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REQUEST FOR RECORDSDISPOSITI~)'~t~HORITY LEAVE BLANK {NARA use ohMI:~	 JOB NUMBER ... I S":l ~ 
(Sse InstructIons on reve $6	 '" r- .;)' -0' - "f ~~~~~~~~~~~~~~~~~~~~~ 

TO' NATIONAL ARCHIVES and RECORDS ADM] 'IT! ~ nON (NlR) DA'~e REcEIVED q,/., -' ~ , 
WASHINGTON, be 20408 \ \ 'I ~.,."" 

1. FROM	 (Agency or establishment) .\ _\ __, .u, NOTIFICATION TO AGENCY. 
NATIONAL IMAGERY AND MAPPING A( ENC~\ (NI¥) I,. ",:" , 

2. MAJOR SUBDIVISION	 \ \ In accordance with the provl.lons of 44 
U.S.C. 3303a tb. dlsp.0sitlon reque ....INFORMATION SERVICES DlRECTORAf1E 1ncludlng amendments, II approved ell:cept 
for Items that may be markea -dlspositlon3. MINOR SUBDIVISION	 \ \ tIOt approved" or "withdrawn"Jn c.'OJumn 10.IIHR 

4. NAME OF PERSON WITH WHOM TO CONFER 5. TEL P~NE \ 
I \ 1
 

e. AGENCY CERTIFICATION .	 LL J 
I hereby certify that I am authorized to act for this agel ~ i matters pertaining to~ dis~sition of its records 
and that the records proposed for disposal an the afta hed page(s) are not now needed for the business 
of this agency or will not be needed after the retentio 1\ pe .ods sredfied; and that written concurrence from 
the General Accounting Office, under the provisions pf Tr e 8 0 the GAO Manual for Guidance of Federal 
Agencies,
W is not required; is attached; 0 o has been requested.. . 

DATE	 E TITLE 

12 Sap 01	 1 I 
9.GRSOR 

8. DESCRIPTION OF rrEM AND PROPOSED DISPOSITION SUPERSEDED 
.JOB CITATION 

The National Imagery'and Mapping Agency
 
(NIMA) subm~ts Ser~es 900, Safety, Health
 

and Environment Files, for approval by

the Arch~vist of the Un~ted States.
 

Dispos~t~on ~nstructlons ~n the General
 
Records Schedule (GRS) have been applied

to these records where possible.
 

The attached 900 series (Enclosure 1) has
 
been coord~nated w~th NIMA General
 
Counsel, Inspector General Offices, Human
 
Resource Office and other offices
 
administering these programs.
 

115-109	 NSN 7540-00-63<'-4064 STANDARD FORM 118 (REV. 3-91)..:,
PREVIOUS eOITION NOT USABLE	 Prescribed bY NARA
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900 Series - Safety, Health and Environment
 

Offlces responslble for medlcal, lndustrlal hyglene, safety, protectlon of the envlronment, flre 
preventlon, and related functlons wlII use thlS serles to ldentlfy, malntaln, and dlspose of records 
documentlng thelr mlSSlon. ThlS flle serles covers: 

901 General Medical and Health 

902 - Industrial Hygiene 

903 Safety Program 

904 Fire Prevention 

905 Environmental Protection 

901 Series - GENERAL MEDICAL AND HEALTH FILES 
These flIes relate to the admlnlstratlon of medlcal and health programs (not speclflcally covered ln 
613 Employee Work/Llfe Program FlIes or 614 InJury Compensatlon FlIes or elsewhere In the NIMA 
Records Schedule) 

..Series Type of File Disposition " 
901-01 HEALTH AND MEDICAL SERVICES ADMINISTRATION 

Data regardlng health and medlcal matters of
 
a general nature or relatlng to the
 
admlnlstratlon of dlspensarles or other
 
medical treatment facilltles.
 

a. Recordkeeplng coples (paper, electronic, a. TEMPORARY Destroy/delete when 3
 
or both) . years old or when superseded or obsolete.
 

b. Electronlc copies of records created b. TEMPORARY Delete wlthin 180 days
 
uSlng word processlng systems and electronlc after recordkeeplng copy has been
 
mall and used solely to generate. produced.

recordkeeplng coples. .
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901-02 HEALTH UNIT CONTROL FILES 
Logs or reglsters reflectlng dally number of 
V1SltS to dlspensarles, flrst ald rooms, or 
health facllltles. 

a. Recordkeeplng coples (paper, electronlc, 
or both) . 

(1) If lnformatlon lS summarlzed on a 
statlstlcal report. 

(2) If lnformatlon lS not summarlzed. 

a. 

(1) 

(2) 

TEMPORARY 

TEMPORARY 

GRS 

GRS 

1/20a 

1/20b 

901-03 

b. Electronlc coples of records created 
uSlng word processlng systems and electronlc 
mail and used solely to generate
recordkeeplng copies. 

CLINIC OPERATION FILES 
Files include medlcal policles, operatlon
POllCY, standlng orders, bloodborne pathogen
program and slmllar operatlonal programs. 

a. Recordkeeplng copies (paper, electronlc, 
or both) 

b. TEMPORARY GRS 1/43 

a. TEMPORARY Destroy/delete when 
superseded, obsolete or when no longer
needed. 

b. Paper records maintained separately from 
the recordkeeping system. 

c. Electronlc copies of records created 
using word processing systems and electronlc 
mall and used solely to generate
recordkeeping coples. 

b. TEMPORARY Destroy when 180 days old. 

c. TEMPORARY Delete withln 180 days 
after recordkeeplng copy has been 
produced. 

2 



901-04	 INDIVIDUAL CIVILIAN EMPLOYEE OCCUPATIONAL 
HEALTH RECORDS 
Medlcal folder conslstlng of forms,
correspondence, and other records 
documentlng an lndlVldual employee's medlcal 
hlstory, physlcal condltlon, and VlSltS to 
Government health facllltles. 

a. Recordkeeplng coples (paper, electronlc, 
or both) 

b. Paper records malntalned separately from 
the recordkeeplng system. 

c. Electronlc coples of records created 
uSlng word processlng systems and electronlc 
mall and used solely to generate
recordkeeplng coples. 

901-05	 MILITARY, CONTRACTOR, STUDENT, VISITOR 
CLINIC VISIT RECORDS 
Medlcal lnformatlon generated durlng cllnlc 
VlSltS. Upon request, copy lS provlded to 
patlent 

a.	 Recordkeeplng copies (paper, electronic,
or both) 

b Paper records malntained separately from 
the recordkeeplng system. 

c. Electronlc coples of records created 
using word processlng systems and electronlc 
mall and used solely to generate
recordkeeplng copies. 

901-06	 INDIVIDUAL NON-OCCUPATIONAL HEALTH RECORD 
FILES 
Forms, correspondence, and other records,
lncluding summary records, documenting an 
lndlvldual employee's medical history,
physlcal condltlon, and VlSltS to Government 

3 

a.	 TEMPORARY GRS 1/21a,b,c 

b.	 TEMPORARY Destroy when 180 days old. 

c.	 TEMPORARY GRS 1/43 

a. TEMPORARY Destroy/delete 5 years 
after the calendar year of last entry. 

b.	 TEMPORARY Destroy when 180 days old. 

c. TEMPORARY Delete wlthln 180 days 
after recordkeeplng copy has been 
produced. 



health facllltles, for nonwork-related 
purposes, EXCLUDING records covered by
04 of thlS schedule. 

901-

a. 
or 

Recordkeeplng coples (paper, electronlc, 
both) 

a TEMPORARY GRS 1/19 

b 
the 

Paper records malntalned 
recordkeeplng system. 

separately from b TEMPORARY 
old. 

Destroy when 180 days 

901-07 

c. Electronlc coples of records created 
uSlng word processlng systems and electronlc 
mall and used solely to generate
recordkeeplng coples. 

MEDICAL REPORTS 
Reports prepared or recelved reflectlng
statlstlcs regardlng treatment glven, number 
of lndlvlduals treated, or populatlon
served, occupatlonal health hazards and 
control measures, and Slmllar matters. 

c TEMPORARY GRS 1/43 

a. Recordkeeplng coples (paper, electronlc, 
or both) 

a. TEMPORARY GRS 1/22 

901-08 

b. Electronlc coples of records created 
uSlng word processing systems and electronic 
mall and used solely to generate
recordkeeplng coples. 

BLOOD PROGRAM FILES 
These flIes relate to admlnlstratlon of the 
blood program, lncludlng blood grouping,
blood collect lon, procurement of blood,
method of payment, lnterchange of blood 
between lnstallatlons, notlflcatlon of 
eXlstence or actlvatlon of blood donor 
centers, and slmilar matters. 

b TEMPORARY GRS 1/43 

a. Recordkeeping copies (paper, electronlc, 
or both) . 

a. TEMPORARY 
years old. 

Destroy/delete when 2 

4 



b. Electronlc coples of records created b. TEMPORARY Delete wlthln 180 days
 
uSlng word processlng systems and electronlc after recordkeeplng copy has been
 
mall and used solely to generate produced.

recordkeeplng coples.
 

5
 



902 Series - INDUSTRIAL HYGIENE FILES 
These f~les relate to the adm~n~strat~on of the ~ndustr~al hyg~ene program, efforts to m~n~m~ze 
hazards to personnel and property, and effectiveness of the efforts to that end 

Series	 Type of File Disposition 

902-01	 INDUSTRIAL HYGIENE ADMINISTRATIVE FILES 
Data regard~ng ~ndustr~al hyg~ene program
 
rev~ews, tra~n~ng, and the adm~n~strat~on of
 
th~s program.
 

a. Recordkeep~ng cop~es (paper, electron~c, 
or	 both) . a. TEMPORARY Destroy/delete when 3 

years old or when superseded or obsolete. 
b. Electron~c cop~es of records created 
us~ng word processing systems and electron~c b. TEMPORARY Delete w~th~n 180 days 
ma~l and used solely to generate after recordkeep~ng copy has been 
recordkeep~ng cop~es produced. 

902-02	 INDUSTRIAL HYGIENE POLICY AND PROCEDURES 
Development, coordinat~on, and appl~cat~on
of ~ndustr~al hyg~ene pol~c~es and 
procedures and related lnformat~on. 

a. Recordkeeping cop~es (paper, electron~c, a. TEMPORARY Destroy/delete when 
or	 both) . superseded, obsolete or when no longer

needed. 

b. Electron~c cop~es of records created b. TEMPORARY Delete w~th~n 180 days
 
us~ng word process~ng systems and electron~c after recordkeep~ng copy has been
 
ma~l and used solely to generate produced.

recordkeep~ng cop~es.
 

902-03	 PERSONAL EXPOSURE INFORMATION 
Industr~al hygiene evaluat~ons contain~ng
personal exposure informat~on. Th~s 
~nformat~on is generally gathered from 
surveys or field ass~stance v~s~ts. 

1 



a Recordkeeplng coples (paper, electronlc, 
or both) 

b Paper records malntalned separately from 
the recordkeeplng system. 

c. Electronlc coples of records created 
uSlng word processlng systems and electronlc 
mall and used solely to generate
recordkeeplng coples 

902-04	 GENERAL EXPOSURE INFORMATION 
Industrlal hyglene evaluatlons containlng
general exposure lnformatlon Examples are 
radon, lead, IAQ 

a. Recordkeeplng coples (paper, electronlc, 
or both) 

b. Paper records malntalned separately from 
the recordkeeplng system 

c Electronlc coples of records created 
uSlng word	 processlng systems and electronlc 
mall and used solely to generate
recordkeeplng coples. 

902-05	 EQUIPMENT CALIBRATION FILES 
Standards, reports, records, and related 
data on callbratlon of equlpment used In the 
lndustrlal hyglene program. 

a. Recordkeeplng copies (paper, electronlc, 
or both) 

b. Paper records malntalned separately from 
the recordkeeplng system. 

c Electronlc copies of records created 
uSlng word	 processlng systems and electronlc 
mall and used solely to generate
recordkeeplng coples. 

2 

a. TEMPORARY Destroy/delete
after date of flndlng. 

b. TEMPORARY Destroy when 

c. TEMPORARY Delete wlthln 
after recordkeeplng copy has 
produced. 

a. TEMPORARY Destroy/delete
after date of flndlng. 

b. TEMPORARY Destroy when 
old. 

c. TEMPORARY Delete wlthln 
after recordkeeplng copy has 
produced. 

a. TEMPORARY Destroy/delete
after date of callbration. 

b. TEMPORARY Destroy when 
old. 

c. TEMPORARY Delete withln 
after recordkeeplng copy has 
produced. 

40 years 

180 days old. 

180 days

been
 

40 years 

180 days 

180 days
been 

6 years 

180 days 

180 days

been
 



903 Series - SAFETY FILES 
These flIes relate to the administratlon of the safety program. They include and are the result of 
the development, interpretation, and lmplementatlon of policles, standards, and requlrements of the 
occupational safety program. 

Series Type of File	 Disposition 

903-01 SAFETY ADMINISTRATIVE FILES 
Data regarding the safety program, such as
 
program reviews, budgets, counclls, training

and promotlons of this program.
 

a. Recordkeeplng copies (paper, electronic, a. TEMPORARY Destroy/delete when 3
 
or both) . years old or when superseded or obsolete.
 

b. Electronlc coples of records created b. TEMPORARY Delete within 180 days
 
USlng word processlng systems and electronlc after recordkeeplng copy has been
 
mall and used solely to generate produced.

recordkeeplng copies.
 

903-02 SAFETY POLICY, PROCEDURES, AND WAIVERS 
Development, coordination, and application

of safety policles, procedures, waivers, and
 
related informatlon.
 

a. Recordkeeping copies (paper, electronlc,	 a. TEMPORARY Destroy/delete when 
or	 both) . superseded, obsolete or when no longer

needed. 

b. Electronic coples of records created b. TEMPORARY Delete within 180 days
 
using word processing systems and electronic after recordkeeping copy has been
 
mail and used solely to generate produced.

recordkeeping copies.
 

1 
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903-03	 SAFETY INSPECTIONS 
Data on safety 1nspections and related 
1nformat10n. 

a. Recordkeep1ng cop1es (paper, electron1c, a. TEMPORARY Destroy/delete when 5
 
or both) years old.
 

b. Paper records ma1nta1ned separately from b. TEMPORARY Destroy when 180 days old.
 
the recordkeeping system.
 

c. Electronic copies of records created c. TEMPORARY Delete w1thin 180 days

uS1ng word processing systems and electron1c after recordkeeping copy has been
 
mail and used solely to generate produced.

recordkeep1ng copies.
 

903-04	 ACCIDENT DATA 
Reports, 1nvestigations, and f1nd1ngs
result1ng from a safety related 1ncident. 

a. Recordkeep1ng copies (paper, electron1c,	 a. TEMPORARY Destroy/delete 15 years 
or	 both) after occurrence or end of 

investigat1on, whichever is later. 

b. Paper records ma1ntained separately from b. TEMPORARY Destroy when 180 days

the recordkeeping system. old.
 

c. Electronic cop1es of records created c. TEMPORARY Delete w1thin 180 days

uS1ng word processing systems and electronic after recordkeep1ng copy has been
 
mail and used solely to generate produced.

recordkeeping copies.
 

903-05	 HAZARD AND ABATEMENT FILES 
Reports, logs and related data on hazard and 
abatement. 

a. Recordkeeping cop1es (paper, electronic, a. TEMPORARY Destroy/delete 3 years
 
or both) after date of abatement.
 

b. Electronic copies of records created b. TEMPORARY Delete within 180 days

using word processing systems and electronic after recordkeeping copy has been
 
mail and used solely to generate produced.

recordkeeping copies.
 

2 
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903-06	 MATERIAL SAFETY DATA SHEETS 
Conslsts of data sheets and information on 
varlOUS chemicals and lngredients in 
products or materlals used by or for NIMA. 

a. Recordkeeplng coples (paper, electronic, a. TEMPORARY Destroy 5 years after 
or both) product usage. 

b. TEMPORARY Destroy when 180 days
b. Paper records malntalned separately from old.
 
the recordkeeplng system.
 

c. TEMPORARY Delete within 180 days
c. Electronlc coples of records created after recordkeeping copy has been
 
uSlng word processing systems and electronic produced.

mall and used solely to generate

recordkeeplng copies.
 

3 



904 Series - FIRE PREVENTION FILES 
These flIes relate to the adminlstratlon of the flre preventlon program and actions taken to reduce 
loss by flre. 

Series Type of File	 Disposition 

904-01 FIRE PREVENTION ADMINISTRATIVE FILES 
These files lnclude fire prevention program
reVlews, budgets, commlttee meetlngs,
trainlng, and promotion relating to the 
admlnlstration thls program. 

a. Recordkeeping copies (paper, electronlc, a. TEMPORARY Destroy/delete when 5
 
or both) . years old or when superseded or obsolete.
 

b. Electronlc copies of records created b. TEMPORARY Delete withln 180 days
 
uSlng word processlng systems and electronlc after recordkeeplng copy has been
 
mall and used solely to generate produced.

recordkeeplng coples.
 

904-02 FIRE PREVENTION POLICY AND PROCEDURES 
Data on the development, coordinatlon, and
 
application of flre prevention pollcies and
 
procedures and related lnformation.
 

a. Recordkeeplng copies (paper, electronic,	 a. TEMPORARY Destroy/delete when 
or	 both) . superseded, obsolete or when no longer

needed. 

b. Electronic copies of records created b. TEMPORARY Delete within 180 days
 
using word processing systems and electronlc after recordkeeping copy has been
 
mail and used solely to generate produced.

recordkeeping copies.
 

1 
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904-03 FIRE PREVENTION SURVEYS, INSPECTIONS AND 
REPORTS 
Information on fire preventlon inspectlons,
surveys, or asslstance visits and related 
lnformatlon. 

a. 
or 

Recordkeeping
both) 

coples (paper, electronic, a. TEMPORARY 
after date of 
lnvestlgatlon
later. 

Destroy/delete 15 years
inspection or closure of 
of incldent, whlchever is 

904·-04 

b. Paper records malntained separately from 
the recordkeeplng system. 

c. Electronic coples of records created 
uSlng word processing systems and electronic 
mall and used solely to generate
recordkeeping copies. 

FIRE INCIDENT FILES 
Reports, investigatlons, and related data 
pertalning to fire lncidents. 

a. Recordkeeping copies (paper, electronic, 
or both. 

b. TEMPORARY Destroy when 180 days old. 

a. 

c. TEMPORARY Delete wlthln 180 days
after recordkeeping copy has been 
produced. 

TEMPORARY Destroy/delete 15 years
after date of lncldent or closure of 
investigatlon of lncident, whlchever 
lS later. 

904-05 

b. Paper records maintained separately from 
the recordkeeping system. 

c. Electronic copies of records created 
using word processing systems and electronic 
mall and used solely to generate
recordkeeping copies. 

FIRE EXTINGUISHER MAINTENANCE LOG 
Logs and data maintained on fire 
extinguishers. 

a. Recordkeeplng copies (paper, electronic, 
or both) 

2 

b. TEMPORARY 
old. 

Destroy when 180 days 

c. TEMPORARY Delete within 180 days
after recordkeeping copy has been 
produced. 

a. TEMPORARY Destroy/delete 3 years
after date of maintenance. 



b. Electronlc coples of records created 
uSlng word processlng systems and electronlc 
mall and used solely to generate
recordkeeplng coples. 

904-06 FIRE PREVENTION WAIVERS 
Waivers granted In exceptional sltuatlons. 

a. Recordkeeping copies (paper, electronic, 
or both) 

b. Paper records malntained separately from 
the recordkeeplng system. 

c. ElectronlC coples of records created 
uSlng word processlng systems and electronlc 
mall and used solely to generate
recordkeeping coples. 

b. TEMPORARY Delete wlthln 180 days 
after recordkeeplng copy has been 
produced. 

a. TEMPORARY Destroy/delete when waiver 
lS no longer valid. 

b. TEMPORARY Delete wlthln 180 days 
after recordkeeping copy has been 
produced. 

c. TEMPORARY Delete wlthln 180 days 
after recordkeeping copy has been 
produced. 

3
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905 Series - ENVIRONMENTAL PROTECTION FILES 
These files relate to the adminlstratlon of the environmental protection program. 

Series	 Type of File 

905-01	 ENVIRONMENTAL ADMINISTRATIVE FILES 
Files lnclude general correspondence,
trainlng, committees, budget, and related 
lnformatlon on the admlnlstratlon of the 
environmental protection program. 

a. Recordkeeping copies (paper, electronic, 
or both) . 

b. Electronic coples of records created 
uSlng word processlng systems and electronic 
mail and used solely to generate
recordkeeping copies. 

905-02	 ENVIRONMENTAL PROTECTION POLICY 
SubJect matter lncludes the development and 
coordlnation of envlronmental protectlon
pollcies, procedures, plans, and related 
data. Also lncluded are real estate permits
when negotiations/renewals impact the 
environmental program. 

a. Recordkeeping copies (paper, electronic, 
or both) . 

b. Electronic copies of records created 
using word processing systems and electronic 
mail and used solely to generate
recordkeeplng copies. 

Disposition 

a. TEMPORARY Destroy/delete when 3 
years old or when superseded or obsolete. 

b. TEMPORARY Delete wlthin 180 days 
after recordkeeping copy has been 
produced. 

a. TEMPORARY Destroy/delete when 3 
years old or when superseded, obsolete or 
no longer needed. 

b. TEMPORARY Delete within 180 days 
after recordkeeplng copy has been 
produced. 

1 



905-03	 ENVIRONMENTAL PROTECTION PROGRAM FILES 
These flIes cover sub-programs related to 
speciflc envlronmental media, sources of 
pollutlon, and/or regulatory overslte not 
covered elsewhere ln thlS 905 serles. 
Examples are air, hazardous waste, communlty
right-to-know, erosion and sedlment control,
nOlse, underground storage tanks, water and 
cultural and natural resources. 

a. Recordkeeping coples (paper, electronic, 
or both) 

b. Paper records maintalned separately from 
the recordkeeplng system. 

c. Electronlc copies of records created 
using word processing systems and electronic 
mail and used solely to generate
recordkeeplng coples. 

905-04	 ENVIRONMENTAL AUDITS AND EVALUATIONS 
Included are audits, evaluations, reports,
investlgations, and related areas pertainlng
to envlronmental protectlon. Also lncluded 
are NEPA mandated documents and 
environmental studies related to real estate 
transfers and spills. 

a. Recordkeeping copies (paper, electronic, 
or both) . 

b. Paper records maintained separately from 
the recordkeeping system. 

c. Electronic copies of records created 
using word processing systems and electronic 
mail and used solely to generate
recordkeeping copies. 

2 

a. TEMPORARY Destroy/delete when 5 
years old or when superseded, obsolete or 
no longer needed, whlchever lS later. 

b. TEMPORARY Destroy when 180 days 
old. 

c. TEMPORARY Delete withln 180 days 
after recordkeeplng copy has been 
produced. 

a. TEMPORARY Destroy/delete when 5 
years old or when superseded, obsolete 
or no longer needed, whichever is later. 

b. TEMPORARY Destroy when 180 days
old. 

c. TEMPORARY Delete within 180 days
after recordkeeping copy has been 
produced. 



Redactions have been made to this record control schedule pursuant to 5 U.S.c. 552(b)(3) 
with the corresponding statute 10 U.S.c. 424, which protects from disclosure the 

"organization or any function of, and certam Information pertammg to, employees of the 

National Geospanal- Intelligence Agency (formerly National Imagery and Mapping Service]." 

You will need to submit a Freedom of Information Act (FOIA) request to the Office of the 

General Counsel for the withheld information, 

http://www.archives.gov Ifoia I 

http://www.archives.gov

