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TO DISPOE RECORDS OATE Y. ) iwos NO.
{See Instructions on Rererse ) 0cT 1 8 1974
TO: GENERAL SERVICES ADMINISTRATION, Nc -1 7—'75 B 2
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NOTIFITATION TO AGENCY

1.

FROM (AGENCY OR ESTABLISHMENT)
Department of Commerce

. MAJOR SUBDIVISION
National Bureau of Standards,

all Offices

. MINOR SUBDIVISION

. NAME OF PERSON Wi{TH WHOM TO CONFER
Philip V. Proulx

5. TEL. EXT.

921-3895

. CERTIFICATE OF AGENCTY REPRESENTATIVE:

Date

in accerdance with the provisions of 44 U.S.C. 3303a the dis-
posal request, including amendments, 15 approved except for
tems that may be stomoed '“disposal not approved' or “'with-
drawn'’ n column 10.

(%’4"25 )

Archivist of the United States

i zt'f)t_’y certify thot | om outhorized to act for this agency in motters pertaining to the dispasoi 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 ofter the retention periods specified.

9-27-74 mm

Records Management Officer

(Date) (Signatufe W (Title)
7. 8. DESCRIPTION OF ITEM SAM:L-E or 10.
ITEM NO. (With Inclusive Dates or Retention Periods) JOB NO ACTION TAKEN

INTRODUCTTION

The National Bureau of Standards was estab-
lished on March 3, 1901, by "An Act to Estab-
lish the National Bureau of Standards" (31
Stat. 1449). Extensive amendments were made
in 1950 by passage of Public Law 81-619 (64
Sta. 371); in 1956 by Public Law 84-940 (70
Stat. 959; and in 1958 by Public Law 85-890
(72 stat. 1711).

The work of the Bureau includes basic and
applied research, development, engineering,
instrumentation, testing, evaluation, calibra-
tion services, and various consultation and
information services.

The results of the Bureau's work take the
form of either equipment and devices or pub-
lished papers and reports. Reports are issued
to the agency sponsoring a particular project
or program. Published papers appear either
in the Bureau's own series of puhlications or
in the journals of professional and scientific
societies.

The following instructions will apply only
to those Bureau records which are not present-
ly covered by the General Records Schedule.
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7.
ITEM HO.

8. CESCRIPTION OF ITEM
(WITH INCLUSIVE DATES OR RETENTION PERIODS)

9.

SAMPLE OR
JOB NO.

10.

ACTICH TAKEN

GENERAL PECORDS

]

and Progress and Final Project Reports. One
copy of each printed or processed publication,
scientific paper and project report of the-
NBS will be considered the record copy, and

tions. Permanent Records. ettt
el Sl Gt imdin, c

Activity Reports. These are seldom maintained,
but those still in existence for previous years
as well as any future ones should be collected
and arranged as a partial documentation of the
Bureau's problems and .accomplishments.

Permanent Records. Resew.ll ycaks-alilier.daie.

e e

Administrative Issuances. These records
include the Administrative Manual, forms
developed by divisions, organizational charts
of Bureau and units thercunder, directives and
instructions issued to the staff pertaining to
administrative and technical matters.. Cur-
rently, M&0 is charged with the maintenance

of the Administrative Manual.

Manuscripts.

. Pispase  ofF
a. Unpublished. <d=mms 15 ycars from date of
Manuscript | s ———"

Published. .

1. Used to support conclusions. ¥Dispcse
10 years after publicaticn.

2. All others. Dispose 2 years after
publication.

Some manuscripts are not published due to in-
completeness of or controversv over the data
reporited therein or due to lack of approval.

publication, buit: those manuscripts having
technological daata that are excluded from final
publication are retained for a period suFficienF

to answzr all ingquiries and 5uostant1ate the
conclusions.,

Publications, Technical Parers, Letter Circulars

will be kept in the Office of Technical Publicai

By
ottt T o Tr—and—revian [OLNIMIVEN ]

Norrallv, a manuscript is disposable shortly after

Foox copies, iacluliang criginal, to bo submitted to the Nealisnal Archives

— o, s
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8. DESCRIPTICH OF ITEM ’ 9 TS

- 7 . .
- (WITH INCLUSIVE DATES OR RETENTICH PERIC2S) SAMPLE OR ACTICON TAKEN
JoB NO.

{TEM NO.

- ) /Ven-rece n{
‘<::> Bibliographies and Reprlntsv4iDlspose when
- superseded or obsolete. '

Reprints of technical articles and bliblio-
graphies of technical source information are
accumulated throughout the Bureau, normally
for rcference purposes. The reprints are

not filed acceording to any specific catalooging
or subjective system, but together with the
blibliographies comprise one of the best
sources of technical data, or index to where the
data are available, relating to the technical
activities of the Bureau. The files are of
further use in providing information to other
Government agencies, firms, and individuals as
part of the Burcau's advisory service.

6. Test Fee Schedule.Recqrds.

ﬁ}ﬂo} e

. a. Schedules. Xeew-l5 years from date, and=
- Al

G;)_ Fee computation sh=ets. Dispose when
- superseded by new fee computation sheet.

i (:) All other papers. Dispose when 1 year old.

In accordance with specific legislaticn, the
Federal Government is reimbursed for tests and
calibrations which the Bureau undertakes for
other than Bureau activities. Test fee
schedules for the work psrformed for the public
are published in the Federal Register. Test
fee computation sheets are of value as lonag as
the fce computed thereon rerains in effect. All
other papers pertaining to the revision of fees
are disposahle shortly after the revisicns are
effected.

7. Congressional Investigative Files. Rodaddumtss
gt P AMAN EAT

. These files maintained by the Manacement and
Organization Divisicn and other organizaticnal
units relate to the investigaticns of the NBS

: by Congressional Ccmmittess to determine
whether apprepriated funds and resocurces are

-- : properly utilized in accordance with the intent
of "congress.

Yoar copies, including eoriginal, fo ko sabmiited o the Nationel Exchives

-~
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. ITEM NO.

8 CIZCRIPTICH OF ITEM
(WITH INCLLSIVE DATES OR RETENTICN PLRIODS)

9.
SAMPLE OR
JOB NO.

10.
ACTION TAKEN

8.

Negatives and Photographs. Prints and slides
are developed to meet the neceds of the scientifilp
administrative staff. Included are photographic
reproductions of instruments, apparatus, tests,
test specimens, portraits of senior Burcau of-
ficials, and illustrations for publications,
technical papers and exhibitions. Negatives are
in the custody of the Visual Arts Section of

the Office of Information Activities. Photo-
graphic prints and slides are normally maintained
in operating units throughout the Bureau.

A Photographic negatives deemed. by responsible
officials to be -of sufficient research, legal
or historical value as to warrant permanent

aaaLue.and.passéb&e—gésésiﬁﬂa '?Eﬂmnkﬂﬁu1-.

q;> Negatives deemed by responsible officials
0 be of short-term value may be disposed 10
years after date.of negative.

c. Photos and slides maintained by the Office
of Information Activities as an important complel-
ment to the historical documentation of the
Bureau's research and technical programs and
accomplishments. This collection is considered
to be of enduring value to the Bureau in meeting
the needs of the Government, the scientific
community, writers and publishers, and the publi

Retain permanently. Mool il i

Lj

and registers will also be reiained.
Photos and slides in the custody of technical
and administrative divisions may be disposed of,
if, in the judgment of responsible officials,

they are of insufficient value to warrant furtheF

tive nceds have been satisfied g .awdtnm ‘f;_a.a./a_
,42‘.404w0£&wi4ﬁaa-¢hrvﬂ~bJT

(Related captions, indexes
¥

and

retention. RetiivemGmiyimsdibmmi i e

retention. Dispose when technical and administra-

i i - inl : intioncl Srchiv
Fcur coricy, including ciiginal, te be subinitted to the Naotionel Zrchives

16 —50423-1 aro
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9.
SAMPLE OR
JOB hO.

10.
ACTICH TAKEN

9 (b

9 (c

Bt e i o ——
MY

Records of the Director of NBS

The Director's records are filed according to
subject matter and are retained as a documcnta-
tion of the decisions, policies, procedures and
program activities of the Bureau.

1. Director's Bewsemess I'jles, Non-current
records are retained at NBS for a period
extending to 5 years after the Director
leaves the Bureau. The records are then
offered to the National Archives for
permanent retention.

2, Director's Office Files. Non-current re-
cords are retained at NBS for a period of

Ao o aseas s s D O D A iz e 2 R
PeAMANenT, ,
chords of the Deputy Director, and Offices

under the Office of the Director

These records are of equal value to the Office
Files of the Director and should be handled
in the same manner. PENMBVENT,

Records of the Associate Directors

These records are received and prepared in order
to assist the Director in the planning, coording
tion, program management and appraisal of the
Burcau's operations in all aspects of the de-
velopment program and administrative management
activities.

Non-current records of the Associate Directors
are retained at NBS for a period of 10 years.
Those records 10 years or older will then bhe
transferred to the Federal Records Center at

5 year intervals.,oé,fmﬂ'”é”r

10 years. Those record ears or
older will then be a&&éﬂa&é&. to the N2Cwni/ ﬂnhu};

Four copies, including eziginel, t2 be sulmiited fo the NolUonel Jlrchives
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Records of the Institute Directors

10. These records are maintained by individual in-
stitutes and pertain to the technical work of
the Bureau.

a. General Subject Files. Non-current re-
cords are retained at NBS for a period of
5 years. Those records 5 years or older
will then be transferred to the Federal
Records Center on a yearly basis, and
reviewed for possible disposal, at 5 year

intervals. PERMANVENT,

b. Covered elsewhere in this schedule and
evaluated on their own merits are reports,
procedures, publications, test folders,
manuscripts and research and development
records.

R c. Subsidiary organizational units maintain
files which are partially duplicated
throughout NBS. These include corres-

- pondence,. reference and work papers; and
associated materials relating to the pro-
- gram or administrative responsibility
assigned to the unit, and as a class are
disposable after the routine procedural
administrative and research purposes are
served.

Lozt copies, including crigincl, to kn sibimsiited to the Netiornal Aschives 16—5C123-1 Gro

.....
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) 7. 8 DESCRIPTION OF ITEM SA_',‘P%E or 0.
ITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS) 103 1O. ACTICH TAKEM

11. Bureau's Internal Educational Activity Records.

T, Lning Qg‘Edugrtional Course material.
d££2g§é§6 earqﬂﬁkétqnaﬁﬁﬁh

The Bureau operates a graduate school in order
to improve and provide educational opportunities
for members of its staff. The Bureau also

maintains pertinent rccords on training and
education taken "y Bureau emplovees off-site
under the Government Employees Training Act
(Non-Government and Government). These re-
cords are kept subject to GAO audit, approximate-

ly 6 years.

12, Correspondence files of a general or administra-
tive nature, exclusive of papers containing

technical data. Destroy in g'years.

These are maintained in the organizational unitgd

and contain selected copies of correspondence

) and related papers retained for their value in

preparing replies to ingquirers.

_13. Day Files. Dispose when 2 years old.

. These consist of correspondence prepared by
various organizational units.
o9N-re 60"'/,

General Reference Files.//"/Dispose when super-

seded or obsolete.

These are maintained by individuals and offices
and include copies of correspondence, issuances,
publicaticns, catalogs and other papers. They
pertain to the assigned administrative and
technical duties and interests of the individual
or unit. 2ny reccrd copies of correspondence
interfiled are not evaluated in this item but
are to be removed and handled in accordance
with appropriate items in this schedule.

(::) Project Labor and Cost Distribution Records.
Dispose wnen 4 yecars old.

r
! These include reporting copies of Time and Cost
l Distributicn Report Forms, personnel activity
, rcports, work orders, log books, copies o¥ con-
tractual service project documents, etc. used
to determine production costs of projects to )

Feour cozies, inclo-ln  eriqginal, to Le submitted to the Natizanl Jrchiven 10— 50425-1 ciro

g <o L ey
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T ITEM KO.

8 DESCRIPTION OF ITEY
(VIITH INCLUSINE DaToS CR RETENTICH FERIODS)

9.

SAYFLE OR
JCB NO.

ACTIC

10.
N TAKLCH

be paid for by sponsoring agencies and related
activities. The cost data are reflected in the
general ledger accounts being retained for a
longer period.

Classified Document Receipts. Dispose after 2
yocars.

These constitute the rccord of the persons who
have had custody of the classified document.

Test Fee Records in Administrative Offices.

a.  Shipping copy. Break file annually and dis-
pose 1 year later.

b. Test fee record copy. Dispose when 10 years
old.

c. Numerical file copy. Dispose after test fee
record copy returned to Office of Measure-

ment Services oo MW"’- Loy

d. Alphabetical file copy. Dispose when 3 year
old.

This multiple form originates in the Office of
:Measurement Services. The Government and public
tests folders are prepared and routed to the
technical divisions where all comparisons,
calibrations, tests or investigations are per-
form=d on a fee basis according to a schedule
approved by the Director. The copy in the
Technical Divisions is covered in Item 28 and
1is evaluated on its own merit. All other
‘copies are used for administrative purposes.

Inte é E}Vl ion Work Orders. Dispose 5 years
afte#+E5LaS . P T et T e R Ol e G

rAlthough their purpose is normally served after
ithe order has been completed, the record is re-
‘tained for a longer period should there be need
to duplicate the order.

iThese work orders normally originate in the
.technical units requesting services perormed by
another technical division. However, they are

also uszd by all divisions requesting service
from a support division.

TConz co,fes, including criginal, 1o be sulmilted fo the KNoetiosal furzllives
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7. 8. CLICRIPTION OF ITEM cans 9. 10.
1TE NO. (WITH INCLUSIVE DATES GR RETeNTION PERIODS) "3‘6%"583 ACTICN TAKLCH
) @ Cash Transmittal Records (other than accountable
<) officer’s copy). Dispose when 1 year old.

The Mail and Distribution Section prepares a
record of cash received for publications and
test fees. For Publications, the money is sent
to Accounting Division along with the trans-
mittal and then the Publications section gets
two copies of the transmittal. For test fees,
the money, the transmittal and order are sent
to the Office of Mecasurement services.

General Technological Records

20. Test Folders.

Under statutory authority, the National Bureau of
Standards is authorized to undertake the test-
ing, calibration and certification of standards
and standard measuring apparatus when the need
‘may arise in the operations of Government
agencies (Federal agencies, State Government and
the District of Columbia), scientific institu-
{ions and industrial enterprises. A specific

; fee for service is charged the purchaser to

- compecnsate the Government for its expense.

One of the records resulting from this service
is the Test Folder. A typical folder shows the
following data on its face: the test numbecr,
name of redquestor, brief description of item
submitted (instrument, device, mechanism,
standard, or material) and the number of the
division and section performing the service.

The contents of a typical folder are: the
purchase order and shipping instructions, a copy
of the certificate and/or report showing speci-
fication limits, calibration factors and related
correspondence. No fiscal documents are filed
in the test folder. The completed test folders
are maintained in 2 groups: Government and Public,
by the Office of Measurement Services. Each
group 1is arranged numerically by assigned test
number.

‘ Test folders deemed by the creating section

6 have short-term value may be disposed of in
January of the fourth year after the year in
which the test was completed.

Four copirs, including orig'nel, to be submitled to the Netlional Slrchives 16--53125-1 aro
& . 9 b1 s
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(WITH INCLUSIVE DATES OR RETERTION PERIODS)

9.
SAMPLE OR
JOB RO.

10.

ACTION TAKEN

21.

mhen1o Y€ ar Sp+ti-dhe—drte—placod—imp—storoye

(a

@Test folders deemed by creating section to
ave long-term value will be sent to the Records
Manacement Office for storage, and may be dis-
posed of in January of the twenty-first year
after the year in which the test is completed.

c) Test folders deemed by the creating section
or the National Archives to have exceptional
value beccause of the highly significant nature
of the test or techn%%ue i vglved, or uniqueness
of the item, will bé,"g sf8¥sed to the National

Archives and Records Service, srre—ilreg—iiidlloo
rebainodposmencnilyy PEAMANEAT

Included will be the following test folder
1. those that show the development of new
and significant testing techniques.

2. those that relate to new and significant
arts and materials.

3. those that were the subject of con-
gressional investigation or came under in-
tensive public scrutiny.

4. those that result in court decisions or
legislative actions affecting the functions
and activities of the Burcau.

and measures.

D-plicate copies of certificates and reports
fintained by the issuing sections for reference
purposes may be disposed of at the discretion of
the section chief. .
Dis pPese

Laboratoax.Test Notebooks or Equivalent. -«Resiein

These are laboratory test notebooks or the
equivalent in which the scientists note their
observations and findings of their tests, re-
search projects, investigations and development
activities procress. The findings, analyses and

scientific journals, reports and tests, and
calibration certificates (Items 1 and 20).
Noteboocks containing routine or fragmentary in-
formation should be disposed 1 year after

5. those relating to basic national weights|

Ltermination of the related project or proiects,

conclusions are pertially reported in publications,

- . . .. . . a- . cnte
Four coples, incladiag crigiral, to bo sabmitied to the Netionel fixchiven

16- 594781
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8 DESCRIPTICN OF ITEM
(WITH INCLUSIVE DATES CR RETINTICH PERIODS)

9.
SAMPLE OR
JOB NO.

10.

ACTION TAKEN

Battery Additive Records.g)Offer iialgudinlimmlartirGrinre

to the National Archives for permanent re

tention. “—)M ‘J’r‘“"*" MM

These files include correspondence, reports,
foreign information, press clippings, magazine
articles, resumes of Scnate hearings, reports,
test data, and related papers documenting
battery additives since 1924.

[

Technical Standards Coordinator‘'s Specification
File. Retain 1 record copy for 15 years, &
serievr TodAen g o .

Copies of selected specifications have been
accumulated from other Government agencies,
underwriter's labs and foreign countries. Super
seded and obsolete copies of the specifications
are held as a historical record to compare
against current methods. These records are
usually of contin;ing use to the Bureau in
performance of its activities in the field of
commodity testing and standardization in its
consultation and advisory services.

Standards and Specifications Development Files.

Q\C{uiﬁx é()l. B ycdLr o (_‘1).1\.1 = TN A pﬁfﬂ”/eﬂ:

These records, including correspondence, tests,
reports and related papers pertain to the
development of standards and specs. and are
retained as a documentation of their develop-
ment. They include matter relating to electri-
city, optics and metrology, heat and power,
atomic @nd radiation physics, chemistry, bwild-
ing techrnology, electronics, radio propogation,
applied mathematics, basié instrumentation,
weights and measures and materials used as
standard samples,

Standards and Specifications published by Non-
Government Laboratories (exclusive of Technical
Standards Coordinator's Specification File).

Dispose when superseded or obsolete gfawfesn 5 stere

AP RUTrEY,
Copies of standards and specifications are pub-
lished by the American Standards Association,
Underwriter Laboratories, the american Society

.
.

Fenr corles, including eriginel, fo Le sulmitied ta 1l National Archives

1659251
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7 8. CESCRIPTICN CF ITCM
(WiTH INCLUSIVE DATES OR RETENTION PEPIODS)

9.
SAMPLE OR
JoB KO.

for Testing Materials,
and similar organizations.

foreign research labs

Though the Bureau

10.

ACTION TAKEN

cooperates in testing and formulating such
standards as building and safcty codes and
materials specifications, many of the standards
arc actually releascd by non-government labs.
Copies of standards and specifications are of
major importance to the staff in performing its
research and test activities and assisting

in amending the codes .and specifications.
Avparaltus Research and Development Records.
Retatpmfor—tSyorrs—aderoiiauw. PEAMANVE AT,

These include drawings, spccifications, system
design, development and construction data and
reclated papers describing the development of
machines and apparatus produced and improved

- in the expansion and opening of new fields by
. science and industry.

Test, Research, and Development Records (except
as noted elscwhere in this schedule). Dispose
’ 2 years after the essential data have bxen in-—
corporated in reports, publications, technical
papers and the establishment of codes and
standards.

I

These files are maintained in the various techni
cal divisions and offices as part of their officjial
records and by individual scientists and techni-
cal staff as "personel" rescarch and work papers
(Though the more importent findings are re-
ported or published periodically or upon com-
pletion of the project, the records accumulated
and crecated contain data that may not have been
published as they are not important findings,
but are considered of indefinite use and are
preserved for long periods at the discreticn of
the scientist concerned.)

The records exist as separate entities relating
to a specific assignment or filed together with
. other papers as technical subject and reference
files, including hasi$ work papers relating to

. the individuals or the unit's field of endeavor,
i.e., copies of certificates and rep»orts, -
lduplicate and official copies of memoranda and .

16 Lwits-t GFO
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“

correspondence, records of committees and con-

- ferences, blueprints, lab noteboocks or equiva-
lent, charts, drawings, photos, reprints,
applied math computations, project material,
purchase orders, manuscript, tabulations and
background data accumulated in the performance
tests, calibrations, projects and investigations
and establishinent of standards, codes, specs,
cquipme nt development and related matters.

Records for the most part documenting the com-
pleted action pertaining to these records are
described and evaluated on their own merits
elsewhere in this schedule (Items 1, 20, 21,
24, 25 and 34).

28, Test Fee Records in Technical Divisions (pink

copy or equivalent). ‘
Disppse when

. a) Index to test folder. J&£:én—fer 15 yearsd%i

: B a2 2

. (b» Administrative test controls. Dispose when
38 yecars old.

These records consist of the pink copy of the
test fee form disclosing fest number, name of
purchaser, date of receipt and dispatch, action,
determination, fee charge and related info. The
copy used as an index to the test folders (Item
20) is the finding media and is retained for a
longer period, whereas those copies used as an
administrative control lose their value in a few
years.

@ Technical Subject Files (excluding official
project files, Item 30). Dispose 10 years after
date.

These files contain correspondence, work papers,

catalogs, publications, committee papers and

- recsearch, investigative and test documents, and

:related papers pertaining to the technical,
‘advisory and development «ctivities of the Bureau.

’ 'Included are the technical subject files of
'employees no longer with the Bureau.

Foar cepits, inclnding erig'ns!, to be svimitied fo the National Axchives 1634425 1 aro
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10.
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' Dispese when a/d-
Project Files. -Retmimr—fer 15 yearsﬂand_naniaun

These files include all technical papers, cor-
respondcnce and related matters accumulated in

the tecchnical divisions pertaining to specifically

asuthorized projects sponsored by other Govern-
imont agencies or by Bureau funds for fundamental
rescarch and technical activities in physics,

math, chemistry and engineering, whether filed by

project code number or otherwise. Many of these
projects continue year after year. Though pro-
ject findings and conclusions are reported in
Bureau publications, scientific papers, and
reports to sponsoring agencies, some of the basi
data and documents supporting the findings and
conclusions are only obtainable in the actual
projcct file. These files are retained for a

AT

long period for possible reactivation of terminated

projects and use in supporting the conclusions.

Test Data posted to Laboratory Test Books or
equivalent.....tapes. Dispose when 2 years old.

These lose their value shortly after the data
are posted.

Test apparatus Instructions and Drawings.
Dispose 3 years after equipment is removed from
agency control.

Instructions and drawings disclosing enuineering
data, circuits, components, formulas, calibra-
tion of equipment data, and related instructions)
prescribing operation of apparatus in use in the
lebs, arc retained as long as the equipinent or
apparatus is under the Bureau's control, and

3 years to allow for any need that may arise.

Technological Investigaéive Correspondence Filesi
(Data Forms). Dispose, 5 years.é/d.
Inquiries are sent to many sources and the data
and correspondence are maintained by the
technical division doing the research.

Four ¢2; ey, including origine!, fo bo zabn.dited to the Notional Archives
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Radio Propagation Laboratory Records

was the centralizing agency for propagation
predictions and studies in the field of radio
communications. The data accumulated was utiliz
for the better understanding of thcose factors

1%

framework acquired from the interpretation and
evaluation of the results of the experimental
projects.

However, over the yecars, the functions of this
Laboratory were distributed to the World Data
Center, NOAA, and various divisions in NBS.

For purposes of this Schedule, two items
formerly included as Radio Propagation Lab
Records are retained.

These are Ttems: 45 and 48, now being changed to
It:ems 34 and 35.

Field Station Subject File. Close file when 10
years old and dispose 5 years later.

This file relates to the activities and problems
of field stations and includes correspondence,
reports, and related papers. The records are
retained for a sufficient period for all possible
needs that may arise.

Mzoasurement Standards RecorndS. «rart@eidioe
e N I T A T N~ o iSDOS

{ amme T e = of

yeé;; Leécr%’/h(

These are working files relating to the re-
search and de=velopment of methods of measurement
for determining the constant and power factor of
materials and equipment.

The Central Radio Propagation Laboratory formerly

|\

afifecting radio communications through theoretical

Tonr coples, including erigizcl, to Lo rabmitted ta the Nationel Krchives

16-—59428-1
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Building Technology Records

Construction and Safety Codes of State and
T.ocal Governments and Related Studies. Retain
15 ycars and review periodically. agn-vecerd,

These files contain copies of State and Local
government construction and safety codes and
related studies that have not been published.
They documcnt the relationship of the local
codes to the establishincnt of recommended
building codes.

The Building Code is an example of the kind of
project where the Gederal Government in coopera-
tion with the American Standards Assn, American
Society for Testing Materials, National Safety
Council, National Fire Protection Assn.,

Federal Safety Council and Federal Fire Council,
plus others, must provide guidance to assure a
reasonable degree of safety from hazards created
by thoughtlessness.

Thousands of municipal ordinances, state and
county codes create the pattern for building
codes. These codes, largely local in character,
show considerable lack of uniformity. Over a
period of ys=ars, the variatiens in code require-
ments have b2en reduced considerably, a process
in which technical information available f{rom
NBS he~s played an essential part.

The local codes are of continuing use in the

devalopment of building safety requirements.

iBuilding and Housing Studies of t+he Foruwer Divi-

sion of Building and Housing. Reeser=—T—yrars-

PRV ER AT Ak 5 WAl e .L*\J\l'k.u.L_L_y*t p&”’"ﬁ’”éyr

These are record copies of studies of the pre-
decessor to the current Center for Building
Technology and document the activities, findings
1and decisions of the old Division of Building
and Housing.

. - . .. .o " At v
Feor coyivn, inclmling origlaal, to Le snlsmitied fo the Natlcnal Archives
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8. DLSCRIPIION OF ITCM
(WITH INCLUZIVE DATES GR RETENTIC

N PIRIODS)

Elevator Inter-Lock and Buffer Test Records.
| Rt it maremagin @ Jeher Of fer to NARS for

These records are considered the legal standard
for elevator inter-locks and buffers, and in-
clude rcports of tests, illustrations, blue-
prints and performance charts. Local govern-
ments use these standards when seeking rcdress
in court against a manufacturer who has installed
inferior elevator equipment supposed to muet the
local code standards as well as the requiremcntis
of the American Safcily Code. Certification of
the equipment may have becen made by NBS or the
Underwriter's Labs.

Fire Extinguisher Test Records. ZRetoiTr—feor—to—
years—-*fheiéeffer to NARS for permanent re-

tention. ‘e-,if NARS refuses them, m
mgcn}ﬂn S PNSE P~ " P S ‘ 2 ¢ 7 . .

This file contains drawings, blueprints and
related papers used to obtain data on construct-
ion features of fire extinguishers. It is used
in evaluating the hehavior of equipment and
materials purchased by the varicus government
agencies (including the U. S. Coast Guard).

The records are used to compare fire extinguisher
and materials purchased zcainst previously ap-
proved older wodels celivered by the manuf: ctures
in order to ascertain that the standards are mwet

Materials Behavior in Rzaction to Fires. €VOffer
these records to NARS for permanent retention.

) @ Lo et acceppltyf, Ao )
This file contains test and research data on
characteristics of materials consumed by fire.
These datz do not age as material reaction to
fire deesn't change. These records are of
continuing use in fire hazard studies to pre-
vent and reduce losses resulting from accidental
fires.

permanent retentlonéi)If NARS refuses them, )
O R e T “—du’am qmnw‘

S
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-

A0, Tcxas % jgéass Disaster Invcstlcatlve File.
Of fer ﬂny SEEE D o cond—copies o NARS. Pe/fumvbn]

The Bureau assistced other Government agencies in
determnining the cause of the ammonia-nitrate
explosion on a ship in the harbor of Texas City,
Texas. Reports are retained as documentalion

of the investigation. The basic data and in-
vestigative material has been retained by ihe
National Research Council.

|
i

@ Elevator Test Records. Dispose when equipment is
remmoved from building.

These records relate to elevator inspection in
specific Government buildings. They include
copies of certificates, film showing action
readings of tests, approval documents and re-

. lated correspondence which are retained for the
life of the equipmcnt.

Applied Mathoematics Records

: Applied Mathematics Punch Cards, Tebulations
and Paper and Magnetic Tapes.

a. Final result cards, tabulations and tapes:

1) Record desired by sponsor. Transfer to
sponsor upon completion of project.

2) Record not desired by sponsor. Dispose
1 vear after completion of report.

3) Records of math tables, codes and com-
parable malterial. Dispose when superseded
by new results.

b. Suhsidiery or preliminary cards, tabulations
and tepes. Dispose when project is terminated.

These machine records are compiled in collabora-
tion with NBS staff on computational problems
arising in Bureau scientific and administrative
operations or in undertaking research problems of
applled math of interest to other Government

. agencies. A—Sony ofeterr—iog ol e aE

T e e e O o
e e iR AL i ,‘%(WWMM
.. /4ﬂﬂ)‘4$‘rfc9
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44,

Gauge Records
Qecretions ,
screw Thread Survey. All sepers—relatced to this
should be offcred to the National Archives for
pormanent retention.

The survey was undertaken in 1932 to measure an
estimaled 7,000 bolts and nuts and obtain
measurements of threads in order to establish
standards which were issued by the American

retained as documentation of the survey. All
other papers will be fully exploited as they
are now over 40 years old.

National Screw Thread Commission Records.
Permanent. Offer¥to National Archives.
dceveTlens
The Commission was originally established by
Congress in 1918 to study and establish standard
for screw threads, under the technical guidance
of NBS. It was terminated in 1933 by Exccutive
Order 6166. The records include orders, -
minutes of mectings, correspondence, digest of
congressional hearings, technical data, bluc-
prints and related papers. In addition io
the orders and minutes, four reports decumenting
the activities and determinations of the Com-
mission were published by the Bureau and are
retained. ’

Currently, activities connected with the
stencardizatiion of screw thresds are cearried on
naticnally, by the 2American Naticnal Standards
Institute, and on a broader scale to ensure com-

Electronic Computer Records

Electronic Computers Operation TLog. Data
Automation Program Records. -S&Eier—sa—tiRS—es

. — - - 3 - -
Tl e I - s I e e ca e

HLREr—rae—icoaes (B Ferads 10 Patent Office;‘,u‘z-'.»>

The information posted to the logs relates to
operational and enginecring matters noted by
operztors during the compilation of a data for
a specific project and used to obtain cost data

and to determine operating efficiency.

Standards Association. Summary reports are s s

ratinility, by the International Org. for Standards.

i

9]
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10,

ACTION TAKEN

Scientific Publication Rccords

Editorial Record (NBS 114, Manuscript Approval
Form) and related papers. This record is
generated within a division and accompanics the
manuscript on its approval route to the Editorial
Revicw Board. This documentation of manuscript
approval (or disapproval), maintained by the
Office of Technical Publications, may be dis-
posced of after it has been microfilmed for
administrative purposes, or after 5 years,
whichever is soonrer.

Technical Reports Development sSubject File.
: . Dispese
a. Policy Implication correspondence. =~
@7 15 years GHM

)

b. Processed Material. Dispose 1 year after
essential data are published.

c. All Other Material. Dispose when 2 years
old.

This file maintained by the Office of Technical
Publications, for the most part contains pro-
cessed material developed both internally and
externally and utilized in the prepzration of
technical reports. The correspondence rclates
to public relation activities. Except for some
correspondence authorizing the use of the NBS
name or data and complaints, the correspcndence
is of little use after the period indicated.

Manusccript Control Card. Dispose of individual
card when m2nuscript is published.

This file is a control record of the manuscript
frem the time received in the Office of
Technical Publications, noting exitorial review,
approval and publication.

Certification File. Dispose when 5 years old.

The Burezu is called on by firms and individuals
to certify as to the authenticity of technical
data releascd by the Bureau and needed for legal
use.

- . . . .. . s v
Toor cepice, including crigined, 1o Lo smlaailted 1o 2he X
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Dental Film Loan and Sale File. Disposc when
2 years old.

This file includes correspondence, shipping
orders and fiscal documents pertaining to the
loan and sale of dental film through the Office
of Technical Publications,

ST
ERPT
Ledgers are maintained noting the accéssion of
all books purchased, with related data as to
authorization, voucher number, date recceived,
cost, when removed and other informalion.

Library Overdue Notice (Charge Card). Dispose
when 2 ycars old. '

These card records are used as a control over
books loaned.

Project Case Files., Dispose 10 years after
termination of project.

The Beocard reviews the current and proposed
scientific and technical programs of the
Bureau. It assists the Director to coordinate
Bureau programs ny conducting systemetic
analyses of the orerational vlans and accomplish
ments of the scientific divisions. Projects
are the basic prouram of the Bureau, undertaken
by tha ter~»ricel divisions upon the approval of
the Director, which are either sponsored by
other govarnment agencizs or by Bureau funds
for fundaem:ntal research and technical
activities in physics, math, chemisty, etc.
This file includes statement of objective,
justification, plan of work, cecst estimate,
progress evaluation reports, etc.

=S

This file contains copies of correspondance and

t

‘related data pertaining to proposad projccts

=t
Library Accession Book. 15 years cmk”

B gt 27
Proposed Project File. 2l 10 years oﬁaﬂ

} —
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9.
SAMPLE OR

10.

56.

57,

refervred to the Director for review and comments
by interested technical divisions. It is
possible for the proposal never to beccome a pro-
ject.

Board Members! Files. Dispose when 3 years old.

These are copies of papers which are maintained
by bo«cd members. All pertinent papers relceiing
o a specific project are in the case file u.d
further documented by records covered in Items
1, 21, 26 and 27.

Patent Records

Lowell-Dunmore Patent Case and Policy Files.
Permanent Records. Offer to National Archives.

. SuePL
The file was developed by the Burcau and semsm
P in part the investigative records of the
Departient of Justice on Government patent
practices and policies that supported the lecgal
action in U. S. vs. Dubilier Condenser Corpora-
tion.

NBS Commnittee on Patents Records.

a. Minutes of Meetings.

RO i e et
t;,_:;)_‘_{i[‘“f feore—11 Do i :‘\,\,UL\}?‘. FMJA’”MZ_

b. All other pepers. Dispose when 5 years old}
The minutes of the Committee mecetings are a
docuimentation of the Committce's actions and
decisions. All other papers of importance are
duplicated in the individual case folders

(Item 58) and are being retained for a sufficient

period Lo provide for legal needs.

Patent Records. Dispose when 20 years old or
20 years after patent approved, whichever is
later.

The files maintainred in the Patent Advisoris
office and in the technical divisions include
records of pateint applications, pending, allowed
and abandoned, invention disclosures and their
disposition, all patents issued; assignments and
licenses: and_reloeted correspondence and DPEPErS.

108 HO. ACTICH TAKEN

Tovx eupirr, inclndiag crigingl, to be sukmiiled fo the Natlonel fixchives
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9.
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10.

f.«CTIOH TAKEN

Records in the Patent Advisor's Office are set
up to provide for a uniform patent policy as
prov1ded by Executive Order 10096 as implemcnted
in 37.CFR 300, and orders of the Government
Patent Board and the Departirent of Commerce.

The records in the technical divisions include
the work papers and laboratory notchooks of
individual employees (showing development of
ideas and equipment) that can be used as evidencs
in the event of controversy.

Under current legislation, the life expectancy
of a patent is 17 years. The records are re-
tained for that length of time to cover the
statute of limitations and an additional 3 years
should any other possible need arise.

Tnternational Relation Records

Case Files. Dispose 5 years after case is
closed.

These include correspondence, personnel and
fiscal data, rcecports and related papers.

Foreign Sci@ntific Visitors', Trainees/,and
Guest Worker Subject Files. Dispose 2&&3* 8
vears afd,

3

These subject files relate to the Buvecau's foreid
cientific and trainee progrems. Paoers docuasent
}
31O

- -
PN

1e program are in the custody of the sponsoring
SONCcy.

S
t

Weights and Mzasures Records

isitation Reports. Dispose upon receipt of new
repoit or % avhen deu/

epre%pntatlves of the Office of Weights and
ﬁeﬂsuLes visit State und Local Government weights
:and r.ocasures offices end fill out questionnaires
regarding the offices' admiristraticn, education

]
and training of inspectors, lab and field equip-
ment, special problems, legislative and relate

Foreign Scientific Trainee, Gu=st Worker, Visitorx

n
ing

llnLormation. This is then used to assist offices.

TCounr celcs, incduding originel, to ke zulmitied fa the Natisngl fizchives
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N National Conference Program Records, except
Annual Report and Bulletin. Dispose when 2 -

: years old.

This office plans for and coordinates the Annual
National Conference on Weights and Measures.
The papers accumulated in planning for the
agenda are disposable but the Annual Report and
Bulletin published by the Bureau are retained
(Item 1). )
@ Copies of Siate Laws and Regulations on Weights
and Me ai;res Dispose when superseded or ob-
SOlete .V L e e el i e ottt ot g
Aon-vecowl -
Questionnaires are sent out yearly to all State
weights and measures offices requesting a currengt | -
copy of their legislative authorities. These M&lf‘tr[&/}
s are Used in assisting manufacturers who
desire to trade in the States and are interested
. in the legal requirements before undertaking the|activiiy
. The legislation is also used in assisting the
State offices to abide by their legislative re-
quirements.

@ Investigative files on use of Seals and Lab=ls.
Dispose when findings are reported to NWational
Conference on Weights and Measures. &= L,
AT e e e it iaiamms oY av il Gy;khﬂfﬁﬂ

cordabnrts Lo gty

The file includes corrcsvondence, reports and
related papers partaining Lo use of seals and
lTabels in State weights and measures activities.
The findings are reported to the National Conference
on Weights and Measures for their information an
are docuuwented in the Report of the National
Confercnce.

Couwmodity Subject File. Dispose when superseded

Or obsolete g Fa—er Iy eV i ot L O Ul e ——r— i
Lvhtn 5 MWW

This file contaihs general reference material,

. with some correspondence, utilized in answering
telephone inquiries in the gencral area of
measurements. All calls concerning general

. measuremnent matters that are received by phone
are normally routed to the Office of Weights

. and Mcasurces by the telephone operators, unless

ioLherwise reague st@d by the 1nqu1rer.

Four cepies, including original, to Lo sukiniited to tiie Nafienal Archives 18- 594251 w0
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Manufacturcers'! Correspondence File. Dispose

when 2 years old.

This file contains correspondence with manufacturers

of weight and measurement equipment and their
related brochures. If any of the papers have
continuing informational use,

to the Commodity Subject file.

Weights and Measures Specification FilelJ

a. Correspondence. Dispose when 1 year old.

b. Specifications. Dispose when equipment is
no longer in use. I oGOttty
e aal

This file includes specifications, photos of

and related correspondence pertaining
In-

edquiprent,
Lo testing cequipment used by the States.
(quiries are received asking info as to the
werits of measuring devices. The Offiice of
Weights and Mcasures advises the inquirer as Lo
edquipment specificalions of varicus manufacturers
but will not give an opinion as to their merits;
instead it advises what State utilizes specific
devices.

State and Local Offices Calibration of Standards
File. Dispose when 10 years old.

The Office of Wzicghis &nd Mcasures in its pro-
motion of cfficiency arong the local weights and
measures jurisdictions advises them of require-
ments of their local laws and regulations that
they may not be aware of. The file includes
correspondence and related papers which are
maintained alphabetically by State. Excerpts

they are transferrgd

from the local laws are quoted to the local offices

and they are advises that they may call upon the
Bureau for any assistance they may require in
rectification or adherence to their legislative
requirements.

. . . P P . T -y
Tewr copies, including crigirel, fo be sulmiited fo thie Nationeal Jrchuves
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ACTION TAKEN

Records of the Standing Committee on Specifica-
tions and Tolerances of the National Coaference
of Weights and Measures. Dispose 2 ycars after
positive action completed. —dR—esry—eworri i

BTN S A ML 070 - L2 -
"z 3 N

A weinber of the Office of Weights -and Measures

is the secretary of the Committee. The Bureau
oublishes the Specifications, tolerances and
regulations for Commercial Weighing Devices whicH
are developed from the problems acted on by the
Committee. Amendments are published yearly and

a new book is published about cvery 5 years.

The Burcau prepares and issues training material
of assistance to the State and Local offices
administering weights and mcasures programs.

Records Pertaining to the Plans and
Specifications of Physical Facilities

Record Copies of Blueprints and Sketches of
Buildings. Dispose when bulding is no longer
in custody Of NBS. Iaij e ooy,

et :

7

=
ol
3

, and controls the
ction. A record

ns with any subssquent

:d by huilding nuwaber as
in custody of thie Bureaud

‘fhe Bureau designs-
buildings under its
wcopy of all huilding
modificattions 1s rektx
flong as tLhe huilding

nQ
D
H-

L. -

—~

O o

<

J

[l }..A.P'U C

T.
S

L

Building Construction Files (except those portions
covered by provisions of the GRS). Dispose 10
years after termination of project. Reskiiie

i - 3] L~ _ ] L e

%ﬁ 11l oo “_‘Taj -Lf\

l .

Training Matcerial., Fewsesneimee: A

£ ot nhnﬂnc—wm

L lJ\Js)LJ Lo pu ny ) 3

auasrasled, el I, or Fusearald, : -

These records relate to alteration and construction

bf buildings by contract between the builder =z
POCQ The files includes enuincering, drafting,
planning, estimating, space end inspection papers
Felating to preliminary plens, sSpecs and estimates
developed prior to the award as well as copies of
the coniract, changes in plans, tracinas, extra.

iCOSt cdocuments and related pepers and correspondgnce.

.

Four copics, facluding origizal, 10 o s=bmitled fo the Nalienal MAsclives

16- -5Svi2s-1
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T T 9.
CSCRIPTICN OF ITEM ol 10.
(WITH th SIVE DATES CR RETINTIGN PERIOLS) "'.‘j[ﬁ;LﬁoC?R ACTION TAKEN

kxcept for correspondence relating to the
contracts and reasons for extra costs, the paperd
covered by the GRS are disposable a few years
after completion of the project.

Record copies of the contract and fiscal docu-
ments are maintained by the appropriate unifs.
The remainder of the case file is rctained for
a longer period should any defects or non-
compliance to contract be uncovered.

Building Construction Subject Files. Dispose 5
years after project is terminated. eRevicwr——

T s o g~ ML B s W=EE+ B

These files relate to the construction of Bureau
buildings in the field, and include charts,
estimates, spccifications, modifications and
related correspondence. The file is partially
duplicated in the building case file (item 72)
and is retained for a period sufficicnt for the
administrative necds of the Bureau.

Dispose whenpl year

NYeeV BT, el gt Al D'%"‘Vu-f}'wm&,{irca .S'

Temperature Control Charts.
old. ZIn-2
Readings are made of the ter®rature in various
buildings for the purpose of determining whether
there is a justification for the installation

if AC. Within one year, the installation is
either approved or disapproved and the charts
are of no further value.

Power Plaent Maintenance Log.

N

Dispose whe 2

yours old. Enocly cvaal, moviow every § oyearos
‘These are daily logs maintained by the power
plant showing readings of the various meters and

steam pressure gauges. Their purpose is served
and they have no further use after the readings
have been posted.

Fcour cepies, including originel, fo ba submitted to 1h:a National! Archives

160518 -1
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8 DISCRIPTION CF ITEM
(Wn;_{ INCLUZIVE DATRS OR RETENTICH PLRIOCS)

9

SAMPLE OR
JO3 NO.

10,

ACTION TAKEN

Commitiee Records

Burcau Sponsored and Bureau Associated Technical
Committee and Conference Files.

h. Files of the Secretary. Transfer to the
succeeding SECretary. et
B R R e e e MECam o

be—disposmitte: PEAMBNVEAT

Files of the Chairman. Dispose when appoint-

ment is terminated.

Files of Defunct Committee, except those of
the sSecretary. Dispose 2 years after
inactivated.

Files of Members. Dispose 2 years after
specification or standard is published.

In conformance with the NBS activity to develop
and improve new scientific technological processe
naterials, standards and codes, the Bureau
designates certain members of the staff to becomg
embers of technical committees and commissions
of national and international scope that ithey
pongor or co-sponsor. In each case, the files

£ the Secretary (exclusive of item 69) contain
the files documenting the committees® activities:
the files of other members are disposable after
Fhe period indicated. In those instances where
the chairman of a committe= or subcommittee
operates in the dual function as secretary, the
records will be considered as records of the
secrctary,

Files of Technical Committees not Sponsored by
or affiliated with NBS. Dispose when 5 years

= ol e
old. T <1 e e e e o AL A ok A VA AT S~

These rcecords relate to papers of committees
‘ aving ro direct bearing on the activities of
the Bureau. They are retained long encugh to
fsatisfy the reference needs of the staff.

Torr cories, including crizincl, to ho salmitied to the Netisnal Srehives

1§—58425-1

Gro

o e e g T a8 T



http:Co-nrrritte.es

Tt e L 7

wr vy O .
g‘lr-r. 'Xl! “r'v")' . : T".’;’.) tratlmm JOb No. PBgB
TrleNo. dds .0 . o . ‘ ‘ L - of pages
* REQUEST FOR AUTIIORITY TO DISPOSE OF RECORDS—Continuation Sheet
7 8. DESCRIFTICN CF ITEM . o 10.
s Ko (VITH INCLLSIVE DATZS OR REToTioN FERIODS) S')%[;LE&R ACTION TAKLN

4 GCovernment Standards Committee Records, excluding
those of the Secretary. Dispose 5 ycars after

standard is established. {dameasy e L i
a2 =

fhese rceccords include the committee records
ﬁccumulated in the development of standard
Covernment purchase specifications for the
coordinating agency, GSA, Fed. Supply Service and]
predecessor agencies (the Federal Specification
Board and the Federal Coordinating Service).
Records of the Secretary are retained under Item

76 a.
- A~4“ﬂf&

-\

79. Committee Card File. Redsadm only cne original
act%ﬁe copy of the Directory & 15 yearsg/d,

'

For reference purposes, retain for 15 years the

"Directory of Committee Memberships of the NBS

Staff on ¥ngineering Standards Committees,

published by the Office of Engineering and

Tnformation Processing.

-30. Standing Administrative Commitlee's Records.

a. Reports and minutes of meetings. «adiotmtio.
. Ao spet et rimsnamiieaiter PO AMNPNENT

(ED 211 other papers. Dispose wnen 5 ycars old.

e S T =y o AR o Y J Y aloN™

(Administrative. committees are established by the
Director to assist and advise him in discharge oﬁ
his administrative responsibilities. Included are
the Sheps, Mechenical Facilities, Library,
Editorial, Educational, etc. committecs.)

‘Records of employees! rewards arc covered in the
GRS; Lhose pertaining to Board of U. S. Civil
Service Examiners are records of the Civil
Service Comrrission and not covered herein. The
records of the Program Review Board and the

: Committee on Palents are covered in Itcims 53

and 57.

————— e e — — e —————— e e = e - -

Four copies, including erigizal, to be snbmitted to the National Azchives 16 ~5%42S-1 cro
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8. CL™CRIPTION CF ITEM
(WITH IHCLUSIVE DATES OR RETENTICH PERICDS)

9

SAMPLE OR
Jon NO.

10.
ACTION TAKEN

JBreak card file every 10 years and dispose 10

Personal and Physical-Security

Record Card, ASD—47.@lkkeak inactive employee
case files every year and dispose one ycar later

years later.

Security clecarance is obtained through the
Director, Office of Investigations and Security
of the Depariment of Commerce. The case file
contains copies of papers attesting to the
security clearance of Bureau employees as well as
research associates and guest workers. The
Bureau's file includes papers that may not be in
the Department security file, such as papers
from sponsoring military agencies which have
cleared Bureau employees to work on classified
projects. Case files and card records of
cemployees leaving the Bureau are maintained in
an inactive file,
Certification of visits. Dispose when 2 years ol
lephonic notes, corresponde
ertifying visits of

These files include te
memoranda, and registecrs cs

Bureau employees to sccurity areas outside of
the Department and for visitors to be admitted
to securitv areas within the Bureau. The in-

v

formation is of use in determining what persons
were authorized to he admitted to the area in
question.

pose of individual

Key Receipt Records D
e for.

. is
icafd when key is accounted
iThis is a card record of accountability of keys
Lo areas within the Bureau. The file is
haintained by the name of employee and by room
Pumber. When a key is charged to an individual
cemployee, he signs a receipt which is then filed
Py his name. Upon return of the key, the re-
ceipt is returned and the room card record is
destroyed.

Employee Security Case File and Security Personnegl

> nce,

Tour cosies, inclnding oziqinal, to be snkmitlcd to the Netiox
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Ll .

:(::) Personal and Physical -Security Subject Files.
Dispose wihen10 ycars o/d.

These are the subject files containing corres-
pondence, memoranda, reports, forms and related
papcrs pertaining to personal and physical
security maltiers. The more important records
are cvaluated on Lheir own merits (items 81 and
82).

(::) Security Violation Reports. Dispose when 3 years
old.

Reports are made to the Security Officer advisind
of violations of Department sccurity regulations,
i.e., leaving security area or safes unlocked.
The record is of short time use as the individual
esignated to maintain security in the violated
arca i1s contacted by phone when area or safe is
found unlocked. This is then followed up by a
memo from the Security Officer, (covered in

. Ttem 34).

,Special Authorization to Admit Employees to
T Security Areas. Dispose at expiration of period
covered by authorization.  Iegjebsmipmiyi

I e

This file consists of memoranda from the Securitw
O Zicer authorizing personnel to be admitted to
securily areas. The presence of persons in
ﬁecurity areas is registered by the guards, (Item

EO).

;ists of Persons Authorized to be Adwnitted {0
Security Arces <nd those having combinations to

Safes. Dispose when superseded.

Four copies of lists are prepared for personnel
authorized to be admitted to security areas and
those having the combinations to safes. All

copics are disposable when superseded by a current
. list.

. . .. . co Nelise rrchi - 50425 aro
Forwr copicy, includig eriyinel, 1o be salmitted ta the Natlisnal frchives 16--55425-1
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B. ESCRIPTICN OF ITEM
OWiTH INCLUSH © DATES OR RETENTICN PEFIODS)

Guards' Clock Charts. Dispose when 1 year old.

These are machine charts that record the time
that the guard making the round of his stations
inserted the key into the clock.

Post Assignieents Form ASD-40. m@k’-

Atk b’yedrs dﬂde-aibe-.-.
This is a record of guards on and off duty, for
each watch, pistol and radio assignments, and
other pertinent information.

Log Books and Registers.

a. Central guard office master logs. Dispose
when 2 years old.

b. Register of employees admitted after work-
ing hours. Dispose when 2 years old.

These legs and regisiters note names of guards
on duty, special instructicns, messages for
guard coming on duty, reports of accidents, pro-
prriy passes collected and reports of relaiaed
guard duties. The logs are retained long enough

to satisfy all administrative and security neecds

—

Accident Records 2nd Related reports. Dispose

6 years after case is closed.

hese records relate to motor vehicle and other
ccidents on or off Bureau grounds, and relaited
ort claims. The files are retained long

h to satisfy the administrative and legal

ﬂJ"—_s

(D r.

noug
needs.
Civil Defense wardens card records. (Not
active at this time, but cards assigning
indivicuals do exist.) Dispose of individual
card when appointment is terminated.

These cards show name and station of the Civil
Defense wardens,

9.

SAVPLE CR
JoB NO.

. 10.
ACTION TAKEN

- - - . . .. - et S
Tour coples, including original, to be rubmitted to the Netgona]l Archives

15—-5G528-1 .o
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Report of Lost Property (NBS 20). Dispose 2 hon
afles one year 4‘&[)

This form is used to show article(s) lost,

date, owner, etc,, and action taken by t-he

guard. It is rctained only long enough to

satisfy administrative needs. (This form is
also used when property is found.)

Emergency Request for ILeave. Dispose sEsan wien
1 year . ‘
This is an internal form showing person
requesting emergency leave, who made the
request and the reason. It is retained long
enough to satisfy administrative needs.

Four coples, includiag eriginal, fo be sahmitied fo the heticaal Archives

10—55428-1
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Page
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POSE OF RECORDS- Continualion Sheet

of pages

8. CLZCRIPTICH CF ITEM
(OViTH INCLUZIVE DATCS CR RLTENTION PZRIODS)

BUDGETARY RECORDS

are financed from three sources: from appro-
agencies for specific research and
deve lopment tasks; and from payments by in-
dustrial concerns, universities, research in-
stitutions and government agencies for specific
calibration or testing services. )

by other

In carrying out its budgetary functions, the
Bureau creates or compiles, on a continuing
basis, the following seri.s of records:

a. Correspondence files showing Bureau policy
and procedures governing budget administration,
and reflecting policy decisions affecting ex-

penditures for Bureau programs.
ey REP-CTEEEE a1~

1 - s
ATWZ T, e

W\

Tera s-r\—a_r'c'

p\_.gu.(.u‘vxxk-_a._l 7

b. Official file copies of budget estimates
prepared or consolidated at the Bureau, com- ~
prising appropriation language sheets, narrative

nts and re1ated scheoules and data.

A
e g

statem

D Ao .
LT mAHQIILLIL_L_Y, T ANV LN

¥9€?9‘[2«ya¢gb,4uM~h1;1 1’}4uoqu/

Correspondecnce files of the Budget Section
not otherwise covered in this schedule, as
well as copies of Item (&) in various offices
rand dividions in the Bureau. Destroy 1 year
after the close of the fiscal year covered by
the budget,

“RITXTIZS

=4

wOrkpapers, cost statements and rough data
accuinulated in preparation of annual budget .
estlmutes including duplicates of papers des-
lbribed in Item (b). Dispose 3 years after the

lose of the fiscal year covered by the Budget.

Apportionment and reapportionment schedules,
roposing quarterly obligations under each
authorized appropriation. Dispose 2 years after
the close of the fiscal year involved.

The activities of the National Bureau of Standarfls

-

priations provided by the Congress; from paymentsg

Fewr corics, inclnéing original, to be aubmitled to tl:o National firckives

9.

SAYTLE OR

JO3 NO.

Retaitr PEAMANEAT

. 10.
ACTION TAKEN

16—E23425-1 Gcra



mailto:1.@I\iOvPJ
mailto:1lCi't,t.":;aol?@-li2

W <l Plarm

B - b
AR AR R ARY . »
oo A T mation
. .

Mo

1 n -

IOV S O S PR )
REQUEST FOor ABTHORITY T'O DISPOSHE OF RECORVS—
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Aporopriation folders containing a complete
Tontractual and financial Vistory of cach re-
search project sponsored by another Government
ageney.  Dostroy 12 years afiter the fiscal year
in which the project was alosed.

Projeact folders for each sponsored rescarch
Toject, Tncludes the project authorization
notice and occasionally the project order and
related correspondence. Destroy 7 years after
the fiscal year in which the project was closed.

(::) Periodic reports on the status of appropriat
wTccounts and apportionments.

1. End of fiscal year report. Dispose 4 year
after the close of the fiscal year covered
by the report.

2. All other reports. Dispose 2 years after

the close of the fiscal year coverced by
the report.

f
‘b No.

Conlinualion Sheet

> . R - P s e . . e -ows
Forx cepict, includling eriginel, 1o he autmiitlied to e Netlomud Juchives

v
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8. DEXCRIPTICN OF 1TEM
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9

SAMPLE OR

10.
ACTION TAKREN

Supply Division - Property Management

Computer Output Microfilm -

Hard copies of the NBS Capital Equipment Re-
ports are produced monthly, accumulated for
three (3) months, and then microfilmed via
computer. After the COM is produced, the hard
copy 1s destroyed and the microfilm is re-
tained. '

The original COM is stored in a safe in the
Accounting Division offices. A copy is re-
tained by Supply Division for reference purposes

Both the original and the copy may be destroyed
at the end of 9% years.

Procurcment -
Contract, requisition, purchase order, lease and
bond and surety records, including correspondenc
and related papers pertaining to award, administ
tion, receipt, inspection, and payment.
1. Procurement or purchase org. copy and relat
papers. 19,000 .

a. Transactions of more than S$e==ss8.. Dispos

6 years after fin 2 Pigment.

b. Tiransactions of $ r less. Dispose

3 years after final payment.

JoB NO.
=3
ra-
=d

Four cogles, including original, to be eukmiticd 1o the Neticnal Axchives
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8. DLSCRIPTICY OF ITEM
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9

10.

SAVPLE OR ACTION TAKEN

JO3 NO.

ACCOUNTING RECORDS

Administrative

Administrative correspondence, reports and data
relating to voucher preparation, administrative
audit and to other accounting and disbursing

following schedule for Accounting program re-
cords.

a. Files used for workload and personnel
management purposes. Dispose after 2
years,

b. All other files. Dispose after 4 years.

Quarterly History (individual earnings by
quarizr, by division). Records Office trans-
fers to NPRC, St. Louis, Mo. and they are to
be disposed of 56 years after date of last
entry.

Out Folders (Personnel folder of separated
employse). Records Office transfers to WXRC,
Suitlend, .Md., after audit by ¢20 or after

3 yrs.,viichever is earlier. WNRC destroys when
1O years old.

T&A Cerd for separated employees. Records
Office trensfers to NPRC, St. Louis, Mo. after
audit by GAO or after 3 yrs., whichever is
earlier. NPRC destroys when 10 years old.

T&A Card for Active employees. Records Office
transfers to WNRC, Suitland, Md. after audit
by GRO or after 3 yrs., whichever is earlier.
They are destroyed after 10 years old.

Authorizetion Card and Record of allotment.
Dispose when bond allotment is cancelled or
changed.

f . —-

operations. EXCEPT as otherwise provided in the

' Bond Listings. May be disposed of after 4 years.
1

. - . .. . PO O
Four ceples, including eriginad, to be submittzd to the Natlonol &rcldves

ITHDRAKM

L/ITHDRAWN
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M{\THDRAUILS
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WITHDRAMIN,

WITHDRAWN -

VJITHDRAKY

BTHDRAWN

16—&2423-1 GPrQ
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ud. Application for Leave SF 71. Dispose after WITHDRAWA
audit by G20 or after 3 years, whichever is

earlier.

1L05. Application for Leave SF 1150 (leave transcript) WITHDRAWN
taken immediatelv prior to separation. Filed
in cmployee's Personnel--Folder.

106. |Notifications of personnel action, exclusive of
those in Official Personnel Folders.

a. Pay or fiscal copy. Dispose after GAO audit
or after 3 yrs., whichever is earlier.

b. Chrono file copies. Dispose after 2 years.

c. All other copies. Dispose after 1 year.

107. Quarterly Federal Tax Returns. Destroy when WITHDRAKM
GAO audit has becn completed or after 3 years, o
whichever is earlier.

*.108. 7i.thholding Statements (W-2). Dispose after WITHDRAWN
4 years.

-109. Withholding tax exemption certificates (W-4). WiTHDRAWN
Dispose 4 ycars after card is superseded or
obsolete.

110. Reports of insurance deductions and related WITHDRAWN
'papers including copies of vouchars and schedule ’
of payment. Dispose aliter 4 ycars.

111, Retiremcnt Transactions and Separations. Dispose WITHDRAWN
when CGAO audit for the following fiscal year is
complete or after 4 years, whichever is earlier.

related certification sheets; and Memorandum VITHORAWN
copies of discal schedules involved in payroll S
processing. Dispose after audit by GAO or
after 3 years, whichever is earlier.

12. Mecmorandum copies of payrolls, check lists and

13, ‘Payroll control registers. {(and
‘Payroll chenge slips. Dispose after audit by
GA0 or after 3 years, whichever is earlier.

WIITHDRAWN

Fonr copier, including criginal, fo ke submitted fo the Nationel Archives 18 ~52425-1 29




ataredared b
. R I |
Toe cal Iy s Y

7.
tTeM 50

‘e

116.

117.

118.

h.

crint N, 115
ey
NIoe

Laedd .

—— e -

37

Page = -
of

ey —_—

lrateon .
* PRUM
B . - PAgRes

@ L 3

REQUIST FOR AUTHORITY TO DISFCSE OF RECORDS—Continuation Sheet

9.
SAMPLE OR
JO8 HO.

10.
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(WITH INCLUSH E DATES OR RETENTION PLRICDS)

WiTHDRAWM

Voucher and Schedule of Payments. Destroy
4 years after period covered by account.

Labor Distribution Corrections. Destroy when
GAO audit for the following fiscal year is
complete, or when 3 years old, whichever is earl

WITHDRAUN

Her.

Advance of Funds, Application and Account for.
Records Office transfers to FRC when GAO audit
for the following fiscal year is complete, or wh

yrs. old whichéver is earlier. Review every 5
Bills for Collection. Destroy 4 years after
period covered by account.

WITHDRAWN

Sl
YIS,

WITHDRAWN

Cost Reimbursement Contract Folder. Destroy WITHDRAWN

after 10 years.

Cost Reimbursement Type Contacts (R&D). Records
office transfers to FRC after obtaining approval
from GAO, or when 3 years old, whichever is
carlicer. Review every 5 years.

Numbered Contract. Includes Invitation, Bid and
Award, and Construction Contract. Records Offic
transfers to FRC when GAO audit for the following
fiscal ycar is complete, or when 3 yrs. old,
whichaver is earlier. Review ever 5 yrs.

WiHDRAWN

WITHDRAWN

(S

Batch Control.
following fiscal year is complete,
years old, whichever is earlier.
Invoice Received Card File. Destroy 10 years
afrer thz last activity.

Destroy when G20 audit for the

11 HDRAWN
or when 3 -

/1) HDRAWN

Deposits, Certificate of. Destroy 4 years after WITHDRAWI

period covered by account.

WilHDRAWA

Cash Journal. Destroy 4 years after period covered

by account.

Detail of Projects Transactions. Destroy when
GAO audit for the following fiscal year is
complete or when 3 years old, whichcver is
carlier.

WITHDRAWN

Allotment Iedger. Destroy 10 years after close

. WITHDRAWN
of fiscal year involved. )

Four copies, intluding erigined, to be suimnitied fa the Naotions! ZA:zchives <o
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7. Limitation Ledger. Destroy 10 years after close RUITHDBAUM
of fiscal year involved.

Fa., General Ledger. Destroy 10 years after close g@@ﬂﬂﬂ
of fiscal year involved.

29. Real Property Subsidiary Lgdger. Reta%n for FIITHDBAN
20 years from date and review for possible —
destruction.

1.30. Nonexpenditure Transfer Authorizations. Destroy WITHDRAVIM
4 years after period covered by account. :

131, Purchase Order. Includes receiving and inspectién .
recports and reservation cost folder. Records gmmmuu
Office transfers to FRC when GAO audit for the
following fiscal year is complete or after 3
years, whichever is earlier. Review for disposal
6 years after final payment.

132, Vendor's Invoice. Records Office transfers to FRC VI THDRAMAL
when GAO audit for the following fiscal year is i B

. complete or after 3 years, whichever is earlier.

. Review for disposal 6 years after final payment.

133. Accounting Data. Destroy 10 years after close WITHDRAWN
of fiscal year involved.

134, Project Authorization. “Destroy when audit for

D . - : WITHDRAWN
the following fisceal year is complete.

135. lBil]'.s Issued Register. Destroy 4 years after p/ITHDRAWN
period covered by account. : -

136. Consolidation of Daily Batch Control into weekly m
totals. Destroy when GAO audit for the following ﬂ@ﬂ@ i
fiscal year is complete or after 3 years, which-
ever is earlier.

137. Leport of Agent Cashier Accountability. Destroy ' WITHDRAWN
4 years afier period covered by the report.

38, Buah@t Status. Destroy 4 years after period FITHRRANN
‘covered by the report. -

139. Pr1nt1ng and Binding Requisition. Records Officd FIITHCRAN
%rcnsfcrs to FRC when GA0 audit for the following : =
l

iscal year is complete or after 3 years, which- i

Forx C-"ucs, inclining c:iginal, to be submiticd to tho MNetignal Archives 16—52425 -1 GPO
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RTQUNST FOR AUTHORITY TQ DISPOSE OF RECORDS—Continuation Sheet

8. DESCHRIPTION OF ITEM
(WITH I%CLUSin D DATES ©a RETENTICH PLRIODS)

9.
SANMPLE OR
JO3 NO.

ever is earlier. Review 3 years later for

disposal.

Purchase Requisition. Including open end
coniract, petty cash purchases and charge ac-
counts. Records office transfers to FRC when
Ga0 audit for the following fiscal year is
complete or after 3 years, whichever is earlier.
Review for disposal 6 years after final payment.

Apportionment (SF 132)
Canceled Checks
Collections
Reapportionment
Voucher Deductions

Destroy above 4 years after period covered by
the schedule. ’

Unliguigated Obligations. Destroy all schedules
except the June 30 schedule when the GAO audit
for the following fiscal year is complete.
Destroy the June 30 schedules after 10 yecars.

Appropriation, Fund and Receipt Transactions.
Destroy 4 years after period covered by the
statement.

Projoect Summary Statcenent. Destroy all reports
except the June 30 report when the G20 audit for
tlhe "0ollcwing fiscal year is complete. estroy
the June 30 report after-10 years.

Sumnary Statement of ‘Projects. Destroy when
GRAO zudit for the following fiscal year 1is
complete, or after 3 yecars, whichever is earlierr

Transactions, (domcstic and foreign). Destroy
4 years after period covered by the statement.

Transportation Request (copy). Destroy 3 years
after period covered by related account.

Travel Order Folder. Destroy after 10 years,
following GAO concurrence.

oot copizs, including criginzi, fo be sulmitied fo the Ivational Jrchives

- 10
ACTION TAKIN

WITHORAWN

WITHDRAWN

WITHDRAWN

WITHDRAWN,

WITHDRAWN

WIIHDRAWYN
WITHDRAWN
WITHDRAWN

RITHDRAWN

16 - Suian-1 Gy 0
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS—Continuation Sheot

T T 8. CLSCRIPTICH OF 1TEM . L2 10.
”t.?{‘.\-o (¥ITH IMCLUSIVE DATES GR RETEUTICN PERIOCS) SAJ'OZI ‘E(ER ACTION TAREN
" 149. Undisburscd Appropriation Account. Destroy JATHORAWN
4 ycars after period covered by the account.
150. Correction of Errors, Voucher and Schedule to PITHORAWN
effect. Destroy 4 years after period covered il
by the voucher. i
151. Journal. (SF 1917G). Destroy 4 years . fter WITHDRAWN
period covered by voucher. '
' : t
P2, Payment, Voucher and Schedule of (copy). Destroy WITHDBAWN
4 years after period covered by voucher.
153. Transfer between Appropriation abd/or Funds, WITHDRAWN

Voucher for. Destroy 4 years after period
covered by account.

154, Transportation Charges, Public Voucher for.After| payment/ WIHIBANN

Transfer to GAO for audit, (Memo copy is_destroyed
when GAO audit for following yy. is complete or atter
.o 3 years, whichever is earlieér.

155. U.?S. Gbvernment Bill of Lading (SF 1103). After \WiLEDRANN

payment, Transfer to GAO for audit.

(Memorandum Copy is to be destroyed after 10

> years.)

156. | Voucher and Schedule of Withdrawals and Credit. WiTHDRANN
Desiroy 4 years after period covered by voucher. 1T

157. LLpropriation Warrants. ' Destroy 4 years after QITHDRAWN
period covered by warrant. -

58. Procurement Files, consisting of formal contracts

or agreements with universities, commercial con- RTHDRANN
cerns3 and individuals for R&D work and related e
papers.

a. Transactions of more than $2,500. Dispose
6 years after final payment.

b. Transactions of $2,500 or less. Dispose
3 years after final payment.

~ 7
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