NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE

Schedule Number: NC1-022-78-001

Some items in this schedule are either obsolete or have been superseded by new
NARA approved records schedules. This information is accurate as of: 01/02/2024

ACTIVE ITEMS

These items, unless subsequently superseded, may be used by the agency to
disposition records. It is the responsibility of the user to verify the items are still
active.

All items except those listed are active

SUPERSEDED AND OBSOLETE ITEMS

The remaining items on this schedule may no longer be used to disposition records.
They are superseded, obsolete, filing instructions, non-records, or were lined off and
not approved at the time of scheduling. References to more recent schedules are
provided below as a courtesy. Some items listed here may have been previously
annotated on the schedule itself.

Item 02 MNGT-100 was superseded by DAA-0048-2013-0008-0001
Item 08 MNGT-330 was superseded by DAA-0048-2013-0001-0001
Item 09a CONT-410 was superseded by DAA-0048-2013-0001-0011
Item 09b CONT-410 was superseded by DAA-0048-2013-0001-0012
Item 10 SAFE-110 was superseded by DAA-0048-2013-0001-0002
Item 11 MNGT-520 was superseded by DAA-0048-2013-0008-0009
Item 12 ADMI-153 was superseded by DAA-0048-2013-0001-0004
Item 15 PERM-820 was superseded by DAA-0048-2013-0001-0001
Item 28 was superseded by N1-057-07-002

Item 29 was superseded by N1-057-07-002

Item 45 MNGT-21 was superseded by DAA-0048-2013-0001-0002
Item 47 ADMI-520 was superseded by DAA-0048-2013-0001-0001

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE

As of 01/02/2024 NC1-022-78-001



NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE

Item 48a MNGT-214 was superseded by DAA-0048-2013-0001-0002
Item 48b MNGT-214 was superseded by DAA-0048-2013-0001-0001
Item 50b ADMI-530 was superseded by DAA-0048-2013-0001-0002
Item 50c ADMI-530 was superseded by DAA-0048-2013-0001-0001
Item 58a INFO-750 was superseded by DAA-0048-2013-0008-0006
Item 60 MNGT-213 was superseded by DAA-0048-2013-0001-0002
Item 67 PLAN-410 was superseded by DAA-0048-2013-0001-0001
Item 69 was superseded by DAA-0022-2023-0001-0001

Item 71 ADMI-630 was superseded by DAA-0048-2013-0001-0002
Item 77al MNGT-540A1 was superseded by DAA-0048-2013-0008-0005
Item 80a BUOG-312 was superseded by DAA-0048-2013-0001-0011
Item 80b BUDG-312 was superseded by DAA-0048-2013-0001-0010
Item 81 MNGT-250 was superseded by DAA-0048-2013-0008-0001
Item 82b MNGT-300 was superseded by DAA-0048-2013-0008-0001

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE

As of 01/02/2024 NC1-022-78-001
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£ _.IUEST 3R HECORDS  SPOSITION AUTHORITY 1\ e LEAVE BLANK

(Sze Iistructi. on reverss) JOB NO

TO GEMERAL SERVICES ADMINISTRATION,

yc1 22 781

XATIONAL ARCHIVES AND RECQROS SERVICE, WASKINGTON, BC 20408 DATE RECEIVED

1. EROM {AGENCY OR ESTABLISHMENT) JUN 2 5 1978

Department of the Interior
2. MAJOR SUBDIVISION

NOTIFICATION TO AGENCY

United States Fish and Wildlife Service

Directives Management Branch
4. NAME OF PERSON WITH WHOM TO CQONFER 5. TEL EXT OFT 16 1978

F e

Henry W. Fitzpatrick, dJdr. 343-8914 Dute /]

In accordance with the provisions of 44 4 SC 33032 the disposal re-
quest, including amendments, 15 approved except for dems that may
3 MINOR SUBDIVISION be stamped “disposal not approved” or “withdrawn™ 1 column 10

Archivist of the Unued States

%. CERTIFICATE OF AGENCY REPRESENTATIVE

I nereby certify that | am authorized to act for.this agency in matters pertaining to the disposal of the agency’s records;
that the records proposed for disposal in this Request of __52_ page(s) are not now needed for the husiness of

this agency or will not be needed after the retention periods specified.
[’} A Request for immediate disposal.

[Xi 8 Request for disposal after a specified period of time or request for permanent

_Jetention.

~S

c.oatz < | D S AGENGY REPREAENTAT E. TITLE
i - 7! -“ /@i&'\ i . . . .
G rthur J. Fefgusdn Chief, Directives Management Branch
7

. 8. DEMW!ON OF ITEM
ITEM NO (With Inclusive Dates or Retention Penods)

9.
SAMPLE OR
JOB MO

10.
ACTION TAKER

Thps comprehensive records disposition schedule supersedes
all previously approved records schedules of the United
States Fish and Wildlife Service.

or
Any record series created subsequent to, ot
disposable by, this schedule will be covered by supple-
mentary records disposition authority to be obtained Trom
the National Archives and Records Service (NARS).

Records covered by the General Records Schedules issued
by the General Services Administration are dispesable
without further authorization and are, therefore, not
included in this schedule.

Unless otherwise specified, this schedule addresses oniy
the record copy of materials created or received during
the performance of official functions by Service
employees or others working on behalf of the Service.
Unless otherwise specified, nonrecord copies should be

they were created, or when the cost of their continued
maintenance is no longer justified by their value to the
Service. \

Nermally, only Hhese  reccrds with speci Pied  Sterage periods at
Federn) Are hives + Recencs Ceuiegm_(,_“_mp,c) will be seut o a

115-107

e ) Hew&; ( Mawd- caerrd ), 10 lS')'f?
Yo WNE,WNH) NNTS, NAR, WAV, NE, INC, QAC, HNE SNC-C LA/

ane,) gut, awe-s,’ lone, wvRC — |lasl'n

destroyed when they no longer serve the purpose for which’
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FORM 118° = -

Revised Apnil, 1975
Prescribed by General Services
Admimstration

) FPMR (41 CFR) 101-114
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7.
ITEM NO

' 8. DESCRIPTION OF ITEM )
(With Inclusive Dates or Retention Penods)

. 9.
p 10
Sﬁhoﬂel.ﬁoon ACTION TAKEN

federa) Records Cewder for “he
‘e porary S*oraﬁe See dtewms
V' auncl oL

exawmples ¢ However, if the quantity of records located in a
particular activity causes difficulties for management,
appropriate records management personnel should be
contacted for assistance. Such assistance might include
a deviation from this generalization.

The job number indicated in column 9 refers to the dispo-
sal authority that is being superseded by the particular
entry in this schedule. An entry appears in column 9
only if one of the FARCs holds records under the particu-
lar series description.

Before using this schedule, any records held by th /945
10463%h o1

Service that were created prior to January 1,

be offered to NARS for permanent retention. Those records

which are rejected should be destroyed immediately. A
major exception to this generalization is the records
which document the real estate holdings of the Service.
See item 47 of this schedule.
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115-203

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

STANDARD FORM 115-A

Revised July 1974

Prescribed by General Services
Admimstration

FPMR (41 CFR) 101114
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INDEX

Series Title

Activity Report Files
Agricultural Cooperative Program Files

) o

_ i

Animal Damage Control P::;:;;AFi1e
Animal Damage Control Removal File
Animal Damage Control Research File
Annual Program Advice File

Annual Work Plans Files

Audio-Visual Finding Aids and Production Documentation Files

Band Issuance Records

Banded-Bird Recovery Letters Files

Bird Banding Summaries

Bird Banding Survey

Board, Commission, and Committee Records

Breeding Bird Survey

Budget Preparation, Presentation and Apportionment Records

Congressional Inquiry Files

- - Lo | -

Convention of Native Protection and Wildlife Preservation
in the Western Hemisphere of 1940

Delegation of Authority Files
Development Planning Documents Files

Directives Issuance System
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List cont.

" : '

Endangered Species Recovery Plans File

Endangered and Threatened Species Files

Engineering Records

Environmental and Energy Conservation Files

Environmental Impact Statements

Equipment Utilization Records

Executive Orders and Proclamations Files

External Historical and Archeological Research Program Files
Federal Aid in Fish Restoration Act of 1970 (Dingell-Johnson)

Federal Aid in Wildlife Restoration Act of 1970 (Pittman-
Robertson)

Fatal Accident Investigation File

Fish Harvesting - Great Lakes

Forestry Records

Forms File

General Correspondence Files

General Permit Files .

Grant-in-Aid to States Files

Inspection, Survey and Investigation Files

Installation Health Inspection Files
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List cont.

fi International Country File 5
; International Project File 5';!;
| International Treaty, Convention, and Agreement File 5
Investigative Case Files 55
= Labor-Management Agreements SsL

Legal Decision Files ST
Legislative Action File 5
Litigation Case Files 57
Local Operating Procedures Files "8
Managerial Studies, Reports and Supporting Papers Lo
Manuscript Files GL’
lanuscript and Annotated Maps b
Map History Case Files and Source Material (ag
|
E Memoranda of Agreement Files ?
Migratory lWebless Game Bird Management 34
Motion Picture Files bt
Narrative Reports Files 6o
) Z
National Register of Historic Places H!
National Survey of Historical Sites and Buildings
National Wetlands Inventory Classification System 95
) I
Natural Area Files go

3 Organizational Records Lo
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Fist cont.

0i1 and Gas Exploration and Production Records

AT Ly e et

-

Permit Application Files

Permit Violations Files

Plans and Schedules Files
Program Evaluation Files

Program Files

Program Management Document File
Project Case Files

Publicity and Information Records
Published Maps

Real Property Files

Recordings Files - !

Reference Files
Report of Accident/Incident File

E% Research and Development Raw Data Files
Research and Development Program Files
Research and Development Project Case Files
Research and Development Summary Progress Report Files
Research and Development Technical Report Files
Rules and Regulations Files
Sea Lamprey Data
Special Land Use Permit Files
Special Surveys

State Program File

Statistical Information Files
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List cont.

Statistics on Visitors to Service Facilities ?é.,
Still Picture Files ‘ 13
Technical Preservation Service q!—}
Technical/Scientific Report Files . ‘?Jb
3 Training Aids Files {QL
- Tort Claims Files ’715‘
" Verticle and Oblique Aerial Film, Conventional Aircraft "]L
| .
Water Rights Case Files 43,
| .
Well Logs and Reservoir Capacity Logs 14{31
Western Hemisphere Convention File '}{7

!

Winter Bird Survey
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[
7. & DESCRIPTION OF ITEM - S f
ITEM NO . (o Inclusive Dates or Retention Peniods) s:g;’*:ooa AC‘IIO;O‘IAKEN

'ADMINISTRATIVE RECORDS

1. |Boards, Commissions, Committees, and other similar bodies
’ in which the Service participates or has an otherwise
definable interest.

P e L

A. Records re]ating‘to_estab1ishment, organization,
membership, and policy. ) i

(1) International,.national, interagency, and
internal bodies of a formal nature and continuing
importance, and presidential commissions for which
the Service provides sponsorship or administrative !
support. ~ (Arranged alphabetically by body-title,
thereunder chronologically.)

wa cBmEr

PERMANENT. Offer to NARS when 10 years old. Annual
volume: 0.1 cubic foot.

BN L B el W e
P YT T NPT,

(2) 1Internal bodies of an ad hoc, informal, temporary
nature.

-

Destroy 2 years after demise of body.

H
:
H

' B. Records created by boards, commissions, committees,
and other similar bodies.

O N o o smS

: (1) Agenda minutes, final reports, and related EII~NNA-?
! records that document the accomp]1shnents of these ' 1745: !
| bodies. ©9,85. |
i . " TI-NNA- ¢~
; a. For bodies described in 1A(1) above. :1792: |
t (Arranged by body-title, thereunder T 6,72,
! chronologically.) : i é
i '
i PERMANENT. Offer to NARS when 10 years old. Annual ! X
volume: 1 cubic foot. , i
! b. For bodies described in 1A(2) above. % i
. ]
Destroy when 5 years old or when no longer needed for ,
reference, whichever occurs first. _
(2) A1 other records. ' 11-NNA-
: 1745:
Destroy when 3 years old or when no longer needed 48.
for reference, whichever occurs sooner.
i
115-203 Four coples. Including original, to be submitted 1o the National Archives STANDARD FORM 115-A

Rewised July 1974
Prescnbed by Generat Services
Admimstiration
Car Jut, 0« STee3RT FPMR {41 CFR) 101-11 &
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7. - 8 DESCRIPTION OF ITEM h
HEM NO . fw. «nclusive Dates or Retention Penods) SAEZLE,OOR ACTlOE&o'TAKEN

2. Delegations of Authority. Correspondence relating to
delegation of authority to the Director, Associate
Directors, Assistant Directors, Regional Directors,
Area Managers, and Project Leaders and all other
officials to assume certain;operational functions, to . .
sign agreements, memoranda of understanding, contracts,
and other binding documents without further approval.

e e e Wem
'

Destroy all copies 2 years after expiration. , ' -

- ——— -

. Note: General Records Schedules Nos. 3, 4, and 6, as . .
. they relate to GAO audit requirements, take
precedence over the disposition instruction stated
above. .

T
R TR

3. | Directive Issuance System. Record copies of directives,
. instructions, manuals, handbooks, and associated
substantive documentation issued in accordance with the
Service's directives issuance system. (Arranged
numerically.) .

e  emew e
-

T o . — o 2

PERMANENT. Break file into annual increments and

' transfer to FARC 3 years after _file break. Offer to
; NARS 5 years after transfer to FARC.. Annual volume:
2.75 cubic feet.

-,

ceas

4. " Executive Orders and Proclamations Files. jl'I-NNA--§
: . 1745:

* - Destroy when obsolete, superseded, or otherwise no , 5,90. i

! Tonger of value.

Fatal Accident Investigation File. File includes the :
basic accident report and any other reports or analyses !
of the event. Highlighted are the suspected and :
confirmed cause(s? of the accident, any remedial
recommendations, and details of the participation of any :
Service personnel who reacted to the fatal accident. A
" fatal accident case file is maintained in the case of

" loss of life of any human being on Service lands or in
. Service-utilized facilities.

-

T W, s — W oe - on

v e

A. Record copy. '‘Taznnscee re FARC 3vinns NETEE CLess or |
tase. DiEsrddy /0 yeao ApTEY CLosyer UWE,
B. Al1 other copies. Destroy when 10 years old or when

no longer of value, whichever occurs first.

B wemw e -——— e o
P TP

115-203 Four copies including orlginal. to be submitted to the National Archives STANDARD FORM 115-A
Rewised July 1974
Prescnibed by General Servizes

Administrations
GEvs geTarr. I3 a3l FPNR {41 CFR; 101~11 4
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8 DESCRIPTION OF ITEM
. ¢v.  inclusive Dates or Retention Penods)

8.
SAMPLE OR

10
0B NO | ACTION TAKEN

6.

i

Forms File.

A. One record copy of each form created by or on behalf
of the Service with related instructions and documen-
tation showing inception, scope, and purpose of form.

Destroy when form is discontinued, superseded, or
cance]ed.' -

B. Working papers, background materials, requisitions,
! specifications, processing data, and control records.

or canceled.

sInstallation Health Inspection Files. Files include

ireports of inspections performed by Service personnel as
1a result of either perceived or suspected hazards to the
i health of either Service employees or other individuals.
iFiles also inciude records of any followup inspections
«made as required by officials of the inspecting office.

FnRC wHEN 4} JRBRS OLO. Desrroy wHsn 9 \Ngnes ov.o.

~

i .
‘A. Record copy. Break file mrnunuy. Trenserrare |

B. A1l other copies. Destroy when 7 years old or when
no longer of value, whichever occurs first.

Lofa1 Operatwng Procedures Files. Instructions issued in
'the form ot letters or memoranda at divisional or lower

i Yevel in the Washington Office or in field offices which
: govern routine operations accomplished at the level of

. issuance. These instructions provide standardized
'mnthods for performing activities of either an adminis-

, trative or functional nature.

Review annually. Destroy when obsolete, superseded,
or otherwise canceled.

-eimas .

Vemorandum of Agreement Files. Cooperative agreements,
letters of agreement, all other documents with a similar
purpose, amendments thereto, and associated substantive
materials, negotiated with other Federal agencies, state
agencies, or private organizations concerning services

of this schedule for memoranda of understanding between
the Service and her foreign counterparts.

Destroy ‘when related form is discontinued, superseded,

rendered to or received from such bodies. See jtem &% St

W Gcme W sem e ey W

S o I 3 P 4 Y -

D s L —,

———c te -, - o

v

e wn

e ——
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raven

11-NNA-
1745:
11,44,
51,78,
98.
I11-NNA-
1792:
11,45.

rees -

115~203

Four copies, Intluding original, to be subminted to the National Archives

GIv 2 5875 40 o 87938

STANDARD FORM 115-A

Rewised July 1974

Prescnbed by General Services

Administration

FPMR (33 CFR) 101~-114
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Lo : . . & DESCRIPTION OF ITEM S
ITEM NO . (With Inclusive Dates or Retention Pernods) ! sﬁ;‘goon ACT!OLQT AKEN

A. Record copy. Destroy 3 years after expiration or .
cancellation.

B. A1l other copies. Destroy when memorandum expires
or is canceled.

Note: General Records Schedules Nos. 3, 4, and 6, as
they relate to GAQ audit requirements, take
precedence over the disposition instruction stated
above.

e

10. [Report of Accident/Incident File. File contains completed
. Department of the Interior forms, DI-134 and 134C. These
forms are completed and forwarded to the Washington Safety
and Security Office on each occasion of an on-the-job
-accxdent, illness, or injury involving a Service employee.
,These forms provide such information as employee identity
and the date, time, location, and circumstances of the
;event reported.

T RANLea2 REoro o [FARL 2YCnResy AFTHR CLouf 4F
Cn D arasy b VERRS AFTIR CLOME OF CRaF,
11. ‘'Rules and Regulaticns. Rules and regulations are I1-NNA-~
yinitiated by the Service and printed in the Federal 17452
. Register for comment. .Final rules and regulations are 14,24,
iagain pr1nted in the Register and regulations ultimately
i included in the Code of Federal Regulations (CFR). The
record of this process includes correspondence, minutes
of meetings, transcripts of public hearings, copies of
»ru]es and regulations, and other related substantive
I materials.

B e -

Lo,

A A e T -—_——
-
¥
i
’
t
1
.
o~

- REcory
) ! Break file annually.and iransferAtéaFARC
3Jyears after file break. Pfsrray wien 1o vonels
oto, \ . . !

S A ——
»

115-2023 Four coples, Including priginal, to be submitted to the National Archives STANDARD FORM 115-A
Revised July 1974
Prescribed by General Services
. Admimstration
GO - 1975 (1 - 5793587 FPMR (41 CFR)101-11 4
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7.
FTEM NO

I
&. DESCRIPTION OF ITEM
) ichusive Dates or Retention Penods)

*

9

AMPLE OR 10.
s mi§o° ACTION TAKEN

12.

Training Aids File. File includes a copy of each manual,

D ]

P ——

[T —

syliabus, textbook, audio-visual aid, substantive handout,
and other training aid genera?ed by or on behalf of the
Service in the process of satisfying its training require-
ments.

Review annually. Destroy material as it becomes
obsolete, is super§eded, or otherwise ceases to serve
the purpose for which it was created.

Ty

e

T R o v B S Y

By T ke e YT e

115-203

Four coples, Including original, to be submitted to the National Archives

€1 - 1953 49 « 370-28F

STANDARD FORM 115-~-A

Rewvised July 1974

Prescnbed by General Services
Adrministration

FPMR {41 CFR) 10111 4
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" FEDERAL-ASSISTANCE RECORDS
13. Endangered Species Recovery Plans File. Record includes

correspondence, letters and memoranda, internal direction,
reports, studies, analyses of raw data, and other
substantive technical or scientific documentation

utilized in the development and implementation of
recovery plans for the restoration of endangered native
species. These plans include but are not necessarily
:1imited to proposals for corrective measures and i
recommendations for land acquisition, management actions,
and other efforts designed to enhance the status of a
-particular species.

——— e

P

éA. 4% Pi’ﬁ-ovﬁb Cuangs

A -~

e e - — - R il .

- - - - ¢ .

PERMANENT. Break file annually. Transfer to FARC : '
4 years after file break. Offer to NARS 5 years
after transfer to FARC., Annual volume: 0.5 cubic

' fOOt. (ﬁmmge& b&\ SPe,c‘ )

Wrans v o

. e e e

.B. Material that supports the development and implementa-:
. tion of a specific p]an, INLtuninG PRELIMINARY HAD DRDFF.
Punas
Destroy 3 years after. the goals of the plan are
achieved, the plan is superseded or otherwise :
rendered obsolete. .

'C. Material that reflects repetitive, routine, or )
: housekeeping-type activity.

vorm anr

: Destroy when 3 years old or when it no longer serves
the purpose for which it was created, whichever occurs
1 first.

B

14, Endangered and Threatened Species Files. Record includes
.correspondence, letters and memoranda, internal direction,
.reports studies, analyses of raw data, and other
substantive technical or scientific documentation utilized
in the screening of candidate species and conducting
status surveys to determine which species should be listedi :
las threatened or endangered, and in the listing, delisting,
or reclassifying of appropriate species.

-

.
A. /lLe $uBsTANTIVE TECHNItne BAd SCiEnTiFic DoLLmENTH- |
renl § . _

*

_ I J{

Jax~

b o — 0 or————— %

— 4 -

115203 Four coples Including oftglnaf, to be submitted 10 the National Archives STANDARD FORM 115-A
Revised July 1974
Prescribed by General Services
Admunistration
G, [433 t) = Sin=IAT FPMR (41 CFR} 10111 4
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7.
ITEM NO

PACE OF
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. 8. DESCRIPTION OF ITEM
(With inciusive Dales or Retention Peniods)

5.
AMP 0
s JQQLEOOR ACTION TAKEN

'Break file annually. Transfer to FARC
&'years after file_break. Desrecy 7o verms AFTEC
Fite prenx,

. ' )

- -

B. Material reflecting repetitive, routine, or house-
keeping activities.

Destroy when 3 years old or when it ceases to serve
the purpose for which it was credted, whichever occurs
first. )

ey

Tesapme en

™

xS W IR W mwe swm eax v

P L ]

R
—
~—

H

General Permit Files. Files are divided into two major

H

B

S s e w———— 0

-

-

Vo b wwm oed w

b B 150 B M SR e 8 mem

arrmm vowe ®

v oeems

¥ E——————— 3% )

5. categories with each having a numerical code. Files
inciude  REcoro copy of INSTRULTIONS {02 COMPLATING am',?ﬂccamna
permit applications, and informational materials that
described permit policy development. )
115-203 Four coples. Including orlginal, to be submitted to the National Archives STANDARD FORM 115-A

Cier 3974 13- JEvadRT

Rewised July 1974

Prescubed by General Services
Adrmimistration

FPMR {41 CFR) 101-11 8
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T 8. DESCRIFTION OF ITEM S
© TTEM NO . pvith Inclusive Dates or Retention Penocs) ) s’:,gg‘"gc? R M;‘ﬂoﬁf}axsu
Destroy when obsolete, superseded, or otherwise .
canceled.
= Grant-in-Aid to States Files. Case files include I17-NNA-
lo. applications for research, development, coordination, 1745:
and technical assistance grants as well as requests for 32-4,
Federal activity in the area of comprehensive project 43.

planning. Each case file documents project milestones
and includes correspondence regarding administrative,
technical, and fiscal aspects of the project, as well as
congressional inquiries; and periodic progress and
completion reports filed by the grantee.

»

A - . - — .

e —-——.

,g,,m,.,m ro Fnr{c ARFaR COnClusion OF GRANT ACTVITY /F
PiL GRO @mubir AND REVIEW ztit;iuiizﬂmtmﬂ 4RV E BREN Saris.

1FIFD. D stroy 4 vaAR> ¥ nErsz rRANERE. |

Note: For grant activities involving land acquisi-
tion, see items %?%~and ég‘sf this schedule.

-

= - Permit Application Files. ¥Files are broken into active, | II1-NNA-
i A inactive, and "old" inactive. Each of these subdivisions | 1745:

has a slightly different arrangement. Files include 27.
copies of all permit applications sent to the Service by
Federal, state, and private organizations, conservation
groups, and private individuals who request permits for
purposes of importing, exporting, research, and other
activities concerning endangered wild fauna and flora,
either domestic or foreign. Files also include
correspondence, internal and external, dealing with the
application process.

-

Destroy 3 years after expiration date of permit, or
termination date of latest applicable condition.

= Permit Violations Files. Files include correspondence,
18, 1 letters, memoranda, congressional inquiries, reports,

testimony, documentation of litigation process, and other!
substantive material relevant to determining whether or :
not an alleged violation has occurred and documenting I
action taken as the result of a confirmed violation.

A. Proven violations.

o s aman

P mpsrve 7o FARC 3A ARNUAL IALREMERYS 3YARARS |

/:!f[-g-r(,a nLe PARTIERY Jinvyg Iji\unuwr‘v A Npenprigne {
RELOVRIING Dsrroy [0 yalaey ARTIN ALL PAGTHEG
Mnve GARnTlD AL Apeaednr LITGAL Rcourili,

B. Unproven violations.

Ne moRt THAD . . .
Destroys3 years after that determination is made,

115-203 Four coples, including orlginal, to be submitied to the National Archives STANDARD FORM 115-A
Rewised July 1974
Prescnbed by General Services
Admimstrahion
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7. S.
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. T ) T U
- . S ‘ .
- i
.. . - - .- i
/
i v - \ X
! \ s
Tt T """7, - -
=5 ; Special Land Use Fermits Files. Files include materials | II-KNA-
%) ! Yelevant to the granting or denying of permission to use | 1745:
- | Service real estate for a variety of special uses. Uses | 15b.
i ynclude, but may not be limited to, agriculture, grazing,
! mining, and road, water and power Yine construction.
§ A. Approvals.
|
3 Destroy 2 years after permit expiration or when no
§ longer needed for reference, whichever occurs sooner.
!
! B. Denials.
Destroy 1 year after action is taken.
Note: General Records Schedules Nos. 3, 4, and 6, as
they relate to GAO audit requirements, take
precedence over the disposition instruction stated
above. !
: b
o=  State Program File. File includes correspondence, TI-NNA-'
AO. | mewsclippings, program plans, studies, blueprints, 1745:
t comments, and other materials relative to the review and | 29. '
I monitoring of programs funded by monies annually made II-NNA-!
available under provisions of the Federal Aid in Wildlife| 1792:
Restoration Act of 1970 (Pittman-Robertson Act), and the | 24a.
I
|

Johnson Act).

Review annually and destroy all materials no longer
required to document ongoing Service activities.

115-203

- TP

Four coples, including original, 1o be submitted to the National Archives
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.
SAMPLE OR
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JO3 NO ACTION TAKEN

=% .
=4,

B Amm— e et K e e e

» .o

———— Y S N G Wew e 6 W ed - AR

FISH AND WILDLIFE RESOURCES RECORDS

Agricultural Cooperative Progra@..Fpgoaalincludesinforma—
tion regarding agricultural activities gndertaken on
Service-managered lands in dccordance with cooperative
agreements. Case files include the co?perat1ve'agreement
as well as data concerning crop and animal species,
yields, acreage, grazing activities, forest production,

and so forth.

Destroy 3 years after.controlling agreement expires
or is termineated. s

1

LY T T ]

S

P L R R T IR T

-

115-203

TRE PSS T e s
i T SeX A N

Four coples. Including original, to be submitted 1o the Nalional Archives
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3 . .8. DESCRIPTION OF ITEM ' ' > 0
ITEM NO (With Inclusive Dates or Retention Peniods) SZg;L&OOR ACT!Ogl TAKEN

ervice activitizs that are directed toward t.e reduction {17255 53
of animal damzge to livesteck, agricultuvre, natursl re- 58
gcurces, and human beings.

22 snimal Damage Control Centra2l File, File dacumsnts TI-A-

U1

A. lYateriel relating to policy creation, development,
and 1mp;°mvnt°tlon. (Arranged a1 yﬂﬁb tically by
subject).

(1) Record copy.
TEMAIETT,  Break fils annually., Transfer to FARC

3 years after file break, Offer to IIARS when 8 y
old, Annual volume: 1 cu, ft,.

(2) 411 other copies.

sstroy when they cease to serve the purpose for
wnlch they were created,

B. DMaterial thal docurents routine accomplishments of the
Service's wission,

Brezk file annually. Transfer tc FiSC when 4 years
old, Destiroy uvhen 1C years oid.

C. IIaterial that reflects repetitive, routine, or house- | II-I"Ii~
3 b

keeping activities, 1792:
665(1)
Destroy vnen 2 years old or when it no longer serves
the purpose for which it was created, whichever

D 2
occurs f irat

— —— sty
=

23 ‘nimal Damage Control Removal Files., Zecord contains ITTTA-
mnnagT conpilation of animuls legally remcved for purposeii745: 52
of damage conirol. These compilations reflect the

numbters of each species remcved and the techniqu“" util-
2d. This record is based on tabulations provided by 1

<
articipating states,

1h
b3

.

4, Sumnary Annual Report by Region (irranged by region, v
thereunder chronologlcﬁlly).

- -

PEAMANZNT, Beginning immediately, offer to TARS Xx
5-year increments. Annual volume: 0.2 cu. ft.

E. State reports

115-203 Four coples, including original, to be submitted to the National Archives STANDAFRP FORM 115-A
Revised Jdy 1874
Prescribed by General Services
Admimgation
GO 1975 O - 579=387 FPMR (41EFR) 101-11 4
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7. 8. DESCRIPTION OF ITEM

ITEM NO . (With Inclusive Dates or Retention Periods) S%;L'E‘OOR ACTIO;&TAKEN

Destroy 2 years after being utilized to prepare annual
compilation.

C. Special compi]atioﬁs.

Breaw Frur Banuswe. TRpryrrr ro FRRC wwsn
3 YENes oLp. D RItrey wirn F YR oL, |

&¥. iAnimal Damage Control Research File. File contains TI-NNA-
24 lcorrespondence, documentation of research effort, and 1792:

' fother substantive materials relative to (a) the deve]op- 44, :
iment of animal removal techniques, (b) the gaining of EPA
registration of those techniques, and (c) the arranging
'for the production of reg1stered techniques.

i
: Destroy 3 years after the fate of a g1ven technique
has been irrevocably determined.

4 tm e et wem

o = o —nae

2 .Band Issuance Records. Record idenfifies the band series,
5. narme of permittee, permit number, and date of issuance. ; '

Review annually and destroy that which has ceased to
serve the purpose for which it was created.

b 24 Banded-Bird Recovery lLetters File. Record contains
26 correspondence from hunters and other participants
f -reporting band recoveries; worksheets generated by Bird
‘Banding Laboratory personnel; and non-routine correspon-
idence concerning the program.

D Y TP

;A. Paper copy..

Destroy when superseded by microfilm record. . ;

B. Microfilm record.

Review annually and destroy that which has ceased to
serve the purposes for which it was created.

3= B1rd Banding Summaries. File includes a summary of the
> -part1c1pat1on of each bander who is identified by permit
number.

Review annually and destroy that which has ceased to i
serve the purpose for which it was created. ;
|
=8 Bird Banding Survey. Machine-readable record contains :
A8 banding data on both game and non-game species found on |
the North American Continent. Record includes data on the }

115-203 Four coples, Including original, 1o be submitted 1o the National Archives STANDARD FORM 115-A
Rewsed July 1974
Prescnibed by General Services
. . Admiristration
Give 4103 v e 5TwadRT FPMR (41 CFR) 101-11.24
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? 8. DESCRIPTION OF ITEM

. s
ITEM NO . - (Wsth Inclusive Dates or Retention Penods) SSROA;LSOQR ACTIO;:DTAKEN

species, age, sex, location and direction of fiight of the
banded bird as well as }he date of banding, type of band
and band number. Similar information is noted when the
band is recovered. Data dates from 1920 to the present
and is used to facilitate research in the distribution,
migration, population dynamics and environmental roles of
various species. : B

PERMANENT. 7 rnnscee 7o INARS Anavauy,

- % Breeding Bird Survey. Machine-readable record includes
AP census data on all non-game birds found on the Rorth _ - :
American Contihent. Record includes data on the spécies
and number observed, the date, time, location and
climatic conditions of the observation, and on the
observer. The data is used to study population ranges

: and distributions, and to provide information for

i environmental impact statements. The census is taken

: annually during April, June, and July. Data dates from
1266 to the present. ‘

[T ey

: PERMANENT. / rrnmree ¢ INARS Annunay, ;

Development Planning Documents Files. Files pertain to TI-NNA-
the planning and programming of the development of Service 1745:
properties, and to their operation and maintenance. 7,108-9.
Records include plans for operation and maintenance, and | I1-NNA- |
for the development of physical improvements. Files 1792:
-include area master plans, cartographic materials, .general. 50.
and specific activity management plans, outlines of
medium and long range requirements, task directives,
development concept plans, statements for management, and
so forth.

15>
20.

— —— —— .t e b % b e e w

Review files annually. Destroy material when
it no longer serves the purpose for which
it was created, . |

Note: Where appropriate material from these files
should be transferred to the appropriate real property
file. (See item 43.)

33

115-203 Four coples. Including original, to be submitted to the National Archives - STANDARD FORM 115-A
Revised July 1974
Prescribed by General Services
) R Admimistration
€10 1975 O - 5Tu-387 FPMR (41 CFR) 101-11.4
.




Request for Records Disposiuoné: SINOTIY ~ LONUNUation o T o l'"°= et
' € 22 of 52
7. 8 DESCRIPTION OF ITEM 2.
: 10,
ITEM NO . :th Inclusive Dates or Retention Periods) 5‘;’3‘500“ ACTION TAKEN
&, Engineering Records. ' These records document two distinct
38, |efforts: the construction, alteration, maintenance and .

rehabilitation of Service facilities, both natural and
man-made; and the support of realty personnel as they
acquire or dispose of’lands and accompanying improvements.

A. Project case files which include documentation of any
and all activities associated with the construction,
alteration, maintenance and rehabilitation of Service
facilities to include roads, trails, ponds, lakes,

dams, utilities, structures, fences, betterments, and
so forth, EXceer ns Nori0in jrem 3} § cetow,

(1) Record copy of such items as survey maps, - < }II-NNA- i

b
i
1
I . specifications, tracings, blueprints, budgetary 1745: !
i information, and-descriptive materials that are of 110a&b.
X sufficient technical or administrative value to be II-NNA- !
: included in the real property files. (See item §Z.) 1792:
: 31.
Transfer to appropriate real property file upon
completion of given activity. :
: (2) Record copy of such items as land survey IT-NNA- ;
i notebooks, indices, computation and traverse sheets, ;1792: :
construction field notebooks, and other than final 29,32.
iterations of the records described in item 36A(1) i
f above. !
: Destroy when determined by competent authority to no ;

;( longer be worthy of retention.

€l Acquisition/Disposal case files which include

property description, local market data, comparable
sales information, location maps, value anlysis, and '
any additional pertinent information.

LR

(1) For Service acquisition. ' IT-NNA~ :
’ § 1745: 1
Destroy documentation not incorporated in real t91b, ;

property file 2 years after acquisition is completed. je,f.

-

(2) For Service disposal.

Transfer substantive records to new custodian.
Destroy all other records when they have served the
purpose for which they were created.

¥
N, Proiyner ense j=1ees $HLECrED For JARCHITROIURL
/s rorical And TRCHNOLOGIEAL Slonraienngy,

Cen GRS H 7-?-, frem Qa. BND ILBOJTED Nores,

115-203 Four coples, Intluding original, 1o be submitted to the National Archives STANDARD FORM 115-A
Revised July 1974
Prescnbed by Generat Services
Administration
Gty %% 0 - 53%a387 FPMR (33 CFR) 101114
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7. . ¢. DESCRIPTION OF ITEM 9.
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(3) For proposed third party acquisition.

%1
a. If acquisition occurs, see item Z2ES33.
b. If acquisition is declined, destroy record
2 years after the declination.

t)% Routine cofrespondence of an engineering-peculiar IT-NNA-
nature. 1745:
110c.

Destroy when 4 years old or when no longer of
reference value, whichever occurs first.

- a e s P . e W e

- . - - - P - - - . - N ' i
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T S — | :
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G i ,

—— '

w. Fish Harvesting - Great Lakes. Machine-readable record E :

3 includes data on commerical and sport fishing on the
Great Lakes since 1971. Record includes identity of
vessel; method and value of catch; place, date, and time
of catch; and species caught. Data is used to study the
population dynamics of several species of fish.
\
Review annually. Destroy that data which has ceased
to serve the purpose for which it was created. :

L T NI

115-203 Four coples, including original, to be submitted to the National Archives . STANDARD FORM 115-A
Revised July 1974
Prescnbed by Generat Services
Adrmimstration
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. 8. DESCRIPTION OF (TEM .

N , 7 @it Inciusive Dates or Relgntion Periods) : ‘ | SAMPLE OR

10,
JO3 NO 1| ACTION TAKEN

5. Forestry Records. File documents the forestry functions TI-NHA-
23, [|of the Service and includes material on the prevention 1745:

) and control of forest fires, fire damage, forestry and 16a.
Jand conservation, and forest pest control.

)
!
i
1
!
i

Review file annually. Destroy material when 5 years
old or when it no longer serves the purpose for which !
it was created, whichever occurs first.

LI T TIPSR e

T e e o e e

o e e e WA

PRSI

..

A hew v b

= ‘Migratory Webless Game Bird Management. Record includes

34 icorrespondence to and from the Service of a non-routine
'‘nature; notes from internal Service meetings; proposals
.and recommendations for management improvements; popula-
'tion and harvest statistics; capture, banding and marking
'statistics; analytical documents. :

- e e

Review annually. Destroy that which has ceased to
serve the purpose for which it was created.

- eww

i
!
I
|

¥

0i1 and Gas Exploration and Production Records. Files
35, [contain copies of records submitted to or received from
U.S. Geological Survey (USGS) regarding oil and gas :
operations on leased Service lands. Included herein X
are well logs, plugging records, production records,
exploratory studies, and lease status reports. The record
copy of this data is maintained by USGS.

i

|

$15-203 Four coples, including onglnal, to be submirtted to the National Archives - STANDARD FORM 115-A
Revised July 1974

Prescabded by General Services

Adrminestration
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7. 8. DESCRIPTION OF ITEM SAMPLE OR 10
ITEM NO (With Inctusive Dates or Retention Perniods) JOB NO ACTION TAKEN
Uastroy 4 years after year in vhich l.za2 expires,

-2

AYY)

-

frocrom Jiles. files inelude progran Jocuvasnts, schedules

and corresponience mainlained by t offices rssahensible
for execution, revieu, and analysis cf Zervics progrﬂm:;

and materials relating to the general nlanning and supar-
vision of those programs,

3

which is no longer required to “oﬂvc“t the nrogrem
activity of those prograins

“roiect Miles, ?ecords are maintained
aun-genzent level, and present a coaplstie
wreject from initiation to her*inqtio_
but are not limitsd to, the followinz: 1) in tle zrea of
2ish and wildlife production--~the Yational Eroodateck
“roject, Cooperative Striped Dass Fro

Proj cts Atlant 1mon‘

-

.:)
area of “14&Life ass

ot
O w
1]

e

£ ~ [ AN ™Y
cLure Oo @Ay

.;

o

2 in the

;..e‘ ;_J,

33 &tanue “rowec+ Was o

s; 3) in ths 1*%: o population

owl population surveye {2.z., wourning

raﬂfors), ”dtGrLOWL discase control pr03 cu,

Lear population conmbrol project, aad satellite~

sugpored aetic 50959 proiuctlmn aroj2ct; L) ia the ores
d ' Z1lk Eeduge Heange Eehauilﬁ‘au»on

uct*uﬁ “rogpoh Crop

5
I B

; wabter and constal

-

nt udy, regticide Il ects Ctady,

i
nelysis prodsc
Beld Zegle Pollve
Grazs.iond Controd
Y T -
7, in the are, of interprebation and rscr
ark Studdes, Javirommental lducation rro

tion--"rban

js chs (/‘}/rzmgeiéj

Ao ;roJ@ct ﬂut~o¢1“ntion documents, final sum-arizs or

egrorte, sua.ary bulgetary records, and svhst ntive
corresponichee  (for e.a;ple, corresgondeace that
influenced the course of action cn @ projcct).
PLNANERT. Eresh file annually. Transfer to JuRC
5 years afler file breal, Offer tc "2RS 10 yoars
zfter file break, Anvd volunme: 2 cu, ft.

b

. A1l other records

td

rzak file anmially, = J.nof‘e to PARC 4 yesrs alber
eak, Dasbroy 1( rs after file break,

zeview files anmually., Dsstroy in Service that material

Tojectz 1nclale,

sct, Diseas2 Control

lmoroven

ources
in the ares of habilal ﬂl,hsrvqtlon~-

‘rojects, Dleck Duck Habitat Hvaluasoiong

~

P

)

il

115-203

Four copies, Including orlginal, to be submitted to the National Archives
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7. 8. DESCRIPTION OF ITEM SAMPLE OR 10
iTEM NO {With Inclusive Dates or Retention Penods) JOB NO ACTION TAKEN_M
35 Zeal Droperty Fils.. Fecords inclids, bul may nobt be IT-Tae
. : h

o s.} A
limited to, site rmaps and surveys, prol plans, dlagrams
or tlueprints of rajor strictures, utility ocuvtlel plans,
equipment location plans, inspection reporbs, huilding
and eq Ulk.ﬂ“”n& wenagement and aainlenarce records,
allowance lisls, and the title,

A. A1l records with the exception of site mzaps and

SUrveys.
fetain unbil property is no longsr uader Sorvice
custody. Transfer to new custodisn upon coapletion

of saw, et \e, or donation procsedin
acceptancs of purchase money wmer

B. fite maps and surveys

See Ttem &2 of this schedule.

17458
Olrz .

115-203

Four coples, including original, 10 be submitted to the National Archives
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7. #. DESCRIPTION OF ITEM . 9.
TEM NO ‘ (With Inclusive Dates or Retention Penods) . Sf,ggLﬁo” Acno:«o'TAKEu

_ |A. A1l recoxds with the exception of site_mdps and
| surveys. e

. . e )
Retain until praggrty 1s ngdgdﬁgér under Service
custody. Transfersto new-Custodian upon completion
of sale, trade or anaéﬁon proceedings, or

acceptance of pugefiase ‘money mortgage.

B. Site maps ar surveys.

P : A
B% of this schedule.

N 1

2. _ Sea Lamprey Data. Machine-readable record contains ’
29%. : information on sea lamprey population in the Great Lakes. N
Physical characteristics, 1living environment, and methods
of collection are identified. Data is used to study
population dynamics and the impact of sport and commercial
, fishing on the population.

See it

s ww
[ ———,

Review annually. Destroy that material which no
longer serves the purpose for which it was created.

Lo ——

=, Spacial Surveys. Machine-readable record contains
49 ‘' breeding, banding and parts collection date for various
species of game bird including the woodcock, mourning !
dove, and selected waterfowl. Data is utilized in the 1
formulation and evaluation of hunting regulations and for |
_other game bird management purposes.

i Review annually. Destroy that material which no '
longer serves the purposes for which it was created. ;

3. Statistical Information Files. Files include miscellany ! JI-NNA-
4.  of raw technical data which is accumulated at a refuge, 1745: !
‘ _hatchery, or like activity, and includes, but is not 23,112, ¢

; Yimited to, climatologic readings, water gage readings, II-RNA- .

. migratory or resident population counts, and production ! 1792:
figures. | 57b,71, !
91béd. |

i Review annually. Destroy when data has served-all - i
|

.
e

useful purposes, when it has become obsolete or been
superseded, or when it otherwise has ceased to serve
the purpose for which it was collected.

.
O m—— ——— — — % S—

| S —

115-203 Four coples Including origlnal, to be submitted to the National Archives STANDARD FORM 115-A
Revised July 1974
Prescnbed by General Services
- Administration
10 195> (0 - 3Tvedn3 FPMR (41 CFR) 10111 4
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o ; .
M . 1 .
g2 ! Water Rights Case Files. Files document water rights on i IT-NNA- :
L2-- | Service-utilized real estate including applications and | 1745: ;
: amendments thereto for state permits; related descrip-  ;111. |
. tions of land, water and streams; state letters of : ;
.+ approval; materials pertaining to proof of beneficial !
* use and extensions of time therefore; pertinent carto-" _ i
! graphic materials; documentation concerning disputes and i
! other substantive correspondence. i
: i
: Destroy 3 years after rights terminate or dispute is :
i resolved. . §
i
R 3 § Yell Logs and Reservoir Capacity Logs. Logs contain i :
43 ' volume and other technical information regarding wells i
. and_reservoirs located on Service-owned or Service- ;
» utilized real estate. ;
| |
i Retain until well or reservoir is no longer in the P
' custody of the Service. Upon sale or relinquishment §
of easement rights, convey log to purchaser or owner :
(in case of easement relationship).
L7 oy Winter Bird Survey. Machine-readable record contains
¢, | data on all species of birds that wintered in Central
Maryland during the years 1970 to 1974. Information is
used in the study of population dynamics.
115-203 Four coples, Including original, to be submiited to the Nalional Archives STANDARD FORM 115-A
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Review annua] ly. Destroy that material that has .
i ceased to serve the purpose for which 1t was created.
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115-203 Four coples, Including original, to be submitted to the National Archives STANDARD FORM 115-A
Revised July 1974
Prescnbed by General Services
Adrmimistration
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82 DESCRIPTION OF ITEM
\{ith Inclusive Dates or Retention Penods)

9.
SAMPLE OR
JO3 NO

10.
ACTION TAKEN

45.

"'GENERAL RECORDS

Activity Report Files. Periodic reports addressing
varying periods of time submitted to no higher level than
Associate/Assistant Director in either the Washington
Office or Regional Offices by subordinate managers or
supervisors. These reports are used to describe in
varying detail accomplishments, objectives, plans, goals,
and requirements. They may address technical, scientific
or ad~inistrative issues but have as their purpose the
orovidine of information for management use. Often the
information provided is used in the preparation of
broader-based reports to higher authority. While these

; reports can have enduring value, the activity reports
'themse]ves do not, except as reference material for
.Serv1ce personnel.

Bzem« _F{'_L,E Renuawl. Thanseseyo [FRRC winnl -
Q3 yrear 010 Dwsrroy wHin 3 YERRL bLL.

- R e - -

- Rydiovisual Finding Aids and Production Documentation
'Files. Consists of existing finding aids such as data
i sheets, shot lists, catalogs, indices, and other textual
i documentation necessary for the proper identification,
_retrieval, and use of the related audiovisual records
:as well as producL1on case files or similar files which
~include copies of production contracts, scripts, tran-
;scrwpts or other documentation bearing on the origin,
:acquisition, release, or ownership of audiovisual
i productions made by or on behalf of the Service.

Disposition should be made in accordance with
instructions governing the audiovisual records to
i which these files relate.

: .

§Congressiona1 Inquiry Files. Consist of inquiries and
.responses thereto along with substantive supporting |
vdocumentation, if any. These files are separate from
those identified as "lLegislative Action Files" and
included as item E% of this schedule.

fe ey ma o

Destroy when 3 years o0ld, ok WHIN no toncre Ry

QUIRYYD poRr ReFRetnte, tm-n:.u EVER OLCLRY wrasy,
Equipment Utilization Records. Files document the
utilization, operation, support and management of major
pieces of support equipment including, but not Timited
to, aircraft, boats, bulldozers, and 1ike machinery.
Files may include both raw data and any reports produced
from that data.

-8 e ———er

-

- Wt e Wy

II-NNA-
1745: 3
94-5,

97, ]02
II-NNA-
1792:
40akb,
58,61-2,
87.

- -

YL BT T TR T

» e e

" —

b wemes AR ssg QNS g CHHTRREReRW I P e W 8 WP
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115-203

Four coples, Including original, to be submitted to the National Archives
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STANDARD FORM 315-A

Revised July 1974

Prescnibed by General Services
Admmistration
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8. DESCRIPTION OF ITEM !
with Inctusive Dates or Retention Periods)

SAMPL 10,
Jos SOOR ACTION TAKEN

Y

T Bk e « e W BE S Wh emieemw R

-

A. Raw data. ' }

Destroy when appropriate report has been prepared or
when data is 4 years old, whichever occurs first.

B. Reports.
Destroy 3 years after preparation.

External Historical and Archeological Research Program
Files. Record includes letters, memoranda, reports,
studies, and other documentation regarding the Service's
involvement in such programs as the National Survey of
Historic Sites and Buildings, National Register of
Historic Places, and Technical Preservation Service.

{ A. Archeological Permit Applications.

(1) Approvals.

Destroy 2 years after permit expiration or when no
Jonger needed for reference, vhichever occurs sooner.

(2) Denials.
Destroy 1 year after action is taken.
B. All other material.
Destroy when 4 years old or when it ceases to serve

the purpose for which it was created, whichever
occurs first.

II-NNA-
1792:
3a,38.

vow

W II BN B N T . ¢ Pt W

3 | General Correspondence Files. Files include record !

S0. copies of correspondence, letters and memoranda, '
directives, reports, studies, analyses, and other i
substantive documentation created or received by or on :
behalf of the Service pursuant to the accomplishment of :
its official functions, except as otherwise specified 1n | I
this schedule.

A. Materials that document the organization, functions, TI-NNA- !
policies, procedures and essential activities of the 1745: - -
Service to include, but not limited to, staff assistance,| 1,10a,
program management, relationships with the Interior 25d,80,
Department, other higher authority, other equal organiza-| 93.
tions, industry and the public; or contain information of | TI-NNA-
enduring value concerning events, personages or phenomena| 1792:
of significance. (Arranged by subject.) 5,54.

115-203 Four coples, including origlinal, to be submitted to the Natonat Archives STANDARD FORM 115-A

GEry §955 tr o BTwa3yT

Revised July 1974

Prescnbed by Ganeral Services
Admimistration

FPMR {41 CFR) 101-11 4
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{(With Inclusive Dates or Retention Penods)

9.
SAMPLE OR

10,
JOB NO | ACTION TAKEN

\n
N

\un
)

T AT

FERIAIDNT, Break file into 3-year increrents and trans-
fer to FARC 3 years after fils break, Offer to MNARS
5 years aflter transfer to Fix Anonal volun2:

P
Lllv e

'n

. aterisl that documents the routine acccumplishment
of the Service's mission,

ti3

Break file annually. Transfer to TiRC when /[ years

old. Destroy when 8 years old,

Material that documents repetitive, individual,
routine traznsactions and matiers; housekeeping and
other’ purely facilitative functions,

Destroy when 3 years old or when no longer of refer-
ence value, whichever occurs first,

Tiles include

{
invesbigations of the Service by or on the behall of the

t
(&

Ly

nsrection, Survey and Investigation Files.
Traisa studies and

1s, 1n;n°cu10ns, management surveys,

rngress, Interior Dapartment and other Executive activit-
, and the 3ervice itself,

i2atroy when / years old or wnhen no longer of reference
alue, whichever occurs first,

'!

national Country File, File contains materiusls rela-

2. b

[ Y]

ck O "3

EB
W3

Service activities abrosd including biographical
individusl participants, trip and project status
orts, specific scientific informztion, and substantive
O“”unTCAtTCQa, including message traffic and letter be-
ween the Service and its foreign counterparts,

Destroy uhen 7 years old or no longer of reference value,
whichever occurs f{irst.

f
® 09 [@

r to
on

s

4
)

ntzrnational Proiect File, File includes record materialyg

]

trg

2,03 [t

i "S (ORI

avive to Service projects abroad including project

cri tions, budgetary and coniractual documsnts, and
iodic progress and status reports.

. Initial surveys, project authorization documents,

final summaries or reperts, and sumrary budgetary

records, perfo mance as Qﬁggfnts, substantive press

annoucements rangaﬁ oy country)
TRIATENT., Offer to WARS no more than' 2 ysars
after project completion or cancellation. Annual
volumne: 1 cubic foot.

Extraneous documentation which includes, but

limited to, cables, correspondence, periodic

and audits,

Review file annually, Destroy that which is no

e

nat
ve
€ 2
2

[}
.

is not
reports

TT-Th

17/ 52 1, .

33.

Til-3TA-
17152
103a,

1o
1792:

/r‘ -

2

1715 84

IT.—""’A..

. evad

115-203

Four coples, including orlginal, to be submitted to the National Archives

GO 1975 O - 579-387

STANDARD FORM 115-A

Revised July 1974
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£" NO (With Inclusive Dates or Retention Penods) JOB NO ACTION TAKEN

loanger of administrative value,
57, Tnternational Treaty, Convention, and Arresment Tile.
File incl:des copies of all treaties, coaventions, and
agreexents to which the United States Covernzent is a
party and for which the Service has substantizl respon-
sibilitiss for implementation., Also included is a record
copy of each memorandum of understanding executed tetween
the Service and its counterpart agency abrozd.

A. Record copy of remorandum of understarding and assoc-
iated legal and technical materials. (Airranged by
treaty).

TERIANZNT. Offer to NiRS vhen the agreement expires or
is superseded. Annuval volume: 0,5 cubic foot.

B, Copies of treaties, conventions, and agreements.
Dastroy when no longer of reference value,

C. Material reflecting routine, repetitivs, or house-
kesping activities.

Destroy when 3 years old or when no longer of referencg
value, whichever occurs first.
Investicative Cass Files., Files are classified according TI-ITA-
to the fish and wildlife law violated. Iach classification|17%2:25a
has its own identity code and each case thereunder is and ¢
further individualized by a nmimber assigned to it. A case
file contains the name, address, place and date of birth,
and any obther aprropriate information concsraing one or
more individuals being investigzated as a result of a viola
tion of any law for which the Service hzs enforcemsnt re-
sponsibility. Files also include the results of investiga-
tive action.
A. Paper records
(1) 'hen reduced to microform--Destroy when accuracy
of microform has been verified.
(2) “hen not reduced to microform--Transfer to FARC
5 years after close of case., Dastroy 20 years after
close of case,
B. ldcroform records--Dzstroy in Service 2C years after
cloze of case. ICTES: B5SeePPs =31 T iterit;
D o ooy o T e bl Filmed in deconlamce wiid

dretiomefpaper—records—bpmivroferm, (Lespls st be) imec M ilaccordance st
56 Labor-"anagement Acrrcenents, File contains agreesents and| TI-TY U CeR loi-1}, s4
correspondence concerning same betucen the Service and 1792: 14
organized labor. The agreements are normally of l-year's

duration.—-2estroy 3 years after termination of azreement,

=<,

N
\S1}

or wnen no LONESHE cddles inchidimg Brigiall tb 58 3ybmitted 36 1hs Nationsl Archives. LU U« STANDARD FORM 115-A
Revised July 1974
Prescnbed by General Services
Admimistration
GPO 1975 O - 579387 FPMR (41 CFR) 101-11 4
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& Legal Decision Files. These files include nonescorn T1-HNA-
L3 copies of correspondence with and decisions of the 1745: -
Attorney General, the Comptroller General, the Solicitor |89.
of the Départment of the Interior, and Regional Solicitors
of the Department of the Interior regarding legal issues
of interest to the Service. Regional files are restricted
to decisions concerning or of interest to the Regional
area. The responsibility for maintenance of record
material in this series rests with the Department of the
Interior and other higher authority. :
&
Destroy when obsolete, superseded, or otherwise .
canceled. !
&y Legislative Action File. File documents legislative i JTI-NNA- '
$8- action from date the Service becomes involved until the _ | 1745:. !
"BiLe Doks or DoEs Ner Brcome LAw. Fies tnciupss non- f14b,87. ;

© REcorD maTrrinus cagares 6Y §yrvun preionnft sued
Ry STUDIES aND PosiTion PAPERS /A DDRYINMNG A PROCCIND

- PlRcs OF LGGIILATION, ;anD MAreriots CRYATYD ©Y
Orufes §utd Ny RELOAD of FLOOR RLvton, FinAL Bitt
EnrowmsnT, A COPY OF THE PROPONID AAD FInAt
PUCLIC Lpw. 7716 REIPONSICILITY For THE MamnTias
RNLE O RRORD MATERIBL IRTHIN SELIT! REID Witk 7HE

Deenermenr o Tus Lhrereer,

1. For pnncras tocisimmon, .

[B_g'«tn\t. File Blennipuyy. 1 RAMFTE 1o
N :RC Po moery THAN 2. YERr ArTrere FiLe
ER%.  Drryreoy 8 Yeaa RETER TILE CRTC,

‘3-. [For un Enncrio Leciyearion,
‘Desveoy wnreriadonme '
z v AMREN srnotonsirn
oF \’Am*}rtts:nur vAalvg, PR

. s wnte n Gw veumes b @

e mmwor

2. Litigation Case Files. These files include nonrswro |
59. copies of correspondence, letters and memoranda, and all
other substantive materials concerning any law suit in
which the Service is a participant. The responsibility
for maintenance of record material in this series rests
with the Department of the Interior.

115-203 Four coples. Including original, 10 be submitted to the National Archives

I 1973 v o 856L3RT

STANDARD FORM 115-A

Rewised July 1974

Prescribed by General Services
Admimistration

FPMR (4) CFR) 101~11 4
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ITEh: NO {(With m:suzsf %::::lgNﬁeot:nlt‘srsry Penods) SﬁggLSOOR ACT!O:JBTAKEN
Destroy 5 years after all parties have exhausted all
apparent legal recourses.
¢o. Managerial Studies, Reports and Supporting Papers. Record|II-NNA-
consists of studies and reports, including supporting 1745: !
documentation, prepared as required by or on behalf of 13. i
the Service for purposes deemed sufficient by the f
requestor. The studies and reports may address :
technical, scientific or administrative topics. They | !
are prepared for essentially managerial as opposed to .
| technical or scientific purposes. ;
"A. Final iterations of studies or reports that ?
i contribute significantly to policy and procedural i
1 decisions made by senior Service personnel. g :
; (Arranged alphabetically by title.) ; |
1’ annuall ; ?
PERMANENT. Break file bismmseFhy and transfer to |
FARC wwnen S yenns oLb. Offer to NARS |
WHEN § YERRS oLDa Annual volume: ;
0.5 cubic foot. ;
8. A1l other records in this series. E
|
Brynk it mnanvewty. Trnnsere re FRARC wuen Jypons
! oto. Dusreey wuen F yraes oo, '
. Gl ‘Manuscript Files. Files contain informational reports, ’
. instructional materials, scientific or technical ‘ ‘
~treaties, periodic, survey, or narrative reports except f i
as otherwise specified in this schedule.Manusewmert o E
POBUSHED mnaTRRIRWG PRE OF VALUE ONL/ $6 FAR AS THEY AID 1A | ‘
. verifying the accuracy of the associated publications, ; ;
and that purpose is served within a specific period of ; |
time. : C
i '
A. Manuscripts of published materials. i
1 Destroy 2 years after publication. §
. B. Mangscrlpts of unpub11shed materials, nno marexioes | 11-NNA- |
LA BT Sa T SR WO PR g 0 orwee | 4745: 34

b e e o e ot

PERMANENT, 3 renc Fitg Annuniy, T RANS
Fee To TRARC wuen QyEars oo, OFmEr o NARS
wHin 8 yrary ot RQaavnk Melvmrt 2 cunic EEET,

115-203

Fout coples, including original, to be submitied 1o the National Archives

o3y 17 a b e 5T4w387

- e mas

STANDARD FORM 115-A

Revised July 1974

Prescribed by General Services
Admimistration

FPMR (41 CFR) 101-11 4
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SAMPLE 10.
Jos N°?R ACTION TAKEN

- A
(2

- &
63

Manuyscript and Annotated Maps. Hand-drawn maps
(generally in pencil, ink or colors on paper or tracing
cloth), maps made with stickup and similar adhesives,
and maps that bear significant manuscript annotations,
changes, or additions. Included are maps compiled by or
on behalf of the Service for administrative, scientific,
or exhibitory purposes; map enclosures to reports or
correspondence; original topographic planetable sheets,
terrain sketches and nautical depth-soundings derived from
field observations and surveys; final manuscript "smooth
sheets" and "fair sheets" showing the results of surveys;
maps or aerial photographic prints annotated with field
survey information; proof sheets or overlays that bear
annotations resulting from field checking or verification
of survey data, or that are annotated to show source of
information used on the map.

A. Maps that relate to other files which document
activities address elsewhere in this control
schedule. Examples: Ecological Impact Statement
Files, State Program Files, Development Planning
Document Files.

Dispose of in accordance with those instructions that
apply to the file with which a particular map is
associated.

B. Maps that relate to Real Property Files (see item
;ﬁ:). {Arranged alphabetically by subject.)

(1) Record copy.

PERMANENT. Break file annually. Offer to NARS
2 years after file break. Annual volume: 2 cubic
feet.

(2) Al11 other copies.

Dispose of in accordance with those instructions that
apply to Real Property Files.

C. A1l other maps.

Destroy when they no longer serve the purpose for
which they were created.

Map History Case Files and Source Material. Map history
and chart history case files documenting the chronologi-
cal events in planning, surveying, field work, production
and revision of specific maps, and files containing or

II-NNA-
1792:
18.

TI-NNA-
1745:
92,106. |

115-203

Four coples, Including original, to be submitted to the National Archivas

&I0 1973 O - 379-3R7

STANDARD FORM 115-A

Revised July 1974

Prescribed by General Services
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7. 8. DESCRIPTION OF JTEM 10.
TEM NO (Whith Inctusive Dates or Retention Penods) s':g;LSQOR ACTION TA}

describing the sources of information for specific maps,
including map specifications, location diagrams, notes
kept by cartographers when making maps or photographs
from which information was abstracted, correspondence,
reports, bibliographies, 1ists of sources, and papers
showing information about the origin and spelling of

place names.

Review annually. Destroy that documentation no longer]
deemed by competent technical authority to be worthy
of retention, or when the map(s) to which the documen-
tation relates is itself destroyed, whichever occurs

first.

G4 Motion Picture Files. - _ o

N. Garviee - sPoniéceo 0r- PRODULKD FILMi
INTENDEFD Fer DLiTRIUTIOA OR PULLIL $HOowa
ING  §ucww ns Te Sreixn rus Bniancg nBnp é
| A Geopar WUWiirs Q;:o)' oTHRER S Ervicie
! SPONSORD OR = PRODULED FItMt THATr DLy~
Mmerne NRO¥ncyY PROGERMS NAND RESPON S101L-
ITIES , INFORM THr PucLic RBOLT FNDANGEG.
ED mnp oruit Sprcixi or Docwmitnt Scirn.
T/IFIC ENVENTL 1n wuieud THE Sravicr 13 1N
VoLV iip, SAampur Topis InLiudr wHooping
CrRAng Feo TrRANsPLANTs 1o Greyl LAt
Nmrmnna Whitouier Rnr:uo:;_ rEE ANNpiAg
CF UHCOPING CRANE CHILkY s THE DEMpy
OF Swany rrom Liknp Polioning Ar ,
/MNarramuscrsr Narionar Wheo e h Fuor,

Rerances oy rerus),

!

| PEflmnNEMT. O€rir Tur orleinaL

i NECATIVE OR (OLOR ORIGINGL PLYL §EPRrnrE
' OPTILAL SOUND FRACK . RN INTIR MEDIRTT
MBIFER POMIT IviIp o&’ buerLiiary NIGATIVEA
PLUL O®ritac Lound rrACtKk, AND A EounD
PROJCcrion PRINT TO NQI{& WHrin no Long.
EC NCRO FeR ADmMBTRATIVE Uis OR WREN
§ YEARS o, wiiensven occvns Fiesr. danvee

—— \Vetum
115-203 tome, viie . STANDARD FORM 115-A
Rewised July 1974

Prescribed by Genera! Services
Administration
FPMR (41 CFR) 101~11 4 l
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9

10
SAMELECT | ACTION TAKEN

65

B. Unedited outakes and trims, the discards of film pro-
ductions, which have been appropriately arranged, la-

beled, and described.

Offer the original negative or color original and a

work print té6 the NARS Stock Film Library (NNVS)

for evaluation when no longer needed for administraf

tive purposes.

Narrative Reports. Annual narrative statements that docu-
ment historically significant events, milestones, accom-
plishments, failures, phenomena that apply to a specific
activity within the Service such as national wildlife ref-
uges and national fish hatcheries. These reports are not
published, normally exist in less than 5 copies, and pro-
vide historically meaningful detail otherwise not availabl
(Arranged chronologically, and thereunder alphabetically
by title.)
A. Paper records
(1) When reduced to microform--Destroy when
accuracy of microform has been verified.,
(2) When not reduced to microform

(a) Record copy--PERMANENT. Break file annuall

Transfer to FARC when 3 years olfi, Offer
to NARS when 8 years old. Annual volume:
3 cu,ft.

(b) All other copies--Destroy when 10 years
old or when they no longer serve the pur-
pose for which they were created, which-
ever occurs first,

B. Microform record

(1) Record copy--FERMANENT. Break file annually.
Offer silver original and 1 duplicate copy to
NARS not more than 2 years after reduction to
microform. ‘Annual volume: 0.1 cu,ft.

(2) A1l other copies--Destroy in Service when they
no longer serve the purpose for which they were
created,

NOTE: See-EPMRfiei-ii75-fer-crtteriaT—preeeéare1n—and-—

‘ Reeomis nus +\Je, C.\me&_ M—

rgecrds—bo-micreform—
wec:m{me% W iqé&s\‘ "'-Hcr—‘ﬁ ol - th. soH, + shored in accorda
Organlzatlonal Recbrds. Caée flles include the record

copy of reports, studies, and other substantive materials
that document decisions made by senior Service officials
regarding organizational structure, manpower requirements,
functional responsibilities, and related policy areas.
Also included are organizational charts, (continued)

II-NNA-
1745: 6

?.

ly.

mce,

115-203

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

G0y 1975 O - §79-387

STANDARD FORM 115-A
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functional statements, and other similarly significant
materials. (Arranged alphabetically by title.) -

A. Record copy.

PERMANENT. Break file into biennial segments and

transfer to FARC 3 years after file break. Offer to
NARS 5 years after transfer to FARC. Annual volume:
0.5 cubic foot. i

B. Al1l other copies.

. ——

Destroy when they cease to serve the purpose for
vhich they were created.

b Plans and Schedules Files. Files include material which
&%, | describes or outlines actions to be taken or events to
be observed for a period of time in the future by
personnel assigned to a specified activity. A plan or )
schedule can address any type of function, operation, or ‘
duty be it technical, scientific, administrative, or
managerial. In any event, plans and schedules are !
relatively short-1lived management tools, and may or may
not be accompanied by narrative material. Neither plans |
ror schedules have any permanent value.

PYCPORTP

-re—

e mrerme s M e t—— o v v

" e e

i Review annually. Destroy that which is obsolete,
superseded, or otherwise no longer of value.

i Publicity and Information Records.
A. Public Relations Administration Files. Files consist

o |
!
of memoranda and letters to and from the Service f
i
I
.l

(22

——emiae

i cwme s Mre Bammm s Sme case we w0

regarding such topics as arrangements for conferences
and meetings, visits to Service facilities,
reference services; lost and found assistance; and
other similar public relations functions.

- —

Destroy when 2 years old.

B. Liaison Files. Letters and memoranda to and from the
Service relating to routine interaction with other
Federal and state agencies, national and regional :
conservation organizations, educational institutions, !
youth groups, and other interested parties and not
treated more specifically elsewhere in the schedule.

Destroy when 3 years old or when no longer of value,
whichever occurs first.

115-203 Four copies, Including original, to be submitted to the National Archives STANDARD FORM 115-A
. Revised July 1974
Prescribed by General Services
Adonmistration
GIND - Ja%s 03 . STendRS FPMR (41 CFR) 101~11 4
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C. Publications Files. IMNAGERTIAL = RLI
includ 8 conzws of tno;e ﬁubWi tions cr

stdnJlr" of the orsanlaatlon, fun ctions, I
and procedures of the Service, Included herain are
annual reports such as Conserving ‘ur =

life Heritage, Federal 2id to ¢
Festoration, Adwinistration and of
Tfarine Mammal Protection Act of 1572; and one-time
rerorts and studies of *'rticula 2 ing
nificonce, TICITICAL PUBLICATIONS PILE inclules
copies of nucerous series of nﬂrﬂoqlc 21 publications
created by or on the hehalf of ths Service that
address varioue scientific or tuc niczal aspects of
the mission of the Service and the accomplichment of
that mission., ITxamples of such p.clzc~tlons seriec
are ''ildlife Review, Tish Dissase L=zaflets, T2source
Putlications, The DTOJT§&3i'8 z < 5
Scientilic Resports, Jadangered S;scies Techmical
Bulletin series, aal w,u.ﬂ_o;;zcal Serwice Frogranm News,
POFPJLAR TUEBLICATIONS ?*_E includes conies of a large
number of items ecreated by or on *he hahalf of the

Se ervice for the educauwon of tha gzraral public abuunk
the aims and activities o .

he Service, Laacples ol
such pudblications are Dasert Tighorn Cheep, Petler
= o
1

unting and Tishing on Zasl) “ater-ned Crojects,
Puffalo snazemont, The Lold Zagie, and other publicatd
from ths "Conserwation Sote” gerins; and similar

itens.,

B
ﬁ ~1]%

o }-h ’(

(4
ok

(1) DPublicabions printed b,.ql Covermant Frinting
ic BC), Bramg bagcmo L issues of publlua—
tions from the S““IES 11“+e¢ snder "linagerial
Publications™ and "Tec'ini “vblicztions® above,
A copy of each is &ubOHatlpally provided Lo iRS

Review enmually. Destroy in agency when re-
vised, supsrsedsd, obeolate, or ne longer
circulated.
Publications printad by the Lepart
Interior or nther non~ﬁ‘C orzznization, Hiamples
Zndangered ﬂ“ﬂc}es ?e uhvca? llet%q”mmﬂf aﬁ’ﬁ*&:
iological Szrvice Ylews seriss, AN joeme Stowoemod
serles /st s TR o e bt M Nanagerial' and
"Technical™ publications, sbovs,
{a) Q=cord co V-—ureak file annually. Cffer to
MARS 6 months 2fter files break. ( Arr. by
publication), Ca, 3 cu. [t./yr.

ment of the

.

o~
N
S~

wolicies, .02, 40,
8
>

TT Yo
ol g -

1745z 2,

30-1,
”

740

TI-TVA-

1792: 35

ons

indlude
+he

(b} 411 othar copies--Review annually.Desteay whes

115-203

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

GPO 197, O - 579-387

STANDARD FORM 115-A

Revised July 1974

Prescribed by General Services
Admirustration

FPMR (41 CFR) 101-114
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. rev‘csed} Swerse&eofjiabsde‘je} or ho IWjer“ c‘i‘rcula}w(,

D. Press kelease File (Nirwanceo cmronolocicaLy),

(1) Record copy. {Bound in volumes.)

PERMANENT. Break file annually. Transfer to FARC =
in annual increments 3 years after file break.

Offer to NARS when 10 years oid. Annual volume:
1.5 cubic feet.

(2) A1l other copies.

Destroy when 4 years old or when no longer of
reference value, whichever occurs first.

E. Speech File. File consists of copies of speeches
delivered by the Director or other high-ranking
agency officials on substantive topics relating to
the Service. (Arranged chronologically.)

(1) Record copy.
PERMANENT. Break file biennially. Offer to NARS

5 years after file break. Annual volume: 0.5 cubic
foot.

(2) A1l other copies.

Destroy when 3 years old or when no longer of
reference value, whichever occurs first.

¢ Pucu»uarv Mnes. ONE corvy o Encud PUBLISHED MmaP
AND PorrFalic PRODUCED Or 0 0N QFMALE OF THE Seevicy,
IMLLUDING MALK 0O ANe VARIANT, ANAD AL RY-
LATED Moievs. ( A RRANGKD B¥ o PIC),

PERMANIBAMNT [Brenax ©FILv 1nre BiZnnaL
fNCRUMEnTy And offFie 8 INARS { Yhings
PETFR Fitlt Qriak , 1D Novac voLume: 0.3

CyuBlic ¥OOT.

115-203 Four coples, including original, to be submitted to the Natlonal Archives STANDARD FORM 115-A
flevised Jduly 1874
Prescnibed by General Services
Admirustration
GPO 13175 O - 379-387 FPMR (31 CFR) 101114

e R
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9

SAMPL 10
108 EOOR ACTION TAKEN

70

]

Recordings. Files.,

A. Audio Recordings. These records are created by the
Radio/TV Programs Staff, Assistant Director-Public
Affairs. (Arranged by titl¢.) Annual volume:0.5 cu.f

(1) Public service radio announcements concerning en-

and fauna, and wildlife information; radio news
feature spots on selected flora and fauna; other
broadcasts that highlight current Service project
and important scientific developments to which
the Service is a contributor. An annual selectio
of 5 representative public_service announcemehts
should be made by the Service.

(a) Conventional, mass-produced, multiple copy
disc recordings--the master tape, matrix or
stamper, and one disc pressing.

of selected public service announcements

when no longer needed for administrative use
or when 5 years old.

cassett, or cartridge)--the original tape
or the earliest generation of each recording
and a "dubbing" if one exists.

of selected public service announcements ang
anntal accumulations of news feature spots
when no longer needed for administrative use
or when 5 years old.
(2) Audio recordings included as part of a project file,
case file, report or similar type of record.

Dispose of in accordance with the approved dispositionm
instructions for the records of which they are a part

(3) Public Service Announcements not offered to NARS--
Destroy when no longer needed for administrative use.
B, Video Recordings. These records are created by the
Radio/TV Programs Staff, Assistant Director-Public
Affairs. (Arranged by title.) Annual volume: 1 cu.ft.

(1) Public service TV announcements concerning such
activities as endangered species research and re-

dangered species, Federal laws that protect flora

[5]

[

PERMANENT, Offer to NARS 5-year accumulaticgns

and annual accumulations of news feature spats

(b) Magnetic audio tape recordings (reel-to-redl,

PERMANENT. Offer to NARS 5-year accumulatigns

covery programs, law enforcement efforts, and

115-203

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

GI'O 1975 O - §79-387

STANDARD FORM 115-A

Rewvised July 1974

Prescribed by General Services
Administration

FPMR (41 CFR) 101-114
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10
ACTION TAKEN

2.

animal damage control projects; feature spots narrated

by celebrities such as Lorne Greene (discussing various

laws and regulations governing importation of wildlife
and wildlife products into the U.S.) and Paul Newman
(attempting to educate the public regarding the pro-
tected status of birds of prey); announcements con-
cerning the annual Duck Stamp Contest; and similar

presentations, An annual selection of 5 representative

public service TV announcements and public service spof

/S

should he made by the Service.

PERMANENT, Offer to NARS 5-year accumulations of
selected public service TV announcements and public
service spots and annual accumulations of news

features when no longer needed for administrative use
or when 5 years old.

(2) Video recordings included as part of a project file,
case file, report, or similar type of record.

Dispose of in accordance with approved disposition
instructions for the records of which they are a part.

(3) Public Servicggﬁnnouncements and public service spots
not offered to NARS.

Destroy when no longer needed for administrative use.

e ———— e e—— e —

Reference Files. These are nonrecoro copies of

. pubTished materials; extra copies ot reproduced

directives, manuals and administrative issuances of

which surname copies are held as records; extra copies of
documents maintained for reference purposes such as
information copies of reports; day or reading file copies
of outgoing correspondence; tickler, followup, advice, or
suspense copies of correspondence; identical copies of
documents maintained in the same file; workpapers such as
preliminary drafts of correspondence and memoranda; note-
books that have been transcribed; and temporary papers or
forms used to control or facilitate internal work in
progress.

174
%6,
100
104

179

II-NNA-

5:
99,

]

2:

Review file annually. Destroy material when 5 years
old or when no longer of reference value, whichever
occurs first.

T1-NNA- -

M 115-A

115-203

-Four copies, inciuding original, to be submitted to the National Archives

__STANDARD_

. Rewised Jut,

eneral Services

s=Prescnbed 101-114
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72

73

Statistics on Visitors to Service Facilities, Statistics

reflect such information as number of visitors, total
visitor hours, types of visitor activities, visitor
impacts on Service facilities, modes of visitor trans-
portation, and so forth,

Destroy when statistics are 5 years old or when they are
no longer of reference value, whichever occurs first,

Still Pictures.

A, General Subject File, Photographs maintained in the

Washington Office by the Audio Visual Staff, Assistantl792: 92
Director-Public Affairs, and by Public Affairs Officexs

in the regional offices., Subjects include Service
facilities such as fish hatcheries and wildlife
refuges; examples of flora, fauna, habitats, and
animal damage; and other documentation in areas such
as land history and human history. The photographs
are either created or received by Service personnel.
(Prints are arranged alphabetically by subject.
Negatives are arranged numerically.)

(1) Washington Office.

(a) Black and white photographs--the original
negative and a captioned print.

PERMANENT. Breagk file every 5 years. Offer
to NARS when no longer needed for admin-

istrative use or when 10 years old, whicheveg
occurs first., Annual volume: 0,5 cu, ft.

(b) Color photography--the original color trans-

parency or color negative, a captioned print

and an internegative, if available,

PERMANENT., Break file every 5 years, Offer

to NARS when no-longer needed for admin-

istrative use or when 10 years old, whichever

occurs first, Annual volume: 0.5 cu. ft.

IT-NNA-
1745: 2,
II-NNA-

2T

115-203

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

GO 1975 O - 570-387

STANDARD FORM 115-A

Revised July 1974

Prescribed by General Services
Administration

FPMR (41 CFR) 101114
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(2) Regional offices
(a) Black and white photographs--the original
negative and a captioned print.
PERMANENT. Break file every 5 years. Offer
to NARS (appropriate regional archives)
when no longer needed for administrative use
or when 10 years old, whichever occurs first,
Annual volume: 2 cu. ft.
(b) Color photography--the original color trans-
parency or color negative, a captioned print,
and an internegative, if available.
PERMANENT. Break file every 5 years, Offer
to NARS (appropriate regional archives) when
no longer needed for administrative use or
when 10 years old, whichever occurs first.,
Annual volume: 2 cu., ft,.
B. Endangered and Unendangered Species File,
35 mm color transparencies maintained in the Washington
Office by the Audio Visual Staff, Assistant Director-
Public Affairs., Photographs are of many species of
flora and fauna such as the whooping crane and snail
darter. The subject matter is not duplicated in
72A above. (Arranged by category, thereunder by
name of species).
PERMANENT. Break file every 5 years, Offer original
transparency to NARS when no longer needed for
administrative use or when 10 years old, whichever
occurs first, Annual volume: 1 cu. ft.
115-203 Four coples, inctuding original, to be submitted to the National Archives STANDARD FORM 115-A

GPO 1975 O - 579-387

Revised July 1974

Prescribed by General Services
Administration

FPMR (41 CFR) 101-11 4



?

Request for Records Disposition Authority — Continuation

JOB NO

"298%t 52

7
ITEM NO

8 DESCRIPTION OF ITEM
(With Inclusive Dates or Retention Periods)

SAMPLE OR

S 10
J0B NO | ACTION TAKEN

D.

Original Artwork. Original sketches, drawings,
and paintings created by Service staff artist in
the Washington Office, who is a member of the
Audio Visual Staff, Assistant Director-Public
Affairs., Subjects include all types of flora and
fauna. Some of the original work appears in
Service publications, or on posters used for pub-
licity purposes. (Arranged by subject)

PERMANENT. Break file every 5 years. Offer to
NARS when no longer needed for administrative use
or when 10 years old, whichever occurs first.
Annual volume: 1 cu. ft, (50 major works)

Photographs included as part of a project file,
case file, report, or similar record.

Dispose of in accordance with disposition instructions
for records of which they are a part.

115-203

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

G875 O - 574=387

STANDARD FORM 115-A

Revised July 1974

Prescribed by Genera! Services
Administration

FPMR (41 CFR) 101-114
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4. ;Technwca1/5cwent1f1c Report Files. Files include reports |II1-NNA- .
' prepared by Service personnel that document the accomplish-1745: 8,
ment of routine assigned functions when those functions 12. |
are of an essentially technical or scientific nature.
These reports are normally prepared by personnel working
outside of the headguarters environment. They are
designed to show the status of either an individual or

: team effort and may be filed on either a voluntary or

‘ mandatory basis. These reports are not of enduring !
value.

Destroy 4 years after the completion or termination
of the effort about which the document reports, or
! when the document ceases to be of value, whichever
occurs first.

#5. 1 Tort Claims Files. Record includes all substantive
! correspondence and documentation regarding tort and
other types of claims brought before the Court of Claims.

Destroy upon expiration of the statute of 1imitations
that governs such claims. In the case of tort claims,
the statute of limitations expires in 6 years.

%&. | Verticle and Oblique Aerial Film, Conventional Aircraft. | II-NNA-
. Verticle and oblique f1lm 1n black and white, color or 1745:
“false color," including photo indices (controlled or 92. i

uncontrolled mosaics), flight line indices or coordinate f
grid systems used in finding aids that: !

A. Provide documentation of the properties, operations,
and conditions of the Service; or contain information
that is unique in substance, arrangement or manner of
presentation and unavailable in another form; or
document actual events or phenomena which are signifi:
cant; or utilize a significant new technology and
represent an advance in the state of the art.

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

Revised July 1974

Prescribed by General Services
Gl gas N N Agministration
. > 0. 37ea3Bt FPMR {41 CFR) 11114

-4

115-203
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(1) Original or master negative.

(2) Copy negatives, internegatives, rectified 3
negatives and glass plate negatives that are :
annotated.

(3) Annotated prints--one copy.

annuall
PERMANENT. Break file biemmierly and offer to NARS
when 10 years old or when no longer needed for
\ Service use, whichever occurs first. Annual volume:
’ 1 cubic foot. i

i B. Are not permanent records as described immediately !
above.

Destroy when no longer needed for Service use.

*C. Are included as part of project file, case file,
report or a similar type of record.

Dispose of in accordance with the approved .
disposition instructions applicable to the records
of which they are a part.

#3. western Hemisphere Convention File. File includes
correspondence and other records concerning the creation,
development, and implementation of the Convention on
Nature Protection and Wildlife Preservatwon in the
Western Hemisphere of 1940.

]A. Material relating to policy creation, development,
; and implementation. (Arranged numerically by |
j subject-numeric code.) |

(1) Record copy. ;
PERMANENT. Break file into biennial segments and t

offer to NARS 5 years after file break. Annual
volume: 0.5 cubic foot.

(2} A1l other copies.

Destroy when they cease to serve the purpose for
which they were created.

B. Material reflecting repetitive, routine, or
housekeeping activities.

Destroy when 3 years old or when no longer of

‘ reference value, whichever occurs first.
115-203 - — S woUrtopies, WIUting ONGINET W e St o e Wt 1 AMWGT—W
Revised July 1674
Prescrnibed by General Semces
- . Admmstraton | -~ -
T 1075 45 - 574387 FPMR {41 LFRYV 1011 AR
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7%

#9

Q0

PLANS, PROGRAMS, AND BUDGET RECORDS

Annual Program Advice File. Annual program advices (PA)
provide current-year national program guidance, regional
guidance, and control schedules for the achievemnt of the
objectives and policies described in the PMDs. The PA
record file includes the surname copy of the document
titself as well as the substantive correspondence, studies,
| reports, and any additional significant supporting data
"associated with the development of the PA.

+A.  Record copy.
Destroy 5 years after effective year.
B. A1l other copies.

Destroy when 7 years old or when no longer of
reference value, whichever occurs first.

Annual Work Plans Files. Annual work plans (AWP) provide
for the portions of the Service addressed an approved
plan for the expenditure of funds budgeted for the
accomplishment of programs described in PAs. The AWP

~record file includes the surname copy of the document

itself as well as any significant, substantive documenta-

“tion in support of the AWP.

"A. Record copy.

Destroy 3 years after effective year.
B. A1l other copies.

Destroy when 7 years old or when no longer of
reference value, whichever occurs first.

Budget Preparation, Presentation, and Apportionment

Records.

. A. Budget statements - estimates and justification

prepared at Service level, budget digests, budget
briefing books, and program and financial plans
developed under the Program Management System (PMS)
or its equivalent. Also included are PMS policy,
responsibility, reporting, evaluation, execution,
anc procedure guidelines.

115~203

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

GPO 10%s (1 - STUSHET

STANDARD FORM 115-A

Revised July 1974

Prescribed by General Services
Admimstration

FPMR (41 CFRi 101~114
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8l.

Break file biennially. Transfer to FARC

4 years after file break. Desreoy wizen 8 venes
oLO.

Substantive documentation - appropriation language
sheets, narrative statements, related schedules and
data, and so forth - utilized in the preparation of
the final iteration of the foregoing records.

Destroy 2 years after close of fiscal year covered
in budget.

fProgram Evaluation Files. Record includes letters and

| memoranda, evaluations of program status, associated

"'studies and reports, and any other substantive documenta-

tion that reflects the status of a particular program or
i a facet thereof.

1
!

Destroy when 5 years old or when no longer of
reference value, whichever occurs first.

Program Management Document File.

A,

Program Management Documents (PMD) describe the
long-range program policies and goals of the
Service. As such they are the principal source of
guidance in the areas of policy, budget, and
programmatic development. The PMD addresses a five
to ten year time frame, is reviewed annually, and is
updated as required. The PMD is issued by each
national program manager with the concurrence of
the Director. (Arranged alphabetically by program.)

(1) Record copy.
PERMANENT. Break file into 4 year increments and

offer to NARS 2 years after file break. Annual
volume: (.5 cubic foot.

(2) A1l other copies.

Destroy when they no longer serve the purpose for
which they were created.

Substantive documentation - correspondence, studies,
reports, narrative statements, other data -
associated with the development of the PMD.

115-203

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

G 1975 €1 - 5Twedns

STANDARD FORM 115-A

Revised July 1974

Prescnibed by General Services
Administration

FPMR {41 CFR) 101-11 4



Request for Records Disposition Authority — Continuation 1 408 NO PAGE OF
46 of 52
9
7 8 DESCRIPTION OF ITEM 10
TEM NO (With inciusive Dates or Retention Periods) Sﬁg;LSOOR ACTION TAKEN
Destroy when 5 years old or when no longer of
reference value, whichever occurs first.
;
4
"
|
i | i
j
i
]
‘ 5
|
% ;
1 +
: f !
5 ! ;
. |
| |
i ,
! . !
| i,
1 2
i
, !
! :
| .
; , ;
2
H
115-203

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

Giay 1975 ¢y - 5TwadBT

STANDARD FORM 115-A

R d-Juty.1874
Prescnibed by General Services

FPMR (41 CFR) 101-114 ©
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RESEARCH AND ENVIRONMENTAL RECORDS

Environmental and Energy Conservation Files. Files
inciude record copies of several different periodic
reports made by Service personnel regarding environmental
or energy conservation issues.

Destroy 2 years after date of report.

Environmental Impact Statement (EIS) Files. Files
contain correspondence, letters and memoranda, reports,
studies, surveys, cartographic materials, congressional
inquires and input, and other substantive materials
relevant to the preparation of an EIS. These statements
address the environmental implications of the granting of
permits and licenses by such Federal agencies as the
Federal Power Commission or the Nuclear Regulatory
Commission for the construction of power plants, pumping
! stations, transmission lines, storage facilities, and the
i Tike. Environmental Impact Statements also address the
“activities of such agencies as the Corps of Engineers,
Bureau of Reclamation and Soil Conservation Service as
the programs of those agencies have environmental

i

| implications. Finally, these statements also address

: activities undertaken in accordance with specific pieces
of Federal legislation such as the Rivers and Harbors
Act of 1899 or the Federal Water Pollution Control Act
of 1972.

A. Approved projects.

Retain for 4 years following project completion and

then destroy.
B. Unapproved projects.

Retain for 5 years following any substantive
interest in the project and then destroy.

Note: The files discussed do not contain the record
copy of environmental impact statements. The Enviaen-
menrac Prorecrion Rorncy is charged with the
responsibility of maintaining that record.

II-NNA-
1792:
70.

;
|
|
|
|
|
|

115-203

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

GrO o755 . 55u-387

STANDARD FORM 115-A

Revised July 1974
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g5

i
1
|
l
|
!
|
|
i
|

I National Wetlands Inventory Classification System. Records
;document an ongoing activity that had its inception more
: than 25 years ago and which is unique in its content and
i purpose. File inc?udesﬁsqbstantive correspondence wné

fam;scellaneeus_maxe*éa+s,f?eports, surveys, planning,

| programming andfﬁﬂﬁﬁ%tary records, agreements, and
~directions. (Arranged chronoiogically thereunder
| topically.)

'A.  Record copy.

PERMANENT. Break file into annual segments and
transfer to FARC 4 years after file break. Offe

cubic feet.
B. A1l other copies.

Destroy when they cease to serve the purpose for

which they were created.

r to

NARS 6 years after transfer. Annual volume: 1.5

115-203

Four coples, including original, to be submitted to the Nationa! Archives

G Ja"n O - §7wa3A%

STANDARD FORM 115-A

Revised July 1874

Prescribed by General Services
Administration
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86

87.

s

Natural Area Files. Files include correspondence, letters
and memoranda, cartographic material, designation propos-
als, decision memoranda, and other material relative to

the establishment and disestablishment by the Director of

PERMANENT. Transfer to FARC 2 years after establishment
or disestablishment decision., Offer to NARS 5 years after
decision. Annual volume: 0.5 cu. ft.

| R&D Raw Data Files. Technical and scientific data accufius

specific parcels of Service land as natural areas.(Arranged by natural area)

lated from the conduct of research and development in a
laboratory or similar environment.

A. Data determined by competent scientific or technical
personnel either to be duplicated in technical
reports or elsewhere in project case files, or to be
of such a routine or fragmentary nature that their

TT-NNA-
1745:

retention would not add significantly to the project

115-203

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

CH 9Ty (1. §TNa3RT

Revised July 1974
Prescribed by General Sehvices
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2%

' schedules, and correspondence maintained by the offices

- Service research and development programs; and materials !

' programs.

file.

Destroy 6 months after completion or termination of
the related project or projects.

B. Data determined by competent scientific or technical
personnel to be of significant value beyond the life
of the project on behalf of which they were compiled.

RBrenx fier nanunwy., Transwer 1o FARC wren § YIRS,
oLd, DeiTroy wHrn 20 vEAR: oL,

R&D Program Files. Files include program documents,

responsible for execution, review and analysis of

relating to the general planning and supervision of those

Review files annually. Destroy that material which i§
no longer required to support the R&D activity of the ;
Service. ?

' R&D Project Case Files. Records are maintained at the

laboratory or comparable level, and present a complete
history of each project from initiation to termination
(completion). Record includes procurement files, i
consisting of a copy of each contract or agreement for :
research services with appropriate modifications, changes |
or addenda; project authorization documents; technical |
characteristics; test results; drawings, specifications, .
and photographs deemed necessary to document design,
modification, and engineering development; technical and !
progress reports; notice of completion or cancellation;
reference to the location of prototype models, films, or
other items too bulky for inclusion in the files; and !
correspondence that influenced the course of action on a |
project. i

A, Jice suBsTAATIVE TEWAIAL AND SUENTIFIL DWUMENFATIND

Bergnic RivE nanvawy, Tarnsree 7o FRRC € yrars
ARTEL FILE BREAK. VEsTecy Y0 yEARy, AKRTAR FILE BRERK,

B. /areaiat perLecring REPRTITIVE  ROUTINE, CR HOVSE~
'K EBPING RCTIVITIRS )

S ASTRCY WHEN 3 YEAR> GLD oR WiHkn (FCREAIES TO

SECVE THE PURPCSE PCL wjdieH /T RS LREBTRD, WHItH FVE
CeLv ks FiRyT

-
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q0. R&D Summary Progress Reports Files. Filés include TI-NNA-
reports submitted by laboratories and other similar 1745:
activities to document the initiation and degree of 76.
completion of projects, and consolidated reports prepared |
therefrom. %
A. Copies of reports retained by reporting activities. !
Destroy 1 year after completion or cancellation of E
related projects. |
|
i B. Feeder reports used for compilation of consolidated !
; reports, except as indicated in item C. |
‘ 1
i
| Destroy upon submission of consolidated report. %
| ' |
éC. Consolidated reports, consisting of the record copy % §
! of each consolidated report any feeder reports .
; used for preparation thereof that contain technical
| or scientific data not fully documented in the :
| consolidated reports. 3
f Destroy when 7 years old. Transfer technical or |
: scientific data considered by competent authority i
l not to already exist in the Technical Report Files ;
E (item 9! of this schedule) to those files if that f
| data continues to be germane. ! i
. | ;
9/. | R&D Technical Report Files. Files include record copy of II-NNA-'
" ynpublished manuscripts of reports prepared in conjunctionll745:
% with projects, article reprints, 1 75.
| statistical and graphic compilations, summarizations, and }II-NNA-
' analyses. P1792:
89. !
Review annually. Destroy when they no longer serve ‘
the purpose for which they were created.
B . i
|
{
' : |
!
|
115-203 Four coples, including originat, to be submitted to the National Archives STANDARD FORM 115-A

Revised July 1974
Prescribed by General Services

Admimustration
GPO 1075 1« 5Tue387 CDAAD (A1 FAPEDL 1A< << &





