
NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 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Some items in this schedule are either obsolete or have been superseded by new 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These items, unless subsequently superseded, may be used by the agency to 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SUPERSEDED AND OBSOLETE ITEMS 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They are superseded, obsolete, filing instructions, non-records, or were lined off and 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Item 1a is superseded by N1-514-92-001 #9b1 

Item 1b is superseded by N1-514-92-001 #9b2 

Item 2a is superseded by N1-514-92-001 #23a 

Item 2b is superseded by N1-514-92-001 #23b 

Item 3 is superseded by N1-514-92-001 #26 

Item 4 is superseded by N1-514-92-001 #9a 

Item 5a is superseded by N1-514-92-001 #30a1 

Item 5b is superseded by N1-514-92-001 #30a2 

Item 6 is superseded by N1-514-92-001 #4 

Item 8 is superseded by N1-514-92-001 #1 

Item 10 is superseded by N1-514-92-001 #22a 

Item 11 is superseded by N1-514-92-001 #2 

Item 12 is superseded by N1-090-91-002 #12 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 
As of 7/26/2023 NC1-090-76-03 



NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 

Item 13 is superseded by N1-514-92-001 #3 

Item 14 is superseded by N1-514-92-001 #13 

Item 15a/b is superseded by N1-514-92-001 #27 

Item 20 is superseded by N1-514-92-001 #22g 

Item 21 is superseded by N1-514-92-001 #19 

Item 22a is superseded by N1-514-92-001 #10 

Item 23a/b is superseded by N1-514-92-001 #15 

Item 24 is superseded by N1-514-92-001 #16 

Item 35 is superseded by NC1-090-78-005 #1 

Item 40 is superseded by N1-514-92-001 #18 

Item 54 is superseded by N1-514-92-001 #12c1 

Item 55a1 is superseded by N1-514-92-001 #12d1a 

Item 55a2a-c is superseded by N1-514-92-001 #12d1b 

Item 56a is superseded by N1-514-92-001 #12a1 

Item 57 is superseded by N1-514-92-001 #30b 

Item 59 is superseded by N1-514-92-001 #21b 

Item 61 is superseded by N1-514-92-001 #21a 

Item 62 is superseded by N1-514-92-001 #22e 

Item 63 is superseded by N1-514-92-001 #22h 

Item 64 is superseded by N1-514-92-001 #22a 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 #22l 

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 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 
As of 7/26/2023 NC1-090-76-03 



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 
As of 7/26/2023 NC1-090-76-03 
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REQUEST FOR AUTHuR1T1 , DATE RECEIVFu j JOB NO 

TO DISPOSE Of RECORDS ; FEB l 1 1976 I i__L.£~~}_Se_e_ /nstru~_r,_on_s_o_n_"l_•v_e_•s__e_1_____~ __2-_c:J _i NCl t 9 0-76-3 jTn GfNERAL SERVICE$ ADMINISTRATION 
1

NAllONAL .~RCHlYES ANO f![COiWS SERVICE. WASHINGTON, DC 20408 NOTIFICATION TO l\GENCY 
-------~--- --·----------------- ·-----r _._ 

l f'ROM (AGENCY OR ESPBLISHMENT) ! , 
lrr 1cc1rdance with tho provis1om, of 44 U S C 33031 the d,s i 

Dcp2:rtir.ent of Health, Sducation, and He.lfare 
'1' 

po;a! reques!, rncludrng 1mendmenl1, IS 10,roved empt ic,; 

2. MAJOR susrJtVISION ----·: i!E,"15 tha! ,,.,, be stamped "di.i,o..1 not JDPIOved" or .... ,,, I 

Public Health Service Idra-.n" In coiumn IC 

~. MINOR SUBDIVISION ,
iOffice of the Assistant Secretary for Health 1 

4 NAME OF PERS □ ~-W_IT_H_WHOM TO CONH.-R----=------i-5.-T-EL_EXT________,'! 

: --;-~ .. ~-11/J 1w2'...L.=:.r_r-ci_, ;() ~; 1~Carl_ :2: ._ Hann ______.____4_t,__.3_-_2_0_5_5_ ___,1S-- Z-[5 -___;:_ "l , U hlLU 
li. ,CEIH! Fl"ATE Or .,', CEtl CY Rf: F' fl;: SE rnA-TIVi:: L_.'..'.:(D::::a:_::te::.'.lld.:::::1~~·A::r..:::.c:.:_·":.:,":::,".:_!:::,of:_l:,:h::.:,e_:;U:.:.n:_::1!'..'.'.e::'../.:.s::ia:::.r:_:e<:.__;· 

I hereb/ certify that l am authorized to act for th,s agency in matter, pertain.ng :o lhe dis;,,,sal of the •ltacy's records, that the records pro;xis,d fer disposal m lhts Reque,t of 
--~ p:!ce{s} ar·~ no! now needed for the bl.!sme.-s of this ,1gencf or .,.-ill not be needed after ttie rftention penods specified 

_____ Dept. Records H[)l't. O:l:flcer_;_j, /76 ___ _ _w_~iPC,~s·~-
Da~e- u·-- (Signature of Agency Reoresent~t,ve) 

7. 
ITEM NO 

l 

8. DESCRIPTION O• ITEM 
(With lnclus1v~ 02tes er Retention Penod5) 

RECOims CONT'.1.0L SC!BDULE FO:.', us::: EY THE OFFICE 0:::-' THE 
/,SSIS'£:'.1:T S:2GI'2T}.T!.Y FOR. 1I.2ALT1:, PL~LIC HL\LTH S.::;3.VICE, 

D~PATnrn~n· 07 lIBAL'.m, EDUCATION, Arm UELFAR.i'1 

'rhc Assist1?.nt Secretary for Health is responsible for the 
<l.i.r~ction of the Publi.c H".:?alth Service, for [)t'ovidtng 
leadership nnd ,olicy ~uidance for health-related activi­
·i_::cs t½ro~1gho,!t the De:;:•art:;-ient a:1d for □ a.intainin[; rela­
tionsr.i?s uith other ~overn.mental and private a3encies 
conc':!':-ied uith hec.lth. The ;\ssistant Secretary for , 
nealth is the princi?al ~dvisor nnd nssistant to th~ Sec­
re.ta'!.~y 0,1 hcalt'.1 policy and all health-related activities 
in the Dc.110.rtr,1ent. 

HlP0:".7".:tIT: U,110.ss othen-isc stated all offices of ;.<\SH 
w5.fifollou the sar.10 autho:::-iz2d disposition instructionso 

Inricdi:~tc_Q.~l.:1..~-_i::f the (!,s:isi·o.n~ Secretarz for _Health: 
I~c!.u-·5cd ~re tl1e /issist[ir.1·i~ SccJ_"eta.r~_,, Deputy Assistant 
Gc::crcta:ry, ;;L1d I::,ecutive Officer. 

a. These files consist of or relate to guidance, instruc 
tionz, a.nd decisi0ns issuec'i. er receh1 ed by the immediate 
,·iffi.cc of the Assistant Secretary, relative to adminis­
trative and pro3ran operations, Included is pert5.nent 
con·cspondcnce ,-Tith the Secretary, D1IE~1, and his staff; 

9, 
10SAMPlc OR ACTION TAKENJOB NO 

R<?vised .l.anuary I HJ 
Pro!scrib,?d' ny Genera: Sorv,cos 

Adm1r,,"5,tr<::•,L'n 
r~-.ln ,1.1, ,.. .....~,, '""- ◄ • • 

https://trat~.vc
https://pt'ovidi.ng
https://Assistl".nt
https://U,110.ss
https://CONT'.1.0L
https://pertain.ng
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7. 
ITEM NO 

" 

8 DESCRIPTION OF ITEM 
(WITK INCLUSIVE DATES OR RETENTIOH P!RJOO!I) 

Principal Operating Components, DHEW; PRS Agencies; Re­
gional Health Administrators; and other Federal Agencies 
as well as budget statem~nts, briefings, presentations, 
specchcG, digests, and backup materials of a highly sig­
nificant and sometimes sensitive nature. 

A~thorized Disposit~on: Permanent. Transfer to the FRC 
wh~n no··1ongei"'neeaed ·.tor aarn'inistrative purposes ancl 
offer to the National Archives 3 years thereafter. 

b. The3e records pertain to routine correspondence uith 
Congress, State and local government activities; and ac~ 
tivities outside gover~~ent. 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 DisEosition: Transfer to the FRC when 2 years 
old and destroy uhen 5 years old. 

Policies and Procedures: These records reflect the pol­
~~1.c1.es ana pro.::c<lur~s established for program and admin--
istrative operations throughout the Public Health Ser­
vice, and usually require approval by the Immediate Of­
fice of th\? Assistant Sccretery for Health. Included 
are staff studies, action papers, su.-nne.ries, digests, 
prcscntat!.ons, il1tcrprei.:ations, clarlfications, evalua­
tions, conclusions, recommendntions, evidence of staff 
coordination, and decisions. The offic~ of record is 
th~ staff office initiating, or primarily responsible 
for tmpJ.em~nt:i.ng the policy or procedure. The policies 
and pt'ocedurcs are usually promulgated in PHS Issuances 
to the mm Staff 11am1al System. 

Authorized Bi~pos:Ltion: 

a. O.ffi.ce of U:;;cord - Perma:-ient. Transfer to the FRC 
when superseded, obsolctr~, or no lone,:,r. needed .for ref­
erence; and of£,3r to National J\rch5.ves 10 years thet"e­
aftcr. 

b. All Ot:ller Offices - D~stroy Fhen superseded, obso­
lete, or uhen ilO lon3;cr needed :Cor n::fc,~cnce 0 

£.l'_~cial St2-~-.r!:?~:11_: The AS8fct2!1t Sccrct2..1~y· for 
~calth has responsibility for cartaiu s~ecial activities 
u~ich arc related to the ov2~all procr~n and administrn-

10. 
SAMPLE OR ' ACTION TAKENJOB NO 

3 

https://Immedfa.te
https://usuaJ.ly
https://O.ffi.ce
https://tmpJ.em~nt:i.ng
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7. 
ITEM NO. 

4 

5 

8 DE-"CRIPTION OF ITEM 
(WITH INCLuSIVE DATES OR RETENTIOH PERIODS) 

tive responsibilities of the Public Health Service. Ex­
amples are international hGalth and population affairs. 
These responsibilities arc assi;ncd to Special Staff Of­
fices establislv~<l for the purpose of carryins out these 
technical program;. Such offices report directly to the 
I!:'lmcdiate Office of the Assistant Secretary for Health. 
Certain pro3ram records created in these Special Staff 
Offices -have ,s1.r;ni£:1:cant..historical and/or- research 
value, and consist of or relate to such matters as coun­
cil and committee mc:nbership; transcripts, r.iinutes, pre­
sentations, digests, summaries, recommendations, evalua­
tions, and reports on pertinent meetings and conferences; 
and pertinent other reports, staff papers, memorandll!l1s, 
asreements, resolutions, letters, and studies. Records 
of historical value are kept separately in each office. 

Authorized Disposition: Perr.ianent. Offer to Nation.al 
Archives umn no longer needed for day-to-day operations. 

Congressional Cotresoondence: These files consist of 
correspon<le;1ce betuecn nr2.nbers of Congress and the Pub­
lic Health Service. Included o.re the incoming co:::--rcs­
pondence, suggestions for possible use in preparing a 
reply with su?porting documentation, final reply uith 
staff clearances obtained, along uith any other support­
in~ materials. The office of record is the responding 
office. These records are filed separately by each of­
fice as those of pemanent value and those of temporary 
velue. 

i\uthorizetl Disposition: 

a. Of.Hee of Record. Those records 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 v~-
Transfer tyhe FJ.C when 2 years old and destroy 5'yca ... s­
~~cf'{ unless needed for a longer period due to in­
cumbent Conp;ressman's continuance in office. 

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

General r:.eoorts: •rhese are administrative and program 
oriented reports of historical value. They are either 
created uith'.!.n OASH or submitted to OASH by other PHS 

9. 
SAMPLE OR 

JOB NO 

7 

10. 
ACTION TAKEN 

&'om: copiaa, lncladimg orlgu,al, to Lo 8111,m.ifk>cl ,a tho National Arddvea 

https://incom:i.ng
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7. 
ITEM NO 

6 

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

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, 
e.chievements, problems, and new policies and procedures. 

Authorized Dis,,osition: 

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 uhen 12 
years old. 

b. ~\11 Other Offices. Destroy um n 3 years old. 

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

Authorized Dis~osition: 

a. Office of Record. Perm~nent. Transfer to the FRC 
uhcn 4 yea:.:-s old. Offer to National Archives wi1en 10 
years old. 

b~ All Other Offices. Destroy wle n 1 year old. 

The record materials described in items 7 
through 9 belou are created durin:; 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 to requests £or information, interpre­
tations, and buidance, 

9 
SAMPLE OR 

JOB NO 

10 
ACTION TAKEN 

l'our c,,pios, lnclud.m!J "ri!1ll'nl, to loo m>bmittotl to tho Kotional llrchlven 10-6ot28-) OPO 
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REQUEST FOR AUTHORITY TO DISPOSE 01"" RECORDS-Continuation Sheet 

7. 
ITEM NO 

8 DESCRIPTION OF ITEM 
(WrTH INCLUSIVE DATES OR RETENTION PERIOD:;) 

9. 
SAMPLE OR 

JOB NO 

10. 
ACTION TAKEN 

7 Bill Files: Bill files are in tuo 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, Congression2l Record items on each bill, veto 

••• mef:>sages ;--ricmc;n~anclum. ,of dii:::arproval .,er .Presidc.::i.t.i.:.L s.ign­
ing statement on each bill, and copy of Public Law as­
signed to each bill after enactment. These are short 
term working files. 

Authori~ed Disoosition: All Offices. Transfer to inac­
tive status at end of Congressional year, bills enacted 
or vetoed (e~rcept retain in pending status vetoed bills 
that are lib~ly to be reintroduced in another Congres­
sional year). /,Destroy those bills of little impact/sig­
nifica!fe iIT!!llediately after printed record of he2ring is 
issued. pestroy bill files one calendar year after en­
actment of law. 

8 llearinP. Files: Hearin3 folderr:: are established durinz 
each Consressional year. Folders are filed in chronolog­
ical order of date of hearing in ascendin0 order. Th~se 
files shou the actions tal:en prior to hearings. ::alders 
include invitation 2.n<l response, :Lf any, to invitation 
to h'.;!aring; tlr2ft copies of pre:pare<l state171ent of uit-
ness ::::.nd cle~n:nnces uithin the Dep~rtncnt of these draftE:,' 
li.st of uitnesses for each heari:iz; and a copy of printed 
st2temcY1t in fi:ial form. These arc short term uorl:ing 
files. 

Authorized DisDosition: All Offices. Transfer to inac­
tive status ;:-_t end of Con;:,;rcssioanl year. Destroy one 
calea<lar year thereafter. 

9 Pro~;rnn.s Under Cur~_!,~islative Consider2tion: fa,­
ph~s is o:.:, lcc;.blatiou oS: TES pro;}rc.ns varies frm'.1 year 
to year. E::am'.)1 es of prn:;rans receivin~ lc,;is lative e:n­
ph2.s is z,i:c as follm~s: 

ao Hedicare/Eed:i.cai<l - These files are estaolis~1ed pri­
marily .for r.1r.int.::.ini.n:; curr-2.:it infor,11ation on legisl n­
tion in ef.i:ect for disser1inati.on to ;l_ntercst':::!d personnel. 
They contain pro:,'Jsed and fin,,.J. re:;ulation!l covcrin3 
Public Lau 92-G03, general provisions of the La.u1 policy 

https://Standn.nl
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7. 
ITEM NO. 

8 DESCRIPTION OF ITEM 
(WITH IHCLUSIVE OATES OR RETDIT!OII PoRIODS) 

9. 
SAMPLE OR 

JOB NO 

10 
ACTION TAKEN 

10 

and inforoational meiuoranda coverinb Titles :::VIII and 
XIX of the Lllil, and requests for inforoation related to 
the L.--:i.w. These files are in numerical order by pro::;ram 
title nlll:lb8r and further bro1:.:en do~:r:1 by alpho.betical 
subject matter under each title n!Z'.!0er. These are-ref­
erence files. 

k:ithori:::e::1 Disryos:ttio·,r: Al'i Offices. ·De·stroy ·portfons 
su2crseded or decl2red obsol8te after a period of 3 
years, or earlier if no lon;er needed for reference. 

b. Health Insu:rl'nce - These files include !:!O.terials re­
luted to h-22:d.n:3s or proposals for a nationnl or conpre­
hcnsive health insurance ;:,ro3rz..-:1 plan. Folders are l:er,t 
5-n numerical order for Ac.::1inistration and Congressional 
bills and in alphabetical order for bills or plans of 
nc.dical or innurnnce associations and other organizations 
involved in he2lth insurance issues. These are reference 
files. 

Authorized Disoosition: .\11 Offices. Retire to inactive~---status after legislation is enacted or denied. Destroy 
2 years thereafter. 

Dud~~t Pre~aration, ~res~ntation, and ~?portiorunent: 
Ducl:::c;et and D.r:-?ortioancnt records include the v~rious 
f 5.les accu:,iulate<l in O.·'\SH in tbe cou:cse of fon11.I12tin;::; 
its budget for submission to the De~artment, and in de­
fending its requests for fu~ds to the DepartM8nt, Office 
of Hanagcr'lent and Budget, and to the Conc;rcss; and after 
enactment of an appropriation bill, in ensuring that the 
funds are used in such a uay as to suffice for the ap­
propriate period of time, 1\lso included are SIBJmary 
status statements, pro~ram narratives, and schedules of 
obligations. 

a. Corres[)ondence files of formally organized OASH bud­
r;et offices sho~Iing procedures to be follo\:ed in 3overn­
ins bu<lget administration, and reflecting established 
policy decisions affecting e=cpen<liturcs for programs. 

Author;.z,ed D,i,::1position: Transfer to too FRC when 3 years 
old~ Destroy uhen 10 years old. 

b. File copies of budget est:i.mates prepared or consoli­
dated in formally organized OASH budget offices compris-

ll'o"" co11loo, bc:la.diuo orisinal, to be snhmitl<>d to 11-.e Nfl&iacll Archlvai 

https://Pre".larnt5.on~resentat:!.on
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ITE"1 NO 

11 

12 

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

9. 
SAMPLE OR 

JOB NO 

10 
ACTION TJ\KEN 

ing appropriation langua~e sheets, narrative statements, 
and related schedules and data. 

Authori::ed Disoos:ttion: Transfer to the FRC when 3 years 
old, Destroy uhen 10 years old, • 

pq;anizational 1-rana,f;i,er<1ent: These records include statutei 
and E}:c.-·cut'ive· CJr<ler-s ·a:s i.1e11 ·as 'clra'fts and supporting L1c.1.­

terial relatin3 to or3anization or reoreanization, in­
cluding the creation, discontinuance, and consolidation 
of functions of various organizational elements; intcr­
preta.tions, opinions, and memoranda of law; organization­
al and functional charts; directories; correspondence 
and mcr.1oranda c1efini113 responsibilities, or rho•n.ng Hark­
ing relat;_onships ·pith Federal ectivities outside PHS, 
State a::-id local govern.ments, or industry and private or­
ganizations~ and staff studies and S?ecial reports re­
lating to orsanizational problems. The office of record 
is the Off ice of o~:;anization and :1anagement Systems, Of­
fice of AdrTJinistrat:.i.ve Hanrrgeoent, OASI:-I. 

Authoriz~ Disposition: 

a. 0ffi(:e o•:: Record. Per;,;1:1ent. Transfer to the FRC 
,Jhen supersede<l. Offer to National Archives 10 years 
thereafter. 

b. All Oth8r Offices. De:;troy Hhen superseded or ob­
solete. 

]?HS Uanuf!.l Issuances: The purpose of these issuances is 
to i.:.1plcment the contents of the Departnent :Manual Sys­
tem within the ?ublic Eealth Ser-J'ice. 

a. Issusnce Files, These records consist of chapters, 
circulars, guides, and handbool:s published by OASH as 
PHS issuances to th,~ DGpartment Staff Manual Systcmo 
These issuances usually prescribe major policies and pro­
c~dures to be follow2d within ?HS for administrative and 
program operations, as well as responsibiliti0s, infor­
mation to be retain,d on each subject matter, and reports 
required. Th2 office of record is the DASH office having 
pr.-imary responsibiU.ty for administrative or program area 
to which the issuance pertains., 

A~thorizcd Dispositio~: 

(1) Office of Record. Permanent. Transfer to the rRC 

r..,... eopia1, Lu..1..cUa11 r,dgl.aw, to 11c, nhlnlHed to 1h11 Nol:ioll.Cll ArcWv~ llt-.llQUS-l GPO 

https://ho�ri.ng
https://r,dgl.aw
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9. 
SAMPLE OR 

JOB NO. 

10 
ACTION TAKEN 

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

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

b. Issuance Background Files. These are materials ac­
cumulated ·by an· ·o'AsH offi'ces 0!1 manual 'issuances wh'i.ch 
they e.re required to revicu, approve, or prepare. They 
consist of drafts, evaluRtions, comments, recorrnnenda­
tions, concurrences, approvals, and any other documenta­
tion contributing to clearance and publication. 

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

13 

14 

Records ?~nagement: These records include SF-115, Re­
quest for Authority to Dispose of Records, SF-135, ~e­
cords Transmittal and Receipt, GSA Form 7015, Notice of 
Intent to Dispose of Records, SF-136, Annu~l Surrrrnary of 
Records Holdings, and Record Control Schedules including 
correspondence relating to approvals and changes to the 
schelules. The office of record for the SF-115 and 
SF-135 is the originating OASH office. The offic2 of 
record for the GSA Form 7015 is the OASH office respon­
sibl0 for the records listed on the form. The office of 
record for record control schedules is the OASH office 
publishing the schedules. The office of record for the 
sr-136 is the PHS Records Officer. 

a. -
Autho,:ized Disnosition: SF-115, SF-135 and GSA Form 
7015 - Destroy when no longer needed £or search purposes. 
These documents constitute a.A'sm~~l volume and therefore 
occupy very little files spac·e. Records control sched­
ules -o?ei::tToy uhen superseded or no longer needed for 
reference. SF-136, destroy uh-2n no longer needed £or 
administrative purp~ses. 

Fc1rms Hrmngement: These records contain data shor-1inr; 
ti1e irlc•::ption :ind scope oz PHS for:-ns, the program or 
ac1ministrativ0 purposes served by chc forns, an<l the re­
lated procedures instituted, revised, superseded, or 
cancelled. A case file LC maintained on each PHS form. 
Each PHS Agency is r~sponsible for manag8ment of its own 
forms. Also includ;<l at '!:he O.\SH level ar.2 files ma­
terials r<?latL1g to guidance furnished the PHS Agencies 

i'om c:op1et, lnch,dinr, orlswol, I.a b~ sabndHc.;l I.a tlao NoUonol Juchlvee 
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7. 
ITTM NO 

15 

16 

B DESCRIPTION OF ITEM 
(WITH INCLUSIVE DATES DR RETENTION PERIODS) 

in carrying out their forms management responsibilities, 
and supervision of the overall PHS fonns management pro­
gram. a. Record Copy of ea ch PHS Form. PERMANENT. Offer to 

NARS in 10 year increments. 
Authorized Disposition:b.·othef Materiairansfer to in­
active file whc~ superseded or obsolete and to the FRC 
.2 .years .thc.reaft.~r,. .De;strqy \7hcn 10 __years olp.. 

TI.eports Hana~cr:lent: These records consist of listings of 
interagcncy, public use, and internal reports rPquired 
and responded to by PllS. Also included is backup mate­
rials to these listings. Each PHS activity is required 
to maintain a case file folder on each report from -i1hich 
periodic listin~s ere furnished OASH. These lislings in­
clude such information as name of report, cost and x.1an­
hours, requiring or responding office 1 etc. 

£;. 
Authorized Disposition: J,11 Offices. Destroy listings 
of reports when su?ersed~d. Destroy case file folders 
no later than 2 years after report requirement is termi­
nated. 

Delegations of Authority: The Secretary, DHEW, dele­
gates certain of his authorities to the Assistent Sec­
retary for Health, who in turn delegates certain of the 
authorities uithin the Public Health Service in order to 
more efficiently carry out day-to-clay operations. These 
records consist of directives, resulations, criteria, 
and guidelines governing delegations. Also included are 
requests for delegations Fithin PHS with supporting doc­
ur.ientation, responses to requests,' evaluations, recom­
mendations4 staff papers, executive decisions, copies of 
the delcGations; 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 Uanagement Systems, Office of Administrative 
Hanagement, DASH. 

Authorized Dis~osition: 
/, 

a. Office of Record. Deleeations with supporting docu­
mentation are permanent. Transfer to the FRC ·when no 
longer in effect or needed .for reference. Offer to t;a­
tional Archives 5 years ther.eafter.o!.Requests a.re to be 
destroyed when delep;ations are no longer in effect, ..E:'All 
other materfal is to be d2st1:oyed when 5 years old or 
earlier if no longer needed for reference. 

9. 10
SAMPLE OR ACTION TAKENJOB NO. 

li'ow: ccpiM, wchu!.u::zi: ..,..;g;,.al, to In i:uhmiKecl to 11:u, NallenQJ Arebl.·;tt 

https://c:bl.�.tt
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18 

19 

20 

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

b. All Other Offices. Destroy when no longer in effect 
or earlier if no longer needed for reference. 

Advisory Connittees: These committees are est~blished to 
consider health related problens and advise the Assistant 
Secretary for Health and the PHS Staff on possible solu­
tions. These records relate to membership, operating 
guidelines, agendas, reports, presentations, recorrnnenda­
tions, discussions, minutes of meetings, and decisions 
on committee recommend2tions. 

Authorize~_Disposition: All Offices. Permanent. Trans­
fer to the FRC when :J years old or earlier if no longer 
needed. Offer to National Archives when 15 years old. 

Trainin3: These materials include copies of applications~ 
notices of training classes, notices of completion, 
training plans, evaluations, Slli""Jmaries, requests, rcc0M­
mendations, and routine reports. The office of reco~d 
for these files is the Personnel Office, OASII~ These 
are short tern. reference files. 

Authorized Disposit.to::-1: Destroy when 2 years old or 
earl.ier if no longer needed for administrative purposes. 

Emergency Plannini:, (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, guidelines, etc. published by the 
Department of Defense and other Federal activities; as 
irell as plans, instructions, and guidelines published 
within OASR for relocation, evacuation, security, and 
emergency O?erations. 

Authori2ed D~~position: All Offices.· Publications by 
DOD and oth8r Federal activities a:r.e to be de_ptroyed 
when su?erseded, obsolete, or no longer needecf.. ,I'ubli~ 
cations by OASH (except ,nanual issuances to tre HEH man­
ual system covered elseuhere in this schedule) are to be 
transferred to the FRC whe~ outdated and destroyed no 
more than 5 years thereafter. 

.sgual Employment Discrir:ii:iation Cor.1212.ints: These case 
files arc maintained in the Office of Zqual Employment 
Opportunity 1 OASH, and consist of documents accumulated 
in the filing and resolution of enployce discrimi.nati..on 
complaints. Included are stateraants of Yitnesses and 

9 
SAMPLE OR 

JOB NO 

10. 
ACTION TAKEN 

!?our copic,s, bcl11cli.o51 original, to bo t--uhrnitied to the NaticDG.l &chives 10--6iltl8-1 GPO 

https://discrimi.nati.on
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reports of findings, copies of decisions, and related 
papers. 

Authorized Disposition: Destroy ,,hen 5 years old ?r 
earlier if no longer needed for administrative purposes. 

21 __ Ma_na3eme~t Impro':er:1ents: This ;:1.ctivHy is associated 
primarily uith the Office of Organization and Hanagement 
Systems, Office of L'\dministrative rianagement, OASH, 
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 effectiveness of PI-IS 
programs, includin3 manpower. These records consist of 
materials such as studies, data collection sheets, inter­
views, staff papers, r:1emorandums, action papers, analyses, 
evaluations, recommendati_ons, results of surveys, final 
decisions, and other doct□entation used in arrivine at 
realistic conclusions and decisions on mana;;;enent, in-
c1uding mnnpo,,1er oriented rroblems and requirements. 

Authorized Disryosition: 

a. Office of Record. Transfer to the Fr..C when 5 years 
old or earlier if no longer needed for day-to-cky opera­
tions, acd destroy ,~1en 10 years old. 

b. l,11 Othei::- Offices. Destroy when 3 years old o--· ear­
lier if no longer needed for <lay-to-<lay cperations. 

The Administrative Services Center, Office of 
Ad,n:l_nistrative !•Iana.gement, OASH, plans, coor­
dinates and provides a co □bination of admini­
strative ~nd technical services designed to 
&erv2 Public Health Service activities nation­
uide and those asencies aa.d Office o:E the l .. s­
sistent Secretary fer Health staif co~pone~ts 
located in and around the Par:~lawn ouij di.u.;-;; 
providca a~miniat=ative operations, SLlch as 
gene·,:al servicea, procurement, buildin~s .:md 
facilities services, an:1 mail and messenger ser­
vices for employees and or3ani~ations located 
in the Par!~lmm BL1lldlnf:, and surrounrB.n8 areas; 
develops Public Health se,:vice !_)olicy end pro­
cedures for prJ_nnns and duplicatin~; prov:i.des 
I'ublic Health Se:;:vicc clah1s, distribution, and 

Fon.r co~on, lnclnd.uig original, to b<I uu.bmittecl I:, tho No!ioaal .llrchiveo 10-69-US-1 OPO 

https://surrounrB.n8
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8 DESCRIPTION OF ITEM 
(WITH INCLUSIVE DATES OR RETENTION PERIODS) 

library services; serve:s as liaison with 
other components of the Department, GSA, 
and G?O. 

Office Services and Suo~lics: These doc~uents relate to 
ordinary supplies and equir,Qent used by an office; of­
fice space and ut:i.lities, cornrmn1cations., transportation, 
custodial, or ot~1er services required by an office; and 
to the general maintenimce of an office. These records 
include, but are not limited to: 

ag Requests and rec2ipts for supplies and equipment, 
requests for disposal of equipment, and similar papers 
pertainins to routine office supply and equip~ent matters~ 

Authorized Dis')osition: Deatroy Phen 2 years old or ear­
lier i£ no lonGcr needed £or day-to-day operatioP.s. 

b. r,equcstn for installation of telephone:s, tele?hone 
E-xtcnsions, requcrnt:s for changes to telephone directo­
ries and systems, and simi!ar co.:i:nunication matters. 

Authorized Disnosition: Destroy when 2 years old or ear­
lier if no longer r"ieecied fo~ day~to~day operations. 

c~ Dccunents raluted to building facilities, such ~s 
floor plans, oi:-fice relocation plens, space surveys, re­
queats and replies for chan~es in assignment of of£ice 
space, and related correspondence. 

Authori ?ed Disl)oslt:i.on: Destroy uhen no lenser needed 
for reference purposes, or when the activity is corapleted~ 

d. Drawings, chnrts, ass5.gtuuent schedules, requests, 
and loss pertaining to requests for awJ assignment of 
parking spaces :7.n 3overn..'1lent operated pHrking areas. 

Authorized Dis2_osition: Destroy when no longer needed 
fo;: reference., 

JZ0ployce .l\ccident, Health, and Los::; or Theft 0£ Prooerty: 
Ti1ese docu,neni:s relate to em::1loyee health projects, such 
as blood donations, prevont:!.on shots, physical examina­
tions) 2nd related correspondence. Included is Fon.1 
mm-516, ,\c:c:!..dent Report, vhich is sub:nitted quarterly. 
Also includ0.d is GSA Form 1:37 1 Report cf Loss of Theft, 
prepared after each occurencG. 

9. 
SAMPLE OR 

JOB NO 

!O. 
ACTION TAKEN 

I 
I 
I 
I 

~-
ruCE CO~fwfl.,- t.nr;h.1.(.line od.gincrJ.,. lo bo .ualuniitod to the :ti('ti:n:1a.l .t!Jrcl.!.va 10->D l'.~-1 Qf"LJ 

https://prevcnt:!.on
https://Nation.eJ
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9.8 DESCRIPTiON OF ITEM 
SAMPLE OR(WITH INCLUSIVE DATES OR RITE.HTIOII PERIODS) .){JS NO 

P· 
fiuthorize~ Disposition: Form HEW-516, destroy when 5 
years old.· All other r.iaterials - Destroy when 1 year 
old. 

Securi...!:X and Protective Services: These files pertain 
to security and protective measures taken regardin8 clas­
sified information, facilities, and personnel. They in­
clude mcmoranduris, plans, studies, evaluations, recom­
mendations, and reports relating to adr.1inistration of 
security and protective services prograEs. 

Authorized Disoosition: Close file every 2 years and 
transfer to the FRC. Destroy ,~en 10 years old or ear­
lier if no longer needed for administrative purposes.' 

~roperty_J)3E._~2l Res~3ds: These ~ecords pertain to the 
sales of real and personal property surplus to the needs 
of the Government. Included are case files on disposal 
of surplus real 2nd r-clntcd person2l property anc! re-
ports of e~cess rc~l prO?CY-ty. Three forms are prescribe~ 
for use in selliu3 surplus personal property under GS~ 
regubtions: (a) SF-lll~, Sil le of Covc:i:-illilc-nt Froi?,~r.ty, 
Invitation, and Bid, and Acceptance. Related pap2rs that 
arc r~intained, usually in case fashion, consist of cor­
respondence, bids, and other notices of sale, invo~ces, 
and sales slips. (b) si-120, Report of ixcess Personal 
Prop2rty, and SF-121, Quarterly Report of Utilization 
and Difposal of ~~cess ~nd Surplus Personal Property. 
Form 120 reports person2.l propc.:ty uhich is excess to 
the DepartL12nt 2nd reported to the Regional General Ser­
~ices Administratlon Offices, which initinte screening 
action. The quarterly reports are submitted to the of­
fice of Personal Property, Utilizntion and Disposal Ser­
vice, General Services Administration, uhich 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 
needed longer for legal purposes. 

b. Reports of excess real property. 

Authorizc>d Di_E,__position: 'rransfe1· to the FRC uhen 3 years 
old. Destroy uhe11 10 years old or earlier if no lon2cr 
needed for administrative purposes. 

I 
j !0 

ACTION TAl{EH 

------'----------------------·-----------------------·-

https://btclmli.ug
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S DESCRIPTION OF ITIM 
(WITH INCLUSIVE DATES OR RETENTION PE!llODS) 

Hail and Distribution Hann.gement: These files include 
materials relatin3 to fiscal year mail and postage cost 
estimates reported to the U.S. Postal Sen·ice (feeder 
reports from PHS Staff Offices and Agencies, together 
with supporting doctnnentation), establishrm~nt of neu 
mailing keys, elimination of addressees shoun on mailing 
keys in usc:1 as uell as rosters of PUS Distribution Con­
trol Officers. 

0,-
Authol'i.zcct Disposition:.6 Mail and posta32 cost estimates-
Destroy ul"l½n 3 years old; ,Roster of DC0's - Destroy when 
supersedect.' All other material!'.i - Destroy uhen 1 year 
old unless needed longer for day-to-day opcratioGs. 

!.1!.!i.tarz Personnel and c;.vil~an. Employ'::~ Cl~ims: These 
are claJ.;ns pre:scnted by cor:nn1-i::s1.o.1ed o.co.cc:rs anc.1 civi­
lian employees of PHS for da!::age to, and loss of p2rso □-

al prcperty while actin3 within the scope of their of­
fice of c::1ploymcnt. The> fiL.'S contain corresponden:::c 
with claimants, moving companies, and appropriate facili­
ties; supporting evid0nce necessai-y to substantiate the 
claims \~ith recoiiTI'cncl2.tions a_n<l final determinations; 
logs and other case control syste:ns; anc materials shoTv­
ing final (1 i,sposition on each cas2. 

Authorfaed Disposition: Destroy 4 ye2.rs after claim is 
closed. 

Federal Clai~s Collection !ct: The cleims cover2d under 
this Act a;:,?ly to ar}mi_nistr2.tiv~ collections of moni2s 
due ::?HSo Th·.:::::::2 records dacun~nt 1i0" the clai~,1s arose, 
cnounts, c~rcu;1stanccs of debtors, and collection cI1orts 
1r.adc; b2-sis for coP1:-1ro::1i.sc., susp2ri.sion~ m:- tcrsination 
of claims; lo~1;s ~n~ othe>r c2.sc control systeo.s; and ma­
t2ria~s showing fiaal disposition on each case. 

!\uthori2c.d Disposition: Trr:ns:for to th,2 FRC "'hen claim 
is closed. Jcstroy 6 years thereafter. 

Civil Sul~s: This activity pertains to a civil action 
by a platntiff upon disn1.1om:.ncc of c>.clr1lnistrativc clai.m 
or uhen six montrlS has sol.'::.lpscd i:ithont final disposition 
of admini::::t:rcttivc claim. Thirci party suits .1rise uhcm 
an Ane.ricc,l sca:nan cmrrr.12nces a C'ivi l net ion c3ainst shtp­
ping cor,1pa11y for .i.njurics cusrc.:Lued uhile 2.board ~ ves­
sel, bno8c'l on alli?r,o.tion th,1.t tt·ectr,1C!rit r:!ndct"cd the 
seaman by e t'H3 fa.ci.lity n;;f;rave.ted inj,1ry and therefore 
constituted m2(~ica1. rr.2.lpracti(!C. 7h,':sc 1·ec.o=ds contcin 

9 10
SAMPLE: OR ACTION TAKENJOB NO 

29 
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B DESCRIPTION OF ITEI\I 
(WITH INCLUSIVE DATES OR RtrENllO!t PERIODS) 

legal pleadings and ell reports and correspondence be­
tueen PHS claims Office, plaintiff's le3al representa­
tive, Office of the General Counsel, Justice Department, 
and U.So Attorney, including all court documents, logs 
and other case control systems, and materials showing 
final disposition on each case. 

Author.i::ed Disposition: Destroy l~ f.i>scal ·years a·fter 
claim is closed. 

Adrninistr2tive Tort Clai.~s: 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 ne::;li:;ence or ~:rronsful act or onission of an:'l 
enployee of PHS uhile acting within the scope of his of­
fice of e...r:rployT!lent, unc!cr circumstances where the United 
States, i::: private person, would be liable to clainent 
for such da,mge, loss, injury or death i:i. accordance ·wH:h 
le.u of place rher.a. act or onission occurred. These :Hles 
contain the fo:..·oal claims on lihich the b~sis of clair:ls 
anc n::1ounts dct'.l~r1dt>d in damc.ges is set forth; all corres­
pocdencc uith cl2irumts, leso.l rep:::esentntives an<l a?pro­
priate facilities; all evidence and docu.~entation; urit­
ten le::;al analysis end evaluation in the forr,1 of £:i.n.:11 
deter:,ina.tions or reconne:idations regardine; disposition 
of cld.n.s; logs and other case control systeos; and ma­
terials shcu·in,s final disposition on e.:1ch case. 

Authorized Disnosition: Destroy~ fiscal years after 
cfo.i.m is closec. -

The records r.mterial described in items 31 and 
32 beloP are short tern uor!:ing files and 
are usually located in the Office of Itccional 
Opera.1:ionc, OASH, 'l1l1ich se1.-ves as the p:-inci­
pal staf.f advisor to the Assistant Secretary 
for Health on r.1.1ttcr.s pertaininr; to the opera-. 
tion of PHS I',.e[;lonal Offices. The record 
copies of State Plans arc usually located ia 
the PHS Regio,1c1.1 O.i:fices. 

Stete Plans: These plans are .submitte~ annually an~ 
~fo-~e ~r:,.::tt the St.:1.tcs propose to <lo d.th Federal no,1-
e:, £01· the uµcor::ing yem:·. The p) an:; often recap:Ltulatc 
the previous year projections as compared to achie~e­
n2nts, probl2ns encountered, and c·J,:.luation. The plans 
2lso incl u<le i:JOr~: pJ.ans, overvie,r ,,ad stratc6y, antici-

9. 
SAMPLE OR 

JOB NO 

ID. 
ACTION TAKEN 

https://orig;_,,.al
https://probler.1s
https://it.n.nda.rd
https://REOUF.ST


....___j_ 

SUU'ldanl Form. No. 1117a 
l'romul~~!ed ~1-49 by ~ 
Ciencral Services Ad'llhlblrallon Job No. _____ Page 16
Tbe Nauonal Archlv~ ' 

of_JLp-.'1.ges 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS--Continua.tion Sheet 

7 
nut No 

B DCSCRIPTION OF ITEM 
(WITH INCLUSIVE DATES DR RETENTION PEl!IODS) 

9. 
SAMPLE OR 

JOB NO 

10. 
ACTION TAKEN 

pated contracts, planning allouances, financial projec­
tions, goals and objectives, artl policies and procedures. 

Aut:horized Disoosition: Destroy when 2 years old o.r ear­
lier if no longer needed for day-to-day operations. 

32 ~: negional.. ,!Ieet1.n;,E.: Ther:e reco.rds .coasist .of documen­
tation relating to periodic meetings scheduled and con­
ducted by the OASH for all of the PHS ?-.e6ional Offices. 
They are held .to discuss nan~3ement, opera~ions, adcini­
stration, programs, problems, and policies anc procedures 
9ertaining to ongoin3 and planned health activities. 

~~-ei:::cd Disnositton: Destroy when 3 years old unless 
needed for a longer period of time foL administrative 
.eurposes. 

33 

Tha Office of Resource r!ana~eraent, Office of 
Atlministrative l1ana3encmt, 0A3'3., serves as the 
principal resource for all phases of financial 
muna3ei'1ent inherent in the operution of the 
Public Health Servic~; plans, directs and eval­
uates fin.uncial nanc:sernent activitic!:: £01· t:1e 
Pu".)l.i.c ;Ie.alth Service to c1ssu:=e effective utili­
z~tion and co~tr.ol o: mana3ement resources; 
formulates policies for, and ma:~cs t~ official 
flscal sllocation of, re.~ourccs £or PHS actlv­
ities in accorclance with pri.orities based on 
pro~ram Goals and objectives; serves e.s the 
focal point for. overall policy and fiscal =1cnage­
~ent of contracts and grants activities; pro­
vides leadership an<l direction to the PHS for 
the develo~~ent of resource n..a.na~ement Gystems; 
oonitors fin2ncial and contracts ancl 3rants 
programs of P!IS Qctivities to assure a coordi­
nated e£.fort torrard ach5.cvin3 the goals and ob­
jeci:iven csta0l~_shed b:t t~1e .t.ssist2nt Secretary 
for Health, SC'r.ves 2.s jlrincipal resource· uithin 
the PiIS on all pl1ascs of: fa.c:i.E.ty r,uma::,ement; 
furnishcD consultant services to ~ro~~an offi­
cials on hc2..lth f2.d..l.it1 .::ccds, ;::,n,c1 rialntains 
1~.a'Lson uith the OL?ice of: the Seeretar.y ou re.­
source r~~c.r:P.8C:-:-!C:1t r:cti\ri.ties. 

Institutional Co,-o. c Slw.t·i,1:: l1:'. ~ccncnts: Cost sho:rinr-r in . .... ·-------------~------...,.;.. ,)

lc;:,;i.slc::.t:i":Jcl:; .., :::11.:c.ted for nl 1- :'.i::F ".'esccroi1 r;:::-.1.Dts nnd 
r:12.y b:::! accc:1pli:::::1cd on an in:::;ti.tutionaJ. ,Jr project-by-

https://polic:i.es
https://Dis')osit:i.on
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project basis. OASH negotiates Institutional Cost Shar­
ing A:;:re:r.m2nts (!CS!,) for the Dcrartrn.ent. Thos2 elect­
inz the: ins::itutional basis subnit brief ?ro::sosals to 
0:\SH for a?:nov<1l. Follouir:.3 nesoti<1.tiona, a forr::12.l 
n3ree1:1ent is si3ne<l, ~1ith the ori:::;innl tik"".intained in DASH 
files. I,1s titution~l a[;rce::ients arc u:_,dated periodically 
as lea,:; as the e.uardee 2.;:-,.0. OASlI continue the a:--;reenent. 
0,\SII ?ubl::.rfr:es anrmal .:end su;:iplciac.ntal listings of such 
nc::;ot5.ated 2<:;rec.mc.r~ts. ':Chose oq;ani~~ations elcctin::; the 
project-by-project basis Jeal directly with the res?ec­
tive em1rdin:; offices, o.nd related natters are a part of 
each grant or contract file. 

Authori~cd Disposition: Transfer to the FRC 6 years af­
ter f.ile is no longer active and destroy 3 years there­
after. 

Contract Procureraent: These records tnvolve the develop­
~""e:-it of pro_DQSE:d procure::,ent policies and procedures and 
th2 2.nal::,-sis and rcvi2u oS: mana3c;:,cnt and procur2.,.,2nt nc­
tiv5xies. T:1cy include analytic2. l, research, and evalua­
tion docu::ient2.tion lcadinJ; to the development of poli­
cies nnd ?rocedurcs. tlso included nrc clearances, ap­
proval of ,,aivers, deviations, detem:i.nations, findings, 
nnr1 contract r:,.. revieu reports.,na3c,~1ent 

Auihorizcd Dlsoosition: Transfer to the r~c uhen 2 years 
oi'd if no lon::;er :ieedec'! £or reference. Destroy .:he! n 5 
yeArs old. 

Contract ary<l Grgnt Stntus Data: These files consist of 
ADP li~ts o[ d2tailcd ~~2nt and cont~act rl2ta, pro­
:::;n~mn:0(I com:.iutcr i·eports 0£ sunn:iary data, report form2.ts, 
and background m~tcrials. These data are used to pre­
pare c:.11 anctu2.l sutn"wary report on o.11 rus grant and con~ 
tract m-7e.rds 1 an annual publication of detail lists of 
Grant auards, and required dcpart::ien!::al and Fcderal-ui<le 
r:c:)o:r.ts ~ c. c. the C!\SE rc;:iort to the l:'~ationa.l Science 
Foundation. nase data a~e maintained also on masnetic 
taj)eS and are the basis £or special trend studies. 

a. Master Files. PERMANENT. Offer ,apes 
Autho~:i:':e<l D:i.sposition: to NARS, together with one copy or- each 

pertinent data element directory, code 
book, record }..ayout, user marrual and report format manual, when 
no longer needed for current business. b. Other Material: Destroy w} en 10 years 
Contracts for Health Pro..a....~: These records pe~tain to old. 
contracts for research and development programs in he~lth 

l!'oi:uc copl<>c, l.nc:!ud.in~ original, tq ho eulan!Hod t1> tho Nafuroo:&J &d\,,v.,. J'J-5GUS-l CIPO 

https://docu::ientat:i.on
https://procurc...7e
https://publisr:.es
https://l.nc:!ud.in
https://r:c:)o:r.ts
https://form2.ts
https://fltando.rd
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8 DESCRIPTION OF ITEM 
(WITH INCLUSIVI:: DUES OR RrTEHTIOfl PERIODS) 

9 
SAMPLE OR 

JOB NO. 

10 
ACTION TAKEN 

related areas and techntc2l assistance for health activi­
ties ,nthin 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 in~uiries, and data 
for processing claims, disputes, and lctigations. Specif 
ic record requirements arc set forth in DIV.7 Procurement 
ncglilation, Subpart ·3.;1. 313, copies o! which are located 
in each cont'.!'2.ct office. The office of reco'.!'d is 01,SH, 
the PBS Aeencies, o:- the fi:S Regional Offices. These 
files normally include procurement planning data as well 
as procurenent requests or requests for contr2cts; deter­
minations; solicitation documentation; invitations for 
bids and ~equests for proposals; conference memoranda; 
abstracts; unsuccessful bids or proposals; notifications 
to unsuccessful bidders or offerors; 11 no bid" or :rno pro­
posal II correspondence; notifications to late bidccrs; 
source selection data; award antl supporting docur;;e:::::a­
tion; mistal:.es in bid e.nd protest a~ainst a,mrd; rcvieu 
and ap~rovnl of mm~ds; cont!:'nct administration cocurnenN 
tation; and ternination and closeout documentation. 

Authori,;;:_ed Dif-:position: 

a. Office of Record. Transfer to the FRC 2 years ~fter 
final closeout or upon resolution o::: any adverse audit 
findiags, whichever is late;:-. Earlier transfer to the 
FRC after closeout is autb.o:cized if there arc no adverse 
audit fincings outstandi.ng. Destroy l: years after trans­
fer to the FRC. 

b. All Otlx?r Offices. Destroy 3 years after final close~ 
out. 

Dis,c,retionary prunt Prograi::is: These gra.ats are f!".ade in 
support of an individual project in accordance with leg­
islation which per.nits the 3rantor agE-ncy to exerci.sc 
juds•nH.:nt in selecting the project, the ::;rante~, and the 
amount of award. PRS c,)mpon:?.!lts administering discre­
tionary grant programs ~re required to generate two dis­
tinct types of records as follows: 

a. G,=neral Progra!l1; _I_nformation File - The office of re­
cord for this fUc· will normally b2 th,: PHS A3,,:c,ncy pro­
gram officr,. !-Iowc-.,,!r, OAS:l ~;t2ff offic,_:,s may have>. copi,~s 
of these materials for reference purpos0s. These records 
must include:: 

1(}----b9-t28~1 GPO 

https://cont:::-2.ct
https://Rt.'l.ndr.rd
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(l) Program announ~ement, program management proce­
dures (regulations), and tcnns and conditions of 
the grant program. 

Authorized Disposition: Destroy when superseded 
or rescinded. 

-(2) Lists of application evaluators and instructions 
to evaluntors. 

Authorized Disposition: Destroy when superseded 

(3) These records may also include: 

(a) Authorizing legislationo 

Authorized Disposition: Destroy when re­
scinded or obsolete, 

'I, 

(b) Feder~l Register documents. 

Authorized DispositJ?n: Destroy when re­
scind2d er obsolete. 

(c) Gen~ral counsel and court opinio~s. 

Authorized Disoosition: Destroy uhen ob-
sol.ete. 

Formula Grant Programs: A formuJ.c1 grant is one in 1,hich 
funds ere provided to specified grantees on the basis of 
a specif:i.c fonnula prescrib2d i:1 legislation or regula­
tion~ rather than on th0 basis of an individual project 
review. The formula is usually b2;red on such factors as 
pcpulation, per capita income, enrollment, mortality, 
an<l raorbidity. Th2se grants are generally mandat)t'Y• 
PHS compo:-ients administering formula grant prog-re.ms are 
required to generat2 two distinct types of records as 
foilous: 

a. General Program Tnformntion File - Th~ office of re­
cord for this file ~ill be the ei~rcling coraponent grants 
management 2ct ivity. H~wevcr, OAS II staff offi.c2s r•:ay 
h~ve copies oi thes0 materials fo-r reference purposes. 

(1) Pro3r.:.1.n man.c:gC'.m~nt procedure;:; (rcgulF-ticns), 
terms and conditions, and Stctc.. plan check U stsi 

l'c.s,r copicn, lnelurl.tnm origia~, t,;i b0 lnll,z.titte,! le :Tuo ?,!ationc,J Arc:hivllll 16-£9-US·I OPO 

https://prog-re.ms
https://formuJ.c1
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Aut~-.orizcd Dispositicn3_ Destroy when super­
seded or rescinded. 

(2) These records may also include: 

(a) Authorizing legislation. 

Authori7.ed Disposition: Destroy when super• 
seded or expires. 

(b) Federal Register documents. 

Authorized Dispositio,n: Destroy uhcn re~ 
scindccl or obsolete. 

{c) General counsel and court opinions. 

Authorized Dispositio~: Destroy when ob­
solete. 

Constructio1:. r;rant Programs: Construction grants are 
ewarde<l to provide suppo:rtfor building, expanding anr1 
moc!ernizing h-:::alth facilities. Construction i;rants may 
be, either dir:;cre!tionary project grants or foriaulc grants, 
depending upon the legislative authority of the indiyi­
d~a.1 grant progran. Two d:i.stinct typ-33 of :records are 
generated, a general prograQ information file a~d en of­
ficial grant file. The contents ulll vary someuhat, de­
pending on whether the program is a discretionary or 
formula grant program. 

39 

a. ~eral Program Infomati~n File: The office of re­
cord f:or this file uil 1 normally be the PHS Agency pro­
gram off.ice. Hm:ever, OASH staff offices may have copies 
of these materials for refcretlce purpcses. These records 
must include: 

(l.) Progrcm announcement, program managem-::nt proce­
dures (regulations), and tenns and conditions 
of th~ grant program. 

Authcrh:cd Disposition: Destroy uhen S\1persedcd 
or ~~cscLnded. ---

(2) List~ of ctpplication cvduatorr, and instn~ctloll..S 
to evaluators. 

https://Authori7.ed
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(3) These records may also include: 

(a) Authorizing legislation. 

Authorized Disryosition: 
seded or expires. 

Destroy t1hen super 

(b) Federal Register documents. 

Authorized Disposition: 
scinded or obsolete. 

Destroy when re­

(c) General counsel and court opinions. 

Authorized Disposition: 
solet·c. 

Destroy when ob­

40 pj_nal Re2_orts - 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. Inciuded in these reports 
is such inforrr.ntion as authority, background, problems, 
discussions, findings, conclusions, and reconnnendations. 

Authorized Disoosit.i.on: Permanent. Offer to National 
Arthivcs 5 y2ars after final paynent to grantees or af­
ter resolution of any adverse audit findings, u~1ichever 
occurs first. 

41 Audit Rcoorts: These records pertain to the aueit of 
both ccntracts and Grants, as well as the internal oper­
ating and r.1r.<J.na0crr.cnt procedures relatin3 to the contracts 
and grants pro::;ra::1.s. Audits are conducted by G-\0 and 
the h~J i'.udit /;gency. The audit r~ports cover not only 
descripencies but commendable items as Fell. Also in­
cluded in these files are evidence of audit resolutions 
with supporting rlocu.'Tientation. 

Authorized Dis~ositlon: Transfer to the FRC after th2 
Audit Clearance Document or oth2r evidence of final re2-
()lution is accepted. Destroy 3 yGars thereafter. 

/+2 ,r_r£,fessional Stancbrds Review Or~.n.nizo.t:ions_;__ Th:.:se non­
profit physicio.n organhatj_ons arc rcsponsiLle for the 
rcvim1 0£ the ~pprop1·iatencss of he.:J.lth care servici2s 
p1.·ovided to Mc<licaiu, IIec.1 4.care and He.ternal and Child 
Health admissions to hospitals and nu,:sir,g horr,es. 'J'l-:.cs9 

9. 10 
SAMPLE OR ACTION TAKE.~JOB NO 

Fcim co1J-0a, l.t1c:luwng orioiual, to Ix, 11-.1.bu11Hc4 to the Not.ioual AzcJ..\vea lir-MM28•·1 GPO 
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organizations are supported by contracts from the Federal 
Governraent. These files are maintained by the 01fice of 
Quality Standards, 0ASH. 

a. Haterials relating to selection of PSR0 area bounda­
rles by the PHS Regional staff such as agedas, meetings, 
minutes, evaluations, conclusions, recorr.mendations, and 
maps and transparancies shoving recornmen<led PSRO area des 
ignations for CASH approval. 

• d D. • • /. ' ,. h S 0Authorize •isposition: Destroy 4 years aYter t e PR 
ceases to function for the approved area designation. 

o,t, !)2stroy for disapproved area designations when 1 yen.r oJ.d 

b. Copies of agreements; and PSR0 recommendations, eval­
uations, revieus, periodic reports, and summaries. 

Authorized Disposition: Transfer to the FRC when 2 yeers 
old. Destroy ~,hen 6 years old or enrlie-::- if no ]onger 
needed. 

c. Newspaper. clippings, ne~~s releases and other ;rnblica­
tion media incicating locQl res?onse to the PS~O program. 

Authori:cec1 D_i_s_l.?.,':)Sit::.on: Destroy when 2 years old or ear~ 
lier if no 1onge:r needed. 

Tl1e Office of Pro~:-am Imple:nentation, 01\SII, 
monitors implementation activiti0s of i=-iterest 
to the Assistant Secr.cta:cy for Health in 
coord5.nation uith tbe Office of Ac1ministra.­
tive f'!Ctna3er:1ent anc1 the 0ff"i.ce of Policy D::?­
vclop:nent and Plannir:.3. I::iclu-:!cd in 0PI res­
ponsibilities is the management of the Opera­
tional Planning System and the Pro,sram Review 
System to assure the achievement of overall 
:;calth 3oals 2nd le;;islntive comrnit:-.-icnts, and 
manvr:;ement o:= the I'ederal regu~.ntions proc~ss 
for PIIS, includin::; the coon~ir:.ation and rl:!vicw 
lee.din~ tm;ard the ap!_)roval of neu <-nd revised 
rcgulnt :tons. 

Uni_.c0rm Hcc1ice.l Procedure:1 ~erninolo.~ c".nd Codes: These 
~ecords consist or ra2te~~als such ?s cost benefit 
studies; a2,enda:::;, invitntions, prescrn:ntions, results, 
and r.1inu.tes a{ wot'king ,,:.::ctinzs a;1d e:on..Ze1.·er.ccs to dis­
cuss l:erminology and co<le::s for us-:: in regan!s to meclic:1.l 

9 •o.
SAMPLE OR ACTION TAKCNJOB NO 

-----~--------·-----------------·-·-~------------'-------·-
!i'>)w: 1:opfo ... mcludiui, <.>rlg-mc,J, to b .. l!UhmiHed to, ~he, I.:O.tionui &c:l::lvea1 10-f9¼28·1 C>PO 
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SAMPLE OR ' 
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10 
ACTION TAKEH 

hEalth; ?roccdural terminology and codes; test reports; 
tax er.edits; and evaluations. 

Autho;:izcd Disposition: Transfer to the FUC ·when 2 years 
old. Destroy ,;;hen 5 years old. 

lI_~dE;.:!i".~.L.:-t.egiste.r _Docllll'\en~.s,: These records consist of ma­
terials pertainin3 to compilation of total interactions 
bet~•men PHS Staff Offices and PHS Agencies, as ~~ell as 
input fron the Office of the Secretary regarding notices 
of Proposed Ruler:ial:in3, .:inal regulations, and general 
notices. Alf;o included are drafts, cor.1rnents, recomr.ienda­
tions, cha.1ges, coordin.e.tio11, evah1a.tions, and final pro­
posed documents. 

Authori,:cd Disc'osi.tion: Transfer to the FRC when 5 years 
old. Destroy uhen 10 yee.rs old. 

The Office of Policy Development and Planning 
senres as the princi:::ial advisor to the Assis­
tant Secretary for Health concernin;} the de­
velopfil~~t oE a ~ational health policy ancl scra~­
e3y; represents the ?HS in an henlth policy 
clevclop:::1.cmt within the De.,artment:; directs or 
co'1ducts l'l:.S health policy c'!.cvelo?ment, ir:.cJ.ud­
in~ sclcct:ivc resc~~rch e.nd evaluation projects; 
Qirects PHS participnt.ion in -:.:he Department's 
annual five-year plan, includi.:.10 policy develop­
ment, research, cvaluati~n, lcsislative and 
statistical plans; is the Depa:r.t:,1en'!:al focal 
po:i.nt f0r the development and coordination of 
health ca.ta and stat5.st5.c2l policy; analyzes 
the effect and relevancy of current policies 
on health progr~ras, recommending ne:•1 approache5 
aud initie.tives; directs PHS po:.icy analys5.s, 
proi;ram planning, a.:i.d progrrun evaluatioa; and 
suides the efforts of the PHS Aiencies in plan­
nirl!;, evaluation, and policy analysis across 
the spcctrUP1 of health care delivery systems, 
health protection, and health research. 

S:>ecial Hc,:,.l th Pro-::r::>.m :\1:eas: These file ro ter:i.als per­
te.in to certain health areas in ·uhl.ch the Office of 
'i_)oJ icy Dcvelop:110nt and Plo.nninz, O,\SlI, has a pm:ticulc\:r 
inte:i:est, These files 2re used for rf.'.ference purposes. 
Record copies are ~aintained in other PHS activities. 
The follouing are c:wr:iples of such areas: 
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a. ~:idney Disea,se - These records cover the end.. stage 
renal disease prosrarn of mcdicare (Section 2991 of P.R. 
92-603). Included are raa~orandn covering kidney djsease, 
speeches, conslusio~~, press releases, regulations, and 
other renal disease documentation from policy develop~ent 
through implementation. 

b. National Health Insurance - These files contain op­
tion, decision, and infomational :r:iemoranda; National 
Health Insurance presentations, speeches, stater'.'.e.nts, 
brieffngs, correspondence, mrr group materials, and 
minutes of meetincs. 

c. Section 222 Files• These records are accumulated in 
main°ta:lning- liaison with various agencies, committees, 
uorkshops, advisory boards, and other he.?.lth-related o::-­
gan'tzations concerned with Section 222 of P.L. 92-603. 
Under Section 222J beneficiary package and reimburscnent 

, waivers are to be grantod to innovative service delivery 
models in an o.ttcmpt to lower costs in the health care 
systcu. These files doctll7ient the progress of the various 
activities coanected with Section 222. 

d. Dise~se co.1.trol Files .. These records include bucget 
and legislati\1 ~ ni'aterials, analytjcal issues, prosr.e.r,-1 
mate~i:3.1 under Cc::1ter for Disease Control jurisdiction, 
and special projects and evaluation proposals uith res­
pect to the health protection activities of ~P..S. 

c. ITutrition Files .. These records cover recent nutri­
tion action documents, policy ztate~ents, co=nittee 
papers, r.nd. health-related nutrition or3anizational ac­
tivities u,ipacting oifice programs. 

Author5..:ed Disnos:Ltion: Ar,plies to precedins subpara­
graphs a th1:ou~~h e. Transfer to the FRC uhcn 5 years 
old or earlier if no lonscr ne~cled for day-to-day opera­
tions. Destroy uhen 10 years old. 

J~alth Services Iptegration: These records are copies of 
program meterlalc that li..ni~. administration and fi'l.:tnngeraent 
elements of separate loc~l orgnni~ations £or the ceduc­
tion of fraz:c1entation a;i,c1 overlap in the delivery of con-
prehcnsive hc~lth .::.nd socio.l services to individuals on<l 

1families. Included a~e re?orcs, letters and memoranda. 
These are reference files. 

Authorized Disgos_i~~: Destroy uhen 2 years old, 

----------------------------------------------------'----·--·----
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Q'\lers5-te Files: These records reb.te to high priority 
:I. te:-:1s under the jurisd:!ction of the Health Services f1.d-
ministration, Health r,esources Ad:uinistr.?..tion, and Alco-
hol, Drug Abuse, and Hental Health Administration, uith 
respect to health services, resources plannin;::;, proce-
<lures, and Hnn.ncin0 • These files consist of copies of 
mc1:i.or~ nda, routine reports, and letters - all of nhich 
s:ce us 8cl by ·OPDP in itt:-; oversii:e responsibility .for evc11-
uating health p:.:ogra:us within the conte;•:t of n;itional 
needs and resource capabilities. The offices of record 
for these files are loc2..ted in other PllS activities. 
These are reference files. 

f,uthori:::ed Disposi~ion.:. Transfer to the FRC uhen s years 
old or e.s.rlier if nc longer needed for day-to-day opera-
tions. Destroy when 10 years old. 

Health Services care Files: These records relatC! to nc.-
tional hedth insure.nee::, ·procedureti .'lnd inpleE!c:nta t io.1, 
analysis of e::p 1.~1:ditur-cs, f"acHitics, r.12npou,2r, c.nc t ~.,:: 
coor<lin9.tion 0£ al ~crn[lt ive strategics for heF..lth care, 
rssourco dcvclopr,1"nt 1 qurility of health carer anu hc2lth 
sc-rviccs. ~\lso included are it2ns on fin2ncins oc' 

health care, 1:18 lprecticc, child hec1lth, cor.ununity b2s-:::d 
services prograns 1 and contract and st'ering cor::nitt0e 
i~~porrs. These Ct.r,2 :ccf .'"2rcnc E. files.1 

/,uthori:ccd DLSt)OS5.tion: TrP.c:sfcr to th!? FRC Phcn 5 yc2.rs...........,...__ 
old or- c:,:u.•licr iE n::i lon~~cr n2cded £or <lay-to-day op0ra-
tions. DcstL"oy uh2n 10 yc.'.?rs old. 

.... 1 """ i..... "... __, .... ~- .. ;;el;'.:'!lt~s - rO,es: These reeo1:ds ::-elate t:o nati or:i.a.1 
~~~1 . - . - ' .. , ·- . .. , .• . - . 

·- -·- -· ~ -1 L _................................ -
'-"' ,..... ......... c- ... ._ - --- ;..,I. ..... t.. I,,,, .vu, 4,;;;..i,,.:,{-,_ 

~ 

.t..,Y ~ ,L.,c,-
r r r_. .. rp,·~n,..Ti +-~i..,~£:.. {:.ci.li?·i,os 5 11-,;:.i.po;.-2rJ a:1<:~ the eoordimt 
J- J -- ·- -~ .. - ........ ,,, .,,_ ,! - - - .t---· ~ _,.._.! - ..... .t:-.- t.. , ... ; ,.,,.,,_,_ 
......... - ..... - " 

~ - ----
T 

--- -- .....- ......,_.__ -
E'e¥e;i:e f!:.:ieRt J Ej:1,Ul,l ¼ty Ei ,..JC !~ea.J.. t'.; sai~e; QRS heahh oc1··vie?0. 

-Moo J_neluc:0 d &.:re it:H;o 011 f :~ :,a:1&in~; o.f hr.al th ea--c, 
-r·1~i l ri.:r.• c· f· j ~ Q G 1.-.;LJ ,-1 J;..,,~Ji,;1~, G.G::iQl:Ui,iL i.;t ~asea OC:t."'e':i:CeB ?'!CO. ' 

f,;l;.,Wll li,1 f ai,Q GQret.~• ~Rti- .:m-.1 g~gg=i1t:5 se;:;e,:aif¼tce rq:grtsa 
r?WfJ e n:ee re~c:eene€ HLa. 

A,...,! __ ., - - -" ..... ~ - - - - ~ A. !J - -- - :. ,: -· -- -- . ~ 

1.1,- ·- - ... ...~ .... ---- --- - -' .... ,. ~,v .... J :t '··"'-'-"' 
gJ.Q Q:I; rr11 -l.ii..tei.: ;1.:: RQ lt; t15e;:· acr;•eee fo:: eay te oe.1 0 t',k. )" tt"' 

t:i OJ..'- u i,);n;1•1.gy u'u·1 1.0 jliliiiilifii .-lLl, 

TT.-~1,._t., ,-,,,.,,,. .... -...-..... ,,.. .... .,.,~, -~ rnt -. ,.,, .... -"--, . .t .--- --.,, ___ ,. ......- - -· . - ·- -- ........ ,. -
la~a ii& ~~e• it.i. ll!l@S~YMlU;J i!M el:eii1 • RS :.':eiia,~,i:e~ as nsv<"lop 
iAilM:t, Insh,rfoe. B:i21 ne,11e·ea.nda > reatJ...11:!. Y~pC~!'tS, und 
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9 
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10 
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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 credentialing, 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. 

• 

...... Npie■, laol•dill• origlaal, to .. nlllalH.. to ... :Nalloacal AlroJdYN 16-69G8-1 CIPO 
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7. 
ITEM NO 

8 DESCRIPTION OF ITEM 
(WITH INC1.USIVE OATES OR RETENTION PERIODS) 

Health _Pln;:min3 Files: Thcs0 files contain procE.du!'al, 
comr.iittcc, contract, budget, pla::ming, evatq:ation, and 
implementation docu.uentatlon uhich establishes and 
i::.ffects pla:m{ng ncthods for future op2rations . 

.:i. Five Year Plnn for HeaJ.t'.1 ~ These records contain 
:1isto,::'..cal, dm.rclopmentel, bud3etary and le3islativc data 
aimed n: directing future Federal resources !or health 
and e~tablishcs the ?HS 5 yea= for"11nrd planning process 
as a n,.-:.cjor entity to planning a national health str2.te3Y. 
Included nre specific sets of proolems, respective roles 
c1ru responsitili'::ics of Fccieral, State, local governr:ients 
and the private sector, PHS objectives and strategies, 
and proposed plans and special initi~tives. Also in­
cluded e..rc natc:rials derived from the forunrd plans de­
veloped by each of the PHS Agencies. 

b. Annual Statistical Health Plan - 'I'hcse records con­
tain guidelines, eotabl ishcd ~)ol:..cies and procedures, 
di..rectiv~s, cor.rriittee paper~, etc., relcYant to the rHS 
Annual Statistic~l Plan and the Health Datn Policy CoQ­
mittne on the identification of intermediate and Jocc­
range health data needs; the deveiopnc~L 2nd modilicQtion 
of data objectives, includiri.g compatib:i.lity and utility 
of hee..lth statistics, utilizing standardization 0£ hcnlth 
data elements; dixcctivcs for PHS particip~tion ir. the 
dcvelopm~nt of the D::-pn.rtm2nt I s annual statistical plan, 
uith perticular concern for the approp,:iateness nnd ade­
quecy of proposed health data collection activities. 

Authori7.ed Disposit:i.on: Applies to preceding subpara­
grap:w a and b·; Pc~cnt. T:-ansfer to the F:lC ~7hen 5 
years old. Offer to National Archives nhen 15 years old. 

The Office of Organization a::id l!ana:;ement 
Systems, Office of Administrative 1Iana3e­
r:1cnt, OASH, rcsponniJilities include de•• 
V81.opmcnt and dissemination of PI-IS policies, 
leadership ar:.d direction for the develop-
ment and implementBtion of computer systems; 
coordination of the intezration of prosram 
and man.iscment data needs and a.utomatic data 
processing system activities across functj_on­
al and R3ency lines. These responsibilities 
a:ce ri!'.'onul[:at(:d ice the. form of iss,_1ances to the 
Di;p.s.rtmc::nt nam.10.=. Sy;:;tem covered elsewhere in 
thi..s schedule. The record r:iater:i.als d0scribed 
belou are associatC!d '1ith r.iachine readnble 

9. 10
SAMPLE OR ACTION TAKENJOB NO 

-----'----------------------------------------------'-------

https://grap'.lS
https://strate.sy
https://pla:rni.1g
https://Disposit:i.on
https://Authori7.ed


• I 

Atandaro Forin NO'. lUia. .. 
J'r<>muh::sted 9-1-49 b7. • 
Oenrrnl Sen·fc,:,s Admipl3tratlon•, Job No. P~ge 27 
TM National Arcbive3 

of ---2:L pages 

REQU'EST FOR AUTHORITY TO DISPOSE OF RECORDS-Conlinuation Sheet 

7 
ITEM NO. 

8 DESCRIPTION OF ITO! 
(WITH INCLUSIVE DATES OR RETEHT!ON Pl::R!ODS) 

9 
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10 
ACTION TAKEN 

harduare, related doct..m1entation required 
for their servicing, and files pertainin:; 
to automatic data processing (ADP) procure­
ment, operations, and management functions. 
These T112terials pertain to the operation 
of. the PHS con~uter systen, rather than the 
program output data. The disposition of 
output data i:G controlled by those PHS ac­
tiY:!..ties requiring an<l using the data. 

52 PlanniEIR Docur:ie,nts:. These files consist 0£ the master 
plan~ feasibility s~udies with associated charts and dia­
grams, and supporting data that reflect on the character­
istics of t:w dat2. autonation activity. Included is 
grapi·dc, narrative, and tabular infonnation relating to 
the present ari.<l/or Flo.nned ADP com;:,osition and requir8-
r:1ents of the data automation activity. 

Authorized nis~o □ ition: Destroy 1 year aftEr plannin~ 
<loc:.ncD.~ts beco~ o·:Jsolcte. 

53 RE.S-G~r:i J1an::1:1e.:-ncn~_: These files consist of r>rocc(h:ces 
gover:1in:; t~tC-! conve.rs ion to e lectrj cal machine op~',:&. tlons 
and i:he supcrvtsion, control, coordination, and c;ie:ra­
U.on of the r.1echanizatio.i prc·:;ran. 

Authorized Dis_p_o_s,i_t_ion: Destroy 1 year after procedures 
becm-:-ic obsolete. 

Standcrdization: Th~se files consist of PHS developed 
<lat:>. clC::~sn:;d coclcs, st2.nd.::rdi:::i;1tion requests, r:_nd 
justifications for all clata systems. 

Authorized Disoo~ition: Destr~y ~,hen superseacd o- ob­
sole::e. 

55 Valid Transact5un: These files Coilsist of magnetic tapes 
containin; v:::.U.d file::; oi items used, with a mastc1.:- data 
tnpe :'.nput file fer crcntion of master cl:::.ta tape output. 
Ti1ey are u:,cd in statistical analysis. 

Authorized Disposition: ne·stroy when superseded or ob­
solete. 

5G Inforr.,.ation TI.rc!t·d.eval _System ?faster. Re:forcnce: These 
are ma:;netic media containin'}" <la.ta created by tlie merg­
ing of the prlor mrster file. ,,ith va.l:i.d trans::iction dat.:t 
to create a nc1·7 master file (includin:; the securL:y copy 

11'(.tlll coplu, htcla.dl..g origis,.ul, to bu IM.b&n!Hed lo I.he Na.tionnl JbchJ-vtloJ 

https://origis,.ul
https://htcla.dl
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tape of data on disk packs). This serves as an index to 
record materials such as correspondence, le3al he::.1.:ri.1gs 
and decisions, patents and trademarks, and record copies 
of publications. 

Authori;,:ed Disoositio.E.:. Destroy when superseded or ob­
solete. 

57 Federal Lo_an and Grant PrograT'.l Haster File: These are 
mi:'tgnctic media cont1:!inin.:1; dat2. created by tl-e mercing of 
the prior master file i:,:l.th valid transaction data -::o 
create a ne'i7 m2ster file (initial <la.ta includes e~rcerpts 
f:·coi'il forms placed in case files). This is a noncumula­
tive periodic file of status of Federal loan and grant 
r-.ctivities. 

Authorized Disoosition: Destroy wren superseded or ob-
solete. 

58 Economic Sto.tistics l~:>.ste:::- File: TheGe .cile.:J cor1sist of 
nagnetic ned:i.2. contninh:g data crente<l by the ncr6 ing 
of thr2 r.irior ,;12.ster file uith valid t;~c..nsrtctiu;-1 clata to 
crcc.,te a ne~-, master fi.le. 

a. D?.ta ,'no ~u:cvcys - Th~se are nonc.umul2tive (1?.t2. used 
to prepa~2 ropor~s covering a limited period of time; and· 
noncm-aulc'.t5.vc recurring periodic surveys unclucing whole­
sale ,;,rd cons~:!:1•::'r 2:.:·ic2 :i..nde:u~s, annual indust;.:y, housing 
vacancy, and other economic indicators. 

,.\Gtho:d.:;;ed DJ.sr,osi.tion: Dt::stroy uhcn superseded or ob­
solete. 

b.· C;-.:nsu::; - This is a noncumulative econonic census 
taken durin8 5 ye~r intervals. 

l,uth01.·i;~ed Dispos i~ Trans for to the FH.C uh2n 1 year 
old. Destroy ~,hen 5 years old. 

59 Sucial Stat~stics i~ster rile: These are magnetic oedia 
co1;taining tlac<'t cr1:?at,:d by~ rri.erging of the prior mcis­
ter file with valid transaction data to cr~atc n neu 
mast3r £ile. These 2re noncwnulotivc date used to pre­
par:: reports cov0r:i.ng a lirnil:2d per lod of time:; noncumu­
Jat tve rc•curr-tn.3 periodic surv-?ys including current pop­
ulatioa Htatistics, l'!'lnual industry, housing vacancy, 
voter p~rticipation, ~nd statistics of lncome sample; 
~rid noncurrmlai:i.v~ dnr~ogi·flphic c~nsuscs. 

l"our 1:c,pieo, mdu,i.ing original, to La r,nhroltred fc, tho Halhr,.cd Jlrcl.uve!ll 

https://noncumulati.Vt
https://covor:i.ng
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8 DESCRIPTION OF ITEM 
(WITH INCLUSIVE DATES OR RETEHTI0.'4 PERIQDS) 

Authorized Disposition: Destroy 1 month after files be­
come obsolete. 

Natural Resources Master File: These files consist of 
continuously updated magnetic media containing data 
created by the merging of the prior master file with val­
id transaction data to create a new roaster fileo These 
are noncmnulative data used to prepare reports covering 
a limited period of timeo 

A?thorized Dis~sition: Destroy l 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 
research measurements. This pertains to media held in 
national data centers as well as med;.a not held in na-­
tional data centerso 

Authorized Disposi.tio,n: Transfer to the FRC when 1 yesr 
olda Destroy when 10 years old. 

Surmnary Data File: This is a magnetic tape containing 
aggresates of individual observations from valid trans­
action or master data files that are disaggrates of pub­
lished data. 

A?thoriz~d Dis20.!ition: Destroy when 1 year old. 

_!,ample a,nd Subsamele 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 formulation models and simulation studies. It 
is substantially unpublished, such as tapes containing 
data that are disclosure freco 

Authorized Disposition: Transfer to the FRC when l year 
"i;'rcr:--ncstroy when 10 years old. 

The. Office o:f Personnel ManagemPnt, Office 
of Administrative Management, DASH, de­
velops peroonnel 1'.lanagement objectives for 

9. 
SAMPLE OR 

J09 NO , 

10 
ACTION TAKEN 
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9a DESCRIPTION OF mM 10.7 SAMPLE OR ACTION TAKEN(WITH INCLUSIVE DATES OR RETENTION PERIODS)ITEM NO JOB NO 

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
dinates the personnel management activities 
of the Public Health Service uith the De­
_partment, the Civil Ser-\l'ice Connnission, the 
Office of Management and Budget, the Depart­
ment of Defense, the Veterans Administration, 
and the Congress on matters of common concern. 

CIVIL SERVICE PERSONNEL: 

Personnel Evaluation Surveys: These records pertain to 
the evafuation of the effec"tiveness of personnel manage­
ment in PHS field installations, PHS Agencies, and OASH. 
Included are plans for individual surveys of specific 
installations or offices; implementation records such as 
questionnaires, results of interviews and docum~ntaticn 
of day-to-day activities, and reports including identifi­
cation of pi:oblems and recomraendations for program im­
provementso 

64 

Authorized Disposition: Close out surveys when 5 years 
old,. Destroy when no longer needed for administrative 
PU;POSes. 

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

Authorized Dis_po~it!.£!!..!. Destroy when positions or groups 
of positions are abolished, or when no longer needed for 
reference., 

66 Personnel Data Reports: These files consist of computer 
listings of PHS personnel and statistical personnel data 
reports received one regula~ or one-time basiso The 
listings contain various numbers of data elements on PHS 
employees showing personal identifyir-.g information, and 
records of employee Federal service and current position 
and pay statusc Statistical uata reports contain current 
PHS employment and personnel ceiling information. 

lrc.mir C'<>pies, Including origin"-!, to bs, 6'1,l;n.iitied 1a tl:r, Nctiorlal iuchlve.sa J'J--bHU:-1 OPO 
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67 

68 

69 
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8 DESCRIPTION OF ITEM 
(WITH INCLUSIVE DATES OR RETENTION PERIODS) JOB NO 

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 folhiw­
ing apply to commissioned corps personnel. 

General Subiect Files: These records consist of corres­
pondence, reports, memoranda and related materials es­
tablishing policies and procedures for overall operation of 
the eommissioned 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 wltnen no longer needed 
for administrative purposes. 

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 
also contain papers documenting the Commissioned Officer~ 
medical history to include disability retirement examina-
tions. 

N?~C 
Authorized Disposition: Permanent. 
rPt:"!e~It:""Ss-eeTlnc-Fnl'l'e~lr-Bi-.,-ee1:e~e~F~0;!-fl,s~Grl'e>tfl'H,c:t:ie~I'l"-:-,--?i8rit~•.--Lt-;t,otiu-ri-1=s1-a,,-JM'400-:-. , 1 yea r a ft er o £-
ficer is separated £,om the Corps. 

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

~~?~ 

10 
ACTION TAKEN 

A J 
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70 

71 

72 

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

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 ~ecords, ratings, comparisons, decisions, and 
non-selection documentation. 

buthorized Di_sposi~ Destroy 1 year after date of 
applicationo 

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 structure, budgeted billets 
within each organizational segment, and historical and 
current status data on officers occupying these billets. 

~!tthorized Dis,.2osition: Destroy 5 years after date of 
officer's separation. 

~tion Descriptions: Description of billet to which 
officer j_s assigned, c:1.long with related informational 
material., These files provide information on the of­
ficial duties and responsibilities of each bill~t estab-
1:i.shed within the organization. They provide in£orro.1-
tion helpful in position r.ianagement and in maintaining 
a proper. classificat:ion structure. 

~~ed Disposition: Destroy 2 years after position 
is cancelled. 

Qualifications Profile: Form listing officer's quallfi-
cations along with related informational materialo These 
records cont~in information on the officer's education 
(including colleges or ~niversities attended an<l degrees 
received), work eJ:pericnce (including all military and 
ciull.ian positions held with emphasis on experience per­
tinent to curr.ent placement), awards receiYed (including 
performance, special act or service, and sugeestiou 
awards), and appraisal of performance. 

Authorized Dii;position: Destroy when officer is sepa­
rated, or v:hen updated record is created. 

Strength r~~ These records are monthly reports of 
cc,mmissioned o.tf:i.cers on PES rollsn Reports are pro­
duced alphabetically an<l by service category. ~ocal 
strength reflects all act:f.nns reported on personnel or... 

9 10 
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10 
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ders through the current month having effective datP.S 
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 
examining boards evaluate and rate officers for assign­
ment and promotion. Agendas of Board meetings are also 
included. 

Authorized Di;!.P,osit~ Destroy wlE n obsolete or no 
longer needed for reference. 

Merit Rolls: These records contain rer;isters of eligi-
0bles from uhich selections are made for assigrnnents in 
the. corpso Also included is backup material including 
evaluations of officers' qualifications, and qualifica­
Cioru: requirements (knowledges, skills, and abilities) 
of ass ign."Ilentsc Registers ar.:c cievclope:d f.roru ir,1piemen­
tation of prescribed evaluation and selection processes, 
and records ·which are included for revieu purposes. 

Authorized DiSJ?EE.,~~..:.. Destroy when obsolete or no 
longer needed £or reference. 

Health 1-tmoouer Studies: These recor.ds contain periodic 
updated reports of studies m.Bde of the current availabil­
il.:y an<l location or va~ious categories of health man­
power and projections of near future. sufficiency of such 
mani?ower~ Include<l, in addition to the published re­
ports~ are rJUest:i.om:.a:i.:ces completed by concerned organi­
zations and :i.nc1ividnals, punch cards, tabulations, and 
related backup m.ate!'ials. Thei:,e are short term records. 

d. 
/.uthor lzed Disposition:· • Dest-i:oy publishcg rerorts ,rhen 
00:::olcte or no-lon~er m~eded for reference. De.st1·oy re­
port source data l year after publication cf report. 

Var.i9:ble Incenti_v_e_ pay ,Prog:·Am: These records pertain to 
le3i.slation and developme.1t oi. implementation :cc3ulations 
for the pronram covering incentive pay for commissioned 
medical officers serving in critical specialty catego:t'ies 
I11clu<lecl are. copies of legislation and original regula-­
tions with bacl~up mater:i.al and working papers compHed 
in the development of regulations and procedures. 
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7 
ITEM NO 

8 DESCRIPTION OF ITEM 
(WITH INCLUSIVE OATES OR RETENTION PERIODS} 

becomes inactive or after change in specific regulations. 

9 
SAMPLE OR 

JOB NO 

10 
ACTION TAKEN 

78 ommiss1oned Officer Awards: These are case history files 
ontaining material on recommendations, evaluations, ap­
rovals, and presentation of awards to commissioned offi­
eri, Also includes periodic reports on the commissioned 
orps awards program. Approved awards are recorded in the 
fficers official personnel folder. 

uthorized Dis osition: Destroy when 2 years old if no 
needed for day-to-day operations. 

79 1ffice Administrative Files: These files relate to minor 
dministrative matters. They are routinely found in most 

offices and contain no information of significance, Ex­
amples are time cards; timekeeper copies of Earnings and 

eave Statements; requests for overtime; personnel records 
that are duplicated in, or not appropriate for inclusion 
in, official personnel folders; memorandums pertaining to 
exchange of general information between the components of 
an office, division, or branch; and similar materials. 

uthorized Dis osition: Destroy when 2 years old or ear­
lier if no longer needed for day-to-day operations. 

80 T~aining Instructional Materials: These files pertain to 
instructor and student materials developed within OASH 
for use 1n trainin~ 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 developed and used by agencies such 
as the National Archives and Records Service or private 
activities, in training PHS professional employees. 

xamplesof these materials are instructors kits, hand­
outs, slides, problems to be solved by students, answer 
sheets and examinations. 

uthor1zed D1s osition: Permanent, Offer to National 
rchives when no longer needed for current operations. 
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Carl r:. Han..,, Chief Hanagcr.J.ent Support Branch, 
Office of.Administrative Hanagement, PHS/DHEW.. 

Ho~-Tard walderman, Public Health Division~ Office 
of the General counsel, DREW .. 

-----------------------------------
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JOB NO 
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ACilON TA'<EH 

-------




