NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE

Schedule Number: NC1-090-76-03

Some items in this schedule are either obsolete or have been superseded by new
NARA approved records schedules. This information is accurate as of: 7/26/2023

ACTIVE ITEMS
These items, unless subsequently superseded, may be used by the agency to

disposition records. It is the responsibility of the user to verify the items are still
active.

All items except those listed below are active

SUPERSEDED AND OBSOLETE ITEMS

The remaining items on this schedule may no longer be used to disposition records.
They are superseded, obsolete, filing instructions, non-records, or were lined off and
not approved at the time of scheduling. References to more recent schedules are
provided below as a courtesy. Some items listed here may have been previously
annotated on the schedule itself.

Item 1a is superseded by N1-514-92-001 #9b1
Item 1b is superseded by N1-514-92-001 #9b2
Item 2a is superseded by N1-514-92-001 #23a
Item 2b is superseded by N1-514-92-001 #23b
Item 3 is superseded by N1-514-92-001 #26
Item 4 is superseded by N1-514-92-001 #9a
Item 5a is superseded by N1-514-92-001 #30al
Item 5b is superseded by N1-514-92-001 #30a2
Item 6 is superseded by N1-514-92-001 #4
Item 8 is superseded by N1-514-92-001 #1
Item 10 is superseded by N1-514-92-001 #22a
Item 11 is superseded by N1-514-92-001 #2
Item 12 is superseded by N1-090-91-002 #12

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE
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NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE

Item 13 is superseded by N1-514-92-001 #3
Item 14 is superseded by N1-514-92-001 #13
Item 15a/b is superseded by N1-514-92-001 #27
Item 20 is superseded by N1-514-92-001 #229
Item 21 is superseded by N1-514-92-001 #19
Item 22a is superseded by N1-514-92-001 #10
Item 23a/b is superseded by N1-514-92-001 #15
Item 24 is superseded by N1-514-92-001 #16
Item 35 is superseded by NC1-090-78-005 #1
Item 40 is superseded by N1-514-92-001 #18
Item 54 is superseded by N1-514-92-001 #12c1
Item 55al is superseded by N1-514-92-001 #12d1a
Item 55a2a-c is superseded by N1-514-92-001 #12d1b
Item 56a is superseded by N1-514-92-001 #12al
Item 57 is superseded by N1-514-92-001 #30b
Item 59 is superseded by N1-514-92-001 #21b
Item 61 is superseded by N1-514-92-001 #21a
Item 62 is superseded by N1-514-92-001 #22e
Item 63 is superseded by N1-514-92-001 #22h
Item 64 is superseded by N1-514-92-001 #22a
Item 65 is superseded by N1-514-92-001 #22k
Item 66 is superseded by N1-514-92-001 #22i
Item 67 is superseded by N1-514-92-001 #22j
Item 68 is superseded by N1-514-92-001 #22I
Item 69 is superseded by N1-514-92-001 #22d
Item 71 is superseded by N1-514-92-001 #22f
Item 72 is superseded by N1-514-92-001 #22m
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NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE

Item 73 is superseded by N1-514-92-001 #22b
Item 75 is superseded by N1-090-90-014 #1

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE
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KATIONRAL ARCHIVES AND RCCORDS SERVICE, WASHINGTON, DC 20408 NOTIFICATION TO AGENCY

1 FROM (AGENCY OR ESTABLISHMENT)

2. MAJOR SUB

Public Health Service

drawn’’ in coiumn 12

1, MINOR SUB

Office of the Assistant Sccretary for Health .

DIVISION

4 HNAME OF P
Carl =,

ERSON WITH WHOM TO CONFER 5. TEL EXT.

6.:CERTIFICATE .Qr .AGENCY REPRTUSENTATIVE

Mann 443-2055 $-28-2¢

in 2ccardance with the provisions of 44 U S € 33032 the dis
Depargment of Health, Education, and Velfare posal request, ncluding amendments, s approved except for

DIVISION itemts that may be stamped ‘‘disposal not approved™ oc ‘‘witkr

“Archizist of the United States

1 hereby certify that | am authonized o act for this agency in matters pertain.ng fo the disposal of the ageacy's records, that the“ecords propased for disposal sn this Request of
page{s} ar> nol now needed for the businesz of this agency ot will not be needed after the retention periods specified

2/ /74

-~ Date

ﬁﬁv-ngsell 0. Hessfﬁ Dept. Records Memt., Officer
§ ad

(Signature of Agency Representative)

{Titie)

7.
ITEM NO

8. DESCRIPTION OF ITEM
(With Inclusive Dates or Retentton Periods)

i

9,
SAMPLE OR 10
o o ACTION TAKEN

SIS E

1315-106

(AL

RECORDS COWTROL SCHEDULE TFOR USE EY THE OFFICE COF THR
ASSISTANT SZCTETARY FOR HZALTI, PUBLIC HIALTH SERVICE,
DEPARTRENT OF EALTII, EDUCATION, AND VELFARE

The Assistant Secratary for Health is responsible for the
direction of the Public H=2alth Service, for providing
leadership and wolicy ruidance for health-related activi-
tfes throurhout the Desartment and for meintaining rela-
tionships with other governmental and private agencics
conceraed with health., The Assistant Secretaxy for .
liealth is the princiral adviscr and assistant to the Sec-
retary oa health policy and all health-related activities
in the Department,

TUPORTAINT: Unless cthervise stated all offices of ZASH
will follov the same authorizad disposition instructions,

Trumediate Office of the Assistant Secretary for llealth:
Included are the Assistani Sccreiarv, Deputy Assistant
Secrctary, aad Fxecutive Officer.

a.
tions, and decisions issued cor received by the immediate
Office of the Assistant Secretary, relative to adminis-
trative and prozram operations, Tncluded is pertinent
correspendence with the Secretary, DIEV, and his staff;

Copeyde NCW E-¢-4, 6y

These files consist of or relate to cuidance, 1nstruce
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REQUEST FCOR AUTHORITY TO DISPOSE OF RECORDS—Continuation Sheet

. 8 DESCRIPTION OF ITEM smr?u: OR e
1TEM NO {WITH INCLUSIVE DATES OR RETENTIOK PERIODS) JOB NO ACTICN TAKEN

Principal Operating Components, DHEW; PHS Agencies; Re=~

gional Health Administraters; and other Federal Agencies
as well as budget statem=nts, briefings, presentations,

specches, digests, and backup materials of a highly sig-
nificant and sometimes sensitive nature,

Authorized Disposition: Permanent, Transfer to the FRC
‘I when no Longér neéded for administrative purposes and
offer to the National Archives 3 years thereafter,

b. These records pertain to routine correspondence with
Congress, State and local government activities; and ae~
tivities outside government, These files relate to such
matters as inquiries about ongoing programs; general
public inquiries and remarks; requests for information;
and explanation of regulations, directives, procedures,
and policies,

Authorized Disposition: Transfer to the FRC when 2 years
old and destroy vhen 5 years old.

[\

Policies and Procedures: These reecords reflect the pol-
1cies anc proccduras established for program and admin-
istrative onerations throughout the Public Health Ser-
vice, and usually require approval by the Trmediate 0Of-
fice of the Assistant Secretary for Health., Included
are staffi studies, action papers, summaries, digests,
presentations, iaterpretations, clarifications, evalua=-
tions, conclusions, reccmumendations, evidence of staff
coordination, and decisions, The office of record is
the staff office initiating, or primarily responsible
for implementing the policy or procedure. The pelicies
and procedures are usually promulgatzd in PHS Issuances
to the @Y Staff llanual System,

Authorized Tiszposition:

+
5
LY

a, O0ffice of Nucord ~ Permanent. Transier te the FRC '
wvhen superseded, obsolete, or no longor needed for ref-
erence; and offar to National Archives 10 years theve-
aftcro

b. All Cther Ofiieccs = Dastroy when superseded, obso-
, lete, or when no longer needed for refercace,

3 Spncial Stalf Prograns: The Assistant Sceretary for
Wealth has responsibility for certain special activities
waich are related to the overall program and administra-

Four coples, Including tdginal, to Ik submitied to the Kutivaal Jisclives 18—£0e23-1  apQ
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS—Continuation Sheet

7. 8 DESCRIFTION OF ITEM S. 10.
ITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS) SAMILESR® | ACTION TAKEN

tive responsibilities of the Public Health Service. Ex-
amples are international health and population affairs,
These responsibilities are assigned to Special Staff Of-
fices establishead for the purpose of carrying out these
technical programs. Such offices report directly to the
Irmediate Office of the Assistant Secretary for Health,
Certain program records created in these Special Staff

- 0ffices -have -sisnificant--historical and/or-ressaxch
value, and consist of or relate to such matters as coun-
cil and committee membership; transcripts, minutes, pre-
sentations, digests, summaries, recommendations, evalua-
tions, and reports on pertinent meetings and conferances;
and pertinent other reports, staff papers, memorandums,
acreements, resolutions, letters, and studies, Records
of historical value are kept separately in each office,

Authorized Disposition: Permanent. Qffer to National
Archives vien no longer needed for day~to-day operations,

4 Conzressional Correspondence: These files consist of
correspondence between members of Congress and the Pub-
lic Health Service. Included are the incoming corres-
poncdence, suggestions for possible use in preparing a
veply with supporting documentation, final reply with
staff clearances obtained, along with any other supvort-
ing materials. The office of record is the responding
office. These records are filed separately by each of=-
fice as those of permanent value and those of temporary

velue,

Authorized Disposition:

a. Office of Record. Those recoirds of permanent value -
Transfer to the FRC when no longer needed for day-to-day
operations, Offer to National Archives 10 years there-
after.

b. Office of Record. Those records of temporary value “|l=
Transfer to rhe FRC when 2 years old and destroy -
yd y 24 . ' .
unless needed for a longer period due to in-
cumbent Congressman's continuance in office.

c. All Other Offices, Destroy when 2 years old, or
earlier if no loager needed for day~to-day operations,

5 Geaneral Meports: These are administrative and program
oriented reports of historical value. They are either
created within OASH or submitted to CASH by other PHS

Four copies, including original, fo o submitod fo tho Notional Mrchives 16— 02428~1  @Po
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2 8 DESCRIPTION OF ITEM 9 10
ITEM NO (WITH INCLUSIVE DATES OR RETENTION PERIODS) s%g"ﬁg R .| ACTION TAKEN

activities, The offices of record are located within
OASH. These records include one~time reports on designa-
ted subjects; periodic progress reports, whether narra-
tive or statistical; special reports of accomplishments;
transcripts of hearings; and minutes of pertinent meet~-
ings and conferences cllled to discuss program goals,

achievements, problems, and new policies and procedures.

Authorized Disposition:

a. Offices of Record. Permanent. Transfer to the FRC
when 7 years old or earlier if no longer needed for day-
to-day operations. Offer to National Archives when 12
years old,

b. All Other Offices. Destroy wlen 3 years old.

6 Public Affairs: Complete set of formal informational
releases and publications such as press releases, oress
conference transcripts, official speeches, graphic pro-
gress presentations, and indexes thereto. The 0ASH Pub-
lic Affairs Office is the office of record. All other
OASH staff offices furnish contributions to the Public
Affairs Office,

Authorized Disnosition:

a. f£fice of Record. Permaznent, Transfer to the FRC
when & years old, Offer to National Archives winen 10
years old.

v

b. All Other Offices. Destroy wlen 1 year old.

The record materials described in items 7
through 9 below are created durins each Con=-
gressional session, and are used primarily

in the Office of Health Legislation, OASH,
during the legislative process of the intro-
ducticn, deliberation and eanctment or veto
of Congressional and Administration bills af-
fecting Sections of the Public Health Service
Act, Social Security Act, and other health-
related programs of the Department; and to
respond tc requests for information, intexpre-
tations, and guidance.

Four cupios, Including wriginal, to ko mbmitted to the National Jirchkiven 16504281 GPO
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7 Bill Tiles: Bill files are in tvo sections - Senate and

House bills, Folders are established in numerical order
under each section as action is started on bills in Con-
gress. Each folder contains copies of draft bills, bill
reports, position statements, summaries, conference re-
ports, Congressionzl Record items on each bill, veto

- - -l mepsages, memerandun .of dicapproval .er .Presidential. sign-
ing statement on each bill, and copy of Public Law as-
signed to each bill after enactment. These are short
term working files,

Authorized Disposition:; All Offices. Transfer to inac=-
tive status at end oi Congressional year, bills enacted
or vetoed (except retain in pending status vetoed bills
that are likely to be reintroduced in another Congres-
sional year). /.Destroy those bills of little impact/sig-
nificadpe irmediately after printed record of hearing is
issued?y Destroy bill files one calendar year after en-
actment of law,

a llearing TFiles: Hearing folders are established during
each Conzressional year., Tolders are filed in chronolog-
ical order of date of hearing in ascending order. These
files shov the actions talien prior to hearingss. olders
include invitation and response, i1f any, to invitation
to hearing; draft copies of prepared statement of wit-
ness znd clearances vithin the Department of theose draftsy
list of witnesses for each hearing; and a copy of printed
statenent in final form. These are short term worling
files.

Authorized Disnosition: All Offices., Transfer to inac-
tive status zt end of Congressional year., Destroy one
calendar year thereafter.

rozrams Under Current Legislative Consideration: Eu-
sis on 1eb. slation of PIIS programs varies f£rom year
o year. Eznamnles of programs receiving legislative em-
sis are as follous:

a, Medicare/ifedicaid - These files are established pri-
marily for mcintaining current infommation on legisla-
tion in efliect for dissemination to intercsted personnel.
They contain propssed and finzl vegulations covering

i 02af . . -
publie Law 92-G03, general provisions of the Law, policy

Four copies, including oviginal, 0 be submitied 1o i:o Notional Azchives 16506231 oro
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and inforrational memoranda covering Titles IVIII and
XIX of the Lavw, and requests for information related to
the 1Ay, These files are in numerical order by program
title number and further bro%en dovm by alphabetical
subject matter under each title number. These are -ref-
erence files,

‘Aathorized Disnosittiomr: All Offices. "Destroy portions
sunerseded or declered obsolete after a period of 3
years, or earlier if no longer needed for reference,

b, Health Insurence - Thesc files include materials re-
lated to hearincss or proposals for a national or compre~
hensive health insurance progran plan, Folders are liept
in numerical order for Administration and Congressiomal
bills and in alphabetical order for bills or plans of
medical or insurance associations and other organizations
involved in hezlth insurance issues, These are reference
files.

Authorized Disvosition: All Offices., Retire to inactive
status after legislation is enacted or denied. Destroy
2 years thereafter,

10 pudoet Prenaration, Presentation, and Aoportiorment:
Budzet and apportionnent records include the verious
files accumulated in 0ASH in the course of Fformulating
its budget for submission to the Department, and in de-
fending its requests for funds to the Department, Office
of Managewment and Budget, and to the Congress; and after
enactment of an appropriation bill, in ensuring that the
funds are used in such a wvay as to suffice for the ap=-
propriate period of time, Also included are summary
status statements, program narratives, and schedules of
obligations.

a. Correspondence files of formally organized OASH bud-
get offices showing procedures to be follouved in govern=
ing budget administration, and reflecting establisned
policy decisions affecting expenditures for programs.

Authorized Disposition: Transfer to the FRC when 3 years
old. Destroy uhen 10 years old,

b. ¥ile copies of budget estimates prepared or consoli-
dated in formally organized OASH budget offices compris-

Four coplos, including sriginel, 1o be snbmitled to ite National Archivcs 16—50423-1  a@ro
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7 8 DESCRIPTION OF ITEM " 9. 10
ITEM NO (WITH INCLUSIVE DATES OR RETENTION PERIODS) SAMPLEDR | AcTION TAXEN

ing appropriation languate sheets, narrative statements,
and related schedules and data.

Authoriczed Disposition: Transfer to the FRC when 3 years
old. Destroy when 10 years old.

11 Organizational Manatement: These records include statutes
" | and Executive Orders "as vell as "drafts and supporting ma-
terial relating to orpanization or reorganization, in-
cluding the creation, discontinuance, and consolidation
of functions of various organizational elements; inter-
pretations, opinicns, and memoranda of law; crganization-
al and functional charts; directories; correspondence

and memoranda defining responsibilities, or chovwing work=
ing relationships with Federal zactivities outside PHS,
State and local govermments, or industry and private or-
ganizations: and staff studies and special reports re=
lating to organizational problems, The office of racord J
is the 0ffice of (rganization and lManagement Systems, QOf=
fice of Administrative Management, CASH.

Authorized Disposition:

a., Office of Record, Perraznent. Transfer to the FRC
vhen superseded, Offer to National Archives 10 ycars
thereafier.

b, All Other Offices. Destroy when superseded or ob-
solete,

12 PIIE lanuzl Issuances: The purpose cof these issuances is
to implement the contents of the Department Manual Sys-
tem within the Public Health Service.

a. Issuance Tiles, These records consist of chapters,
circulars, guides, and handboolis published by QOASH as

PHS issuances to the Department Staff Manual System,
These issuances usually prescribe major policics and pro-
cedures to be followsd within PHS for administrative and
program operations, as well as responsibilities, infor-
mation to be retain.d on each subject matter, and reports
required. The office of record is the CASH office having
primary responsibility for administrative or program area
to which the issuance pertains,

Authorized Disposition:

(1) Office of Record, Permaneat, Transfer to the FRC

Four copies, Licluding miginal, fo be subwuitted to the Na¥iscal Aschives 16—50428~1  aro
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2 8 DESCRIPTION OF ITEM SAM gl.i 10
ITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS) J0BHo, " | ACTION TAKEN

! when superseded, obsolete, or no longer needed for re=-
’ ference. Offer to National Archives 10 years thereafter,

i (2) All Other Offices., Destroy when superseded, obso-
lete, or no longer needed for reference,

b, 1Issuance Background Files, These are materials ac-
cumulated by all UASH offices on manual issuances which
they are required to review, approve, or prepare, They
consist of drafts, evaluations, comments, recommenda-
tions, concurrences, approvals, and any other documenta-
tion contributing to clearance and publication.

Authorized Disposition: All COffices., Destroy when 1
year old unless needed for a longer period of time for
administrative purposes,

13 Records Management: These records include SF~115, Re=-
quest for Authority to Dispose of Records, SF-135, Re-
cords Transmittal and Receipt, GSA Form 7015, Notice of
Intent to Dispose of Records, SF-136, Annual Summary of
Records Holdings, and Record Control Schedules including
correspondence relatiang to approvals and changes to the
schedules, The office of record for the SF=-11l5 and
SF-135 is the originating OASH office, The office of
record for the GSA TForm 7015 is the 0ASH office respon-
sible for the records listed on the form. The office of
record for record control schedules is the QOASH office
publishing the schedules. The office of record for the
SF=136 is the PHS Records Officer,

2. -
Authorvized Disposition; SrF~115, SF-135 and GSA Form
7015 - Destroy when no longer necded for search purposes,
These documents constitute a_small volume and therefore
occupy very little files spdée., Records control sched-
ules ?gDestroy vhen superseded or no longer needed for
reference, SF=136, destroy vhen no longer necded for
administrative purposes,

14 Forms Management: These rocords contzin data showing
the inception and scope of PHS forms, the program or
administrative purposes served by the forms, and the re-
lated procedurcs instituted, rcvised, supersedad, or
cancelled, A case file is meintained on each PHUS form,
Fach PHS Agency is rasponsible for management of its own
forms, Also includ=d at the 0ACH level are files ma-
terials relatiag to guidance furnished the PHS Agencies

Four copier, including oxlgine!, to b3 salumittcd to tho Holicned Azchives 16—-b0428~1  RPO
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7. 8 DESCRIPTION OF ITEM AME 10
ITEM NO (WITH INCLUSIVE DATES OR REVENTION PERIODS) AMPLESR | ACTION TAKEN

in carrying out their forms management responsibilities,
and supervision of the overall PHS forms management pro-
gram, a. Record Copy of each PHS Form, PERMANENT. Offer to
NARS in 10 year increments,

Authorized Disposition:b," Othéf MateriaIransfer to in-
active file when superseded or obsolote and to the FRC
2 years thereaftar., .Destroy when 10 years old,

15 Neports Menasement: These records consist of listings of
interagency, public use, and internal reports required
and responded to by PlIS. Also included is backup mate-
rials to these listings. Each PHS activity is required
to maintain a case file folder on each report from which
periodic listings are furnished OASH., These listings in-
clude such information as name of report, cost and man-
hours, requiring or responding office; etc,

Authorized Dig

£2-
position: 11 offices. Destroy listings
of reports whcn superseded. Destroy case file folders
no iater than 2 ycars after report requirement is termi-
nated,

16 Delegations of Authoxity: The Sceretary, DHEW, dele-
gates certain of his authorities to the Assistant Sec~
rcetary for Health, who in turn delegates certain of the
authorities vithin the Public Health Scrvice in order to
more efficiently carry out day-to-day operations. These
records consist of directives, regulations, criteria,
and guidelines governing delegations. Also included are
requests for delegations within PHS with supporting doc-
umentation, responses to requests, evaluations, recom-
mendations, staff papers, executive decisions, copies of
the delegations; and accountability logs, tables, data,
reports, and other back-up materials relating to the
program. The office of record is the Office of Organi-
zation and llanagement Systems, Office of Administrative
Management, OASH.

Authorized Disvosition:

a, Office of Record, Delegations with supporting docu=-
mentation are permanent, Transfer to the FRC when no
longer in cffect or needed for reference. Offer to Na-
tional Archives 5 years thereafter®‘ Requests are to be
destroyed when delegations are no longer in effect. Z A1l
other material is to be destroyed when 5 years old or
earlier if no longer needed for referenca.

Four copies, Including esigingl, to bo snbmifed to the National Archisca 16—55423-1  @Po
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b. All Other Offices., Destroy when no longer in effect
or earlier if no longer needed for reference.

17 Advisory Cormittees: These committees are estrblished to
consider health rclated problems and advise the Assistant
Secretary for Health aznd the PHS Staff on pessible solu-
tions, These records relate to membership, operating
guidelines, agendas, repcrts, presentations, recommenda-
tions, discussions, minutes of meetings, and decisions

on committee racommendztions.

Authorized Disposition: 4ll Offices, Permanent, Trans-~
fer to the FRC vhen 5> years old or earlier if no lenger
needed, Offer to National Archives when 15 years old,

18 Training: These materials include copies of applications)
notices of training classes, notices of completion,
training plans, evaluations, summaries, requests, recom-
mendations, and routine reports. The office oi recoxd
for these files is the Personnel Qffice, QASIl, These

are short term reference files,

Authorized Disposition: Destroy when 2 years old or
earlier if no longer nseded for administrative purposes,

19 Emergency Planning (Civil Defense): These records per-
tain to preparedness for energency operations under nu-
clear attack conditions on the United States and natural
disaster conditions. Included are directives, instruc-
tions, regulations, guidelires, etc., published by the
Department of Defense and other Federal activities; as
vell as plans, instructions, and guidelines published
within OASH for relocation, evacuation, security, and
emergency operations,

.
Authorized Disposition: All Offices.,” Publications by
DOD and other Federal activities are to be degtroyed
when superseded, obsolete, or no longer needed. - ,Publi-
cations by OASH (except manual issuances to th: HEW man-
ual system covered elsevhere in this schedule) are to be
transferred to the FRC when outdated and destroyed no
more than 5 years thereafter,

20 Equal Emplovment Discrimination Complaints: These case
files arc maintained in the Office of Iqual Employment
Opportunity, 0ASH, and consist of documents accumulated
in the filing and resolution of employce discrimination
complaints., 1Included are statements of witnesses and

Pour copies, including eriginal, to bo tubmitied to the Naticncl Axchives 16—56428-1 QPO
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reports of findings, copies of decisions, and related
papers,

Authorized Disposition: Destroy when 5 years old or :
earlier if no longer needed for administrative purposes, .

21 | Manazement Improvements: This activity is associated {
primarily with the Office of Organization and lanagement .
Systems, Office of Administrative Management, QASH, ;
which provides staff support in the areas of management -
and contingency planning for management action required ,
by impending or possible legislation., Also included are ,
studies related to the management efifectiveness oif PHS
programs, including manpower, These records consist of
materials such as studies, data collection sheets, inter=
views, staff papers, memorandums, action papers, analyses)
evaluations, recommendations, results of surveys, £final
decisions, and other docunentation used in arriving at :
realistic conclusions and decisions on management, in- ‘
cluding manpowver oxriented problems and requirements,

Authorized Disnosition: :

a, Office of Record, Transfer to the FRC when 5 years
old or earlier if no longer needed for day~to-day opera=- i
tions, and destroy vhen 10 years old,

b. All oOther Offices. Destroy when 3 years old ox ear-
lier if no longer needed for day-to-day cperations.

The Administrative Services Center, Cffice of
Administrative Management, QASH, plans, coor-
dinates and provides a conbination of admini-
strative and technical services designed to
serve Public BHealth Service activities nation-
wvide and those azencies and Oifice of the As~
sistant Secretary fcr Health staif components
located in and around the Parlilawn buiiclng;
provides administrative operations, such as
genevral services, procurement, buildings and
facilities services, and mail and messenger ser-
vices for employecs and orzanirations located
in the Parklawn Bullding and surrounding arcas;
develops Public Health Sevvice policy and pro=-
cedures for printing and duplicating; provides
Tublic Health Service claims, distribution, and

Fomnr copios, including original, to 1o submitted to tho National Arxchives 16~ 50428-1  oFO
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library services; serves as liaison with
other components of the Department, GSA,
and GPO.

—22 Office Services and Supnlices: These documents relate to
ordinary supplies and equipment used by an oifice; of-
fice space and utilities, communications, traansportation,
. custodial, or other services required by an office; and
to the general maintenance of an office. These records
include, but are not limited to:

a. Requests and receipts for supnlies and equipment,
requests for disposal of equipment, and similar papers
pertaining to routine office supply and equipment mattarsj

Authorized Disnosition: Destroy vhen 2 years old or ear-
lier if no longer needed Zor day-to-day coperations,

b. DRequests for installation of telephones, telephona
extensions, requests for changes to telephone dirzcto-
ries and systems, and similar ccrrmunication matters,

Authorized Disposition: Destroy when 2 years old or ear-
lier if no longer needed for day-to-day operations.

¢. Deccunents ralated to building facilities, such as
floor plans, oifice relocation plans, space surveys, re-
quests and replics for chances in assignment of office
space, and related correspondence,

Authorired Disnoslition: Destroy vhen no longer needed
for reference purposes, or when the activity is completed}

d, Dravings, charts, assignment schedules, requests,
and logs pertaining to requests for and assignment of
parking spaces in government operated parking areas,

Authorizcd Dispocition: Destroy when no longer needed
for reference,

’ 23 Employce Accident, Health, and Loss or Theft of Prooerty:
These documenis relate to emnloyee health projects, such
as blood donations, preveation shots, physical examina-
tiens, and related correspondence. 7Tncluded is Form
HEW=-516, Accident Report, vhich is submitted quarterly,
Also included is GSA Form 132, Report of Loss of Theflt,
prepared after each cccurence,

Fons coples, including origingd, §o bo submistod ko the Netonal srchives 16—50422-1  aru
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Authorized,Disposition: Form HEW=-516, destroy when 5
74 )3 ’ Y
years old?” All other materials =~ Destroy when 1 year
old.

24 Security and Protective Services: These files pertain
to security and protective measures taken regarding clas=
sified information, facilities, and personnel, They in-
clude memorandums, plans, studies, evaluations, recom-
mendations, and reports relating to administration of
security and protective services programs,

Authorized Disnosition: Close file every 2 years and
transfer to the FRC., Destroy vhen 10 years old or ear-
lier if no longer needed for administrative purposes.’

25 Property Dicnosal Records: These vrecords pertain to the
sales of real and personal property surplus to the needs
of the Coverament. Included are casc files on disposal
of surplus real and related personal preperty and re-
ports of excess reczl property, Three forms are prescribefd
for use in selling surplus personal property under GSA
regulations; (a) Sr-114, Sale of Government Froperty,
Invitation, and Bid, and Acceptance, Related papers that
are maintained, usually in case fashion, consist of cor-
respondence, bids, and other anotices of sale, invoices,
and sales slips., (b) S7~120, Report of xcess Personal
Property, and Sr=-121, Quarterly Report of Utilization
and Dicposal of Ixcess and Surplus Persconal Property.
Torm 120 rcports personal property vhich is excess to
the Department and reportsd to the Regional General Ser-
vices Administration Offices, which initiate screening
action. The quarterly reports are submitted to the Of-
fice of Personal Property, Utilization and Disposal Ser-
vice, General Services Administration, which consolidates
the data,

a, Case files on disposal of surplus real and related
personal property.

Authorized Disposition: Transfer to the FRC 3 years af-
ter the file is closed, Destroy when 10 years old unless
nceded longer for legal purposes.

b. Reports of excess real property,

Authorized Disposition: Transfer to the FRC vhen 3 ycars
old. Destroy vhen 10 years old or earlier if no longer
needed for administrative purposes.

Four copien, Inclading srigingl, te ba submitted fo ihe Nationni Axchives 16—50428-1 aro
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26 Mail and Distribution Management; These files include

materials relating to fiscal year mail and postage cost
estimates reported to the U.S. Postal Service (feeder
reports from PHS Staff Offices and Agenciecs, together
with supporting documentation), establishment of new
mailing keys, elimination of addressees shown on mailing
keys in use,; as well as rosters of PHS Distribution Con-
trol Officers,

Authorized Dlsp051L10n Mail and postage cost estimates
Destroy whgin 3 years orf .Roster of DCO's - Destrey when
superseded, All other materials - Destroy vhen 1 year
old unless needed longer for day-to-day operations,

27 Military Personnel and Civilian Employees Claims: These
are claims presented by commicsioaed ofiicers and civi-
lian employees of PHS for damage to, and loss of person-
al preperty while acting within the scope of their of=-
fice of cmployment, The files contain correspondence
with claimants, moving companies, and appropriate facili-
ties; supporting evidence necessary to substantiate the
claims iwrith recommendations and final determinations;
logs and other case control systems; and materials show=
ing final dJdisposition on each case,

Authorized Disposition: Dastroy 4 years after claim is
closed,

28 Federal Claims Collection Act: The claims covered under
this Act apply to administrative collections of monies
due PH3. Thesa records document o the claims arose,
emounts, circumstances of debtors, and collection cilforts
made; basis for comoromisc, suspension, or termination
of claims; lons and other case control systems; and ma-
terials showing final disposition on each case,

~

Authorized Disposition: Transicr to the TRC ~"hen claim
A

g

w0

is
ia closed, oo

«

troy G years thereafter.

29 Civil Suizs: This activity portains to a civil action
by a plaintiff upon disalleuvance of administrative claim
or vhen six months has 2lapscd without £inal disposition
of administrative cleim, Third party suits arise vhon
an Anerical scaman coimences a ¢ivil action czainst ship-
ping conmpany for injurics custained vhile aboard a ves-
Sel basad on allegation that trveztmert rondercd the
mman by a ?{S IWCLllLy aggravaeted Lnjdfy and therefore

constituted modica hmlpractlacn These records contain

Four copian, lociuding esigincl, fo b2 snhmitin o 1ho National Axcidves 15—L5425-1 3P0
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legal pleadings and 211 reports and correspondence be=-
twveen PHS Claims Office, plaintiff's lezal renresenta-
tive, Office of the General Counsel, Justice Department,
and U.S. Attorney, including all court documents, logs
and other case control systems, and materials showing
Final disposition on each case.

Authorized Disposition: Destroy 4 £isczl -yeers after
claim is closed,

30 Administrative Tort Claims: These are claims filed pur-
suant to the Federal Tort Claims Act for damage to or
loss of property or for personal injury or death, caused
by alleged negligence or vrongful act or omission of any
enployee of PH3 while acting within the scope of his of=
fice of cmployment, under circumstances where the United
States, if private person, would be liable to claiment
for such damage, loss, injury or death ia accordance with
lav of place tvhere act or omission occurred, These files
contain the formal claims on vhich the basis of claims
and anounts demznded in damages is set forth; all corres-~
porndence vith claimants, legzl reoresentatives and appro=-
priate facilities; all evidence and documentation; writ-
ten lezal analysis and evaluztion in the form of final
deterninations or recommendations regarding disposition
of cleinms; logs and other case control systems; and ma=-
terials showing final disposition on each case.

thorized NDisposition: Destroy 4 fiscal years after
aim is cleosed,

Au
clair

The records material described in items 31 and
32 belov are short term working files and

are usually located in the Office of Regienal
Operations, 0ASH, which serves as the pxinci~
pal stafl advisor to the Assistant Secretary
for Health on matters pertaining to the opera-
tion of PHS Regional Qffices. The record
copies of State Plans arc usually located in
the PHS Rezional Oifices,

31 State Plans: These plans are submitted annually and
describe what the States propose to do vith Tederal mon-
ey for the upcoming year. The plans often recapitulate
the previous year projections as compared to achieve-
mants, problems encountered, and evaluation. The plans
also include worx plans, overview and strategy, antici-

Foar copiss, inclading origical, o ba sulmitiod to theo Nutional JArchivos 1$—504G-1 are
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pated contracts, planning allovances, financial projec-
tions, goals and objectives, amd policies and procedures.
Authorired Disposition: Destroy when 2 years old or ear-
lier if no longer needed for day-to-day operations.
32 DHS.Regional.laetin~e: These records .consist .of documen-
tation relating to periodic meetings scheduled and con-
ducted by the OASH for all of the PHS Regional Offices.
They are held to discuss management, operatiocns, admini-
stration, programs, problems, and policies and procedures
nertaining to ongoing and planned health activities.
Authorized Disnosition: Destroy when 3 years old unless
needed for a longer period of time for administrative
purposes,
The 0ffice of Resource lanagsement, Office of
Administrative llanagenent, 0431, serves as the
principal resource for all ohases of fimancial
management inherent in the operation of the
Public lealth Service; plans, directs and eval-
uates financial management activities for the
Public Mealth Service to assure effective utili-
zation and control of manacement resources;
formulates policies for, and makes tle official
fiscal allocation of, resources for PHS activ-
itles in accoxdance with priorities bazed on
pronaram goals and objectives; sevrves as the
focal point for overall policy and fiscal nernage=
ment of contracts and grants activities; pro=
vides leadership and direction to the PHS for
the develonnent of resource managemeni systems;
monitors fipencial and contracts and zrants
programs ol PUS ccltivities to assure a coordi-
nated effort tosvrard achicving the goals and ob=-
jectives established by the Assistant Sccretary
for Health, scrves es principal resocurce vithin
the PHS on all phases of facility manarement;
furnishes consultant services to nrosvan ofii-
cials on health facility rneeds, and ralntains
liaison with the 0ffice of the Secretary on we-
source menagenment activities,
33 Tustitutional Cosc Sharia; Arceenents: Cost sharinn is
lezislatively nondeted for all WY »escareh grants and
may be acconplished on an institutional or project-by=
Four cogiza, Including oxiginal, to bs subadtied o the National Hrxchiveg 18—508428-1 2=
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3

(V)
oy

5

project basis. OASH negotiates Institutional Cost Shar-
ing Agrecments (ICSA) for the Department, Those eclect-
ing the institutional basis submit brief proposals to
OASH for avpnroval. Tolloving nesotiaticna, a formel
agreenent is signed, with the original maintained in CASH
files, Tastitutional agreements are undated pericdically
as leans as the awvardee and 0ASH continue the asreement,
QASH publishes annual and sunplemental listings of such
nexotiated agreements., Those organizations electins the
project=by=-project basis Jdeal directly with the respec=-
tive ewvarding offices, and related matters are a part of
each grant or contract file,

Authorized Disposition: Transfer to the FRC 6 years af-
ter file is no longer active and destroy 3 years there-

ot
arLcer,

Contract Procurement: These records iavolve the develop-
ment of proposed procurement policies and procedures and
the analysis and reviev of management and procurcnent ac-
tivirvies, They include analytical, research, and evalua-
tion documentation leading to the development of poli=-
cies and procedures, Also included are clearances, ap=-
proval of vaivers, deviations, determinations, findings,
and contract managzeaent revieu reports,

Authorized Disposition: Transfer to the IRC vhen 2 years
old if no lonzer needed for reference, Destroy vien 5
years old,

Contract and Crant Status Data: These files consist of
ADP lists of detailed grant and contract data, pro-
grammed computer reports of summary data, repori formets,
and bacikground materials. These data are used tco pre-
pare an annual summary report on all THS grant and con=
tract awvards, an annual publication of detail lists of
grant avards, and required departmental and Federal-vide
revorts, c.g. the CASE report to the Mationgl Science
Feoundation. Diase data are maintained also on magnetic
tapes and are the basis for special trend studies.

a. Master Files, PERMANENT. Offer tapes
Authorired Disposition: to NARS, together with one copy of each

pertinent data element directory,
book, record layout, user mamual and report format mamual,
no longer nesded for current business, b, Other Material:
Contracts for Health Programs: These records pertain to
contracts Ioxr rescarch and development programs in health

code
when

Destroy when 10 years

old,

Fonx coplen, including original, to bo sutmitiod to tho Nativnal Aschives

15—56428~1
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related areas and technicezl assistance for health activi-
ties within PHS. They consist of official contract files|
files for small purchase transactions, documentation to
justify decisions and actions of procurement personnel,
information for response to official inquiries, and data
for processing claims, disputes, and letigations. Specif+
ic¢ record requirements are set forth in DT Procurement
Regulation, Subpart 3=1,313, copies of which are located
in each contract office. The office of record is 0ASH,
the PHS Agencies; or the PSS Regional Offices, These
files normally include procurement planning data azs well
as procurenent requests or requests for contracts; deter-
minations; solicitation documentation; invitations for
bids and wrequests for proposals; conference memorandaj
abstracts; unsuccessful bids or proposals; notifications
to unsuccassful bidders or offerors; 'no bid" or 'no pro-
posal’ correspondence; notifications to late bidders;
source selection data; award and supperting documexnzae-
tion; mistalites in bid and protest against awvard; review
and approval of avaxds; contract administration cdocumen-
tation; and termination and cleseout documentation.

Authorirzed Disposition:

a, Office of Record. Trancfer to the FRC 2 vears after
final closeout or upon resolution ol any adversce audit
findings, whichever is later, =Earlier transfer to the
FRC after closeout is suthorized i1f therxe are no adverse
audit findings outstanding., Destroy & years after trans-
fer to the FRC.

LE

b. All Other Offices. Destroy 3 years after final close
out,

37 Discretionary Crant Programs: These grants are made in
suppeort of an individual projeoct in accordance with leg-
islation which permits the grantor agency to exercise
judgment in selecting the project, the grantez, and the
amount of award, PHS componants administering discre-
tionary grant programs are required to gonerate two dis-
tinct types of records as follows:

a, General Program Information File =~ The office of re-
cord for this file will normally be the PHS Agency pro-
gram office. However, 0ASYH staff offices may have copies
of these materials for reference purposes. These records
must include:

Ponr cepion, Incivding exiginal, fo be mmbmitted to the Netional fAxchivesn 16—-58428-1 GPO
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(1) Program announcement, program management proce-
dures (regulations), and tcrms and conditions of
the grant program,

Authorized Disposition: Destroy when superseded

or rescinded,

(2) Lists of application evaluators and instructions
to evaluators,

Authorized Disposition: Destroy when superseded

(3) These records may also include:

(a) Authorizing legislation,

Authorized Disposition: Destroy when re-
scinded or obsoletc,
~

(b) Federal Register decuments,

Authoriz=d Disposition: Destroy when re-
scind2d or obsolete.

(c) Gen=zrel counsel and court opiniorns,
Authorized Disposition: Destroy when ob~
solete,

38 Formula Grant Programs: A formula grant is one in vhich
funds erc provided to specified grantees on the besis of
a specific formula pres seribed in legislation or regula=-
tion, rather than on the basis of an individual project
review, The formula is ucually ba<ced on such factors as
pepulation, per capita income, carollment, mortality,
and morbidity. Those grants are generally mandatoyy.

PHS components administering formula grant programs are
required to generate two distinct types of rccords as

follows:

@, General Program Information File ~ Th2 office of re-
cord foxr this file will bes the everding component grants
management activity, Havever, C4ST staff officas may

have copies ox these materials for reference purposes,

(1) Program managemant procedures (regula iens),
terms and conditions, and Statc plan check listey
Four copies, including originul, {3 bo sukamitted f¢ tho National Archives 16—E0425~1 @PO
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i Authorized Dispositien:; Destroy when super-
! seded or rescinded.
' (2) These records may also include:
(8) Authorizing legislation,
Authorired Disposition: Desiroy when supers-
seded or cxpires.
(b) Tederal Register documents,
Authorized Disposition: Destroy when re-
scinded or obsolete,
(¢) Generzl counscl and court opinions,
Authorized Disposition: Destroy when obe
solete,
39 Construction Grant Programs: Construction grants are
swarded to provide support for building, cxpanding and
modernizing hecalth facilities, Construction grants may
be either discretionary project grants or formula grants,
depending upon the legislative authowity of the indivi-
dual grant program. Two distinct types of records are
generated, a general program information file and an of-
ficial grant file, The contents will vary somevhat, de=-
pending on whether the program is a discreticnary or
formula grant programn.
a, Ceneral Prosram Information File: The office of re-
cord for this file vill normally be the PHS Agency pro-
gram office, However, CASH staff oifices may have copies
of these materials for reference purpeses, These records
st include:
(1) Program announcement, program management proce-
dures (regulations), and terms and conditions
of the grant program,
Authcrized Disposition:; Destroy vhen superseded
or wescinded,
(2) Lists of application eveluators and instructions
to evaluators,
buthorirzed Disposition: Destroy whon superseded)
Foux coplez, including original, wo ho submilied to the Nutional Rrchives 16—b0425-1 cso
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(3) These records may also include:

i
!
[
|
|
i
i
1

(a) Authorizing legislation,

- Authorized Disnosition: Destroy wvhen supers
seded or expires,

; (b) Federal Register documents,

Authorized Disposition: Destroy when re-
scinded or obsolete,

(c) Ceneral counsel and court opinions.

Authorized Disposition: Destroy when ob-
solete,

40 TFinal Reports - Health Program Contracts: These reports
are submitted on all contracts except those pertaining

to small purchases, (Final reports on grants are not
received at the OASH level), These reports have both
historical and research value. Included in these reports
is such information as authority, background, problems,
discussions, findings, conclusions, and recommendations,

Authorized Disposition: Permanent, Offer to National

Arthives 5 years after final payment to grantees or af-
ter resolution of any adverse audit findings, wvihichever
occurs first,

41 Audit Reports: These records pertain to the aulif of
both centracts and grants, as well as the internal oper-
ating and management procedures relating to the contracts
and grants programs, Audits are conducted by GADO and
the HZW Audit Agency. The audit reports cover not only
descripencies but commendable items as well, Alsc in-
cluded in these filcs are evidence of audit resolutions
with sunporting documentation,

Authorized Disnosition: Trans to the FRC after the
Audit Clecarance Document or oL r evidence 2% finsl res-
olution is accepted, Destroy 3 years thereafter,

f
h

ny
Chay
o
12

42 Proiessional Standards Review Organizations: These non-
profit physician organizations are responsible for the
reviecu of the eppropriatencss of health carc services
provided to Mcdicaid, lledicare and HMaternal and child

Health admissions to hospitals and nursing homes. These

Four cogivs, Including oxipinal, fo bo sabiniticd to the Naticnal Rrchives 1600428~ GPO
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43

organizations are supported by coniracts from the Federal
Govermment, These files are maintained by the Oifice of
Quality Standards, OASIL

a, Materials relating to selection of PSRO area bounda-
ries by the PHS Regional staff such as agendas, meetings,
ninutes, evaluations, conclusions, recommendations, and

maps and transparancies shoving recommended PSRO area des+
ignations for OASH approval,

7
Authorized Disposition: Destroy 4 years after the PSRO
ceases to function for the approved area designation.
Destroy for disapproved area designations when 1 year cld,

b. Copies of agreements; and PSRO recommendations, eval-
uations, reviews, periodic reports, and summaries.

Authorized Disposition: Transfer to the FRC when 2 years
old. Destroy when 6 years old or earlier if no longer
needed,

c. Newspaper clippings, news releases and other publica-
tion media indicating local response to the PSRO program,

Authorized Disposition: Destroy whea 2 years old cr ear~
lier if no longer needed,

The Oifice of Program Implementation, OASII,
monitors implementation activitics of interest
to the Ascistant Secrztary for Health in
coordination with the Office of Administra-
tive Manazement and the Oifice of Policy De-
velopment and Planninz., Included in OPI res=-
ponsibilities is the management of the Opera~
tional Planning System and the Program Review
System to assure the achievement of overall
vwealth goals and legislative commitments, and
management oS the I'ederal reou"“ulons process
for PlIS, includinc the coordipation and review
leading tovard the aporoval of nev and revised
regulations,

Urifcrm lfedical Procedurzl merninology and Co

o
D"

such ¢8 cost be:
prescneations,

s and conferences Lo Aisg=~
use in regards

a1
vecords consist of mater.a
studies; agendac, invitati
and minates of UOTulH” uech
cuss terminology and codes

1
0
g

1'1 P"' :1 w

’
o
<~
ox
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45

hzalth; »rocedural terminology and codes; test reports;
tax credits; and evaluations,

Transfer to the FRC when 2 years

Authorirzed Disposition:
years old,

old. Destroy vhen

tio
5

Federal Tegister Documents: These records consist of ma-
terials pertaining to compilation of total interzctions
between PHS Staff Offices and PHS Agencies, as well as
input from the 0ffice of the Secretary regarding llotices
of Pronosed Rulemaliing, Zinal regulations, and general
notices. Also included are drafts, comments, recommenda-
tions, chaages, coordination, evaluations, and final pro-
posed deccuments,

Authorized Disnosition: Transfer to the FRC when 5 years
old, Destroy wihen 10 years old,

The Cffice oi Policy Development and Plann

in
serves as the princinal advisor to the Assis
C

g
tant Secretary for Health concerning the de-
velopment of a nztional health policy and s:
egy; represents the 2HS in all healch policy
development within the Department; directs or
conducts P:S health Uo1icv development, includ-
ing sclective rescarch and evaluation projects
c¢irects PHS participation in the Department's
annual five-year plan, including policy develop-
ment, rescarch, evaluation, legislative and
statistical plans; is the Departmental focal
poeint for the development and coordination of
health éats and sta tlghlcwl policy; analy=zes

the effect and relevancy of current policies

on health progrems, recommending new approaches
and inltiatives; dirccts PUS policy analysis,
program planning, and program evaluatioa; and
guides the efforts of the PHS Agencies in plan-
ning, cvaluation, and policy analysis across

the spectrum of health care delivery systems,
health protection, and health research,

ral-

(a

e

Snecial Health Pro~r°m Areas; Thesce file materials per-
tain to certain health areas in vhich the 0ffice of
Policy Development and Planning, OASII, has a particular
interest, These files are used for reference purposes,
Record copies are maintained in other ¥H5 activities,
The following are cxamples of such arcas:

Fourx gopios, Inclading criginal, o bo sebmitted 1o the Kationc! Hrchlecs
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a, Yidnev Disease - These records cover the end-stage
renal disease progrem of medicare (Section 2991 of P.H.
92-603). 1Included are memoranda covering kidney disease,
spedches, conslusionr, press releases, regulations, and
other renal disease documentation from policy developument
through implementation,

b. National Health Insurance - These files contain op=
tion, decision, and informational memoranda; National
Health Insurance presentations, speeches, statements,
briefings, correspondence, NI group materials, and
minutes of meetings,

c. Section 222 Files = These records are accumulated in
maintaining liaison with various agencies, committees,
vorksheps, advisory boards, and other health-related or-
ganizations concerned with Section 222 of P,L. 92-£03,
Under Section 222, beneficiary package and reimbursement
{waivers are to be granted to immovative service delivery
models in an attempt to lower costs in the health care
systen, These files document the progress of the various
activities coannected with Section 222,

de Disease Coatrol Files = These records include budget
and legislative materials, analytical issues, program
material under Center for Disease Control jurisdiction,
and specilal projects and evaluation proposals with res=-
pect to the health protection activities of PHS,

e. Iutrition TFiles ~ These rocords cover recaont nutri-
tion action deccuments, policy statements, committee
papers, and health-related nutrition organizational ac-
tivities iwipacting oifice programs,

Authorized Disnosition: Anplies to preceding subpara-
araphs a throush e, Transfer to the FRC when 5 years
old or carlier if no longer necded for day-to-day opera-
tions., Destroy vhen 10 years old,

46 liealth Services Integration: These reccords are copies of
program materials that link administration and management
elements of separate local corganizations for the redue-
tion of fravnentatlon and overlap in the delivery of com-
prehensive health and sccial services to individuals and
families, 1Included zre renoris, letters and memoranda.
These are reference files,

Authorized Disposition: Destroy when 2 years old,

Founx copna, including exiginal, to be submitted to tho Hatonal Archives 16—50423-1  aro
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47 oversite I'iles: These records relate to high priority

1tens under the jurisdiction of the Health Services Ad-
ministration, Health Resources Administration, and Alco-
hol, Drug Abuse, and Mental Health Administration, with
respect to health services, resources planning, proce-
dures, and {inancing, These files consist of copies of
memoranda, routine reports, and letters - all of vhich
-are used by -OPDP in its oversite responsibility-for evai-
wating health programs within the context of national
needs and resource capabilities, The offices of record
for these files are located in other PHS activities.
These are rcference files,

Authorized Disposition: Transfer to the FRC vhen 5 years
0ld or earlier if nc longer needed for day-to-day opera-
tions, Desitroy when 10 years old,

48 Health Scrvices Care TFiles: These records relatc to nc-
tional heelth insurence, procedures and implementatioa,
analysis of expeaditurcs, facilities, manpower, znd tusa
coordination of alternative strategics for health care,
resource development, quality of health care, and health
services, Also included are items on financing of
health care, malpractice, child health, community basad
scrvices programs, and contract and stcering cormittce
reporks, These arc referonce files,

=1
H
n;
m
£h
(o]
R

to the FRC vhen 5 years

onger nnﬂded for day~to~day opera-

i

Authorized Disposition
old or carlicr if ns

1
tions. Destroy when 10 ycars old,

~in
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50 Health Resources Files: These records deal with and re-
late to health resources, including facilities develop-
ment, Included are memoranda, routine reports, and clear;
ances that cover such topics as health scarcity problems,
manpower credéantialing, and supply of primary health care
Also included are recommendations for financing health
care and resource development.

Authorized Disposition: Transfer to FRC when 5 years old
or earlier if no longer needed. Destroy when 10 years
old,

Four copies, including original, fo be submitted to the National Archives 16—50428~1  aPO
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51

52

Health Plannins Files: These files contain proceduval,
committec, centract, budget, plaaning, evaluztion, and
implementation documentation vhich establishes and
cffects planning necthods for future operations.

a. Five Yecar Plan for Health - These records contain

he PHS 5 year forvard planning process

ct
and establishes ¢

tity to planning a national health strategy.
~
<

as a mejor enti
Ineluded are sp
and responsitil
and the private sector, PHS objectives and stratezies,
and proposed plans and special initiatives, Also in-
cludad are materials derived from the forward plans de=
veloped by each of the PIS Agencies.

b. Annual Statistical Health Plan - These records con-
tain guidelines, established policies and procedures,
directives, committee papers, etc.,, relevant to the PHS
Annual Statistical Plan and the Health Data Policy Com-
wittee on the identification of intermediate and long-
range health data necds; the developmenv and modilication
of data objcctives, including compatibility and utility
of health statistics, utilizing standardization of hcalth
data elements; diwvcctives for PHS participation in the
development of the Department's znnual statistical plan,
writh perticular concern for the appropriateness and ade-
quacy of proposed health data collection activities,

Authorized Disposition: Applies to preceding subpara-
graphs a and b, Permancnt, Transfer to the TFAC vhen 5
years old, Ofier to National Archives when 15 years old,

The 0ffice of Organization and Management
Systems, Oflice of Administrative lfanage-
ment, 0ASH, responsibilities include de-
velopment and dissemination of PHS policies,
lecadership and dirvection for the develop-

ment and implementation of computer systems;
coordination of the integration of program

and managcment data needs and automatic data
processing system activities across function~
al and agency lines. These responsibilities
are prormulgated in the form of issuances to the
Department llanunl System covared clsevhere in
this schedule, The record materials described
belov are associated with machine readable

Four eopicy, fuclnding original, fo ho sulrided io the Kotional Xxchives
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hardiare, related documentation required
for their servicing, and files pertaining
to automatic data processing (ADP) procure-
ment, operations, and management functions,
These materials pertain to the operation

of the PHS computer system, rather than the
program oulput data., The disposition of
output data is controlled by those PHS ac-
tivities requiring and using the data,

52 Planning Documents: These files consisi of the master
plan, feasiblility studies with associated charts and dia-
grams, and supporting data that reflect on the character-
istics of the data automation activity. Included is
grapiic, narrative, and tabular information relating to
the present and/or rlenned ADP composition and require-
ments of the data automation activity,

Authorized Misnosition: Destyoy 1 year after planninsg
dociments becone cobsolete,

53 Pronsram Manazement: These files consist of procedures
goveraing tue convarsion to electrical machine opsrations
and he supervision, control, cecordination, and cpera-
tion of the mechanization program,

Authorized Dispeosition: Destroy 1 year after procedures
become obsolete.

54 Standeordization: These files consist of PHUS developed
data clements and codes, standardization requests, and
justifications for all data systems.

Authorized Disporiiion: Destroy vhen supersecded o> ob-

sole LG,
55 Valid Transaction: These files consist of magnetic tapes
containing valid files of items used, with a master data

tape nput file fcr creation of master data tape output.
They are used in statis i

Authorized Disvosition: Destroy when superseded or ob-
solete,

56 Information Retvieval System Master Reference: These
are magnetic media containine cata created by the meorg-
Ing of the prior mister file with valid transaction data

to create a ncv master file (including the securily copy

T

Four copies, Including origind, to b sabsuitiod to the Natienal Archiven 14—50428-1  aro
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; tape of data on disk packs), This serves as an index to
record materials such as correspondence, legal heariugs

' and decisions, patents and trademarks, and record copies
of publications,

Authorized Disposition: Destroy when superseded or ob-
.| solete,

57 Federal loan and Grant Prozram laster File: These are
magnetic media containing data created by tle merging of
the prior master file vith valid transaction data %o
create a nev master file (initial data includes excerpts
from forms placed in case files)., This is a noncumula-
tive periodic file of status of Federal loan and grant
activities, )

Authorized Disposition: Destroy when superseded or ob-
solete,

w
[e2]

Economic Statistics iaster TFile: These files cousist of
magnetic media ceontaining data created by the merging

of the orior master file srith valid tyansaction data to
create & new master file,

a, Data e#nd Surveys - These are noncumulative data used
to prepaze renorts covering a limited period of time; and:
noncumulative recurring periodic surveys uncluding whole-
sale and consumer price indexes, annual industiy, housing
vacancy, and other economie indicators,

Authorized Disnosition: Destroy vhen superseded or ob-
solete,

Ccnsus ~ This is a noncumulative economic census
v intervals,

Authorized Disno
old. Destroy wh

sition: Transfer to the IFRC vhen 1 year
en 5 years old,

59 Social Statlfstice ilnster 7ile: These are magnetic media

containing daca creatod by the merging of the prior mas-
ter file with valid transaction data to cr-atc a nev
master file, These are noncumulative data used to pro-
par: reports covering a limiczd perlod of time; noncumu-
fative rocurring periodic surveys including current pop-
ulation statistics, annual industry, housing vacancy,
voter participation, and statisties of income sample;
and noncumtulative demographic ¢-nsuscs,

FPour copien, including osiginal, to ka subritted fo tho National Archives 16—589423~1  @ra
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60

61

62

63

Authorized Disposition: Destroy 1 month after files be-
come obsolete,

Natural Resources Master TFTile: These files consist of
continuously updated magnetic media centaining data
created by the merging of the prior master file with val-
id transaction data to create a new master file, These
are noncumulative data used to prepare reports covering
a limited period of time,

Authorized Disposition: Destroy 1 month after file be~

comes obsolete,

Scientific Data Files: These are magnetic media contain=-

ing data created either from analog magnetic tape or re-
corded directly on magnetic digital tape for scientific
measurements of astronomic, outer space, and oceano=-
graphic phenomena; air and water quality; and medical
reseavch measurements, This pertains to media held in
national data centers as well as media not held in na=~
tional data centers.

Authorized Disposition: Transfer to the FRC when 1 year

old, Destroy when 10 years old.

Summary Data File: Thils 1s a magnetiec tape containing
aggregates of individual observations from valid trans-
action or master data files that are disaggrates of pub=
lished data,

Autherized Disposition: Destroy when 1 year old,

Sample and Subsample Data Files: This is a magnetic tape

containing individual observations selected from a larg-
er census of survey files such as stratified or pure
random sample files with or without weighting factors.
It is disclosure free or useful in statistical analysis
or policy Iformulation models and simulation studies, 1t
is substantially unpublished, such as tapes containing
data that are disclosure free,

Authorized Dispositlon: Transfer to the FRC when 1 year
oid, Destroy when 10 years old.

The Office of Personnel Management, Office
o¢f Adwinistrative Management, OASH, de-
velops personnel managemeni objectives for

Four copion, including edginc!, te ho gadanitied f» tho Hatliseal Aschives

16—01428-3

aro



- — . . S - T\

- ) " . e . ¢ . '
Standard Form No. 116a ' . .o .
Promulgated 9-1-42 by

+ s

General Services Adm'nistration ' Job No. __ ! Page 30
The Naticnal Archives o .
. . of 33 pages
{
REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS—Continuation Sheet
7 8 DESCRIPTION OF ITEM 9 10.
ITEM NO (WITH INCLUSIVE DATES OR RETENTION PERIODS) SAMPLE OR ACTION TAKEN

PHS activities and the policies and stan-
dards necessary to advance these objectives;
plans, develops, and administers the Com=-
missioned Corps personnel system; and coor=
— difgtes the personnel management activities
of the Public Health Sexvice with the De-
partment, the Civil Service Commission, the
Office of Management and Budget, the Departe
uent of Defense, the Veterans Administration,
and the Congress on matters of common concern,

CIVIL SERVICE PERSONNEL:

64 Personnel Evaluation Surveys: These records pertain to
the evaluation of the effectiveness of personnel manage=-
ment in PHS field installations, PHS Agencies, and OQASH.
Included are plans for individual surveys of specific
installations or offices; implementation records such as
questionnazires, results of interviews and documentaticn
of day~to-day activities, and reports including identifi=
cation of problems and recommendations for program im-
provements,

Authorized Disposition: Close out surveys when 5 years
old, Destroy when no lenger needed for administrative
purposes,

65 Position Clagsification Records: These files pertain to
clagsification decisions on groups of positions. Includ-
ed are background material prepared or compiled by pro-
gram officials or personnel specialists; copies of des-
criptions of positions to be classified and positions
used for comparative purposes; and decision papers with
justifications.

Authorized Disposition: Destroy when positions or groups
of positions are abolished; or when no longer needed for
reference,

66 Personnel Data Reports: These files consis t of computer
listings of PHS personnel and statistical personnel data
reports received on a regulais or one~time basis, The
listings contain various numbers of data elements on PHS
employees showing perscnal identifying information, and
records of employee Federal service and current position
and pay status. Statistical data reports contain current
PHS employment and personnel ceiling information.

Foux copies, Including originet, to ba suknitied 2o the Notional Azchives 15504261 GPO
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Authorized Disposition: Destroy when next most current
report is received,

COMMISSIONED CORPS PERSONNEL: The corps consists of med-
ical and health specialists and is used to augment civil
service requirements in carrying out PHS programs., The
corps is recognized as one of the seven uniformed ser-
vices of the United States. Items 67 through 78 follow-
ing apply to commissioned corps personnel,

67 General Subject Files: These records consist of corres-
pondence, reports, memoranda and related materials es-
tablishing policies and procedures for overall operation of
the €ommissioned Corps personnel program. Included are
planning, precedence, studies, evaluations, coordination,
and recommendations pertaining to policy and procedural
matters, as well as correspondence and information on
program activities,

Authorized Disposition: Destroy wihen no longer needed
for administrative purposes.

68 Official Personnel Folders: These folders are the offi-
cial repositories of records and reports of personnel
actions (including awards) effected during the service of
an officer in the PHS Commissioned Corps and the documents
and papers required in connection with these actions. The
personnel orders and other documents filed as permanent
records in the folders give legal force and effect to per-
sonnel transactions and establish officer rights and bene-
fits under pertinent laws and regulations. These folders (//’—
’/’ p

also contain papers documenting the Commissioned Officer’ ’:??/35/9781)
medical history to include disability retirement examina-

tions, . & b

s e W
Authorized Disposition: Permanent, Transfer to mbzv T 2
'‘Personnrel—Reecords—Gentery—St—boutssMes, 1 year after of-

ficer is separated from the Corps.

69 Applications for Commission: Forms and related material
submitted by unsuccessful applicants for commission in

Four copies, including original, to bo snbmitted to the National Axchives 16—59428-1  aPO
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the corps. This material has been reviewed and the ap-
plicant evaluated and rated for consideration for a com-
mission, The records include applications, vouchers,
evaluation records, ratings, comparisons, decisions, and
non-sclection documentation,

Authorized Disposition: Destroy 1 year after date of
application,

70 Service Record Cards: Visible file record of officer's
service in the corps. These cards are filed by organiza-
tion and provide the personnel office with summary infor-
mation on organizational sztructure, budgeted billets
within each organizational segment, and histoxrical and
current status data on officers occupying these billets,

Authorized Disposition: Destroy 5 years after date of
officer's separation,

71 Posltion Descriptions: Description of billet to which
officer is assigned, along with related informational
material. These flles provide information on the of~
ficial duties and responsibilities of each billet estab-
lished within the organization., They provide informa=-
tion helpful in position management and in waintaining
a proper classification structure,

Authorized Disposition: Destroy 2 years after position
is cancellied.

72 Qualifications Profile: ¥Form listing officer's qualifi-
cations along with related informational material., These
records contzin information on the officer's education
(including cclleges or universities attended and degrees
received), work experience (including all military and
civilian positions held with emphasis on experience per=
tinent to current placement), awards received (including
performance, spscial act or service, and suggestion
awards), and appraisal of performance,

Authorized Disposition: Destroy when officer is sepa-
rated, or when updated record is created.

73 Strength Reports: These records are monthly reports of
commissioned oificers on PHS rolls, Reports are pro-
duced alphabetically and by service category., Total
strength reflects all actions reported on personnzl ore

Four copios, intludiay esiginal, to be rrbimited to the Notional Rrxchives 16—50428~1 GPO
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74

75

76

77

ders through the current month having effective dates
through the last day of the month, and includes officers
on leave without pay.

Authorized Disposition: Destroy when obsolete or no long

er needed for reference.

Examining Board: These records consist of minutes of
meetings of commissioned officer examining boards, The
exanining btoards evaluate and rate officers for assign-
ment and promotion., Agendas of Board meetings are also
included.

Authorized Disposition: Destroy wien obsolete or no
longer needed for reference,

Merit Rolls: These records contain registers of eligi-
bles from vhich selections are made for assigmments in
the corps. Also included is backup material including
evaluations of officers' qualifications, and qualifica-
tions requiremente (knowledges, skills, and abilities)
of assignmenis. Registers are developed from implemen-
tation cf prescribed evaluation and selection processes,
and recoxrds which are included for review purposes,

Authorized Disposition: Destroy when obsolete or no
longer nseded for reference,

Health Manpouver Studies: These records contain periodic
updated reports of studies made of the current availabil-
ity and location of vaxious categories of health man-
power and projections of near future sufficiency of such
manpower, Included, in addition to the published re-
ports, are questionnaires completed by concerned organi-
zations and individuals, punch cards, tabulations, and
related backup materials, These are short term records,
a2,
Authorized Disposition: "Destroy publisheg reports when
oosolete or no longer needed for reference, Destroy re-
port source data 1 year after publication of report,

Variable Incentive Pay Program: These records pertain to
legislation and developmeat ol implemzntation regulations
for the program covering incentive pay for commissioned
medical officoxs serving in critical specialty categories
Included are copies of legislation and original regula-
tions with backup material and working papers compiled
in the development of regulations and procecdures,

p

Four copiox, in duding axiginal, {o bo rub:uitiod fu the Nrtiozal fxchives

1600428~ aro


https://YAF.i~~.le
https://00::;olc.te
https://recor.ds

Standard Form No. llau A >

'romulrated 9-1-49 by oo ~j

Ceneral Services Admmnstmhon ' Tob No. ;.
The Natipnal*tArchives, '

‘ '

+

® Page
of

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS—Continuation Sheet

34

35

pages

?
ITEM NO

78

79

80

8 DESCRIPTION OF ITEM
(WITH INCLUSIVE DATES OR RETENTION PERIODS)

9
SAMPLE OR
JOB NO

10

ACTION TAKEN

. i 2 3 ton £ F | .
suttorized-Pisposition—Pestroy6-morths—after-—program

becomes inactive or after change in specific regulationms.

Commissioned Officer Awards: These are case history files
containing material on recommendations, evaluations, ap-
provals, and presentation of awards to commissioned offi-
cers, Also includes periodic reports on the commissioned
corps awards program. Approved awards are recorded in the
officers official personnel folder,

Authorized Disposition: Destroy when 2 years old if no
longer needed for day-to-day operations.

\ffice Administrative Files: These files relate to minor
administrative matters., They are routinely found in most
offices and contain no information of significance, Ex-
amples are time cards; timekeeper copies of Earnings and
Leave Statements; requests for overtime; personnel records
that are duplicated in, or not appropriate for inclusiom
in, official personnel folders; memorandums pertaining to
exchange of general information between the components of
an office, division, or branch; and similar materials.

Authorized Disposition: Destroy when 2 years old or ear-

lier if no longer needed for day-to-day operations.

Training Instructional Materials: These files pertain to

instructor and student materials developed within OASH
for use 1n training professional government and nongov-
ernment personnel, particularly in technical fields.
These materials are not available from other Federal or
private sources on a standardized basis. Excluded are in-
structional materials develcped and used by agencies such
as the National Archives and Records Service or private
activities, in training PHS professional employees.
Examplesof these materials are instructors kits, hand-
outs, slides, problems to be solved by students, answer
sheets and examinations.,

Authorized Disposition: Permanent. Offer to National
Archives when no longer needed for current operations.
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Carl L. llann, Chief lianagement Support Branch,
Office of .Administrative Management, PHS/DHEW.

- .
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Howard Walderman, Public Health Division, Office
of the General Counsel, DHEW.
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