
INACTIVE - ALL ITEMS SUPERSEDED OR OBSOLETE 

Schedule Number: Nl-269-93-001 

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superseded by newer NARA approved records schedules.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authorities on this schedule were superseded by this body of disposition authorities.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INACTIVE - ALL ITEMS SUPERSEDED OR OBSOLETE 
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-sOM (Agency or establishment) NOTIFICATION TO AGENCY 
General Services Administration 

2 MAJOR SUBDIVISION In accordance with the prov1s1ons of 4� 
U.S.C. 33030 the d1spos1t1on request, 

Office of Administration including amendments, 1s approved e�cept 
3 MIN.:)R SUBDIVISIOI-J for items that m&) l--,e marked ·d,s(cosll,on 

not npproved• or •withdrawn• m co umn JO
Information Management Division /.A,...tY

AHCHNlST OF THE UNITED STATES 4. NAME OF PERSON WITH WHOM TO CONFER 5 TELEPHONE DATE 

Sharon Lighton 202 501-2262 ls-1s-9.3 /Ju ./. �l L ��--V -, r . 

6 AGENCY CERTIFICATION 
J hereby certify tha t I am authorized to act for this agency in matters pertaining to the disposition of its rero,ds 
2:1d that the records proposed for disposal on the attached 28 page(s) are n0t now needed for the busine<;s 
of this ,:igency or will not be needed after the retention feriods specified; and that  writ�en concurrence from 
the General Accounting Office, under the prov1s1ons o Title 8 of the GAO Manual for Guidance of Federal 
Agencies, -

is not re51ui red; j D is attached; or D has been requested. El 

DATE 3/,�t:_1/iF AGENCY REPRESENTATIVE 
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TITLE 

GSA RECORDS OFFICER 

I I I 
IT�MI 8 DESC"IPTION OF ITEM AND PROPOSED DISPOSITION 
l'JO 

I1. Property Program Records 

Record descriptions and requested disposition
instructions are contained in the attached 
proposed chapter (19) to the HB, GSA Records 
Maintenance and Disposition System
(OAD p 1820.2). 
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OAD P 1820.2 CHGE 

CHAPTER 19. PROPERTY PROGRAM RECORDS 

1. General. This chapter provides documentation and maintenance and d1sposit1on instructions for personal 
and real property program records. These instructions are contained in: 

a. Appendix 19-A. Personal Property Utilization and Disposal Program Records 

b. Appendix 19-B. Personal Property Rehabilitation Program Records 

c. Appendix 19-C. Real Property Appraisal Program Records 

d. Appendix 19-D. Real Property Disposal Program Records 

e. Appendix 19-E. Real Estate Acquisition and Planning Records 

f. Appendix 19-F. Art and Historic Preservation Records 

2. Microfilming records. The records described in this chapter may be converted to microfilm and the original 
paper records destroyed provided that the requirements and standards of the HB, GSA Micrographics 
Management Program, chs. 3-1, 3-3, 4-3, and 4-4 (OAD P 1882.1) are met. 

3. Electronic records. 

a. The records described in this chapter are eligible for disposal in both hard copy and electronic form. 
Information designated for permanent retention in this chapter may be maintained on electronic media. This 
information must, however, be written on new or recertified one-half inch 7 or 9 track magnetic tape (in ASCII or 
EBCDIC) or paper or microfilm at the time specified for transfer to the National Archives. 

b. The terms "document" and "information", used throughout this chapter, refer to electronic as well as 
textual (paper) records. 

1 and 2 
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pro 

1111s appendL"< provides documentauon and marntenance and disposmon instructions for persona.I property 
hzat1on and disposal program records Ut1hzat1on and d1Sposal 1s concerned with the ut1hzauon and transfer of 

ex ess personal property between Federal agencies and their contractors or grantees; the disposal of surplus personal 
y by donation, sale. abandonment or destruction, and the establishment and operation of surplus personal 

prope sales centers. These records are accumulated by offices m the Central Office and regional counterpans and 
by surpl 
eqmpment 

RECORD 
SYMBOL 

19Al. 

19A2-
19A4. 

19A5. 

19A6-
19A9. 

19Al0. 

19All-
19Al4. 

19Als5. 

.,. _, -- ,, 

property sales centers This appendix does not apply to records created in using and disposing of ADP 
escnbed in ch 12 

Excess ro en catalo!!s and bulletins 
C 1-29 -81-1 lnfonnauon relatmg to the 

d issuance of numbered 
pubhcauons ed in screenmg excess personal 
property for uu · auon by other Federal 
agencies. Include are coordinatmg actions; 
official file copies o the published bulletms, 
catalogs or other publ auons; and related 
records. 

Reserved. 

Infonnauon used in reviewing repo 
excess personal property for items req ed. in 
special demand, used by specific agenc1e for 
redistribution through the FSS stores syste or 

AUTHORIZED DISPOSITION 

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

Review at the end of the fiscal year; destroy 
individual items when no longer needed. 

for storage for future use. Included are agenc 
requests for property, want lists, sumlar 
documents and related records. 

Reserved. 

Personal property ut1hzauon ca<;e files w and place in inacuve file following 
{NCl-291-81-1). Infonnauon accumulated in 
receiving reports of, screening for utihzauon 
of, and transfernng, excess personal property. 
Included are reports of excess, nouficauons of 
avatlabihty, hsts of agencies notified, requests 
of transfer, notices of transfer and other 
transfer documents. determinations. 
correspondence and related records. 

Reserved. 

Personal property donauon files 
(NCI-291-81-1). lnfonnauon relating to the 
donauon of personal property to eligible non­
Federal organizations and mstltuuons. 
Included are reports of excess. requests for 

Appendix 19-A Personal Property Uuhzauon and Disposal Program Records 

comple n of transfer or transacuon. Cut off 
inacuve at the end of the fiscal year; 
destroy 3 ye s after cutoff. 

Place m mactive file following c pletion of 
transaction. Cut off inacuve file at e end of 
the fiscal year; destroy 3 years after c off 



DESCRIPTION OF RECORD AUTHORIZED DISPOSITION 

property, nonces of availability, detennma­
uons relatmg to donauon of property, surplus 

operty releases. correspondence and related 
rec rds. 

19A16-
19Al9 

19A20 Reserve exces files NCl-291-81-1 
Infonnauon ace ulated m stonng excess 
personal property at has a high uuhzauon 
potenual and was no transferred or selected 
for redlstnbution or re bilitation dunng the - ; - .. 
screening phase. Includ are inventones, 
cards and lists of property; xcess property 
reports; correspondence con ing the 
property; and related records. 

a. Case folders. Withdraw upon initiation of disposition or 
rehabilitation acuon and file with the 
appropriate utilization, donation, rehabilitation 
or sales file. 

b. Inventories. Destroy when superseded or when all items 
listed on the inventory are no longer 111 storage. 

19A21- Reserved. 
19A24. 

19A25. Personal property sales center establishment 
files. Information accumulated 111 
establtshing. relocating, consolidating, or 
continuing surplus personal property sales 
centers. Included are requests for 
establishment or consolidation, feasibility 
studies. recommendauons, JUSllficanons. final 
detenn111auons. agreements and related 
records. 

a. Records relating to established sales centers. Cut off at the end of the fis 

(1) Central Office (NCl-291-81-1). Hold 5 years and retire to FRC. 
years after cutoff. 

(2) Other offices (Nl-291-91-2). 

(a) Annual report (Nl-291-91-2). Cut off at the end of the fiscal year; destro 
years after cutoff. 

(b) Other records (NC 1-291-81-1 ). Hold 1 year and retrre to FRC. 
-- aftercumfr. -

Appendix 19-A 
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RECORD 
SYMBOL 

19A26-
19A29. 

19A30. 

OAD P 1820.2 CHGE 

AUTHORlZED DISPOSITION 

b. Recor "..,..,,.....u; to sales centers not Cut off at the end of the fiscal year following 
established (NCl-29 disapproval. 

(1) Central Office. 

(2) Other offices. 

Reserved. 

Personal property sales case files. Infonnanon 
accumulated in the sale of Government 
personal property by GSA. These records 
consist of case files documenting sales of 
individual items or lots of personal property 
that include reports of excess property; reports 
of personal property for sale; sales letters; 
memorandum receipts; announcements of sale; 
advertising orders and vouchers; requests for 
bids; abstracts and tabulations of bids; registers 
of bidders and persons inspecting property; 
sales analysis reports; correspondence; and 
other related records. They also contam buyer 
contract files (documenting completed sales 
with each buyer of personal property) that 
include general tenns and conditions, sale of 
Government property invitations, sales slips, 
spot and auction bid cards or similar bid forms 
from successful bidders, notices of award, 
certificates of release of property, 
correspondence with buyer and related 
documents. 

b. Case files with transacuons of $25,000 or 
less (GRS 4/3b). 

c. Case files covenng haz.ardous materials 
(- - -). 

sale of aircraft 

Cut off when final payment is received, place 
in inactive file and hold locally for 3 years, and 
destroy. 

Cut off when final payment is received, place 
in inacuve file and hold locally for 3 years, and 
retire to FRC. Destroy 10 years after cutoff. 

Cut off when final payment is received, place 
in inactive fild and hold locally for 6 years. and 
destroy. 

Appendix 19-A 
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Reserved. 

Abandoned or destroyed property files 
Cl-291-81-1 . lnfonnation accumulated in 

AUTHORIZED DISPOSITION 

Cut off upon compleuon of proJect or sale; 
destroy when no longer needed. 

fJo,�: ,F ·n-11.S ,� TI-K- oRfb;lfvAL 
CA. te.. 'ti1. � , A ,Jb AJ o""( A N6N- 14 w ({];> 
co"f'l.,1, 'T"'� c)�l�r,-lA.J.. MIIST lk­
µ1A ,N'£1 Ar �eA.s I As �,ft,) & 
,i '$ t' RIL '( I p<J, f'") � "' 1,l� ��,4 '37) . 

µotJ-A.e.P,iJ.'b eol"1c.s f'l""l.f m, U 
k-1i r'2e.b '1-'l> -rive F�C : 

RECORD 
SY:tvIBOL 

l 9A3 l­
l 9A34. 

19A35. 

19A41-
19A44. 

19A45. 

19A46-
19A49 

DESCRIPTION OF RECORD 

Reserved. 

Surplus property precedential case files 
( - - - ). Case files on sales of surplus 
personal property documenting the imtiauon 
and development of transacuons that deviate 
from established precedents with respect to 
general agency disposal or to maJor disposal 
programs. 

rec menchng, find.mg, detennining and 
appro the abandonment or destruction of 
personal p rty that (1) has no commercial 
value, (2) car d maintenance exceeds the 
estimated proc from its sale, or (3) is 
detennined to be a Ii th hazard. Included are 
public announcements, vitauons to bid, 
recommendatmns, mspecu reports,
detenninauons and findings, c ies of research 
reports, board recommendations approvals 
and related records. 

a. Central Office. Cut off at the end of the fiscal year; destroy 2 
years after cutoff. 

b. Regional offices. ut off at the end of the fiscal year; hold l year 
tire to FRC. Destroy 3 years after cutoff. 

Reserved. 

Holding agency sales files (NCl-291-81-1}. 
Infonnation accumulated in assistmg holdmg 
agencies in plannmg and conducting sales of 
surplus personal property and in receiving 
reports and other documents on sales 
conducted by holding agencies. Included are 
copies of agency invitations to bid, related 
literature and pertinent correspondence. 

Reserved. 

Cut off at the end o e fiscal year; destroy 3 
years after cutoff. 

Appendix 19-A 
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e 

19A51-
19A54. 

19A55. 

-, ::-· ,.-:.r -, / 
_.,., -

19A56-
19A59. 

19A60. 

DESCRIPTION OF RECORD 

Personal property acl!v11ies register 
(NCI-29 1-8 1-1) RegISters contammg data on 
personal property uulizauon and disposal 
ctiv1ues, such as acl!ons taken on reports of 

ess property, ceruficates of unava.ilab1hty 
. ut1.hzat1on officers' activities, donauon 

reque received and approved, uulizat1ons 
achiev surplus determmauons made and 
similar ma 

Reserved. 

Utilization and d1 re rts. lnformauon 
that reflects personal pr utilization and 
disposal transactions and ·vities of GSA and 
other Government agencies. eluded are 
regional, national, summary an consolidated 
reports of personal property repo 
agency reports on the uulizauon an 
of excess and surplus personal prope 
mcluding property replaced under the 
exchange/sale authority; machine-prepared 
reports on utilization, donation, transfer and 
sale of excess and surplus personal property, 
including property m contractor inventories; 
other reports and lISUngs; and related records. 

a. Govemmentwide and agencywide 
consolidated and summary reports accumu­
lated at the Central Office (NCl-291-81-1). 

b. Other reports (NCl-291-81-1). 

c. Machme hstmgs (NCl-291-81-1). 

d. Unusual cases (determmed as significant by 
management) (NCl-291-81-1). 

Reserved. 

Property recovery records (NCl-291-81-1). 
Informauon created in providing for the 
preservation or collecuon of wrecked, 
abandoned or derelict property w1thm the 
Jurisdiction of, and which should come to, the 
United States. These records may be referred 
to as "Treasure Trove" or "Hidden Treasure" 

AUTHORIZED DISPOSITTON 

Cut off after date of final entry; destroy 2 years 
after cutoff. 

NOTE: Reports accumulated m office 
responsible for consolidating and-preparing 
regional and GSA-wide reports are described 
m ch. 19. 

C off at the end of the fiscal year; hold 1 year 
and ire to FRC. Destroy 5 years after cutoff. 

Cut off at tli end of the fiscal year; destroy 2 
years after cut f. 

Appendix 19-A 
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19A61-
19A64. 

l 9A65. 

19A66-
19A69. 

19A70. 

• ,;. I I ./ 

19A71-
19A74. 

DESCRIPTION OF RECORD 

records. Included are records rdlectmg 
existence, descnption. location and plans for 
t e recovery of the property or alleged 
tre ure; inqumes, applicauons and copies of 

ts; other agency comments; and related 

b. Routine inquines an 

Reserved. 

81-1}. Information pertaining to comp · 
ance/noncompliance by a State agency d ee 
such as a copy of the Report of Compliance Destroy 5 years after cutoff. 
Activity, letters, memos, police reports, FBI 
reports, court Judgments, cnmmal indictment 
reports, State agency invoices, distnbuuon 
documents, newspaper accounts, State law and 
other supportive documentation. 

Reserved. 

Eligibility donation files {NCl-291-81-1}. 
Information consistmg of the application; copy 
of the IRS letter of exempuon; copy of 
approval, accreditation or license; copy of 
applicant's program narrauve; copy of wntten 
authonzat10n signed by the Chief 
administrative head or a resolution by the 
governing body of the apphcant; copies of the 
necessary assurances; copy of a statement on 
the types and kind of eqmpment needed by 
apphcant; and a copy of letter of detemu­
nation. 

Reserved. 

AUTHORIZED DISPOSITION 

Remove applications and related records that 
result in a contract and file them m the contract 
case file in ch. 61. Cut off other apphcauons at 
the end of the fiscal year, destroy 2 years after 
cutoff. 

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

Cut off upon completion of case and place m 
inactive file. Cut off inacuve file at the end of 
the fiscal year; hold 2 years and retire to FRC. 

Temporan place in inactive file after 
determinatio of eligibility. Cut off inacuve 
file at the end the fiscal year; destroy 3 years 
after cutoff. 

Appendix 19-A 
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RECORD 
SYMBOL 

19A75 

19A76-
19A79. 

DESCRIPTION OF RECORD 

Special donation categories of property files. 
Documents pertaining to the provisions under 
secuon 203(1)(4) of the Federal Property and 
Admm1strauve Services Act of 1949, as 
amended. to impose appropnate condlnons on 
the donauon of property havmg characteristics 
that reqmre special handling or use hmitauons, 
including: drugs, biologicals and reagents 
other than controlled substances; donation of 
aircraft; and vessels. 

a. Records relatmg to the donation of 
hazardous matenals (- - -). 

b. Other reeeffiS �1Cl 291 81n-1) 

Reserved. 

State plan files {NCl -291-81 -1}. Infonnation 
related to the detailed plan of operauon of each 

gency. The plan consists of operational 
authorit , signation of the State agency, 
inventory con d accounting system, 
return of donated pro , financing and 
service charges, tenns an "tions on 
donable property, non utilized don 
property, fair and equitable distribuuon, 
eligibility, compliance and utilization, 
consultation with advisory bodies and public 
and private groups, audit, cooperative 
agreements, liqmdanon, standard issue fonns 
and conditional transfer documents. 

OAD P 1820.2 CHGE 

AUTHORIZED DISPOSITION 

Cut off upon donanon of matenal; place___inn_ 
inactive file, hold locally for 3 years and retrre 
to FRC. Destroy when J years old. 

,o  
Destroy when no longer needed. 

Destroy when no longer needed. 

Appendix 19-A 
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This appendix provides documentation and maintenance and disposiuon mstrucuons for records accumulated m the 
rehabilitation, mamtenance, repair and reclamauon of excess personal property; the establishment, consolidation or 
disconunuance of Government rehabtlitat1on facilities; selecuon of property for rehabilitallon; and storage of 
rehabtlitated personal property for future use. These records are accwnulated by offices m the Central Office and 
regions responsible for the personal property rehabihtanon program and by rehabilitation facilities or centers. 

DESCRIPTION OF RECORD 

19B1 .  ehabilitation facili estabhshment files 
-291 -8 1 - 1  . Infonnauon accumulated in 

� I 
;__ \ 

19B2-
19B4. 

19B5. 

19B6-
19B9. 

19B10. 

estab hing, relocatmg, consolidating or 
disestab · hing Federal personal property 
rehabilitau facilities, and m detennming 
whether to ob · n rehabilitauon services from 
other organizati s instead of establishmg 
Federal facilities. eluded are requests for 
establishment or con · danon, feasibility 
studies, recommendario , Justtfications, final 
determinations, agreemen d related 
records. 

a. Records relating to established 

b. Files relating to facilities not establish 

Reserved. 

Rehabilitation program improvement proJects 
(NC 1-291 -81-ll. Information created in 
determining areas for potential growth, 
improvements or discontinuance of specific 
programs for the maintenance, repair, 
rehabilitation and reclamation of personal 
property. Included are comparability and 
capability studtes and analyses, 
recommendations and detennmations; 
statistics; and related records. 

Reserved. 

Property rehabilitation reports {NCl-291 -81 -
1}. Information created in  collecting, 
preparing, computing, recording and 
submitting data on items of excess personal 
property rehabilitated or repaired by 
commercial and Federal facilities, including 
data on acquisiuon and rehabilitation costs. 
Included are commercial and Federal factlities 

AUTHORIZED DISPOSITION 

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

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

C off at the end of the fiscal year, hold 2 
years d retire to FRC. Destroy S years after 
cutoff. 

Appendix 19-B. Personal Property Rehabilitation Program Records 
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RECORD 
SYMBOL 

19B 1 1 -
19B 14. 

19B15 .  

19B16-
19B19. 

19B20. 

';J : ' �  -

19B21-
19B24. 

19B25. 

DESCRIPTION OF RECORD 

ports, correspondence, workpapers and other 
do urn en ts used m the preparation of the 

ummary and regional consolidated 

Reserved. 

1.l. Information accumu m mspecting, 
filling requisitions for, or iss · g, storing and 
inventorying rehabilitated exc s personal 
property. Included are inspectio reports;
requisitions; purchase orders; · delivery
orders; storage documents; agency uests; 
transfer, shipping and transportation 
documents; and directly related records. 
may be arranged by name, group or class 
property. 

Reserved. 

Rehabilitated property stock records 
(NC 1-291-81-1}. Information containing 
descriptions, stock balances and other 
information on rehabilitated excess personal 
property placed in storage for future use. 
Included are cards, lists and similar records. 
Files may be arranged by name, group, class, 
location of property or using agency. 

Reserved. 

Rehabilitation facility work controls 
(NCl-291-81-1}. Information used in 
scheduling and controlling work at 
rehabilitation facilities. These records reflect 
the name of agency requesting services; 
requisition, purchase order or invoice numbers; 
time in and approximate delivery date; charges 
for services; and related informanon. 

AUTHORIZED DISPOSffiON 

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

Cut off at the end of the fiscal year; destroy I 
year after cutoff. 

Remove and place in inactive file following 
disposition of property. Cut off inacuve file at 
the end of the fiscal year; hold 2 years and 
retire to FRC. Destroy 4 years after cutoff. 

emove and file in inactive file when all 
ormauon is transferred to a new card or 

1te s appearing on record are no longer in 
sto e. Cut off inactive file at the end of the 
fiscal , destroy 2 years after cutoff. 

Remove and file in i rive file following 
compleuon of servtces d delivery of property 
to owning agency. Cut o inactive file at the 
end of the fiscal year; des 2 years after 
cutoff. 

Appendix 19-B 
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RECORD 
SYMBOL DESCRIPTION OF RECORD 

19B27- Reserved. 
19B29. 

l 9B30 Equipment logs (NC l -291-81-l}. Informauon 
latmg to the operauon, mspecuon, repair and 

19B31-
19B34. 

19B35. 

19B36-
19B39. 

19B40. 

m ·ntenance of each item of rehab1litauon 
fac equipment. mcludmg installed 
equip nt. Included are log forms (may be 
attached the equipment), eqUJpment folders 
or similar r ords. 

Reserved. 

Information created in tli management and 
administrauon of the prope rehabilitation 
service contracung program venng some 30 
commodiues. Included are uni e cases 
relating to rehabtlitat1on operauon not 
described elsewhere in this appen · 

Reserved. 

Precious material recovery reports {NCl-291-
81-1}. Information on methods used, saVIngs 
resulting from, producl!On figures for, surveys 
pertaining to, and other acuvities about the 
recovery of stlver, other precious metals and 
critical materials from excess property. 
Included are agency reports and records 
directly related to the precious matenals 
recovery program. 

a. Govemmentw1de reports (maintained by the 
office responsible for preparauon.) 

b. Other reports. 

Cut off at the end 
years and reure to 
cutoff. 

the fiscal year; hold 2 
. Destroy 6 years after 

Cut off at the end of the fi 
years and retire to FRC. Des 
cutoff. 

OAD P 1820.2 CHGE 

AUTHORIZED DISPOSITION 

Transfer with equipment or destroy upon 
disposal, cannibal1Zat1on or abandonment of 
eqmpment. 

Cut off at the end of the fiscal year; destroy 5 
years after cutoff. 

'• 

Appendix 19-B 
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19C9. 

NYfML 

OAD P 1820.2 CHGE 

1l11s appendtx descnbes records created m developing. coordinating and 1mplementmg procedures and methods for 
appraising real property to be acqurred by the Government, excess and surplus real and personal property to be 
disposed of, and rights and interests related to managing real property held by GSA. Property appraisal records are 
created as a result of responsibilities outlined tn the GSA Organization Manual (OHR P 5440.1) and other dlfecuves 
m the I 005 senes. They are accumulated by Central Office and regional offices. 

19C6-

DESCRIPTION OF RECORD 

19Crl .  

19C2- Reserved. 
19C4. 

19C5 

AUTHORIZED DISPOSITION 

Cut off at the end of the fiscal year; hold 2 
years and retire to FRC. Destroy 6 years after 
cutoff. 

NOTE: This record series contams emergency 
operating records. 

Destroy when no longer needed. 

NOTE: This record series contains emergency 
operating records and records subject to the 
Privacy Act of 1974. 

Reserved. 

19CIO. Appraisal case files (NCI-121-84-1). 
Infonnation accumulated as a result of 
appraisals by GSA staff or by contract 
appraisers. Included are requests for appraisal 
estunates, proposals, notices of acceptance of 
proposals, contracts and amendments, 
specifications, appraisal reports and supporting 
documents. 

a. Reports received by the Central Office for 
spot check only. 

b. Case files. 

c. Abstract or certificate of title (GRS 3/1 b ). 

NOTE: This record series contains emergency 
operating records. 

Cut off at e end of the fiscal year; destroy 2 
years after c toff. 

Place m mactive le after unconditional sale or 
release by the Gov ment of conditions, 
restrictions, mortgag or other liens. Cut off 
the inactive file at the e of the fiscal year; 
hold 5 years and retire to C. Destroy 20 
years after cutoff. 

Transfer to purchaser after unco itional sale 
or release by the Government of c ditions, 
restrictions, mortgages or other liens. 

Append.Ix 19-C. Real Property Appraisal and Acqms1t1on Records 



OAD P 1820.2 CHGE 

This appendix provides documentauon and maintenance and d1spos1uon instrucuons for records created in 
admin1stenng programs and act1v1ues for the uulizauon by, and the transfer among, Federal agencies and authonzed 
orgamzauons of excess real property and related personal property; the disposal of surplus real property and related 
personal property by sale, donauon. exchange, lease, penmt or transfer; and the care of surplus property pending its 
disposition. Program records documenung the real property disposal program are created as a result of 
respons1biht1es outhned in the GSA Orgamzauon Manual (OHR P 5440.1) and other orders and handbooks of the 
4000 subJect class1ficauon senes. 

RECORD 
SYMBOL DESCRIPTION OF RECORD 

19Dl.  Real property disposal case files. lnfonnauon 
used in ( 1) reporting as excess real property 
and related personal property no longer - , ,...,. reqmred by Federal agencies, (2) screening for 
uuhzat1on, (3) transfemng property between 
Federal agencies, and (4) disposing of property 

etennined to be surplus to the needs of the 
eral government Included are reports of 

; notices of availability; requests for 
with al from excess or surplus; inspection 
and app · al reports; requests for property, 
including a onzations and approvals of 
disposition; ap · cations for public use; 
determinations o urplus; transfer, donation, 
exchange, lease, use ennit and assignment, 
and sales documents; e ements and deeds; 
drawings and specificatm ; bids and 
invitations; documents relat to the care of 
property pending disposition; rrespondence 
with other Federal agencies, Stat d local 
governments, private organizations 
individuals; and related records. 

a. Central Office (NCl-291-83-1). Pennanent Cut off following completion of 
case and send to the appropnate region for 
retirement to FRC under par. 19D1b. 

OTE: Central Office records cannot be 

b. Regional offices (NCl-291-83-1). 

AlITHORIZED DISPOSITION 

NOTE: This record senes cont.ams emergency 
operaung records. 

ret ed to the Washington Nauonal Records 
Cent (WNRC). Records retrred to the 
WNRC fore November 13, 1984, are 
pennanent ecords and will be offered to 
NARA when 5 years old in 5-year blocks. In 
most cases, CO s not maintain disposal 
case files but may p original documents that 
must be forwarded to e appropriate region for 
inclusion. 

Pennanent Cut off followin complellon of 
case; hold 1 year and retrre to C. Transfer 
to NARA when 25 years old in 5-

Appendix 19-D Real Property Disposal Program Records 
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RECORD 
SYMBOL DESCRIPTION OF RECORD 

c Other records (NCl -291-83- 1) Records 
necessary or convenient for the use of real 
property sold, donated, or traded to non­
Federal ownership since August 2 1 .  193 5 .  
including (if pertment a s  detennined by  the 
releasing agency) site maps and surveys. plot 
plans, architect's  sketches, work.mg diagrams. 
preliminary drawings, bluepnnts. master 
tracings, utility outlet plans, equipment 
ocat1on plans, spec1ficauons, consuucuon 

19D2-
19D4. 

19D5. 

19D6-
19D9. 

19D10 

p gress photographs, inspecuon reports. 
bu g and eqwpment management and 
maim ance records and allowance l1Sts. as 
well as licate copies of title papers, 
provided t (1) the records are not scheduled 
for pennane retention elsewhere in this 
manual (see c 42 & 43), (2) the records can 
be segregated wit ut hann to other documents 
of enduring value, ( no respons1billty 1s 
attached to the Govern ent because of 
disagreement between th sferred 
documents and the physi ondltion of the 
property at the time of convey ce and (4) 1f 
the property is released for h1sto use or 
purpose, the user agrees to retain 1t d return 
1t to the Federal Government unmedl ely on 
the discontmuance of its use for histonc 
purposes. 

Reserved. 

Real property disposal general sub1ect files ut off at the end of the fiscal year; hold 2 
(NCl -291 -81-1}. Infonnauon relatmg to real 
property disposal which cannot logically be 
filed in other categones of this appendix. 

Reserved. 

Holding agency real property disposal records 
(NCl -291-81-1}. Infonnauon relating to the 
utilization and disposal of real property and 
related personal property declared as excess by 
holding agencies who are designated or 
delegated authonty to act as the disposal 
agency. Included are reports of excess; 
descriptions of property; documents relaung 
to the Government 's utle to the property, 
nouces of availability; correspondence 

AppendIX 19-D 
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AUTHORIZED DISPOSITON 

Transfer to new custodian on compleuon of 
sale, trade, or donauon proceedings. or 
acceptance of purchase money mortgage. 

y s and retire to FRC. Destroy 9 years after 

Withdraw and plac n macuve file following 
disposal by the holdiri agency. Cut off 
i nacll ve file at the end o the fiscal year; 
destroy 1 year after cutoff. 

NOTE: This record senes con 
operaung records. 



RECORD 
SYMBOL 

19D15 

19D16-
19D19. 

19D20. 

19D21-
19D24. 

19D25. 

__ ;::, 

19D26-
19D29. 

19D30. 

19D31-
19D34. 

DESCRIPTION OF RECORD 

between GSA and other agencies, 
organizations or mdlv1duals; disposal acuv1ty 
control data; surplus detennmauons; and 
related records 

Reserved 

Cl-29 1-

surplus real property 
reported for dlspos1uon. ese records are 
used to answer inquiries abd t or satisfy 
requirements for real property. 

Reserved. 

Reports and related records contaming data o 
real property utilizat10n and disposal activities, 
such as actions taken on reports of excess 
property, certificates of unavailability, reports 
of utihzation officers' activities, donation 
requests, utilization achieved, surplus 
detenninauons made, and similar matters. 

Reserved. 

Real property disposal activity controls <NCI-
291-81-1}. Information used in controlling 
acuviues and scheduling dlsposiuon of excess 
and surplus real property. Included are surplus 
real property operauonal control nouces, real 
property disposal acuv1ty controls and related 
records. 

Reserved. 

OAD P 1820 2 CHGE 

AUTHORIZED DESCRIPTION 

Destroy when no longer needed. 

NOTE: This record senes contams emergency 
operating records. 

Destroy when no longer needed. 

NOTE: This record senes contains emergency 
operating records. 

Destroy when no longer needed. 

NOTE: This record series contains emergency 
operating records. 

Withdraw and p in inactive file on removal 
of property from G inventory. Cut off 
inactive file at the en f the fiscal year; 
destroy 1 year after cuto 

NOTE: This record series co 
operating records. 

Appendix 19-D 
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RECORD 
SYMBOL DESCRIPTION OF RECORD 

Real property disposal reports (NC l -29 1 -84-
ll- lnformauon showing real property 
utihzauon and disposal rransactions and 
activities of GSA and other Government 

cies. Included are regional. nauonal 
, and consolidated reports of real 

property rted as excess; agency repons on 
utilization an sposal; machine-prepared 
reports on uulizati donauon. rransfer and 
sale; and related recor 

a. Central Office. 

(1) Congressional and While House 
(Property Review Board) requrred reportS. 

AUITIORJZED DISPOSITON 

Permanent Cut off at the end of the fiscal 
year; hold 5 years and retire to FRC. Transfer 
to NARA when 25 years old in 10-year blocks. 

TE: The official file of the Congressional 
Repo "Explanatory Statement of Proposed 
Negotia ale of Surplus Real Property," is 
filed with the ropriate case file under 19D1 

·and a copy is fil 19D55. 

Cut off at the end of the 1 year. Destroy 2 
years after cutoff except machl listings may c;o/"/�,5 I 

be destroyed when no longer need 

Permanent Cut off following issuance of a 
new survey report or after 6 years and retire to 
FRC. Transfer to NARA when 25 years old in 
5-year blocks. 

se 
operating records. 

Cut off at the end of the fiscal year; destroy 5 
years after cutoff. Earlier disposal 1s 
authorized on receipt of information that 
property will not be reported as excess. 

NOTES: On receipt of report of excess, 
withdraw the related file and place u in 19D1. 

This records series contains emergency 
operaung recerds. 

19D36- Reserved. 
19D39. 

19D41- Reserved. 
1 9D44. 

19D45 Pre-excess files (NCl-291-81-1) Correspon­
dence and related documents concerning real 
property that may be reported as excess to 
GSA in the future. 
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r e t i re t o  F RC .  O f f e r t o  NARA when 2 5  yea r s  o ld i n  
b l ock s . 

Not e : f i c i a l  f i l e of  the Congre s s i ona l Repor t  
" E x p l a n a t o r y  S ta teme n t  P r oposed  Nego t i a ted Sa le o f  S u r p l u s
Rea l  P r ope r ty 11 i s  f i l ed w i  the  app r op r i a te c a s e  f i le under 
3 3D 1 , a nd a c opy i s  f i led in 5 .  

( 2 )  Other repo r t s : ua l ly .  Des t r oy when 
superseded , cance led , obs o l e  

b .  Oth e r  of f i ce s : Cut o f f  annua l ly .  
o l d ,  e xc ept ma ch i ne 
longe r needed . 

a 
1 0 -ye 

n o  longer  needed . 

Des t r oy 
l i s t i ngs  may be de s t r oyed 

3 3 D 5 6 - - 3 3 D 5 8 . 

--l:if)'39 . 

Res er ved . 

Rea l ? r oper t y  U t i l i z a t i on S u r vey ( N l - 2 9 1 - 8 6 - 2 ) .  
the u t i l i zat i on o f  Rea l P r ope r ty .  I nc luded Docume n t s  re l a t i ng t o  

are s u r vey r epo r t s , pho tos , ma ps , and r e l a ted  c o r r e s pondence . 

a .  Cen t r a l  Of f i ce : Cut  o f f  f o l l ow i ng c omp le t i on of  cas e , 
h o l d  1 yea r and t r an s f e r  to  FRC . Des t r oy when  8 
yea r s  o l d .  

b .  Reg i ona l O f f i ces : Cut  o f f  f o l l ow i ng c omp le t i on of ca s e ,  
des t r oy when  1 year  o l d .  --

� s  

Preexces s f i les  ( N l - 2 9 1 - 8 1 - 1 ) .  C o r r e sponde nce and 
o curne n t s  conce r n i ng real  p r ope r ty that  may be r epo rted 

A i n  the futu r e . 

De s t roy e a r s . Ear l i er d i spos a l  i s  au tho r i zed 
on r ece i pt o f  i on t h a t  pr ope r ty w i l l  not  be 
rep o r ted a s  excess . 

Note : On rece ipt  o f  rep o r t  s ,  w i thdraw the 
r e l a ted f i le and p lace i t  i n  3 3 D 1 . 

Appendix  3 :;-o 
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This appendix descnbes records created m planmng for, acqumng and developmg real property. It also mcludes 
plannmg for, ass1gmng and usmg space m Government bmldmgs and operaung a space management reportmg 
system. The records are created under respons1b1hues outlmed m the GSA Orgamzauon Manual (OHR P 544 0 l) 
and orders and handbooks m the 1 6 0 0  and 7000 subject class1ficauon senes 

RECORD 
SYMBOL DESCRIPTION OF RECORD 

1 9El .  Environmental records (NCl-121-8s1 -l). 
Documents created and accumulated m 
prepanng, rev1ewmg, and mamtauung 
environmental projects. Included are 
envrronmental llllpact assessments (EIA), 
findmgs of no s1gmficant unpact. envrron­
mental trnpact statements (EIS), b1stoncal 
records on EIA/EIS master plans, 
envuonmental quarterly reports, coastal zone 
management records, records related to 
floodplams and wetlands, site studies, 
landscape plans, specialty contract studies, and 
related records. 

a. Central Office ( - - -). 

� ,�,.1_ 
b. �rsoffices (NCl -121-81-1). 

c. Environmental Quarterly Reports (- - -). 

( 1) Central Office. 

(2) Other offices. 

l 9E2-
19E4. 

Reserved. 

1 9ES. Capital improvement and leasmg program 
plannmg records (- - -). Documents created 
m providing guidance, direcuon, planmng and 
scbeduhng to assist regions m developmg thetr 
programs. 

a. Central Office. 

b Other offices. 

AUTHORIZED DISPOSITION 

Place m macuve file after review of project 1S 
completed; bold 2 years and destroy. 

Pennanent Place m macuve file on 
compleung proJect; cut off at the end of fiscal 
year, bold 5 years and reure to FRC. Transfer 
to NARA when 10 years old. 

Destroy when 2 years old. 

Destroy when 4 years old. 

Place m macuve file when superseded or 
obsolete. Cut off macuve ftle at the end of the 
f1Scal year, destroy l O years after cutoff. 

Destroy when superseded or obsolete. 

Appendix 19-E. Real Estate Acquisition and Plannmg Records 
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RECORD 
SYMBOL DESCRIPTION OF RECORD 

19E6- Reserved 
19E9. 

Nauonal program records <NC 1 - 1 r2r1 -S 1 - 1) 
Long-range plannmg documents created m 

lanmng for and 1denufymg proposed pro_1ects 

19Elrl-
19EJ4_ 

19El5. 

19E16-
19E19. 

for bmldmgs and for extendmg, 
r acqumng ex1sung bmldmgs as 

rogr:unmmg 111 the 5-year 

a. Program records Documen 1 border 
stauon proJects, SSA D1stnct Offices, 
acquisitions, h1stonc preservauon, policy 
procedures reports, and related records. These 
records are arranged m alphabeucal order by 
subject. 

b. Budget records Documents created 111 the 
budget formulauon for prepanng the 
presentauon for construcuon and acqms1t1on 
of faciliues. These records are arranged
chronolog1cally by fiscal year. 

Reserved 

New building file records (- - -). Documents 
accumulated m prelunmary space assignment 
and utilization plannmg before occupancy of a 
new budding or conversion or extension of an 
existmg bmldmg. Included are copies of 
wntten contacts with the agency mvolved, 
prelmunary space study data sheets, space 
requirements survey worksheets, funcuonal 
diagrams, layout drawmgs, layout approvals, 
final paruuon plans, and related records 

Reserved. 

AUTHORIZED DISPOS ITION 

Cut off at the end of fiscal year, hold 3 years 
and rellre to FRC. Destroy 3 year:, after cutoff. 

Cut off upon occupancy of the bmldmg and 
establlshment of the officlal space assignment 
file; hold 3 years and retJre to FRC. Destroy 5 
years after cutoff. 

NOTE: Bnng forward lo the space assignment 
ftle,-4€ 125, any records needed as supporung 
data l't t�-» 

NOTE: These records are arranged first by 
state, then city, and finally, accordmg lo the 
segment 1denufied m subpars. b lhru e below. 

ecords 1dent1fied m subpar a are arranged by 

Appendix 19-E 
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RECORD 
SYMBOL DESCRJPTlON OF RECORD 

a General bu! ldmg records. Documents 
,1ccumulated tbat refer to butldmgs or plans 
pertammg to a nty or state, but tbat do nor fit 
rnto categones b thru e or other records 
Llescnbed rn tb1s cbapter. 

b. Ex1sung bu1ldmg records. Documents 
created rn rnanagrng space assignment and use 
m bmldmgs under GSA control. I ncluded are 
space studies with supportmg documents, 
uuhzauon survey reports and recom­

endauons, uuhzauon studies, fact sbeets, 
re ews and approvals, retenuon or disposal 
evalu uons, correspondence, maps and 
photogr bs, and related records. 

c. Project de lopment records. Documents 
created m plann g for new bmldmgs, leased 
butldmgs, and for tendmg, convertmg, or 
acqumng eXIsung bu mgs. Included are 
survey reports; cost es tes; drafts and 
copies of final prospectus · copies of project 
authonzauons, fact sheets; sp and site 
direcuves with supportmg doc 
congressional, agency, and mtern 
dence; and related records. 

d. Facihty planning reports. Documents 
created in developmg short-range plans 
covenng current and projected Federal agency 
space requirements. Included are plannmg 
reports contammg community surveys, maps, 
photographs, narrattve statements, supporting 
data, summary and approval records, agency 
space tabulauons, bmldmg evaluations, 
regional plannmg memorandums and related 
records 

( 1) Central Office. 

(2) Other offices. 

e. Space requirement records. Documents 
created in plannmg for new bmldmgs and for 
extending, converung, and acqumng ex1sung 
butldmgs. Included are requests for space on 
GSA Fonn 144, Net Space Requuements for 
Future Federal Bmldmg Construct.ton, and 

Appendix 19 -E 
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ALTTHORIZED DISPOSITION 

Cut off at t11e end of fiscal year, destroy 2 
years after cutoff 

Cut off at the end of fiscal year, bold 3 years 
,md rcurc to FRC. Destroy 4 years after cutoff 

NOTE. Flies for projects not completed at lhe 
wne of cutoff shall be withdrawn and brougbt 
forward to the current files. 

Cut off on compleung or canceling project; 
hold 2 years and reure to FRC. Destroy 5 
years after cutoff. 

Cut off on comple 
hold 2 years and re 
years after cutoff 
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RECORD 
SYMBOL 

1 9E21-
19E24 

! 9E25. 

1 9E26-
19E29 

19E30. 

· /  

-:; 

1 9E3 l -
19E34 

1 9E35. 

DESCRIPTION OF RECORD 

related records 

(1) Central O ffice 

(2) Other otficcs 

ros ectus records C 1 - 1 2 1 -8 1 - 1  . A 
record t of (I) ongmal prospectus and reports 
of butldm project surveys signed by the 
Comnuss1on , PBS, and the Ad1mmstrator 
and (2) project thonzauons (Central 
Office). 

Reserved. 

Documents created m the plannm 
programnung, scbedulmg, admm1s1 
managmg and reporung on space man ement 
projects. Included are GSA Forms 1829, 
Schedule and Performance-Space Mana.gem 
Site Selecuon and 1830, Schedule and 
Performance-Space Management Site 
Acquisiuon, supporung papers, corre­
spondence, and related documents. 

a. Central Office 

b. Other offices 

Reserved. 

Real property acqms1uon records. Title papers 
and related mformauon documentmg the 
acqms1tion of real property by purchase, 
transfer, condemnauon, donauon, exchange or 
other action. 

a. Records relatmg to property acqutred after 
December 31, 1920, other than abstract or 
ceruficate of tttle (GRS 3/ la) 
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AUTHORIZED DISPOSITION 

Cut off on complctrng or cancel mg proJect, 
bold 2 years and re11re to FRC. Destroy 5 
years after cutoff. 

Destroy 3 years after cut off 

Permanent Cut off m 5-year blocks; hold 5 
years and reure to FRC .  O ffer to NARA15 
years after cutoff. 

Cut T at the end of the mont11, destroy 4 years 
after c ff. 

Destroy afte transfemng incomplete projects 
to new fiscal y schedule. 

NOTE: This record senes 
mterests records. 

Retatn m the regional office. Cut off after 
uncond1Uonal sale or release by the 
Government of cond1uons, resmcuons, 



RECORD 
SYiv1BOL DESCRIPTION OF RECORD 

b Records relaung to property acqmred before 
January 1, 1921 (NC l - 121-8 1-1). 

ct or ceruficate of utle (GRS 3/1 b) 

Documents created in dtsplac 
busmesses, or farm operauons. 
contracts for relocauon services, re cauon 
plans, surveys appratsals, general and 
md1v1dual clatm files, clann forms, paym t 

l9E36-
l9E39 

l9E40. 

I.-] I 

19E4 l­
l9E44. 

19E45. 

. ,  . .., 

19E46-
l9E49. 

l9E50. 

---! •- /  

vouchers, interview and contact reports, 
negouat1ons reports, pubhc body coordmauon 
reports, claun appeals, disclauners, and related 
records. 

Reserved. 

Space allocauon standard records {NC l -121-
.8.l.:.!l. Documents created m the preparation, 
clearance, and pubhcatlon of gmdes for the 
use of space by md1v1dual agencies. Included 
are coordmaung actions, record copies of the 
guides, and commumcatlons pertammg to the 
published gmdes 

Reserved. 

Space assignment and utthzat1on records 
( - - - ). Documents created by regional 
offices m analyzmg space reqmrements, 
ass1gnmg space to Federal agencies and 
managmg space m butldings under GSA 
control. Included are space assignment 
requests, on-site survey :111d mspecuon reports,
fact sheets, review and approval actions, 
uuhzauon reports and studies, retention or 
disposal studies, maps, photographs, 

OAD P 1 820.2 CHGE 

AUTHORIZED DISPOSITION 

mortgages or other hens. Destroy IO years 
after cutoff. 

Penn:menL Cut off at the end of the fiscal ye�u­
:ifter acqumng utle or rendenng final Judgment 
on condemnauon cases. Transfer to NARA 10 
y�u-s after cutoff. 

Transfer to purchaser after uncond1uonal s,tle 
,Jr release by the Government of cond1t1ons, 
restncuons, mortgages or otl1er hens. 

Cut off at the end of fiscal year; after complet­
mg final relocation and payment of relocation 
clanns, hold 2 years and reure to FRC. 
Destroy 5 years after cutoff. 

Place m ma ve file when superseded or 
obsolete; destr 2 years after cutoff . 

Cut off at the end of fiscal year after assign­
ment ends; destroy 5 years after cutoff. 

NOTE: Bnng forward to the current file 
penod1c mspectlon and uuhzauon survey 
reports on recommended acuons that have not 
been completed. 
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RECORD 
SYMBOL 

l 9E5 l ­
l 9E54. 

l 9E55 

l \ ! - 1  

DESCRIPTION OF RECORD 

correspondence and related records 

a. Master mve ry reports. Reports showmg 
real property own and leased by the United 
States and cons1stin of machme ltsungs for 
the current year and b nd pnnted copies. 

(1) Machine listing. 

(2) Bound volumes. 

b. Feeder reports. Reports providmg 
information for the master mventory re 
consisting of input data from other 
Government agencies, regional consolida 
reports, and supportmg records. 

c. GSA inventory report Reports showing 
inventory of buildings under GSA assignment 
control, building idenUficauon data, 
occupiable space per butlding, and similar 
data 

d. Space assignment reports. Reports showmg 
space assignment by budding, agency, 
occupancy nght, and providing data on the 
buildmg, the agency, locauon, space, and 
slillllar informauon. 

e. Occupiable space and summary reports. 
Reports showing space summary by urban 
center, city, and occupancy nght; space 
utilization by agency and bureau; space 
summanes by occupancy right and by agency; 
leases in effect; regional leased space and 
annual rentals; summary of bmldmgs and 
acuve leases (mcludmg Metropolitan District 
of Columbia); vacant space by occupancy 
nght; and list of macuve records. 

AUTHORIZED DISPOSITION 

Destroy upon receivmg new edition. 

Destroy when no longer needed for reference. 
(Permanent copies are mamtained by the 
Office of Fmance.) 

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

Cut off at the end of fi.scal year; destroy 2 
years after cutoff. 

at the end of fi.scal year, destroy 2 
r cutoff. 

rly reports may be destroyed 
needed or when a new pnntout 

Cut off at the end o 
years after cutoff. 
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RECORD 
SYMBOL 

19E56-
19E59. 

19E60. 

19E61-
19E64. 

19E65. 

/ - /,,, , , ./ 

19E66-
19E69. 

19E70. 

DESCRIPTION OF RECORD 

f. Bmldmg and other repons. Master bmldmg 
records, bmldmg register change llsungs, 
master bmldmg mventones, master 
ass1grunent records, lease acuv1ty and 
expirauon date records, personnel census 
hsungs, and srnHlar reports. 

Reserved. 

Reserved. 

Site i iti r r 1-121- -1 . 
·Documents created m acqu g real property 

and easements through purch e, exchange. 
transfer, donauon, or condemna on. Included 
are site invesugation directives; p lie nouces; 
offers to sell and synopses of offers; ·re 
investigation, inspection, appraisal, an 
negotiation reports; condemnauon assem ies; 
excess property records and reports; copies 
title reports; property surveys; ceruficates of 
inspection and possession; disclaimers; and 
related documents. 

Reserved. 

Site management records. 

a. Undeveloped site files (Nl-121-90-1). 
Documents created m admtmstenng, 
supervising, and controlhng undeveloped 
sites. Included are site direcuves and sup-
porung documents, site management plans,  
site inspection survey reports, site condiuon­
mg acuons and reports, out-lease actions and 
supportmg documents, lease termmauon 
survey reports, licenses, permits, easement 
grants, encroachment data, Junsd1cuonal 
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AUTHORIZED DISPOSITION 

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

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

Cut off at the end of fiscal year after final 
acquisition of Utle and/or rendering of final 
judgment on condemnauon cases; hold 2 years 
and retire to FRC. Destroy 8 years after cutoff. 

NOTE: This record series contams emergency 
operating records. 

Cut off at the en of fiscal year on completing 
construcuon or dis smg of site. Hold 2 years 
and retire to FRC; d oy �year,Slater. 

NOTE: This record sene 
operating records� 



���� •· -· ·.---·--
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OAD P 1820.2 C HGE 

RECORD 
SYMBOL DESCRIPTION OF RECORD 

transfer acuons and smular records, 
rrespondence, and other related records. 

b. veloped sue records (NCl-121-8 l- l ). 
Docu nts created m admimstenng, 

, and controlling developed sites. 
llcenses, penmts, easement 

grants, encro hment data, Jurisdicuonal 
transfers, corr ndence, and related records. 

c. Outlease records (NCl-121-81-1 
Documents created in leasmg pubhc b dmgs 
and grounds on developed sites, includin 
Government-leased faciliues for commer 
use. Included are documents deciding the 
avatlabihty of space for outleasing; approvals; 
consultants' and real estate brokers' reports; 
appraisals, analyses., and cost statements; 
Central Office approvals; bids, �tracts, and 
analyses; letters of acceptance and rejecuon; 
originals of leases and amendments; insurance 
documentation; miUal condition survey re­
ports; alteration, 1D1provement, and repair 
records; rental collection records; claims; and 
related records. 

(1)  Central Office. 

(2) Regional offices. 

AlITHORIZED DISPOSITION 

Place m macuve file after execuuon. Cut off at 
the end of fiscal year; destroy I year later. 

Place m inacuve file on temunauon, 
expiration, or revocallon of mstrumenL Cut 
off at the.end of fiscal year; destroy I year 
later. - .--:-:::-:--:· ..- - -- ·-• . 

..::: -:-; --� . ___.:;__ -_-

Place in macuv file after award. Cut off afih=e_ - .- -­
end of fiscal year; estroy l year later. 

Cut off at the end of cal year; following 
temunauon or expirauo of the lease, bold 1 
year and ret1re to FRC. D troy 5 years later. 

-- � ;:_ --::- , 
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OAD P 1 820 2 CHGE 

1111s appendix provides mallltenance :md d1spos1t1011 mstrucuons for records relaung to the arts and h1stonc 
preservation programs and managmg the Federal art collecuon. Art and h1stonc preservauon records are created as 
the result of respons1b1ht1es and funcuons assigned 111 !lie GSA Orgamzauon Manual (OHR P 5440 I ), ch 23-55 

RECORD 
SYMBOL DESCRJPTION OF RECORD 

Fme arts program records (N 1 - 1 21-91s-2) 

a. Art mvemones. 

( l )  Art lnventones Registers, photographs 
d slides relatmg to mventones of artworks 

th are located m Federal fac1hues 

(2) useum files. Infonnauon relaung to 
ponable, ederally owned, New Deal artworks 

llecuons. Includes 

(3) Disputed Fede ownership files. 
Includes registers, phot raphs and slides of 
artworks for which Feder ownership 1s in 
quesuon. 

(4) Art d1spos1uon files. Incl es 
mfonnauon on artwork that has b 
deaccess1oned, donated or destroyed 
natural or man-made occurrences. 

b. Artists files. Biographical and otber 
mformaaon, mcludmg correspondence with 
artists whose artworks are owned by the 
Federal government. 

c. Art history case files. Documentauon 
relaung to acqms1uon; conservauon, 
exh1b1uons and loans; and the deaccess1on of 
Federally owned works of art, mcludmg Art 
Exammauon Worksheet (source of acqu1s1uon, 
e.g. donauon or transfer), aud1ov1sual 
documenta.uon, Quesuonnaire for Loan of 
GSA Artworks for Exh1b11Jon, all completed 
GSA loan forms mcludmg GSA Form 1 0048, 
L1ab1hty Agreement for Loan of GSA 
Artworks, conservauon and inspection reports, 
missing artwork mfonnauon, correspondence 
and other related mformauon. 

AUTHORIZED DISPOSITION 

Destroy after related third generauon 
lllventory. 

Cut off on return of artwork to Federal -  
custody. Create an Art History Case File and 
file under l 9F l c. 

Cut off when Federal ownership 1s esta.bhshed, 
file mformauon m related art history case file 
( l  9Flc). 

Cut off when artwork 1s deaccess1oned; file 
mformauon m related art history case file 
( l s9F l c). 

Permanent. Cut off m IO-year blocks; transfer 
to NARA 5 years after cutoff. 

ent. Cut off at the end of the fiscal year 
1ch artwork 1s donated, destroyed or 

othe e deaccess10ned. Transfer 
1mmed1a ly to NARA 

Appendix 1 9-F Art and H1stonc Preservauon Records 



OAD P 1 820.2 CHGE 

RECORD 
SYMBOL 

19F2-
1 9F4. 

19F5. 

DESCRJPTION OF RECORD 

d Exb1b1t1on and loan requests Requests by 
museums to borrow Federally owned portable 
artworks for exlnb111on Includes 
Quest10nnaire for Loan of GSA Artworks for 

h1b1uon, correspondence and related 
auon. 

(2) 

Reserved. 

a. Art mventones. Registers,
shdes relaung to mventones of 
are located m Federal fac1hues. 

b Artists files. 

( 1) Artists represented m the A-I-A 
program. B1ograph1cal and other mfonnauon, 
includmg correspondence with cornmtssioned 
arttsts whose artworks are incorporated mto the 
arcb1tecture of Federal factl1ues. 

(2) National Registry of Artists. 
Information subnutted by artists who want to 
be coouruss1oned for the GSA A-l-A Program. 
Includes correspondence and background 
mfonnauon necessary to detennme an artist' s  
quallficauons and work m a speCific art media, 
such as resumes, c..1talogs, art reviews, shdes of 
the artist' s work and related mformauon. 

(3) ProJect case files. Documentauon 
relaung to acqms1uon, comm1ss1on, placement, 
conservation and deaccess1on of artworks m 
Federal fac1ht1es lnfonnauon mcludes 
backgrounds about proposed and selected 
artists, photographs and shdes, mmutes from 

Appendix 19-F 
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AUTHORIZED DISPOSITION 

Ftle with related art history case file. 

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

Destroy after related tbtrd generauon 
inventory. 

Permanent Cut off in IO-year blocks; transfer 
to NARA 5 years after cutoff. 

R um shdes to artist when s/be no longer 
wan to be considered for comnuss1on. 
Destr remainmg infonnauon when no longer 
needed. 

NOTES: In nnauon about artists may be 
subJect to the vacy Act of 1 974 

Informauon m this tegory may be donated to 
the public when no 1 ger needed, provided 
permission from the st ts secured before 
such donauon and the m 
ch. 3-2l a(2) are followed. 

Permanent Cut off at the end the fiscal year 
m which artwork 1s donated, des yed or 
otherwise deaccess1oned Transfer 
unmediately to NARA. 



RECORD 
SYMBOL 

placement of artworks, conservauon 
mfonnauon and art mspecuon forms 

19F6-
1 9F9 

19F IO  

l9Flrl­
l9Fl4. 

l9Fl5. 

.,-

DESCRIPTION OF RECORD 

the Artist Selecuon Panel meeungs, copies of 
artist' s contracts, buildmg plans related to the 

a. Propos onservator files. Informauon 
about conserv ors who desire to be considered 
for GSA contrac . Included are GSA 
Conservator Qua.lJ auons Quesuonnaire, 
correspondence and r ated records. 

b. Miscellaneous art manag 
Correspondence, shdes, photo aphs, drawings 
and nontextual informauon relau to the 
management of artworks that cann be filed 
withm specific categones elsewhere this 

OAD P 1820 2 CHGE 

AUTHORIZED DrSPOSlTION 

Destroy when conservator no longer wants to 
be considered for GSA contracts or when no 
longer needed. 

NOTE: Infonnauon about conservators may 
be subJect to the Pnvacy Act of 1974. 

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

appendix. 

Reserved. 

H1stonc butldm2s preservat1on prof!Iam 
records {Nl-12 1-91-2) • 

a. Histonc structures reports/histonc building enL Cut off at the end of the fiscal year 
preservation plans. Reports and program plans 
to 1denufy and mamtam histoncally and 
architecturally s1gmficant bmldmgs under GSA 
ownership. 

b. H1stonc properues files. Informauon 
relaung to specific h1stonc bu1ldmgs under 
GSA ownership. Includes correspondence 
between Central Office and the regions, 
between GSA and state h1stonc preservauon 
officers and related mformauon. 

m wti' h the building 1s sold or demolished. 
Transfe ediately to NARA. 

Permanent Cut f at the end of the fiscal year 
m which buildmg sold or demolished. 
Transfer immediately o NARA. 
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OAD P 1 820 2 CHGE 

DESCRIPTION OF RECORD AUTHORIZED DISPOSITION 

iscellaneous preservauon management Cut off at the end of the fiscal year, destroy 2 
files. o ndence and other documents, years after cutoff. 
sltdes, photographs, ssand nontextuaJ 
mfonnauon relatmg to the pres 1 of 
h1stonc structures that cannot be filed w1 1 
speofic categones elsewhere 111 this appendix 

Appendix 1 9 -F 
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, OAQ P 1 820.2 GSA RECORL .AINIENANCE AND DISPOSITION SYS1 

PROPOSED CHAPTER 

l9Al 

l9A5 

l9Al0 

l9Al5 

l9A20 

l9A25 

II9A30* 

/l 9A35* 

l9A40 

l9A45 

19A50 

19A55 

19A60 

19A65 

19A70 

tl9A75* 

19A80 

19B l 

19BS 

19Bl0 

19B 15  

19B20 

19B25 

19B30 

19B35 

19B40 

19Cl 

19C5 

19Cl0 

19Dl 

19D5 

19D10 

19D 15 

J-9D20 

19D25 

19D30 

EXISTINGCHAPTER 

33Al0 

33A45 

33A20 

33A25 

33A35 

33A45 

33A70 

� 3j,4 j1"Airu> 
33A80 

33A85 

33A90 

33A95 

33A100 

33Al05 

33Al l0 

-,3AllQ '3'3Al a.$ 
33Al30 

33Bl 

33Bl0 

33B20 

33B30 

33B35 

33B40 

33B45 

33B46 

33BS0 

30Al 

30A5 

30Al5 

33D1 

33D2 

33D5 

33D10 

--- __ 3_3_D15 

33D25 

33D30 



·CONTD 

PROPOSED CHAPTER 

19D35 

l/19D40* 

19D45 

19El * 

✓19E5* 

19El0 

v l9El5* 

19E20 

19E25 

19E30 

19E35 

19E40 

19E45 

✓19E50* 

19E55 

19E60 

19E65 

19E70 

19Fl 

19F5 

19F10 

19FI5 

EXISTING CHAPTER 

33D55 

33D59 

33D60 

40A61 

NEW 

40A10 

40A45 

40A15 

40A90 

40A4 

40A60 

40A58 

40A40 

40A25 AND 40A30 (COMBINED) 

40A95 

40A70 

40A55 

40A65 

  ., -33FL . . . . . 

33F5 

33Fl0 

33FIS 

*AUTIIORIZED DISPOSffiON HAS BEEN CHANGED 




