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I7. 8. DESCRIPTIONOF ITEM	 10 
SAMPLE ORITEM NO (WITH INCLUSIVE OATES OR RETENTION PERIODS)	 ACTIONTAKENJOB	 NO 

1. General Subject File 

Arranged alphabetically qy subject. 

a.	 Records of the Architectual and Transportation 
Barriers Compliance Board. 

1)	 Minutes and transcripts of Board ?-leetings 
published annual reports, transcripts and'r ports
resulting from national hearings held by th Board 
and documents pertaining to the establishme t ' 
and procedures (procedures manual) of the Bard. 

PFID1ANIDJT: Transfer to FRC when 10 years old; ffer 
to NARS when 20 years old.
 
2) Other Haterials: Apply disposal instruction of
 
items l-c and I-d.
 

b. Records of the National Adviso~ Committee on an 
Accessible Environment. 

1) Ninu tes and transcripts of Committee Meetin 
annual and speCial reports, and documents 
to the establishment of the Committee. 
PERHA.l\lENT:Transfer to FRC when 10 years old; 
to NARS when 20 years old.
 
2) Other Materials; Apply disposal instructio
 
of items l-c and I-d.
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~.~.	 Balance of general subject file, excluding

routine nonrecord material.
 

Break files every 2 years and transfer re-
maining material to records center when
 
segment is 5 years old. Dispose of when
 
10 years old.
 

~r D.	 Routine, nonrecord materials may be disposed

of as provided in items 2 and 5 of this
 
schedule.
 

2.	 Nonrecord Reference Materials (Resource Files) 

Reading files (Chronological files), information copies;.

working papers, and publications received for reference
 
use.
 

Authorized Disposition 

Break files at end of each year. Dispose

of when 1 year old or when no longer

needed for reference.
 

3.	 Grants and Contracts File 

Case files for grants and contracts for research,

demonstrations and development projects. The Division
 
of Grants and Contract Management, OHD, is the office
 
of record.
 

Authorized Disposition 

a.	 Official Grant File: Transfer to Federal ~~
 
Records Center 1 ~e~~~a!t~ close-out. ~+~~8se
 
~ears after ~"'tf 31:1elit has Rot b@€Hr
 
'f3e, For liiedor '1JaS performed and the,
if aftal:lelit e~ 
.are I'l8 8tltstaftei ems. If a grant isft§j3rosl
audited and findings indicate adjustment, such 
grant file shall be transferred to the Federal 
Records Center 1 year after final disposition of . /_ .:./. _~ ~~ -findings and gi&~Q6eel of 6 years after ~raR§fer. ~~ ~-j7-- ~~ 

~Y~7	 P:;n;; d' 0"-n~~ Working File: Dispose of 3 years after fina~ 
close-out. 
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b.	 Official Contract File: Place in inactive file
 
on final payment, transfer fiscal year block to
 
Federal Recor~s Center after 2 years. Dispose

of 6 years after final payment.
 

Working File: Dispose of 3 years after final 
close-out. 

4.	 Compliance Complaints and Waivers Files 

Correspondence dealing with complaints received con-
cerning lack of accessibility in buildings and facili-
ties covered under the Architectural Barriers Act of
 
1968 (P.L. 90-480). This includes all materials
 
pertinent to administrative and judicial proceedings
 
regarding such complaints.
 

Authorized Disposition 

PERMANErff'. Transfer to Federal Records Center 
withi n 5 years after close of cas;/ Bffel ote ,L/~ /' e:::J 
-llfARS ","'ell 28 Jea, s old. y.L~ o/'~ ~ ~ ~-

...e-u.~ yL~ ~ a/ ~ __5.	 Routine Correspondence 
~ A/~ ~ ~../~..L-~ 

Letters, including copies of replies referred from the ~~ ~ 
offices of the White House, Congress, and government ~ ~~~_
agencies or received directly from persons requesting 
general information. Correspondence concerning matters 
of minor administrative character which contains no 
information or significance not elsewhere recorded such 
as giving general information; referring inquiries else-
where; making routine arrangements for speeches, meetings, 
and travel for editing, printing, and distribution 
of publications; forwarding or acknowledging letters and 
publications, and similar subjects. 

Authorized Disposition 

Break files at end of each year. Dispose of when 
1 year old. 




