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LEAVE BLANK

REQUEST FOR AUTHORITY
TO DISPOSE OF RECORDS

(See Instructions on Reverse)

DATE RECEIVED
AUG 29 74

y, .Y o NC

174

JOB NO.

=237

NOTIFICATION TO AGENCY

. FROM (AGEN

Department of !eal th

CY OR ESTABLISHMENT)

In accordance with the provisions of 44 U.S.C. 3303a the dis-

4

Rdieation, and VWelfare posal request, Including
7

Food

. MAJOR SUBDIVISION

drawn’® in column 10.
and Drug Admini stration

Bureau of Biclogics

. MINOR SUBDIVISION

. NAME OF PERSON WITH WHOM TO CONFER
Josenh Reiff

5. TEL. EXT.
153-34055

. CERTIFICATE OF AGENCY REPRESENTATIVE:

items that may be stamped

‘‘disposal not approved’’ or

d except for
*‘with-

PP

(0414 W ,@ '

(Date) A [ﬁ' g Archivist of)‘ca Unite/ tates

! heriby certify that | am suthorized to act for this agency in matters pertaining to the disposal of the agency’s records; that the records proposed for disposal in this Request of
page(s) are not now needed 1or the busmass of thvs agency or will not be needed after the retention periods specified.

% oo # 90)

“

locdimy ™G

Tl .

?—29-7& /ﬂz%./ M W DS A4
Date ignature of Age}(% Representative) (Title) .
- 9.

ITEM NO. (With Inclusive Dates or Retention Periods) SAMPLE R ACTION TAKEN
The 'ood|and Drug Administration is responsible for assuring the safpty, effipacy,
potency, {and purity of foods, cosmetics, medical devices and drugs ihcluding bio-
logical products. The Bureau of Riologics is particularly concerned {rith admihister—
ing repulation of biological products and blocd shipped in interstatp<and forpign
commercep To this end, the Bureau plans and conducts research relatefl to the:{le¥el-
omment, mamufacturing, tésting, and use of biological products; estaplishes wyitten
and physical standards; approves licensing of manmufactarers to produlzz biological
productsf inspects mamufacturers' facilities for compliance with stapdards; ahd tests
products| sutmitted for release,

81 General Subject
Basic correspondence series of incoming correspondence of
trade and professional associations, government agencies,
and the general public, other than complaints., Contains of-
ficial copy of the reply. Arranged by subject and chrono-
logically.
PERMANENT. Transfer to ashington National Records Center.:
after 7 years, Offer to National Archives 20 years after
cutoff,

82 Consumer Complaints
File contains original complaint letters from ccn sumers and

others incituding copies of those submitted on forms FD 1639

Copy 0 g eney JD/,o/w ﬁO
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‘REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS—Continuation Sheet
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8. DESCRIPTION OF ITEM
lTElz. NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS) SAMPLE OR ACTION TAKEN

Drug Experience Report. Also correspondence with firms in-
volved concerning the complaint and corrective action takeA
as well as memos for record regarding the complaint,

3. Iransfer to Washington National Records Center 5 years
after complaint is resolved; destroy after 15 years in
FARC except

0. Offer a sample not to exceed 3% to National Archives, 15
years after complaint is resolved,

83 Mamufacturers'! Correspondence and Data

One portion of the file contains copies of correspondence
from mamifactirers’ on various subjects., The other consists
of raw data developed by Bureau personnel regarding the
testing of vaccines,

Destroy 5 years after action has been completed,

84 Correspondence Cross Reference (Salmon)

File contains carbon copies of outgoinf correspondence &r- .
ranged alphabetically by individual or firm name for cross
reference,

Pestroy after 3 years,

85 Pending Licenses and Applications

L, Approved licenses: Place documents in Establishment or
Product License files (items 87 and 88).

3. Disapproved License Applications: Destroy apolication ang
supporting material S years after disapproval, with the ex-
beption of a sample, not to exceed 3%, Offer to National Ard
chives the sample 5 years after disapproval,

File contains copies of form NIK 523 or FD 2671, License Apw .o
plication Reference Number Notification, cover letters to
bhe firm and miscellaneous correspondence,

86 License Application Notices

File is similar to Pending Licenses file (item 85) but con-
Lains other copies of form NIH 525 or FD2671, and correspon-
flence with firm concerning approval or disacproval and follqw-A;
up documents,

Destroy after 1 year,

Pourx copies, including original, to be submitted to the National Archives and Records Service GPO ; 19%63—0-711-917
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10.
ACTION TAKEN

87

88

Establislment Licenses

Active license: Retain in agency space until license is
revoked, suspended, or superseded,

Revoked, Suspended, or Superseded License:

a. license folder: Disposal not authorized at this
time; review for disposal 10 years after revoca-
tion, suspension, or supersession. When reviewed,
select a sample to be offered eventually to Natiopal
Archives,

b. license establishment supporting material: Dispo-
sal not authorized at this time; review for dis-
posal within 10 years after revocation, suspensiof,
or supersession. V/hen reviewed, select a sample tp
be offered eventually to the KNational Archives,

I*i1le contains copies of the license and supporting material
consisting of application copies; resumes of responsible oft
ficials; changes of officials, production methods, pdant la}-
outs, and procedures; new equipment; cover and follow-up lep-
ters; questions and answers; and related notes and correspoh-
dence, Establishment- mamufacturer,

Product Licenses

Active License: Retain in agency space until license is
&evoked, suspended, or superseded.

Revoked, Suspended, or Superseded License:

a. license folder: Disposal not authorized at this
time; review for disposal 10 years after revoca-—
tion, suspension, or supersession. When reviewed
select a sample tc be offered eventually to Na-
tional Archives,

be license establishment supporting material: Dis-
posal not authorized at th's time; review for dig-
posal witnin 10 years after revocation, suspen-
sion, or supersession. ithen reviewed, select a
sample to be offered eventually to National Ar-
chives.,

"ile consists of the licenses and supporting material con-
51 sting of applications, changes in production methods, auef-
bions and answers with firms, cover and follow-up letters,

Four copies, including original, to be submitted to the National Archives and Records Service

GPO :19%63—O~-711-817
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8. DESCRIPTION OF ITEM
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9

SAMPLE OR

JOB NO.

ACTION TAKEN

89

9C,.

91

. 9R

and related material concerned with mamufacturing a product

Import Permits

File conteins conies of forms NIH 1395 or FD R562, Bemmit
for Importation of Licensed Riological Products,

Destroy 5 years after expiration of permit,

Protocol Releases,

Protocol release~ approval granted for z batch Qfgﬁgggzgg%
fess File contains a copy of the vrotocol; forms NIH 837-
845, completed check lists; forms NIH 289 or FLH 2558, Re=-
lease/Reject Letter; forms MIH 30 or FLH 2568, Receipt Let—
ter; and related correspondence such as cover letters, ree
quests for more informaticn, and replies concerning the re-
lease of a specific batch of the product. Arranged by rum-
ber; indexed,

Pisposal not authorized at this time; review for disposal
10 years after date of Relaase,

Investigational New Drugs (INDs)

File consists of IND(approval for testing of drugs on mman
in triplicate and supporting material consisting of supple—
maﬁs(mwmhmmﬂ;fmmIHHle,ChﬁﬂﬂlTﬁleﬁhm@
and related correspondence with firms, Arranged by murber;
indexed,

Transier to Washington National Records Center 10 years af-
ter completion of final action, Cn transfer, review for dis
sal and select sample, not to exceed 3%, which will eventu-
211y be offered to the National Archives,

pestroy IND copies and supporting material after 5 years,

cfficacy Reviews

File contains documenis submitted:iby.mamfacturers regardin

review made by the professionals.Efficacy reviews are con—
ducted by orominent scientists on all products mamifactured
during the period 1903-72. Products are evaluated by panels
Sege toxoids and toxins panel, allergenics panel, etc. ‘

Transfer to Washington National Records Center -after 4 yearf.

product efficacy, reviews and evaluations of product made by
Bureau of BEiologics professionals, and reports on results of

Us

Fouzr copies, including original, to be submitted to the National Archives and Records Service

GPO ; 1963—O-711-817
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. ON OF ITEM
lTEn:. NO. (WiTH mctugﬁ%*:lrglon RETENTION PERIODS) SAMELEOR ACTION TAKEN
ae. Beportss Offer to National Archives after publication iff
Federal Register, or when no,longer needed for referenCﬁ.
be. Supporting material: Offer to National Archives within
R0 years after terminaticn of reviews,
PERMANENT
93 Efficacy Review Committes Members
File contains documents relating to the members of the Ef-
ficacy Review Committee such as appointment and travel papdrs,
Lestroy after 1 year.
94 Inspection Reports
File contains original copies of reports made on inspectiods
of biological and blood processing estabiishments. Includes
follow-up and related correspondence,
a, Records on firms that have gone cut of business or are off
no further regulatory interest,
Transfer to FARC after 2 years; review for disposal
in 8 years after transfer; offer sample to National
Archives, Select sample, not to exceed 3%, when re
viewed,
be Records on other fims.
Transfer to FARC after 7 years; review for disposal
in 8 years after transfer; offer sample to National
Archives, Select sample, not to exceed 3%, when re-
viewed,
95

Laboratory Test Records

files contain laboratory notebooks, records of results of
clinical tests and evaluations, experimental findings, con-
trol test results, and related correspondence. Card files
contain summaries of test resulta and receipt of samples,

Re Inspection Sample Test Results

De Control Test Results

. Poliovirus Neurovirulance zxperiment Findings
0. Individual Animal Study Record Cards

Transfer to Washington National Records Center 5 years
after completion of test; Destroy 15 years after trans-
fer,

Pour copies, including original, to be submitted to the National Archives and Records Service

GPO ;1963—0O-711-917
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€. Animal Test Cards
f. Sterility Test Cards
g+ Sample Cards

Destroy 1 year after completion of test,

e e e

.
i
t
|
Four copies, incloding original, to be submitted to the National Aschives and Records Service GPO : 19%65—0-711-917 ’
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Revised November 1951

‘ Standaid Form No. 115 : - ‘

Prxzc;imgt?:tgﬁneml Services REQUEST FOR AUTHORITY LEAVE DLANK
GSA Reg. 3-1V-106 DATE RECEIVED JOB NO.
1‘1‘5—103 TO DISPOSE OF RECORDS MAY 20 1974
(See Instructions on Reverse) OATE APPROVED
To: GENERAL SERVICES ADMINISTRATION, NC 1%4-23 ¢
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, D.C. 20408 — ==

1. FROM (AGENCY OR ESTABLISHMENT) NOTIFICATION TO AGENCY
In accordance with the provisions of 44 U.S.C.

3303a the disposal request, including amend-
ments, is approved except for items that may

M—W be stamped '"disposal not approved" or
2 R I “withdrawn" in column 10.

V..V ] 2 v 3
LR PERPRBETTS conrer 5. TEL. EXT.

6. CERTIFICATE OF AGENCY REPRESENTATIVE:
I bereby certify that I am authorized to act for the head of this agency in matters pertaining to the disposal of records, and that the records described in this list or

Date Archivist of the United States

schedule of pages arc proposed for disposal for the reason indicated: (**X" only one)
A The records have B \The records will cease to have sufficient value
ceased to have suffi- ‘to warrant further retention on the expiration /
cient value to warrant of the period of time indicated or on the occur-
further retention. rence of the event specified. /
, , Acting Chicf
Ty DD 7l : (Signature of Agency Représentgtive mmrmmm
\
7. 8. DESCRIPTION OF ITEM s AMP9-E 10,
ITEM No. (WITH INCLUSIVE DATES OR RETENTION PERIODS) AMPLEOR | ACTION TAKEN

Tho Pood land Druny Adadadstyration 15 rospenniblo for cocuring the safoky, cf!lcF.cy,
rotcney, lond purity of foods, coctatico, todiesl dovices cud drugs neluding
biclogiedl produces. The Durces ofl Diolopico 4o particulorly concoymed vith cd-
cinfotoring repulation of biolostesn), products cnd dblocd chipped 4in gnterntato pind
foroign reo. To thio cnd, tho Dnroou plano end cornducto vcocofeh rolated to
tha opreag, raerufactering, teoting, and uoo of biolegical prodycts; cotcifliches
uvritton 4ad phyoicol stendards; appzovas liccenoing of neonafreturcro (to producy
biolopicql products; aspocte canvfceturorn’ feeilities for couplicdec with stnudords;
ced tcotyg producte pubmiteed fog,*mlco::o Y

81 Conerol Subicet '

biopcaal oot authorirad by this sghodula., Trenofar to
Ucoshingten faticnal Becords Center eftor 7 yoaro.

Pillo containg orxiginol of inconing dorzospondeacs froa
trede and profconionol cosocinticna, govarnncots cnd the
genaral pudlie, othoer then cooplatnto.. It oloo eontoinn
tho officiol copy of tho roply. ‘

02 Cenatxar Ceoplatnto .

Dinopasc of ofter 20 yeanrs. Transfor to Techington
Tatienol Reeordo Centor 5 yeoro ofter cosploint heo
bean r/ 1ved, \

Filo contoaino originol eczplaint lottorn £roo ecacumcro
cd otharo including coples of thecn culmittod on foroo
™ 1639, Druj Crporicneo Dopoert. Also corrcopendenca
vith £ iauvolved cenecrning the cecoplaint ond cor~
reetivo cetion token as voll oo we=ss for rocord
rogording tho ccsploint.

Four coples, including eriginal, to be submitted to the National Azchives and Records Service
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ob No.

Page

7. 8. DESCRIPTION OF ITEM 8. 10.
ITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS) sﬁ“g’;L,fOOR ACTION TAKEN

03 | fovafceturem! Cozpeonaidoneo o2d Detn
My o) 5 TRars cfter cotlien hino haca coop :nlctcd.

04 norticn of I £L210 ecatninn copica e earrosica’cacs
fecy cornlesturene ¢ vesdcns coejoeto. 2ot othoy c~"23£:o
(";  ou) G\ en U”“f\}i’» od Ly N roicdadome TR D X0 leu‘ml r“‘dﬂ.ﬁ:* 13
tootion of vnoelinco.

f6 | Corpemeaérann "\::‘3 efopcaen (Srlrga)
Mepeoo of cfes yocm. /

Fdle ezmatatns eorsa\ exdce of cutgsing LaTeensendcred
cromnnd alnhoherd J.y by 2oddvidoal oo {iso 10 Sov
C:.’a.,ﬁ mbc5“6~~\ L]

85 | PGy Mdesricn .

Q. q:pm« 9 Yaccrocar [lreg Gesracnto fn Iotcdlictment
or Feclvse Liconco £‘3.ch (2cc= 67 o4 CT).

D. Doczpmsvad 1dcmoes Dioponz of 5 yanw aoftne Géc-
cooyroval., Toroofor €3 Uwldnateon Jovesmal Docondn
Cratns 6 veaths 2figor 1 p-revel,

™2 esatidac condaa ¢f Ione LY. 529 o YD 2671, tdecnss
rrmlicoticn Pefoponen rhar Votdlicotdion, oovor Inttnmo
to tiie £4m ond riccollrnrmn T210¢74 covposeadtned,
-7 | Lieengy /omldeation "aticon
Dicpeso of efcer 1 yoaor.

Tii2 10 cintlnr ¢ Pending Liecncry £41~ (4t £3) Des
c>.Crdne nther cpica of Loro "I 323 o T 2071, cd
corrcopendcacs ¢icth i cc::c::mim oooreval or Glc
osToval 2ad folleo-un docr——nto.

G7 | Tzesblde'—-at Liegrzan
ﬁicr cocl »€ 14ezacas tot ~uthoricsd by ¢ude cchadalo.

cnzfor o Uothinaten iaticnnl Docords Caacer 10 yesro
oﬂ:or runomngooion, Tovocotiea or cunpennicn.  Dostrey
1icrroa pupnertinn raterdol ofecor 10 yeom,

\}
741 ervtoins copice of thr ldcinsa cxd oopporting cot-
col ceacicedny of coplicction eopdrs cooeon of oo
poaoible affieiclo: chomrea of officiclo, orelwenicr
2dede, wiont 1zyoats, ond peeeceduran” oot cqufes
ezves o=C folles-vn lottors: cvcsticnn oo onemops, and
clotnd voten ord eovretaeicoec.

Four ies, including oziginal, to be submitted to the National Archives and Records Sexvice 16—5u428-3 Gro
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Prescribed by General Services Administration Page 2
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1

5-202 of —&4— bages
REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS—Continuation Sheet

7. 8. DESCRIPTION OF ITEM 9. 10.
ITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS) SAMPLEOR ACTION TAKEN

88 Product License

Disposal of licenses not authorized by this schedule.
Transfer to Washington National Records Center 10 years
after supersession, revocation, or suspension. Destroy
licenge supporting material after 10 years.

erial consisting of applications, changks in production
methods, questions d answers with firms, cover and fol<
low-up letters, and \related material concerned with manuf
facturing a product.

File contains cop*;:nof the licenses a;z supporting mat-

89 Import Permits |
Dispose of 5 years aftéf expiragion of permit.

?

File contains copies of \{oms ‘NIH 1395 or FD 2562, Permit

for Importation of Licenaed Biological Products.
5

90 Protocel Releases X

Dispose of after 20 yearg.\ Transfer to Washington Natiogal

Records Center after 4 ye:r‘.

File contains a2 copy pf the protocol; forms NIH 837-845,
completed check listé; forms NIH 289 or FLH 2558,

Release/Reject Lettér; forms NYH 30 or FLH 2568, Receipt
Letter; and related correspondejce such as cover letters
requests for morg information, dnd replies concerning the
release of a spgcific batch of the product.

91 Investigational New Drugs (INDs)

Disposal of original IND not authorized by this schedule
Transfer tp Washington National Rec&;ds Center 10 years
after co?ygetion of final actiomn. \

3
)

Diapos7/6£ IND copies and supporting jaterial after 5 years.

File consists of IND in triplicate and gupporting nnteri$1
consisting of supplements (amendments); ¥orm NIH 1770,
Clinical Trial Outline; and related corréspondence with
firms.

Four copies, including original, to be submitted to the National Archives and Records Service 16—59428-3  aPoO
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS—Continuation Sheet

7. 8. DESCRIPTION OF ITEM 9. 10.
ITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS) SAMPLEOR ACTION TAKEN
92 Efficacy Reviews

Destruction not authorized by this schedule. Retire to
Washington National Records Center 2 years after review
has been completed.

File contains data submitted by manufacturers regarding
product efficacy, reviews and evaluations or product made
by Bureau of Biologics professionals, and reports on re-
sults of review made by professionals.

93 Efficacy Review Committee Members
Dispose of after oné year.

File contains documents relating to the membefs of the
Efficacy Review Commi‘fee such as appointment and travel

papers.
\

94 Inspection Reports \
Disposal not authorized\by this schedule.

a. Records on firms that have gone ‘out of business
or are of no further regulatory interest
Transfer to Federal\Records Center after 2 years.,

b. Records on other firms /

Transfer to Federal R%cords’Center after 7 years.

File contains original copieé of ieports made on inspec-
tions of biological and blood processing establishments.
Includes follow=-up and related’borrespondence.

95 Laboratory Test Records ’

a. Inspection Sample Test Results

b. Control Test Results .

c. Poliovirus Neurovirulance Experiment Findings
d. Individual Animal Stuydy Record €ards

Disposal not authorized'%y this schedule, Transfer to
Washington National Records Center 5 years after comple-
tion of test.

pY
e. Animal Test Cards
£. Sterility Test Cards
g. Sample Cards '

R

a

Dispose of 1 year after completion of test.
/

Files contain laboratory notebooks, records, of results of
clinical tests #nd evaluations, experimental findings,
control test rféults, and related correspondence, Card
files contain %Gummaries of test results and cheipt of
samples.

Four copies, including original, to he submitted to the National Archives and Records Service 16—59428-3 GrPo
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS—Continuation Sheet /'

\7.
lTEM{O.

8. DESCRIPTION OF ITEM

(WITH INCLUSIVE DATES OR RETENTION PERIODS) SIf,nAgLJZOOR/

9. /'

10.

ACTION TAKEN

N

96.

97

98

a) Planning

Contracts

Dispose of after 3 years.

File containg nonrecord copies
preposed, and terminated; progre
on forthcoming projects that/ may be contracedd.

Consultants

Dispose of 1 year after/consultant lef

File contains nonrecord coples of appointmapt documents,

dministrative Subject Matter (nonrecord)

papers on the above subjects,

f data on contracts let,
reports; and documents

A employment.

/
/

travel papers, and 6th¢r mat.tinl tolntcd consultants
employment.
Four luding original, to be submitted to the National Archives and Records Sexvice cs-o\

16—59428-3
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226 / U.S. Government Manual

Food and Drug Administration

The name “Food and Drug Admin-
istration” was first provided by the
Agriculture Appropriation Act of 1931,
approved May 27, 1930 (46 Stat. 392},
although similar . law-enforcement
functions had been carried on under
different organizational titles since Jan-
uary 1, 1907, when the Food and Drug
Act of 1906 (34 Stat. 768; 21 U.S.C.
1-15) became effective.

The Food and Drug Administra-
tion’s (FDA) activities are directed to-
ward protecting the health of ‘the Na-
tion against impure and unsafe foods,
drugs and cosmetics, and other poten-
tial hazards. )

*he~Bureau of Biologics administers

regulation of biological products
shipped in interstate and foreign com-
merce; inspects manufacturers’ facili-
ties for compliance with standards;
tests products -submitted for release;
establishes written and physical stand-
ards; approves licenses of manufactur-
ers of biological products; conducts
research related to the development,
manufacture, testing, and use of new
and old biological products; and evalu-
ates claims for investigational new
drugs that are biological products.

DRUGS

The Bureau of Drugs develops stand-
ards and conducts research with respect
to the cfficacy, reliability, and safety
of drugs for man; evaluates new drug
applhcations and claims for investiga-
tional drugs; conducts a program of
clinical studies related to the safety and
efficacy of drugs; operates_an adverse
drug reaction reporting system; coor-
dinates and evaluates FDA’s surveil-
lance and compliance p~e:ams
relating to drugs; develops e --=di-

nates the development of r— - s,
model codes, and other stan. . wv-
ering drug industry practice ~rers
development of good man. - ing
practices; directs FDA’s ants =  and
insulin  certification progre -, and

o -

supports research on poisoniy,
ment problems and preventijgp 1 3
niques and provides a nationa] ne;, e
of poison control centers with “’x\;l%‘:-:
and treatment information oy '
substances.

FOODS

The Bureau of Foods conducts =
and develops standards on t}?:q,%
position, quality, nutrition, ang s‘:f!%
of foods, food additives, colors 3 84
cosmetics; conducts research desipros
to improve the detection, preveny; 3
and control of contamination '_hatbm-‘-
be responsible for illness or injury
veyed by foods, colors, and cosme
coordinates and evaluates FDA’s g3
veillance and compliance programe
lating to foods, color, and cosmey; 54
reviews industry petitions and devejoy
regulations for food standards to P
mit the safe use of color additives ang®
food additives; -collects and intgrp e
data on nutrition, food additives, ang
-environmental factors affecting - g
total chemical insult posed by food ad>
ditives; and maintains a nutritiopgs
data bank.

N

RADIOLOGICAL HEALTH ., 4
The Burcau of Radiological Hea
carries out programs designed to ryd
duce the exposure of man to hazardg %
ionizing and nonionizing radiatiogkg
develops standards for safe limits g
radiation exposure; develops meth®

posures: conducts research on thig
health effects of radiation exposurel]
and conducts an electronic produdy
~xadiation control program to proted3

. - -~
p%]lc health and safety, including:3

performance standards to contro thg
emissior. of radiation from electronk
product: and the undertaking by pu?
lic ax -rivate organizations of

search . ' investigation into the &3
fects a~ control of such radiatad
€missiorne .

VETERINARY MEDICINE T
The Bureau of Veterinary Median
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DESCRIPTION OF RECCORDS

Copies of committee or board
files distributed to members.

b.

Project case files maintained at
the lsborstory or camparable
level, reflecting s camplete
history of each project fram
initiation through research,
development, design, and testing,
to campletion. They include

(vhen created by agency personnel
ar received from contractors)
procurement files, consisting of
a copy of each comtract or agree-
ment for research services with
related modifications, chsanges, ar
addendums; project authorization
documents; project cards; technical
characteristics; test and trisl
results; drawings, specifications,
and photographs considered to be
essential to document design,
modifications, and engineering
development; technical and progress
reports; notice of campletion or
cencellation; reference to the
location of prototype models,
films, or other items too bulky
far inclusion in these filesg; and
correspondence influencing the
course of action taken on a

project.

lists, card indexes, or other
media reflecting in a compre-
hensive mammer individual projects
admini stered by an agency.

Source data files, punch cards,
electronic tape, or comparable
medis used to collect and assemble
data of a preliminary or inter-
mediate character generated from
such processes as experiments ar
observations of a'routine, repeti-
tive pature, and used for reference
in arriving &t determinations in
the conduct of research projects.

laboratory noteboaks containing
technical and scientific data
accumilating from the conduct of
research and development.

Rotebooks containing data
determined by competent .
scientific ar technical

persomel either to be dupli-
cated in techmical reparts or
elsewvbere in project case files,
or to be of such a routine or
fragmentary meture that their
reteation wvould not add
significantly to the project file.

8.

RECOMMENDED
METHOD OF FILING

Conform to agency
practice.

By project mmber or
title, as appropriate.
When the volume warranmts, to inactive file upon

papers in case file

may be subdivided by
types, e.g., procure-
ment files, autboriza-

tion documents, reports,

and drawvings and
specifications.

Conform to sgency
practice.

Conform to agency
practice.

By project ar book

mmber, as appropriate.

-Pa

AUTHORIZED DISPOSITION

Dispose when superseded or
obsolete or upon termina-
tion of membership which-
ever ig earlier.

Disposal not authorized
by this schedule. Transfer

receipt of completion or
termination notice; break
inactive file every 2 years,
'and transfer to Federal
Records Cemter after 3 years.

Disposal not authorized by
this schedule. Transfer to
Federal Records Center to
the extent practicable with
related project files.

Dispose vhen determined by
campetent agency research
persomnel that the files
bave served all research

F=Tposes.

Dispose 6 months after
completion or termination
of the related project
ar projects.


http:contain:1.Dg
http:arriv1.ng
http:re�sul.ts

: ‘ : ‘ GSA Reg. 3
Appendix B

{b-10-60)

GERERAL RECORDS SCHEDULE 19

Records accumlsted by boerds and committees are considered to have retention values cogparable to
those stated for Ttem 1 above. Copies distributed to committee members are for their reference uge :

and can he disposed of vhen no longer useful to them.

Tter 3. Case files maintained at the laboratory or comperable level reflecting a history of the

activity comnected with a specific project. They comotain the basic technical and sciemtific data

developed during the course of the proiect. The retention value of these files for future research

studies is comtingent upon such factors as the field of research involved, the importance of the

specific project involved, and the nature of findings and conclusioms reached. It is recognized .
that certsin project files will have little future sciemtific or other research utility. BHowever,
the Tiles as 8 general class cantain sufficient scientific data not duplicated elsewhere to warrant
contimied preservation. Exact stapndards for selection of those case files which do not wvarrant
contimied preservation camot logically be disseminated through the medis of a general records :
schedule, This can best be accamplished by each agency in the developmment of its records control

schedule.

Jtem 4. RKormelly, sgencies maintain lists of current projects for administrative purposes. In other
instances, card files may be meintained reflecting brief synopses of research projects. These or
comparable files may be of considerable use to future researchers in determining the existence of
date in specific fields of research, and in determining the scope of an agency's participation in

research functions. B

Jtem-5. Certain research prolects require the conduct of long-range experimemtal and observational
work, with freguent recordings of resulting data. Also, data may be collected from many poimts by
means of questicomaires and recurring reports. The dsta is often maintained on punch cards,
electronic tape, or comparsble medis. It serves a basic research purpose in arriving at conclusions
and determnations during the course of & project. Often the data is collated and published in a
condensed but comprehensive mamner in techmical reports or pamphlets. Irn such cases, it may be
determined by scientific persomnel that the source material fram which the data is extracted, some-
times constituting a large volume of papers, may be disposed of as baving no further research
values. Also, in the absence of condensed versions of the data, scientific persomnel may determine
that the source data adds little of importance to the information coutained in other papers retained
in comection with & pro’‘ect, and may approve its disposal vhen it has served immediate research

rposes.

Ttem 6. These notebooks are majntained by research personnel as & means of recording and retaining
data necessary for reference during the course of a project. Since they are maintained on an
individual besis and each research specialist records the data bhe considers pecessary for reference,
the noteboaks vary as to content and completeness of information. Certain of the bocks comtaln
notes of a fragmentary nature, aor notes that will be difficult or impossible to imterpret except

by the specialist who wrote them. { In other instances, the books contaln basic scientific data
shown in sufficient detail that, I¥ not documented in technmical reports or other condiensed form,
are needed for contimied research purposes. Rotebooks contaiming data essential in establishing
patent or inventiom rights are retained.

Jtem 7. These reports document in summary form the findings and conclusions reached relative to
specific projects. As such, they clarify and supplement the information conmtained in laboratory
notebooks and other source data. Since they present a2 condensed and concise sumary accounting of
accamplished projects,‘ a camplete set of the reports of each sgency is retained permanently.

Ttem 8. Drawings and specifications are useful adjuncts to the files defined in Items 3, 6, and 7
of this schedule. The drawvings show in visual 1orm the mechanical and other physical characteristics
of the items developed, and the specifications explain these characteristics in detail. They are
essential for production and servicing of the items developed, and for modification, redesign, or
coxtimiing research on the items or related items.

Jtem 9. These files gre mmintained at the leborstary or coamparsble level, and at oftices having
subardinate responsibility for sdmimistration of the research and development program. They do
not document basic missions or functions, and serve only 8 temporary administrative purpose.
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