
  

 

 

  
   

 

  

  

 

 

 

 

 

 

 

 

  

   

 
 

 

 

 

 

 

 

 

 

 

 

 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 

Schedule Number: NC1-090-78-01 

Some items in this schedule are either obsolete or have been superseded by new 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These items, unless subsequently superseded, may be used by the agency to 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SUPERSEDED AND OBSOLETE ITEMS 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They are superseded, obsolete, filing instructions, non-records, or were lined off and 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. 

Items 1, 53, 73 are superseded by N1-442-09-001 Bucket 1 

Items 32, 34, 35, 37, 39, 45, 46, 52, 54, 57, 58, 60, 63, 67, 68, 70, 71, 82, 87, 88, 91, 93, 94, 98-100, 103, 

104 are superseded by N1-442-09-001 Bucket 2 

Items 2, 33, 38-43, 47, 49, 55, 59, 62, 66, 69, 70, 72, 75-77, 79, 83, 84, 86, 92, 95-97 are superseded by 

N1-442-09-001 Bucket 3 

Items 35, 39, 44, 48, 50, 51, 56, 59, 61, 65, 68, 80, 81, 85, 89, 90 are superseded by N1-442-09-001 

Bucket 4 

Item 4 is superseded by GRS 12 #5a (DAA-GRS-2016-0012-0002) 

Item 16 is superseded by GRS 11 #4 (DAA-GRS-2017-0006-0016) 

Item 64 is superseded by N1-442-02-002 

Item 70 is superseded by NC1-90-78-03(B) 

Item 74 is superseded by N1-442-90-004 #1a 

Item 110 is superseded by GRS 1 #30b (DAA-GRS-2018-0002-0006) 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 
As of 7/27/2023 NC1-090-78-01 
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Page L of -~Opages 

... I LEAVE BLANK 
REQUEST FOK AUTHORITY 4 

TO DISPOSE OF RECORDS 
---------1~::'Clvlrn 09CT019~,:o8i-~-1----11 

_______(See lnslruct,on< on RevuH) 

TO GE.NERAL SERVICES ADMINISTRATl~N n _f _ 
N,HICNAL ARCHIVES AND RECORDS SE1''IICE, WASHINGTON, DC 20403 r:CTlFICATlON TO AGENCY 

;:--fR-0-M-(,,.-G-ENCYO R EST All LISHMENTJ --------- • ---+--------------------1 
j

th "De:partnent of Health, Education and Welfare In ,ccc,d•nc, Willi prcv.sion, of 44 USC 330)1 !ho d11 I 
1 _ ______ _ _______________________________. pcrs.11 re-qu~t 1ncluJ1ni Imenoments. 1s •~proved uce~t fer , 

tfem1 that mar be shmpeJ • 1,,pos1I not 1ppro,.ie,d'* or '11,•1h 
dr ■wn" In column 10 

2. 1,'AJOR SUBDIVISION 

Public Health Service
------------------------------1 
J. MINOR 'SUBDIVISION 

Center for Disease Control -------------------------~-------~ 4. NAME OF PERSO'I \'11TH WHOM TO CONFER S. TEL EXT. 

Sara S. Owens __:._?_-_4'1_~-~~-3-7_7_23_ __,}· 1.7 -
(Dale)Ii. CERTIFICATE OF AGEr-iCY REPRESENTATIVE 

7c?'~~~~:n.111..161~ 
Arch,v,sl of the Un,red Slates 

I hu1b1 cert1f1 1h31 I am 1uthorued lo 1ct for lh,s 1genty in matter, p,rt.,n,ng ta lhe di,poul cl I~• agency , ,ecord, lh,t the record, prc;,o,ed for d•spoul ,n tt,11 R•~uesr of 
--6()-- p1,ie(1,) 1r1 riot rlJ"' needed for th& busmes~ of t~us lienc:y or «iii not b1 neelltd after the. rtte,.,tlon ~er1ods '!lifl'tc1fled 

J. ~·& 
ssell o. Hess Dept. Records Mgt. Officer 

(Title) 

7. 8. DESCRIPTION Of' ITEM 9. j 10 
ITEM NO. (With Inclusive Oates or Retcnt,on_P_e_r,o_d_s_)________

;--f
~~:L~0~S i,enc« mm 

The Center for Disease Control provides leadership and 

direction to programs and activities designed to improve I 
the health of the people of the United States by prevent-

ing or controlling diseases, improving laboratory 

performance, and assuring safe dnd healthful working 

conditions for all working people. 

To these ends, the Center for Disease Control: 

(1) Maintains active surveillance of diseases through 

epidemiologic and laboratory investi?,ations and the 

collection, analysis, and distribution of dat2 related to 

preventable diseases and conditions; (2) undertakes 

measures designed to prevent the importation or spread 

of communicable diseases from fo~eign countries 

United States or its territories; (3) 

in the control and prevention of diseases, including 



1 10 

u,n'11ltl Forn, No. 1111-A 
'r'f!!•..J :,..'JVf'rnh,r ) 11\I 
, .,....... ,,..,~~J by 0, 111 rnt .:,c-n1cr, A<1mtnl,Hr•tloa Job No.------

, « ll\-lt,l 
;...._,, .l-AA 

' 
REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

ITEM NO 
e O[SCl11PTION OF ITEIII 

(W1r>1 tltCLLSIVE DATES OR RU[ltllQN rca1oos1 

environmentally induced human health probl~ms; and 

provides epidemic aid to States an~,comrnunities upon 

the request of appropriate health authorities; 

(4) maintains surveillance of the immunization status of 

.the population; (S) develops through investigations, 

studies, and research, new or improved standards and 

methods for the diagnosis, treatment, prevention, or 

control of communicable and vector-borne diseases and 

other preventable conditions; and upgrades the 

performance of health workers engaged in prevention 

and control activities; (6) conducts a national program 

for improving the performance of clinical laboratories; 

(7) administers a nationwide program of professional 

and public information and education in the field of 

smoking and health; (8) administers a national program 

to develop and establish recommended occupational safety 

and health standards to assure safe and healthful working 

conditions for every working person; (9) provides 

consultation to, and participates with, other nations 

and international agencies in the eradication or control 

of communicable diseases and other preventable conditions. 

9 
',,\Mrll 0~ A(IION IAl<.FN

IOUNO 



,n,\f'I.,,) }~•lr'fll 'i•>. IJ.S-A 
• • .. , '•.• •~ il t,,., a,.,,, 

f1 .... : t, tJ. n,,al :;:,cr11,t1 \•11n,.o.l1tralt0-a ~ 
o, n, 1 ) IY•luol 
, 11:.-:l:J 

,REQUEST FOR AUTHORITY TO D[!3POSE or RCCORDS-Continualion Sh~d 

• Job No. ______ 

~--........-:-------------------------------------....:____ 

1. 

8 D['.:CRIPllC'N Of ITEM Ill
',AMPL[' OR(Wil>l l"CLUSIV( 0ATCS OR fl(r(>tl10~ PERIOOSI ACIIO~ IAIU.NJOU liO.------------------------""------------ - ______,_______ 

ADMINISTRATIVE AND SUPPORT SERVICES 

Administrative and Technical SubjecS,Files 

Files containing routine ad~inistrative, correspondence, 

and technical information regarding diseases, programs, 

budget and appropriations, training, legislation, 

associations, societies, copies of international travel 

plans, and related subjects. 

Authorized Disposition: 

Transfer to the Federal Records Center (FRC) when 

2 years old. Destroy when 5 years old. 

Exceotion: 

The Central America Research Station shall destroy 

docu~ents when 7 years old. Do not transfer to 

Federal Records Center. 



------------------------ - ----------

, r,r..- ... J J \lrn1tAI .::.Cr11(('1 \'11/HOlJl/!IIUOQ ., 

, , flrc l-1\-11,S , 
11:.--lJl 

REQUEST FOR AUTh--JRITY TO DISPOSE OF RECORL~ --Conli:n1ation Shttt1l 

! (\(::,CA !PT 1011 or II ( \.I 

(W1lH l>-CluS&vE 0AllS OR A(l[-.110". P!Rl<)O'S) 

Budget Preparation, Presentation, and Administration 
Files 

2. 

.,/

Consists of correspon<lence, drafts;·budget schedules , 

relating to agency long-range, ftulti-year, or no-year 

budget submissions; supporting narrative justifications, 

supporting budget and program data or analysis, warrants, 

apportion.~ents and reapportionments, budget, operating, 

obligation, outlay, travel, and other special plans; 

d.'Jcwr.ents related to c"a•ngressional hearings, and related 

schedules and data. NOTE: Formal budget data is sub-

nitted through PHS. 

Authorized Disposition: 

Transfer to the FRC 3 years after close of FY covered by 

/,5"
budget. Des troy when~ years old. 

3. Budget Preparation ~orking Files 
l 

Files accuraulated by various programs in the preparation 

and clearance of annual budget estimates. Included are 

preliminary estimates, feeder reports, and related 

background material. 

Authorized Disposition: 

Destroy 5 years after the close of the fiscal year 

covered by the budget. 

9 
•;,H•l'L( Oil 

AC 11011'" I AN.fltJOU NO 
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HEQU:CST FOR J..Uh-s0RITY 'r'O DISPOSE or RECOR1. -Conti:rnution Sho-at 

1. 
I IT 4 NO 

4. 

5. 

6. 

a C'l~£RIPIIQN OF ll(\I Ill
',AMf'l[O" 

JOtl HO 
'(',~<fr< l-...::U.1'.<H OAHS C~ RU(~T•O" PC~...:>OSI AC IIO't I A.i.r,"1 

Certified and Reeistered Mail Records 

Receipts, registers, and other documentation of incoming __/ 

and outgoing certified and ~egistered mail. 

Authorized Disposition: 

De:!tro, •,ihen 3 yeat·s old, -~ 

Claims Files 

Claics by and against the Government, including records 

from original re?vrt to final adjudication, covering 

property damage or personal injury as a result of the 

use of equipment, ve~icles, sprays, poisons, and related 

material. 

tutto=izet Disposit!ori: 

Transfer to the FRC 5 years after settlement and destroy 

) . 
10 yea~s thereafter. 

Co~nunications Records 

Docunents relating to intercity voice network for 

trans~ission of data by facsimile, Magnetic tape, card 

transceiver, and similar terminal equipment. 

AuthorLzed Disposition: 

Transfer to the FRC 2 years after equipment has been 

disconnected, and destroy 3 ye~rs thereafter. 
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' 

REQUF.ST FOR AU.ITY 70 D12POSE or ·ni:coRr 

· ,(\l 1,0. 

7. 

8. 

1! 0(-:;t:A!PflON OF ll(M 
•:A"4rl(QR(Wlf>l lhClU~lv( C~lCS OR RCIP<l10~ P[R~D-S) J.C I tO'• '" I J.Kf,'tJOU HO 

- -----------·-
Congrcs~lonal Correspondence 

Correspondence between Congressmen and the Center for 

Disease Control. These files consi~f of incoming 

correspondence, notes used in the replies, clearances, 

and supporting documents, The office of record is the 

responding office. 

Authorized Dispositions: 

a. Office of Record. PeYffiOM9Rt, Transfer to the FRC 
when 5 years old and effct to t?te ,fational Ard'li.ves 
t-.zl;ign, "0 ;'93.H 014, C(2~~ ,,u/ ~.A- / t:J /..L~.&~,.,.,.,_... 

~L. 
Current accuwulation: 10.0 cubic feet 
~nnual accumulation: 1.5 cubic feet 
Filing arrange~ent: Chronological 

b. All Other Offices. Transfer to the FRC when 2 years 
old and destroy when 7 years old. 

Correspondence (General) 

Correspondence giving general information, replying to 

complaints and requests for information, referring 

inquiries elsewhera, making routine arrangements for 

speeches and meetings, forwarding publications, 

acknowledging letters or publications, and concerning 

similar matters of minor administrative character which 

contain no information of significance. 

Authorized Disposition: 

Destroy after 1 year. Do not transfer to the FRC. 

https://REQUF.ST


:ru:QUI:ST FOR ;,u·. 1RITY TO DISPOSE or RECOR -Conli:rnation Shoel 

'J! D(-:.CnlPII0/1 OF' IICM 

Authorit File 

clear"ances, ·handbooks, and firi'"al 

a. Responsible o Transfer to FRC 
uhen 5 years e National Archives 
when 20 years 

/ 

an individual 
' 

1(1
•,A,,<rLC OR 

JOU NO
(l~J!H l'>CL\J,"[ D•Tt~ Oil Rtrc,n,o" F[Al'J~I AC 110"1 11'!\L'f 

9. 
r 
~ 

/J-t!-1£.-/ 

l;/c-?:7~:J 

0.2 cubic 

•b. Destroy when no longer neede 
not transfer to the FRC. 

T:is~ributicn ~ictnagernent Files 

Distribution contrcl fcr~s, mailing lists, and similar 

records used for the ~istribution of staff Manuals and 

other printed publications. 

AGthorized Disposition: 

Destroy when superseded or obsolete. 

11. [nployee Grievance Files 

Documents accumulated in the filing and resolution of 

employee grievances including co~plaints, depositions, 

interviews, and related papers. 

Authorized Disposition: 

Destroy 3 years after final disposition of the grievance o 

compl:aint. 



'.:JS NORequest for Records Dispositio thority- Continuation 
I 

PAGE OF 
7-A 

7 
ITEM NO 

8 DESCRIPTION OF ITEM 
(With Inclusive Dates or Retention Periods) 

9 
SAMPLE OR 

JOB NO 
10 

ACTION TAKEN • 

9. DeleGations of Authority File 

~. Administrative and ~ro~ram Delegations of Au­
thority. Administrative d~legations include an­
nual leave, nrocurement, ~rinting, tra7el, etc. 
'rot•T8rn rlelep;stions include ·,rocedures for dele­
~-atin;: F.wth,):;:-,ity (for•rw.t and content o::' dele·i:2-
tions ): t~snsmittal of cielegat~ons, orGcedurul 
instructions, dele~ation code sheets, multi-dele 
;;,,atee delegations, rev~sed and c2,nceLled dele;;a­
tions. 

Authori~ed Disryosition: 

a. ?rogram delegations which are not oublished ir 
the Federal Re;:iister. "ER1'lfdJENT. Transfer th:Jse 
documents Hhich ::)8rt/:1in S'Jecifically to the dele 
r,9.tion to the FRC 2 years after SL! Jerseded or H1H 

ryrogram value ends. Offer to NARS when 10 years 
old in 10-year increments. 

b. ~dministrative delerstions and Jro~ram dele~a 
tions not covered in a. Trsnsfer to the FRC 2 
years after SLl::iersession or when 'Jro~ram value 
ends. Destroy 5 years thereafter(7~~ears after 
su:Jersession). 

c. Reference co0ies in other offices. De3troy l 
year after authority is redele;ated unless need­
ed for further administrative use. 

n 

115-203 Four copies, Including original, to b1;..-subm1tted to the Nallondl Archives STANDARD FORM 115-A 
Revised July 197.\ 
Prescribed by General Services 

Adm1n1strat1on 
FPMR (,11 CFR) 101-11 4 



HEQUEST f"Oii hUTrITY TO, DISPOSE Olc RECORDS-Conli,walion Sho•I 

12. 

13. 

! G[~.(RIPTIOH OF lr£M 
',1',>,J'l( 0'1 

ACl!O't·~ IAl\fltJOtJ/iO 

EDployee Locator File 

Locator cards for each CDC employee. Contains such 

-- / 

information as home and office address, telephone 

number, and nane of person to contact in the event of 

an emergency. 

Authorized Disposition: 

Destroy when superseded or upon separation of the 

employee. 

Forrs Management Files 

Contains data showing the inception and scope of .t-1ite ...e _,:,,-"'-C...,.;f...._. 

form and the progran or administrative purposes served 

by the forn. 

A~thorize~ Disposition: 1 

~v/-
a. ~ecord Copy of Form. Permanent. Offer to the 

~ational Archives in in~re~ents of 5 years when . 
15 years old. 0 ,R.' /,11_~._g,,,..A-C~ ;r &t-~o/ ,,..,,.1l.,::.,-<!./' 

o#---G-a.Current accuQulation: 2.0 cubic feet. 
Annual accumulation: 0.4 cubic feet 
Filing arr~ngement: By form number 

~-
b. BAck~round materidl. Destroy 6 months after form is 

superseded or canceled. 
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~EO_U:CST FOR .i\U.RITY TO Dl!JPOSC or RECORr Conlbualion Shoet 

----~-----------------------;----~-:._·_;___ 

14. 

15. 

16. 

')a ("1('"£n1rr10N OF ll(M HI•;A,..rl( Off('tllTH i'o<:lu~rv( 0~1[~ 011 RU£Nl10'1 f'[a>)t,SI ACl!O'I IAllfliJOU 110 

-----------------------~·------------- ------------·-
Fund Raising Campaiens 

Lists of donors and amount given, receipt from bank 
/_, 

sho--·ing number of donors and at'lount collected, 

publicity and other related material. 

Authorized Disposition: 

Destroy when 2 years old. 

House and Senate Hearin~s (Reference Files) 

Background infor~ation prepared by CDC officials who 

testify in Conraittee hearings. Also contains copies of 

bills and laws on HC::W a;.ipropriations. t;OTE: Official 

docuQents naintainec in PHS. 

Transfe:: to the FRCJyears after conpletion of hearing, 

Destroy when to years old. 

Identification Credentials 

Records pertaining to receipt and issuance of identifi-

cation cards, badges, building passes, credit cards, 

and related documents used for identification purposes. 

Authorized Disposition: 

·Destto1 2 ye<1rs after ideutificutlott is r.o longer 

rOEt!::lired, or cpoll scparatio11 of the erployee, which1;1¥a.r 

S.'\l--0 IJt .JJ J 
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1 • t -.., t"• • n f, .. r t ;•,1 
"11r...tty.!J•n•ral::,n11rr,\11inlnhlt11!oa • - Job No. ______ 
, , fl,r l IY-1~ 

11:.-M •REQUI:ST FOR AUTHORITY TO DI3POSE or RECORDS-Continuation Sheet 
' ,---.,.....-:-------------------------------------:---------,--~----

17. 
IT( '4 NO. 

17. 

18. 

! 0("..CRIPTION OF ll(M 1(1
•,A'-'Pl( OR

(WIT" l><ClU~I~( DAil~ OR RCICNIIO~ PIRIOOSI ,'.(IIO'f IAKf.NJl)tl HO 

- ------1-----·-

Issuance Files 

Consists of manuals, directives, handbooks, and other 

formal policy and procedur~l issuances. 

Authorized Disposition: 

a. ForMal Issuances by Preparing Office. Permanent. 
Transfer to FRC when 5 years old and offer to the 
National Archives after 20 years. 

Current accumulation: 5.0 cubic feet 
Annual accumulation: 0.5 cubic feet 
Filing arrangement: Alpha by subject 

b. Bdckground Material. Destroy when no longer needed 
in current operations. 

Legislation Reference Files 

This file contains material covering current Con­

gressional sessions, reference data on Congressional 

Committees and Subcommittees, including biographical 
i 

and legislative data on the members. 

Authorized Disposition: 

Transfer to the FRC when 2 years old. Destroy when 

5 years old. 

~ la),,-0 flt )11 
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1 

- Job No, 

REQULST FOR ~tJTIIORITY TO DI3POSE or RECORDS-Contin.ualion Shl'Hlt 

ITE4 NO. 

19. 

20. 

8 O(SCRIPTIO~ or ll(M 
(','l'IIH 1-.CLUS"( 0ATCS OR R(llltl1Q~ P£RIOC1!>1 

Hanagement Surveys 

Reports and supporting material, such 

-
and miscellaneous work papers relating 

agement studies. Included are reports 

management and feasibility studies. 

Authorized Disposition: 

a. Record Copy of Report. Transfer 

as interview notes 

to various man-

on manpower 

to the FRC when 
2 years old and destroy when 10 years old. 

b. Background Material. Destroy 2 years after final 
report is prepared. Do not transfer to the FRC. 

l·!embership in Associations and Societies 

Records documenting membership of CDC officials and 

supervisors in professional organizations. Contains 

correspondence, copies of speeches, newsletters, copies 

of minutes, and miscellaneous material. These records 

do not reflect official CDC positions and have only 

limited value as opposed to the official contributions 

described in Item 26 of this schedule. 

Authorized Disposition: 

Transfer to the FRC when 2 years old and destroy when 

5 years old. 

1(1
•,A.,.PL( OR ' AC 1 IO'i I AKfJfJOtl HO 

-----~------

________________________________________.:.____________ 
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_,,,__--....,...-:-------------------------------------:----_:-:--_.:.·----
-- , __ 

REQUEST FOR -RITY TO DI'.3POSE Of REC-Conti:.t10tion S~-,o~ 

1. 
1.(1.1 t,o. 

21. 

22. 

! O(~RIPIIO:i or 1101 
(W:IH' l-..:L~sl\( 0Al(S OR nur11110• r[RKJC'5) ',A-..f'L(' OA 

JOU 110 AC I IO't'" I "M:-t 

---------------------~----,---------- - ------l-------
~onrecord Reference Material 

, 
Correspondence (including reading files), memoranda, 

_,.,.. 

and documents relating to ½~avcl, ~equisitioning, 

training, position descriptions, regulations, publi­

cations, reports, notes and drafts, and superseded 

reference copies of microfilm. 

Authorized Disposition: 

a. Position Descriptions, Training and other Ewployee 
Docu~ents. Destroy l year after position is abolishe1 
or ecployee is terminated. 

b. Other Docunents. Destroy l year after the end of the 
year unless nee~ed for further reference. Do not 
transfer to the FRC. 

?roposals, approvals, funccional statenents, organiza-

tional co~e revisions (Form HEW 509A or equivalent), and 

organization charts. 

Authorized Disposition: 

a. Historical File. Perui:,.m.nt. Transfer to the FRC 
when 5 years old and oHer to tl.e r:at.:..u.ial Archives 
HfH:.: ,r 2 0 y e,'!:l'.' s o 1d . dva:z:;~~ ,./,,U~ .,:? 0 7"L "'~ 

?~
Current accu~ulation: 8.0 cubic feet 
Annual accuoulation: 1.0 cubic foot 
Filing arrdngement: Alpha by org~nizational elemen 1 

b. Backeround a;:i.d Supporting 'Material. Destroy when 
5 years old. 

https://2:at.:.o.ml
https://Perui:,.m.nt
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R£QULST FOR R.ITY TO DI3POSE OF REC Continuation Sh~t 

1. 
I r(l.4 NO. 

23. 

1~ Projec 

~- I\ 

B l'(•XRIPT 10,'i OF IT ['4 IP•,A..,f'L(' OR(','ttT>i 1-..:L\JSlv( O,n~ QH f:U(t<IIO>c P(A>JM.I AC l 10'6 I AKL'IJOU NO 

------------------~---------------------1-------

Patent Case Files 

Copies of reports of inventions, d~clsions, applica-

tions, agreements, and related material necessary to a 

patent case. 

D9attoy uhen no longer needed for ad~inistrative 
✓,,.-.,,..;/2 u t7 /7d/ ~ r .ee...r,c, 
Files - Program Planning and Evaluation 

Contains CDC's reultiyear program plans for input into 

the overall plans of the Office of the Assistant Secretary 

for Health and the DEC:W. Also includes evaluations of 

progra~ (CDC) objec:ives, reports, and proposed legislatio-~ 

~:i:h r2spect to the Ce~ter's prograM goals and objectives. 

Authorized Disnosition: 

a. Final Reuorts. Permanent. T,ransfer to FRC when 
5 years old and offer 
20 years old. 

Current accumulation: 
Annual accumulation: 
Filing arrange~ent: 

b. Tinckground Material. 

to the National Archives when 

5.0 cubic feet 
0.8 cubic feet 
Fiscal year; program area 

Transfer to FRC whenJ";ears 
old. Destroy 10 years after the year covered by the 
budget. 

_:__________ 



---

, 

8 C(SCR!PIION OF ITEM ,, •,AYrl[' ORl~h )'-CLt:~l'I[ 0AH~OR AUChTtO't rPlCOS) 
'J0!l 11O 

---------------------~------------ - -------1-----

Public Auvisory Corr1IT1ittee Files 

Technical Advisory Co~mittee files consisting of 

agendas, authorities, direstives ► nominations, minutes 

of raeetings, transcripts of proceedings, project 

authorizations, scheduling operations, correspondence, 

·applications, reviews and other material relating to 

the prevention and/or control of diseases and occupa-

tional safety. t? ,If'_• µ_p,..,,.,.,,c..,£29' ~/...U-U /- ~.a-i?-::/ 

25. 

~..L :::::, 

17//~. 
Authorized Disposition: 

Pernauent. Transfe= to the FRC 2 years after abolishment 

of coa7ittee and o:fer to the National Archives 18 years 

£_..,,rl__z:;. ?'v'~-' /er.
there.J.fter. 

a!.,,-!,,~ __£.~;,c.-l-U/. • acr-4-. 4'/ 
(?C,/,J-7/» ✓-~.Publicity File 

Press releases to co~E.unications media acvising of CDC's 

position on various health matters. Includes official 

speeches, transcripts, correspondence, regulations, and 

copies of approved legislation. Also includes any 

formal presentations (speeches and reports) to associa-

tions and committees by CDC officials who voice official 

ugency views. o>f.' (///~ r" /4/t2-"v.Jrl-'...-d' .?~J.<.- ., 

Esti.mr,ted fnnual Vol. :.. i c.r. y 

trran~e~ent: Al9habetical by Subject. 

~1 c, r i z e d Dis , o 3 i t ion : 

a. ;)1~"-?df-iH.:NT. ?ress releases ancl·. official s-,)eechet3 
f hi~h-rPnkinQ CDC off~cials. Transfer record co~y ~o 

~RC ~~Ph 5 yea~3 old end off~~ to NABS 0hcn 20 years 
) ld. 

b o Ot >1 c r u1c1 t 0 r i .r-1 l s • T'r o n sf er· t o F, nC t,ln u n ~) 71 e 8 :_r-' s 
)ld 2rid 0e3t.::-•cy i-~icn 10 'rcnrs old. 

https://1::~J'l:.;,ru.JT
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r fir) .. 
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REQUEST FOR AUTHORITY TO DISPOSE: or RECORDS-Conti:rnation Sheet 

~------:------------------------------,------...:....__ 
8 0(5CRIP!101i OF ll(M

H("4 110. (WI! H l•.CLU~IS( DA I (S CR R( l ( ~ r,o~ PE RIOOSI 

----------------------------------·- -

27. Records Management Files 

Worksheets relating to inventories and appraisals of 
__ / 

records and documents authorizing records disposal 

(SF 439 or equivalent), records transmittal and receipt 

(SF135), report of records holdings, and related 

· documents. 

Authorized Disposition: 

Destroy when no longer needed for administrative purposes. 

Relocation Plans 

Relocation site information, including plans, instruc­

tions, evaluation, and physical security. 

Authorized Disposition: 

Destroy when superseded or no longer needed for reference. 

29. Reports Control Files 

Case files, including cost data, on reports maintained 

for each report created, canceled, or superseded. 

Authorized Disposition: 

Destroy 2 years after report is discontinued. 

_ 
1(1

',AMl'l(' Oft 
AC 110'1 I Axr11JOU NO 

------1------

f,./'IJ 11',)-<)-llt.<Jlr 



---------------------------------

1 

j ' j ..,'\, 

l , , , 1 t 1 r I ,q 
,,. ,ir~.. , t11J,r,r"l~nc1rt1 \•2ininhtruloa p,.11 .. _ lG 
, , fl,r 3 IY-1~ --Job No. 

llrlJJ r 60 .,
•o •--p11.g,, 

REQUEST FOR ~UTHORlTY TO DI3POSE or RECORDS-Contim1ation Sheet 

,-------------------------------------,--------....:...___ 
IT( 1,1 NO 

-·-----! 

30. 

31. 

_,
! O(SCRlPTION OF ll(M 1(1

•,AMPL [ OR(WITH l"<:lU~IV( 0~ll5 OR fl[r[hTION PCRt<JD'>I AC I IO'l I Allr,/1JOtl HO 

------------------------~------------· - -----~-----·-

Visitor Files 

Record of visitors, including foreign visitors, to the ,..,
-· 

Center; their purpose and dates of visits. 

Authorized Disposition: 

Destroy when no longer needed for administrative purposes. 

Working Papers (other than research) 

Notes, memoranda, drafts, and similar material collected 

in the course of daily work, or used in the preparation 

of management reports. 

Authorized Disposition: 

Destroy 6 months after preparation of final document to 

which notes relate unless needed for further reference. 

__________:,,____________ 
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P/\11e_- JobNo. r:,p ..

•or1-·-v11g1 

REQUEST FOR t'\UTHORITY TO DI3POSE or RECORDS-Conti:1.uation Sh&et 

1. 
IT(M NO 

32. 

33. 

3 ()(r,.Cf!IPIIOII OF' ll(M 
r,v11H 1-...·lUs1Yr D•H~ on 111 rnn,o" r1~10os1 

RESEARCH & PROJECT RECORDS . 

Animal Breeding and Research 

Machine tracings, biochemic~l tests, histopathology 

studies, and other laboratory data relating to research 

in animal disease control, improved animal strains, 

virus and cJrcinogen testing, and experimental surgery. 

AuthorizeJ Disposition: 

Transfer to the FRC when 5 years old and destroy when 

20 years old. 

Anim~l Care and Surveillance 

Correspondence and general information regarding animal 

food and health products, wildlife and animal bite 

surveillance, and statistics on animal overpopulation. 

Authorized Disposition: 

Transfer to the FRC when 2 years old and destroy when 

5 years old. 

l~
',AMf'l[ OR ' AC 110"1 I Al<fl'fJOH NO 

ro-11..1 ~P'•t, l~c.I • .&,., (>4"'\vt•a.l, •• b-t .... h,n..itleJ lo 1ho1 >-.Johonnl ,\,c}U'tll'I anJ ll•c-0,J.1 .s.,.-ic• 



--------------------------- ----- -----------------------------------

7 

FltAnt'laN1 •·orm No. 11/l•A. 
kevtsfall t-;c,vrmlirr l<l"il 
Prescr1hc-d ~) (kiwrRI Sep 1cr, Ari ministration .> No. ______ Page 18..OSA fi."f 3-IV-J{I(, 

115--M of ~ plif(l'S 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheot 

9 lOe DESCRIPIION or IH.M 
~AMPLE OR ACIION IAls.FNITEM NO (WITH INCLUSIVE DAT!S OR REIE1'110~ P[RIODS) JOB NO 

------1-------------------- -----·------------1------1-----·-

Arbovirus Laboratory Servjce Files 

Reference cards on antigens and reagents prepared for 

Federal, state, and international agencies. Also 

includes reference collection of Western Hemisphere 

arboviruses. 

34. 

Authorized Disposjtion; 

Transfer to the FRC when 10 years old and destroy 

when 20 years old unless needed for further reference. 

Birth Defects Monitoring Program 

Project studies of birth defects in babies, including 

vital statistics subject file, case records, reports, 

microfiche statistjcal file, and reports. Also includes 

records relating to low birth weight surveillance. 

35. 

Authorized Disposition: 

a. Case Records and Preliminary Reports. Transfer to 

the FRC when 3 years old and destroy when 20 years 

old. 

b. Microfiche. Destroy 5 years after completion of 

project. Do not transfer to the FRC. 

l'ou copl..a, ,,..,J,1.U..11 Mi[linal, to bo 1ubnull1>d lo th• lllah,mal Arcluvea GAd Rocor,u S:a,vlce r,r,:, :~)-.0-711-917 



- Job No. 

REQUEST FOR ,\UTHORITY TO DI2POSE OF RECORDS-Continuation She-et 

1. 8 C,(',CAIPT10N or 1101 I~ITE'-4 NO. •,AMf'L( OA 
JOU NO

(WITH !l,CLu~"E OAJU QA R(T[NToG'< PC~IOO';I ,, ' AC I H)'I I AK(/1

-----!-----------·----------~---------------------~-------
36. Communicable Disease Case Study Files 

Records on individual patients, persons, groups, 

-
or specific geographic areas having or suspected 

of having communicable diseases. Files contain 

laboratory reports, family histories, photographs, 

notes, correspondence, and related materials. Also 

includes screening documents of aliens seeking to 

immigrate to the U.S. 

Authorjzed Disposition: 

Transfer to the FRC when 2 years old and destroy 

when 10 years old. 

37. Continuing Dtseasc Study Case Files 

Records on continuing research studies and other 

controlled projects, including administrative, 

technical and professional correspondence, reports, 

and related material not covered elsewhere in this 

schedule. 

Authorized Disposition: 

Transfer to the FRC 2 years after completion of 

study and destroy when 20 years old unless needed 

for further reference. 

__________________________________________.:..____________, 



7 

~EQUCST FOR .A~RITY TO DI9POSE O'f' REC.Con!i:n1alion S~Mt 

IT('! 110 

JS. 

39. 

s r,(~.(:RIPIICH or ll(M 
(\\lTH t~(LvStV[ 0.lt(~ Otl flU{'l110'1 f'[~,.:"~) ~ 

Cooperdtion Files (Laboratory Managenent Consultation) 

Various studies on laboratory management conducted by 
-- / 

Laboratory Management Consultation, and correspondence 

with HEW public health laboratories, foreign govern­

r:ients, institutions, and other health organizations. 

Authorized Disposition: 

Transfer to the FRC when 2 years old and destroy when 

10 years old. 

Coooe~ative Proi~ct Case Files 

Records o~ cooperative health projects or programs with 

Fcder2l Agencies, Agency for International Development, 

World Eealth 0rga:1i2:ation 1 and foreign governments 

dealing with grants, agreements, international health 

conferences, technical assistance, reviews, findings, 

and related subjects. 

Authorized Disposition: 

Transfer to the FRC 2 years after completion of project. 

b?.t?--a:z;;~ 
R~i:ew for d.l:.,ptn'a± 12 years after project completion 

date 4 -and select e sa,,,ple not to e ..eeee S~; fot transfer 

t-e- the t:atiomtl Archives. 

Current accumulation: 135.0 cubic feet 
Annual accumulation: 7.0 cubic feet 
Filing arrangement: ~lpha by Project 

------------------~ 

"I 
1(1

',A>,H'l( 01{ 
J()U NO AC I lO'i I ~l\ f11 

···--·-·--------------------·--·-------------------
rO'vU if'-O.~••, l""d.4u,1 o-fitpNr11., *• h. 1ui-.1tull•4 l,J lh• Nutl•HHl; t\ic:)uv, .. qn,rJ. n 11cot,l.1 1.,...-ic• 
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- Job No. 

RtQUI'.ST rOR AUTHORITY TO Ol3POSE Or RECORDS-Continuation ShHt 

~-----:----------------------------------~------,--....;...____ 
IT().1 NO 

40. 

41. 

93 OCSCRIPIIC~ or 11 (M 1(1
•,A,..l'lC ORc,v, rH I-.CLU~•v£ DAT£'> OR Acrc~r,o" P£RIO~I ~ AC I 10'1 IAN.f.NJOU NO 

-----------------------·-------------------~-------
Data and Specimen Handling (DASH) Laboratory Test Files 

-
Notebooks and other documents used by technicians and 

-
scientists for recording test results of specimen and 

cultures. 

Authorized Disposition: 

Transfer to the FRC when 5 years old and destroy when 

10 years old. 

Data and Specimen Handling (DASH) Transmittals 

Forms CDC 3.203 (originals and copies) received from 

State laboratories and other sources with specimen. 

Authorized Disposition: 

Des troy forms immediately following microfilm editing 

and corrections. Destroy microfilm when 10 years old. 

' Do not transfer to the FRC. (· To be microfilmed per 

FPMR 101-ll.507(c)(l). 

VO t,H-0· Ill .,11 

https://REQUI.".ST


----------------------------------------------

- ··-..·--- ------~ 
.,,11,11\rtl },1cr,1 No .. ll.S-A 
, ... 1 , C".• ., t, ... r l'.tl"·I 

,,r.. -t t, tl, n, re.I ::,c,11crs \1!1niolstr1tJ04 -Job No, ______ 
, u,, 3 n-llA 

llrl:J 

REQUEST FOR ~UTHORITY TO DISPOSE OF RECORDS-Conti:rnation $heat 

1. 
IT('4 NO. 

42. 

43. 

3 C\( 0.!:RIPTIOH OF ll(M 
(W1rH l'<ClUSIV( 0ATCS OR RC1£1<T1Q11 PCRK>DSI 

Dental Disease Prevention Statistical F~le 

Studies, summaries, and background- information on dental 

studies and research pertaining to fluoridation and 

defluoridation, dental care, caries, and dental demonstra­

~ion projects. NOTE: This is a new program with no 

historical data on volume accumulation. However, it is 

anticipated that no more than 1 cubic foot of reports 

will be created per year. 

Authorized Disposition: 

Transfer to the FRC when 2 years old and destroy when 

10 years old unless needed for further research. 

Dental Disease Prevention Subject File 

Correspondence, reports, epidemiological investigations, 

clinical trials, plans, policy, and precedent materials 

on the dental disease prevention program. Included are 

projects for the application of topical fluoride to 

teeth and for the fluoridation of community water 

supplies. 

Authorized Disposition: 

Transfer to the FRC when 3 years old and destroy when 

10 years old. 

9 II\ 
',A>ArL[ OR 

AC l lO'l I AKfNJOU NO 

'•91.J c-.,;,,1•, (,.,cl .. t,.-, ,-.-\~,..,.,1 ·., '-in r•,' nullr.f.1.,. f}-1 ,;,,f,,,,. I• r~ ., ... 1 "'.·,:,z •- • .. ,"·I, (1 r .. , j!} •) '" ?17 
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, , •.~ I .., (. t I r" r , .., '- I 
r :,,r.... J l' (l, n,ul ::>(ftl(('J \1l1nlnlst11L!04 
,,R,1ll\-11n - Job No. P11.ll~ 12._ 

11:..-m • o( •.LO....:. p11.g, , 

REQUEST FOR .\UTHORITY 70 DI3POSE OF RECORDS-Continuation Shoet 

_ 
IT[~ 110. 

44. 

45. 

8 O(SCRIPTION Of" ll[M 

(W1:H l'l(LUSIV( o.,ns OR RCIOtllO>f PCRIODSI 

·-----------------------'"------------- -

Diagnostic Products Class Standards 

Documents from commercial firms submitted in support 
...,1,,,,..,..,. 

of in vitro diagnostic class standards. 

Authorized Disposition: 

.Destroy 6 months after standards are recorded in the 

Federal Register. 

Drug Studies 

Clinical histories, correspondence with participating 

clinics, laboratories, and private physicians; quality 

control reports, manuscripts, laboratory log books, 

special studies such as the Aspirin Myocardial 

Infarction Study (ANIS), and scientific reports published 

by CDC scientists and various medical sources. 

Authorized Disposition: 

Transfer to the FRC when 5 years old and destroy when 

20 years old unless needed for further reference. 

1(1
',AMl'l[' OR 

ACIIO'l IAKrNJOU l◄ O ______,_______ 

_:.__________ 
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•, I '~ ~ • 1 f "r I , 'l 
, r1r-.. ~l r,. tJ~ n,rAl =::irrl'tCfl \111n\nhl11t!oo 24P,uu T_.__,n,1 ll~-lvO -Job No. 

ll ► l/j 6 
{• o i--

( K 

P"lt' ., 

REQUI:ST FOR AUTHORITY ?O DUJPOSE or RECORDS-Continuation Sheot 

1[('4NO 

46. 

47. 

8 0(':.CR IPTION OF II ['4 
(',VllH l><ClU~IV{ OAHSOR A(IC'-IIOP< rcA>OD!.I 

Epidemic Case Files on Non-Recurring Investigations 

Epidemic intelligence material, including specimen 

histories, epidemiological, ·clinical, and serological 

data derived from various investigations of epidemics, 

vaccine trials, and field reports. 

Authorized D1sposition: 

Transfer to the FRC when 4 years old and destroy when 

20 years old unless needed for further reference. 

Equipment and Instrument Development 

Documents relating to development, evaluation, design, 

and fabrication of new and improved types of equipment, 

and safety devices, including data on biological safety 

cabinets, instrument testing and calibration, helmet 

and respirator certifications, and related material. 

Authorized Disposition: 

Transfer to the FRC when 4 years old and destroy 10 years 

after completion of project unless needed for further 

reference. 

1n
•;~Ml'l(' OR 

AC I 10'1 I AXrNJOU NO 



-----

TIE<?UI:.ST FOR .r\.RITY TO DI3POSf. Of' Rf.CO--Conli:n1alion S~ftOl • 

7. 
IT('-1 NO 

48. 

49. 

50. 

~ Q(':-CR!PII0/1 Of" 1101 
(W,:>< f">(lU,lH 0Al(5 □ R R(l(~l•O~ rc~!CO'.il ::A ,_.,-,l(' OR 

JOU 110 

- ------+------
Etiologic Agents 

, 

Permits to import or transfer Etiologic Agents or 

Vectors of Human Disease. ,,. 

Authorized Disposition: 

Transfer to the ¥RC ulHm S years o1d -rnd .As troy 5 years 

after e::-:piration of permitJ d.:f; /'J d ~d-- ~t:? .,;:=i;e~~ 

Fanily Planning Project Files 

Technical assistance provided to states and foreign 

countri2s in fa~ily planning ~ethods. Also contains 

abortion surveillcnc= documents, special studies, 

reports, and corrcs?ondence. 

A~thorized Dis □ osition: 

Transfer to the FRC when 2 years old and destroy when 

' 10 years old unless needed for further reference. 

Field Reports 

Field Reports, including trip reports (other than 

Epidemic trip reports), containing both technical and 

administrative information. 

Authorized Disposition: 

Transfer to the fRC uhen 2 years old and destroy when 

5 years old. 

https://rc~!CO'.il
https://TIE<?UI:.ST


------------
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Job No. ______ -REOUE:ST fOR .AUTHORITY TO DI2POSE or RECORDS-Conti:malion Sh~t 

--...---......-:------------------------------------:-------=·---.:.....----
8 O(~-CRIPT ION or II [M 

ITE'4 NO. (W1r1< lk(LUSIV( 0~1[~ 0~ RCIO1!10'I ru>OOSI 

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

51. Health Analysis and Planning File 

Morbidity and mortality data, correspondence, health 

interview surveys, and reports.
·.' 

Authorized Disposition: 

Transfer to the FRC when 2 years old and destroy when 

5_ years old. 

52. Hemoglobinopathy Testing and Standardization 

Documents which serve as reference source and informa-

tion center on results of hemoglobinopathy testing, 

including data on clinical significance of abnormal 

hemoglobins. 

Authorized Disposition: 

Transfer to the FRC when 5 years old and destroy when 

20 years old unless needed for further reference. 

1(1
•,AMrLc' OR 

AC I IO'i I AKfNJOll NO 

f..l'Q tlt,-0-111-tll 



'I ,;, • Job No. ______ 
11 ;,.-.J :n ,i,n,tr.l .::irn1cr1 \i1mlahtr,t1oa ,,. 

,;.o. fir1 >,n •IVO 
11.1--)JJ 

REQUEST FOR }.UTHORITY TO DI9POSE or RECORDS-Continuation She-et• -
1. 

ITEl.4 NO. 

53. 

54. 

& 0(SCRIPTIOH OF" ll(M 
('hlTH 1-.CLUS'"E D•tc1 OR R[H~l•O"' P£AIO~I 

Records of Interagency CoJillllittee on nae¼ Contamination 

These records relate to the Committee's r'ole in advising 

the Administrator, NASA, on contai~nt and examination 

of materials and astronauts returning to Earth from 

Lunar missions. 

Authorized Disposition: 

Permanent. Transfer to the FRC when 2 years old. Offer 

to National Archives when 20 years old. 

Current accumulation: 7.0 cubic feet 
Annual accumulation: none 
Filing arrangement: Alpha by subject 

International Ue2lth Education and Training File 

Case files of trainees under foreign aid programs. 

Contains biographical sketches, training given, 

correspondence with trainees and with foreign health 

agencies, institutes, and universities. NOTE: Training 

curriculum offered is separately scheduled in Item 114 

Authorized Disposition: 

Transfer to the FRC when 3 years old and destroy when 

15 years old. 

, 
',A,..rLC Oil 

JOliNO 

https://lnclod.1.ai


------------------------------------ -

• l 1, •t •~ r,1 ~HP:lf(J \1f1.n101,:lt,t1o,.a • 
,.,., , H, I \ IV-hA Job No.------ Puc 11:!_ 

11!--'l.rl 6() ..C• •O•--PAi,. 
• 

REQUEST fOR .A.lJTHORITY TO DISPOSE OF RECORDS-Conti:i.uation She~t 

~.----,,......:-----------------------------------,---------.:....-__ 
7. t! 0C'..CRIPTIOII OF lltM Ill

IT["I 110 ',A'-'PL( OR(','{,r,; 1-.CLUSIVE DAil~ OR IHro,,,o .. P(A>OO'SI 

55, 

56. 

AC 110'1 I AXfliJOU NO 

-----~------
In Vitro Product Evaluation Files 

Correspondence and reports on results of premarket 

testing of commercial in vitro products, such as 
·' 

bacterial antigens, antisera, conjugates and multiple 

components. Also includes documents on protocols, 

·statistics, and standards of performance for various 

clinical determinations, 

Authorized Disposition: 

Transfer to the FRC 2 years after report is prepared 

and destroy 8 years thereafter, 

Laborntory Equipment (nventory Files 

Inventories, descriptions, loans and/or exchanges of 

equipment; warehouse storage data, acquisition and 

disposal information, and machine maintenance records. 

Authorized Disposition: 

Transfer to the FRC when no longer needed in current 

operations. Destroy 5 years after related equipment is 

removed from agency inventory. 

https://11!--'l.rl


• • Request for Records Disposition Authority- Continuation PAGE OF 

2G 
7 

ITEM NO 
8 DESCRIPTION OF ITEM 

(With Inclusive Dates or Retention Periods) 

9 
SAMPLE OR 

JOB NO 

10 
ACTION TAKEN 

57. Laboratory Licensure and Proficiency Testing 

Ary~lications for licenses (or license exemotion) 
to onerate clinical and oublic health laborator­
ies. Also includes laboratory oerformAnce evalu­
ations, examination re0orts, action sheets for 
corrective measures, checklist for imorovement, 
corresryondence realterl to qualifications of laboJ
tory personnel, comoliance, legal notices, co~ieE 
of license issued, and related material created 
to im0lement the Clinical Laboratories Act of 19l

Auth0rized Disposition: 

Transfer to FRC when J years old. Destroy revokec
sus)ended, or suoerseded licenses when 15 years 
old. 

a 

D7. 

, 

IJOB NO 

115-203 Four copies, Including orlglnal, lo be submitted lo the National Archives STANDARD FORM 115-A 
Revised July 1974 
Prescribed by General Services 

Adm1n1strat1on 
GI'() 1:)75 (l - 579-387 FPMR (41 CFR) 101-11 4 



7 

Request for Records Disposition Authority- Continuation IJOB NO 

g
8 DESCRIPTION OF ITEM SAMPLE OR 10

(With Inclusive Dates or Retention Penods}ITEM NO JOB NO ACTION TAKEN 

58~ Laboratory Licensure Program (Criminal Investi~i ;ions) 

Investigations of clinical laboratories determinEed 
to be in violation of the Clinical Laboratories m- -
nrovement Act of 1967. Includes exhibits, corres­
oondence, re'Jorts, comn1iance determinations, rei -
umes of res Jonsible o icials, General Counsel r,~c­
omm.endations, transcri0ts of hearings, and relat, d 
material. NOTE: This program currently s 5 cub c 
feet of records (ao~roximately l cubic foot of d,•c­
aments ryer year). 

Authorized Dis~osition: 

Transfer to the FRC 5 years ter f irn 1 
disoosition. Destroy when 20 years old. 

115-203 Four coplea, Including orlglnal, to be submitted to the National Archives STANDARD FORM 115-A 
Revised July 1974 
Prescribed by General Services 

Adrnm1strallon 
FPMR (41 CFR) 101-11 4 



~ , , I , I I 

, r,, .. ~1 r 1 t,, r, ral ;:,rr,1cr, \ 1 t1n1nhlt1Lioa Job No. ______ 
,,R,fll\-1\A 

II► :l!l' 

REQUEST FOR .AUTHORITY TO DISPOSE Of RECORDS-Conti:\Ualion Sh4H1t 

'J7. s D(~.CRIPIION or ITEM II\ 
',AMPLE OR , T(4 NO. (','lam l'+ClUSIV[ OAHS OR R(HNTIOII P(R>O~I AC 110-. I AKfNJOU NO 

--------------------------------- - ------+------

59. Laboratory Materials Distribution File . 

Card files and correspondence relating to the distribu­
/

tion of reagents, antigens,,, and otner laboratory 

materials or supplies to Federal and State public health 

laboratories, organizations, and individuals engaged in 

-research. 

Authorized Disposition: 

a. Cards. Transfer to the FRC when 5 years old and 
destroy when 10 years old. 

b. Correspondence. Destroy after close of fiscal year. 

60. Laboratory Procedures Case Files 

Records on studies and reviews of laboratory methods, 

techniques, and standards. Includes reviews and con­

sultants' recommendations on safety and laboratory pro­

cedures conducted at the request of State laboratory 

directors. 

Authorized Disposition: 

Transfer to the FRC 5 years after completion of study 

and destroy when 20 years old. 

__________________________________:___________ 
(JtO 1,-,)-0-111-911 



1 ,r,1..., .. J tJfi•1'-t•l~rr11cn \•lrnial1\1atl04 Job No, ______ Puc li__,,r.,, in-11.4 
11:..-2.'l o! Ji..Q_ pl\g,·, 

REQUEST FOR AUTHORITY TO DISPOSE or RECORDS-Continuation Sh&ilt 

1. 93 D('.:-CRIPl10N OF IJ[M Ill
•·,A,..rlCOltIIT"I NO. (','r'ITH lkCllJSI~[ D• res OR RtrfhTIC" Pf~>JOSI AC 110'1 I AKfNJOU NO 

61. Laboratory Project Case Files (Controlled) 

Records on laboratory projects for which the basic 
__ ,,,.., 

controls are such that the research can be exactly,, 

duplicated or repeated without loss of accuracy in find­

ings. 

Authorized Disposition: 

Destroy 1 year after report has been submitted or manu-

script published. 

62. Lipid StandJrdization Program 

These records consist of raw data, results, corre-

spondence, stdtistical work-ups, and evaluations by 

various national and international laboratories involved 

in cholesterol and triglyceride standardizations and 

other lipid research activities. 

Authorized Disposition: 

Transfer to the FRC when 3 years old and destroy when 10 

years old unless needed for further reference. 

63. Lead Poisoning Control Files 

Surveys, regulations, preliminary reports, correspondence, 

and field notes dealing with the prevention of lead-based 

paint poisoning. 

Authorized Disposition: 

Transfer to the FRC when 2 years old and destroy when 15 

years old. 

t,/") l)H--0· Ill •ill 
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r r..-J.' i1 r, ••I .}(Ttl('r1 \ 1 11nlohLr1l.loC1 Job No.------ P1\lrt ~ ,fl,, >~•-ll-4 
11)-)./J of_§_Q_p,w·., 

REQUEST FOR J..UTHORITY TO DISPOSE or RECORDS-Conti:mation ShHt 

1. 
lr[l.4 NO. 

64. 

S O(~RIPTION or 11()4 
(WIIH l"'CLIJSIV( o~ l(S 0~ Rcrn,r,o" Pl~lO~I 

Manuscripts and Final Reports of Research Projects 

Published and unpublished reports of completed research 

_./
projects, including final rerorts of medical surveys 

and special studies connected with investigation, diag­

nosis, treatment or control of communicable, vector­

borne, and other preventable conditions. These reports 

document in summary form the £inclines and conclusions 

reached relative to scientific projects both within 

CDC and throu~h contractual arrdngements. 

Authorized Disposition: 

a. Record cop}'., Permanent. Transfer to the FRC when 

5 years old and offer to National Archives when 20 years 

old. 

Current accumulation 200.0 cubic feet 
Annual accuf'lulation 25.0 cubic feet 
Filing arrangement Alphdbetical within each bureau 

b. Other copies. Destroy when no longer needed for 

reference, 

c. Supporting Material. Transfer to the FRC when 2 years 

old and destroy when 10 years old. 

9 !!I
•,A>•rLCOR AC I !Olj I AKflC• JOtl NO 



1 

l' 1 111 J((lt\O \•11ni1.1hh,11oa Job No. ______ 
~ li. 0 1 JJ\ ·IIA 

ll ► l.l• 

REQUEST FOR AUTHORITY TO DISPOSE OF' RECORDS-Continuation Sheet 

Ir('( NO. 

65. 

66. 

! D[~.CRIPTIOH OF ll(M 

(WIIH 11.CluSlv[ OAll~ C'R fl(ll~T•Oli P{R=I •..u,rl{ OA ' 
JOtl 110 

i'lental Wa.iver Files 

Diagnostic and medical studies (case files) of individual 
_,.,,, 

dliens in United States whose mental condition warrants 
Jf 

medical supervision for a period of five years. Records 

include reports on observation, care, and specialized 

training. These documents are retained in CDC during the 

period of medical suµervision. 

Authorized Disposition: 

Transfer to the FRC 1 year after date of closing and 

destroy 4 years thereafter. 

N1.crob1.ological Reagents Production Records 

Ldboratory documents generated in support of reagent 

production, including working papers detailing testing 

and evalutltion of reagents. 

Authorized Disposition: 

Destroy 10 years after completion of testing and evaluation 

of reagent. 

________________________________.:____________ 
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REQU£ST FOR AUT, a.ITY TO DISPOSE or RECOR[. Conli:n1olion Shoet 

ITE 'I NO. 

67. 

68. 

,3 ('(~.CRIPT 101-1 OF ll (M Ill
•,u,rl[OR(WITH IJ-.CLUSIY( 0Al(l,QR /1(1(~1•0" re•=> AC I IO't I All.r)fJOU NO 

Photoeraphs of organisms·, cells, tissues, lesions, 
,.,, 

structures, organelles, etc., exaP1ined by electron 
., 

microscopy. 

Authorized Disposition: 

Pc..'"t'tttc1.12nt. Transfer to the FRC when no longer needed in 

./~u:,
dally DfJCl'."<ltions. Offer t~t..er:wl dti::chi¥ecl when 20 

years old. 

Currenc accwnulation: 3.0 cubic feet 
Annual accumulation: 0.5 cubic foot 
Filing a.rangement; Alphabetical 

~Jtional Nosocomial Infections St~<ly 

~ccor~s relating to national surveillance and investiga-

tions of hospital-2ssociated infections. Includes 

correspondence and special studies on methods for con-

trolling hospital infections and on methods for examina-

tion of unusual specimens. Also includes documents for 

special hedlth projects such as the Study on Efficacy of 

Nosocomial Infection Control (SENIC). 

Authorized Dispo~ition: 

a. Investigative Files and PJtient Case Files 

Transfer to the FRC ,..,hen 2 years old and J-estroy ~,;hen 20 

·years old. 

b. Correspondence and ~~moranda. Close out inactive file 

when i years old and transfer to the FRC and destroy when 

______,__ ;:.C:ilr..s_QJd_.c;__,, _____ 



------------------------------------ -

1 

, .. l: 1 ti ,• r·H .:(11,C"cs \,hnlnlit,all".o Job No, ______ p,.~, . ..;,~­,H,1ll\-lL4 
11>-l.ri of .J.i.Q._ l)l\g1 , 

REQUF.ST FOR AUTtn)RITY TO DISPOSE or RECORD~-Conti:n1ation Shaet 

--------=------------------------------,-----------
IIT'4 NO. 

69. 

70. 

8 (l('i.:RIPTION Of IT[M 
(WITH lxLUSIV( DA((~ c.q Alf(>,f1Q>, rERIQOS) 

Nutrition Tabulations and Reports 

Interim reports and correspondence (including graphics and 

worksheets) on nutrition surveillane~
/ 

and smallpox 

eradication. 

Authorized Disposition: 

Transfer to the FRC when 3 years old an<l destroy when 6 

years old. 

Occupational Hazards Studies 

Research and action files, laboratory reports, and patient 

case files on occupationally hazardous materials (and 

carcinogens) such as asbestos, arsenic, kepone, choloroform 

vinyl choloride, and other substances, including all mined, 

manufactured, processed, synthesized, and naturally occur­

ring inorganic and organic compounds which may affect man 

in his working environment. 

Authorized Disposition: 

Transfer to the FRC when 3 years old and destroy when 

20 years old. 

, 
1(1

•,AMrl{ OR 
AC I IO'l I Al<.fl1JOti rw 

-------1--------
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REQUI:ST FOR AUTIIORITY TO DISPOSE or RECORDS-Conti:\uation Sh~t 

IT(M NO. 

72. 

3 0(9:RIPTION Of IHM 
1W11H 1-...:~u~1v[ OAIIS cR AC1[1t110N rrRklOSI 

Pathology Studies 

Documentation of biopsy'and autopsy specimens 
_.,...,, 

man and animals. --

from both 

1(1' ',AMPL£ OA AC I IQ~ I AKritJOU NO

-------1-------

Authorized Disposition: 

Transfer to the FRC when no 

operations and destroy when 

longer needed 

20 years old, 

in current 

Polio Diagnostic Records 

Laboratory results, reports, clinical historiest and 

other background information used to support research 

projects. 

Authorized Disposition: 

Tr<lnsfer to the FRC when no longer needed in current 

research projects and destroy 10 years thereafter. 



------ ----------------------------------- -

------------------------

-"'f\t11\.nl J,,,r,n Nfl. 11.S--A 
,~ I ',, I.> t IT l,rr l';l'I 
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'REQUf.ST FOR AUTHORITY TO DISPOSE Or RECORDS-Conti:rnation Sh~t 

7. 
I [£4 NO. 

73. 

74. 

8 ()(SCRIPT ION OF ll(M 
(WITH l"CLVS"E 0AICS OR RC1£1tl1Q>< PCRK>OSI 

Polio Studies 

Poliomyelitis investigations, morbidity and mortality 
_.,, 

tables, maps, charts on polio_, outbrcii"aks, field reports, 

age study of polio victims by states, vaccine safety 

te_sting and drug distribution documents, correspondence, 

special reports to Secretary, HEW, and to the Surgeon 

General, and miscellaneous reports and summaries on 

epidemic areas of the disease. 

Aulhorized Disposition: 

Permanent. Transfer to 

in current operations. 

20 years old. 

Current accumulation: 
Annual accumulation: 
Filing arrangement: 

the FRC when no longer needed 

Offer to National Archives when 

50.0 cubic feet 
1. 5 cubic feet 
Alpha by laboratory 

Quarantine Project Files 

Includes vessel sanitation and rodent control records, 

aircraft disinfection reports, mosquito control at seaports 

and airports, and x-rays. 

Authorized Disposition: 

Transfer to the FRC upon completion of project and destroy 

5 years thereafter. 

----------------------------------·------- -----------
I '-,. ,·........ l •. •' •. ,, . 

1 1(1
•;,u,rL( OR A\.. I IOPi I Alff 11

JOii NO ______,______ 

https://REQUr.sT
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II:,... l.:l 

REQUEST roR AU' )RITY TO DISPOSE: or RECOR -Conli:\Uation ShHt 

,a N'.:':n!PTIOri OF 11("4 
•;A.,.rLC ORlt('-l NO. (',\1l>< !,lu~•~E DAIB OR R(IC~r,o" rcR!QIJ'SI 

J01:1NO 

·----------------------.·-------------------~------
75. Quar~ntine \/;J.ccin_ation Centers 

Background and policy data involving the establishment of 
__ ,.,,. 

yellow fever vaccination centers. 

Authorized.Disposition: 

Transfer to the FRC 2 years after center is closed and 

destroy 10 years thereafter. 

76. Quarantine Validation Files 

Official stamps used to validate international certifi-

cates of Vdccination. 

A~thorized Disposition: 

y::ars ✓~~ / t::.1 7"-L ~~ 
~~ ~-1'-~~__e.. ~ d~ ~~z;;;..---~::- "'~ .. 

,ulc1 /) c:,~ 

Ill. 
AC I IO'l IAN.flt 



-------------

REQUf.ST FOR 1,u· ;RITY TO DISPOSE or RECOR. -Con!i.:"luafion ShMt 

7. 
H(4 NO. 

77. 

"/3. 

a (l(',Cfllf'IIOII OF 11['-I 

(WITH 1-.Cll.~I,[ DAl(SOR nuc:.r,o .. rcR>)D'SI 

---------------------~---------------
Radiation Exposure 

Readings of badges of individuals working ~ith radioactive 

/
isotopes. Also includes corresponcletice and safety litera-

ture from the Radiation Safety Committee and others. 

Authorized Disposition: 

'.f..tar,sfer to die ft!.C \,,1<.:e,£ 2 years old and ;/lstroy 10 years 

after separation of employee. #CJ /?t:7~ ,/('U'_,--_,-t_~ 

Research Harking Papers 

Background information ~sed in preparation of manu-

scripts, final reports, and technical papers developed 

from vacious source material, including field data 

3heets, questionnaires from state laboratories and 

o thcr sources, tab u:i..a r summaries, charts, graphs, 

?hotographs, findings, and conclusions. Also includes 

laboratory notebooks on procedures, techniques, and 

formulae for preparation of skin test scnsitins for 

human use. 

,\uthorizec.l Disposition: 

Transfer to the FRC 2 years after preparation of 

manuscript or cechnical paper to which they relate. 

Destroy 10 years after completion of study"project. 

, 
ICI 

.,,. ... r'l[ 0~ 
AC 110•• I ,\N.r/1

JOtl llO 
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REQUI:ST roR AUTHORITY TO DISPOSE Of RECORDS-Conti:,ualion Sh~t 

IT['I NO 

79. 

80. 

81. 

3 OE~.CRIPTIOII OF' llCM 
(WITH l'.CLUSIVE 0ATCS OR ll[T[hT1C>1 P[Rk)~I 

Rodent Control Files 

Surveys, reports, field'notes, correspondence with State 

and community officials, statistical·
/ 
summaries, and 

' . 

related material dealing with rodent control. 

Authorized Disposition: 

Transfer to the FRC when 2 years old and destroy when 

10 years old. 

Serum Bank Files 

Records of human and animal serum specimen history. 

These files correspond to sera stored for the evaluation 

of serological tests for the detection of venereal 

diseases and for reference dnd research needs of CDC 

scientists, outside laboratories, and other qualified 

investigators. 

Authorized Disposition: 

Destroy 2 years after serum is removed from inventory. 

Serum Bank Inventory Control File 

Inventory cards, ledgers, test results on stored 

material, receiving and shipping documents, blood donor 

lists, and encoder files. 

Authorized Disposition~ 

Destroy when no longer needed in daily operations. 

9 Ill 
',AMrLC OR 

AC l 1011 I AKfNJOU HO 

F•11.1 ..P'-••, l11cl ■ d..aJ11• 04'"lgi .. aJ, t• h-e 1ulun.,ll1d. lo lh1 Nal1onul A,ch.Jv•~ •nd. ll1co1J-1 J•rvlce 



r , ..... , ', ,,. n, rsl :;.r,c1f('J \•l1nlohlr1t1oa Job No. ______ p,.,.P. <, I.. 
J \ R•c l n-llA 

11:.-::i..ri or __§Q_ p1w·, 

REQU'E.ST FOR AUTHORITY TO DISPOSE Of RECORDS-Conti:,uation Sh&et 

7. 
IT(M NO. 

82. 

83. 

8 0(~.CRlPTICN Of' 1101 
(WITH l'>CllJSIVE 0A!lSOR RU£1tT10'I P!RJOOSI 

Smallpox Eradication Program and Project-Records 

Studies relating to smallpox programs in India, Bangladesh, 
/ 

Ethiopia, Sudan, and other countries; mass immunization 

projects, nutrition studies and assessments, and protocols. 

These studies are performed by the Bureau of Smallpox 

E·radication, which coordinates the surveillance of 

smallpox and smallpox vaccinations in the United States, 

as well as provide direction, coordination, and technical 

assistance in a global program aimed at eradicating 

smallpox. 

Authorized Disposition: 

Transfer to the FRC when 2 years old and destroy when 

20 yed rn old. 

Sm<lllpox Legal Files 

Concerns requirements for mandatory school entrance 

screening; smallpox policy regarding new vaccination 

recommendations; and official policy stdtements and 

correspondence on nutrition and health. NOTE: Formal 

policy statements are included in Item 17 of this schedule. 

Authorized Disposition: 

Transfer to the FRC when 2 years old and destroy when 10 

years old unless needed for further reference. 

9 
',AMrL( OR 

- JOtl NO 

1(1 

AC I ION I AKf.N 

(JO : M-0-111-tll 
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1. 
IT('-4 NO. 

84. 

85. 

1(18 0(':.CRIPTION OF ll(M 
•,AMPL( OR ' ACIION IAKfN('.V,r>< 1-.nvs1vc D•TCS OR Rcrr111,o>< P£RK.)O'il JOtl NO 

. State Grants Project Case Files 

Case files of grant-in-aid state projects, including 
/ 

applications, budget data, ~~pendit~~e accounting, 

payment notification, and other materials governing 

grant-in-aid administration . 

.Authorized Disposition: 

Tr~nsfer to the FRC 5 years after completion of project 

and destroy when 10 years old unless needed for further 

reference. 

State Grants Statistical Flle 

Reports of State dctivities and operations, including 

bJsic questionnaires, worksheets; and tab runs used to make 

up periodic publications, and tabulations on expenditures, 

personnel, services, and facilities. 

Author1zcd Disposition: 

XK~&,v~NOC]fficUX&iK~XXr~~~YX Transfer to FARC 2 years 

after publication of report; destroy 5 years after 

publication. 



Job No. ______ 

REQUE:ST FOR AUTHORITY TO DISPOSE OF RECORDS-Con!i:tuation ShMt " 
1. 

lrt:4 NO. 

86. 

87, 

8 ['( 'A: RIP T ION OF IT ( M 
(\VIIH 1-.CLU~tv( 0AHS 0~ R(r£NT1Q't PC~IO~I 

State Grants Subject File 

Correspondence, regulations, copies of policy statements, 
_,,, 

legislation, and procedures governirig grants-in-aid 
. ' 

administration. 

Authorized Disposition: 

Transfer to the FRC when 5 years old and destroy when 10 

years old unless needed for further reference. 

Tuberculosis Subject Files 

~lonthly and annual· statistical reports, correspondence, 

proJect authorizations, technical and scientific reports 

from State und local TB programs, and material r~latlng 

to the general supervision of the program. Includes TB 

survellldnce reports and other documents relating to TB 

control on ~1e United States/Mexico border, and consulta­

tive services to States, territories, possessions, and 

foreign countries, 

Authorized Disposition: 

Transfer to the FRC when 5 years old and destroy when 15 

years old unless needed for further reference. 

7 II' 
',AMf'l[ OR 

AC I ION I A.Xf.ltJOtl NO 
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REQUCST FOR J.UTHORITY TO D[3POSE Of R£CORDS-Conti:'\Uation Sheol 

8 DC.CRIPTIO~ OF 11[1'4 
lr(M NO, (l'ill .. 1-.ClV~IV[ Q~t[~OR /l(t[NTION P(RIOO'.il 

1 Ill 
•,M•rl{ OA AC I IO'i I AK fl(

JOU NO 

88. 

89. 

90. 

Tuberculosis Research Studies 

Consists of ddta on efficacy of drugs used·in 

of tuberculosis and other studies related to 

Authorized Disposition: 

Transfer to the FRC when no longer needed for 

and andlysis. Destroy when 20 years old unless 

for further study. 

Tuberculosis X-Rays 

X-rays accumulated by the Center 

the study of tuberculosis. 

Authorized Disposition: 

Destroy when determined by responsible 

that the records have no further research value. 

transfer to the FRC. 

Tumor Patient Specimen Bank 

Record of specimen bank number, dLagnosis, 

collected, platelet dggregation levels, and 

with hospitals. 

the treatment 

TB. 

evaluation 

needed 

for Disease Control for 

program official 

Do not 

date specimen 

communications 

Authorized Disposltlon: 

Destroy 2 years after specimens are discarded or 2 years 

after publication of data. 

https://REQUf.ST
https://P(RIOO'.il
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------l------
Vaccine Studies 

Studies on new vaccines on various populations in the 

United States, including vaccine resea'rch in smallpox, 

measles, tuberculosis, influenza, and other communicable 

or preventable diseases. 

~uthorized Disposition: 

Transfer to the FRC when 5 years old and destroy when 20 

years old unless needed for further reference. 

Vector Biology Control Records 

Research proJects involving the evaluation and testing of 

chemosterilants and rodenticides. Contains correspondence 

and contracts with the World Health Organization on testing 

new insecticides. 

Authorized Disoosition: 

Transfer to the FRC 2 years after termination of contract 

or completion of project and destroy 8 years thereafter, 

___________..:_________________. 

r,,-J 1,H--O 1ll •11f 

https://nr:our.sT
https://11).-l.Jl
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Vector Biology Research Files 

Field and laboratory st~dies on natural history of 
/ 

arbovirus transmission cycle~ and vi~us-vector 

transmission studies on catalogued viruses. 

Authorized Disposition: 

Tram, fer to the FRC when 5 years old, except retain posi­

tive specimens in CDC for virus isolation until no longer 

needed for reference. Destroy when 20 years old. 

Vector Control Consultative Files 

This file contains correspondence and reports relating 

to consultation services provided to State and local 

ngcncies on vector problems associated with water 

~an~gemcnt pr □ Jects, Research documents are not included. 

Authorized Disposition: 

Transfer to the FRC when 2 years old and destroy when 

12 years old. 
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Veneredl Di&ease Culture Test Results 

Statistical source docu~ents, relating to extent and 

95. 

/ 

trend of female tests for go~orrhea; number of positive 

by type of health care provider, and high risk areas 

and groups. 

Authorized Disposition: 

Transfer to the FRC when 2 years old and destroy when 

10 years old. 

96. Venereal Disease Epidemiological Control Record 
(InfecLious Syphilis and Gonorrhea) 

Source documents containing patient interviews, results 

of contact exdminations, lesion duration, date of 

infection, stage of syphilis, and source of disease 

evaluation. 

Authorized Disposition: 

Transfer to the FRC when 5 years old and destroy when 

10 years old. 

________________________________:___________ 
,.,o 11\l-- 0 111 -ilJ 
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97. 

98. 

Venereal Disease Ldboratory Surveillance and· Follow-up 
of Serologic Reactors 

Record of laboratories performing seroiogic tests for 

syphilis; number of tests performed annually (and 

resulting number of reactors); and evaluation, extent, 

and trend of program progress. 

Authorized Disposition: 

Transfer to the FRC when no longer needed in current 

operations and destroy 10 years thereafter. 

Venereal Disease Morbidity System 

Forms and reports containing data used to measure the 

national extent and trend of venereal disease; to 

recognize epidemic situations; determine the demographic 

characteristics of infected persons; estimate incidence 

and prevalence; and to evaluate control efforts. 

Authorized Disposition: 

Transfer to the FRC when 2 years old and destroy when 

12 years old. 
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of -6..0.... pag,·, 

•REQUEST FOR AUTHORITY TO DISPOSE Of RECORDS-Conti:1.uation She-et 

IT('-4 NO 

99. 

100. 

101. 

93 C'('.;<:RlPIION Of IT(M 
•,AMrL[ 011(l'it!M 1-.CL\J~tv[ 0AHSOR R(l[i,11011 P(RIQO'.il AC Ii Qtl'" I AK rJC

JIJtl NO. 
Venere<ll Disease Patient Files (Early Syphilis Study) 

Medical examinations, patient histories, Taboratory test 

results, I~edical disposition of the-patient, and sur-
,( 

veilldnce reports. 

Authorized Disposition: 

Transfer to the PRC when 2 years old and destroy when 20 

years old. 

Venereal Disease Research Files 

Research findings, reports, correspondence, special studies 

pilol projects, surveys, treatment evaluation, investiga­

tions, experiments, screening tests, plans, and project 

precedent materials pertinent to sexually transmitted disea es. 

Authorized Disposition: 

Transfer to FRC 5 years after completion of project and 

destroy when 20 years old unless needed for further referen e. 

Venereal Disease Research (Tuskegee Syphilis Study Files) 

Hedical records, pictures and charts, follow-up sur­

veillance, obligation documents, and x-rays of participants 

in study. 

Authorized Disposition: 

Permanc.nt. Trc1nsfer to the FRC 4 years after file is close 

and offer to National Archives 16 years thereafter. 

Current accumulation: 20.0 cubic feet 
Annual accumulation: None 
Filing arrangement: Subject-numeric, then alphabetically 

by patient. 

https://t�1h,.-,111.cf
https://r1,11\.ri
https://Permanc.nt
https://P(RIQO'.il
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Venereal Disease Statistical and Evaluation.Files 

Tabulations, basic statement tables, McBee cards, and __ .,.,, 

relaled statistical documents pertaining to culture test 

results. 

Authorized Disposition: 

Transfer to the FRC when 2 years old and destroy when 10 

years old. 

Vertebrate Ecology Field and Laboratory Files 

Investigations of arboviral disease outbreaks, laboratory 

studies on vertebrates to determine their role as 

epizootic hosts, and field research documents. 

Authori~ed Disposition: 

Transfer to the FRC when 5 years old and destroy when 20 

years old. 

Viral Exanthem Diagnostic Records 

Clinical histories, laboratory reports, and reports 

pertaining to pox viruses. 

Authorized Disposition: 

Transfer to the FRC when 10 years old and destroy when 

20 years old. 

r -
• ..., o.,.... •• , laclad.l•f 0.,\1,rt"'ol, le I..• 1ub,n,.ll•d lo lhe NahonalA,c-l:uv•• ••d Rec-or,t1 .S•r•lc• 
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105. 
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---------------------------------· -•------~--------
TRAINING RECORDS 

Career Develonment and Upward Mobility __ ,,.,,. 

Files pertaining to training•~uthorization in Government 

and non-Government courses; individual development plans; 

training nominatiqns; and related material. 

NOTE: Coples of pertinent documents are retained in the 

official personnel folders. 

Authorized Disposition: 

Transfer to Federal Records Center when 2 years old and 

Jcstroy when 5 years old. 

lTS Alumni Fi]es 

Records on EIS officers who have completed two years of 

Juty, Includes information on training, qualifications, 

assi~nmcnts, and correspondence. NOTE: Most of the 

ddta in these files also included in the Commissioned 

Corps personnel folders. Some accretion of correspond­

ence after separation of officer. 

Authorized Disposition: 
.f. 

Transfer to Federal Records Center)( years after last con-

tact with officer,~ 11/2stroy 10 years 4"$4~£eaftel?, o/~ 
...La.tz,:l!f (?;?}4~~ 

---·- -----
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109, 
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Film Loc1n Files 

Record of films shipped to individual~~ Federal, State. -· 
,1 • 

and educational institutions and other organizations. 

Correspondence requesting film, and copy of transmittal. 

Authorized Disposition: 

Destroy 1 year after return of film. 

Homestudv Tr~ining Files 

Records pertaining to homestudy courses. including state­

ment of waiver of fees or fees paid, billing and related 

information. 

Authori~ed Disposition: 

Destroy 1 year after material becomes obsolete. 

lndivLdual Course Files 

Inform~tion pertaining to courses developed and prepared 

by or for the Employee Development Branch, Personnel 

~~nagement Office, includin~ Forms HEW 350, Training 

Nomination and Authorizations, and course evaluations, 

NOTE: Copies are retained in the official personnel folder 

Authorized Disposition: 

Transfer to Federal Records Center when 2 years old and 

destroy when 5 years old. 
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REQUEST FOR A-ITY TO DI:JPOSC or RECO..Conti:1ualion Sh&et 

7 
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111,. 

! N~-CnlPl ICH or II (M 

(WITH l'-Cu,~1•;[ OAT[~ 0~ A(r('1!1Q~ f'C•'C~I 

Instructional and Problem-Solving Records (Training 
Progr~rn R2cords) • 

__,,,,,. 

Documents createJ to identify and ~nalyze training problems
,{ 

such as princlples and techniques of problem analysis. 

systems design, and evaluation of training needs. 

Authorized Disoositlon: 

'Iraw;fe:r ::e Fed.end Rec.utds Center \1hen 5 year □ eld art4-

de-,tl!'o_, w:1ett 10 years old. 

Postdoctoral Resident Students File 

Co~tains corrcspondenc~. 8pplications, photographs of 

trainees, reports, course accreditation information, and 

hackground data on t!,e pas~doctoral residency program. 

, 
•;A'-'l'l( Oil 

.JOtl NO 

Transfer to Federal Records Center ,~en no longer needed 

~--__] ,/J :re I " /✓,/- -in progra:n planning~~ Mstroy yea~B c tel'etrte'r', "'' ,, 

r.---.,~~•• C,.,J.,!, .... ,,..,,;_.,n~r 1 .. h .... 1 .. ,,11,.(1,,th, •,,•,.--,,!~, '• f ! , ,:i 1 'I 1 ,, ., ... 1~ tr 

https://Co~tai.ns
https://11:.-::i.ii


------------------------------------ -

1 

-Job No. ______ P11~~ --22.._ 
• 0( I 60" j.ll\!(1:,r 

REQUEST FOR AUTHORITY TO DI3POSE OF RECORDS-Con!i:rna!ion ShHt 

i f["I 110. 

112. 

113. 

9a ()(~.CAIPTIOH or ll(M 1(1
•,,-.'-'rLCOA 

JOtl NO
(Wl!H l"<Cl\JSIV[ OAT[S QR A(f[l<IIO~ PCRIODSI AC110•4 r.i.11.r.-. 

-----~------·-

Registrar's Files - L~horatory Training 

Correspondence, student application~?.--student lists, 

course inform..,tion, cldss ro;tcrs, and related material. 

Authorized Dlspositlon: 

a. General Course F1les. Transfer to Federal Records 

Center 1 ye<lr after completion of course and destroy 

when 4 years old. 

b. Student Applications. Retain in agency as long as 

needed for statistical or other administrative require­

ment, then destroy. 

c. Correspondence, Destroy 1 yedr after course is com-

plcted. 

~eimbursJble Training Files 

These fil~s consist of letters from applicants in 
l 

requesting training, waiver of fees (with replies), 

reports, record of fees paid, monthly balance sheet, 

and general information concerning training. 

Authorized Disposition: 

Transfer to Federal Records Center when 2 years old and 

destroy when 5 years old, 



1 

REQUEST FOR }.UTFIORITY TO DI3P0Sf. Or RECORDS-Conti:malion ShMl 

IIEI.I NO. 

115, 

8 O(SCHIPIIC'H OF 11().( 
(',~:TH l'-CllJSIV( O-<H,Q;t Rtr(~l•O," P£JU0Cr'il ',AMP\.[0/f 

J0tl1'0 
' 

-----------·------------------------ - -----~-------
Tr.1.i.ni.ng Tnstructioncll :t-~aterinls 

Ocigi.nal training course materials d_E;':,:..elo;Jed from sources 

uithin the agency, as uell .JS those credte<l through 

conlractual arrangements. These materials are used for 

training professional government and non-government 

personnel and include instructors kits, slides, overlays, 

ans,1er sheets and exar:1ina tions. Exe luded are materials 

de·1eloped by other 2.gencies in training CDC professionals. 

i\ut 1,ar1.zcd Dispositio--i: . 
t? u e. h ~9'/ ~ ..//~~h-9' ,)--~a--,.,............~ ?V~ t:: ~L ~• 

Perm,;.:12nt. 6ffer to :fa cional Archives when no longer 

r.22,Jeil i:: current O'.)EL""-::ior>.s. 

(~rrent 2.ccumul~tion: 17. fl cubic feet 
~~nuaJ nccumulation: 3.0 cubic feet 
I'il tm; ,irrangement: Nunerica l by course number 

t:7~/4,(A.,,, fr? p b./4-~t:J-. LY~~ &'-r../~ 
Training Reports File 7 

I 

Consists of reports and plans concerning annual train-

tng of employees, upward mobillty, executive develop­

r.:ent, .md like material. 

~uthori~cd Disno5ltion: 

Tr~n~fcr to Federal Records Center when 2 years old and 

<lestroy uhen 5 yPars old. 

https://Tr.1.i.ni.ng
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r ,,r.... j t, O, n, ,.,., ;)rr,. 1('r, \•11nioht111Lloa lob No, ______ 
, , H•r l 1\1-1'4 Puc-5.L_ 

11~::V) •of.~ pl\g1·1 

RE:QUI:.ST FOR .\UTifORITY TO DmPOSE Of RECORDS-Conti:n1ation ShMt 

"'<----~-------------------------------------:---------,--_..:,____ 
1. 

lit"4 NO. 

116, 

8 O(SCRIPllON OF ITEM 
('/1'1TH l'<ClUSIV[ OA!B QR flcrr~1,o,~ P(RIOO'>I 

Tc.11.nee Records 

lndividual trainee records, includi~,,..applications, 
,, 

qualifications, course title, evaluations, test scores, 

and celdted material. 

Authorized Disvosition: 

Transfer to Federal Records Center 3 years after last 

cootact with trainee. Destroy when 7 years old, 

1 
IA

',AMPl( 011 
AC 110'1 I AXf.JfJOU NO 

https://conto.ct
https://RE:QUI:.ST


Request for Records Disposi hority- Continuation 

7 
ITEM NO 

8 DESCRIPTION OF ITEM 
(With Inclusive Dates or Retention Periods) 

9 
SAMPLE OR 

JOB NO 

117 Hotion Picture Filras 

~otion oicture films consistin~ of the ori~inal 
n8gative or color ori~inal olus OJtical sound trEck, 
an intermediate master positive or du~licate neg 
ative ~lus 00tical sound track, and a soun~ ~ro-
j,3ction ?rint of films ncquirec fr::i:il the ~Jationa­

,udiovisual Center under a reimb~rsable arran~eme1 t: 

Authorized Dis~osition: 

a. InforTiation films used to ex1lain the mission 
and o~erations af the CDC. 

Pfil?f"'I_~ NENT. Of fer to the Ifa t iona 1 Archives whe 
no longer needed for administrRtive ournoses or 
after~ yeRrs whichever occurs first. 

b. Films on or~enisms and diseases useJ ~rimari~ 
in the medical field for training and instructio 

Destroy when 15 years old unless determined 
that further agency use is required, in which ca e 
review every 5 years for dis~osql. 

(IteM a. Current accumulati~n: ;JO films: 130 fi ms. 
P._nnual accumulation: 3 filt,1s (w1prox. 0 4 CF) 
Arrangement: Al9habetical by subject. 

118 Fi~a ?roiect Case Files 

Scripts, ca·riera logs, justifications, reim.bursab e 
a~reements, notes, and other rec::irds relating to 
t~e oroduction of films. 

Authorized Dis,osition: 

'?E~M.!'>~TF?-JT. Offer to NATTS with the films to which 
they relate in item 117-a. 

PAGE OF 

8 
10 

ACTION TAKEN 

1 I S-203 Four copies, Including original, to be submitted to the National Archives STANDARD FORM 115-A 
Revised July 1974 
Prescribed by General Services 

Adm1n1strat1on 
(_ I t l ]'Ii , 1 , - "ii:,+-3fi 1 FPMR (41 CFR) 101-114 



Request for Records Disposi kUthority- Continuation 

7. 
ITEM NO 

119 

9 DESCRIPTION OF ITEM 
(With Inclusive Dates or Retention Periods) 

Still ?ictures 

These riles consist r)f the ori 1,:inal net,,ative and 
a caotioned 'Jrint for black and white photograJh; 
and the ori;inal color trans'Jarenc7 or color ne~ 
tive, a ca~t!onea arint, and an internegativc (! 
011e is nvl1ilanle)f0r coL,r 'Jhot:-:,:rrnhy. The col­
lecti::Jn, ~-,hich numbers ap•Jroxirns.tely 200 cubic 
feet, is used both within and outside CDC. Altha 
the majority of ohotograryhs deoict Jrogrammatic 
resoonsibility (in virtually every disease area) 

PAGE OF 

59 
9 

10SAMi>LE OR 
ACTION TAKENJOB NO 

-

ih 

many others have only limited administrative vale. 
Obsolete oictures are ~urhed oeriodically, and i 
is estimRted that not more than 51 of the master 
slides and 'Jrints are of enduring value. 

A~th0rized Dis,osition: 

• PE:1.r1J'..:J:SNT. Pecords, as described above, which 
docu~ent unique, s~bstantive ~rorram resaonsi­
bilities of CDC (Estimated to be 51 of total col 
ection). Offer to NARS when 10 years old, in 5-y.ar 
incre"'lents . 

. Other records nat covered by a. Destroy when 5 
years old, □Y when no longer needed for adminis­
trative ourooses, whichever occurs first. 

Four cople,. Including original, lo be submitted lo the Na!1onal Archives STANDARD FORM 115-A 
Re•,1sed July 1974 
Prescribed by General Services 

Adm,nistrahon 
FPMR (41 CFRI 101-11 4 

115-203 
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~~;.\Tl or _6__Q__ pages 
., 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

1 
l,E"I NO 

- ---

e DlSCnlPI ION OF ITEM 
(1'111 >< I"cLusIvE OA 1 Es on nut~r,oii rrn1oosl 

----------------------- --------------------

c..~-.. ,,_,, ,-·:y1 A ..... -,'.½-.1 10/8/76 
..__::.·~. Owens, Records Officer, CDC Date 

. I _i· I { • t • 

Howard Walderman, Publi.c Health Division, Office 
of the General Counsel, DHEW. 

Carl Mann, PHS Paperwork Officer 

9 10 
•;AMPI [ on AC I ION rAKEN

JOU NO 

-------!--------

Fo-.. ~pu••, 1nc::luch.ng original, to bo ■ ubrn.atted lo the Nohonal J\,ch.Jve1 and Record.a Serwlc• ~PO 19U--0-711-917 

https://1nc::luch.ng
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1•rnn11ar<1 F'onu No 11r,.-A 
•, 1~, ,J N'l\t·rnh, r 1t1•d GO 
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""-'~[,-:.,),; " of _JiQ_ IHIP:<·9 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheat 

7 
ITEM NO 

ft (>L';CfllPIION()r ll£M 
1W1m lt,CLus1vr OAHS C'H HETtNTION PtHIOf>S) 

---------·- ----- -----------

10/8/76 
Date 

- - /};;rn.~✓ ~&-~-r·LJ / c - /I~ 7/. 
(/ ~James D. Bloom, Executive Officer, CDC Date 

9 
',AMPl L Oil 

Jllll NO 

Ill 
A( 1IOfl I MffN 

Howard Waldernwn, Public Health Division, Office 
of the General Counsel, DHEW. 

Carl Mann, PBS Paperwork Officer 

lf'ou copui ■ .a u:iclud.aa.9 ongnuil, to be uahnutled to tho Naho11al Arcluve ■ ond Rcco,-d.a Sel'vaco 




