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•• ~'QUE~T FOR RE~ORDlsPDSITION AUTHORITY 
, •	 (See Instructions on reverse) 

NCl-29-BO-7 

TO: GENERAL SERVICES ADMINISTRATION,
 
__ N_AT_ID_N_A_l_A_R_CH_IV_E_S_A_N_D_R_E_CO_R_D_S_S_ER_V_IC_E_, _W_AS_H_IN_G_T_ON...:.,_D_C_2_04_0_B __ --f DATE R~CS!VED
 

1. FROM (AGENCY OR ESTABLISHMENT)	 12-2b-l\9 
Department of Commerce 

2. MAJOR SUBDIVISION 
Inaccordancewiththeprovrsrensof 44 USC. 3303athedisposalreBureau of the Census 
quest,Includingamendments, approvedexceptfor Itemsthat may IS 

-3.-M-I-NO-R-SU-B-D-IV-IS-IO-N--------------------;	 be stamped"disposalnot approved"or "withdrawn"In column10. 

All Divisions and Offices 

~	 ,roCON~R 5. TEL. EXT IrrHORAWN 
~~~vv ~~~--- iJ~ 

Rawlins	 763-5415 Date An htvtst ot the United Statev 

6. CERTIFICATE OF AGENCY REPRESENTATIVE' 

I hereby certify that I am authorized to act for this agency in matters pertaining to the disposal of the agency's records;
that the records proposed for disposal in this Request of page(s) are not now needed for the business of 
this agency or will not be needed after the retention periods specified. 
o A	 Request for immediate disposal. 

D}8	 Request for disposal after a specified period of time or request for permanent 
retention. 

C. DATE	 E. TITLE 

12-10	 Departmental Records Officer 

7. 8. DESCRIPTION OF ITEM 9. 10. 
ITEM NO. (With Inclusive Dates or Retention Periods) SAMPLE OR ACTION TAKEN 

JOB NO. 

s Records Schedule covers administrative,	 F 
WJniDRAWNgen al management, financial management, per-

sonaI roperty, informational services, publica
tions, al property, research and development,
security, mergency planning, and transportatio
records tha are common to all or most Bureau 
organization units and that either deviate 
from	 the Gener Records Schedules, are not 
specifically cov ed by the General Records 
Schedules, or cons 'tute records that the 
General Records Sche les state should be sub-
mitted on an SF-lIS. 

115-107 STANDARD FORM 115 
Revised April, 1975 
Prescribed by General Services 

Administration 
FPMR (41 CFR) 101-11 4 



JOB NO. PAGE OF, Request for Records Disposition Authority-Continuation 

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

1. [I2] set of organizational charts, re-
rts, studies, and other documents that 

lect the organization of Census staf-
and changes thereto. Volume: 60 

feet. 1955 and thereafter. Annual 
lation: 2~ cubic feet. 

2. II3] 

anent. Transfer to the Federal 
ds Center when 2 years old. Offer 

National Archives 15 years there-
(GRS #16 Item 13a) 

Record copy f minutes of committees, meet-
ings, and con erences maintained by the 
office of prim ry interest. Volume: 30 
cubic feet. 19 0 and thereafter. Annual 
accumulation: 1 cubic foot. 

Permanent. Tra sfer to the Federal 
Records Center en 2 years old. Offer 
to the National ~ chives 15 years there-
after. (GRS #16 ern 12a(1) and 
12b(1) (2)) 

3. [I4] Forms files consisting 0 of printed
forms, and data showing i ception and scope
of form, the purposes serv d by the forms,
and related procedures. 

a. Public Use Forms (i.e., Q estionnaire 
Forms used to gather infor ation from 
the public). 

(1) Historical record copy m 'ntained 
by the Forms Branch. Vol 75 
cubic feet. 1951 and ther fter. 
Annual accumulation: l~ cubi feet. 

Permanent. Transfer to the Fed ral 
Records Center when 2 years old 
Offer to the National Archives 
when 15 years old. 

(2) All other copies. 

Destroy when superseded,
or no longer needed. 

obsolete, 

WITHDRAWN 

WITHDRAWN 

WITHDRAWN 

115-203 Four caples, Including original, to be submitted to the National Archives STANDARD FORM 115-A 
Revised July 1974 
Prescnbed by General Services 

Administration 
GPO 1975 0 - 579-387 FPMR (41 CFR) 101-11 4 



JOB NO. PAGE OF ._ ..........Request for Records Disposition Authority-Continuation
 

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

Internal Use Forms. 

(I)	 Record copy of forms relating to 
the Decennial Census. Volume: 90 
cubic feet. 1951 and thereafter. 
Annual accumulation: 2 cubic feet. 

Permanent. Transfer to the Records 
Disposition Unit when 2 years old. 
Offer to the National Archives 
when	 10 years old. 

(2) ecord copy of forms relating to 
e Economic Census. Volume: 48 

c bic feet. 1951 and thereafter. 
An ual accumulation: 1 cubic foot. 

nent. Transfer to the Records 
ition Unit when 2 years old. 

o	 the National Archives 
ears old. 

Destroy 3 ears after obsolesence. 

(4)	 All other (2), and 
( 3) • 

Destory when obsolete, 
or no longer 

c.	 FOSDIC Forms and relate project

material maintained by E ineering

Division. volume: less an 1 cubic
 
foot. 1951 and thereafter. Annual
 
accumulation: Negligible.
 

Permanent. Transfer to the 
Disposition Unit when noncurrent 
to the National Archives when 10 
old. 

4.	 [IS Office of Management and Budget report WITHDRAWNclearance files consisting of SF-83,
"Request for and Notice of Bureau of the 
Budget Clearance· Action," supporting state-
ment, and copies of proposed report forms. 

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

Administration 
GPO 1975 0 - 579-387 FPMR (41 CFR) 101-11.4 



. 
JOB NO . PAGE OF. Request for Records Disposition Authority-Continuation 

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

Destroy when 15 years old or sooner if 
no longer needed for current business. 
(GRS #16 Item 5) 

a.	 blished reports and studies, including
last manuscript report if not 
ished, with supporting papers docu-

men 'ng project initiation, scope, pro-
cedur , and accomplishments. Volume: 15 
cubic eet. 1950 and thereafter. 
Annual ccumulation:.~ cubic foot. 

c-

Permanent Offer to the National 
Archives w en 15 years old or sooner if 
not needed or current business. (GRS
#16 Item 2a) 

b.	 including background

materials, stud es, analyses, notes,

rough drafts, in erim reports, and
 
related papers.
 

Destroy 6 months af er final action on 
project report or 3 ears after comple-
tion of report if no inal action is 
taken. (GRS #16 Item 0) 

c.	 Project control records 
or organization studies oWlng asslgn-
ment, progress, and compl tion of 
projects. 

Destroy 1 year after project's

completed or abandoned. (GRS # Item 7)
 

d.	 Originating office 'copy of mana 
improvement reports submitted to he 
Department of Commerce, and relate ana-
lysis and feeder reports. These re orts 
correspond to those described in Gen ral 
Records Schedule No. 16 Item 5 except
that they are directed to the Departme t 
of Commerce rather than OMB. Volume: 
cubic feet. 1964 and thereafter. Annua 
accumulation: Negligible. 

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

Administration 
GPO 1975 0 - 579-387 FPMR (41 CFR) 101-11.4 



JOB NO. PAGE OF• Request for Records Disposition Authority-Continuation 

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

Permanent. Offer to the National 
Archives when 15 years old or sooner if 
no longer needed fo~.current business. 

e.	 eriodic activity reports summarizing in 
n rrative and statistical form the 

omplishments of an organization.
15 cubic feet. 1950 and there-

Annual accumulation: ~ cubic 

(I) 0	 'ginating unit copies prepared at 
di 'sion, office, or higher level. 

ent. Offer to the National 
Archi s when 15 years old or 
sooner 'f no longer needed for 
current usiness. (GRS #19 Item 
llc) 

(2)	 unit copies prepared
below division level. 

Destroy when 

6. tIB]	 Age Search Application i dex file showing 
name, address, and case n mber of applicant.
Filed alphabetically by n e of applicant
and used as a locator whil search is in 
progress, and as an index t age search 
application file (which is c wered under 
GRS #6 Item la).

Destroy when 3 years 
7.	 [Ill] Cards listing items of equipmen for each 

telephone line assigned to Censu. Used for 
reference and for writing orders 
ment changes. 

Destroy old cards when they
filled up and new cards are 
(GRS #12 Item 2b) 

B.	 [I13] Memorandum copies of telephone toll 
(The originals are disposable under 
Item la) 

Destroy when 4 months old. 
2d (I) } 

WIlHDRI\WK 

WIlHDRI\WN 

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

Administration 
GPO 1975 0 - 579-387 FPMR (41 CFR) 101-11.4 



• Request for Records Disposition Authority-Continuation JOB NO. PAGE OF 

7. 
ITEM NO. 

9. [II 

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

orrespon ence an lrec lves s oWlng
nd procedures governing budget administra-
ion, and reflecting policy decisions 

a fecting expenditures for Census programs.
Vo ume: 24 cubic feet. 1950 and 
the eafter. Annual accumulation: 2 cubic 
feet 

9. 
SAMPLE OR 

JOB NO. 
10. 

ACTION TAKEN 

a. 

Perm nent. Offer to the National 
Archi es when 15 years old or sooner 
longer needed for current business. 
(GRS # Item 1) 

if 

b. 

10.[1110 

(GRS #5 ItemDestroy
1) 

3 years old. 

Records such as Fo m TFS 6653, "Undisbursed 
Appropriation Accou ts," submitted by
Treasury monthly, stiwing transactions and 
balances for each of ensus' appropriations
funds. Used to recon 'Ie and control 
appropriations and fun 

WITHDRAWN 

Destroy 'when 3 

11.{II32 Records such as SF-7l, "Ap ication for 
Leave," and supporting paper. Used by
employees to obtain approval f annual or 
sick leave, LWOP, and absences for which the 
time, attendance, and leave for has not 
been initialed. 

WITHDRAWN 

Destroy when 1 year old. 

12.[1113] Bid invitations on which no awards 
made. (Accepted and rejected bids 
covered under GRS # 3 Item 4a) 

WITHDRAWN 

Destroy when 1 year old. 

13.[111 3]Property issuance records 
property to an individual for official use, 
on or off premises, such as Form BC-208,
"Memorandum Receipt," and Form OF-7, "GSA 
Property Pass." 

WITHDRAWI't 

115-203 Four copies, Including original, to be submitted 

GPO 1975 0 - 579-387 

to the National Archives STANDARD FORM 115-A 
Revised July 1974 
Prescribed by General Services 

Administration 
FPMR (41 CFR) 101-11 4 



JOB NO. PAGE OF• Request for Records Disposition Authority-Continuation 

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

Destroy-upon
Item 13) 

return of property. GRS #18 

14. [VI] Re ord copies of formal informational 
reI ases and publications, such as press
rele ses, press conference transcripts,
offi 'al speeches, graphic presentations,
and a related indexes. 1951 and there-
after. Volume: 15 cubic feet. Annual 
accumula ion: ~ cubic foot. 

,"THDRAWN 

15. [V2J 

Perman nt. Offer to the National 
Archive when 15 years old or sooner if 
no longe needed for current business. 
(GRS #14 tern 1) 

Policy correspo dence files of Census for-
mally designated ublic Information Office 
concerning the re ease of information to the 
public. 1976 and ereafter. Volume: 
Negligible. Annual ccumulation: Negligible. 

)'lIITHDRAWN 

Permanent. Offer to the National 
Archives when 15 y ars old or sooner if 
no longer needed f current business. 
(GRS #14 Item 2) 

16.[VIl] Published statistical rep ts {whether in 
textual or microform forma , operating 
manuals and instructions, a inistrative 
issuances, and related mater Is. 

WITHDRAWN 

a. Published statistical repo Volume: 
1,300 cubic feet. 1790 and hereafter. 
Annual accumulation: 30 cubl 

b. 

Transfer 
Archives 
prior to 
formed. 

one copy to the Nation 1 
when issued, or, if iss ed 
this schedule, when 
(GRS #13 Item la) 

Operating manuals, instructions, an 
memorandums. Volume: 40 cubic feet. 
1965 and thereafter. Annual 
accumulation: 3 cubic feet. 

One complete set of each issuance, and a 
copy or reproduction, will be maintained 
as a "record set" by the division or 

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

Administration 
GPO 1975 0 - 579..387 FPMR (41 CFR) 101-11 4 



..
 

JOB NO. PAGE OF• Request for Records Disposition Authority-Continuation 

7. 
ITEM NO. (With 

8. DESCRIPTION OF ITEM 
Inclusive Dates or Retention Periods) 

9. 
SAMPLE OR 

JOB NO. 
10. 

ACTION TAKEN 

office primarily responsible for its 
issuance. Transfer to Census Records 
Center Unit when a complete set is accu-
mulated or when the related records are 
transferred. Offer to the National 

rchives when 15 years old or sooner if 
longer needed. 

c. Ad 'nistrative issuances. 1960 and 
the after. Volume: 16 cubic feet. 

accumulation: 1 cubic foot. 

d set" of each issuance, and a 
reproduction of related forms,

aintained by the Directives and 
Reports M nagement Branch, Organization
and Manage ent Systems Division. Offer 
to the Nati nal Archives when 15 years
old if no longer needed. (GRS
#16 

l7[VIIIl Program files of d i.v Ls i.ons and offices 
with the responsibi 'ty for execution,
review, and final an yses of Census' 
research and developm t, and sampling
programs, consisting 0 correspondence and 
other records which doc ent policy,
planning, and coordinati of the programs.
1950 and thereafter. Vol 40 cubic 
feet. Annual accumulation. 1 1/3 cubic 
feet. 

Permanent. Offer to the 
Archives when 15 years old or sooner if 
no longer needed for curren business. 
(GRS #19 Item 1) 

l8[VIII2 Case files of research, developmen , and 
analysis projects consisting of do ments 
reflecting initiation, research, de 'gn,
development and testing, technical a 
progress reports, and summaries of fi 
with recommendations if any. 1950 and 
thereafter. Volume: 40 cubic feet. A 
accumulation: 1 1/3 cubic feet. 

WITHDRAWN 

115-203 

Permanent. Offer to the National 
Archives when 15 years old or sooner if 
no longer needed for current business. 
(GRS #19 Item 3) 

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

GPO 1975 0 - 579-387 

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

Administration 
FPMR (41 CFR) 101-11.4 



• 

JOB NO . PAGE OF• Request for Records Disposition Authority-Continuation 

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

19[VIII3] ommittee files of Census' technical and 
a visory committees on research and develop-
me t, consisting of agenda, minutes of 

ings, reports, and correspondence. 

WITHDRAWN 

a. cord copy. 1950 and thereafter. 
ume: 15 cubic feet. Annual 

mulation: ~ cubic foot. 

ent. Offer to the National 
Archi es when 15 years old or sooner if 
no Ion er needed for current business. 
(GRS #1 Item 2) 

b. 

Destroy whe 
refer.ence. 

longer needed for 

20[VIII4] Consolidated repor s prepared by the 
with prime responsi ility for Census' 
research, developmen , and sampling
functions. . 

offices ~lTHDR{\Wtf 

a. Record copy.
Volume: 19 cubic 
accumulation: 

f 
nd thereafter. 

t. Annual 
foot. 

Permanent. Offer to t e National 
Archives when 15 years ld or sooner if 
no longer needed for cur ent business. 
(GRS #19 Item llc) 

b. Other copies and feeder 

Dest rT!)ywhen 
reference. 

2l[VIII5] Drawing and specification files, con 'sting
of an official file copy of each draw! g
and/or specification, showing final des'gn
and technical characteristics of each 
research and development item developed b_ 
Census. 1950 and thereafter. Volume: 20 
cubic feet. Annual accumulation: 0.7 
feet. 

WITHDRAWN 

115-203 

Permanent. Offer to the National 
Archives when 15 years old or sooner if 
no longer needed for current business. 

GPO 1975 0 - 579-387 

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

Administration 
FPMR (41 CFR) 101-11 4 



.. 
.. 

• Request for Records Disposition Authority-Continuation 
JOB NO. PAGE OF 

7. 8. DESCRIPTION OF ITEM 
9. 

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

2~.:[VIII Work papers, reference materials, basic raw 
ata, notes and similar materials relating

research and development projects, and 
n t covered in Item 21 above. 

23[IX1] 

24[IX3] 

estroy when the project to which they
late has been completed or canceled. 

S #19 Item 5) 

Directi es, plans, manuals, correspondence,
and simi ar records of a policy nature deve-
loped in he administration and direction of 
the securi y and emergency programs that 
were create by Census to control and pro-
tect securi classified information, to 
protect its ci1ities, to determine fitness 
and loyalty 0 employees, and to implement
plans for the otection of life and pro-
perty under erne ency conditions. 1963 and 
thereafter. Vol ~ cubic foot. Annual 
accumulation: Ne 1igib1e. 

Permanent. Of 
Archives when 1 
no longer needed 
(GRS #18 Item 1) 

r to the National 
years old or sooner if 

or current business. 

Personnel security c1ea nce records. 

a. Security violation re ords relating to 
investigations of a11e ed security
violations classed as lonies. 

WITHDRAWN 

WITHDRAWN 

b. 

Destroy when 10 years
Item 26) 

(GRS #18 

Case files containing recor s of 
investigations of personnel mp10yed by
or seeking employment from Ce sus, or 
whose association with Census equires a 
security clearance, except inve tigative
reports and related papers furnl hed by
the Civil Service Commission who 
disposition is provided for in Ch 
736, subchapter 5, of the Federal 
Personnel Manual. 

Destroy
action. 

20'years after 
(GRS #18 Item 

date 
23) 

of last 

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

Administration 
GPO 1975 0 - 579 ..387 FPMR (41 CFR) 101-11 4 



JOB NO. PAGE OF• Request for Records Disposition Authority - Continuation 

9.7. 8. DESCRIPTION OF ITEM 10.SAMPLE OR 
ITEM NO. (Wlth·lnclusive Dates or Retention Periods) ACTION TAKENJOB NO 

25[X131 BC-260, "Request for Travel 
" used to record Census employee

mation. 

Destroy 2 years af to 
WITHDRAWNwhich they relate. 

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

Administration 
GpO 1975 0 - 579-387 FPMR (41 CFR) 101-11 4 


