
  

 

 

  
   

 

  

  

 

 

 

 

 

 

 

 

  

   

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 

Schedule Number: NC1-235-80-001 

Some items in this schedule are either obsolete or have been superseded by new 

NARA approved records schedules. This information is accurate as of: 1/21/2025 

ACTIVE ITEMS 

These items, unless subsequently superseded, may be used by the agency to 

disposition records. It is the responsibility of the user to verify the items are still 

active. 

All others items remain active 

SUPERSEDED AND OBSOLETE ITEMS 

The remaining items on this schedule may no longer be used to disposition records. 

They are superseded, obsolete, filing instructions, non-records, or were lined off and 

not approved at the time of scheduling. References to more recent schedules are 

provided below as a courtesy. Some items listed here may have been previously 

annotated on the schedule itself. 

Item 000-07 is superseded by DAA-0468-2018-0001-0001 

Item 100.01A/B is superseded by DAA-0468-2011-0006-0001 

Item 100-02a is superseded by DAA-0468-2013-0009-0001 

Item 100-02b is superseded by DAA-0468-2013-0009-0002 

Item 100.06 is superseded by DAA-0468-2014-0005-0003 

Item 100.07 is superseded by DAA-0468-2014-0005-0004 

Item 201-12A is superseded by DAA-0468-2018-0001-0002 

Item 201-27 is superseded by DAA-0514-2013-0001-0004/0009 

Item 202-10 is superseded by N1-468-09-001 #1b 

Items: 203-01A, 203-01B, 203-01C & 203-01D superseded by DAA-0468-2024-0001-0002 

Item 203-01E superseded by DAA-0468-2024-0001-0004 

Item 401-07 is superseded by DAA-0468-2023-0001-0002 and DAA-0468-2023-0001-0003 

Items 502-01A, 502-02A & 502-03A superseded by DAA-0468-2024-0001-0001 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 
As of 1/21/2025 NC1-235-80-001 



  

 

 

  
   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 

Items 502-01B. 502-02B, 502-03B & 502-03C superseded by DAA-0468-2024-0001-0003 

Item 601-04 is superseded by DAA-0468-2012-0009-0004 

Item 601-05 is superseded by DAA-0468-2012-0009-0006 

Item 601-06 is superseded by DAA-0468-2012-0009-0007 

Item 601-07 is superseded by DAA-0468-2012-0009-0008 

Item 601-08 is superseded by DAA-0468-2012-0009-0009 

Item 601-09 is superseded by DAA-0468-2012-0009-0010 

Item 601-11 is superseded by DAA-0468-2012-0009-0011 

Item 601-12 is superseded by DAA-0468-2012-0009-0012 

Item 601-13 is superseded by DAA-0468-2012-0009-0013 

Item 601-14 is superseded by DAA-0468-2012-0009-0014 

Item 601-02a/601-03 is superseded by NC1-235-81-01 

Item 701-04 superseded by DAA-0468-2023-0001-0002 

Item 701-07 superseded by DAA-0468-2023-0001-0006 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 
As of 1/21/2025 NC1-235-80-001 



' \. 
REQUEST FOR RECORD ISPOSITION AUTHORITY LEAVE BLAN-I< 

(See Instructions on reverse)

• - .,. 

------------------------------, NCl-235-80-1 
TO GENERAL SERVICES ADMINISTRATION, 
__N_A_TI_0_NA_L_AR_C_H_IV_E_S_A_N_D_R_E_C_0_RD_S_SE_R_V_IC_E_,_W_AS_H_IN_G_T_0_N,_D_C_2_04_08___-1 DATE RECEIVED 

1 FROM (AGENCY OR ESTABLISHMENT) 1-11-80 
Department of Health Education & Welfa NOTIFICATION TO AGENCY 

2 MAJOR SUBDIVISION 

Office of the Secretar 
3 MINOR SUBDIVISION 

In accordance with the provisions o/ 44 USC 3303a the disposal re 
auest, including amendments. 1s app1oved eicept for items that 1may 
be stamped "disposal not approved" or "withdrawn" in column I 0 

4 NAME O~ITH~R 

Abel Carder 
6 CERTIFICATE OF AGENCY REPRESENTATIVE 

5. TEL EXT 

245-9080 

I hereby certify that I am authorized to act for this agency in m ers pertammg to the disposal of the agency's records; 
that the records proposed for disposal 1n this Request of ~- page(s) are not now needed for the business of 
this agency or wrll not be needed after the retention periods s ecrfred. 

D A Request for immediate disposal. 

[] B Request for disposal after a specified period of time or request for permanent 
retention. 

C DATE E. TITLEt?M ot:~SENTATIVE 

7 8. DESCRIPTION OF ITEM 9 10SAMPLE ORITEM NO {With Inclusive Dates or Retention Periods~ ACTION TAKENJOB NO 

Records Common.to Most Offices 

000-01. Office Working Files. 
Non-essential working papers retained by staff 
members for reference ourposes. Included are es­
tra co~ies of official corresoondence, supporting 
or background material used in develo~ing offic­
ial files, but not needed for the official file, 
studies or other materials not acted uoon, pa~ers 
used as internal administrative aids, and any 
documents which do not serve as the basis for of­
ficial action. (Excludes program and administra­
tive corresoondence identified elsewhere in this 
manual). • 

Disnosition: 
Destroy when two years old, or when no longer 

needed for reference, whichever is earlier. 

000-02. Reading or Chronological Files. 
Extra coryies of corresoondence ryreoared and main­
tained bi the originattng office and used only as ru 

/ STANDARD FOAM 115A)A) f-1-
Rev,sed April, 1975 
Prescribed by General Services 

Adm1mstrat,on 
FPMR (41 CFR) 101-11 4 

~/_./:,J 

https://Common.to


/ 

.. 
PAGE OF.. 1JQ9 tmFfequest for Records Disposition Authority-Continuation .. . . •... . 

9.8 DESCRIPTION OF ITEM7 10.SAP.aPLE OR
(>'11th Inclusive Dates or Retention Periods)ITEM NO ACTION TAKEN.JOS NO 

r~adin~ or reference file ror stqff con~enience. 

Disoosition: Cutoff at close of FY. Destroy af 
ter one year, or when no longer needed f".lr refer­
ence, -whichever is earlier. 

000-03 ,,, Su;0.1;)ense Files. 

PR9ers arranr,ed in chronological order as a remin 
der that an action is required on a ~ivcn date; a 
renly to 8ction is exaected and if not received 
should be traced on a. given date; or a transitory 
?aoer being held for reference may be destroyed on 
a given date. Exam0les of Ja~ers in sus~ense files 
nre: 

a. A note or other reminder to subm.i t a re'.)ort or 
to take same other action. 

Disnosition: Destroy after acti0n is takeno 

b. The file CO?Y or an extra cony of an outRoing 
co~:rmnicntion, filed by the date on which a re 
")l~r is ex1ected. 

Dis~osition: Withdraw ua~ers when re?ly is re­
ceived. Jf sus~ense cn?y is an extra cooy~ des­
troy; if it i~ the file co")y, 9lace with other 
'Hl.'1ers for file. 

c. PR,~rs which may be destroyed in 30 dRys or 
less because they hAve no further value. 

Dis ,cs j_ t ion: Destroy on da tc ror which they arf'"! 
SUS'JendMl • 

. ~ransitory File3.000-04 have 
Papers of short-term interest which no record val 
trn ~nnrl n'1rn.8lly nl":ed not be kent m)re than go 01-1.yCJ.1 
IExRm:-,les of' transitc1ry corrcs•Jondencc are: 

fl ;~~:.9._1 :~ ~ t ~ f a r i nform n t i on or ouh1 i c R t ion3 • Rau t i n e 
jrer1uccJts ror inf'or.(!n.tion or ,,ublications which re 
huirf' no adrninistrative action, no :>olicy decisions., ///

----···L·__..._..__.. ·············---- ···----- ... --·--- ------ ---· ··--·------·-··----- ---------- -·-----
115-201 Four cople~. lncludln<J original, lo be submitted to the Nat,on"l Arch1Ye3 STANDARD FOAM 115-A 

Rev,sed .luly 1974 
Prescnbad by Gener~, Serv,ct>s 

Admin,str~hon 
c,n 1·n,P S7'1•Ja" FPMR(41CFR)10l-l14 
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JQB NORt•quest for Recor'!.13 Disppsition Authority-Continuation • I 

9
8 DESCRIPTION OF ITEM 10.SAll.1PLE OR 

ACTION TAKEN(With Inclusive D11tes or Relent.on Periods)IT'f.M NO JOB NO 

------+--=a~n~c,,,....._~n~o special como1Tat1ons or researcn 10r repl~, 
Ruch as requests for oublications ~r oth~r ~rint d 
'l'!nterial. 

b. Letters of trRnsmittal. Letters of transmitta 
that d n nc:.>t add inft')r'o.a t ion to thn t contained in 
the transmittal material. 

c. Quasi-ofrlcinl notices. Memorandums end other 
paners that do n~t serve ns the b~sis of officia 
actions, such as notices of holidays or charity 
or welfare fund a)~eals, bond campaigns, and sim 
ila.r ':>::t.cJers. 

Recordkee,ers sha11 combine the tyoes r>f teml)or 
ary material described above into one transitory 
file arranged chronologically. If more than one 
folder is n~eded, four folders labelled as follows 
may be used: 

Transitory { ,JAU-!".AY-SEP ) 
Transitory (FEB-YJN-OCT) 
Transit~ry {HAR-JUL-NOV) 
Transitory (APR-AUG-DEC) 

1~ f,)ldr-:r is used for each m,1nth. At th~ beginning, 
t)f each month, the folder used the ::>revious 1riont'h 
is nlaced behind the other three, until all four 
folders h::ive been used. At yhc heginninp; of the 
fifth month, the contents of the folder contain 
ing the oldest ~~terial ar~ destr0yed and the f~l, 
oer reused for the Cllrrent m1nth. 

Dis,0sition: Destr~y all items listed above 
when 90 dR;1s 0ld . 

. Files Maintennncn an~ Dis~osition Plans.000-05 

D,1cuo1ents which .,rovicJe information c:mc,!rning 
fil~ categ~rles, dis~osal instructions, and other 
m~tters reGardin~ the files maintained in ~articu 
lar nffice3. 

Dis,nsiti0n: Destroy when a revis~d ~lan is 
received. 

Office Or: anb,Rtion Refetnce Files. 

Four cople'J. lndud1ng orl,1in'li, to be submilt'o'd to t:i.., National Archive~ STANDARD FORM 115-A 
Rev1sad July 1974 
Prcscnbed by General Service,; 

Admm,strat,on 
FPMR (41 CFR) 101-114 

115-20:i 

000-06 

https://Relent.on
https://Recor'!.13


- J9B NOBequest for Records Disposition Authority-Continuation• • 
o I 

!Ii. 
107. 8. DESCRIPTION OF ITEM SAM.OLE OR 

ACTION TAKENITEM NO (With lnclusl'1e Dates or Retention Periods) JOB NO 

ocuments relatinR to the orranization and func­
tions of an office. Included are co~ies of organ 
izatiGln and functional charts and functi0nal stab 
ents; documents relatin~ tn 0rfice staffing; doc 

irnenta C".>ncerninr-: functionnl assignments and chan 
~es. Included nl~o are documents rerlecting minor 
chanres in the office or~anization or functinnal 
assi~nments that are made by the office su~ervis 
or. 

Disry0siti1n: Destrey when suryerseded, obsolet, 
or n~ lonier needed for refrence. 

000-07 

000-08 

Policy and Precedent Feferbce File. 

Co~ies of docunents establishing oolicy gr orece 
.ents related to future and c0ntinuing acti0~s. 
N~nmally, nolicy And Jrecedent files are r.ain~ain 
ed at ~')eratinF, levels and consist of extra cooie 
0f 03eratin~ oreceduros, statements 0f policy or 
Jrocedllre, exa.m9les of tyoical cases, and other 
~cuments du~licated in official files. These fil s 

consist of non-rec0rd co?ies maintained anly for 
convenience or reference. Original or offici~l re 
~rd CDJies will NOT be olaced in this file. 

Diso')sitinn: Destroy ,-:hen obsolete or when n'l 
on~er needed for administrative ~urp')ses, 

E,1ployno Travel Files. 

,orres1ondcnc~, r~qu~s~s, travel authorizations 
nd orders, itin~raries, nnd similar oapcrs ner­
,ainin~ tn emoloy~a travel exclusive of rccgrds 
nnint~ined for accguntini our~o~es. Arran~ed al­
habcticRlly by name of trnveller. 

Dis,nsitign: Cutaff at clese ~r FY and deotr~ 
wo years thereaftnr. 

000-09 Office G~neral 0 ers0nnel Files. 

• 9cuments that relate to the ctRily administratien 
)f oersQnnel in indivicluf!l ()ffices. Inclurl~d are 
)a1ers thnt rel~te to attendance, conies of re-

___J~_;_~i_:; __ ;~d a~~~n~~~~11~:-~~ __;~~~i!.;_~;n1~tt~_t; ~~ ~~~-=- --- ··--- -_____/~~--
Four cop I"~• lncludln9 original, lo be submit!1'c1 lo lhe Nat,onal Archive,- STANDARD FORM 115--A 

Rev,secJ July 1974 
Prescribed by General Services 

Admomslrat,on 
FPMA (-1 I CFA) 101 ·-11 ,: 

115-20) 

https://Fefer11.ce


Request for Recor.11s Disposition Authority-Continuation PAGE OF 

7 8 DESCRIPTION OF ITEM 
ITEM NO (With Inclusive Dates or Retention Periods) 

ons who attend training sessions; papers concern 
1ing partici~ation in emoloyee and community affai 

am~aigns, drives; ans similar materials. NOTE: N 
rivacy Act materials should be filed under this~ 
tern. All questions regarding the nature of mater 

dals covered under the Privacy Act should be re-~-

9 
SAMPLE OR 

JOB NO 

s; 

10 
ACTION TAKEN 

icerred to the Privacy ~ct o±;f.icer. 1_J(f- , -,1.1L~ 

W~~1:~~6>'\~/J".P-~~~- ~ ~,~/1/UC,~ ~UA,} 

000-10 osition Description Files. f"l• 
i 

: ocuments which describe positions available 
~ffice and which are used for administrative pur­
poses. Offi~ial copies are maintained in the Per-
onnel Office an~are,;d?eer}bod in go.~tion 200 of 

,l;+'H-iB--8-4'¼-R-8-'8,.H-I-&.. /.),[}.,,11-,:CVl~ tJ'liillC 'I G-/lS' '✓, ;;t,A1L- 7. 

Disnosition: Destroy when position is abolishe, 
job description is su0erseded, or when no longer 
reeded for reference. 

000-11 Beference Publication Files. 

popies of DHEW directives and publications, other 
~gency publications, and publications of non-Fed­
eral orBanizations. These files are used for ref­
brence nurDoses and should be kept in binders and 
filed in bookcase units. Record copies of publica 
• ions are NOT included under this item. Please se 
ection 200 of the records disposition schedules 

f or the record copy item. 

: 
I 

Dis0osition: Destroy when superseded, obsolete 
when no longer needed for reference. 

000-12 habetical Name Index. 

xtra files used as a finding aid for large cor­
~esiondence files. Consists of extra copies of ou -
: oing letters of a distinctive color or quick co~ es 
rranged alohabetically by name of oersons or org n· 

f zations referred to in the outgoing corresponden e . 
. he nRme index copy is marked with the same file 
~esignation as the official file copy. It is used 
when records are frequently requested by names of 

ndividuals or organizations rather than by su ■-
ect. 

Disposition: Destroy when the related subject 
ile is destroyed or earlier if no longer needed 
or reference. 

115-203 Four copies, Including original, to be submitted lo Iha National Archive ■ STANDARD FORM 115-A 
Revised July 1974 
Prescribed by General Services 

Admm1stral!on 
FPMA (41 CFR) 101-114 



Jt.'B NO , ,'.'Request for Recorl.ls DisJDosition Authority-Continuation 

8. DESCRIPTION OF ITEM 
ITEM NO 

7. 
(With Inclusive Dates or Retention Periods) 

Chapter One of the records disposition schedule 
covers records of the Immediate Office 01' the 
Secretary, the Office of the Under Secretary, 
the Executive Secretariat, and Official Corres­
pondence Files of the OS components. 

Official Corresnondence File of the Secretary,100-01. 
DHE\v. 

Official record conies of corres?ondence and as 
sociated Background materials (copies of incom­
ing memorandums, comments, drafts, and similar 
documents) of the Secretary, Under Secretary, ad 
Exedutive Secretary, DHEd. Included are documen s 
su~mitted for review and/or approval with notes 
to the file made &y the Secretary, Under Secre­
tary, and Executive Secretary. 

Disposition: 

A. Documents which: (1) issue policy, pre~ 
scribe procedures, or affect organizational 
structures; (2) µrovide executive direction or 
document major functions (3) pertain to relatio 
with the White House, Executive Office of the 
?resident, Congress, or the public; (4) prescri e 
budget policy; (5) pertain to litigation and fo -
mal legal 09inions; and (6) relate to matjor ~ge 
cy progra~s and ?la~s. 

PERMANENT. Transfer to WNRC three year 
after annual cutoff. Offer to NARS when 20 year 
old. 

B. Documents 01· a routine, a5!~nistrative, 
or non-policy nature and all file«_;~overed ~y 
"au. 

Trans1'er to WNRC three years after a.n .. 
nual cutoff. Destroy when seven years old. 

Official Corresnondence Files of OS Comoonents.100-02. 

Official corres~ondence, reports, forms, and ot1 
er records pertaining to the administration and 
operation of the OS components: Inspector Gener 
al,_~-~~il Righ~~~ Ge~e~al-~~~~sel, Legislation, L___ //~ 

Four copies, Including original, to be submitted lo the Na!torrnl Archives STANDARD FORM 115-A 
Rev,ssd July 1974 
Prescnbed by General Services 

Admm,stratmn 
FPMR (41 CFR) 101 11 4 

115-203 

https://Recor;.ls
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__,._________ _ 
JO □ NO~;Request for Records Dis~osition Authority-Continuation

• 
8 DESCRIPTION OF ITEM 

ITEM NO (With lnclus,,e Dates or Retent,on Periods) 

Management and Budget, Personnel Administration, 
Planning and Evaluation, and Pu~lic Afrairs. Of­
ficial correspondence files are arran~ed accor­
din~ to the sugject classification systems out­
lined in this manual. 

A. Program Corresoondence Files.relate direct 
ly to the orimary mission of the OS component of 
fice and document the policies, programs, and or 
ganizational structure established to fulfill th 
orimary mission. Pro~ram riles are generally ar­
ranged according to the sueject classification 
system that is directly oertinent ~o the primary 
mission of the office.(Central Office) 

Disoosition: PERMANENT. 

Cutoff at the close of the FY. Hol~ t2ree 
years or until volume warrants and transrer to 
WNRC. Offer to NARS when 20 years old. 

B. Administrative Correspondence Files relate 
to administrative support activities, internal, 
management functions, and other subjects for 
which the primary program resnonsi9ility is else 
where. Arranged according to the su~ject classir 
cation system.(Gentral Office) 

Disposition: 

Cutoff at the close or the FY. Hold three 
years or until volume wa~rants and transfer to 
WNRC. Destroy eig."1.t years after cutorf. 

c~ R~gional Gorresoondence Files.relate 
administration and 09eration or OS activit
the regional level. Arranged according to 
ject classification system. 

to 
ies 
the 

th 
on 
su 

Disnosition: 

1. Orficial record co~ies or program an 
administrative corresnondence. Cutoff at tne clo 
of the FY. Hold three years or until volume war­
rants and transfer to the FARC. Destroy eight ye 
after cutot"f. 

2. PRO Subject File. consists or extra 
co-;, ies 01· corres 1ondence signed by the PRO. Cut-

!i 
10.SAMPLE OR 

ACTION TAK[NJOB NO 

B 1 oo', ,r, 1 & 11 
Bi 'l-10, # 6. 

B J:00, #l,5A, & 
11. 

B 110, #6 & 20. 

-

e 

rs 

115-203 four copies, Including original, to be submitted to the National Archives STANDARD FORM 115-A 
Revised July 1974 
Prescribed by General Services 

Adm1mstrallon 
FPMR (41 CFR) 101-11 4 
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PAGE OFJOB. NO",Request for Records Disposition Authority-Continuation
' 

7 
ITEM NO 

100-03. 

100-Ul.~. 

100-05. 

. 
9'.8 DESCRIPTION OF ITEM SAMPLE OR(With Inclusive Oates or RP!enbon Periods) ACTION TAKENJOB NO 

off at the close of the FY. Destroy three years 
a1·ter cutoff. 

NOTE: The o!"ficial record copies or corresnondenc 
should De centralized at the division level or a­
bove 1·or headquarters Qltfices. 

Off ice Working Files. 

Non-essential working papers retained my staff 
rnemlters !'or re1·erence ourooses. Included ere ex­
tra co~ies or official·corresoondence, supportin 
or Background material used in developing o1'fici 
riles, ~ut not needed as part of the official fi 
studies or other materials not acted on, papers 
used as internal Rdministrative aids, and any 
documents which do not serve as the °Qas is t"or of 
ricial action. These records are generally main­
tained below the division level or my indi7idual 
sta.ff members. 

Disposition: 

Destroy when two years old or when no lon 
er needed ror rererence, whichever is earlier. 

Or~anization Contact Case Files. 

Consists or corresryondence and reference materi­
a!.s on any of the DREW ?roil:rams. Arranged by Sta or re ion 
and thereunder by orianization. These records ac 
cumulate in re~ional offices of Intergovernmenta 
and Congressional Affairs, 

Disposition: 

Cutoff at the close of the FY. Destroy 
three years after cutoff. 

Trio Report Case Files. 

Consist of copies of corresnondence written from 
specialists to the PRO. Includes items such as 
purpose of trip, issues, prohlems involved, name 
of agencies or organizations contacted, conclu­
sions, folmow-up, and similar information. These 
files accumulate in the regional office of Ihter 

-

,,, 
,, , 

n .- I.J
I,' . '" 

,,, 

~-·. ~> I • 

Four cople9, Including original, lo be submitted lo the National Ard1l11e9 STANDARD FORM 115-A 
nev,sed July 1974 
Prescribed by General Services 

Adm,n,strat,on 
FPMR (41 CFR) 101-11 4 

115-203 
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: R'equest for Recor.t:1s Disposition Authority-Continuation 

7 
ITEM NO 

100-06. 

100-07. 

8 DESCRIPTION OF ITEM 
(With Inclusive Dates or Retention Periods) 

governmental and Con~r,essional Affairs. 

Disposition: 

Cutoff at the close of the FY. Destroy three 
years after cutoff. 

Residence Requirement Waiver Files. 

Applications received from foreiRn residents re­
questing a waiver of the two-year residence re­
quirement of the Exchange Vistor Pro~ram, memor­
andums, related Dackground materials, and decis­
imns received from the Department of State or the 
Attorney General concerning the waiver. 

Disposition: 

A. Cases. Cutoff at the close of the CY in 
w:iich case is resolved. Transfer to WNRC when caso 
has -een inactive for three yearso Destroy six 
years after cutoff. 

B. Indexes. Destroy when no longer needed 
for administrative purposes. 

Country File. 

Documentation ?ertainin3 to inquiries and reques1 s 
received 3y the Office of International Affairs. 
Included are requests from foreign nationals con, 
cerning Federal regulations and programs for which 
DHEW has orimary government-wide responsibility. 
Consists lar~ely of general corresoondence arran1.ed 
alphabetically ~y name of country. 

Disposition: 

Cutoff at the close of the FY. Destroy three 
years after cutoff, or when no longer needed for 
administrative puraoses, whichever is earlier. 

PAGE OF 

9. 
10SAMf>LE OR 

ACTION TAKENJOBI NO 

Four copies, Including original, to be submitted to the National Archives STANDARD FORM 115-A 
Revised July 1974 
Prescribed by General Services 

Admin1strat1on 
FPMR (41 CFR) 101-11 4 

115-203 

https://arran1.ed


JOO NORequest for Recor.ds Dis!l)osltion Authority- Cantin uation 

7 8 DESCRIPTION OF ITEM 
ITEM NO (With Inclusive Dates or Retention Periods) 

Chapter TWO. Ma.na.gement and Budget 

The records described in this section of the re 
rds disnosition schedule relate generally to rec 
rds of the Assistant Secretary for Mana~ement & 
udget. The separate series of files concern man­

rge~ent, budget, 0ersonnel, organization, and ~la 
ping. In some cases these records do not exist as 
~epRrate series since they are filed in the offic 
~orrespondence file. If volume warrants and if in 
, ormation retrieval nurnoses are better satisfied 
~he records may be filed according to the series 
, dentified in this schedule. Offices may contin­
~e to file these series in the official correspon 
fence file if this aI'rangement better serves ad­
,_inistrative needs. If the files are placed in th 
fficial corresnondence file, the arrangement is 
ccordin~ to the Subject Classification System of 
his manual. 

Four copies, Including orlglnal, 10 be submitted 10 the National Archives 

, , PAGE OF 

9 
10SAMPLE OR 

ACTION TAKENJOB NO 

-

-

/I 
STANDARD FOAM 115-A 
Revised July 1974 
Prescribed by General Services 

Admm1strat1on 
FPMR (41 CFR) 101-114 

115-203 

https://Recor.ds


JOB NORequest for Recoids Disposition Authority-Continuation 

7 8 DESCRIPTION OF ITEM 
ITEM NO (With Inclusive Dates or Retention Periods) 

201-01. ublication Master Files. 
onsists of the official file copy of each publi­
ation, special or periodic renort for which OS 
s the HEW office of orimary resnonsibility. Ex­
lu<les nublicAtions described elswhere in this 

~snual ~nd nublications for which another 0C is0 

he office of record. 

r Dis'losition: 

1 A. Publications of a proe;ram or information 
l nature. PERMAN~NT. Place in an inactive file 

,hen publication is issued. Cutoff at the close o1~ 
he FY. Hold three years or until volume warrants 
nd transfer to FARC. Offer to NARS when 20 years 
ld. 

B. Publications of a short-term administra-
tie:nature. Cutoff at the cl~se of the FY in 

• hich issued. Destroy five years after issuance, 
pr when no lonr;er needed for administrative ".)Ur-
, oses, whichever is earlier. 
[ 

C. Re~ional Offices. Destroy when su'lersed­
d or obsolete. 

. D. Background materials for all publication 
Destroy in accordance with GRS 16, item 2b. 

201-02. ~rr,anizational Analysis Files. 
~ecords which effect substantive changes in the 
?rsanization, functions, or relationshipsof com-
onents of DREW. Included are aryproved/disaoprove 
rganizational and staffin~ nlans and charts, re-t
r5anization olans, functional or mission state­1 

'ents, and directly related papers. 

Disposition: 

@ffice with HEW-wide organization planning 
esoonsibility. Place in an inactive file when su 

'erseded. Cutoff inactive file when five years ol 
nd transfer to WNRC. Destroy 20 years after cut­
ff. 

201-03. ele,~tion of Authorit File. 
rogram and administrative deler,ations of a.uthor­
t (continuin ) a.nd revocations of those author-

' ' PAGE OF 
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JO!3 NO , •Request for Reco~s Disposition Authority-Continuation 

8 DESCRIPTION OF ITEM 
ITEM NO (With Inclusive Dates or Retention Periods) 

ities. 

Disposition: 

A. Record copy. Place in an inactive file 
pon revocation or suoersession, Cutoff inactive 
.ile after five years and transfer to FARC. Des­
roy 20 years after cutoff. 

B. Other offices. Destroy when no longer nee 
.d for administrative purposes. 

201-04. jll[anR ,ement Ob ·actives File. 
ocuments created and maintRined in developing 

1anAr,ement objectives for the Office of the Sec­
etary and the depRrtment. Included are documents 
eflectin~ the establishment of schedules to a­
hieve objectives, the formulation or new concept 
nd requirements for ~lanning pur?oses, and thee 

. aluation of accomplishments in meeting the objec 
tives established in the nlan. 
! 

Dis'1osition: 
i 

I A. OS office responsible for the 0reuaration 
of the nlan. Cutoff at the close of the FY in 
1 hich nlan is suryerseded. Hold three years or un­
il volume warrants and retire to FARC. Destroyf0 years after cutoff. 

; B. Contributing, commenting, or covrdinating 
pffices. Cutoff at close of FY in which plan is 
~upersecled. Destroy two years after cutoff or whe 
ro longer needed for reference. 
i 

201-05. ement Stud Case Files. 
ocumentation on the inception, scope, findings, 
nd accomplishments of management study, aopreis-
1, or survey orojects. In general, projects re­

~Rte to the review and evaluation of organization 
~l structures, 09erating orocedures, and mana~e­

ent ..,racti 1res. Included are records reflecting 
,he request and authorization to undertake the 
roject, Droject plans, the finsl ~roject re~ort, 
olaowup reoorts, and related materials. 

DisrJOsition: 

9 
SAMPLE OR 

JOB NO 

-
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9
8 DESCRIPTION OF ITEM7 SAMPLE OR 

(With Inclusive Dates or Retent,on Periods)ITEM NO JOB NO 

A. Office resnons1ble or-the proJect. Destr6-­
ive years after completion of the final re::1ort. 

B. Other offices. Destroy two years after com 
letion of the final report, or when no longer 
eeded for reference, whichever is earlier. 

201-06. ,ana ement Stud Workin Files. 
\orking Dapers accumualted in the Dre?aration, cl ar­
~nce, and issuance of final 1roject records. Incle­
~d are notes, drafts, feeder reports, statistical 
listings, clearance comments, and similar files. 
I 
• Dis11osition: 

Destroy five years after completion of the 
imll report. 

201-07. Pirectives Record Set. 
~onsists of the official file copy of each formal 
·f,bolicy and orocedurFll issuance oublished by OS an 
elatin~ to HEW-wide or OS-wide nolicy. 

1 Disposition: 

A. Headquarters. PERMANENT. Place in an Inact 
tive file when the directive is 1rescinded, super 
ieded, or obsolet~~ Cutoff inactive file at the 
blose of the FY. Holf three years or until volume 
t:arrants and retire to WNRC. Offer to NARS 20 yea s 
~fter cutoff. 
! 
I B. Regional offices. Destroy 7 years after su 
yersession. 

I 
! 

201-08. OS Forms File. 
ase files containinG co~ies of each OS form, re­
uests for apryroval and justification, copies of~ 
rescribing issuance, clearance reorint authori­

fAtion, and related correspondence. Office of Rec 
rd is the Division of Administrative Services. 

DisDosition: 

A. Record co~y of each OS form. ryERMANENT. Of 
er to NARS in 5-year blocks when 20 years old. 
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7 8 DESCRIPTION OF ITEM 
ITEM NO (W1tr1 Inclusive Oates or Retention Periods) 

orjTlTe.ii~ Place in an-Triact e 
ile when form is rescinded, superseded, or obso­
ete. Cutoff inactive file at the close of the FY. 
old 6 years or until volume warrants and retire 
o FARC. Destroy 20 years after cutoff. 

c. Regional office forms. Destroy three year, 
fter supersession. 

201-09. orm Re ,isters.f re~ister or card system used to record and con­
J'rol the assignment of form numbers. 

• DisJosition: 
Destroy particular register sheets when all 

~ntries are cancelled, su~erseded, or trABsferred 
to a new sheet or when no lon6er needed, whicheve 
.s earlier. 

201-10. Forms Functi,,.mal Files. 
collection of forms or re,orts, including Stan­

ard Form SJ, used in forms manap;ement t) deter-
. ine if the new forms should be developed and ap-

roved, and if current forms should be consolida-
ed or renlaced by othAr forms. 

r Disoosition: 

Des troy when for:n is su ·)ers eded or di. scant in 
'ed. 

cif?l[)lj,,11. Budget Estimates and JustificRtions. 
Budget estimates and just if ica t ions :1repared or 
onsolidated in formally or½amized budget offices 
nrl divisions. Included are aopropriation languag 

$heats, narrative statements, and related sched­
ijlles and data. 
I 

Disposition: 

A. Record copyof final consolidated submis­
ions. PERMANENT. Cutoff at the close of the FY. 
old three years or until volume warrants and 
ransfer to WNRC. Offer to NARS 25 years after cu 
ff. 

B. Other coDies. Destroy when obsolete, supe 
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Request for Recor.ds Disposition Authority-Continuation IJO'S NO •• 

9
8 DESCRIPTION OF ITEM SAMPLE OR 

ITEM NO (With lncius1ve Dc1tes or Retention Periods) JOB NO 

feded, or no longer needed for- reference.-

!
I 
i 

201-12. Pirectives Case History Files. 
ocuments relating t~ the preoaration, review, 
learance, nublication, and distribution of OS 
ssuances. Includes materials on the clearance 
nd concurrence of draft issuances and other coor. 

~inated actions, revisions, and cancellations, anc 
~ copy of the final issuance. Arranged by issuancE 
identification number. 
I 

I Disposition: 

A. Headquarters. Place in an1inactive file 
when the directive is rescinded, suoerseded, or 
~bsolete, Cutoff inactive file at the close of thE.Hold three years or until volume warrants and 

tire to FARC. Destroy 20 years after cutoff.F 
B. Regional offices. Destroy 7 years after 

sunersession.I -

I 
201-1). tssessment Case Files. 

fecords of the Office of Service Delivery Assess­
rrent pertaining to the assessment of major depart-► 

mtental orograms. Included in these files are the 
. inal report, draft reoorts, feeder reports, nlan 

ing materials, instructions 1 for the conduct of 
he-assessment, administrative guidance materimasl 

. riefing and training agenda, listings of partici-
pants and contacts, site ~rofiles, client reports, 
~nd summaries, analyses of dRta, consultant repor1s, 
ertinent publications, and related correRoondencE. 

A. Files created in offices having the leac 
ale in the assessment. 
f
1 

i 1. Destroy the original final reoort, 
~raft renort, and olanning materials 10 years af­
~er the close of the FY in which final re~ort is 
ssued. 

2. Destroy all other m~terials three 
;ears after the close of the FY in which final re 
}Ort is is sued. 

B. F,iles created in offices partici~ating 
n the assessment but not the lead region. 
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I 
B DESCRIPTION OF ITEM SAMPLE OR 

ITEM NO (With Inclusive Dates or Aelent,on Periods) JOB NO 
----i-·--· 

~ee Cutoff at the close of the FY. Destroy 
~- years after cutoff.th 

201-14. onference ?lanning Files. 
files accumulated in ?lanning for national and re 
~ional conferences for which OS has ~rimary nlan­
ning or management responsibility.'Included in 
~hese files are documents relatin~ to establish­
ment, organization, membership, and procedures. 

Dis0osition: 

A. OS Office of Primary Resnonsibility. 
pestroy five years after the close of the FY in 
~hich conference is held. 

' B. Other offices. Destroy when two yeRrs 
rld. 

! 
201-15. bonference Records. 

Records documentin~ the actual workings of soecif~ 
c national or re~ional OS conferences. Included 

~re agenda, minutes, and reoorts highlighting the 
, ignificant conclusions, recommendations, opin­
~ons, and action items which res~lt from the con­
ferences. 

Disoositian: 

t
I A, Records of conferences which have sig-
ificant imolications for OS or.departmental poli 
ies, programs, or functions. PERMANENT. Place in 
n inactive file at the close of the FY in which 
onference is held. Cutoff inactive file after 

five years and transfer to FARC. Offer to NARS 20 
' eRrs after cutoff. 
r 

~ B. Other conference records. Destroy when 
I wo years old. 

I 

201-16. EmerRency/Disaster Planning Re~orts. 
\gency reports or operAtions~tests, consisting o· 
~onsolidated or comnrehensive reports reflecting 
~~ency-wide results of tests conducted under mmer 
~ency/disaster olans. 
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B. Copies of reports not maintained by 
of primary responsibility. Destroy when su 

erseded or obsolete. 

9
7 8 DESCRIPTION OF ITEM SAMPLE OR

ITEM NO (With lriclus1ve Dates or ReteritIori Periods) JOB NO 

Disposition: 

201-17. ederal Educational Ri hts and ?rivac Act Com­
la.ints. 
omplaints concerning the privacy of student ed­
cational records maintained by schools that re­
eive financial assistance from the Office of Ed­
cation. Included are the HEW resnonse and relate 
orres".)ondence. 

Disposition: 

A. Formal complaints. Destroy five years 
resolution. 

B. Informal complaints. Destroy five year 
resolution. 

201-18. udit Resolution Files (Institutional). 
1 ea ocumenting t e review o grantee institu­
mons, especially collegefand universities, for 
esolution of audlts in which there are deficien­
ies in records-keeping systems. Included are a 
tatus report of indiv&dual findings, a copy of 
he audit report, memorad,iums, and similar mater­
als. Arranged by name of institution. 

Disnosition: 

P~c~ closed cases in an inactive file. 
estroy ~ years after close of the FY in whic 
ase is closed. 

201-19. ~ndirect Cost Negotiations Agreements. 
~ackground files on indirect cost negotiations a­
~reements which regional offices send to the Of­
fice of Grant an. d Contract Management. The a~ree­
kents contain agreed-upon rates for use in grants 
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7. 8 DESCRIPTION OF ITEM 
ITEM NO (With Inclusive Dates or Relent,on Periods) 

nd/or contracts with the Federal Government. Ar­
fanged by state and thereunder by name of insti­
'ution. 

Disnosition: 

Destroy five years after supersession or 
bsolescence, or earlier if no longer needed for 
dministrative purnoses.1 

201-20. Prospective Minority Contractors Files. 
1Files documentin~ the qualifications of private 
lusinesses for contracts with HEW. This file is 
reated and maintained to insure that minority 
usinesses are included in departmental contracts 
nd to assure compliance with HEW procurement reg 

1 lations. 

Disoosition: 

Destroy when individual contractors are co 
.idered non-~otential bidders, or when no longer 

needed for Rdministrative purnoses, whichever is 
1 :)pro~riate. 

and Occupational Health Comolaints. 
qomnlaint files relating to safety and health fac 
ors in HEW facilities. Files include the comolai 
aners onvolving the 1rocessing of the comnlaint;i
he official resoonse to the comnlaint; and rela-

1 ed materials. • 

Dis:rnsition: 

Destroy five years after close of the case. 

201-22. Preliminary Energy Audit Reports. 
Annual renorts outlining energy use and conserva 
.ion measures in H&I facilities. This reJort is 
1ubmitted annually to the Department of Energy. 

Disoosition: 

Destroy five years after submission. 
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7 8 DESCRIPTION OF ITEM 
ITEM NO (With Inclusive Oates or Retention Periods) 

i 
201-23. UEW Facilities Waiver Files. 

files consisting of building plans, construction 
prRwings, waiver requests, and related correspon­
bence. Waivers are requested for fecilities or 
arts of fncilities which do not meet Federal or 
enart~ental standards regardin~ use by the hand­~ 
ca'1ped. 

! Disnosition: 

Destroy when rescinded or su0erseded or when 
uilding is transferred from Federal control. 

201-24. uilding Construction Files. 
iles that document the acquisition, initial con­
truction, and occuoation of HEW buildings at cen 
ral office and in the regions. Included are site 

raps and surveys, plot plans, environmental imoac 
atucHes, architect's sketches, working diap.;rams, 
bud~et and cost estimates, nreliminary drawinfs, 
~o,ies of blueorints, master tracings, utility ou 
~et plAns, soecifications, construction ,rogress 
~eports, insoection renorts, conies of deeds and 
ert if ica t es,..of tit le, and related documents. 

Disoosition: 

A. Records of buildings for which OS has di-
ect management res~onsibility. Destroy when 

,uilctlngs are ddmolished or removed from Federal 
pwnership, or when documents become obsolete. If 
requested, these documents mFly be transferred to 

ew owner.l B. Records of buildings for which other HEW 
omoonenbs or other FederRl a~encies have direct 

~RnR~ement res1onsibility. De;troy when five year 
tld. (These records mBy he tran~ferred to an FABC 
/f volume warrants). 

I 

201-25. Pronerty Dis~osal Case Files. 
<Pase files ciocumentinp.; the sale, transfer, or ex-
hange of surnlus oro1erty. Included in these fil 
re invitations, nronosAls, acce~~tances, lists 
f sur~lus oroperty, vouchers, correspondence, 
nd related material. 

9 
SAMPLE OR 

JOB NO 

-
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9 
SAMPLE OR 

JOB NO 

10 
ACTION TAKEN 

D1s;,osition: 

Place in an inective file upon comoletion o 
1is1os8l action, hold for two years, and transfer 
o the FARC. Destroy four :rears after comnletion 
f disoosal action. 

201-26. rocnrement Polic Case Files. 
liles document HEW policies on grants, contracts, 
fnd general orocurement activities. ~hese riles 
qtocument only those Federal re,:rulations which H&J 
su0~lements for de~tmental ourposes. 

DiS""JOS i tion: 

: A. Office of primary resoonsibility. Trans-
er to the FARC when obsolete or su::>erseded. Des­
roy 15 years after sunersession or obsolescence.! 

B. _Qther offices. Destroy five years after 
, upersession or obsolescence, or when no longer 
heeded for administrative pur,oses, whichever is 
barlier. 

t
201-27. %rant Case Files. " 

ecord coJies of oro~osals or ao,lications, con­
racts, ~roject r~~orts, studies, certificates, 
~reements, memoradnums, corresnondence, and othe 
ecords reletin~ to receipt, review, award, eval­

, ation, status, ~nd monitoring of grants; alloca­
fion of funds, Droject budgets, and final oroduct . 
KThis item does not cover grantR appealed to the 
~epartmental Grant Anoeals 3oard or long-term 
j;rants which directly relate to major departmenta 
' ros;rams). 

Disposition:. 

Destroy 10 years after final audit or pey­
, ent of ~r~nt, whichever is lRter. Files may be 
transferred to FARC after termination of grnnt, 
:f volume warrants. 

201-28. nsuccessful Bidders ProteSt File. 
o~ies of IFBs, abstracts, bids of successful bid 
ers, any protester's bid, contrBcting officer's 
tatement of facts, recommendations, supporting 

115-203 Four copies, lncludlng orlglnal, lo be submitted lo the Nallonal Archlvaa STANDARD FORM 115-A 
Revised July 1974 
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ocumentation, and relate correspondence. 

Disoosition: 

Destroy three years after final decision is 
uhmitted to protestor. 

raft and Final Environmental Im act Statements 
EIS prenared b HEW. 
ISs assess the environmentAl impact of an action 

taken by DHEW. The EISs are distributed to other 
tederal a~encies, ryublic, and orivate grouos for 
teview and comment. Final EISs must address writt 

201-29. 

n 
om~ents on the draft EIS submitted by reviewers. 

Disnosit:on: 

Destroy when six years old. 

raft and Final Lim~ed Imoact Statements ryrepared 1/tl-~Zr-201-30. 
y HEW. J?-JjJ...~imited Im~act statements assess environmental im 

pl;\zts that are not considered to be 11 sip;nificent" 
'nd therefore do not require oreparation of an EI . 

e documents must be available for the public up 
request, but they do not require distribution. 

Dis ·10s it ion: 

Destroy when six years old. 

nviromnen ta 1 Ana 1 sis r.>re:-,ared b HE\✓• 
·nvironmental anai.iyses are the documents used to 
fupport the decision to oreJare either an EIS or 
iimited imoact statement. Environmental analyses 
1 re re~ained either with the EIS or limited im-
act statements in the ~roject file of the agency 
hich nrenare the EIS or limited impact statement 

201-31. 

Disoosition: 

De~troy when six yeRrs old. 

201-32. ate 1orical Exclusions. MI ~lf 
ategorical exclusions are analyses that are pre- C - ,?U 

ared by HEW nrogram staff which may determine th t?f-77 
115-203 Four copies, Including original, 10 be ■ ubmltted to lhe N■tlonal Archives STANDARD FOAM 115-A 
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ITEM NO (With Inclusive Dates or Retention Periods) JOB NO 

Jrogram actions are not capable of creating sig­
~ificant environmental impact, and therefore ex­
blude that irogram activity from any further con­
~ideration of the need for an environmental anal­
Tsis or environmental impact statement. 

Disposition: 
I 
; Destroy on ex?iration of the authority for tt e 
~ctivity covered by the analyses, or two years af. 
ter supersession hy a revised analysis, whichever 
fs earlier. 

201-JJ. DrRft Environmental Impact Statement prepared by ;/t-/-r2?,A" 
other Federal agencies and sent to HEW for review 79~J/~4ndf comment. 
ne National Environmental Policy Act (NEPA) re­
uires agencies to send EISs to other FederRl a­
encies having jurisdiction or technical ex~er-

~ise in relation to rotential environmental imnacts 
caused hy Federal actions. The external EISs are 
4eviewed by HEw. If they involve imoacts within 
~he jurisdiction or technical ex0ertise Qf HEW, 
9omments are orenaree::and forwarded to the origi-
11a1 agency. 

, Disposition~ 

J The EISs on which comments are submitted will 
e retained with the comments and then destroyed 

1.4hen oneAyear old, or as follows, whichever is less: 
! 

A. 30 days after issuance of a final EIS. 

B. An amended draft has been issued. 

C. The prooosed undertaking has been cancel-
led. 

201-34~ Final Environmental Impact Statements prepared by A/tl-2?~ 
o her Federal agencies where REW agencies h1:1ve com- 79_2 !t 
mented on the draft EIS. 1/' 

Disr:>osition: 

Destroy when one year old. 
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ACTION TAKEN(With lncl~s1ve Dates or Retention Periods) JOB NO 

B-200,l~chool Assistance in Federally-affected ?rojects. 
#59. 

c•ertification of availability of' funds for schoole: 
n Federally-affected areas, project contracts, ard 

~elated m8terials. The program is the resnonsibil 
ty of the OS Office of Facilities En~ineering anc 

,he Office of Education. 

Piles consist of forms (OE/OFE 1-4) pertaining to 

Disnosition: 

Transfer to FARC after termination of loan; 
Destroy three years after termination. 
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ITEM NO 

202-01. 

202-02. 

202-0J. 

202-04. 

202-05. 

8 DESCRIPTION OF ITEM 
(With lncius1ve Dates or Retention Periods) 

nvesti~atory Material from 
Management. 
Investigatory material from 

the Off ice 

the Office 

of 

of 

P

0 

erson-

erson­
el Management on employees or potential em:'.:>loy­

,es in nonsensitive positions. 

Disposition: 
Destroy after the decision is made on hiring 

br retaining emnloyee.
i 

~uitability or Qualifications Information, 
puitability or qualifications information obtain­
~ct on em9loyees or ootential employees. (This doe 

f
ot include investi~Atory material received from 
?M) • 

fficial Reorimands. 

I Disoos it ion: 
I 

Destroy when emnloyee separRtes; after the 
~ate s~ecified in the reprimand; or After two 
rears, whichever is first. 

otices of Proryosed Adverse Actions or Reprimands 
1otices of orooosed adverse actions or prooosed 

proaeed; after date of 

reprimands that were officially ?ronosed but were 
, ot effected. 

r 
, Disposition: 

·~• Destroy when nroposal is withdrawn; decision 
·s mane not to or one year 
ronosal notice; whichever is first. 

Pisciplinary Action Records. 
Artm~nishments, warnings, and similar disciplinary
I 
ctions. 

-

DiS'10Sition: 

Destroy when employee separates; after date 
pecified in the record; when there is no further 
dministrative need for the record; or after one 
ear; whichever is first. 

PAGE OF 

9 
10SAMPLE OR 

ACTION TAKENJOB NO 
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Four copies, Including orlglnal, lo ba aubmlttad lo Iha Nal1onal ArchlvH STANDARD FORM 115-A115-203 
Revised July 1974 
Prescribed by General Services 

Adm1nistratIon 
FPMR (41 CFR) 101-11 4 
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9
8 DESCRIPTION OF ITEM 10SAMPLE OR 

ACTION TAKENITEM NO (With Inclusive Dates or Retention Periods) JOB NO 

202-06. Disciplinary Documentation. 
etters, memorandums, or other documentation on 
n employee pertainin~ to ~ossible disci9linary 
r adverse action. 

Disposition: 

Destroy when emnloyee separates; when there 
s no further administrative need for the record; 
rafter one year; whichever is first. 

202-07. bomplaints, Inquiries, and Debt Corresn1ndence. 
pomplaints, inquiries, and debt correspondence 

eceived on an employee.r Dis,osition: 

. Destroy when emnloyee separates; when there 
~s no further administrative neP-d for the record; 
br one year after the issue is resolved; which­
~ver is first. 

202-08. 0ecial Emolo ment Pro ram Files. 
iles on oarticinants in special employment ~ro­
rams, including Upward Mobility, Junior Fellows, 
anagement Intern, HEw' Fellows, etc. 

Disposition: 

Destroy when there is no further administra­
Jive need for the record; or two years after 0ar­
ticipRnt leaves nrogram; whichever is first. 

202-09. erformance Anpraisals and R8tin s. 11~1-2!~ 
erform8nce a~praisala and ratings (except those 
equired to be fil~d on tbe permanent side of the 1f-j;o 
fficial Personnel Foldersin FP,M Supplement 293-
1). 

Disposition: 

Destroy after whichever of the following com 
irst: when emoloyee separates; after two years; r 

~en employee receives a new aoprAisal/rating and 
he applicable ap0eal/grievance period has expire. 

Four coplH. Including original, to be aubmltted to the National An;hlve1 STANDARD FORM 115-A 
Revised July 197 4 
Prescribed by General Services 

Adm1mstrat1on 
GPO 1975' 0 - 579-307 FPMR (41 CFR} 101-114 

115-203 
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ITEM NO 

202-10, 

98 DESCRIPTION OF ITEM 10SAMPLE OR 
ACTION TAKEN(With Inclusive Dates or Retention Periods) JOB NO 

rraining Materials Master Files. 

Records accumulated as master files for OS train­
ing courses. Included are j"ranscri~ts, handouts, 
~harts, graphs, trans9arencies, course outlines, 
~anuals, and similar materials. 

Dis-,osition: 

Destroy five years after the material is su­
perseded on the course is discontinued. 

115-203 Four copies, Including orlglnal, to be submitted to the National Archives STANDARD FORM 115-A 
Revised July 1974 
Prescribed by General Ser\/lces 

Adm1mslrat1on 
FPMR (41 CFR) 101-11 4 
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JOB NO ' • PAGE OFRequest for Records Disposition Authority- Continuation 

98 DESCRIPTION OF ITEM 10SAMPLE OR
ITEM NO (With Inclusive Dates or Retention Periods) ACTION TAKENJOB NO 

203-01. Photo raphs. 
ese photographs are maintained in the ?hoto Sec 

ion, Printing and Visual Systems Branch, Office 
f Management Services. They consist of the fol­
owinp.; items. 

Disoosition: 

A. Central Negatives Files.of photographs t 
hat nocument actwvities, ~rograms, and mandated 
unctions of the Deoartment; spot news coverage; 
nd photographs that document significant activi­
ies of the Office of the Secretary. 

&aPERMANENT. Break file every five years. 0 -
er five-year accllll1.ulations to NARS five years af 
er break. 

@. Portrait Negative File of personnel occu 
ying positions of Assistant Secretary and above. 

PERMANENT. Apply disposition instructions 
f "A" above. 

~- Index to Portraits. Index is arranged al 
habetically by surname. 

PERMANENT. Apply dis9osition instructions 
f "A" above. 

1£ Non-Prnriram Photography. Includes mater­
~ertaining to suggestion awards, length of 

ervice awards; presentation of diolomas; charity 
nd civic drives; social events; athletic events; 
outine conferences and meetings; identification 
hotogrpahs; and personnel below the level of 
ssistant Secretary. 

Destroy when five years old, or return to 
questor • ·nts. 

115-203 STANDARD FORM 115-A 
Revised July 1974 
Prescribed by General Services 

Adm1n1strat1on 
G 1'0 l975 O - 579-387 FPMR (41 CFR) 101-11 4 

https://Files.of
https://Manageme.nt
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I. PAGE OFIJOB NO,Request for Recor,ds Disposition Authority-Continuation 

9.
8 DESCRIPTION OF ITEM 10SAMPLE OR

(With Inclusive Dates or Retention Periods) ACTION TAKENITEM NO .JIOB NO 

Files in the offices of the Assistant Secretary 
for Planning and Evaluation consist lar~ely of 
correspondence files. The di~position instructions 
for these files and all corresoondence files of 
OS are given in Cha?ter One of· this manual. In­
structions for the identification of subjects for 
co~res~ondence files are outlined in the Su•ject 
Classification System of the manual. The suDjects 
waich relate most directly to the primary functions 
of plannin~ and evaluation are in the organizaticn 
m~nagement suaject outline. 

The separate series listed •elow may ae used to 
file the appropriate records if volume warrants. 
For purposes or information retrieval, small vol 
umes of these records may be filed in the corres 
pondence files under the appropriate subject des 
ignations. 

301-01. Program Evaluation Planning Files. 
Documents accumulated in planning and evaluating 
DHE.-W program o'bjectives. Information in these filas 
pertains to the achievement of goals, effective­
ness of the program, identification of successfu] 
and unsuccessful projects, and evaluation of pro­
cedures. Included are planning documents, progress 
reports, corres9ondence, memorandums, and similar 
materials. Arranged &y title of project. 

Disnosition: 

Cutoff at the close of the FY in which project 
r plan is comoleted. Transfer to WNRC two years 

.nter. Offer to NARS when 20 years old. 

301-02. Soecial Studies and Reoorts File. 

Special studies and reports relating to DHEW pro­
gram responsi•ilities. Included are preliminary 
and final reports, background materials, corres­
pondence, and related materials. These studies 
involve the •asic ne,artmental proirams: health, 
education, and welfare. Ex~luded are management 
studies covered ~y Chapber Two and studies for 
which SSA, PHS, or another HEW component is the ,: 

orrice or primary responsi~ility. 

Four copies, Including orlglnal, to be submitted to the National Archives STANDARD FORM 115-A 
Revised July 1974 
Prescribed by General Services 

AdminIstratIon 
FPMR (41 CFR) 101-114 

115-203 
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7 
ITf.M NO 

8 DESCRIPTION OF ITEM 
(With Inclusive Dates or Retenllon Periods) 

9. 
SAMPLE OR 

JOB NO 

10. 
ACTION TAKEN 

Disposition: 

A. Record copy of final report. PERMANENT. Cut. 
off at the close ~f the FY in which project or 
study is completed. Transfer to WNRC three years 
later. Offer to NARS when 20 years old. 

B. Case files. Cutoff at the close or the FY 
in which the project is completed. Transfer to 
►aJNRC three years later. Destroy 10 years a1'ter 
cuto1'f. 

Four copies, Including original, to be submitted to the National Archives STANDARD FORM 115-A 
Rev1!>ed July 1974 
Prescribed by General Services 

AdmInislra1Ion 
FPMR (41 CFR) 101-11 4 

115-203 
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9
8 DESCRIPTION OF ITEM SAMPLE OR 10. 

IT2M NO (With Inclusive Dates or Retent,on Periods) JOB NO ACTION TAKEN 
-----·-·-- ---+-----------+-----

401-0ili. Departmental Level Awards Files. 

Records relating to awards made at the departmen­
tal level or higher, including awards of the Sec­
retary. (For disposition instructions for awards 
not covered by this item, see GRS 1, #12). 

Disposition: 

Destroy when employee leaves HEW. 

401-02. Merit System Investigative Files. 

Documentation pertaining to the investigation of 
prohibited nersonnel practices and non-criminal 
standards or conduct. Included are investigative 
reoorts, evaluations of investigations, co~res~ork 
dence, memorandums, and related oapers. 

Disposition7:. 

Destroy five years after comalete resolution 
bf the cnse. 

401-0J. EEO Reporting Files. 

Consists of monthly reports that OS sends to the 
! orrice of Personnel Management concerning infor­
mation on EEO activities throughout DHEW. Includu; 
Montnly Report on ?recor:iplaint Cot/selling and 
Monthly Reoort on Discrimination Complaint Pro­
cessing. 

Dis:oosition: 

Be Monthly reports. Destroy rive years af 
ter submission. 

b. Feeder reports. Destroy when no longer 
needed for administrative purposes. 

401-04. Intergovernmental Personnel Act Files. 

Reco~d~el~ting to the program through which 
HEW 1,~rrow~ employees fromrr. private industry and 
other sources for short periods of em~loyment. 
Included are memorandums concerning the date of 

Four copies, Including orlgin11I, to be submitted to the Nallonal ArchlvH STANDARD FORM 115-A 
Aev1sed July 1974 
Prescribed by General Services 

Adm1mstralior) 
FPMA (41 CFA) 101-11 4 

i 

115-203 
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NO PAGE OFRequest for Records Disposition Authority-Continuation 

9
7. B DESCRIPTION OF ITEM 10SAMPLE OR 

(With lnclus,ve DJtes or Reten!,on Periods) ACTION TAKENITEM NO JOB NO 
____,__ -~---

appointment, the nature of the assignment, and 
the termination of the assignment. 

Disposition: 

Destroy three years after termination of the 
assignment. 

401-05. Committee Records. 
,, 

I 

Records documenting the workings of committees 
over which OS has orimary management responsibil­
ity, Included are meeting agendas, minutes, re­
portstisaued or a9proved by the committee, char-

I ters, lists of committee members, and similar ma­
terials. 

Disuosition: 

ao Inter~gaacy, departmental, advisory, or in­
ternational committees. PERHANENT. Place in an ir 
active file at the close of the FY in which com­
mittee is dissolved. Cutoff inactive file after 
five years and transfer to FARC. Offer to NARS 20 
years after cutoff. 

b. Internal committees and committees that do 
not relB.te to significant ,aolicy functions of HE\-.. 
Destroy two years after termination or the commit­
tee. 

401-06.i Committee Manpgement Files. 

Files accumulated in exercising management con­
trol over the establishment, operation, and dis­
solution of committees for which OS has ~rimary 
management responsi~ility. Included are ~roposalf, 

! approvals, disapprovals; documents used to appro'"e, 
'appoint, evaluate, and relieve committee memhers 

and similar records. 

Disposition: 

a. OS Office of Primary Res?onsieility. Destrc,y 
five years after disapproval or dissolution of the 
committee. 

/Yd'
·-:--::-::----'----------::------:---:----------------_t-----1L--L_--
11 S-203 Fou, copies, Including orlglnal, to be submllled lo lhe National Archives STANDARD FORM 115-A 

Rev,sed July 1974 
Prescribed by General Services 

Adm,mstrat,on 
FPMR (41 CFR) 101 -1 t 4 
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9
8 O::SCRIPTION OF ITEM SAMPLE OR 10

(W,th lnclus,,e Oates or Retention Periods)ITEM NO JOB NO ACTION TAKEN 

b. Other offices. Destroy two years after ctis 
a9proval or dissolution of the committee. 

401-07. Reviewinr; Authority Civil Rip:hts Case Files. )i/C/-:}__"'3,S"-

These files are created as a result of administrs 7f-s:;'J 
tive he0rings under Title VI of the Civll Rights 
Act of 1964, Title IX of the Higher Education A-
mendment of 1972, and Executive Order 11246. In-
cluded ~re legal documents, motions, nleadinEs, 
exhi~its, hearing transcripts, initial decisions 
of the Administrative Law Judge, final decision 
or the Reviewing Authority, a~peals to the Secre-
tary, and Secretarial dispositions. 

Disposition: 

Transfer to FARC seven years after close of 
procedure. Destroy 25 years after close or pro­
cedure unless needed for precedential cases or 
for le~al nurooses. The files that are saved for 
these pur~oses must be reviewed annually for dis­
!)OSPJ.. 

\01-08. Grant Aonee.ls Review Files. 

Case files documenting the ~eview of oostaward 
disputes whic~ have developed in the administra­
tion of grant ~rograns ay constituent agencies of 
HEw. In accordance with 45 CFR ?art 16 and 201~1!, 
the Departmental Grant Apneals Board, or its Chair 
man in certain cases, is resoonsible for review-
ing and oroviding hearinhs on postaward disputes, 
Files may include co9ies of audit reports, grant 
awards, depositions, affidavits, narratives, and 
realted corres~ondence. 

Disoosition: 

Cutoff when final HBA decision is reached. 
Hold for seven years, review for precedential ma, 
terial and transfer the aalance to WNRC. Destroy 
20 years after cutoff. 

401-09. Official Grant Anneals Decisions. 

Four copies, Including original, lo be submllled to the National Archives STANDARD FORM 115-A 
Revised July 1974 
Prescribed by General Serv,ces 

Admm1strnhon 
FPMR (41 CFR) 101-114 

115-203 

https://Aonee.ls
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7. 8 DESCRIPTION OF ITEM 
ITEM NO (W,th Inclusive Oates or Retention Pertods) 

- ----·······----·----·· - ·- --- -- . ·---

Record co9ies of official decisions of the depart 
mentall. Grant Appeals Board in postaward disputes 
involving HE\-/ grants. 

Disnosition: 

Destroy when no longer needed for precedent iE 

value. 

' 

I 

. PAGE OF 

9. 
10SAMPLE OR 

ACTION TAKENJOB NO 

-

1 

/YZ-
115-203 Four copies, Including orlglnal, to be submitted to the National Archives STANDARD FORM 115-A 

Revised July 197 4 
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Adm1n1slra!lon 
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(With Inclusive Dales or Retent,on Periods) ACTION TAKENITEM NO JOB NO 
------ ----------+-------+-------

501-01. Publication Clearance Files. 

Consists of documents ~pertaining to the clearanc«~ 
of publications and audiovisual materials for is-~ 
suance and distribut\on. Excludes record set of 
of publications that are listed in the 200 serie:~ 
of this dis8osition schedule. 

Disposition: 

Destroy when five years old, or when no longe~ 
needed for administrative purposes, whichever is 
earlier. 

501-02. Press Release Files. 

Record set of press releases arranged chronolog­
ically. The office of record is the Office of ?ult­
lic Affairs. 

Disposition: 

A. Record Set. PERMANENT. Cutoff at the close 
of the FY. Hold two years or until volume warran1,s 
and transfer to WNRC. Offer to NARS 20 years af­
ter cutoff. 

B. Regional Office Press Releases. Cutoff at 
the close of the FY. Destroy five years after 
cutoff. 

C. Regional Office copies of headquarters 
nress releases. Cutoff at the close of the FY. 
Destroy when superseded or no longer needed for 
ference. 

501-03. HEW Informational Materials, 

Consists of the Green Sheet and other issuances 
that are used primarily for em9loyee information 
or for briefings on on-going events throughout 
the Department. 

Disposition: 

A. Record Set. Place in an inactive file afteJ~ 

115-203 Four copies, Including ortglnal, to be submitted to ttle National Archive• STANDARD FORM 115-A 
Revised July 1974 
Prescribed by General Services 

Admm1strat1on 
(jp() 19750- 5,7-9 .. ;137 FPMR (41 CFR) 101-11 4 
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(With Inclusive Dates or Retention Periods)ITEM NO JOB NO 
·-·-------------------

lssuance. Cutoff inactive file after the close of 
~he FY. Destroy seven years after cutoff, or when 
no longer needed for administrative purposes, which­
ever is earlier. 
I 
! B. Reference conies. Destroy when no longer 
reeded for reference. 

501-04. \Articles Master File. 

Consists of articles that the Secretary has wrtt. 
ten for magazines. Includes the request for the 
the article, drafts, and a copy of the article. 
Arranged by the name of the magazine. 

Disoosition: 

A. Headquarters. Place in an inactive file a1-
ter publication. Cutoff inactive file at the clofe 
of the FY. Destroy five years after cutoff. 

B. Rer,ional offices. Cutoff at the close of 
the FY in which issued. Destroy when superseded 
or obsolete. 

Speech File.501-05. 

Official speeches of the Secretary, Under Secre­
tary, or major deparfmental officials. Arranged 
by date of soeech. 

Dis:eosition: 

A. Record set. PERMANENT. Cutoff at the closE 
of the FY. Hold two years or until volume warran1 s. 
and transfer to WNRC. Offer to NARS 20 years aftEr 
cutoff. 

B. Regional office files. Cutoff at the 

•PAGE OF 

10 
ACTION TAKEN 

Four coplH, Including orlglnal, lo be ■ ubmltted to the National Archive ■ STANDARD FORM 115-A115-203 
Revised July 1974 
Prescribed by General Services 

Admin,strat,on 
FPMR (41 CFR) 101-11 4 
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0-~--'E-~~~~--- ___c_l_os_e_o_f__t_h_e(W-;-~-ln_.,c_,u_~_v:-:~;~i;e~;~;:e~~°.~;-ea rs aTt_e_r_c_u_E_:'---~--9 N~--+ ~CTION TAKEN 

or when no lon~er needed for reference, which-
ever is earlier. 

Bio~raphies File._501-06. 

Files contr,in personal data sketches, photo~raph~, 
ne~sp~psr clippings, copies of press releases, aid 
similar materials pertainint to major DREW offic 
ials. Arranged by name of individualo 

Di::rnos it ion: 

A. Headquarters. Cutoff at close of the FY in 
which individual leaves DHB~. Destroy five years 
after cutoff. 

B. Regional orfices* Cutoff at close of tse FY 
in which individual leaves DH:::W. Destroy ~ne yea1 
after cutoff. 

Conference and Public Hearinr-s Files.501-07. 

Files contain information about conferences or 
hearin~s of the re~ional offices. Included are 
agenda, announcements of the con:ference, ?ress 
relpeases, listings of participants, conference 
summaries~ and copies of publications and speech 
es. 

Disoosition: 

Cutofr at the close of the FY. Destroy rour 
years after cutoffo 

501-08. Quote/Unquote File. 

File consists of excerpts from speeches of major 
HEW officials including administrators of HBd con­
ponents .. 

Disposition: 

Cutoff' et the close or the FY. Destroy five 
years after cutoff, or when no lon~er neede4 
for administrative purposes, whichever is ear­
lier. 

______,_________________:---__________________.1..-. _____._..lL_____ 

Four copies, Including orlglnal, to be submitted to the Nalional Archl"'es STANDARD FORM 115-A 
REiv1sed July 1974 
Prescribed by General Services 

Admm1slra!lon 
FPMR (41 CFA) 101-11 4 
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7. 
ITEM NO 

501-09. 

501-10. 

501-11. 

502-01. 

8. DESCRIPTION OF ITEM 
(With Inclusive Dates or R'?lention Periods) 

News Conference File. 

Consists of transcripts of the Secretary 1 s ~ress 
conferences and some related eack~round material~. 
These records are in minders and are arrangeG by 
date of press conference. 

Disoosition: 

PERMANENT~ Transfer to WNRC if volume warrant!'. 

II PAGE OF 

9. 
10.S~MPLE OR 

ACTION TAKENJOB NO 

Offer to NARS in blocks of five years when 20 yer. r•s old. 

Distinguished Soeakers Program Documentation. 

File consists of invitations, guest lists, sched 
u~es, and other materials related to arrangementf 
for the DREW Distinguished Speakers ?rogra~. 

Dis-oosition: 

Destroy when no longer needed for r·ef erence., 

Itineraries of Visits Files. 

Files pertainin~ to speaking enga~ements and vis, 
its of the Secretar~ or other major Departmental 
officials. 

Dis-oosit~on: 

Destroy w~en official leaves HEH, or earlier 
if not needed for administrative purposes. 

Sound Recordings File. 

Sound recordin~s on tapes or discs that provide 
documentation of the organization, functions, 
policies, procedures, and essential transactions 
of DHEW. These f.il~.s,.___~..m~ is t.9..f/A~_,qlj'Il~:.,:r_;~c;9Jl<U.ngs. 
of off ic ia1 s~~f"'t~~e!reta~·sec 
retary, or other maJor a~ency officials of DHEn. 

Excluded are recordings maintained in record form 
in other HEN components, e.g. SSA, PHS, etc. 

Disposition: 

. 
115-203 Four cople,, Including orlglnal, to be submitted to the National Archives STANDARD- FORM 115-A 

Revised July 1974 
Prescribed by G'>neral Services 

Adm1n1slrat,on 
'• c,1'(, 1•n,; <> - 5i•> ... JR7 FPMR (41 CFR) 101-11 4 
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8 DESCRIPTION OF ITEM 107 SAMPLE OR 

ACTION TAKEN(With Inclusive Dates or Retention Periods)ITEM NO JOB NO 
"""' - ·------+-

502-02. 

502-03 

A. Record set consisting of the earliest generation 
and dub of the recording in Offic eof Public Affairs. 
PERMANENT. Offer to NARS when no longer needed for admin­
istrative purposes, or when five years old, whichever is 
earlier. Arrangement: Chronological by date of speech. 
Estimated Annual Volume: Less than one cubic foot. 

B. Sound Recordings and Related Records not Described 
in "A" above. See GRS 21 for disposition instructions. 

Video Recordings File. 

Video recordings that provide documentation on the 
organization, functions, policies, procedures and essential 
transactions of DHEW. These files consist of video 
recordings of official speeches, television conferences, 
meetings, interviews, and panel discussions of the Secretarr.;-, 
Under Secretary, or other major agency officials of DHEW. 
Record copies of video recordings of HEW component officials 
are maintained by the component, e.g. SSA, PHS, etc. 

;Disposition: 

A. Record set consisting of the earliest generation 
and a dub of the recording in Officff of Public Affairs. 
PERMANENT. Offer to NARS when no longer needed for 
administrative purposes, or when five years old, whichever 
is earlier. Arrangement: Chronological by date of speech. 
Estimated Annual Volume: Less than one cubic foot. 

B. Video Recordings and related records not 
described in "A" above. See GRS 21 for disposition 
ins true tions . 

Motion Picture Films. 

Films that provide documentation on the organization, 
functions, policies, procedures and essential transactions 
of DREW. 

_Disposition: 

A. The record copy consisting of the original negativE 
or color original plus separate optical sound track, an 
intermediate master positive or duplicate negative p~~PJ~n~,v~.vr. 
optical sound track, and a sound projection print. ~Offer 
to NARS when no longer needed for administrative purposes, 
or when five years old whichever is earlier. Production 
files or similar files which include production contracts, 

Four copies, Including ortglnal, lo be submitted to the National Archives STANDARD FORM 115-A115-203 
Revised July 197 4 
Prescribed by General Services 

Admm,strat,on 
C. PO 1975 Cl - 579-387 FPMR (41 CFR) 101 -11 4 
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1 8 DESCRIPTION OF ITEM 
ITEM NO (W1lh Inclusive Dales or Retention Periods) 

scripts, trans~cripts, and other documentation bearing on 
the origin, acquisition, release, and ownership of the 
production are to be transferred with the films. Estimate 
annual volume less than 1 cubic foot, 

B. Films and related records not described in "A". 
See GRS 21 for disposition instructions. 

C. Outtakes and trims from motion picture films 
1sponsored or produced by DHEW. 

Disposition: 
Offer immediately after receipt to the Stock Fi Im 

Library (NNVS) Audiovisual Archives Division, NARS in 
accordance with 0MB Circular A-114, Attachment D, #9. 

9 
SAMPLE OR 

JOB NO 

10 
ACTION TAKEN 

IJOB NO 

115-203 Four copies, Including ortglnal, to ba submitted to the National Archives STANDARD FORM 115-A 
Revised July 1974 
Prescribed by General Services 

Ad m1nislrat1on 
FPMR (41 CFR) 101-114 
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& OESCAIPTION OF ITEM 10.7. SAMPLE OR 

(Wtlh Inclusive Dates or Retention Periods) ACTION TAKENITEM NO JOB NO 

Le~al Opinion Precedent File.601-01. 

Precedential legal opinions issued by the Genera 
Counsel for application to ~ro1rams throu~out 
DHEW. Included are legal opinions, directly rela 
ted memorandums, copies of laws, and related doc 
uments. Arranged •Y year and thereunder ~y docke 
control num~er. Estimated annual volume: 1 CF. 

Disoosition: 

PERMANENT. Cutoff at the close of the FY and 
transfer to WNRC two years thereafter. Offer to 
NARS with related indexes 20 years after cutoff. 

7 & 16A601-02. Litigation Case Files. B 110, 

Files consist of court pleadings, corres9o~dence 
memorandums, studies, a?praisals, court decision, 
and similar documents. Tnese files accumulate in 
various divisions 01' the OGC a.nd relate to pri-_ 
Mary program areas of DHEW. 

Disposition: ,---.IJL 
?t?c! at/iiPfllA.~.B• Headquarters~After liti:ation is termina-

ted/, r,t~in case file as loni as administrative­
ly?~~8 fBf two years. whichever is e~rlier. Trans 
fer to WNRC, destroy five years after terminatio. 

- ,4,. H?af&a:rters. Cases which are determined t 
have precedential value for other litigation ca­
ses. Transfer to WN'RC two years after terminatio 
of case or when volume warrantsa Destroy 25 year 
after termination. 

C. Regional Offices. Destroy two years after 
termination of the case. 

601-03. Administrative Hearing Files. 
B 110, 10 

Case files accumulated in various offices 01' OGC, 
to document hearings and appeals within DHEW. In 
eluded in these files are letters of deferrals, 
hearin~ transcripts, legal briefs, affidavits, 
hearing transcripts. trial exhibits, initial de­
cisions of the administrative law judge, apoeals 

----·-··•····---·- --------
115-203 Four copies. Including original, to be e,ubmltted to the National Archlvas STANDARD FORM 115-A 

Revised July 1974 
Prescribed by General Services 

Admin,strnt,on 
FPMR (41 CFR) 101 11 4 
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7. 
ITEM NO 

601-04. 

601-05. 

7'" 

9
8. DESCRIPTION OF ITEM 10SAMPLE OR

(With Inclusive Oa·cs or Retention Periods) 

to the Secretary, Secretarial dispositions, and 
relRted materials. IT these files exist as a sep 
arate set of records, the following disposition 
instructions a~ply. If the essential administra 
tive hearings documents are filed in the related 
case file, the dis0osition instructions for the 
case file applies. 

Disoosition:-

Destroy five years after complete terminatior 
of case. 

FDA Injunction Files. 

Files contain com?laints, injunction recommenda­
tions from the districts, affidav~ts, letters to 
U.S. Attorneys, dissent or default decrees, and 
related correspondence. These cases are consid­
ered "open" until the action against the firm or 
individual has been resolved. 

Disoosition: 

~ransfer to WNRC one year after comnlete ter­
mination of the case, or one ye~r after all appe]­
late action has been taken. Destroy five years aj -
ter complete close of case. 

FDA Suit Files. 

Case files consisting of 
dividuals or firms. These 
til the case is heard and 

Disnosition: 

Transfer to WNRC one 

suits against FDA ey in­
cases remain active un­
resolved in court. 

year after termination 
of the case, or one year after all appellate ac­
tions have been taken. Destroy five years after 
termination. 

HEW Draft Legislation Files. 

Case files on the development of Departmental le1~­
islation presented or intended for presentation 

ACTION TAKENJOB NO 

601-06. 

Four copies, Including origlnal, to be submitted to the National Archives STANDARD FORM 115-A 
Revised July 1974 
Prescribed by General Services 

AdmInIstratIon 
C, PC! 1•175 <1 • 57ll-387 FPMR (41 CFR) 101-114 

115-203 
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Request for Recor~s Disposition Authority-Continuation 

ITEM NO 

601-07. 

601-08. 

601-09. 

8 DESCRIPTION OF ITEM 
(With Inclusive Dales or Retention Periods) 

to Congress. Included are internal memorandums, 
documentation on the complete letislative his­
tory, HE'v-/ positions, enrolled Dill reportsp and 
related correspondence. 

Disposition: 

Cutoff file at end of the Congressional sessior 
(two years). Transfer to WNRC two years later. 
Destroy 25 years after close of file. 

Non-HEW Draft Legislation Files. 

Case files of gills on which HEW comment is re­
quested Dy 0MB. These files include draft Dills 
from other Federal agencies and ~ills drafted in 
HEW for individual Con~ress persons as technical 
assistance. 

Disnosition: 

Cutoff files at end of the Cong~essional ses­
sion (two years). Transfer to WNRC two years la­
ter. Destroy 20 years after close of file. 

Num$ered Bill Files. 

Consists of correspondence, reoorts to Congress, 
and documentation on the le~islative history of 
bills introduced in Congress, mut not enacted. 

Disoosition: 

Cutoff files at end of the Congressional ses­
sion (two years). Transfer to WNRC two years la­
ter. Destroy 20 years after close of file. 

Public Law Files. 

Consists of correspondence, copy,of the enacted 
hill, reports, and documentation on the legisla­
tive history or the •ills that are enacted into 
law. 

Dis;:,os i tion: 

Cutorr files at the end of the Congressional 

PAGE OF 

9. 
10SAMPLE OR 

ACTION TAKENJOB NO 

Four coplas, Including orlglnal, to be submitted to the Nallonal Archives STANDARD FORM 115-A 
Revised July 1974 
Prescribed by General Services 

Adm1nistrat1on 
t,!'0 tit, o - 57fJ-307 FPMR (41 CFR) 101-11 4 

115-203 
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_!I
8 DESCRIPTION OF ITEM7 

SAl'.IPLE OR(W11h Inclusive Dates or Retention Periods)ITEM NO ACTION TAKF::NJOB NO 

session (two years). Transfer to WNRC two years 
later. Destroy 25 years after close of fileo 

601-10. Testimonies and Statements. 

Testimonies and statements of DH@i officials ~e­
fore ~ongressional committees. In many cases, the 
testimonies are oumlished in Con~ressional reports. 
Files may relate to "oversight hearings"in which 
no s~eci~ic aill is involved or to hearings on 
specific eills. 

,, Disposition: 

A. If filed as a separate series. Destroy two 
years after the end of the Pnesidential te:rin of 
office, or when no lonier needed !'or admin:stra­
tive purposes, whichever is earlier. 

B. If filed in a correspondence or case file. 
Destroy in accordance with the dis~osition in­
structions of that file. 

C. Reference copies maintained for public af­
fairs purposes. Destroy when no lon~er needed fol 
administrative purposes. 

601-11. Military Personnel and Civilian Employees Claim 
Files. 

Claims files regarding loss of personal property 
or damace to 9ersonal property for employees act, 
ing within the scope of their office of employ­
ment. Included in these files are memorandums, 
corresoondence with claimants, movin~ companies, 
and aopropriate facilities; supportini evidence 
necessary to su~stantiate the claims with recom­
mendations and final determinations; and material 
indicating the final disoosition of each case. 

Disoosition: 

Destroy four years after claim is closed. 

601-12. Federal Claims Collection Act Files. 

Four copies, Including original, lo be submitted to the National Archives STANDARD FORM 115-A 
He~1sed J~ly 1974 
Prescribed by General Services 

Adm,nislrat,on 
FPMR (41 CFR) 101 11 4 

115-203 

https://Recor.ds
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1. 
ITEM NO 

601-13. 

601-14. 

8 DESCRIPTION OF ITEM 
(With Inclusive Dates or Retention Periods) 

9 
SAMPLE OR 

JOB NO 

10. 
ACTION TAKEN 

Claims covered under this Act a~9ly to adminis­
trative collections of monies due DHEW. These 
records document how claims arose, amounts, cir­
cumstances of demtors, and collection efforts 
made, Basis for compromise, suspension, or ter­
mination of claims; and materials indicatin~ ri­
nal disposition of each case. 

Disoosition: 

Transfer to WNRC when 
six years after close of 

claim is closed. 
claim. 

Destro~ 

Administrative Tort Claims Files. 

These are claims filed pursuant to the Federal 
Tort Claims Act relating to personal injury and 
damage to property. Included in these files are 
corres?ondence with claimants, legal representa­
tives and appropriate facilities; legal documen~ 
tation relating to evaluations, determinations, 
and disnosition of claims; and similar papers. 

Dis:,osition: 

Destroy rour years after claim is closed. 

Federal Medical Care Recovery Act Files. 

These files are maintained to document DHEW col­
ections of monies for expenses incurred when 
treatment is :,rovided to persons in PHS hospital:. 
If the Federal Government is entitled to recov-
ery under the Act, the Department asserts the cl1 im 
against the third party for the reasona~le value 
of the care and treatment. Included in these rili s 
are the third party reoort, a description of the 
accident, and medical information; notice or clam 
to the third party; and copies of medical summa­
ries, police reports, and coreespondence. 

Disoosition: 

A. Record copies in Headquarters and Regional 
Offices. Cutoff settled claims at the close of 
the FY in which settled. Destroy seven years af­
ter cutoff. 

Four copies. Including original, to be submitted to the National Archives STANDARD FORM 115-A 
Revised July 1974 
Prescribed by General Services 

Adm1n1stratIon 
FPMR (41 CFR) 101-11 4 

115-203 
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ITEM NO 

601-15. 

601-16. 

8 DESCRIPTION OF ITEM 
(With Inclusive Dales or Retention Periods) 

B. Copies of claims for which OS/OGC is not the 
office of primary resoonsi0ility. Destroy when nc 
lon:er needed for administrative purposes. 

Disa8ility Claims Files. 

Consist of copies of documents accumulated at thE 
regional level for several types of actions in­
cluding overpayment, insurance benefits, supple­
mental security insurance, and underpayment. In­
cluded also are copies of court instruments such 
as Cumplaint, Answer, Motions, Memorandum in Sup­
oort of Motion, Brief, Report, and Recommendatior 
of the U.S. Magistrate, Judgment, Transcript of 
Testimony, and similar items. Official file of 
these documents is maintained at SSA Central Of­
fice. 

Disnosition: 

Cutoff at the close of the FY. Destroy two years 
after cutoff. 

Disa~ility Case Docket Sheet Files. 

Consists of one sheet for each case showint name, 
district, case number, tyoe of case, judge, out­
come (for or aieinst the Deoartment); the com­
plaint, transcriot anc sug~ested answer, assign­
ment, deadline for ~rief, and similar matters. 
Arranged by name of case. 

Disoosition: 

A. Cases decided 
Cutoff at the close 
years after cutoff. 

in favor of 
of the FY. 

the Deoartment. 
Destroy seven 

B. Cases decided against the Department. Cut­
off at the close of the FY. Destroy two years af­
ter cutoff. 

Rejected Inventions Renart File. A/C,J-1/IS:-
71-t. I 

Case files documenting the rejection of inventions 
submitted for General Counsel review from NIH gr, nts 
research or university research activities, File: 

. ' • PAGE OF 

9. 
10.SAMPLE OR 

ACTION TAKENJOB NO 

601-17. 

Fo1.1r copies, lncl1.1dln!J original, to be submitted to lhe National Archives STANDARD FORM 115-A 
Re11,sed Jul~ 1974 
Prescribed by General Services 

Admm1slratIon 
FPMR (41 CFA) 101-11 4 

115-203 
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7. 
ITEM NO 

601-18. 

601-19. 

98 DESCRIPTION OF ITEM 10.SAMPLE OR
(With lnclus,ve Oates or Retent,on Periods) ACTION TAKENJOB NO 

include information concerning the request for re 
view of the invention. scientific evaluations, and 
corres9ondence concernin~ the rejection of the in­
vention. Arranged ~y year and thereunder by name 
of inventor. 

Disposition: 

Destroy three years after rejection. 

FEDERAL REGISTER Re~ulations Files. 

Co1ies of Deoartmental regulations and supoortini 
background materials pertaining to re{tlllatians 
that are puDlished in the Federal Register. 

Disnosition: 

A. Office of 9rimary res~onsibility. Destroy 
lS years after the pu9lication of the regula= 

tion, or when no longer needed for administrativE 
purposes, whichever is earlier. 

B. Other offices. Destroy when no longer needEd 
for reference. 

Congressional Corresnondence Files. 

Corres9ondence files maintained for Departmental 
liaison with Congress. Arran~ed ay name of Repre­
sentative or Senator. 

A. Review riles after the end of a Presiden­
tial administratio~ Destroy files which 
are no longer needed. Transfer other files to 
the files for the new administration. 

B. Offices responsi~le for control of re?lies, 
Destroy six months after reply, or when no lontel 
needed for reference, whichever is earlier. 

Four copln, Including orlglnal, to be submitted 10 the Nallonal ArchlvH STANDARD FORM 115-A115-203 
Revised July 1974 
Prescnbed by General Services 

Adm1ms1rat,on-
FPMA (41 CFR) 101-11 4 



Request for Records Olsposlt~~n Authority-Continuation 
PAGE 01' 

7. 
ITEM NO 

I. DESCRIPTION OF ITEM 
(Wilh Inclusive Dales or Relenllon Penods) 

ti. 
SAMPLE OR 

JOB NO 
10 

ACTION l 

701-01 Education Discrimination Review Files 

Case files developed in investigating complaint~ 
and in reviewing elementary, secondary and 
higher education programs to determine if these 
programs are in compliance with Federal laws 
which prohibit discrimination on the basis of 
race, color, national origin, sex, age and 
physical and mental handicaps in federally­
assisted programs. These records are created 
in response to Title VI of the Civil Rights 
Act of 1974, Title IX of the Higher Education 
Amendments of 1972, and Section 504 of the 
Rehabilitation Act of 1973. 

Disposition: 

a. Headquarters: Cutoff at the close of 
the fiscal year in which the case is resolved, 
and transfer to the PARC after the case has 
been inactive for five years. Destroy 15 years
after cutoff. 

b. Regions: Cutoff at the close of the 
fiscal year in which the case is resolved, and 
transfer to the FARC after the case has been 
inactive for two years. Destroy 15 years
after cutoff. 

NOTE: Cases which are submitted to the Reviewin
Authority are disposed bf in accordance with 
i tern ,,1./,::;?/-CJ7-

g 

Health and Human Development Discrimination 
Review Files 

Case files developed in investigating complaints 
and in reviewing programs of health and human 
development service institutions for compliance 
with Title VI and Section 504. 

701-02 

Four cople ■ , Including origin ■ !, to be ■ ubmltted lo the N ■ llonal ArchlH ■ STANDARD FORM 11 
Revised July 1974 
Prescr,bed bv General 
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PAGE OF 

7. 
ITEM NO 

II. DESCRIPTION OF ITEM 
(W1lh Inclusive Dates or Aetenlton Penods) 

II. 
SAMPLE OR 

JOB NO 
10 

ACTION T,._ 

Disposition: 

a. Headquarters: Cutoff at the close of 
the fiscal year in which the case is resolved, 
and transfer to the FARC after the case has 
been inactive for five years. Destroy 15 years 
after cutoff. 

b. Region: Cutoff at the close of the 
fiscal year in which the case is resolved, and 
transfer to the FARC after the case has been 
inactive for two years. Destroy 15 years 
after cutoff. 

Request for ESAA Assistance 

Documents accumulated in determining the 
eligibility of school districts to receive 
financial assistance under the Emergency 
School Aid Act (ESAA). Documents in these 
files include the notification of eligibility 
supporting evidence, requests for waivers, 
Secretary's response concerning granting or 
denial of the waiver, and related correspon­
dence and documentation. 

Disposition: 

Cutoff annually following final determ­
ination of school district's eligibility for 
ES.AA funds, in any one particular funding 
period. Transf'er to FARC when case has been 
inactive for five years,- Destroy 15 years 
after cutoff. 

Reports of Monitoring Visits 

Reports and background doucments developed as 
a result of monitoring visits in regional 
offices. Reports are used in evaluating the 
conduct of regional investigations. 

Disposition: 

Cutoff annually after report is prepared, 
destroy three years after cutoff. 

I~OB NO 

701-03 

701-04 

11!1-2113 Four caplH, Including origin ■ !, lo be aubrnlH ■ d ID lhe N■llon■ I Archl"I STANDARD FOAM 115-J 
~•vised July 19!4 
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10 

----------=-- ,__________ 

PAGE OFRequest for Records Disposition Authority-Continuation - ,. .. -· 
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7. I. DESCRIPTION OF ITEM SAMPLE OR 
ACTION TAKE!ITEM NO (Wllh Inclusive Oatea or Reten11on Penocls) JOB NO 

Civil Rights Investigative Manuals 

Procedural manuals prepared by the Special 
Projects and Procedures Division for the 
conduct of civil rights investigations in 
regional offices. The manual is used to 
assist investigators in determining problems, 
analyzing data, using statistical informa­
tion, and similar techniques relating to in­
vestigations. 

Disposition: 

a. Superseded pages. Destroy two years 
after supersession, or when no longer ncetlcd foJ 
administrative purposes, w~ichever is earlier. 

b. Background paper. Destroy six months 
after final action o~ project, or three years 
after completion of project if no final action 
is taken. 

701-06 Adams Order files and Related Cases 

Files developed in responding to the ADAMS 
court order requiring DHEW to monitor state­
wide higher education desegregation policies 
and plans. Under the order, the Department 
was required to issue criteria for removing 
vestiges of segregation in six states. These 
file consist of copies of legal documents, 
evaluation reports of state activities in 
higher education, plan correspondence, and 
similar documents. 

Disposition: 

PERHANENT. Cutoff at the close of the 
fiscal year following a determination by om::w 
or the courts that all states cited in the 
ADAilS order have a unitary system, and transfer 
to the FARC five years after cutotf. Offer to 
~ARS after 20 additional year. 

Four cople ■ , Including original, lo be 1ubmltted to lhe Nallon ■ I Archive ■ STANDARD FORM 115-A 
Rev,sed July 1974 

115-203 
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10 

PAGE OFI~OB NORequest for Records Dl~p?slt~~n Authority-Continuation 

9.
I. DESCRIPTION OF ITEM7. SAMPLE OR 

ACTION TA(With Inclusive Dates or Relenllon Periods)ITEM NO JOB ND 

Assurance of Compliance Statements 

Statements from an educational or health 
facility assuring OCR that the facility is in 
compliance with Federal laws in federally-funde~
projects. 

0isposition: Destroy on change of 
implementing regulation or repeal of enabling 
legislation, wl1ic:1ever is appropriate. 

701-08 Statistical Surveys (Edited and unedited 
survey forms) . 

Annual and bi-annual statistical data submitted 
to and used by OCR in monitoring tlle compliance 
status pursuant to Title VI of the Civil 
Rights Act of ]964, Title IX of the Education 
1\mendments of 1972 and Section 504 of the 
Rehabilitation Act of l'.J7 3. (Excluding 
ADAMS surveys.) 

Disposition: Cutoff annually after 
being superseded by next survey. Transfer 
to FARC five years after cutoff. Destroy 
15 years after cutoff. 

NOTE: Recurring ocn statistical surveys con­
ducted during the years 1968 through 1978 
shall be cutoff at tlIB end of FY 80, trans­
ferred to the FARC at the end of FY 85, and 
and destroyed at the end of FY 95. (One-time 
surveys will not become inactive until 
superseded by the next survey of the same 
data.) 

Big Cities Review Files 

Files developed in the special, comprehensive 
review o.i; urban school systems in ~~ew Yorl~, 
Philadelphia, Chic~go, And LOI Ang@l@~ to 
determine if these systems are in corapliancc 
with Title VI, Title IX and Section 504. 
Included are contracts and related materials, 
monthly progress reports, prelirainary analyses, 
final narrative reports, adninistrative files. 

11!1-203 four cople■ , Including or1gln ■ I, lo be ■ ubinltted lo lh■ N ■tlon■I Archlwe■ STANDARD FORM 115-
Revised July 19}4 

701-09 
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9.7. 8 DESCRIPTION OF ITEM SAMPLE OR ACTION TfjWtlh lnclu!l1ve Dates or Retenllon Periods)ITEM NO JOB NO 

Disposition: 

a. Contract records. See General Records 
Schedule (GRS) 3, Item 4, Routine Procurement 
files. 

b. Monthly progress reports and preli­
minary analyses. Destroy_with related contract 
records. 

c. Final narrative reports. PERMANENT. 
Offer to NARS on completion of project. 
(Arranged by name of report. Volume: 4 
reports). _ 

701-10 Case Management Data Files 

Forms and reports used for management purposes 
in monitoring the investigation of Civil 
Rights cases. 

Disposition: 

a. Open Case System: 

1. Monthly case Control Forms: 
Cutoff annually, destroy two years after cutoff. 

2. Closed Case Control Forms: 
Cutoff annually, destroy two years after cutoff. 

3. Time Sheets: Cutoff annually, 
destroy one year after cutoff. 

4. Case Disposition Report: Cutoff 
annyally, destroy two years after cutoff: 

b. Closed Case System: Printout reports. 
Cutoff annyally, destroy one year after cutoff. 

115-fOS • Four caplea, l11eludlng artgln•I. to be aubmltted lo lh~ N ■ llon•I Archlv~ _ , STANDAIID FOIIM 115-
Revised July 1974 

IC::, 
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PAGE 0~~ JOB NORequest for Records Disposition 'Authority-Continuation 

9.
8. DESCRIPTION OF ITEM7. SAMPLE OR

(With lntlus,ve Dates or Retenhon Periods) ACTIONITEM NO JOB NO 

Letters of Findings (LOF) 

A comprehensive file of all letters of findings 
for complaints and compliance reviews issued by 
regional offices. These files are maintained 
by OMA for budget analysis to determine when 
compliance reviews should be conducted, for 
program analysis to identify precedential 
cases, and for purposes of administrative 
management. 

Disposition: 

OCR/OMA: Cutoff annually after issuance 
of LOF. Transfer to Washington National 
Records Center (WNRC) four years after cutoff. 
Destroy ten years after cutoff. 

701-12 Case Production Statistical Data 

Data developed in analyzing case workloads on a 
national and regional basis. Charts or reports 
are prepared from this data to compare regional 
progress and MITS objectives, and to chart re­
gional progress in each complaint and com­
pliance review category. 

Disposition: 

Destroy when no longer needed for adminis­
trative purposes. 

701-13 Early Warning Reports 

Reports of letters of findings prepared by 
the regions and ready for release. These 
reports are evaluated by headquarters staff to 
determine if there is reason to withhold 
immediate release. 

Disposition: 

Cutoff annually after preparation of 
report, destroy two years after cutoff. 

115-205 • Four cople ■ , lncludlng original, lo be ■ ubmlHed lo lhe _Nallon11I Archive ■ STANDARD FORM 11', _ 

Revised July 1974 
..., ______ ... _ r"-----f......h 
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9.
1. II. DESCRIPTION OF ITEM Si>.MPLE OR 

ACTIO(W1lh Inclusive oa,es or Retention Periods)ITEM NO JOB NO 

Special Problems and Requirements Survey701-14 

Reports developed from interviews with 
regional officials co~cerni~g workload, records, 
staff needs, and staff efficiency. These 
reports are used by management personnel to 
analyze problems in the regions and to deve-
lop solutions to ensure better management. 

Disposition: 

Cutoff annually, destroy four years after 
cutoff. 

Conference Briefing Reports701-15 

Reports developed on a particular region in 
anticipation of a conference with the Regional 
Director. These reports are summaries of 
regional activities, and provide information 
on complaint processing, compliance reviews, 
compliance with the ADN1S order, and admiDis­
trative matters. 

Disposition: 

Cutoff annually destroy one year after cutoff. 

four copies, lncludlng arfgln ■ I, to be aubmlned to th■ N■tlon■ I Archlw■■ STANDARD FORM 
Revised July 1974 

115-203 
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I. DESCRIPTION OF ITEMT. SAMPLE OR 
ACTION•(W1lh lncluSJve Dates or Retention Penods)ITEM NO JOB NO 

702-01 

is automated system of 
laint or case 

~files monitors each WITHDRAWN 
of discrimination filed 

wit OCR from the initial action to final re­
solut'on. The system contains background 
to the omplaint, the action taken by OCR to 
investi te and resolve the complaint, the 
amount of ~irae spent by OCR personnel, and the 
final disp ition. The system produces a 
series of re orts which document the number 
and types of mplaints and the effectiveness 
of OCR's invest' ative and enforcement acti­
vities and techn 

Input documents to 1e system are scheduled 
on ~JCl-235-80-/ ,. ite 701-l0a, and reports 
from the system duled on NCl-~35-80~, 
item 701-l0b. 

Disposition: 

a. In ut or in files. Destroy 
after input into the system an no longer 
needed for reconstruction of the aster data 
base. 

b. Processing files. Destroy ter 
master data base files have proved sat·s­
factory. 

c. Master data base files. 
when no longer needed for agency use. 

Four copleI, Including or1gln ■ t, to ba 1ubmlned lo Iha N ■ tlonal Archl.,ea STANDARD FORM 115 
Revised July 1974 

L... --1 (" 

115-203 
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9.
I, DESCRIPTION OF ITEM1. SAMPLE OR 

ACTION Tl(With lnclus,ve Dales or Retention Periods)ITEM NO JOB NO 

WIT11DRAWNper survey. 

e machine-readable data files are compiled 
fr OCR Forms 101 and 102 which are designed 
to a sist in monitoring the progess of dese­
grega on in elementary and secondary schools 
nation 'de. 

Informati on the student body is broken 
down by rac ethnicity, and sex at the 
system, scho and classroom levels. Staff 
data is also i eluded in the 1968, 1970, 
and 1972 files. 

Related textual 
NCl-235-80-/, 

Disposition: 

a. 
Transfer to 
as preparation of the final 
pleted. 

re 
item 

Final edited mas~ 
the National Ar 

scheduled on 

PERMANENT. 
1ives biennially 

m ster is corn-

b. Co ies of the final 
headquarters used for in-house 

mast 
refe ence or 

analysis. Destroy when no longer ne for 
agency use. 

c. Co ies of the final master re 
reference 

in 
gional offices used for in-house 
or analysis. Destroy when no longer needed 

Four copies, Including orlglnat, lo be 1ubmlt1ed lo lhe N11lion11I Archive ■ STAN0AR0 FORM 115-
Revised July 19?4 
Prescribed by Genera! S, 

Adm,n,strat,on 

115-203 
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ese machine-readable data files were 
m OCR Forms 101 and 102 as in item 2 

9 10.I DESCRIPTION OF ITEM7. SAMPLE OR 
ACTION T/(W1lh Inclusive Dates or Rel11n1Ion Periods)ITEM NO JOB NO 

702-03 

compile 
above, 

but: they cover only a small portion of tne 
syst ms included in even years surveys. The 
limit d surveys were discontinued after 1973. 

textual records are scheduled on 
- I , i tern 701-08. 

a. edited master ta e, copies used 
for in-houser ference or anal sis IT head-
uarters and in e ional offices. Destroy 

when no longer n ded for agency use. 

702-04 Bi Cities or Urba School Review Files (Equal 
Education Services view), 1973-data. 
Approximately 700 taps. 

These machine-readable 
piled as part of the spe 'al comprehensive 
review of urban school sy ems in New York 
City, Philadelphia, Chicag and Los Angeles 
conducted to determine if tH se systems are 
in compliance with Title VI, itle IX, and 
Section 504. Data begins in 1 73 for New 
York and in 1975 for the other 
The master data base is continua ly updated 
from tapes sent per OCR request p ·marily 
from the cities, but also from sta and 
federal agencies. The data collect n 
began as a shotgun approach, gatherin 
wide range of information in New York: when 
the other cities were added to the revi w, 
however, the scope was gradually narrowe and 
more specific concerns for each city were 
identified. 

Related textual records are scheduled on 

WITHDRAWN 

WITHDRAW~ 

Four t;Ople ■ , Including original, lo b8 aubmlltfld lo lhfl Nollonlll Ar,;hl¥fl ■ STANDARD FORM 115-115-203 
Rev,sed July 1974 
Prescribed by General S, 

ft. l"l-•""'•"'"tT'2it1n" 
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702-05 
• 

e 

o 
ord 

are 
by pro­

was 

9. ,o8 DESCRIPTION OF ITEM1. SAMPLE OA
(W1!h Inclusive Dates or Retention Periods) ACTION 1ITEM NO JOB NO 

Arkansas, 
North Carolina, Oklahom, 

files 

the OCR 1000 Survey 
Survey 

a. Original input tapes (approximately 
tapes) received from cities, states, 
federal agencies which are needed for 
1 backup of master data base as proof 

of at data was suomitted. PERMAimNT. 
Offer to National Archives as soon as no 
longer eeded for project or upon termination 
of the' oject, whichever is sooner. 

b. ies of ori inal in ut 
(approximat ly 200 tapes) made by 
are cleaned, dited, and used for updating 
and merging n data with master file. 
Destroy when n longer needed for project. 

c. Processi es (approximately 250 
tapes). Destroy a ter most recent update of 
the master file has roven satisfactory. 

d. Master data li se (equivalent to 
approximately 50 tapes) PERHAimNT. Transfer 
to the National Archives t termination of 
project according to FPMR 01-11. 411-9. 

ADAMS Files (Files on Progres in Implementing 
Statewide Higher Education Des regation Plans) 
annual since 1975. Approximate 3 tapes per 
survey. 

These machine-readable data files a 
annually to monitor desegregation pl 
the public higher educ~tion systems 
several states cited as part of an 
Adams v. Califano litigation: 
Florida, Georgia, 
Pennsylvania, and Virginia. The 
compiled from yearly surveys known 
gressive numbers (e.g., 
was taken in 1975, the OCR 2000 

115-203 Four coplea. lncludlng original, to be submitted to lhe National Archlvfll STANDARD FORM 115-
ReYl$ed July 1974 
Pru,cribel'.1 by Genora1 Sr 

Aom,nu,lrnt,nn 

https://Adm1n1slta!t!'.ln
https://vnrnoRP.WN
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PAGE OFJOB NO
Request for Records Disposition Authority- Continuation 

9. 
8. DESCRIPTION OF ITEM7. SAMPLE OR ACTION TA(With Inclusive Dates or Retention Periods)ITEM NO JOB NO 

collected in October each year on 
of colleges, universities, and state agencies 

d govering boards related to higher edu-
c ~ion; applications, acceptances, and actual 
en llments for each college's student body; 
fina cial assistance granted; degrees and 
other formal aw~rds conf~rred; and progression 
of stu ents in higher education programs. 

Related e xtual records are scheduled on 
NCl-235-80 I ,item 701-06. 

a. 
per 
for agency use. 

b. master file (1 tape per
--,-----------------T-r_a_n_s_f-=-e-r_t_o Nationalsurvey). 

Archives annual~y as preparation of 
final master is 

c. Co ies of final m at head-
quarters used for in-house eference and 
analysis. Destroy wh~n no 1 ger needed 

702-06 

for agency use. 

d. Co ies of final master n re 
offices used for in-house referen e 
analysis. Destroy when no longer 
agency use. 

Hi her Education Civil Ri hts 
biennial in 1968, 1970, 1972, 
1 tape per survey. 

ional 

These machine-readable data files were com­
piled biennially from Forms OS-10 and 
to assist monitoring desegregation 

Four copies, Including orlglnal, to be aubmlttad to the Nallonal Archive ■ STANDARD FORM 115-/115-203 
Revised July 1974 
Prescribed by General Se 

Artrn1n1etr!lf1nn 
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9.
1. 8. DESCRIPTION OF ITEM SAMPLE OR ACTION Tl(With Inclusive Dates or Retention Periods)ITEM NO JOB NO 

by race, ethnicity, and sex. 
urvey was discontinued after 1974. 

ated textual records are scheduled on 
235-80- / , item 701-08. 

a. inal edited master. PEIU'1ANE1:~T. 
Transferre the National Archives per 
NCJ-235-80-

b. Co ie final master at 
headquarters us in-house reference or 
analysis. Destro n no longer needed for 
agency use. 
agency use. 

c. Co ies of th final master in 
regional offices used r in-house reference 
or analysis. Destroy wh n no longer needed 

-f~.r agency use. 

702-07 Machine-Readable Files for 0 
Short-Term Studies or Project 

WITHDRAW!i 
OCR personnel frequently engage 
short-term studies or projects on 
range of topics. They usually enta 
tracting and manipulating data from e e 
data files created or held by OCR whic 
listed separately in this schedule. Th 
projects might focus on a particular scho 1 
system or state, or they might compare dat 
on a particular topic from several selected 

Four copies, Including ortglnal, lo be submitted lo Iha National Archive& STANDARD FORM 115-
Re~ised July 1974 
Prescribed by General S 

Adm,n,strat,on 

115-203 
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7. I. DESCRIPTION OF ITEM 
ITEM NO (With lnclu11ve Dales or Relenhon Periods) 

•• 
SAMPLE OR 

JOB NO 

10 
ACTION 

s containin extracts of data or 
data from OCR files reviousl 
De tapes at termination of 

project or when --.anner needed for reference 
or analysis. 

b. Ta es containt to 
that contained in OCR f 
scheduled. Submit SF-115 

115-203 STANDARD FORM 1E 
Revised July 1974 
f'rescnbed by General 

Admrn,~tration 
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'Request for Records Disposition Authority-Continuation 

7 
ITEM NO 

801-01. 

801-02. 

801-03. 

. . 
8. DESCRIPTION OF ITEM 

(With Inclusive Dates or Retention Periods) 

HEW Audit Agency Reporting Files 
Final audit reports and supporting docume
to closeout actions and audit resolution. 
are maintained by headquarters HEW AA. 

ntation 
These 

relating 
records 

Disposition: 

a. HEW-produced audits. Destroy six years after 
close of the FY year in which report is issued. 

b. Other audits. Destroy.years after close 
of the FY in which report is issued. 

Regional Office Audit Reports and Related Workpapers 
Regional office audit case files consisting of final 
reports and related workpapers. Included are analyses, 
or audit survey documentation, tentative findings, and 
recommendations, and other official correspondence a~d 
similar documents. 

Dlsposition: 

a. Audits for which an audit clearance document 
(ACD) or other document evidencing final resolution is 
required. Destroy four years after close of FY in which 
ACD is received. 

b. Audits for which an ACD is not required. Destroy B 200, #52 
four years after close of FY in which report is issued. 

Audit and Survey Workpaoer Files - Division of Social 
Security Audits and Washington Area Audit Office 
Audit and survey work:;:iaper files maintained by DSSA and 
WAAO. Documentation includes information and evidence 
relating to the audit or survey assignment and may 
contain analyses; schedules, reviews, and critiques of the 
audit or survey assignment; summaries of objectives, find­
ings, and conclusions; and other related materials. 

Disposition: 

a. Audit workpaper files. Destroy six years after 
close of 

b. 
close of 
whichever 

the FY in which final report is issued. 

Survey workpaper files. Destroy six years after 
the FY in which survey or final report is issued, 
is earlier. 

PAGE OF/fl 
9. 

10SAMPLE OR 
ACTION TAKENJOB NO 

1B 100, /6 

B~O, #7 

Nt-1-:i.1 r" -

7?'-3// 

Four copies, lncludlng orlglnal, to be submitted to the National Archives STANDARD FORM 115-A 
Revised July 1974 
Prescribed by General Services 

AdminIstratIon 
FPMR (41 CFR) 101-11 4 

115-203 



JOB. NO. .~' Request for Reco~ds Oi~position Authority-Continuation 

7 
ITEM NO 

8 DESCRIPTION OF ITEM 
(W,th lnclus,ve Dates or Relent,on Periods) 

HEW Audit Agency Handbooks 
The HEW Audit Agency Policy Handbook defines major agency 
policies concerning audit standards, and outlines the 
mission and organization of the audit agency. The HEH 
Audit Agency Procedures Handbook provides instructions 
for the implementation of audit policy standards. These 
handbooks are published for the guidance and use of all 
members of the audit agency. 

Disposition: 

a. Policy handbook. PER11A.NENT. Transfer record 
copy to WN~C when revised or superseded. Offer to N_t...RS 
ten years after revision or supersession. 

b. Procedures handboo~estroy five years after 
complete supersession, or ~ no longer needed for adrTJ.in­
istrative purposes, whichever is earlier. 

9. 
SAMPLE OR 

JOB NO 

10. 
ACTION TAKEN 

801-05 ~mployee Training File 
Correspondence, memorandums, reports, and othec records 
relating to the availability of training and employee 
participation in training programs sponsored by the Nation 
Professional Development Center (DHEW). Files may include 
notices of class availability, class rosters, and copies 
HEW Form 350, Training Nomination and Authorization. 

Disposition: Cutoff at close of the FY. Destroy 
when five -:ears old or when superseded or obsolete, 
whichever is earlier. 

1 

801-06 Training Materials File 
File; Jeveloped for and used in NPDC training courses. 
Included are handouts, charts, graphs, transparencies, 
course outlines, and similar materials. 

Disposition: 

a. Cutoff at close of the FY. Destroy five years 
after material is superseded or the course continued. 

b. Destroy background materials when training mater·a1 
is superseded or the course is discontinued. 

Four cople ■, Including original, lo be submllled to the Ni'tronal Archives STANDARD FORM 115-A 
Revised July 1974 
Prescribed by General Services 

Adm1n1stratmn 

115-203 

c. J·n i'l75 n - $7:1-387 FPMR (41 CFAJ 101-11 4 
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NO •Request for Records Dis.position Authority-Continuation 

7 8. DESCRIPTION OF ITEM 
ITEM NO (With Inclusive Oates or Retent,on Permds) 

801-07. Publications of the National Professional Development 
Center. 

Footnot_~, the instructional and professional publication 
of NPDC, and related publications. 

Disposition: 

a. Record copy. Destroy five years after complete 
supersession, or when no longer needed for administrative 
purposes, whichever is earlier. 

b. Background materials. Destroy three years after 
publication, or when no longer needed for administrative 
purposes, whichever is earlier. 

9 
SAMPLE OR 

JOB NO 

10 
ACTION TAKEN 

801-08. .fro·ject Match Case Files 
Documentation pertaining to Project Match in which D:i:EH 
matched Federal and welfare payrolls to identify Federal 
employees who receive illegally payments under the Aid-
to Families-with Dependent-Children program. Included in 
these files are worksheets, certificates of overpayments, 
pay data, and related papers. Arranged by State and 
thereunder by Social Security number. 

Disposition: Cutoff at close of the FY in which 
case is closed and transfer to WtlRC. Destroy five (5) 
years after the close of the FY in which closed. 

802-01. Investigative Files. 
Case files developed in investigations of alleged fraud 
and abuse in programs and operations administered or 
financed by HEW, including allegations of fraud and abuse

i by Department contractors, grantees, or,·,other groups or 
individuals funded or supported by the Department. Incluc
in these files are investigative documents, related corref
pondence, and intelligence data received from other law 

1 0 1enforcement agencies. Among the files are cases that 
contain information required for preliminary inquiries. 

ed 
­

lJG'•B 

115-203 Four copies, Including original, lo be submitted to the Nation al Archives STANDARD FORM 115-A 
Revised July 1974 
Prescribed by General Services 

Admm1s1rat,on 
{,1'0 1~75 o - 578•3R7 FPMA (41 CFA) 101-11 4 
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Request for Records Disposition Authority-Continuation IJOB N~ • 

9.8 DESCRIPTION OF ITEM 107. SAMPLE OR
(With Inclusive Dates or Retent,on Penods) ACTION TAKENITEM NO JOB NO 

Continuedtl02-0l. 

a. Cases of headquarters and field offices. 

Disposition: Transfer to closed file on final 
resolution of the case. Review closed file 
annually, and destroy individual cases five 
years after final resolution. 

b. Indexes. 

Disposition: Hold until no longer needed for 
administrative purposes and then destroy. 

Investigative Support Files ('OO' Cases). 
Case files that provide general information concerning 
Federal operations and procedures relating to i~vestiga­
tions, legal options, court decisions, and other ~2cters 

I that may prove useful in Department investigation operations. 
These files do not relate to specific investigations. 

802-02. 

Disposition: Destroy when five years old. 

Field Office Administrative Files. 
Documents pertaining to relations with field investigations 
offices on topics concerning administration, procedures, 
and internal management rather than policy functions of 
the office. These may include copies of correspondence 
and reports prepared in field offices and forwarded to 
central office for review and comment. 

802-03. 

Disposition: Destroy when three years old. 

Congressional Reference File. 
Copies of correspondence between Congressional committees 
and IG relating to investigations. Included are incoming 
correspondence, IG response, and supporting papers. ThesE 
files are maintained for administrative control purposes 
and essentially duplicate program correspondence or 
correspondence of the Secretary. 

Disposition: Destroy when five years olf, or earlie1 
if no longer needed for reference. 

11S-20J Four c:oples, Including orlglnal, lo be submitted to the National Archlv111 STANDARD FORM 115-A 
Revised July 1974 
Prescribed by General Services 

Adm,rnstrat,on 
FPMR (41 CFR) 101-11 4 
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l J9B N,O.Request for Reco~ds Di~position Authority-Continuation 

ITEM NO 

802-05. 

8 DESCRIPTION OF IT~M 
(With Jr,clus,ve Dales or R,te~t,on Penods) 

- ----

Office of Investigations and Security EstabU shment File. 
Correspondence, reports, mission statements, organization 
charts, and similar documents pertaining to the establish­
ment of the Department's investigative functions and 
activities in 1973. These files document the inception 
of the program in the Office of Investigations and 
Security and the transition to IG. Arrangement: Chronologlcal. 
Volume: Less than one cubic foot. 

Disposition: PER."1ANENT. Offer to NARS when 20 years 
old. 

J4 

, 

Iv 
PAGE OF 

' I 

9. 
10.SAMPLE OR 

ACTION 1 AKEN JOB NO 
..................- . -·- .... 

Four copllH, Including orlglnal, to be submitted to lhe National Archives STANDARD FORM 115-A115-203 
ReVlsed July 1974 
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7 
ITEM NO 

8 DESCRIPTION OF ITEM 
(With Inclusive Dates or Relent1on Penods) 

9 

SAMPLE OR ACTIO~°rAKEN
JOB NO 

The records series listed Delow do not necessari 
ly deacribe the files of the U.S. Office of Con­
sumer Affairs as these files are currently organ 
ized. In most offices, files are included in cor 
respondence files which are arranged alphaoetica 
lly ay su•ject, state, Federal agency, or some oh­
er identifying category. 

OCA may continue to file most correspondence in 
general su~ject riles if such an arraniement is 
useful for retrieval purposes and the volume of 
files is manageagle. The series included in this 
schedule, however, represent an alternative meth 
odor arrangin~ certain basic series of files th t 
are found in most Federal agencies. 

Official correspondence 1'iles should include gen 
eral correspondence on selected su»jects. Case 
files, e.g. consumer complaints, special project 
files, press releases, etc., may include corres­
pondence which relates specifically to the par­
ticular case £older. The subject classification 
system· for consumer affairs (CA) and the other 
su~ject classification systems of this manual ar 
used, therefore, in the arrangement of general 
correspondence files only, 

OCA may use the records series descrimed in oth­
er sections of this manual if these series are 
aopro"9riate for OCA records. Since this manual 
is the Files Manual of the Office of the 3ecre­
tary, DHE~, we have not repeated &n the OCA sec­
tion those records of OS which OCA may also main 
tain. 

900-01. Official Correspondence Files. 

Correspondence, reports, forms, and other record 
pertaining to the administration and operation o 
the Office of Consumer Affairs, aut excluding fies 
descrieed in "Records Common to Most Offices." 

Disoosition: 

A. Files arran,ed according to the Su~ject Cl s 
ification System, especially the CA section, tha 
ocument policies, 9rimary pro~ram responsioili­
ies, and the overall or~anizational oejectives o 
CA. PERMANENT. Cutoff at the close of the FY. 

115-203 Four copies, Including original, to be "ubmltted lo lhe National Archives STANDARD FORM 115-A 
Revised July 1974 
Prescribed by General Services 

Adm1nistrat,on 
FPMR (41 CFR) 101-11 4 
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JOB NORequest for Records Disposition Authority-Continuation 

1. 
ITEM NO 

9.8 DESCRIPTION OF ITEM 
(With Inclusive Dates or Retention Periods) 

SAMPLE OR 
JOB NO 

Transfer to WNRC if volume warrants. Offer to 
NARS when 20 years old. 

B. Files that relate to administrative, non­
primary program suhjects, and all su•ject cate­
gories not covered •Y "A" a"alove. Cuto.f.f at the 
close 01' the FY. Destr,oy five years after cutoff 

NOTE: Record copies or o.fficinl corrrespondence 
files may •e maintained at various locations 
throughout 0CA. The official record co,ies, how­
ever, should ae centralized within each program 
component of OCA. Files which are considered Whi•e 
House files should ae maintained separately and 
identified as White House files. 

10. 
ACTION TAKEN 

900-02. Federal Liaison Files. 

Files which document liaison )etween OCA and oth 
er Federal agencies in relation to con.::iumer mat­
ters. Arranged ~y name of agency. (This file sho ld 
serve as an information file. Any documents thai 
are approp~ate for .filing under item 900-01-A 
should he removed from this file and placed un-
der the appropriate suaject of the Official Cor 
respondence File). 

Disnosition: 

Cutoff at the close of the FY. Destroy five 
years after cutoff, or when no longer needed for 
administratuve pur9oses, whichever is earlier. 

So0-0). State/Local Consumer Information File. 

Consists of corresoondence with state and local 
organizations on consumer affairs. Arranged ay 
name 01' state or local organization. ( Official 
correspondence should be removed from this file 
and placed in item 900-01). 

Disnosition: 

Cutoff at the close of the FY. Destroy five 
years after cutoff, or when no lon:er needed for 
administrative purposes, whichever is earlier. 

------····"""'____ ----. --- ---,.........______ ------.- .. _ " - --
115-203 Four copies, Including original, to be subm1t1ed to the Nal!onal Archives STANDARD FORM 115-A 

Rev,seel July 1974 
Prescribed by General Services 

Adm,mstral!on 
Ff'MR (41 CFR) 101 11 4 
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I •1.tequast for Recor9s Dispo;jtion Authority-Continuation 

7. 
ITEM NO 

9 00-0!.~. 

900-06. 

8 DESCRIPTION OF ITEM 
(With Inclusive Oates or Retention Periods) 

Consumer Complaints File. 

General corres?ondence relating to specific com~ 
9laints of individual consumers or organizations. 
Included are the incoming letter, OCA response, 
and related materials. 

Disoosition: 

Cutoff file at the d. ose or the FY year. Des-­
troy rive years after cutoff, or when no longer 
needed for administrative purposes, whichever is 
earlier. 

Special Studies and Projects File. 

Consists of reports or pu&lications reflec~ing 
special studies relating di~ectly to the nission 
of OCA, annual reports, and related aackground 
materials. (See the Management & Budget schedule 
for internal management studies). 

Disoosition! 

A. Record copy of report or pu8licationo PER 
NANENT. Offer to NARS when 20 years old. 

B. Background materials. Destroy six months 
after final action on pro~ect report or three 
years after completio~ o~ re?ort if no final ac­
tion is ta~en. 

Press Releases and S?eeches. 

Official speeches of the Director, OCA andJec~ 
ord copies of all OCA press releases. Arrang oy 
date of soeech or press release. 

pisposi~ion: 

PERMANENT. Cutoff at the close or the FY. 
Offer to NAR3 when 20 years old. \ 

Newsclipoln:s File. 

Reference file of newclip?ings relatin~ to itens 
________ 9t. interest __tq__ OCA __ pror.rams _and _fun9 t ions. ________ _ 

PAGE OF 

l!fl' -----------"-----
115--20) Four ,;:opl1>s, Including original, lo bo submitted to the Nalmnal Archlvtt9 STANDAHD FORM 115-A. 

Revised July 1974 
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,. ~ .-· IJOB Np •Request for Recor~s Di~position Authority-Continuation 

8. DESCRIPTION OF ITEM 
(Wrth Inclusive Dates or Retention Periods)ITEM NO 

··-- ___ ,, - ----- ··-· ---- ~ . - -·--

Disnos it ion: 

Destroy when no lonier needed for reference. 

I l 
•PAGE OF. I 

9. 
10SAMPLE OR 

ACTION TAKENJOB NO 

//$" 
115-203 Four copies, Including orlglnal, lo be submitted lo the National Archives STANDARD FORM 115-A 
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100-01-A. Al~h. by Subject. 5 CF annually. 

100-02-P. Al~ha. by Subject. 5 CF annually, 

201-01-A. Al?hR. by ?rinci1Rl Oaerating Co~0onent (ryOC) and 
thereunder by title. 3 CF annually. 

201-07-A, Al?ha. by 0 0C and the~eunder by title. 3 CF Rnnually. 

201-0S-A. 3y form number. 1 CF every 5 years. 

201-11-A, 3y year and thereunder by subject. 2 CF annually. 

201-15-A, ftlpha. by name of conference. l CF annually. 

201-16-A. Al0ha. by ryOC. 1 CF annually. 

20J-Ol-A. By fiscal year and thereunder· by. number. 1 CF an::uall-y. 

203-01-B. By fiscal year and thereunder by number. 1 CF annually. 

20J-Ol-C. Al~ha. by surname. 

JOl-02-A. Al?ha. by Subject. l CF annually. 

L~0l-05-A. Al?ha. hy name of committee, l CF anr.ually. 

501-02-A. Chron .. l CF annually. 

501-05-A. Sy date of sryeech. 1 CF annually. 

501-09. ~y date of conference. 2 CF annually. 

502-01-A. Chron. by date of s~eech. Less than l CF ann~ally. 

502-02-A. Chron. by dRte ~f s,eech. ~ess than 1 CF an~ually. 

6·)1-01. 3:r yeRr and d:Jcket control number. 

701-06. By state anc thereunder by subject. Totel 

701-09-C. Alpha. by name of re?ort. Total: 4 rP.~orts. 

?0?.-02-!.. tnrouf:h 702-06-A. Me.chine-readable ::--eco::-ds. 

30?.-05. C~~on. Less than l CF ~otal. 

9JO-,Jl-;'.-.•."l-:iha. hy subject. l C?' Rrmually. 



900-J3-i. A:?~B. oy Subject. 1 CF annually. 

900-0S. Ch~on. by dRte of release. 1 CF sn~~&lly. 


