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REQUEST FOR RECORD ISPOSITION AUTHORITY 
(See Instructions on reverse).. 

__ ~~~~~~~~~~~~~~	 ~ NCI-235-80-1 
TO GENERAL SERVICES ADMINISTRATION, 

__ N_AT_I_ON_A_L_A_R_CH_I_VE_S_A_N_D_RE_C_O_RD_S_SE_R_VI_C-,E,_W_A_S_H_IN_GT_O_N.;...' _D_C _204_08 -; DATE RECEIVED 
1 FROM (AGENCYOR ESTABLISHMENT) 1-11-80 

De rtment of Health Education & Welfa~~---N-O-T-IF-IC-A-Tl-O-N-T-O-A-G-E-NC-Y-----
MAJOR SUBDIVISION 2	 Inaccordancewith provismns 3303a disposalthe 01 44USc the re ___ -=O:...:f::...;f=-=i....:.c-=e'--o_f-'--_t_h_e_S_e_c_r_e_t_a_.JI....-ouest. amendments. for that-l including ISapproved exceptItems ,may

3 MINORSUBDIVISION	 bestamped notapproved" 10"disposal or"withdrawn"Incolumn

5.TEL EXT 4 NAME O~ITH~R 

Abel Carder -9080 
6 CERTIFICATEOF AGENCY REPRESENTATIVE 

I hereby certify that I am authenzec to act for this agency in m ers pertaining to the disposal of the agency's records; 
that the records proposed for disposal In this Request of page(s) are not now needed for the business of 
this agency or will not be needed after the retention periods s ecifred, 
D A Request for Immediate disposal. 

IK] B Request for 
retention. 

disposal after a specified period of time or request for permanent 

COATE 
~ O~SEt<TATIVE 

E.TITLE 

7 8.DESCRIPTION	 9OF ITEM 10SAMPLEORITEMNO (With Inclusive Dates or Retention Penodsj	 ACTIONTAKEN JOB NO 

Records	 Common. to Most Offices 

000-01.	 Office Working Files. 
Non-essential working pagers retained by staff 
members for reference Durposes. Included are es-
tra co~ies of official corres90ndence, supporting
or back~round material used in develooing offic-
ial files, but not needed for the official file,
studies or other materials not acted upon, pagers
used as internal administrative aids, and any
documents which do not serve as the basis for of-
ficial action. (Excludes program and administra-
tive corresDondence identified elsewhere in this 
manual). -

Disposition:
Destroy when two years old, or when no longer

needed for reference, whichever is earlier. 

000-02.	 Reading or ehronological Files. 
Extra c00ies of corresoondence ~reoared and main-
tained b~ the originattng office and used only as ru 

STANDARD FORM 115 
ReviSed Apr.!. 1975 
Prescnbed by General Services 

AdministrationFPMR (41 CFR)101-114 

~/-/:;/ 
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9.

7 8 DESCRIPTION OF ITEM	 10.SM,aPLE OR 
ITIO/" NO ,,"'11th lnctusrve Dates or Retenloon Perrods)	 ACTION TAKEN.lOS NO 

r~adin~ or reference file tor stqff canaenience. 

Dis0osition: Cutoff at close of FY. Destroy af 
ter one year, or Hhen no longer n~eded far refer-
ence, wh Lch ever- is earlier. 

000-03 _", Sus ;)cnse F ilcs. 

PRpers arran~ed in chronological order as a remin 
der that an action is required on a ~iven date; a 
reDly to Action is exaected and if nat received 
should be traced on R given date; or a transitory
'JRoer being held for reference may be destroyed o~ 
a given date. Exam01es of ~a~ers in sus~ense file~ 
are: 

a.	 A note or other reminder to submit a re?art or 
to take some other action. 

Disnositian: Destroy after acti~n is takeno 

b.	 The file CO?y or an extra co~y of an DutRoing
com~runication, filed by the date on which a re 
')ly is exo ected , 

Dis0osition: WithdrRw nR'Jers when re~ly is re-
ceiv~d. Jf sus~en3e cn~y is an extra cony, des-
troy; if it i~ the file CQ')Y, olace with other 
~a~ers for file. 

c. PR~~rs w~ich may be destroyed in 30 dAYS or
 
less because they hAve no further value.
 

DiS~Dsition: Destroy on date for wh i ch they a r-e 
sus ')e n d e d • 

• Transitory Files. have 
Papers of short-term interest which no record val 
u~~and n~rn811v need not be kent m)re than 90 day~.
EXRm~les of tr;nsitory corrcs~onrtencc are: 

DTIeq J~~st~ far information or ou b'li ca t lon s , Routine 
requests for inrarA~tion or nUblications which re 
qu ir e no administrative action, no 'Jolicy decLe Loha , /// 

11"5-20)------------- Four cO~les, Including to be submute Archives	 FORMoriginal, dto the NatIonal	 STANDARD 115-A 

ReVIsed .llIly 1()74 
Prescrrbed by Ceneral Services 

Admlnlstraloon 
Cd n I"", (I _ 57,,-33' FPMR (41 CFR) 101-11 4 

000-04 
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7 8 DESCRIPTION OF ITEM 10.SAMPLE OR 
IIEM NO (WIth tnctusive Dates or Betention Peroods) ACTION TAKENJOB NO 

-----fincl no soeclal com.::>TTatlonsor researcn ror- replJ,
 
s uch as requests for ::mblications ')r o t.her- »rintcd
 
':1uterial.
 

b. Letters of transmittal ..Letters of transmittal
 
that do not add inf0r~ation to that contained in
 
the transmittal material •
 

• c. Quasi-official notices. Memorandums ond other
 
oa ner-s that do n ot serve as the b o s Ls of officia1
 
actions, such as notices of holidays or charity

or welfare fund a1Jeals, bond cam9aigns, and sim
 
ilar "'Ja~ers.
 

Recordkee,ers shall combine the tyoes nf teml)or
Iary material described above into one transitory
,file arranged chronolo~ically. If more than one
 
Ifolder is needed, four folders labelled as follows
 
Imay be us ed :
 

I Transitory ( .TAH-V.Al"-SEP )
 
Transit:o!?y (FEB-JUN-OCT)
I Transitory (l"1J',R-JUL-NOV)
 
Transitory (APR-AUG-DEC)
 

'le fr)ldr-:ris used for each mo n th , At th e b egi.nni ngl 
oJ' each month, the folder used the or-evious trlont!ll 
is nlnced behind the other three, until all four 
folders hnve been used. At )he heginning of the 
fifth month, the cant en ts of the folder contain 
ing the oldest ~~terial ar~ destr0yed and the f~l,
de r- reus e d for the n tc ur-r-e m»nth. 

DiS~03ition: D~str:)y all items listed above
 
-rh en 90 day s old •
 

. Files Maintennnce Rno DisJosition Plans.000-05 

Do curnerrts vrhich -rr-ovide Lnf or-mat Lon c onc er-ning
file catcg~rl~s, dis~osal instructions, and other, 
matters re~ardin~ the files maintained in I)articu
lar offices. 

DiS'1ositi0n: Destr~y when a revised ~lan i~
 
received.
 

000-06 Office Or;ani7.ation Refelnce Files. 

________ -L. ._. --L ~_~"O_' __//'Z-
115-201 Four copies. lncludinq origin'll. to be SUbmitted to the NatIonal ArChives STANDARD FORM 11S-A 

Revlszd July 1974 
Prescrobed by General Services 

Admlnlstratoon 
ell) I')'.} ~(I _ 57~-31'7 FPMR (41 CFR) 101-114 , ~ 
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s,
7. 80 DESCRIPTION OF ITEM SAMPLE OR 

ITEM NO (Wllh lnclusrve Dates or RetentIon Peroods) ACTION TAKENJ03 NO 

Documents r-el.at Lrig to the or-j-an iza t Lon and func-
tions of an office. Inclu~ed are co~ies of organ
izutiQn and fUnctional charts a.nd f~ncti0nal stabe 
/'Tlents;documents relating tn office staffing; doc 
ime n t s c onc er-ninp functional a ss i gnme nt s and chan-
~es. Included also are d~cuments reflecting minor 
chanres in the office Qr~anization or functional 
assi~nments that are [(lade by the office su;>ervis 
or. 

Disryositi1n: Destr0Y when suryerseded, DbsQlet~, 
or n~ lonher needed for refrence. 

000-01 Policy and Precedent Fefe/nce File. 

Conies of docunents establishing oolicy Q~ orece 
dents related to future and c0ntinuin~ BctiQ~s.
Nvnmally, nolicy Rnd Jrecedent files are ~ain~ain 
ed at Q~eratin~ levels and consist of extra cooie~ 
of' ooer-at inz nr-ecedu r-es , statements of p oLi ey or 
Jrocedllre, examnles of tyoical cRses, and other 
~~cuments du,licated in official files. These fil~s 
consist of non-rec0rd cOlies maintained Gnly fpr 
convenience or reference. Original or Qffici~l rel 
~rd co~ics will NOT be olaced in this file. 

Diso')sition: Destroy wh en obs oLe t.e 01' vih en no 
Lo npe r- needed for administrative our-p oses , 

E'rn:)loyecTravel Files.000-08 

r,0rres)onocnce, r~qu~s~B, travel authorizations 
~nd orders, itin~rarie3, and similar oapers ~er-
~ainin~ ta emoloy~e travel exclusive of rcc0rds 
IlRintnined for accguntin~ ourD0ses. Arranred al-
phab~ticRlly by name of trnveller. 

Dis~n3itiQn: CutGff at clese Jf FY and destrJ 
~wo years thereafter. 

000-09 Office General °ersennel Files. 

p'.:>cumentsthat relate to the da i.Ly adrni n i.st r-at Lon 
)f oersQnnel in individu~l ~ffices. Included are 
~a)ers that relate to attendance, cooies of re-
)orts of attendance and overtime, notices of hol-
idaI3 and hour3 worked; notices and lists of ryer-

Four coples. Including original, to be submitted to the NatIonal Archl",,:. STANDARD FORM 115-A115-203 
Re~lsed July 1974 
Prescrobed by General Services 

AdmInIstratIon 
(dO 1<),:,0- 57J-337 FPMR (41 CFR) 101-114 
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ITEM NO 

000-10 

000-11 

000-12 

~] JOB NO .' PAGE OFfor Recooos Disposition Authority - Continuation 

9
8 DESCRIPTION OF ITEM 10SAMPLE OR 

(With Inclusive Dates or Retention Periods) ACTION TAKENJOB NO 

sons who attend training sessions; papers concern 
ing particination in emoloyee and community affai~s;
cam~aigns, drives; ans similar materials. NOTE: Np
Privacy Act materials should be filed under this 
item. All questions regarding the nature of mater~ 
ials covered under the Privacy Act should be re-
~erred to the Pr~~Jcy ~ct o.£ficer. '--'1ft ~' 1/,"_, A"'-'1AA'"J

W~~~~6'-U'(e-ttul!.ruv1'#-'~~- ac;, ~'(J//AA"~~7J~~)
Position Description Files. J. -.J.vv-e,_ v.J :/Jl1 

Documents wh Lch descr-Lbe positions available in an 
pffice and which are used for administrative pur-
poses. OffQ~ial copies are maintained in the Per-
~onnel Office and~~BerdtibOd in go~tion 200 of 
_1. • ..:l ., /.J'l ' ,-," /.' .trS~I --h- 7.~ ~••~ .~~ •. 'v'... IF)f' "'I ~/"" /-tA/./1'!L- • 

Disoosition: Destroy when position is abolishe( ,
job description is sU0erseded, or when no longer
peeded for reference. 

Reference Publication Files. 

bopies of DREW directives and pub Ltca t Lone , other 
~gency publications, and publications of non-Fed-
~ral organizations. These files are used for ref-
~rence nurryoses and should be kept in binders and 
riled in bookcase units. Record copies of publica
Ivions are NOT included under this item. Please sel 
~ection 200 of the records disposition schedules 
Por the record copy item. 

Dis~osition: Destroy when superseded, obsolete 
pr when no longer needed for reference. 

~lphabetica1 Name Index. 

~xtra files used as a finding aid for large cor-
~eslondence files. Consists of extra copies of ou -
going letters of a distinctive color or quick cop es 
~rranged alphabetically by name of nersons or orgln'
·zations referred to in the outgoing corresponden< e. 
~he name index copy is marked with the same file 
jesignation as the official file copy. It is used 
Nhen records are frequently requested by names of 
ndividuals or organizations rather than by sun-

pect. 

Disposition: Destroy when the related subject
Pile is destroyed or earlier if no longer needed 
F-orreference. 

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

Administration 
FPMR (41 CFR) 101-11 4 

115-203 
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7. 
ITEM NO 

100-01.
 

100-02.
 

-----' 
',5-203 

9
8. DESCRIPTION OF ITEM SAMPLE OR 10. 

(WIth Inclusive Dates or Retentoon Peroods) JOB NO ACTION TAKEN 

Chapter One of the records disposition schedule 
covers records of the Immediate Office 01' the 
Secretary, the Office of the Under Secretary,
the Executive Secretariat, and Official Corres-
pondence Files of the OS components. 

Official Corresuondence File of the Secretary, B lOO,HlDHEW. 
a'l~~ 

Official record couies of corres?ondence and aSa~ 1-~3~-
sociated Background materials (copies of incom- ~Q I 
ing memorandums, comments, drafts, and similar 7,-
documents) of the Secretary, Under Secretary, ard 
Exedutive Secretary, DREW. Included are documents 
su~mitted for review and/or approval with notes 
to the file made By the Secretary, Under Secre-
tary, and Executive Secretary. 

Disposition: 

A. Documents which: (1) issue policy, pre~
scribe procedures, or affect organizational
structures; (2) provide exeCutive direction or 
document major functions (3) pertain to relatior~ 
with the White House, Executive Office of the 
?res ident, Congress, or the pu eL ic; (4) pr-e scr-Ls e 
hudget policy; (5) oertain to litigation and for-
mal legal 09inions; and (6) relate to ma~or ~ger
cy progra~s and ~la~s. 

PERHANENT. Transfer to WNRC three year~
after annual cutoff. Offer to NARS when 20 year~
old. 

B. Documents 01' a routine, acitll-.nistrative, 
or non-policy nature and all file~~overed by"a". 

Trans1'er to WNRC three years after an-
nual cutoff. Destroy when seven years old. 

Official Corresnondeuce Files of OS Comoonents. 

Official corres~ondence, reports, forms, and ot! 
er records pertaining to the administration and 
operation of the OS components: Inspector Gener 
aI, Civil Ri&hts, General Counsel, Legislation, 

Four copies. Including original. to be submitted 10 Ihe Naloonal Archives STANDARD FORM 11S-A 
Revised July 1974 
Prescrobed by General Services 

Administration 
101'1) 1~lj.) tJ _ ~,7~'-387 FPMR (41 CFR) 101-11 4 
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7 8 DESCRIPTION OF ITEM 10.SAMPLE OR 

ITEM NO (With Inclusive Dates or Retention Periods) ACTION TAKEN.'OB NO 

Management and Budget, Personnel Administration,
Planning and Evaluation, and Pu~lic Affairs. Of-
ficial correspondence files are arran~ed accor-
ding to the sUDject classification systems out-
lined in this manual.
 

A. Program Corresaondence Files.relate direct. B 100i," 1 & 11 
ly to the 9rimary mission of the as component of BI"1-10, # 6. 
fice and document the policies, programs, and or· 
ganizational structure established to fulfill the 
primary mission. Pro!l;ramfiles are generally ar-
ranged according to the sUBject classification 
system that is directly oertinent ~o the primary
mission of the office. (Central Off1ce} 

Disposition: PERMANENT. 

Cutoff at the close of the FY. Hold ~~ree 
years or until volume warrants and transrer to 
WNRC. Offer to NARS when 20 years old. , 

," 
B. Administrative Correspondence Files relate B »oo, #1, 5A, & 

to administrative support activities, internal 11. 
management functions, and other subjects for B 110, #6 & 20. 
which the primary program responsi9ility is else. 
where. Arranged according to the su'lajectclassifi-
cation system.(Central Office)

Disposition: 

Cutoff at the close of the FY. Hold three
 
years or until volume warrants and transfer to
 
WNRC. Destroy eLgh t :rears after cutoff.
 

C~ R0gional Correspondence Files<relate to thE 
administration and 0geration of as activities on 
the regional level. Arranged according to the sUE 
ject classification system. 

Disposition: 

1. Orficial record cO,;)ies01' program anc 
administrative correspondence. Cutoff at the clo~e 
of the FY. Hold three years or until volume war-
rants and transfer to the FARC. Destroy eight yeE.rs 
after cuto!'f. 

2. PRO Subject File. consists of extra
 
cooies of corres10ndence signed ~y the PRO. Cut-


I I 5-203 Four copies, Including original, to be submitted to the National Archtves STANDARD FORM 115-A 

ReVised July 1974 
Prescribed by General Services 

Adrrurustranon 
FPMR (41 CFR) 101-t14 
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9.7 8 DESCRIPTION OF ITEM SAMPLE ORITEM NO (WIth lnclusive Oates or Rptentlon Periods) ACTION TAKENJOB NO 

off at the close of the FY. Destroy three years
a1"ter cutoff. 

NOTE: The orficial record copies or corresDondenc[e
should De centralized at the division level or a-
\)ove 1"or headquarters Q)ffices. 

100-03. Office Working Files. 

Non-essential working papers retained Dy staff 
mem~ers 1"or rererence ourooses. Included are ex-
tra cOlies of official- corresoondence, supporting
or 10ackground material used in developing Official 
riles, 'but not needed as part of the official file~ 
studies or other materials not acted on, papers
used as internal Rdministrative aids, and any
documents which do not serve as the basis 1"or of-
ricial action. These records are generally main-
tained below the division level or my indi~idual 

I staff memhers. 

I Disposition! 

Destroy when two years old or when no lon£-
er needed ror reference, Whichever is earlier. 

100-u4. Organization Contact Case Files. . \ 

n ,~/ 
/ -Consists or corres00ndence and reference materi-

aLs on any of the DREW ?ro~rams. Arranged by State 
and thereunder by or~anization. These records ac 
cumulate in re~ional offices of Intergovernmenta
and Congressional Affairs. 

Disposition: 

Cutoff at the close of the FY. Destroy

three years after cutoff.
 

100-05. Trio Report Case Files. 

Consist of copies of corresnondence written from 
specialists to the PRO. Includes items such as 
purpose of trip, issues, problems involved, name. 
of agencies or organizations contacted, conclu-
sions, fol~ow-up, and similar information. These 
files accumulate in the regional office of Ihter 

115-203 Four copies. Including original. 10 be submlned 10 Ihe National Archives STANDARD FORM 11S-A 
Flevlsed July 1974 
Prescribed by General Services 

Adrrurustrauon 
(,I () ! 17, () ~ 57~-3IJj FPMR (41 CFR) 101-11 4 
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7 8 DESCRIPTION OF ITEM 10SAMPlE OR 
ITEM NO (With Inclusive Dates or Retention Periods) ACTION TAKENJOB NO 

governmental and Con~r.essional Affairs. 

Disposition: 

Cutoff at the close of the FY. Destroy three 
years after cutoff. 

100-06. Residence Requirement Waiver Files. 

Applications received from foreiRn residents re-
questing a waiver of the two-year residence re-
quirement of the Exchange Vistor Pro~ram, memor-
andums, related Dackground materials, and decis-
amos received from the Department of State or the 
Atto~ney General concerning the waiver. 

Dispositiod: 

A. Cases. Cutoff at the close of the CY in 
w!-lichcase is resolved. Transfer to WNRC wh en caso 
has _een inactive for three yearso Destroy six 
years after cutoff. 

B. Indexes. Destroy when no longer needed 
for administrative purposes. 

100-07. Country File. 

Documentation ?ertainin3 to inquiries and requests
received 3y the Office of International Affairs. 
Included are requests from foreign nationals con 
cerning Federal regulations and programs for which 
DHEW has orimary government-Hide responsibility.
Consists lar~ely of general corresoondence arranled 
alphabetically ~y name of country. 

Disposition: 

Cutoff at the close of the FY. Destroy three 
years after cutoff, or when no longer needed for 
administrative purooses, whichever is earlier. 

Four copies. Including original. to be submitted to the Nallonal Archives STANDARD FORM 115-A 

Revised July 1974 
Prescribed by General Services 

Administration 
FPMR (41 CFR) 101-11 4 

115-203 
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7 
ITEM NO (With 

8 DESCRIPTION OF ITEM 
Inclusive Dates or Retention Periods) 

9 
SAMPLE OR 

JOB NO 

10 
ACTION TAKEN 

Chapter TWO. Management and Budget 

The records described in this section of the rec-
prds disposition schedule relate generally to rec· 
br-d s of the Assistant Secretary for fJIanagement & 
~dget. The separate series of files concern man-
~ge~ent, budget, oersonnel, organization, and olar-
ping. In some cases these records do not exist as 
~eparate series since they are filed in the officE 
~orrespondence file. If volume warrants and if in 
Pormation retrieval ourooses are better satisfied 
~.e records may be filed according to the series 
ctentified in this schedule. Offices may contin-

~e to file these series in the official correspon
~ence file if this arrangement better serves ad-
~inistrative needs. If the files are placed in thE 
~fficial corresnondence file, the arrangement is 
~ccDrding to the Subject Classification System of 
k is manual. 

115-203 Four copies, Including original, to be submitted to the National Archives STANDARD FORM 115-A 

Revised July 1974 
Prescribed by General Services 

Administration 
(, PO 1975 (J. 579-387 FPMR (41 CFR) 101-114 
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7 8 DESCRIPTION OF ITEM	 10SAMPLE OR 

ITEM NO (With Inclusive Dates or Retenllon Periods)	 ACTION TAKENJOB NO 

201-01.	 Publication Master Files. 
~onsists of the official file coPY of each ~ubli-
~ation, special or periodic reoort for which OS 

s the HEW office of orimary resoonsibility. Ex-
pludes publications described elswhere in this 
~8nual and publications for which another DOC is 
~he office of record. 

Dis'losition: 

A. Publications of a program or information· 
~1 nature. PERMAN~NT. Place in an inactive file 
~hen publication is issued. Cutoff at the close 01 
~he FY. Hold three years or until volume warrants 
~nd transfer to FARC. Offer to NARS when 20 years
pld. 

B. Publications of a short-term administra-
~i:ve;nature. Cutoff at the cl'lse of the FY in 
kh i ch issued. Destroy five years after issuance,
pr when no longer needed for administrative ryur-
~oses, whichever is earlier. 

C. Regional Offices. Destroy when sU'lersed-
~d or obsolete. 

D. Background materials for all publication: • 
Destroy in accordance with GRS 16, item 2b. 

201-02. rganizational Analysis Files. 
~ecords which effect substantive changes in the 
rganization, functions, or relationshipsof com-

)onents of DHEW. Included are aryproved/disaoprove<
)rganizational and staffin~ olans and charts, re-
)rganization plans, functional or mission state-
~ents, and directly related papers. 

Disposition: 

~ffice with HEW-wide organization planning
"'es~onsibility. Place in an inactive file Vlhen su-
)erseded. Cutoff inactive file when five years ole. 
nd transfer to WNRC. Destroy 20 years after cut-
ff. 

201-03. 

115-203 

lDelep.:ationof Authority File. 
rogram and administrative deler,ations of author-
ty (continuing) and revocations of those author-

Four copies. Including original, to be submitted to the National Archives STANDARD FORM 115-A 
Revised July 1974 
Prescrrbed by General Services 

Administration 
(;1'0 10.5 {I - 57~..387 FPMR (41 CFR) 101-11 4 
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7 8 DESCRIPTION OF ITEM	 10SAMPLE OR 

ITEM NO (With Inclusive Dates or Retention Periods)	 ACTION TAKENJOB NO 

ities. 

Disposition: 

A. Record copy. Place in an inactive file 
~pon revocation or sUgersession, Cutoff inactive 
~ile after five years and transfer to FARC. Des-
luroy 20 years after cutoff. 

B. Other offices. Destroy when no longer nee~-
~d for administrative purposes. 

201-04.	 "1anRgement Objecti"es File. 
pocuments created and maintRined in developing
~anRr.ement objectives for the Office of the Sec-
retary and the depRrtment. Included are documents 
reflecting the establishment of schedules to a-
ph Lev e objectives, the formulation 01' new concept:
~nd requirements for nlanning pur?oses, and the e 
~A.luation of accomplishments in meeting the objec
~ives established in the olano 

Dis")osition: 

A. OS office responsible for the 0reDaration 
~f the olan. Cutoff at the close of the FY in 
~hich nlan is su~erseded. Hold three years or un-
~il volume warrants and retire to FARC. Destroyo years	 after cutoff. 

B. Contributing, commenting, or cODrdinating
)ffices. Cutoff at close of FY in which plan is 
3uperseded. Destroy two years after cuto1'f or whel 
10 longer needed for reference. 

201-05.	 "lanagement Study Case Files. 
Documentation on the inception, scope, findings,
arid a ccomo L ishments of manag emen t study, appr-ais-
~l, or survey projects. In general, projects re-
ate to the re"iew and evaluation of organization

~l structures, operating orocedures, Rnd manage-
~ent "'1racti"es. Included are :records reflecting 
,he request and authorization to undertRke the 
pr-oj ect , »r-oject plans, the final nr-oj ec t r-eoor-t, 
~olaowup ~eoorts, and relRted materials. 

DisDosition: 

115-203 Four copies. Including original. to be submitted to the National Archives STANDARD FORM 115-A 
Hevrsed July 1974 
Prescribed by General Services 

Administration 
C,1'0 l[I75 u - 579-387 FPMR (41 CFR) 101-11 4 
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A. Office r-esoons LbLe for the proJect;. DestroJ 
ive years after completion of the final re~ort. 

B. Other offices. Destroy two years after com 
letion of the final report, or when no longer

~eeded for reference, whichever is earlier. 

201-06. r.anagement Study Working Files. 
\ orking oapers accumualted in the ore~aration, clEar-
anc e , and issuance of final or-oj ect records. Lnc Lud» 
~d are notes, drafts, feeder reports, statistical 

istings, clearance comments, and similar files. 

Dis1')osition: 

Destroy five years after completion of the 
PinRl report. 

201-07.	 Directives Record Set. 
~onsists of the official file coPY of each formal 
'policy and pr-ocedur-aL issuance published by OS anc 
~elatin~ to HEW-wide or OS-wide policy. 

Disposition: 

A. Headquarters. PERMANENT. Place in an Inact· 
~ive file when the directive is lrescinded, super
~eded, or obsolete~ Cutoff inactive file at the 

lose of the FY. Holf three years or until volume 
ra r-r-ant s and retire to WNRC. Offer to NARS 20 yea3 S 

~fter cutoff. 

B. Regional offices. Destroy 7 years after su 
persession. 

201-08.	 pS Forms File. 
~ase files containin~ cooies of each OS form, re-
~uests for a9~roval and justification, copies of 
prescribing issuance, clearance reorint authori-
~ation, and related correspondence. Office of Rec 
prd is the Division of Administrative Services. 

DislJosition: 

A. Record c09Y of each OS form. ryERMANENT. Of 
rer to NARS in 5-year blocks when 20 years old. 

115-203 Four copies. Including original. to be submitted to the National Archives STANDARD FORM 115-A 
Revrsed July 1974 
Prescribed by General Services 

Administration 
(,PO 1975 () - 579-387 FPMR (41 CFR) 101-114 
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7 8 DESCRIPTION OF ITEM
 
ITEM NO (With Inclusive Dates or Retention Periods)
 

B. Case hlstory flles. Place ln an lnactlve 
ile when form is rescinded, superseded, or obso-
ete. Cutoff inactive file at the close of the F~ 
old 6 years or until volume warrants and retire 
o FARC. Destroy 20 years after cutoff. 

C. Regional office forms. Destroy three yearE
fter supersession. 

201-09. ~orrnRer;isters.
re~ister or card system used to record and con-

,rol the assignment of form numbers. 

Dis')osition:
Destroy particular register sheebs when all 

~ntries are cancelled, su~erseded, or trAnsferred 
~o a new	 sheet or when no longer needed, whichever 
s earlier. 

201-10. Forms Functi''')nalFiles. 
collection of forms or reJorts, including Stan-

~ard Form 83, used in forms manap;ement t » de t.er--
~ine if the new forms should be developed and ap-
Droved, and if current forms should be consolida-
~ed or reulaced by other forms. 

Disposition: 

Destroy when for~ is sU'Jerseded or discontin 
he d • 

~Bml~ll.	 Budeet Estimates and Justifications. 
Budget estimates and justifications prepared or 
onsolidated in formally orgamized budget offices 
nd divisions. Included are a~propriation languagE
heets, narrative statements, and related sched-
les and data. 

Disposition: 

A. Record copyof final consolidated submis-
ions. PERJvlANENT.Cutoff at the close of the FY. 
old three years or until volume warrants and 

Jransfer to WNRC. Offer to NARS 25 years after cut-
~ff• 

B. Other	 copies. Destroy when obsolete, supeI-

9 
SAMPLE OR 

ACTION TAKENJOB NO 

115-203 Four copies. Including original. to be submitted to the National Archives STANDARD FORM 115-A 
ReVised July 1974 
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~eded, or no longer needed for reference. 

201-12. ~irectives Case Histor~ Files. 
pocuments relating tm the preparation, review,
learance, ~ublication, and distribution of OS 
ssuances. Includes materials on the clearance 

~nd concurrence of draft issuances and other coor· 
~inated actions, revisions, and cancellations, anc 
~ copy of the final issuance. Arranged by issuancE 
dentification number. 

Disposition: 

A. Headquarters. Place in an} inactive file 
~hen the directive is rescinded, sUgerseded, or 
~bsolete, Cutoff inactive file at the close of thE 
~. Hold three years or until volume warrants and 
~etire to FARC. Destroy 20 years after cutoff. 

B. Re~ional offices. Destroy 7 years after 
3upersession. 

201-13. ssessment Case Files. 
~ecords of the Office of Service Delivery Assess-
~9nt pertaining to the assessment of major depart
nental orograms. Included in these files are the 
~inal report, draft reports, feeder reports, plan
1ing materials, instructions)for the conduct of 
~he assessment, administrative guidance materimas 
~riefing and training agenda, listings of oartici 
Jants and contacts, site ~rofiles, client reports
nd summaries, analyses of data, consultant repor

)ertinent publications, and related corres?ondencE. 

A. Files created in offices having the leac 
~ole in the assessment. 

1. Destroy the original final reoort,
iraft report, and ?lannin~ materials 10 years af-
t er- the clos e 01' the FY in wh ich f ina 1 re')ort is 
ssued. 

2. Destroy all other materials three 
.ears after the close of the FY in which final re 
)ort is issued. 

B. Biles created in offices partici~ating
n the assessment but not the lead region. 

115-203 Four copies. Including original. to be submitted to the National Archives 

(,1'0 19750· 579-387 

s, 

?,V~.//
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Cutoff at the close of the FY. Destroy
~hree years after cutoff. 

201-14.	 bonference Planning Files. 
Riles accumulated in planning for national and re~ 
~ional conferences for which OS has ~rimary plan-
ning or management responsibility. 'Included in 
ILhese files are documents relatin~ to establish-
~ent, organization, membership, and procedures. 

Disnosition: 

A. OS Office of Primary Resnonsibility.
pestroy five years after the close of the FY in 
~hich conference is held. 

B. Other offices. Destroy when two years
pld. 

201-15.	 ponference Records. 
Records documenting the actual workings of soecif~ 
·c national or re~ional OS conferences. Included 
~re agenda, minutes, and reoorts highlighting the 
~ignificant conclusions, recommendations, opin-
lions, and action items which res~lt from the con-
lPerences. 

Disoosition: 

A. Records of conferences which have sig-
~ificant imolications for OS or departmental poli
~ies, programs, or functions. PERMANENT. Place in 
an inactive file at the close 01' the FY in which 
~onference is held. Cutoff inactive file after 
Pive years and transfer to FARC. Offer to NARS 20 
rears after cutoff. 

B. Other conference records. Destroy when 
LWO years old. 

201-16. ~mergencv/Disaster Planning Re~orts. 
~gency reports of operRtions~~tests, consisting 0 

onsolidated or comnrehensive reports reflecting
~~ency-wide results of tests conducted under lIlIIIler 
gency/disaster olans. 

115-203 Four copies. Including original, to be submitted to the National Archives STANDARD FORM 115-A 
ReVised July 1974 
Prescribed by General Services 

Administration 
G]'() 19,5 (1 - 579 ...387 FPMR (41 CFR) 101-114 
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201-18. 

201-19.
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Disposition: 

0 0 0t' bi L!t .,...,."...",.A • Off i c 0 r-y 1 1 y. L",;au'uc-e nr-ama r-e s oo rns :=~~:. when superseded or obsolete. RetireCutoff 
0 f 1 t A+'+' 'l\TA nC" ')f'IL.OFARC 1 vo ume war~~~ s , .~~,~~~ ':..I'~AD " .~..

+' 'f'_!-.~ r-~r~ ~ I 

B. Copies of reports not maintained by thE
 
)ffice of primary responsibility. Destroy when su.
 
)erseded or obsolete.
 

i'ederal Educational Rights and 'Privacy Act Com-
)laints •
jomplaints concerning the privacy of stUdent ed-
lcational records maintained by schools that re-
~eive financial assistance from the Office of Ed-
rcation. Inc 1uded are the HEW res oons e and re Latee 
orresY)ondence. 

Disposition: 

A. Formal complaints. Destroy five years

fter resolution.
 

B. Informal complaints. Destroy five year~

fter resolution.
 

udit Resolution Files (Institutional).
11es document1ng the reVlew of grantee institu-

~mons, especially collegerand universities, for 
~esolution of audtts in which there are deficien-
~ies in records-keeping systems. Incltlded are a 
3tatus renort of indivmdual findings, a copy of 
L.heaudit report, memorady{ums, and similar mater-
also Arranged by name of institution. 

Disposition: 

Pl~~~ closed cases in an inactive file.
 
)estroy ~ years after close of the FY in whicl
 
~ase is closed.
 

ndirect Cost Ne~otiations Ar,reements.

3ackground files on indirect cost ne~otiations a-
~reements which regional offices send to the Of-

rice of Grant and Contract ManaEement. The a~ree-
nents contain agreed-upon rates for use in grants
 

Four copies, Including original. to be submitted to the National Archives STANDARD FORM 115-A 
ReVised July 1974 
Prescribed by General Services 

Administration 
r, 1'0 \975 u - 57D-387 FPMR (41 CFR) 101-11 4 
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~nd/or contracts with the Federal Government. Ar-
~anged by state and thereunder by name of insti-
ution. 

Disoosition: 

Destroy five years after suoersession or 
cbsolescence, or earlier if no longer needed for 
~~ministrative purooses. 

201-20. ?rospective Minority Contractors Files. 
Files documentin~ the qualifications of private

1 usinesses for contracts with HE-I. This file is 
created and maintained to insure that minority
lusinesses are included in departmental contracts 
End to assure compliance with HEW procurement reg-
t lations. 

Disoosition: 

Destroy when individual contractors are con-
~ idered non-~otential bidders, or when no longer
reeded for Rdministrative purooses, whichever is 
~ op r-o o r-La teo 

201-21.~ afety and Occupational Health Com91aints. 
(omplaint files relating to safety and health fac-

ors in HEW facilities. Files include the comolaint, 
ra~ers onvolving the Jrocessing of the comnlaint;
the official resoonse to the comolaint; and rela-
ted rnateria 1s • . 

Dis:)osition: 

Destroy five years after close of the case. 

201-22. Preliminary Energy Audit Reports.
Annual re90rts outlining energy use and conserva-

tion measures in HEW facilities. This report is 
~ubmitted annually to the Department of Energy. 

Dis:)osition: 

Destroy five years after submission. 

Four copies, Including original. to be submitted to the National ArChives STANDARD FORM 115-A 
ReVised July 1974 
Prascnbed by General Services 

Administration 
FPMR (41 CFR) 101-114 
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201-23. [EW Facilities Waiver Files. 
~iles consisting of building plans, construction 
~rawings, waiver requests, and related correspon-
~ence. Waivers are requested for facilities or 
parts of facilities which do not meet Federal or 
~enartMental standards regarding use by the hand-
ca'1ped. 

Disnosition: 

Destroy
puilding is 

when rescinded or sU'1erseded or when 
trRnsferred from Federal control. 

201-24. ~uilding Construction Files. 
~iles that document the acquisition, initial con-
~truction, and occupation of HEW buildings at cen 
~ral office and in fuhe regions. Included are site 
naps and surveys, plot plans, environmental imQaci 

~tunies, architect's sketches, working dia~rams,
pud~et and cost estimates, 0reliminary drawinps,
po')ies of blueQrints, master tracings, utility ou 

et plans, soecifications, construction ')rogress
reports, insnection reoorts, conies of deeds and 
~ert if ica t eei.of title, and re la ted documents. 

Disr)osition: 

A. Records of buildings for which OS has di-
r-ect management r-e soons i.biLtt.y , Destroy when 
puiLd i_ rigs are demo L ished or removed from Federal 
pwnership, or when documents become obsolete. If 
r-equested, these documents may be transferred to 
~ew owner. 

-

B. Records of buildings for which other HEW 
~omoonents or other Federal ap:encies have direct 
FlanAp.:ementres10nsibility. Destroy when five yearf.
pld. (These records may he transferred to an FARC 
f volume warrants). 

201-25. 'ronerty Dis')osal Case Files. B 
jase files nocumentin~ the sale, transfer, or ex-
hange of surQlus oro')erty. Included in these filE s 
re invitations, nroQosals, acce~~t8nces, lists 

)f sur~lus nroperty, VOUChers, correspondence,
nd related material. 

100, ~14D 

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

Administration 
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Dis:->osition: 

Place in an inactive file upon comoletion oj
~is)os8l action, holn for two years, and transfer 
,",0, the FARC. Destroy four years after como Le t i.on 
pf nisposal action. 

201-26. ~rocllrement Pol icy Case Files. 
iles document HEW policies on grants, contracts,

~nd general orocurement activities. 'T'heseriles 
~ocument only those Federal regulations wh i ch HEW 
Bu~nlements for de~tmental nurposes. 

Disnosition: 

A. Office of primary responsibility. Trans-
~er to the FARC when obsolete or su~erseded. Des-
uroy 15 years after suoersession or obsolescence. 

B •.Other offices. Destroy five years after 
~upersession or obsolescence, or when no longer
1eeden for administrative ourioses, whiChever is 
ear-L Le r-, 

201-27. }rant Case Files. 
~ecord cOJies of orooosals or ao~lications, con-
uracts, ~roject reports, studies, certificates,
19reements, memorannums, corresoondence, and othe 
records reletin~ to receipt, review, award, eval-
lation, status, and monitoring of grants; alloca-
uion of funds, Droject budgets, and final ororluct•• 
This item does not cover Brants appealed to the 

)epartmental Grant Apgeals Board or long-term
~rants which directly relate to major departmenta
)rograms~. 

Dispos ition:. 

Destroy 10 years after final audit or pay-
~ent of ~r~nt, whichever is later. Files may be 
uransferred to FARC after termination of grRnt,
f volume warrants. 

201-28. T nsuccessful Bidders ProteSt File. 
~oJies of IFBs, abstracts, bids of successful bid 
~ers, any protestor's bid, contrActing officer's 
~tatement of facts, recommendations, supporting 

115-203 Four copies, Including original, to be submitted to the National Archives 

GPO nr s o - 579-387 

STANDARD FORM 115-A 
Revised July 1974 
Prescribed by General Services 
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~ocumentation, and related correspondence. 

Disoosition: 

Destroy three years after final decision is 
~uhmitted to protestor. 

201-29.	 Draft and Final Environmental Impact Statements 
EIS>- preoared by HEW. 

~ISs assess the environmentAl impact of an action 
~aken by DHEW. The EISs are distributed to other 
~ederal agencies, 'Jublic, and private grouns for 
t-e view and comment. Final EISs must address wr Lt t.e n 
~om~ents on the draft EIS submitted by reviewers. 

Disnosit:on: 

Destroy	 when six years old. 

201-30.	 Draft and Final Lim\ed Imoact Statements ~repared ~t)-~Zr-
py HEW. l?-J. IA 
~imited Impact statements a8sess environmental im Y" 
~E\«.tsthat are not considered to be "significant"
~nd therefore do not require oreparation of an EIE. 
~e documents must be available for the public up
pn request, but they do not require distribution. 

Dis')osition: 

Destroy	 when six years old. 

201-31.	 ~nvironmental Analys is 'Jre':)aredby HEW e 

pnv&ronmental anaayses are the documents used to 
~upport the decision to pre~are ~ither an EIS or 

imited imnact statement. Environmental analyses 
ar-e remained either with the EIS or limited im-
pact statements in the project file of the agency
~hich prepare the EIS or l&mited impact statement 

Disposition: 

De8troy	 when six yeArs old. 

201-32. 'aterorical Exclusions. f-
at.egor-Lc a L exc Ius ions are analyses that are pre- AlC/-~;[;

raz-ed by HEW nr-ogr-am staff which may determine ths t 71-'77 
115-203 Four copies. Including original. to be submitted to the National Archives STANDARD FORM 115-A 

ReVised July 1974 
Prescribed by General Services 

Administration 
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7 

! PAGE OFJOB NO •
Request for Records Disposition Authority - Continuation 

9 108 DESCRIPTION	 OF ITEM SAMPLE OR ACTION TAKEN(With Inclusive Dates or Retention Periods)	 JOB NOITEM NO 

program actions are not capable of' creating sig-
~ificant environmental impact, and therefore ex-
~lude that )rogram activity from any further con-
~ideration of the need for an environmental anal-
~sis or environmental impact statement. 

Disposition: 

Destroy on eXDiration of the authority for tte 
ctivity covered by the analyses, or two years af. 
er supersession hy a revised analysis, whichever 
s earlier. 

201-33. ~rR.ftEnvironmental Impact Statement prepared b]l
(ther Federal agencies and sent to HEW for review 
~nd comment. 
The National Environmental ?olicy Act (NEPA) re-
e uires Be;encies to send EISs to other Pe der-aI a-

encies having jurisdiction or technical ex~er-
ise in relation to rotential environmental impacts

caused by Federal actions. The external EISs are 
reviewed by HEW. If they involve imoacts within 
the jurisdiction or technical ex?ertise of HEW,
comments are pre~aree~and forwarded to the origi-
raL agency. 

Disposition:. 

The EISs on which comments are submitted will 
te retained with the comments and then destroyed
""hen one<3year old, or as follows, whichever is les~: 

A. 30 days after issuance of a final EIS. 

B. An amended draft has been issued. 

c. The prooosed undertaking has been cancel-
led. 

201-34_	 Final Environmental Impact Statements prepared b]l #el-~6~ 
olther Federal agencies where HE\oIJ a!2;enciesh8ve com 79-:1}'
m~nted on the draft ElS. yl 

Disl")osition: 

Destroy	 when one year old. 

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

Administration 
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201-35. i~chool Assistance in Federally-affected ?rojects. B-200,
iles consist of forms (OE/OFE 1-4) pertaining to #59. 
ertification of availability of funds for schoole 
n Federally-affected areas, project contracts, ard 

related m8terials. The program is the resDonsibil· 
ty of the OS Office of Facilities En~ineering anc 

~he Office of Education. 

DisDosition: 

Transfer to FARe after termination of loan;
)estroy three years after termination. 

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

Administration 
(,PO 1::175 0 - 579-387 FPMR (41 CFR) 101-11 4 
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202-01.	 Investigatory l'1aterialfrom the Office of Person- )/t!/-;rgs=-
Management. 7(-1/1Investigatory material from the Office of Derson-
nel Management on employees or potential em:Jloy-
ees in nonsensitive positions. 

Disposition:
Destroy after the decision is made on hiring

or retaining employee. 

202-02.	 Suitability or Qualifications Information. t/tl-J3f-
Suitability or qualifications information obtain- 7r-/~
ed on em9loyees or ootential employees. (This doe~ j& 
not include investi~Atory material received from 
) PM). 

202-03.	 Jfficial Reprimands. 

DiSDosition: 

Destroy when emnloyee separates; after the
 
iate s~ecified in the reprimand; or after two
 
1ears, whichever is first.
 

202-04.	 ~otices of Proryosed Adverse Actions or Reprimands #~/-2Zl~
~otices of oroQosed adverse actions or prooosed J.r-IJH 
reprimands that were officially pro0osed but were jf 
~ot effected. 

Disposition: 

Destroy when ~roposal is withdrawn; decision 
·8 made not to pro~eedj or one year after date of 
pronosal notice; whichever is first. 

202-05.	 Disciplinary Action Records. 
f'o,dmcmishments,warnings, and similar disciplinary ;Jt.I-:l"~~ 
ac t t o ns ,	 7r-ljr 

Dis0osition: 

Destroy when employee separates; after date 
~?ecified in the record; when there is no further 
dministrative need for the record; or after one 

.ear; whichever is first. 
/ -$,§ 

115-203 Four copies, Including original, to be submitted to the Nallonal Archives STANDARD FORM 11S-A 
ReVised July 1974 
Prescnbed by General Services 

Administration 
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202-06.	 Disciplinary Documentation. 
uetters, memorandums, or other documentation on 
~n employee pertainin~ to ~ossible disciplinary
or adverse action. 

Disposition: 

Destroy	 when em~loyee separates; when there 
is no further administrative need for the record; 
or after one year; whichever is first. 

202-07.	 ~o~~laints, Inquiries~ and Debt Corres~)ndence.
~omplaints, inquiries, and debt correspondence
received on an employee. 

Dis)osition: 

Destroy	 when emnloyee separates; when there 
is no further administrative nep.d for the record; 
or one year after the issue is resolved; which-
ever is	 first. 

202-08.	 Snecial Emoloyment Pro~ram Files. 
~iles on oarticinants in special employment ~ro-
grams, including Upward Mobility, Junior Fellows,
Management Intern, HEW Fellows, etc. 

Disposition: 

Destroy when there is no further administra-
~ive need for the record; or two years after par-
uicipant leaves ~rogram; whichever is first. 

202-09.	 Performance Anpraisals and Ratings. Ale-I-;r!s:
Performance a~praisala and ratings (except those 
~equired to be fil~Q on t~e nermanent side of the 1!-j;() 
Jfficial Personnel Foldersin FP,1'1 293-Supplement
31) • 

Disposition: 

Destroy	 after whichever of the following coml 
Pirst: when em~loyee separates; after two years; (~r
ilienemployee receives a new aopraisal/rating and 
luhe applicable apneal/grievance period has expire<. 

115-203 Four copies. Including original. to be submitted to the National Archives STANDARD FORM 115-A 
Hevrsed July 1974 
Prescribed by General Services 

Administration 
GPO 1975 l) - 570-387 FPMR (41 CFR) 101-11 4 
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202-10. Training MateriAls Master Files. 

Records accumulated as master files for OS train-
ing courses. Included are iTanscri9ts, handouts,
charts, gra9hs, trans~arencies, course outlines,
manuals, and similar materials. 

Dis,osition: 

Destroy five years after the material is su-
perseded on the course is discontinued. 

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

Adrmrustratron 
r.1't-) 1975 l) ~ 579"'387 FPMR (41 CFR) 101-114 
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203-01. Photo raphs.
ese photographs are maintained in the ?hoto Sec 

ion, Printing and Visual Systems Branch, Office 
f Management Services. They consist of the fol-
owinr-;items. 

DisDosition: 

A. Central Negatives Files.of photographs t 
hat nocument actwvities, ~rograms, and mandated 
unctions of the Deoartment; spot news coverage;
nd photographs that document significant activi-

of the Office of the Secretary. 

&QPERMANENT. Break file every five years. 0 -
five-year accUlnulations to NARS five years af 
break. 

@. Portrait Negative File of personnel occu 
positions of Assistant Secretary and above. 

PERMANENT. Apply disposition instructions 
"A" above. 

~. Index to Portraits. Index is arranged al 
habetically by surname. 

PERMANENT. Apply dis8osition instructions 
"A" above. 

Et. Non-Prnr-;ramPhotography. Includes mater-
"al ~ertaining to suggestion awards, length of 
ervice awards; presentation of diolomas; charity
nd civic drives; social events; athletic events;
outine conferences and meetings; identification 
hotogrpahs; and personnel below the level of 
ssistant Secretary. 

years old, or return to 
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ITEM NO (With Inclusive Dates or Retention Periods) .JtOB NO ACTION TAKEN 

Files in	 the offices of the Assistant Secretary
for Planning and Evaluation consist lar~ely of 
correspondence files. The di~position instructions 
for these files and all corresoondence files of 
OS are given in Cha?ter One of'this manual. In-
structions for the identification of subjects for 
co~res~ondence files are outlined in the SUDject
Classification System of the manual. The sUDjects
waich relate most directly to the primary functions 
of planning and evaluation are in the organizaticn
m~nagement suaject outline. 

The separate series listed .elow may ge used to 
file the appropriate records if volume warrants. 
For purposes of information retrieval, small vol 
umes of these records may be filed in the corres 
pondence files under the appropriate subject des 
ignations. 

301-01.	 Program Evaluation Planning Files. 
Documents accumulated in planning and evaluating
DHE."Wprogram objectives. Information in these files 
pertains to the achievement of goals, effective-
ness of the program, identification of successful 
and unsuccessl'ul -projects, and evaluation of pro-
cedures. Included are planning documents, progress
reports, corres90ndence, memorandums, and similar 
materials. Arranged .y title of project. 

Disposition: 

Cutoff at the close of the FY in which project
r plan is comoleted. Transfer to WNRC two years
nter. Offer to NARS when 20 years old. 

301-02.	 Special Studies and Reports File. 

Special studies and reports relating to DREW pro-
gram responsi.ilities. Included are preliminary
and final reports, background materials, corres-
pondence, and related materials. These studies 
involve the .asic Departmental pro~rams: health,
education, and welfare. Ex~luded are management
studies covered by Chapter Two and stUdies for 
which SSA, PHS, or another HEW component is the r. 

of rice or primary responsi~ility. 

115-203 Four copies, Including original, to be submitted to the National Archives STANDARD FORM 115-A 
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ITEM NO (With 

8 DESCRIPTION OF ITEM 
Inclusive Dates or Retenllon Penods) 

9. 
SAMPLE OR 

JOB NO 

10. 
ACTION TAKEN 

Disposition: 

A. Record copy of final report. PERI'1ANENT. Cut 
off at the close ~f the FY in which project or 
study is completed. Transfer to WNRC three years
later. Offer to NARS when 20 years old. 

B. Case files. Cutoff at the close 01" the FY 
in which the project is completed. Transfer to 
r'lNRCthree years later. Destroy 10 years after 
cuto1'f. 

115-203 Four copies, Including original, to be submitted to the National Archives STANDARD FORM 115-A 
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--.--.---1------------------------------------------------------~------~--------
401-0m• Departmental Level Awards Files. 

Records relating to awards made at the departmen.

tal level or higher, including awa r-ds of the Sec.
 
retary. (For disposition instructions for awards
 
not covered by this item, see GRS 1, #12).
 

Dispos it ion: 

Destroy when employee leaves HEW. 

401-02. Merit System Investigative Files. 

Documentation pertaining to the investigation of
 
prohibited nersonnel practices and non-criminal
 
standards or conduct. Included are investigative

re90rts, evaluations of investigations, co~reSQOI

dence, memorandums, and related aapers.
 

Disposition:' 

Destroy five years after comalete resolutioI
 
)f the c e-s e ,
 

401-03. EEO Reporting Files. 

Consists of monthly reports that OS sends to the 
Office of Personnel Management concerning infor-
mation on EEO activities throughout DHEW. Lnc Lude s 
l'-1ontnlyReport on Pr-ecorapLa int C0\1selling and 
Monthly Reoort on Discrimination Complaint Pro-
cessing. 

Disposition: 

a. Monthly reports. Destroy rive years af
 
ter submission.
 

b. Feeder reports. Destroy when no longer

needed for administrative purposes.
 

401-04. Intergovernmental Personnel Act Files. 

Recoyds. re~ting to the 9rogram through which
 
HEW 'lfb#<fw~ employees from rr. pri va te indus try and
 
other sources for short periods of employment.

Included are memorandums concerning the date of
 

115-203 Four copies, Including orlglnal, to be submlHed to the National Archives STANDARD FORM 115-A 
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appoint~ent, the nature of the assignment, and
 
the termination of the assignment.
 

Disposition: 

Destroy three years after termination of the
 
assignment.
 

401-050 Committee Records. 
II 
I Records documenting the workings of committees 

over which OS has primary management responsibil.
ity, Included are meeting agendas, minutes, re-
portsrissued or approved by the committee, char-
ters, lists of.committee members, and similar ma· 
terials. 

Disuosition: 

a. Inter~gaacy, departmental, advisory, or in· 
ternational committees. PERI'1ANENT. Place in an it 
active file at the close of the FY in which com-
mittee is dissolved. Cutoff inactive file after 
five years and transfer to FARC. Offer to NARS 2( 
years after cutoff. 

b. Internal committees and committees that do 
not rela te to significant pol icy funct ions of H& • 
Destroy tw:) years after termination or the commi -
tee. 

401-06. Committee Hanpgement Files. 

Files accumulated in exercising management con-
trol over the establishment, operation, and dis-
solution of committees for which OS has ?rimary
management responsi~ility. Included are ~roposal1,
approvals, disaoprovals; documents used to appro e,
appoint, evaluate, and relieve committee memhers 
and similar recordse 

Disposition: 

a. OS Office of Primary Res?onsiaility. Destr~py
five years after disapproval or dissolution of tle 
committee. 

./ 7"'tl" ________~ ~-~~----------.-------------L--------L----------
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a. Other offices. Destroy two years after ctis 
a?proval or dissolution of the committee. 

401-07. Reviewin~ Authority C ivi1 R igh ts Case Files. IIcl-(lzr--
These files are created as a result of administra 7f-~ 
tive hearings under Title VI of the Civil Rights
Act of 1964, Title IX of the Higher Education A-
mendment of 1972, and Executive Order 11246. In-
cluded are legal documents, motions, ?leadings,
exhi~its, hearing transcripts, initial decisions 
of the Administrative Law Judge, final decision 
or the Reviewing Authority, a opeaLs to the Secre-
tary, and Secretarial dispositions. 

Disposition: 

Transfer to FARC seven years after close of 
procedure. Destroy 25 years after close of pro-
cedure unless needed for precedential cases or 
for legal purposes. The fil~ that are saved for,
these purposes must be reviewed annually for dis. 
?ospl. 

!~01-08. Grant Anneals Review Files. 

Case files documenting the review of oostaward 
disputes whic~ have developed in the administra-
tioR of grant ?rograns ay constituent agencies 01 
HEw. In accordance with 45 CFR "Part 16 and 201..11, 
the Departmental Grant Apneals Board, or its Cha r 
man in certain cases, is responsible for review-
ing and ?roviding hearings on postaward disputes.
File s may include copies of audit reports, grant
awards, depositions, affidavits, narratives, and 
real ted correspondence. 

Disposition: 

Cutoff when final HillAdecision is reached. 
Hold for seven years, review for ?recedential rna· 
terial and transfer the ealance to vJNRC. Destroy
20 years after cutoff. 

401-09. Official Grant Anneals Decisions. 

115-203 Four copies, Including Original, 10 be submitted 10 Ihe Naloonal Archives STA~mARD FORM 115-A 
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Record copies of official decisions of the dep a r-t -
mentall Grant Appeals Board in pos taward disputes
invol ving HEW grants. 

Disoosition: 

Destroy when no longer needed for pr-e c ed e nt.Ls 1
 
value.
 

I 

, , 

I 

/f/~
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501-01. Publication Clearance Files. 

Consists of documents pertaining to the clearanc 
of publications and audiovisual materials for is 
suance and distribut~on. Excludes record set of 
of publications that are listed in the 200 serie 
of this dis8osition schedule. 

Disposition: 

Destroy when five years old, or when no longe~
needed for administrative purposes, whichever is 
earlier. 

501-02. Press Release Files. 

Record set of press releases arranged chronolog-
ically. The office of record is the Office of Pup-
lic Affairs. 

Disposition: 

A. Record Set. PERMANENT. Cutoff at the close 
of the FY. Hold two years or until volume warran s 
and transfer to WNRC. Offer to NARS 20 years af-
ter cutoff. 

B. Regional Office Press Releases. Cutoff at 
the close of the FY. Destroy five years after 
cutoff. 

C. Regional Office copies of headquarters
nress releases. Cutoff at the close of the FY • 
Destroy when superseded or no longer needed for 
ference. 

501-03. HEW Informational Materials, 

Consists of the Green Sheet and other issuances 
that are used prlmarily for employee information 
or for briefings on on-going events throughout
the Department. 

Disposition: 

A. Record Set. Place in an inactive file afteI 

115-203 Four copies, Including original, to be submitted to the National Archives STANDARD FORM 115-A 
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ssuance. Cutoff inactive file after the close of 
~he FY. Destroy seven years after cutoff, or when 
ro longer needed for administrative purposes, which-
~ver is earlier. 

B. Reference co~ies. Destroy when no longer
reeded for reference. 

501-04. Articles Master File. 

Consists of articles that the Secretary has wrnt 
ten for magazines. Includes the request for the 
the article, drafts, and a copy of the article. 
Arranged by the name of the magazine. 

Disposition: 

A. Headquarters. Place in an inactive file aj-
ter publication. Cutoff inactive file at the clofe 
of the FY. Destroy five years after cutoff. 

B. Regional offices. Cutoff at the close of 
the FY in which issued. Destroy when superseded
or obsolete. 

501-05. Speech File. 

Official speeches of the Secretary, Under Secre-
tary, or major departmental officials. Arranged
by date of soeech. 

Disposition: 

A. Record set. PERMANENT. Cutoff at the ClOSE 
of the FY. Hold two years or until volume warran s. 
and transfer to WNRC. Offer to NARS 20 years aftE r 
cutoff. 

B. Regional office files. Cutoff at the 

115-203 Four copies, Including original. to be submitted to the National Archives STANDARD FORM 115-A 
Revised July t974 
Prescribed by General Services 
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-------t----;;:------;;;--L.----==---;;~---,-----,.,.----:_::_::__:::_:_~__:""2'>:[~=__=__,_r_+_---___4--~---close of the FY. Destroy three years arter cu~ 
or when no lon~er needed for reference, which-
ever is earlier. 

501-06. Biographies File. 

Files contr.in personal data sketches, photo~raph~,
newsp~yer clippin~s, copies of press releases, ard 
similar materials pertainin, to major DREW offic-
ials. Arranged by name of individual. 

Disnosition: 

A. Headquarters. Cutoff at close of the FY in 
vrh i.ch individua.l leaves DHEin. Destroy five years
after cutoff. 

B. Regional Offices. Cutoff at close of the FY 
in which individual leaves DH3W. Destroy 8ne yeal
after cutoff. 

501-07. Conference and Public Hearin~s Files. 

Files contain information about conferences or 
hearin~s of the re~ional offices. Included are 
agenda, announcements of the conference, ?ress 
re11eases, listings of participants, conference 
summaries, and copies of publications and speech 
es. 

Disoosi~ion: 

Cutoff at the close of the FY. Destroy four
 
years after cutoff.
 

501-08. Quote/Unquote File. 

File consists of excerpts from speeches of major
HEW officials includin" administrators of HE'd COtl-
ponents. 

Disposition: 

Cutoff' at the close 01' the FY. Destroy five 
years after cutoff, or when no lon~er needea 
for adminis tr-at ive purpos es, loTh ichever is ear-
lier. 

___________________________ . L- ~ ___ 
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501-09. News Conference File. 

Consists of transcripts of the Secretary1s ~ress 
conferences and some related 0ack~round material~. 
These records are in minders and are arrangeG by 
date of press conference. 

Disoosition: 

PER1'-lANENT~Transfer 
Offer to NARS in blocks 

to WNRC 
of five 

if volume warrant~ .. 
years when 20 yer. r-s old. 

501-10. Distinguished Sneakers Program Documentation. 

File consists of invitations, guest listsp sched 
u~es, and other materials related to arrangementf
for the DHEW Distin~ished Speakers ?rogra~. 

Dis"Oosition: 

Destroy when no longer needed for r-e.r er enc e , 

501-11. Itineraries of Visits Files. 

Files pertainin~ to 
its of the Secretar~ 
oi'ficials. 

speaking enga~ements and vis 
or other major De9artmental 

Disnosit~on: 

if 
Destroy w~en official leaves 
not needed for administrative 

HEN, or earlier 
purposes. 

502-01. Sound Recordings File. 

Sound recordin~s on tapes or discs that provide
documentation of the organization, functions,
policies, procedures, and essential transactions 
of DREW. These f.ll~.s,,"-~.,m~ist.9..PA~ ...qlj'l1~:"I.!~C;9h(U·ngs.
of official s~~f"''"t~~trera~'Sec 
retary, or other maJor a~ency officials of DHEn. 

Excluded are recordings maintained in record form 
in other HEN components, e.g. SSA, PHS, etc. 

Disposition: 

115-203 Four copte s, Including original. to be subrmrted to the National Archives STANDARD- FORM 115-A 
ReVised July 1974 
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A. Record set consisting of the earliest generation
and dub of the recording in Offic eof Public Affairs. 
PERMANENT. Offer to NARS when no longer needed for admin-
istrative purposes, or when five years old, whichever is 
earlier. Arrangement: Chronological by date of speech.
Estimated Annual Volume: Less than one cubic foot. 

B. Sound Recordings and Related Records not Described 
in "A" above. See GRS 21 for disposition instructions. 

502-02. Video Recordings File. 

Video recordings that provide documentation on the 
organization, functions, policies, procedures and essential 
transactions of DREW. These files consist of video 
recordings of official speeches) television conferences,
meetings, interviews, and panel discussions of the Secretary,
Under Secretary, or other major agency officials of DREW. 
Record copies of video recordings of REW component officials 
are maintained by the component, e.g. SSA, PRS, etc. 

Disposition: 

A. Record set consisting of the earliest generation
and a dub of the recording in Offic~ of Public Affairs. 
PERMANENT. Offer to NARS when no longer needed for 
administrative purposes, or when five years old, whichever 
is earlier. Arrangement: Chronological by date of speech.
Estimated Annual Volume: Less than one cubic foot. 

B. Video Recordings and related records not 
described in "A" above. See GRS 21 for disposition
instructions. 

502-03 Motion Picture Films. 

Films that provide documentation on the organization,
functions, policies, procedures and essential transactions 
of DREW. 

Disposition: 

A. The record copy consisting of the original negativE 
or color original plus separate optical sound track, an 
intermediate master positive or duplicate negative P~~PI~n~Nt~ 
optical sound track, and a sound projection print. eOffer 
to NARS when no longer needed for administrative purposes, 
or when five years old whichever is earlier. Production 
files or similar files which include production contracts, 

Four copies. Including original. 10 be submitted 10 the Nallonal Archives STANDARD FORM 115-A 
ReVised July 1974 
Prescnbed by General Services 

Administration 
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scripts, trans~cripts, and other documentation bearing on 
the origin, acquisition, release, and ownership of the 
production are to be transferred with the films. Estimate 
annual volume less than 1 cubic foot. 

B. Films and related records not described in "A".
 
See GRS 21 for disposition instructions.
 

Co Outtakes and trims from motion picture fi Ims
 
sponsored or produced by DHEWo
 

Disposition:
Offer immediately after receipt to the Stock Fi 1m
 

Library (NNVS) Audiovisual Archives Division, NARS in
 
accordance with OMS Circular A-114, Attachment D, #90
 

115-203 Four copies, including original, to be submitted to the National Archives STANDARD FORM 115-A 
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601-01. Le~al Opinion Precedent File. B-l10,
# 1 & 

Precedential legal opinions issued by the General ~ 
Counsel for a-pplication to pr-ogr-ama t.hr-ou ghou t We -.;l.ZS""-
DREW. Included are legal opinions, directly rela. ~ ~/
ted memorandums, copies of laws, and related doc. /f-V(/ 
uments. Arranged ~y year and thereunder Dy docket 
control num~er. Estimated annual volume: I CF. 

Disoosition: 

PERMANENT. Cutoff at the close of the FY and 
transfer to WNRC two years thereafter. Offer to 
NARS with related indexes 20 years after cutoff. 

601-02. Litigation Case Files. B 110, W7 & 16A 

Files consist of court pleadings, corres90~dence~ 
memorandums, studies, appraisals, court decision~,
and similar documents. Tnese files accumulate in 
various divisions of the OGC and relate to pri~
Mary program areas of DHEW. 

Disposition: ,~ 
,~ ?t?e adfl;MA Ct1A.e4.j. Headquarters.,1 After 1it i,at ion is termina-

ted~ r~t~in case file as long as administrative-
ly? !jf\erHt- two years, wh ichever is earl ier. Trans

( fer to WNrtC, destroy five years after terminatior. 

- A. H?af¥-arters. Cas es \>Th ich are determined tc 
have precedential value for other litigation ca-
ses. Transfer to WNRC two years after t er-mlna t Lor 
of case or when volume warrantso Destroy 25 year~
after termination. 

C. Regional Offices. Destroy two years after 
termination of the case. 

601-03. Administrative Hearing Files. 
B 110, VllO 

Case files accumulated in various offices 01" OGC. 
to document hearings and a9peals within DREW. In 
cluded in these files are letters of deferrals,
hearin: transcripts, legal 0riefs, affidavits,
hearing transcripts. trial exhibits, initial de-
cisions of the administrative law judge, apoeals 

115-203 Four copies. Including original. to be submlHed to the Nattonal Archives STANDARD FORM 11S-A 
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to the Secretary, Secretarial dispositions, and 
rel~ted materials. IT these files exist as a sep
arate set of records, the following disposition
instructions a~ply. If the essential administra 
tive hearings documents are filed in the related 
case file, the dis0osition instructions for the 
case file applies. 

Disposition:-

Destroy five years after complete terminatior 
of case. 

601-04. FDA Injunction Files. 

Files contain com?laints, injunction recommenda-
tions from the districts, affidav~ts, letters to 
U.S. Attorneys, dissent or default decrees, and 
related correspondence. These cases are consid-
ered "open" until the action against the firm or 
individual has been resolved. 

Disoosition: 

~ransfer to WNRC one year after com?lete ter. 
mination of the case, or one ye~r after all appe]-
late action has been taken. Destroy five years al-
ter complete close of case. 

601-05. FDA Suit Files. 

Case files consisting of suits against FDA DY 
dividuals or firms. These cases remain active 
til the case is heard and resolved in court. 

in. 
un 

Disposition: 

Transfer to WNRC one year after termination 
of the case, or one year after all appellate ac-
tions have Deen taken. Destroy five years after 
termination. 

601-06. HB~ Draft Legislation Files. B 110, 

Case files on the development of Departmental le -
islation presented or intended for presentation 

1.18 $i 19 
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to Congress. Included are internal memorandums,
documentation on the complete le~islative his-
tory, H~1 positions, enrolled Dill reports, and 
related correspondence. 

Disposition: 

Cutoff file at end of the Congressional sessio! 
(two years). Transfer to W~~C two years later. 
Destroy 25 years after close of file. 

601-07. Non-HEW Draft Legislation Files. 

Case files of oills on which HEW comment is re-
quested By OMB. These files include draft Dills 
from other Federal agencies and 9ills drafted in 
HEW for individual Con~ress persons as technical 

I assistance. 

DiSDosition: 

Cutoff files at end of the Cong~essional ses-
sion (two years). Transfer to WNRC two years la-
ter. Destroy 20 years after close of file. 

601-08. Numeered Bill Files. 

Consists of correspondence, reoorts to Con~ress,
and documentation on the le~islative history of 
bills introduced in Con~ress, Dut not enacted. 

Disoosition: 

Cutoff files at end of the Congressional ses-
sion (two years). Transfer to WNRC two years la-
ter. Destroy 20 years after close of file. 

601-09. Public Law Files. 

Consists of correspondence, copy:of the enacted 
bill, reports, and documentation on the legisla-
tive history of the .ills that are enacted into 
law. 

DiSDosition: 

Cutoff files at the end of the Congressional 

Four copies. Including original. to be subrmrteo to the Natoonal Archives STANDARD FORM 115-A 
Hevised July 1974 
Prescrobed by General Services 
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session (two years). Transfer to WNRC two years
later. Destroy 25 years after close of fi160 

601-10. Testimonies and Statements. 

Testimonies and statements of DH~N officials .e-
fore ~ongressional committees. In many cases, the 
testimonies are Du~lished in Congressional reports.
Files may relate to "oversight hearings"in which 
no s~eci~ic Dill is involved or to hearings on 
specific aills. 

;\Dispos it ion: 

A. If filed as a separate series. Destroy two 
years after the end of the Pnesidential term of 
office, or when no longer needed for admin:'stra-
tive purposes, whichever is earlier. 

B. If filed in a correspondence or case fileo 
Destroy in accordance with the d Lso osLt t on in-
structions of that file. 

c. Reference copies maintained for puolic af-
fairs ~urposes. Destroy when no lon~er needed fOI 
administrative purposes. 

601-11. Military Personnel and Civilian Employees Claim 

Files. J 
Claims files regarding loss of personal property
or damage to personal property for employees act 
ing within the scope of their office of employ-
ment. Included in these files are memorandums,
corresoondence with claimants, movin~ companies,
and anpropriate facilities; supporting evidence 
necessary to su~stantiate the claims with recom-
mendations and final determinations; and material 
indicating the final disposition or each case. 

Disposition: 

Destroy four years after claim is closed. 

601-12. Federal Claims Collection Act Files. 

115-203 Four copies, Including original, to be submitted to the National Archives STANDARD FORM 11S-A 
Bevised JLly 1974 
Prescrrbed by General Services 

AdmInIstratIon 
FPMR (41 CFR) 101-11 4 



JOB NO •I I~GERequest for Records Disposition Authority - Continuation OF 

97. 8 DESCRIPTION OF ITEM 10.SAMPLE OR
ITEM NO (WIth Inclusive Dates or Retenllon Periods) ACTION TAKENJOB NO 

Claims covered under this Act a~9ly to adminis-
trative collections of monies due DHEW. These 
records document how claims arose, amounts, cir-
cumstances of demtors, and collection efforts 
made, ~asis for compromise, suspension, or ter-
mination of claims; and materials indicatin~ ri-
nal disposition of each case. 

Disoosition: 

Transfer to WNRC when claim is closed. Destro~ 
six years after close of claim. 

601-13. Administrative Tort Claims Files. 

These are claims filed pursuant to the Federal 
Tort Claims Act relating to personal injury and 
damage to property. Included in these files are 
corres?ondence with claimants, legal representa-
tives and appropriate facilities; legal documen~ 
tation relating to evaluations, determinations,
and disnosition of claims; and similar papers. 

DiS:losition: 

Destroy rour years after claim is closed. 

601-14. Federal Medical Care Recovery Act Files. 

These files are maintained to document DHEW col-
ections of monies for expenses incurred when 
treatment is nrovided to persons in PHS hospital; • 
If the Federal Government is entitled to recov-
ery under the Act, the Department asserts the cLi im 
against the third party for the reasona$le value 
of the care and treatment. Included in these ril~ s 
are the third party reoort, a description of the 
accident, and medical information; notice of cIa m 
to the third party; and copies of medical summa-
ries, police reports, and coreespondence. 

Disoosition: 

A. Record copies in Headquarters and Regional
Offices. Cutoff settled claims at the close of 
the FY in which settled. Destroy seven years af-
ter cutoff. 

115-203 Four copies. Including original, 10 be submitted 10 the Nallonal Archives STANDARD FORM 11S-A 
Revised July 1974 
Prescribed by General Services 

Administration 
FPMR (41 CFR) 101-11 4 



.T PAGE OFJOB NO •Request for Records Dlsposltlon Authority- Continuation I 
9.7 8 DESCRIPTION OF ITEM 10.SAMPLE OR

ITEM NO (With Inclusive Dates or Retention Penods) ACTION TAKENJOB NO 

B. Copies of claims for which OS/OGC is not the 
office of primary resoonsi0ility. Destroy when nc 
lon:er needed for administrative purposes. 

601-15. Disaoility Claims Files. 

Consist of copies of documents accumulated at the 
regional level for several types of actions in-
cludin~ overpayment, insurance Benefits, supple-
mental security insurance, and underpayment. In-
cluded also are copies of court instruments such 
as Complaint, Answer, Motions, Memorandum in Sup-
Dort of Motion, Brief, Report, and Recommendatior 
of the U.S. Magistrate, Judgment, Transcript of 
Testimony, and similar items. Official file of 
these documents is maintained at SSA Central Of-
fice. 

Disnosition: 

Cutoff at the close of the FY. Destroy two years
after cutoff. 

601-16. Disa~ility CAse Docket Sheet Files. 

Consists of one sheet for each case showin& name,
district, case numBer, tyoe of case, judge, out-
come (for or a~ainst the Department); the com-
plaint, transcrint anc suggested answer, assign-
ment, deadline for erief, and similar matters. 
Arranged oy name of case. 

Disoosition: 

A. Cases decided in favor of the Department.
Cutoff at the close of the FY. Destroy seven 
years after cutoff. 

B. Cases decided against the Department. Cut-
off at the close of the FY. Destroy two years af. 
ter cutoff. 

601-17. Rejected Inventions Report File. A1C-J-v,S=
71-t. I Case files documenting the rejection of inventiols 

submitted for General Counsel review from NIH grlnts
research or university research activities, File~ 

Four copies, Including original, to be submitted 10 the National Archives STANDARD FORM 115-A 
ReVised July 1974 
Prescribed by General Services 

Administration 
FPMR (41 CFR) 101-114 

115-203 
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97. 8 DESCRIPTION OF ITEM SAMPLE OR 10. 
ITEM NO (With Inclusive Dates or Retention Peroods) JOB NO ACTION TAKEN 

include information concerning the request for re 
view of the invention, scientific evaluations, and 
corres90ndence concernin~ the rejection of the in-
vention. Arran,ed .y ypar and thereunder by name 
of inventor. 

Disposition: 

Destroy three years after rejection. 

601-18. FEDERAL REGISTER Re,ulations Files. 

Co~ies of Deoartmental re~ulations and supuorting
hackground materials pertaining to regulations
that are pu~lished in the Federal Register. 

Disnosition: 

A. Office of ?rimary res~onsiDility. DestroylS years after the pu~lication of the regula-
tion, or when no longer needed for administrativE 
purposes, whichever is earlier. 

B. Other offices. Destroy when no longer needed 
for reference. 

601-19. Congressional Corres~ondence Files. 

Corres?ondence files maintained for Departmental
liaison with Congress. Arran,ed By name of Repre
sentative or Senator. 

A. Review files after the end of a Presiden-
tial administratio~ Destroy files which 
are no lon,er needed. Transfer other files to 
the files for the new administration. 

B. Offices responsi~le for control of re?lies 
Destroy six months after reply, or when no lon,e'
needed for reference, whichever is earlier. 

115-203 Four copies, Including original. to be submitted to the National Archives STANDARD FORM 115-A 
Revised July 1974 
Prescrobed by General Services 

Administration 
( I't) ! 17'1~ {) - ~'i"-3H7 FPMR (41 CFR) 101-114 
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Request for Records Dlsposlt~~nAuthority - Continuation 

7. 
ITEM NO 

•• DESCRIPTION OF ITEM 
(WIth Inclusive Dates or Retention Penods) 

I. 
SAMPLE OR 

JOB NO 

PAGE OF 

10 
ACTION 1 

701-01 Education Discrimination Review Files 

Case files developed in investigating complaint~
and in reviewing elementary, secondary and 
higher education programs to determine if these 
programs are in compliance with Federal laws 
which prohibit discrimination on the basis of 
race, 'color, national origin, sex, age and 
physical and mental handicaps in federally-
assisted programs. These records are created 
in response to Title VI of the Civil Rights
Act of 1974, Title IX of the Higher Education 
Amendments of 1972, and Section 504 of the 
Rehabilitation Act of 1973. 

Disposition: 

a. Headquarters: Cutoff at the close of 
the fiscal year in which the case is resolved,
and transfer to the FARC after the case has 
been inactive for five years. Destroy 15 years
after cutoff. 

b. Regions: Cutoff at the close of the 
fiscal year in which the case is resolved, and 
transfer to the FARC after the case has been 
inactive for two years. Destroy 15 years
after cutoff. 

701-02 

NOTE: Cases which are submitted to the Reviewin~ 
Authority are disposed bf in accordance with 
item ij't;?/-?J 7. 

Health and Human Development Discrimination 
Review Files 

Case files developed in investigating complaints
and in reviewing programs of health and human 
development service institutions for compliance
with Title VI and Section 504. 

Four cople., Including ortglnal, to be .ubmltted to the National Archlva.	 STANDARD FORM 11 
Revised July 1974 
Prescnbed by General 
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Request for Records Disposlt~~nAuthority-Continuation 
PAGE OF 

7. 
ITEM NO (Wllh 

e. DESCRIPTION OF ITEM 
Inclusive Dales or Relenllon Penods) 

II. 
SAMPLE OR 

JOB NO 

10 
ACTION r,. 

Disposition: 

a. Headquarters: Cutoff at the close of 
the fiscal year in which the case is resolved,
and transfer to the FARC after the case has 
been inactive for five years. Destroy 15 years
after cutoff. 

b. Region: Cutoff at the close of the 
fiscal year in which the case is resolved, and 
transfer to the FARC after the case has been 
inactive for two years. Destroy 15 years
after cutoff. 

701-03 Request for ESAA Assistance' 

Documents accumulated in determining the 
eligibility of school districts to receive 
financial assistance under the Emergency
School Aid Act (ESAA). Documents in these 
files include the notification of eligibility
supporting evidence, requests for waivers,
Secretary's response concerning granting or 
denial of the waiver, and related correspon-
dence and documentation. 

Disposition: 

Cutoff annually following final determ-
ination of school district's eligibility for 
ESAA funds, in anyone particular funding
period. Transf'er to FARC when case has been 
inactive for five years.. Destroy 15 years
after cutoff. 

701-04 Reports of Monitoring Visits 

Reports and background doucments developed as 
a result of monitoring visits in regional
offices. Reports are used in evaluating the 
conduct of regional investigations. 

Disposition: 

Cutoff annually after report is prepared,
destroy three years after cutoff. 

Four c:ople •• Inc:ludlng origIn. I, 10 b •• ubmltted 10 Ih. Nallon.1 Arc:hl" •• STANDARD FORM 115-1 

~evised July 19}4 
115-203 
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7. e. DESCRIPTION OF ITEM	 10SAMPLE OR
ITEM NO (WIth InclusIve Dates or Retentoon Penods)	 ACTION TAKEIJOB NO 

701-05 Civil Rights InvGstigative Manuals 

Procedural manuals prepared by t~e Special
Projects and Procedures Division for the 
conduct of civil rights investigations in 
regional offices. The manual is used to 
assist investigators in determining problems,
analyzing data, using statistical informa-
tion, and similar techniques relating to in-
vestigations. 

Disposition: 

a. Superseded pages. Destroy two years
after supersession, or when no longer needed fo]
administrative purposes, whichever is earlier. 

b. Background paper. Destroy six months 
after final action o~ project, or three years
after completion of project if no final action 
is taken. 

701-06 Adams Order files and Related Cases 

Files developed in responding to the ADAMS 
court order requiring DHEW to monitor state-
wide higher education desegregation policies
and plans. Under the order, the Department
was required to issue criteria for rGmoving
vestiges of segregation in six states.	 These 
file consist of copies of legal documents,
evaluation reports of state activities in 
higher education, plan correspondence, and 
similar documents. 

Disposition: 

PERHANENT. Cutoff at the close of the 
fiscal year following a determination by DH~W 
or the courts that all states cited in the 
ADNlS order have a unitary system, and transfer 
to the FARC five years after cutoff. Offer to 
~ARS after 20 additional year. 

Four cople •• Including origin. I. 10 be .ubmlt1ed to the Natlon.1 Archive.	 STANDARD FORM 115-A 

RevIsed July 1974 
115-203 

.... .a..._ .... hu 1':.&"111"1101~.rvlr 
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,.
7. .. DESCRIPTION OF ITEM	 10SAMPLE OR

ITEM NO (WIth Incluslye Dates or Retention Penods)	 NO ACTION TA'JOB 

701-07	 Assurance of Compliance Statements 

Statements from an educational or health 
facility assuring OCR that the facility is in 
compliance with Federal laws in federally-funde~
projects. 

Disposition: Destroy on c~ange of 
implementing regulation or repeal of enabling
legislation, wh Lclreve r is appropriate. 

701-08	 Statistical Surveys (Edited and u~edited
 
survey forms) •
 

Annual and bi-annual statistical data submitted 
to and used by OCR in monitoring the compliance
status pursuant to Title VI of the Civil 
Rights Act of )964, Title IX of the Education 
Amendments of 1972 and Section 504 of the 
Rehabilitation Act of 1973. (Excluding
ADM1S surveys.) 

Disposition: Cutoff annually after 
being superseded by next survey. Transfer 
to FARC five years after cutoff. Destroy
15 years after cutoff. 

NOTE: Recurring OCR statistical surveys con-
ducted during the years 1968 through 1978 
shall be cutoff at the end of FY 80, trans-
ferred to the FARC at the end of FY 85, and 
and destroyed at the end of FY 95. (One-time
surveys will not become inactive until 
superseded by the next survey of the same 
data. ) 

701-09	 Big Cities Review Files 

Files developed in the special, comprehensive
review of urban school systems in ~~e\vYorl~,
Philadelphia, ChicAgo, And Lo~ An~~l~~ to 
determine if these systems are in compliance
with Title VI, Title IX and Section 504. 
Included are contracts and related materials,
monthly progress reports, preliminary analyses,
final narrative reports, adninistrative	 files. 

Four copl ••• Including orlgln.I, to be lubmltl.d to th. N.tlonal Archl" ••	 STANDARD FORM 115-
ReYlsed July 1974- • -" '-- 1 e, 

115-203 
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9.7. 8 DESCRIPTION OF ITEM	 10SAMPLE OR 
ITEM NO (Wllh tnclusrve Oates or RetentIon Perrods)	 ACTION TrJOB NO 

701-10
 

Disposition: 

a. Contract records. See General Records 
Schedule (GRS) 3, Item 4, Routine Procurement 
files. 

b. Monthly progress reports and preli-
minary analyses. Destroy_with related contract 
records. 

c. Final narrative reports. PERMANENT. 
Offer to NARS on completion of project.
(Arranged by name of report. Volume: 4 
reports) . 

Case Management Data Files 

Forms and reports used for management purposes
in monitoring the investigation of Civil 
Rights cases. 

Disposition: 

a. Open Case System: 

1. Monthly Case Control Forms: 
Cutoff annually, destroy two years after cutoff. 

2. Closed Case Control Forms: 
Cutoff annually, destroy two years after cutoff. 

3. Time Sheets: Cutoff annually,
destroy one year after cutoff. 

4. Case Disposition Report: Cutoff 
annya11y, destroy two years after cutoff: 

b. Closed Case System: Printout reports.
Cutoff annya11y, destroy one year after cutoff. 

Four coplea. Including origin.'. to be submitted to thl! Nation.' Archlve~	 STANDARD FORM 1\5-
RevIsed July 1974 
Prescrrbed by General S· 
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PAGE OF ~ JOB NOfor Records Disposition 'Authority - Continuation 

9.
8. DESCRIPTION OF ITEM	 10SAMPLE OR

(WIth tnclusrve Dates or RetentIon Periods)	 ACTIONJOB NO 

Letters of Findings (LOF) 

A comprehensive file of all letters of findings

for complaints and compliance reviews issued by

regional offices. These files are maintained
 
by OMA for budget analysis to determine when
 
compliance reviews should be conducted, for
 
program analysis to identify precedential

cases, and for purposes of administrative
 
management.
 

Disposition: 

OCR/OMA: Cutoff annually after issuance
 
of LOF. Transfer to Washington National
 
Records Center (WNRC) four years after cutoff.
 
Destroy ten years after cutoff.
 

Case Production Statistical Data 

Data developed in analyzing case workloads on a
 
national and regional basis. Charts or reports

are prepared from this data to compare regional

progress and MITS objectives, and to chart re-
gional progress in each complaint and com-
pliance review category.
 

Disposition: 

Destroy when no longer needed for adminis-
trative purposes.
 

Early Warning Reports 

Reports of letters of findings prepared by

the regions and ready for release. These
 
reports are evaluated by headquarters staff to
 
determine if there is reason to withhold
 
immediate release.
 

Disposition: 

Cutoff annually after preparation of
 
report, destroy two years after cutoff.
 

11$-20S . Four cople., IncludIng ortglnal, to be .ubmltted to the .Natlonal Archly ..	 STANDARD FORM l' 
RevIsed July 1974 
Prescnbed by General 
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(WIth InclusIve Dates or RetentIon Penods) 

II. 
SAMPLE OR 

JOB NO ACTIO 

701-14 Special Problems and Requirements Survey 

Reports developed from interviews with 
regional officials co~cerni~g workload, records,
staff needs, and staff efficiency. These 
reports are used by management personnel to 
analyze problems in the regions and to deve-
lop solutions to ensure- better management. 

Disposition: 

Cutoff 
cutoff. 

annually, destroy four years after 

701-15 Conference Briefing Reports 

Reports developed on a particular region i~ 
anticipation of a conference with the Regional
Director. These reports are summaries of 
regional activities, and provide information 
on complaint processing, compliance reviews,
compliance with the ADNIS order, and adminis-
trative matters. 

Disposition: 

Cutoff annually destroy one year after cutoff. 

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

Four copl ... Including orlgln.l. to b•• ubmltt.d to the Netlon.1 Archl" ••	 STANDARD FORM 
RevIsed July 1974

115-203 

~·_"".,"'ftrl ......,r::.a.npr 
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JOB NO PAGE OF
Request for Records Dlsposlt~~n Authority - Continuation 

7. •• DESCRIPTION OF ITEM	 10SAMPLE OR 
ITEM NO (WIth Inclusive Dates or Retention Periods)	 NO ACTION'JOB 

is automated system of files monitors each	 Jf" 

WITHDRAWN 
co laint or case of discrimination filed 
wit OCR from the initial action to final re-
solut'on. The system contains background
to the omplaint, the action taken by OCR to 
investi te and resolve the complaint, the 
amount of ~ime spent by OCR personnel, and the 
final disp ition. The system produces a 
series of re orts Nhich document the number 
and types of mplaints and the effectiveness 
of OCR's invest' ative and enforcement acti-
vities and techn 

Input documents to he system are scheduled 
on ~JCl-235-80-1,- ite 70l-l0a, and reports
from the system arc SCI eduled on NC1-~35-80-1, 
item 70l-l0b. 

Disposition: 

a. In ut or files. Destroy
after input into the system an no longer
needed for reconstruction of the aster data 
base. 

b. Processing files. Destroy ter 
master data base files have proved sat's-
factory. 

c. Master data base files.
 
when no longer needed for agency use.
 

d. Print or publication files. 
J.. 

Four cop I.. , InCluding origin. I, to be .ubmltted to the N.tlon.1 Archive.	 STANDARD FORM 115 

ReVised July 1974 
_ ~ __ "--_..II ..... ,.. ..... IC 

115-203 
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7. 8. DESCRIPTION OF ITEM
 
ITEM NO (WIth Inclusive Dates or Relenhon Periods)
 

702-02 

e macnine-readable data files are 
fr OCR Forms 101 and 102 which are 
to a sist in 
grega on in 
nation 'de. 

Informati 
down by
system,
data is 
and 1972 

Related 

rac 
scho 
also 

monitoring the progess 

files.
 

textual re scheduled on
 

JOB NO PAGE OF 

9. 
SAMPLE OR 

JOB NO 

10 
ACTION TI 

WITHDRIIWN 

compiled
designed

of dese-
elementary and secondary schools 

on the student body is broken 
ethnicity, and sex at the 

and classroom levels. Staff 
i eluded in the 1968, 1970, 

NCl-235-80-/ , item 

Disposition: 

a. Final edited mast PERMANENT. 
Transfer to the National Ar 
as preparation of the final 

lives biennially
m ster is com-

pleted. 

b. Co ies of the final mast 
headguarters used for in-house refe ence or 
analysis. Destroy when no longer ne for 
agency use. 

c. Co ies of the final master in re 
gional offices used for in-house reference 
or analysis. Destroy when no longer needed 

Four copies. Including original. to be submitted to the National Archives	 STANDARD FORM 115-
ReVised July 19'74 
Prescribed by General SI 

Adrrurustranon 

115-203 
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(Wllh Inclusive Dales or Relenllon Peroods) 

9 
SAMPLE OR 

JOB NO 

10. 
ACTION TI 

702-03 
WITHDRAWN 

ese machine-readable data files were compile
m OCR Forms 101 and 102 as in item 2 above,

bu~ they cover only a small portion of tne 
syst ms included in even years surveys. The 
limit d surveys were discontinued after 1973. 

Related :textual records are scheduled on 
NCl-235- -/, item 701-08. 

a. Fina master ta e, copies used 
for in-house r ference or anal sis aE head-

uarters and in e ional offices. Destroy
when no longer n ded for agency use. 

702-04	 Bi Cities or Urban School Review Files (Equal
Education Services view), 1973-data. WITHDRAW~ 

Approximately 700 tap s. 

These machine-readable ata files were com-
piled as part of the spe 'al comprehensive 
review of urban school sy ems in New York 
City, Philadelphia, Chicag and Los Angeles
conducted to determine if tH se systems are 
in compliance with Title VI, itle IX, and 
Section 504. Data begins in 1 73 for New 
York and in	 1975 for the other 
The master data base is continuo ly updated 
from tapes sent per OCR request p 'marily
from the cities, but also from sta and 
federal agencies. The data collect n 
began as a shotgun approach, gatherin
wide range of information in New York; when 
the other cities were added to the revi w,
however, the scope was gradually narrowe and 
more specific concerns for each city were 
identified. 

Related textual records are scheduled on 

Four copies. Including original, to be .ubmltted to the Natlonel Archive. STANDARD FORM 115-115-203 
Revised July 1974 
Prescrobed by General S,-

AI"4 ...... "'l!'tr~tl,."n 
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9.
7. 8 DESCRIPTION OF ITEM	 10SAMPLE OR 

ITEM NO (WIth tnctusive Oates or Relentlon Penods) ACTION 1JOB NO 

Original input tapes (approximately
tapes) received from cities, states,
federal agencies which are needed for 
1 backup of master data base as proof

at data was	 suomi t.t.ed PERHAlmNT.,
Offer to National Archives as soon as no 
longer eeded for project or upon termination 
of the' oject, whichever is sooner. 

b.	 ta es 
(approximat ly 200 tapes) made by OCR which 
are cleaned, dited, and used for updating
and merging n data with master file. 
Destroy when n longer needed for project. 

c. Processi es (approximately 250 
tapes). Destroy a ter most recent update of 
the master file has roven satisfactory. 

d. Master data ~ se (equivalent to 
approximately 50 tapes) PERHAimNT. Transfer 
to the National Archives t termination of 
project according to FPHR 01-11. 411-9. 

702-05	 ADAMS Files (Files on Progres in Implementing
Statewide Higher Education Des regation Plans)
annual since 1975. Approximate 3 tapes per
survey. 

These machine-readable data files a e compiled
annually to monitor desegregation pI
the public higher educ~tion systems 0 

several states cited as part of an ord 
Adams v. Califano litigation: Arkansas,
Florida, Georgia, North Carolina, Oklahom ,
Pennsylvania, and Virginia. The files are 
compiled from yearly surveys known by pro-
gressive numbers (e.g., the OCR 1000 Survey
was taken in 1975, the OCR 2000 Survey was 

Four copln. Including original, to be lubmltted to the National Archlvel	 STANDARD FORM 115-
RevIsed July 1974 
Prescnbed by General SI 

.I\,dmlOlsltaloon 

115-203 
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PAGE OFJOB NO

Request for Records Disposition Authority - Continuation 

9. 
7. 8. DESCRIPTION OF ITEM SAMPLE OR
 

ITEM NO (WIth Inclusive Dates or Relentlon Periods) JOB NO
 
ACTION Tf>. 

collected in October of each year on employees
of colleges, universities, and state agencies

d govering boards related to higher edu-
c ~ion; applications, acceptances, and actual 
en llments for each college's student body;
fina cial assistance granted; degrees and 
other formal awards conf~rred; and progression
of stu ents in higher education programs. 

Related e xtual records are scheduled on 
NCl-235-80 I ,item 701-06. 

a.
 
per

for agency use.
 

--=====-=-c:-:===----'IIm~a-s-t-e-r_'_::_-f-i-l_:_eb.	 (1 tape pe r survey) .	 Transfer to National 
Archives annual~y as preparation of 
final master is 

c. Co ies of final m ster at head-
quarters used for in-house eference and 
analysis. Destroy wh~n no 1 ger needed 
for agency use. 

d. Co ies of final master n re ional 
offices used for in-house referen e 
analysis. Destroy when no longer
agency use. 

702-06 Hi her Education Civil Ri hts WITHDRAWNbiennial in 1968, 1970, 1972,

1 tape per survey.
 

These machine-readable data files were com-
piled biennially from Forms 08-10 and 
to assist in monitoring desegregation 

Four coplell. Including original, to be lIubmlttad to the National Archlva.	 STANDARD FORM 115-1 

Revised July 1974 
Prescribed by General Se 

Arll"nlnletr!lt.nn 

115-203 

http:Arll"nlnletr!lt.nn
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9.7. 8. DESCRIPTION OF ITEM	 10SAMPLE OR 
ITEM NO (WIth tnclusive Dates or RetentIon Peroods)	 ACTION TfJOB NO 

by race, ethnicity, and sex. 
discontinued after 1974. 

ated textual records are scheduled on 
235-80-1 , item 701-08. 

a. inal edited master. PEru1Ai~El~T. 
Transferre to the National Archives per
NC3-235-80-

b. Co ie of the final master at 
headquarters us for in-house reference or 
analysis. Destro when no longer needed for 
agency use.
 
agency use.
 

c. Co ies 
regional offices used r in-house reference 
or analysis. Destroy wh n no longer needed 
f~,r agency use. 

702-07	 Hachine-Readable Files for 0 
Short-Term Studies or Project 

WITHDRAWN 
OCR personnel frequently engage x 
short-term studies or projects on 
range of topics. They usually enta 
tracting and manipulating data from ~ e 
data files created or held by OCR wh i,c 
listed separately in this schedule. Th 
projects might focus on a particular scho 1 
system or state, or they might compare dat 
on a particular topic from several selected 

Four copies. Including original. to be .ubmltted to the Nallonal Archive. STANDARD FORM 115-
RevIsed July 1974 
Prescrobed by General S 

Adrmnrstranon 

115-203 
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es containin 

scheduled. 
project or when 
or analysis. 

oy 

b. Ta es 
that 

extracts of data or 
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(WIth Inclusive Dates or Retenllon Periods) ACTION TAKENJOB NO 

HE\\!Audit Agency Reporting Files 
Final audit reports and supporting documentation relating
to closeout actions and audit resolution. These records 
are maintained by headquarters HE\-JAA. 

Disposition: 

a. HEW-produced audits. Destroy six years after IB 100, j 6 
close of the FY year in which report is issued. 

h. Other audits. DestrOy~years after close 
of the FY in which report is issued. 

Regional Office Audit Reports and Related Workpapers
Regional office audit case files consisting of final 
reports and related workpapers. Included are analyses, 
or audit survey documentation, tentative findings, and 
recommendations, and other official correspondence and 
similar documents. 

DIsposition: 

a. Audits for which an audit clearance document 
(ACD) or other document evidencing final resolution is 
required. Destroy four years after close of FY in which 
ACD is received. 

b. Audits for which an ACD is not required. Destroy B 200, #52 
four years after close of FY in which report is issued. 

Audit and Survey HorkpaDer Files - Division of Social B~O, #7Security Audits and \~ashingtonArea Audit Office 
Audit and survey work?aper files maintained by DSSA and Nt-I-a.lr"-
HAAO. Documentation includes information and evidence 
relating to the audit or survey assignment and may 7r-3j1 
contain analyses; schedules, reviews, and critiques of the 
audit or survey assignment; summaries of objectives, find-
ings, and conclusions; and other related materials. 

Disposition: 

a. Audit workpaper files. Destroy six years after 
close of the FY in which final report is issued. 

b. Survey workpaper files. Destroy six years after 
close of the FY in which surveyor final report is issued, 
whichever is earlier. 

Four copies, Including original, to be submitted to the National Archives STANDARD FORM 115-A 

Revised July 1974 
Prescnbed by General Services 

Administration 
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801-04
 

801-06
 

HEH Audit Agency Handbooks 
The HEW Audit Agency Policy Handbook defines major agency 
policies concerning audit standards, and outlines the 
mission and organization of the audit agency. The HEW 
Audit Agency Procedures Handbook provides instructions 
for the implementation of audit policy standards. These 
handbooks are published for the guidance and use of all 
members of the audit agency. 

Disposition: 

a. Policy handbook. PERMANENT. Transfer record 
copy to WNRC when revised or superseded. Offer to N_~S 
ten years after revision or supersession. 

b. Procedures handboo~estroy five years after 
complete supersession, or ~no longer needed for admin-
istrative purposes, whichever is earlier. 

Employee Training File 
Correspondence, memorandums, reports, and otheL records 
relating to the availability of training and employee
participation in training programs sponsored by the National 
Professional Development Center (DHE\v). Files may include 
notices of class availability, class rosters, and copies
HEW Form 350, Training Nomination and Authorization. 

Disposition: Cutoff at close of the FY. Destroy
when five years old or when superseded or obsolete,
whichever is earlier. 

Training Materials File
 
Files developed for and used in NPDC training courses.
 
Included are handouts, charts, graphs, transparencies,
 
course outlines, and similar materials.
 

Disposition: 

a. Cutoff at close of the FY. Destroy five years
 
after material is superseded or the course continued.
 

b. Destroy background materials when training material 
is superseded or the course is discontinued. 

115-203 Four copies, Including original, to be submitted to the N..tronal Archives STANDARD FORM 115-A 

RevIsed July 1974 
Prescnbed by General Services 

Adrrurustratron 
C,'!, 1'l7~ () - 573-387 FPMR (41 CFR) 101-11 4 
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801-07. Publications 
Center. 

of the National Professional Development 

Footnote, the instructional and professional publication
of NPDC, and related publications. 

Disposition: 

a. Record copy. Destroy five years after complete
supersession, or when no longer needed for administrative 
purposes, whichever is earlier. 

b. Background materials. 
publication, or when no longer 
purposes, wh Lche ve r is earlier. 

Destroy three years after 
needed for administrative 

801-08. Project Match Case Files 
Documentation pertaining to Project Match in which D"2Hl 
matched Federal and welfare payrolls to identify Federal 
employees who receive illegally payments under the Aid-
to Families-with Dependent-Children program. Included in 
these files are worksheets, certificates of overpayments, 
pay data, and related papers. Arranged by State and 
thereunder by Social Security number. 

Disposition: Cutoff at close of the FY in which 
case is closed and transfer to HNRC. Destroy five (5) 
years after the close of the FY in wh Ich closed. 

802-01. Investigative Files. 
Case files developed in investigations of alleged fraud 
and abuse in programs and operations administered or 
financed by HEH, including allegations of fraud and abuse 
by Department contractors, grantees, o~'other groups or 
individuals funded or supported by the Department. Incluced 
in these files are investigative documents, related correE-
pondence, and intelligence data received from other law 
enforcement agencies. Among the files are '0' cases that 
contain information required for preliminary inquiries. 

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

Aomrmstrat.on 
{.I'n 1915 () - 578 .. 3R7 FPMR (41 CFR) 101-114 
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802-01.	 Continued 

a. Cases of headquarters and field offices. 

Disposition: Transfer to closed file on final 
resolution of the case. Review closed file 
annually, and destroy individual cases five 
years after final resolution. 

b. Indexes. 

Disposition: Hold until no longer needed for 
administrative purposes and then destroy. 

802-02.	 Investigative Support Files ('00' Cases). 
Case files that provide general information concerning
Federal operations and procedures relating to i~v2stiga-
tions, legal options, court decisions, and other ~2~ters 
that may prove useful in Department investigation operations.
These files do not relate to specific investigations. 

Disposition: Destroy when five years old. 

802-03.	 Field Office Administrative Files. 
Documents pertaining to relations with field investigations
offices on topics concerning administration, procedures,
and internal management rather than policy functions of 
the office. These may include copies of correspondence
and reports prep2red in field offices and forwarded to 
central office for rev i.ew and comment. 

Disposition: Destroy when three years old. 

802-0/ r •	 Congressional Reference File.
 
Copies of correspondence between Congressional committees
 
and IG relating to investigations. Included are incoming

correspondence, IG response, and supporting papers. ThesE
 
files are maintained for administrative control purposes

and essentially duplicate program correspondence or
 
correspondence of the Secretary.
 

Disposition: Destroy when five years olf, or earlieI 
if no longer needed for reference. 

115-203 Four copies, Including original, to be submitted to the Natoonal Archives STANDARD FORM 11S-A 
Hevrsed July 1974 
Prescribed by General Services 

Adrmrustratron 
(;1'11 l'1'ij (, _ 57U-38"i FPMR (41 CFR) 101-11 4 
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802-05.	 Office of Investigations and Security EstabJ.jshment File. 
Correspondence, reports, mission statements, organization 
charts, and similar documents pertaining to the establish-
ment of the Department's investigative functions and 
activities in 1973. These files document the inception
of the program in the Office of Investigations and 
Security and the transition to IG. Arrangement: Chronolog~cal. 
Volume: Less than one cubic foot. 

Disposition: PERMANENT. Offer to NARS when 20 years 
old. 

/?/
115-203 Four copies, Including original, 10 be submitted 10 Ihe National Archives	 STANDARD FORM 11S-A 

Revised July 1974 
Prescribed by General Services 

Administration 
FPMR (41 CFR) 101-11 4 
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The records series listed eelow do not necessari-
ly describe the files of the U.S. Office of Con-
sumer Affairs as these files are currently organ-
ized. In most offices, files are included in cor 
respondence files which are arranged alphaBetica-
lly ~y sUBject, state, Federal agency, or some oth-
er identifying category. 

OCA may continue to file most correspondence in 
general su~ject files if such an arran,ement is 
useful for retrieval purposes and the volume of 
files is manageaBle. The series included in this 
schedule, however, represent an alternative meth 
od 01' arranginl! certain "basic series of files thl:t 
are found in most Federal agencies. 

Official corresDondence files should inclUde gen

eral correspondence on selected su»jects. Case
 
files, e.g. consumer complaints, special project

files, press releases, etc., may include corres-
pondence which relates specifically to the par-
ticular case folder. The suhject classirication
 
system for consumer affairs (CA) and the other
 
subject classification systems of this manual arE
 
used, therefore, in the arrangement of general

corresoondence files only.
 

OCA may use the records series descriDed in oth-
er sections of this manual if these series are
 
aporo?riate for OCA records. Since thls manual
 
is the Files Manual of the Office of the 3ecre-
tary, DHE~, we have not repeated ~n the OCA sec-
tion those records of OS which OCA may also main
 
tain.
 

900-01. Official Correspondence Files. 

Correspondence, reports, forms, and other record~ 
pertaining to the administration and operation 0 
the Office of Consumer Affairs, ~ut excludin~ fi es 
descriBed in "Records Common to Most Offices." 

Disoosition: 

A. Files arranged according to the Su"8ject Gll s
 
~ification System, especially the CA section, thai
 
~ocument poliCies, 9rimary program responsiaili-
~ies, and the overall or~anizational oDjectives OJ
 

DCA. ~ERMANENT. Cutoff at the close of the FY.
 /12/ 
115-203 Four copies, Including original. to be submitted to the National Archives STANDARD FORM 115-A 

Hevised July 1974 
Prescrobed by General Services 

Adrmrustranon 
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Transfer to WNRC if volume warrants. Offer to
 
NARS when 20 years old.
 

B. Files that relate to administrative, non-

primary program sugjects, and all subject cate-
gories not covered By "A" a.ove. Cutoff at the
 
close 01" the FY. Destl'oy five years after cutoff
 

NOTE: Record copies 01" official corrrespondence
files may ~e maintained at various locations 
throughout OCA. The official record co/ies, how-
ever, should 8e centralized within each program
component of OCA. Files which are considered Whl e 
House files should .e maintained separately and 
identified as White House files. 

900-02. Federal Liaison Files. 

Files which document liaison ~etween OCA and oth 
er Federal agencies in relation to consumer mat-
ters. Arranged ~y name of agency. (This file sholld 
serve as an information file. Any documents that 
are approp~ate for filing under item 900-01-A 
should ge removed from this file and placed un-
der the appropriate sUDject of the Official Cor 
respondence File). 

Disnosition: 

Cutoff at the close of the FY. Destroy five 
years after cutoff, or when no longer needed for 
administrat~ve purposes, whichever is earlier. 

900-03. State/Local Consumer Information File. 

Consists of corresoondence with state and local
 
organizations on consumer affairs. Arranged by

name 01" state or local organization. ( Official
 
correspondence should be removed from this file
 
and placed in item 900-01).
 

Disnos it ion: 

Cutoff at the close of the FY. Destroy five 
years after cutoff, or when no lon~er needed for 
administrative purposes, whichever is earlier. 

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

Adrrurustratron 
(01'" 1'\0"") (, - 57t/-3ki FPMR (41 CFR) 101-11 4 
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Consumer Complaints File. 

General correspondence relating to specific com-
olaints of individual consumers or organizations.
Included are the incoming letter, OCA response,
and related materials. 

Disoosition: 

Cutoff file at the dose 01" the FY year. Des-
troy five years after cutoff, or when no longer
needed for administrative purposes, whichever is 
earlier. 

Special Studies and Projects File. 

Consists of reports or publications reflec~ing 
special studies relating di~ectly to the nission 
of OCA, annual reports, and related background
materials. (See the Management & Budget schedule 
for internal management studies). 

Disoosition:. 

A. Record copy of report or pu~licationo PER 
NANENT. Offer to NARS when 20 years old. 

B. Background materials. Destroy six months 
after final action on pro~ect report or three 
years after coro91etioJ o~ reJort if no final ac-
tion is taxen. 

Press Releases and Speeches. 

Official speeches of the Director, OCA and rec-
ord copies of all DCA press releases. Arrang~by
date of soeech or press release. 

Disposition: 

PERMANENT. Cutoff at the close 01' the FY. 
Offer to NAR3 when 20 years old. \ 

Newsclipoings File. 

Reference file of newclip?ings relatin~ to iterrs 
~JLinter~st ti>_Q_Q~roj!.r~~_and_functions.

Four cople s Including original, to be submitted to the Nalaonal Archives STANDARD FORM 115-A 
ReVIsed July 1914 
Prescribed by General Services 

Adrmmstration 
FPMR (41 CFR) 101-114 
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Disposition: 

Destroy when no longer needed for reference. 

//,r
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