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REQUEST FOR RECORDS DISPOSITION AUTHORITY
(See Instructions on reverse)

LEAVE BLANK

JOB NO.

N1-378-50=~1

TO: GENERAL SERVICES ADMINISTRATION

NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408

DATE resubm

. 5/23/90

1. FROM (Agency or establishment)

Economic Development Administration

NOTIFICATION TO AGENCY

2 MAJOR SUBDIVISION

Deputy Assistant Secretary for Grant Programs

In accordance with the prowvisions of 44 USC 3303a
the disposal request, including amendments, is approved
except for items that may be marked ’‘disposition not
approved’’ or “withdrawn’ in column 10 If no records

3. MINOR SUBDIVISION

are proposed for disposal, the signature of the Archivist is
not required. 1’ l ¢

4. NAME OF PERSON WITH WHOM TO CONFER

Lecn Douglas

5. TELEPHONE EXT.

377-5353

6. CERTIFICATE OF AGENCY REPRESENTATIVE

| hereby certify that | 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 _ 2 page(s) are not now needed for the business of this
agency or will not be needed after the retention periods specified; and that written concurrence from the General
Accounting Office, If required under the provisions of Title 8 of the GAO Manual for Guidance of Federal Agencies, is

attached.

A. GAO concurrence: [:I is attached, or D‘is unnecessary.

8. DATE C.SIGNATURE OF AGENCY REPRESENTATIVE D.TITLE .
5/23/90 | < Department Records and Forms
Management Officer
LA M. (lagg 9

7 = 9.GRSOR [ 10. ACTION

ITEM . DESCRIPTION OF {TEM SUPERSEDED TAKEN
NO (With Inclusive Dates or Retention Periods) JOB {NARS USE

: CITATION ONLY)

SAIAGOX

Deputy Assistant Secretary for Grant Programs
EDA Fublic Works Project Case Files

See attached for description of Office activities and {he
revision necessary to the EDA Record Schedule NC1-378-79-2,

OIS WY SN

This supersedes\ Job o. N1-378-90-1
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Public Works Approved Project Official Case Files. The
official case file is maintained in the appropriate
regional office and contains a copy of the application
with all supporting documents, a copy of all
administrative actions relating to the application or
to the approved project, copies of all pre-approval
review actions, certification requirements, post
approval reports, and related planning and construction
papers.

A. Retain Samples. Retain the first case file closed
during each even fiscal year.

B. Non-sampled case files that were retired to FARC
before the approval of this job. (Note: No
future retirement of case files to FARC is
authorized under this item.)

(1) Documentation not needed to protect
government's rights and interest that exist
15 years after closure.

Destroy when 15 years old.

(2) Documentation needed to protect government's
rights and interest that still exist 15 years
after closure.

a. Hard copy of documentation: Destroy
upon verification of microfilm. If,
documentation is not microfilmed destroy
when useful economic life of project has

ended.

b. Microfilm of documentation: Destroy )
when useful economic life of project has
ended. '



Non-sampled case files retired to FARC after the
approval of this job.

(1) Case files pertaining to projects with a
useful economic life no greater than 15 years:

Transfer to FARC 6 months after closure.
Destroy 15 years after closure.

(2) Case Files pertaining to projects with a
useful economic life greater than 15 years:

Microfilm documentation needed to protect
government rights and interest that will
exist 15 years after closure.

a. After microfilm is complete and
verified, retire case file to FARC,.
Destroy such case files 15 years
after closure.

b. Microfilm of documentation needed to
protect government's rights and
interest.

Destroy when useful economic life of
project has ended.

(This item supercedes NC1-378-79-2 Item No. 453)
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REQUEST FOR RECORDS DISPOSITION AUTHORITY

(See Instructions on reverse)

LEAVE BLANK

JOB NO

N1-378-90-1

TO GENERAL SERVICES ADMINISTRATION

NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408

DATE Tesubm a

5/23/90

1 FROM (Agency or establishment)

Economic Development Administration

NOTIFICATION TO AGENCY

2 MAJOR SUBDIVISION

Deputy Assistant Secretary for Grant Programs

3. MINOR SUBODIVISION

In accordance with the provisions of 44 USC 3303a
the disposal request, including amendments, is approved
except for items that may be marked '‘disposition not
approved” or “withdrawn’ n column 10 If no records
are proposed for disposal, the signature of the Archivist is
not required.

4. NAME OF PERSON WITH WHOM TO CONFER

Leon Douglas

5. TELEPHONE EXT.

377-5353

DATE ARCHIVIST OF THE UNITED STATES

6. CERTIFICATE OF AGENCY REPRESENTATIVE

| hereby certify that | 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 _2 _____ page(s) are not now needed for the business of this
agency or will not be needed after the retention periods specified; and that written concurrence from the General
Accounting Office, If required under the provisions of Title 8 of the GAO Manual for Guidance of Federal Agencies, I1s

attached.

A. GAO concurrence: D is attached; or D‘is unnecessary.

B. DATE C. SIGNATURE OF AGENCY REPRESENTATIVE

D. TITLE

Department Records and Forms
Management Officer

5/23/90 i \‘/Y\ ()
7. \”
ITEM . DESCRIPTION OF ITEM

(With lnchum Dates or Retention Periods)

NO.

9. GRS OR 10. ACTION
SUPERSEDED TAKEN

JOB (NARS USE
CITATION ONLY)

DERIAAEX Deputy Assistant Secretary for Grant Programs

\

EDA Public Works Project Case Files

See attached for description of Office activities and the
revision necessary to the EDA Record Schedule NC1-378-79-2.

M/LM

This supersedes Job No., N1-378-90-1




Public Works Approved Project Official Case Files. The
official case file is maintained in the appropriate
regional office and contains a copy of the application
with all supporting documents, a copy of all
administrative actions relating to the application or
to the approved project, copies of all pre-approval
review actions, certification requirements, post
approval reports, and related planning and construction
papers.

A etain Samptres——Retain the first case file closed
during scal year.

NC1-378- 79-2-h53a
B. Non-sampled case files that were retired to FARC
before the approval of this job. (Note: No
future retirement of case files to FARC is

authorized under this item.)

(1) Documentation not needed to protect
government's rights and interest that exist
15 years after closure.

Destroy when 15 years old. NC1-378-79-2-153b

(2) Documentation needed to protect government's
rights and interest that still exist 15 years
after closure.

a. Hard copy of documentation: Destroy
upon verification of microfilm. If,
documentation is not microfilmed destroy
when useful economic life of project has
ended.
: NC1-378-79-2-453b
b. Microfilm of documentation: Destroy
when useful economic life of project has
ended.

NC1-378-79-2-453b



Non-sampled case files retired to FARC after the
approval of this job.

(1) Case files pertaining to projects with a
useful economic life no greater than 15 years:

Transfer to FARC 6 months after closure.
Destroy 15 years after closure.
NC1-378-79-2-L53b
(2) Case Files pertaining to projects with a
useful .economic life greater than 15 years:

Microfilm documentation needed to protect
government rights and interest that will
exist 15 years after closure.

a. After microfilm is complete and
verified, retire case file to FARC.
Destroy such case files 15 years

after closure.
NC1-378-79-2-L53b

b. Microfilm of documentation needed to
protect government's rights and
interest.

Destroy when useful economic life of
roject has ended.
proJ NC1-378-79-2-L53b

(This item supercedes NC1-378-79-2 Item No. 453)



REQUEST FOR RECORDS DISPOSITION AUTHORITY

LEAVE BLANK

JOB NO,
(See Instructions on reverse)

NMI-318-%9-1

TO* GENERAL SERVICES ADMINISTRATION
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408

DATE RECEIVEP Z//7/? o

1. FROM (Agency or establishment)

Econcmic Development Administration

NOTIFICATION TO AGENCY

2. MAJOR SUBDIVISION

Deputy Assistant Secretary for Grant Programs

3. MINOR SUBDIVISION

not required.

In accordance with the provisions of 44 U S.C. 3303a
the disposal request, including amendments, 1s approved
except for items that may be marked ‘‘disposition not
approved” or “withdrawn’’ in column 10. If no records
are proposed for disposal, the signature of the Archuvist is

4. NAME OF PERSON WITH WHOM TO CONFER 5. TELEPHONE EXT. [DATE

Sherry M. Cage 377-5481

6. CERTIFICATE OF AGENCY REPRESENTATIVE

| hereby certify that | 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 ___3  page(s) are not now needed for the business of this
agency or will not be needed after the retention periods specified; and that written concurrence from the General
Accounting Office, if required under the provisions of Title 8 of the GAO Manual for Guidance of Federal Agencies, Is

attached.

ARCHIVIST OF THE UNITED STATES

Y

A. GAO concurrence: D is attached; or EI is unnecessary.

8. DATE C. SIGNATURE OF AGENCY REPRESENTATIVE D.TITLE
/\‘\k Department of Commerce
2/2/90 x~_§> . Records Management Officer
2 \ ~ g 9.GRSOR | 10. ACTION
ITEM . DESCRIPTION OF ITEM SUPERSEDED | TAKEN
NO (With Inclusive Dates or Retention Periods) ClT.ﬂB'ON (Ng:f #SE

Deputy Assistant Secretary for Grant Programs
EDA PUBLIC WORKS PROJECT CASES FILES
See attacheé for description of office activities

and the revision necessary to the EDA Record
Schedule NC1-378-79-2

m—a At A smsn PAaRLs a4 sAELs &2



The Deputy Assistant Secretary for Grant Programs provides
direction to headquarters and regional activities regarding
EDA's grant programs under Title I, III, IV, and IX of the
Public Works and Economic Development Act of 1965, as
amended, and develops policies and procedures for the
implementation of those programs authorities. The following
identifies those programs and the principal functions of the
Deputy Assistant Secretary in their implementation:

o PUBLIC WORKS

1. Coordinate and oversee the operation of the Title I
and IV, Public Works and Development Facilities
Programs, monitor the projects awarded under Title
I of the Public Works Employment Act of 1976 (LPW),
as amended, the Community Emergency Drought Relief
Act of 1977, and the Emergency Jobs Act of 1983-84;

2. Develop policies and procedures for implementation
of these programs and for the implementation of
public investment programs;

3. Direct the specific program authorities; and

4. Oversee post-approval management of all public

investments, including Title IX construction
projects.

o TECHNICAL ASSISTANCE AND RESEARCH

1. Coordinate and oversee the operation of the Title
III Technical Assistance programs, and the Research
and Evaluation programs and activities; and

2. Evaluate, integrate and disseminate the results of
EDA sponsored research as well as other research
findings that are relevant to EDA's objectives.

0 PLANNING

1. Coordinate and oversee the operation of the Title
ITI Planning programs, including grants to states,
cities, counties, districts, non-profit
organizations, and Indian tribes;

2. Develop policies and procedures for implementation
of these programs; and

3. Provide post-approval assistance, taking into

et M L mmn~A Aw A



o TITLE X SPECIAL ADJUSTMENT ASSISTANCE

1. Coordinate and oversee the operation of the Title
IX Program, including both the Sudden and Severe
Economic Dislocation and the Long Term Economic
Deterioration programs.

2. Develop policies and procedures for implementation
of these programs; and

3. Provide post-approval assistance, taking into
account program and policy compliance and
appropriate measures to correct noncompliance.

Justification for Disposition Change: Since the previous
decisions were made on how long to retain files before
disposal, there have been numerous instances where a grantee
attempted to sell, lease, or change the purpose of property
resulting from a Public Works grant or loan or a Business
Loan or Loan Guarantee. In these cases, it is absolutely
imperative that the essential documents identified in this
revision be retained for a maximum length of time. The
Grant Financed Assets Survey Task Force has identified the
routine destruction of such documents as a significant issue.

Essential documents that must be maintained are the: grant
offer and amendments, special terms, general terms, the EDA
506, the application, and such other documents that may be
identified.

~——



1. Public Works Approved Project Case Files. The cases are
closed when construction is completed and the final EDA payment,

if any,

is made. Each closed project is stamped to show the

dates on which these actions occur.

a.

Official Case File. The official case file is
maintained in the appropriate regional office and
contains a copy of the application with all supporting
documents, a copy of all administrative actions
relating to the application or to the approved project,
copies of all pre-approval review actions,
certification requirements, post approval reports, and
related planning and construction papers.

Transfer closed cases to FARC 6 months after closure.

= i les. Retaln‘the—%*;st_casg_g;;e closed

durin NCla378-79=2=}53a

(2) All others - Dispose 25 years after closure.

NC1-378=79-2=453b
Washington Duplicate File. The skeleton f£1e7fs k53
maintained in the EDA headquarters office in

Washington, D.C. and contains such items as a copy of
the application with supporting documents, a copy of
administrative actions relating to the applications or
the approved project copies of pre-approval review
action, certification requirements, post-approval
reports, and planning and construction papers.

Dispose 25 years after date of closure. . ’
P Y \ NC1-378-79-2-348

(This item supersedes NC1-378-79-2 Items 345 and 453.)

5L ek 227
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BACKGROUND

Relevant Portions Of Job No., NC1-378=79-=2
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Start a new file at the beginning of each fiscal
year and retire to SHA 1 vear later. Dispose

w“hen 5 years old.

3J43. Public Works Correspondence File. These are copies
of replies to correspondence trol Congressmen , Govern-
ment officials, Governors, Members of State Legislatures,
Mayors, and private citizens requesting information about
public works projects. These copies are maintained for
use in the central preparation of such replies. Record
copies of these papers are filed in the appropriate pro-
ject case folders. They are arranged first by state

thereunder ch:onoloqically.

Retire to SHA when 3 years old and dispose
when 5 years old.

344. Press Releases. These consist of one copy of each
project press release at headquarters and district level.
Record copies are filed in the appropriate project case
£1les and a collected set of record copies is maintained
in the Newsroom, Office of the Secretary.

Dispose when they have served thei- purpose.

345. Public Works Aporoved Project Case Folders. These
are project case fllea which comprise the so-called
“washington Duplicate.” The record copy of each of

these case files is maintained in the appropriate
regional office. The skeleton file maintained in Wash-
ington may ccntain such items as a copy of the applica-
tion with supporting documents, a copy of administrative
actions relating to the applications or the approved pro-
ject copies of pre-approval review action, certification
requirements, post-approval reports, and planning and

construction papers.

The cases are closed wvhen construction is completed anad

the final EDA payment, if any, is made. Each closed
project is stamped to show the dates on which these

actions occur.

Retire all closed cases to SHA at the end of each
quarter and transfer to WNRC 2 years later. Dis-
pose 10 years after date of closure.

213
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REQUEST FOR RECORDS DISPOSITION AUTHORITY )

LEAVE BLANK

(See Instructions on reverse)

JOB NO.

”)-3’75’—90"/

TO' GENERAL SERVICES ADMINISTRATION
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408

DATE RECEIVED /Z//7/? > /

1. FROM (Agency or establishment)

NOTIFICATION TO AGENCY /

Econcmic Development Administration
. MAJOR SUBDIVISION

Deputy Assistant Secretary for Grant Programs

. MINOR SUBDIVISION

S

In accordance with the prowisions of USC 3303a
the disposal request, including amendr#ents, is approved
except for i1tems that may be markgd “disposition not
approved” or “withdrawn” in colyin 10 If no records
are proposed for disposal, the signdture of the Archivist 1s
not required. P

4. NAME OF PERSON WITH WHOM TO CONFER S. TELEPHONI‘E EXT.

Sherry M. Cage 377-5481

DATE ARCHIVIST HF THE UNITED STATES

.CERTIFICATE OF AGENCY REPRESENTATIVE

~~

| hereby certify that | am authorized to act for this.agency in matters ;SEFT‘éining to the dposal of the agency’s records,

that the records proposed for disposal in this Request of ___ 5 pagel(s

)arenotn needed for the business of this

agency or will not be needed after the retention periods specified; and that writj#n concurrence from the General:

Accounting Office, if required under the provisions of Title 8 of the GAO
attached.

A. GAQ concurrence: [___l_is attached; or- EI is unnecessary.

Manualfor Guidance of Federal Agencies, is'

B. DATE C. SIGNATURE OF AGENCY REPRESENTATIVE . D.TITL ,
) « ’\{\K Depaf-tment of Commerce
2/2/90 \\i . rds Management Officer
Y \\ N g - - - 9. GRS OR 10. ACTION
ITEM - L . DESCRIPTION OF ITEM SUPERSEDED TAKEN - -
NO : (With-Inclusive Dates or Retention Pgtiods) Jos (NARS USE . .
. CITATION “ONLY)
Deputy Assistant Secretary for grant Programs
EDA PUBLIC WORKS PROJECT ES FILES
See attached for description of office activities
and the revision necedsary to the EDA Record
Schedule NC1-378-79 -
DWV%TCZCOQJCO 13\/ SibmissioM
/
15-108 NSN 7540-00-634-4064 STANDARD FORM 115 (REV. 8-83)

Prescribed by GSA
FPMR (41 CFR) 101-11.4



- TO GENERAL SERVICES ADMINISTRATION

R

< 4 H 7 g a5 o - ‘\
- * X M . f’n\
. B ‘ K _GH, . \17 -
DR GR g
» . L - e ‘ .
REQUEST FOR RECORDS DISPOSITION AUTHORITY L s — - LEAVE BLANK
- (See Instructions on reverse} NI-2378-90-]

DATE RECEIVED

,,Z/’7/9o

NATIONAL ARCHIVES AND RECORDS SERVICE WASHINGTON DC 20408
1. FROM (Agency or establishment) .

NOTIFICATION TO AGENCY /

Econamic Development! Adtm_nlstratlon r

2. MAJOR SUBDIVISION

Deputy Ass:.stant Secretaxy for Grant Programs’ t

3 MINOR SUBDIVISION

adue
P =
salaiid 2 7

.3 L Al e o ezt

In accordance with the provisions of 44 USC 3303a
the ‘disposal request, including ‘amendpents, is approved
except for |tems that may be markéd '

approved” or
are proposed for drsposal the sig
. e . s . not required

‘disposition not, A
n 10 If no records
ture of the Archivist 1s =~y

“withdrawn’’ in col

1S

£

5. TELEPHONE EXT.

377-5481

4 NAME OF PERSON WITH WHOM TO CONFER DATE

" Sherry M. Cage.

ARCHIVISTOF THE UNITED STATES

6. CERT|FICATE OF’ AGENCY REPRESENTATIVE

] hereby certlfy that I am authonzed to act for this agency in matters pertaining to the
that the records proposed for disposal in this Request of ____3 - page(s) are not n

Accountlng Office, If required under the provisions of Title 8 of the GAOQ. Manu

O |

2,

L

a~

C S| NATURE OF AGENCY REPRESENTATlVE D. TITLF/ ‘_‘
A “ Q\ L\{\k ‘ t of Commerce ) -
2/2/90 \ rds Management Officer .
7 : ~ - 9. GRS OR 10: ACTION _ -
ITEM N 8 DESCRIPTION OF ITEM SUPERSEDED TAKENE
NO L . T(With Incluswe Dates or Reten hon/Bézods) JOB (NARS ljSE’
- * CITATION ONLY,

attached , .
{ 3

A ‘GAO concurrence: D Is attached, or;@ IS unnecessary

sposal of the agency's records, -
needed for the busmess of thls

B. DATE

Deputy Assistant Secretary fcycrani: Programs

Lo ‘ EDA‘PUBLIC WORRS PRQTECI‘ SFILES

O

- N ¥ o fer o

' See attached for descr
- and the revision n sary to.the EDA Record

'...Schedule NC13378-79~2

Sw§ev c ecf)&co }3\/

¥ption of office activities

. ,\
_ r
<M—L)VY\»SSoD'i\) (J

~ ERN

w tn T ]

Aod

-1

NSN 7540-00-634-4064

/.15-103 L - ; .

STANDARD FORM 115 (REV. 8-83)
Prescnbed by GSA
< "FPMR (41 CFR) 101- 11 4"~
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(See Instructions on reverse)

REQUEST FOR RECORDS D|§POSITION AUTHORITY

.,
%

LEAVE BLANK

JOB NO.

/‘u/l"...)

& - G-/

TO- GENERAL SERVICES ADMINISTRATION

NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408

DATE RECEIVED

AN

1. FROM (Agency or establishment)

Econcmic Development Admmmtcatlon

NOTIFICATION TO AGENCY,'

2. MAJOR SUBDIVISION

Deputy Ass:.stant Searetaxy for Grant Programs

3. MINOR SUBDIVISION

. N
y - -

In accordance with the provisions of 44 USC 3303a
the disposal request, including amendments 1S approved
except for |tems that may be ma;ked ‘disposition not

approved” or

“withdrawn’’

n column 10 If no records

are proposed for disposal, the slgnature of the Archivist 1s

not required

4. NAME OF PERSON WITH WHOM TO CONFER

She.z‘q; M. Cage

5. TELEPHONE EXT.

377-5481

DATE

s

/

ARCHIVIS/T/OF THE UNITED STATES

6 CERTIFICATE OF AGENCY REPRESENTATIVE B

e

#

| hereby certify that | am authorized to act for this agency In matters pertaining to the d‘éposal of the agency’s records,
that-the records proposed for disposal in this Request of ___3 __ page(s) are not no\?v needed for the business of this
agency -or will not be needed after the retention periods specified, and that wrat{en concurrence from the General
ACCountmg Offlce If required under the provisions of Title 8 of the GAQ Manual'for Guidance of Federal Agencies, is

attached.
; | ; /
A."GAO concurrence D is attached, or. @ IS Unnecessary /
8. DATE C. SIGNATURE OF AGENCY REPRESENTATIVE D TITI;E
: \ nent of Commerce -
2/2/90 S;\J\_\U, 1. \V\ ( :) Al _Records Management Officer
7 \ ) / 9.GRSOR | 10 ACTION
ITEM 8 DESCRIPTION OF ITEM SUPERSEDED TAKEN
NO (With Incluswe Dates or Retention Penods) JOB {NARS USE
J/ CITATION ONLYI]
Deputy Assistant Secretary fy(;rant Programs
EDA PUBLIC WORKS PROJECT CASESSFILES
v
i R See attached for descnpta.on of office activities :
and the revision n sarytotheEDARecord
~ Schedule mu37a;-79-z
3 [ - //~ -
| / VLS /G
L) - i 1 AT ek U/O#J/7(/’

["»115—108
/

NSN 7540-00-634-4064

STANDARD FORM 115 (REV. 8-83)

Prescribed by GSA

FPMR (41 CFR) 101-11.4
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B E BLANK -
REQUEST FOR RECORDS DISPOSITION AUTHORITY o REAY
(See Instructions on reverse) * D I A PO
TC GENERAL SERVICES ADMINISTRATION DATERECEIVED 4 4/ s .
___NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408 s

1”"FROM (Agency or establishment)

Econcomic Development Admm.stratmn

" NOTIFICATION TO AGENCY ~

2. MAJOR SUBDIVISION

Deputy Assistant Secretazy for Grant Programs

3. MINOR SUBDIVISION Yy

. R B ) . . |. not required

approved’” or ‘‘withdrawn’’

In accordance with the provisions of#44 USC 3303a
the disposal request, including amendrnents Is approved
except for rterns that may be marked “disposition not
in column 10 "1f no records
are proposed for disposal, the sngnature of the Archivist is

4. NAME OF PERSON WITH Wl:|OM TO CONFER

Sherry M. Cage

5. TELEPHONE EXT:

377-5481

DATE

ARCHIVI;T OF THE UNITED STATES

6. CERTIFICATE OF AGENCY REPRESENTATIVE

| hereb¥ certafy that | am authorized to act for this agency in matters pertaining to the dlsposal of the agency's records,
that the records proposed. for disposal in this Request of ___ 3 page(s) are not pow needed for the business.of this
agency or will not be needed after the retention periods specified, and that written concurrence from the General
Aecountlng Ofﬁce if required under the provisions of Title 8 of the GAO Manual for Guidance of Federal Agencies, 1s

attached P
A GAO concurrence: D is attached; or E IS unnecessary. o
B. DATE C. SIGNATURE OF AGENCY REPRESENTATIVE D. TITlié
: c‘\ t of Commerce
2/2/90 AN =f& ( mf«_;' ,Records Management Officer
_ l
7 ; 9.GRSOR | 10 ACTION
ITEM . 8. DESCRIPTION OF ITEM” SUPERSEDED | TAKEN - %~
NO i (With-Inclusive Dates or Retention'Periods) JoB {NARS USE
p CITATION ONLY)
{' .
. , . .
Deputy Assistant Secretary for Grant Programs
EDA PURLIC WOFRS PROQIECT QASESSFIIE
See- attached for description of office activities
and the revision necéssary to the EDA Record
Schedule HCHB?S—?Q—Z .
1 ‘/‘JJ -
J:
< ¢
.,’ o ; . __,1(. ; ( }"/ ;‘1 ?if‘:'—"
;n ‘L__) _ . 2 } ‘ - - y o . { < S __,/
7 . ‘ ;

%
o

-NSN 7540-00-634-4064

STANDARD FORM 115 (REV. 8-83)

Prescribed by GSA

FPMR (41 CFR) 101-11.4
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The Deputy Assistant Secretary.for Grant Programs provides

direction to headquarters and regional activities regarding
EDA's grant programs under Title I, III, IV, and IX of the

Public Works and Economic Development Act of 1965, as
amended, and develops policies and procedures for the
implementation of those programs authorities. The followj
identifies those programs and the principal functions of/the
Deputy Assistant Secretary in their implementation:

0 PUBLIC WORKS

1. Coordinate and oversee the operation of e Title I
and IV, Public Works and Development Fagilities
Programs, monitor the projects awarded/under Title
I of the Public Works Employment Act Af 1976 (LPW),
as amended, the Community Emergency/Drought Relief
Act of 1977, and the Emergency Jobg Act of 1983-84;

2. Develop policies and procedures/for implementation
— of these programs and for the Amplementation of
public investment programs;

3. Direct the specific progr authorities; and
4, Oversee post-approval m#Anagement of all public

investments, including/Title IX construction
projects.

0 TECHNICAL ASSISTANCE D RESEARCH

1. Coordinate ang/ oversee the operation of the Title
IIT Technical) Assistance programs, and the Research
and Evaluatdon programs and activities; and

Coordinate and oversee the operation of the Title
ITI Planning programs, including grants to states,
cities, counties, districts, non-profit
organizations, and Indian tribes;

Develop policies and procedures for implementation
of these programs; and

Provide post-approval assistance, taking into
account program and policy compliance and
appropriate measures to correct noncompliance.



0 TITLE X SPECIAL ADJUSTMENT ASSISTANCE
-TER R

1. Coordinate and oversee the operation of the Title
IX Program, including both the Sudden and Severe
Economic Dislocation and the Long Term Economic
Deterioration programs.

2. Develop policies and procedures for implementagion
of these programs; and

3. Provide post-approval assistance, taking igto
account program and policy compliance an
appropriate measures to correct noncompliance.

Justification for Disposition Change: Since tHhe previous
decisions were made on how long to retain files before
disposal, there have been numerous instanceg where a grantee
attempted to sell, lease, or change the pyfpose of property
resulting from a Public Works grant or l¢an or a Business
Loan or Loan Guarantee. In these casesy it is absolutely
imperative that the essential documen identified in this
revision be retained for a maximum l¢higth of time. The
Grant Financed Assets Survey Task Fdrce has identified the
routine destruction of such documedAts as a significant issue.

Essential documents that must bg maintained are the: grant
offer and amendments, special ferms, general terms, the EDA
506, the application, and su other documents that may be
identified.




1. Public Works Approved Project Case Files. The cases are
closed when construction is completed and the final EDA payment,

if any, is made. Each closed project is stamped to show the
dates on which these actions occur.

a. Official Case File. The official case file is
maintained in the appropriate regional office an
contains a copy of the application with all suppobrting
documents, a copy of all administrative actio
relating to the application or to the approv project,
copies of all pre-approval review actions,
certification requirements, post approval Xeports, and
related planning and construction papers

(1) Retain Samples. Retain the firgt case file closed
during each even fiscal year. HelA08-19- - 345

(2) All others - Dispose 25 yeays after closure.

b. Washington Duplicate File. e skeleton file is
maintained in the EDA headgyarters office in

Washington, D.C. and contadns such items as a copy of
the application with suppOrting documents, a copy of
administrative actions relating to the applications or
the approved project pies of pre-approval review
action, certificatiop requirements, post-approval
reports, and planniy¥g and construction papers.

Dispose 25 years/after date of closure.

(This item supersedés NC1-378-79-2 Items 345 and 453.)
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