. Signatory or Supervl11ory Official ' s  RP.r.�rd11 



R ECORD 
SYMBOL 

902 ,-9D4, 

905, 

9D6d,-909, 

9011d, 

• 

DBSCRI PTION or RECORD 

Program records of the Offlce 
orthe l\dmlnlstrator, ofllcii 
of Re,lonal l\dm\n\str11tors, 
anclo fices of lleadit of Ser­
vices and sEalTofl ces NC -
2 -81- . Documents crei'Eecl 
by the Offlce of the l\dmlnls­
trator, Offices of Regional
dmlnlatrators, Rnd Offices of 

t lleads of Services ,ind
Rt,i f Offic�• In m11n,iging ,ind
c11rr ng out the fun�tlons 
asslg d to GSI\d, Included are 
request for lnform11tlon,
declslon aperR, clearances,
letters, l tructions, lnter­
pret11tion o l11ws and dlr@c­
tlves, correR ndence, and 
related record 

Reservede, 

"""" -,-;;;
a.,..a. • Docu­

"'"m...;;e...;;nts;..;;..;a;..c_c..,u"'"m•ud te.._.;;-,-n..;;;.:..ma n11 l ng 
and carrying out assigned
functlonR. Included 11re re­
quests for lnformatlon, l,isu­
ances and lnterpret11tlon of 
dlrectlves, planning docu­
ments, reports, correspon­
dence, and related records, 

Reservede, 

Program records of the offices 
of l\sa lstant Commlssloners (or
!_gulvalent and subordinate 
of ces (NC -2 - I- • Docu­
ments described in 9C or ln 
program chapters, the record 
coples of which are malntalned 
at the record atatlon serving
the action offlce , 

• 

01\0 P 18 21, 2 CIIGI': 

AUTIIOR IZ  BO DIS  POSIT 1 ON 
f�ft.r 

Perman:ili)Cut off "nnus lly, nt, 
hold 2 year , 11nd r�tlr@ to 
P'RC. to NI\RI\ when 11  
years old, 

NOT!t Records of II p�rRon11l 
nature must be malntaln�d 11s 
instructed ln ch , 2 of thiR 
handbook. 

cut off annu11lt y, hold 2 
year,i, and retlre to ,nc.
Destroy when 7 years old , 

annuallyJ destroy when 
oldd, 

l\ppendlll 9-D 

3 and 4 
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OAD P 1821.2 C"G� 

This appendix applies to records accumulatP.d by all GSA offices I n  carrying out the 
provision■ of the Freedom of Information and Prlva�y Acts. 

Appendix 9-�. r rP.�dom n f  In formft t.lnn Act (YOI A) an� 
Privacy Act (PA) Program Recnrd■ 



RECORD 
S YHBOC. 

9E2-9B4. 

9£5 . 

91':6-9!9. 

• 

DESCRIPTION or RECORDS 

Prlvacr Act eneral admlnlstra-
tlve f [  es GRS { .  Docu-
ments create n mp ementlng
the Privacy Act within GSAd, 
Included nre GSA orderR . notlc­
eR, minutes of mP.etlngR. agen­
dn 0 correRpondence. and r.,lnted
records, 

amendment case 
es. r s re atlng to nn 

Tiic:flvldual ' s  equest to amend a 
record pertal ng to that 
Individual asdp ovlded for 
under 5 U ,R.C,  5 a (d) (2) 1 to 
the lndlvldunl's r quP.Rt for a 
rP.vlew of GSA' s  rP. f nl of the 
lndlvldunl ' R  re')uest o amend a 
record aR provided for under 
u . s .c .  552a (d) (J)d1 and any
clvll nctlon brought by e 
lnd l vldual against GSA as 
provided under 5 U ,S , C ,  
552ad(g)d. 

n. Re')llests to 11mend ngreed to 
by GSA (GRS 14/2211)d, Includes 
lndlvldunl's re')ueRtR to nmend 
and/or review refusal to amend,
copies of GSA'a replies, and 
related materials, 

b, Requests to amP.nd refuRed 
by GSA (GRS 14/22b). Includes 
lndlvldunl'a requP.Rt to amend 
and to review ref11Ral to nmP.nd,
copies of GSA's replleR . atnte­
mP.nt of disagreement, agency
justification for refusal to 
amend a record, and related 
materials. 

c. Appealed re')ueatR to amend 
(GRS 14/22c), IncludeR all 
files created In reRpondlng to 
nppe11lR under the Privacy Act 
for refusal to amend a record . 

Reservede, 

l\ppttnd h 9-B 

J 

• 

01\D P 1 8 211 , 2  CIIGP: 

NOT!I Rttcords · th11t pr.ovl<1P. the 
baRlR for . or reRult In the 
prttpnrntlon of a directive or 
other lnRtructlon. Rhnuld hP. 
wlthdrnwn nnd filed nnder 9C2 
or forwarded to the dlrectlveR 
clearance officer for lncluRlon 
ln the official dlrer.tlves cnne 

, file, whichever ls approprlnte. 

Dispose of ln nr.cordnnr.e w i th 
dlRposltlnn lnntrur.tlnnR rnr. 
the rttlated RUbject individu­
ale' s  record or 4 yearR after 
GSA'a agreement to amend,

hlchever ls later. 

nRe of ln accordnnce with 
proved dlRposltlnn ln­

struc onR for the relnted 
R11hjec lndlvldnald' R  r�cnrdd. 4 
yearR a r flnnl determlnnt l nn 
by GSA, o l yearR after final 
ad :J udlcatl by the courtR,
whichever la ater. 

DlRpnse of ln 11c _ rdnnr.e with 
the approved dlRp ltlon ln­
Rtructlnna for re i n  .d RuhjPr.t
lndlvldun l 'a r�r.ord J 
after final ndjndlcnt 
courts, whichever la la 
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OAD P 1821.2 CHGE 

RF.CORD 
SYHBOL DESCRIPTION or RECORDS 

9 Privacy Act accountlnd f 
3I'iclosure Elles (GRS�23 • 
Flies malntAined un�-.r t 1e 
provisions of S U.R.C. 552ad(c) 
for an accurAte accounti ng of 
the dAte, nAture, and purpose
of each disclosure of a record 
to any person or to another 
Agency, Including forms for 
showing the subject lndl vldu­
l's name, r-.q11P.ster's nA111e and 

dress, purpose and dAte of 
di closure, And proof of sub-
jec Individual's consent when 
appl able; 

9Ell-9EU .  

9£15. control files. 
ne for control 
spondlng to 

requests, Inc ding registers 
and similar rec ds listing
date, nature of quest, and 
name and address o requester. 

a. Register• or (GRS
14/24a) . 

b. Other files (GRS 

9El6-9El9. Reserved. 

9£211. Privacy Act re�uest• files . 
rlies createdd n response to 
requests from Individual• to 
gAln access to their record• or 
to any Information In the 
records pertaining to them, a• 
provided for under 5 u . s . c .  
552a (d) (l)d. rile• contain 
original request, copy of 
reply, and all related support­
Ing documents, which may In­
clude the official file copy of 
records requested or copy
thereof. 

a. Correspondence and support­
Ing documents (excluding the 
offlclA l file copy of the 
record• requested)d. 

(1) GtAntlng Access to All 
the requested records (GRS
14/2la (1)d) • 

·: . . .. , . . .:
I 
... . 

AUTHORIZED DISPOSITION 

Dispose of In accordAnce with 
the approved disposition In­
structions for the relAted 
subject Individual's records, 
or 5 years After th� �lsclosure 
for which the AccountAhlllty
was made, whichever ls later. 

Destroy 5 years after date of 
last entry. 

Destroy 5 years aft�r f l nAl 
action by GSI\ or flnnl n,1Jndl­
CAtlon by the courts, whichever 
I• later. 

Destroy
rep ly. 



l I 

' \  

• I  

RP:CORD 
SYMBOL 

1 ·  
9£21-91!:24. 

9£25. 

9£26-9£29. 

9£31. 

• 

DESCRIPTION or RECORDS 

(2) Ret11pondlng to req11e11t11
onexl11tent records, to 

reque ers who provide ln11de­
quate d rlptlont11, ftnd to 
thot11e who 11 to pay agency
reproduction 

(11)
appealed (GRS 

Ch) Req11et11t
(GRS 14/21ad(2)d(b)d) .  

( 3) Denying 11ccet1111 to 11\ 
or part of the records request­
ed. 

( o ) Reque11t not 
appealed (GRS 14/2la (3) (a)e) .  

(h) Request appealed
(GRS 14/2la (3) (b) ) .  

b, O fficial file copy of 
requested records (GRS 14/2lb)d. 

Reserved. 

vacy Act re2ort11 files. 
Doc tt11 accumufit;;rli,pre-
parlng rtt11 and providing
Information atlng to the 
implementation o he Privt11cy
Act within GSA. Inc ed are 
onetime reports, feeder 
port■, annual reports to the 
Congre1111 of the Unite� States, 
the Office of Management and 
nudget, the Report on New 
Systems, letters canceling old 
11y11tem11, and related records.d,., 

"'"'"- HJ.. ,,t ,.,. 
11 .  Annual reportw'\c - - -
) .  Prepared by the office 
teApont11 i ble for adml n later i ng 
the program within GSA. 

• 

011.D P 1821.2 CIIGl'l 

AUTHORIZED DISPOSITION 

Det11troy 2 ye11r11 after date or 
reply. 

Destroy as authorized under 
HSI. 

5 years after date of 

authorized under 

Dispose of accordance with 
approved agenc dlspo11ltlon 
Instructions for he 
records, or with t 
Ptlvftcy Act 
i■ later. 

l'ld S :»-I 6,., tw y 

Perm:11nent. Cut of n,111\ \y, 
hold 5 yeat11, and ret. lrd. o 
FRC. Offer to NARA when 1 
years old. 

,.ppendh 9-E 
� c l-� C.f'P"�"ed. h y .r'/'ctry 

5 C,.,c.,,,-,� ,'rv0 ko,f,f_ �/, I /  'f, q 
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RECORD 
SYHBOL 

9 £31-9£34. 
\ / 
;<. 9BJ5. 

9£36-9£39 

.J.,l I 9 £41. I' 

./ 

/ 

9 £ 4 1-9£4 4 .  

DESCRIPTION or RECORDS 

rouEin4 cotfWN(,Uhdenca, 1111• 
related records. 

Reserved. 

FOIi\ tracking and control 
records. Logs, regl11ter11, and 
other record11 In hard copy or 
electronic form used to control 
and track reapon11e11 to FOIi\ 
rP.que11t11. Included are date, 
nature of reque11t, and name and 
addre1111 of requester. 

• om of Information Act 
Tracking Sys 

-7< - - - ),  nata el-.m 
maintained to control and track 
re11ponae11 to FOIi\ requ1111t11. 
Included are name and addre1111 
of requester, date, nature of 
request, request number, action 
office, date due, denial Infor­
mation, fees Incurred or walv­
er11 granted, and time exten-
11lon11. 

b. R@glateta oc llatlnta t&AI 
14/lJa). 

c. Other rec 

Reserved. 

FOIi\ reports files. Recurring
reports and onetime Information 
requirements relating to GSl\d1 11 
Implementation of the FOIi\. 
Included are annual reports to 
the Congre11 11 and related 
records • 

a. Annual reports (
) . 

,,,,J, rr ,.rid. ffUJ,.Js l' 
h. Other report11A( 
) . 
Reserved. 

AUTIIORUBD DISPOSITION 

purpose. 

Delete data element11 6 yP.ar�
aftP.r final action hy GRI\ nr 
nftP.r final adjurllc11tlon hy the 

hlchever 111 later. 

Destroy hard copy whe�n�11 ill'l,_ __ 
11eded or obsolete. 

Demtroy 6 veer■ 1ft1g da t� of  
last entry. 

Destroy 6 years after final 
or aftll!r f Ind 

adjudication by
whichever 111 later. 

Permanent. Cut off annually,
hold 5 years, and retlr-. to 
FRC. Offer to NARI\ when 15 
years old In 5-year blocks. 

cut off annual lyr destroy vh-.n 
2 year11 old. I f  not re�u lr-.d, 
earlier destruction 111 autho­
rized. 

created In reAPanwe to re11ereete 
for Information under th• FOI i\  

1\ppendh ·9 .. g · I  

. . .. . , . ,  , J &•••  IHI Tl 1,1 ·••••

I i 



. .. - . . . .. �, 

• • 

. • r 
' . . 

'. 
" '• .. 

,I 

RF.:CORD 
SYHBOt. 

9146-9149, 

91!!51. 

• 

DESCRIPTION OF RECORDS 

onAlstlng of the orlglnAl
r quest, A C'>PY of the reply,
an All related supporting
f l l  s whlch 1n11y include offi­
cial flle copy of requested 
reco or copy thereof. 

espondence and support-.
ants (excluding the 

lle copy of the 
uested)d, 

(1) Gr ntlng acc�ss to sll 
requested re ords (GRS 14/lla 
( 1 ) ) • 

(2) Respon Ing to requests
for nonexistent ecords, to 
requesters whodp vlde Inade­
quate descrlptlon and to 
those who fall to y agency
reproduction fees. 

(a) Request not 
appealed (GRS 14/llad(2 (a) ) .  

(b) Request ap ealed 
(GRS 14/lla (2)d(b) ) .  

(3) Denying acc�ss to 11 
or part of the records reque
ed. 

(A) Request not 
appealed (GRS 14/lla (3) (a) ) .  

(b) Request appealed 
(GRS 14/lla (3) (b) ) .  

h. Offlclsl file copy of 
requested records (GRS 14/llb)d. 

Resetved, 

FOIi\ ad eals flles. Fllesycreate In responding to admln­
lstratlve appeals undet the 
FOIi\ for release of Information 
denled by GR/\, conslAtl ng of 
the Appellant's letter, a copy
of the reply, And related 
1111pportlng d<>cuments, whlch 111Ay
Include the offlclsl flle copy
of records under appeal ot copy
thereof , 

l\ppendl,r 9-R 

7 

• 

01\0 P 18 21, 2 CIIGF. 

AUTHORIZBD DISPOSITION 

,L 

nestroy 2 years after dst• of 
reply. 

Destroy 2 years after dat• of 
reply. 

Destroy as author ized under 
9151. 

Destroy 6 years after date of 
reply. 

Desttoy as authorized under 
9151, 

Dispose of In accordA11ce with 
approved GS/\ dlAp<>slt l on In­
structions for the relAtPd 

ecotds, or wlth thP- relsted 
II\ request, whichever ls 
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RECORD 
SYHBOt. DESCRIPTION or RECORDS AUTHORIZED DISPOSITION 

rrespondence And support- Destroy 5 years after flnAl 
Ing doc s (excl uding the deterr11lnAtlon by GSA or 3 yen r.s 
file copy of ecords under ftfter flnAl adjudlcA tlnn hy the 
appea l )  (GRS 14/12a courts, or 5 years Aft-.r th� 

tlr11e at which a re111eAter r.n11ld 
file suit, whichever ls later. 

b. Offlclftl file copy of In Acc�rdAnce with 
r�cords under appea l (GRS d ltlpos I t I r,n In-
1 4/l 2b) . f or r@latl'!d

record, or with the t�d 
FOIi\ request, whichever 
later. 

' · · • Appendix 9-1 • 
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