
REQUES1' fOR AUTHORITY R2EC4EIV1E9D76 J08 NO. 

TO DISPOSE OF RECORDS
L~L /;;;;:;"1" (See /.,9Iruct,ons on Reverse) 

-TO~:;'G~EN!I!!!E~R-A"""L~S..6.E"R"'VI!l!IC!ilE!!IS·A~D~-M-I-N-'S-T-R-AT-I-ON---~--- ----- - -- N C1 9 D -16 - 5 
NATIONAL 4RCI!IVES .s~D RECORDS SERVICE, WASH:NGTON, DC 20408	 NOTIFICATION TO AGENCY 

1. FROM ~GENCY OR ESTA8LI5HMENn~~~~·~~~~~~~-~~~~~~~~~~~~~~~~~~~~~~~~~~ 

In accordance with the provrs.ons of 44 USC 3303a the dIS D__e~p_a_r~tm_e_n_t_o~f~H_e_a_l~t_h-",,---E_d_u~c_a_t._i_o_n---=.,_a_n_d_l-_r_e_l_f_a_r_e~~~~~_-lposal request. including amendments, IS approved except for 
2.	 MAJOR SUBDIVISION Items that may be stamped "dISposal not approved" o~th 

drawn" In column 10Public Health Service 
3. MINOR SUBDIVISION 

Alcohol, Drug Abuse, and Nental Health Administration 
4 NAME OF PERSON WITH WHOM (!)CONFER I 5. TEL EXT
 

Donald T. Taylor C/'l " 443-4543 ·U.'1;
 
6.CERTIFICATE OF AGENCY REPRESENTATI,,'iE	 (Dat~) 

I hereby certify that I am authenzed to act for thrs agency In motters pertaining to the disposal of the agency's records. that the records proposedfor disposal In thiS Reque,t 01 
___ page(s) are not now needed for t~e busrness of thrs agencyor Will not be needed after the retention peneds s~ecilled 

£JlO . O. ~,ll 
~ O. Hess U"	 Dept. Records Mgmt. Officer 

~ r 
Date (Signature of Agency Representative)	 (TItle) 

9.7. 8 DESCRIPTION OF :TEM	 10.SAMPLE ORITEM NO. (W,th Inctusrve Dates or RetentIOn Periods)	 ACTION TAKENJOB NO 

RECORDS CONTROL SCHEDULE FOR USE BY ALCOHOL, DRUG ABUSE
 
AND HENTAL HEALTH ADHINISTRATION, PUBLIC HEALTH SERVICE,


DEPARTMENT OF HEALTH, EDUCATION, A1~ WELFARE
 

~~_J	 All ta - oK /c . ,I. 0 ~ ~ STANDAROORM 115 
~ ~~, /V~ /'1, w- 7/a-1'; 77 n:..r ~!"c~A~.	 Rev,sedJanuary 1973 

~ ,... "	 /' Prescribed by General Services 
<\ ~ (91'	 AdmlnlStratlol'oo ~ 

~ ""'t '0·-· _(-\~. I ,: ()~A.A"~' .. 1. ... n.''''O....,	 {41A n	 I'PM" (,,,,,,,nL11'" 



--t t ,••", t , Itf ,I, II!.' l-t ratu.u Job 1':0 _ I'nf'e __ L _ 
Nr~'I..I,cJ .1,.rl.l '.r' , or __ pah'~ 

ReQUEST 1'OJ1 AUTrj·I(j~tI'l -: TO DIS.Po;:.;r: OF :RECOED~~·--C0:1tlnuation Shoot 

7 8 Dr~f.:hl,'lIO·1 OF rn n	 10 
SA 11f~.F. O~\1! M no (WITH 1tlCLU ...I'.'i:. L ....Tl~ o.i 1:[TUITIO~i rrnfOD~)	 r.o ACTION Tl,~;lIlJOB 

------------------------------	 I-

This schedule is divided into five parts: 

Part Ia - Administration Dnd Management Records describes
 
record series '~lich are created and accumulatedi
 
in the Office of the Administrator to reflect
 
the leadership, policies and goals of the
 
Administration and its supervisory and co-
ore ina ting rcspons i.b iLi.t i.cs . These are
 
permanent records.
 

Part Ib -	 Administration and Hanagement Records phich 
a rc nori=p o rmanen t . 

Part II - Pr ogram Records d escrLbes record series vzh Lch
 
are creat.cd and acc umu lat cd in each of the
 
Institutes to reflect their mission in carrying;

out research, training and services in their
 II 

r-e spe ct Lvc areas o f alcoholism, drug ab us.e, 
and i.ieu t a L llE'alth. These a re pe rma ne n t and I, 

no n+p e rmnncn t r cco r ds., 

Part 111-	 Non-rccor~ material. I 
i 

I'a r t TV - }lachine Re adub I.eRecords. These are permanent

and non-p~rrn~Dent records.
 

PClrt V	 Saint E'l i.zab e t h s Ho s p Lt a L Rccor ds . Thes0 are
 
PC'lTt3:1Cnt aud non=pc rmancn t r c c o r d s . SEll ; ('


J,.~' 

o r gan i.z a t ion a Ll.y a pr.r t of inl;[l. 

'I'lic RrS dN~E, not .i ncLud c r cco rds for rrh.i.r.l: d i.s.pos.Lt aou
 
Ln struc tJ 0,1':- art' av a iLab Lc ill Ccue roL Rcc.o rds Sch cdu.les ,
 
cxc cp L by ref ercnc e , vhe re necessary.
 

Any f Ile svs t cm no t 1 ist rd on th i.sschedule i.s not
 
au t ho r Lzcd [or d Lspo-i.i l .
 

?ar~ TiT -	 l\"-..l ~~CJ/l!)1.''1l.. ~L::!corcJSI' 7he!~;~ a r.: rH~1"''''_-111er'..t and 
q::l~__:-'t'";.:lrrl ...-.r~(...,(!G rt'r:or ~5. 

http:i.s.pos.Lt
http:creat.cd
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

9 
SAMPLE OR 

7. 8 DESCRIPTION OF ITEM 10 
ITEM NO. (WITH INCLUSIVE DATES OR RETENTIONPERIODS) ACTION TAKENJOB NO. 

PART Ia - ADMINISTRATION AND MANAGEHENT RECORDS - PERMANENT 

These records are accumulated in staff offices of the 
Administrator, ADAMHA, and reflect the leadership, goals, 
and program management of the ADA}lliAand its Institutes. 
They include organization and management records, as 
well as program planning and evaluation records created 
at the Administrator's level, as well as all other record 
series that are unique to the national headquarters of 
a PHS agency. . 

Organization and Function Files 

a. Description: These files are accumulated in the 
Division of Management Policy, DAM, and include formal 
documents which affect the authority, organization and 
functions of ADAMHA. They establish, or substantially
change, the organization, functions and/or relationships 
of ADAMHA and its Institutes. Included are copies of 
proposed and approved organization plans and functional 
statements, staffing plans, reorganization and decen-
tralization plans, charts and codes. Each Institute may
have duplicate copies of some of this material, including
original internal supporting documents written during the 
developmental phases of their organization and functions 
proposals. 

b. Disposition: Permanent. D}W - Transfer a complete
official set of ADA}ffiAorganization statements, charts 
and codes to the Federal Records Center when obsolete or 
superseded. Offer to the National Archives when 10 years 
old. 

ADAMHA Institutes and Staff Offices - Forward to DMP all 
original supporting documents pertaining to Institute 
organization and functions to be included in official 
record files. 

Disposition: Destroy duplicate and reference files 5 
years after supersession or inactivity. Earlier dis-
posal is authorized. 
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standard Fonn No. 115a 
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of 3.1.... pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7. 
ITEM NO. 

8 DESCRIPTION OF ITEM 9. 10. 
(WITH INCLUSIVE DATES OR RETElfTIO'I PERIODS) SI\MPLE OR ACTION TAKEN JOB NO 

Issuance Hanagement Files 

a. Description: These files are the historical
 
record of the ADAMHA Issuance System (ADAMHA Nanage-
ment Nanual), and are accumulated in the Division
 
of Nanagement Policy, OAM. They include record and
 
reference sets of issuances and the background material
 
which supports the issuance.
 

A. Record Set of Issuances: This is the official copy o~
 
the printed issuance. D}~ maintains the permanent record
 
set for the Administration.
 

Disposition: Permanent. DHP transfer to the FRC when 
superseded or discontinued. Offer to the National 
Archives when 5 years old. 

B. Reference Sets of Issuances: All other sets of 
printed ADAMHA issuances maintained throughout the 
Administration are considered to be reference sets, and 
may be destroyed when superseded or obsolete. 

Disposition: Non-permanent. Destroy when superseded,
discontinued, or no longer needed. 

C. Delegations of Authority: These documents are re-
ceived from the Assistant Secretary for health and are
 
the basis for delegations of authority within ADAMHA.
 
They are published as General Management Instructions in
 
Chapter 4 of the ADAl'fHAHanagement Nanual and become the
 
background material for the issuance/de1egation.u~~pu~a
 

-a.Ge1:Ti ding to whether re-eoFd or re~e-r-e.n.G-e--ma-t;.e..r-4-a-h-
,L(l~/., ft/b~ .~~,.?A AI -.h '''':; /7h;" ~~Zi~u,"£,e.

Disposition: 1ft BeeordBft3"with whether atfart of-the a-t..- ~t:? ....~ ~ 

,r~rG-er-Fe-fer-eFlGe-se.t:_o.f-issua.nces.. n ';.//~ 
;;v~... 

D. Background Files: These records are accumulated in
 
the management of the ADAMHA issuance system. They

include drafts, coordination documents, yello~ box
 
concurrence copies and signed originals. They are not
 
permanent.
 

Disposition: Non-permanent. D}~ - retain for reference 
as long as necessary and then destroy. 

111-6()428-1 gPO 
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continua.tion Sheet 

7. 
ITEM NO. 

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

9 
SAMPLE OR 

JOB NO. 

10. 
ACTION TAKEN 

3 Public Affairs Administration Files 

a. Description: These files are accumulated in the 
Office of Communications and Public Affairs and consist of 
public affairs policies and procedures that document the 
development of public affairs and related activities in 
the ADAMHA. Includes correspondence and related documents. 
OCPA retains one complete set of informational publicationp,
such as press releases, press conference transcripts, and 
official speeches, as a reference tool. 

b. Disposition: Record Set of informational publica-
tions, such as press releases, press conference trans-
cripts, and official speeches is permanent. OCPA-
transfer to the FRC when 5 years old. Offer to the 
National Archives when 10 years old. Background material 
may be destroyed when it has served its purpose. 

4 ADAHHA NEWS Files 

a. Description: These files consist of an historical 
record of the ADAMHA house organ, ADA}rnA NEWS, published 
since the creation of ADAMHA and the preceding NIMH 
house organ, MENTAL HEALTH }~TTERS. Included are drafts, 
art work, and related correspondence. OCPA - retain one 
complete set of each issue for reference and one complete
set as a permanent record. 

b. Disposition: Permanent. OCPA transfer Record Set to 
FRC when 3 years old. Offer to National Archives when 
8 years old. Non-permanent - Background material, drafts 
art work, etc. May be destroyed when no longer needed. 

ADA}lliAInstitutes and Staff Offices - Forward to the OCPA 
any original supporting documents for inclusion in 
official files. 

Disposition: Destroy duplicate and reference material 
when superseded or no longer needed. 

IG-51H2&-1 GPO 
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~AMPLE OR
fTEMNO. (WITH INCLUSIVE DATES OR ROEHrIOH PERIODS)	 ACTION TAKENJOB NO 

ADAMHA Legislative History Files 

a. Description: Individual case histories on each ADA}flU
 
bill and directly-related legislation; includes summaries
 
of the law, copies of all pertinent bill reports; hearing:,
 
testimony, opposing views and opinions, and related
 
materials from the AD~lliA, the Department, O~ffi,and both
 
houses of Congress, including a copy of the final bill
 
as approved by the President.
 

Summaries of legislation are prepared by Legislative 
Services Unit. 

b. Disposition: ~9F1'llg,non.t:.. Legislative Services Unit
 
Record Copy: Close Out File at end of calendar year.

Retain in active files for frequent reference during the
 
Congressional cycle. Retire to FRC 5 years after Con-
gressional cycle terminates. erfer to Nationa±--Archi~es- 4/
 
-when 10 -years old. d.fi-~7' ~Lu.-c.- /0 t,VI.a-J' k.L~ ...
 0'7_ 

All other copies: Dispose of when no longer needed for
 
reference and/or distribution.
 

6 ADAMHA Five Year Forward Plan Files 

a. Description: Files contain guidelines, procedures an
 
definitions of issues necessary to develop the ADAMHA
 
Forward Plan for fiscal year. The Plan provides for
 
major strategies and specific programmatic activities to
 
be undertaken by ADAMHA I~stitutes. These strategies

suggest the priorities and directions which influence and
 
shape the resources planning and implementation process
 
of ADA}fr~. Draft papers are maintained by FY of Plan,
 
along with the final AD~ffiA Forward Plan.
 

b. Disposition: Permanent. OPPE - Cut off at end of FY 
of Plan and retain in active files for 2 years thereafter 7ransfer to FRC when 
Offer I Record Copy of each Forward Plan, with appli- 5 yrs. old. 
cable Regional Office Work Program, to the National 
Archives when no longer needed for administrative pur-
poses or every 10 years whichever comes first. Draft 
pages and other background material may be destroyed 
when no longer needed for reference. 

ADAMHA Institutes and Staff Offices - Destroy when 
obsolete or no longer needed for reference or working
purposes. 

rOlllr oopJ .. , laehuliDg orlgi:saJ, 10 ... AlbmiHecI to the Halio ...... }hehi" ..	 10-69428-1 .. ~o 



Standard Forxn No. lllla. 
l'romnlg>ted IH-49 by
General Servlees Admlnbtration Job No. _

'Tbe National Arcblve3 Page 7 

of -1l.. pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Connnuation Sheet 

7 
ITEM NO. (WITH 

B DESCRIPTION OF ITEM 
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9. 
SAMPLE OR 

JOB NO 

10, 
ACTION TAKEN 

] Regional Office Work Program Files 

a. Description: Work plans (based on ADAMHA Forward PIal) 
on regionalized basis, maintained as a subpart to the 
ADAMHA Forward Plan activities. Includes correspondence
with Regional Offices, ORO/PHS, and other ADA}ffiAand PHS 
components regarding development of the "Regional Office 
Work .P'l.an, as .welI as modifications aI'~.!:(~·.,\,therinput from 
Regional Offices. 

b. Disposition: OPC - Cut off at end of FY and retain i 
active files for 2 years thereafter. COtter 1 Record Copy
of each Regional Office Work Program file (with record 
copy of each Forward Plan) to the National Archives when 
no longer needed for administrative purposes or every 10 
years whichever comes first. Draft pages and other 
background material may be destroyed when no longer neede 
for reference. 

Tra~sfer to 
whe ~ 5 yrs 0 

FRC 
old 

8 Program Evaluation Files 

a. Description: These files consist of the historical 
record of reported or published results, along with 
pertinent background material of program evaluation 
studies funded under 1% legislative authority. File con-
tains progress reports, published reports and related 
correspondence and documents. 

b. Disposition: Permanent. OPPE - Retain current 
evaluation file in OPPE until superseded by next evalu-
ation. Hold for 5 years and retire to FRC. Offer to 
National Archives when 10 years old. Background material 
and other non-record items may be destroyed when no 
longer needed for reference purposes. 

9 ADAMHA Committee & Council Management Files 

a. Description: These files contain official committee 
documents signed by the Secretary on establishment and 
renewal of ADAMHA national advisory councils and public
advisory committees (Charters, delegations of authority,
findings, formal determinations, etc.) and copies of 
correspondence on filing of committee charters with the 
Congress. They also contain policy and procedural
directives related to establishment and management of 
committees, meetings, members, conflict of interest, in 
addition to copies of Public Laws, Department Regulations,
and O}ffiCircul?rs relating to, implementation of the 
Federal Advisory Committee Act. 

1'0lIl: eopiea, mchlcliDg orlsiaaJ, to ha .nahm.Ittecllo th. "'ali_a! &chlvea UI-~1U28-1 "po 
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b. Disposition: ~ ACMO - Maintain in active
 
files area until Councilor Committee is abolished. Re-
tire to FRC every 3 years or sooner if volume permits.

9ffer to Nationa~when 6 years old.
 

ADAMHA Institutes - Forward to the ACHO any original
 
supporting documents for inclusion in official file.
 
Destroy duplicate and reference material when superseded

or no longer needed.
 

10 Minority Advisory Committee Files 

a. Description: These files accumulate as a result of
 
the creation of this Committee which deals with the
 
concerns of ethnic minorities. This is the only CommitteE
 
chartered at the ADAMHA level since its charter encom-
passes alcohol, drug abuse, and mental health concerns.
 
Files contain copy of charter, membership records,

invitations, miae~ities, agendas, and related corres-
pondence. In;/J~~~
/. m~ ~./~ a-;~.~-,,~ .JdJt~l'·.3/~_ 

b. Disposition: Permanent. OPC hold in active files
 
until membership completed or terminated. Retire to
 
FRC every 3 years or sooner,hf volume warrants. Offer
 

to National Archives w~~ye~~~ "Gt?.P J/1A. ~ .,:UI.iL.? ~ V~d""if 
.,,<, t7. -.../.', _ -" - -:7 .---7! 

J 

.'.-,. '/7-cz//7/~' .J?dA~t..LA../ ~r,:vJO~~- ~. ~e.c..--"--""~/"""-;r----11 Administrator's Cofte~OrrITencer~les , 

a. Description: These files contain correspondence
 
originating with the Administrator and responded to by
 
him. They constitute replies to inquiries, memos ab0ut
 
speeches, meetings, etc. and yellow box file copies of
 
Congressionals signed by the Administrator: They are
 
maintained by the Division of General Services.
 

b. Disposition: Permanent. DGS - Cut off file at end
 
of fiscal year. Hold 3 years and transfer to FRC, Offer
 
to National Archives when 10 years old.
 

F01U oop1e., lDclad.iJ1g orlgiaaJ, to 1M .w.mittocIlo the N .. 11oaa1 ""'''hi..... 1_6~1 .. po 
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Connnuation Sheet 

7. 8 DESCRIPTION OF ITEM 9. 
ITEM NO (WITH INClUSIVE DATES OR RETENTION PERIODS) SAHPLE OR 

10. 
ACTION TAKENJOB NO 

PART Ib - ADMINISTRATION AND HANAGEHENT RECORDS 
NON-PERl'LA.NENT 

12 ADAMHA Forms Management Files 

a. Description: Records accumulated in the development
 
and execution of a forms management program. Each case
 
file contains data showing the inception and scope of the
 
form, the program or administrative purposes served by
 
the form, and the related procedures instituted, revised,
 
superseded, or cancelled. Also included are H~~ 398,
 

IRequest for Forms Action, and HEW 26, ADAMHA Printing L1 /1 V.,A--hA-.
Requisition. /, ~-e? ~ ~ L~ V7j)n~/: rT ~/;i:Z ~ 

?-v~.C/~, c?#~ ~/l-A?./' ~ /,~ y.h:9,/f./ ~~-~#r 

b. Disposition~.DGS - Close out file when superseded or ~.~~-
obsolete. Place in inactive file. Destroy when 5 years 
old. / 

ADAMHA Institutes and Staff Offices - Destroy when form i~
 
obsolete or superseded.
 

13 Records Management Files 

a. Description: Records accumulated in developing and
 
executing a records management program. Files include
 
policy and procedural material, records coordination,

disposition files, disposal authorization, schedules for
 
retirement of records and related correspondence.
 

b. Disposition: DMP - Retain in current file area for 
ready reference. Cut off file when superseded and 
put in inactive file. Destroy all except SF-135 when 5 y sold. D stroy SF-13 

~hen	 no longer needed for administrative purposeso

ADAMHA Institutes and Staff Offices - Destroy duplicate
 
and reference material when superseded or obsolete.
 

14 Reports Nanagement Files 

a. Description: Records accumulated in evaluating the
 
requirements for approving and controlling specific
 
recurring reports. Files consist of a master listing of
 
all internal and inter-agency reports, with the Reports
 
Approval Symbol for all internal reports, and related
 
correspondence.
 

FOWl' copt .. , IaclacliDg origbaal, to be lIUhmltted 10 the Nnt10aal Aa-chlv ..	 1&-69428-1 "'0 
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b. Disposition: DMP - Hold in current files area for 
ready reference. Cut off file when superseded or obsolete 
and put in inactive file. Destroy when 3 years old. 

ADAMHA Institutes and Staff Offices: Originators are 
responsible for maintaining requiring directive and cost 
and.manhours data, as well as documents relating to the 

. _ continuation, revision or other changes to the report, 
. .A and related corresponde_nce. J Cut off file when superseded

lisposition: or obsolete and put in inactive file. Destroy when 
5 years old. Earlier disposal is authorized. 

15 Management Study Files 

a. Description: Files document the inception, scope, and 
accomplishments of individual study and survey projects
involving ADA}lliAorganizational structure, operating
proLedures, or management practices. Included are 
records reflecting the request or authorization to under-
take the survey, survey plans, the final report with 
recommendations, and related correspondence. 

b. Disposition: DMP - Hold in active file for ready

reference. ~~en no longer needed, retire to FRC, if
 
volume warrants, and destroy when 5 years old.
 

16 ADA}ffiABudget Preparation and Execution Files 

a. Description: Records documenting the development and 
execution of the ADAMHA budget including input from all 
OA staff and Institute components. Records the con-
solidation, at each level, up to and including the 
official ADAMHA submission to the PHS, DHEW, OMB and 
subsequently to the Congress. Since this process is a 
continuous 3-year effort, documents must go through 
3 years minimum as to formulation, executiqn and 
obligating documents. Contain budget estimates, appro-
priations, narrative statements and related corres-
pondence.
Disposition:

b.1 DFM - Close out file at end of fiscal year. Retain
 
in inactive file for 3 years and then retire to FRC.
 
Destroy when 6 years old.
 

ADAMHA Institutes and Staff Offices - Destroy duplicate

and reference material when superseded or no longer

needed.
 

F01I% cop .. , u.cJacliDlI origboaJ, to be 8'11bJuiH ... to the NatioAal Jllrchh, .. 1&-69U8-1 gPO 
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17 Manpower Studies and Survey Files 

a. Description: Files consist of periodic manpower
management reports which specify organization/workload 
analysis relating to current or projected measurable and 
non-measurable outputs, manpower available/required,
,pro.ductivityindexes and trends. Instructions and guide-
lines on developing the Manpower Management Program 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 used to forecast budgetary requirements and 
justify position increases to DHEW and O}lli. 

b. Disposition: DMP - Cut off file end of FY. Put in 
inactive file and destroy when 10 years old. 

18 Manpower Studies and Survey '-lorkingFiles 

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

b. Disposition: DMP - Cut off file end of FY. Put in 
inactive file and destroy after 2 years. 

ADAMHA Institutes and Staff Offices - Hold 2 years and 
destroy. Earlier disposal is authorized. 

19 ADAMHA International Activities Files 

a. Description: Files document ADAMHA interest and 
participation in international health projects, liaison, 
and related activities, which are coordinated by the 
Office of International Health, Office of the Assistant 
Secretary for Health. Program files deal specifically 
with the Foreign Currency Program (p.L. 83-480) and
ADAMHA interaction on projects under this authority. 
The State Department (through signed form, ADM-463,
"Notification of Proposal to Make Award") gives ADAMHA 
permission to do foreign health research. 

There are two reports ADAMHA makes to the Office of 
International Health - budget and annual reports. OIH 
combines all the agency reports and prints a final report 

http:Btanda.rd
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for all health agencies. Then there are individual
 
project reports made by the Institutes to whom the awards
 
are given - Progress Report, Financial Report, and
 
Inventory Equipment Report. These reports are filed with
 
the complete individual research project file. The re-
ports may vary from approximately 10 pages to book length.

-Frequently, ADA}rnA files may contain background materials
 
not duplicated at other levels.
 

b. Disposition: LAU - Cut off file at end of fiscal
 
year; retain in inactive file for 3 years and retire to
 
FRC. Destroy when 8 years old.
 

ADAMHA Institutes and Staff Offices - Destroy duplicate
and reference material when superseded or obsolete. 

20 Accounting Management Records 

Description: These files are accumulated in the process

of monitoring the accounting function performed by HSA.
 
Files are grouped as follows and maintained by Division
 
of Financial Management.
 

A. Report Files which contain weekly, monthly and
 
quarterly printouts of current year funds. Disposition:

Maintain by fiscal year. Cut off file end of FY and
 
destroy except final report. Destroy final report when
 
3 years old.
 

B. Document Files which contain official commitment
 
documents such as grant approval lists and awards, pur-
chase and printing requisitions. Disposition: Maintain
 
by fiscal year. Cut off file end of FY and destroy

except grant documents. Destroy when 1 year old.
 

C. Accounting Administrative Files contain correspondenc

initiated by Accounting Branch, receipts for checks trans
 
mitted to HSA for deposit to ADAMHA account, instructions
 
and information pertinent to the ADA}rnA commitment system

and correspondence and instructions from HSA. Dispositio:

Maintain in current files for ready reference. Destroy

when superseded or obsolete.
 

ADA}ffiAInstitutes and Staff Offices .-Destroy duplicate
and reference material when superseded or obsolete. 

Fou eopi •• , IDcludiAg orlghaal, to ... 51lbmiHe./l to tho llalioaaJ .!bcbh,eIl UI--a~l ....0 
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21 Controlled Correspondence Files 

a. Description: These files are maintained by the 
Executive Secretariat for general reference retrieval 
and control purposes. Such files constitute a record 
of ongoing responses to PHS and OS controlled corres-

-pondence for signatures	 at the ASH, D, OS, and S levels, 
or for direct reply on behalf of such addressees. 

(1)	 Pink sets of Congressional correspondence con-
trolled for direct reply by the programs within 
ADAMHA regardless of addressee. 

(2)	 Copies of all ASH, D, OS, and S correspondence 
controlled through the Executive Secretariat 
for either direct reply or for signature of 
ASH, D, OS, or S. 

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

(4)	 Correspondence control records for above. 

b. Disposition: EXECSEC - Cut off file end of calendar 
year. Retain in current files area for 5 years and 
destroy. 

22 Equal Employment Opportunity (EEO) Administrative Files 

a. Description: These files document the administration 
of the ADA}rnA EEO Program. General and specific in-
formation included are EEO Counselors, EEO Investigators,
Institute Deputy EEO Officers, Federal Woman's Program
coordination files, EEO education and training, l6-point 
Spanish-speaking coordination files, and related corres-
pondence. Case files are covered in General Records 
Schedule 111. 

b. Disposition: EEO - Destroy when 3 years old, or 
sooner if obsolete. 

ADAMHA Institutes and Staff Offices - Destroy duplicate 
and reference material when superseded or obsolete. 

r_ "piea, lach.d.iAg orfgiaal, to ... InIbndHIMl10 the Natloaal A.chlv .. 
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23 Program Coordination Records 

a. Description: These records document the conduct of 
liaison activities of the OPC/OA with State, territorial 
and local health authorities, other Government agencies,

'regional	 offices, private organizations and the public.
Files include, but are not limited to, correspondence 
and related materials created in the conduct of meetings, 
conferences, and other facets of such liaison activities. 

b. Disposition: Cut off file at end of FY and put in 
inactive file. Hold 5 years and transfer to FRC. Destro 
when 10 years old. 

ADAMHA Institutes and Staff Offices - Destroy superseded
and obsolete material when no longer needed for reference 

24 Computer Systems Management Records 

a. Description: These records are accumulated in 
the Division of Computer Systems in planning for 
optimal use of automatic data processing systems
in support of ADAMHA mission and program goals,
and providing a resource of ADP systems analysis,
design, programming, and data maintenance to 
support ADAMHA staff offices and Institutes. They
consist of the following kinds of records (actual
machine processing is performed in the Parklawn 
Computer Center). 

A. General correspondence regarding computer systems
management, har dwar e , software, Institute requirements
and related matters. 

B. Standardization records consisting of data elements 
and codes, standardization requests, and justifications
for all data systems. 

b. Disposition: DCS - Hold in current files area 
for ready reference. Destroy when superseded or 
obsolete. 

ADAMHA Institutes and Staff Offices - Destroy when 
superseded or obsolete. 

r_ eopiea, bsd .. d.usg origi ..... , to he .-..bmiltecllo the Natiozaal ",",chlv.	 111-69(28-1 .... 0 



10 

Btandard Fonn No. 116& 
Pnomulgated !H-I9 by
General Scr ...(ocs Admln15tratlon Job No. _
The National Arctllves Page 15 

of2Lpages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

97. 8 DESCRIPTION OF ITEM 
SAMPLE ORITEM NO. (WITH IHCLUSIVE DATES OR RETENTION PtRlOOS) ACTION TAKENJOB NO 

C. Documentation required for servicing machine readable
 
records include specific data systems planning records,
 
systems design specifications, files specjfications, input

specifications, and output (r~ort forms) specifications.
 

~~ ~-d.." /fLL~a~
b. Disposition: DCS - ~peeifie data systems rec~ds 
should-be-he-ld 5~rs in the curren-t-i-~a--a-fl-d-

"-then dest:r&~d. re1:a-t-ed
8ys-t:-emsfe.F.-w.H-j,.c-R-t-he
magnetie tape data is ay,thori.gee for blaakiag should-
be destrayed at the time the final magnetic ta~e 
r-e.Gord produced by the system -bas b eers-bLanked , 

ADAMHA Institutes and Staff Offices - Same as DCS above. 

D. Other agency files consisting of magnetic tapes

(erasable media) which are not substantially altered by

ADAMHA.
 

b. Dispositio~: DCS - Destroy when no longer needed. 

ADAMHA Institutes and Staff Offices - Same as DCS. 

E. ADP program card files (non-erasable media) which
 
are processed to produce a machine-coded object program
 
or to activate program-processing modules performing a
 
data-processing job.
 

b. Disposition: DCS - Destroy individual cards when 
replaced by new one. Destroy program deck after 
program has been removed from system. 

ADAMHA Institutes and Staff Offices - Same as DCS above. 

25 Accident and Personal Injury Files 

a. Description: Reports maintained by the OA Safety

Officer and copies retained by report officials, in
 
connection with the general reporting of accidents and
 
accident experience. Includes copies of HEW-5l6,

quarterly and annual ADAMHA safety reports, copies of
 
CA-l, CA-2, and related documents submitted to the
 
Bureau of s
1;.J'orkmen'Compensation. 

b. Disposition: OA - Cut off file at end of FY or when
 
all claims are resolved and put in inactive file. Destro
 
when 5 years old.
 

ADAHHA Institutes and Staff Offices - Destroy when 2 yean
 
IOld. Earlier disposal is authorized.
 

1'_ cople., lAclad.ulgorigiAal, to .... nahmlHocllo tho NatiqaaJ &c:hivu lO-5~-1 ... 0 
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26 Energy Conservation Files 

a. Description: These files consist of o~m directives,
PHS reports and correspondence dealing with energy
conservation - gas, motor pool, mail, etc. handled by the 
ADM-rnA Energy Conservation Coordinator, DGS, OM-I. 

b. Disposition: OA - Cut off file end of FY and put
in inactive file. Destroy when 5 years old. 

ADAMHA Institutes and Staff Offices - Hold 2 years and 
destroy. Earlier disposal is authorized. 

27 ADM-rnA Regulations Files 

a. Description: Files are accumulated in the Legislativ~
Services Unit and consist of records which establish 
policy and/or procedures pertaining to the developing and 
processing of ADM-rnA Regulations. All ADAMHA Regulations
(those pending or published in final form) are included 
in addition to the format for developing and processing
General Notices, Notices of Proposed Rule Making, and 
Final Regulations for publication in the Federal 
Register. 

b. Disposition: LSU - Transfer all documents for each 
regulation, including the final regulation, to the FRC 
when no longer needed for administrative purposes.
Destroy when 10 years old. 

ADM1HA Institutes and Staff Offices - Destroy duplicate
and reference material when no longer needed. 

28 Grants and Contracts Management Policy Files 

a. Description: These files document the development
and implementation of policy and procedural guidance
which impact on ADAMHA grants and contract activities. 
They are accumulated in the Office of the Associate 
Administrator for Extramural Programs and the Division 
of Grants and Contracts Management. Included are pro-
posed policy statements, approved policy statements, 
negotiated indirect cost rates, and related corres-
pondence. 

b. Disposition: I~ERP and DGG1 - Retain in active files 
area for ready reference. Destroy when superseded or 
no longer needed for reference purposes. 

Fowr eop1 .. , IDclacllilg original, to be ..... mlHecl to the NatioBGl IbchlvN 
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PART II PROGRMI RECORDS - PERMANENT AND NON-PERMANENT 

These records are created and accumulated in each of the 
Institutes to reflect their mission in carrying out 
research, training and services in their respective 
areas of alcoholism, drug abuse, and mental health. They
contain some staff and policy-type material, but are 
mainly operating records that reflect the administration 
of a grant-in-aid program. Records that are unique to onE 
Institute will be so described.- Otherwise, all records 
series are created and accumulated in each of the three 
Institutes, NlAAA, NIDA, and NIMH. These are permanent
and non-permanent records. Records series for which 
disposition instructions exist in General Records 
Schedules are not included in this schedule. 

29 Grants Administration and Hanagement Files 

a. Description: These records are accumulated in the 
Office of Program Support and program divisions in each 
Institute in the administration and management of their 
grant-in-aid program. They include correspondence,
reports, studies, surveys, and related materials concern-
ing the policies and procedures involved in the admini-
stration and management of alcohol, drug abuse, and 
mental health programs of extramural research, training
and services through grants and awards to public and 
private institutions and to individuals. ADA}ffiA
Institutes are the office of record for all ADA}rnA
grants awarded. 

b. Disposition: OPS - Retain for ready reference as 
long as necessary. Retire to FRC when superseded and 
destroy 6 years thereafter. 

Other Offices: Destroy when superseded or no longer
needed for reference purposes. 

30 Official Grant Case Files 

Description: These files are accumulated by the Office 
of Program Support and consist of individual official 
case folders on approved and paid grants and awards to 
-public and private institutions and to individuals. 
Included.are the following types of records: appli-
cations and supporting materials, summary of review 

9. 
SAMPLE OR ACTION TAKENJOB NO 
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action, approval and award documents, encumbering and 
paying documents, financial records, reports of project 
site visits, copies of progress reports and published 
reports, termination documents, final reports, and other 
pertinent material as officially required. Included as 
a separate part of the record case folder is corres-
pondence and related material. 

A.	 Research and Investigation Grants 

D· .. /.: 11 f 1	 ff f LL1Spos1t10n: For a except ina report, cut 0 1 e 
after termination of support and final audit and put in 
inactive file; hold 2~ears; tran§ter to FRC; and destroy 
when 6 years old~' A~~i~::'~'{{nal report will be 
offered to National Archives when 10 years old. 

B.	 Training Program Grants 

Disposition: Cut off file after termination of support 
and final audit and put in inactive file, arranged by 
fiscal years. Hold 2 years and transfer to FRC. Destroy
when 5 years old. 

C.	 Research Fellowships, Career Awards, and Direct 
Traineeships 

Disposition: Cut off file after termination of support
and final audit and put in inactive file. Hold 2 years 
and retire to FRC. Destroy when 5 years old. 

D.	 Community Services Grants 

Disposition: Cut off file after termination of support
and final audit and put in inactive file. Hold 2 years 
and retire to FRC. Destroy when 5 years old. 

E.	 Construction and Staffing Grants 

Disposition: Cut off file after completion of con-
struction and staffing of c}rnc or other facil~ty and fina 
audit. Hold 2 years and transfer to FRC. Destroy when 
13 years old. 

F.	 Formula Grants 

Disposition: Cut off file after termination of support 
and final audit and put in inactive file. Hold 2 years 
and retire to FRC. Destroy when 5 years old. 

I'osa cop! •• , mc11..I....9' origiDaI, 10 be R&bmlH.... to tho Ha.tioaal &chl"ea	 lct-5~-1 GPO 
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G. National Research Service Awards Grants 

Disposition: Cut off file after termination of support 
and final audit and put in inactive file. Hold 2 years 
and transfer to FRC. Destroy when 8 years old. 

Other Offices: These are duplicate records and may be 
destroyed when superseded or no longer needed for 
reference purposes. 

31 Official non-Paid Grant Case Files 

Description: These files are accumulated by the Office 
of Program Support and consist of individual case 
folders on disapproved, withdrawn, non-paid, or other-
wise unfunded grants and awards to public and private 
institutions and individuals, consisting of the appli-
cation and supporting materials and other records 
relative to the study and review of the application. 

Disposition: OPS - Cut off file after final action 
and put in inactive file. Hold 1 year and destroy, 
except pink sheets (summary statements) will be held 
3 years and destroyed. Selected case files may be 
retained as precedents for administrative purposes. 
These may be destroyed when they have served their 
purpose. 

Other Offices: These are duplicate records and may be 
destroyed when superseded or no longer needed for 
reference purposes. 

32 Grants History Card Files 

a. Description: Cards containing summary data on all 
individual extramural grants. 

b. Disposition: Destroy when 20 years old. 

33 Grants Program Statistical Reports Files 

a. Description: These are tables, charts, graphs, 
and similar statistical end products containing summary 
information on the extramural grant program. 

F_ coplu, Iaclucliag origbaol, to be IRIhmlHod 10 th. National .!llrcJalVeII 10-69428-1 GPO 
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b. Disposition: Hold until superseded or no longer

needed for reference purposes. Transfer to Federal
 
Records Center. Destroy when 10 years old.
 

34 Initial Review Group (IRG) Records 

a. Description: These records are accumulated by

Executive Secretaries of IRGs in the initial review of
 
applications, IRGs are made up of public professionals
 
in the various disciplines of ADAMHA. They provide peer
 
review of grant applications, and rate them in order of
 
preference for approval, referral or disapproval. They

also make site visits and write reports. These files
 
contain agendas, minutes of meetings, copies of appli~
 
cations, site visit reports and related correspondence.
 

b. Disposition: EXSECS - Cut off file after committee
 
action has been taken and put in inactive file. Hold
 
until 3 years old and destroy.
 

Other Offices: Destroy when superseded or no longer
needed for reference purposes. 

35 Institute Committee Management Files 

a. Description: These records are accumulated by

Institute Committee Management Officers and represent

the operational aspect of public advisory committees.
 
They contain duplicate copies of charters, membership

records, invitations, agendas, and related correspondence


,/,
b. Disposition: CMO - Hold in active file until member-
ship completed or terminated, then put in inactive file. _ ~ 

h ,,-~ -3Destroy when ~ars ~~~~ ~/~~ 6~ .?e---~?~ ... fi',)u-t"~ 

..#-aJ~~~ ~/~~~ .. ~(~~ ?t'-: ~'$ee... /.2/u,3 V..e.J,36 Con-tracts A-ifmin{strationand~nagem n ~les" t1.#A~- ~;'7 ~t:/#RJ,uJ~ 

a. Description: These records are accumulated in the ",Vt? y~-&f}:.,i~ p/~ 
Office of Program Support and program divisions in each 
Institute. They include correspondence, reports, 
surveys and studies, and related materials concerning the 
procedures involved in the administration and manage-
ment of alcohol, drug abuse, and mental health programs
of research training and services accomplished through 
negotiated contracts and contracts for professional 
services._ 

lct-59Q8-1 IIPO 
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b. Disposition: OPS - Cut off file at end of fiscal 
year and put in inactive file. Transfer to FRC after 
2 years. Destroy when 5 years old. 

Other	 Offices: Destroy when superseded or no longer
needed for reference purposes. 

37	 Official Contract Files including professional services 
contracts. Follow disposition standdrd in GRS 3,
Item 4. 

Other	 Offices: Destroy when no longer needed for 
reference purposes, or upon completion. 

38	 Audit and Survey Report Files 

a. Description: These files are accumulated in OPS in 
each Institute. Files contain guidelines and pro-
cedures on GAO's reporting practices required within 
DREW. Included are comments on GAO draft reports from 
the appropriate program official responsible for the 
Grant/Institution being audited. Comments are con-
solidated to reflect the official response to a given
draft GAO report. The final reports, when received, 
become a part of this file. 

b. Disposition: OPS - Transfer to FRC 2 years after 
final report is issued. Destroy when 10 years old. 

39	 Intramural Research Program Records 

A. Program Files 

a. Description: These are records that are accumu-
lated in each of the Institutes concerning intra-
mural research to be undertaken by the NIMH 
Intramural Research Program, NIDA Addiction Research 
Center, NIAAA Laboratory of Basic Alcohol Science,
and other intramural research. They consi~t of progra~ 
documents, schedules of research, and studies 
relating to the development, supervision and review 
of these programs and related correspondence. 

b. Disposition: Destroy when 10 years old or 
when no longer needed for administrative purposes. 

Fo.. GOpJq, lnch"I.u.1J orlpul, to be IlUbndHe4 10 the Natioaul JUchlv811 16-6~-1 GPO 
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B. Project Case Files if~ ffi~- /...e~.a..:lt'a 
~ p~ .L2T). 

a. Description: These files are created at labo-
ratories or comparable levels reflecting a complete
history of each project. Records consist of basic 
experimental and statistical data developed or 
gathered in connection with the project (e.g., books, 
cards, forms, and other media for notation of obser-
vations and other data; data-bearing correspondence
and memoranda; examination, test, interview, and 
other clinical records of individuals such as birth 

0'"C.~.) 

and death certificates; returned and filled-in 
questionnaires and schedules; records produced by
visual, aural, and other recording devices; slides;
specimens, etc.), and of the processing and analysis
of such data (e.g., indexes to research data; code 
cards and sheets; punch cards; computational docu-
mentation; tabulations, charts, graphs, and other 
compilations, summarization, and analyses of pre-
liminary and intermediate character; etc.). 

(1) Records bearing on patients and those con-
sisting of unique clinical records of individuals 

b. Disposition: Cut off file upon completion of 
project and put in inactive file. Hold 5 years and 
retire to FRC. Destroy when 10 years old or when 
no longer needed for administrative purposes. 

(2) All Others. 

b. Disposition: Cut off file upon completion of 
project and put in inactive file. Hold 5 years 
and retire to FRC. Destroy when 10 years old or when 
no longer needed for administrative purposes. 

C. End Products of Each Research Project 

a. Description: End-products include article re-
prints, monographs, summaries of studies, releases;
annual, special, summary, final and other project
reports; and terminal narrative, statistical, and 
graphic compilations, summarizations, and analyses. 

b. Disposition: Retain a record set of each end 
product. Hold 5 years and retire to FRC. Destroy
when 10 years old or when no longer needed for 
administrative purposes. 

1'0al' c-osrJ •• , IAclad.WgorIgbud, to be nobmltted 10 tho Natloaal &chlv .. 1&-69U8-1 GPO 



HtADOa.ra. .t' orxn. .['III;U.J..loa. 
Prornulaated IH-49 by
General Serol""s Administration • Job No. _ Page 23'Tbe Natlo::;a.I Arcblves 

of-2Lpages 

REQUFST FOR AUTHORITY TO DISPOSE OF RECORDS-Connnuation Sheet 

7 B DESCRIPTION or lTEH 9 10rr'::M NO. (WITH INCLUSIVE OATES OR RETENTION PEJUODS) SAMPLE OR
 
JOB NO.
 ACTION TAKEN 

D. Evaluation Files 

a. Description: These records relate to the or1gin, 
objectives, design, methodology, and evaluation of 
each project. They consist of correspondence,
memoranda, plans and protocols (including samples of 
all forms used, their covering instructions and 
staff comments thereon), directives, minutes of 
meetings and conferences, and other documentation. 

b. Disposition: Cut off file upon completion of 
project and put in inactive file. Hold 5 years and 
retire to FRC. Destroy when 10 years old or when no 
longer needed for administrative purposes. 

~t7. Extramural Research, Services and Training Program Record 

a. Description: These records are accumulated in
 
Institute program divisions and determine how the legis-
lative program will be executed. The files consist of
 
correspondence, reports, studies, policy directives and
 
related documentation concerning planning, coordinating

and executing extramural research, training and services
 
in the areas of alcoholism, drug abuse, and mental health
 

b. Disposition: Permanent. Retain program policy

material as long as needed, then retire to FRC and
 
offer to National Archives when 10 years old. Destroy

other material when superseded or no longer needed for
 
reference purposes.
 

~~. Program Analysis Records 

a. Description: These records are accumulated in Office
 
of Program Development and Analysis. Thi~ is an his-
torical file which contains reported or published

results of evaluation studies conducted with 1% legis-
lative funding authority in the areas of research,

services and training, and program reports collected for
 
the purpose of continuous program analysis. They con-
sist of methods of evaluation, progress reports, final
 
reports and all published results, and related
 
correspondence.
 

b. Disposition: Cut off file upon results of analysis

.and put in inactive file. Destroy when 5 years old.
 

http:HtADOa.ra
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42 Statistical Files 

a. Description: These files are accumulated by the 
Institutes as the end result of surveys and studies on 
the causes, effects, treatment and rehabilitation of the 
alcoholic, drug abuser, and mentally ill. They include 
statistical data accumulated from contractors and are in 
the form of computer printouts, and narratives with 
statistical data interspersed. Inhouse source data 
includes schedules, ~~ReR eards, tabulations, and annual 
and special statistical reports presenting data on the 
alcoholic, drug abuser and mentally ill population. ~~?~)
Ma-.&d~ - ~a/a- ,-/".~ ~ ?~:z.-e.. 
h. Disposition: Cut off file of fina~ reports and put
in inactive file. Retain for 5 years and transfer to 
FRC. Destroy when 10 years old. 

43 Patient Records 

a. Description: Medical and Administrative records of 
all patients admitted to NI}ffiClinical Research Centers 
at Fort Worth, Texas, and Lexington, Kentucky under the 
NARA Act of 1966, and community-based treatment records 
now that these two facilities have closed. All NARA 
records are now stored at NIDA Headquarters. 

h. Disposition: Retain records for 5 years after repeal
of NARA Act; then transfer to FRC. Destroy when 25 
years old. 

44 Institute Public Affairs Files 

a. Description: These records are accumulated in 
Institute Public Affairs Offices and consist of speeches, 
press releases, press conference transcripts, graphic
presentations, and related correspondence. 

h. Disposition - Permanent: OPA - retain one complete
set of press releases and speeches as an historical 
record and offer to National Archives when 5 years old. 
Destroy other material when superseded, obsolete, or 
subject no longer active in Institute. 

9 
!VIMPLE OR 

JOB NO 

~
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45 Institute Publications Files 

a. Description: These files are the record set of 
pertinent publications, including monographs, pamphlets,
brochures, booklets, etc., issued by each Institute in 
its program area. These record sets are maintained 
centrally either in a library or a clearinghouse, and 
additional copies may be maintained in program offices 
for ready reference. 

b. Disposjtion - Permanent: NIMH Library, NIDA Library,
NIA.4.A Clearinghouse - maintain record set for 5 years,
then retire to FRC. Offer to National Archives when 
10 years old. 

Other Offices: Use for reference purposes as long as 
necessary, then transfer to library or clearinghouse for 
disposition. 

Fil~s pertaining to manuscripts, clearances and printing 
are covered in General Records Schedule 13. 

46 Aud-:i:o-Vi-sua-l---andExhibits Files 

a. Description: These records are accumulated in NI~rn,
the Institute that p er f orras these services for the other 
Institutes and the OA. They include e:-:hi.bits,graphic 
designs, pre-publication c Lea ranc e record of all ADAl-IlL<\' 
publication covers, and o t.lrcr mat er ia ls documenting the 
production and execution of ADAHHA graphic presentations 
or displays at conventions, conferences, or other 
special showings. Also included are correspondence,
drawings, planning documents, photographs of completed
exhibits, and related materials. 

materials: retain 
after presentation
deslloy. 

in current files area for 5 years
for reference or re-use purposes, then 

,"---,- ~ », 

;?..-:: _ ~/";;: 

/.
b. Pisposition - Perrranent-: Transfer significant
artwork to an AD,\N}LI\ Exh i b Its Production Reco rd _Set. _" ~ ,
Retain in current files. a rea for 5 years; the~-i:E-f~£t:o'i"--- ""-"'-;,::_
t-he-Na-t:ion-al--Arc-h-ives-;:;'·All other files ~md exhibits -'-/- ::','

,~r~ ~./---4_.: 
«> 

__________ ~I -------------------------------------------------------------- __ ~ ~ ---
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48 

49 

c 

50 

8 DESCRIPTION OF ITEM
 
(WITH INCLUSIVE DATES OR RETEHTIOHPDuOOS)
 

Institute Executive Secretariat Files 

a. Description: These records accumulate in the 
Executive Secretariat of each Institute and consist of 
Congressional and public inquiries, other contr~lled 
correspondence and related documents, and control forms. 

b. Disposition: Withdraw pertinent material and hold 
5 years, then transfer to FRC and destroy when 10 years 
old. Destroy other material when 2 years old. Destroy
control forms when 1 year old. 

Mental Health Facilities Survey Files 

a. Description: These records are accumulated in NIMH 
and reflect data on the mental health program. Records 
consist of compilations and tabulations of data dealing
with each State's mental health facilities. 

b. Disposition: Cut off file when survey completed and 
put in inactive file. Hold 5 years and retire to FRC. 
Destroy when 10 years old. 

Mental Hospital Survey Files 

a. Description: These records are accumulated as a 
result of surveys of public and private mental hospitals
requested by State administrators and other officials 
in accordance with Title'XVIII and XIX of the Social 
Security Act. They consist of correspondence, reports 
of survey, working papers and related materials. 

b. Disposition: Cut off file of final rep~rts with 
supporting questionnaire schedules and put in inactive 
file. Hold 5 years and retire to FRC. Destroy when 
10 years old. Horking papers and other materials may
be destroyed 2 years after final report. 

Biometric and Epidemiologic Files 

a. Description: These records are accumulated in each 
Institute and reflect the Institute's interest in 
biometry and epidemiology. Files consist of special
studies relating to survey of physicians, psychiatric 

9 10.
SAMPLE OR 

JOB NO ACTION TAKEN 

lct-69428-1 000 
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51 

case registers, insurance-related studies, program
evaluation, epidemiological and demographic studies,
and miscellaneous analyses related to Institute programs.
Records include ~BBeftea eards, magnetic tape, machinev runs, correspondence and reports. rfiA/ ~t.4-~ -

~ I ~ »e-ce- /b--,~ ZZ?)
b. .D'Lspos Lt Lon : ~t~en study completed and 
put in inactive file. Hold 5 years and retire to FRC. 
Offer to National Archives when 10 years old. 

State Plans Files 

~~~I""'" 
f/A ~~.r-/' J 

52 

a. Description: These are plans submitted annually by
the various State health authorities which describe what 
the State proposes to do in each proposed ~rnc or other 
facility. They often recapitulate previous year's
plans. 

b. Disposition: Record copy - hold for 5 years or 
program audit, whichever comes first, and retire to FRC. 
Destroy when 10 years old. Duplicate copies may be 
destroyed when no longer needed. 

Personnel Records of Guest Workers and Visiting Fellows 

a. Description: These records are accumulated at IRP 
under the Guest Worker Program and Visiting Fellows 
Program. Since these employees are not considered to be 
either regular or special employees, they are not jour-
nalized and therefore a regular personnel folder is not 
available for them. 

53 

b. Disposition: IRP Cut off file after guest worker 
or visiting fellow separates and put in inactive file. 
Hold 1 year and destroy. 

Other Offices: Destroy when guest worker or visiting
fellow departs. 

MH Study Center Files 

A. Medical Records Files 

a. Description: These records were accumulated 
from approximately 1949 - 1970 wh en the Study Center 
was a demonstration project as a model Community MH 

16-611428-1 GPO 
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10 
.ACTION TAKEN 

B. 

Center. Patients used in this longitudinal study 
were treated at the Center as family units and 
also on an outpatient basis. These records are no 
longer being accumulated since the function of the 
Study Center has changed. 

b. Disposition: Hold file for 5 years and release 
information only with written consent of patient.
Transfer to FRC when 5 years old and destroy when 
25 years old. 

Program Records 

a. Description: These records are accumulated from 
research projects conducted by the Study Center. 
They consist of program documents, schedules of 
research, studies, and related correspondence and 
material. 

b. 
no 

Disposition:
longer needed 

Destroy when 10 years old or 
for administrative purposes. 

when 

F_ -... .. , btclucWag orlgbtal, to be .,.J,miHeci to tho N..tioBGJ JlI:chh, .. 16-69U&-1 opo 
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PART III - AD&~ NON-RECORD MATERIALS
 

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

Disposition: Destroy when superseded or no longer
needed for reference. 

55	 Extra copies of documents preserved only for convenience 
of reference, such as: 

(a) Reading file copies of correspondence. 

(b) "Tickler," "followup," or "suspense" copies of 
correspondence. 

(c) Identical duplicate copies of all documents
maintained in the same file. 

(d) Extra copies of printed or processed materials 
of which official copies have been retained for 
purposes of record. 

Disposition: (a) Destroy when I year old; (b) destroy 
when action in each case is completed; (c) destroy 
each year when files are screened and purged; (d) destroy 
each year when files are screened and purged. Earlier 
disposal is authorized. 

56	 Stocks of publications and processed documents pre-
served for supply purposes. 

Disposition: Destroy when superseded or no longer
needed for reference. 

57	 Privately purchased books and publications, and 
correspondence, and other materials pertaining to 
personal matters that have been kept in an office for 
c;onvenience. 
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Disposition: The owner should take this material with 
him when he departs the office on a permanent basis,
otherwise destroy when owner permanently departs. 

58	 Materials that are not being preserved or are not appro-
priate for preservation because they have neither 
evidential nor informational values, such as: 

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

Disposition: Destroy 6 months after final action on 
project/report or 1 year after completion of report/
project if no final action taken. 

(b) Letters of transmittal that do not add any infor-
mation to that contained in the transmitted material. 

Disposition: Destroy after 6 months, or, at the latest,
in 1 year. 

(c) ~lemoranda or other papers that do not serve as the 
basis of official actions, for example, notices of 
holidays, Red Cross or Combined Federal Campaign drives,
and activities of Government associations or unions. 

Disposition: Destroy when no longer needed, or, at the 
latest, in 1 year. 

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

Disposition: Destroy when no longer needed, or at the 
latest, in 1 year. 

16--69(28-1 "PO 
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PART IV - ADAMBA MACHINE READABLE RECORDS 

59 

60 

Research Training Support Tables 

a. Description: These records contain data covering
ADAMBA trainee, fellowship, and stipends for management 
uses. The input comes from Form 2271, grant applications, 
and additional ADAMBA code sheets. The system contains 
basic trainee information plus research area, cluster 
discipline, departmental degree sought and race-ethnic 
code. The records are located in the Office of the 
Deputy Administrator. 

b. Disposition: Hold until superseded or no longer
needed for reference purposes and destroy. 

Point of Entry Edit 

a. Description: This is a system of records in the 
Division of Grants and Contracts Management, ADAMBA. 
It edits all ADAMBA grant information to detect and 
eliminate errors. This error-free ADAMBA grants file is 
the input from the Information for Management, Planning, 
Analysis, Rnd Coordination (IMPAC) system of the Division 
of Research Grants,' Statistics and Analysis Branch of 
the National Institutes of Health. 

61 

b. Disposition: Retain for ready reference as long as 
necessary. Destroy when superseded or obsolete. 

Contract Management System 

a. Description: This is a system of records located 
in the Division of Grants and Contracts Management.
It provides accurate and timely information on all ADAMBA 
contracts. The system contains all financial information 
and other pertinent data (delivery date, length of 
contract, type of contract, etc.) and thus produces 
management reports. 

b. Disposition: Disposable when superseded or no 
longer needed for reference purposes. 

1&-69G8-1 QPO 
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62 SPARS (Scientific Project Analysis and Retrieval System) 

a. Description: This program information system is in 
the Office of Program Planning and Evaluation and provide~
data on all ADAMHA projects. OPPE analyzes ADAMHA's 
grants and contracts, writes brief descriptive abstracts 
of each and inputs the data into the SPARS computer
system for retrieval of subject matter analysis upon 
request. The system also uses input from the IMPAC 
system, Statistics and Analysis Branch, Division of 
Research Grants, National Institutes of Health, to 
produce complete information via keyword search to all 
individuals or organizations covering the status and 
funding for ADAMHA projects. 

b. Disposition: Disposable when superseded or no longer
needed for reference purposes. 

63 Alcohol Treatment Program Monitoring System 

a. Description: The Office of Program Development and 
Analysis, National Institute on Alcohol Abuse and Alco-
holism, monitors all treatment programs which NIAAA funds 
The information is processed by NIAAA monthly, and output
reports are provided to each State project, State alco-
holism authorities, DREW Regional Offices, and NIAAA 
staff members. These output reports include client treat 
ment information, cost of services, sources of revenue,
trends, staff performance, and other information for 
decision-making by the individual projects and NIAAA 
staff members. This system provides the primary 
source of information on alcoholism treatment programs
for the Congress, budget recommendations, and policy
decisions. 

d~'o/ ~~ ~_.n sPA "'~ b. Disposition: .. d.<:;~p1)Sa-b-I:e-;--0f-£.er-ariiru,~
Natiomrl Al chives": 

64 National Clearinghouse for Alcohol Information System 

a. Description: These records are accumulated in the 
NCAI of the Division of Prevention, NIAAA, and contains 
abstracts from professional and scholarly publications 
and presentations concerning alcohol abuse and alco-
holism. 

9. 10.
SAMPLE OR ACTION TAKENJOB NO. 

10-6942&-1 gpO 
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b. Disposition: Disposable when superseded or no longer

needed for reference purposes.
 

65 CODAP - Client Oriented Data ACquisition Process System 

a. Description; These records are accumulated in the
 
Division of Scientific and Program Information, National
 
Institute on Drug Abuse, and contain reports from
 
approximately 1600 federally funded drug abuse programs

and include facilities under the Veterans Administration
 
(VA), Bureau of Prisons (BOP), Law Enforcement Assistance
 
Administration (LEAA), and·Department of Housing and
 
Urban Development (RUD). The only major federally
 
sponsored drug abuse program not included is in the
 
Department of Defense (DOD). Since 1974 the drug abuse
 
clinics have submitted monthly reports on 30,000

admissions and discharges. The admission reports contain
 
the data and circumstances of admission, type of treat-
ment, demographic characteristics of sex, age and race,

employment status, educational background, number of
 
prior treatment experiences, and patterns of drug abuse.
 
The discharge reports contain the date and circumstances
 
of discharge, length of time in treatment, employment

and educational status. A discharge report can be
 
matched with an earlier admissions report by using the
 
clinic's client identifier code. The system contains
 
the following files:
 

(1)	 Admission file contains the admission reports. 

Disposition: Cut off file of final reports and 
put in inactive file. Retain 2 years and 
transfer to FRC. Destroy when 10 years old. 

(2)	 Discharge file contains the discharge reports. 

Disposition: Same as (1) above. 

(3)	 Clients in Treatment file contains the admission 
reports for all clients admitted but not yet
discharged. 

Disposition: Same as (1) above. 

1&-69428-1 GPO 
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(4)	 Client Flow Summary Report file contains a clien 
census as of the last day of each month. The 
file includes information on a facility basis 
giving the number of patients under different 
types of treatment, a summary of the screening
and referral activities during the month, the 
number of individuals currently on the waiting 
list, and the number of admissions and dis-
charge reports submitted for the month. 

Disposition: Same as (1) above. 

(5)	 Historical Clients File contains both admissions 
and discharge reports that the client identifier 
code has matched. )J~~ [/. ~~~~ 
Disposition: Permanent. Offer annually eo-t=h~~ 
Watioftsl Archives. 

66	 National Drug Abuse Treatment Utilization Survey System 
(N-DATUS) 

a. Description: Survey is conducted semi-annually by 
the Division of Scientific and Program Information, 
National Institute on Drug Abuse of all drug abuse 
treatment facilities in the United States. Information 
is collected on such variables as the facilities' 
hours of service, types of treatment offered, staffing 
and aggregated clinic population, licensing and 
accreditation arrangements, and funding sources. 
Analysis is directed toward estimating the total national 
capacity for drug treatment, planning new facilities,
creating management reports, and preparing budgets and 
annual reports. 

Controlled Substances Supply System 

a. Description: In Division of Scientific and Program
Information, National Institute on Drug Abuse, is a 
national inventory on the amounts and location of con-
trolled substances available for research into the 
effects of such drugs. 

b. Disposition: Disposable when superseded or obsolete. 

1&-6!K211-1 .... 0 

67 



----- 35 

~- . 
standard Fonn No. 111Sa 
Promulgated 9-1-49 by

General Services Admhwtratiol1 ~ObNO. Page _
 
The National ArcJuve:!
 • of __ pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

9.8 DESCRIPTION OF ITEM 10.7 SAMPLE ORITEM NO. (WITH INCLUSIVE DATES OR RETEIITIOH PERIODS) AcrlON TAKENJOB NO 

68 National Clearinghouse for Drug Abuse Information System 

a. Description: In the Office of Communications and
 
Public Affairs, NIDA, system contains abstracts from pro-
fessional and scholarly publications and presentations
 
concerning drug abuse.
 

b. Disposition: Disposable when superseded or no longer

needed for reference purposes.
 

69 National Clearinghouse for Mental Health Information 

a. Description: This system is in the Division of
 
Scientific and Public Information, National Institute
 
of Mental Health and contains abstracts from professional
 
and scholarly publications and presentations concerning
 
mental health.
 

b. Disposition: Disposable when superseded or obsolete. 

70 Directory of Mental Health Resources in the Washington, 
D.C. 'Area 

a. Description: This system is in the National Clearing

house for Mental Health Information, Division of
 
Scientific and Public Information, NIMH, and it lists
 
mental health facilities in the immediate environs of
 
Washington, D.C. but does not list individual prac-
titioners. The directory serves as the source for an
 
annual published directory and for answers to inquiries

from the general public in and around Washington, D.C.
 

b. Disposition: Disposable when superseded or obsolete. 

71 Inventories of Mental Health Facilities 

a. Description: Located in the Division of Biometry
 
and Epidemiology, NIMH, these systems cover a variety of
 
mental health facilities and consist of information
 
regarding the individual facility's caseload, staffing,
 
and finances. These inventories provide reports on the
 
effectiveness of Federal funding of mental health
 
facilities, produce the Mental Health Facilities
 
Directory and create a sampling frame for periodic sample
 
surveys of patients. These inventories include the
 
following systems:
 

111-61142&-1 .... 0 
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(1)	 Inventory of Comprehensive Community Mental 
Health Centers 

a. Description: Is conducted annually and 
covers the period from 1968 to the present. 
This inventory also includes aggregated
information on medical and demographic
characteristics of pa~ients. 

b. Disposition: Cut off file when inventory
completed and put in inactive file. Hold 5 
years and retire to the FRC. Destroy when 10 
years old. 

(2)	 Inventory of Transitional Mental Health 
Facilities 

a. Description: Is conducted biennially and 
covers the period from 1971 to the present. 
The transitional facilities consist of psy-
chiatric half-way houses and community
residences. 

b. Disposition: Same as (1) above. 

(3)	 Inventory of General Hospital Psychiatric 
Services 

a. Description: Is conducted biennially and 
covers the period from 1969 to the present. 

b. Disposition: Same as (1) above. 

(4)	 Inventory of Mental Health Facilities 

a. Description: Is conducted in association 
with the Accreditation Council for Psychiatric
Facilities and surveys mental health facil-
ities not included in the above inventories. 
This inventory is completed biennially or 
annually, depending upon the type of facility
and covers the period from 1969 to the present. 

b. Disposition: Same as (1) above. 

9. 10. 
SAMPLE	 OR ACTION	 TAKENJOB NO. 

10-694211-1 .... 0 
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(5)	 Hental Health Directory System 

a. Description: Is compiled from the above 
inventories and lists the mental health facil-
ities in the United States, the type of service,
capacity, and administrative control. It serves 
as an index for referrals and provides a 
sampling frame for patient surveys. 

b. Disposition: Same as (1) above. 

(6)	 Annual Census of Patient Characteristics System 

1(, .a. Description: Began in 1949 and became auto- , 
mated in 196'9. This annual survey of all State 
and county mental hospitals includes aggregated
information on the age, sex and diagnosis of 
patients in inpatient services. 

b. Disposition: Same as (1) above. 

Sample Survey of Patients 

a. Description: Done by Division of Biometry and
 
Epidemiology, NIMH, is usually conducted periodically on
 
a sample of admissions to a sample of mental health
 
facilities during a given month. These admissions are
 
usually followed up after a three month period to
 
determine the results of treatment. The content of the
 
surveys and the types of facilities included vary from
 
survey to survey, but they attempt to collect more
 
detailed information on the patients than the Annual
 
Census of Patient Characteristics. (See above.) Example

of the surveys conducted are as follows:
 

(1)	 Sample Survey of Additions to Inpatient Services 
in State and County Mental Hospitals 

a. Description: Is conducted periodically on 
a sample of admissions to a sample of hos-
pitals during a sample month in the year. Such 
surveys were conducted in October 1969,
November 1970, October 1972, and April 1975. 

b. Disposition: ~ftt'~ati~il /~~--- /?~ 
A£chiJTes \i'heHHO lOHger Heeded for reference ';;:'~ ~~ 
~t1FpOses. 

1&-61K211-1 Q~O 
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(2)	 Sample Survey of Inpatient Additions in Private 
Psychiatric Hospitals 

a. Description: Is conducted periodically with 
the support of the American Association of 
Private Psychiatric Hospitals. It includes all 
admissions to private hospitals during the sample
month. A sample survey was conducted in 
November 1970 and April 1975. 

b. Disposition: Same as (1) above. 

(3)	 Sample Survey of General Hospital Inpatient
Psychiatric Unit Discharges 

a. Description: Is conducted periodically by
American Hospital Association on contract with 
NIMH on a sample of discharges from a sample of 
hospitals during a sample month in the year.
Such a sample survey has been conducted in 
February 1971 and April 1975. 

b. Disposition: Same as (1) above. 

(4)	 Sample Survey of Additions to Outpatient Psy-
chiatric Services of. Clinics 

a. Description: Is conducted periodically on 
a sample of admissions to a sample of out-
patient services during'a sample month of the 
year. Sample surveys were conducted in 
October 1969, November 1970, and April 1975. 

b. Disposition: Same as (1) above. 

73 Mental Health Demographic Profile System 

a. Description: These records are accumulated in the 
Division of Biometry and Epidemiology, NIMH and relate 
demographic information with census tracts to 1500 
catchment areas in the United States to produce a mental 
health profile of the United States. Information is 
obtained from 1970 Census figures, the National Center 
for Health Statistics, and various mental health 
facilities. 

h. Disposition: g~~~~t~tfril~~n~~;:V
.~mpleteQ. Rold 10 yea~s aaG re-t.;ix.e--t:oFRC. Offer to 
JJl.e.E4onalA-1:-eMves-when~1-5_year:s_o.1<i._ 

/7~.aV ....~ 

4~~~ 
y~ 
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74	 Research Study Data 

a. Description: These data are accumulated in the
 
Division of Extramural Research Programs, NIMH, and are
 
produced by both inhouse and collaborative studies or
 
projects. All files produced by a single study or
 
project will be considered a unit. This unit may include
 
master files, summary files, valid transaction files,

print tapes, special study files and sample or subsample

files.
 

b. Disposition: BestFey 2 years following publication ,~~ ~_ 
of the results of the project or study/ .~~~ ~~~~~~~~~ ~ ~ e: ~ 7/~ 9~--'~ Y.r;V ~CC-- ~~..u-

75	 Early Cll.nic Drug ,Biometric Laboratory Information A ~ ....y ~A/ / .-:: /' ~ 

Processing ,System 

a. Description: This item refers to files produced by
 
a software package in the Division of Extramural
 
Research Programs, NIMH, referred to as ECDBLIPS.
 
Extramural researchers design their own studies including

procedures and. drugs. They select the appropriate
 
rating forms from the 46 instruments which comprise the
 
assessment battery. At the completion of the study,

the researcher sends completed forms to NIMH for scoring

and statistical analysis. A standard package of out-
put is sent to the investigator along with a set of -
punched cards containing the 'raw data.
 

b. Disposition: Disposable. All files created by this
 
software package are disposable after three months
 
following the receipt of the output package by the
 
investigator.
 

76	 Research Grants System 

a. Description: In Division of Extramural Research 
_ Programs, NIMH,	 this system provides accurate and up-to-

date programmatic data on all extramural ADAMHA research
 
grants regarding the administrative and financial
 
details. Input comes from the IMPAC system, Statistics
 
and Analysis Branch, Division of Research Grants, NIH,
 
and ADAMHA files and includes administrative data
 
such as title, investigator's name, funding, content
 
summary, diSCipline of investigator, and other spe-
cialized information.
 

b. Disposition: Disposable when superseded or obsolete. 
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77 Chan e and Social Patholo ies in Urban Areas 

Description: This extramural research grant is 
ted in the Division of Special Mental Health Pr 

The researcher is M. Harvey Brenner of the
 
HopkI s University, School of Hygience and Public
 
The pr 'ect is designed to obtain from public
 
such as the Bureau of the Census or Bureau of
 
Statisti ,statistical data on the urban eco
 

ology covering the years 1870-197
 
centrating n 1950-1970. Sources concentra
 
major cities but also cover 46 other citie. The in-
formation inc udes both economic indicato and social
 
pathology data such as information on tal disorders,
 
mortality rates homicide and impriso nt, impoverish-
ment, suicide, f i1y disorganization and isolation of
 
the eLderLy • Thr gh correlational d multiple re-
gression analyses, he study will t t the hypothesis
 
that changes in the revalence of jor urban social
 
pathologies ly related 0 changes in economic
 
indicators.
 

b. Disposition: ffer to the National
 
Archives 2 years followin final publication of the
 
results of the study.
 

78 Philadel hia Social Histo 

a. Description: research grant under
 
the direction of Theo , Associate Professor
 
of History, the Univ lvania is located
 
in the DSMHP, NIMH. collected informa-
tion on Philadelph a County during t nineteenth
 
century from the .S. Population Manu ript Census
 
Schedules of 18 , 1860, 1870 and 1880, from Pennsylvani
 

y and Society of Friends Manuscript
 
s of 1838, 1847 and 1856, om U.S.
 

Manufacturin Manuscript Census Schedules 1850 and
 
ity Business Directories of 185 and 1880,
 

e block by block routes of the Tr sportation

This vast data base is probably the argest


in machO e readable form on any American city ring the
 
c ntury and has or will produce a minimum 0 42
 

rly works in the fields of history, social
 
logy, economics, geography, and computer scie
 

Disposition: Permanent. Offer to the National
 
chives 2 years after the final publication by the
 

principal investigator of the study's results.
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79 Cognitive Development System 

a. Description: In Division of Manpower and Training
Programs, NIMH, this is a study containing word 
associations of 150 Hungarian-Americans matched with the 
associations of 150 Hungarians. While demographic
information was used in the matching process, no 
demographic information is maintained in machine-readable 
form. The sample was not random but solicited through
various Hungarian-American and Hungarian organizations 
for volunteers. 

80 

81 

b. Disposition: Dispose 2 years following the publi-
cation of the results of the study. 

ADAMHA Trainee and Training Grant Data Base 

a. Description: These records are accumulated by the 
Division of Manpower and Training Programs, NIMH. Input
data from the IMPAC system is used to update the ADAMHA 
file. File is broken by Fiscal Year. The records 
contain information from trainee and training grants 
awarded and have been taken from the training and 
trainee applications. At various times, the DMTP will 
submit additional data elements for further analysis. 

b. Disposition: Hold tapes for 2 years. Transfer to 
Federal Records Center. Destroy when 10 years old. 

Statistical Research Data on Adolescent Runaways in 
Prince Georges County, Maryland - 1962-65. 

a. Description: These records are in the form of tapes
and typewritten transcripts of information obtained by
the Mental Health Study Center, DMHSP, NIMH, from 
interviews with subject individuals and parents or 
guardians of adolescent runaways from 1962 through 1965. 
At the present time, a follow-up study using these 
records is being conducted. 

b. Disposition: Disposable when obsolete or super-
seded and no longer needed for reference purposes. 

16-&9428-1 .... 0 
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PART VI - AUDIOVISUAL RECORDS - PERHANENT AND NON-
PERl'1A T',TENT . 

82. Audiovisual Haterials (Public Information Pura -,,/ -~ ((,;
Des3ription: Audiovisual materlal rcpared for or by

ADAMHA for public information purposes. Records provide in 
formation on programs and activities of ADAMHA, and consis 
of motion picture film, still photographs, videotapes, sou 
recordings, and other materials described in General Recor s 
Sche duLe 21. ECu.L.if;: ~~ a.... ~ ~ ~ . ' )~ ~ ~(;e.~ ~~.	 7/~:1/?7. N,.C{&v~<!.fl4V	 .k.. o. Disposition: Office of Communications and Public Affair • 
Division of Scientific and Public Information (NIMH). PER-
MANEN'I'.Offer to NARS when 10 years old, or when adminis-
trative value ends, whichever is earlier. 

Estimated Annual Volume: 3 cubic feet. 
83.	 Audiovisual Haterials (Clinical and Routine Administra-

tive Pu~'poses)
 

a. Description: Audiovisual materials consisting of motion 
picture film, still photogrRphs, viaeotapes, sound recor-
dings, and other items described in General Records Sched-
ule 21. Records are used for staff training, clinical sup-
port, laboratory projects, individual treatment, and routi e 
administrative purposes. 

b. ADAMHA Institutes and Staff Offices Destroy in accor-
dance with General Records Schedule 21.
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ReVised July 1974 
Prescnbed by General Services 

Administration 
(, I'n 1~!75 (I - 57~~-387 FPMR (41 CFR) 101-11 4 

http:ECu.L.if

