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7. 
ITEM NO 

8. DESCRIPTION OF ITEM 
(With lnclus,ve Dates or Retention Periods) 

The record materialsdescribed in this Records Control 

9. 
SAMPLE OR 

JOB NO 

Schedule were created by the Health Resources Administrati n(HRA 
which provides leadership with respect to the identificatibn, 
deployment, and utilization of manpower, educational, 1' 

physical, financial, and organizational resources in the , 
achievement of optimal health services for the people of I 
the United States. It is comprised of the Office of the 
Administrator (OA), National Center for Health Statistics j(NCHS), 
National Center for Health Services Research (NCHSR), Bureau 
of Health Manpower (BHH), and Bureau of Health Planning anp 
Resources Development (BHPRD). There are separate sectionr 
for each classification of records, as follows: I 
Part I Items (1 - 12)--Permanent Program and Administrative 
Records describe file roaterials accumulated at Head- 1 

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 (?RC) for 
a specified period of time and then offered to the 
National Archives for permanent retention. The files are 
grouped according to function. In all cases, the 
official permanent program and administrative records 
will be maintained in the OA std!f office responsible 
for that function. 
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REQUI:ST FOR AUTHORITY 'fO DISPC''E OF RECORDS-Continuation Sheot 

8 OESCrHPTlON OF ITEM 
(WITH' INCLUSlvE DATES OR HETE:IITIOH PER1005) 

Part It (A) Items (13 through 22 )--..N,eo awmM.~ 
Administrative Records describes and provides 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 (73-29)--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 ~eH Perm~ReRe 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. 

Part II(D) Items (3s-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 I --PERMANENT PROGRAM AND ADMINISTRATIVE RECORDS 
ITEMS(1-12) 

This section provides for the scheduling of permanent HRAl 
program and administrative records which describe the 
preparation and issuance of policy, procedural and 
organizational documents. Program informational document 
included are related to communications,congressional I 

!l 
SAMPLF. OR 

JOO NO 

legislation, program planning and development, health sur~eys, 
committee and international participation, and training 
programs. The permanent adrninis~rative records are comprised 
of file materials on administrative operations, such as general 

. services, procurement, contract and budget activities. 

Pagc_g__ 
or __ pngc· 

10 
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ITEM HO 

1. 

8 DESCRIPffON OF ITCM 
(WITH INCLUSIVE DAT(S OR HETENTION PERIODS) 

ORGANIZATIONAL PLANNING AND DEVELOPMENT 

a. Authority, Organization and Functions 

Formal documents which affect the authority, org~nization 
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 
.statements, staffing plans, organizational charts, and 
codes. Records copies are retained by the OA. Each 
major HRA component has duplicate,copies in addition to 
original internal supporting documents written durcing 
the development phases of their organization and 
function proposals. • 

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

(2) HRA major components forward to OA all ~riginal 
supporting documents pertaining to Bureau/Center 
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 admin~strative 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
tion which introduces establishment of a BRA 
General Circular Series, and HRA supplements to 
the PHS and Department Staff Manual Chapters, and 
Circulars and Guides. 

9 
SAMPLE OR 

JOB NO 

10 
ACTION TAKEN 
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7 
ITEM tlO 

2. 

REQUE~T FOR AUTHORITY TO DISP?'. )E OF RECORDS-Continuation Sheet 

8 DEXRTPTION OF ITEM 
(WITH INCLUSIVE DATES OR RETENTION PrRIOOS) 

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 no longer needed for 
reference, whicqever is first. 

1. Issuance 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 

9 
SAMPLE OR 

J08 NO 

which provide a basis for publication or contribut on· 
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, circulara, 
arrd other printed materials, publications, and 
issuances to HRA components. 

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

·COMMUNICATIONS AND PUBLIC AFFAIRS 

C • t . p !:",/ .A -a. ommunica ions rogram ~ ~ 

' 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. 

rc:,-u c:,op, .. , lttc:ludiag original, lo bo aubn-.iHed to tho Na.tioncl Arc:hiv~• 

10 
ACTION TAKEN 
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ITEM NO 

REQUI:ST FOR AUTHORITY TO DISPO' !E OF RECORDS-Continuation Sheet 

8 DESCRIPTION or ITEM 
(WITH INCLUSIVE D~TES OR llETENTIOH PCRIODS) 

Disposition: Permanent. Offi"ce of Record retain one 
complete set of formal information publications, such as 
press releases, press conference transcripts, and offici 1 
~peeches. Offer to the National Archives 5 years there­
after. 

b. Communications Reorganization 

Successor Agency files which involve both reorganiza 
tion of HSMIIA generally and the Public Affairs 
offices specifically. 

Disposition: Permanent. Office of Record consolidate 
with transitory correspondence files 1973 - 1974 and oth r 
surviving reorganization files and transfer to the FRC 
when no longer needed for administrative purposes. 
Offer to the National Archives 5 years thereafter. 

c. Communications Conventions and Exhibits 

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

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

~ Retain in current files areas for 5 years, theR offer 
-t:u tlte Mational Arctnves .-1. All other files and exhibit 
mate~ials: Retain for 5 years after presentation, then 
qestroy. Earlier disposal is authorized, if necessary. 

d. Publications 

1. Public Health Reports 

a. ·Public Health Reports Manuscript Files 

9 
SAMPLE OR 

JOB 110 

Page__.5_ 
or __ pagc 
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ACTION TAKEN 

Consists of original manuscripts for review 
by PHS staff and "referees" or outside 
reviewers, correspondence with the author 
and referees, all editing and revisions of 
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REQUEST FOR AUTHORITY TO DISPC'-:E OF RECORDS-Continuation Sheet 

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

manuscript, and final copy sent to the printe~. 
If manuscript is rejected notation of reject­
ion is shown on outside of control jacket 
cover. 

Disposition: 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 date. , 

b. Public Health Reports Control 

Includes card indexes on all authors who 
contribute manuscripts to the Public 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 journal 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. 

Disposition: Permanent. Record set to be identified 

9 
SAMPLE OR 

JOB flO 

and designated as PERMANENT by the Office of Communications. 
Offer to the National Archives when 10 years old. 

3. Vital and Health ; · St:J.tistics 

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 

or __ pngc 

10 
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ITEM NO 
8 DESCRIPTION OF ITEM 

(With Inclusive Dates or Retention Periods) 

9 
SAMPLE OR 

JOB NO 
10 

ACTION TAKEN 

2-A. AT§DIOVISUA L RECORDS 

115-203 

a. Motion picture films used for oublic informat'on 
a1d education ourposes ••• consisting of the originEl 
n~gative or color original plus ootical sound tracl, 
a1 intermediate master oositive or duplicate negative 
o us ootical sound track and a sound 9rojection ur;nt 
o" each film. 

PERMANENT. Gffer to NARS when no longer needEd 
f)r administrative use or when five years old. 

b. Film uroduction files ••• which include produc-
t on contracts, scripts, transcripts, and other docu­
mentation bearing on the origin, acquisition, releEse, 
aid ownership of the productions identified in (a) a­
bt>ve. 

PERMANENT. Offer to NARS with the productiom to 
which they relate. 

c. Sound recordings used for public information iur-
P l)Ses ••• consisting of the master taoe, matrix or f tamp­
e "', and one disc pressing for each conventional mai:s­
P"Oduced mul:ti?le copy disc recording and the origjnal 
t.~pe for each magnetic audiotape recording. 

0 ERMANENT. Offer to NARS when no longer needed 
fDr administrative use or when five years old. 

Estimated annual accumulations: a and b: less than 
one cubic foot; c: .5 cubic ft. 

Four copies, Including original, to be submitted to the National Archives 

GPO 1975 n - 579-387 

STANDARD FORM 115-A 
Revised July 1974 
Prescribed by General Services 

Administration 
FPMR (41 CFR) 101-11 4 
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8 DESCRIPTIOIJ OF ITEM 
(WltH lrlCLUSIVE DATES OR flITEHTIOH PERIODS) 

of NCHS programs.· Included are Series 1, 
2, and 4, and other selected series contain-
ing the aforementioned values. , 

Disposition 

1. 

2. 

Record set: PERMANENT. Office of Primary 
Responsibility place onecopy of each publication 
in an inactive file. After .5 years offer inactive 
file to National Archives, 

Other copies: Transfer 2 copies to PHS Library; 
·destroy others when no lo~ger needed for reference. 

Publications of the Vital and Health 
Statistics Series pertaining to analytical 
studies or the results of specific surveys 
not covered in A. 

Disposition 

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

reference. 

Q!-. Vital Statistics of the United States . 

Disposition 

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

1. Annual volumes: Transfer 2 copies to PHS Librarj. 
2. Monthly Vital Statistics Reports, and its supple­

ments: Destroy when 5 years old, or when no 
longer needed for reference, whichever is earlie1. 

d. Special Publications 

Publications which define centerwide policiei 
and objectives, or relate directly to 
statistical functions for which NCHS is 
responsible bf statute or delegation. 
Included are the NCHS Staff Manual; the 
Mission and Policy of NCHS; Annual Activitieii 
Report of the NCHS; Health, United States; 

f'ollr eopiH, lnchidlni, orig-inn!, lo be suhmitled lo the N,.tional &chivca 
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9 
SM~f'l[ OR 

JOO NO 
--------:;-------------------,-------------1-----------

3. 

4. 

selected health resourc·es, 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. 

DELEGATION OF AUTHORITY 

a. Administrative/Financial and Pro ram Dele ations 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, printi 
travel, etc. The program delegations of authority 
are unique to HRA programs and include procedures fr 
delegating authority, (i.e., format and content of 
delegations), transmittal of delegations, procedura 
instructions, delegation code sheets, multi-delegate 
delegations, revised and cancelled delegations. 

Office of Record: Transfer to the FRC when administrat ve 
value ends. Offer to the National Archives 10 years 
thereafter. 
d~,~.,.. ~~4':e. ✓a~~ -·----"--I"'" 

Other Of"fices with duplicate copies - Destroy 1 year 
after authority is redelegated unless' needed for 
administrative purposes. · 

, HRA REGULATIONS 

a. Files consist of records which establish policies 
and procedures pertaining to developing and process·ng 
HRA Regulations. All Agency regulations (those 
pending or published in final form) are included in 
addition to the format for developing and~processin 
General Notices, Notices of Proposed Rule Making, 
and Final Regulations for publication in the 
Federal Register. 

Fe ttr capiu, lnclad.u,g original, lo be auhnutted lo U.e National &ch.ivce 

_.,A:.--,r;;~:.-6,~:,C.. .... _ 
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8 D[SCRIPTION OF ITEM 
'(WITH lrKLUSIVE DATES OR llE1EHTIOH PERIODS) 

Disposition: Berma~OQ~ HRA Component Initiating the 
Regulations - 1:l'latt:Jfe£#11 official documents for each 
regulation, in addition to the final regulation~,ff,-.f:~~ 

!) 

SAMPLE OR 
JOB NO 

.. F:B:C whel'!: no longer needed for admin1sttathe ~rJ!le □ es. 
" Offer te t:he N8t:ional Arehive3 10 yeero tlte£eeft;ei;. v.~~.,. 
~ ef 1../..L~ ,/~; d'~ ;:el~ / 
Other Officefs - Destroy 1 year after regu!ation(s) 
becomes obsolete or superseded. 

BUDGETS,' GRANTS, CONTRACTS AND PROCUREMENT HANAGEMENT 

'a. Contracts and Procurement Policies and Procedures 

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: Perrnc1.nent. Since current head'ings now 
include some office administrative files, these should 
be separated form the oasi~ policies and procedures 
files. Retain policy and procedures files as Permanent 
Transfer to the FRC when obsolete or superseded. 

10 
ACTION TAKrN 

Offer to the National Archives 15 years thereafter.· 
,· t:?/,/~ ~~ 0~, , P.,.e--,e..e;.--u~ ~~ ,,;PR 

b. Budget Estimates and Justifications /~, 'j;I'/~• 

Budget estimates, justification statements, )ii>?/ ~ 
appropriation language sheet, narrative statements, 
related schedules and data, as well as correspond­
ence reflecting policy decisions, for budget record 
prepared in NCHS through FY 1973. For FY 1974 and. 
later years the Office of Record is the Health 
Resources Administration. 

Disposition: ~rmatterrt'. Office of Primary Responsibil ty: 
Transfer to FRC when 5 years o~d.b ~fn t:e mttienal 

...A:r_ehives when !?:O years eld-= L,,l'~ a,~ / yL.c.-.~-
. ' 

All Offices: Non-Permanent. Records for FY 1974 and 
later years to be destroyed 5 years after FY involved. 

F,r :u c:opi♦-, lnclud.ini, original, to ho sa.hmillf>d to the ~ Atc:luvca 
10-60◄ 28-I OPO 



tUn.n,tnr,1 l nr111 No. C 1/\n 
l'rornuh ,\lt •IO I 111 t,y 
o,n,rnl t-,sr, kts A,hnlnMrntlon 
'Tho Nallonnl Arthivt., Job No. Pngo __ iQ_ 

or __ png1 

1 
ITEM NO 

6. 

REQUEST FOR AUTHORITY TO DISPO .... E OF RECORDS-Continuation Sheet 

c. 

8 DE:SCHIPTIOII OF ITEM 
(WITH INCLUSIVE DATES OR HETEHTIOH PERIODS) 

Final Reports on Grant Programs 

Reports are not. required or furnished on all grants 
and contracts. They are usually required on grants 
and contracts having historical or research value. 
Final reports contain information such as authority, 
background, pr9blems, discussions, findings, con­
clusions, progress reports, and recommendations. 

9 
SAMPLE OR 

JOO HO 

Disposition: Permanent. 

Office of Records: Retain permanently a sample of 
significant grants and contracts (those having hist ,Jrical 
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 final payment or after audi~, 
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 Grants _,.. 

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

- .L_....,.. .. .-...:;;..,, -/ ~ 

JO 
ACTION TAKEN 

~~·~ z~---~ ~ 
Dispmauent:.~itt;ieagl AtCYiilZB&- _ _..L' 

-when 1.5 years oW. L'7~ ~ -'~ ~"'~_- ~- -~- '2'-
~ ~ 4-2-6- /4-) ,;ru.--..< ..r- 4 - r_:.) ,..ip 4'V ¼ e/~ 

DOCUMENTATION ON CONGRESSIONAL LEGISLATION ~~..., ....---7 .f'J"'J ~';, 

a. HRA Legislative History 

Individual case histories describing the admini­
stration of all HRA legislative interpretations, 
requests for Agency representation at schedµled 
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 
missi~n and functions, legislation establishing or 
amending 

re ff.I' c:opl~•, Including origiuc,J, to be submined to tho Notional Jlrehiv-.,a l&-10(28-1 QPO 



I • 

ritnn,lllr<I l'orm !'It> I I/hi 
I romulrntr,I ll !-19 hy 
Clrnrrnl Sen Ires A ,ltnlnl<tmlton 
Tbo N at!1,nnl A rchh cs 

Job No. ____ _ 

REQUEST FOR AUTHORITY TO DISPO"iE OF RECORDS-Continuation Sheet 

7 
ITEM NO 

8 OESCRIPTIOli OF ITEM 
(WITH hlCLUSl'/E DATES OR RETEHTION PERIODS) 

9 
SAMPLE OR 

JOB NO 

Pni;o ll _ 
of __ pngc 

10 
ACTION TAKEN 

-------1--------------------------- _____ , ____ _ 
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, 0MB, and b~th Houses of Congress 

. . 
e end of 
in active 

rative 
en FRC. 

to National Archives when 

~tefler O.ffiees. Best::r·oy \.&RGR :ao longer needed for 
~ereuce and/or dist:liibutign, 

b. HRA Legislative Proposals 

Individual case files which include back-up document 
from all HRA components, esential working documents, 
and final legislative proposal from HRA (with any 
modifications), PHS, the Department, or 0MB. 

n..L ",..., =t· ⇒,----- !ia::r."'""""..,.:'l',.• u::I:::>t:VO.J. .LVlA• -·•-an,:;.....,, 

Retain tor·retere -
. . . 

c. Bills: Requests for Comments 

. 
as 
to 

rs 

th 

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

Office of Records: c:UF-a:~11:crli[ 
fi QCllmls!t'e11~ 

tiv istory Files 

Fc;,u: coplu, fnc:ludia'! original, lo ho submitted lo Use Notional Jbchhrea ICl-69'28-l O"O 



fttt\.n,tnrd r•,n11 No l tt~n 
l'rornult~t«I !H 1'• hv 
Ocn~rnl Sr" lms A•lrnlnistrnllon 
T~o NAtion"1 Archives Jo~ N,o. ____ _ 

REQU~ST FOR AUTHORITY TO DISPC' 1·E OF ~ECORDS-ConHnualion Sheet 

7 
ITEM NO 

8 DESCRIPTION or ITEM 
(WITH IHCLU51JE DATES OR t<ETEH'tlOtl PERIODS) 

d. Legislative Reports 

Files consist of periodic, statutorily-requi~ed 
reports to Congress_,intermittent reports, and the 
finaliz.ed record copy of reports transmitted to the 
Secretary, with pertinent supporting documentation. 

~~~~~· ~z?~ COF 
I • 

Archives wh 

e. Program Legislative Planning/Implementation 

Files contain plans and other documents, includin~ 
written opinions from Office of the GeneralCounsel 
(OGC), relating to the implementation of speci.'.:"ic 
Public Laws that concern HRA programs both at 
Headquarters and in the Regional Offices. The file 
contain separate folders for each major component 
(Centers/Bureaus) and records accumulated in draft­
ing or commenting on proposed legislation for each 
Bureau/Center. 

FRC 
fer to the 

National 

f. Health Care Facilities Legislation 

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

~. ~L ~ AM(' IMPL!::?- NTA 0 
~ 

a. HRA Five-Year Forward Plan 

Files contain guidelines, procedures, and definitio s 
of issues necessary to develop the HRA Forward Plan 
by fiscal year. The Plan provides for najor ____ ..:__ ____ _ 

!) 

SAMPLE OR 
Joa rm 

Pngc_l? __ 
of __ png<'t 

10 
ACTION TAKEN 

r.,,... c:opiH, lndud.iag origincJ, lo t,.,. nthm.itted lo the Nol.J.oncl Archiv-.,s 111-60«28-1 G~O 

https://finaliz.ed


fUruulnr1I 1 11rn1 ,., t Iba 
l'rom11lr~tr<l !). 1-11 b)' 
Orntrnl 1'ervlcrs A,lmlnlstrnUou 
Th• Nat1or.nl ~rchhr,s 

Job No. ____ _ 

7 
ITEM NO 

REQU:CST FOR J\UTIIORITY TO DISPO' :E OF RECORDS-Conlinualion Sheet 

8 DUGUPTIOI/ or ITEM 
(WITH INCLUSIVE DATES on i!ETENTION l'CRIOD5) 

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 FisLal year. 

Disposition: Permanen1: 

Office of Record: Cut off at end of FY and retain in 
active files for 2 years thereafter. Transfer one recorc 
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 longE;X neede< 
for reference or working purposes. 

b. Regional Office Work Plans and Guidance 

Work plans (based on· HRA Forward Plan) on regionaliz,d 
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 System (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. 

Disposition: k~ffl~ft@ft~. 
'I ,. ,: ·---.!! - ... 1 

-10 year~ tkereaftet. 

9 
SAMPLE OR 

JOB NO 

Pngo__ll~ 
of __ pngc• 

10 
ACTION TAKl:N 

Fc-,u ("opi••• lnch,ding ori!l"ncl, to ho hll:un.illed to lho .Notional Archlvea l&--Ml28-I GPO 



R!nn<lnr<I 1·nr111 No llfil\ 
J'romulrnle,I 9-1 -1'1 h7 
Ocnernl !'•rvke\ A•lmlnlslrallon 
Tbo Nationnl An,1lvr3 

Job No. ____ _ 

REQUC~T FO~ .AUTHORITY TO DISPO';E OF RECORDS-Conlinualion Sheet 

7 
ITEM NO 

8 DESCfllPTIOr, OF ITEM 
(WJTlf INCLUSIYE DATES OR llETfHTIOH PERIODS) 

9 
SAMPLI: OR 

JOB NO 

Page 14 _ 
or __ pngc 

10 
ACTIOrl TAKEN 

----------------------------------~-------,------

8. 

:. 1-

d. HRA Evaluation Plan H 
~ 
• Files include a completed HRA Evaluation'Flan by 

fiscal year, beginning with 1974 (the first year 
for which a formal Evaluation Plan was de'Zeloped 
for HRA), along with background materials and 
working documents from each Bureau and Ce:m.ter; also 
included are consolidated Plans for HRA anrd PHS. 

Disposition: Permanent. Division of Evaluation - Retai 
current Plan in active files until completion 0£ subse­
quent year plan at the HRA level; then retain in inactiv 
files for one year; then transfer to the FRC. Offer to 
the National Archives 10 years after receipt iirl the FRC . 
. h~,,:;_,t,~d ht~~ ~..bU--~ 

Other Offices: Destroy when no longer needed for /J, 
reference. 

e. Agency Accomplishment Reports 

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

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

COMMITTEE PARTICIPATION AND COORDINATION 

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

I 

_-::-:;::;;;;~;:·~~ Individual files on Councils and Committees,..,.. ~--- / 
l'...,,t,:A-'l~u.'7,L,/IC. alphabetically by agency/program/committee·. Includ 

1
s 

official charters, memberships, modifications, pend ··ng 
actions, and schedules of meetings for HRA and HSA 
councils an~ committees, and related corespondence 
~etains record copies. 

Disposition: Permanent. 

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

Fc,.u c,opi♦a, lnduchng oripal,. to be aubm.itted to the No1icm.'11 Jlrcb.iv->JI lG-60'28-1 OPO 

https://Halim.al


p.it nn(10 rtl l~nnu No I 1.'Sf\ 
l'rornuh ntr·<l 9"1 11 by 
Oenrrnl Srn !res Admlntstrntlon 
Tho Nntiollnl Arcluvcs 

Job No. --~--

REQUI:ST FOR AUTHORITY TO DISPO 'E OF RECORDS-Conlinuolion Sheol 

7 
ITEM NO 

8 O[SCfllPTION or lTEM 
(WITH INCLUSIVE DAUS on Hnll!TION PERIODS) 

!l 
51\MPLF. OR 

JOO liO 

Pa~e~-­
or __ png( 

10 
ACTION T AK!'.11 

----- --------------------------------1------1------
Other Offices - Destroy when no longer needed for refererce. 

b. National/International Conferences 

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

Disp~sition: Permanent. 

Office of Record: Transfer to the FRC when administrati,e 
value ends. Offer to the National Archives when 20 year! 
old. 

c. United States National Cormnittee on Vital and Health 
Statistics. 

Th~s statutory committee's responsibilities include 
policy and planning for the collection and use of 
statistics on births, deaths, marriages, and divorce,, 
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 re<ords of 
committees and technical consultative panels. 

Disposition: Permanent: 

Office of Records: Transfer to FRC when 5 years old. 
Offer to National Archives 25 years thereaft~r. 

Other Offices: Destroy when 5 years old. 
; 

d. Cooperative Health Statistics Advisorv Committee (Cl SAC) 

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 meetini, 
agendas, minutes, reports lists of committee 

l"'t-<U C'Opin, hsclud,nsr origiuo.l, to be suhmilt...S lo the National Arch.iv-,• 

https://TIIK!'.11


fHnn,tnrd J·onn :-.itl ttt,,1\ 
,J•romu!rflted !}-I-Fl by 
Oenrrnl Rervkes Admlnlstrallon 
Tbe Nal..onal Arch1>e.1 

Job No. ____ _ 

7 
ITEM NO 

9. 

REQUI:ST FOR AUTHORITY TO DISPO'.~E OF RECORDS-Continuation Sheet 

8 Df.SCRIPTIOII or ITEM 
(WITH INCLUSIVE DATES OR 1lE'TENTIOH PERIODS) 

members~ and related materials pertaining tQ_committees 
and technical consultative panels. -1 

' i 
Disposition: Permanent. 

Office 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 

9 
SAMPLE OR 

JOB NO 

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

Disposition: 

Of~~dR 

Original agreements and am~ndments with related 
correspondence concerning NCHS partid.pation in the 
P.L. 480 foreign assistance program. 

P.nge 16 __ 
Of __ pn(,:C 

10 
ACTION T /\Km 

Disposition: ~l;attldtl.E:ilt: #✓~ y,ittU.,,- & y,e,v;r,,~-r~ PptA~e-.,,:,,U a 

10. 

ofuc~ctf ~ o~{ree::'~en~eYt~ ~--
correspondence, relating d,;i!'cctlJ to policies and plans 
of NCHS international statistics program. 
t:o FRC 3 years after termination of agreement: • 

..tee National AI ~hives ,/fim::i. lQ , eaFs eld. 

Other Offices: Destroy when 3 ye~rs old, 
n~eded for reference. 

HF~...LTH EXAMINATION SURVEY 

a. Survey Questionnaires 

,One copy of each que3tionnaire, for all surveys, wi 

r«ur C<>pi••, 1ndod,ng orlgutul, to Ix> ..,J,mllled lo tho Nali<mal Archiv->11 



• RIJ\nrlnnl l'nrlll 1'o lllil\ 
l'romulralrtl 9 1-11 hy 
Ocnernl i;rr, lcrs A•lmln1~1rnt1on 
The Nntl~oal .ArrhiH>l 

Job No. ____ _ 

1 
ITEM NO 

REQUEST FO.R AUTHORITY TO DISPO''.E OF RECORDS-Conlinualion Sheet 

8 DEXRIPflON OF ITEM 
(WITH INCLU~IVE DATES on iltlEHTION PE:RIODS) 

data showing inceptlon and scope of the questionnaire, 

9 
SAMPLF OR 

JOB NO 

the program or administrative purposes of the questionna re, 
and the related procedures instituted, revised, supersed d, or 
eancelled. 

Disposition: Permanent. 

Office of Record: Transfer to FRC 5 years after date of 
last action. Offer to National Archives when 20 years 
old. 

tr.--"3utvey Statistical Aealyses 

Sttcveys Statistics Master rapes.• 

IHsr,ositisH I Permammt 

~ 

c. Survey Operations and Planning 

Studies, reports correspondence, and other document tion 
relating to policy, planning and achievement of NCH 
survey objectives, conduct and design of surveys, 
methodology, analysis of data, and the vital 
registration system. 

Disposition: Permanent. 
I 

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 CL Survey Statistics 
(114agaetie ia~e TraHsactio~} 

1. ADP Planning and Program Management 

Documentation reflecting development and manage ent 
of NCHS ADP resources and requirements, includi g 
records relating to overall objectives, plans 

Fc,a.r C:~p!H, lndud1Dg original, to be subnutted to the Nalionc:a.l .luchiv~.t 

Pn,::c~7 __ 
of __ p'lr,c 

10 
ACTION TAKEN 



fHnnrlnnl I orn1 No- l 1/in 
l'rom11Jr~frd 9- 1-.t~i hy 
Orncrnl ~r1v!rrs II dmlnlsl•u•tlon 
'I ho Nat1onn! Arch,vc, ' Jc.b No.--:-----

REQUCST rOR AUTHORITY TO DISPC"E OF RECORDS-Continuation Sheet 

1 
nm llO (WJTH lt<ClUSIYE DATES OR HITENT!OH PERIOOS) 

9 
SAMPlf.: OR 

JOB rm 

Pnge 18 __ 
or __ pngc 

10 
ACTION TAKrn 

8 DCSCHIPTION or lTEM 1 
-----,-----'----------------------------------1------

~nd concepts governing management a~4 utilizatio 
of ADP within NCHS. Included are ma~ter plans, 
feasibility studies with associated charts and 
diagrams. 

Disposition: .Pe.mQnont.. 

Office of Record: . El-ifer to Hati~~J. 3 years 
after total redesign or discontinuance of system.' ..,,e_lK-'Z'AI.I"""....,.. 

~ ~ ,./4;~ 
2. Magnetic Tapes Without Personal Identifier's., 

edited data compiled from each 
rvey and the Vital Statistics Syste 

are sample, subsample and randoms 
weighting factors. 

Disposition: 

Office of Record: tape to the 
ter preparation. National Archives 

3. 

aggregates of 
annual data or 
aggregates of 

substantially 
afning data 

Magnetic tape ntaining 
individual o servations fr 
master da files that are 
publish data. These tapes a 
unpub shed and include tapes 
¥it ut personal identifiers. 

PerJ:11anent. 

Offer copy of master 
chives immediately after preparation. 

Automated Data Processing Systems Develoq.ment and 
Assessment 

Correspondence, reports, stodies, systems proposals, 
and other documents concerning the study, selection, 
adoption, use, and integration of ADP systems in NC S 
operations. 

Disposition: i@f!meneatr.-'. 

Office of Record: Approved System (Implemented System). 
~ren~fer t □ FRC~complete redesign or termination 
L/1.,tv,~ '-3 C/.A:4 .. 

: u cop-;:, lnclucbng origis,al, to be nthnutlHI to the li:o.lional Archiv-:,1 16-&0&28-1 oro 



fll.n.n,lnrd l"Ortll Ko 1 tr.n 
l'romulcntNI !}-l•-49 hr 
Otnnnl Srrv!m, Admln1strntlon 
Tho NnHonal Archive., 

Jqb No. ____ _ 

I• 

REQUEST FOH AUTHORITY TO DISPO'iE OF RECORDS-Continuation Sheet 

1 
ITEM llO 

8 DE:c.CRIPTION OF ITEM 
(WITH INCLUSIVE DATlS OR RETEHTIOII PEP.IODS) 

!) 

SAMPLE OR 
JOO NO 

• r..,.._ 

I 

19 Page __ _ 

or __ pa.gc 

10 
ACTION TAKEH 

-------1--..,------,--.L--~---::;-~--~----,,-,..-~-----:::;.--_~-..:::c:;.....,---1-----1-----

of the system, -GHer te Uttti~dtives 5 yea:ra 

11. 

12. 

~hereafts:~ ~di"~ 

. ..Disapproved System: Destroy when 5 years old. 

•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 Materials. 

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 ~CHS 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 National Archives when 10 years old. 

a,µ ,;:tft, ~~ ... , 
Other Offices: Destroy 5 years after superseded or· 
discontinuance, or when administrative purpose is servec; 
whichever is earlier. . 

LABOR MANAGEMENT RELATIONS 

a. Union Records for Employees 
j.,t:-,,4o/f' 

Documents pertaining to unions which represent~ 
employees, including union recognition documents, t1e 
union constitution, and related correspondence. 
,Fer most f'eeord.s, HE\l is Office ef Record. For NCH> 
facility in North Carolina, NCHS is Office of Recorl. 

Dispos,ition: J.ie:rman'iilnt _ 

Office of Record: Transfer to FRC 1 year after expirati~n. 
9£h.l'. to 1b1.tior.al Archives 10 years thereafter. 

d~ 

r., u C<'plH, lnduding onginal, lo "" n,,bmilted. lo the Nalione>I &chive• 

https://Natiur.al


NI andnrd I nrru No. 111\" 
J'ronrnlcatrd 0-t-rn hy 
Ornrrnl Scnkrs ,\<lmlnlstrutlon 
Tho National Arrhn·cs 

Job No. ____ _ 

REQUEST FOH AUTHORITY TO DISPO' !E OF RECORDS-Continuation Sheet 

7 
ITEM NO 

8 DESCRIPflOt, ('F ITEM 
(WITH ltlCLU51V£ DATES OR f!CT£IHION PElllODS) 

9 
SAMPLF OR 

JOU flO 

Paic ~-­
of __ pagc 

lO 
ACTION TAKW 

------ -:---------------------------------1------11------

13. 

Non-Permanent. 
Destroy 3 t;ears 
authorized. 

Reference copies of other union records 
after expiration. Earlier disposal is 

PART IIA- NO!~-l!ER1'l7\NEM~ 
ADMINISTRATIVE RECORDS 

(Items 13-22) 

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 Distribut~on 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 propose< 
Agency publications. Incl1!ded are: 

(1) HRA Brochures and publications clearance filei. 

(2) HRA administrative publications, speeches, ne~ s 
releases, and audio-visual exhibits clearance 
files. Publicity and audio-visual clearance 
files include articles, exhibits, press relea: est 

Fcu.r C<>piH, including oripal, to Ix, auhmitted lo the Notiol1ol Archive• 



Rlnn,lllr<I J•orn1 No. llr.o 
J'rc,mul~nt,, l 9·1-19 by 
<lcnttnl !'eh If<'< Admln15trolton 
Tbe Nal1onfli Archive., 

Jo.b No. _____ _ 

REOUCST FOR AUTHORITY TO DISPO"E OF RECORDS-Continuation Sheot 

7 
nm rm 

8 D[SCHIPTIOli or ITEM 
(WITH ltlCLUSIVE DATES OR i1ETENTJON PE!UOOS) 

9 
SM~PLF: OR 

JOB rw 

I 
Page 21~ 
or __ pngc: 

10 
ACTION TAKEN 

-------,------------------------1--------

14. 

: 

speeches, and working papers with ~ack-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 
drawings, 

. requests, 
materials 
printing. 

publications, galley proofs, photographs, 
maps, charts, typescripts, printing 
camera copies, negatives, and related 
used in preparing publications for 

Disposition: Non-Permanent: Destroy 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 EMPLO\'MENT OPPORTUNITY PROGRAM (EEO) 

a. EEO Policies and Procedures 

These files document EEO 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 if obsolete. 

re u e<>piH, lneluwn11 original, lo bo .uhnutted lo u.,. Notional .llrchlvea 
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REQUEST FOR AUTHORITY TO DISPC1~:E OF RECORDS-Continuation Sheet 

7 
ITEM tlO 

a orscniPnori or ITEM 
(WITH INCLU51'1£ DATES OR HETENTIOlf rtmoos) 

9 
SAMPLE OR 

JOU NO 

,-

Pni;:c ~---­
or __ pngc 

10 
ACTION TAKEN 

_______ , ________ -------------------------1-------1-----

b. Affirmative Action Plan (AAP) 

Files contain guidelines and procedures issued by 
~SC for developing the agency AA~ This plan is 
responsive to the overall needs of HRA and requires 
action by subordinate organizational units to assur 
equal employment opportunity .for those employed or 
seeking employment within HRA. Included are workin 
papers and comments submitted by HRA components at 
all levels. AAP's are updated every fiscal year 
and assessment reports written which describe actio 
items achieved or not achieved for the previous FY. 

Disposition: Non-Permanent. 

Other Offices 
reference. 

Destroy when no longer needed for 

c. Education and Training 

Includes basic procedures, policies, and restrictio s 
on conduct of EEO activities and those materials 
which ,~ere developed for ZEO training. 

Disposition: 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 

! -----I --

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

1 

l 
' 

I 
r-,-,,._. copier, htcluwng ori!JUlcJ, to be aulun.illed la lhe Xational Aa-chiv'!JI l6-69.C28-l Cl~O 
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7 
ITEM NO 

REQUEST FOR AUTHORITY TO DISPO' :E OF RECORDS-Conlinuolion Sheet 

8 DESCRIPTION or ITEM 
(WITH, IIKLU51\/E DATES OR ilITEIH!OH PERIODS) 

Disposition: Non-Permanent. Haiataia in 1't!! .... t1~ 

losatioi:t until fiaa.1 resoletienis effeetea. Trau.s-fe.!:. 
~ the llRC 3 years after final resolution and destroy 

~ /,,f'J" / # ~~--,,e.,,,,, 
e. Program Activity Reports 

- • .• 1 
~ -- ··v ----J . 

Files consist of periodic recurring reports require1 
by PHS, DREW, and CSC for EEO activities. Some 
examples include monthly Pre-Co~plaint Counseling 
Reports, reports reflecting status of minority 
groups, changes in the minority data files, quarter~y 
time cost analysis, EEO Management Audit Reports, 
and other similar in content . . 

Disposition: Non-Permanent. 

9 
SAMPLE OR 

JOO NO 

Pngc 23 __ 
of __ pngc 

10 
ACTION T /\KFfl 

Office of Record: Destrey 5 ;ears after eonseliaati:a,g- #"'./ ..-
' , L? 'rO.f' ;:2 ",,,, '!fl, • data f:.i;offl BttreausrCenters fur each report. a-e,.e.. v,.. v 

' 15. 

Other Offices - Destroy 3 years after reports are 
submitted to OA or sooner if not needed for reference 
purposes. 

ACCOUNTING, FINANCIAL AND ADMINISTRATIVE MANAG&'1ENT 
PROGRAM 

a. Financial Management Oper~tions 

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

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 I 
tion Recommendations for all financial management 1 
records not otherwise covP.red in the General 
Records Schedule. These retention standards were 
developed under HSMHA and have been carried forwarc 
by accounting and fiscal officers of the resulting 
reorganized agencies. 

F,:wr ,:opio, lncluding originlll, to b<, .-,.],nutted lo the NatioDal &chive• 

https://eoRoolidati.ng
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REQUEST FOR AUTHORITY TO DISPC'' \E OF RECORDS-C;ntinuution Sheot 

Page,._)::!._.. , __ 

of __ pngcs 

-----~-------·--------------------------,-------------
7 

ITEM NO 
8 D(',Cl11PTIO~ UF IITM 

(WITH IIICLUJIYE DATES OR llEHHTIOH PERIODS) 

9 
SAfJPLF. OR 

JOB NO 

10. 
ACTION TAKCN 

--------------------------------------11------t-------
Disposjtion: Non-Permanent. These standards should be 
revieued 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 development 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 0MB and subsequently 

' . to the Congress. Since this process is a continpou~ 
3-year effort, documents must go through three year~ 

- mini"Tlum as to formulation, ex,~cut~ve, and obligatin~ 
documents. 

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

c. Hill-Burton Cuaranteed and Direct Loan Accounting Files 

Fil:s cover re, 1iew of loan programs for !)OtPntial 
default provisions. , 

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

d. Prospective Minority Contractors 

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

Disposition: Non-Permanent. Retain in reference files 
area until individual contractors are considered as 
non-potential bidders. Destroy 1 year thereafter. 

r~ .._.. cop•••• Lru:lmling original, fa i:... snlmtlll .. d lo lhe Nc,liqnol R.rcbiv'!• 
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Job No. ____ _ 

REQUEST FOR 1~-- fHORITY TO DISPC•':r: OF RECOR.US-Continuation Sheet 
' 

8 DESCfUPTIOfJ OF ITEf.l 
(WlTH INCLUSl>'E DATES OR HETEHT!OH PERIODS) 

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 
admiaistrative purposes, 

Disposition: Non-Perm.ment. 

Office of Record: Destroy 3 years after termination of 
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: local travel, travel orders, 
travel and transportation, training, printing 
requisitions, contracts (non-financial assistance), 
personnel compensation, formal personnel benefits, 
rent;,al charges, etc. Now maintain~d i.n HSA 
accounting syste~ on computer and transferred to 
printouts. Month··end accounting report is transpos~d 
onto microfilm with a 3-6 week time lag. 

Disposition: Non-Permanent. Destroy when 2 years old. 

HRA PAPERWORK MANAGEMENT PR0GRAi'1 

a. Forms :Management 

Files contain records related to the initiation, 
developm~nt, 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; BRA Printing Requisitions. 

9 
SAUPLE OR 

JOB NO 

Pago --?5-. 
or __ pn.g1 

10 
ACTION TAKEN 

/,. Disposition: Non-Permanent. HRA Forms Management Office ~~,.,pit' c:.,,,,,A-2', 
destroy 5 years after superseded or obsolete. ~.e~ /'. ""'~,,.,;, - ~-

"~1'. CJ-:/~ .rx-~~ ~' #~ ~ :_~-- _, y'~"::"'. t?#AU.. 

y,,L.~ o/'~ ~~ p--4-/ ~(fl ~ 04-£.J' ~£A- /c:J '7"',e'. 
tJ1A ~d~,. ~ ~ ~ . .,, _ - ~ ~ ------

l"'<<U Lop1u, lncludiug ori!J>nol, lo l,e .,u.bnulfod to tb11 Nolionol AtcbJye• 1~60,'Ul-l OPO 
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10 
ACTION TAKEN 

--------1--.,.,--------------------------'-----1-------1------
~ ~ Other Offices: Destroy when form is obsolete or 

superseded. 

b. Reports Management 

(1) Records accumulated in evaluating the require­
ment for approving and controlling specific 
recurring reports. Included are copies of 
requiring directives, preparation instructions, 
appllca~ions for approval of the report, 
documents relating to the continuation, revisicn 
or'other changes to the report, pertinent forms 
or descriptions of format. 

Disposition: Non-Permanent 
report is discontinued. 

Destroy 2 years after 

(1) Records relating to periodic inventories or 
suLveys of reports. 

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

(2) Doc'timentc; n~Prl i:o control the assignment of report: 
approval synLbols (RAS). 

Disposition: Non-Permanent. 
needed for control purposes~ 

c. Records Management 

Destroy when no longer 

These records include SF 115, Request for Authority 
to Dispbse of Records; SF 135, Records Transmittal 
and Receipt, _GSA Form 7015, Notice of Intent to 
Dispose of Records, and Record Control Schedules 
including correspondence reldting to approval and 
changes to the schedule. 

Disposition: Non-Permanent. Destroy when no longer 
neede1 for admin,istrattve purposes. 

-----'----------------------------------=------!._----~ 
row enpiH, tncJ,,,fo,g or!ginol, to Jx, 1ntbrnl1ted lo tho National &cbiv•a I0-50U11-I OPO 
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IT[l,INO 
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(WITH INCLUSIVE D,1 lE'> OR RET~flTION rrn,oos) 

9 
SAMPLE OR 

JOB NO 

l'l\f:':C _£j_ ___ _ 

or ___ pli.11::c'> 

10 
ACTION TAKE:N 

--------1---------------------------------- ______ , _______ _ 
17. HRA PERSONNEL MANAGEMENT 

a. Personnel Policies and Procedures 

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

Disposition: Non-Permanent. 

Offices 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. Job.,,Applicant and Occupational Inquiries 

Routine inquiries for employr1ent in HRA Office of 
the Administrator. Includes copy of reply, incoming 
inquiry, and resume (if any). 

Disposition: Non-Permanent. Destroy two years after 
elate 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) 
filed 'by member's name. Any correspondence, 
memoranda, etc. pertaining to this particular form 
should be attached to it. 

Disposition: Non-Permanent. Retain in active files 
for one year. PIF in secure file for five years after 
COF then destroy. Personnel Manual 304:PHS-l (J?HS T.S. 
38~ 12/4/67). 

____ __,_ ________ -----------------------~----~------
r .. ..,. <'<>piu,' lnclud.mg orlg-inaJ, to bo .1rnlmtillad to the National .llxc:hive• 
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REQUEST FOR AUTHORITY TO DISPO."E OF RECORDS-Conlinu·.::ilion Sheet 

8 DESC111Pl 1011 OF ITEM 
(WITH INC!.USIVE ()Ans OR HtlENTION PEfllODS} 

d. 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. 

e. Incentive and Performance Awards Files 

Case files documenting awards program activities, 
general program materials, awards program reports, 
including feeder reports for submission to Hand oa, 
as well as files documenting HRA employee awards. 

Disposition: Non-Permanent. Destroy aft~r 2 years, or 
when no longer needed for reference. 

.,., 
f. Personnel Resources and Allocation System 

Personnel data system for control and resources ~ 

allotment of all HRA personnel by programs a.nd 
activities. Consists of master tapes for computeri2cd 
system and working papers at the input locations. 
Input is created at operating personnel offices, 
Parklawn Personnel, and Bureau of Health }fan power. 

Disposition: Non-Permanent. Destroy after 2 years, 01 

when no longer needed for reference. 

g. Personnel Security 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 

!) 

SAMPLE OR 
JOU NO 

CSC or other investigative organizations. Includes 
reports on irregularities and misconduct of employeEs., 
Excluded are investigative reports and related pape s 
furnished HRA by the CSC for which disposition 
instructions are provided in the FPM. 

l"c·u cn1>iu, lncludin9 original, lo bo mhnuil<><l Co lhe Not&onn.l .llrc:biv-ta 

Pngo _20_,_ 
of __ pngcs 

Iii. 
ACTION TAKCN 
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REQUEST FOR AUTHORITY TO DISP0''.E OF RECORDS-Continur,,.tion Sheot 
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of ___ pngc,; 

-----------------------·-------------r-----------
1 

ITEM t!O 

18. 

8 D[:,CIHPI ION OF ITEM 
(WITH !IICLU~l'/E DATl5 OR RETl:NTION l'ERIOOS) 

Disposition: Non-Permanent. Destroy after transfer or 
separation of individual concerned, or two years after 
last action. Also, see Ch~pter I-2 of the Federal 
P-ersonnel Manual for disposition instructions. Official 
files are maintained at the Department or CSC level. 

1. Accident, Fire and Personal Injurz 

Reports are maintained by the OA safety officer 
and copies retained by reporting officials, in. 
connection with the general reporting of accident 
and'accident experience. 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 Compensation 

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

HRA COMMITTEE MANAGEMENT 

a. Committee Policies and Procedures 
... 

Includes reference materials' management ~ll.LU.t::lines, 
written policies, and procedures. 

Disposition: Non-Permanent, Maintain in actjve files 
area until obsolete or superseded; then destroy when 
no longer needed for acltninistrative and reference 
purposes. 

b. Committee :Management Computerized Reporting System 

Files relate to background and current documentatior 
of computerized reporting syst,ems and data bank. 
Included are guidelines, policies, procedures, 
rosters, reviews, progress reports, etc. All requi1ed 
and initiated committee mgmt. reports (such as 
quarterly reports, surveys and replies) are 
com1:leted in response to requests from the Departmert. 

Disposition: Non-Permanent. Retain in active files 
orea for one year after issue date then PIF for 2·years 
r:.etire to FRC (if not duplicated on computerized master 
file). Destroy when S years old-.- .;J;ntorni.sitioH ~11Clzl:lch is 
~licated on eernpttt-e;r-M-ed--mas eer-f-i-!-es-des 1=-:i.e0y-when-
&s 'J ,Hl:l.'8=:.S:l:d·. 

9 
SA'~Pl[ OR 

JOB NO 

10 
ACTION TAKCH 

-----------------------------------------------~------
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7 
ITEM NO' 

19. 

\ 

RE(?UEST FOR Au fIIORI'I'Y TO DISPO')E OF RECORJJS-Conlinu.o.lion Sheot 

8 DE.SCillPTIOrl OF ITEM 
(WITH INCLUSIVE DA1CS on tlETf.llTION P(RIOOS) 

c. Committee Membership 

9 
SAMf'LE on 

JOB NO 

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

Disposition: Non-Permanent. Maintain documents in 
active membership files dnd 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. 

Disposition: Non-Permanent. 

A. Destroy original papet records l_year after 
transfer to magnetic tape. 

B. Eiase magnetic tape after 6 years. Do not Transfer 
to an FRC. 

b. Work Measun•ment Studies and Manpower Surveys 

Files consist of periodic Manpower Management Reports 
which specify organization/workload analysis relatirg 
to current or projected (measurable and non-measuratle) 
outputs, manpower av,dlable/required, productivity , 
indexes, and trends. Also included are instructioni 
and guidelines on developing the MMP Annual Plan 
and conducting studies/surveys, quarterly-status 
reports, and similar work measurement data prepared 
at operating levels and consolidated at agency 
level. Reports are use'd to forecast budgetary 
requirements and justify position increases to PHS, 
DREW, and OHB • . 

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

Pa~e · _ _J_U _ 
or __ pngc 

10 
l,CTIOH TAKCN 

_____________________ _:... ____ ~----
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20. 

REQUCST FOR l\uTHORITY TO DISPC'':E OF RECORDS-Conunnalion Sheet 

8 DESCn!PTION or ITCM 
(Y/ITH IIICLUS!\'E DArE~ OR HETtNTIOli PCR!ODS) 

c, Study and Survey ,forking Papers 

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

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

AUTOMATIC DATA PROCESSING SYSTEM (ADP) 

ADP Acquisition and Data Control 

hese files follow very closely Schedule No 

9 
SAMru:: OR 

JOU NO 

eral Records'Schedule (except Part I). Accordin ly, 
on .those records which are not authori ed for 
<lisp sal are covered here. Documents 
definI ions of the system including t system 
objecti es, requests for the system, authorizing 
directiv. , source data, detailed ~tudies reflecti 
advantages and disadvantages of a ternate solutions 
equiwnent re uirements, output qu~rements, schedu e 
for completi.o wagnetic tapes containing output or 
control within r from oner to a subsequent run 
that manipulates ad/or moves data through 
the systems; incl es che point, edit, correction, 
reject~ List, unma tc ed d ta elimi_nating error, and erun 
tapes. 

Disposition: Non-Permd 
magnetic tapes (that 
have been created 

1. surve 

Dispose of after subseque t 
e accepted detailed data 

sa isfactory. 

Tabulat· ns used for administ tive purposes 
before rinting of the publicat n, iucluding sp cific 
tabl compiled from each Survey. 

Disposit' n: 
microfi 
ddta. 

Non-Permanent. Destroy after subsequent 
of data confaining accepted cle weighted 

Pnge _JJ._ 
o!_p.'\gc 

10. 
ACTIOH TAKEH 

r .. .,... c:opiu, btclud,ng origlncJ, to ho ll1:lhmitted lo tJ,e NalionoJ fuch.iv,ia: l6-Mna-1 oro 
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ITEM 110 

Rl.::QUEsrr: FO"R Au fHORITY TO DISPO: :E OF RECORDS-Continu.alion Sheol, 

8 O[c('l!IPflOII OF ITEM 
(WITH IIICLU51H D,\1[5 on f!ETEllTJOH PrnJODS) 

Valid Transaction ol'. Magnetic Tapes_ 

Consist of magnetic tapes containing 
·terns used with a master data tape input file fo 
c eat ion of the 'master data tape output file. 1ese 

partially valid transactions after all out tandin 
are liquidated from current status tape . Also 

9 
SA'lPIE OR 

J,)s rm 

ed are valid transactions after cumul ive fina 
maste tape is prepared and determined to e successf 1, 
and thee is no necessity for statistical analysis. 

Non-Permanent. 
on to statistical analysis 

program va ds. Other materials 

ransactions 
ispose of whe 

be disposed of 
after 3rd 

1. 

pertaining to admini­
of NCHS. 

Disposition: Non-Perma 
or supeniession by revise: 

on obsolesence 

Contains ta, including personal 
irlent:i fiers, tr nsferre from source documents. 

to constru~t master tape. 

Disposition: ~on- ermanent. 
obsolete or super eded. 

for reuse when 

3. Data 

Magne ic tapes containing of it ms 
with a master data tape input file for crea ion 

1aster data output file for prep ·ation of 
a aitional statistical analysis. 

~-_t_i_o_n: Non-Permanent. Destroy when data 
file is created and proves 

10 
AC.TION TAKEN 

rc11.r co~i• ■, lncluW1.1g ori{TUlnJ, to J,e nul,nt..ittcd to the Nab('r,ul lln:-Wvea 
10-l.0428-1 GPO 
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' REQUI:ST FOR AUTHORITY TO DISPO: ,E OF RECORDS-C~nlinua.tion Shcat 

7 
ITEM NO 

a DESC!HPTION or ITEM 
(WITlt ltlCI U~IVE DATES on ,lETll'rlON PERIODS) 

Information Retrieval $YStem Master Reference 

~ 

SAMPLE OR 
JOO NO 

Consist of magnetic media, containing data create 
the merging of prior master file with valid tr nsa tion 
ata to creale a new master file (including the 

s ·urity ~opy tape of data on disk packs). In lude: 

A cumulative index to scientific and te hnical 
ublications, and bibliographic 

n nrecord material. 

Disposition: 
cycle. 

3rd update 

(2) to record materials sch as correspon ence, 
legal he rings and decisions, patents and trad 
marks, an racord copy of p lications. 

pisposition: Those apes which re ate to historical 
legislative files are to be offer d to the National 
Archives when 15 years old. Cl files (COF) at 
the end of each calenda vear Retain all documen s 
in active files area unt:r. rio longer needed for adminis rative 
purposes then transfer hi ical file to the FRC. 
Ocher materials mdy be des oyed after 3rd update cycle 

d. 

Consist of magi 
over time fro . 
of observation· relating to 
places, or th' gs. 

taining ddta recorded 
rces during a series 
ividual persons, 

; 

Disposition: 
value ends. 

when program 

e. and Grant Program 

'onsist of magnetic media containi g funds 
data created by prior master file w'th valid 
transaction data to create a new mas er file 
(initial data includes excerpts from arms 
placed in case available through feder 
supported loan and grant programs. 

r ...... c:ovioo, l11chHlin11 nrlwno.1, tq i,,, aubntitted to tho No.llonul Jl.,ch.lvc-11 

IQ 
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11CM NO 

RE<?UEST FOR AlJ .1'HORITY TO DISP(l'!E OF RECORus'-Continualion Sheet 

·f-. 

8 DESl::HIPnori or ITEM 
(WITH INCLUSIVE DATES Ofl BCTEN rtOII PtnJOO~) 

Non-Permanent. Dispose of after 

Subsam le Data 

f magnetic tapes containing i 
selected from a largeL ce us or survey 

file such a stratified or pure ra om sample files 
with or withm weighting factor' and which are 
disclosure free useful s ~nalysis or 
policy formula simulation studies. 

Disposition: 
ends. 

g. Summary Data 

netic tapes aggregaten of 
servations from vali ransactions or 

files that are disdggreg es of publishe 
which are substantially unpub ·shed, such 
coutaining data that are disclo free . 

... 
Non-Permanent. Dispose of when 

CONTRACTS, BUDGETS, GRANTS AND PROCUREMENT 

a. Th1successful Contract Bidders 

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

Disposition: ~on-Permanent. Dispose of 3 yearB after 
successful contract begins. 

b. Stdte 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. 

Jr.,.:u ""l'"", lm:lud,ng onginolr Co" .nu>mHted lo tho Na.t.ionul JucWv'>a 

9 
SAMPLE OR 

Jou rm 

Page _;)::! __ 
of __ l>llgC!' 

10 
ACTION TAKrN 
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9 
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10 
ACTION T AKCN 

--------------------------1----,-1-----

Disposition: Non-Permanent. 

A. Original copy - Destroy when 5 years old or after 
prograr.1 audit, whichever is first. 

B. Duplicate copies - Destroy when convenient, 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-Permanent. PIF when applications and 
related instructions have been cleared and approved at 
Agency level, then retire to FRC and destroy J years the eafter. 

d. Certification of Accreditation for Grant/Loan Progra~s - ~ These certifications establish, or verify, eligibili y. of 
~ducational institutjons for Federal grant or loan • 
programs. 

Disposition: Non-Permanent. Destroy when obsolete or 
~mperseded. 

e. D.i.scretionary Grant Panelist Selection 

Disposition: Non-Permanent. DE'!Stroy when 5 years old 
or earlier if not needed for administrative purposes. 

f. Proposals Not Resulting in Discretionary Grant Awaros 

Disposition: Non-Permanent. 
-recei_pt. 

Destroy one year after 

________________________________ ..:._ ____ _,_! _______ _ 

... e QT c:c11i .. , Incl udlun <Jr!ginaJ, io 1,,,, :rul,nulled , .. the li11bonu! ./ucluv,;,11 lG-fi1H.l8-1 QPO 
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Job No. ____ _ 

REQUES'l' FOR , .. , fHORITY TO DISPo::E OF RECORDS-ConHm,tation Shoot 

a llr'-.CHIPI ION or ITO,! 
(WITH lt!CLU'.:JVE lJATf, OR ilHPHION PE!UOOS) 

9 
511,.1ru: OR 

JOU NO l --,--------------, 
g. Grant/Loan Administration Records 

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

Di.:5position: Non-Permanent. 

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

n. Approved applications and all related loan administration 
correspondence for repaid or cancelled loans - Destrcy 
3 years after date of repayment or cancellation. 

C. Uncollected loans - Transfer to the General Accounting 
Office as soon as loan is determined uncollecti:ile. 

1. Duplicate (Non-Record) Copies of Grants or Lo.'.:n 
Administration Records 

These are information copies maintained in offices 
0 

oth".'.:r .. ,. -- ::rH~ office or regio"nal J ocation pt imarily 
responsi.ble for administE.;ring a grant program. 

12.isposiU on: Non-Permanent. 

Destroy 2 years after final pa.yment - Earlier disposal ii: 
authorized if not needed for administrative purposes, 

h. Grants and Contracts Audit Reports 

Reports on conduct of audits by 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 fjndingf, 
if any, have been resolved, files ~re individually 
cut off ·and maintained in inactive files area. 

Disposition: 
afler final 
reference). 

Non-Permanent. Transfer to the FRC 2 yea,s 
resolution (or when no longer needed for 
Destroy 4 years thereafter. 

Fo11l' copie11, Including C'rlginal, lo ba t.in.luuJ:Ucd lo the Nobona.1 Juchiv-:• 

Pnge .:__J_~_ 
or_,_png 

10. 
IICTION TI\Knt 
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Job No. ____ _ 

REQUEST FO.R lh, i'HORITY TO DISPO' 'E OF RECORuS-ConUnualion Sheol 

8 ll[Yl!IPTlor, OF ITEM 
(WITH lr!CLUSIVC l>ATE~ OR l!ET£NT101l PERIODS) 

i. Audit Report Control Records Index 

PHS-5177 (formerly HSM-3) maintained in agency-level 
grant management offlce for referencing and logging 
purposes. 

Disposition: Non-Permanent. Destroy when administrative 
value ends. 

j. Report of Expenditures Adjustment and Audit 

When back claims on indirect costs adjustment reques1 s 
are ver°ified, payr1ent authorization is processed thr1 
fi;rnnce and then consolidated through NIH for one 
h!Plp pay1i1ent of direct costs of grantee. 

Disposition:_ Non-Permanent. Agency-level files: 
COF at resolution of indirect costs claim. PIF for 3 

~ 
SflMrLE OR 

JOU NO 

years then transfer to the ~RC and destroy 3 years ther~after. 

k. Negotiated Indlrect Cost Rates 

·Consit,t of working and reference fjle of negotiated 
indirect cost rates fc,r non-profit and commercial 
contractors. Arranged in 3-inch binders. 

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

1. DGPM Cost Advisory Contracts 

Alph.1 - numeric arrangement by contractor name and 
sequential contract numbers. Includes working copies 
of contract files and docum~ntation of site audits 
and other cost advisory activities related to 
individual contracts. 

Disposition: Non-Perinan£nt. 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 
financial capability of contractor, as well as othe1 

Pn~c __,_~J_ 
or __ pagc· 

10 
flCTIOtl TflKrn 
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7 

ITEM rm 

22. 

8 0['.:,CHIPl"ION or ITEM 
(WIT!! IHCLUSIVE DA rEs OR ,lrrttmoH ri:moos) 

rlata generally pertinent to all contract activities 
with contractor. 

Disposition: Non-Permanent. Destroy 2 years after 
activity with contractor(s) ends. · 

n.- Cancelled RFPs and Proposals 

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

Disposition: Non-PE•rmanent. Destroy when 1 year old. 

AUDIT OF FINAL SURVEY REPORTS 

Files contain guidelines and procedures on GAO' s reportir g 
practices required within DHEW. Included are comments 01 

GAO draft reports 'from the appropriate HRA program 
officials responsibl~ for the activities being audited. 
CoMments are consolidated to reflect the official URA 
response to a given draft GAO report. Reports vary in 
subject matter, but do relate to pr-ograms and functions 
within HR.A. The final reports, when rec_;ived, become a 
part of this file. 

Separately maintained are HRA comnents to GAO reports on 
other agencies, -but subject matter is of programr.iatic 
interest to HRA. 

Dlsposition: Non-Permanent. Transfer to FRC 2 years 
after final report ls issued. Destroy 10 years there­
after. 

9 
SAMPLF OR 

JOO NO 

10 
ACTION TAKt:N 

-------------------------------------------
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9 
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JO.J NO 

-----
PAF.T II B--NO:,!--PERNANENT PROGR.l\H 

RECORDS PRETAI~lNG TO GRANTS, CONTRJ\CTS1 LOANS, 
AND SCHOLARSHTPS 

'(Ttems 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 that are distinctive to HRA 

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

The disbursement o¾ these fuJ1ds must be done according t) 
established legislation and the functions of each progran. 
For instance; the Bureau of Health Manpower (BHM) awards 
funds through its "Student Loan Program." These are two 
categories of awards: (1) Grants of funds by the Governm~nt 
directly to institutions of higher learning on the 1)asis of 
a pre-·established formula; and (2) insured loans in wllicrt 
the Gove:i;pment is a guarantor of loans trom va-rious 
institutions (banks, universities, state agencies) to 
stuchmts and underwrites a certain amount or the interes;.: 
payments on the loans. 

HRA also utilizes formula grants for other program 
purpones. The formula may be based on population, ethnic 
distribution, p,•r capita income, enrol] ment, mortality, 
morbidlty, 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 subj ectiv'ely. 

Construction grants are awan1ed to provide support for 
building, expanding, and modernizing health facilities. 
The example$ of as8istance cited above broadly in<licate 
what HRA is authorized and required by Public Law and 
regulations to do. 

---·--------

J ACT!O~°rAKE~ 
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·-~--- ----------------- ---------------1------,-----

23. 

This section provides for the scheduling of record 
materials which have accumulated at Headquarters during 
the administration of these federally funded programs. 
T-hese records are grouped by the general nature of 
assistance they provide and listed separately by subject 
title. 

Record copies of g1a11ts and contracts with pertinent 
supporting documents are located in the Division of 
Grants and Procurement Management, HRA. However, copies 
of grant and contrdct materials, as well as the bulk of 
doc~ments accumulated through the day-to-day operations 
of thes~ programs, are located within the Bureaus and 
Centers. These documents will be brought together when 
funds are termin2ted and/or the final payment received, 
reflect one Ringle package and called the Official Recor 
File (to inc,lude formula, discretionary, and constructio 
grants). 

HEALTH PROFESSIONS TECHNICAL ASSISTANCE PROGRAM 

a. Health Professions - Financial Distress Grants 

the purpose of this program ~s to assist schools of 
medicine, dentistry, osteopathy, etc., uhich are In 
serious ·financial straits to meet costs of operation 
or which have special financial need to meet accredi 
ation requirements. 

These records consist of or relate to such matters a 
statistical reports, applications, organization, 
poli~y, program narratives, progress reports, obliga ed 
balances, objectives and goals, payment requests, si e 
visits, conferences, budget st:atements, an<l recornmen ations. 
Final reports are covered in item 5 ~ . 

Disposition: Non-Bermanent. 

Off lee of Record - Des.troy 6 years after final payment, 
or upon resolution of any adverse audit findings. 

Other Offices - Destcoy 2 years after final payment. 

r~u..r covi••.., lnchuUng oiighh·:at, to bo .tu.1,rnit1ed to tho National ll,cWv-:a 1(1-60{28-l aro 
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10 
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---~- --A~-------------------------------1-----------
b, Health Professions Start-up Assistance and Conversio1 

Grants 

- The purpose of this program :ls to assist 2 year schools 
of med-J.cine which intend to become accredited to 
confer degree of doctor of medicine, osteopathy, 
and dentistry. 

These records consist of or are reldted to such matt1~rs 
as equipment, supplieq, faculty, alterations, prograk 
narratives, progress reports, payment requests, 'next/ 
year forecasts, m<.;etings, conferences, site visits , 
evaluations, objectives and goals. F!nal reports arb 
covered in item #5(d). 

Disposition: Non-Permanent. 

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

Other Offices - Destroy 2 years after final payment. 

c. Hea]t~ Profession Capitatlon Grants 

The purpose of this program is to provide a dependable 
financial base f01 educational programs ln schools ol­
medicine, osteop!.:ithy, dentistry, etc. 

These records consist of or relate to such matters 
as reviews, program narratives, reports of expendi­
ture, progress reports, objectives and goals, equipint, 
payment requests, next year forecasts, supplies, 
faculty, biographical sketches, recommendations, and 
job descriptions. Final reports are covered in ite 
If 5 (d). 

Disposition: Non-Perr1anent. 

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

Other Offices - Destroy 2 years after final payment. 

1 ' •,r co~ioa, l.ncl u,lin11 orin;na.1, to ho eubmille,1 to lhe Habonul .lbc:Wvc11 
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8 D[:-cru PTIOtJ or 111./~ 
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d. Health Professions - Student Loans 

9 
SAMPLr OR 

JOU NO 

The purpose of this program js to increase educatio~ 1 
opportunities for students in need of ffnancial assiitance 
to pursue'a course of study !n specified health 
professions by providing long-term~ low interest 
loan,s. 

These records consist of or relate to reports (excep 
final reports), ~pplications, notices of award, 
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 #S(d). 

Disposition: Non-PE•1inanent. 

Office of Record - Destroy 6 years after fi,nal payment, 
or upon Tesolution of any adverse audit findings. 

Other Off~ces_ - Destroy 2 years aft1::r f~nal payment. 

e. Nursing Student Loans 

The purpose of this program is to assist students ir 
need of financial assistance to pursue a course of 
study tn professional nursing education by providing 
long-term, low-interest Joans. 

These files contain approved and paid nursing grants, 
awards, extramurJl projects, training fellows, 
awardees, program narratives, job des<.:riptions, repcrts 
of expenditure, applications, progress reports, 
obligated balances, objectives and goals, budget 
estimates and justifications, payment reque~ts, 
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 includ,~d a re shcool 
grant fiJes, awards, and bidding documents. Final 
reports are covered in item #S(d), 

f',-,u 11:op,.,., Lueludmg orilJ'nol, to bo ....,_!,nulled lo tb,o Na!ioa"l &ch.lvc>J 

Pnge _z~-~-­
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Dispos_itior_:_: Non-Permanent. 

Office of Record·- Destroy 6 years after final paynent, 
gr upon resolution of any adverse audit findings. 

Q!he-i_:J)ffices - Destroy 2 years after final payment. 

f. Nursing - Provider Services 

These records consist of or relate to techniques, 
licensing, practical nursi_ng, public'a tions, pr.oficie hey 
examinations, sterilization of equipment, state guidance 
summaries, press releases, trip reports, and surveys. 

Disposition: Non-Permanent. De::;troy when 2 years old. 
These records consist of or relate to publications, reviaw~, 
periodic reports, trip reports, technical guidance, 
instructions, ev.aluations, appraisals, and summaries. 

Dispositton: Non-Permanent. Destroy when 2 years old. 

g. LoPg-Term Care - Provider Services 

... 
These records consist of or relate to nursing homes, 
home health, liospital care, meetings, criteria, progtam 
changes, trip reports, status repo~ts and State 
guidance. 

Di.f~_posit ion: Non-Permanent. Destroy when 2 years old. 

HEALTH PROFESSIONS SPEClAL PROJECTS 

a. Hea]th Professions - Special Projects 

This program :Ls designed to assist health professions 
schools to increase enrollnf'nts and to enable schools 
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, workshot>s, 
biographical sketches, payment req~gsts, reports of 
exp~nditure, meetings, conferences, site visits, 
objectives and goals, and program narratives. 
Final reports ate covered in item S(d). 

Disposition: Non-Permanent. 

Office of Record - Des~roy 6 years after final payment, 

Fon <:oi:1u, lucludmg or!ginol, lo ho .ruhnul1Ad lo the Nal.iouol Jt,chlv-:a 
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or upon resolution of any adveise audit findings. 

-Other Offices Desti:-oy 2 years after final pa)tment 

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. 

Thes-e records consist of or relate to reports 
(except final reports), applications, evaluations, 

.recommendations, rwtice of awards, progress reports, 
expenditure reports, audits, budget estimates, 
obligated balances, payment requests, equipment, 
meetings, trip reports, revieus, letters of 
support, .incl next year forecasts. Final report3 
are covered in item S(d). 

_Disposition: Non-Permanent. 

Off:!:£~-~:f~lt_~sgrd - De:;troy 6 years after..,. final payment, 
or upon resolution of any adverse audit findings. 

Other Offices- Destroy 2 years after final payment. 

c. Nurse Training Improv,,ments Special Projects 

The purpose of this program i.s _to help schools of 
nursing and other institutions improve the quality 
and ava U.ab:i.lity of nurs lng education through 
projects in special areas of concern. 

These records consist of or relate to reports 
(except final reports), job descriptions, biographioal 
sketches, ~xpenditure reports, consultants, suppli~, 
equipuamt, documents in support of nurse training 
legislation, tcavel, operating expenses, accounting 
building maintenance, janitoral services, utilities 
audits, meetings, site visits, applications, studiei 

? 
SAMPLf. OR 

JOU NO 

dnd surveys in the areas of nursing research and pn ctice 
evaluation, award notices, criti<iues, surveys, 
and training. Flnal reports are covered in item #5 d). 

r,,.,_. ('<tpiu, lnclud.ong oligi,soJ, lo h-t, D\\hntltled lo the Na!.l,ona.l .l!.rchiv~lll 
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25. 

2 DE'..sCHll'rlON or 11EM 
(WITH ll•cLus:vF Dnts Oil dETENTIO'l l'EIU01'5) 

Disposition: Non-Permdaent: 

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

Other Offices - Destroy 2 years after findl payment. 

HEALTH EDUCATION AND TRAINlNG ASSISTANCE 

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 medic<ll schools, dental schools, osteopdthic 
schools, nursing schools, other institutions of 
h i.gher l,2ar ning, medical centers, and other public 
or non-profit bodies. Stipends are furnished studen~s 
by local hospitals during the time spent training in 
the hospital. 

Files contain research projects pertaining to dental 
"' deseases at:cl dis:::r ders, r-esid.:mcy ;::pp.:!.i-::.n ... :: ·:::-: ""'•.nms, 

training guide files, rrmnthly project reports, case 
files on 2pproved and pdid nursing grants, awards, 
and extramural projects. Files also contain 

9 
SMlrLE OR 

JOll NO 

materials on nurse traineeship (professional), resealt"ch 
fellowship, and research training grants. 

Disposition: Non-Permanent. 

Office of Record - Destroy 6 years after grant close~ 
out dn~ final payment made or.upon resolution of any 
adverse a1~it findings . 

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

b. Family ~fodicine-Tra Lni ng 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 
narratives, reports of' expenditure, oblignted balances, 
objectives and goals, payment requests, meetings, 
conferences, and site visits. Fiual reports are 
covered in item #5 (d). 

10 
ACTlOII TA:<EN 
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Disposition:_ Non-Permanent. 

Office of R,~cord - Destroy 6 years after final payment, 
ur upon resolution of any adverse audit findings. 

Other Offices - Destroy 2 years after final payment. 

c. Health Manpower Education Initiative A.wards 

The purpose of thls program is to improve availability 
of efficient health personnel and to recruit into 
health professions (1) students to practice in areaf 
of shortdge and (2) students financially ~isadvant­
aged. 

These records consist of or relate to sech matters 
as job descriptions, applications, objectives and 
goals, payment re1uests, biographical sketches, 
progress repo,rts, evaluations, statistical reports, 

!} 

SMWLF. on 
JOO NO 

site visits, summary statements, reviews, recommendftions, 
and meetinss. Final reports are covered in item 5(( ). 

Dispositlt\'.)o: Non-Permanent. 

' Office of -~cord - Destroy 6 years after final payment 
or upon resulution of any adverse audit findings. 

Other Offices - Destroy 2 years after final payment. 

d. Training in Auxiliary Dental Care 

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

Fc--u <:opio•, Lucl11ilin11 o,i,rinttl, to ho JJUbnul!c,d lo th-, Nalionul 11..tc;htvea 
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The~e records consist·of or relate to such matters 
as workshops, reviews, budget cequests, ccitiques, 
summary state1'1ents, program narratives, statistical 
reports, progress reports, site visits, recommendati ns, 
evaluations, surveys, reports of expenditure, object"ves 
and goals, next year forecasts, training, meetings, 
and conferences. Final reports are covered in item 
S(d). 

Disposition: Non-Permanent. 

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

Oth<-~r Offices - Destroy 2 years after final payment. 

e. Dental Health Co11tinuing Education' Training Grants 

The purpose of this program is to assist schoois of 
dentistry.and other public and ncinprofit institutiont 
to escablish, expand, and improve courses in dentist·y 
on ajecentraJize<l geographical basis. 

These records consi~t of or relate to such matters 
as reviE:ws, critiques, rec;:mm1endations, summaries, 
program narratives, reports of expenditure, progress 
.reports, pdynlent requests, next y.:?ar for<,casts, 
meetings, conferPnces, site •visits, and evaluations. 
Final reports are covered ln item# 5(d). 

Di.sposi tion_: Non-Permanent. 

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

Other (?'ffices - Destroy 2 ye,:;rs after final payment. 

f. Dental Health of Chilrlren 

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

i'o rr cnpios, i.nch·11;Uug orifll.tto.J, to ho .su.btnitlt'd lo tho 1.Jat.i-onnl Ju:ch.htrs 
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These records consist of or relate to reports (except 
flnal reports), applications, justifications, bu<lget 
forecasts, job descriptions, btographical sketches, 
progress reports, reports of expenditures, meetings, 
conferences, training, workshops, site visils, reviews, 
critiques, alterations, audits, renewals, surveys, and 
reports of State programs in comprehensive health 
planning. Final reports are covered in #S{d). 

Disposition: Non-Permanent. 

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

Other Offices - Destroy 2 years after final payment. 

PHYSICIAN SHORTAGE ARE.A SCHOLARSHIPS 

a. Shortage ;'\rea Scholarsh_i.ps 

Thi.s =program is desi.grH2d to assign ~+ealth personnel to 
areas of critical sho1·tages i.n he::i lth protessions. 

9 
s111.1r1.r oR 

JOBIIO 

Piles consist of revlews, site vi.sits, applicant 
community profiles, biographical sketches, job 
descriptions, accessibility and utilizdtion of personn~l, 
certification statements, equipment lists, individual 
student .tiles, tuition invoices from participating 
schools, stipend payments to students, related 
correspondence, and notice of grdnt awards. 

DisposiJ:_io!!: Non-permanent. Mc1intain files until student 
completes obligatory service (approx. 4-12 years). 
Destroy 6 years after final payment, or upon resolution of 
any adverse audit findings. 

b. ~hor~§e A_rea and Cancellation Program on Health 
Professions 

States files on shortage areas, correspondence on the 
various disciplines (Med, Vet, etc.) and stu<l~nt flle1 
on cancellation of Health Professions Loans. 

01--Jl!\i 
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Disposition: Non-Perrn,ment. Maintain in office for ten 
years then transfer to the Federal Records Center. 
Destroy ~i ve year-' e:hen.afLEt. 4/~ /~ y~ 

27 •. HEALTH SERVICES PLANNING, RESEARC_H AND DEVELOPMENT - -
TECHNICAL ftSSISTANCE PROGRAM 

a. Comprehensive Health P]anning 

1. Area-wide Grants 

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

These records consist of or relate to reports 
(except final reports), program nanalives, 
objectives a.r·d goals, recommendations, application:;, 
reports of eApendlture, reviews, evaluations, 
obligated balances, site visits, letters of 
support, statistical reports, progreos reports, 
and next ye<lr forecasts.• Final reports are 
Qovered in item 5(d). 

Dj spos it ion: Non-PerM;:ment. 

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

Other Offices - Destroy 2 years after final payment. 

?.. Grants to States 

The purpose of this program is to provide financia 
support for State programs in comprehensive health 
pl.:innlng. 

9 
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These records consist of or relate to reports 
(except final reports), applications, justifi­
cations, budget forecasts, job aescriptions, 
biographical sketches, progress reports, reports 
of expenditures, meetings, conferences, training, 
workshops, site visits, revlews, critiques, 
alterations, audits, renewals, and surveys. 
Final ieports are covered in item S(d). 

Q_isposition: 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. 

3. PHS Formula Grants 

Authority is PHS Act, Title Ill, Section ~l4(d), a~ 
amended. The purpose of this program is to assist 
States in establishing and maintaining adequate 
community. mental, and environmental public health 
servlces includi.ng trai.ning of personnel for State 
cfnd locr11 :'11h 1 ic he::ilth t✓ork.. A 

These records consist of or relate to such matters 

9 
SAl'PLE OR 

JOB NO 

as affirmative action program narratives, check­
lists, reports (except final reports), surveys, 
evaluations, reviews, site visits, accounting, 
eq·tipment, supplies• personnel, conferences, 
recoromeudations, training, meE'tings, payment 
requests, applications, renewals, obligdtecl balanc~s, 
and budget justifications. Final reports are 
covered in item S (d). 

Disposition: Non-Permanent. 

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

Other Offices - Destroy 2 years after final payment. 

l'our eopu~s, induc.1.J.uu ouguual, t0 ho aubnut!ed to tho- N'«honnl l\rcJuvf"z <.&ud llecorlU Sc1vit:fJ 
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b. Hedlth Services Development 

The purpose of this program is to support the full 
range of public health se1vices to meet special needs 
at the com.nunity le\1el, <lE•velop awl support new 
programs, lncJuding training, and develop ron,prehensivE 
health centers. 

1. These records consist of or relate 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, technica 
assistance, and evaluations. Final reports are 
covered in item S(d). 

Disposition: Non-Permanent. 

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

Other -· Destroy 2 years after fiJ1al paym,=mt, 

c. llealth Services ResParch and Development-FeJlowships 
and TraLning 

The purpose of this program is to establish, improve, 
or expand p1.·ograms 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 correspondence 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, 
p~blications, statistical data, technical reports file:, 
program files, project control files, and reldted 
documents. Files n~ports are covered in item S(d) • 

. - ------·--•--· -----
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pis£OSition: Non Permanent. 

Office of Record -Destroy 6 years after final pc1yment or 
upon resolutio~:;-of any adverse audit findings, whichever 
comes first. 

Other Offices - Destroy 2 year-s dfter 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 

9 
SAMPLE OR 

JOO NO 

given to improve availability and quality of secvices, 
and to control costs. Projects are designed to develo 
and/or evaluate more effective and efficient ways of 
using manpower, equipment, fdcilities, and data to 
improve quality control, organization, F1::.nagement, 
and financing of health services programs in communit·es., 

Di 

regions, and states. 

Files consist of project case files, technical report , 
proj~ct control files, technical reference files, 
project design and procedure descriptions, project 
correspondence, statistical dnalyses, rese.:1rchand 
statistical studies, and related documents. Final 
reports are covered in item S(J). 

Non-Permanent. 

Office of Record - Destroy 6 years after close of grant o 
upon resolution of any advecse audil. findtngs. 

Other Offices: Destroy 2 yedrs after close of grant. 

HEALTH FACILITY PLANNING AND CO11STRUCTION TECffNICAL 
ASSISTANCE 

a. Health Facilities Construction Grants - Hill-Burton 
Program_ 

-----------~----- ------
ron.t COJH<'A, 1ncla,Lu1g ous,u,ol,- lo ho 1ubuutletl lo •he NuLoc,ul ~~c..luvf • und Recnrt.h Se-rvace 
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The purpose of this p-rogram is to assist the States in 
planning for new const:ruction or replacement of he.dlth 
facilities, or the exp,'3.nsion or remod1.!ling of existing 
facilities or buildings, such as: public health centers, 
Stace health laboracories, outpatient facilities, emergen y 
rooms, neighborhood he<llth centers, long-term care 
fdcilities, and other related facilities. 

These records consist of or relate to such matters as 
surveys, equipment lists, evaluations, payment vouchers, 
approved construction drawings required by program 
regulations, grant applico.tions, notice of awards, report, 
(except final reports), expenditure reports, progress 
reports, subcontracts, payment requests, summary state­
nen~s. and statistical reports. Final reports are covere1 
in item S(d). 

Disposition: Non-Permanent. 

Off Destroy 6 years after final payment, 
of any advers,e audit Eindi..ngs. 

Other Of'fices Destroy 2 years after final payment. 

b. Health Prof~ssions Teaching Facilities 
Guarantees and Interest Subsidies 

Loan 

These records consist of or relate to such matters as 
revie1JS, letters of inquiry on us,~ of grant space, 
subcontracts, loan <lraudowns, reports of expenditure, 
eva]uations, recommenclations, si.te vis1.ts, equipment 
.l:ists, bidding documents, surveys, and alterations, 
Final 1epo~ts are covered in item 5(d). 

Disposition: Non-Permanent. 

Office of Record - Destroy 6 years after final payment, 
or upon resolution of any c1dverse audit findings. 

Other Offices - Destroy 2 years after final payment. 

-------------
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c. N11n3i~'!_g_ School Construction - Loan Guarantees and 
Interest Subsidies 

The putpose of this program is to increase the number 

9 
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JOO NO 

of nurses and improve th,,; quality of education for 
nursing practice by assisting nursing school con­
struction thrc,ugh loan guarantees and through interes 
subsidies des:Lgned to reduce th,.:! interest rate on ini ial 
permdnent financing of a project. 

These records consist of or relate to reports (except 
final reports), loan drawclmms, subcontracts, budget 
justifications, payment requests, expenditure reports, 
progress reports, site visits, application, reviews, 
evalu<ltlons, recommendations, audits, award notices, 
obligated balances, bidding documents, equipment listi;, 
meetings, surveys, building plans and drawings, and 
statistical reports. Final reports are covered in it>m 
5 (d). 

Disposition: Non-Permanent. 

Ofticc o·.f Recc1rd - Destroy 6 years after final payment, 
or upon resol~1tion oJ- an~ adverse audit find111gs. 

Other Ofti_ces - Destroy 2 years a.fter final payment, 

d. Li~itation of Fedr.=cral Partj cipation for Capital 
Expend i t1::1_:i;_es 

This program is deslgned to assure that Federal funds 
approp dated under Titles V, XVIII, and XIX of the 
SocLal Security Act are not use<l to support unnecessa y 
cdpital expenditures made by or on behalf of health 
care facilities or health maintenance organizations. 

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

Four copa,01 1nc:l:uUus, 01,ig.uu.l, to he 1uhnuttcd to the Nnt,onnl 1\rc.Juv,r.1 a.nd Record• Sf'rv.ir;n 
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Disposition: Non-Permanent. 

Off ice of Record -· Destroy 6 years after final payment~ 
or upon resolution of any adverse audit findings. 

Other Offices - Destroy 2 years after fi.nal payment. 

e. Certification of Facility Construction 

Assurances or certification that local educational 
agency or insUtution of higher lec1rning has right to 
construct and maintain, and will continue to operate, 
facilities to be constructed with Federal money for 
the period provided by law. 

Disposition: Non-Permanent. 

A. For construction grants related to higher education 
facilities - Descroy when 50 years old. 

B. For construction grants related to areas affected by 
Federnl activities (P.L. 81-815) - Destroy when 20 
years old. ,,,, 

C. For all other construction grants - Destroy 5 years 
after finaJ payment or atter audit, whichever is 
sooner. 

HRA FELLOlvSRIP PROCR/11'1 

a. Unsuccessful, Hi t_hdrawn, or Declined Fellowship 
Progtam Applications 

Includes correspondence with instilutions, cost 
estimates and working files. 

9 
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Disposition: Non-Permanent. Destroy 1 year after submis~lon to 
HR.A. 

b. Lists of Indices of Individuals Particieating in 
Fellowship P~ogram 

_Disposition: Non-Permanent. 

Dispose of after administrative vdlues have ceased or 
after ten years, whichever is sooner. Do not retire 
to FRC. 

10 
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PART II C--OTHER NAcl>FI!:rutlANJfflr 
p:a.o,--;.r.AH RECORDS 

(Items 30 - 31) 

HRA ADMINISTRATOR'S REFERENCE CORRESPONDENCE 

a. General Correspondence of the Administrator 

These files are maintained in the Executive Secretflri1t 
for gene~al reference and retrieval purposes. Such 
files do not constitute a complete record of related ~ 

activities, but merely docum-cri t the Administrator I s 
direct involvement i.n such correspondence, as follows: 

(1) Corresponde~ce origindtlng with the Administrate~ 
or responded to by him. 

(2) Filed with Item 1: General information •terns 
which are returned from the Office of the 
Administrator for reference filing. 

(3) Co?ies of all correspondence from within HR.A 
~logged in the ES/HRA whether for direct reply 

on t.::;--..:..;::: v( the Administrator or ior signature 
of the Administralor. 

(4) Correspondence control records for above. 

Dlsposition: Permnnent. ·Transfer_ to the FRC when no 
longer needed for administrative purposes and offer to 
Lhe National Archives 3 years thereafter. 

b. Control_led Con:espondence of the Administrator 

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

(1) Congressional correspondence controlled for 
direct reply at the program office (Bureau or 
Center) level within HRA, regardless of 
addressee. 
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31. 

(2) Copies of all ASH, U, and S correspondence 
controlled through the ExecuLive Secretariat 
for either <lirect reply or for signalure of ASH, 
U, or S. 

(3) Copies of all HRA-pn~pared correspondence 
responded to by ES, for signature of the Chief, 
F.S. 

DJsposition: 2,or1u.:3:nent. 1'ran1sfer to thE? FR:C \rhen ~ 
-· /-~ 
1ongor nooE1c;,.E1 fgr refei-ence aud o-Ffer to N?ti~l 
-lttcl'nves 10 years thereaUcr ,- ~~~ 

c .///4.a--~ ~ 6 v,.g,{/:44/ A~ 
7iJEA!,TH RESOURCES OPPORTUNI'rt PROGRAN (l"i:RO) 

Files ,,;hich document the ongoing activJ.ties of HRA' s 
p1·ogram and staff effort to i.ncrease and improve 
availability, accessibility, and accountabiliLy of 
health deli.very systems and health resources 
opport1mil:ies for the d:Lsadvantar,ed. Includes liaiso 
t,1ith, a.Ll l}perdt"ional and planning <:\ctivitie.,; at the 
Central Office and with the Regiunal Offices, 
evaluation of progrnms, planning, research, and 
legislative efforts as r0 impdct on the dis.::idvantaged 
as well as planning and implementrition by UHRO of 
ongoing grant and contract activities in this acea. 

_!:Jj sr_~~,:;i cion:: ~-Permanent. Cut of£ files at end of 
fiscal year. Retain in inactive files area for 2 
then t1·ansfer to FRC. ~stro:, wlzeR 7 yecl.n;; 01~ 

b. OHRO Grant and Contract Plans 
#~ 

Includes working file of pertinent grant and contract 
docwnents and resulting correspondence, reports, and 
other related materials. 

~ 
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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 fi]e. Destroy l year after reports 
and audit findings are resolved. 

NATIONAL HEALTH SURVEY PROGRA.i.'1. 

a. Original Source Document 

Completed survey questionnaires, physical and 
psychological examination data, and medical 
history reports from individual respondents and 
non-interviewed sample households co Uected by 
mobile examination units for the He~lth Examinatio1 
Survey. 

D~position: Non-Permanent. Transfer original paper 
records to FRC. Destroy when 7 years old. 

1. Microfilm copies (excluding ~{-ray, results !nach.tne 
tractngs, and recording ) . Tr;;msfer to FRC 
10 years dfter c0mpletion of Cycle; destroy 10 years 
thereafter. 

b. Non-textual ~;upportJ.ng medical documentation 
ac..-:.umulated f,::ir the f-lr.,alth Exam.lnation Survey. 
Included are x-rays, blood samples, and similar 
materiaJ.s. 

D~sposition: ~£_~-Pe_rmanent. Destroy after p1~rtinent 
datJ arc iecorded and andlyzed for appropriateness of 
interpretation; disposal by donJtion is auchorized. 

c. Completed survey questionnaries collected from 
State, local and othei agencies, health institu­
tions, individual respondents and non-interviewed 
sample households for the Health Interview, 
H~alth Manpouer, Health Facilities, Health 
Resources Utilization, and Family Growth Surveys. 

Disposition: Non-Permanent. Transfer to FRC wbl::!n 2 yean 
old and destroy when 7 years old. Earlier destruction 
authorjzed. 
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d. Questionndires used for pretest purposes before 
conduct of actual survey. Base<l on results of 
these tests, actual survey questionnaires are 
prepared. 

Disposition: Non-Permanent. Destroy 2 years after prete t 
completed, or after analysis, whichever is earlier. 

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

For each Cycle, Stands (cities or counties) serve 
as centers for data accumula.tlon of individual 
medical ex~minations. Administrative documention 
of the Health Examination Survey, relating to 
medical, e~onomic, and demographic information 
collected by field administrative offices at 
Stands and maintained only for reference purposes 

Dj sposi!j._9~: _Non-Permanent. Destroy 1 year following 
completion of Cycle. 

VITAL STATI~;ncs S\"STEl'·I 
... 

a. Source data containing registratiori•certiticatcs and 
related informRtion, which NCHS receives from State 
and local gouernmc,ts for births, fetal deaths, .. 

~ 

SAI-IPLf OR 
JOO NO 

marriages 2nd divorces. Th~@ ndcrofilm il;i;rd IJ;8BP6;;e_ig,i,~.-
f!iAl;iGl rcew ds whic:h cout<lirlS'the source data a~op1 es. ,, )' 
of ori.ginnl State and local government documents, 
~iliich NCRS usPs Ln preparing morthly and annual 
vital .:,L'llistics summc1r les and other printed publi cat. ons. 

Dis posit ion: Non-Pf!rm,•ncmt. Destroy when 7 years old, 
normal operations, whichever or when uo longer 

is sooner. 

b. Microfilm ~.,~a~ t:;:Y x: .. :~: of~ 
certificatEos received from State and local governmentf 

_!?_isposition: 
per .Lad (y,~ars 
when 10 years 

Non-Permaneet. For the 3 year pericensal 
ending in 9, 0 and 1). Transfer to an FRC 
old and destroy when 15 years old. 

For ncnpericensal years. Transfer to FRC 1 year after 
tabulation and destroy 4 years thereafter. 
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ACTIOH TAK: 

-----!----------- ----------------------1-------1-----

·-·--------

LEG1SLAT ION ANTJ EVALUATION PROGRAM 

a. ~ect and Contract Eva] uation 

Official fi]ei; of evaluation projects in HRA/OA. 
All evaluation project iiles are maintained in a 
standardized format known as the Project File; this 
is maintained under three major cumponent sections, 
which separates the documents generated in each of 
three consecutive stages of project completion: 
Development, Research, and Implementdtion. 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. 

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

b. Legi..£lc_{t:ii.jve Briefing Noteboo!rn 

Binders <leve I oped on a Ll rnaj or HPJ\-r,:ldted is~;ur•s and 
pending legislation, by program area and Lssues. 
Conaists of issues and proposed legislation, with 
supporting documentation as necessary. 

Disp•Jsition: Non-Permanent. 

Office of Recor - Retai.n for current sessi.on of Congress 
COF dt the end of each Congressional session. ~ten a 
record set of Bri.efing Notebool:s is identified trdnsfer 
to Lhc FRC and destroy 10 years thereafter. 

Other Offices - Destroy when no longer needed for referen e. 
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HR.A SCIENTIFIC AFFAIRS 

Overall____Q]:~jectlves and Policies 

-" being established will document t 
scientjfic strategies, poll,' 

ge between scientific 
• urces Jevelopment 1.za · 1ot1·, 

pispos.lt_ion: fiscal year. 
er COF, then 
thereafter. 

Retain in inactive files 
transfer to the FRC Jnd 

b. 

Atranged al abetically by speaker. 

9 
Si\l,U'Lt OR 

JOO NO 

ground ormaticn on each spedker, gener ence 
file~, p•ililicity and press coverage, if 

osition: Non-Permanent. COF at end of fiscal . ----~ 
-etain in inacUve files two yea_r.s, then lk,stroy. 

URA EXT& .. '\.HURAL AFFAlRS 

Progrdm files dl.'CUllH:.1.ting conr1uct of liaison activities 
lieLweeTl HRA/OA, St_:i.tc and loc<ll government, private 
organlzations, and the public. Includes, but is not 
limitE•d to, the corre:::pondenc," created in conduct of 
meetings, confer~nces, and otherfaceta of such liaison 
actlvicies, background mdteri~]s and related corresponden e 
in maintaining the HFA Speaket's Bureau functions insofar 
as arr,rngement for speakers, part1.ci panLs, and HRA attend 
at outside funcL ions are concerned. /4~~ ~ 
t:3.t?//p~,u,~ ~ ~f,?//~ 
Disposition: Non-Permanent. COF at end of FY; retain 
2 years for reference purposes then destroy. 

HRA T.NTERNATIONAL AFFAIRS 

Files document HRA interest and parUi::ipati.on in inter­
national health projects, liaison, and related activities 
Program flles deal specifically with Special Foreign 
Curi::_ency Pcagram and HRA interaction on projects under 
this duthority. F1:equently, HRA files may contain back.gr und 
materidls not duplicated at other levels. 

to 
ACTIOli TAY.Et 

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

PART IId - NON-RECORD MATERIALS 
(Hems 38 - tt2.) 

Materials preserved solely for purposes of reference, viz 
public laws, E-..cecutive Orders, books, manuals, handbooks, 
circulars, regulations, directives, guidelines, bulletins, 
and policy and procedures documents published within DHEW, -
by other Federal Agencies, by Stai:e and local government 
activities, and by public entitles and activities. 

Disposition: ~-?n--Pen1wnent. Destroy when superseded and 
/or no longer needed for operations. 

Extra copies of documents preserved only for conve1ience 
of reference, such ds: 

(a) Rea<ling file copies of correspondence. 

(b) "Tiekler," "fol]ow--up, 11 or ''suspen_§:e" copies of 
correspm~cten,:'.e. 

(c) I-clenti_cal duplicate copies of all docliments main­
tained in the same file. 

(d) Excra c0pies of printed oc processed materidls of 
which ofLici2l copies hdve been retained for purposef 
of record. 

Di~posi_tion: Non-i'erl'lanent. (a) Destroy when 1 ye.::ir 
old. (b) Destroy when action in each case is completed. 
(c) Destroy each year when tiles are screened and purged. 

Stocks of publications and processed documePts preserved 
for supply purposes. 

Disposition: J:!_on_-:_P_~i::_~aneni_. Destroy when superseded and 
/or no longer neede<l for operations. 

9 
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JOO NO 

10 
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Privately purchas0d books :md other publ i.caticns and 
correspondence, and otl1er materials pertaining to person:1 
Platters that have been kept in dn office for convenience, 

Disposition: Non-Permanent. The O\vner should take this 
matPrial with hir.i when--he departs the office on a permane~t 
basis; otherwise destroy when ownE·r permanentJy departs. 

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

(a) Prelininary or intermediate drafts of letters, 
memoranda, reports, or other papers, and preliminnry 
worksh0ets and informal notes that do not represent 
signJficant basic steps in the preparation of record 
copies of documents. 

Di .sposition: Non-Permanent. Destroy when 1 year old. 

(b) Letters of transmittal that do not add any jnfonnati-m 
to t!nt containec 111 the trans,1Jitted material. 

l)_i2 positio!!_: Non-Perm:1ne_T:t. Destroy i;~"ben no J anger 
n,~,c•ied 01 when 1 :vear old) which,.:,ver 1s sooner. 

(c) 1'1emoranda or other papers that do not serve as thQ 
b~sis of official actions; for example, notic~s of 
holidays, Red Cross or Combined Fede1~l C~mpaign 
drives, a,1d activitj es of Government ausociations 
or unions. 

9 
S,\MPLF. OR 

JOG NO 

Disposition: Non-Permanent. Destroy when no longer need•d, 
or \,hen 1 y1-:::c1r old, whichever is sooner. 

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

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

of. __ pa, 
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HRA AUTOMATIC DATA PROCESSING FILES -- GEJ-;ERAL 

The Data Systems Branch (I) promotes planning for 
optimal use of automatic data processing systems in 
support of HRA mission and program goals; (2) provide• 
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 al I ADP matters; and (4) evaluates to insur~ 
compliance with policies of OASH, DHEW, Office of 
Manage~ent and Budget, and General Service Administra ion 
for the management of ADP systems. 

a. These tiles 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. 

b. These are computer print-outs and reports for 
components of the Health Resources Administration, 
dea I i ng with hea I th services personne I, a I I ocat i er,, 
equipment, and trends. 

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

c. These tiles contain code sheets, report of expenci­
tures, prior year information, applications, 
standard up-date, edit programs, query cards for 
construction tables, reports for pub I ications, 
and program cards for construction. 
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Disposition: 
indefinitely. 
operations. 

Non-Permanent. These records are retained 
Destroy when no longer needed for current 

d. These fi !es contain program decks, card data. 
back-up surveys and grant related data 1 

institution related data and storage files per­
taining to components of the Healtn Resources 
Administration. 

Disposition: Non-Perrnanent. These records have no fixed 
retention and are to be destroyed when no longer needec 
for current operations. 

General 
e. h Documentation--Computer printouts, cost reports, 

outline of each computer tape, inquiries, requisi­
tions, statistical data, institutio~a! prcfi les, 
Soar data base, contract proposals and other 
contraGt fi Jes, studies, surveys, planning, legis­
lation, evaluations, wor~ plans, administrative 
fi Jes, publications, and procurcmsnt. 

Disposition: Non-Permanent. Destroy wher GO longer 
needed for current operations. 

f. ASH Health Manpower Strategy, dat~ on Project 
Soar, legislation material, RAS 1•,.:)rr<, programs, 
adm in i strati ve f i I es, correspondence to1-ms, cont re ct 
proposals, comments/reports/studies, conferences/ 
committees/meetings, pl2nn1ng evcluations, 1t1ork­
shops, and miscellaneous r0ports. 

Disposition: Non-Permanent. Transfer 
longer needed for current operations. 
thereafter. 

t:::; FRC v:hen no 
Destroy 5 years 

g. File Documentation--Data element dJrectory, code­
book, record layout, sa1'1ple inµu t for:ns, sai11ple 
output (publication, report) etc.), and user's 
manual. 

Disnosition: Maintain with appropriate re!ated file and 
dispose in accordanr:e -~rith the :l nstructlc,:is for that file 



;P ~ d r,, 
HRA Automatic Data Processing File -- Permanent Program Master Files 

.1/,'f( 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·year 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) 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. 

2) 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, 

3) Marriage Data 

offer files and related documentation to the 
National Archives. 

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. 

4) 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. 



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

3/f.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. 

b. INVENTORY OF REGISTERED NURSES 

This inventory includes 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. 

c. 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. 

d. 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. 



e. 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 aFe provided 
by the Home Administrator. 

Disposition: Erase five years after survey has been completed. 

f. NATIONAL REPORTING SYSTEM FOR FAMILY PLANNING SERVICES 

This ongoing reporting system collects data on the number and 
socio-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 
federa11y-funded and non-federally funded family planning 
projects are included. 

Disposition: Erase five years after survey has been completed. 

g. 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. 

h. 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. 



i. 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. 

j. 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. 

k. 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. 

1. 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. 



m. 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. 

n. 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. 

o. Vital Statistics Summary and Survey Files 

1) Local Area Summary of Natality_Qetail 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-Of-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) 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. 

6) 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. 

7) 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. 

~lt, BUREAU OF HEALTH MANPOWER 

a. ALLIED 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. 

b. 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. 



c. INVENTORY OF STATE SUPPORT FOR HEALTH N!ANPOWER 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; Stud~nt 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. 

d. MEDICAL EDUCATION OUTCOMES 

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. 

e. 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. 

f. 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. 



g. 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 reconnnendations 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. 

h. 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. 

i. 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 aata on disease prevalence and patient 
utilization patterns from the HANES survey and other sources. 

Disposition: Destroy five years after survey has been completed. 

j. 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. 

k. PREPAID DENTAL CARE STIJDY 

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. 

~,}7:, 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 is 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 need 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 coIIllllunity 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. 



4J; 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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