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REQUEST FOR RECORDS DISPOSITION AUTHORITY 

-.3' 
To: NATIONAL ARCHIVES & RECORDS ADMINISTRATION
 

8601 ADELPHI ROAD, COLLEGE PARK, MD 20740-6001
 

1 FROM (Agency or establishment) NOTIFICATIONTO AGENCY 
Department of Health and Human Services 

I---;::---;-:-;:-:-;:;=-:=::-=::-::-:=,-;-----------------_l In accordancewith the provisrons of 44 usc 3303a,the 
2 MAJORSUB DIVISION dispositionrequest, includingamendmentsISapproved 

except for Itemsthat may be marked"drsposttron notAdministration approved"or "withdrawn"In column 10 on Agin 
~il~KI---;::-3~M7.I~N~O~R~S~U~B~D~IV~IS~I~O~N~--~~~-----------l 

Pollc.'1 o.~ ~ 
@ (~~~C~e~n~te~r~f~o~r~R~A~a~R~a~g~e~~~e~A~t~==~~====~=---~~==--~====~==~~==~==~~~ ..t'"' 4 NAMEOF PERSONWITH WHOMTO CONFER 5 TELEPHONE DATE ARCHIVISTOF THE UNITEDSTATES 

1/11{t:l'6 Harr Posman 202-357-3540 1/yt"1- ~L?-<-..~-----
1---;::-6--A~G~E~N~C~Y~C=E=RT=I~F~IC~A~T~IO~N~----~--------L, 

I hereby certify that I am authorized to act for this agency In matters pertainmq to the disposition of ItSrecords and that 
the records proposed for disposal on the attached~age(s) are not needed now for the business of this agency or 
Will not be needed after the retention periods specified, and that written concurrence from the General Accounting Office, 
under the provrsions of Title 8 of the GAO Manual for GUidance of Federal Agencies, 

IX! is not required D is attached; or D has been requested. 

TITLE 

DHHS Records Management Officer 
, -.,:.~ 

9 GRS OR 10 ACTIONTAKEN 7 ITEM NO. 8 DESCRIPTIONOF ITEMAND PROPOSEDDISPOSITION SUPERSEDEDJOB (NARA USE ONLY) CITATION 

Records for Administration on Agmg, Center for
 
Management
 

See attached sheet 

.u: 
~ 

irector
 
reedom of Information Privacy Acts Div.
 

?/!~/fJ6
effrey Davis Date
 
ssociate General Counsel
 

PREVIOUS EDIThONNOT U~ABLE STANDARD FORM 115 (REV 3-91)e ~ ~k ~ PRESCRIBED BY NARA36CFR 1228
0ept \j 0/ IVWM~/I\J'VfY\EIIvUJIYLVJ /I'vIAJCrc.. 
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Center for Management* 

Deputy Assistant Secretary, Center for Management 

1, Schedules of Daily Activities 

Electromc calendars, appomtment books, schedules, logs, dianes, and other records documentmg 
meetmgs, appomtments, telephone calls, trIPS, VISIts,and other activities by the Deputy Assistant 
Secretary, Center for Management while servmg m an official capacity, excludmg matenals 
deemed to be personal. Records contammg information relatmg to official activities are 
mcorporated mto official files. 

DIsposItIon: Temporary. Destroy when 2 years old. 

2. Center for Management Files 

Executive Officer. Files associated with the Office of Adrmmstrative Services, mcludmg any 
documents and/or related matenals signed in an official capacity, 

DISpositIOn: Temporary. Destroy when superseded or obsolete. 

Chief Financial Officer. FIles associated with budget formulation, budget execution, 
apportionment and financial management, mcludmg any documents and/or related matenals 
SIgned In an official capacity, 

DISpositIOn: Temporary. Destroy 3 years after the end of the budget cycle or when no longer 
needed. 

3. EleetreHie Cepies 

ElectrOlllc verSIOnrecords created by eleetrolllc mall and/or 'Nord processmg apphcatIOns for the 
Deputy AssIstant Secretary, Center for Management contamed in thiS schedule. 

a. Copies that have no further admmlstratlve value after the recordkeepmg copy ISmade, 
Includes copies mamtaIned by IndiViduals m personal files, personal electrolllc mUll dlrectones, 
or other personal directOries on hard disk or network drives, and copIes on shared network dnves 
that are used only to produce the record lceepmg copy, mcludmg all e mall "sent" Items dIrectly 
from the Deputy AssIstant Secretary, Center for Management. 

DISposltlOn: Tem(lorary. Delete \vlthm 180 days after the record keepmg copy has been 
produced. 

b. Copies used for the dlssemmatlOn, revislOn, or updatmg IScomplete. 

DIspOSItion: Temporary. Delete when dlssemmatIOH, reVISIOnor updatmg IScomplete. 

Office Budget and Finance 
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1. Budget Formulation Files 

Records are retained for each of the three most current budgets in paper and electronic formats, 
These mclude the budget bemg developed (BY), the budget for the current year (CY), and the 
budget for the pnor year (PY). The official file for each of these budgets should mclude a final 
copy of the followmg documents: Departmental Submission, Secretary's Budget Council 
Bnefing Matenals, OMB Submission, Congressional Justification of Estimates, Appropriations 
Bnefing Book, Answers to Questions Provided by the Congress for the Record, Requests for 
Reprogrammmg and Congressional Responses, and Tables or other formal recordings of 
appropnations provided related to the budget requests. 

DIsposition: Temporary. Close out at the end of the budget year m which created Destroy 3 
years after cutoff or when no longer needed, whichever comes later. 

2. Financial Management Files 

Records are retamed related to corrective actions planned as a result of Departmental top down 
audit findmgs and of FMFIA review results and certifications to the Department. 

DIspOSItIon: Temporary. Close out at the end of the budget year m which created Destroy 3 
years after cutoff or when no longer needed, whichever comes later. 

Office of Grants Management 

1. Grant Award Files 

The official grant award file should consist of successful apphcation matenals, including an 
ongmal signed application (SF424), budget information (SF 424A), assurances (SF 424B) and 
other matenals, representations and disclosures, as required by AoA and/or the NOF A; financial 
assistance award approval/negotiation sheet; financial assistance award and/or obligating 
documents; standard terms and conditions; technical review and budget analysis; signed reviewer 
comments, score sheets, summary forms; grant monitonng statements and/or documentation; 
reportmg requirement documents such as financial status reports and program progress reports; 
any program commitment documents; correspondence relatmg to award; state plan (formula 
only); any AoA mternal evaluations; risk assessments; performance assessments; any sub-
recipient reports; GOpl86 of financial award deliverables/products (such as evaluations, studies, 
reports, publications, posters, brochures, flyers or any other related documents and/or materials as 
required); termmanon or suspension notices; budget revisions and amendments; grant extensions; 
closmg documents and property mventory documents; any Inspector General reports or other 
documentation IOnof actions from other HHS adrmmstratrve or investigative arms and resultmg 
compliance actions; audit findmgs; any appropnate outside matenals that may Impact the grant 
award; and other related documents and/or matenals. In those cases of a cooperative agreement, 
the grant file will contam all documents hsted m the grant award files mcluding an ongmal Signed 
cooperative agreement mdicatmg the mvolvement of AoA m the development and execution of 
the activities of the project and descnption of the trammg, technical assistance and support to be 
provided, Also mcludes awards that are renewed or contmued, cancelled, suspended, or 
otherwise termmated. (Applies to all grant award types covered by this schedule.) 

a. Discretionary Awards 
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DISposltlOn: Temporary. Cut off at end of project period In which all grant file 
elements are closed out. Hold on-site for 3 years. Retire to record center after holding penod. 
Destroy 6 years 3 months after cutoff. 

b. Formula Awards 

DISposltlOn' Temporary. Cut off at end of project penod In which all grant file elements are 
closed out. Hold on-site for 3 years. Retire to record center after holding penod. Destroy 6 years 
3 months after cutoff. 

c. Disaster Awards 

DIsposition: Temporary. Cut off at end of project penod In which all grant file elements are 
closed out. Hold on-site for 3 years. Retire to record center after holdmg penod. Destroy 6 years 
3 months after cutoff. 

d. Grant Guidance 

DIsposition: Temporary. Cut off at end of project penod In which all grant file elements are 
closed out. Hold on-site for 3 years. Retire to record center after holdmg penod. Destroy 6 years 
3 months after cutoff. 

e. Unsuccessful Applications 

DIspOSItIon: Temporary. Cut off when final announcement of selections are made for 
competitive programs or after decisions are made not to fund potential program recipients, as 
appropriate. Destroy 2 years after cut off. 

2. Financial PH.'ard Deliverables 

Evaluations, studles, reports, publicatwns, posters, brochures flyers or any other related 
documents and/or matenals. 

DIspOSition: Permanent. Cut off at end of prOject penod In '.",hlOhAoA receives and accepts 
delIverable and place In an Inactp;e file. Transfer oldest 3 year block of InactiYe files to the 
National ArchIVes every third year. 

3. Program Support Files 

Routine program award support files that should contam program announcement, federal register 
announcement, program legislation, terms and condmons, reporting requirements, selection 
cntena, reviewer Instructions, application and decision memo, designation of grants officer, and 
other related support documents and/or matenals. 

DlspositlOn: Temporary. Destroy when 3 years old 

4. Working Files 

Working copies of files associated With grant award, financial award dehverables, and program 
support files 
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DIspOSItion: Temporary. Destroy upon closeout of the grant or when no longer needed, 
whichever is sooner. 

5. Electronic Copies 

Electromc verSIOn records created by electromc mall and/or word processmg apphcatIOns fur 
AoA's Office of Grants Management contained m thiS schedule. 

a. Copies that have no further adfl'llHlstratIve value after the recordkeeping GOpy IS made, 
mcludes copies mamtamed by mdlvlduals m personal files, personal electronic mall dlFectones, 
or other personal directones on hard disk or netvlOrlc drives, and copies on shared net'.vork drives 

that are used only to produce the record lceepmg copy. 

DispositIOn: Temporary. Delete withm 1gO days after the record keeping copy has been 

produced. 

b. Copies used fur the dissemmatlOn, reVISIOn, or updatmg IS complete. 

DispositIOn: Temporary. Delete '""hen dlssemmahon, revisIOn or updatmg IS complete. 

Office of Administrative Services 

1. Committee and Conference Files 

Records relatmg to establIshment, organizatIOn, membership, and pohcy of internal committees. 
Records documentmg the actual \vorlang of specific national or regIOnal A01\ conferences and 
committees. May Include agenda, minutes, and reports hlghhghtmg the slgmficant conclusions, 
recommendations, opmlOns and action Items which result from the conferences and committees. 

DIspOSItion: Temporary. Destroy when 3 years old. 

2. Schedules of Daily Actiyities 

Calendars, appointment books, schedules, logs, dlanes, and other records doctlmeRtIng meetIngs, 
appointments, telephone calls, trips, viSits and other actlYitles by Federal employees '.vhlle 
servmg m an offiCial capacity, excluding materials determmed to be personal. 

Director of Center for 1\ianagement, A01A.. 

DISpOSitIOn: Temporary. Destroy when 2 years old. 

3. Human Resource Service/Personnel Files 

Copies of AoA personnel records which relate to the supervision and management of AoA 

employees (separate from the Official Personnel Folders WhICh are mamtained by the Office of 
Personnel Management and covered under General Records Schedule 1), mcludmg service record 
cards; personnel correspondence; offers of employment; transfer information: employee record 
cards; position classification mformation; pOSItIOn descnption; appeals; interview mformation; 
performance ratmg board case information; awards (mcludmg recommendations, approved 
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nommatrons pertainmg to agency-sponsored cash and noncash awards such as incentive awards, 
within-grade ment mcreases, suggestions, and outstanding performance); length of service and 
sick leave awards; letters' of commendation and appreciation; notification of personnel actions; 
and other related documents and/or matenals. 

DISposItion: Temporary. Close out when employee separates from service or transfers to 
another agency. Destroy 3 years after cutoff. 

4 Administrative Policies and Procedures Directives 

Records reflectmg the pohcies and procedures established for adrmmstrative operations 
throughout AoA. Included are adrmrnstrative action papers, summanes, digests, presentations, 

. interpretations, clanfications, evaluations, conclusions, recommendations, evidence of staff 
coordmation, and decisions. 

DISPOSItion: Temporary. Cut off at end of fiscal year in directive ISrescinded, superseded or 
obsolete. Cut off inactive file at the close of FY. Destroy 10 years after cutoff. 

5. Organization Analysis Files 

Workmg copies of records which effect changes in the organization, functions, or relationships of 
components of AoA. Included are approved/disapproved organizational and staffing plans and 
charts, reorganization plans, functional or mission statements, and directly related papers. 

DISpositlOn: Temporary. Destroy when 3 years old. 

6. Routine Procurement Files/Acquisition Management Files 

\ 

Copies of procurement and supply records documenting acquisinon of goods and non-personal 
services, controlling the volume of stock on hand, reporting procurement needs, and related 
supply. Flies also contain a range of procedure, from small purchases to complicated pnme 
contractor and subcontractor operations. The key procurement file is maintained by HHS PSc. 
AoA maintains copies of the formal contract or informal purchase order or lease instruments and 
all related papers such as copy of purchase document, specifications, bids, schedules of delivery, 
the imtiatmg requisition invoices, and other related documents and/or matenals. 

DIspOSItIon: Temporary. Destroy when 3 years old. 

7. Printing, Binding, Duplication, and Distribution Records Reprographics 

Copies of records pertaimng to requests for service, control, production and distnbution of 
individual jobs or projects (this matenal normally consist of requisitions requesting service and 
registers or of srrmlar media utilized to control the receipt of requisitions and to record the 
production, distribution, and cost analysis within the operating umts); and correspondence and 
report files reflectmg the activities of the unit responsible for handling, pnntmg, bmdmg, 
duplication, and distnbution matters WIthAoA. 

DIspOSItIon: Temporary. Destroy when 3 years old. 

8. Special Employment Program Files/HHS University Training Files 
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FIles on participants in special employment programs, Upward Mobility, Junior Fellows, 
Management Intern, and HHS Fellows, Executive Leadership, etc. 

DISposItIOn: Temporary. Destroy when there ISno further adrmrnstratrve need for the record; or 
3 years after participant leaves program, whichever IS first. 

9. WorklLife Program Files 

General reference files of Work/Life Program mformation sessions, brown bags, benefits, and 
other related documents and/or matenals. 

DISpOSItIOn:Temporary. Destroy when 3 years old or when no longer need, which ever IS 
sooner. 

10. Reasollable A,eeommodatioR Request Reeord 

Information created and mamtamed ,t't'hllereceiving, coordmation, revlevllng, proeession, 
approvmg, and reportmg request for reasonable accommodatIOn from federal employees and 
applicants under the RehabilitatIOn Act of 1973 and Executive Order 13164. A reasonable 
accommodation ISa change 10 the viork environment or in the way thmgs are customanly done 
that ',>,'ouldenable an mdl'/ldual "'lith a disability to enJoy equal employment opportumttes. 

DIspOSItion: Temporary. Destroy when no longer needed. 

11. Continuity of Operation Plan (COOP) Files 

\ Documents and reports, mcludmg emergency response plan, development and trammg, &~, DISPOSItion:Temporary. Close out at end of fiscal year m which study completed. Transfer to 
storage 3 years after closeout. Destroy case files 10 years after closeout. 

12. Records Management Files 

All aspects of records management not covered else't't'here 10 this schedule, such as 
correspondence, reports, authonzations, and other records that relate to the management of 
agency records, mcludmg such matters as forms, correspondence, reports, maIl, aad files 
management; the use of mICroforms, ADP systems, and word processing; records management 
surveys; and vital records programs. 

DispositiOn: Temporary. Destroy when 6 years old. 

13. Occupational Health and Safety Reeord Files 

a. Occupational injury and illness reports. 

DIspOSItion: Temporary. Destroy "'ihen 5 years old 

b. Files unrelated to AoA's miSSiOn;e.g., related to selectmg mterior fumlshmgs, orgamzmg 
events, overseemg volunteer actIvities or employee recreatiOnal activIties. 

DIspOSItion. Temporary. Destroy when no longer needed for admlmstrative purposes. 
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c. EH'llrOnmental health serVlCesrecords related to mamtenance of safe and healthy work 
environments. For example, records might cover air and water quality, hazards, asbestos and lead, 
safety trammg, personal protective eqUipment, emergency response plan development and 
traimng. 

DIsposItion: Temflorary. Destroy when 3 years old. 

14. Working Files 

Workmg copies of files associated with the Office of Adrmmstrative Services. 

DISpositIOn: Temporary. Destroy when no longer needed for admmistratrve purposes-




