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. in accordance with the provicnz af 44 U S C 33032 the dis
Deparg_nent of Health, Education, and Welfare posal request, including amendments, 15 approved except for
items that may be stamped ‘‘disposal not approved’’ or “'with

Health Resources Adminigtration
4. NAME OF PERSON WITH WHOM TO CONFER 5 TEL EXT
Jacguelyn L. Tolson 443-2490 -
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f’“&‘ e (9;
4/14/76 ’SM’ Ru¥sell O. Hess Department Records Management
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The record materials described in this Records Control

Schedule were created by the Health Resources Admlnlstratlon(HRA
which provides leadership with respect to the 1denf1f1cat10n,

deployment, and utilization of manpower, educational,

physical, financial, and organizational resources in the
achievement of optimal health services for the people of
the United States. It is comprised of the Office of the

Administrator (QA), National Center for Health Statistics {(NCHS),
National Center for Health Services Research (NCHSR), Bureau

of Health Manpower (BHM), and Bureau of Health Planning an&

Resources Development (BHPRD). There are separate sections
for each classification of records, as follows:

Part I Items (1 - 12)--Permanent Program and Pdmlnlstratlve
Records describe file materials accumulated at Head- ’
quarters to comply with HRA policies. This schedule '
provides the time~table for which these records files are
to be transferred to the Federal Records Center (FRC) for
a specified period of time and then offered to the
National Archives for permanent retention. The files are
grouped according to function. 1In all cases, the
official permanent program and administrative records
will be maintained in the OA statf office responsible

for that function.

Wﬂad eF T Tl ey 302)

STANDARD FORM 115
Rewvised January 1973
Prescribed by General Services

Adminictratian
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% National Center for Health
Statistics

* National Center for Health
Services Research
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Part IT (A) Items (33through 22)--NestenmEmte
Administrative Records describes and prov1des for the
disposition of file materials accumulated at Headquarters
to comply with HRA policies. Only those administrative
files not common to several or all Federal agencies such
as civilian personnel, fiscal, accounting, etc., and
which are not provided for in the General Services
Administration's "General Records Schedules,'" (Appendix
A, of the DHEW Records Management Manual) are listed here

Part II(B) Items (23-29)--Non-Permanent Program Records
Pertaining to Contracts, Grants, Loans and Scholarships
describes and provides for the distribution of Federal
money through grants, loans guarantees, scholarships,
interest payments, and other similar type programs for
various health professions.

Part II(C) Items (30~37)~—-Other MNen-Rexmaneat Program
Records describes and provides detailed correspondence
relating to program administration; opportunities for
health resources; survey and statistical data; .and
material on legislative, scientific, extramural and
international affairs of HRA.

o N -

Part 1I(D) Items (38-47)~-Non-Record Materials

covers materials retained in the records units for
convenience of offices and individuals. Included are
materials such as: Executive Orders, manuals, circulars,
guidelines and other publications for reference.

Part T --PERMANENT PROGRAM AND ADMINISTRATIVE RECORDS
ITEMS (1-12)

This section provides for the scheduling of permanent HRA
program and administrative records which describe the
preparation and issuance of policy, procedural and
organizational documents. Program informational documents
included are related to communications, congressional
legislation, program planning and development, health surpeys,
committee and international participation, and training
programs, The permanent adminis~rative records are comprigsed

of file materials on administrative operations, such as gemneral
. services, procurement, contract and budget activities.

Foar copies, lucluding original, to be submiited 1o the National Axchives 10504281 aro
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1. ORGANIZATIONAL PLANNING AND DEVELOPMENT -5

statements, staffing plans, organizational charts, and

.
R

a. Authority, Organization and Functions

Formal documents which affect the authority, organization
and functions of HRA. These records establish, or sub-
stantively change, the organization functions and/or

relationships of HRA components. Included are copies of
proposed and approved organization function and mission

codes. Records copies are retained by the CQA. Each
major HRA component has duplicate.copies in addition to
original internal supporting documents written during
the development phases of their organization and
function proposals. .

Disposition:

\supporting documents pertaining to Bureau/Center

(1) Permanent. OA - Transfer a complete official set of
agency's organization statements, charts, and codes to th
FRC when superseded or obsolete and offer to the
National Archives 25 years thereafter.

(2) HRA major components forward to 0A all eriginal

organizations to be included in the official record

package. Destroy reference copies 5 years after

superseded or obsolete. Earlier disposal is authorized

when no longer needed for administrative purposes.

b. HRA Issuance Management .
Files consist of manuals, directives, and other
formal policy and procedural issuances prepared
and published by HRA and major components.
Included are Bureau/Center issuances, a publica-
tfon which introduces establishment of a HRA
General Circular Series, and HRA supplements to
the PHS and Department Staff Manual Chapters, and
Circulars and Guides.

>

e

Feax copies, facluding original, 1o be submitted fo the Feticnal Aschives

-

16—59426~-1

aro
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-

Disposition: Permanent. Office Responsible for Prepa~
tion of the Issuances - Transfer to the FRC when super-
seded or discontinued. Offer to National Archives 10
years thereafter.

Other Offices - Destroy 1 vear after the issuance is .
superseded, discontinued, or mo longer needed for
reference, whichever is first.

1. 1Issuance Background

Files accumulated in the preparation, clearance,
publication, and/or interpretation of manuals,
‘ directives, handbooks, and other formal policy
and procedural issaunces. Included are clearance
‘ comments, recommendations, and similar records
which provide a basis for publication or contribution -
to the contents of issuances.

Disposition: Non-Permanent. Preparing office-destroy
when 2 years old unless needed longer for administrative
purposes. ’

Other Offices - Destroy after 1 year. .

2. Distribution Control Files

Files contain mailing lists/keys and similar
documents which govern the distribution of HRA,
PHS, and DHEW staff manuals, supplements, circulars,

. and other printed materials, publications, and
issuances to HRA components.

Disﬁoéition: Non-Permanent. All offices destroy when
obsolete, but within 2 years.

2, ‘COMMUNICATIONS AND PUBLIC AFFAIRS

a. Communications Program /£, fZa

+

These files consist of public affairs policies and
procedures which document the development of public
affairs activities within the HRA staff and Bureaus
and Centers.

»

’ Feux copies, Including ariginal, 1o bo submitied to the National Archivza 18—50d28-1  aro
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Disposition: Permanent. Office of Record retain one

speeches.,
after.

. b.

Communications Reorganization

tion of HSMHA generally and the Public Affairs
offices specifically.
Office of Record coﬁsolidate

Disposition: Permanent.

surviving reorganization files and transfer to the FRC
when no longer needed for administrative purpeses.
Offér to the National Archives 5 years thereafter.

c. Communications Conventions and Exhibits

Includes exhibits, graphic designs, publications
and other materials documenting the produetion and
execution of HRA graphic presentations or displays
at conventions, conferences, or other special
showings.
planning documents, photographs of completed
exhibits, and related materials.

Disposition:‘{Permanent. Transfer significant artwork
to an HRA Exhibits Production Official Record Set.

to—theNattormatATchives .?, A1l other files and exhibit
materials: Retain for 5 years after presentation, then
destroy. Earlier disposal is authorized, if necessary.

d. Publications

1. Public Health Reports

a. "Public Health Reports Manuscript Files

Consists of original manuscripts for review
by PHS staff and "referees" or outside
reviewers, correspondence with the author
and {efgrees, all editing and revisions of
AI7TE Ecd bl wpid Lo L
o Srecoal ciece _plinia e 254
\ G

<

complete set of formal information publicatieons, such as
press releases, press conference transcripts, and officigl
Offer to the National Archives 5 years there-

Successor Agency files which involve both reorganizas

with transitory correspondence files 1973 - 1974 and oth

Also included are correspondence, drawings,

~ Retain in current files areas for 5 years, +hen—offer .

’47

18
[a}

)

2

A{/’W'
A AeS

l‘e/ru' copies, Including original, to be submitted to the National Xrchiv~g

16—69428-1

aro
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: manuscript, and final copy sent to the printer.
If manuscript is rejected notation of reject-
ion is shown on outside of control jacket
cover.

-

Dispositiont: Non-Permanent. Retain in active pending
file until manuscript is accepted and sent to printer.
If formally rejected, place in inactive file and destroy
2 years from that Qate.

~ Y

b. Public Health Reports Control

Includes card indexes omn all authors who
. contribute manuscripts to the Publie Health
Report, manscript control record log, and
master mainline keys on the various mailings
made of the Reports, such as complimentary,
. paid, exchange, and special student listing.

Disposition: Non-Permanent. Destroy when obsolete or
no longer needed for reference or contact purposes.

2. Historical and Scientific Health Journals

This technical and scientific jourmal is published
by the Office of Communications, HRA (the Office
of Record). Files include records of format
changes, journal and changes in frequency of
publication. The Office of Communications does
- not have a complete record set of this journal

, (continually in publication since 1878), but
does have a comprehensive set dating back to .
1957, as well as some earlier volumes.

. Dispoéition: Permanent. Record set to be identified
and designated as PERMANENT by the Office of Communicatilons.
Offer to the National Archives when 10 years old.

3. Vital and Health ¢ - Statistics

a. Publications of the Vital and Health .
Statistics Series pertaining to programs and
collection procedures, data evaluation and
methods research, documents and committee

. reports, as well as any series created to
document the rationale, scope, or procedures

Feax copies, Inclnding originel, to be submitted lo the Kakional Archives 16—6v428-1  @PoO
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tape for each magnetic audiotape recording.

for administrative use or when five years old.

AUDIOVISUAL RECORDS

a, Motion picture films used for nublic informat]
nd education nurposes... consisting of the origins

N intermediate master nositive or duplicate negati
lus optical sound track and a sound orojection ori
" each film.

PERMANENT. OGffer to NARS when no longer needsd
br administrative use or when five years old,

b. Film oroduction files,.. which include produc-
ion contracts, scripts, transcripts, and other doqg
entation bearing on the origin, acgquisition, relegd
nd ownership of the productions identified in (a)

PERMANENT. Offer to NARS with the nroductions
rich they relate,

c. Sound recordings used for public information g
bseS... consisting of the master tanme, matrix or g
r, and one disc pressing for each conventional mas
roduced mulbtiole copy disc recording and the origi

PERMANENT. Offer to NARS when no longer neede

Estimated annual accumulations: a and b: less thg
one cubic foot; e¢: .5 cubic ft.

cgative or color original plus oontical sound track

lon
1

L
ve

nt

d

U=
se,
Qe

to

ur-
tamp-
=
nal

d

n

115-203

Four copies, including original, to be submitted to the Nationa! Archives

GPC 1975 (0 - 579-387

STANDARD FORM 115-A

Revised July 1974

Prescribed by Generat Services
Administration

FPMR (41 CFR) 101-11 4
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of NCHS programs. ' Included are Series 1,
2, and 4, and other selected series contain-
ing the aforementioned values.

-

Disposition

1. Record set: PERMANENT. Office of Primary
Responsibility place onecopy of each publication
in an inactive file, After 5 vears offer inactive

N file to National Archives.

2. ther copies: Transfer 2 copies to PHS Library;
"destroy others when no longer needed for reference.

Z{ $=~ Publications of the Vital and Health

iy Statistics Series pertaining to amalytical
studies or the results of specific surveys
not covered in A.

~

DisEosition

1. Transfer 2 copies to the PHS Library.
. 2, OQther copies: Destroy when no longer needed for
reference.

7 . Vital Statistics of the United States .

Annually published official statistics of
births, deaths, fetal deaths, marriages and
divorces. "

Disposition

=
.

Annual volumes: Transfer 2 copies to PHS Library
2. Monthly Vital Statistics Reports, and its supple-
ments: Destroy when 5 years old, or when no
longer needed for reference, whichever is earliexy.

. d. Special Publications

s

Publications which define centerwide policies
and objectives, or relate directly to

statistical functions for which NCHS is
responsible by statute or delegationm.

Included are the NCHS Staff Manual; the
Mission and Policy of NCHS; Annual Activities
Report of the NCHS; Health, United States;

.

'& Four copies, including original, to e submitted 1o 1hes Ngtional Aschiveg , 16—50428-1 GPD
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ITFM O (WIT INCLUSIVE DATES OR RETENTION PERIODS) SARESR mnm?mxm
selected health resources, manpower and
facilities publications, and other special
one-time reports. ’
Disposition: Permanent. Office of Record: Place one
copy of each publication in an inactive file. After 5
years offer inactive file to National Archives.
3. DELEGATION OF AUTHORITY -
a. Administrative/Financial and Program Delegations of
Authority
These files contain formal documents that define .
policy and criteria governing the delegations of !
authority. The administrative delegations of
“ authority include annual leave, procurement, printing,
travel, etc. The program delegations of authority
are unique to HRA programs and include procedures far
delegating authority, (i.e., format and content of
delegations), transmittal of delegations, procedural
instructions, delegation code sheets, multi-delegatee
N delegations, revised and cancelled delegations.
/A Disposition: Permanent , 24_,7/¢‘, ¢ MQMAF»t
Office of Record: Transfer to the FRC when administrative
value ends. Offer to the National Archives 10 years
thereafter. .
a4 . ¢Qé;1%%24£>¢<2§;¢lJ _ y AZﬁkdrjygz¢22%¢—¢>,4422n"
Other O 1ce§ w1Fh duplicate copies —‘Destroy 1 year A, A 2
after authority is redelegated unless needed for 3
administrative purposes. ./42%}2121 SR eeslr Al
;7éu,a 2t dtce )”;‘9‘
4. - HRA REGULATIONS =
ZZd it paets,
a. Files consist of records which establish policies W Mot tibicr <2
and procedures pertaining to developing and processiing L
ALl Ll
HRA Regulations. All Agency regulations (those *
pending or published in final form) are included in
addition to the format for developing and-processing
General Notices, Notices of Proposed Rule Making,
and Final Regulations for publication in the
Federal Register.
16—50428-1 PO

Fear capies, tncluding original, fo be submitted 1o the National Archives
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“

Disposition: HRA Component Initiating the

Regulations - Pramsfex 11 official documents for each
regulation, in addition to the final regulation,.to—the—
E i)

A .

Other Offic
becomes obsolete or superseded.

BUDGETS, GRANTS, CONTRACTS AND PROCUREMENT MANAGEMENT

a., Contracts and Procurement Policies and Precedures

Documents the development and implementation of
policy and procedural changes which impact on the
grants, contracts, and procurement activities of
HRA and its Bureaus and Centers. Includes proposed
Manual chapter changes and HRA responses.

/, Disposition: Permanent. Since current headings now
include some office administrative files, these should
be separated form the basic policies and procedures
files. Retain policy and procedures files as Permanent.
Transfer to the FRC when obsolete or superseded.
Offer to the National Archives 15 years thereafter.

7. S p Slew, Pleos

v e i Fozel

b. " Budget Estimates and Justifications

Budget estimates, justification statements,
appropriation language sheet, narrative statements,

’ related schedules and data, as well as correspond-
ence reflecting policy decisions, for budget records
prepared in NCHS through FY 1973. For FY 1974 and.
Iater years the Office of Record is the Bealth
Resources Administration.

Transfer to FRC when 5 years old, Offer—teo—Hational-

Sffer—to—the—tatiomal—Arehives—36—yeero—thereattery / /.
Y hrce I ptpee 2/AES A/W Ao fere s
égl- Destroy 1 ygér after regulation(s)

el ;49 /‘;EQfL

Iy ol

&

//z% Py IPI W
B oA el

/;‘lﬁbibﬁﬂbf

Dispos{tion: Bermerwentt. 0ffice of Primary Responsibility:

er 22
S 2l

ZZQ&/,G&&&/

L4

Arehrtveswienr20vears—otds 4/.&@%7 Whece G e 24 Al
All Offices: Non-Permanent. Records for FY 1974 and
i later years to be destroyed 5 years after FY involved.
Te =l €opies, Including eriginal, 1o bo submitted 1o the Katicoal Axchivca 16—80423-1 ara
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- i T 27 AR

c. Final Reports on Grant Programs

Reports are not. required or furnished om all gramts
and contracts. They are usually required on grants
"and contracts having historical or research value.
Final reports contain information such as authority,
background, problems, discussions, findings, con-—
clusions, progress reports, and recommendatioms.

N ~

Disposition: Permanent.

(1) Office of Records: Retain permanently a sample of ~
significant grants and contracts (those having historical
and research value) to be selected by Division of
Grants and Procurement Management, OA (Office of
Record) and not to exceed 1% of all grants and
contracts in a given year. Offer to the National
Archives 15 years after flnal payment or after audlt,
whichever is sooner.

(2) Except for records covered in (1) above, destroy
5 years after final payment to grantee or after
audit, whichever is sooner.

d. Final Records of GrantS4‘2@4‘22L_‘£2%k5ﬂ£1484ﬁ42% .
-

These include, but are not limited to, final pub-
lished technical reports, textbooks, and audio-
visual items such as films, slides or tapes.

-wh'err—irﬁ-yeass—old ,,WW M (bW

6. DOCUMENTATION ON CONGRESSIONAL EGISLATION %7 -
MM A

a. HRA Legislative History

Individual case histories describing the admini-
stration of all HRA legislative interpretations,
requests for Agency representation at scheduled
Congressional hearings, final copies of prepared
opening statements and testimonies given before
Congressional committee hearings, written comments
on Agency-related bills, compilations of histori-
cal summaries of laws applicable to the Agency's

mission and functions, 1eglslat10n establishing or
amending

»

Fenr eoples, Including original, fo be submilted 1o the Notonal Aschivea 16—80428-1  are
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Agency programs, copies of all Agency-related bills
and reports, including all final bills as approved by
the President, back-up files and related materials
from the Department, OMB, and both Houses of Congress|

etain all documents in active
files area.un ed for administrative

pur en transfer historical to the FRC.

er to National Archives when 15 years o

Sther-Qifiees—Pestroy—whea—ne—tomger—rrecded——for
ok - 24 bution.

each calendar yed

b. HRA Legislative Proposals

Individual case files which include back-up documents
from all HRA components, esential working documents,
and final legislative proposal from HRA (with any
modifications), PHS, the Department, or OMB.

- e “’. 2. |

P4Qffice of Record: Retain tor réterence anu
purpos When administrative value
part of HRA Leg ive Histox es and transfer to the
FRC. Offer to Nationa ives when 10 years old.

47, Proposals not en Transfer to FRC 3 years

c. Bills: Requests for Comments

Individual case files consist of requests from the
: Congress to comment on Proposed legislation impacting
on the program of HRA, and final comments ( if
Department/OMB clearance has been received).

¥

Office of Records: C of CY and retain in activd
files area. C s on bills en3d come a part of
gislative History Files (dispose of

Feur copisy, Including original, to be submitted to the Nolional Archives 16—50428-1 aro
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fﬁu;é)

Legislative Reports

Files consist of periodie, statutorily-required
reports to Congress, intermittent reports, and the
finalized record copy of reports transmitted to the
Secretary, with pertinent supporting documentation.

COF yearly.
il ‘succeeding report is trangpd

’.-031tion

Program Legislative Planning/Implementation

Files contain plans and other documents, including
written opinions from Office of the General Counsel
(0OGC), relating to the implementation of specilic
Public Laws that concern HRA programs both at
Headquarters and in the Regional Offices. The files
contain separate folders for each major component
(Centers/Bureaus) and records accumuiated in draft-
ing or commenting on proposed legislation for each
Bureau/Center.

picicns

~
-

Transfer to the FRC
fer to the

ion:
longer neede
National A

ears therea

Health Care Facilities Legislation

£.

Records on legislation relating to the construction
and/or modernization of health care facilities.

applles

W u(y?hlves 10yers e S 8 ;
% OGRAM PLANWT m AffE’ IMLP\’f\ITA"}{
79

Files contain guidelines, procedures, and definitio
of issues necessary to develop the HRA Forward Plan

\o’

a. HRA Five~Year Forward Plan

ns

by fiscal year. The Plan provides for major J

Four copias, Including original, 6 bo submilted to the NaLonal Archives !

16—560428-1 oro
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strategies and specific programmatic activities to

be undertaken by major HRA components. These
strategies suggest the priorities and directions

for the resources planning and development process of
. HRA, Draft papers and the final HRA Forward Plan are
maintained by the Fizpal year.

Disposition: Permaneni.

Office of Record: Cut off at end of FY and retain in
active files for 2 years thereafter. Transfer one record
copy of each Forward Plan, with applicable Regional
Office Work Plan, to the FRC when no longer needed for
administrative functions. Offer to National Archives
15 years thereafter.

Other Offices -~ Destroy when obsolete or no longer needeg
for reference or working purposes.

b. Regional Office Work Plans and Guidance

Work plans (based on HRA Forward Plan) on regionalized

. basis, maintained as a subpart to the HRA Forward

-~ Plan activities. Include correspondence with
Regional Offices, ORO/PHS, and other HRA and

. H components regarding developing the Regional
Office Work Plan, as well as modifications and
other input from Regional Offices.

Disposition: Same as above,

-c. "Operational Planning Svstem (OPS)

Files document the inception, scope, and accomp~
lishment of individual study and survey projects
involving HRA's organizational structure, operating
procedures, and management practices. Included are
records reflecting the request or authorization to
undertake the survey, survey plans, final reports,
and follow-up reports on actions taken.

DlSEOSlthn Rermarents. Transfer to the FRC when 7}/M M%, 772
e et #7221 | o)z
~40—yeafshﬁhefeafter.
/J’yoéwﬂ%

Fear copies, Including original, 10 bo snbmillied to Lthe Nolional Archivza 1650428~} ero
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d. HRA Evaluation Plan

Files include a completed HRA Evaluation Plan by
fiscal year, beginming with 1974 (the first year
for which a formal Evaluation Plan was deweloped
for HRA), along with background materials and
working documents from each Bureau and Cemter; also
included are consolidated Plans for HRA amd PHS.

Disposition: Permanent. Division of Evaluatfon - Retaih
current Plan in active files until completion of subse-
quent year plan at the HRA level; then retain in inactive
files for one year; then transfer to the FRC. OQffer to /
thg_National Archives 10 years after receipt in the FRC.
Frodl Aot o aFeriintlis cetlls Mo yé—wdaa,ﬂ.% Py

Other Offices: Destroy when no longer needed for /?I’Jébcehﬂta Mt v gilerl
reference. .
ALY e D ATEF —
2

e. Agency Accomplishment Reports

E
:

These records include Agency Assessment Reports,
+Agency Development Plans, and Status Reports which
are used to monitor Agency progress.

Disposition: Permanent. Transfer to FRC whem no longer
needed for day-to-day activities. Offer to Archives 15
years thereafter. -

8. COMMITTEE PARTICIPATION AND COORDINATION

a. HRA Committee/Council Meetings (Division Level and
above)

& sl

Individual files on Councils and Committees,~5§:3§§i
éjlaéﬁdégaaqfalphabetically by agency/program/committee. Includes

official charters, memberships, modifications, pending
actions, and schedules of meetings for HRA and HSA
councils and committees, and related corespondence
Tetains record copies.

Disposition: Permanent.

Office of Record: Maintain in active files uatil
Council or Committee is abolished, terminated, or trans+
ferred. Retire to FRC every 3 years or sooner if volumé
requires. Offer to Natiomal Archives when 8 years old.

Fcar copies, Including original, $0 be submitied to the Natimnal Archiv:se 1—59423-1 oro
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-

Other Offices ~ Destroy wher no longer needed for reference.

b. National/International Conferences

L

One record copy of agenda's minutes (in some cases
verbatim transcripts), and supporting papers of
staff meetings and of national and international
conferences in which HRA participated with other
governmental and/or non-governmental groups.
Includes all resolutions and final reports. OA
_retains record copy.

Disposition: Permanent.

Office of Record: T}ansfer to the FRC when administrative

value ends. Offer to the National Archives when 20 years
old,

¢. United States National Committee on Vital and Health
Statistics.

This statutory committee's responsibilities include
policy and planning for the collection and use of
statistics on births, deaths, marriages, and divorced
and recommendations concerning types of statistics
gathered to meet current needs and interests.
Included are meeting agendas, minutes, reports,

charters, lists of committee members, and similar regords of

committees and technical consultative panels.

Disposition: Permanent:

Office of Records: Transfer to FRC when 5 years old.

Offer to National Archives 25 years thereafter.

Other Offices: Destroy when 5 years old.

d. booperative Health Statistics Advisory Committee (CHSAC)

This provides guidance on establishing State centers
for health statistics, coordinates national efforts
to establish uniform standards of statistical report+
ing, revising vital registration certificates, and
outlining contract and grant policies for these
purposes, Records of CHSAC and the Public Health
Conference on Records and Statistics Standing
Committee, the predecessor committee, include meeting
agendas, minutes, reports lists of committee

S

Feox copies, Including original, to be submitied lo the National Aschivea

16— 504281 arp
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10.

-

members, and related materials pertaining to.committees
and technical consultative panels.

PSRRI

Disposition: Permanent,

Qffice of Record: Transfer to FRC when 5 years old.
Offer to National Archives when 25 years old.

Other Offices: Destroy when 3 years old.

INTERNATIONAL ASSISTANCE PROGRAM

a. International Statistical Projects

1]

Projects undertaken by NCHS in accordance with Publi
Law 480, which provides for foreign assistance
through use of excess currency funds in foreign coun
Included are site visit reports, project review repo
fiscal reports, correspondence, and other documenta~
tion related to specific projects. ’

tries,
rts,

Disposition: DRexmapent. /9//// %//l/ (T2 y/éw.» 74/-‘“‘%"”"5

Off{€2?%§;Ré%%?ﬁfeZ@%gg%2ggEE:3§Rﬂfzzézz;;;aééilégefména;iwﬁ -

of project.

- o -

. Public Law 480 Agreements and Amendments

Original agreements and amendments with related
correspondence concerning NCHS participation in the
P.L. 480 foreign assistance program.

Disposil;ion: Rermamemt /7‘//@4 %9/1/ Jyzm—; %/‘L‘:W =

dhtre

Arel- 2ﬁﬁk%44b/
Office of Record: Original agieements, amendmeftts, and

correspondence relating déwectdy to policies and plans
of NCHS international statistics program. Tressfex

Other Offices: Destroy when 3 years old, or when no longer
needed for reference.

HFALTH EXAMINATION SURVEY

a. Survey Questionnaires

One copy of each questionnaire, for all surveys, with

Teur copies, Inclpding eriginal, to0 bo smbmitted to the Nalional Rxchiv-g

16~ 5§5428-1

GFO
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data showing inception and scope of the questionnaire,
the program or administrative purposes of the questionnaire,

and the related procedures instituted, revised, superseded, or

ecancelled.

Disposition: Permanent.

Office of Record: Transfer to FRC 5 years after date of

last action. Offer to National Archives when 20 years
old.

2

br—30rvey Statistical—Analyses—

c. Survey Operations and Planning

Studies, reports correspondence, and other documentgtion

relating to policy, planning and achievement of NCHS
survey objectives, conduct and design of surveys,
methodology, analysis of data, and the vital
registration system.

Disposition: Permanent.

Office of Record: Transfer to FRC when 10 years old and
offer to National Archives when 15 years old.

Other Offices: Destroy when 5 years old, or when no
longer needed for reference, whichever is earlier.

d. Automated Data Processing ¢t Survey Statistics

(MepneticTdepe—TFronsaction)

1. ADP Planning and Program Management

Documentation reflecting development and management

of NCHS ADP resources and requirements, includipg

records relating to overall objectives, plans

Fear ""Pi", Including eriginel, 1o be smbnitted to the Nolional Axchivaa

10— 504281

aro
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and concepts governing management aﬁq utilizatioT

of ADP within NCHS. Included are master plans,

feasibility studies with associated charts and
— diagrams.

. Disposition: «Pexmanentw
Office of Record: >%ﬁmﬁm3 years 4 -
L/

after total redesign or discontinuance of systeqj'_414244 zﬁ¢;4?¢“44%ﬂ”f;
WW&W A ’
5.

2, Magnetic Tapes Without Personal Identifie

HS
Include
e data with

Contains edited data compiled from each
rvey and the Vital Statistics Syste
are\gample, subsample and random s
or wishout weighting factors.

o= ry

3.

annual data or
aggregates of
suphstantially
aining data

files that are d
data. These tapes a

" : Ofﬁiéz/of Record: Offer copy of master tape to Nat?
//9thives immediately after preparation,

e. Automated Data Processing Systems Development and \\\\
Assessment )

Corréspondence, reports, studies, systems proposals,
and other documents concerning the study, selection,
adoption, use, and integration of ADP systems in NCHS
operations.

Disposition: Bewmesent:r

Office of Record: Approved System (Implemented System).
i ExXafter complete redesign or termination
Ll Suyte

N € ar copiss, Including original, to bo submiHed to ibs Kalional Archives 16—86428-1  ero
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11.

.Disapproved System: Destroy when 5 years old.

) , Larlei ﬁé@”’”"/’“/
of the systenb 3 t

thereafter. W/A%

‘Other Offices: Destroy 1 year after disapproval, or
complete redesignation or termination of the system.

TRAINING PROGRAMS AND RELATED MATERIALS

a. ASTI and JPTP Training Plans and Course Materijals.

Record copy of each course manual, course outline,
curricula, as well as charts, graphs, and other -
instructional materials. Included are materials
prepared for training foreign, State and local
statisticians through the Applied Statistics
Training Institute (ASTI), the XNCHS Junior Pro-
fessional Training Program, and other statisticians
employed with DHEW.

Disposition: Permanent:

Office of Record: Plans and Course Materials for

Health Statisticians: Transfer to FRC when 5 years

old. Offer to Natiomal Archives when 10 years old.
Cecil 2Pl eccalin,’

Other Offices: Destroy 5 years after superseded or-

discontinuance, or when administrative purpose is served;

whichever is earlier. )

LABOR MANAGEMENT RELATIOQONS

a. Union Records for Employees

Documents pertaining to unions which represent Néngy¢'
employees, including union recognition documents, the
union counstitution, and related correspondence.
. 5 1 . For NCH$
facility in North Carolina, NCHS is Office of Record.

Disposition: PRermanent.

Office of Record: Transfer to FRC 1 year after expiration.

effer—to—Natiorat—Arcirtves 10 years thereafter

ilatFrey

Fear cepies, Including original, to ba spbmitted 1o the National Aschives

10— 80428~
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Non-Permanent. Reference copies of other union recordsi
Destroy 3 years after expiration. Earlier disposal is
authorized,
PART ITA--NON=PERMANENT .
ADMINISTRATIVE RECORDS L
. {(Items 13-22)
13. COMMUNICATION AND PUBLIC AFFAIRS
a. Communication Potential Bidders
Includes pertinent information on each potential
contractor, including specialties and areas of
expertise.
: Disposition: Non-Permanent Screen periodically and
destroy when obsolete or inactive.
b. Publication card Index for Public Inquiry - ’ -

1, Publications Card Index - Card files of HRA
publications by number and title for reference
and inquiry response purposes. Constantly
updated.,

2. Publications Distribution Files -~ Copies of
correspondence relating to general inquiries
and requests for HRA publications. (Current,
available HRA publications, and other related
brochures and publications are maintained as
ready reference and for distribution.)

Disposition: Non-Permanent. Destroy when 3 months
old. .

c. HRA Publications Clearance -

%

Files which document official clearance of proposed
Agency publications. Incinded are:

(1) HRA Brochures and publications clearance files.

(2) HRA administrative publications, speeches, neys
releases, and audio-visual exhibits clearance
files. Publicity and audio-visual clearance
files include articles, exhibits, press releases,

Fcur copies, Including orfginal, {0 bo rubmitted 1o the Nptional Archives 16—ED423-1

aro
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14,

speeches, and working papers with.back—up

materials. ) ;
Disposition: Non-Permanent. Cut off at end of each
year. Place in inactive files for three years, then
transfer to FRC. Destroy when 10 years old.

d. Publications and Printing of Publications

Copies of publications, galley proofs, photographs,
drawings, maps, charts, typescripts, primting

. requests, camera copies, negatives, and related
materials used in preparing publications for
printing.

Disposition: Non~-Permanent: Destrov upon printing and
distribution of the publication, EXCEPT that those
documents which have continuing value for use in later
revisions, related publications, or reuse in the event
of reprinting will be destroyed when obsolete.

EQUAL EMPLOYMENT OPPORTUNITY PROGRAM (EEOQ)

a. EEO Policies and Procedures

These files document EE0 regulations and are

organized by major program thrust. Specific and

general information include files on the following:

(1) EEO planning and coordination

{2) Federal Women's Program

(3) EEO education and training

(4) 16-Point Spanish-Speaking Program

.(5) Research, evaluation, and planning documents,
computerized data on skills activities, and

forward planning.

Disposition: Non-Permanent. Destroy when 3 years old

or sooner 1f obsolete.

-

¥ear copinr, Including original, to bo snbnitied to ks National Archives

16—b0428~1
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b. Affirmative Action Plan (AAP)

Files contain guidelines and procedures issued by
€SC for developing the agency AAP, This plan is
responsive to the overall needs of HRA and requires
action by subordinate organizational units to assure
equal employment opportunity for those employed or
seeking employment within HRA. Included are working
papers and comments submitted by HRA components at
all levels. AAP's are updated every fiscal year

and assessment reports written which describe action
items achieved or not achieved for the previous FY.

Disposition: Non-Permanent,

. Office of Record: RetaimAAP—assessment—reports,and
| M@-ng_dm@—ant_c ineactiva file for 2 vears ar

5 years old. Zfee SLAS S Fzo45.

Other Offices  Destroy when no longer needed for
reference.

¢. Education and Training

Includes basic procedures, policies, and restrictions
on conduct of EEO activities and those materials
which were developed for ZEEO training.

Dispositiaon: Non-Permanent. Retain in active files
area until no longer needed or obsolete then destroy.

d. EEO Case Documentation

Consist of case files with all applicable documen-
tation of basic complaints and all subsequent
depositions, affidavits, and other supporting
documentation which may terminate at the (1) in-
formal level, (2) the formal agency level, (3) the
- formal departmental level, (4) or resolution

by court hearing for cases which go beyond agency
level. Only records of resolution are returned
for inclusion in agency file.

Feur copier, including original, to bo submitted to 1he Kational Aschivag 16—588428-1  aro
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purposes.

Disposition: Non-Permanent. Medntada—in—swcurd

M . PR o Pl 1
location-until-final—resotuiicpte—etfforredy

o £ L.t 3 a oS
to—theFRC3 years—atter—hrat-resotrutTorand aesEEUy'*

1
ot £OL ) FRZ -2

e. Program Activity Reports

L4 (R « g
o e o R ey

Files consist of periodic recurring reports require
by PHS, DHEW, and CSC for EEO activities. Some
examples include monthly Pre-~Complaint Counseling
Reports, reports reflecting status of minority
groups, changes in the minority data files, quarter
time cost analysis, EEO Management Audit Reports,
and other similar in content.

Non-Permanent.

Office of Record: Bestrey-S-—yesrs—after—econsolidating
dam—%uqu:a],Ccutcx.a for—each Tepory. % & A

Disposition:

Other Offices - Destroy 3 yeare after reports are
submitted to OA or soconer if not needed for reference

ACCOUNTING, FINANCIAL AND ADMINISTRATIVE MANAGEMENT
PROGRAM

a, Financial Management Operations

Financial Management Program operating files which
document day-to-day activities but are not related
to the fiscal or budget process per se.

Disposition: Non-Permanent. COF end of fiscal year;
retain in inactive files for 2 years then destroy.

1. Consolidation and Disposition of Finance Records

Records Management Standards and Retention/Disposi-
tion Recommendations for all financial management
records not otherwise covered in the General
Records Schedule. These retention standards were
developed under HSMHA and have been carried forward
by accounting and fisecdl officers of the resulting
reorganized agencies.

Ly

N\
—\
W

Feur copies, Including original, 1o be anbmitied 1o the National Archivrs

16—50428~1 Qro
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Disposition: Non-Permanent. These standards should be
revieved at the H level to compensate for any changes
in GAO requirements, etc., during the period 1972-1973.

b. Budget Formulation and Execution

Records documenting the deveiopment and execution
of the HRA budget including input from all staff,
bureau, and center components. Records the
consolidation, at each level, up to and including
the official HEW submission to OMB and subsequently
.to the Congress. Since this process is a continpou
3~year effort, documents must go through three year
- minimum as to formulation, executive, and obligatin
documents, )

V1" IR - a1

Disposition: Non-Permanent. Destroy 4 years after
the begimping of the year for which current budget
efforts are expended. :

¢, Hill-Burton Cuaranteed and Direct Loan Accounting Files

(- . .
Files cover review of loan programs for notential
default provisions.

Disposition: Non-Permanent. Cut off when review of
individual loan is completed; cut off completed files
at end of fiscal vear; destroy 3 years from date of
cut off.

d. Prospective Minority Contractors

Statutorily required file, organized by contractor'is
name which includes comments and brochures on
contractor's specialties and capabilities.

Disposition: WNon~Permanent. Retain in reference fileg
area until individual contractors are considered as
non-potential bidders., Destroy 1 year thereafter,

. Teax copies, icluding original, ta be subniited to ths Notionol Rrchivag 13--30418~1  @rO
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16.

e gl it e .

o ey

e. Negotiated Contracts and Interagency Agreements

Contracts and related attachments pertaining to
developing uniform national health statistics
reporting methods. NCHS maintains reference
copies of contracts and related materials for
administrative purposes.

Disposition: Non-Permanent.

Office of Record: Destroy 3 yedrs after termination o
contract. Earlier disposal is authorized.

f. Fiscal Commitment Register

»

Documents obligations from 7/1 thru 6/30 of each
fiscal year, for the Office of the Administrator
funds, obligated according to specific object

* classes. For example: 1local travel, travel order
travel and transportation, training, printing
requisitions, contracts (non-financial assistance)
personnel compensation, formal personnel benefits,
rental charges, etc. Now maintained in HSA
accounting system on computer and fransferred to
printouts. Month-end accounting report is transpo
onto microfilm with a 3~6 week time lag.

HRA PAPERWORK MANAGEMENT PROGRAM

a. TForms Management

Files contain records related to the initiation,
development, and printing of HRA forms. Included
are procedures analysis and forms design, forms
analysis, and forms control, reporting procedures,
justifications for the program or administrative
purposes served by the form, and the related
procedures instituted, revised, superseded, or
cancelled. Also included are HEW 398, Request for
Action, and HEW 26, HRA Printing Requisitions. .

/- Disposition: Non-Permanent. HRA Forms Management Offi
destroy 5 years after superseded or obsolete.
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Disposition: Non-Permanent. Destroy when 2 years old.
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N2

4

superseded.

b. Reports Management

(1)

recurring reports.

or descriptions of format.

Disposition: Non-Permanent
report is discontinued.

Destroy 2 years

¢N

Records relating to periodic inventories
surveys of reports.

Disposition: Non-Permanent. Destroy 1 year
inventory or survey is completed.

needed for control purposes,

c. Records Management

changes to the schedule,

Disposition: Non-Permanent.
needed for administrative purposes.

Other Offices! Destroy when form is obsolete or

Records accumulated in evaluating the require-
ment for approving and controlling specific
Included are copies of
requiring directives, preparation instructions,
applications for approval of the report,
documents relating to the continuation, revisign
or'other changes to the report, pertinent forms

(2) Doclments wneed o contrcl the assifnment of reports
approval symbols (RAS),
Disposition: Non-Permanent. Destroy when no longer

These records include SF 115, Request for Authority
to Dispose of Records; SF 135, Records Transmittal
and Receipt, GSA Form 7015, Notice of Intent to
Dispose of Records, and Record Control Schedules
including correspondence relating to approval and

Destroy when no longer

after
or

after
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17. HRA PERSONNEL MANAGEMENT

a,

Disposition: Non-Permanent.

Personnel Policies and Procedures

Files relating to the development and promulgation
of programs, policies, and procedures in the
development and implementation of personnel management
efforts. Consists of general program materials, reg¢ord
copies of correspondence, reports, and related
documents at the OA level, along with unofficial
personnel folders on each participant in the category
described. Includes such categories as Upward
Mobility, Supergrades, etc.

0ffices of Record Cut off at end of calendar year,

place in inactive file, destroy after 5 years.

Other Offices: Destroy 3 years after files become,

inactive.

b.

Disposition: Non-Permanent. Destroy two years after

Job Applicant and Occupational Inquiries

Routine inquiries for emplcyment in HRA Office of
the Administrator. Includes copy of reply, incoming
inquiry, and resume (if any).

> Disposition: Non-Permanent. Retain in active files

date of reply, provided requirments of FPM are
observed.

C.

Employment and Financial‘Interests of Employees
(HEW Forms 474)

"Confidential Statement of Employment and Financial
Interests" (for use by special government employees)
fi1led 'by member's name. Any correspondence,
memoranda, etc. pertaining to this particular form
should be attached to it.

for one year. PIF in secure file for five years after
COF then destroy. Personnel Manual 304:PHS-1 (PHS T.SJ
385 12/4/67).

Fear copias, lncluling oxiginal, 10 ba mabmittad to the National Archives
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Employee Training Program Files

Correspondence, reports, course quotas, and evalu-

- .ations, schedules, and related materials created in
the escablishment of specific technical, management,
and specialized training programs and courses of
instruction.

Disposition: Non-Permanent. Cut off end of fiscal year,.
PIF for one year then transfer to the FRC, Destroy 5
years after cut-off date,

Incentive and Performance Awards Files

Case files documenting awards program activities,
general program materials, awards program reports,
including feeder reports for submission to H and 08§,
as well as files documenting HRA employee awards.
Disposition: Non-~Permanent. Destroy after 2 years, or
when no longer needed for reference.
-

Perscnnel

f. Resources and Allocation System .

Personnel data system for control and resources
allotment of all HRA persomnel by programs and
activities. Consists of master tapes for computerig
system and working papers at the input locatiomns.
Input is created at operating personnel offices,

Parklawm Personnel, and Bureau of Health Manpower.

.

Disppsition: Non-Permanent. Destroy after 2 years, oy

when no longer needed for refereuce.

g. Personnel Sccurity and Investigative Reports

Case files containing copies of personnel security
clearance documents and other investigative reports

"and related papers furnished to the Agency by the
CSC or other investigative organizations. Includes
reports on irregularities and misconduct of employeg
Excluded are investigative reports and related papey
furnished HRA by the CSC for which disposition
instructions are provided in the FPM.

|0o]

Fewae copiar, Including orlginal, 1o bo submitted (o the Natwonal Axchives
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-

Disposition: Nou-Permanent. Destroy after transfer or
separation of individual concerned, or two years after
last action., Also, see Chapter I-2 of the Federal

Personnel Manual for disponsition instructions. Official
files are maintained at the Department or CSC level,

1. Accident, Fire and Personal Injury

Reports are maintained by the OA safety officer
and copies retained by reporting officials, in.
connection with the general reporting of accident
and accident cxperience. Includes copies of
HEW 516, quarterly and annual HRA safety reports,
copies of CA-1, CA-2, and related documents
submitted to the Bureau of Workmen's Compensatiom

Disposition: Non-Permanent. Retain in inactive files
for 3 years then destroy.

HRA COMMITTEE MANAGEMENT

a. Committee Policies and Procedures
o

Includes reference materials, managément guideiines,

written policies, and procedures.

Disposition: Non-Permanent. Maintain in active files
area until obsolete or superseded; then destroy when
no longer needed for administrative and reférence
purposes.

b. Committee Management Computerized Reporting System

Files relate to background and current documentatior
of computerized reporting systems and data bank.
Tncluded are guidelines, policies, procedures,

rosters, reviews, progress reports, etc, All requiy
and initiated committee mgmt. reports (such as
quarterly reports, surveys and replies) are

completed in response to requests from the Departmer

Disposition: Non-Permanent. Retain in active files
area for one year after issue date then PIF for 2-years
Retire to FRC (if not duplicated on compuLerlyed mnaster
file). Destroy when 5 years old.- £ {
dmplicated—en—computerized-master—files—destroy—when
ryoaremadd,

P,

I
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16—LE425~1

aro



CINPICINY SO 7Y AGIFIITUISLTB UON
‘Tho National Archiyes

Job No. 3V _

page

Page

of

\ REQ[IEST FOR AuITHIORITY TO DISPO"E OF RECORUS-—Continuation Sheot

7
N ITEM KO *

L]

SAMILE OR
JOB NO

8 DESCRIPTION OF ITEM
(WITH INCLUSIVE DATLS OR RETENTION PLRIODS)

\0
ACTION TAKEN

19.

Committee Membership .

Consist of copies of correspondence to the members,
curriculum vitae, and other tackground documents.

Disposition: Non-Permanent. Maintain documents in
active membership files and PIF when member's partici-
pation is no longer active. Inactive files serve as a
talent bank; screen periodically and destroy files of
deceased members. ’

MANPOWER MANAGEMENT SURVEY PROGRAM (MMP)

a. Quality Control Procedures and Forms for Survey.

«

Production logs, coding transcription sheets, and
other documentation containing information on feed-
back, productivity, and other factors related to
quality of survey methodology.

Non—~-Permanent.

Disposition:

A. Destroy original papet records 1 year after

transfer to magnetic tape.

Do not Transfler

B. Erase magnetic tape after 6 years.

to an FRC.

Work Measurement Studies and Manpower Surveys

Files consist of periodic Manpower Managemcnt Report
which specify organization/workload analysis relatir
to current or projected (measurable and non-measurat
outputs, manpower available/required, productivity
indexes. and trends. Also included are instructionsg
and guidelines on developing the MMP Apnual Plan
and conducting studies/surveys, quarterly-status
reports, and similar work measurement data prepared
at operating levels and consolidated at agency
level. Reports are used to forecast budgetary
requirements and justify position increases to PHS,
DHEW, and OMB. . '
Disposition: Non-Permanent.
10 years old.

Destreoy when reports are

1
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¢, Study and Survey Working Papers

Files contain working papers accumulated in the
preparation, clearance, and issuance of final survey
reports. Included are notes, drafts, feeder reports)
clearance comments, and similar records.

Disposition: Non-~-Permanent. Destroy when reports are
2 years old.

20. AUTOMATIC DATA PROCESSING SYSTEM (ADP)

2, ADP Acquisition and Data Control

hese files follow very closely Schedule No/ 20 of
sneral Records’Schedule (except Part I). /Accordingly,
only.those records which are not authoriged for

dispdzal are covered here. Documents c¢dntaining
definiions of the system including the system

objectiXgs, requests for the system,/authorizing
directiveg, source data, detailed Atudies reflecting
advantages\and disadvantages of afternate solutions,
equipment réguirements, output quirements, schedule
for completioX, magnetic tapes/containing output or
control within Qr from one r to a subsequent run

that manipulates)\ sorts, a#d/or moves data through
the systems; inclies chegkpoint, edit, correction,
rejectTlist, unmatched ddta eliminating error, and yerun
tapes.

Disposition: Non-Permanént.\ Dispose of after subsequert
magnetic tapes (that cghtain Nae accepted detailed data)
have been created and/proved sal{isfactory,.

1. Tabulationg/of survey Data.

ns used for administrgtive purposes
rinting of the publicatdn, including spegcific
tabl compiled from each Survey.

Disposit Non-Permianent. Destroy after\subsequent
microfiMning of data containing accepted cledy weighted
data. ‘ )

' E]
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b. Valid Transaction of Magnetic Tapes
Consist of magnetic tapes containing valid files g
” Xtems used with a master data tape input file fo
ese
B
. Also
ed are valid transactiong after cumulgfkive finajl
master\ tape is prepared and determined to lHe successfiul,

and thexe 1is no necessity for statistical/analysis.

Disposition:\ Non~Permanent. Those valid Lransactions

ispose of when
be disposed of

used in additdon to statistical analysis
program value ds. Other materials ma
after 3rd updat

1. Tape Listin

Printouts whigh list tapes/pertaining to admini-~

2, Initial Magnetic T

ta, including personal
from source documents.
t master tape.

Contains uneditegd raw
identifiers, trAnsferre
Ultimately used/to constru

Disposition: Non-Jermanent. FEras® for reuse when

obsolete or superfeded.

3. Annual atistical Data

Magnefic tapes containing annual

ata file of items

with a master data tape input\file for creat
laster data output file for prepdration of
agditional statistical analysis.

Disposftion: Non-Permanent. Destroy when masXer data

outp file is created and proves satisfactory.

‘

ion

Fenar copies, ncluding original, fo bho pubritted to the Nahonal Avchives
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. Information Retrieval System Master Reference

Consist of magnetic media, containing data created by

the merging of priocr master file with valid trgnsaction
ata to create a new master file (including the
sdcurity copy tape of data on disk packs). Inglude:

(1) \ A cumulative index to scientific and tefhnical
ublications, and bibliographic and othier
oywnrecord material.

Disposition:\ Non-Permanent. Destroy afteyf 3rd update
cycle.

(2) An ind to record materials sych as correspondence,
legal hegrings and decisions,/patents and tradg-
marks, amN racord copy of pyblications.

Disposition: Those Xapes which re¥ate to historical
legislative files are\to be offer d to the National
Archives when 15 years\old. Clogbe~out files (COF) at
the end of each calendal year fY). Retain all documengs

. in active files area unti\ 1o longer needed for adminisgrative
S purposes thlren transfer hi ical file to the FRC,
Ocher materials may be desiXoyed after 3rd update cyclej

d. Longltudinal Studies/Mastyr Data

Consist of maghetjc tapes c
over time from offe or more s
of observations/relating to 1
places, or thifgs.

taining data recorded
rces during a series
ividual persons,

'

Disposition: N
value ends.

n-Permanent. Dispose\of when progzram

e. TFederal/Loan and Grant Program Maste

(initial data includes excerpts from
placed in case available through feder
supported loan and grant programs.

r

Fewr copies, Iuclnding original, to ba aubmitted £o tho National Xrchives 10—59425-1 aro
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—

PR

Ngposition: Non-~Fermanent. Dispose of after 3rd upd
cycle.

. SamMle and Subsample Data

f magnetic tapes containing igdividual
observatidy selected from a larger cepdus or survey
file such adgtratified or pure rapdom sample files
with or withoX weighting factorygand which are
tistical analysis or
simulation studics.

Consist

Disposition: Non~Permanen Destroy when program value

ends.

g. Summary Data

ing aggregates of
ransactions or
es of publishe
shed, such

Consist of maghetic tapes contai
individual sevvations from vali
master dgfa files that are disaggref

ue ends.

CONTRACTS, BUDGETS, GRANTS AND PROCUREMENT MANAGEMENT

a. Unsuccessful Contract Bidders

Consist of all unsuccessful contract proposals.
Become part of official contract files,

Disposition: Non-Permanent. Dispose of 3 years after
successful contract begins.

b. State Budget Plans

These are plans submitted annually by the various
States which describe what they propose to do with
potential Federal maney. They often recapitulate
previous year reports.

-

rive

Foar copisr, Incl uding onginal, fo be smhiniited to thoe Nalional Jrcldvra
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Disposition: Non-~Permanent.

A. Original copy - Destroy when 5 years old or after
progran audit, whichever is first.

B. Duplicate copies - Destroy when convenieat, but no
later than two years after final payment.

c. *Grant Applications, Instructions and Clearances

Consist of incoming requests for clearance of
proposed grant application forms and instructions .
from all HRA components. Include justification of
modifications to existing or proposed forms and
instructions, if any, with copies of final approved
forms and instructions.

Disposition: Non-Fermanent. PIF when applications and
related ipostructions have been cleared and approved at
Agency level, then retire to FRC and destroy 3 years theyreafter,

d. Certification of Accreditaticn for Grant/Loan Programs

. = ~-

These certifications estzblish, or verify, eligibiligy. of
2ducational institutions for Federal grant or loan )
programs.

Disposition: Non-Permanent. Destroy when obsolete or
superseded.

e. Discrerionary Grant Panelist Selection

Disposition: Non-Permanent. Destroy when 5 years old
or earlier if not needed for administrative purposes.

.’ Proposals Not Resulting in Discretionary Grant Awards

Disposition: WNon-Permanent. Destroy one year after
-receipt,

.

Vear copiss, including orlginal, 0 ba submilled 13 the Nationul Archives 16—50428-1
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g. Grant/Loan Administration Records

These records include applications, determinations of
eligibility, payment records, annual financial report
related papers and correspondence which document HRA
loan programs for construction and equipment purchase

Disposition: Non~Permaneunt. ;

A. Ineligible and rejected applications - Destroy 6
months after determination of ineligibility,

B. Approved applications and all related loan administra
correspondence for repaid or cancelled loans - Destrol

3 years after date of repayment or cancellation.

C. Uncollected loans ~ Transfer to the General Accountin
* Office as soon as loan is determined uncollectisle.

1. Duplicate (Non-Record) Copies of Grants or Loa

tion

y

8

Administration Records

1hese are information copies malntalned in offii
“ othor than the office or rpglonal Jocation py
responsible for administering a grant program.

Disposition: Non-Permanent.

Destroy 2 years after final payment - Earlier disposal i
authorized if not needed for administrative purposes.

1.

. Grants aud Contracts Audit Reports

Reports on conduct of audits bv HEW Audit Agency and

or grantees. Includes copies of audit findings,

comments from grantees and program area officials,

copy of resolution(s) accepted by HEW. Once findings

if any, have been resolved, files are individually

cut off 'and maintained in inactive files area.
Disposition: Non-Permanent. Transfer to the FRC 2 yearn
after final resolution (or when no longer needed for
reference). Destroy 4 years thereafter.

ices
imarily

Faoux copieg, Including original, to ba snl:mitted 1o the Nohenal Azschives
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i. Audit Report Control Records I[ndex

PHS-5177 (formerl§ HSM-3) maintained in agency-level
grant management office for referencing and logging
purposes. . ' ,

Disposition: Non-Permanent. Destroy when administrativg
value ends. '

.

j. Report of Expenditures Adjustment and Audit

When back claims on indirect costs adjustment requesfs
are verified, payment authorization is processed thr

finance and then consolidated through NIH for one T
luemp payment of direct costs of grantee.

Disposition: Non-Permanent. Agency-level files:
COF at resolution of indirect costs claim. PIF for 3
years then transfer to the FRC and destroy 3 years thereafter.

k. Negotiated Indirect Cost Rates

‘Consist of working and refereace file of negotiated
indirect cost rates for non-profit and commercial
contractors. Arranged in 3-inch binders,

Disposition: Non-Permdnent. .Superseded rates pages are
pulled and filed in separate binders. Destroy when no
longer needed for administrative/program purposes.

1. DGPM Cost Advisory Contracts

Alpha -~ numeric arrangement by contractor name and
sequential contract numbers. Includes working copiegs
of contract files and documéntation of site audits -
and other cost advisory activities related to
individual contracts. ;
Disposition: Non-Permanent. Retain in inactive files
area for 2 years after contract ends and audits are
completed then transfer to the FRC and destroy 3 years
thereafter.

m. DCPM Cost Advisory Central

Includes data on accounting acceptability and
finsncial capability of contractor, as well as other

H

Xeax copisa, including original, to bo submitted 1o the National Azchives 16—50428-1 9PO
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data generally pertinent te all contract activities
with contractor. ’

Disposition: Non-Permanent. Destrcy 2 years after

activity with contractor(s) ends. -

n. Cancelled RFPs and Proposals
Consists of files of RFPs for which Proposals have heen
received and the RFP is cancelled prior to award.

Disposition: Non-Permanent. Destroy when 1 year old.

22, AUDIT OF FINAL SURVEY REPORTS

Files contain guidelines and procedures on GAO's reporting

practices required within DHEW.
GAO draft reports from the appropriate HRA program
officials responsible for the activities being audited.
Comments are consollidated to reflect the official TRA
response to a given draft
subject matter, but do relate to programs and functions
within HRA,
part of this file.

Separately maintained are HRA comments to GAO reports on
other agencies, -but subject matter is of programnatic

interest to HRA,

Dispositioun:

Included are comments on

GAO report. Reports wvary in
The final reports, when received, become a

>

e

Non-Permsnent. Transfer to FRC 2 years

after final report is issued.
after.

Destroy 10 years there-

=

y
Feav cppien, Including orfgina), to o xabnutlod lo the Nalisnal Zachivoa
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- PART IT B~-NON--PERMANEMNT PROCRAM

RECORDS PRETAINING TO GRANTS, CONTRACLTS, LOANS,

: AND SCHOLARSHTPS

- (Tcems 23-29)

This section provides for the scheduling and disposal of
non-permanent HRA program records. Included are files
relating to grants, contracts, loans, scholarships, and
awards processing activities fhat are distinctive to HRA,

The distribution of Federal money through grants, loans,
loan guarantees, scholarships, interest payments, and
other similar type programs, is a major function of HRA.

™4

The disbursement oﬁ‘these funds must be done according t
established legislation and the functions of each program.
For instance, the Bureau of llealth Manpower (BIM) awards
funds through its "Student Loan Program.” These are two
categories of awards: (1) Grants of funds by the Government
directly to institutions of higher learning on the hasisjof
a pre-established formula; and (2) insured loans in which
the Govexpment is a guarantor of loans from various
institutions {(banks, universities, state agencies) to
students and underwrites a certain amount of the intcresgt
payments on the loans.

HRA also utilizes formula grants for other program
purposes., The formula may be based on population, ethnig
distribution, per capita income, enrollmeunt, mortality,
morbidity, the presence of federal activities, etc.
There is also the discretionary grant program under which
HRA determines the grantee and the dollar amount of the
specific grant(s) more subjectively.

Construction grants are awarded to provide support for
building, expanding, and modernizing health facilities.
The examples of assistance cited above broadly indicate
what HRA is authorized and required by Public Law and
regulations to do.

B Feax copiva, including original, f@ b . .hmitled tu the National Archives
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This section provides for the scheduling of record
materials which have accumulated at Headquarters during
the administration of these federally funded progtams.
These records are grouped by the general nature of
assistance they provide and listed separately by subject
title.

Record copies of grauts and contracts with pertinent
supporting documents are located in the Division of
Grants and Procurement Management, HRA. However, copies
of grant and contract materials, as well as the bulk of
documents accumulated through the day-to-day operations
of these programs, are located within the Bureaus and
Centers. These documents will be brought together when
funds are terminzted and/or the final payment received,
reflect one single package and called the Official Record
File (to include formula, discretionary, and construction
grants).

HEALTH PROFESSIONS TECHNICAL ASSISTANCE PROGRAM

a. Health Professions ~ Financial Distress Grants

N

=

The purpose of this program is to assist schools of
medicine, dentistry, osteopathy, etc., vhich are in
serious financial straits to meet costs of operation|
or which have special financial need to meet accredif
ation requirements.

These records consist of or relate to such matters as

statistical reports, applications, organization,
policy, program narratives, progress reports, obligat
balances, objectives and goals, payment requests, sif
visits, conferences, budget statements, and recommend
Final reports are covered in item 5{f).

Disposition: Non-Permanent,

Office of Record - Destroy 6 years after final payment,
or upon resolution of any adverse audit findings.

Other Offices - Destroy 2 years after final payment,

-

ed
a
ations.
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Disposition: Non-Permanent.

Health Professions Start-up Assistance and Conversion
Grants

The purpose of this program is to assist 2 year schogls
of medfcine which intend tc become accredited to
confer degree of doctor of medicine, osteopathy,
and dentistry.

These records consist of or are related to such matters
as equipment, supplies, faculiy, alterations, programn
narratives, progress reports, payment requests, Dext
year forecasts, mcetings, conferences, site visits
evaluations, objectives and goals. Final reports are
covered in item #5(d).

Office of Record - Destroy 6 years after final payment,

or upon rasolution of any adverse audit findings.

Other Offices ~ Destroy 2 years after final payment.

C.

Health Profession Capitation - Grants,

Disposition: Non-Permanent.

-

The purpose of this program is to provide a dependabjle
financial base foir educational programs In schools of
medicine, osteopalhy, dentistry, etc.

These records consist of or relate to such matters

as reviews, program narratives, reports of expendi-
ture, progress reports, objectives and goals, equipment,
payment requests, next yvear forecasts, supplies,
faculty, biographical sketches, recommendations, and
job descriptions. Final reports are covered in item

#5(d).

Office of Record - Destroy 6 years after final payment,

or upon resolution of any adverse audit findings.

Other Offices - Destroy 2years after final payment.

.
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Disposition:

"final reports), applications, ncotices of award,

Health Professions - Student Loans

The purpose of this program js to increase educational

opportunities for students in need of financial assi
to pursue ‘a course of study iIn specified health
professions by providing long-term, low interest
loans.

These records consist of or relate to reports (excep

annual operating reports, letters of support, school
faculty, school facilities, budget justifications,
expenditure reports, obligated balances, payment
requests, site visits, surveys, evaluations,
recommendations, audits, and objectives and goals.
Final reports are covered in item #5(d).

Non-Permanent.

Dffice of Record - Destroy 6 years after final payment,

or upon vesolution of any adverse audit findings.

Other Offidces - Destroy 2 years after fipal payment.

2

Nursing Student Loans

grant files, awards, and bidding documents.
reports are covered in item #5(d).

The purpose of this program is to assist students in
need of fineuncial assistance to pursue a course of
study in professional nursing education by providing
long-~term, lcw-interest loans.

These files contain approved and paid nursing grants
awards, extramural projects, training fellows,
awardees, program narratives, job descriptions, repg
of expenditure, applications, progress reports,
obligated balances, objectives and goals, budget
estimates and justifications, payment requests,
equipment lists, bidding documents, next year
forecasts, subcontracts, and loan drawdowns..
Individual grantee files contain copies of
applications, repayment schedules, promissory notes
and repayment agreements., Also included are shcool
Final

stance

rts

T LB oy 1 et
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Disposition: Non-Permanent.
Office of Record-- DestLroy 6 years after final payment,
or upon resolution of any adverse audit findings.
Other Offices - Destroy 2 years after final payment.
f. Nursing - Provider Services .
These records consist of or relate to techniques,
licensing, practical nursing, publications, proficiepcy .
examinations, sterilization of equipment, state guidance
summaries, press releases, trip reports, and surveys)
Disposition: Non-Permanent. Destroy when 2 years old.
These records consist of or relate to publications, revipws,
periodic reports, Lrip reports, technical guidance,
instructions, evaluations, appraisals, and summaries.
Disposition: Non-Permanent. Destroy when 2 years old.
g. Lorg~Term Care - Provider Services
= - .
' These records consist of or relate to nursing homeas,
home health, Lospital care, meetings, criteria, program
changes, trip reports, status reports and State
guidance.
Disposition: Non-Permanent, Destroy when 2 years old.
24 HEALTH PROFESSIONS SPEC1AL PROJECTS
a. Health Professions - Special Projects
This program is designed to assist health professions
schools to increase enrollments ana to enable schoolp )
to experiment with programs designed to increase
quality of trained personnel. These records consist
of or relate to such matters as surveys, reviews,
recommendations, job descriptions, training, workshops,
biographical sketches, payment requgsts, reports of
expenditure, meetings, conferences, site visits,
objectives and goals, and program marratives.
Final reports ate covered in item 5(d). -
Disposition: Non~Permanent.
Office of Record - Destroy 6 years after final payment,
Foax topies, lucluding eriginol, to bo yubrnutted lo the Nationel achives 10594241 oro
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or upon resolution of any adverse audit findings.
Other Offices - Destroy 2 years after final payment -

b. Allied Health Professions - Special Projects ,

The purpose of this program is to plan, establish,
! develop, demonstrate or evaluate programs, methods
or techniques for training of allied health personnel,

These records consist cof or relate to reports
(except final reports), applications, evaluations,
.recommendations, notice of awards, progress reports,
expenditure reports, audits, budget estiwmates,
obligated balances, payment requests, equipment,
meetings, trip réports, revieus, letters of
support, and next year forecasts. Final reports;
are covered in item 5(d).

Disposition: Non-Permansnt.

Office of*Record - Destroy 6 years after, final payment,
or upon tesolution of any adverse audit findings.

Other Offices~ Destroy 2 years after Final payment,

¢. Nurse Training Improvemeunts Special Projectks

The purpose of this program is to help schools of
nursing and other institutions impreove the quality
and availability of nursing education through
projects in special areas of concern.

These records consist of or relate to reports
(except final reports), job descriptions, biographical
sketches, expenditure reports, consultants, suppliéﬁ,
equipwent, documents in support of nurse training
legislation, tcravel, operating expenses, accounting
building maintenance, janitoral services, utilities
audits, meetings, site visits, applications, studies
and surveys in the areas of nursing research and practice
evaluation, award notices, critiques, surveys,
and training. Final reports are covered in item #5{d).

Fear enpiss, including original, 1o be submilted to the Natisnal Archivas 16--£9428-1 aro
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Disposition: Non-Permanent:
Of fice of Record -~ Destroy 6 years after final payment,
or upon resolution of any adverse audit findings,
Other Offices - Destroy 2 years after final payment. )
25. HEALTH EDUCATION AND TRAINING ASSISTANCE

- deseases aud disciders, residency application forms,

a. Education and Training of Health Service Personnel
(Residency and Other Training)

This program provides direct payments for specified
training in hospitals and clinics, in cooperation
with medical schools, dental schools, osteopathic
schools, nursing schools, other institutions of
higher learning, medical centers, and other public

or non-profit bodies. Stipends are furnished students

by local hospitals during the time spent training in
the hospital.

Files contain research projects pertaining to dental

training guide files, monthly project reports, case
files on approved and paid nursing grants, awards,
and extramural projects. TFiles also contain
materials on nurse traineeship (professional), reseay
fellowship, and research training grants. )

E

Disposition: Non-Permanent.

Office of Record - Destroy 6 vears after grant closes

»
N

out ond’ final payment made or upon resolution of any
adverse audit findings.

Other Offices - Destroy 2 years after final payment is
made and grant is closed.

b, Family Medicine-Training Grants .

The purpose of this program is to increase the
number of physicians practicing family medicine,

These records consist of or relate to such matters
as reviews, evaluations, progress reports, program

ch

narratives, reports of expenditure, obligated balances,

objectives and goals, payment requests, meetings,
conferences, and site visits. Final reports are
covered in item #5 (d).

t
Fean topiase, uctuding original, to be 7nhbmticd to 1he National Brchivog
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Bl

Disposition: Non-Permanent.

Office of Record - Destroy 6 years after final payment,
-or upon resolution of any adverse audit findings.

Other Offices — Destroy 2 years after final payment. -

c. Health Manpower Education Initiative Awards

The purpose of this program is to improve availability
of efficient health personnel and to recruit into
health professions (1) students to practice in areas
of shortage and (2) students finaucially disadvant-
aged.

These records consist of or relate to such matters
as job descriptions, applications, objectives and
goals, payment rejuests, biographical sketches,
progress reports, evaluations, statistical reports,

site visits, summary statements, reviews, recommendgtions,

and meetings. Tinal reports are covered in item 5(d).

Dispositi®n: Non-Permanent. -

Qffice of Record - Destroy 6 years after final payment
or upon resclution of any adverse audit findiungs.

Other Offices ~ Destroy 2 years after final payment.

d. Training in Auxiliary Dental Cars

The purpose of this program is to teach dental
students how ko function effectively as managers
and organizers in multiple auxiliary deatal health
care delivery teams to significantly increase
services available to the public.

Fcar copios, kncluding original, 1o bo subniitted fo ths Nakionul Bxchives
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These records consist of or relate to such matters .
as workshops, reviews, budget requests, critiques,
summary statements, program narratives, statistical
reports, progress reports, site visits, recommendatigns,
evaluations, surveys, reports of expenditure, objectives
and goals, next year forecasts, training, meelings,
and conferences., Final reports are covered in item
5(d).

Disposition: Non-Permanent.

Office of Record -~ Destroy 6 years after final payment,
or upoun resolution of any adverse audit findings.

Other Offices —~ Destroy 2 years after final payment.

e, Dental Health Coatinuing Education' Training Grants

The purpose of this program is to assist schools of
dentistry.and other public and nouprofit institutiong
to egcablish, expand, and improve courses in dentistty
on a gecentralized geographical basis.

-
™~ These records consist of or relate to such matters
as reviews, critiques, recommendations, summaries,
program narratives, reports of expenditure, progress
reports, pavmenl requests, next yesar forecasts,
meetings, conferences, site visits, and evaluations.
Final reports are covered in item # 5(d).

Disposition: Non-Permanent.

Office of Record —~ Destroy 6 years after final payment .
or upon resolution of any adverse audit findings,

Otlhier Offices - Destroy 2 years after final payment. . .

f. Dental Health of Children

This program promotes the dental health of children
and youth of school and preschool age, particularly
in areas with concentrations of low-income families.| _

Te rx coplag, inclading original, ?o bo aubinilted {o tha Nationsl Richivreg ° 16~-50428-1 aro
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These records consist of or relate to reports (except
final reports), applieations, justifications, budget
forecasts, job descriptions, biographical sketches,
progress reports, reports of expenditures, meetings,
conferences, training, workshops, site visits, reviews,
critiques, alterations, audits, renewals, surveys, and
reports of State programs in comprehensive health
planning. Final reports are covered in #5(d).

Disposition: Non-Permanent, :

Office of Record - Destroy 6 years after final payment, or
upon resolution of any adverse audit findings.

Other Offices - Destroy 2 years after fimal payment.

PHYSICIAN SHORTAGE AREA SCHOLARSHIPS

a. Shortage Area Scholarships

’

This=program is designed to assign health personnel tog
areas of critical shortages in health protessions.

Files consist of reviews, site visits, applicaat
community profiles, biographical sketches, job
descriptious, accessibility and utilization of perscnn
certification statements, equipment lists, individual
student files, tuition invoices EFrom participating
schoeols, stipend payments to students, related
correspondence, and notice of grant awards,

(]

Disposition: Noun-permanent, Maintain files until student
completes obligatory service (approx. 4-12 years).

Destroy 6 years atter final payment, or upon resolution of
any adverse audit findings.

b. Shortage Area and Cancellation Program on Health
Professions

States files on shotrtage areas, correspondence on the
various disciplines (Med, Vet, etc.) and student fileg
on cancellation of Health Professions Loans,

Four copica, intiniung eviginnl, to he auhuulted fo the National Arcluvea and Hecorda Service
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27.

Disposition: Nom-Permanent. Maintain in office for ten
vears then transfer to the Federal Records Center.

Destroy Five—verra—thereafter. /Lo /(5"jf2&zénv FEH,

HEALTH SERVICES PLANNING, RESEARCH AND DEVELOPMENT
TECHNICAL ASSISTANCE PROGRAM

a. Comprehensive Health Planning

1. Area-wide Grants

The purpose of this program is to provide financia
support to areawide comprehensive health planmning
agencies for health planning purposes.

These records consist of or relate to reports
(except final reports), program narralives,

objectives ard goals, recommendations, applicationg,

reporkts of expenditure, reviews, evaluatious,
obligated balances, site visits, letters of
support, statistical veports, progrecss reports,
and next year forecasts. ” Final reports are
eHvered in item 5(4).

-

Disposition: Non-Permanent.

Nffice of Record- Desitvoy 06 vears after final payment, or
upon resolution of any adverse audit findings.

Other Offices - Destroy 2 years after final payment.

2. Grants to States

The purpose of this program is to provide financial

support for State pregrams in comprchensive health
planning.

Tour cepics, inclais g ersgmial, to Fe subimiited 10 the Natieuad Arcluves and Recards Servire
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These records consist of or relate to reports
(except final reports), applications, justifi-
cations, budget forecasts, job descriptious,
biograpbical sketches, progress reports, reports
of expenditures, meetings, confereunces, training,
workshopsg, site visits, reviews, critiques,
alterations, audits, renewals, and surveys.

Final reports are covered in iten 5(d).

NDisposition: Non-Permaneat.

Office of Record - Destroy 6 years after fimal payment,
or upon resolution of any adverse audit findings,

Other Offices - Destroy 2 years after final payment.

3. PHS Formula Grants

Authority is PHS Act, Title IIT, Section 514(d), a
amended. The purpose of this program is to assist
States in establishing and maintaining adequate
community, mental, and environmental public health
services including training of persconnel for State
&nd local nobhlic health work.

These records consist of or relate to such matters
as affirmative action program narratives, check-
lists, reperts (except fimal reports), surveys,
evaluations, reviews, site vislits, accounting,

eq dpment, supplies, personnel, conferences,
recommneudations, training, meetings, payment

requests, applications, renewals, obligated balance

and budget justifications. Final reports are
covered in item 5 (d).

Disposition: WNon-Permanent.

Office of Record - Destvoy 6 years after final payment,

or upon resolution of aay adverse audit findings.

Other Offices - Destroy 2 years after final payment.

2

o
o
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b. Health Services Development

The purpese of this program is to support the full
range of public health services to meet special needs
at the community level, develop and support new
programs, including training, and develop romprehensivg
- ’ health centers.

1. These records consist of or velate to such matters
as quarterly cost reports, action plan monitoring
reports, financial and statistical requirements, -
site visits, budgets, progress reports, financial
plans, organization charts, biographical sketches,
news clippings, reviews, recommendations, technical
assistance, and evaluations. Final reports are
covered 1n item 5(d).

Disposition: Non-Permanent.

Offjce of Record — Destroy 6 years after final payment, or
upont resclution of any adverse audit findings.

s

Other Offfces - Destroy 2 years after fipal payment, .

¢. Health Services Research and Development-Fellowships
and Training

The purpose of this program is to establish, improve,
or expand pvograms designed to train investigators in
methods and techniques of conducting health services
research and to raise the level of competence of
individuals engaged in research,

Files contain corresvondence on proposed research
projects, special project case files, notebooks for
research personnel, assessment reports, grant
applications, financial and statistical requirement
. reports, news clippings, reviews, recommendations,
training guide files, monthly project reports,
publications, statistical data, technical reports files,
program files, project control files, and related
documents. Yiles reports are covered in item 5(d).

Fanr copica, incinding oregnnal, to be subnutted to the National Arcluwves and Records Servita Or0 1RI—O-71.
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Disposition: Non Permanent.

Office of Record -Destroy 6 years after final payment or
upon resolution of any adverse audit findings, whichever
comes f[irst.

Other Offices - Destroy 2 years after final payment.

d. Health Services Research and Development - Grants and
Contracts

These project grants and research contracts support
research, development, demonstration, and evaluation
designed to improve health services., Priority is
given to improve availability and quality of services,
and to control costs. Projects are designed to develo
and/or evaluate more effective and efficient ways of
using manpower, ejquipment, facilities, and data to
improve quality control, organization, management,
and financing of health services programs in communiti
regions, and states.

Files consist of project case files, technical reports
proj&ct control files, technical reference files,
project design and procedure descriptions, nroject
correspondence, statistical analyses, researchand
statistical studies, and related documents. Final
reports are covered in item 5(d).

Digposition: Non-Permanent.

Office of Record - Destrov 6 years after close of grant oy

upon resolution of any adverse audif. findings.

Other Offices: Destroy 2 years after close of grant.

HEALTH FACILLTY PLANMNING AND COWNSTRUCTION TECHNICAL

ASSISTANCE

a. Health TFacilities Construction Grants - Hill-Burton
Program o

-

es.,

Fomx copies, inclading ensguial, fo be subnnited 1o the Not.oaal Arcluve s and Recnrds Service
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The purpose of this program is to assist the States in
planning for new construction or replacement of health
facilities, or the expansion or remodeling of existing
facilities or buildings, such as: publiic health centers,
State health laboractories, outpatient facilities, emergeng
rooms, neighbecrhood health centers, loug-~term care
facilities, and other relsted facilities.

These records consist of or relate to such matters as
surveys, equipment lists, evaluations, payment vouchers,
approved construction drawings vequired by program
regulations, grant applications, notice of awards, reports
(except final reports), expenditure reports, progress
reports, subcontracts, payment requests, summary state-
ments, and statistical reports. TFinal reports are covered
in item 5(d).

Disposition: Non-Permanent.

Office of Record - Destroy 6 years after final payment,
or upon resoluticn of any adverse audit findings.

Other Offices - Destroy 2 yvears after final payment.

b. Health Professions Tcaching Facilities - Loan
Guarantees and Interest Subsidies

These records consist of or relate to such matters as
revieus, letters of inquiry on use of grant space,
subcontracts, loan dravdowns, reports of expenditure,
evaluations, recommendations, site visits, equipment
lists, bidding documecnts, surveys, and alterations.
Final reports are covered in item 5(d).

Disposition: Non-Permanent,

Office of Record — Destroy 6 years after final payment,
or upon resolution of any adverse audit findings,

Other Offices - Destroy 2 years after final payment.

Four cepis, inclavdiug onginal, 1o be gubnautied Lo the Nalinbal Acchives and Records Scrvice
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Disposition: MNon-Permanent.

Mursing Schocl Construction -~ Loan Guarantees and

Interest Subsidies

The putpose of this program is to increase the number
of nurses and improve the quality of education for
nursing practice by assisting nursing school con-
struction through loan guarantees and through interes
subsidies designed to reduce the interest rate on inifial
permanent financing of a project.

Ty

These records consist of or relate to reports (exceptj -
final reports), loan drawdowns, subcontracts, budget
justifications, payment requests, expenditure reportsj
progress teports, site visits, application, reviews,
evaluations, recommendations, audits, award notices,
obligated balances, bidding documents, equipment listg,
meetings, surveys, building plans and drawings, and
statistical reports. Final reports are covered in itgm
5(d).

Office of Reccord - Destroy 6 years after final payment,

r

or upon resolution of any adverse audit findaugs.

Other Oftices ~ Destroy 2 years after [inal payment,

d.

Limitation of Federal Participation for Capital

Expendaitures

This program is designed Lo assure that Federal funds
appropriated under Titles V, XVIII, aud XIX of the

Social Security Act are not used to support unnecessafy
capital expenditures made by or on behalf of health
care facilities or health maintenance organizations.

These rececrds consist of or relate to reports (except
final reports), travel, trip reports, evaluations,
audits, studies, eritiques, reports of inspection,
recommendations, meetings, conferences, objectives and
goals, training, workshops, reviews, and seminars.
Final reports are covered ia item 5(d).

Fany copics, wnclading adig.nal, to ho subnuited fo the National Arcluves and Records Service
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Dispcsition: Non-Permanent,
Office of Record ~ Destroy 6 years after final payment,
or upon resolution of any adverse audit findings,
Other Offices - Destroy 2 years after final payment.
e. Certification of Facility Construction
Assurances or certification that loral educational
agency or institution of higher learning has right to} _
construct and maintain, and will continue to operate,
facilities to be constructad with Federal money for
the period provided by law,
Disposition: Non-Permanent.
A, TFor construction grants related to higher education
facilities - Descroy when 50 years old.
B. For construction grants related to areas affected by
Federal activities (P.L. 81-815) - Destroy when 20
ar .
years old . i
C. Tor all other constructjon grants - Destroy 5 years
after final payment or atter audit, whichever is
sooner.
29, HRA FELLOWSHIP PROCRAM
a. Unsuccessful, Withdrawan, or Declined Fellowship
Program Applications
Tncludes correspondence with institutions, cost
estimates and working files.
Disposition: Non-Permanent. Destroy 1 year after submispgion to

HRA.

b. Lists of Indices of TIndividuals Participating in
Fellowship Program

Disposgitien: Non-Permanent.

Dispose of after administrative values have ceased or
after ten years, whichever is sooner. Do noct retire
to FRC.

Tonr copiea, intlnding ouginal, fo he lubtnﬂlz‘d fo the Nahonal Arcluves ond Records Sesvica
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PART II C--OTHER HOu-PERIMANENT
PROCRAM RECORDS

(Items 30 - 37)
30. HRA ADMIMISTRATOR'S REFERENCE CORRESPONDENCE

a. General Cerrespondence of the Administrator

These files are maintained in the Executive Secretaript
for general reference and retrieval purposes. Such
files do not constitute a complete record of related | -
activities, but merely document the Administrator's
direct involvement in such correspondence, as followsj

(1) Correspondence originating with the Administratolk
or responded to by him.

(2) VFiled with Item 1l: General information -tems
which are returned from the Qffice of the
Administrator for reference filing.

(3) Copnies of all correspotrddeunce from within HRA
logged in the ES/HRA whether for direct reply

on tenaal wi the Administrator or lor signature
of the Administrator.

(4) Correspondence control records for above.
Digposition: Permanent. “Fransfer Lo the FRC when no

longer needed for administrative purposes and offer to
Lthe National Archives 3 years therealter.

b. Centrolled Correspondence of the Administrator

These files are maintained in the Executive Secretaribt
for general reference retrieval and control purposes,
Such files constitute a record of onpgoing responses
to PHS and 0OS controlled correspondence for signature
at the ASH, U, and S levels, or for direct reply on
behalf of such addressees.

7

(1) Congressional correspondence controlled for
direct reply at the program office (Bureau or
Center) level within HRA, regardless of
addressee,

Four ropics, includiay engingt, to he subsrutied to the Natiounl Arcluves aud Hecords Servicn OF0 13— 31T
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(2) Copies of all ASH, U, and S correspondence
controlled through the Executive Secretariat
for either direct reply or for signalure of ASH,
U, or 5.

(3) Copies of all HRA-prepared correspondence
responded to by ES, for signature of the Chief,
ES. ‘

3 .2
A
Disposition: Rermeneptw—Ilraasier-to H~a43w when—row AM "/% "//
Longer peeded-for—xraference and offer to N°:$:§3lt -éhbp325 47/‘4?2&&2@«44@
4rrhives 10 years—thexeaficr. /g&é’w et edibooc %W
el
7

/xZ&a/ @tern S 5 r(,e-m
31. BIALTH RESOURCES”OPPORTUNITY PROGRAM (HRO)

a. ‘HRO Pregram Thrust

Files which document the ongoing activities of HRA's
program and staff effort to increase and improve
availability, accessibility, and accountability of
health delivery systems and health resources
opportunities for the disadvantaged. Includes liaisoj
withk all operational and planning activities at the -
Central Office and with the Regional 0ffices,
evaluation of programs, planning, research, and
legislative efforts as to impact on the disadvantaged
as well as planning and implementation by OHRO of
ongoinz grant and contract activities in this area.

Disposicion: ®Han~Permanent. Cut off files at end of

fiscal year. Retain in inactive files area for 2 years,
then transfer to FRC. @Erstrey—when—i—reais—atd: 42949@ Ao /ééﬁlﬂg‘r
;Z/Aé¢<. 7 S 2,

b. OHRO Grant and Contract Plans

Includes working file of pertinent grant and contract
documents and resulting correspondence, reports, and
other related matevrials.

Fong copica, inclading orjpnal, te ba submutted to the Natioual Arcluves and Records Servicn OFO 1793—0-7'1-3
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Disposition: Non~Permanent. COF when grant or contract
is completed. Retain in inactive files area until all
reports and audit findings, if any, are resolved.
Screen for documents which should be placed in official
grant or contract file. Destroy 1 year after reports
and audit findings are resolved.
32. NATIONAL HEALTH SURVEY PROGRAM '
a, Original Source Document
Completed survey questionnaires, physical and
psvchological examination data, and medical
history reports from individual respondents and
non-interviewed sample households collected Dy
mobile examination units for the Health Examinatior
Survey.
Digposit:ion: Non~Permanent. Transfer original paper
records to FRC. Destroy when 7 years old.
1. Microfilm copies (excluding x-ray, resulis machine
tracings, and recording tapes). Transfer to FRC , -
1C years after completion of Cycle; destroy 10 years
thercaftrer.
b. Non-textual supporting medical docuvmentation
accumulafted {or the Health Fxamination Survey.
Tneluded are x-rayvs, blood samples, and similar
materials,
Disposition: Non~Permanent. Destroy after pertinent
data arc recorded and analyzed for appropriateness of
interpretation; disposal by domnation is auchorized.
c. Complated survey questionnaries collected from
State, lecal and other agencies, health institu-
) tions, individual respondents and non-interviewed
sample houscholds for the Health Interview,
Health Manpowver, Health Facilitlies, Health
Resources Utilization, and Family Growth Surveys.
Disposition: Non-Permanent. Transfer to FRC when 2 yeard
old and destroy when 7 years old. Earlier destruction
authorized.
Fong copies, rncinung enginal, to he suhuuited 1o the National Arcduves aud ilecards Service GrO 19 3—0=71-3
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33.

d. Questionnaires used for pretest purposcs before
conduct of actual survey. Based on results of
thesc tests, actual survey questionnaires are
prepared.

Disposition: Non-Permanenl. Destroy 2 years after preted
completed, or after analysis, whichever is earlier.

e. "Stand" Files for the Health Examination Survey.

Tor each Cycle, Stands (cities or counties) serve
as centers for data accumulation of individual
medical examinations. Administrative documention
of the Health Examination Survey, relating to
meaical, eronomic, and demographic information
collected by field administrative offices at
Stands and maintained only [or reference purposes

Disposition: Non-Permanent. Destroy 1 year following

completion of Cycle.

VITAL STATISTICS SYSTEM ‘

o

a., Source data containing registratioﬁ‘certiticatcs and
related information, which NCHS receives from State
and local governments for bi;ths, fetal dezths,
marriages znd divorces. Thetsa microfilm and-magnetis
pepa-—aeorts which containgthe scurce data a;ﬁﬁéaﬁfésf
of original State amit local government documents,
which NCHS uses in preparing morrhly and annual
vital statistics summaries and other printed publicatd

Diszposition: WNen-Permenent. Destroy when 7 years old,
or when no longer need~d for normal operations, whichever
is sooner.

b. Microfilm : cape—recods of death
certificates received from State and local governments

Disposition: Nen-Permanent, For the 3 vear petricensal
period (years ending in 9, 0 and 1). Transfer to an FRC
when 10 years old and destroy when 15 years old.

For nenpericensal years. Transfer to FRC 1 year after
tabulation and destroy 4 years thercafter.

ong.,

oy

Your copii s, incinay onginal, to be subinsited {o the Nahional Accliuves and Hecords Servicn
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LEGISLATION AND EVALUATION PROGRAM

a. Project and Contract Evaluation

Official files of evaluztion projects in HRA/OA.
All evaluation project f{iles are maintained in a
standardized format known as the Project Tile; this
is maintained under three major component sections,
which separates the documents generated in each of
three consccutive stages of project completion:
Development, Research, and Tmplementation. Files
contain the RFP, copy of contract, interim

and final reports, project summaries, communications,
and may also contain an abstract of the contract,
Implementation Plan and back-up documentation.

Disposition: Non-~Permanent. COF when proiect implemen=~
tation stage is completed. Place in inactive files for
2 years, then transfer to the FRC and destroy 3 years
thereafter.

’

b. Legislatiive Briefing Notebooks

.

Binders dceveloped on all wajor HRA-related issues and
pending legislation, by program area and Lssues.
Consists of issues and proposed legislation, with
supporting documentation as necessary.

Dispnsition: Mon-Pevmanent,

3

Office of Record ~ Retain for current session of Congress
COF at the end of each Congressional session. When a
record set of Briefing Noteboolks is identified transfer
to the FRC and destroy 10 years thereafter,

Other Offices - Destroy when no longer needed for referenge,

Four ropica, incladiug saginal, to ho subntted o the National Arclaves and Herards Sexvira
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HRA SCIENTIFIC ATFATRS

3{\

Overall Objeclkives and Policies

Disposition: Non-Perm
Retain in inactive files
transfer to

b.

apeaker.
speaker,
coverage,

ground
faleg

gen
publicity and press if
COF at end of
then Jdo

osition: Non-Permanent.
fetain in inactive files two yeats,

34. URA EXTRRMORAL AFFALRS -

Program files documerting conduct of liaiso
belween HRA/OA, State and local governmeut,
organizations, and the public. Includes, b
limited to, the correspondence created in c
meetings, conferenc and other Facetsg of
activivies, background materials and relate
in maintaining the HRA Speaker’'s Bureau fun

an
o5,

such liaison

s Ludes back-
ar
any.

fiscal year
stroy.

n activities
private
ut is not
onduct of

d corresponden
ctions insofar

e

correspondgence

4<)

3

at outside functi

as arrangement for

speakers, participants, and HRA attendge

are_concerned. e el ot zﬁﬁikv o

oans

oL Fie rectetr LIl

A LrAtE AL

Lt

Disposition:

Non-

Permanent. COF at end of FY; retain

2 years for relerence

vurnoses then destroy.

HRA TNTERNATIONAL

AFTATIRS

Files
national health p
Program [(iles dea
Currency Program
this authority.

materials not dup

document HRA interest and participation in inter-

rojects, Jliaison, and vrelated activities
1 specifically with Special Foreign

and HRA intevaction on projects under
Frequently, HRA files may contain backgr
licated at other levels.

und

Fouz sopirn, sncluding enngunal, tn be suhuutted to the Nativnal Arcluves und Records Seevica
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38.

39.

40.--

Disposition: Non-Permanent. COF at end of fiscal year;
retain in inaccive files for 2 years, then transfer to
FRC and destroy 3 years thereafter.

PART IId - NON-RECORD MATERTALS
(Items 38 - 4Z)

Materials preserved solely for purposes of reference, viz
public laws, Executive Orders, books, manuals, handbooks,
circulars, regulations, directives, guidelines, bulletins,
and policy and procedures documents published within DHEW,
by other Federal Agencies, by State and local government
activities, and by public entities and activities.

Disposition: Non-Permanent. Destroy when superseded and
/or no loager needed for operatiocns.

Extra copiles of documents preserved only for conveiience
of reference, such as:

{a) Reading file copies of correspondence.

(b) '"Tiekler,” "follow-up,'" or "suspense' copies of
cotrrespoundence.

(¢) Identical duplicate copies of all documents main-
tained in the same file,

(d) Excra copies of printed oc processed materials of
which officiel copies have been retained for purposes
of rccord.

Disposition: Non-Permanent. (a) Destroy when 1 year
old. (b) Destroy when action in each casc is completed.
(c) Destroy each year when files are screened and purged.

Stocks of publicarions and processed documents preserved
for supply purposes.

Jor no longer needed for operations.

Disposition: Non-Permanent. Destroy when superseded and

Founr copres, incluiding cuginal, to he subnutied fo the Nativoal Arcluves and Records Scrvica
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41. Frivately putrchased books and other publicaticns and

correspondence, and other materials pertaining to personn!
matiters that bave been kept in an office for coavenience.

Dispousgiticn: Non-Permanent. The owner should take this
material with him when he departs the office on a permanept
: basis; otherwise desiroy when owner permanently departs.

42 Materials that are not being preserved or are not
appropriate for preservation because they have neither
evidential or informational values, such as: -

~
ab)
—r

Preliminary or intermediate drafts of letters,
memoranda, reports, or other papers, and preliminary
worksheets and informal notes that do not represent
significant basic steps in the preparation of record
copies of documents.

Disposition: Non-Permanent. Destroy when 1 year old.

(b) Letters of transmittal that deo not add any informatipn
£o that contained 1n the transmitted wmaterial.

= -
.
Dispogsition: Nou-Permanent., Destroy when no longer
neaded o1 when 1 year old, whichever is sovner.

{c} Memoranda or othetr papers that do not serve as the
basis of official actions; for example, notices of
holidays, Red Cross or Combined Federal Caompaign
drives, and activities of Covernment associations
or unions.

Disposition: Non-Permanent. Destroy when no longer needgd,
or when 1 year old, whichever is sooner.

(d) Shorthand notes, including stenographic notebooks
and stenctype notebooks and stenotype tapes, that
- have been transcribed.

Disposition: Destroy when no longer needed or when 1
year old, whichever is sooner.

Toar ropses, including onsymal, fo ke subsnitted to the Natiwnal Arcluves and Recnrde Sexvicn GIO e O-711.5
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HRA AUTOMATIC DATA PROCESSING FILES -- GENERAL

G; The Data Systems Branch (!) promotes planning for

optimal use of automatic data processing systems in
support of HRA mission and program goals; (2) provideg
ADP systems analysis, design, programming, and data
maintenance to support HRA staff offices and Bureaus
(excluding NCHS special-purpose ADP operations) in
the processing, storing, retrieving, and reporting of
survey data and data for program and administrative
activities, in the application of operations research
methodology, and the development of management
information systems; (3) serves as liaison between
HRA and the Office of the Assistant Secretary for
Health on all ADP matters; and (4) evaluates to insurs
compliance with policies of OASH, DHEW, Office of

A%

Management and Budget, and General Service Administration

for the management of ADP systems.

a. These files contain requests for automatic data
processing, work plans and clearances.

Disposition: Non-Permanent. These records are retained
for an indefinite period. Destroy when no longer needed
for current operations. y

b. These are computer print-outs and reports for
components of the Health Rescurces Administration|,

dealing with health services personnel, allocatiop,

equipment, and trends.

Disposition: Non-Permanent. These records are stored
for an indefinite period. Each Programmer has his own
series of files. Destroy when no longer needed for
current operations. .

c. These files contfain code sheets, report of expend
tures, prior year information, applications,
standard up-date, edit programs, query cards for
construction tables, reports for publications,
and program cards for construction.
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Disposition: Non-Permanent. These records are retained

indefinitely., Destroy when no longer needed for current
operations. '

d. These files contain program decks, card data,
back~up surveys and grant related data,
instifution related data and storace files per-
taining to components of the HealTn Rescurces
Administration.

Disposition: Non-Permanent. These records have no fixed
retention and are to be destroyed when no longer needed
for current operations.
General
e. 5 Documentation--Computer printouts, cost reports,
outiine of each computer tzpe, inquiries, requisi-
tions, statistical data, institutional prctiles,
Soar data base, contract proposzis and other
. contragt files, studies, surveys, planning, legisH
tation, evaluations, work plans, administrative
files, publications, and procurcmant.

Disposition: Non-Permanent. DOestroy wher no longer
nesded for current operations.

f. ASH Health Manpcwer Strategy, datz on Project
Scar, legistation materizl, RAS vorx programs,

administrative files, correspondence forms, contrgct

proposals, comments/reports/studies, conferences/
committees/meetings, planning evaluations, work-
shops, and miscellaneous reports.

Disposition: Non-Permanent. Transfer ic FRC when no

ionger needed for current operations. Destroy 5 years
thereatter, ’

g. File Documentation--Data elemcent directory, code-
book, record layout, sample input forms, sample
output (publication, report, etc.), and user's
manual.

Disposition: Maintain with appropriate rvelated file and
dispose in accordanrne with the instructicns for that file

-




MJF,'
HRA Automatic Data Processing File -- Permanent Program Master Files

4732/ National Center for Health Statistics

a. Health Examination Survey

This survey has been conducted since 1959 to determine the
incidence rate and distribution of a number of specific
diseases and health conditions among the general population.
The data reveals not only diagnosed conditions which persons
failed to report but also previously undiagnosed, unattended,
and undected chronic diseases. HES is conducted as a series
of survey programs called "cycles'". 6000 to 8000 persons are
interviewed for each cycle. Each cycle is limited to some
specific segment of the population, to certain time periods,
and to certain aspects of health,

Disposition: PERMANENT. Cut off annually, hold one year,
offer files and related documentation to the
National Archives.

b. Health Interview Survey Master Files

Household survey consisting of weekly oral interviews of a
sample civilian, noninstitutional population. The survey
focuses on the social dimensions of morbidity; the preva-
lence and incidence of disease, injuries, and impairments;
on the nature and duration of disability, the amount and
type of medical care received; and medical care concepts.
The weekly surveys are consolidated each quarter and
average annually. Each‘yé€ar approximately 42,000 house-
holds are surveyed, providing data on 134,000 persons.

Disposition: Permanent. Cut off annually, hold one year,
offer files and related documentation to the
National Archives.

c. Hospital Discharge Survey Master Files

This survey has been conducted since 1969 to provide national
statistics on characteristics of patient utilization of short-
stay non-federal hospitals in all states and the District of
Columbia. The data was abstracted from patient medical
records. The sample includes 700 of the 7000 hospitals in
NCHS's Master Facility Inventory.

Disposition: Permanent. Cut off annually, hold one year,
offer files and related documentation to the
National Archives.



d. Vital Statistics Detailed Master Files

1)

2)

3)

4)

Natality Data

For each year since 1968. this series contains informa-
tion on an average of 1.8 million live births occurring
within the United States. To maintain the nation's
statistics on births, NCHS collected from the fifty states
and the District of Columbia information contained in

the birth certificates on file at the local and state
level. This information represented fifty or one-hundred
per cent of the live births of a particular state.

Disposition: Permanent. Cut off annually, hold one year,
offer files and related documentation to the
National Archives.

Mortality Data

For each year since 1968, this series contains information
on 1.9 million deaths. To maintain the nation's statistics
on deaths, NCHS collected from the fifty states and the
District of Columbia information contained in death
certificates on file at the state and local level.

Disposition: Permanent. Cut off annually, hold one year,
offer files and related documentation to the
National Archives.

Marriage Data

For each year since 1968, this series contains information
on approximately 288,000 marriages from about forty
different states and the District of Columbia. To maintain
the nation's statistics on marriages, NCHS collected infor-
mation on a random sample of marriages in some states and
on every marriage in other states.

Disposition: Permanent. Cut off annually, hold one year,
offer files and related documentation to the
National Archives.

Divorce Data

For each year since 1968, this series contains information
on approximately 99,000 divorces from about thirty different
states. To maintain the nation's statistics on divorces,
NCHS collected information on a random sample of divorces
from some states and on every divorce from other states.

Disposition: Permanent. Cut off annually, hold one year,
offer files and related documentation to the
National Archives.



Pt s

HRA Automatic Data Processing Files -- Non-Permanent Master Files

f%(gﬁ“’National Center for Health Statistics

a.

INVENTORY OF LICENSED PRACTICAL NURSES

This study is a compilation of data collected as part of
the licensing procedures in each of the State Boards of
Nursing. Descriptive information on LPN's by age, sex,
marital status, educational preparation, employment status,
etc. is provided for each State and the country as a whole.

Disposition: Erase five years after survey has been completed.

INVENTORY OF REGISTERED NURSES

This inventory incliudes basic demographic information, employ-
ment status, educational preparation, and area of clinical
practice, etc. Only nurses with active licenses are included.
The data collection is carried out under contract by the
American Nurses Association which prepares tabulations for each
State and for the nation as a whole.

Disposition: Erase five years after survey has been completed.

MASTER FACILITY INVENTORY

This national inventory includes all inpatient health facilities
in the U.S. which provides medical, nursing, personal, or
custodial care to groups of unrelated persons. The facilities
are categorized into three broad types: hospital (both long and
short stay), nursing and related care homes, and other remedial
care facilities.

Disposition: Erase five years after survey has been completed.

NATIONAL INVENTORY OF FAMILY PLANNING CLINICS

This inventory provides data on:all family planning clinics in
the U.S. regardless of their funding. Descriptive information
includes: each clinic's physical location, ownership, funding
sources, frequency and type of sessions, patients, staffing and
contraceptive, medical and ancillary services offered.

--Disposition: Erase five years after survey has been completed.



NATIONAL NURSING HOME SURVEY

This biennial national survey of nursing homes includes those
that provide some level of nursing care regardless of whether
or not they are participating in the Medicare or Medicaid
program; homes providing personal care or domiciliary care

are excluded. Information concerning financial expenses;
numbers of beds and residents; services provided; certification
status; utilization measures and staffing patterns are provided
by the Home Administrator.

Disposition: Erase five years after survey has been completed.

NATIONAL REPORTING SYSTEM FOR FAMILY PLANNING SERVICES

This ongoing reporting system collects data on the number and
soclo-demographic characteristics of persons receiving family
planning services, the number and types of visits made to
clinics and the number and types of services provided. Both
federally-funded and non-federally funded family planning
projects are included.

Disposition: Erase five years after survey has been completed.

NATIONAL SURVEY OF FAMILY GROWTH

This survey is designed to produce data on factors influencing
trends and differentials in fertility, family planning practices
of the population, sources from which family planning advice and
services are obtained, the effectiveness and acceptability of
the various methods of family planning, and those aspects of
maternal and child health that are most directly related to
fertility and family planning. Data is collected through personal
interviews with women in child bearing ages (15-44) who are or
have been married or who have never been married but have child-
ren of their own living with them in the household. Excluded
from the sample are women living in group quarters and never
married women without children.

Disposition: Erase five years after survey has been completed.

OPTOMETRY MANPOWER SURVEY

This survey represents an inventory of all licensed optometrists
in the United States. Basic data on demographic characteristics
of optometrists are collected together with information on geo-
graphic location, type of practice and specialty.

Disposition: Erase five years after survey has been completed.



PHARMACY MANPOWER SURVEY

This survey represents an inventory of all licensed pharmacists
in the United States. Basic data on demographic characteristics
of pharmacists were collected together with information on
education, geographic location and characteristics of practice.

Disposition: Erase five years after survey has been completed.

STATE REGISTERS OF LICENSED DENTISTS AND DENTAL HYGIENISTS

This is a system designed to establish and update registers of
licensed dental manpower for the 51 states (including the District
of Columbia) containing, as a minimum, the name, address, and
license number of all dental and dental hygiene-licentiates. The
system was developed for purposes of obtaining information on

the number and geographic distribution of all dentists and dental
hygienists licensed as of a given date from records maintained by
State dental boards. The primary purpose of these registers is
to provide a basis for identifying sample dentist and hygienist
populations in each State to permit the conduct of surveys to
determine practice characteristics.

Disposition: Erase five years after survey has been completed.

SURVEY OF COMMUNITY HEALTH NURSING

This survey is conducted biennially in cooperation with the State
and Territorial Directors of Nursing. The purpose of the surveys
is to obtain not only a census, but also detailed information on
personnel and programs of all community health/public health
agencies that offer community nursing services.

Disposition: Erase five years after survey has been completed.

SURVEY OF HOSPITAL MANPOWER

The data will be collected by means of a questionnaire mailed to
the universe of U.S. hospitals {(approximately 7,300) requesting
information on full-time and part-time employment, vacancies,
contractual services, and nursing unit staffing. The survey
pretest has been completed and the full survey is scheduled for
mailing in April 1976. Data tabulations should be available by
December 1976, with a summary publication appearing in 1977.

Disposition: Erase five years after survey has been completed.



SURVEY OF CHARACTERISTICS OF HOSPITAL PERSONNEL

This data collection effort will represent an employee survey of
selected allied health occupations drawn from a sample of U.S.
hospitals. The data will be collected via a mailed questionnaire
to the individual. Data items to be collected will include
training provided by the hospital, formal education, work experi-
ence, salary, financing of education, and occupational and
geographic mobility.

Disposition: Erase five years after survey has been completed.,

NATIONAL AMBULATORY MEDICAL CARE SURVEY

Magnetic tape containing data on ambulatory medical care provided
by office-based physicians to the populations of the United States.
Consists of all office visits within the coterminous United States
to nonfederal physicians who engaged in office-based practice and
direct patient care.

Disposition: Erase five years after survey has been completed.

Vital Statistics Summary and Survey Files

1) Local Area Summary of Natality Detail Data File

Magnetic tape containing totals of births by local area and by
race which occurred within the United States.

Disposition: Destroy ten years after survey has been completed.

2) State Summary of Natality Detail Data File

Magnetic tape containing state totals of births by race, sex,
age of mother, and gestation period.

Disposition: Destroy ten years after survey has been completed.

3) Local Area Summary of Mortality Detail Data File

Magnetic tape containing totals of deaths by local residence of
decedent.

Disposition: Destroy ten years after survey has been completed.

4) Cause-0f-Death Summary of Mortality Detail Data File

Magnetic tape containing totals of deaths by 69 specified
causes, by state, by sex, and by race.

Disposition: Destroy ten years after survey has been completed.



5)

6)

7)
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National Natality Survey contain information on four stratified
samples of births surveyed in 1964-66, 1967, 1968-69, and 1972.
To supplement the information recorded in the detail natality
files from the birth certificates, these surveys focused on
specific health questions, such as a history of previous preg-
nancies, expectation of more children, family income, employment
status, health insurance coverage, and household composition.

Disposition: Destroy ten years after survey has been completed.

National Infant Mortality Survey contains information on families
which suffered the death of a child under one year of age during
1964-66. HCHS requested information not only on the deceased
infants but also on previous children. The purpose of the survey
was to supplement data on infant mortality contained in the death
certificates,

Disposition: Destroy ten years after survey has been completed.

National Mortality Survey contains information on a stratified
sample of decedents aged 35-84 who died in the United States
during 1966, 1969, and 1968. As a result of questionnaires mailed
to the informants listed on the death certificates NCHS obtained
statistical information on the smoking habits of the decedents.

Disposition: Destroy ten years after survey has been completed.

4/%., BUREAU OF HEALTH MANPOWER

a.

ALLTED HEALTH EDUCATION PROGRAM IN JR. AND SR. COLLEGES

This was a mailed questionnaire survey to those junior and senior
colleges in the United States which reported no health programs
in 1973 in order to identify new health education programs. The
questionnaire include information on the exact program title,
location, length of program, accreditation status, enrollment
capacity, size of graduating class, prerequisites for admission,
tuition, and numerous other characteristics of the program and
its students., The data will be comparable with the results of
similar 1973 and 1970-71 surveys.

Disposition: Destroy five years after survey has been completed.

HEALTH OCCUPATIONAL TRAINING PROGRAMS ADMINISTERED BY HOSPITALS

This was a mailed questionnaire survey of allied health and
nursing programs administered by hospitals. Information was
obtained on such characteristics of the training programs as
admission requirements, frequency offered, length of program,
award granted, accreditation, tuition, and other student expenses.
Data were also obtained on the number of students enrolled as of
October 15, 1973, by sex and racial/ethnic background.

Disposition: Destroy five years after survey has been completed.



INVENTORY OF STATE SUPPORT FOR HEALTH MANPOWER TRAINING PROGRAMS

This project was carried out in two phases: Phase I, a pilot
study of eight States and nine local governments, checked
feasibility of larger study, and identified problems involved

in developing an inventory. Phase II, involved implementation

of techniques developed in Phase I, and compilation of inventory
of State support for health education programs by four categories--
Institutional Support; Capital Outlay; Student Aid; direct

Support. State financial data are given by type of support and
health profession supported.

Disposition: Destroy five years after survey has been completed.

MEDICAL EDUCATION QUTCOMES

Medical Education Outcomes represents a longitudinal study designed
to assess the dispositions of medical students toward career
choice by speciality, type and location of practice. Essentially,
this continuing analysis is based upon a series of behavioral
instruments administered and readministered according to a planned
schedule to each cohort of accepted applicants through the
undergraduate and graduate years and into a number of years of
their career, In addition to the behavioral measurements, the
demographic, educational, and experiential variables of each
student are included in the analysis of the student dispositions
toward career choice.

Disposition: Destroy five years after survey has been completed.

MEDICAL SCHOOL FACULTY ROSTER

The Medical School Faculty Roster is a management information
system covering the demographic, education, training and profes-
sional characteristics of the salaried faculty in medical schools.
The Faculty Roster represents a dynamic MIS; basic data are
collected only once from new faculty hired to the medical educa-
tion system, with only subsequent changes and/or update entered
into the system as they occur and are reported by the faculty
through their medical institutions.

Disposition: Destroy five years after survey has been completed.

SURVEY OF DENTAL BENEFIT PLANS

Periodic surveys of prepaid dental care plans have been conducted
and published in 1958, 1960, 1963, and 1967. The purpose of this
survey is to revise and update the findings of prior years. Trends
in administrative techniques, financial arrangements, scope of
benefits and other characteristics need to be documented and
analyzed.

Disposition: Erase ten years after survey has been completed.
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REVELANCE OF GRADUATE HEALTH CARE ADMINISTRATION CURRICULA

The project will (1) catalog the present curricula of health care
administration programs; (2) examine the formal and informal
processes used for curriculum evaluation and change; (3) inven-
tory positions held by recent graduates of the programs;

{(4) develop criteria and methods for determining both the relevance
of curriculum elements vis-a-vis positions held and the effective-
ness of various curriculum evaluation and change processes; and,

(5) make recommendations of importance to graduate programs in
health care administration and Federal bureaus of manpower develop-
ment. Standardized categories will be developed for curriculum
elements, positions held by graduates (including sector of
industry and principal type of work performed), and for curriculum
evaluation and change processes.

Disposition: Erase ten years after survey has been completed.

SURVEY OF HEALTH PROFESSIONS EDUCATIONAL FACILITIES

This is a one-time effort to survey all schools of Dentistry,
Medicine, Optometry, Osteopathy, Pharmacy, Podiatry, Public
Health and Veterinary Medicine and their parent institutions to
obtain data on facilities utilized by these health professions
schools. Dentaled information was provided by the schools in
three broad areas: (1) existing inventory of space, condition
of that space and how it is used, (2) ongoing construction pro-
jects and estimated facilities configuration in 1983.

Disposition: Erase ten years after survey has been completed.

DERMATOLOGICAL MANPOWER STUDY

The study is to: (1) identify all individuals providing dermatolo-
gical services in the U.S. and (2) to assess the need for dermato-

logical care on the basis of data on disease prevalence and patient
utilization patterns from the HANES survey and other sources.

Disposition: Destroy five years after survey has been completed.

U.S. STUDY OF DENTAL MANPOWER SYSTEMS IN RELATION TO ORAL HEALTH
STATUS: THE PRIVATE PRACTICE SYSTEM

This project will study the structure and function of the U.S.
Private Practice System by applying research design and methodo-
logy of World Health Organization/Division of Dentistry Inter-
national Study of Dental Manpower Systems in relation to Oral
Health Status. Individuals in three selected age brackets will
be surveyed as to attitudinal and behavioral measures regarding
dental health knowledge and practices and toward delivery and



receipt of care. Providers and administrators will be interviewed
and data on the results of a free dental examination will be
collected.

Disposition: Erase ten years after survey has been completed.

PREPAID DENTAL CARE STUDY

This study was initiated to evaluate the effects of a uniform
dental care prepayment plan to people who are covered and on
the dentists who provide service under the plan.

Disposition: Erase ten years after survey has been completed.

f;jsz BUREAU OF HEALTH PLANNING AND RESOURCES DEVELOPMENT

a.

HILL-BURTON ADP SYSTEM

This system supports the grant and loan administration of the
Hill-Burton Program. In addition to assistance to needed health
care facilities for new construction or modernization, the Hill-
Burton Program provides for the inventory of existing health
facilities and the planning for new or modernization of facilities
in a State health facility plan document which i5 reviewed
annually. The system supports other data needs of the Program
such as HUD (FHA) mortgage insurance projects. Major types of
data collected are: name and location of facility, financial
(including total cost and Federal participation) data, type of
facility assisted, project approval stage information, number of
existing facilities, facilities that mneed to be added, and
facilities that need to be modernized.

Disposition:

Hill-Burton ADP system must be maintained without time limitation
due to continuing responsibilities and until all project construc-
tion has been completed under Title VI. The continuing responsibi-
lities include the monitoring of the uncompensated care assurance
for twenty (20) years after completion of a construction project
and the community service assurance which continues in perpetuity.
In addition, data contained in the system is being used to pre-
pare final administrative reports, final publications, budget
purposes, and for making health facility construction projections.



44, NATIONAL CENTER FOR HEALTH SERVICES RESEARCH

a. NATIONAL SURVEY: TRENDS IN HEALTH SERVICE UTILIZATION
AND EXPENDITURES

Magnetic tape containing studies based on random samples of
the nation's families. Included are data on sources of care,
physician visits, hospital care surgical procedures,
maternity care, dentist visits, insurance coverage and pay-
ments, utilization according to level of Medicare benefits

in state of residence, and response to disability.

Disposition: Offer annual surveys to the National Archives
yearly.
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