NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE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Some items in this schedule are either obsolete or have been superseded by new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These items, unless subsequently superseded, may be used by the agency to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SUPERSEDED AND OBSOLETE ITEMS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They are superseded, obsolete, filing instructions, non-records, or were lined off and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Item 000-07 is superseded by DAA-0468-2018-0001-0001

Item 100.01A/B is superseded by DAA-0468-2011-0006-0001

Item 100-02a is superseded by DAA-0468-2013-0009-0001

Item 100-02b is superseded by DAA-0468-2013-0009-0002

Item 100.06 is superseded by DAA-0468-2014-0005-0003

Item 100.07 is superseded by DAA-0468-2014-0005-0004

Item 201-12A is superseded by DAA-0468-2018-0001-0002

Item 201-27 is superseded by DAA-0514-2013-0001-0004/0009

Item 202-10 is superseded by N1-468-09-001 #1b

Items: 203-01A, 203-01B, 203-01C & 203-01D superseded by DAA-0468-2024-0001-0002
Item 203-01E superseded by DAA-0468-2024-0001-0004

Item 401-07 is superseded by DAA-0468-2023-0001-0002 and DAA-0468-2023-0001-0003
Items 502-01A, 502-02A & 502-03A superseded by DAA-0468-2024-0001-0001

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE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NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE

Items 502-01B. 502-02B, 502-03B & 502-03C superseded by DAA-0468-2024-0001-0003
Item 601-04 is superseded by DAA-0468-2012-0009-0004
Item 601-05 is superseded by DAA-0468-2012-0009-0006
Item 601-06 is superseded by DAA-0468-2012-0009-0007
Item 601-07 is superseded by DAA-0468-2012-0009-0008
Item 601-08 is superseded by DAA-0468-2012-0009-0009
Item 601-09 is superseded by DAA-0468-2012-0009-0010
Item 601-11 is superseded by DAA-0468-2012-0009-0011
Item 601-12 is superseded by DAA-0468-2012-0009-0012
Item 601-13 is superseded by DAA-0468-2012-0009-0013
Item 601-14 is superseded by DAA-0468-2012-0009-0014
Item 601-02a/601-03 is superseded by NC1-235-81-01
Item 701-04 superseded by DAA-0468-2023-0001-0002
Item 701-07 superseded by DAA-0468-2023-0001-0006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
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REQUESY FOR RECORD ISPOSITION AUTHORITY LEAVE BLANKX
JOB .

(See Instructioris on reverse)
“ 1y

NC1-235-80-1

TO GENERAL SERVICES ADMINISTRATION,

oL

NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408 SATE RECEWED

1 FROM (AGENCY OR ESTABLISHMENT) 1-11-80

Department of Health, Education, & Welfa

[

2 MAJOR SUBDIVISION
Office of the Secretary

NOTIFICATION TO AGENCY

3 MINOR SUBDIVISION

In accordance with the provisions of 44 U S C 3303a the disposal re
guest, including amendments, 1s appioved except for items that,may
be stamped “disposal not approved” or “‘withdrawn” columr{

10

4 NAME OWITHMR 5. TEL EXT 7,223,90 /)&W)MM

A bel Car‘der 2}45-908 0 Dute Vo Archovist of the Cmied States

6 CERTIFICATE OF AGENCY REPRESENTATIVE

| hereby certify that | am authonized to act for this agency in m%ers pertaining to the disposal of the agency's records;

that the records proposed for disposal in this Request of

this agency or will not be needed after the retention periods specified.
[ ] A Request for immediate disposal.

page(s) are not now needed for the business of

K] B Request for disposal after a specified period of time or request for permanent

retention.

C DATE

E. TITLE

/e/50

ITEM NO

D NATURE OF AGENCY REPRESENTATIVE ‘
e lacdl i eif 2507 /5
9

8. DESCRIPTION OF (TEM
(With Inclusive Dates or Retention Perodsy

SAMPLE OR
JoB NO

10
ACTION TAKEN

000-01.

000-02,

Records Common.to Most Offices

Office Working Files,

Non-essential working pavers retained by staff
members for reference nurposes. Included are es-
tra conies of official corresvondence, supporting
or background material used in develoning offic-
ial files, but not needed for the official file,
studies or other materials not acted unon, vpaners
used as internal administrative aids, and any
documents which do not serve as the basis for ofa-
ficial action. (Excludes program and administra-
tive corresvondence identified elsewhere in this
manual),

Disposition:
Destroy when two years old, or when no longer
needed for reference, whichever is earlier.,

Reading or €hronological Files.
Extra conies of corresnondence n»nreonared and main-
tained by the originating office and used only as

a

ns_w&WW ﬁ-{ /\//UF: /l//(/(// /()K/H*

g

prxect z:/fgv

STANDARD FORM 115

Revised April, 1975

Prescrnibed by General Serviccs
Administration

FPMR (41 CFR) 101-11 4

A 2
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Fequest for Records Disposition Authority — Continuation . »] 408 NO . PAGE OF
- : . :
9.
7 8 DESCRIPTION OF ITEM 10,
ITEM ND (With inctusive Dates or Retention Periods) S'}PSSLEOOR ACTION TAKEN

reading or reference file tor staff concenience,

Disnosition: Cutoff at close of FY. Destroy af
ter ons year, or when ne langer neceded for refer-
ence, whichever is earlier,

000-03 .. | Suspense Files,

Ppoers arranged in chronoslogical order as 2 remin
der that an action is required on a gziven date; a
reply to action is exvected and if not received

should be traced on a given date; or a transitory
naner being held for reference wmay be destroyed oh
a given date., Examnles of osaocers in susnense filep
are:

a. A note or other reminder to submit a raoort or
to take some other action.

Disnositiont Destroy after action is taken,

b. The file cosy or an extra cony of an outgoing
communication, filed by the date on which a re
2ly 1is ex»Hected.

Disnosi
ceived., TT
troy; if 1t
j7aners for

ti Withdraw na9sers when reosiy is re-
5 5e ¢95y is sn extra cooy, des-

ie cony, nlace with other
c. Pasars which may be destroyed in 30 days eor
less because they have no further value.

Disnhosition: Destroy on date for which they ar
susnended.

)]

000-0y ° Transitory Files. have
Papers of short-term interest which noe rscord val
ue :and noraally need not be keot more than G0 days.
Examoles of transitory corresnondence ars:

sReqisats for information or publications. Routine
requests or information or nublications which re
aquire no administrative action, no »nolicy decisiops, Yl 4

115-203 Faur copies, Including ariginal, ta be submiited to the Hational Archives STANDARD FORM 115-A
Rewvised July 1974
Prescribad by General Services
Admimstration
GEHOY 1974 O - 5Ty-23" FPMR (41 CFR) 101 ~11 4
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quugst for Records Disposition Authority —Continuation .

PAbE OF

7
ITEM NO

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

9

SAMPLE OR 10.
OB NO ACTION TAKEN

000-05

000-06

aNd No Special Como1lLACIONS or researcn 17r reply
such as reguests for oublications a2r other “rinte
naterial.

., Letters of transmittal. Letterd of transmittal
that dn net add information to that contained in
the transmittal material.

c. Quasi—ofﬁcinl notices. Memorandums and other
naners that do naot serve as the br-sis of official
actiona, such as notices of holidays or charity
or welfare fund asnheals, bond camoaigns, and sim
ilar onasers.

Recordieeners shall combine the tyoes of temnor
ary material described above into one transitory
file arranged chronolegically. If more than one
folder is needed, four folders labelled as fellow
may be used:

Transitory (JAN-MAY-SEP)
Transitory (FE3-JUN-OCT)}
Transitory (MAR-JUL-NOV)
Transitory (APR-AUG-DEC)

L. folder is used for each month. At the beginning
nf each month, the folder used the srevious month
1s nlaced behind the other three, until all four
folders have been used. At fhe heginning of the
fif'th wmonth, the conten ts of the folder contain
Iing the olcdest m=aterial ars destrnyed and the f»l
der reused rcr the carrent month.

Diswnsition: Dzstroy all items listed above
when 90 days old,

"iles Maintenance and Disnosition Plans.

Doycuments which »nrovide information cancaerning
ile categnries, disoesal instructions, and other
matters reparding the files maintained in narticu
lar nffices.

Disnositinn: Destroy when a revised olan i=s
received.

- . . o .
Office Orcanizatisn Reflfernce Filles,

[T

S e

115-203

Four coples, IncTudm;“;lginal, to be submiited to Uve National Archives

Gt 197470 = BIB=3¢7

STANDARD FORM 135-A

Reviszd July 1374

Prescnbed by General Services
Admimstration

FPMA {41 CFR) 101114 . i
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R.equest tor Records Disposition Authority —Continuation

-~ | J0B NO

GE OF

7.
1ITEM NO

8. DESCRIPTION OF {TEM
[With Inclusive Dates or Retention Perniods)

;l 10
SG%BLSOOR ACTION TAKEN

000-07

000-08

000-09

Documents relating to the orranization and func-

tions of an office. Included are cooies of organ

ization and functional charts and functional stas
ments; documents relating to office staffing; doc
uments c¢oncerning functional sssiznments and chanp
ses. Included als=o are documents rellecting miner
chanpes in the office orranization or functional

assignments that are made by the office supervis

ar.

[£4

Disnosition: Destroy when sunerseded, obselet
or ns longer nseded for refrence.

14)

Policy and Precedent Refernce File.

Conies of decunents establishing oolicy eor ovrece
dents related to future and continuing actions.
Nopmally, policy and »recedent files are maintain
zd at onerating levels and consist of extra cooiebs
s ooerating procedures, statements of policy or
>rocednre, exannles of tynical cases, and other
dycuments dunlicated in official files. These il
consist of nen-record conies maintained only fer
convenience or reference. Original or official re
7rd conies will NOT be nlaced in this file,

W

L4

Disnnaition: Destroy when obsolete or when n»
lonpger needed for administrative ourpnses,

Emnloyee Travel Files,

Corressondence, requssta, travel authorizations
and orders, itineraries, and similar oapers oer-
taining te emnloy=e travel exclusive of records
maintained for acceunting ournoses. Arranged al-
phabetically by names of traveller.

Disonsition: Cuteff at clese »f FY and destray
two years thercecafter.

Office General Persennel Files.

Documents that relate to the daily administratioen
' nersonnel in individugl offices. Included are
hasers that relate to attendance, conies of re-
rorts eof attendance and evertime, notices of hol-

idaya and hours worked; notices and lists of ner-

A

115-203

Four coplea, Including originaf, to be submitied to the National Archives

GREOG 1995 O - 573337

SYANDARD FORM 115-A

Revised July 1974

Prescribed by Genaral Services
Adminisiration

FPMR (43 CFR) 101114


https://Fefer11.ce

”~

. , , . e NO . PAGE OF
Request for Recouls Disposition Authority — Continuation JOB NO
7 8 DESCRIPTION OF ITEM SAMPSLE oR 10
ITEM NO (Wih Inclusive Dates or Retention Penods) JOB NO ACTION TAKEN

000-10

000-11

000-12

when records are frequently requested by names of

sons who attend training sessions; papers concernt

camnaigns, drives; ans similar materials. NOTE: No¢o
Privacy Act materials should be filed under this
item. A1l questions regarding the nature of mater+
ials covered under the Privacy Act should be re-

Position Description Files.

bffice and which are used for administrative pur-
poses, Offdéeial copies are maintained in the Per-

sonnel O0ffice and aye -
: z‘}-}w?é'q &S // 22 7.

@h&e—iugua%&besgegﬁw £0.62

Disposition: Destroy when position is &abolished
job description is sunerseded, or when no longer
needed for reference,

Reference Publication Files.

Copies of DHEW directives and publicaetions, other
hgency publications, and publications of non-Fed-
eral orpganizations. These files are used for ref-
erence nurnoses and should be kept in binders and
iled in bookcase units, Record copies of publicas
tions are NOT included under this item. Please seg
Section 200 of the records disposition schedules
for the record copy item,

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

fAlphabetical Name Index.

Extra files used as a finding aid for large cor-

e name index copy is marked with the same file
designation as the official file copy. It is used

individuals or organizations rather than by sub-
ject.

Disposition: Destroy when the related sub ject
Tile 1is destroyed or earlier if no longer needed
for reference.

ing particination in emvloyee and community affairs;

e oL e Bl o gl s,

Documents which describe positions available in an

res>ondence files. Consists of extra copies of out-
roing letters of a distinctive color or quick coples
hrranged alphabetically by name of versons or organ’
izations referred to in the outgoing correspondence.

’

ol

115-203

Four coples, including original, ta be submitted to the National Archives

S 1975 O - 5TH=387

STANDARD FORM 115-A

Revised July 1974

Prescnbed by General Services
Administration

FPMR (41 CFR) 101-114
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‘’Request for Recoras Disposition Authority — Continuation

Jus NO

7.
ITEM NO

B. DESCRIPTION OF ITEM
{With Inclusive Dates or Retention Periods)

I PAGE OF
9

PL 10,
Sﬁga EOOR ACTiON TAKEN

100-01.

100~02.

Chapter One of the records disposition schedule
covers records of the Immediate Office of the
Secretary, the O0ffice of the Under Secretary,
the Executive Secretariat, and Official Corres-
pondence Files of the 05 components.

Official Corresnondence File of the Secretary,
DHEW .

Official record conies of corressondence and as-
sociated background materials (copies of incom-
ing memorandums, comments, drafts, and similar
documents ) of the Secretary, Under Secretary, an

submitted for review and/or approval with notes
to the file made by the Secrstary, Uncder Secre=-
tary, and Executive Secretary.

Disposition:

A. Documents which: (1) issue policy, pre-
scrive pnrocedures, or affect organizational
structures; (2) provide executive direction or

document ma jor functions (3) pertain to relations

with the White House, Executive 0ffice of the

President, Congress, or the public; (l4) orescribe
pudget vpolicy; (5) pertain to litigation and fon-

mal legal ooinions; and (6) relate to maljor agen
¢y programs and plsns.

PERMANENT. Transfer to WNRC three years
at'ter annual cutoff. Offer to NARS when 20 years
old.

B. Documents of a routine, administrative,
or non-policy nature and all fileS Covered by
"&".

Transt'er to WNRC three years after an-
nual cutoff. Destroy when seven years old.

Official Correspondence Files of 0S Components.

Official corresnondence, reports, forms, and oth
er records pertaining to the administration and
operation of the 03 components: Inspector Gener+
al, Civil Rights, General Counsel, Legislation,

B 100, #1
ME]-235™

a
Exedutive Secretary, DHEd. Included are documentjs

oI

77-1

p

115-203

Four copias, including original, ta he submitted to the National Archives

Y T3 G - 570387

STANDARD FORM 115-A

Rewised July 1974

Prescribed by Generaf Sarvices
Administration

FPMR (41 CFR} 101-11 4
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" Request for Records Disposition Authority—Continuation J0B NO PAGE OF
. .
7 8 DESCRIPTION OF ITEM SAMPLE OR 10.
ITEM NG {(With inclusive Dates or Retention Periods) 10B NO ACTION TAKEN

Management and Budget, Personnel Administration,
Planning and Evaluation, and Public Aftairs, Of-
t'icial correspondence files are arranged accor-
ding to the subject classification systems out-
lined in this mamual,.

A. Program Corresoondence Files.relate direct4 B 100, |¥ 1
ly to the orimary mission of the 0S5 component of- H 110 # 6
fice and document the policies, programs, and or-
ganizational structure established to fulfill the
primary mission., Program tiles are generally ar-
ranged according to the subject classification
system that is directly nertinent to the primary
mission of the office. ?Central Office)

Disposition: PERMANENT.

Cutoff at the close of the FY. Hoid three
years or until volume warrants and transier to
WNRC. Offer to NARS when 20 years old,

Jr

B. Administrative Correapnondence Files relate | B 100 #1,50, &
to administrative support activities, internal |, 11.
manapgement functions, and other subjects tor B 110, #6 & 20.
wnich the primary program responsibility is else-
where, Arranged according to the subject classiti-
cation system,(Central Office)
Disposition:

Cutoff at the close ol the FY. Hold three
years or until volume warrants and transfer to
WNRC. Destroy eight jears after cutotf.

Cs Reglonal Corresoondence Filles.relate to the
administration and overation of 05 activities on
the regional level, Arranged according to the sul
ject classit'ication system.

Disvposition:

l, Official record covies ol program and
administrative corresvondence. Cutoff at the cloge
of the FY. Hold three years or until volume war-
rants and transter to the FARC. Destroy eight yegrs
after cutotf,.

2, PRO Subject File. consists o1l extra
conies of corresiyondence signed hy the PRO. Cut- JSL

115-203 Four coples, inciuding original, to he submitted to the National Archives STANDARD FORM 115-A
Revised July 1974
Prescribed by General Services
Admimstration
1 1975 € - $TY-287 FPMR (41 CFR) 101-114
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" Réquest for Records Disposition Authority— Continuation 108 NO
h X

21

PAGE OF

7
ITEM NO

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

9.
S!.\,AOAFB‘LEOO ACTION TAKEN

100-03.

100-Uly,

100-05.

off at the close of the FY. Destroy three years
at'ter cutoff,

NOTE: The ot ficial record copies ot corresnondence
should he centralized at the division level or a-
kove tor headquarters effices.

Office Working Files,

Non-essential working paners retained by staff
members tor reterence ournoses. Included sre ex-
tra conles ot official corresnondence, supporting
or background material used in developing official
t'iles, bBut not needed as part of the official fille
studies or other materials not acted on, papers
used as internal administrative aids, and any
documents which do not serve as the basis tor of-
t'icial action. These records are gensrally main-
tained kelow the division level or »y individusal
staff membhers,

Disposition:

.

Destroy when two years old or when no long-
er needed tor reference, whichever is earlier.

Organization Contact Case Files.

Consists or corresnondence and reference materi-

4

[
ol
Lpc

4.

als on any of the DHEW »rograms. Arranged by Statefé}'fégion

and thereunder d»y organization. These records ac
cumulate in regional offices of Intergovernmental
and Congressional Affairs,

Disposition:

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

Trivp Report Case Files.

Consist of copies of correspondence written from
apeclalists to the PRO. Includes items such as
purpose of trip, issues, problems involved, names
of mgencies or organizations contacted, conclu-
siona, foldow-up, and similar information. These
files accumulate in the regzional office of Inter+

S

115203

Four copies, including original, to be submitted lo the National Archives

LIG T - BTUS3T

STANDARD FORM 115-A

Revised July 1974

Prescribed by General Services
Admmistration

FPMR (41 CFR) 10t-11 4
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. Request for Records Disposition Authority —Continuation o8 No(' ' PAGE OF

1Terj NO (With Inglugﬁfgﬁz [g'NRStzn]JoEr?A Periods) sﬁg;:i SOOR ACTROLOTAKEN
governmental and Congressional Affairs.
Disposition:
Cutoff at the close of the FY. Destroy three
years after cutoff,
100-06. |Residence Requirement Waiver Files. M ]-2357

Applications received from foreign residents re- 77’7
questing a waiver of the two-year residence re=-
gquirement of the Exchange Vistor Program, memor-
andums, related background materials, and decis-
46ns received from the Department of State or the
Attorney General concerning the waiver.

Dispositiori:

A. Cases, Cutoff at the close of the CY in
which case is resolved. Transfer to WNRC when case
has keen inactive for three years. Destroy six
years after cutoff,

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

100-07. |Country File,

Documentation »ertsining to inquiries and requests
received »y the Office of International Affairs,
Included are requests from foreign nationals cons
cerning Federal regulations and programs for whigh
DHEW has orimary government-wide resnonsibility.
Consists largely of general corresnondence arranged
alphabetically by name of country.

Disposition:

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

V- d

115-203 Four coples, Including original, to be submitted to the Nationai Archives STANDARD FORM 115-A
Revised July 1974
Prescribed by General Services
. Adminsstration
PO 1970 (0 - 571397 FPMR (41 CFR) 101-11 4
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Request for Records Disposition Authority — Continuation

JOB NO , » ~ PAGE OF

7
ITEM NO

8 DESCRIPTION OF ITEM
{With Inciusive Dates or Retention Periods)

9

10
]
SﬁMOBLEOOR ACTION TAKEN

Chaepter TWO, Management and Budget

brds of the Assistant Secretary for Manapement &
Budget. The separate series of files concern man-

ning. In some cases these records do not exist as
separate series since they are filed in the office
rorrespondence file. If volume warrants and if in+
formation retrieval nurpnoses are better satisfied|
the records may be filed according to the series
identified in this schedule, Offices may contin-
e to file these series in the official correspons+
lence file if this arrangement better serves ad-
ministrative needs. If the files are placed in the
pfficial corresnondence file, the arrangement is

hccording to the Subject Classification System of
this manual.

The records described in this section of the rec¢-
prds disnosition schedule relate generally to recs

hgement, budget, onersonnel, organization, and »lan-

/2

115-203

Four coples, including original, (o be submitted to the Nationa! Archives

GO 1975 O - 570-387

STANDARD FORM 115-A

Revised July 1974

Prescribed by General Services
Admimstration

FPMR (41 CFR) 101-11 4
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Request for Records Disposition Authority— Continuation JOB NO
7 8 DESCRIPTION OF ITEM SAM;’LE oR 10
ITEM NO {With Inclusive Dates or Hetention Penods) JOB NO ACTION TAKEN
201-01., Publication Master Files,

201-02,.

201-03,

Consists of the official file copy of each opubli-
cation, special or periodic renort for which 03
is the HEW office of orimary resnonsibility. Ex-
~ludes publications described elswhere in this
manual and oublications for which another »0C is
the office of record,

Disnosition:

51 nature. PERMANENT. Place in an inactive file
when publication is issued., Cutoff at the close of
the FY. Hold three years or until volume warrants
and transfer to FARC., Offer to NARS when 20 years
h1d,

B. Publications of a short-term administra-
tive:nature. Cutoff at the close of the FY in
which issued. Destroy five years after issuance,
o>r when no longer needed for administrative nur-
hoges, whichever is earlier.

C. Regional Offices. Destroy when sunersed-
ed or obsolete,

Destroy in accordance with GRS 16, item 2b.

Qrpganizational Analysis Files.

Records which effect substantive changes in the
[

1

brganization, functions, or relationshipsof com-
ponents of DHEW. Included are anproved/disanproved
organizational and staffing nlans and charts, re-
brganization olans, functional or mission state-
ments, and directly related papers.

Disposition:

fffice with HEW-wide organization planning

perseded. Cutoff inactive file when five years old
nd transfer to WNRC. Destroy 20 years after cut-
fr.

elepation of Authority File.
rogram and sdministrative delegations of author-

A. Publications of a program or information+

D. Background materials for all publicationg.

resvonsibility. Place in an inactive file when sud

ty (continuing) and revocations of those author-

/20

115-203

Four coples. including original, la be submitted 1o the National Archives

GPOo 1095 O - 570387

STANDARD FORM 115-A

Revised July 1974

Prescribed by General Services
Administration

FPMR (41 CFR) 101-11 4
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JOB NO

PAGE OF

7
ITEM NO

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

g
SAMPLE OR 10
JOB NO ACTION TAKEN

201-04.

201-05,

ities.

Disnosition:

A. Record copy. Place in an insctive file
ipon revocation or supersession, Cutoff inactive
file after five years and transfer to FARC. Des-
troy 20 years after cutoff,

ed for administrative nurposes.

Management Objectives File.

1

]

no longer needed for reference.

Pocuments created and maintained in develooning
manapgement objectives for the Office of the Sec-
retary and the depsrtment. Included are documents
reflectinpg the establishment of schedules to a-
thieve objectives, the formulation of new concepts
and requirements for nlanning purooses, and the e+
valuation of accomplishments in meeting the objec
tives established in the nlan,

Disnosition:

A, 0SS office responsible for the nrevaration
pof the nlan. Cutoff at the close of the FY in
vhich nlan is sunerseded. Hold three years or un-
til volume warrants and retire to FARC. Destroy
LO vears after cutoff.

B. Contributing, commenting, or coprdinating

bffices. Cutoff at close of FY in which plan is
superseded. Destroy two years after cutotf or when

Manapement Study Case Files.

]

Documentation on the inception, scope, findings,

project, nroject plans, the final nroject renort,

nd accomplishments of management study, apprais-
1, or survey vrojects. In general, nrojects re-
ate to the review and evaluation of orpanization4
1 structures, overating orocedures, and manage-
ent mractives. Included are records reflecting
>he request and authorization to undertake the

oldlowup renorts, and related materials.

Dianosition:

B. Other offices. Destroy when no longer need-

2/

115-203

Four copies, including original, la be submitted to the National Archives

GO @75 Q- 579«3R7

STANDARD FORM 115-A

Revised July 1974

Prescribed by General Services
Administration

FPMR (41 CFR) 10111 4
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9

) 10
SﬁgBLsOOR ACTION TAKEN

201-06.

201-07.

201-08.

five years after completion of the final renort.

mletion of the final report, or when no longer
heeded for reference, whichever is earlier.

A. Office reanonsible for the project. Destroj

B. Other offices. Destroy two years after com-

anagement Study Working Files,

PO -l | ]

1

]

listings, clearance comments, and similar files.

>d are notes, drafts, feeder reports, statistical

Disnosition:

Destroy five years after completion of the
"inal report.

Directives Record Set.

1

relating to HEW-wide or 0S-wide nolicy,

DS Forms File.

Consists of the official file cony of each formal
holicy and procedural issuance published by 0S ang

Disposition:

seded, or obsoletés Cutoff inmctive file at the
rlose of the FY. Holf three years or until volume

hfter cutoff.

hersession.

4

E

¢

Case files containing conies of each 0S5 form, re-
tuesta for apnroval and justification, copies of

prescribing issuance, clearance reorint authori-

brd is the Division of Administrative Services.

Disnosition:

fer to NARS in 5-year blocks when 20 years old.

lorking napers accumualted in the preparation, clear-
ince, and issuance of final sroject records. Inclué-

A, Headgquarters., PERMANENT. Place in an Inact+
tive file when the directive is i1rescinded, supers

varrants and retire to WNRC. Offer to NARS 20 yeasgs

B. Regional offices., Destroy 7 years after su-+

ration, and related correspondence. Office of Rec+

A. Record cooy of each 0S form. "ERMANENT. Of+

=

115-203

Four copies, including original, to he submitted 10 the Mational Archives

Gra 1975 ¢ - &379-387

STANDARD FORM 115-A

Rewvised July 1974

Prescribed by General Services
Administration

FPMR {41 CFR) 101-114
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B. Case history files. Place in an inactive
file when form is rescinded, suverseded, or obso-
lete. Cutoff inactive file at the close of the FY.
Hold 6 years or until volume warrants and retire
o FARC. Destroy 20 years after cutoff,

C. Regional office forms. Destroy three years
after supersession,

201-09.Form Repgisters,
A repister or card system used to record and con-
trol the assignment of form numbers.,

Discosition:

Destroy particular repister sheebs when all
entries are cancelled, sunerseded, or tramsferred
to a new sheet or when no longer needed, whichever
is earlier,

201-10, |Forms Functional Files.

A collection of forms or re»norts, including Stan-
iard Form 83, used in forms management t> deter-
mine if the new forms should be developed and ap-
proved, and if current forms should be consolida-
bed or renlaced by other forms.

Disposition:

Destroy when form is sunerseded or discontine
ued,

#P0Lk%11l, |Budget Estimates and Justifications,

Budget estimates and justifications nrepared or
¢onsolidated in formally orgamnized budget offices
and divisions. Included are aopropriation languagg
gsheets, narrative statements, and related sched-
files and data,

Disposition:

A, Record copyof final consolidated submis-
gsions. PERMANENT. Cutoff at the close of the FY.
Hold three years or until volume warrants and

transfer to WNRC, Offer to NARS 25 years after cut-
off.

B. Other copies. Destroy when obsolete, super- ,/Afgf

115-203 Four copies, including original, 1o be submitted 1o the National Archives STANDARD FORM 115-A
Revised July 1874
Prescribed by General Services
Admunistration
GPo 1975 O - 519307 FPMR (41 CFR) 101~11 4
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9
P 10
SA:"SBLEOOR AGTION TAKEN

201-12,

201-13,

seded, or no longer needed for reference.

Directives Case History Files.

Documents relating té the preparation, review,
rlearance, oublication, and distribution of 0S5
issuances. Includes materials on the clearance

iinated actions, revisions, and cancellations, and
& copy of the final issuance. Arranged by issuanceg
identification number.

Disposition:

A. Headquarters. Place in aniinactive file
when the directive is rescinded, superseded, or
bhsolete, Cutoff inactive file at the close of the
FY. Hold three years or until volume warrants and
retire to FARC. Destroy 20 years after cutoff,

B. Regional offices. Destroy 7 years after
supersession.

Assessment Case Files,

Records of the Office of Service Delivery Assess-
ment pertaining to the assessment of major depart-
mental orograms, Inclided in these files are the

ning materials, instructions.,for the conduct of
the assessment, administrative guidance materidis,

]

pants and contacts, site orofiles, client reports)
and summaries, analyses of data, consultant report
nertinent publications, and related correspondence
A. Files created in offices having the leagd
role in the assessment.

1, Destroy the original final renort,
iraft report, and olanning materials 10 years af-
ter the close of the FY in which final renort is
issued.

2. Destroy all other materials three

hort is issued.

B. Filles created in offices particinating
in the assesament but not the lead region.

and concurrence of draft issuances and other coor<

1
T
IT'inal report, draft reports, feeder reports, nlan+
1

briefing and training agenda, listings of partici«

l

years after the close of the FY in which final re4

S,

/27

115-203

Four copies, including orliginal, ta be submitted ta the National Archives

GO (1973 O « B75-387

STANDARD FORM 115-A

Revised July 1974

Prescribed by General Services
Administration

FPMR (41 CFR} 101~11 4
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9

10
szggLﬁoon ACTION TAKEN

201-14.

201-15.

201-16.

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

Conference Planning Files,

*iles accumulated in nlanning for national and res
mional conferences for which 0S has »rimary olan-
ning or management responsibility.’'Included in
these files are documents relating to establish-
ment, organization, membership, and procedures.

Disnosition:

A. 0S8 Office of Primary Resnonsibility.
Destroy five years after the close of the FY in
which conference is held.,

B. Other offices. Destroy when two years
hld,

Conference Records,

years after cutoff.

Records documenting the actual workings of snecifi
ic national or repional 03 conferences. Included
are agenda, minutes, and revorts highlighting the
significant conelusions, recommendations, opnin-
ions, and action items which result from the con-
ferences.,

Disvosition:

A. Records of conferences which have sig-
nificant imnlications for 0S or departmental poli
ries, programs, or functions., PERMANENT,., Place in
an inactive file at the close of the FY in which
conference is held. Cutoff inactive file after
five years and transfer to FARC. Offer to NARS 20

B. Other conference records. Destroy when
two years old.

Emergency/Disaster Planning Renorts,

J,

Agency reports of overationsywtests, consisting of
consolidated or comnrehensive reports reflecting
npency~-Wwide results of tests conducted under mmer
rency/disaster olans.

2T

115-203

Four copies, including original, to be submitted to the Nationai Archives

Gl 1975 O - 592+387

STANDARD FORM 115-A

Revised July 1974

Prescribed by General Services
Administration

FPMR (41 CFR) 101-114
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10
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Disposition:

A, Office ot »nrimary resoonsibility.
HNEME, Cutoff when sunerseded or ohsolete. Retire
to FARC if volume wa;ﬁznts. F AT §
stbonp—auntoff, 7

B. Copies of reports not maintained by the
bffice of primary responsibility. Destroy when su«
nerseded or obsolete.

201-17. Federal Educational Rights and Privacy Act Com-
blaints,.

omplaints concerning the privacy of student ed-
cational records maintained by schools that re-
eive financial assistance from the 0ffice of Ed-
cation, Included are the HEW resnonse and related
orresnondence.

Disposition:

A. Formal complaints. Destroy five years
fter resolution.

B. Informal compnlaints. Destroy five yearsg
fter resolution.

udit Resolution Files (Institutional).
iiles documenting the review of grantee institu-
dons, especially college and universities, for
resolution of audits in which there are deficien-
ries in records-keeping systems. Included are a
status report of indivédual findings, a copy of
the audit report, memoradpfums, and similar mater-
ials, Arranged by name of institution.

Disnosition:

Place closed cases in an inactive file.
Destroy sﬂ%@% years after close of the FY in which
rage is closed,

]

201-19. Indirect Cost Negotiations Agreements.

Background files on indirect cost negotiations a-
rreements which regional offices send to the 0f-
'ice of Grant and Contract Management. The apree-
ments contain agreed-upon rates for use in grants

o

115-203 Four coples, including ariginal, to be submitted to the National Archives

GPQ 1975 O - 379«3R%

STANDARD FORM 115-A

Revised July 1974

Prescnibed by General Services
Administration

FPMR (41 CFR) 101-114
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201-20.

201-21,

201=-22,

ind/or contracts with the Federal Government., Ar-
ranged by state and thereunder by name of insti-
fution.

[P A ]

Disvosition:

Destroy five years atter suogersession or
¢bsolescence, or earlier if no longer needed for
sadministrative purmnoses.

Progpective Minority Contractors Files.

Files documenting the qualifications of private
rusinesses for contracts with HEW. This file is
reated and maintained to insure that minority
bus inesses are included in departmental contracts
nd to assure compliance with HEW procurement reg-
11lations.

[l e W e

Disnosition:

Destroy when individual contractors are con
idered non-notential bidders, or when no longer
leeded for administrative purnoses, whichever is
ioprooriate.

m =% w;

afety and Occupational Health Comolaints.

omplaint files relating to safety and health fac-

)aners onvolving the »>rocessing of the comnlaint;
he official resvonse to the comolaint; and rela-
ed materials,

Poe e it S I wnn} B4 )

Disnosition:

Destroy five years atter close of the case.

Preliminary Energy Audit Reports.
Annual revorts outlining energy use and conserva-
tion measures in HEW facilities. This reoort is
ubmitted annually to the Department of Energy.

14,

Disnosition:

Destroy five years after submission.

ors in HEW facilities, Files include the comnlaint,

VLl

115-203

Four coples, including original, to be submitted to the National Archives

Givle Je75 O - 579=387

STANDARD FORM 115-A

Revised July 1974

Prescnbed by General Services
Administration

FPMR (41 CFR) 101-11 4
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201-23. }

{EW Facilities Waiver Files.

]

201-2LL' ]

"iles consisting of building plans, construction
irawings, waiver requests, and related correspon-
dence. Waivers are requested for facilities or
narts of facilities which do not meet Federal or
jenartmental standards regarding use by the hand-
icanped.

Disnosition:

Destroy when rescinded or sunerseded or when
huilding is transferred from Federal control,.

Building Construction Files,

]

-

1

rect management resoonsibility. Destroy when

*iles that document the acquisition, initial con-
struction, and occuvnation of HEW buildings at cen
tral office and in hhe regions. Included are site
naps and surveys, plot plans, environmental imnact
studies, architect's sketches, working diagrams,
rudget and cost estimates, nreliminary drawines,
rovies of bluenrints, master tracings, utility ouf
let plans, snecifications, construction H~ropress
renorts, insvection renorts, conies of deeds and
certificatés:iof title, and related documents.

Disnosition:

A, Records of buildings for which 03 has di-

bulildinpgs are dédmolished or removed from Federal
ownership, or when documents become obsolete. If
requested, these documents may be transterred to
hew owner.

B. Records of buildings for which other HEW
comnonentds or other Federal agencies have direct
nanagement res»onsibility. Destroy when five years
bld. (These records may he transferred to an FARC
Lf volume warrants),

Pronerty Disnosal Case Files,

[
g

:

Case flles documenting the sale, transfer, or ex-
change of surnlus nronerty. Included in these filg
ire invitations, nronosals, accenatances, lists

pf surplus oroperty, vouchers, correspondence,

and related material.

B 100, ;

#1LD

o4 4

115-203

Four copies, Inciuding original, to be submitted to the National Archivesa

GIN) 1975 v - 573-387

STANDARD

FORM 115-A

Revised July 1974

Prescnbed
Administr

by General Services
ation

FPMR {41 CFR) 101~11 4
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q

20126, °

Disnosition:

Place in an inactive file upon comnletion of
iis»yosal action, hold for two years, and transfer
to the FARC. Destroy four years after comnletion
hf disposal action.

Procurement Policy Case Files,

1

L

201-27.

"iles document HEW policies on grants, contracts,
tnd general praocurement activities. These t'iles
locument only those Federal regulstions which HEW
sunnlements for deoffgtmental nurposes,

Disnosition:

A, Office of primary responsibility. Trans-
fer to the FARC when obsolete or suoerseded. Des-
troy 15 years after sunersession or obsolescence.

B. .Other offices. Destroy five years after
supersession or obhsolescence, or when no longer
needed for administrative purnhoses, whichever is
carlier.

irant Case Files,

]
:

4

201-28. 1

records releting to receipt,

Record cooies of pronosals or ao»slications, con-
tracts, nroject renorts, studies, certificates,
hgreements, memoradnums, corresnondence, and othez
review, sward, eval=-
1ation, status, and monitoring of grants; alloca-
tion of funds, nroject budpgets, and final oroductg
(This item does not cover grants appealed to the
Departmental Grant Apoeals Board or long-term
rrants which directly relate to ma jor departmental
DT OETAMS ¢ »

£4

Disposition:

Destroy 10 years after final audit or pay-
nent of grant, whichever is later. Files may be
transferred to FARC after termination of grant,
Lf volume warrants,

Insuccessful Bidders ProteBt File,

Jonries of IFBs, abstracts, bids of successful bids
lers, any protestor's bid, contracting officer's
statement of facts, recommendations, supporting

27

115-203

Four copies, including original, to be submitted to the National Archives

GPQ % O - 5T9e387

STANDARD FORM 115-A

Rewvised July 1974

Prescribed by General Services
Adminstration

FPMR (41 CFR} 101-11 4
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dlocumentation, and related correspondence.

Disnosition:

Destroy three years after final decision 1is
huhbmitted to protestor.

201-29, Draft and Final Environmental Impact Statements p@p{i&-
[EiS ) orenared by HEW. ﬁ,;?/,
EISs assess the environmental impact of an action
taken by DHEW, The EISs are distributed to other
Federal agencies, nublic, and private grouns for
4

review and comment. Final EISs must address written
comments on the draft EIS submitted by reviewers.

Disnosition:

Destroy when six years old.

Draft and Final Liﬁ%ed Impnact Statements nrepared |4/2)-235-
Py HEW, . 79-3/2
Limited Impact statements assess environmental im-

hgets that are not considered to be "significsant"
and therefore do not require oreparation of an EIS.
The documents must be evailable for the public up-
on request, but they do not require distribution.

201-30,

PUNEDS ] | ey

Disnosition:

Destroy when six years old.

201-31. Environmental Analysis nrevared by HEW., NeI-235-
Environmental anadyses are the documents used to 29-2/3
Eupport the decision to prenare either an EIS or

imited imnact stetement, Environmmental analyses
re retained either with the EIS or limited im-
pact statements in the project file of the agency
which »nrepare the EIS or limited impact statement.,

Disposition:

Destroy when six vears old.

201-32. (Catejyorical Exclusions. ,V@ﬁﬁls;
tatepgorical exclusions are analyses that are nre-
nared by HEW nrogram staff which may determine thet /7~ ,/3?5?

115-203 Four copies, including original, to he submitted to the National Archives STANDARD FORM 115-A
Rewvised July 1974
Prescribed by General Services
Administration
GG (aT5 Q - 57Y=-387 FPMR (41 CFR) 101-11 4
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201-313.

201-34.

brogram actions sre not capable of creating sig-
nificant environmental impact, and therefore ex-
crlude that »rogram activity from any further con-
bideration of the need for an environmental anal-
ysis or enviranmental impact statement.

Disposition:

Destroy on exniration of the authority for tH
éctivity covered by the analyses, or two years afd
ter supersession hy a revised analysis, whichever
18 earlier.

Draft Environmental Impact Statement orepared by
¢ther Federal agencies and sent to HEW for review
gnd comment.

The National Environmental Policy Act (NEPA) re-

luires sgencies to send EISs to other Federal a-

rencies having jurisdiction or technical exver-

aused by Federal actions. The external EIS3s are
reviewed by HEW. If they involve impacts within
fthe Jjurisdiction or technical exnertise of HEW,
gomments are prenaredzand forwarded to the origi-
nal agency.

Disposition:

Be retained with the comments and then destroyed
%hen oneesyear old, or as follows, whichever is les

A, 30 days after issuance of a final EIS.
B. An amended draft has bheen issued.
C. The prooosed undertaking has been cancel-

lled.

Fiinal Environmental Impact Statements prepared by
ofther Federal agencies where HEW agencies have com

q
E
tise in relation to potentirl environmental impact|s
g
Y

The EISs on which comments are submitted will

M )-8 &
794/{

e 1235
- 7?—,2/4

mented on the draft EIS.

Disnosition:

Destroy when one year old.

’Z/

115-203

Four coples, including original, to be submitied to the Nationa! Archives

GPo 1975 O - $79-387

STANDARD FORM 115-A

Revised July 1974

Prescnbed by Generat Services
Administration

FPMR (41 CFR) 101-11 4
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201-35, School Assistance in Federally-affected Projects.
Files consist of forms (OR/OFE l-ly) pertaining to
certification of availability of funds for schoold
in Federally-affected areas, project contracts, and
related materials. The program is the resvonsibil-
ity of the 0S Office of Facilities Engineering and

the 0ffice of Education.

Disposition:

Destroy three years after termination.

Transfer to FARC after termination of loan;

B-200,
#59.

e

115-203

Four copies, including original, to be submitted to the Nationa! Archives

GPo 1975 O - 579-387

STANDARD FORM 115-A

Revised July 1974

Prescribed by General Services
Administration

FPMR (41 CFR) 101-11 4
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202-01.

202-02,

202-03,

202-0l.

202-05.

Investigatory Material from the QOffice of Person-

Management.

Tnvestigatory material from the O0ffice of "erson-
nel Management on employees or potential emoloy-~
ees in nonsensitive positions.

Disposition:
Destroy after the decision is made on hiring
or retaining emnloyee.

Suitability or Qualifications Information,
Suitability or qualifications information obtain-
ed on employees or onotential employees.
not)include investipatory material received from
DPM).

Dfficial Reprimands,

Dismnosition:

Destroy when empnloyee separates; after the
date snecified in the reprimand; or after two
years, whichever is first.

Notices of Pro»nosed Adverse Actions or Repnrimands
Notices of oronosed adverse actions or provnosed
reprimands that were officially »ronosed but were
not effected.,

Disposition:

Destroy when oroposal is withdrawn; decision
is made not to prooeed; or one year after date of
hronosal notice; whichever 1s first,

Discinlinary Action Records.

Admonishments, warnings, and similar disciplinary

actions,

Disnosition:

Destroy when employee separates; after date
anecified in the record; when there is no further
fdministrative need for the record; or after one
year; whichever is first.

L

(This does%y’///"2

NE)-235~
781/

MCI-R35-

NE]-23254
7!—//3

Nel-225-
7?-//;

NeI-235~
7K¢A{’

/3.7

STANDARD FORM 115-A
Revised July 1974
Prescnibed by General Services

115-203 Four copies, including original, to be submitted to the National Archives

Administration
FPMR {41 CFR) 101-11 4

Gy (475 ¢« B79-3B7
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202-06. Disciplinary Documentation. M) -235
Letters, memorandums, or other documentation on TS/

an employee pertaining to nossible disciolinary
pr adverse action,

Disposition:

Destroy when empnloyee separates; when there
is no further administrative need for the record;
br after one year; whichever ia first.

202-07. Complaints, Inguirliles, and Debt Corresnindence. Mo )35
Complaints, ingquiries, and debt correspondence ¢-//7
received on an employee, 7

Dis»yosition:

Destroy when emnloyee separates; when there
is no further administrative nee=d for the record;
pr one yvear after the issue is resolved; which-
ever is first.

202-08. Bnecial Emnloyment Program Files, Ae)-285
Files on ovarticinants in Special employment sro- -/

pbrams, including Upward Mobility, Junior Fellows, Ui ;7

Management Intern, HEW Fellows, etc,

Disposition:

Destroy when there is no further administra-
tive need for the record; or two years after par-
ticipant leaves orogram; whichever is first.

202-09. Performance Anpraisals and Ratings. MNEI-235-
Performance annraisala and ratings (except those ij??ﬁ

required to be filea on the permanent side of the
Dfficial Personnel Foldersin FPM Supplement 293-
31).

Disposition:

Destroy after whichever of the following comg
first: when emnloyee separates; after two years; or
when emonloyee receives a new aopraisal/rating and
the ap}licable apneal/grievance period has expired

A4

t= -
-

/25

115-203 Four copies. including original, to be submitted to the National Archives STANDARD FORM 115~A

Revised July 1974
Prescribed by General Services

Adrmimstration
Gi*) 1975 (2 - 575-387 FPMR (41 CFR} 101-114
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202-10, 'raining Materials Master Files.

Records accumulated as master files for 0S train-
ing courses. Included are franscriots, handouts,
charts, gravhs, transnarencies, course outlines,
manuals, and similar materials.

Disnosition:

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

yatan

115-203 Faur copies. including originai, to be submitted to the National Archives STANDARD FORM 115-A
Revised July 1974
Prescribed by Generatl Services
Administration
GEQ 1875 G - 579387 FPMR (41 CFR) 101-11 4
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203-01.

5till Photographs.,

i

hese ohotographs are maintained in the Photo Sec<
tion, Printing and Visual Systems Branch, Office
bf Management Services. They consist of the fol-
lowing items.

Disvosition:

A. Central Negatives Files,of photographs %
that document actavities, nrograms, and mandated

functions of the Devartment; spot news coverage;

and photographs that document significant activi-
ties of the Office of the Secretary.

fer five-year accunulations to NARS five years afs¢
ter bhreak.

> . .
. Portrait Negative File of versonnel occus
oying positions of Assistant Secretary and above.

PERMANENT. Apply dispositiond instructions
of "A" above.

E. Index to Portraits. Index is arranged al<:
phabetically by surname,

PERMANENT. Apply disonosition instructions
of "A" above.

E; Non-Program Photography. Includes mater-
ial nertaining to suggestion awards, length of
service awards; presentation of diolomas; charity
and civic drives; social events; athletic events;
routine conferences and meetings; identification
photngrpahs; and personnel below the level of
Assistant Secretary.,

Destroy when five years old, or return to
requestor with nrints.

Prtey G =7
" FPELMIANE & WAAS //ay% e

#4.PERMANENT. Break file every five years. Of-

,2&

115-203

Y32 yfa@‘ﬂf&?\ of Ho (ntiil g oz Tl

Four copiesﬂcluﬁing original, to be submig@o’ﬁxe National Archives

GO 1975 O - 579-387

STANDARD FORM 115~A

Revised Juty 1974

Prescribed by General Services
Administration
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5.
ST | AcTION TAkEN

301-01.

301-02.

Files in the offices of the Assistant Secretary
for Planning and Evaluation consist largely of

correspondence files. The digposition instruction
for these files and all correspondence files of
08 are given in Chapter One of this manual, In-
structions for the identification of subjects fon
corresnondence files are outlined in the Subject
Classification System of the manual. The subject
which relate most directly to the primary functio
of planning and evaluation are in the organizatig
menagement subject outline.

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

Prozram Evaluation Planning Files.

Deccuments accumulated in planning and evaluating
DHEW program objectives. Information in these fil
pertains to the achievement of goals, effective-
ness of the program, identification of successful
and unsuccesstul orojects, and evaluaticn of pros-
cedures. Included are planning documents, progres
revorts, corresoondence, memorandums, and similar
materials. Arranged by title of project.

Disposition:

Cutoff at the close of the FY in which project
br plan is comoleted. Transfer to WNRC two years
later. Offer to NARS when 20 years old,

Special Studies and Reports File.

Special studies and reports relating to DHEW prod
gram responsibilities, Included are preliminary
and final reports, background materials, corres-
pondence, and related materials. These studies
involve the ®asic Departmental programs: health,
education, and weltare, Excluded are management
studies covered by Chapber Two and studies for
which SSA, PHS, or another HEW component is the
office or orimary resnonsibility.

<

ns3
n

27

115-203

Four copies, Inctuding original, to be submitted to the National Archives

Gy 1955 (0 - 579=397

STANDARD FORM 115-A

Revised July 1974

Prescribed by General Services
Administration

FPMR (41 CFR) 101-114
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Disposition:

A, Record copy of final report. PERMANENT. Cuts
off at the close of 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 ot the FY
in which the project is completed. Transfer to
WNRC three years later. Destroy 10 years after
cutotf,

S SF

115-203

Four coples, including original, to be submitted to the National Archives

GEQ 1975 (- 579=3R7

STANDARD FORM 115-A

Revised July 1974

Prescribed by General Services
Administration

FPMR (41 CFR) 101-11 4
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10.
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1, 01-0.

L01-02.

1, 01-03.

1,01 -0l

hf the case.

Departmental Level Awards Files.

Records relating to awards made at the departmen-
tal level or higher, including awards of the Sec4
retary. (For disvosition instructions for awards
not covered by this item, see GRS 1, #12).

Disposition:

Destroy when employee leaves HEW.

Merit System Investigative Files.

Documentation pertaining to the investigation of
prohibited nersonnel practices and non-criminal
standards of conduct. Included are investigative
reports, evaluations of investigations, ccrresnon
dence, memorandums, and related oapers.

Disvositiont

Destroy five years after comnlete resolution

EEO Reporting Files,

Consists of monthly reports that 0S sends to the
Office of Personnel Management concerning infor-

mation on EEQC activities throughout DHEW. Includes

Monthly Report on Precomplsint Couselling and
Monthly Revort on Discrimination Complaint Pro-
cessing.

Disposition:

8. Monthly reports. Destroy five years af;
ter submission.

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

Intergovernmental Personnel Act Files.

Recopds re%zping to the program through which
HEW 8T TouSs employees fromm private industry and
other sources for short periods of emoloyment.
Included are memorandums concerning the date of

/TG

115-203

Four coples, including original, to be submitted to the Nationa! Archives

L0 P73 2 - 8T 3RT

STANDARD FORM 115-A

RAevised July 1974

Prescribed by General Serwices
Administration

FPMR (41 CFR) 101-11 4
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9

SAMPLE OR 10
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1, 01-06.

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

Disposition:

Destroy three years atter termination of the
assignment.

Committee Records.

Records documenting the workings of committees
over which 0S has orimary management responsibild
ity, Included are meeting agendas, minutes, re-
ports,issued or approved by the committee, char-
ters, lists of committee members, and similar ma-
terials.

Disvosition:

a. Interageacy, devartmental, advisory, or inf

ternstional committees. PERMANENT. Place in an in

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 2?

years after cutoff.

b. Internal committees and committees that do
not relate to signiticant policy functions of HEW
Destroy two years after termination ot the commit
tee.

Committee Manegement Files.

Files accumulated in exercising management con-
trol over the establishment, operstion, and dis-
solution of committees for which 0S has nrimary

management responsibility. Included are proposalg,
approvals, disapprovals; documents used to approvye,

appoint, evaluate, and relieve committee membhers
and similar records.

Disposition:

a. 03 Office of Primary Responsibility. Destroy
five years after disapproval or dissolution of the

committee.

/&7

115-203

Four copies, including original, to ba submitted to the National Archives

Gt 187, O - &Ty-387

STANDARD FORM 115-A

Rewised Juiy 1974

Prescribed by General Services
Administration
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10
ACTION TAKEN

1,01-07.

101-03.

1,01 -09.

b. Other offices. Destroy two years after dis
avproval or dissolution of the committee.

Reviewing Authority Civil Rights Case Files,

These files are created as a result of administrs
tive hearings under Title VI of the Civil Rights
Act of 1964, Title IX of the Higher Education A-
mendment of 1972, and Executive Order 1126. In-
cluded are legal documents, motions, pleadings,

exhibits, hearing transcripts, initial decisions
of the Administrative Law Judge, final decision

of the Reviewinp Authority, a»speals to the Secre-
tary, and Secretariasl dispositions.

Disposition:

Transfer to FARC seven yeers after close of
nrocedure. Destroy 25 years after close of pro-
cedure unless needed for precedential cases or
for legal nurvoses. The file§s that are saved for,
these purnoses must be reviewed annually for dis-
nosel.

Grant Apneals Review Files,

Case files documenting the review of postaward
disputes which have developed in the administra-
tion of grant prograns dy censtituent agencies of]

HEW. In accordance with 45 GCFR Part 16 and 201l+1l

the Departmental Grant Appneals Board, or its Chaj
man in certain cases, is responsible for review-
ing and oroviding hearings on postaward disputes.
File s may include copies of audit reports, grant
awards, depositions, affidavits, narratives, and
realted corresnondence.

Disposition:

Cutoff when final HEW decision is reached.
Hold for seven years, review for orecedential mad

terial and transfer the balance to WNRC. Destroy
20 years after cutoff,
Official Grant Aoneals Decisions. Mel-235-

NeI-035
7f—f/

VL I-235
71-5/)

’
r

79-572

/57

115-203

Four coples, including original, ta be submitted to the National Archives

GO T O - BT~387

STANDARD FORM 115-A

Revised July 1974

Prescribed by General Services
Administration
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Record copies of official decisions of the devart-
mentsll Grant Appeals Board in postaward disputes
involving HEW grants.
Disvosition:
Destroy when no longer needed for precedentigl
Value .
!
115-203 Four coples, including original, to be submitted to the National Archives STANDARD FORM 115-A
i - Revised July 1974
M * Prescrbed by General Services
) Admymistration
GO T U - ATYL3RT

FPMA {41 CFR) 101—-114
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ITEM NO (With inclusive Dates or Retentian Periods)
501-01, | Publication Clearance Files,
Consists of documents pertaining to the clearance
of publications and audiovisual materials for is:
suance and distribution. Excludes record set of
of publications that are listed in the 200 series
of this disoosition schedule.

Disposition:

Destroy when five years old, or when no longer
needed for administrative purposes, whichever is
earlier,

G01-02. | Press Release Files.
Record set ol press releases arranged chronolog-
ically. The office of record is the O0ffice of Pub-
lic Affairs.

Disposition:

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

B. Reglional 0Office Press Releases, Cutoff at
the close of the FY. Destroy five years after
cutoff.

C. Regional 0fficé 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 emvloyee information
or for briefings on on-going events throughout
the Department.

Disposition:

A. Record Set, Place in an inactive file after

-~

sy

115203

Four copies, including original, 1o be submitted to the Nationa! Archives

£ 1975 O - 578-387

STANDARD FORM 115-A

Rewvised July 1974

Prescnbed by General Services
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501-0l.

501-05,

the FY. Destroy seven years after cutoff, or when
no longer needed for administrative purposes, whigq
ever is earlier,

B. Reference covies. Destroy when no longer
needed for reference.

Articles Master File,

ten for magazines. Includes the request for the
the article, drafts, and a copy of the article.,
Arranged by the name of the magazine.

Disposition:

A. Headquarters. Place in an inactive file af
ter publication, Cutoff inactive file at the clos
of the FY. Destroy five years after cutoff,

B. Regional offices., Cutoff at the close of

the FY in which issued. Destroy when superseded
or ohsolete.

Speech File.

O0fficial speeches of the Secretary, Under Secre-
tary, or major deparfmental officials. Arranged
by date of snpeech.

Disposition:

A. Record set. PERMANENT. Cutoff at the closg
of the FY. Hold two years or until volume warrant
and transfer to WNRC. Offer to NARS 20 years afte
cutoff,

B. Regional office files, Cutoff at the

issuance. Cutoff inactive file after the close of

Consists of articles that the Secretary has writ+

h-

755

115-203

Four copies, including original, to he submitted to the National Archlves

GI¥y 1975 - BTD-3RT

STANDARD FORM 115-A

Revised July 1974

Prescribed by General Services
Admunistration

FPMR (41 CFR) 101-11 4
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501-06.

501—07 .

501-08.

close of the FY. Destroy three years after cuty
or when no longer needed for reference, which-
ever 13 earlier,

Biographies File.

Files contsin personal data sketches, photographg
newspapsr clipplings, copies of press releases, ar

similar materials pertaining to major DHEW offic-

ials. Arranged by name of individusal,

Disnosition:

A. Headquarters. Cutoff at close of the FY in
which individusal leaves DHEW. Destroy five years
after cutoff,

B. Regional Offices. Cutoff at close of the FY

in which individual leaves DEZW. Destroy ones yeax
after cutoff.

Conference and Public Hearings Files.

Files contain information about conferences or
hearings of the regional offices. Included are
agenda, announcements of the conference, press
relgieases, listings of participants, conference

summaries, and copies of publications and speechi

€3,

Disposition:

Cutoff at the close of the FY. Destroy four

years after cutoff, PR

Quote/Unquote File,

File consists of excerpts from speeches of major

HEW officiels including administrators of HEW com-

ponents.

Disposition:

Cutoff st the close of the FY. Destroy five
years after cutoff, or when no longer needed
for administrative purvoses, whichever is ear-
lier.

48

115-203

Four coples, Including original, to be submitted to the Nationa) Archives
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501-09,

501-10.

502-01.

Excluded are recordings maintained in record form

Newsa Conference File.

Consists of transcripts of the Secretary!s press

conferences and some related background materials.

These records are in binders and are arranged by
date of press conference.

Disposition:

PERMANENT. Transfer to WNRC if volume warrantsg.
Offer to NARS in blocks of five years when 20 yesgrs old.

Distinzuished Soveakers Program Documentation.

File consists of invitations, guest lists, sched-
udes, and other materials related to arrangementg
for the DHEW Distinguished Speakers Progrsax.

Disnosition:

Destroy when no longer needed for reference.

Itineraries of Visits Files.

Files vpertaining to speaking engagements and visq
jts of the Secretary or other ma jor Departmental
officials.

Disvosition:

Destroy when official leaves HEA4, or earlier

if not needed for administrative purposes.
a

I

Sound Recordings File.

Sound recordings on tapes or discs that provide
documentation of the organization, functions,

policies, procedures, and essential tramsactions
of DHEW. Thesgmg%ééf_ siat of so ‘recordings)
of official s3ee “o% “he eére%ary, nder Sec/

retary, or other ma jor agency officials of DHEW.

in other HEW components, e.g. SSA, PHS, etc.

Disposition:

e

115-203

Four coples, including original, to be submitted to the National Archives

'
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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: Chroneclogical 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,

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.

Disgosition:

A. Record set consisting of the earliest generation
and a dub of the recording in Officer 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

instructions.

Motion Picture Films.

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

Disposition:

A. The record copy consisting of the original negative
or color original plus separate optical sound track, an

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,

meetings, interviews, and panel discussions of the Secretary,

intermediate master positive or duplicate negative plus PERPANEVT:

115-20)

Four copies, including original, 10 be submitted to the National Archivea

GO 1978 O - 579-387

STANDARD FORM 115-A

Revised July 1974

Prescribed by General Services
Admnistration
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scripts, transacripts, 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 im "A'".
See GRS 21 for disposition instructions.

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

Disposition:

Offer immediately after receipt to the Stock Film
Library (NNVS) Audiovisual Archives Division, NARS in
accordance with OMB Circular A~114, Attachment D, #9.

115-203

Four coples, including original, to be submitted to the Mational Archives

Gisy luts € ~ BT9=3R7

STANDARD FOAM 115-A

Revised July 1974

Prescribed by General Services
Admimstration

FPMR {41 CFR} 101-11 4
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601-01.

601-03.

Legal Opinion Precedent File. B-110,
#1 &l
Precedential legal opinions issued by the General émaf
Counsel for anplication to programs throughout e /-235-
DAEW. Included are legal opinions, directly relaa

ted memorasndumsa, copies of laws, and related docd 77'%77
uments. Arranged by year and thereunder by docket
control number. Estimated annual volume: 1 CF.

DPisvosition:

PERMANENT. Cutoff at the close of the FY and
transfer to WNRC two years thereafter. Offer to
NARS with related indexes 2C years after cutoff,

Litigation Case Files. B 110, #7 & 16A

Files consist of court pleadings, corresoondence,
memorandums, studies, aporaisals, court decisiong
and similar documents. These files accunmulate in
various divisions ot the 0GC and relate to pri-
mary progrem areas of DHEW,

Disposition:
e allithn caadd,

. Headquarters. After litigation is termina-
ted, retain case file as long as administrative-
1yﬁé§eggi two years, whichever is earlier. Trans-
fer to WNRC, destroy five years after termination.
i . Heagg%arters. Cases which are determined tg
have precedential value for other litigation ca-
ses. Transfer to WNRC two years after termination
of case or when volume warrants. Destroy 25 years
after termination,

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

Administrative Hearing Filles.

B 110, #10

Case files accumulated in various offices ot 0GC,
to document hearings and appeals within DHEW. In+
cluded in these files are letters of deferrals,
hearing transcripts, legal briefs, affidavits,
hearing transcripts. trial exhibits, initial de-

cisions of the administrative law judge, apneals /;;zg?

115-202

Four copies, including original, to be submitted to the Nationa! Archives STANDAFG“FORM 115-A

Revised July 1974
Prescribad by Generat Services
Admunistration
" GEO T - 5704387 FPMRA (41 CFR) 101-114
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601-0l.

601-05.

60106,

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

Dispositions:

Destroy five years after complete termination
of case.

FDA Injunction Files.

Files contain comnlaints, injunction recommenda-
tions from the districts, affidavits, 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.

Disnosition:

mransfer to WNRC one year after comolete ters
mination of the case, or one ye&r after all appel-
late action has been taken. Destroy five years af-
ter complete close of case.

FPDA Suit Files.

Case files consistinz of suits against FDA by ind
dividuals or firms. These cases remain active un-
til the case is heard and resolved in court.

Disposition:

Transfer to WNRC one 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. B

-
I

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

110, #18 & 19

/5

115-203

Four coples, including original, to be submitted to the National Archives

PO 1Y O - 5T0-387
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65()].*-()7 [}

601-08,

601-09.

to Congress. Included are internal memorandums,
documentation on the complete legislative his-
tory, HEW positions, enrolled bill reports, and
related correspondence.

Disposition:

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

Non-HEW Draft Legislation Files.

Case files of bills on which HEW comment is re-
quested by OMB. These files include draft bills
from other Federal agencies and bills drafted in
HEW for individual Congress persons as technical
assistance.

Disnosition:

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

Numbered Bill Files.

Consists of correspondence, reocorts to Congress,
and documentation on the legzislative history of
bills introduced in Congress, but not enacted.

Disvosition:

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

bill, reports, and documentation on the legisla-
tive history of the ®ills that are enacted into

law,

Disposition:

Cutoff files at the end of the Congressional

257

115-203

Four coples, including original, to be submitted to the National Archives
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£01-10.

6£01-11.

601-12.

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

Testimonies and Statements.

Testimonies and statements of DHEW officials be-
fore Bongressional committees. In many cases, the

testimonies are published in Congressional reports,

Files may relate to "oversight hearings"in which
no sncecific bBill is involved or to hearings on
specific Bills.,

ADisposition:

A. If filed as a separate series. Destroy two
years after the end of the Presidential term of
office, or when no lomger needed for administra-
tive purposes, whichever is earlier.

B. If filed in & correspondence or case file,
Destroy in accordance with the disvosition in-
structions of that file,

C. Reference copnies maintained for public af-
fairs purposes. Destroy when no longer needed for
administrative purposes.

Military Personnel and Civilian Employees Claim
Files.

Claims files regarding loss of personal property
or damage to personal property for employees actd
ing within the scope of their office of employ-~
ment. Included in these files are memorandums,
corresnondence with claimants, moving companies,
and avpropriate facilities; supporting evidence
necessary to subpstantiate the claims with recom-
mendations and final determinations; and materias
indicating the final disposition ot each case,.

Disnosition:

Destroy four years after claim is closed.

Federal Claima Collection Act Files.

yXwd

115-203

Four coples, inciuding original, to he submitted to the National Archives

Girs 75 0y - 579=-037
-

STANDARD FDRM 115-A

Rewised July 1974

Prescribed by General Services
Admngstration

FPMA (a1 CFR) 101—-114


https://Recor.ds

> ] ry, |

Request for Recosds Digposition Authority — Continuation Joe No - ¢ IWGE OF
9
7. 8 DESCRIPTION OF ITEM 10.
ITEM NO (With inclusive Dates or Retention Periods) STOASLSOOR ACTION TAKEN

Claims covered under this Act aooly to adminis-
trative collections of monies due DHEW. These
records document how claims arose, amounts, cir-
cumstances of debtors, and collection efforts
made, basis for compromise, suspension, or ter-
mination of claims; and materials indicating ti-
nal disposition of each case.,

Disvosition:

Transfer to WNRC when claim is closed. Destroy
six years after close of claim.

601-13. [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
correspondence with claimants, legal representa-
tives and appropriaste facilities; legal documene
tation relating to evaluations, determinations,
and disnosition of claims; and similar papers.

Disnosition:

Destroy tour years after claim is closed.

601-1l;. |Federal Medical Cere Reccvery Act Files.

These files are maintained bo document DHEW col-
ections of monies for exvenses incurred when
treatment is »rovided to persons in PHS hospitald.
If the Federal Government is entitled to recov-
ery under the Act, the Department assert$ the cldaim
against the third party for the reasonable value
of the care and treatment. Included in these f'ilegs
are the third party renort, a description of the
accident, and medical information; pnotice of claim
to the third party; and copies of medical summa-
ries, police reports, and coreespondence.

Disvosition:

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. s
I 5Z

115-203 Four copies, including orlginal, to be submitted to the National Archives STANDARD FORM 115-A
Rewised July 1974
Prescribed by General Services
Administration
(1O 1973 O - 5ine3aT FPMR (41 CFR) 101~11 4




Request for Records Disposition Authority —~ Continuation

JoB N ¢

139

PAGE OF

7
ITEM NO

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

9.
10.
SﬁggL’soOR ACTION TAKEN

601-15.

601-16,

601-17.

B. Copies of claims for which 0S/0GC is not the
office of orimary resoonsibility. Destroy when no
lonzer needed for administrative purposes.

Disability Claims Files.

Consist of copies of documents accumulated at the
regional level for several types of actions in-
cluding overpayment, insurance benefits, supole-
mental security insurance, and underpayment. In-
cluded also are copies of court instruments such
as Complaint, Answer, Motions, Memorandum in Sup-«
port of Motion, Brief, Report, and Recommendation
of the U.S. Magistrate, Judgment, Transcript of
Testimony, and similar items. 0fficial file of
these documents is maintained at SSA Central 0f-
fice.

Dispnosition:

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

Disability Cese Docket Sheet Filea,

Consists of one sheet for each case showing name,
district, case number, tyove of case, Judge, out-
come (for or ageinst the Department); the com-
plaint, transcriot anc suggested answer, assign-
ment, deadline for ®rief, and similar matters.
Arranged By name of case,

Disvosition:

A, Casea decided in favor of the Department.
Cutoff at the close of the FY, Destroy seven
years after cutoff.

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

Re jected Inventions Renort File. AMC)-RZ 5
79-¢//

Case files documenting the rejection of inventions

submitted for General Counsel review from NIH grants

research or university research activities, Files

/53

115-203

Four copies, including original, to be submilted to the National Archives

CHNY 1T - 5T9=38.
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Administration
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9

SAMPLE O 10.
JOB NO R1 ACTION TAKEN

601-18,

601-19.

include information concerning the request for re

view of the invention, scientific evaluations,; and
corresnondence concerning the rejection of the in-

vention., Arranged by year and thereunder by name
of inventor.

Disposition:

Destroy three years after rejection.

FEDERAL REGISTER Regulations Files.

Co»ies of Devartmental regulations and supvorting
background materials pertaining to regulations
that are published in the Federal Register.

Disnosition:

A. Office of orimary resnonsibkbility. Destroy
15 years after the publication of the regula-
tion, or when no longer needed tor administrative
purposes, whichever is earlier.

B., Other offices. Destroy when no longer needgd

for reference,

Congressional Corresnondence Files,

Corresvondence f'iles meintained for Departmental
liaison with Congress. Arranged by name of Repre-
sentative or Senator.

A. Review files after the end of a Presiden-
tial administration, Destroy files which
are no longer needed, Transfer other files to
the files t'or the new administration.

B. Offices responsibkle for control of replies/
Destroy six months after reply, or when no longer
needed for reference, whichever is earlier,

vl

115-203

Four copies, Including original, to be submitted to the National Archives

CH HG O - BTHe3NT
-

STANDARD FORM 115-A

Revised July 1974
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10

.
SAMPLE OR ACTION T

JOB NO

701-01

701-02

Education Discrimination Review Files

Case files developed in investigating complaints
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 FARC 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 6f in accordance with

item /-0 7.

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.

[

1155203

Four coples, including originel, fo be submitied lo the Nationa! Archives

STANDARD FORM 11°

Reowvised July 1974
Praceringd by General
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S%SLEOOR ACTION TA

701-03

701-04

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
ESAA funds, in any one particular funding
period. Transfer 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.

115-203

Four copies, including original, to be submitied 1o the National Archives

STANDARD FORM %15~/
Revised July 1974



Request for Records Disposition Authority — Continuation

PAGE OF

7.
ITEM NO

8. DESCRIPTION OF ITEM
(With Inclusive Dates or Retention Penods)

9.
SAMPLE OR
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JOB NO ACTION TAKE!

701-05

701-06

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 wihen no longer nceded fon
administrative purposes, wihicnever is earlier.

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

Adams Order files and Relatced Cases

Files developed in responding to the ADAMS
court order requiring DHEW to monitor state-
wide higher education descgrcgation 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:

PERMANENT. Cutoff at the close of the
fiscal year following a determination by DHLW
or the courts that all states cited in the
ADAIIS order have a unitary system, and transfer
to the FARC five years after cutoff. Offer to
NARS after 20 additional year.

115~203

Four capies, including original, 1o be submitted to the Nationai Archives

STANDARD FORM 115-A
Revised July 1974

N I . SR
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701-07

701-08

701-09

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.

visposition: Destroy on change of
implementing regulation or repeal of enabling
legislation, wihichever is appropriate.

Statistical Surveys (Edited and unedited
survey forms) - ;

Annual and bi-annual statistical data submitted
to and used by OCR in monitoring the compliance
Status pursuant to Title VI of the Civil

Rights Act of ]964, Title IX of the Education
Amendments of 1972 and Section 504 of the
Rehabilitation Act of 1373. (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 OCR statistical surveys con-
ducted during the years 1968 through 1978
shall be cutoff at the 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 of urban school systems in New Yorl:,
Philadelphia, Chicago, and Loe Angeles teo
determine if these systems are in compliance
with Title VI, Title IX and Section 504.
Included are contracts and related materials,
monthly progress reports, prelininary analyses,
final narrative reports, adninistrative files.

jon

113-203

Four copies, Including original, 1o be submitted 1o the National Archives

STANDARD FORAM 115~
Revised July 1974
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701-10

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).

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.

115-703 -

Four capies, Including originsl, o be submitted to the National Archives

SYANDARDO FORM 115~

Revised July 1974
B M e
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7. B. DESCRIPTION OF ITEM samPLE OR | . 10
ITEM NO (With Inclusive Dates or Retention Periods) JOB NO
701-11 Letters of Pindings (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.

STANDARD FORM 11°
Revised July 1974

T o~

115-203 - - - Four coples, including original, (o be submitted to the National Archives
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9.
SAMPLE OR | o1

701-14

701-15

Special Problems and Requirements Survey

Reports developed from interviews with

regional officials coacerning 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 Reports

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 ADAMS order, and adminis-
trative matters.

Disposition:

Cutoff annually destroy one ycar after cutoff.

115~-203

Four copies, Including original, 10 be submitted 1o the National Archives

STANDARD FORM
Revised July 1974
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SAMPLE OR
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10
ACTION T

702-01

to the\¢omplaint, the action taken by
investiggte and resolve the complaint,
amount of\time spent by OCR personnel,

vities and technXjues.

]

item 701-10bL.

Disposition:

a. Input or irfjial datd\ files.
after input into the system ana
needed for reconstruction of the
base.

factory.

when no longer needed for agency use.

d. Print or publication files.

The system contains background

c. Master data base files. Destroy

OCR to
the
and the

final dispodgition. The system produces a
series of redprts which document the number
and types of oQmplaints and the effectiveness
of OCR's investilgative and enforcement acti-

Input documents to die system are scheduled
on IC1l-235-80~/,. item\701-10a, and reports
from the system arc scNeduled on NC1-235-80-/,

Destroy

-
WITHDRAWN

115203 Four coples, including original, to ba submitied to the National Archives

STANDARD FORM 115

Revised July 1974

L .t
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ITEM NO (With Inclusive Dates or Retention Periods) JOB NO ACTION T/
702-02 | 1z :
Surveys, biennial starting in 1968, - -
. J 1-2 WITHDRAWN

tapes per survey,.

OCR Forms 101 and 102 which are de51gned
to agsist 1n monitoring the progess of dese-

Informati on the student body is broken
down by rac ethnicity, and sex at the
system, scho and classroom levels. Staff
data is also 1 cluded in the 1968, 1970,
and 1972 files.

Related textual re
NC1-235-80-/ , item

rds are scheduled on

Disposition:

a. Final edited mast®r. PERMANENT.
Transfer to the National ArMNyives biennially
as preparation of the final mister is com-
pleted.

1 b. Copies of the final mast at

headquarters used for in-house refekence or
analysis. Destroy when no longer nedded for
agency use.

€. Copies of the final master in re
gional offices used for in-house referencé\\\\

or analysis. Destroy when no longer needed

i 2k A O
g w

115-203 Faur coples, Including original, 1o be submitted 1o the Nationa) Archives

L = A A L

STANOARD FORM 115-
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10.
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702-03

702-04

3 P N v i | At AR5 PN B a2 .l
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Civil Rights Surveys, biennial in 1969,
1971, and 1973. 1-2 tapes per survey.

ese machine~readable data files were compiled

f*%m OCR Forms 101 and 102 as in item 2 above,
but\they cover only a small portion of tue
systgms included in even years surveys. The
limit®d surveys were discontinued after 1973.

Related \textual records are scheduled on
NC1l-235-80-/ , item 701-08.

Disposytion:

a. Figéx edited master tape, copies used
for in-house r&ference or analysis at head-

quarters and in\regional offices. Destroy
when no longer néﬁgjd for agency use.

Big Cities or Urbam\ School Review Files (Equal
Education Services view), 1973-data.
Approximately 700 tapks.

These machine-readable data files were com-
piled as part of the spedial comprehensive
review of urban school systems in New York
City, Philadelphia, Chicag and Los Angeles
conducted to determine if these systems are
in compliance with Title VI, Yitle IX, and
Section 504. Data begins in 1Yk73 for New
York and in 1975 for the other ree cities.
The master data base is continuolsly updated
from tapes sent per OCR request pNimarily
from the cities, but alsc from sta and
federal agencies. The data collectiyn

began as a shotgun approacii, gatheriny a
wide range of information in New York;\when
the other cities were added to the reviadw,
however, the scope was gradually narrowed and
more specific concerns for each city were
identified.

Related textual records are scheduled on

WITHDRAWN

WITHDRAWN

115-202

Four coples, Including originat, to be submitied 1o the National Archives

STANDARD FORM 115-
Rewvised July 1974
Prescribed by General S¢

A ntratiam
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702-05

a. Original input tapes (approximately

0 tapes] received from cities, states,
a federal agencies which are needed for
leggl backup of master data base as proof
of at data was suomitted. PERMANENT.
Offer\to National Archives as soon as no
longer\needed for project or upon termination
of the pyoject, whichever is sooner.

b. pies of original input tapes
(approximat{ly 200 tapes) made by OCR which
are cleaned, \edited, and used for updating
and merging n data with master file.
Destroy when nd\ longer needed for project.

c. Processi tapes (approximately 250
tapes). Destroy aNter most recent update of
the master file has ‘proven satisfactory.

d. Master data byse (equivalent to
approximately 50 tapes) PERMAUENT. Transfer
to tHe National Archives\at termination of
project according to FPMRN\N.01-11.411-9.

ADAMS Files (Files on Progres
Statewlide Higher Education Des
annual since 1975. Approximate
survey.

in Implementing
regation Plans) |
3 tapes per

These machine-readable data files aXe compiled
annually to monitor desegregation pldns in

the public higher education systems o
several states cited as part of an ord
Adams v. Califano litigation: Arkansas,
Florida, Georgia, North Carolina, Oklahom
Pennsylvania, and Virginia. The files are
compiled from yearly surveys known by pro-
gressive numbers (e.g., the OCR 1000 Survey
was taken in 1975, the OCR 2000 Survey was

in

s I 2 o L B A e

WITHORAWH

E 115-203

Four capies, including eriginst, to bes submitted to the Natlanal Archives

STANDARD FORM 115-

Revised July 1974

Prescnbed by General 5+
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702-06

collected in October of each year on employees
of colleges, universities, and state agencies
d govering boards related to higher edu-
cation; applications, acceptances, and actual
enrQllments for each college's student body;
finaycial assistance granted; degrees and
other\formal awards conferred; and progression
of students in higher education programs.

Related textual records are scheduled on
NC1-235-80%/ ,item 701-06.

Disposition:

a. Proggén and print tapes (l1-2 tapes
per survey). DeXtroy-:-when no longer needed
for agency use.

b. Final cleamr\master file (1 tape per
survey). PERMANENT. \Transfer to National
Archives annualdy as sOpn as preparation of
final master is complet

c. Copies of final myster at head-
quarters used for in-house Neference and
analysis. Destroy when no ldnger needed
for agency use.

d. Copies of final master \n regional
of fices used for in-house referende and
analysis. Destroy when no longer eded for
agency use.

Higher Education Civil Rights Survey F\les,
biennial in 1968, 1970, 1972, and 1974.
1 tape per survey.

These machine-readable data files were com-
piled biennially from Forms 0S-10 and 0S-34
to assist in monitoring desegregation in

2

WITHDRAWN

115-203

Four coples, including original, 10 be submitted to the National Archives

STANDARD FORM 115~/
Revised July 1974
Prescribed by General Se

Adermimietrastiam
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702-07

W4 J.1

r———geographic—aroas

lefu.x.uxat..i:u;l fU.L P o e =y ulla LJuLt t:LlI.l\.o atuduxxtq
is broken down by race, ethnicity, and sex.
the survey was discontinued after 1974.

ated textual records are scheduled on
NCIN235~80-/ , item 701-08.

isposition:

af\\Einal edited master. PERMAWNENT.
Transferreq to the National Archives per
NC3-235~-80-X .

b. Copie¥ of the final master at
headguarters us for in-house reference or
analysis. Destroy when no longer needed for
agency use.
agency use.

c. Copies of thh final master in
regional offices used r in-house reference
or analysis. Destroy whi¥n no longer needed
"for agency use.

Machine-Readable Files for O
Short-Term Studies or Project

OCR personnel frequently engage 2
short-term studies or projects on
range of topics. They usually enta
tracting and manipulating data from the large
data files created or held by OCR whic
listed separately in this schedule. Th
projects might focus on a particular schoXl
system or state, or they might compare dat
on a particular topic from several selected

wide

WITHORAWN

115-203

Four copies, inciuding originel, to be submitted 1o the Nationa! Archives

STANDARD FORM 115-

Revised July 1974

Prescribed by General S
Administration
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115-203

that contained in OCR files previous
scheduled. Submit SF~115, Request for D
PSR O ROty b N ARCy

Tapes containing extracts of data or
reformatt®d.data from OCR files previously
scheduled. D& Oy tapes at termination of
project or when no er needed for reference
or analysis.

b. Tapes containing data ddition to

STANDARD FORM 117

Revised July 1974

Prascribed by Ganeral
Admnistration
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10
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801-01.

801-02.

801-03.

HEW Audit Agency Reporting Files

Final audit reports and supporting documentation relating
to closeout actions and audit resolution. These records
are maintained by headquarters HEW AA.

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,
recommendations, and other official correspondence
similar documents.

and

Disposition:

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,
four years after close of FY in which report is issued.

Audit and Survey Workpaver Files ~ Division of Social

Security Audits and Washington Area Audit Office

Audit and survey workpaper files maintained by DSSA and
WAAQO. 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 the FY in which final report is issued.

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

NCI-23 8-

B 100, #6

B 200, |#52

B 100, |#7

77-3//

/87

115-203

Four copies, including original, to be submitted to the National Archives

GILO 1975 € - 579-367

STANDARD FORM 115-A

Revised July 1974

Prescribed by General Services
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801-C4 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 HEW
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. PERMANENT. Transfer record
copy to WNRC when revised or superseded. Offer to NARS
ten years after revision or supersession.

b. Procedures handbook.p Destroy five years after
complete supersession, or thws no longer needed for admin-
istrative purposes, whichever is earlier.

801-05 Employee Training File

Correspondence, memorandums, reports, and other records
relating to the availability of training and employee
participation in training programs sponsored by the Nationpl
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 vears old or when superseded or obsolete,
whichever is earlier.

§01-06 Training Materials File

Files developed for and used in NPDC training courses.
Included are handouts, charts, graphs, traunsparencies,
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 material
is superseded or the course is discontinued.

V24
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801-07.

801-08.

802-01.

Publications of the National Professional Development

Center.

Footnote, 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.

Project Match Case Files

Documentation pertaining to Project Match in which DZEW
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 WNRC. Destroy five (5)
vears after the close of the FY in which closed.

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
by Department contractors, grantees, or.:other groups or
individuals funded or supported by the Department. Includ
in these files are investigative documents, related corres
pondence, and intelligence data received from other law
enforcement agencies. Among the files are '0' cases that
contain information required for preliminary inquiries.

ed
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802-01.

502-02.

802-04.

Continued

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 resclution.

b. Indexes.

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

Investigative Support Files ('00' Cases).

Case files that provide general information concerning
Federal operations and procedures relating to investiga=-
tions, legal options, court decisions, and other metters

that may prove useful in Department investigation cp=arations.

These files do not relate to specific investigations.

Disposition: Destroy when five years old.

Field Office Administrative Files.

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

Dispositicn: 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 earlieq
if no longer needed for reference.
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802~05.

Office of Investigations and Security Establishment File,
Cotrrespondence, reports, mission statements, organization
charts, and similar documents pertaining to the establish-
ment of the Department’s investigative functions and
activities in 1873. These files document the inception
of the program in the QOffice of Investigations and

Security and the transition to IG. Arrangement: Chronolog
Volume: Less than one cubic foot.

Disposition: PERMANENT. Offer to NARS when 20 years
old.

ical.

Y /4
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900-01.

The records series listed below do not necessari-
1y describe the files of the U.S. 0ffice of Con-

ized, In most offices, files are included in cor
respondence files which are arranged alphabeticas
lly by subject, state, Federal agency, or some of
er identifying category.

OCA may continue to file most correspondence in
general subject files if such an arrangement is
useful for retrieval purposes and the volume of
files is manageable, The series included in this
schedule, however, represent an alternative meth

are found in most Federal agencies,

Official correspnondence f'iles should include gen
eral correspondence on selected subd jects, Case
files, e.g. consumer complaints, special project
files, press releases, etc., may include corres-
pondence which relates specificelly to the par-
ticular case folder. The subject classif'ication
system for consumer affairs (CA) and the other
subject classification systems of this manual are
used, therefore, in the arrangement of general
correspondence files only.

OCA may use the records series described in oth-
er sections of this manual if these series are
approoriate for OCA records, Since this manual
id the Files Manual of the Office of the 3ecre-
tary, DHEW, we have not repveated &n the OCA sec-
tion those records of 0S which OCA may also main
tain,

Official Corresvnondence Files,

Correspondence, reports, forms, and other recordsg

described in "Records Common to Most Offices."

Disoosition:

Hocument policies, nrimary program responsibili.

DJCA, PERMANENT. Cutoff at the close of the FY,.

sumer Affalrs as these files are currently organ+

h -

od of arranging certain basic series of files ths

pertaining to the administration and operation of

the 0ffice of Consumer Affairs, but excluding files

A. Files arranged according to the Subject Clsgs
sification System, especially the CA section, that

tiea, and the overall organizational objectives of

(7
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900-02.

%0-03.

Transfer to WNRC if volume warrants., O0ffer to
NARS when 20 years old.

B. Files that relate to asdministrative, non-
primary orogram subjects, and d1l1 subject cate-
gories not covered ®y "A" abBove. Cutoff at the
close of the FY. Destroy five years after cutoff.

NOTE: Record copies ot official corrrespondence
files may ke maintained at various locations
throughout 0CA. The official record co»nies, how-
ever, should be centralized within each program
component of OCA, Files which are considered Whit
House files should be maintained separately and
identified as White House files,

FPederal Liasison Files.

Files which document liaison %stween QOCA and oth4

er Federal agencies in relation to consumer mat-

ters. Arranged by name of agency. (This file shoyld

serve a3 an information file. Any documents thay
are appropfiate for filing under item G00-01-A
should be removed from this file and placed un-
der the appropriate subject of the 0fficial Cor
respondence File).

Disnosition:

Cutoff at the close of the FY. Destroy five
vears after cutoff, or when no longer needed for
administrative purposes, whichever is earlier,

State/Local Consumer Information File.

Consists of corresvondence with state and local
organizations on consumer affairs. Arranged by
name ol state or local organization. ( Official
correspondence should be removed from this filse
and placed in item 9d0-01),

Disposition:

Cutoff at the close of the FY. Destroy five
vears after cutoff, or when no longer needed for
administrative purpnosesa, whichever is earlier.

4 8
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9 00-0l 4

900-05.

900— 060

g00-07.

Consumer Complaints File,

General correspondence relating to specific com

nlaints of individual consumers or organizations.
Included are the incoming letter, OCA response,
and related materials.

Disvosition:

Cutoff file at the dose ot the FY year. Des
troy five years after cutoff, or when no longer
needed for administrative purposes, whichever is
earlier,

Special Studies and Projects File.,

Consists of reports or publications refisczing
special studies relating directly to the mission
of OCA, annual reports, and related background
materials. (See the Management & Budget schedule
for internal management studies).

w

Disvosition:

A. Record copy of report or publication. PER
MANENT. Offer to NARS when 20 years old.

B. Background materials. Destroy six months
after finel zction on projsct report or three
years after completinn of rsoport if no final ac-
tion is taxen.

F

Press Releases and Spzeches.

Official speeches of the Director, OCA and rec-
ord copies of all OCA press releases, Arranged by
date of sveech or press release.

»

Disposition:

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

Al

Newsclipninzs File.

Reference file of newclippings relating to ilten

off intereat to OCA programs and functions,

{

115-20)
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Disvmosition:

Destroy when no longer needed for reference,

25
115~203

Four coples, including originat, {o be submitted lo the National Archives
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Records. Estimates of Yolume and Arramgement

100-01-A., Aloh. by Subject., 5 CF annually.
100-02-f. Aloha., by Subject. 5 CF annually.

201-01-A, Alpha, by ?rinci»al Ooerating Comnonent (20C) and
thereunder by title, 2 CF ennually,

201-07-A, £lpha. by ®0C and thereunder by title. 3 CF annually.
201-08-A. By form number. 1 CF every 5 vears.

201-11-A, By year and thereunder by subject. 2 CF annually.
201-15-A, flpha. by neme of conference. 1 CF annually.
201-16-A. Aloha. by 20C. 1 CF annually,

203-01-A., By fiscal year and thereunder by number. 1 CF annmusally.
203-01-B. By fiscal year and thereunder by number, 1 CF annually.
203-01-C. Alpha. by surname.,

301-02-A. Alpha. by Subject. 1 CF annually.

101-05-A. Alpha, Yy neme of committee. 1 CF annually.

€01-02-A. Chron.. 1 CF annually.

501-05-4. By date of sneech. 1 CF anmally.

501-09. By date of conference. 2 CF annually.

502-01-A. Chron. by date of sneech. Less than 1 CF annuslly.
502-02-A. Chron, by date of s»eech. Less than 1 CF anrually.
571-01. 3v year and docket control number.

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

701-09-C. Alpna. by name of resort. Total: i renorts,

702-02-% tnroucgh 702-06-&., Kachine-readable records.

§01-0'y-2, 1 nandboob,

502-05. Chron. Less than 1 CF to:ial,

G30~01-f. sloha. by subject. 1 CF arnually.
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oy Subject. ennually,
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