
  

 

 

  
   

 

  

  

 

 

 

 

 

 

 

 

  

   

 
 

 

 

 

 

 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 

Schedule Number: NC1-090-76-05 

Some items in this schedule are either obsolete or have been superseded by new 

NARA approved records schedules. This information is accurate as of: 7/27/2023 

ACTIVE ITEMS 

These items, unless subsequently superseded, may be used by the agency to 

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

active. 

All items except those listed below are active 

SUPERSEDED AND OBSOLETE ITEMS 

The remaining items on this schedule may no longer be used to disposition records. 

They are superseded, obsolete, filing instructions, non-records, or were lined off and 

not approved at the time of scheduling. References to more recent schedules are 

provided below as a courtesy. Some items listed here may have been previously 

annotated on the schedule itself. 

Item 11a is superseded by DAA-0512-2014-0004-0061 

Item 32 is superseded by N1-511-94-002 

Item 50 is superseded by NC1-90-82-03 

Item 52 is superseded by NC1-090-78-08 #50 

Items 65a (1-5), 66a-b is superseded by NC1-090-84-03 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 
As of 7/27/2023 NC1-090-76-05 



I LEAVE BLANK 

DATE RECEIVED 

JUN 2 4 1976 
---NC 1 

JOB NO. 

90-76-5 
NOTIFICATION TO AGENCY 

•-··-----
REQUESl' fOR AUTHORITY 

TO DISPOSE OF RECORDS 
/,¥/ L~rA" (Sea ,~~truct,ons on RevNse) 

TO GENERAL SERVICES ADMINISTRATION 
NATIONAL 4.RCt!IVES .S!iD RECORDS SERVICE, WASHINGTON, DC 20408

---------------==-------------------t-------------------1 
1. FROM (AGENCY OR ESTABLISHMENTI 

In accordance with the prov1S1on, of 44 U S C J30Ja the du 
D_e~p~a_r_t_m_e_n_t_o_f_H_e_a_l_t_h_,_E_d_u_c_a_t_i_o_n_,_a_n_d_t-._1e_l_f_a_r_e_____--l posal request, including amendments, ts •pprcved except for 

2. MAJOR SUBDIVISION items that may be ,tamped "dt<posal not approm:I" o~lh 

Public Heal th Service drawn.. tn column IO 

3. MINOR SUBDIVISION 

Alcohol, Drug Abuse, and Mental Health Administration 
4 NAME OF PERSON WITH WHOM T~CONFER 5. TEL EXT 

Donald T. Taylor ( 1 ICJ\., 443-4543 
6. (;ERTIFICATE OF AGENCY REPRESENTAT\:iE 

I hereby certify that I am authomed to ael for this agency 1n m;tter.1 perta1n1ng to !he disposal of the agency's records, that the records proposed far disposal in th11 Reque,t of 
___ page(s) are not now ne«:ed for l~e business of 1h15 agency ar will not be n,eded aft,r the retention periods •~ec1hed 

£;.. 0, ~.11 
~ 0. Hess U" Dept. Records Mgmt. Officer 

I , 
Date (Signature of Agency Representative) (Title) 

9.8 DESCRIPTION OF lTEM 10.7. SAMPLE OR(With Inclusive Dates or Retention Periods) ACTION TAKENITEM NO. JOB NO 

RECORDS CONTROL SCHEDULE FOR USE BY ALCOHOL, DRUG ABUSE 
AND MENTAL HEALTH ADMINISTRATION, PUBLIC HEALTH SERVICE, 

DEPARTMENT OF HEALTH, EDUCATION, Af,"I) WELFARE 

The records described in this Records Control Schedule 
are created by the Alcohol, Drug Abuse, and Mental 
Health Administration which provides leadership, policies, 
and goals for the Federal effort designed to assure the 
treatment and rehabilitation of persons with alcohol, 
drug abuse, and mental health problems, and to prevent 
these problems. In carrying out these responsibilities, 
the ADAMHA conducts and supports research on all aspects 
of alcoholism, drug abuse, and mental health; supports 
the training of professional and paraprofessional 
personnel; develops standards and regulations for the 
delivery and quality of services, including facilities 
construction; provides technical assistance to regional, 
State, and local authorities concerning their alcoholism, 
drug abuse, and mental health programs; and provides 
information on these areas to the public and scientific 
connnunity. The ADAMHA is composed of the Office of the 
Administrator, the National Institute on Alcohol Abuse 
and Alcoholism, the National Institute on Drug Abuse, 
and the National Institute of Mental Health. 

t:7'# ....&4.r ~ ~~a:.,.e,u.~ ~/~ i;;&" . : -;,t?.J'Al~ 

~ ~ / d y..La~ ~ ~4~;xp'!~~ 

~~ : , ~~ ,PL e4~£Lc 
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t r,:. 
1
'•, r-,fu. J, 11!,,f~tr,,th..Ll l'npc __L___ 

Nrt<i.,pcJ Ard ;n , • of_paf.,.s 

RI::QUE'.ST F0;1 AU'T'1-I(UI'l '1 'I'O DISPO~~r: OF RECOED~~---Co:1Hnuation Shoot 

n8 [)[~,ChlF'l l(i'! OF ITI 11 10 
SA'lf'LE Ofl{WIT!I lhCLU,l'.'L (;,TL'.i 0,l l:[TU!Tlmi rrnfOD~} ACTION Tt-1-(lll11!Mt!O .ton r.o 

This schedule is divided into five p.:irts: 

Part Ia - Administration and Management Records describes 
record series which are created and accumulated 
in the Office of the Administrator to reflect 
the leadership, policies and goals of the 
Administration and its supervisory and co­
orc!inating responsibilities. These are 
permanent records. 

Part Ib - Adn:inistration and Management Records Fhich 
arc non-permanent. 

Part II - Program Records describes record series \rl1ich 
are creatc..-d and .'.lCCumnlo.tcd in each of the 
Institutes to reflect their missi.on in carrying 

1 
out research, training and services in their j 
respec. tivc areas o [: alccholisrn, dru~ abuE.e, 
and mental hPalth. These are permanent and 

1 
1 

non-permanent recordu. 

Part 111- Non-rccor~ rnntcrial. 

rart TV - H2chinc Re,idable Records. These are permanent 
and non-p0rmaaent records. 

pC'n'la;1c,1t ~"ncl non-permanent rccorcl:-c-. SJ~U ls 
oq;an1.;;c1t i ,1n2lly a p,.rt of lHl:Il. 

The E.rS de>cE, not include\ rcconls for uluc.h diE,posit1.on 
instrllctJ 0,1s arc· av:1 i.L:ib le in GC?nt'rol Records Schedules, 
excc1)l l>y rcfprcnce, d1ere ncccss;:iry. 

Any fj_le systcsn not 1 istc:cl on this sclicclule is not 
au tl10 ri7.cd for d ispo•,d l. 

?arti -rrr - .r'\:_1 ~1-oJl:;1_,.11_ :lr!cords. 711c!]e a:"c· 0•~1- ..._:111,~r..t 2:1d 

q::,~:-,.).;•r,, .."r~enr.. r'('r:or ~s. 

Part V 

https://1-oJl:;1_,.11
https://diE,posit1.on
https://missi.on
https://RI::QUE'.ST


Standard Form No. 1115a 
Promulgated l)-1-49 by 
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of..li_pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7. 
ITEM NO. 

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

9 
SAMPLE OR 

JOB NO. 

10 
ACTION TAKEN 

PART Ia - ADMINISTRATION AND MANAGEMENT RECORDS - PERMANENT 

1 

These records are accumulated in staff offices of the 
Administrator, ADAMHA, and reflect the leadership, goals, 
and program management of the ADAMHA and 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, OAM, 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. DMP - Transfer a complete 
official set of ADM-IBA organization 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. 

r- -plu, badll<Wlr, origi.,aol, to bo ...i.-Jttacl to the N&tioaal Arclalvec 
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etandanl Forni No. Ulla 
P;omulpttd ll-1-i!l by
Ocnrral Servi= Adm1nutral.lon Job No. _____ Page _..;..4__Tbe Na.Uouel Arcblve1 

of _)..L._ pages 

REQUFST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

9.1. 8 DESCRIPTION OF ITEM 10.
Sl'jMPLE ORITEM NO. (WrrH INCLUSIVE DATES OR RE:TDCTI~ 1'£RIODS) ACTION TAKENJOB NO 

Issuance Management Files 

a. Description: 1~ese files are the historical 
record of the ADAMHA Issuance System (ADAMHA Manage­
ment Manual), and are accumulated in the Division 
of Management Policy, OAM. They include record and 
reference sets of issuances and the background materi 
which supports the issuance. 

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

Disposition: Permanent. DMP 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 ADM-IBA :Management :Manual and become the 
background material for the issuance/delegation. 
~ ding ta wheta.eF reee-Fd. or ret'.c-r~..t;.e.r-4-a.-b-

Disposition: rffe~:'?wiff:_k'Wf1~~~1@]:--;:r,~F-t:--e-E--1:-hre­
•r~e r-ioe-~er-ea&e-set-of-issua.nc.es.. 

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. DMP - retain for reference 
as long as necessary and then destroy. 

r_,. eaplp, laclud.l.og original, to ba au.lmuHed lo Lb• NalionGI &clahree 

https://laclud.l.og
https://r-ioe-~er-ea&e-set-of-issua.nc.es
https://wheta.eF
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REOUF.ST FOR AUTHORITY TO DISPOSE OF RECORDS-Continua.lion Sheet 

7. 
rrEM NO. 

8 DESCRIPTION OF ITEM 
(WITH INCLUSIVE DATES OR RETDCTION PERIOOS) 

9 
SAMPLE OR 

JOB NO. 

10. 
ACTION TAKEN 

3 Public Affairs Administration Files 

a. Description: These files are accumulated in the 
Office of Cormnunications 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 publication
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. 

. 
s, 

4 ADAMHA NEWS Files 

a. Description: These files consist of an historical 
record of the ADAMHA house organ, ADAMHA NEWS, published 
since the creation of ADAfIBA and the preceding NIMH. 
house organ, MENTAL HEALTH MATTERS. 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, draftsi 
art work, etc. May be destroyed when no longer needed. 

ADAfffiA Institutes 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. 

Fear copie•, fad1u!u•11 Drlll'Ulal, lo be .,.Jmdtted. to the Hatioo,.al A:rcbhru 10-51H2&-J UPO 

https://Hatioo,.al
https://REOUF.ST
https://Btn:ndO.Nl
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7. 
ITEM NO. 

6 

9.B DESCRIPTION OF ITEM 10
,5AMPLE OR(WITH INCLUSIVE DATES OR RETEKTION PEIIIOOS) ACTION TAJCEtjJOB NO 

ADAMHA Legislative History Files 

a. Description: Individual case histories on each ADAMlli 
bill and directly-related legislation; includes suannaries 
of the law, copies of all pertinent bill reports; hearingi, 
testimony, opposing views and opinions, and related 
materials from the ADAMHA, the Department, 0MB, 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: ~ena;i.nOQ.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 terminat~s. 0ffer to National Archi1r•es 'J/ 
.:when 10-years old. ~fi-~7" c:d~ / 0 1 

7 "°' ":' - "'--!'.:.. - .... 

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

ADAMHA Five Year Forward Plan Files 

a. Description: Files contain guidelines, procedures ani~ 
definitions of issues necessary to develop the ADAM.HA 
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 ADAffrIA. Draft papers are mainteined by FY of Plan, 
along with the final ADAHHA Forward Plan. 

b. Disposition: Permanent. OPPE - Cut off at end of FY 
of Plan and retain in active files for 2 years thereafter 'Ttansfer to FRC when 
Offer 1 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. 

r.- ooplu, !Aclud.inv orlaiDal, to.,. -1,mltted lo the l!lo.lioacd Jbc:bl,ru 
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7 
ITEM NO. 

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

9. 
SAMPLE OR 

JOB NO 

10. 
ACTION TAKEN 

] Regional Office Work Program Files 

a. Description: Work plans (based on ADAMHA Forward Pla
on regionalized basis, maintained as a subpart to the 
ADAMHA Forward Plan activities. Includes correspondence 
with Regional Offices, ORO/PHS, and other ADAMHA and PHS 
components regarding development of the ,.Regional Office 
Work .Plan, as .well as modifications a;,.,~::.t•.ther input from 
Regional Offices. 

b. Disposition: OPC - Cut off at end of FY and retain i1 
active files for 2 years thereafter. v,utfer l 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 needei
for reference. 

1) 

-Tra 
whe 

~ 

1s fer to FRC 
l 5 yrs. 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.J and copies of 
correspondence on filing of cormnittee 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 La~s, Department Regulations, 
and ONB Circul~rs relating to. implementation of the 
Federal Advisory Committee Act. 

F....,. eopi.., Including od1PAal, to bo ...i..u!HN lo IJr.• llulioAal Azchivea 



StandlLl'll Fonn No. UIS& 
Vromul~ated ~1-10 by 
(lcnrml Scnlccs AdmlnbtmUon Job No. _____ Paga_=8__Tho N1t!onal Archl-.,e9 

of ...l!_ pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

1. 
ITTM NO. 

10 

11 

8 DESCRIPTION OF ITEM 
(WrTH INCLUSIVE OATES OR RETE:NT!OH PERIODS) 

b. Disposition: ~ ACMO - Maintain in active 
files area until Council or 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. 

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. 

9 
SAMPLE OR 

JOB NO. 

Files contain copy of charter, membership records, 
invitations, miaorities, agendas, and related corres-
pondence. Jn//J&-~4:,J 

, - .. -· ~-- -~./. m~ p-..,....~ 
b. Disposition: Permanent. OPC hold in active files 
until membership completed or terminated. Retire to 
FRC every 3 years or sooner bf volume warrants. Offer 

~I),.:~ --"-, 

10. 
ACTION TAK!::N 

d.,,,lt,,;ZZ;;-r. .,, 

to National Arc~~es O~~Ye~~~ .,&/..3!' = -p- µ//4L-e,1; 1f y'e!A4 if 

Administrator's cf?"&rrcfe~~ ~~~~ ~- ~,::z::i(.,i<'//~-

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. 

~ 

l'0111' ooplaa, J.adading orlg!a.,J, to be sahmittod to tho N..tlcnal lbddva 
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Conlinualion Sheet 

7. 
ITEM NO 

12 

13 

14 

9.8 DESCRIPTION OF ITEM 10.
SAHPLE OR(WITH INCLUSIVE DATES OR RETENTION PERIODS) ACTION TAKENJOB NO 

PART lb - ADMINISTRATION AND MANAGEMENT RECORDS 
NON- PERJ>Lo\NENT 

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 HEW 398, 
Request for Forms Action, and HEW 26, ADAMHA Printing , /J A VJ2. ..../4/4 
Requisition. /, ~~ ~ ,/ ..L.~ '/7,.?>n~/-. rr ~/;;e H.c:.,-

;?vl4--?-c.,.,~, ~#...M.-- ~,,,,.- ,,<,/~./' ~ ,/,, y~.,A/ ~~-
b. Dispositiono(.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 is 
obsolete or superseded. 

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'·s old. D,stroy SF-13_ 

~hen no longer needed for administrative purposes. 
ADAMHA Institutes and Staff Offices - Destroy duplicate 
and reference material when superseded or obsolete. 

Reports Management 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. 

rou- eopf.., laclacling orls,I.Dol, to be IIIUhmlHed. lo U.e National Al'chlv-. 16-690$-1 IIPO 
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9.B DESCRIPTION OF ITEM7 10.
SAMPLE OR(WITH INCLUSIVE DATES OR RETENTION PERIODS)ITEM NO. ACTION TAKENJOB NO 

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, 

..! and related correspondence. 1Cut off file when superseded 
1isposition: 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 ADAffHA organizational structure, operating 
pro~edures, 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. When no longer needed, retire to FRC, if 
volume warrants, and destroy when 5 years old. 

ADAfIBA Budget Preparation and Execution Files16 

a. Description: Records doclJIIlenting 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, DREW, 0MB and 
subsequently to the Congress. Since this process is a 
continuous 3-year effort, documents must go through 
3 years minimUID as to formulation, executiqn and 
obligating documents. Contain budget estimates, appro­
priations, narrative statements and related corres­
pondence. 
Disposition: 

b./ 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. 

l'cna Npiu, mch,cling original, to be ruJ..miHN to tlae Nalional Jbchlvu 111-6-1 GPO 

https://NaUO".J.81
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7. 
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(WITH INCLUSIVE DATES OR RITE!ITIOH PERIODS) 

9. 
SAMPLE OR 

JOB NO 

10 
ACTION TAKEN 

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.ductivity indexes 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 b~dgetary requirements and 
justify position increases to DHEW and 0MB. 

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

18 Manpower Studies and Survey Working Files 

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 forergn 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 
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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, ADAfffiA files may contain background materials 
not duplicated at other levels. 

b. Disposition: IAU - 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. 

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 correspondenC4 
initiated by Accounting Branch, receipts for checks trans 
mitted to HSA for deposit to ADAMHA account, instructions 
and information pertinent to the ADAfffiA commitment system 
and correspondence and instructions from RSA. Dispositio1
Maintain in current files for ready reference. Destroy 
when superseded or obsolete. 

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

: 
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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, U, 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, U, OS, and S correspondence 
controlled through the Executive Secretariat 
for either direct reply or for signature of 
ASH, U, OS, ors. 

(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. 

Equal Employment Opportunity (EEO) Administrative Files 

a. Description: These files document the administration 
of the ADAMHA 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, 16-point 
Spanish-speaking coordination files, and related corres­
pondence. Case files are covered in General Records 
Schedule /11. 

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. 

9 10.
SAMPLE OR ACTION TAKENJOB NO 
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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•IT 
when 10 years old. 

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

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, hardware, 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. 
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8 DESCRIPTION OF ITEM 
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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. 

~~ ~zZ..; ,,u.L~a
b. Disposition: DCS - ~peeifie data sy~-erd-s 
should--b e---h-e-lcl--,5 ➔sa rs in the curreat:-H±es-a-rea-and-

-,~~d, Systems ~i-e-h-t-he rel:a-t--ed 
magn.etie tape data is authorized for blanking shoolr 
he destreyed at the time the final magnetic Eape 
r-Q.Gard produced by the system -has~.been--bl-a-E.k:ed. 

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. 

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-516, 
quarterly and annual ADAMHA safety reports, copies of 
CA-1, CA-2, and related documents submitted to the 
Bureau of Workmen's 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. 

ADAMHA Institutes and Staff Offices - Destroy when 2 year~ 
old, Earlier disposal is authorized. 

9 
SAMPLE OR 

JOB NO 

k6 

10 
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Energy Conservation Files 

a. Description: These files consist of 0MB directives, 
PHS reports and correspondence dealing with energy 
conservation - gas, motor pool, mail, etc. handled by the 
ADAf1HA Energy Conservation Coordinator, DGS, OAM. 

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

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

ADAffHA 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 ADMIBA 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, 

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

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: AAERP and DGCM - Retain in active files 
area for ready reference. Destroy when superseded or 
no longer need~d for reference purposes. 
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PART II PROGRAM 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, NIAAA, 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. 

Grants Administration and Management 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. ADAfffIA 
Institutes are the office of record for all ADAffHA 
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. 

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. 10 
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 

Disposition: ~~or all except final report, cut off file 
after termination of support and final audit and put in 
inactive file; hold ~ears; tran~.J.er to FRC; and destroy 
when 6 years old~' A c~~(inal 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 CMHC or other faciltty and fina 
audit. Hold 2 years and transfer to FRC. Destroy when 
13 years old. 

F. Forreula 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. 
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B DESCRl?TION OF' ITEM 
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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. 

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. 

Grants History Card Files 

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

b. Disposition: Destroy when 20 years old. 

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. 

9. ID 
SAMPLE OR ACTION TAKENJOB NO. 
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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. 

Initial Review Group (IRG) Records34 

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: EX.SECS - 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 co1Illllittees. 
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. 
Destroy when 3 years 9;}:jl. L /? -"~ • ~ ,,,YrhU~dt:Q /-':'~,F?A-<~-e:r.;; ~/~ /,, 
..fl.a~..L~ ,.~~..-I'~ ., -,;,,(~~ ~~ --3 y/4'.f..

36 Gon-t"racts A-i:l'min stration and ~nagemenf ""Files'-· tJ. 
';;eJ,u16'-. 

v-/~a. Description: These records are accumulated in the 
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 .. 
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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. Corrnnents 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 consist of progrs~ 
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. 
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B. Project Case Files (/',?;;IG- fe~ - /..,e~a,.,.:ra, 0~~..J 
~ _:Pa,t.Z' .LG). 

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 
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. 
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D. Evaluation Files 

a. Description: These records relate to the origin, 
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. 

~G?. Extramural Research, Services and Training Program Record5 

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. 
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10. 
ACTION T AKrn 

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, ~'l:lfteR earrls, tabulations, and annual 
and special statistical reports presenting data on the 
alcoholic, drug abuser and mentally ill population. T~u,,) 
ma,&4~ - ~aca- ,/,· U.,z.. ~ ? ~ L ~ -
b. 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. 

Patient Records 

a. Description: Medical and Administrative records of 
all patients admitted to Nl}lli Clinical 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. 

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

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. 

b. 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. 

r•- eop1.., Jada.di.ag origiaal, to be nal,m.llt&d. la the :Nal:loaal &chi-vu 
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(>'IITH l~CLL'Si',E DATES O'l P.ITEIITION PE:P'OY.i) 

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. Disposition - Permanent: NINH 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. 

Files pertaining to manuscripts, clearances and printing 
are covered in General Records Schedule 13. 

Aud-:i:o-Vi·sua·L-and Exhibits Files 

a. Description: These records are accumulated in NI}lli, 
the Institute that perforns these services for the other 
Institutes and the OA. They include e:-:hi.bits, graphic 
designs, pre-publication cleorance record of all ADAHH.A 
publication covers, and ot11er Pw.terials documenting the 
production and execution of AD,\l-!HA 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. 

/.
b. _pisposition - Perrranent-: Transfer significant 

9 
10

SM,1PLE OR 
ACTIO:-l lAhENJOB l<O 

artw~rk_to an ADN[}L~ I:xhibits _Production,r..e\~T,<l,,_-~ef> _,,,.,,.._-,,- ___ ,,--;_;,,.,;,.:, , ,~.(.,_ 

Retain in current files. are2 tor 5 years, then-0-1:--f-et:--1=0 
t-he--Na-tion-al---Arc-h--iveS-;:-;,· All other files and exhibits _, 

,

m~terials: retain in current files area for 5 years 
after presentation for reference or re-use purposes, then 
deslroy . 

• ;i;'i'}~: Ex:1 i..:)i Ls 1-Jh JC h >1-..r p ~1 i.;-..1-~ 7_-,_~ ~) i ·:1. l_ f lG~:1t h 1:, r_,o ri ~;l ~ 
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48 

49 

; 

8 DESCRIPTION OF ITEM 
(WITH IHCLUSIVE DATES OR RETEl(TIOH l'DUOllS) 

Institute Executive Secretariat Files 

a. Description: These records accumulate in the 
Executive Secretariat of each Institute and consist of 
Congressional and public inquiries, other contr8lled 
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. 
control forms when 1 year old. 

Destroy 

Mental Health Facilities Survey Files 

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

in NIMH 
Records 
dealing 

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. Working 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 Instttute's interest in 
biometry and epidemiology. Files consist of special 
s~udies relating to survey of physicians, psychiatric 

9 10.
SAMPLE OR 

JOB NO ACTION TAKEN 
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51 

52 

(WITH INCLUSIVE DATES OR RETEITTJON PERIOOS) 

case registers, insurance-related studies, program 
evaluation, epidemiological and demographic studies, 
and miscellaneous analyses related to Institute programs. 
Records include ~unehea cards, magnetic tap-e-, machine'""' 
runs, correspondence and reports. / faA.,,- ~u-~ -

~ I /2 ,Au_.?- /1?./..--&" O?)
b. .Disposition: ~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 

a. Description: These are plans submitted annually by 
the various State health authorities which describe what 
the State proposes to do in each proposed Q-fHC 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. 

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. 

MR Study Center Files 

A. Medical Records Files 

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

~MPLE OR ACTION TAKENJOB NO 

a ~~ 
~~~ _r-,,,, =.1 
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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 docmnents, schedules of 
research, studies, and related correspondence and 
material. 

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

9 10
SAMPLE OR ACTION TAKENJOB NO 
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PART III - ADA.~ NON-RECORD MATERIALS 

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

Disposition: 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 1 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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9 
SAMPLE OR 
'JOB NO 

10 
ACTION TAKEN 

Disposition: The owner should take this material with 
him when he departs the office on a permanent basis, 
otherwise destroy when owner permanently departs. 

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) Memoranda 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. 
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8. DESCRIPTION OF ITEM 
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PART IV - ADAMHA MACHINE READABLE RECORDS 

Research Training Support Tables 

a. Description: These records contain data covering 
ADAMHA trainee, fellowship, and stipends for management 
uses. The input comes from Form 2271, grant applications, 
and additional ADAMHA 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, ADAMHA. 
It edits all ADAMHA grant information to detect and 
eliminate errors. This error-free ADAMHA 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. 

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 ADAMHA 
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. 

9. 10.
SAMPLE OR ACTION TAKENJOB NO 
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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. 

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 NI.AAA 
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 reco1I1111endations, and policy 
decisions. 

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. 

r- oap1a, 1ac1...uav onguaaJ, 1o 11e nbmilt.. 1o Uae x.11oaa1 JlscW•• 10-61142&-l aPO 

64 

https://REOUF.sT


• • 33 

65 

'JtaDda.rd. Form. No. 115.11. 
?romulgated lH-49 by
Jenera! Services AdmlnlstraUon Job No. _____ Page
rbe National Archives 

of __ pa.ges 

REOUFST FOR AUTHORITY TO DISPO~E OF RECORDS-Continuation Sheet 

9.8 DESCRIPTION OF ITEM 10.7. 
SAMPLE OR(WITH INCLUSIVE DATES OR RETENTION PERIODS) ACTION TAKENITEM NO. JOB NO 

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

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 (HUD). 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 ca.n 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. 
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(4) Client Flow Summary Report file contains a clien1 
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~ ~ r;J .a-#~~~ 
Disposition: Permanent. Offer annually ,e,o~t:he-..; 
)ietional 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. 

67 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. 
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68 National Clearinghouse for Drug Abuse Information System 

a. Description: In the Office of Connnunications 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. 

National Clearinghouse for Mental Health Information69 

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. 

Directory of Mental Health Resources in the Washington,70 
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. 

Inventories of Mental Health Facilities71 

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: 
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(1) 

(2) 

(3) 

(4) 

Inventory of Comprehensive Connnunity 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. 

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. 

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. 

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. 
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(5) Mental 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 

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, Nilffi, 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: ~fff~t~.d ~~-- //~ 
Al:chives when ao longer 'fl:eeded for reference ' -;JI"',,r;Z-1./ ~~ 

1n:1:rposes. 
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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. 

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. 

b. Disposition: pf~~~~~t~lffii~:Cn~~;:v 
-~mpletea. Hold 10 yea:rs aad re-ti.¼e--t:o F'RC. Offer to 
:r»e-aonal A-i:-eMves-when-1-5-y.ear:s_o_ld._._ 

/7~ ~Y., ..:?.c y~ 
4...Pl-~~ 
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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: Bestrey- 2 years following publication 

9. 10.
SAMPLE OR ACTION TAKENJOB NO 

. /,i:4- ~~;;,­

of the results of the project or study.) -~~/r ,1r--//.:,-7::, ---.,,,..-~ 
~ ~ ~ ;/'/~ 9~--,~ ,,cu./ ~ ~&C- ,,U.tU;.d4-
Early Clinic Drug .,Biometric Laboratory Information - ,.. _-,- -y ,,;PA.,,,/ ~.; "',/"'~ 

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. 

Research Grants System 

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

date progrannnatic 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 df investigator, and other spe­
cialized information. 

b. Disposition: Disposable when superseded or obsolete. 

l&-61Ml111-l Cl~O 
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Chane and Social Patholo ies in Urban 

the 

eco 

Areas 

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

The researcher is M. Harvey Brenner of 
Hopkk 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 

, statistical data on the urban 
social pa 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 indicate and social 
pathology data such as information on tal disorders, 
mortality rates homicide and impriso nt, impoverish­
ment, suicide, f ily disorganization and isolation of 
the elde,rly. Thr gh correlational d multiple re­
gression analyses, he study will t t the hypothesis 
that changes in the revalence of jar urban social 
pathologies ly related o changes in economic 
indicators. 

Philadel hia Social Histo 

fferb. Disposition: to the National 
Archives 2 years final publication of the 
results of the study. 

a. Description: research grant under 
the direction of Theo Associate Professor 
of History, the Univ lvania is located 
in the DSMHP, NIMH. e project 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 
Census Schedu s of 1838, 1847 and 1856, om U.S. 
Manufacturin Manuscript Census Schedules 1850 and 

9. 10.
SAMPLE OR ACTION TAKENJOB HO 

, 

ity Business Directories of 185 and 1880, 
e block by block routes of the Tr sportation 

This vast data base is probably the argest 
e readable form on any American city ring the 

c ntury and has or will produce a minimum a 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. 

r- oo,,lu, lacllldbag odtriaal, to N nJamBtecl 19 tit.• lfalllmal Al'Dld,,... l&-611US-l QIPO 

https://REOUF.ST


41 
Standard Form No. 1158. 
Promnlgated 9-1-19 by
:Jeneml Services Admlrustmtlon Job No. _____ Pagerhe Na.Uonal Archives • of __pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7 
ITEM NO. 
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8 DESCRIPTION OF ITEM 
(WITH INCLUSIVE DATES OR RETEHTJOfl PERIODS) 

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. 

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. Tranrler 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. 

9. 
SAMPLE OR 

JOB NO 

10. 
ACTION TAKEN 
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7. 
ITEM NO 

82. 

9 
108 DESCRIPTION OF ITEM SAMPLE OR 

ACTION TAKEN(With Inclusive Dates or Retention Periods) JOB NO 

PART VI - AIJDIOVISU AL RECORDS - PERMANENT AND NON-
PERMANENT • 

Audiovisual Materials (Public Information Pur 
d ,,,./ ~ - tt.· ~ 

/ De~ription: Audio~al material~ ropared for or by 
ADAMHA for public information purposes. Records provide in 
formation on programs and activities of ADAMHA, and consis 
of motion picture fibn, still photographs, videotapes, sou 
recordings, and other materials described in General Recor s 
Sc_hedule 21. ~ .~--' ~~ ~ ~ ~~ .. )
t¥1'_· ~ o-..cl~~~- (~ U~~"'"" 7/.-i.2/?71 1'/, e . .k., 
o. Disposition: Office of Co!llllDJ.nications and Public A.ffair. 
Division of Scientific and Public Information (NIMH). PER.­
MANEN'l'. Offer to NARS when 10 years old, or when adminis­
trative value ends, whichever is earlier. 

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

tive Pu:rposes) 

a. Description: Audiovisual materials consisting of motion 
picture film, still photographs, vicleotapes, sound recor­
dings, and other items described in General Records Sched­
ule 21. Records are used for staff training, clinical 5Up­
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. 

115-203 Four copies, Including original, to be submitted to the National Archives STANDARD FORM 115-A 
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Donald T. Taylor, Directot, Division of. /

Management Policy, Office of Administrative 
Management, ADN-ffiA, PHS , DH EW 

Jo~'fph R) Leone, D~rector, Office of 
Administrative I-1.:inagement, Alcohol, Drug 
Abuse, and Hental Health Administration, 
PBS, DHEW 

~OVJ ,vd_, ;,1),-:J,,lf"-" ,,w___, 
Howard Walden,an, Public Health Division, 
Office of the General Counsel, DlID-J 

Foll.I' C<>ploa, lncludn•11 orlglnul, to l,o nd,n,illoJ to the Na4o041.I A..-.hlvc• 




