
INACTIVE - ALL ITEMS SUPERSEDED OR OBSOLETE 

Schedule Number: Nl-269-91-001 

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superseded by newer NARA approved records schedules.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authorities on this schedule were superseded by this body of disposition authorities.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INACTIVE - ALL ITEMS SUPERSEDED OR OBSOLETE 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

REQUEST FOR RECORDS DISPOSITION AUTHORITY JOB NO 

(See Instructions on reverse) A]l--iZ�C/ -C/1-/ 
TO DATE RECEIVED (10

GENERAL SERVICES ADMINISTRATION --
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408 10-3o 

1 FROM (Agency or establishment) NOTIFIC ATION TO AGENCY 

General Services Administration In accordance with the provIsIons of 44 U S C  3303a 
2 MAJOR SUBDIVISION the disposal request, including amendments, ,s approved 

except for , terns that may be marked "d1spos1t1on notOffice of Administrative Programs & S-qpport approved" or "withdrawn" ,n column 10 If no records 
3 MINOR SUBDIVISION are proposed for disposal, the signature of the Arch1v1st Is 

not requiredInformation Collection Manaqement Branch 
ARCHIVIST OF THE UNITED STATES4 NAME OF PERSON WITH WHOM TO CONFER 5 TELEPHONE EXT 

�z;:Wm McHuqh 501-2942 L 
6 CERTIFICATE OF AGENCY REPRESENTATIVE 

I hereby certify that I am authorized to act for this agency in matters pertaining to the disposal of the agency's records, 
that the records proposed for disposal 1n this Request of 11 page(s) are not now needed for the business of this 
agency or will not be needed after the retention periods spec1f1ed, and that written concurrence from the General 
Accounting Office, 1f required under the prov1s1ons of Title 8 of the GAO Manual for Guidance of Federal Agencies, 1s 
attached 

A GAO concurrence D 1s attached, or [ID 1s unnecessary 
D TITLEB DATE 

Chief, Information Collection Mgt. 
Branch/GSA Records Officer10-25-9 

7 
8 DESCRIPTION OF ITEM

ITEM (With Inclusive Dates or Retention Periods) 
NO 

Emergency Planning Records 

Attached are proposed record descriptions and dis-
posal authorizations for a revised chapter 15 of the 

Chapter 1 

9 GRS OR 
SUPERSEDED 

JOB 
CITATION 

Cl-269-
77-� 

HB OAD P 1820.2, GSA Records Maintenance and Disposi- NCl-
tion System. 269-78-2 

10 ACTION 
TAKEN 

(NARSUSE 
ONLY) 

STANDARD FORM 115 (REV 8-83) 
Prescribed by GSA 
F PMR (41 CFR) 101-11.4 

115-108 
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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 a revised ch. 15 of the HB,
GSA Records Maintenance and Disposition System. 

2. Explanation of changes. Ch. 15, Emergency Planning Records,
is revised to delete categories of records no longer being kept
and to add new categories of records. The record categories now 
also cite the Standard Form 115 job number or the General Records 
Schedule (GRS) number, which provides the National Archives 
authority for disposing of the records. 

3. Instructions. Remove the old version of ch. 15 and insert 
the new ch. 15 in its place. 

CARLENE BAWDEN 
Associate Administrator 
for Administration 

CENTRAL OFFICE 

One hundred copies go to CAIR for reserve stock. Ten copies 
are to go to KVNE and 5 to PS. 

REGIONAL OFFICES 

Distribute the number of copies shown below to each regional
records officer for redistribution and for reserve stock. 

Office Copies Office Copies
Region 2: 10 Region 7: 15 

IIRegion 3: Region 9: 10 
II IIRegion 4: Region W: 
IIRegion 5: NARA/NIRC:
IIRegion 6: 

Figure 1. Supplemental distribution 

Distribution: A, F, G, plus fig. 1 Attachment 
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OAD P 1820.2 CHGE 

CHAPTER 15. EMERGENCY PLANNING RECORDS 

1. General. This chapter provides maintenance and disposal 
instructions for emergency planning records. The instructions are 
contained in: 

a. Appendix 15-A. National Security Planning Records 

b. Appendix 15-B. Natural Disaster Response Records 

c. Appendix 15-C. Occupant Emergency Program Records 

2. Reserved. 

3. Microfilming records. The records described in this chapter 
may be converted to microfilm and the original paper records 
destroyed provided the destruction meets the requirements of the 
HB, Micrographics Management Program, chs. 3-1 and 3, and 4-3 and 
4 ( OAD P 1 8 8 2 . 1 ) . 

4. Electronic records. 

a. The records described in this chapter may be disposed
of under approved procedures in both paper and electronic form. 
Permanent records may be stored on computer disks or tape provided
the information contained on them is transferred to new or 
recertified ½-inch, 7- or 9-track magnetic computer tape or to 
paper or microfilm before it is transferred to the National 
Archives. 

b. The terms "document" and "information," when used in this 
HB, apply equally to electronic, paper, and microfilm records. 

1 and 2 
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OAD P 1820.2 CHGE 

SYMBOL DESCRIPTION OF RECORD AUTHORIZED DISPOSffiON 

General program management records Cut off at fiscal yearend, hold 2 years, and 
-269-77-3 . Documents accumulated by retire to the Federal record center (FRC). 

emergen · ators in developing and Destroy 3 years later. 
implementing the · onal Security 
Support Program and service ailtktatf office 
program segments. Included are copies o 
instructions, progress reports, briefings on 
program status, correspondence, and related 
papers, except records described elsewhere 
in this appendix. 

15A2. Conflict operations records (N<M..-JS-'11-l). Cut off at fiscal yearend after new plan is 
Documents created in developing plans for issued; destroy 3 years later. 
implementing GSA's part in the Federal 
response to national security emergencies 
and low-intensity conflicts, including national 
security emergency plans; documents 
designating uninterruptible functions, 
emergency operating facilities (EOFs) and 
emergency operating centers (EOC's), and 
those establishing agreements with other 
agencies on providing emergency support. 

15A3. Withdrawn by CHGE . 

15A4. Emergency notification records (N4'.1-269-
1- Emergency notification instructions and 

Destroy when superseded or obsolete. 

lists of those to be notified in event 
of a national security emergency, covering 
key persons in the services and staff offices, 
those performing backup functions, and 
contractors providing related services, etc. 

15A5. Mobilization records (N(i'l-269- - ). Cut off at fiscal yearend after new plan is 
Documents accumulated in developing 
mobilization procedures for bringing 

issued; destroy 3 years later. 

GSA to the state of readiness required 
during a national security emergency. 

This appendix provides maintenance and disposal instructions for national security planning records, both 
classified and unclassified. Classified records must be safeguarded as instructed in the HB, Information 
Security (ADM P 1025.2C) and when approved for destruction, destroyed as outlined in the same HB. The 
records scheduled in this chapter concern planning, developing, coordinating, and evaluating measures to 
enable GSA to operate under national security emergencies of all types. The records are created under GSA 
orders in the 2400 subject classification series and other directives. GSA provides the Federal Emergency 
Management Agency (FEMA) with various plans that can be used to implement GSA's support functions in a 
national security emergency. The plans are not issued as GSA directives. 

RECORD 

Appendix 15-A. National Security Planning Records 
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OAD P 1820.2 CHGE 

RECORD 
SYMBOL DESCRIPTION OF RECORD 

Included are mobilization plans, agreements 
regarding support services to other agencies, 
instructions regarding the levels of action 
required by the condition declared, test 
exercises for graduated mobilization 
responses, committee activities, documents 
related to the Defense Production Act, and 
similar records. 

15A6. Continuity-of-government records (NCl-
269- - ). Documents related to policy and 
procedures for implementing GSA's role in 
preserving the ability of the nonmilitary 
part of the Executive Branch to operate 
under a national security emergency, such 
as a serious earthquake or events before 
and during a war. Included are plans to 
preserve uninterruptible functions under 
the established system of succession to 
command. 

15A7- Reserved. 
15A9. 

Emergency preparedness training and 
briefing records (NCl-269-77-3). 

ments created in providing or arranging 
for eme c preparedness training and 
briefings for Ice A members of executive, 
interagency, and agen ams; damage · assessment teams; and others ed 
emergency operating duties. Inclu 
briefing materials, training outlines, and 
texts; training schedules; and notices of 
availability of, and requests for, training. 

a. Training materials. 

b. Other papers. 

' ... 

AUTHORIZED DISPOSITION 

Cut off at fiscal yearend after new plan is 
issued; destroy 3 yers later. 

Cut off at fiscal yearend, hold 2 y 
destroy. 

Appendix 15-A 

2 
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RECORD 
SYMBOL 

15A12-
15A14. 

15A15. 

15A16. 

15A17-
15A29. 

DESCRIPTION OF RECORD AUTHORIZED DISPOSITION 

-·-·---=ents, a skills inventory, training 
inf ormatlo , other records related to 
administering the n.1..., ..... --.-., 

a. Reservists' records. Cut off at fiscal yearend after reservist's 
1-1=�· ... ·Ll,Jation in NDER ends; destroy 5 years 

b. Other records. 

Reserved. 

Emergency operations test records (NCl-
269- - ). Documents created in planning, 
participating in, and evaluating national, 
regional, and local test exercises of 
emergency plans, organizations, staffing, 
facilities, and equipment. Included are test 
plans; test instructions; damage assessment 
control logs; briefing outlines; strike, activity, 
and status reports; final evaluation reports, 
critiques, and related records. 

a. Evaluation reports. 

(1) Consolidated or comprehensive 
reports reflecting agencywide results 
of operations tests or exercises. 

(2) Local and regional exercise reports. 

(3) Documents containing unresolved 
recommendations. 

Withdrawn by CHGE. 

Reserved. 

Dama e assessment records NCl-269-77-3 . 
Docum in evaluating resources 
for preattack planning, am t 
and other emergency preparedness purposes. 

later 

Cut off at fiscal yearend after completing 
exercise; destroy 3 years later. 

C<1F"f"A ..t fy-t,,,,..J ./fi. �� fi '" j 
�'-A. Cf -.,,L ,· ii,.� fr J'( '3 L� r,._'°'f:iAI 
Hold until all recommendations are resolved; 
destroy 3 years later. 

Destroy after next exercise; earlier cutoff and 

Destroy when superseded or obsolete. 

Appendix 15-A 

3 
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RECORD 

SYMBOL DESCRIPTION OF RECORD AUTHORIZED DISPOSITION 

15A31- Reserved. 
15A39. 

15A41- Reserved. 
15A45. 

Appendix 15-A 

4 



This appendix describer; recorda created in planning for the Doa1estic Emergency Alsistance Program,
lncludmg prO\iding cmerseocy ald under conditions that do not aerlously threaten natlo11al security, e::::!
reporting the occurrence or disasters and aid given, Offioc11 of emergency coordinators an<! th�c of person! 
appointed to coordinate the exchange or information about cmeri;ency aid and re\ated operatiom create the 
records under orders and handbooks in the 2400 classification gcries This appendix does no: cover service and 
staff office documentg resulting from providing emergency aid as part of normal operations. Officei; ghould 
identify documents of thi11 nature for filing the sarne ft! pp.pen that do not relate to emergency aid or disuter 
relief. 

RECORD 
SYMBOL DESCRIPTIOt:{ OP RECORD M[I'HORTZEO DISPosmoN 

15B1. 

a. Ce11tral Office unit requiring the report. at end of fiscal year; hold 5 year&, and 

b. Other offices. 

15B2. General program rnanpgemcnt ofdomestic
emergency wia&nce (NCl-269· · i.
Records created by emergency coordinators 
in developing and carrying out service and 
staff office plan& for aiding States and 
localities requiring domestic emergency aid 
They Include instructions, briefings on 
program statu&, correi;ponden:.-e, and related 
papers, but exclude record& d1::scribed 
elsewhere in thi5 eppendix. 

1SB3. Domegtic emerp;cy pmparednC§§ trpiniqg 
and briefing fN£1-3ft-18-I}. Documents 
related to domestic emergency preparedness 
training and briefings for key members of 
executive. interagency, and agency teams; 
damage usossment teams, and others 
assigned emergency operating duties. 
lnc\uded are briefing and training materials 
and text!i tra.iiwtg schedules: and notic:eg of, 
and requests for, training. 

a. Training materials. 

b. Other papers. 

destroy. 

Cut off at end of fiscal year, hold 2 years, 
and retire to Federal record center. Destroy
3 years later. 

Destroy when &upcr&eded or obsolete. 

Cllt off at end of fiscal year, bold Z year$, and 
destroy. 

Appendix 15-B. Natural Disaster Reso�eCQrds 
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RECORD 
SYMBOL DESCRIPTION Of RECORD AUTHQBzzi:,p prsrosmoN 

1.SB4. MemorandWPf of und;ni,n£1i2s1weemcut Cut off at end of fiscal year after MOU/A 
(NCl-262• • ). Records docu.mcnti.Dg formal endB or expire&, or the GSA siina a new 
arrangements for the OSA to provide agreem�at, bold 2 ycll1'I, and destroy. 
emergency support to Pederal ageocies, 
1uch a1 the Federal Emergency M81'agement 
Agency, the Small Buaine111 Admioistration, 
and to the Natioaal Communication• System. 

l.SBS. National Pfesw: M,siicaJ swtem suaport
Document, created in 

provld� support to the U.S. Public Health 
Service, mc:tudi.na it1 cadre of trained 
medical and support personnel made avail• 
able to the Statea upo11 request for disaster 
ua1&tance. The l)'ltem ii a.lac usable lJ1 
naUonal security cmcrgeacies. 

a. Planning record&. 

b. All other records. 

15B6. federal radiological emcrgencr,nrepar'5J­
nw (NCl-269- • ). Document! created in 
developing the GSA'& plan to respond to 
conditions caused by accidents at nuclear 
power planta. Included arc implementation 
plim8 and instructions, training and exercise 
files, a.ad a copy of the Federal Radiologice! 
Emergency Reapoae Plan. 

1587. Natural diluter nie,:ior (.NCl-2§9· • ). 
Documents created prepL�Dg the GSA'& 
response to State and local requests for 
Federal usiltance to deal with the effects 
or an earthquake that cauaea hea� damage 
and widespread disruption of essential 
acrvice& and facilities. Included are 
instructions for implementing support of 
the Federal Natural D�aster Reapome Plan, 
copies of lhe plan. procedures for test 
exercises under conditions simulating the 
aftermath of an earthquake, training and 
conference materials, and related records. 

Appendix 1..S-B 

cut off at cad of fiscal year in which plan is 
superseded or made obsolete, hold 2 years, 
and destroy. 

Destroy when super,eded or obsolete. 

Cut off at end of fiscal year after new pl� ig 
issued, bold 2 yearg, and destroy. 

Cut off at end of fiscal year after new plan is 
i.Mued, hold 2 years, e..ttd destroy. 

2 
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OAD P 1820.2 CHGE , . 
RECORD
SYMBOL 

15B8. 

1SB9. 

15B10. 

DESCRIP'IJON OP RECORD 
National Rrnm,oJcatiQDi SYJtem, <NCS) 
R!nonios CNCl-262• • ). Documents 
created in au� the Prc1ident aod bis 
staff' in peacetime and wartime emer�ncics. 
The system provides telecommunication 
equipment and services to the OoverD.D1eot 
in Ill typeS of emcrgcnciea, aa well u during 
recovery. Included are traitdng and test 
exercise matcriala, conference materials, 
copies of tbe Telecommunications Plu for 
Nonwartime Emcrgencie&, instructions for 
implementing the OSA'I support for the 
plan, a.ad related records. 

262.:....!_1, Documents created m ev opmg
plansfor supporting the Department of 
Health and Human Services a11.d carrying out 
the GSA's role in repatriating American 
citizens being evacuated in respoase to 
emergencies in host countries. In.eluded are 
instructi0111 for implementing the National 
Emergency Repe.triation Plan (NERP), 
tralnJng and test exercise files, conference 
material&, and related records. 

Popa,rtment orJuatic;..sµpport (t:{Cl-269-
).. Docwncnta created in devel.opmg 
procedures for implemeotlng support for the 
DOJ in carrying out [ts responsibilities under 
the followins DOJ plam: 

e.. Operating Plan for Threat or Attack 
against a Nuclear Facility; 

b. Mass lmmigration Emergency Plan; 

c. Operating Plan for Civil Disturbances­
Urbat1; at1d 

d. Operating Plan for Federal Prison 
Disorders. Included are copies of plans, 
test exercise materials, and report.Ii, 
conference aiateriala, and related 
record&. 

At.rniORIZED DISPosmoN 

After issuing new plan, cut off at end of fiscal 
year; destroy 2 years later. 

C-ut off at eqd of fiscal year after issuing ::ie�: 
plan; destroy 2 years later. 

Cut off at end of fi�csl year after issuing ne'I'-' 
plan; destro·; 2 yean later. 

Appendix 15-B. 
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OAD P 1820.2 CHGE 

RECORD 
SYMBOL !2�CR1PTION OF RECORD 
lSB ll. Domestic emeraeocv test cxercisQA CNCl-

269- - ). Documents created in devclopmg 
and participating in local, regional, and 
national exercises testing domestic emergen­
cy response plans; and staffing. equipment, 
and facilities records. Included are teat 
plans, instructions, damage assessment logs, 
11tatu& reports, evaluations, and related 
records. 

(1) Report& of national 
result! of test exercises, 

(2) Local and regionai exercise reports. 

(3) Other papers. 

AUTHORIZED DISPOSITTON 

Cut off at end of fiscal year after complctmg 
test; hold 3 years, and destroy. 

r•:cto 

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

Appendix 15-B 

4 
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This appendix describes Public Buildings Service records created in planning, coordinating, and implementing 
measures to minimize danger to life and property arising from enemy attack, fire, flood, explosion, severe 
weather, or other disasters affecting buildings controlled by GSA. Building and facility emergency coordination 
records are created under the GSA Occupant Emergency Program Guide (Master Plan). This appendix covers 
documents created by offices and persons appointed as emergency control coordinators. Documents accumu­
lated by other offices that participate in disaster control should be filed as instructed in chapter 9, appendix c. 

RECORD 
SYMBOL DESCRIPTION OF RECORD AUTHORIZED DISPOSITION 

15 1. Occupant Emergency Program records 
(NCl-269-78-2). Documents accumulated 

:R:01li8\V for ettfPe11:ey Md eeftlf'leteness 
fYlePJ 2 ,eMs,)estroy documents as 

by building emergency coordinators in they are superseded or become obsolete. 
developing measures required by facility 

otection plans. For the occupant 
e rgency organization, they include papers 
relat to primary and secondary means of 
comm · cation, the desi ated official, gn
occupant ergency coordinator, floor team 
coordinator, mmand center team, floor 
teams, the dam e control team, the medical 
coordinator, eleva r and stairway monitors, 
and others appointe 
duties. 

o carry out emergency 

They also include building an occupant 
information sheets, floor plans, omb 
threat checklist, a bomb search ch 
evacuation information, lists of emerg cy 
telephone numbers, and information on · d 
care centers in Federal buildings. There ar 
also special references for support services 
such as fire, safety, and security personnei 
and notices related to drills. Excluded are 
notices issued through the GSA directives 
system, and training documents. 

15C2- Reserved. 
15C4. 

15C5. Emergency control plans (NCl-269-78-2). 
Documents created in developing the 
occupant emergency plan (OEP) for a 
facility under the control of the GSA. 
The OEP outlines the measures to be taken 
to prevent or minimize danger and the loss of 
life or property arising from an enemy attack, 
fire, flood, explosion, severe weather, or any 
other type of serious emergency. Emergency 
control plans are developed as prescribed 

Appendix 15-C. Occupant Emergency Program Records 
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RECORD 
SYMBOL DESCRIPTION OF RECORD AUTHORIZED DISPOSffiON 

in the GSA Occupant Emergency Program 
Guide (Master Plan). The plan is 
revised at least every 2 years. 

Reserved. 

15C10. Re, ie ,, fflr etll'f'OB�• &118 eemfJleteeess 
created in a · ting persons to perform @1.'@f'Y 2. )'@!H's;"Jlestroy documents as 
emergency duties m rgency planning, they are superseded or become obsolete. 
test exercises, and emerge erations. 
Included are letters of appointme 
related records. 

15Cll- Reserved. 
15C14. 

'4tq
15C15. Emergency personnel rosters (NCl-�-78-2). 

Documents identifying positions and giving e,ery 2 :,ettrs,)estroy docume 
names of persons appointed to carry out they are superseded or become obso 
emergency organization functions. 

Appendix 15-� 

2 




