
•	 ~ LEAVE BLANK 
REQUEST FllR RECORDS DISPOSITION AUTHORITY JOB NO. .... . (See Instructions on reverse) 

".> ..	 In-79-~-1 
DATE RECEIVED TO:	 GE~AL SERVI~S ADMINISTRATION
 

NA NAL ARCH. ESAND RECORDSSERVICE, WASHINGTON, DC 20408 12-27-85
 
1. FROM (Allency or establish men t) NOTIFICATION TO AGENCY 

Department of the Interior In accordance with the provisions of 44 U.S.C. 3303a 
2. MAJOR SUBDIVISION the disposal request, including amendments, is approved 

except for items that may be marked "disposition notNational Park Service approved" or "withdrawn" in column 10. If no records 
3. MINOR SUBDIVISION are proposed for disposal, the signatureof the Archivist is 

not required. Chief.Branch of Directives & Paperwork Management
4.	 NAME OF PERSONWITH WHOM TO CONFER 5. TELEPHONE EXT. ARCHIVIST OF THE UNITED STA~S 

D~Warren S. Dade, Records Officer	 523-5138 "llt'i r c:o~~ 
6. CERTIFICATE OF AGENCY REPRESENTATIVE 

I hereby certify that I 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 paqets) are not now needed for the businessof this 
agency or will not be needed after the retention periods specified; and that written concurrence from the General 
Accounting Office, if required under the provisions of Title 8 of the GAO Manual for Guidance of Federal Agencies, is 
attached. 

A. GAO concurrence: D is attached; or ~ unnecessary. 

B.DATE	 D. TITLE 

12-19-85	 Chief, Br. of Directives & Paperwork Mgnt. 

9. GRS OR 10. ACTION 
7. 8. DESCRIPTION OF ITEM	 SUPERSEDED TAKEN

ITEM (With Inclusive Dates or RetenHon Periods) JOB (NARSUSE
NO. CITATION ONLY) 

This comprehensive records disposition SChedule supersedes all 
previously approved records SChedules of the National Park 
Service. 

Any record series created sUbsequent to, and/or net disposable
by, this schedule will be covered by supplementary records 
disposition authority to be Obtained from theKX National 
Archives and Records Administration. 

Records are arranged in accordance with the provisions of the 
Park Service filing System (alpha-numeric). The term WASO 
indicates effices not only in their Head~Uarters, Washington, 
D.C. but those under/ direct supervision, i.e. Denver Service 
Center and two training Centers. 

I 
I 

STANDARD FORM 115 (REV. 8-83)_115-108 ~	 ~ NSN 7540-OO-634j~o/// Prescribedby GSA 
FPMR (41 CFR) 101-11.41J~7J7Jf/ttl11- dzzlri2Y 
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-----RECORDS MM!AGEMENT Gt;IDELINE NPS-l ~ IIHRODUCT IOrl APPENDIX B Page 

This Schedule reflects the disposition cf all ~PS records in accordance ~ith General Accounting Office and Nationel Archive~ directives. The 
General Records Schedule (GRS) cites disposition of similar 90vern~ent-wide records and is an integral part of the NPS Schedule. 

~ecords documenting po l lcy and establishing precedent are permanent in the issuing office and must be filed separately according to the National 
Park Service Fi Iir,~System. The se records ,Ii II be transferred to the FerleraI Jlrchives and Recore's Cent er (FAPe) under the trational Park Service 
Records Control Schedu le (NPSRCS) 1.1. (Pf eas e see next page for description of each schedule.) 

ThE: following methods are recomnended to maintain and transfer records to the Ferleral Jlrchives and Records Center. 

WASO - Break files every 2 years, transfer to the FARC after 4 years. 

REGIOI' - Break fi les eve rv 3 years, transfer to the FARC after years. 

PA~K5 - Break fi les every years, transfer to the FARe after 3 years.** 

Accurate measurements must be retained of temporary record material ce~trcyed and permanent MatE'rial trcnsferred to the FARC. This information 
Is entered on the Annual Records Program Report, Form 10-26, and submitted to WASD by October 30 of each year. 

When transferring records to FARe a shelf list identifying each folder must be prepared for each shipment and retained in the initiating office. 
In addition, a Records Transmittal and Receipt, SF 135, will be prepared and transmitted to FARC prior to shipment of records. (See Instructions 
on the form.) 

A new concept for NPS files Is rE'qulrec,to conform with the GSA Bulletin FPMR B-66 dated September 14, 1976; to relieVE: the parks of the tedious 
operation of packing and shipping records; and to el iminate dupl icat ion of records housed in the Records Centers throughout the country. 

I1o*Parkswill transfer records accumulated through December 31,1977 directly to FARC in the usual manner . Beginning January 1,1978, parks will 
provide a copy to Region of all permanent material, as It is generaterl. In the interim period, until all 1977 park recorjs have been transferred,
parks will use instructions for disposition in the "Region" column of this Schedule. 1978 and all future park records will be disposed In accord-
ance ",Ith Instructions In the "park" column. These arrangements should be coordinated with the regional Records Manager. When It is de t erm ined 
that caples of park records should bE! retainee for administrative use, it Is suggested that they be bound in volumes and transferred to the park
library or to NPS Reference Services. Harpers Ferry Center. NPS, Harpers Ferry. West Virginia 25425. 

Transfers of Archival material to the National Archives and Reference Service (NARS) may be made directly from any area. Further instructions 
will be provided In the Records Management Guideline. 



R(CORDS KAHAGE"ENT GUIDELINE	 N~S RECORDS DISPOSITIOM SCMIJUlE APPENDI •• '''' .. 
. I 

for disposition purposes. the follow.", K.... I.... III ePIII,,: 

NPS Records Control Schedule (NlSRCS) I 'fMC D'ipou' Author It" t,
Records to be tr.ns'err.d to ,''C. . 

II .. I. Offer to NUS ..... )D ItIld,fS 1111" "nn 01011.* 
It~ 2. Destro" ..... IS ".. r, old. IVPSACS 1112n 

WS	 2 
trens erred to
 
"uln.
 
Dellroy.


It.. Off.r to HARS dlr.ctl" fra. Nf1 Ar •• 
(Coord'_te ..Ith ".'_1 I.ecwlll, ........ rt 

It.. ~. Trensf.r to L'~rery of Contr." 

When ca.,let'ng Sfl)~. Records 'r.ns-'tt.' .nd lec1.'At. und.r Dispose. Author't" (Colu.n h).
 
plene ~...... for per,..nent records or". 11/2 ffW .ho,. d... rore4 ... "
 elthe!.., 1I1I	 IS yunold. .	 . 

*Note:	 for all permanent items transfer to the National Archives in 
five-year blocks. 

.,
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""S .ECOIOS DISPOSITION KltEDUt.E RE(OROS ~AGE",'" GUIOllIH( ------	 '-.--.. •------- r-------	 - -- - ---- ------------------- _1 .,.,.. 
L«U .. 

.AIO, PLANN..... & f.A_1t(, CIN"., .lueIIl --r----- PA.. ' .... ' ...... UD_U....	 ------ - -- ---.----- ---,--._--coo. DUC.IP flON Of .. " fI.l~	 fA.C ......".-
A - A~I"'STRATION AND ~IMlNT 

.•ft a I ... ,.. D. ft. ,J	 .. 
..,. .• nf lelllpOr~;11y .....nl 

offlcl.h. ) 

AI' 
HI'lorl~ Siles. 8ulldlngl. ~ 
Iton.-nl, 

Est.bllsh case file, a, 'ollow,: "'SICS 1.1 'ran,f.r 10 FARe when 
d. Record copy	 , yrs. old 

,,'S,,(S2.2 i'est,.o'f q.t:4t .....1- Destroy.fter 3ye.n
'IrS oy wW~ V\ 0 or ....... no longer 

ne"" for refer.", •. 9rvv(" '0"",. Vl." e'"feY -c« ~~"c:a,..AI.	 ~vlsory Io.rds. Field IOrganizallon.
~el Ings. Reu_ndal I:....) 

Uabllsh case flies a, 'olln..s.
 
Ia. Record LOpy (al level 0' origin) ""Ies .. I
 

~. Hoor.Lurd cop ie s ""PeS 2.2 ~,~ .fter' ye.n	 O.,.roy d'.er 1 ye.rs
or when no I~er" ' needed 

IN' ••• ,." 



M'" .ICOROS 01S"O $I nON SCHEDULER(tORDS MANAG(MENT GUIDEliNt "'PS-I~ ""UIO IX • '.ge 2 
- ------------------~---~-----------~--------------

LOCATION

.1_, ...... , _ 0' .... flllD _" ... 10. "LANNIN" & ' ....... N.. CIN'I.'
 
- - -- - ---- - r---------' ..1 --- - - - --- -;;.c·CHI DUC.1.. 'ION Of ... U.I", 

.".OlllION IMi'''C.' ... , "II'OM11O" __ ' •• "IIUC ,_, 

oj', " 

All .. 

lb. RoutIne correspond"n"., WSllts 2.2 O.,s,roy .".,r-2 y.,.rs. Geuroy aher..!l yea r s . 

ferg.nIIW.lcwl, "Iliu'es ....... ~'ut-tunt-
.ILL ••

i; .....rt_t.1
 
27 Int.ragency

)1 W.,hlng.on Off I,.
 
)S fl.ld Offices
 

(1••'llsh case fll.,s., follows;
 
Wi .... biof...".' I••lew~-"f-"'ri1]fn'- -- -tH'SAES ,. I --- -innd .... to f~ ,... ~opy to lIeglon


I. -•. 
aher , ye.rs. 

,_ ~record copies .... SIICS 2.2 Ges.roy .f.er~ ye.r,. "'troy a'.erj7 ye.rs. 

http:W.,hlng.on


lI(cellOS """AG£IIN' GUIOtllll1 .... , lICO.' DlY'O'''1OM 1OI18UI.I 

'ILl 
CON DUCe,,. '10" ..... , ... "" 

15 
11 
I~ 
2. 
2) 

ftonthly
Quarterly
S_I-Annu~1 
"nrual 
!. iIu~t Ion 

NOU: Ann ....I nr ..~ required subSldntlve 
~"~llve reporl~ of re'llon. I dlreclors,
suprrintend~nl~ ~nd mdn"'1~r~ dealing with 
over~11 Wkn ..y~nl, Sld'U~ of progr .. s 
~nd oprrat ion cof the ..r ea s . (llecord set 
of r ts reeelve~ ..nd malnl~ined at 

"'SIICS 1.1 lrdn,\' f' 
t. yea,. 

'I' 
old 

Dest,oy
old 0' 
_eded 

~ J yea,s 
no lOftIer 

fo, r.f.renc. 

for 

~~""''''IION~~~'-''4.....ad '.I..anA.1I, (_," ....~.""'~ 

',ovldlrg ~sl~ f~r ..dmlnISlr"llve 

action. 6 y.,.,. old 

..,·1 fOf i..c luslon In 
ia., IIV i.l" ..I' s 0" Ie 1.1 
pe,sonnel fold., 

.... troy 

IS Y". 
hu,oy 
IS yrs. 

'rovld. copy to legion
Oest,oy '.rk file. 
.fter 6 y•• ,. 

D.a&~ey .• f,•• J .... h. 

,
 
J ' 



"ll 
COOl 

R((ORO~ "IIHII(o("(NT tulOlllNI 0/' 

DUCIII' '10" Of II" n.,Al. 

',-19 --- -- -" , -- ------

.,,10.I'l,... ..' ..C; & 'I", ...... CI"".' 

."' ... ,_ .. " .. CIIOII' 

__ , -'AH'-'-'l;.;;...::;.,.:,..-'--.:.c-- '~=_'__II'___._ 

.ICIOIt.----------r-- 1'''.' ""'0'''. fll&..... " 
·f' 

ISI, 
... 

b. 

j • .., : 

Providing b..~i~ '0' inve~1igallons, 
adMini~lrallve aCllon" elc. 

Roullne co,re,pon~ence 

.. PiILCS 1.2 

GAS 111.1 

Record copy 10 Per~on-
nI'l for in(lu~ion In 
Indlvlc'ual', offldal 
p..r~onnel 'nlele,. 
(0",,,1.4101,, ...,,,It inq 

In 1 .. 11", 0' reprl..nd 
...U be filed in pt:r.-

rl~ht ~Ide of or 

when Destroy
IS yn. 

'ecord copy 10 'erson-
nel for Inclusion In 
IndividUAl's offlcl.1 
penonnel folder. 
Ca.plalnl' resulting
In letter of reprl..nd 
~,t be filed In per.-
anent right ,Ido 0' 

'r ... f.r to fAie ~ 
• .,..,..o'd. 

... troy
'5 yn. 

Record ~ to 'erson- ~ 
ne I 'or ••cI._~I... In .. 
Indlv'~ or'lcl.1 
P"rWIfIIIfIf to '.r . 
C~fal"t. r•• uliing
In leller 0' r.p,l.. nd 
""~Ibe filed In per.-
ar.ent right .Ide 0'orf. 

'rovlde copy to legion
Deltroy'.r. 'lies 
after' yean. 

De'lroy .'ter ] 8Dftlh~ 

IS 
11 
21 
2) ubllc Inv(,lve_nl (S"etl'ic be .. ,lngs

filed by ,ubje(.l, e.9. 018, LII8, L1611) 

,Ublhh cas", fll ..,." 'olluw" 
Pol icy .. n~ proc:uJu.., 

r • 

"PSRCS 1.2 

.... SIICS 2.2 

Ir ..n,'e, 10 FAl( when 
6 yean old. 

Deltroy after 2 Y"'" 

Destroy
IS yn. 

.,... r.r to fMC .... 

..... ,. 0.4. 

"'If" .'1.' J reer •. Deuroy afler 

-e- " 

•J. 



-- --------------R((CROS ""HAGl"( Ht GUlOll • III .... , aECOa.S DlSI'O" "ON KHEDULI APPENDIX. -
fill 
COOl 

IS
 
I,
 

2J
 
21
 

)1
 

J] 
)5 
)1 

_______-!:!C~!~~ ~ 
.,GMIIII ,,, .. , ...... , .... fllLD ..... n 

Of lCI .. JlON Of N" ".'AL 
......... 'IIUCI ... '
 

, I 

resolullons) 

DeparlMenlal
W.shlnglon O"'ce 

sla" con'eren~e'. squad 
Regional Dlreclors 
Regional o"'ce\ (Include. regional 

of"ce !Iaf' con'eren~es; elso. special

~rlvlcewlde -.ellny, 0' regional

division ~hle").


Olter field office, (Indudu Nallon..1 
P.r. and KonUMrnl sl.ff con'erences). 

Servlcewlde 
Inleragency
Inlernallon~1 

Record copy (at level 0' orlyio) N'~RC5 I. I Trans'er to FARC when To NAIlS Tren,fer 10 fAIIC.....n 
6 yean old ;0 yrs. 'years old 

Honrecord copies ..,SIIC52.2 Destroy eft.r..jveers. 
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RlCO.OS fWlAGI .... ' CUtolllN( -------------
... 10. PL ~ 

... ec 
a' ..........el .. u., 

________ AP-"~I'_'_.. "_I_'._.'_ 

--- --,- .------ -.IGItNI' .._ ..,--,-,- ••••• 

+, 

__ 

'ep , 

.IMIC:, .. , 

IleUe: "cord ,eU ......lIy .. 1.... _...-.__ 
--riecu ••ve Secretery 0' the assoc'etl .,he followl ...eppll•• '0 corr., . 

fll" lIy ..'s, 

(, •..,II,h eese files .s follows: 
•• 'ollcy end 'rocedures .. SIICS 2.2 

IIPSIleS 2.2 

"stroy ) y.er •• f••r 
••plre.lon ~, cher ••r. 

1.(" 

An_I "porU of Cooper.' I... 
anot I•• 10ft,to "S 

Ioutl.. corr ••p0R4ence 

.1 Ageticl., 

OJit'tyJ-AV~ 4~~lJM#frf 

""I" 2.2 

IIPSIIC5 2. 2 

."S/. 

Deu roy eher 'l.. y•• rs. 

DellrOye".,,,,,,,rs. 

~~r,4'A.f'~." ~ YI¥ ~ 

fnr,,, 'I" 
lUll. C;; YII£.i/ 

y.. r•. 

ye.rs. 

7'· 
e~~I'rI»L"11111t 

" 

.",. 



~lCORDS KANAGl"iNl tulOlllNE NPS-19 .... , RUO.OS OISf'OSilIOti SCHEDULE 

' ..1CHI OUC.,PlIOIl Of .. A' •• 'AL 

.AIO. Pl A""INC.& , ......... 

.npolI'_ ""UUCIIO". 

c. CI"U.' 

cOp'er,
I.rv'c.~, In 

'-te, 1.' _d r""o 
'CIIII r.. ulatlon~ 

a. Policy, ,rocedur•• , r. Ions, etc. 

b. Other. ('nclud.s operating records 
such .s ~chlne copies of Inca.lng
and out9Plng ""'dge,. ~ssage
registers, servicf' logs long-
dlU_ce telepllOnereport sa_.rles, 
elC. -- Se~r.le gulde~ .nd file 
folders should b. eSl.bl,shf'dfor 
the various type, of ~terl.'!'. 

TE: Retention rerlod, v.ry for the
dlff.rent .. I.rl.,s. See 
Indicated schedules for specific
Instructions. 

NPSR[S 2.2 

.......... 
CRS 12.--..... 
c.r 
CRS 12.' 

.._ 

Destroy .fler 6 ye.rs
or when no lonljer
needed for reference 

D.,'r(lY (S•• no'e' 

I.r Llo,e of
Ich 

AS2 fund "'sing ~d other CiviL C~-' ns 

TE: Correspondenc- e: ~yroll 
ded~ , resulting fra. e.ployee 

NPSRCS 2.2 

APPENDIX • 
LOCA' .... 

.,GI8III PA•• ' 0 ..... ..... "ILO_" 

J • "-"'IlL 

\ . 

Destroy .fter 6 years De •• r., _f••r , yea,. 
or ~n no longer or ""'- ... ~r 
needed for re'erenee r.e~ r.'.renee-Destroy (See note' Destroy (Se. note' 

Destroy .f'er clo'e'0' De'lroy afte, close of 
flsc.l ...r In ~Ieh In .....fiu.,1 y.ar ,et 
"udited. .udilec , 

Deslroy 

A. '. • 

~,; f.'!t"
'/IV' ., 
,. 1\ '. 



___~N~_P-=-S-_1:.-=9:--__T NP-,S.-R_EC_O_R.__D__S__D__I_S~~SITl~~~_C_H_ED~~~_ APPENDIX 8 Page 8 

FILE 
CODE DESCRIPTION OF MATERIAL 

DISPOSITION INSTRUCTIONS 
FARe 

OISPOSI 

A54 Inspections, A~praisals, 
Studies, Task Forces and 

Investigations,
Surveys 

1 
23 
25 
27 
31 

a. Record copy (at 

Nonrecord copies 

levc l of or ic t r.] 

NPSPCS 

NPSRCS 

2.2 

1. I Transfer to FARe when 
(,years old. 

Destroy after 2 years 

To NARS 
30 vrs , 

Transfer To 
6 years old. 

Destroy after.3 years. Destroy after 3 years. 

o irectorate Memoranda 
Offices' Instruct iona I Memoranda 
Federal Agencies (Separate guides 
file folders may be establ ished 
different agencies).

'.Record copy (at leve l of or lq ir.] 

Nonrecord copies 

NPSRCS 1.1 

~'PSRCS 2.2 Destroy when 

Transfer to 
6 years old 

super 

To NARS 
30 yrs. 

Provide copy to Region
Destroy Park files 
when noncurrent. 



RECORDS MANA~~_E~N_T_GUIPEL_IN_E ~N~PS=--~1~9~_.. N_P--.Sr-R_E_C_O_R_D_S_DI~~OSl_T~O_H_S_C_H_E~~~~__ APPENDIX B Page 9_~--------'-'--=---=--'-'-'-=-------'-"-'---"----
r----- --- ~ ______ ~OC_A_T_I_O~ .._--------------

FILE 
WASO. PL ANNING & TRAINING CENTERS _______ R_E._G_I_O_N_S_-y ~-P-A-R-K-S-A-N-D-O-T-H-E-R-'_I_E_L_D_U_N_I_T_S_ 

CODE DESCRIPTION OF MATERIAL 
DISPOSITION INSTRUCTIONS 

FARC 
DISPOSITION O'SPO SI TlON INSTRUCTIONS 

FARe 
01 SPOSI TION 

DISPOSiTION INSTRUCTIONS 

~~ """2.2 Destroy after 3 months Destroy after 3 months Destroy after 3 month~ 

and 
the 

the field offices maintain 
records sets of their own 

I-------.
I I--------

Issuances. All other copies
of Issuances are disposable
(See A7219 for material relating
to Directives Management). 

r---~1------------
ASS Interments ____ 

(Including Graveslte Reservations) NPSRCS 2.2 Destroy after 6 years Destroy after 6 years ~ 

A60 
19 

~Islts 
~f Government Personnel 

NPSRCS 2.2 Destroy after ~years Destroy after I year Destroy after I year 

21 ~f Foreign Persons 

AI:.., f, ·t, n .C 
<r 

0, 



RECORDS IlANAC;("lNJ tiliOUINE HPS-I, MP' IECOIO' DISPOSITION SCHEDUlE ArPINO ... ____ ..e.,e-'-:""::':,_--.-

PILI 
COOl 

.. "'OW 110" III" WC110", 

•I~' 

LOC.' .... 

2)
21 

)5 

)1 

Kane, ... nt Pol lei•• 
Orgenlzetlonel

Stet_nts 
St enderds. 
Kane, ... nt '-proy_nt Projects 

, j 

t~ 

e. Record copy (et level of origin) 6 To NAIlS 
)0 yn. 

Trenfer to 
y.ers old 

FAR( when , To 
)0 

MARS 
yn. 

Provide 
Destroy
nreded. 

copy
when 

to 
no 

Region
long.r 

15 

Nonrecord copIes 

Is, Hendbooks (GovernMent)
Includes (Ireulers,8ulletlns end letters 

fillS1'.1) 

HPSRCS 2.2 
revoled, or when no 
longer needed for 
reference 

Destroy when super-
seded or obsolete 

Desl roy when supersell.
revoked, or when no 
10n'ler reeded for 
refere."ce 

11 end other HI'S Issuences to HPSllts 2.2 Oeu roy when 

2' De" roy ......n <*sol.te .... roy ~ obsol.te 

'" ~'\ 
'\ 

) " 

f 
.I• 

.. . . 



-----
------- -

------

" 

R((ORDS ~AG(M(N' GUID(LINE N'S-I, 

'11.1 
eODI 

b.	 Correspondence Inlrg
I~Ir.llon .rldpurc...s i~nt 
.nd oper.llon of dupllC:.llng 
~llh rel.ted p.~er~. 

c:.	 'rlnllng proc:uremenl unil c:oples of
requlslll~ns on Ihe 'ubllc: 'rlnter,
I"volc:es, spec IfI(.llon~, .nd 
re I.led pepers. 

d.	 Aequlsillon~ or order~ for non-
person.1 services. such .s dup-
Ilc.tlng, binding, .nd rel.led 
servlc:es (••c:luding .c:counl.ble
offlc:es records' 

e.	 Cupllutlng unll ~opl1!s of .11
p~IIC:.llonl, poslers, c:h.rls,
dlre(t'wfi: r.gul.1 Ion!, boullels, 

'.ge II 
----- --------- _. _._---------------------------------------.-

__.. ~!e~.:'.:.:::.:_. ._~------------ __' . ...
w.uo. 'l..MM..." & , .......... eIMU •• .._. ...........'.....n......
 ------------p--.._..,...._,_ ..... 

.~... , . 
• f' "'ill"~~\	 .~ 

NPSa(S 1,2	 Tr.nsfer 10 fAAe wh.n Destroy Tr.nlfer to fAa( ..... 'UI roy o..,rlll,!',.' J ye.rse, ye.r 5 old IS yrs. 6 y.. rs old IS yrs. 
"~~ 

Deslroy .fler 2 ye.rs Destroy .fter 2 y••n Oelm;; .... r 2 ye.rs 

~roy ) y•• r•• ft.r Destroy) y•• rs .fter 
c... l.tlon or c..cel- cmopl.tlon or c.ncel-
I.llon of r.qulsltlon I.tlon ~f r.qul.ltl~ 

'.5 J.e Pesrrov when I V•• r D.stroy when I y•• r .-- old old 

.'SACS 2.2	 I .,.., 01.... r., .... 



\

. ~• 

fill 
COOl 

I!lC!!III1:i MMCtUI1.II1 IOUIlIlLlHl AI,,,.,IX • 
LOt.., .. 

.. -- -------------,,-----------
•• GIONI 

............. IIUC' ... ' 

f. Dellroy I y•• r .'Ier 
10•• 0' fl,.1 y •• r 

9· 

A70 

NOH: Dupl iedl inC) unl, cople. ue 
u~eful onlv for purposes of 
inlern ..1 oVt"r.I ion, I.rC)ely
ir. connect ion wilh rel.led 
requl~lllon' ur orders. 

15I'21 

(Iyll Defense Progrdm
Are. Use (Noilion..1 Drfen'~)
(onsery.llon (Energy ..oJ W"ler, e',.) 

•. Aecord copy (oil I~ytl o! eriqin) fAII( when roYld~ copy 10 AeQlon 

s 
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_ ."ie». Pl ".......co I , .........co CI"U., .,4iICMIs 
~::, DUUIPllO .. 0' .... U.,AL '1\K1I&IIfr~ ... -.--- -- - .---. ..w, I 

[_..-va______~~----------------rr------------~------_'~--------------~~.:w::o:~~':~:~'::':'::(~'~~:":.~~~~~~~~.:we:::":':"~"'::"~IUC::~':"'::~~~·~·-~·~~	 .. _ .... ..	 __ :"'::':.:':":::"::':IUC::;,,,:::.
lit form4b~1I K· ref!" ~'7r.~II 

[stabllsh ~ase file. es foll~: 
•. I'olle)(.orr.spondenc.	 Transfer 10 fARC when Destroy 'ran,'er to fAR( Nhen DUlro), Iprovlde r__ 1f copy to 

6 years old	 I~ yrs. 6 year. old IS )'rs.RegIon, ",'roy 'ark ~ 
fll••• f,., IS ,ears. ,..., 

15 Aul~t Ie Data I'rOCe\\ln., 

lstabllsh ~ase flle\ ., required for:
 
'olley, I'rocedure\.Slandards, AD' ..'SR(S 1.2 Tr.nsfer 10 fAR( ~,en Deslr°Y Trens'.r to lAKe Nhen '.uroy
lxecutlve loard. 01.,11 i,allon ~f (,ye.rs 01<' 15 yn. 6 YMn old IS yn.
Dala; (aMpUter Soflware Develo~nt
 

..OTl:	 See GRS 20 for \peclflt dls~sal

InSfrucllon~.
 .	 .. . .. . 

I	 ,c ..... ..: 
when oIIsolele 

'. 



-- - --- ---R([CMlDS-fWCA'EfI(.' 'UlDHI. .... S~~ __ ,r- _.S_._I_C_O_._D_' __ __ IDUI. 1 ........
.... __Dl_SI'O_Sl_'IOM IOe __ _ 

' ..IUN Duc .. r, ... o, ....... AL
 

ZI 

S 6ZI,)
stebllsh ~.se files es foll~: 

'oll~y ~o,'.spondeme 

•_r1~.1File 
'one cop" of e.,h I~.I '0'. should 
be f11.d he,.) 

functional file 

T,ensf., to fARC.....n 
6 y.ers old 

T..ensfe .. 10 FARCwhaft 
6 yeers old 

Destroy 'r •• sf.r to fAat when 
yn. ',,_n 01.. ------- -~ 

---- .... ...,- ....... oIIlH .... 

DeU,o" r,."Sr- ... ~fI~ "n. -., .. C, ~() 

Deuroy Denr." .h., 
IS "n . 

""r., .....r.I., ... 
f~ •• "'~tlftued. 
•..., ....... e... '." 

hUro." 
IS y,s. 

"",oy
IS yn. 

rr~'*"~ '0 Regl-e 

h~_~"I.1.... .... 
, . 

h,.,o" --.n "'01 ••• 4.jt C-rf •
~'OI'\,. 

"",oy eft., 6 y..... 

Destroy wheP ,el.ted 
fo,. Is discontinue", 
supe" ...... or ~anc.I'" e 

'I 

t , TYPIST- INSERT UNDER A7221 

- NO'l'E' Conlult General Record. Schedule. 
14,16 and 14.25; •• t.blt.b 'II•• 
accordingly and follow fUt~l.ed 



'ILE COOl 

Rl (OROS "ANA(;l"lNJ (; UIDI llNI 

DUC',P JlO.. 0' IIAII ,'AL 

NPS-19 HI" IICOROS DlSI'OSInON KHlDUl I ___ ~~ _~~_ 

LDcn_ 

•• GIO". 

ArP(~!l ~~_~ 

1.72 

2S 

a. HPSRCS 1.2 Ir~nsfe, 10 

6 yra .. o+d 
fARC when Deslroy

l~ yrs. 
DeSiroy
needed 

when no longer
for reference 

b. PO~lai ror.~ and rel.,ed pa
«(on~I~I~ of rei urn rrcelpls
c~rllfled, In~",ed and reglsl~red
fhdll, recrlpl\ fur incoming reghl£rd
..... 11. elC) 

Co 

d. 

Hail conlrol r er o rds and supporting
and relalrd pap ...s . (Includes
reylshr of ..,.,ryreceived In It,e
.. II rOOM, worklo~( or producllon
report", elc.) 

"..llIn9 and DI~I,ibollun li~h Review 
deslroy
_terla" 

onnually
ob\olele 

ard Review annually
deslroy obsolele 
_terlals 

and 

e. ~ ------(in II i~ I nol-
for.. I dlre(lory 

H'SRCS 2.2 Review annoally
destroy obsolrte 
.. uriah 

and I.vl_ annually
deS'FOY obsolet~ 
.. terl." 

and Rrvlew annually
d&5I'oy obsolel~ 
....'rrl.h 

and 

"

".',
" 

'1
. 4: "". 
" 



fill 
(001 

Rf(ORO~ HANA(.(fI(NT GUIOI! INI NPS-I,} 

0111'0"'1011 .11" ... 010,,, 

W"W». ~l .._IHCo I ........ HCO (IHU.' 

••• c 

.IGIDIII 

A'.lNOIX • 

~ u 

Page 16 

IlD __ U 

b. 

Tr.tn~fer 1<1 

6 yed" uld 

R'-'din 

fARC when Des I roy
15 yrs. 

D"~lroy
needed 

when no longer
for reference 

Destroy
needed 

-'- _ longe.
'or r_'.rence ,...,~.~ 

c . Rt"(urdl). InvenlolY. forn, 10-21. 
Re£ord~ S<.hedulill'l.""J Dhpo~I,lon
InfcrMdllon Card. 

d. Loan~ 

e. Aulho,.il'lII' ions fu, dl'-{'~~ (0 

da\\lfi"d ....t er i..l. 

Reporl~ ~nag~nl 

uablhh cas" file, ..\ f"IIow,.
'oll£y correspondeo£e 

Repor, conlrol-fllr" C ..\" fil",
Mdnlalned for e..lh rel'o<l c re at e d , 

NPSR(S 2.2 

GItS 18.1 

N'SRCS 1.2 

GRS 16.8 

(, ye_~).. 

De~' roy l. ~r; all er 
~~betrzallon e_plre\ 

Tran~fer 10 fARC when 
6 year~ old 

Des,roy 1 years afler 
reporl h d hU,"11 o .. d 

Des,roy
15 yn. 

--- Deslroy afler 6 years 

Oe •• roy 2 y.ars afler 
r.~t I. dIscontinued 

De'lroy 1 
au,horlza, 

year, afler 
Ion eaplres 

,; 
,•

' 

. 
> , 



----------------- ------------------------------

R((ORDS "ANAG("UIT 61;HlU IN( NPS-I, "I'S RECORDS DfSI'OSnlOM KHEDULE "'ENDIX • 
LOCA'ION 

.A\C).rl "MM'MC;a 'R"III'NC; CIII'ERS ru.S.... 0''' •• "IlD ....." FlU 
COOl Of U air, ION0' MAII .'AL ,.RC

DUPO"""N ... ".u< I ... , 

. VIeAU •• , ...... ,. , .. ,'" ;-~(c.,.IiIJ 
. . 

.. .. ----4---- -.----- ---. )t"-~("i"t,;,:""',-gilehl!nciC1lly'"ol1pr-e-,-a-t-l-n-g-r-e-c-o-r--a--v':"l-t-a-l-t-o-t-h-,,+--------~i-------·--·-----
e,sentlal
GovernMe"t 
eMergency 

functions of lhe Fede,ol
fo, the duration of an 

If the country la att ..eked.) 

Pul ie y corr "~l'On"' .. nc e 
(~tabll~h ea~" file~ a~ foll~: 
a. N'Slles I. I Jr ..." 'e, I CJ 

6 years old 
, ARC when To NAilS 

)0 yrs. 
OeSlrov 
~- ed 

-~ 
for 

no longer
refe,ence 

O ..~troy
needed 

..hen no longer
for refer.",e 

b. eorre~pondence
ISiratlon and 

I'rrIdifllng to AdMin-
o""r ..,io .. of syst_ 

rwSIICS 2.2 De~lroy
ne"ded 

when 
for 

no lr-
eren~e 

Destroy
nee4ed 

when no longer
for reference 

Oesl roy when no longer
needed for r.f.re",. 

)) ~Icrographlcs 

~Slabl Ish cas" fll ..s ..s 'oll ..ws. 
~. 'ollcy correspond"n~" N'SIICS I.2 T,ansfe,

6 years 
to 

old 
FAIIC when Destroy

15 yrl. 

o.Slroy after f years Dest roy ah.r ,y •• r, 

.ft.__ ... __ •• _.6 __ Ii .~ _ _ __ a...-. ..__ --.•• .11. A 

)5 ~rd Process Ing ,,'SlitS 2.2 



NPS-I~	 Mrs RECO.OS DfSPOYlION SCHEOULE APP' NOIX • PaOJe 18 - ------ - -~~-----------
LOCa'''' 

Information Is rrlal 
I level where Ihe 

Sludles Dlsposi 

( u"'C' I i-,hf'd IHltf., r 

OI"I,IIt-' flit· c ode 

1.0" i fi~"1 ion) 

So< iolo",ic .. 1 and (,onomic 

lec~lcal ..!nfur.,!! io" _~",!!!.r (DSt)
 
TTncludlng planning. design and
 

construcllun <!O<l''''''''I ,)
 

(I)	 General " .. n" 'I"."''' I PI"", 
(2)	 Speclflcalions 

()	 Develop_nl. Prel inoin .. ry
 

Con~tru( t ion end "A~ (un!.' rueted"
 
Drawings
 

(~)	 lopographl, Drdwin'l' 
(5) Boundary Surveys 

(6)	 Aerial res()ur~e pholography 

brief descrlpl io" of t he ..bove 
c.legorles follows) 

Release No. 1 

' ..,. '" 



-','" . 
•~ 'i , 

R(COROS KAHAG("iHT GUIOllIN( NPS-19 HPS R((OROS OISPOSITIOH SCH(DUlE	 "".11 • 

A7Z)1 HPS In'or.. llon SXlt... .J 

The title "HPS S.",_s" has been eUablhted to Idenlify Iypn of in'or_lion presently "'ng collected.mt ha, beenIn'orllWltlCllt
'J~cl'Ic caleyorie, a' ~'~I 

Capllal I~rove~nt' (fl... Ass~I~1 COMprising an Invenlory of all buildlnqs In HPS s"tea, the coSI aAl depreclat'on 

Cu~u!:~1 ~~esou!~ Hatural 'e~o,:,!<-es. ral Science Research, Soc.!~~~_.!..~ (cono-Ic ~1""les Include r or 
by contrac~the.e ,tudl." publication, and the,e written by MrS Scientists and other' o~ade.lc 

lands (wASOI 

(II !he land ~"!!!Ie"''!..n~_.!nfor_tlon reflects lhe Slalus of t he enllre land uquls progr.. , I.e. legal descriptions ), Iract',

Hal..

Sxue. 
appral,al of land and I~rove.ents; acquisition by purchase, conde~allon, donal land ••chage; tille Infor.. tlon ~egollallonl,
e t c , (A1Z17c(I) • 

'he 'echRical Inforn..1 iun Cenler al Ihe Denver Serv'ce Center
 
Servlu.
 

(.,	 General _na'le_nl pian' wiIh ,upport Ing Ihrouqh Ihe Superlnlend••t 0' lhe ar.a. the "glon, OSC and WASO 
and all fiDai dO<-UMenl~ar~ prlnled and 

(zl	 Specifications are filed However, a ,eparale Specification f'l. " r.,.lnod 'r ISC 'or r.... rch purposes. 

Develo.-enl and truetIon dr-..'ng,and "As ConstrucUd" Oraw'nt' ere .'c:relll.. At the cOIICt ... lon of Ihe project 
• 11 unneceuary destroyed bul "A' Construcled" drawing' are r.'ell104., t_ ••fltc:llhr II ..... ' • 

T ~ : 

relalned al OSC 
,are relalned al OSC fo, re...rch pu.po~~" "

e-. I 

http:o~ade.lc
http:collected.mt


fll I 
COOl 

RllORO\ MAHA',,"'NT (.!J(IJII '"I 

Of ~(.IP flON 0' .. " U.I"L 

MPS RfCO.OS OISPOSlflOM SCHfOUlf 

.".OWIION ... "euc 110.. , 

."\0. Pl "NNING a'."'....., CINflRt 
....C.."'.",..,.. 

LOCAlIO .. 

RICiIOII' 

AP'UIDIX 

••• c 

• 

15 

I,) 

Proqrdm!»,
Div;, '1.) 

Sdfely (u .....i t t ee s , 
_oddt ion~. 
pondenee 

a. Re«nd eUI'Y NPSRCS fARC when Des! roy
I! y~I. 

---
T~.n.fe~ to 
, yeUI old 

FAR' when DeSIr°Y 
I! yn. 

2) 

b. Nonre<.or.J cop l e v 

Accidents. Injurl"s. O..... ,,~ 

Poliq. onof I .. SI,O(.llon .. 1 
ponden<.e 

<.OHes-

NPSRCS 2.2 

Jran.f.~ 
6 y"us 

to 

old 
fAIL wban 

"djur v;\;tor 
In d,,"It. or 

.Il' 
t o rt 

icier", 
.1 .. ",,1 

(rl~~lt irq 

feCJe 20----------..:..==------~ 

DeSI,., 'ew' fllel 
.........I... , neede" 
for r.f.r.-c. 

Provide copy 10 Region
Oesl~oy '.rk files 
....enno longer needed 
for reference 

Destroy .fter~ ye.r, 

P~ovlde LOP' to R~glan
P.~"flln 
longer needed 

~e ference 

(Opy to .egl-~
flies .... 

longer 

• .j, 

~.L~

T"W
 
•. '!o..(, t:-t 



NPS	 RECORDS DISPOSITION SCHEDULE APPENDIX B Page 21RECORDS HANAGE_HE_N_T_G~.D::.:E:.:l:..:I.:.:N-=-E_~N~P.:..S-_l:..!9:'-_r_ 
LOCATION 

-- ~~~-------~-------,-----------
WASO. PLANNING & TRAINING CENTERS REGIONS	 PARIC S AND OTHER FIELD UNITS 

FILE	 -----------------r-----+-------------
CODE DESCRIPTION OF MATERIAL FARC FARC

DlSPOSITIOH ItUTRUCTIONS DISPOSITION INSTRUCTIONS DISPOSITION INSTRUCTIONSDISPDSITIDN	 DISPOSITION 

Accidents resulting In Government GRS 10.5 Destroy 6 years after Destroy 6 years after Destroy 6 years after 
property damage case Is closed case Is closed case Is closed ~ 

GRS 1.21	 Destroy 6 yrs. after Destroy 6 yrs. after Destroy 6 yrs. after ~ 
last p"per on employee last pa~er on employee last paper on employee 

27 Floods. Storms. 

a.	 Major catastrophes (causing pe Transfer to FARC when To NARS Transfer to FARC when To NARS Provide copy to Region
manent damage to historic or 6 years old 30 yrs. 6 years old 30 yrs. Destroy Park file ,,·hen
natural	 sites) no longer needed for 

reference 

b. Minor catastrophes NPSRCS 2.2	 Destroy after 2 years Destroy after 2 years 

31 Building Fires 

a. ~ajor fires (causing permanent NPSRCS I. I Transfer to	 FARC when To NARS Provide copy to Region
damage	 to historic or natural site~) 6 years old 30 yrs. Destroy Park file! 

when no longer needed 
for reference 

b.	 Minor flres--vlsitor property NPSRCS 2.2 Destroy after 2 years Destroy after 2 years
(house-trailers. cars. boats. etc.) 

33 Yanda I15m, ~;I!;I\.J Sec....,..,·~r NPSPCS 2.2	 Destroy after 2 years Destroy after 2 years after 2 yearse 

37 TO!'t Claims NPSRCS 1. I	 Transfer to FARC when To NARS Transfer to FARC when To Region

6 years old 30 yrs. 6 years old 30
 



RECORDS MANAGEHENT GUIDELINE NPS-19---------~--.----

FILE 
CODE DESCRIPTION OF MATERIAL 

ABO 

15 

27 

31 

Alterations, Haintenance, Improvement 

Office and Storage Space 

Establish case files as follows: 
Correspondence re: IOCotlon, moving, 
consolidation, or abolition of area 
and regional offices. 

a. 

b. Allocation, utll ization, release of 
space 

arklng Space (Includes allocation,
tllizatlon, release of space) 

" 

NPSRCS 1.2 

NPSRCS 1.2 

GRS 11. 2a
 

GRS 11.2a
 

NPS RECORDS DISPOSITION SCHEDULE 

6 year~ old 15 yrs. 

Transfer to rARe when Destroy
6 Y"<H~ old 15 yrs. 

Destroy after 2 years 

Transfer to
 
6 years old
 

Destroy 2 yrs. after
terminatiop of assign-
ment, or when le~se Is 
canceled, or when plans
are superseded or 

APPENDIX B Page 22 

LOCATION 
- --- -----------.~--------------

REGIONS PARK S AND OTHER FIELD UNITS 

6 years old 15 yrs.	 Destroy Park files
 
when no longer needed

for reference _
 

Tran~fer to FARC when Destroy Provide copy to RegIon
6 years old 15 yrs. Destroy Park files 

after 3 years 

Destroy after 2 years	 Destroy after 2 years 

FARC when Destroy Provide copy to Regio n 
15 yrs. Destroy Park files 

after 15 years 

Destroy 2 yrs. after
termination of assign-
mLnt, or when lease is 
canceled, or when plans
are superseded or 



FILE 
CODE 

A82 

RECORDS 

Special 

MANAGEMENT 

DESCRIPTION 

Events 

GUIDELINE 

OF MA TERIAL 

NPS-I NPS RECORDS DISPOSITION SCHEDULE 

ANNING & TRAINING CENTERS 

DfWOYTlON IH\'ltUCTfOHS 

RE 

APPENDIX B Page 23 

19 

23 
27 
31 

AS" 

Conventions, Tours, Group Visitations, 
Public Gatherings

Religious Services 
Expos it Ions 
Display of Flag 

Speeches 

NPSRCS 2.2 
NPSRCS 2.2 
NPSRCS 2.2 

S 2.2 

,. ft e r 
after 
after 
after r'"1.>tears 

&-years
2-¥ears 

after 
after 
after 
after 

r~"'years
)years
hears 

years 

after 
after 
after 
after I'Years 

'years
3years
~years 

Record copy 

Nonrecord copies 
2. 

after" years 
31years 

17 RCS 1.2 sfer to FARe when 

stroy after 6 years 

rs 



"..",,N 

'J 
, ( 

,11..
CN' 

Collect Ing (Archeo

glc.I, etc.) <f
 
Motion Picture fll.,,,

Public CO.therIng~

Recre.tlon Uses (I.e., "c'country, e.
 
bo.ting, caMping, wlld.rne •• , .tc.'
 

•. Approved 'en.i t\ 

b. Unsuccessful 'ermits .fter I ye.r I "••r 

leg.tlon~ of Authority .fter 

, ,. 



flU COOl 

( 

O(SC.'P 

- COIIUSSIONS 

JION OF MAfE.'AL 

NPS-I~ --------- ---- ----

••• UI_ ... , .. "c:,1O,n 

_____________~AP~'(~MD~I~.~.~ 
LOCAl'" 

, " 

.15I0Il' 

~,=.,~.~Z~5~__~ .... 

(26 

15 
11 
15 
ZI 
ZJ 

Aeports (and related c:orr••pondence) 

Ihly 
Quuterly
S_I-Annual 
Am ... 1 
Sltuat I~n 

See ~ppendix 1,
this schedule 

See Appendix 1 
this schedule 

See Appendix 1,
this schedule 

poi>dence 
and related Lorres-

needed for ref.r.nc •• ....." ffW r.f.r.... needed for reference. 



'ILI 
CNI 

e)1 

U--I.I~~I_ .uIa.U 
~t of Contract file. AI' other 

NPSIIC S 2.2 

concess Ion cont rae tsand per",lts 
conlalnlr.g land' sp.t(e ..'5Ig_ent. Open-
Ing I.Iance Sheet. c or re spoodenc e , , 
related Pdpers.p.s~e~~~ Jr~~r(f~
(~IO~nl ana labor 

_5. reports. and r e ]..t.,d papers 
concerning caapla'nl' and Investl-
gellons. reporls on labor conditions. 
elc. ) 

_Iff....-++-+~t-+-- *~-threetHlH __ -- ---- ...--
pending. rel ..in IInlll litl~ation 

1 SjqItJat'J La"1'" e 1l.c.s 
I.~ 

tlr ~r4nC~I,JC h'J ~y 
NPS~,.:11 C Illt'lltf'tCltll /Jolt I.IC&l~ 

__ _ ~AH~(;,;,:IID~".:.-=-I 

LOCAllO .. 
.----

.IGIOII' 
. - ---- -~---~ 

~,~;j\. " , . I 

'-,toO\, ....... _-1-.-
needed for reference 

De51roy 6 ,rar, .fler Destro, 6 ,ears after Deslroy 6 ,eers after 
ellplr.llon of p.,r." 0 eaplrallon of per.11 0 ellpiratlon of per.11
contraci If nol r.,newo. contrKI or contrKI 

needed 

D."I· ..V (, 
ld~~ I~ rt~olved 



'ILl 
COOl 

Hf'!>-19 

••UG. PlA"""'''' --- -

""'0"11010 ... ".,( 

'.AIMING CI..... ' --- --
110"' 

AIPl.," • 

'" leI 

..,sacs 2.2 

..,sats 2.2 

O•• ,roy .fl.r 2 reer • 

O ... roy 1ye.r •• ft.r 
r.i ••• re super5tMled 

C62 

1\-

I rl 

(Correspondence, re: developeenl and 
01 buildings and facilities, concession 
developeenl plans, progress reporls on 
projects. ) 

tO~,~~.s, ~h ~ 'K tv, €..v (,,'11'1"-

Oper-b 0,.,1 &~(ertrM",c. 

(on trq,c.f fRr~lf 

""SACS I .2 

'0 ~ 
fhllCJ 

.;1. 

6 years "Id 

Tt4",-'e" h r:tf 
"" f'" t. 'ftt.J 0 

T.... t.~.FMc. 
t. 'titS. 0 IJ 

\~"'s-kr t. FAt. e 
\.A4e,. 4, y'J'. p IcJ 

)0 yr s , ler.lnallon 01 laclill 

O~f~"1~'C ..~ yrs... 

Des!;! 1.UI.e" 
" ~t. ol~ 

o~...,.....c.. 'V"I. 

b~-Ihu wl.( .. c..,.I'.
o lel"· ( 



MPS.ICO.DS OfSP051nON KltIOUL I RHOIlOS"AHAGl"lf,;T r.UIIJII.I/[ Hf'S-I~ -____ . _ ~._C_A! ._~_~	 ~ 

fN.I	 ••\\0. "LANN...' & '.A"''''' CI..... ' "GlOM, ._ ~ __ "A.'''' ., ... flIlD..." _ ._- -- - - --- - ----
COOl	 .......,...
 

o - O(VElOP"lN' AHOMAIMTl~N(( 
t ., 

018	 Planning P~09~a~.lncludlng Cene~al 
... nage_ .. t Plan~. '''a,le, 'Ian!). 
Oevelo..,enl (oncepl 'Ians. Out I in..~ fur 
"lan"lng Requi .e_nl •• T .... DI~e( I ive s , ;I'-
Stat""'ent, for Manag_nt,Reso~rcu ~~...,~ 

b.	 , • •Dr I.. ..aa. .. I. ••• .'6 

)0 y~s.	 WASO.I~ansfe, 10 fAat )0 yn. Destroy".,. 'lies when 
when , y.a~s old. no lon,e~ nee4ed 'o~ 
!"."" ..1se des I ,oy when 
no.longe, neeG.. ,_ 

b. 

,I) Re~ord cOl'Y NPSII(S 1.1	 '.ansfe. 10 fAR( , yea~ '0 NAIlS
 
..her <'(l1li1' lei Ion )0 yn.
 

(2)	 Non~eco~d, "I'i e , N'SIICS 2.2 Deslr0Y when no lon<,er De'lroy when no I~e~ IDe" roy when no lon,.r 
needed fo~ .efe.eO£e Ine...... for ,efe,elKe ~.. ded for refer.nc. 

....- .~ .. .. 
)' yrs.	 ~".l,..-;f.r 10 fAIt JO yn. lDesl~oy 'ar. fll.;'~ 

014. ~ long.r needed 'or~'yew. 
15 Oevelo..,enl/Sludy Pol'k.." .. Prupo, .. h and ittPSRCSJ.2 ~"'tr"Y 6 vea. 5 afte~ ~... r .. 4.. y"'1 aft.r ~e"ro\l bye.,s alrer a 

(51 i.....t es (forms 10-IJ8.119.1~0 dnd uf'l'l. I foil of project of r~oj_1 a.plellon of proJeCI ~~'.II_
10-801.	 and Wark 0.... 10-"~~) 

,·., (form
 

17 line Ite. Prog ..... ~ iNpsllcs 2.2 pes troy a'te~ ,yurs ~ .. ,or .rt., C. yea,. ~ell'oy after G. years
I, LUMp Sum ..nd S1m i I..r '.oyr ...." "'PSIICS2.2 reslroy after ,yearl ~.'roy .h.r ) yean pestro, .'Ier ) year, 

http:refer.nc
http:MPS.ICO.DS


I If··J
 

.((OIDS MAHA'I",NT --------------- tulDlllNI 
----

.... , IICOIOS Dtwosn .... IOIUUl.I 

" ., 
'!. 

'11.1
C... 

Mote For proqrammlnq only. I e CyrllC
Malntenance. etc OOPS UQt Include 
hlstorlc or archeologLcal features 

IS 
11 

...... hl" 

.. erterl" 

See Appendix
this schedule 

1, See 
this 

l\ppendix
schedule 

1 See Appendix
this schedule 

1, 
I, S_'-Annual 
JI Annual 
2) Shuellon 

.... 1IIp't-rt- ...... ~~ ..... -1fo .... , ...... e-4He~~-...ftlf'YtU-lh+--~'-Hf. 
DJ'll. (rln~ce copies ~III te rct.l~
 
to SUpporl JourNI IIo..cher )
 

.f'AI~ ....... -MN__ -",""...,~4 ~-- r.., '.-rs 
_ I ror ftD la.eer
 

r.f....... f_ r.f.renc•.
 

0 



-------
II 

.(C_~_o~_~_,..._~~(,!, N'S-I~ __ •. __ __ __ __ I _ _______ .......;.;A.;",''-'(NO I ••
 C;UIOHIN( ··_""--,'r-._IC_O_._O_'_"'_WO"_''''' IOI I_DUl.
Lee., ..a_. 'ar 

'ILl 
COM 

f, 
c:.... r........,..,..... .....'_'. '_rl • 

•nd "cnlc .r••, 
(ro.I_.nd ""er ... ,_ •••1 -- -

(Including dred,lng. rl,-rap•• Ic) 

A_ 'roJ.cl construction IIPSluf. z 

, yun 0'. 

"hlorlc.O 

b. MalntenA~ce.nd rrhAblllt.tlon 

..,e: ~ISlorlc.l •• rcheologlcAI
struclures In N)O; Concessions 
~lldl",. In (S8 

S1roy A'ler ~ye.lrl 



.. . ..
 

R(CORDS ~NAC("(N' GUID(LIN( APpUID ••• 

'ILl
CHI DUC.P,1OtI 0' MUI.'&&. 

.."••, _0' .... flIL.~" 

6 "••n old De.tro. '.1'. fl'•• 
.h.r J '''1'' 

•. 'roJeet eon~truetlon 

-eM--- Mrvlc ...... Utilit i~~ ........ to ....'_ 
~troy '.1'. f.,•• 
leI'J yea ... 

-:« !('" 

ty
.I~IIOWI 

'''' t-I'ACJ S"u~'0 '.IetIhone 
h on"".rs 

......5".t_.S-r 

'roJ.et eOft.tru~tlon 

"-Intenenee ..nd re~blllt ..tlon 

(.~ 

,..2 
i. 

HI-t- ~Mc 
/.VII''' t, (d oil 

tro" .fter'!) y...r. 

,:Tr,:tt 
•ft.r5 yea,. 

'1../,.CD,'! 
'" u~ 

stroll."er5 ye.r • 

I. 



when 6 yrs. old 30 yrs. when 
old 

6 yrs. 30 yrs. Region 

15 Pro ional Services 
.(Archite 

GRS 22 2 Transfer to Denver 
Service Center 
(DSC) 

Transfer to Denver 
Service Center 
(DSC) 

17 Construction Offer to NARS when 
File inactive 

Offer to NARS 
when File 

a Transaction of more GRS 3.4(1) 
than sin 000 

FARC 2 
final 

r.RS 3 4(2) 
b Transaction of tess than 

-io 000 
Destroy 3 years 
after final payment 

NOTE· t If litigation is threatened 
or pending, retain until 
settlement. 

2 Contractors' payrotls, destroy
3 years after date of completion
of contract unless contract 
performance is subject of 
enforcement action on such date 

Tlestroy
6 yrs. 
3 mos. 
after 
final 

Transfer to FARC 
2 years after 
final payment 

Destroy 3 years 
after final 
p 

Destroy
6 yrs. 
3 mos. 
after 
final 
payment 

Destroy 6y_
3 mos. after 
final pS}Ullent 

Destroy 3years
after f'nal 
payment 



NPS RECORDS DISPOSITION SCHEDULE ____ ~RECORDS MANAGEMEt/T GUIDELINE NPS-19	 APPENDIX 8 Page 32---.---------------
LOCATION ---------------,-------------

REGIONS PARKS AND OTHER FIELD UNITS 
FILE 
CODE DESCRIPTION OF MATERIAL fARC

DISPOSITION IN5TRUCTIOHS DISPOSITION INSTRUCTIONS
DISPOSITION 

WASO, transfer to FARC 30 yrs. Destroy Park files 
when 6 years olrl. Other after 6 years
wi.e destroy after 6 
years


15 Planning, Preparation, Maintenance
 
Preservation of Museum Exhibits
 

a.	 Construction and reconstruction NPSRCS 2.2 Destroy 5 years after Destroy 5 years after 
projects completion of project completion of project 

b.	 Maintenance and rehabilitation NPSRCS 2.2 Destroy after 5 years Destroy after 5 years 

23 Acqulsltlon~ and Loans for Display 

a.	 Acquisition correspondence NPSRCS 2. I Maintain s~parately. ~aintcin separately, 

b.	 Loan correspondence NPSRCS 2.2 Destroy" years ..fter Destroy 3 years after Destroy years after 
discharge of loan rlischarge of loan discharge of loan 

NOTE: See H2017 for Accession files 

31 Exhibits for Other Agencies NPSRCS 2.2 Destroy after '1- years Destroy after 3 years Destroy after 3 years
(Correspondence re: exhibits prepared
for other agencies by NPS; also general
Information and advice <lIven to other 
agencies). -

066 Slg~~, Markers, and Hemorlals 

Destroy Region files 
fter 5 years years 

b. Routine correspondence NPSRCS 2.2 estroy after ~ years estroy after ~ years	 after' years 



RECORDS KAHAGf"fNl r.UID(lIH( NPS-I, 

PlU 
CODa Due...."I_ 0' M"".'A&. 

7·'or ~dltlon.' 

... 
IS ,. Ott.• r Ageocle~ 
., fro. Other agencies
H-IIo¥~w •. ,,,, '.rwk. 

,. RecOl d copy 

b. Nonrecord copies

f.' - ~ (by aree)
hlabtl.l, ce .. '.II.. u ,,,110l0I5.: 

a. 'olley CO,..••pond ...... 

..'SRCS 2.2 

S .1.1.--_ 

.~~_""''''' 

. 

.....:#tJU-•• -~''''. U ........ ~ 

wail. 'r~.'.r '0 'AI(
.... , yur. old 

... -.._~. 

O."roy 

to 

.',.r3r 

.... 

y .. 

_ 

r• 

n6 

IS 
11 
I, 
21 
ZJ 

leponl 

Monthly 
Querlerly 
S_'-Annue' 

el 
Shuelion 

See Appendix 1,
this schedule 

See 
t his 

Appendix 1, 
s ched u 1e 

See Appendix
this schedule 

1, 
~ 

-




DISPOSITION SCHEDULE R(CO~DS MANAGEMENT GUIDELINE NPS-19	 NPS RECOROS 

ANNING & TRAINING CENTERS 
FILE 
CODE DESCRIPTION OF MATERIAL 

DISPOSITION INSTRUCTIONS 

(10-23]) 

a. NPSRCS 1.1 Trdn<;ff~r In FJ\RC when	 To HARS 
f: ¥<"dr' () 1<1 30 yrs. 

b.	 Budget Estimates and Justifications FARC when Destroy
prepared at WASO Ipvel 15 yrs. 

c.	 Work papers, cost statements, GRS 5."
 
background data
 

F3" Budget Execut ion 

15 Status of Funds 

17 Reserves 

a.	 Record copy NPSRCS 1.1 FARe when To 
30 yrs. 

b. Nonrecord copies years 

F36 Bu~~eted Pas it ion Ce iIirog~ 

b.	 Nonrecord caples estray after''V years 

APPENDIX B f'age lit 

FARe
DISPOSITION INSTRUCTIONS	 DISPOSITION INSTRUCTIONSDISPOSITION 

If not duplicaterl in To NARS Provide copy to Region
WASO, transfer to FARe 30 yrs.
when 6 years old 

Destroy after 6 years Destroy after 6 years 

Destroy 1 year after stroy 1 year after 
close of FV covered by lose of FV covered by
Budget Budget 

Jestray after3t years stray after ~ years 



---
'11.1 
COM 

IS 
11 
.,
21 
l) 

'S 

11 

2) 

________ ...._, .ICO.OS DISPOSITIONKHIOUlI	 ::;:"':..:'-=l.::IID:.:..::'.:....:. .--:,:..:.,..~'__')LIISt___ ..__ 

LOC.n.. 

.c.es ..~s ..... 0'._ "IL..... " 

Operatl or. 
Construction 
Supple-enlal
Apportlonaenls
Ad.lnlstratlve 

a. 'olley (or respondence Trans,.,r In rllR( when Tu NAIlS	 If ROt duplicated In To HAIl!. 'rovld. copy 10 "eglon
(, ye..., "I" )e yrs_ WASO, trans'er 10 fAIIC )0 yn. Destroy '.rk f"es 

~n , y .. rs old ..tIen6 y•• r. old 

b.	 Appruprlatlon .llolMent files cas 1.) Destroy 10 yeers .fler Destroy '0 ye.r •• 'I.r 
c IONof fY I_I" .. clole of fY Invol,," 

c.	 Appcrtlonaent file~ cas S., D•• lroy 2 ,.ars .fl.r Deslroy 2 y.. r•• f•• r 
cI... of n clole 0' fY 

'.neral Accounting Office and olher 
Govern.enl ..encles 

D.~rl .. nl of Inlerlor/N.tlo~1 Park 
S.rvlce 

'ubllc Auditors (olher than GovernMent) 

a.	 'olley correspondence ,,'SIICS •.• Tran\f.,r 10 fAIIC Mhen To IIAIS It .... ,lluled In To NAIlS 
(, yt: .. r, old )0 yr•• , Ir.n.f.r 10 fAiC )0 yrs. 

b.	 Specific Audits ..PSIltS 1.2 rans'er In f~C Nhen ..roy
yura c.ld " .n. 



.....,
COOl 

R(CORDS ~HAG("(HT GUID(lIHI 

ouc .. rflOM o ........ _ 

.. "PSN:S 1.1 

F50 

15 
I,
2) 

(l.iM~ .nd P.y..n'~ 
Con~'ruc'lon 
Sup"ly
lr.vel.nd lr.n,por'.' ion 

•. Polley (orre,pond.,n(., 

15 
11 
I, 

Don., Ions 
Rel.burs.ble/Refund.bl.,s
Fee,.nd Revenuel 

Nonrecord copies 

rARC when 

when 

f. ) ..,~ 

ar (ount 

To IIMS 
)0 yrs. 

If nol dupllc.led In 
WAS~, tr.n,f.r 10 fAIt 
~ , y.. r, 014 

Oeslroy , ye.rs , I ~I 

.fter period of .ccounl 

To IIMS 
,. yrs. 

......." 
.-It 

.f ...a ¥Mrs 

" 

troy .h.r 3 y.. r, 

, 1 

.j-.;; 
, 



RECORDS MNAGH1£tIT GUIDElINf NPS-19 NPS RECORDS DISPOSITION SCHEDULE APPENDIX B Page 37 

LOCA TI~_ ---------r----------------
FILE 

WA~O. PL ANNING & TRAINING CENTERS REGIONS PARKS AND OTHER FIELD UNITS 
----- ~---------CODE DESCRIPTION Of MATERIAL 

DIWO~ITlON IHSTRUCTION~ 
FARe 

DiSPOSitiON DISPOSITION INSTRUCTIOMS 
FAIIC 

DISPOSITION 
DISPOSITION IN"RUCTIONS 

correspondence
Interpretations) 

NPSRCS 1.1 Transfer 
6 yt'a" 

to 
old 

FARC when To 
30 

NARS 
yrs. 

If not duplicated
WASO, transfer to 
when 6 years old 

in 
FARe 

To 
30 

NARS 
yrs. 

Provide copy
Destroy Park 
when 6 years 

to Regl~
files ~ 
old 

b. NPSRCS 2.2 Of·c:.,t rn'{ \Jh. 

or cd,·,t) 1,'Lt' 

II ""pf'r~ederl Destroy when 
or obsolete 

superseded Destroy when 
or obsolete 

superseded 

F66 Payrol Is 

15 Income Tax Deductions 
19 Ret irernent Deduct ions 
23 Other Deductions 
27 Designation~

Designated 
(i.e. Time~t'epers, 
Agent) 

a. Po Iicy (or re sporidencr- NPSRCS 1. I Transfer to 
6 yt'drs old 

in 
FARe 

To 
30 

NARS 
yrs. 

Provide copy
Destroy Park 
when 6 years 

to Region
files 
old 

b. Individual Authorized Allotment File~ 

(1) Record malntainl'c 
record ca r ,1 

on earning GRS 2.lfa De s t roy whe n superseded 
or aft£r transfer or 

Destroy when supe 
or after transfer or 

Destroy when superseded 
or after transfer or 

~epiJrat ion (If employf'f" sepa rat Ion of emp I0Y"e separation of employe~ 

(2) 

'. 
Record not mainteined elsewhere GRS 2.lfb Destroy 3 ypars aftpr

supersession or 3 years
after transfer or 

Dpstroy 3 years after 
supersession or 3 years
after transfer or 

Destro ears after~ 
3 



FILE 
COOE 

RECORDS MANAGEMENT 

DESCRIPTION 

GUIDELINE 

OF MATERIAL 

NPS-19 NPS RECORDS DISPOSITION SCHEDULE 

OISPOSlTtON INSTRUCTIONS DISPOSITION 

LOCAT:'O:~:N: 

REGIONS 

INSTIIUCTIONS 

APPENDIX B 

~ 

FARe 
DISPOSITION 

Page 38 

PARKS AND OTHER FIELD UNITS 

DISPOSITION NISTIIUCTIONS 

__ 

25 

F78 

F86 

Utilities 

a. Polic) correspondence 

b. Rate schedules 

Tax Exemptions 

Travel and Transportation Regulations 

a. Po IIe y correspondence 

NPSRCS 2.2 

GRS 2.18a 

RCS 1.1 

Transfer to FARC when 
6 years o Id 

FARC whf'n 

To NARS 
30 yrs. 

If not eluplicated in 
WASO, transfer to FARC 
when 6 years old 

Destroy when obsolet£ 
or superseded 

To NARS 
30 yrs. 

Provide copy to Region
Destroy Park files 
when 6 years old 

stroy when obsolete 
superseded 

b. RegulatIons NPSRCS 2.2 troy whf'n obsolete obsolete 

IN' 44'2_17 



NP~ RECORD~DI~POSITlON ~CHEDULE RECORDS MANAGEMENT GUIDELINE NPS-I APPENDIX B Page 39-----,~~~~~~~-~~~~~~~~--.------_,r_-------------------- ----
LOCATION 

REGIONS
FILE --------------r-----+-----------~
CODE DESCRIPTION OF MATERIAL 

H - HISTORY AIID ARCHEOLOGY 

HI" Area and ServIce History NPSRCS I.' fer SignificantSignificant Events and Contact loy IJflS~S). 3 ontacts Log to NARS ~ 
after 30 years ., 

when 

17 Administrative Histories 
(Data collected at 
formulate history.
from which data Is 

Destroy when no longer
needed for reference 

disposed
tIons of 

In accordance with Instruc-
specific subjects.) 

HIS BIographical Data and Special Collections 

a. Record copy NPSRCS 1. I 

b. Nonrecord copies ~ stroy when 1years
or no lonQer needed
research 

3Destroy when ~ years
Id or no longer needed 

for research 

3 stroy when I years
or no longer needed 

or research 

ParI..Serv FARC when FARC when Ide copy to Region
troy Park files when 
longer needed 

Gifts, Loans and Inventories 
FIles) 



. I.. ',.
~ 

• If' 
~ 

R((ORDS KAHAG["[HI GUIDlllHI ... , IECOID' DfSl'O'''1ON KMEDULI AlPf ..... -. ----_ .._- --------------

b. Honr~cord copj~s "'SlIts 2.2 D.llroy Nhen ~ y•• rl 
Of' no Ic"... r nee4ell 
r.'_ch 

Dest,., ..... .3 y •• r s 
or no I~.r needed 
fOf' re,..rch 

I 

~'. 
)0 yn. 

-.. .•• ",1_. 

H26 

IS 
17I,
21 
2) 

IS (.nd r~I.I~ corr~spond~nc~) 

ne~d~d 

See APpendix 1,
this schedule 

....... 
See Appendix 1 
this schedule 

needed 

See Appendix 1,
this schedule 

,", 
}:l, 

Ii:': , 

t~' 
,', I

',- .~., 
~ ,
: ,. 

, 'J •.. 
I 

t'M1.!. Ji. 1'3, 



RECORDS MANAGEMENT GUIDElIllE NPS-19 NPS RECORDS OISPOSlTlONSCHEDULE	 APPENC IX B Page It,-----------------.I--------------~-------
LOCATION

1--------- -- - - -- -
WASO. PLANNING & TRAINING CENTERS	 PARKS AND OTHER FIELD UNITS

FILE f-- --- - - -- - - ----- -- -- - --- ------ - - RE~~~~--fo,--CODE OESCRIPTION OF MATERIAL	 FARC FARCDISPOSITION INSTRUCTIONS OI\POSITION	 INSTRUCT.OMS DISPOSITION DISPOSITION INSTRUCTIONSo.SPQS. liON 

Preservation (Includes Arch~~log-

Ical Ruins
 

15 Management, Preservation and Maintenance
 
17 list of Classified Structures
 I---- r--------- _ 
'9 Special Studies (includes Historic


Furnishing Plans)
 

a. Record copy	 NPSRCS '.1 Transfer to FARC when To liARS Transfer to FARC when To NARS Prov to RegIon
f, vp;or~ ,,1.-1 ,n L	 .n 

oil.- 1b.	 Nonrecord copies NPSRCS 2.2 D..stroy when If years Destroy when.!~years Destroy when JI years
old or no longer need..d old or no longer needee old or no lon!jer
for refer..nce for research needed for research 

H32	 National Reglst~r of Historic Places 
(Includes State Plans) 

Ia· Record copy NPSRCS 1.I	 Transfer to FARC when To NARS rr/1MS~fo r!lR.c.~
 
6 years old 30 yrs. &-y~ 0 rt!. -

lb. 1I0nrecord copies NPSRCS 2.2	 Destroy upon publ iea- Destroy upon publica-
f ion in-Reqist..r or tion In Register or 
when no longer ne..ded when no longer needA 
for reference for reference .. 

" 



...
 
.... 
UN DlK.. r,lO.. 0' "A".AI. 

--- ·----r------- AIfI.11 • 
'*011...------ ----....... 

"_,,, __ ,-.e:,_ 

..~··~.i.J 

.." . 

II)' 

lIecord copy 

Monrecord copies 

""SIICS 1.1 

"'SIIU 1.1 

""511(5 1.1 

6 yeus old 

Tr."sfer to rAII( 
.'ter ~oncluslon 
gr."t 

0' 

)0 yr,. 

Destroy
15 yn. 

Des.roy Wheft no long.r
"..... for ..ef.r.lIC. 

O.,troy I ye.r .'.er 
c_lullon of .r_. 

De" roy "".ft flO long ... 
ne.ded for ...fer.lICe 

Destroy I ye.r .f.er 
~oncluslon of .r .... 

"roJeu by 

'lies 

_ 

.s follows: 

5 1.Of 
c_plet Ion. rec 
Itrd with lib.ry 

CI. a"8rd s~ 



~. 

'11.1CH. 

R(COROS ~NAGl"lN' GU'Otl'Nl 

Due ••P flOli0' ." ... ,M. 

N'S-~'-.. ._ Mr, nCO.DS DlSPOSI'1ON SCHIDULI 

• "10. Pl " .. _~ a '.""'115 «:111... , 

. . 

. . 
,__ --=M;=..:.f'I.=.-=.;I:,::I'-.'=---_ 

FLeC"_'.. __~..;,..-:._._.:._.~---'....·r·'··..u... ,·, • 

..:.:~- .•---.-
•. '.oje£t by n_ 

11' 

(1) Hon.,,<.o.d <.u,,,.., "'SICS Z.Z 

'por' l.c.,pl", lon, ... cord 
epo.lted with library 
f (ongren 

,," roy ..twn no longer 
eeded 

Transfer to WA3) 

.. 
b. 

Record copy 

Honreco.d cop'''' 

ransfer 10 fAa( when 
Y"" old 

estroy when no lone.r 
eeteet 

0 .... s 
o ,rI. r.A«~ 

...,\.M ""'" .,tA 
.. •• ,., .... IMt I.... ' ..... 

.::41 '. "!' 

'I' '\0 

.~' 



R(CORDS ~NAG("(N'	 .... , IICOIDS DUI'OSlJIOIIIOtUULI ""'(II" • • ,... "GUIO(LIN( -- --------r---------·----.r--------------------------------------~---A-J- ..--------~-~------------------------~~~ 
~.------ ------ ------- - --- -------- .._.WAIO,PL_C; & nAIIIINGU"'I •• pa_ IL " 

' ..1 ---------------~r-----~---------------------COOl 

., .. 
.lI.. a ". 

~ f-IIIl!!.: Code to subject If .ny ..... Inlstr.-
I ~tlon', polley declslGn, 

spec •• , ~11.tl_' or rese.rch 
Is Involv .... 

l~atlq.ktlvJ.&Ja&	 _____..I' 

".n~.,15 *"Jca, . _._ ~~ ...e-~ Y ••• ~ ...• lI.. r.&AI_ .... 'IL .......... HIa'"C .............. -
~ )0 yr.. 'ye¥' old )0 yr.. Destroy '.rll 'II•• 

a'ter , year. or .... 
_ I.....r needed ,. 
re'eraRCer-i-.,

- .... et'lIIfl'"-~ ""to~>hlMa.~ i---t--l- ... ...--n-t-·---I-'~fer· .... _t-f ..... ..... _ ........... ~MIiq~_~Je..-a6-~· .... I¥ .. ·....., •• - ..
~I.1P__....... .... .,iI·'·.:15' ...-FA·A5-·' H .... 6i 1-
progr_., etc.' f. ye.rs old )0 yn. ,yea,. 014 ---...~ yrs. lestroy '.rll fila.

I ----.. L....n _ I-..r na..... 
~.6.~ 

..	 .... ..,.-~_. -" 
1.2, "ports .nd related correspondence See APpendix 1,	 See Appendix 1, See Appendix 1,

this schedule.this schedule	 this schedule 
15 Monthly

11 Quarterly
I' Se.1-Annual
 
21 Annu.1
 
2) SItuation
 



" 
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RECORDS KANAGEHfNT GUIDELINE NPS-I .... , .ICO.DS DlSI'OSInOM SCHIDUll ArtE.,X • Pap ",--------..---------------- -
'ILlCODI OUCllr,IOttO' ."'I.IAL 

15 

19 

of Hot Ion 

Nonrecord cople. of ~tlon 

I\o:q.. l,II "'n of Stili 
Sllde~ 

Record copy of pictures and related 
co~~e'pondeoce ' 

Hon~eco~d copjes of pictures 

Gifts 
f~a. public and other agencies) 

Gift co~~espondence files, 

loan co~respondence files 

..,SIICS ,,' 

Nrslles 2,) 

IIPSIICS 2,) 

1If'S'" S 2, 2 

IIPS"'S ,,' 

T~ansfe~ to Natlon.1 
A~chlve$ after 20 year 

Destroy when obsolete 

Cest~oy When no longe~
needed 

"-Intaln wllh gift ... 
I~an.fe~ accordlngl, 

De.t~oy ) y..~s after 

Destroy when obsolete 

Transfer 10 Nallonal 
Archive. after 10 year 
or .......no longer 
...... fer reference 

Destroy ~ obsolete 

T~ansfer 10 Hatlonal 
Archive, after 10 year 
or when no lonter 
needed for reference 

Destroy when no lonter 
needed 

with gift ~ 
accord'ng" 

..' 



.... 
C8H Due.... ' .... OPIl4"."" 

15 "ress Itel.. se •
 
•• S Inuence.
 

a. Itecord copy 

Monrecord cople~ 

10 _nd Televl.lon Actlvltle, 

.01 Icy corr.spondence 

Itecordlngs end scripts 

(I) Record copy 

(2) Monrecord cop Ie, 

If'SACS 1.1 Tr.ft,f.r to fAlle 
E yMr. 01.. 

wheR To IIMS 
)0 Yrl. 

trOW __ 
.. f. 

110 1....,-
r.f.,._. 

Trans'er 10 

6 yun old 
fAR( when To IIMS 

)0 yFt. 
Tr.n.f.r '0 fAIl( 
, YM,. 01.. 

~ To 
)0 

NAIlS 
yrs 

.. sacs 2.2 ".troy eft.r ) yeer • 

.. SItes 1.1 

•• SItU 

.... saes 

2.J 

2.2 

Trensfer to .. tlonel 
ArchIve, when 10 
01..or no lanter 
ref.rence 

Destroy ....en no lone... .... row ..... no lant.r 

.rovl". copy '0 It.. IOII 
e.stroy '.r. fll•• 
..... n no I.... r ....... 
for r.f.reRC. 

... troy .ft.r ) yeer. 

eestroy ..... non lOftgerne...... for r.f.r.nc. 

Trensfer to .. tlonel 
ArchIves ..... 10 ,..r.n 
01.. or no I...,.r ..... 
neededfor ..ef.renc. 

http:r.f.r.nc


t..--it.. 
a .... !"f 

.... ~ps=~, M_"'r._I_CO__ ._D_'_Dt_Y'O __ SOI__ __ I	 A_"_(_._III_.__ "_'_ION IDUl.	 '_.......:..:__ "::.:7. .. _ ....
 

________ L.ec:~A_'_~ ~ __ ---------- __ -------- ....
.. c.eel.ILI 

CON 

.. 
;.f.:' ..' !
 

15 1ft-House (._,." ....... » _
I, fr.e Infor_'IOftAI-~I'''''Mf' _
 
2) S.le,
 
27 Mep •

.II - Po••• r., ~.rl_ ................
 

Menuscrl,l, .nd 'roof,
"I .. 'olley correspondence .,sacs 1.'1- Tr.n~f,., 10 FIIR( when Oe.lroy when obsolele Destroy ~ oI»sole,. 
6 ye.rs 01., or _ longer ......... or _ long.r ne...... 

'" .U 

~~~--~'I In. de,crlblng tlstory. over.11 
.... n,~~genn.1 pollcle. 
of _jor , .."dce p _." """"-~ 

••••'~~.~~ ..~ --__--------~'~~~~~~~ __~AN~~·~~~~~~~L~~-------~~~ ..~~~~~ __~ I~'~~ ~ , 
~ --"-.....nld	 Y&.'lold ye.rs old 

•• ..~	 I4._ lOftIer-ft)- .... ,~COIr'd_TIII'"'e7'-------H·iNla K4 •• - -- ~	 .... ..,~M .....,.::f.":-~--.!"-=,••••..~_~. -..... ---- ~ .. I"'ey ....." _ 

needed ~~ - .;;;;. r--- I ~ecled 

~-"" __ ri1, ..",.. _," . ..,._le..... ,r-' .,heeu--- """"'5 ~.I-"·- f--.. -t--_.	 "~..thlw 
of publlc.,I_s	 destroy 5 ye.rs .ft., ••••r., 5 ,..n .f•., destroy , ",.r.. ..	 ..~, ~

Of' 



I 
t~:: 
'''''~ 

." 

RE(ORDS ~NAG("(NT GUIDELINE .... s .Ieo.os DtSPOSHIOM SOIIDULI ---~~---------- --------- ----

f'LlCOOl DUC.'f' lIONOf h, •• 'M. 

KS' Speci ... 
A~ea~ 

IIIrtleles ' ••••• 1•• ,.., I,. 

11 
Pre-paf"ee-t."P '"Feci,. ,:.rsO!Jp,1 _ 
Prepared by~r 'liaR '.n';~· f"~ 

., .. P.eCN'ti eopy. (On Iy ar t ic",~ ·"?e. 
hlsto~y and majo~ activities of the 

Se~v"e. ~e9lon <or specific pa~".) 

J~R.f.r-te·~~'~-'R-~~~~~ 
6 yea~s old 

..~~~ ..-=~~~~~-------t·..···~~~~... 

needed nee4ect 

-Ii! ~ ~Itr.,: 
" ','f,
'. 'l" 

.7' . 

;,,',·f.<4, . 
i,t 

... '; 

\i'• 

. ...
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L - LANDS ANO ~~fAfI'N "ANNI~·· 

Aequ'~I''- ..~.wM_ 

'l'.Kw.'Vr 

MPS RECORDS DISPOSITION SCHEDULE 

.A~. PLANNING & ,eAININGCIMUe, 

II"I'II'''IONIN"lIVe,IO'" 

)0 yrs. 

APPENDIX • 

)0 yrs. needed lor 

PAg·1I9 

r.I.rence e 
17 Boundary Adjust~ent5 1.1 f AIIC when 

yrs. 
Copj ~ 

rdl) FARC when ovlde eopy to Region
roy Park f II•• 

no long.r n.eded 

Individual case files of acqui~ltion5 
b) purchase. condemnation. donation or 
land exchange prepared by ldndS officer 

ter COMputerization
ansfer to FARC 

terly 

t.ld 
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LO(AJIO" 

'ILl
(001 DfU • .,'IO"O'IIA'I.'Al 

WASO,I'l A....... " & '.A ...... " 

."'0"''''' IN'U..< 'ION' 
(I .. n•• 

."'0." .... 
.IGMMII 

12" 

ISI,
2]
21 
]1 

(ncro.clwenl s 

"'1 er 'rojec 15 
lOCJglng .00 TI.ber 
Mining
011 .00 liu 
.oed Construction 

",S.CS 1,1 Tr.nsfer 
6 ye.r 5 

10 FARe 
olel 

when To NARS 
)0 yrs. 

126 

IS 
11 
I, 
21 
2] 

.eporlS 

MonH Iy 
Qu.,urly 
Seto I-An ..... I 
An ..... I 
511".,1011 

see APpendix 1, 
'thiS schedule 

See Appendix 1, 
this schedule 

See Append ixl,
this schedule 

vt'l 
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 -------------,-----~---------------------CODI 

fiLl Due.." .....0' ."'1""" 

I ' 

ISI, Agrlcultur.
lirulng

2) "Inlng and "Inerals
 
2S 011 end lies EeseMents
 
27 lloeds end IIoed IIlghts of IMy
 
)1 IMter. 5e.,.r end Tren .. lnlon Lines
 

a. General Correspondence 

(I)	 lIecord copy N'SIICS 1.1 Transfer to fAilC when To NAIlS Provide copy to lIeglon
6 ye.rs old )0 yrs. 

(2)	 Nonrecord copies N'SIlCS 2.2 Destroy whenl years yurs Destroy Whenl years
old old 

b. Approved per.lts (at level of origin)	 Destroy 6 years after Dest roy I year Destroy I yeer .fter 
expiration	 ~f per.lt explret Ion of per.1t .plrat Ion of per.1t 

or ..... n no longer r when no 100000er 
needed 

c. Rejected requesls for per.ils W'SIICS 2.2 Destroy when 2 years Destroy when 2 ye.rs 

NOTE:	 'repare separale folder for each
 
Special Use Per.11
 

~A
 
~ , " 

I 
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'r-'	 

APrlllO ... 

&'OC"'." 
._. -- ---.--- -------------

IN.' COOl 

."W ... l .........'. ~ - -
, ....... ~ -- CI..... ,--

, ... c 
.....elu... 

~- tand, 'ublic: 

t1 

,. 
Coo~.t-1_, i.... l ... I...... 

'I.nniny .nd Oev.I~. 

'~ .. 
b. Nonrec:ord copies 

Mk ........ "". 

I.......re. 

..,sa(s 

I .. 

2.2 

J, ~~ 
L re.r~ old 

Oe~lror .. ht-" 1.. ye.r ~ 
old 

In. 
I!; ,rs. 

. .. 
f re.rs old 

Oeslror ..twn.3re.rs 
old 

I!, rrs. 
" 

01.. 

Oest ro, "":S re.r s 
old 

e 

IS '....'ngI, ~1~lng.nd ~idinq
 
2) 'btnl.ln (11.bl ..~
 
ZS .... '.r SPOrl',
 

_'n u. ~~••~c. 

-+-_-..A_ .... ------,------llilu .....·IU··'·'~~-.-- l~f.r-J.o lAIC ~ -ID••• ~	 .... --Io__-r ,._1", capy ,... ,lOll__	 I»-I--~-
~ ,,"An old IS ,rs. "re.,. old I! rrs.	 ~eslror '.r. file, 

j..twn no l0ftgerneeded 
fa. r.ferenc. 

-Ih"'~ ....... ""l4aNr'--1~---- __ ~
-_~I..... ..IM_¥-'. 
reeded for reference ~eded 10. ,a'e,ence 

.......--1 ....'-" ..... - -- - .----- iNNK' -h+--- rAn, f .. r '0 f A·.··...r-......_-tIe1 .. H\f-' -- f----- ~e'troy ~ year, .It.,'_- • .w.~ItoI-..oe-j~_ 
Y.'d' ") uld Ie ..rs, .' ...... 1_ of she er.ln.llon 01 sl,. e 

~~--~~~~HH~~'MM~++~~·~·HH~-- ~"A~~·~~~·~-------~~~~fF~.~.~5~A~"~~__--JN~_¥-~~~.-~~~~~~--+_---.."" ~ .......0'" IS ,'I. er.I ...,I_ 01 ,I •• ler.in.,lon of sl,. 
•• ••••	 .. _ . 

-'- ... p.... oy ~ years .f.er 

1.....,J. j)k~{tc--
~r.r"";;,,;. lJPARR LWCF .ffPSRC6 4. ~ TraRefer to PA1tC ~. __ .~n ..... 

. J -.:rI'-'	 '" I 

f -"	 ~-., ~ .... " ;.,~........ ~(}D""'bi""
~~~41""f'ir-1
J 

a tJpS'lCC9fWi'fwl i:l~& ~J ..I" 
lq-' Grant Case Files	 D_. 'le CO'f'Y -f.NPSRCS 1.1 .~..:-.., , 

http:I.......IM
http:1~lng.nd
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.UO. ,.LANNINCO& "AINING CINuas RIGaOMS 
flL E	 - .----- --------.-
COOE Of 1(.1,. '1011 Of .. AU.loU. DlWO,.,ION 'N"auCI"',,'	 ~ ••,.uc,_, 

...	 u~.c~~~~~ __-+~~~ 1on'4"eg
014 

b.	 Nonrecord copies .fU., 
, ....ded--~~~~~~~--~~----~~~--~--~~~--+---~~~--~~~--~~~~~~.-~-----Tt:r",illolo~V 

LSI, Water "atter~(Water Right~ Compacts etc.) 1.1	 oohen rovlde copy to !legion 

Water Right Doc~~t~ 2.'1	 est roy .fter w.ter 
Ights .,e ter.ln.ted 

LS8 Proposed Areas 

,ovlde copy to lIeglOA
Approved propo~als St,oy P.rk files ~ 

years old. 
b. Reject£d proposals rovlde copy	 to lIeglOA
NOll:	 Prepare separate folder for each eStroy P.rk files ~ 

Stale and project if volume years old . 
.."rrants 

Internatiunal Park, dnd Hi~luric Sites tk.VIJ~ COf'1.f-. ~~~~. 
.. L~ ~,'jtIQ,(eJI At-\!ClS 

fro",e4e c.l1(j'" 
... ArasIS "at.....__lV-.lcl See",c:.	 .......,~I!I-I!I.....~ J-I 'fie".., .
 .......


17 ~"",~I S~~~"\rOot\S 

Release No. I 
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Loc .. l ••

.EGMIIII r .... ' ..... 01",. fiELD.....,. 
fILE 
cODE ouc.lr 110. Of .... IE.IAL ' ... c 

~~~~~~~~~~~~~------+N~~~~--~~~~~~~~~ ..~~~~~~~~.·~~~hN~~~~·~~""~ __~~~ 
6 yeus old 15 yrs. 'y .. rs 01. 15 yrs. old 

PrePAre separete folders for eech
 
park. site and country a'
 
approprlete
 

Ie. e..~ ".,. "flo. - --
....4-Ge_~.-.--ffte..ItHt'"" A.l.I"lnr •• I_.---

'Iannlng and Oevelo,..nt
 

21 Stete Perk Org~lJ"'»,...4.S
 
2) Annuel lIecord~~tit"""'i"s lends end
 

lIeiated Arus III,.", JkC""~
 

NOTl:	 Under the l7CI, cless
 
prepare .epar.te folder
 
State and project
 

a.	 lIecord copy rwsacs 1.2 Deuroy 'rovlde copy to a.. 1_ 
IS yrs. 

b. Monrecord copies	 N,sacs 2.2 



--- - ----- ------ ------ ---------

..'.~
 
.... , IECOIOS OI,,.OSlllOtf SCHlOUll -------------	 ~L_ ~ _II((OIlOS HANAt(HfNT tU1IJ11 IIIl NI'S-l~ A"UID IX 8 "'1e SS 

'- --------------
.,'''0 •• l ..NNINCO& ....... NCOCINUII'	 IIIG1G111
 fILl 

COOl 

_.'L ••••• 

Eo ye.. s )0 yrs.	 WASO,transfer to f"'C )0 yrs. De.lroy '-rk file!
aft.r ar,. Other-'y..	 ...... ) ,..,.01. 

.,.
 

wise destroy aft.r 
I y.ar, 

Oe~rro.,. wh~n 2 .,.... _ ~'~--f--	 "..r,- II...... -'-II I 
old	 old old 

... I. .. 1. ......... . . T. '.~ ....	 ""..... , . y •• ...
 

CIt proJ"'~" 6 years )0 yrs_	 WASO.transfer to f"'( )0 yrs. Outroy 'ar. fll., 
art.r 'years. Other- ......n ) yurt old • 

..__ I. " ..etrOY .fter	 j ~~ .....,,,,,"'~1OfNJc. 4 ... 1_ year ~ ~D4t ~lt14l t-• 16~1 __ 1-- .III•• C ~ 
.L .-..... I. out< 1....-,.;... " .. - __ r-rtI'- I'I....-.s lA I· ... 

-11 ether Studln.ftd 'W-poru (",,"culture, T 1-' ,n-...." ,cae,	 ....." ,:t-...s .Uf-
federal 'oocr (~IHion 

,.... T .. or...	 _~ y ~..... o~ ~- ,. •. M.... •. 
)0 yrs.	 W.SO, tra",fer to FAII( )0 yrs_ Destro., 'ar. file, 

.ft., 'yurs. Other- ......n ) year, old 
wll ••• 'tro" afte, 
I.,ea, 

11>- IIecords not r e Ievant ,,'SIIC5 2.2	 Oest roy ."'en :t.year s D.U'oy "'".3.,..rs OeHroy ......n Syears 
old old01. 

!NoH:	 files should b~ d~veloppd by
 
lIe910ns then by .....jnr r ive r basins,
 
and llna 11'1'by proj", t s where
 
I_portance of proj~~t or wealth of
 
.. terlal warrants_ Archeclogleal
 
and 1:l5Io.-l<:al Research relating te
 
IIlver •• slns are coded H2'IS
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fill COOl 
",W."JION ,.. " .... C'IO.. ' 

Trdnsfer 10 fARC when 
, YUH old 

MARS 
yrs. 

Deslroy when obsolele 
or when' y..rs old 

Dell'" 
or ~ 

.... .6solele 
• reer. old 

~!~r~ ~ re~!? ... ~r-·+--------·te..~.,-.~ 
tI...1 Ktlon 

..~~~~-, 

-Io!..-..... _ ....... -et_~I_~ ......"""....I•• 
co",erniny olher federdl dgencles af t er Destroy 6 .onlhs 

flNI Ktlon 
.fter Deslroy 6 .anths 

final.ctlon 
.fter 

'I) Prepare separale folders for 
edch agenc y. 

(2) Council on (nvlrOOMenlal
Qudlily is Office of Record 
t cr dll (nvlrorolllenl..1 l"'fdcl 

N'SRCS 2.2 dfter Destroy 6 .anlhs 
f Indl Kt Ion 

.fter 
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Mrs .E~O.D~~_s_rO_Sl_!ION __ SCH_I_DU_lI 

."so. rL"NNING & '."1""" CINUI' ,,,.e.._11,_ ".OU,OO. "",."ello., 

_'_A;.;.r.;..r[::.;NOc;;:...:I.::X_.~ _'_P..;:...."e~s..S:...l_............._ 

LOC .....---------------,------------____ ~_._I-GIOII--'---y-----~r-r-.,-4-'-...--O-'-..-.-'-I-IE-L-D-....._'_'."",._ 

., -~-
i) fish 

~7 ~Is 

U PI.nU 

b. Nonrecord copies "PSRCS 2.2 Deuroy .ft.r S y•• ,. 
or ......." no long.r 
..... ed for r.f.renc. 

Destroy P.r. fllel 
""'en no longer needed 
for reference 

Destroy .fte~ year. 
or when-no longer 
needed for reference 



R((OROS KANAG["ENT GUIDELINE HPS-19 MPS aECOaOS OIWOSITION KttEDULE	 ArPUIOU • P~e sa ----- ---------:.::-:::..:..:::...;--=--.----=~~---

fll.E CooE DUCRlr no .. Of IIA.. RIAL 
."'0""0" ,.. " ItUCJlO,n 

In' ~n.geaenl of ~tur.1 aeaource~ and Are.s 
(Including Resource Ic Invenlory. 
(oast.1 zone mana, nt; Well.nd~ _~ 
.. n"g_ent. ec.l""atJ. ~q ¥ 

NPSRCS I. I Transfer 10 FARC when To MARS If not duplic.led In To NARS Prov Id. cop., to !leg ion 6 yedr~ old 10 yes.	 ~SD. tr.n~fer to fAaC )0 yn. Oe~tro., P.rk files 
~en 6 year~ old other when 5 ye.rs old or no 
wise destroy ~n 5 longer needed for 
y..r~ old or no longer reference 
needed for reference 

FAR( ..... n To HAaS If not duplIcated in To HAaS Provide copy 10 RegIon
3D yrs. waSO. tr.ns'er 10 fAae )0 yn. Destroy Park 'lies 

~n , ye.rs old ot when 5 years old or no
15 Wildlife wl~e deslroy ~n 5 longer needed for-
17 ".nl lifeI, ye.rs old or no longer reference 

r life needed for reference
 
21 Threatead_..nd_ £.a.n\le:l:.c.II..~ilis
 

(pl.nts .nd .ni.. I~)
 
2) •• eclkcc_'U-..,J.tU .... ,.CJIIeu. ~nd9U11en 1
 

•• lecor~ copy
 

waso, ,ranl'er '0
~ , .,.ar. old,
",I .. ~.',o., whenS 
,..... eld or no I.. er 

HPSRCS 2.2 slroy after ~ye.'1 

,~It' , 

http:a.n\le:l:.c.II


-------- - -- - --- -- --- - - -- ----- ---- ------

--- -- - -- -- ---- - --- - - ------

Mrs RECORDS DlSI'OSITIOM SCHEDULERECORDSHAMAGEHENTGUIDELINE APPENOIX • 
LO(U." 

.ASO, !'LAMM'MC;& UA .... MC;(EM'II'	 I.GIGII. !'AI ...... 0 0'"11 fiELD UllIn 
Fill	 ------ ---'l\KU.lIpr(001 OUCI'!' '10M 0' MAUlloU.	 'AeC .aacDU!'DS..1OtO",,,,,,C'ID.'	 "II'D'''_ .. IIIIUC' .... ' 01..... '_ ."INC,_, D111'D'''1OtO	 D111'D'UIDM 

-...-..- a ft ... S 

.. .. . 
--.....;;::.: .;;. . _ .. _

a 

a 

""'!+o.. .. .. ,. 
"7	 eEst.bllst. ,.se fllel.. ~ 

~~lIq, cQcc.spoodenc.e r-------LL . _ . r----------~ ..- .- .,UCS 1.1 Tr.n,fer to FARe wheo To .. •• _ .... U~, ... la . IT........ I. ..
• ·.'8'~
6 yeus old )0 yrs.	 WAS. IT •• ~ )0 yrs. 

when 6 y.. rs 01 • 
Otherwise destroy when t---
no longer needed for 

~ 

b.	 Honrecord copies MPSRCS2.2 Destroy .her Jl ye.rs Oe,aroy .fter .:6ye.rs Destroy .her J yeerl 
or when no longer or when no longer or when no longer 
needed for reference needed for reference needed for reference 

e 



---- -- -----
fILl 
COOl DEiC.,P 'ION Of II. 'I.'.L 

IIz6 Report s 

IS Monthly
 
11 Ou.rterly
 
I, S_I-A .....u.1
 
21 An ..... I
 
l) SIt ... t Ion
 

21 Sels.ology
 

ZJ Speleology (Caves)
 

21 Volcanology
 

)1 frost .,1 Ion)
 

)S
 " and Mlnera" 

)' her .. 1 features (geyseri. hot spr ings 

I1,.S .1e0.OS OISI'O"",* SCHEDULE AP".., IX -1 -!.'.:ax'.~60=_ _ ----- ---_._-----------
LOC.'_ 

•• "'. PLANH'HCO& ....... N!; CINU.,
 

See APpendix 1, See Appendix 1, See Appendix 1,
'this schedule this schedule this schedule 

.. 
! 
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'ILlCOOl Due .. " ... 0' MUI .. AL '1\KIIUfr	 •••• ,__ ,...c,_ .... c•• 0"'_ ..."...c,_s .....,.•,-	 .....,... .... '_ ... 'IIUC'_ • 
I~ _..aiO-

_. 
.• F.·tuc •• eM 5"..t,·· (ccw. ) 

" 

!: ~:t ,,- Ie ... .\ .	 ... c..,.e •• ... ~fer IG fAIC.w..o . _~G IIAIl at IIA& dupJlCAla4 la___jIa.1IAn .. ,._ ....-..... 
ve.rs old ~O yrs.	 ~SO Ir.nsfer to FAlC ~O yrs, ~eurey 1Ilar. file. 

~n , y.ars old.olhor- ..... _ I.... r needed 

ISO _... - or r.f .... 
I~er needod for -

b.	 Nonrecord copies ~rSIl(5 2.2 ~estroy .fter "'yeors Pe,troy aher.3 YNrs ~euroy aher J years 
~r "'n no lonter neodec I»r when no lonter 
!ror r.rerence ~eeded for r.f.rence 

~- iI'eHvHett/f".1reue,,,.1 ~".III't' 

.... 

.. - epr--- -- - - '~1I(5 t., r~·..,fer to FAil( wt.n o 11M' f not duplIcated In o ItMS ,.,.ovlde copy to 1Ieg-._
J» ye.rs o.v o yr •. IMso lransfer 10 fAle: o yrs. eSlroy rerk file. 

vear. old.othor- ~n no longer neodod 
~I,e de.troy or reference 
ongerneododfor 

~. Nonrecord copies	 ~rsllcs 2.2 est roy ..fter '2.. ye.rs eUroy ataer 3 years euroy after .. year. e 

't'.~ . , 

t, 
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~•• tlng Syst..s ••• 0502). for En.rqy

Cons.rv.tlon ,•• A70Z.)
 

b. Honrecord cople~ 

•• e..., te Ae,'---
roy '.rk f II••.......
 

Nonrecord copies 

troy '.rk ',1•• whe~'ong.r .,nee4.d'or 
• 

.;~'" 

~~"'.' . . 
,;: 
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LOCAlIO"----

elGIOIII ..A.' .... 0'''' PlILD.... n 

~;..• 

tINK'-h-1 Ifl.rooffile- __ I. 1e,1 •• 
file ...... 

....... for 

b. tIonrecord copies 

-1160-- - a..-t ....... Weecl. COAIW' 

troy after 2. yean trOy .her.l years 

tIonrecord copies 

(~SO only) project for.s IO-2IA 
.. lIh project co.pletlon cII."it!S 
(197]-1 "')
for.s IO-2IA 1919 and after 

IS Yrl. 

rOf .fterJr ye.rs 

stroy 'ark fIles When 
longer needed for 

ference 

stroy afterJr year. 

troy -.hen no longer e 
for reference 
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fill 
COOl DISCII" TID..Of IIA'IIIAL 

NI'S-I' 

'J.\KIIlM 

------------- -, 

.ASO. "lANNING& nAIIIIMG CINTlI' 

..... ,,'_ "'''IIUC'_' 
PAIC........,- .._ 

UK .... ......,
..T_ MlTIIKT_. 

AI'I'U." • 

.allC.._,n_ "A.. ' .... 0'"11 IIll 

....'_."IIUCT_' 
.... " 

.. .,L ",.1 ... ... 

b. 

. 

Nonrecord copies "I'SRCS 2.2 

,~ ,ye.rs old 

Desl roy after 2 ye.rs 

~.-. •6 .. , 

)0 yrs. WASO, tr.nsfer to fAiC 
....n , years old. Other 
wise, destroy a't.r , 
ye.rs 

Oestroy after.a y.ars 

-
)0 yrs . Deaar., ..... flies ...en 

no I-..r ......ed for e r.'.r~. 

Oestroy 'ar. files ....n 
no longer needed for 
reference 

e
 



__ __ __ 

--

RrCORDS ~ANAGE"ENT GUIDELINE NPS~L--. "_·rS_._E_CO_.D_S __ Dl_SI'O Sl_T_IOM SOt_E_DUL E __ ~_~	 A"UIPIX • Page 65 

ANNING& 'IAINING UNUI' llEGIONS 
',LIE
COolE DUCllr'ION Of IIAUIIAl •• 0,nlO" IOOnIlllCllO'" 

a. Papers on right-hand Iide 

II)	 (Mployees transferred to 
another agency. (federal
Personnel ...nual SUJ'pl_nt
296- )1) 

(2)	 Separated ~ployees 

...terlal Is disposed of 
after blrt~ or 60 years
of earliest dOCUMent In 
If date of birth cannot be asc.r-
talned. provided .-ployee has 
been separated or retired at 
least five years. 

Paper on left-hand side 

to 

,as 1.1	 Transfer 
f lies on 
Tranlfer fAiC. St • 
loull. Mo •• )0 days
after separation.
(aefer to frM. for 
e.ceptlons to above 
procedure. ) 

Destroy upon transf.r 
or separation of 
_ployee. or IIIhen 2 
years old. Nhlchev.r 

Upon transfer of ..-
ployee. tranlfer to 
_ agency 

Transf.r to lnactlv. 
fll.s on ..paratlon. 
'rensfar fAlC, St. 
louis, ~ •• )0 'ays

separatlGII.
to frM, for 

to a•• 

e.stroy upon transf.r 
or s.,.ratlon of 
.. Ioree. .......or 20". _I,hav.r 

Upon transfer of .. -
ploy.e. transfer to 
n_ .. ency 

'ransf.r to Inactive 
files on s.paratlon.
'ransf.r fAiC. St. 
louis. Mo •• )0 deys
aft.r s.parallon.
(a.fer to ,rM. for 
.. ,eptlons to abov. 
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."10. "L_G & nA1M1115Cltlfl.S	 ..... , ... ,.............. q-~
.....,
'11.1 

, ..... ...U,.IM.	 rAKCOO, DUC.... , \\KIIlIfr	 ,de•• 0'''_ ...n..,c,IO•• ....,- ._.,_ ..n_,_ ._.,- ...........,-,- .. .
 
'au I. ..1	 --" 

I ..; 
~ ..•. ... "... .~ ._ ......	 ....- ~..-. ... ~_ ..._.tMft- ~.-._- _ . .. ...•1.	 ............ I.~ "'-- :""':- -oulslendlng or unlells OUlsle~l .. or unsetls- ou••t~l .. er un.etls-

faclory are destroyed factory er. ~.stroy" fKter ••• "troye!l
trensfer or sepera- ~ tr •• f.r or - Oft ...... ,. • .... r.- e........

~ of .-ployee. or llOll of ....Ioy ••• « 1011fI# ,..1.,... or w._ .... ~ ......I y.. ,. ol~ .....Ich ~ J ....,. •• I~• ------- on

ever Is earl e . .v.r I... rll.r. ~'c""r I, .. r I'.r. r---Outstanding and un,at- ~ ... .nd un.et- ~lstend'nt ... unaet-
I'factory ret lng, ere ..factory reul.-.. :- ---- .sfactory r.t .... er. 
relelned on right ,Ide ete'''' on r.,ht .I~e ~_ rl,ht .... 
of offlclel personnel ~f offlcl.1 ...r_1 La.L -r_1 
''''.1" .. 1f.. 1"- '..Id.r ~ ... Op,. le.., • Rules. and Reguletlon 

,r . 
correspondence	 or no longer need" fOI or no lOIIt.r ....... fo. or no lone.r ~~ 

ref.rence r.ference for r.f.r_e 

I, Interpretations	 IIPSIIC S I. 2 Destroy efte~ y.. r. ... troy af.er J y.. r. Destroy efter J y.. ,. 

,. I.., ..... 1••
 
'-1 .... I, oA .... ............vi,·. 1.......... 1"'" 11:.... . ft... r ..., ........ do. .., ft. ... oLd . ..
'J	 ..... 
reports. and eudlls)	 or luperl .... or luper." or .u..........
 

e 

http:1"-'..Id


'ILI! 
COM 

·E(GAOS MANAGl"ENT 

DUc: ... ' .... 

GUIDELINE 

O' MAn .. AL .AIIC.......,-
LOc:"' ....----

.. GIGIII 

• , 
..........., ,. 

'26 

IS 
17 
.,
21 
2) 

--* .ftcl.,,.., 

NOl(: Appllc.tlons resulting In .ppolnt 
~nts .re filed In the offlcl.1 
personnel folder (covered In 
Cener.1 Records Schedule I,
11- I) 

Reports 

----thly
QlNrterly
S_I-Annu.1 
~.I 
Siluetion 

"'.~ I.J 

u.s_ J.lS .. - - ',onq reLalpl of 
In~"f"(. 10rl --.J 0 

-h.. " 2 ye,.. , old, ..tIlch 
-ver Is earlier,
-rovldlr9 the requlre-

-nts of (~pter )))-A-' 
-eeleralPersonnel Manu. 
-, ...... fo .. 'V.... _ 

see Appendix lr 
'this schedule 

o..c rey .h.. J .,.... - -- -

-&trG¥-~r~'p&-oI
In,pectlon report ~ 

~-n 2 y••r, 014 • ..tIlch 
-v.r - --'11.... 
-'ovI4Int the r. 

-nt. of (hapter )))_A_-,,~r.1'.r_1 ...... 
...........,v-

See Appendix 1,
this schedule 

__.Jt_ -..-. • __ 1.,..__ ' 

I".~t Ion repor t r wheft J ,..r. 01.,
~Ichev.r I••• rll.r. 
rovldl ... the r•.,Ir.-
--t. of (h.pt.r )))-A-

~~:'_I 
•.a..u..a --... - ....... -

See Append ixl, 
this schedule 

..._- -.------- .... &....-_1..- __ .. _ --...a .-...1....... _ 

old 014 old 
~--.-



NPS-I, MP' IECOIO' 01"'08'_ IOIIDULI 

'ILECOOl 

(I) 

(2) 

Cue fll. 

Review file 

GIIS 1.7 Destroy 5 ye.rs .'ter 
position Is .bollshed 
or desLrlptlon Is 
•uper seded 

Destroy when 2 yeers
old 

St.nderds ~~) Including Title. 
end grede (besed on dutl.s 
'Icetlon requireMents) 

serl 

Position d.scrlptlons. Files describ-
Ing established positions Including 
serl.s. grade. duties .nd responsl-
bliit les 

(I) 

(2) 

Record copy 

Monrecord copies GRS 

GRS 

1.7 

1.7 

De'troy when po.ltlon
15 .boll.tIed or 

Destroy 5 ye.rs aft.r 
position Is ebolll~ 
or description Is 
superseded 

ReI.... No. I 

AI'f(1ID11 • Peg. 61 

.• 

Deltroy S years aft.r 
polltlon Is allolls'" 
or d.scr 1,1 Ion Is 
sup.......... 

D.ltroy ~ 2 y..rl 
014 

D.ltroy 5 y..rl a'l.r 
posh 'on II allol"hed 
., d.scrlptlon II 
..... rs.... 

Destroy Nhen 2 y.ars
old 

D.slroy 5 y.. rs afl.r 
position Is abolilhed 
or d.scrlptlon Is 
supers...... 

1.laroy When'I _'Ished polilion 
or 

Destroy 5 y.ars a't.r 
position II .lIollsh... 
or d.scrlptlon Is 
superseded 

.• 



RECORDS KANAGE"ENT GUIDELINE N'S-I,	 M.S IICOIDS IMSPO"'IOM SOtIDULI -----.------ ----	 .a,. " 
_______ LOC~A_'~~.. _,~-----------------------

'IlE	 
NG CENn., + .... .... __
... 50. I'L_NG & n ......	 .:.:.:1::..4iIOII=:.:.:~._,r__---_l_.- --'- --.-'tII-.-'-tl-L-.--... -.-'


CODE	 ........... ,,-.c,_
 

GRS 1.21	 a.stroy , ye.rs .f ••r a.stroy' yeep9·.fter ..-•••••., ,~ .fter 
I.t~~t entry In O.f latest entry In ." I.t., ... try In O.f 

.plo~nt phy.leal e••• ln.-
lions, wbllity r.tlr_enl e.._-
In.llon!, 'Itne" for duty
 
e....ln.tlon, .. a pert of the
 
official personnel 0
 

be ret.lned separately .
 

....u be ...ret Ired 1th O'f.
 
Sub-eMpter 4.
 

.. ••• ., af~ f.-

.... rey .1••• J yea,. .... rey ...... J ,"I" 
J.,.. ..... 

tflty ~ ea..elate -	 I••• ..u....,. ..........
 
or superseded	 or super leded 

')' erfpr""5' Rat 1'!9.~'rogr_ and 'rocedure D.stroy a'tar ) y..rs Dellrey ah.r	 ) y .. r,
(i •• .;J MO,ra •.t"/J 

OTl:	 Certificates of perforMance r.tlng
 
are filed In lhe official person-
nel folder ('14) and are dispos-
able after 2 years. See Ceneral
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LOC"TIO"

fiLE	 ."'0. "L"HHIHG& ,." ...... GCEHTI.' .'GION' .." .. , ..... , .... PlILO_',-----------------,r-,-.-.-c---+----------------------r--.-.--.c--~-----------------------~~--CODE DUC.' .. 'IOH 01' M"TE.'''L ."'O ..'IO....." .. C'IO... ."'0111_ .. "'Oln__ "OUC:I_. .",o,,1_ ..... '_.IIIIIKI_I 

15 

a. GRS 1.17	 Destroy dfter 6 ~ths D.stroy after 6 ~ths DeSIre, "f.r 6 ..nths 

b.	 Federal [-rloyee$ Hea GRS I.) Destroy after} years O.stroy after ) y.ar. D...ror .ft.r ) years e 
Insurant.e. 
(Oe~ign~tlon of leniflcidr)
Optional Insurance' W.iver 
In OPr) 

19 [n~loyee lIelatlon~ 

a.	 Correspondence NPSIICS 2.2 Destroy after ) years Destroy after ) y.ars 

b.	 Counselln~ files GIIS 1.27 Destroy} year$ aft.r Destroy ) y.ars aft.r
ter.lnatlon of ter.lnat Ion of 
counseling couns.ll", 

a.	 labor-KAnage.ent Ayreeaents .PSIICS 1.2 Transfer to FAAC ~n D.stroy Prowlde copy to r .. l_* (at level of origin) 6 years old 15 yn.	 Destroy 'ork FII. ~ 
1'0 10000.r ...... 14.· 

b. Arbltu' .n Cues .PSIICS 2.2 D.stroy 5 years aft.r D.,troy 5 y.ars afl.r	 oft.r -

ReI •••• No. 1 

http:couns.ll


'f.. .... i 

"((CIIlDS GUIDEliNE ....s II COlDS 0111011'I0Il KIt ....... 

!(.'t • 

't~.f{~. , 

PHoI 
eGOl Dlsc.. r' ........ ' ... .u. 

b. Flek 

Jata.d.oo e.. "lalp! S 

GIlS '.26h 

GItS '.26h 

Destroy S ye.rs fro. 
d.le of plen or when 
no longer needed for 
reference 

Destroy 5 yeers frna 
date of pl or ".n 
no IGn9.r for 
r.f.retlC. 

Destroy S yeerl frna 
d.te of pie .. or whe .. 
no I~er .........for 
refer.nce 

b. 

• 

When resolved by ~rt 

"II ......,_AII ~~..-& 

Included In .I•• bove 

I.e. (-..- •• 1_ 14otc.-
lily, Sp.nlsh Spe.klng, 

... y be est.bll 

"""" a.3 

D.larGY I yeer .ft~ 
flnel relolutlon 

D.stroy 2 ye.rs .ft.r 
flnel resolution 

o.,..lrov 5 ~F' efteF 
progr .. clolel 

..... - -- ....,.. , W.... .".'........... 
:. ~ 

'f~, .: 
,0'1>'" 

C!r1frolkd .~ 
OrM.~u\~ 
Dellroy , ~ af&.eL 
fI...1 r.solut Ion 

Deslroy 2 y•• r, eft.r 
fine I relolutlon 

ee,tro-r--S yeer.-.tter 
r..1r .... r ... clo •• , 

A 
., 

;: 

. " 

r \.r 

...-...
 



'ILl 
CODI 

RECORDS fWiA(iEMEHT ~~~~ I_~~.__ ~p~~L. 

DUC .... ' ... O, UII.IAL 

_______ It_'S .UO.DS DISPOSITION 

__ . 

•• 10... LANN.............. 

ICHEDUlE 

CIIIlI., 

r-

+. 
~L:OC.=.~':..:..= 

._•....;5IeII;....;_' __ 

.::U:..:':..:E:.::IIO:::.:;IX:...;::. -=..:'.,::£.:....L1.:,:I _ 

-r- _ 

------II- ..-.---'-.....--O-'- ...-.- ..-.-L-.---~1,.,__ 

11 "-rlt 

GAS r , U •• stroy aft.r 2 y.. rs 

19 

,,. 

b. ~r1s (case files. ~y In-
d IvIduAIS). 

Suggestion! 

A. Correspondence 

b. Suggestions (case files. by
IndividUAls) . 

•• Inu Ion! 

tORS 1.) 

(iRS I.) 

(iRS 1.U 

Destroy after ) ye.rs 

Des.roy 2 year~ after 
approval or disapproval 

Destroy 

Destroy 2 years after 
approval or disapproval 

.. stroy after) y..rs 

Destroy 2 yeArs Aft.r 
ApprovAl or 41 ..",.oval 

Oe'troy a'ter ) years 

O.stroy J years a't.r 
approv.1 or 4lMppr.1I 

Destroy Aft.r ) y•• r, 

Destroy :I y.ars aft.r 
Approve' or 4 ...",..11 

a. 

b. 

Correspondence (other than ..dlcal 

for.s and correspondence (relatln 
to .-ployee's hlst~ry. (XCE'T
pre-..ploy.ent, disability
retlr.-ent and fltn~s, for duty 

(i~S I.) 

(iRS '.21 

Destroy after ) ye.rs 

Destroy 6 years a'ter 
lateu ent ry 

"stroy
lete't 

, y..rs .ft.r 
...try 

.ft.r ) y"" 



-. " ·":'.l~l1,lr~' 

'/l~' 

PILI 
COOl DUC .. "'1OeI 0' MATI.. AL 

PLANNING& TaAIIIIIIG elMnl' 

'-4h- -.c:elpu, Iftdlcu, 115,1",., 
•nd .c(ount.ble record, 

GIS I.J 

Oestroy ) -oAths .f'.r 
return to Issuing
offlc;e 

Oestroy .f,.r .11 
listed credentl.ls .re 

for 

.......,) _'M .,,_
r.Cur. to I.,ul.,
o"lc. 

....,_y .laM .11 
lilt" cr-,-"tl.l •• r• 
-ct_ted 'or

.......,...., J,.... 
0uuC¥-~..u.. 
lis'" cr .... ' 1.1 •• 
K(OUnt." 'or 

r. 

(Se. GIS 2.10 
In.truet Ion,) 

for dl,posltlon 



PILE 
COOE .ESC.IP'ION OP ." n.I"L 

Mrs UCO.DS DISPOSITION SCHEDULE 

--- LOC"'''' 

P .... , ..... 

'ag. Z, 

0''''. PIILD ... ,1 

;' 

'72 

•. CorrespondeftC.
(Inc'udes r«gu'alory and 
.. terla'.) 

t. "crul~t for specific posltlonl. 

c. C.r.lfl,atel of Ellglb'es 

..'SltCS 2.2 

liltS '.5 

Destroy when obsole.e 
or no lonlier needed 10 
,.efe,.enee 

Destroy .fter ) yeers 

) yee ... 

D.ltroy when ...... t• 
M ",,.r Mel.. 

e•• troy .'t.r ) y..r. 

... troy .f ••r ) yearl 

••••r., ~ J .-er' 
••4 

~' ; •. '1'4 , 
...... ~ .....,'~,.,...010$01.,. 

I , 

I'~'.I "' ' ••""r.f .ft.r ) year. 

Destroy aft.r ) years 

Deltroy ~ 2 years
0" 

.~ 
;!.,' 

t.plo~nt (I.e. fr•.,. us I.) ) years Deltroy .f••r ) v.. rs 

'76 

'71 "0 

,itS '.) 

GIS I.) 

,ItS I.) 

Dest,.oy efte,. ) yee,.. 

Destroy afte,. ) y.. ,., 

Destroy .It.r ) yeer. 

) yew. Dell,.oy .f••r 

Deltroy after 

) yo." 

) yeer, 

US •• , 

'"S I.) 

Deuc.oy 
o.d 

Oe~lroy 

.... 2 ......... -

.ft.r ) y.. r. 

....,....t 2 l/-MU0'. 
".'ro, .ftor ) y.. r. Destroy 



fiLE COOE 

RECORDS KANAGEH(NT GUIDELINE NPS-19 MrS RECORDS DISPOSITION SOtEDULE 

DlII'Osa ,.,,, II'" INC ,.,,,, 

_______ LOCA.~'~"~ 

11&010II' 

A"lNOIX • 
, 

'.,e 7S 
.-__ 

old or ~en 
or obsolete 

5uperseded 

15 
17 
" 

,88 

15 
19 

In-Service 
Inter.gency Fac ilitIe 
Non-GovernMent f.cllltl.5 

Wllhln Service 
Outside Service 

Destroy atler 3 years Destroy .fler 1 ye.r, Dellr .. Ift.r ) years 

~ w.ge Bo.rd "atters 

a. 'ollcy Correspondence 

b. w.ge Rate Schedules and related 
correspondence 

c. W.ge Survey files 
(Including reparl, and data, workln 
.,.per5 and rel.ted correspondence
conceraJ", are. NAges ,.Id for each 
..ployee clas! (excluding authorize 
~ge schedules .nd ~ge survey
rec.pltulatlon work sheets). 

nlfor. Siandards (Includes groomlnsl 

"'SRCS 2.2 

GIS 2.17b 

GAS 2.2' 

"'SRCS 2.2 

en ob50lete 
or no long reeded 
for reference 

Destroy after 

Destroy after ca.ple-
t Ion of second 
succeeding "'ge
Surv.y 

Destroy ~n obsol.,e 
or no lons.r ........ 

Destroy ~n Obsolete 
or no lonser ....... 
for refere",e 

) yurs 

.. ,Iroy ~ 011.01.1.--' .............. 

De5troy when Obsolel. 
or no lons.r need.d 
for r.f.renc. 

Destroy .fter ) yD.rl 

De5troy .fter ca.ple-
tlon of second 
Succeeding Vage
Survey 

t' 

." 



RECORDS ~NA&E"ENT GUIDELINE------ -
NPS-I, Mrs IECOIOS DlW'05ITION IOIEDULI "'IIIDIX • 'age 16 

~ . 
. 

'ILE 
CODE 

~- ~~..,. 

Due .... llO.. 0' lIlAUelAL 

~Cllf".'" If",,, 

....,.." 

.. DC.,.C , ., 

-------- - ---- -----
• a50."L a_co & ,.A1M1tt5 CE"".' 

'Aac ... 0"1_ .. ".,ClIOM. 
..... "1-

OeUfO\' ... 
or no longer needed 
for reference 

LOCa'" ......., 
.. _ .. 1__ I-.c:I_ 

A. .... .... .l, 

« 110 longer ...., .. 
f« reference 

..... , ..... " ... '.ILD ...... 

,AM: .1 
__ .. 110M ..... __ '-.c:I_ 

... , 
,. . s c-.. ...... 

W, ~~,.. .. etlf ' • I 

','''1 I .. -

e 

,~,,':,.-'
 
I. 
" ..
 



II(COIIDSMAMA4(",NT GUIDELINE 

'ILECODE Due.... ' .... 0' 

s- SUPPLIES. PII~~IT 

"' •• A&. 

AID PROPEIITY 

S2" 

526 

IS 
11I,
21 
2) 

Desl~oy
old 

when 2 y••rs De.troy
0111. 

0111. 

Del,roy
0" 

when 

when 

2 yun 

2 y.... 

0'" 

Destroy
old 

when 2 y.. r. 

528 

no 

5)2 

(n9ine~~in9 ~upplie:___ 

--~ 
.,-

---~ &liS ).) 

lOllS).) 

GIIS ).) 

Deuroy ..tIen2 yun 
old 

2 yun Ut:~lrOy wh.n 
old 

Denroy"'n 2 veen 

""roy"'n
014 

r~ .... 

2 y.. n 

2 yun 

Desr~oy
old 

..tIen2 y.. r. 

yearl e2 



,
 

R'CORD5 MANAGEMENT GUIDELINE NP5-19 
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HPS RECORDS DISPOSITION SCHEDULE 
----r------------ APPEND IX B Page 78---------------~--------~-------

FILE 
CODE DESCRIPTION OF MATERIAL 

DISPOSITION INST RUCTIONS 

WASO, PLANNING & TRAINING 

FARe 

DISPOSITION 

CENTERS 

LOC~T~N ~-------------------------------

DISPOSITION INSTRUCTIONS 
fARC 

DISPOSITION 

REGIONS PARKS AND OTHER FIELD UNITS- - ----------r------+----------------
DISPOSITION INSTRUCTIONS 

GRS 3.3 

old 

Destroy
old 

when 2 years 

old 

Destroy
old 

when 2 years 

old 

Destroy
old 

when 2 years -
5"6 

15 
19 

Library 

EquipmE.nt
Publ kat Ions 

GRS 3.3 Destroy
old 

wtll'n 2 Yf'<1r5 Destroy
old 

when 2 years Destroy
old 

when 2 years 

550 License Platf's and Tags Destroy
old 

whfn 2 yeilr~ Destroy
old 

when 2 years Destroy
old 

when 2 years 

55" Medical when 7 years Destroy
old 

when 2 years Destroy
old 

when 2 years 

5~,8 

15 
19 
23 
31 

35 

Motor-Dr Iven or Prope IIed Equipment 

Aircraft 
Automobiles. Trucks. Motorcyc les 
Boats 
Road Construction and Maintenance 
Equipment

se of 

a. Correspondence 

" b. Operating records relating to ga! 
and oi I conson.ptlon, to dispatching 
and scheduling 

c. Maintenance records relilting to 

GRS 

GRS 

GRS 

10.1 

10.2a 

lO.2b 

De'troy
old 

Destroy
old 

Destroy 

when 

when 

when 

2 years 

3 months 

1 year old 

Destroy
old 

Destroy
old 

Destroy 

when 

when 

3 months 

I year old 

Destroy
old 

when 

when 

2 years 

3 months 

e 

ON' 4 .. 52_ '1'1 



R(COROS~NAG("(NT GUIDELINE N'S-I, 
--- --- .... , UCO.D5 

----------
Dl5PD5IIIOM ICM...... 

'IllCODI 01 KR." , .... , M.' •• 'M. 

JS troy ) ye.rs .fter 
ru Ion of e.ployee 

) ye.rs .her 
Islon of .uthorl •• -

to operete GO 
Ie, whichever Is 

J YMrt.h., 
•••_,r.I'on 0' ... ,....

.-.r •• ft.r 
loa 0' authorl •• -
to OfW.'a .. 
'e, "Ichev.r •• 

562 
15 

I, 

2) 

U 

Office 
furniture .nd Acce~sor les 

for.s (Stock only) 

(Requlsh Ion. and stock 

I.... 

control) 

2 yu,. 

troy when re •• t .. 
Is dhcontln ..... 
.aded or cance"_ 

ray ..... r....... 
II ~.~t..... 

...._'_ .... ,. ~II. 

rO'l wheft ,e'.t'" 
•• d.scoat ....... ...... ., ClORe."'" 

.,... 
"' 

15 

I, 
570 

15 

I, 

leal (qul ... nt 

linoculars .nd Tele~copes 

Microscopes 

Photographic .nd Sound (qu Ijllllent 

end Projectors 

II .. end SI.de. 

2 y.. rt 

," 

2 

2 

y .. 

y.. 

,. 

,. .'
. '.'!~ 
...,. 

, j:' . 
..,:j'; 

,il
,, , 

'" .. 
e t' 

, ~, 



MPS RECORDS DlSPOSI'iDI' KHIDULIR((ORDS "ANACE"ENT CUIOELINE 

OUCIIPllOH Of .AUIIAl 

)0 yr.. '''''' old )0 rrs. .~ 

1.	 If Iltlg.tlon 15 Ihr.-tened
 
or pending. retain until
 
Nnl_t. 

2.	 Contractors' parroll •• ".tro,
 
J reer. aft.r date of
 c..,'.·
t'OI\ of contract ...I.U ~ cOlttrael ",,'or __ II .~
 
IUItJ ec: t 0' ... ,orc..... t .ct Ion
 

t ..	 r~!. 
~".. .: 

\ . 

~, ......~ .... '"'! 



WS .UO.DS DlSPOUTION ICMpULl 

' ..1CMI 

a. Plant account to IIMS .... 
pertaining to I-..r 

b. Work JHlpen uud 
Kcount Ing data 

in oK c.... Iat 1"'1 .fter 

to fMC ...... 
old 

"",.', 

"fi " 
, " ~~" 

" 'I~4 

• 'i.' 



... 1 
COM DUC:.'P , ... 0' IIAn.'AL 

- ---

LOC:A'''' 

.lfiIOII'--- ------

A"INO' •• h,e 82 

(coni. ) 

old 

... AuIOMaled ( .... I~nl 
(Ca.puter 'rlntout~) 

'nvenlor II' 'rlnl 
one 

- Deslro,· oIIsolete 
oul ""-II Cllrr.nl 
i~ ".c.lved 

'r .n_ 
one 

I ion 
I iun (On~r inlo .. :nlor""l 

I ;'.n 01 co....e£1 Inlw_ 
I i....on "r Into .. t 

..., ........-a-~~ -- --------Il-...,'OW ......- .....H/e.I~-
old 

..~, 

old 
~""""'~~ 

old 
•• F~ 

(See CiIlS ... £. L 

In,u-uellons) 
Ie.flb lor di~ ..mil iun 

--~t_·~fftt rt· Cf_ '9~ -----
provlde~ Infor • io" f"r ~y~I.·'''. 
for. 10-285 u~ed 10 dr"" el," ".''''''' 
fra. .ecounubi "Iy dod .ho ( 'o~e~ 
the Equl~nl Oeprt~ldl Ion AlLount) 

.... IAIWHI-.· 

Oe4~~~~~~~~~--~----~~~~~¥-~ 
,,'d 

~~.'r"u· 
out .."en eurrenl ooe i~ 
recelnd 

Oe~lroy .Iter verlli-
eet Ion of correcl In-

..-J~~~--~-------1~~~~~~~J ,••r. ~ 
., 

~h .. -
currenl (.'ne h 

De~lro~ efler verifi-
cellon 0' corre..1 'n'or 



----- - --- - - -------M'~ .ECO.O~ OI~'OSlflOM KNEDULIRfCCoRD5~~AG("(Nl GUIDELINE	 APP(NDIX • 
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.ILI 
CODa DEiCD.rflO .. OF IIAUD.AL .uro"' ......." ...010 ..,
 

,I old	 old ,saz Signs, "~r"er~. ~~vl(e,. fl"'I' O('~trovwhen 2 ye~rs Destrov ve.rs _ 
.nd 'enn~nl~ old old--- .....- --""----. 

Destroy when 2 )'e~rs OeUroy .....Z V.. rs 
"Id old'· 

Shi.-ent~ (Bi I" ., 1.IdingllnvoiLe·,) GRS 9.1	 Destrov ~ft ) ve.rs 
old 

.. 'olley cor resj»...tI..nc e	 Tr~n~fer 10 fARC when Tr.nsfer to
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