NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE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Some items in this schedule are either obsolete or have been superseded by new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These items, unless subsequently superseded, may be used by the agency to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SUPERSEDED AND OBSOLETE ITEMS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They are superseded, obsolete, filing instructions, non-records, or were lined off and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Items 1, 53, 73 are superseded by N1-442-09-001 Bucket 1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104 are superseded by N1-442-09-001 Bucket 2

Items 2, 33, 38-43, 47, 49, 55, 59, 62, 66, 69, 70, 72, 75-77, 79, 83, 84, 86, 92, 95-97 are superseded by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Items 35, 39, 44, 48, 50, 51, 56, 59, 61, 65, 68, 80, 81, 85, 89, 90 are superseded by N1-442-09-001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Item 4 is superseded by GRS 12 #5a (DAA-GRS-2016-0012-0002)
Item 16 is superseded by GRS 11 #4 (DAA-GRS-2017-0006-0016)
Item 64 is superseded by N1-442-02-002

Item 70 is superseded by NC1-90-78-03(B)

Item 74 is superseded by N1-442-90-004 #1a

Item 110 is superseded by GRS 1 #30b (DAA-GRS-2018-0002-0006)

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE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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The Center for Disease Control provides leadership and

direction to programs and activities designed to improve
the health of the people of the United States by prevent-
ing or controlling diseases, improving laboratory
performance, and assuring safe and 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 investigations and the
collection, analysis, and distribution of data related to

preventable diseases and conditions; (2) undertakes 3
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measures designed tc prevent the importation or spread

of communicable diseases from foreign countries into the
4

United States or its territories; (3) provides assistance

in the control and prevention of diseases, including
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9
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108 NO

10
ACTION TAKEN

environmentally induced human health probléms; and
provides epidemic aid to States and-c¢ommunities upon

the request of appropriateigealth authorities;

(4) maintains surveillance of the immunization status of
the population; (5) 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 improviang 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 te, and participates with, other nations
and international agencies in the eradication or control

of communicable diseases and other preventable conditions.

Fews copies, including seiginal, 1o be submitted to the Nationol Aichives and Records Service
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ADMINISTRATIVE AMD SUPPORT SERVICES

1. Administrative and Technical Subject Files

Files containing routine adhinistrative, correspondence,
and technical information regarding diseases, programs,
budget ané appropriations, tralning, legislation,
assoclations, socletles, coples 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.

Exception:

The Central America Research Station shall destroy
documents when 7 years old. Do not transfer to

Federal Records Center.

Peur sopes, inclmding evbyrnal, 1o Mo subinittod ta the Hatianol Aechiversnd Recards Servics L1 LAV -2) FHE-3ES
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2. Budget Preparation, Presentation, and Administration
Files : ’ ’

Consists of correspondence,/draftsjﬁgudget schedules
relating to agency long-range, multi-year, or no-year
budget submissions; supporting narrative justifications,
.Supporting budget and program data or analysis, warrants,
;;portionments and reapportionments, budget, operating,
obligation, outlay, travel, and other special plans;
dpcuments related to Cghgressional hearings, and related
schedules and data. NOTE: Formal budget data is sub-

mitted through PHS.

Authorized Disposition:

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

15

budget. Destroy when-2% years old.

3. Budget Preparation Working Files

]
Files accumulated 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.
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4, Certified and Registered Mail Records .
Receipts, registers, and other documentation of incoming
L~
arnd outgoing certified and rfegistered mail.
Authorized Disposition:
Pestrey—rirer—3—years—oldr -Lé; & A8 /QJ: #{jf?ew
5. Claims Files
Claims by and against the Goverament, including records
from criginal report to final adjudication, covering
property damage or personal injury as a result of the
use of equipment, vehicles, sprays, poilscns, and related
material.,
futhorized Disposition:
Transfer to the FRC 5 years after settlement and destroy
v,
10 years thereafter.
6. Cornunications Records

Documents relating to intercity voice network for
transrission of data by facsimile, magnetic tape, card

transceiver, and similar terminal equipment.

Authorized Disposition:

Transfer to the FRC 2 years after equipment has been

disconnected, and destroy 3 years thereafter.
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7. Congresslonal Correspondence

1

Correspondence between-Congressmen and the Center for
Disease Control. These files consist 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. Pewmanens. Transfer to the FRC
when 5 years old and effer-toThe totitoret-—Archives
wher—20rears—old, cﬁﬁkzcéﬁib?/ ot i gD 7¢$!¢%4A2’

ALl
Current accumulation: 10.0 cubic feet
Annuel accumulation: 1.5 cubic feet
Filing arrangemant: Chronological

b. All Other Offices. Transfer to the FRC when 2 years
0ld and destroy when 7 years old.

8. Correspondence (General)

Correspondence gilving general information, replying to
complaints and requests for information, referring
inquiries elsewhere, making routine arrangements for
speeches ard 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.

Tows srpmvs, laclading cetgrval, te be subimitiod fa the ¥ationat Xrchives and Necordyg Terveice LY tAM—I) JI1.9YY
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9. \\&Qleqations of Authority File .

v

e

ALC PropoSwls, clearances, handbooks, and final stateménts

e
/;)435741)

—/ ’
delegating thority to an individital or offite.

Authorized Dispositi

a. Responsible office.
vhen 5 years old and
when 20 years old.

rpdnent. Transfer to FRC
to the National Archives

Current accurn
Annual accwfulation: 0.2 cublc fee
Filing rangement: By organizationa

element

. L]
ser Offices. Destroy when no longer neede
eference. Do not transfer to the FRC.

10. Distributicn Management Files

Distribution contrcl forms, mailing lists, and simlilar
records used for the distribution of staff manuals and

cther printed publications.

Authorized Dispesition:

Destroy when superseded or obsolete,

11. Lmplovee Grievance Files

Documents accumulated in the filing and resolution of
empleyee grievances including complaints, depositions,

interviews, and related papers.

Authorized Disposition:

Destroy 3 years after final disposition of the grievance oj

complaint,

Yive oz e factadimy oetyrmul, ta 5o gubirmitied ta the Sational Senbiwas snd Recgeds Sarvics GXF O AMas) TRE Y
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9.

Delesations of Authority File

2. Administrative and ’rogram Delegations of Au-
thority. Administrative delegations include an-
nual leave, onrocurement, »rinting, travel, etc.
rocram delegations include srocedures for dele-
catinz authority (format and content of delenre-
-ions ): trensmittal of delegations, nrccedurel
nstructions, delegation code sheets, multi-dele
a

1

—

tee delegations, revised and cancelled delega-

i
o
tions.

Authorized Disnosition:

a. Program delegations which are not oublished 1ir
the Federal Rezister. PERVUANENT. Transfer those
documents which nertain soecifically to the dele-

cation to the FPRC 2 years after sujerseded or whegn

nrogram value ends. Offer to NARS when 10 years
0ld in 10-year increments.

b. Administrative cdelepations and osrogram delega-
tions not covered in a. Transfer to the FRC 2

years after suodersession or when orogram value
ends. Destroy 5 vears thereafter(7:zears after
sunersession).

c. Reference cooies in other offices. Destroy
year after authority is redelegated unless ne
ed for further administrative use.

115-203

Four coples, including original, to be/submmed to the National Archives

ey 1075 4y - STI=3RT

STANDARD FORM 115-A

Revised July 1974

Prescribed by General Services
Adnumstration

FPMR (41 CFR) 101114
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12. Emplovee Locator File .

r

Fd

Locator cards for each CDC employee. Contains such
—

-

information as home and office address, telephone
number, and name of person to contact in the event of

an emergency.

Authorized Disposition:

Destroy when superseded or upon separation of the

employee.

13. Forrs Management Files

Contains data showing the inception and scope of #he »sdl- OO+ LAdelZzt

form and the program or administrative purposes served

by the form.

Authorized Disposition: N
K
ecord Copy of Form.” Permanent. Offer to the
tional Archives in increments of 5 years when

a .
15 years old. oL /9252a@&2§22¢%6447p ¢£22¢4L2%7,/éc4L/

e e,

a. o

Current accunulation: 2.0 cubic feet
Annual accumulation: 0.4 cubic feet
Filing arrangement: By form number

b. Backzround material. Destroy 6 months after form is
superseded or canceled.

Tenr oopars, lactading oedginal, ba be aubirillad ts the Hatenal Archives und Records Sarvics LR iaR—f) PRI
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14.

15.

16.

Fund Raising Campaigns

- -

Lists of donors and amount given, receipt from bank
—

-

showing number of donors and amount collected,

publicity and other related material.

Authorized Disposition:

Destroy when 2 years old.

llouse and Senate Hearinpgs (Reference Files)

I

ackground information prepared by CDC officials who

[

estify in Committes hearings. Also contains copies of

bil

j—

s and laws on HEW appropriations. NOTE: Official

documents naintained in PHS.

Autnorized Dispgsitioa:

Transfer to the FRC\ffyears after completion of hearing.

Destroy when ZO years old.

Tdentification 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: UQx’ & AL /?5 4¥j7f

e . L3 £~ L | PV i 1A 2
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17. Issuance Files

. -

Consists of manuals, directives, handbooks, and other
-

-

formal policy and procedural issuances.

Authorized Disposition:

a. Formal Issuances by Preparing O0ffice. Permanent.
Transfer to FRC when 5 years old and offer to the
Mational Archives after 20 years.

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

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

18. legislation Reference Files

This file contains material covering current Con-
gressional sessions, reference data on Congressional
Committees and Subcommittees, including biographical

¥
and legislative data on the members.

Authorized Disposition:

Transfer to the FRC when 2 years old. Destroy when

5 years old.

Four vopass, laciading origannl, 1o by sabirutind ta the Natianul Archives and Records Service L A0 e N
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19. Management Surveys ‘

. -

Reports and supporting material, such as interview notes
..'/ .
and miscellaneous work papers relating to various man-

agement studies. Included are reports on manpower

management and feasibility studies.

Authorized Disposition:

a. Record Copy of Report. Transfer 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.

20. Membership in Associations and Societies

Records documenting membership of CDC officials and
supervisors in professional organizations. Contains
correspondence, coples 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.

Fous oupres, lacledimyg original, te b subiulted 10 the Nahional Aichives and Records Service RO 1A—O NI
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21, Nonrecord Reference Material .
Correspondence (including reading files), memoranda,
e

and documents relating to tyavel, requisitioning,

training, position descriptions, regulations, publi-

cations, reports, notes and drafts, and superseded

reference coples of microfilm.

Authorized Disposition:

a. Position Descriptions, Training and other Erployee
Docunents. Destroy 1 year after position is abolished
or employee is terminated.

b. Other Docunents. Destroy 1l year after the end of the
year unless nezeded for further reference. Do not
transfer to the FRC.

22, Orpanization Dccuments

rroposals, approvals, functional statenents, organiza-
tional cocde revisions (Form HEW 5094 or equivalent), and

organization charts.

Authorized Disposition:

a. Historical File. ~Permamens. Transfer to the FRC
when 5 years old and offer—te—thefattomat—Arcirives

vher-20—yerrs—old., L0 Tileoy s hie RO L
o
el
Current accumulation: 8.0 cubic feet
Annual accunulation: 1.0 cubic foot
Filing arrangement: Alpha by organizationmal elemen

b. Background and Supporting Materlal. Destroy when
5 years old.

9

SAMPLE OR
208 HO

10
ACHIQM TAXFY

Xt
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23. Patent Case Files

-

Copies of reports of inventions, decisicns, applica-

tions, agreements, and related material necessary to a

patent case.

Authorized Disposition: Aﬁélyﬂ74;€§/ s hece VAR = YA <

Bestroy when no longer needed for administrative purposes, éoﬁégéﬁzi’*Q"‘ﬁﬁﬁuzé;
LA e o8 il S LEL

ffz Projeck Files - Program Planning and Evaluation

—2%. A | Contains CDC's multiyear program plans for input into
the overall plans of the Office of the Assistant Secretary
for Health and the DREW. Alsc includes evaluations of

pregran (CDC) objectives, reports, and proposed legislatioh

with respect to the Center's program goals and objectives.

Authorized Disnosition:

a. Final Revorts. Permanent. Transfer to FRC when
5 years old and offer to the Mational Archives when
20 years old.

Current accumulation: 5.0 cubic feet
Annual accumulation: 0.8 cubic feet
Filing arrangement: Fiscal year; program area

b. Dackground Material. Transfer to FRC whenu’p;ears
0ld. Destroy 10 years after the year covered by the
budget.

Tour ey Tucts hiny lpeel talvs sahin Sad tatt s Nutianel Arvtovagnnt Rararty Torvice R N AL ]
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3

Public Advisory Committee Files -

Technical Advisory Committee files consisling of

e
agendas, authorities, directives, nominations, minutes

of meetings, transcripts of proceedings, project
authorizations, scheduling operations, correspondence,
'ﬁpplications, reviews and ;ther material relating to
the prevention and/or control of diseases and occupa-

T fele

Authorized Disposition:

Permanent., Transfer to the FRC 2 years after abolishment
y

of committee and cifer to the National Archives 18 years
5/’_,/_7/" Lo Lt Y <Val
4ﬁ2&bé<ﬁb>¢é» JZA»LLﬁaiff' ¢§Z¢;ﬂg;z_ ,4£§7/

7/ R
(PLrrr s ALEEL

theresafter.

Publicity File

Press releases to cormunicatlons media advising of CDC's

positicn on wvarious health matters. Includes official

speeches, transcripts, correspondence, regulations, and

copies of approved legislation. Also includes any

formal presentaticns (speeches and reports) to associa-
tions and committees by CDC officials who voice official

r - /. - o
agency views. 47)f{ ¢2>§;§%¢4> f?f’ /Aé; (2D drtn Z Bt Fr
thstimated funnual Vol.:. 1 C.T. N
frrangement: Llvhabetical by Subject.

v

fuvthorized Disnosition:

a, PERULNLENT. Press releases and offic

pf hicn-renking CDC of F

1 al soeechepg
is o}
"RC wnen 5 yeuars old end of

b. Other mater: sfer to FRC when § years

tional safety. .é7if2' JZZZ§;9$6Zé?—Z&#44/7ﬁ- 4224422%7y%4>e/

i
Transfer record cooy Lo
C



https://1::~J'l:.;,ru.JT

Lo e s 15
< or resl Uy Odnaral Sersices \ininlsteatloa - < Job No.

SA Rer A LY-108 . . P“%'n‘:“-‘-—
-2 “ cof (" pages

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS—Continuation Sheet

o———

? . 8 OLSCRIPIION OF LIEM A 10
ITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIOOS) 4 ! _,OSL,::OOR ACTION TAXFN
27. Records Management Files

s

Worksheets relating to‘inventories and appraisals of
e )
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.

28. 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.

Touz eepass, including original, 1o be subirutiod ta the National Aschived and Records Sesvice LR TAX-O- NN
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30. Visitor Files .

-
-

Record of visitors, Including foreign visitors, to the
et

Center; their purpose and dates of visits.

Authorized Disposition:

Destroy when no longer needed for administrative purposes.

31. Vorking 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 Dispositioen:

Destroy 6 months after preparation of final document to

which notes relate unless needed for further reference.

Four cepeen, lanclading esiyimal, te Do subiruiied ta the National Aschives and Racocdy Service W3 A—O- 111310
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32, Animal Breeding and Rescarch
L
Machine tracings, biochemical tests, histopathology
studies, and other laboratory data relating to research
in animal disease control, improved animal strains,
virus and carcinogen testing, and experimental surgery.
Authorized Disposition:
Transfer to the FRC when 5 vears old and destroy when
20 years old.
33. Animal 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.

Tons oopias, lacluding cebyimal, 10 b suhirutied 1o ihe Notionnl Aschives and Recards Service

M0 TAY (2 TEF-14T
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34. Arbovirus Laboratory Service Files
Reference cards on antigens and reagents prepared for
Federal, state, and international agencies. Also
includes reference collection of Western Hemisphere
arboviruses.
Authorized Disposition:
Transfer to the FRC when 10 years old and destroy
when 20 years old unless needed for further reference.
35. Birth Defects Monitoring Program

Project studies of birth defects in babies, including
vital statistics subject file, case records, reports,
microfiche statistical file, and reports. Also includes

records relating to low birth weight surveillance.

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 mot transfer to the FRC.

Foux copies, including eriginal, te bo gubmiticd 1o the Mational Arcluves and Records Secvice

GRO iB—0-711.817
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36.

37.

Communicable Disease Case Study Files

Records on individual éatients, persons, groups,
e
or specific geographic areas having or suspected

of having communicable diseases. Files countain

laboratory reports, family histories, photographs,

notes, correspondence, and related materials. Also

includes screening documents of aliens seeking to

immigrate to the U.S.

Authorized Disposition:

Transfer to the FRC when 2 years old and destroy

when 10 years old.

Continuing Disease 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.

9

SAMPLE QR
JQu NO

o
ACTHOM TARFH

Fous vopres, lncindung ocigimal, e de suborulted ta the National Aschives and Recordas Sarvice

GRO AR HE-01)
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38.

39.

Cooperation Files {Laboratory Nanagenenﬁ Consultation)

-

Various studies on laboratory management conducted by
-~

Laboratery Management Consultation, and correspondence
with HEW public health laboratories, foreign govern-

nents, institutions, and other health organizations.

Authorized Disposition:

Transfer to the FRC when 2 years old and destroy when

10 years old.

Cooperative Project Case Files

Records on cooperative health projects or programs with

Faderal Agencies, Agz2ncy for International Development,

st

Jorld Health Organization, and forelign 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.

/CQéTzaéZT

Rerd 2 - - 12 years after project completion

date, » or

to—thre—thrttoma - Arcitives.

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

S

9

“AMPLE OR
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i
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r
amr HP‘",(-\:!-J\:\; oidnmal, te by subinitted 1o the Hathinnal Atchives and Records Sarvics

CRY 1AM O- 111037
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40, Data and Specimen Handling (DASII) Laboratory Test Files

-

Notebooks and other documents used by technicians and
L~
sclentists for recording test results of specimen and

cultures.

Authorized Disposition:

Transfer to the FRC when 5 years old and destroy when

10 years old.

41, Data and Specimen Handling (DASH) Transmittals

Forms CDC 3.203 (originals and copies) received from

State laboratories and other sources with specimen.

Authorized Disposition:

Destroy forms immediately following microfilm editing

and corrections. Destroy microfilm when 10 years old.

t

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

FPMR 101-11.507(c)(1).

Tour copmed, laclading oeigimal, 1o be subrmulied 10 the Mationnl Aschives and Records Service LN tA—0-218 010
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42, Dental Disease Prevention Statistical Ffle'

Studies, summaries, and background'informétion on dental
studies and research pertaining to*fzhoridation and
defluoridation, dental care, caries, and dental demonstra-
tion proj;cts. NOTE: This 1s a new program with no
historical data on vslume accumulation. However, 1t is

anticipated that no more than 1 cubic foot of reports

wlll 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.

43, Dental Disease Prevention Subject File

Correspondence, reports, epidemiological investigations,
clinical trials, plans, policy, and precedent materials
on the dentai 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.

Fows eaprian, facla imy ertorant 2 Se vt iantled Ta thy Matien 1% £} ST g ta Tervico e, ey ) e gy
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44, Diagnostic Products Class Standards .

Documents from commercial firms submitted in support

of in vitro dlagnostic class standards.

Authorized Disposition:

Destroy 6 months after standards are recorded in the

Federal Register.
45, 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 (AMIS), 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.

Tons e*prea, lncloding original, e be subinutied 1o the Natienal Aschives and Records Service

L2 TAR-0O N1-?
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46. Epidemic Case Files on Non-Recurring Investigations

-

Epldemic Iintelligence material, including specimen
L~
histories, epidemiological, ‘clinical, and serological

data derived from various Iinvestigations of epidemics,

vaccine trials, and field reports.

Authorized Disposition:

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

20 years old unless needed for further reference.

47 . FEquipment 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.

Tomt cwpeca, Inclading cerganal, ia by subirmitled 10 the National Archives and Mecords Jervics M AR 7107
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48.

49,

50.

Etiologic Agents .

.

Permits to import or transfer Etiologic Agents or

-

- N

Vectors of Human Disease.

'y

Authorized Disposition:

Frensfoy—to—tha-FRCwhea-S years old ﬂnA,ZEstroy 5 years

after expiration of permiEf ol ‘/7¢z¥£_/ﬁ144425 y‘;? A

Fanmily Planning Project Files

Technical assistance provided to states and foreign
countries in family planniang rethods. Also contains
abortion surveillenca documents, special studies,

reports, and correspoundance.

Authorized Dispositicn:

Transfer te the FRC when 2 years old and destroy when

\d
10 years old unless needed for further reference.

Field Reports

Field Reports, including trip reports (other than
Epidemic trip reports), containing both techanilcal and

administrative information.

Authorized Disposition:

»

Trausfer to the FRC vhen 2 years old and destroy when

5 years old.

SAMPLE OR

20U MO

BT
ACHION TAMFN

N

Yowr fapren, lacluding orlyimal, 1o bt subsrutivd s the Natienat Archives aud Records Sarvices

MY A=) FHb 3T
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51. Health Analysis and Planning File .

Morbidity and mortality data, correspondehce, health

—~

interview surveys, and reports.

Authorilzed 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 c¢linical significance of abnormal

hemoglobins.

Authorized Disposition:

Transfer to the FRC when 5 years old and destroy when

20 years old unless needed for fufther reference.

Tour vopees, taclndiny original, te be subirulted ta ths Natisnal Archuves and Hecards Jesvice LI TAR—O-211-997
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+

53. Records of Interagency Committee on Back Contamination

.

These records relate to the Committee's role in advising

the Administrator, NASA, on containment 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
54. International lUealth 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 ﬁniversities. NOTE: Training

curriculum offered 1s separately scheduled in Ttem 114

Authorized Disposition:

Transfer to the FRC when 3 years old and destroy when

15 years old.

Your oopaan, bncloding original, ta be subinitied 10 the National Auchuvys and Records Jervice RO IAR-Q- Nt
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35, In Vitro Produect Evaluation Files .
Correspondence and reports on results of bremarket
testing of commercial in vitro prodﬁgts, such asg '
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 1s prepared

and destroy 8 years thereafter.

S6. Laboratory 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 1n current
operations. Destroy 5 years after related equipment 1is

renoved from agency inventory.

Four vopans, Incladiag origina!, te ha gubiruited fa the Natignal Aschuves and Records Jesvice LM 1A= 2122
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57.

Laboratory Licensure and Proficiency Testing

Anolications for licenses (or license exemntion)
to onerate clinical and oublic health laborator-
ies. Also includes laboratory nerformance evalu-
ations, examination renorts, action sheets for

corrective measures, checklist for imnrovement,

corresnondence realted to gualifications of labora
tory personnel, comnliance, legal notlices, cooied
of license issued, and related material created
to imolement the Clinical Laboratories Act of 1967

Authorized Disposition:

Transfer to FRC when 3 years old. Destroy revoked,
sussended, or suverseded licenses when 15 years
old.

115-203

Four copies, including original, to be submitied to the National Archives

G 1975 O - 579=387

STANDARD FORM 115-A

Revised July 1974

Prescribed by General Services
Administration

FPMR (41 CFR} 101-114
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9
SAMPL 10
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58

. Laboratory Licensure Propgram (Criminal Investiga

tions)

Investigations of clinical laboratories determing
to be in violation of the Clinical Laboratories 1
nrovement Act of 1967. Includes exhibits, corres4
nondence, renorts, compliance determinations, res
umes of ressronsible officials, General Counsel re
ommendations, transcrints of hearings, and relatsg
material. NOTE: This program currently has 5 cubl
feet of records (aporoximately 1 cubic foot of d¢
uments ner year).

Authorized Disnosition:

disvosition. Destroy when 20 years old.

Transfer to the FRC 5 years after fingl

d
M=

fo
d
c
C o

115-203

Four copies. including original, to be submitted to the National Archives

GED 1978 0 . 579367

STANODARD FORM 115-A

Revised July 1974

Prescribed by Genera! Services
Administration

FPMR (41 CER} 101~11 4
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59. Laboratory Materials Distribution File

v

Card files and correspondence relating to the distribu-
tion of reagents, antigens['and otﬁé; 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.

Tows vepeey, lacloding original, Je be subcrulied Yo the National Atchives and Records Service LR IAMO-111-91T
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61,

62.

63.

+

Laboratory Project Case Tiles (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.

Lipid Standardization Program

These records consist of raw data, results, corre—
spondence, statistical work-ups, and evaluations by
various national and internatiomal 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

yeatrs old unless needed for further reference.

Lead Toisoning Control Files

Surveys, regulations, preliminary reports, correspondence,

and field notes dealing with the prevention of lead-based

v

paint poisoning.

Authorized Disposition:

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

years old.

Tonr vepase, lnclading osigimal, te be subsvuited ta the National Archives and Rucards Service

LR IN—O- 1917
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64. Manuscripts and Final Reports of Research Projects
Published and unpublished reports of completed research
L

projects, including final reports 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 findings and conclusions

reached relative to scientific projects both within

CDC and through contractual arrangements.

Authorized Disposition:

a. Record copy. 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 accumulation 25.0 cubic feet

Filing arraugement Alphabetical within each bureau

b. Other copies. Destroy when no longer needed for

reference,

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

old and destroy when 10 years old.

Teos eopee, lacludiag sigimal, 1e be subirutied to the Natignal Aichuves and Necords Service LP 1AY== 1IN0
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65.

66.

Hlental Waiver Files .
» .
Diagnostic and medical studies (case files) of individual
et
aliens in United States whose mental condition warrants
2t

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 supervision.

Authorized Disposition:

Transfer to the FRC 1 year after date of closing and

destroy 4 years thereafter.

Microbiological Reagents Production Records

Laboratory documents generated in support of reagent
production, including working papers detailing testing

and evaluation of reagents.

Authorized Disposition:

Destroy 10 years after completion of testing and evaluation

of reagent.

9

SAMPLE OR
JO8 NO

n
ACHION TAKFN

Pews copnan, laclesding origimal, ta e subiviited to thae Notional Aschives and Mecords Service

WO 1AMO- 11917
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67. Micrographs .

.
)

Photographs of organisms, cells, tissues, lesions,

-
structures, organeclles, etc., examinméd by electron
ad
microscopy.

Authorized Disposition:

guticase . Transfer to the FRC when no longer needed in

.4? o
daily operations. -B&few—t ronal-drchises when 20

LS ey oo

years old.

Currentc accuwnulation: 3.0 cubic feet

Annual accumulation: 0.5 cubic foot
Filing arrangement: Alphabetical
66. dational Nosocomial Infections Study

Records relating te national surveillance and investiga-
tions of hospital-zssociated infections. Includes
correspondence and special studies on methods for con-
trolling hospital infections and on methods for examina-
tion of unusual specimens. Alsce includes documents for
special health projects such as the Study on Efficacy of

Nosocomial Infection Control (SENIC).

Authorized Disposition:

a. Investigative Files and Patient Case Files

Transfer to the FRC when 2 years old and Jdestroy when 20
‘years old.

b. Correspondence and Memoranda. Close out inactive file

when 2 years old and transfer to the FRC and destroy when

S years old,

Teur vepans, lncluding calginal, 1o Be subisulted 1o tha MHatiowol Aschives nmd Hocords Jervics O 1AM MY
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69. Nutrition Tabulations and Reports ‘

Interim reports and correspondence (including graphics and
- - . -—‘/
worksheets) on nutrition surveillance and smallpox

eradication,

Authorized Disposition:

Transfer to the FRC when 3 years old and destroy when 6

years old.

70. 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 envirounment.

Authorized Disposition:

Transfer to the FRC when 3 years old and destroy when

20 years old.

Tear copas, including original, 1o be subivutted 1o the Nationul Archivaes and Records Service MG TAR—- T2
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71 Pathology Studies ]
Documentation of biopsy and autopsy specimens from both
-
man and animals. b ' .
of M
Authorized Disposition:
Transfer to the FRC when no longer needed in current
operaticns and destroy when 20 years old.
72. Polio Diagnostic Records

Laboratory results, reports, clinical histories, and
other background information used to support research

projects. )

Authorized Disposition:

Transfer to the FRC when no longer needed in current

research projects and destroy 10 years thereafter.

Peny oenas, incladiag eolysmal, te ba aubrrutted 1o tha Hational Aschuves mamd NMacards Jarvice GRY 1A= 1YY
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73. Polio Studies .
Poliomyelitis investigations, morbidity and mortality
tables, maps, charts on polio outbré'éi(/s, field reports, )
age study of polio victims by states, vaccine safety
testing anc.l 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.
Authorized Disposition:
Permanent. ‘Transfer to the FRC when no longer needed
in current operations. Offer to National Archives when
20 years old.
Current accumulation: 50.0 cubic feet
Annual accumulation: 1.5 cubic feet
Filing arrangement: Alpha by laboratory
74, 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. .
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75. Quarantine Vaccination Centers .
Background and policy data involving the establishment of
._'/
yellovw fever vaccination cconters.
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 internatiounal certifi-

cates of vaccination.

Authorized Disposition:

— . . o " N . g . .
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;

HIEN NQ.

77.

3 CLCAIPTION OF 11EM
(3WITH PCLLSIYE DATES OR RUEINTQM PLANIOS)

-

3 —

Radiation Exposure

Readings of badges of individuals working with radioactive

* » ‘/ -
isotopes. Also includes corresponderice and safety litera-

ture from the Radiation Safety Committee and others.

Authorized Disposition:

Fransfer—toThe TRC WiTr—2—years—otd—and #dstroy 10 years

after separation of employee. 2o /76?7‘2,4£429L422 7/%9
S,

Research Vorking Papers

dackground information used in preparation of manu-
scripts, final reports, and techaical papers developed
from various source material, including field data
sheets, questionnaires from state laboratories and
other sources, tabular summaries, charts, graphs,
photograpns, findings, and conclusions. Also includes
laboratory notebooks on procedures, techniques, and
formulae for preparation of skin test sensitins for

human use.

Authorized Dispositien:

Transfer to the FRC 2 years after preparation of

manuscript or technical paper to which they relate.

Destroy 10 years after completion of study project.

1

LAMPLE OR
Jo8 HO

10
ACTHION TANFNH

Four eopese, tucluding oriyimal, te by subirutied to thy National

Barctuves nnd Records Service
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?
1TEM NO

3 DLSCRIPTION OF 1TEM
(WiTH IMCLUSIVE DATES OR RLTENTICN PERIQOS)

9

“SAMPLE OR
JOU NO

10
ACTION TAKFN

79.

80.

81.

Rodent Control Files

v

Surveys, reports, field notes, correspondence with State
. 3 - . . -/ .
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 and 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 Tile

Inventory cards, ledgers, test results on stored
material, receiving and shipping documents, blood donor

lists, and encoder files. )

Authorized Disposition:

Pestroy when no longer needed in daily operations.

Tens eopaes, inclading ocignnal, te be subirutted 1o the Nalional Aschuves und Necords Service

L2 TAO-T711-912
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ITEM NO,

3 OESCRIPTION OF 1TEM
(WITH [SCLUSIVE DATES OR RCEENTION PERICDS)

82.

83.

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

Efadication, 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 years old.

Smallpox Lepgal Files

Concerns requirements for mandatory school entrance
screening; smallpox policy regarding new vaccination
recommendations; and official policy statements 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 aund destroy when 10

years old unless needed for further reference.

9

SAMPLE OR
JOY NO

10
ACHION TAKEN

Teus cepuas, {nclading ordginal, te be subirutted 1o the National Aichives umd Records Service
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ITEM NO. (WiTH INCLUSIVE DATES OR RCTEATION PERKOS) ")g’;‘,fc?“ ACTION TAKFN
84. State Grants Project Case Files

Case files of grant-in-aid state projects, including
v-'/
applications, budget data, expenditure accounting,

payment notification, and other materials governing

srant-in-aid administration.

Authorized Disposition:

Transfer to the FRC 5 years after completion of project
and destroy when 10 years old unless needed for further

reference.

85. State Grants Statistical Flle

Reports of State activities and operations, including
basic questionnaires, workshecets; and tab runs used to make
up periodic publications, and tabulations on expenditures,

personnel, services, and facilities.

Authorized Disposition:

X X X0t HE XBRO BT 2 X5 X ¥ KI AN A XI&5X XK XX F&arsX
AKX DB XIX BX XXe@btXX Transfer to FARC 2 years
after publication of report; destroy 5 years after

publication.

Tour wopaee, lacluding ocdginal, le b jubirutled 1a the National Atchives and Records Service 620 LAR-O 111-NT
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1 8 DCSCRIPTION OF 1TEM Amr?uoa la
ITEM NO, (WITH INCLUSIVE DATES CR RCTENTION PERIOTS) . ' JO8 NO ACHION TAKFN
86. State Grants Subject File .

Correspondence, regulations, copies of policy Statements,
-~

legislation, and procedures governiﬁg'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.

87. Tuberculosgis Subject Files

Monthly and annual statistical reports, correspondence,
project authorizations, technical and scientific reports
from State and local TB programs, and material relating
to the general supervision of the program. Includes TB
surveillance reports and other documents relating to TB
control on the United States/Mexico border, and consulta-
tive services to States, territories, possessions, and

foreign conuntries.

Authorized Disposition:

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

years old unless needed for further reference.

Your Pomes, includiny origimal, te bae tubinutied 1a the National Archiyes and Recards Jervice WAa RO et
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‘

7 . 8 DLSCRIPTION OF HTEM o 1a
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88. Tuberculosis Research Studies

4

3

Consists of data on efficacy of drugs used-in the treatment

of tuberculosis and other studies reldted to TB.

it

Authorized Disposition:

Transfer to the FRC when no longer needed for evaluation
and analysis. Destroy when 20 years old unless needed

for further study.

89. Tuberculosis X-Rays

X-rays accumnulated by the Center for Disease Control for

the study of tuberculosis.

Authorized Disposition:

Destroy when determined by responsible program official
that the reccords have no further research value. Do not
transfer to the FRC.

90. Tumor Patient Specimen Bank

Record of specimen bank number, diagnosis, date specimen
collected, platelet aggregation levels, and communications

with hospitals.

Authorized Disposition:

Destroy 2 years after specimens are discarded or 2 years

after publication of data.

Toar cepaen, incinding ocignnal, te ba submutied to the Nahenal Archuves and Records Jarvice LI0 1AI—O-T1E-04E
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8 OCICRIPTION OF 1TEM

iTF_H-No (WITH INCLUSIVE DATLS OR RLICMEON PERIODS) . ""J;gﬁfoo“
91. Vaccine Studies .
‘

Studies on new vaécines on various populatiohs in the
United States, including vaccine reseatch in smallpox,
measles, tuberculosis, influ;;za, and other communicable
or preventable diseases.
Aﬁthorlzed Disposition:
Transfer to the FRC when 5 years old and destroy when 20
years old unless needed for further reference.

92. Vector Biology Control Records

9

in
ACTIOM TAKFN

Research projects involving the evaluation and testing of
chemosterilants and rodenticides. Contains correspondence
and contracts with the World Health Organization on testing

uew insecticides.

Authorized Disposition:

Transfer to the FRC 2 years after termination of contract

or completion of project and destroy 8 years thereafter.

Tems vopuan, locinding orizunal, te be subimutied to the National Accluvee and Records Jervice

LR 1A-O 1Y-NT
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93, Vector Biology Research Files .

Field and laboratory studies on natural history of

arbovirus transmission cycles and virus-vector )

transmission studies on catalogued viruses.

Authorized Disposition:

Transfer 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.
94, Vector Control Consultative TFiles

This file contains correspondence and reports relating
to consultation services provided to State and local
Agencies on vector problems associated with water

nanagement projects. Research documents are not included.

Authorized Disposition:

Transfer to the FRC when 2 years old and destroy when

12 years old.

Tons popane, inclading eriginal, Ve Be submutted ta the Nationnl Archives and Records Jervice

WA LAR-O- 1T
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SAMPLE OR
JOU NQ

i
ACTION TAKFN

95.

96.

i

Venereal Discase Culture Test Results .

Statistical source documents, relating to extent and
."/
trend of female tests for gonorrhea, 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.

Venereal Disease Epidemiological Control Record

(Infectious Syphilis and Gonorriiea)

Source documents containing patient interviews, results
of contact examinations, 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.

Fons ewpend, Inclading original, 1o be pubmistted 1o the National Archuves and Records Service

O 1A—O T11-0T



[T I A 1N i LA
eovenl NOv T Her It
sribsf by ibonoeal Services Ainialstratioa Job No.

Page 49 _
A Reg 3 1Vv-108
Hs-1 “ “ Ol._ﬁ_Q..pngn-\

, REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS—Continuation Sheet

b 8 DLSCRIPTION OF 1T€M 9 10
ITEW NO. (WiTH INCLUSIVE DATES OR RLIENTION PERIIOS) - “‘J:‘)ZL:OOR ACHIOMN [AXFN
97. Venereal Disease Laboratory Surveillance and- Follow-up

of Serologic Reactors

Record of laboratories performing sergiogic 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.

98. 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.

rous vopnes, lnclading ordginal, 1e be gubirutied 1o the National Kichuves ond Records Jervice L) TAR-O-111-912
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.

v

?

“AMPLE OR
JOH NO

1o
ACTHION TAKFN

99.

100.

101.

Venercal Disease Patient Files (Early Syphilis Study)

Medical examinations, patient histories, Yaboratory test

results, medical disposition of the-patient, and sur—
of -

veillance reports.

Authorized Disposition:

Transfer to the FRC when 2 years old and destroy when 20
years old,

Venercal Disease Research Files

Research findings{ reports, correspondence, special studies
pilot projects, surveys, treatment evaluation, investiga-
tions, experiments, screening tests, plans, and project
precedent materials pertinent to sexually transmitted disea

Authorized Disposition:

Transfer to FRC 5 years after completion of project and
destroy when 20 years old unless needed for further referen

Venercal Disease Research (Tuskegee Syphilis Study Files)

lMfedical records, pictures and charts, follow-up sur-
veillance, obligation documents, and x-rays of participants
in study.

Authorized Disposition:

Permanent. Transfer to the FRC 4 years after file is close

and offer to National Archives 10 years thereafter.

Current accumulation: 20.0 cubic feet )

Annual accumulation: None

Filing arrangement: Subject~numeric, then alphabetically
by patient.

>

5.

Ce.
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ITEN NO.

8 DLSCRIPTION OF ITEM
(WITH INCLUSIVE DATES QR RETENTION PERIOOS)

9

“SAMPLE OR
JO8 NO

10
ACTION TAXKFN

102.

103.

104.

Venereal Disease Statistical and Evaluation.Files

- -~

Tabulations, basic statement tables, McBee cards, and
~

related statistical document$ 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.

Authoriced 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.

Yeus cepacs, lacladiag origimal, 16 ba subinslied 10 the National Au-)uv:l amd Records Service
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8 DETCRIPTION OF ITEM
CYITH INCLUSIVE DATES OR REIENTION PLRIOOS)

105,

106 .

TRAINING RECORDS o,

. -

Carcer Develcopment and Upward Mobility
P

-

Files pertaining to training‘authorization in Government
and non-Government courses; individual development plans;

training nominations; and related material.

NOTC: Copies of pertinent documents are retained in the

official personnel folders.

Authorized Digpesition:

Transfer to Federal Records Center when 2 years old and

destroy when 5 years old.

ETS Alumni ¥Viles

Records on LIS officers who have completed two years of
duty. Includes information on training, qualifications,
assignments, and correspondence. EQIE: Most of the
data in these files also included in the Commissioned
Corps personnel folders. Some accretion of correspond-

ence after separation of officer.

Authorized Disposition:

s

Transfer to Federal Records Center & years after last con-

e coanrFeeZ,

tact with officer, and féstroy 10 years thereatter 4%/722’

9

JQH NO

NAMPLE OR

i
ACHIOM [AKFR
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? 2 OLSCRIPTION OF (TEM - o 0
HEM 5O (WITH I4CLUSIVE DATES OR RETENTION PERIODS) ORIl ACTION TARFN

107. | Film Loan Files '

-

Record of fillms shipped to individuals, Federal, State,
3 = ] - “l - Iy L
and educational institutions and other organizations.

Correspondence requesting film, and copy of transmittal.

Authorized Disposition:

Destroy 1 year after return of film.

108, Homestudy Training Files

Records pertaining to homestudy courses, including state-
ment of waiver of fees or fees paid, billing and related

information.

Authorized Disposition:

Destroy 1 year after material becomes obsnlete,

109, Individual Course Files ,

Information pertaining to courses developed and prepared
by or for the Employee Development Branch, Personnel
Management Qffice, including 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.




Vg 3l - v
v N

- REQUEST FOR 1\‘”RITY TO DISPOSE OrF RECO”Conﬁnuolion Sheat

r

sof ‘9& pages

G ——

7 3 DOSCRIPTION OF JTEN . ?

. H
ITEM Q. (WiTH IRCLUSIYE DATES OR RLIENTION PLAYSDS) "‘)SGLPEOOR ACTION TAREN
.

110, Instructional and Problem-Solving Records (Training
Program Records) ° ’

el
Documents created to idcntifx and analyze training problems
such as princlples and techniques of problem analysis,

systems design, and evaluation of training needs.

Authorized Disposition:

T L & > A | P N o 3 al i 2l
P QO Dt ST ITE T U T A S e e e i e

deseror—wirenrtO—years—otd: &ﬁzé;‘ =r AN )${5?57<£;

o~

11L Postdoctoral Residént Students File

Contains correspondence, applications, photographs of
trainees, reports, course accreditation information, and

background data on the postdoctoral residency program,

Matnorized Disposition:

Transfer to Federal Records Center vhen no longer needed

¥ v
in program planning  a=d Aggtroy Hryeass—theratfter, o Liecls
/ e et oA
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7
ITEM HQ.

3 CCSCRIPTION OF H1T1EM -
{WITH INCLUSIVE DATCS OR RLIENTION PCRIODS)

112,

113.

rd

Registrar's Files - Laboratory Training
Correspondence, student applications, student lists,

course Information, class rosters, and related material,

Authorized Disposition:

a. General Course Files. Transfer to Federal Records

Center 1 year 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 year after course is com~

pleted.

Relmburzable Training Files

These files conslst of letters from applicants in
1
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,.

“AMPLE OR
JOH NO

10
ACHION TAXKFN
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114, Training Tnstructional Materials !

-

Criginal training course materials developed from sources
vithin the agency, as wvell dé‘those created through
contractual arrangements. These materials are used for
training professional government and non-government
personnel and include instructors kits, slides, overlays,

ansver sheets and examinations, Excluded are materials

developed by other agencies in training CDC professionals,

Authorized Disposition: ) N ~
C2C fore e S st P Rrene st on pae il [HALANEAET

[Z.Permancnt. ffer to Narional Archives when no longer

N

neaded i current operztions.

Current accumulation: 17.0 cubic feet :

Annual accumulation: 3.0 cubic feet
f'iling arrangement: Numerical by course number

b grtes g7 2o 'JM%/ prbove o4 ety ALK,

115, Training Reports File

- \]
Consists of reports and plans concerning annual train-

ing of cmployees, upward mobility, executive develop~

ment, and like material.

Authoriced Disposition:

Transfer to Federal Records Center when 2 years old and

destroy when 5 years old.
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116, Trainee Records '

-

[ndividual trainee records, including_applications,

.t

and related material.

Authorized Disvosition:

Transfer to Federal Records Center 3 years after last

contact with trainee. Destroy when 7 years old,

qualifications, course title, evaluations, test scores,
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9
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JO8 NO

10
ACTION TAKEN

117

118

4

, Motion Picture Filus

sjotion nicture films consisting
negative or color original olus
an intermediate master nositive
ative »lus ootical snund track, and a sound »ro-
iection orint of films acguirec {rom the lational
udiovisual Center under a relmbursable arrangemer

of the original
odtical sound tre
or duslicate neg-

Authorized Disnosition:

Information films used to ex»ylain the mission
of the CDC.

a.
and onerations

PERMANENT. Offer to the Nastional Archives wher
no longer needed for administrative ournoses or
after 5 vears whichever occurs first.

b. Films on corzenisms and diseases used orimarily
in the medical field for training and instructiony

Destroy when 15 years old unless determined
that further agency use is required, in which cag
review every 5 vears for dis»osal,

Currsnt accumulation: :30 films:
Lnuual accumulation: 3 filwms (a-oprox.
Arrangement: Alohabetical by subject.

(Item a.
O'

+ Film Project Case Flles

Scripts, canera logs, Jjustifications,
avreements, notes, and other records relating to
the nroduction of films.

futhorized Disn»osition:

OERMAIENT. Nffer to NARS with the filwms to which
they r»elate 1in 1tem 117-a.

130 fil

reimbursabl

Lt

,

1o

1135-203

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

Clor 197, 10 - 5Ty=38¢

STANDARD FORM 115-A

Revised July 1974

Prescribed by General Services
Administration

FPMHR (41 CFR) 10111 4
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7.
ITEM NO

8 DESCRIPTION QF ITEM
{wWith inciusive Dates or Retention Penods)

AMPLE OR 10
SAMPLE DR | AcTiON TAKEN

119

, Still Pictures

These files consist »f ths oripinsl negative and

one 1s qvailaale)fO” colar »hotoa.srashy. The col-
lecti Lon, which numbers apsroximately 200 cubic

the majority of ohotogranhs denict b>rogrzamatic
resoonsibility (in virtually every disease area)|

Obsolete nictures are »urged oeriodically, and 1j
is estimated that not more than 57 of the master
slides and »rints are of enduring value.

tathorized Disoosition:

RiAIENT. Records, as described above, which
document unique, substantive »rogrem resnonsi-

ities of CDC (Estimated to be 57 of total col

on). Offer to NARS when 10 vears old, in 5
incraments.

b. Other records not covered by a. Destroy when 5

7 Wi 2
years old, o® when no longer needed for adminis-
r

ative ouronoses, whichever occurs first.

s caotioned »rint for black and white photograshy
and the original color transnarency or color neng
tive, a cantlioned orint, and ar internegative (if

feet, is used both within and outside CDC. Althouzh

many others have only limited administrative value.

-year

115-203

Four coples, including original, to be submilted to the National Archives

1Y gty fy . BTNRJHT

STANDARD FORM 115-A

Rewised July 1974

Prescribed by General Services
Adminystration

FPMR (31 CFR) 101~114
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7 8 DESCRIPIION OF ITEM N 10

ITEM NO (WITH INCLUSIVE DATES OR RETENTION PERIODS) "AJ'SEI,EOOR ACIION TAKEN

gﬁ/c’r I R o, 10/8/76

«~dara S. Owens, Records Officer, CDC Date

//C/ru “ 1/(\“ C/) r‘—r/)’L_/ /C"//47‘

James D. Bloom, Executive Officer, CDC Date

N . [ £or -
- o : ’ ' L r - -y .
. - oo

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

Carl Mann, PiS Paperwork Officer

Fowr copies, including original, to bo subrrutted to the National Archives and Records Service

GPO 1963—(3-711-917
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; 8 OLSCRIPIION OF ITEM A I
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Ol > CEhonri) 10/8/76
~—%ara S. Owens, Records Officer, CDC Date
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James D. Biloom, Executive Officer, CDC Date
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Howard Walderman, Public lMealth Division, Office
of the General Counsel, DHEW,.
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Carl Mann, PHS Paperwork Officer
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