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REQJ,JEST FOR RECORDS DISPOSITION AUTHORITY 
' (S•• Instructions an rev;arseJ 

TO: NATIONAL ARCH ES and RECORDS ADMINISTRATION (NIR) 
WASHINGTON, DC 20408 

1, M gel"lcy or est•bllshment) 

De r'i:men.t Qt Health and Huma.n Services 
2. MAJOA ~UBDIVISION Office of the Secretary (OS) 

3· Mlai~Ufs~Mry for Administration and Management, 

raiooa 

-I 

NOTIFICATION TO AGENCY 

In ,1c:cordal'tct with th1 provisions of +4 
U.S.C. 3303a the dispo&hion raque1a, 
intluding am~ndm1nr1, is aporov~ except 
For Items thill may be marked Hdls_positaon 
not approved,. or "'withdrawn" in corumn 10. 

4
' _N Elaine Pa • Acting O Reco..isN6'1 5r T~fi2ri'9lf-s687 

l . 
1-::D:::-:A::-:T:=E:----r"".:!A!"l:'R'!l":H~,v.::-IS:::T::-::O:-=F:-=T::-:-:HE=-:U:-:-:N-:-::I =-or-r:t:"'!"J\T=e=--is 

Alvetta Jones or Bette Eaton, PSC (301) 443-5lS2 ~ tJtl,-.-,v,~ 

6. AGENCY CERTIFICATION . . 
I hereby certify that I am authorized to act for this agency in•matters pertaining to the disposition of its records 
and that the records _proposed for disposal on the attached _ page(s) are not now needed for the business 
af this agency or will not be needed after the retention periods syecified; and that written concurrence lrom 
the Ge_neral Accounting Office, under the p~ovisions of Title 8 o the GAO Manual for Guidance of Federal • 
Agenaes, 

[:ii is not required; D is attached; ~r D has been requested. 
DAT SIGNATURE OF AGE Y REPRESENTATIVE nTLE 

EC 1 5 2005 
AP ce B DBHS l{ecords Officer 

7. 
ITEM 
NO. 

. 8. DESCRIPTION OF ITEM ANO PRPPOSl;!O 0ISPO$1TrON 

Revisions of the Records Disposition Schedule of the 
Office of the Secretary (OS) Record Group 468 to include 
the Assistant Secretary for Administration and Management, 
Program Support Center within the Office of the Secretary 
due to a reorganization effective July 23, 2002. 
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Robert Eckert 

//~ 
Date 

reedom of Information Opcntions 

~ { 

Director, Freedom of Information Privacy Acts Div. 

Jeffr ~ Date 
Associate General Coansel . 

9. GRS 0 
SUPERSEDED 
JOB CITATION 
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»,escription 

DEA 222 - Controlled Substances Order Form Files: 
DEA required blank forms and executed order forms 
for all controlled substances. 

r i03-05 DEA 225 - Application for Registration 

Provider and institutional registration required by Controlled 
Substances Act- blank forms and executed forms. 

1 

Disposition 

TEMPORARY. Destroy when 3 years 
old. 

TEMPORARY. Destroy when 3 years 
old. 
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!}escription Disposition 

Incapacitated Dependent Medical Records: 
Files consist of medical reports from physicians, 
psychiatrists, and psychologists and all other 
reports related to the treatment or care for 
incapacitated dependants of Commissioned Corps 
Officers who are incapable of caring for themselves. 

TEMPORARY. These records will be held 
in the Medical Affairs Branch until the 
incapacitated dependent expires or when 
no longer needed for administrative 
purposes whichever occurs first. Cut off 
at end at end of fiscal year in which case file 
closed. Destroy or delete 50 years after 
cutoff. 

~ 1104-09 c.2 Medical Records - COSTEP Non-Accepted Applicant TEMPORARY. Cut off at end of fiscal 
year in which case file is closed. Destroy 
or delete 2 years after cutoff. 

' 1, 
Dt~· 

i rr· 

Commissioned Officer Student Training and Extern 
Program (COS TEP) files consist of but are not limited 
to: self medical reports from applicants, reports from 
physicians, nurses, and allied health professionals for 
review for acceptance into the Commissioned Corps. 

Eleetmme Mail BM Werd Preeessing System Cepies. ~ Q_ ,S 1J) j \ ~ ~ \ ~ . 
Eleetronie eOf)ies ofreeords that are. created on eleetronie mail and word proeessmg systems and used solely to 
generate a reeordkeeping copy of the reeords eoYered hy the other items in this sehedule. .2.A...Iso inehides eleetronie 
sopies ofreeords ereated on eleetronie mail and word proeessing systems that are maintained .for apdating, rEwisions, or 
dissemination. 

t rn 
a. Copies that hav=e no further aemimstrative value after the reeordkeepmg eOf)y is made. Inehides eOf)ies 

~J!J 

maintained hy individuals in personal files, personal eleetronic mail direetories, or other personal direetories on 
hard disk or net\v:ork Eirives, and copies on shared network drP.ces that are used only to produee the 
reeordkeeping eopy. 

Destroyldelete with 180 days after the reeordkeeping eopy has aeon prodaeed. 

-b. Copies used for dissemination, reYision, or apdating that are maintained in addition to the reeordkeeping eopy: 

Destroy,ldelete when dissemination, revision, or apdating is eompleted. 

2 




