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DATE APPROVED 

TO: THE ARCHIVIST OF THE UNITED STATES, 
NATIONAL ARCHIVES, WASHINGTON 25, D. C. 

NOTIFICATION TO AGENCY 
I. FROM (AGENCY OR ESTABLISHMENT) 

U.	 S. Cuban Refugee Assistance Program:-'::....::..-=:...::..-=:.=..:=-==-..:.:.=:..=.!2....:-=-..::..::=...::..::.=--=~:..:...:.-=- __ ~	 IN ACCORDANCE WITH THE PROVISIONS OF PUBLIC~1 

2 MAJOR SUBDIVISION LAW 91-287 DISPOSAL OF ITEHS MARKED "DISPOSAL 

Family Services Division - State of Florida APPROVED" IS AUTHORIZED 

3. MINOR SUBDIVISION 

6 CERTIFICATE OF AGENCY REPRESENTATIVE 

I hereby certify that I am authorrzed to act for the head of this agency in matters pertaming to the disposal of records. and that the records deserrbed ID this bat or 

schedule of pages are proposed for disposal for the reason indicated: ("X" only one) 

A	 The records have B The recorda WIllcease to have sufficient value c The records will have ceased to have sufficient value to warrant 
ceased to have suffi· D to warrant further retention on the espiratson retentton in tbeir origma! form by virtue of the fact that the 
cient value to warrant of the penod of time indicated or on the occur- microphotographic copies, made m accordance with standards ofD	 Dfurther retention. renee of the event specified.	 the National ArchIVes CouncIl. WlIIbe adequate subatrtutes for 

li £2 /q73 ~_"'L4/L ~d/theorlgInalre~C!-

~	 (D~ ~~~--~~~~(S~lgn~8t~m~e~~~f~A~g~en~c~~~e~p~r~~e~n~m~tl~v~e~~~~~~------- -~~----------~(T~l~tl~e)~------------
V	 9r 

7. 8 DESCRIPTION OF ITEM	 10 
SAMPLE ORITEM NO (WITH INCLUSIVE DATES OR RETENTION PERIODS)	 ACTION TAKENJOB NO 

The following schedule establishes disposal standards for
 
certain series of records accumulated by the Cuban
 
Refugee Assistance Program in its assigned functions.
 

1. INACTIVE CASE RECORDS 
'-----

IISPOUl APPRDYmJCase records not involving overpayment and/or collection 
effort.
 

Dispose seven years after the year in which
 
case is closed.
 

2. CASE RECORDS 

Case records in which termination of collection efforts	 DISPOSAL APP"OYID 
has	 been approved by higher authority.


Dispose seven years after the year in which
 
termination is approved.
 

3. CANCELLED CHECKS 

Cancelled and void C. R. A. warrants. 
DISI'.oSAL APP"OVID Dispose seven years after the year in which
 

cancelled or voided.
 

FOIl~copiu. illt'iudinq oriJriDaI. 10lie lalamitl9d 10Ih9 National 2bchivel	 16 -5l1t.m-l q.rn 



, 
1(TED STATES OF AMERICA 

GENERAL SERVICES ADMINISTRATION 

National Archives and Records Service 
DATE· July 13, 1973 

Washington, D C 20408 

R~~~;::;6~ Carmeli ta S. Ryan 

SUBJECT Disposal Job No. NN-173-349 

• Tom Wadlow 

This disposal job covers records relating to the direct relief 

administered to Cuban refugees by the Florida State Department of 

Public Welfare under a grant from the Cuban Refugee Assistance 

Program of HEW. There has been considerable correspondence between 

HEW, the Atlanta Federal Records Center and the NARS Records Appraisal 

Division concerning the records. See the memos of June 11 and 15, 1973 

from leonard Rapport to NNA and that of April 4, 1973 from Crichton S. 

McCutcheon, Director, CRA Program to leonard Gordon, Chief, Repartriate 

and Refugee Office, HEW and its accompanying papers for com~lete 

information on this program and the value of its records. There does 

not seem to be any good reason to retain these records longer than the 

requested seven years.pe~' *ai 

C"~S'. fl,o.--
CARMELITA S. RY~CJ 

Keep Freedom m Your Future Wzth US Satnngs Bonds 

http:years.pe
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\ 
Maroh 2, 1913 

Mr. Criohton 8. McCutoheon, Director, eRA Program 

W1lliam A. Sinko, Adm.Assistant 
\" 

Disposition of Inactive Case Records 

1.- Background~- Wehave recently studied the need for disposition of inactive case 
recorda. The volume on hand suggests that 110 dispose of maIlJr of them because of the 
following factorsl (a) using an excessively large amount of filing space (b) we do 
not have aIn,t)lestorage sp.ice (c) surplus ~Il) our needs (d) they create unnecessary 
handling and stor age requirements. 

Our review reveals that we have 609.3closed cases, of which an estlnated 10%are re-
applications. A ne~ amount is approximately 5500. These case records presentlY 
occupy filing space equivalent to 15 five-Jrawer filing cabinets. If we were to get 
rid of these reoords immediately, we could cancel a proposed purchase of seven filing 
oabinets of the same type as this latter requirement now exists. 

2.- Authority for Disposition. Examination of past correspondence partaining to this 
subject indicates that authority to dispose of them b,y retirement to the Fe~eral 
Records Center at East Point, Georgia) already exists. Moreover, we have alreadi'/ 
disposed of a large quantity of inactive case reoords, as well as other files. Authority 
is contained in the following documents, copies of which are attached: 

a) Letter from HEW,dated March 18, 1968, to Mr. EmmettS. Roberts signed by Mr. 
Wave L. Perry of HEW. The last two paragraphs on page 2 state that case records 
inactive for three years or more can be sent to the Rderal Records Center except for 
cases where a contract for repayment exists. Also, case records invoJ-n.!'~ a single 
person ~ho dies could be sent without waiting for three years. (Attachment 1). 
b) Letter from HEW,dated April 22, 1968, to Mr. Flnmett S. Roberts, by Mr. \1Te.ve1. 
Perry. This letter provides additional guidance and states that cancelled checks 
stored Ln Jacksonville also can be sent to the Federal Records Cerrter , (Attachment 2). 
Uponwritten request from DFS, Jacksonville, b,y memodated October 12, 1972J we 
were requested to obtain approval from Federal officials for the gisposition of 
1 ,6 2 cancelled checks. This was done and a memoattesting to the fact is enolosed 
as Attachment. By memodated January 17, 197.3, from DFS, Bureau of Fin.:moial 
SerVices, It was learned that 1he checks had been boxed and were awaiti1lg shipment 
to the Fe1eral Records Center • 

.3.- Need for Disposition Instruction for eRA Program Inactive Case Records. During 
our study, telephonic discussions regarding the disposal of the records were held 
with the following offices-Regional Office of the National Archives and R~cords 
Services, (l'3A,Atlanta. Georgia (}Essrs. Johnson and Redmond)and Mr. Car'Lt.on ,Brown, 
Director of the Federal Records Center, Atlanta, Georgia. Mr. Brownis willing to 
accept our inactive case records but 1s in need of ultimate disposal instructions 
from either our office or HEW. He advised that he is not required to aocept reoords 
for storage unless specifio ultimate disposition instructions (Le. destruction, 
microf~, mcrofUm ,and later destruction, etc.) are contained therewith. (Apparently 
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our last shipment was aocepted with an understanding that ultimate disposition 
instructions were to follow). He has authorized this office to restate his need 
fQr suoh instruotions to HEli. In 1!NI1U1laI"Y, he requires the following information a 

a) Disposition instruotions for ORA Program recorda presently in storage. 

b) Disposition instruotions for eRA Program reoorda to be sent to the Federal 
Reoords Center in the future. 

4.- Proposed Disposition Instruction~.- Researoh has revealed an extremely low 
demand for our records presently in storage at Atlanta since their arrival approxi-
mately eighteen months ago (October 1971). The large majority of those cauc records 
which were requested for retrieval and review sznce that tj.me cel"!.·..:.('::r~;do!l.:,.:ll.1Ild'·i'u-.anci31' 
reasons (Le reapplication, fraud, embezzlement. etc.) It is r0:lao!'.taOl.e to assumei 

that our demand would remain the aame in the future. For ~~is ret-son it. is recoa-
mende~ that ultimate disposal instructions to the Fede~al RGcorQ~ Ce~G0r (for ~a~e 
records and canoelled ohecks 0Jll,y, at this time) be tied close~ to -dD ::;·taiute of 
l1mitat~ons regarding overpayment collections. ~'Vithr€'gfl_~j to ovcr,)3.j'He::lts and 
collection effoi' t.s, the ~tatute of limi tati9IlB is set at all: yeat~ from "he l;..s~ 
date of action. J"ollowing -that period of time, collection can no longer be made, 
However, in our situation, I recommendan extra lear with dispositicn inBtruc~ions 
as follows: 

Inact.ba case records not involing ove:':'?a.yment/collaction effor~~ ::'0t~~ i'OL'" 
bree years at the organization, ship to Atlanta storage f.or four years, !iJ::'StroJj 
erea1'ter. 

b) Case records for which termination ol collection effort has beer. a~p:-jve'l. by ~ 
hi~er a~thoritl: (Present policy requires them to be retained at th~ org2~nizatic~ 
for three years, following approval of tOl"lI'ti.."'lationof collect,io::l ~ffori:.s.) :2etsin 
at organization for three years after date of approval of ttC.rndn~tio!!.) 51:.:1.p to 
tlanta for storage tor four years, deByr~J thereafter. 

(0) Cancelled checks. Same as 4.&. above, except \if'!.3.t ch8ckt.. x....e t.o oe clt.o::-e-i:::::c" 
~CkSonV1lle, rather than at the CRAProgram Office in Miami, FJ.oride," I 
s.- Recormendatd.ona, In view of the above, the followiLg ::'~61C;OT":I:')JK~.a.:,ions ....rE; 1li.a:~~ 

a. - That the proposed disposition instruotions shown in Pdl"'a~a.?h.J .; .. u, b, snd c 
be aocepted and approved b,y HEWas disposition instruotim1S for tho~d t.y~c~ vI 
documents listed therein. 

b. - That either HEWor this offioe (with prior appr cva), of HEW')notify t.he Director 
of National Archives and Reoords Service, GSARelIion, Atlanta, Georgia of the approved.,.,
disposition policy. 

e, - That this otfice continue its study on the disposition of other CRAProgram fUes 
with an objective of proposing an overall reoords disposition plan to DFS. 

WAS/mn 
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