
REQUEST FOR RECORDS DISPOSITION AUTHORITY 
(See lnstruct,ons on reverse) 

TO NATIONAL ARCHIVES and RECORDS ADMINISTRATION (NIR) 
WASHINGTON, DC 20408 

1 FROM (Agency or establishment) 
Deparrment of Heallh and Human Services 

2 MAJOR SUBDIVISION 

Food and Drug Adm1rnstrat1on (FDA) 
3 MINOR SUBDIVISION 

Agency-wide 
4 NAME OF PERSON WITH WHOM TO CONFER 5 TELEPHONE 

Seung Ja Sinatra (301) 796-3802 

6 AGENCY CERTIFICATION 

.. ' 

LEAVE BLANK NARA use onl 

NOTIFICATION TO AGENCY 

In accordance with the prov1S1ons of 44 
U S C 3303a the d1spos1t1on request, 
mcludmg amendments, 1s approved except 
for Hems that may be marked "d1sposmon not 
approved" or "withdrawn" m column 10 

DATE ARCHIVIST OF THE UNITED STATE 

I hereby certify that I am authonzed to act for this agency m matters pertammg to the d1spos1t1on of its records and that the 
records proposed for disposal on the attached _4_page(s) are not now needed for the busmess of this agency or will not be 
needed after the retention penods specified, and that wntten concurrence from the General Accountmg Office, under the 
prov1S1ons of Title 8 of the GAO Manual for Gmdance of Federal Agencies, 

DATE 

7 
ITEM 
NO 

115-109 

(2] 1s not reqmred, D 1s attached, or D has been requested 

TITLE 

HHS Records Officer 

8 DESCRIPTION OF ITEM AND PROPOSED DISPOSITION 

Unless spec1f1cally stated otherwise in the description or the retention, 

all items are media-neutral and apply to paper, electronic, m1croform, 

or other media in which records may exist 

SEE attached sheet Agency-wide Program Records (Group 3) 
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10 ACTION 
TAKEN(NARA 

USE ONLY) 

NSN 7540-00-634-4604 STANDARD FORM 115 (REV 3-91) (CDC Adobe Acrobat 5 0 Electronic Version, 8/2001) 
PREVIOUS EDITION NOT USABLE Prescribed by NARA 

36 CFR 1228 
Created by Electronic Document Services/USDHHS (301) 443 2454 
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Agency-wide Program Records (Group 3) 

File Code: Prefix = FDA 

Item No. Records Description and Authorized Disposition 

1 Training and Education 

1.1 FDA-wide Training Program (Mission Areas) Records. 

1.1.1 

1.1.2 

Includes records relatmg to m-house mission related trammg and 
professional accredited trammg 
Records that cover the trammg programs 1ssmng Statements of Credit, are 
mamtamed m accordance with the certification cntena set by orgamzat1ons 
such as International Association of Contmumg Education, Accreditation 
Council for Medical Education, Council for Pharmacy Education, 
Maryland Nurses Association, Amencan Nurses Credentialmg Center's 
Commission of Accred1tation, and Maryland State Board of Vetennary 
Med1cme 

For mtemal FDA trammg program policies and procedures, apply 
appropnate records d1spos1hon mstructlons authonzed under agency vnde 
Program Management Files or Staff Manual Gmdes 

Course Materials. 
Includes matenals developed by FDA and used m trammg courses for 
mission onented functions or activ1ties and accompanymg matenals 
Matenals may be offered electromcally or m paper 

Certam records contam confidential mformation that may not be publicly 
released, disclosure 1s subject to the Freedom of Information Act, the Trade 
Secrets Act, the Pnvacy Act, and restnctions m other statutes and FDA's 
1mplementmg regulat10ns 

Disposition: TEMPORARY 
Cutoff at the end of the fiscal year when obsolete or superseded 
Delete/destroy 20 years after cutoff or when no longer needed for reference, 
wluchever 1s later 

Rosters, Course Information and Administrative Files. 
Records relatmg to the establishment and operation of n11ss10n-related 
trammg courses, mcludmg but not limited to course descnpt10ns, course 
announcements, participants, logistics reports, recommendations, files on 
mstructors such as Cumculum Vitae and disclosure statement, course 
fundmg mformahon 

N 1-088-08-3 

NARA Approved 
Citation 

Agency manual 
mstruction 

Supersedes 
X-3a in part 
NCl-88-78-1 

Supersedes 
X-1, X-3a and 

X-3b 
N Cl-88-78-1 



1.1.3 

1.1.4 

-1---± 

-l----2---± 

Disposition: TEMPORARY 
Cutoff at the end of the fiscal year after the completion of trammg course 
Delete/destroy 10 years after cutoff 

Employee Training Records. 
Records relatmg to mission-related trammg courses completed by 
md1v1dual employees, mcludmg but not hm1ted to md1v1dual trammg data, 
course mformat1on, certification and recertification records of participants 
such as mspectors, mvest1gators, comphance officers, consumer safety 
officers, supervisors m their respective mission subject areas for FDA 
regulated products, transcnpts, and other related matenals 
Certam records contam confidential mformation that may not be publicly 
released, disclosure 1s subject to the Freedom of Infom1ation Act, the 
Pnvacy Act, and restnct1ons mother statutes and FDA's 1mplementmg 
regulations 

Disposition: TEMPORARY 
Cutoff at the end of the fiscal year after employee leaves the Department 
Delete/destroy 5 years after cutoff 

Training Reports. 
Includes reports oftrammg courses completed throughout FDA that are 
submitted to OPM 

Disposition: TEMPORARY 
Cutoff at end of the fiscal year m wluch submitted Delete/destroy 5 years 
after cutoff or after OPM review, whichever 1s sooner 

Trammg Records (General) 
Excludes records of fonnally established school 1.vh10h tram agency 
employees m specialized program areas, such as law enforcement and 
national defense Excludmg records copies of manuals, syllabuses, 
tm(tbooks, and other trammg aids developed by the agency 

General File of Agency Sponsored Trammg 
Includes correspondence, memoranda, agreements, authonzations, reports, 
requirement re:viev,rs, plans, and objectives relatmg to the establishment 
and operation of trammg courses and conferences Excludes FDA m1sswn 
related trammg matenals 

Disposit10n TEMPORARY 
Delete/Destroy 1,1,,hen 5 years old, or 5 years after completion of a specific 
trammg program 

Background and Workmg Files 

Nl-088-08-3 

New 

GRS 1-29 

GRS 1-29al 

Supersedes 
A4-7, 

NC 1-88-78-1 

GRS 1-29a2 



1.2.3 

-l---±--4 

D1spos1tion TEMPORARY 
Delete/destroy 1.vhen 3 years old 

Course Materials. 
Includes matenals developed by FDA and used m trammg courses for non­
m1ss10n onented funct10ns or activ1ties and accompanying matenals 
Matenals may be offered electronically or m paper 

Certam records contam confidential information that may not be publicly 
Released, disclosure 1s subJect to the Freedom of Infom1ation Act, the 
Trade Secrets Act, the Pnvacy Act, and restnctions m other statutes and 
FDA's 1mplementmg regulations 

Disposition: TEMPORARY. 
Cutoff at the end of the fiscal year when obsolete or superseded 
Delete/destroy 5 years after cutoff 

Employee Trammg (General) 
Correspondence, memoranda, rep011s, and other records relatmg to the 
availab1hty of trammg and employee participation m trammg programs 
sponsored by other government agencies or non government mstitut10ns 

Disposition TEMPORARY 
Destroy when 5 years old or when superseded or obsolete, •.vhwhever 1s 
sooner 

FDA Trammg Database Records 
Includes the followmg systems, whwh mamtam trammg related records 
and provide reportmg capability and have not been migrated mto the 
Departmental trammg system, but not lmuted to 

Sum Total Pathlore Leammg Management System (Pathlore CDRH) 
The 1.veb based system used by CDRH has tv.'O modules Student 
Center that allov,rs for an Individual Development Plan (IDP), registration 
for classes, onlme course creat10n, and other tasks, and Leammg Content 
Management System that allov,cs creation of onlme courses and testmg of 
didactic matenals for onlme v1e,vmg such as web casts 
CBER Trammg Access Database (CBER TAD) Mamtams CBER mtemal 
and external trammg related mfonnat10n and records of employee trammg 
CVM Staff College Kno1.vledge Center Mamtams course content, student 
trammg records, evaluat10n data and other related mfonnat10n and tracks 
competency 

Certam records contam confidential mfonnat1on that may not be publicly 
released, disclosure 1s subject to the Freedom of Infonnahon Act, the Trade 

Nl-088-08-3 

Supersedes 
A4-8, 

NCl-88-78-1 

GRS 1-29b 

Agency manual 
instruction 



Secrets Act, the Pnvacy Act, and restnchons mother statutes and FDA's 
1mplementmg regulations 

Instruction Apply d1spos1tion authonzed for appropnate cmTespondmg 
records m this schedule If records are migrated mto the HHS system, 
delete after the venfication of successful data m1grat10n, or 1.vhen no longer 
needed for admm1stratlve or reference purposes, whwhever 1s later 

Reports and Output Records 
Includes extracted data used to measure trammg goals, routme reports, ad 
hoc reports, and report denved from the output records 

For reports generated to produce recordkeepmg copies, apply appropnate 
retention authonzed for that record senes m this schedule 

D1spos1t10n TEMPORARY 
Delete/destroy 1.vhen the agency determmes that they are no longer needed 
for admm1strat1ve, legal, audit, or other operational purposes, whichever 1s 
later-

Nl-088-08-3 

GRS 20, items 4, 
5, 6, 12, and 16 

Agency fihng 
mstructlon 




