NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE

Schedule Number: NC1-368-79-01

Some items in this schedule are either obsolete or have been superseded by new
NARA approved records schedules. This information is accurate as of: Updated
8/8/2025

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These items, unless subsequently superseded, may be used by the agency to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.

Items 102/01A2, 1002/01A2, 1003/03B, 1101/01B, 1201/03, 1602/03 are stored in the Federal Records
Center Program.

Item 301-02a is active for records dated 2016 and previous only

Permanent items:

102-01a(1), 201-03, 202-05, 203-02, 702-01, 702-03a, 703-01, 704-02a,b, and d, 704-04a, c, d, ef,
900-14, 1101-014a, 1101-05, 1102-01b, 1102-02b(1) 1102-04b, 1102-050a

1401-01a, 1401-03, 1402-01, 1402-02, 1402-04, 1402-05, 1402-06,

1501-01, 1501-07a and b, 1501-02a, 1501-08a, 1501-09, 1501-10, 1501-12, 1502-01, 1502-02b, 1502-
04a

1602-02, 1602-03, 1603-01, 1603-02A2, 1603-03A2 and B, 1603-04A2 and B

SUPERSEDED AND OBSOLETE ITEMS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They are superseded, obsolete, filing instructions, non-records, or were lined off and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.

All other temporary records are presumed destroyed.
Note Item 301-01 superseded by DAA-GRS-2015-0006-0007

Item 301-02a superseded by DAA-GRS-2015-0006-0001 for records dated 2017 and forward only
Item 301-03 superseded by DAA-GRS-2015-0006-0007

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE

As of Updated 8/8/2025 NC1-368-79-01



NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE

Item 301-04 superseded by DAA-GRS-2015-0006-0002
Item 301-05a superseded by DAA-GRS-2015-0006-0003
Item 301-05b superseded by DAA-GRS-2015-0006-0004

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE

As of Updated 8/8/2025 NC1-368-79-01
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JOB NO.

NC1-368~79-1

TO: GENERAL SERVICES ADMINISTRATION,
NATIOMAL ARCHIVES ARD RECORDS SERVICE, WASHIHGTON, DC 20408

DATE RECEIVED

1. FROM (AGENCY OR ESTABLISHMENT)
U. S. Department of the Interior

1-9-79

NOTIFICATION TO AGENCY

2. MAJOR SUBDIVISION
Heritage Conservation & Recreation Service

In accordance with the prowisions of 44 U.S.C. 3303a the disposat re
quest, including 2mendments, is approved except for items that may

3. MINOR SUBDIVISION

be stamped “disposaf ot approved” aor “withdrawn” in column 10,

Division

of Personnel and Management

4. NAME OF PERSON WITHA~WHOM TO CONFER IS. TEL. EXT. < »~
. 1 FTS /-2 - 8/ ,jzbm p (%MV
3

‘Ms, Betty Empson 343-5661 Dare

re hivist of the United States

6. CERTIFICATE OF AGENCY REPRESENTATIVE:

{ hereby certify that | am authorized to act for this agency in matters pertaining to the disposaf of the agency’s records;
: records proposed for disposal in this Request of _218 _ page(s) are not now needed for the business of
this agency or will not be needed after the retention periods specified.

[] A Request for immediate disposal.

that the

kK] B Request for disposal after a specified period of time or request for permanent
refention.

3]

D. S|GNANJRE Y REPRESENTAYIVE E. TITLE
' Director, Heritage Conservation and
» . - Recreation Service

7.
ITEM NO.

8. DESCRIPTION OF ITEM
(With Inciusive Dates or Retention Periods)

9.
SAMPLE OR

10,
J0B NO. ACTION TAKEN

101-01
thru
1603-05

The records covered by the attached records control
schedule are created by the Heritage Conservation and
Recreation Service (HCRS) headquarters and regional
offices,

The records control schedule is included as an appendix
to a Files Maintenance and Records Disposition Handbook
which establishes an integrated system designed to pro-
vide procedures for the management of HCRS records from
creation through disposition. The schedule items
describe each series of records which has accumulated
and will continue to accumulate, Instructions are pro~
vided for the cutoff, transfer to an FARC, destruction,
or permanent retention of each series,

The authority granted by this request will supersede that
provided by Job No. NN-169~2 dated 8-4-69,

Any records series created subsequent to, and/or not
disposable by, this schedule will be covered by supple-
mentary records disposition authority to be obtained
from the National Archives and Records Service.
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ERMANENT T ITEMS , l | _ ‘

Ttem #
102-01a(l)
201-03
20205
=03-02
702-01
702032
70301
704-02a,b,d

704~0la, cf,d,

e,f
900-14 - -
1101-0la
1101-05
1102-Clo
1102-02b(1)
102~ b
1102054,
1401-01a -
1401-03 .

1402-017

1402-02
1"&,{:} 2 "'OZ(,
1402-05
1.02-06

150101
lSOan”&,»b;

1501-02a
1501-08a
10109
1501~10
150112 -
1502-01

1502-02b

1502-04a
1602-02
15602-03
1603-01
1603-02
1603-03
160304

¥ Yearly accumuilation is expected{t65decrease because HCRS will be’requifing shorter

Seriés Tifle : Annual Increase in Volume

Program Mission Correspondence Files
Director's Chron., File :
Organization Planning Files
Directives Record Set

Biographical Files

Speeches

Publiication Master Files

Video Recordings and Motion Pictures
Still Pictures

Nationwide Plan System File (machlne«readable;
NWP Files

Land Planning CGroup Flles

National Trail System Study Files

Final repcrt, Wild and Scenic Rivers Study Files
Recreational Areas Studies -

Special Recreation 3tudies

Antiquities Act Permit Files

Archeological Project Report Files

Historic Resource Survey Files

Historic Resource Recording Project Wlles
Recording Project Field Note Files
Photogrammetry Stereo Negatives

Pecording Project Drawings Files

- National Register Preoperty Files
- National Register Determination of Eligibility Files

National Register Nomination Files

National Historic Landmark Application Files
National Historic Landmark Theme Study Files
National Historic Landmarks Site Files

National Historic Landmark Site Inspection Files
Natural Landmark Theme Study Files

Natural Landmark Bvaluation Study Files

Natursl Landmerk Site Files

Tax Reform Act Certification of Significance Files

- 10 cu.ft.

Cac

ca.

“Cca,
T.ca,

Ca.

Canw
Cae.

Ca.

Ca.

Tax Beform Act Certification of Rehabilitation Files

Surplus Property Files--Preservation
State Preservation Project Files

Historic Preservation Grant Compliance Report Files

State Preservation Project Flan Files

forms and less background documentation

Cca.

Jlcu.ft.

n
i

. &% yhen accumulated

5

2 cu.ft.
Not yet created
See schedule

N/A
1 cu.ft. .
% cu.ft.
1 cu/ft/
gl )
2 cu.ft.
1 cu.ft.
% cu.ft.
% cu.ft.

5 cu.ft.

on permanent loan to IC
Ditto
Ditto
Ditto :
10 - 15 cu.fh.*
10 cu.ft. (a)

1 cu ft. (b)
1/3 cu.ft.

2 cu.ft.

2" if accumulated
cu.ft.
cu.ft.
cu.ft.
cu. ft.
cu.ft.

4 cu.ft.
1 cu.ft.

1 cu.ft.

W o b o O

ca. 5 cu.ft. (paper)

Ditto

ca. 12 cu.ft. (paper)
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ITEM
NUMBER

DESCRIPTION OF RECORDS

DISPOSAL INSTRUCTIONS

CHAPTER 1. RECORDS COMMON TO MOST OFFICES

This chapter is a grouping of two types of file mate-
rial: nonrecord or extra copy files of convenience
or reference material and general correspondence
(subject) files.

SECTION 1, NONRECORD MATERIAL

This section defines the types of material which are
considered nonrecord and provides standards for dis-
posing of such material in all Heritage Conservation
and Recreation Service offices. Nonrecord materials
have no documentary or evidential value usually
because theyv are: (1) duplicate copies of an original
maintained by a separate office of primary interest
which serves as the cofficial record; (2) printed or
processed materials of which only the master copy is
considered official; or (3) papers of a transitory
nature which cease to have anv documentary or eviden-
tial value after their contents are incorporated or
adequately summarlzed in other documents; e.g.,
preliminary drafts, shorthand notes, work sheets, etc,

This type of materisl accumulates in offices as a
convenience to personnel, but should be kept to a
minimum., Nonrecord material is often found interfiled
with official papers -~ this is a poor files main-
tenance practice. Retention of nonrecord material

is not required. Ideally, much of this material
should be destroyed without filing. This &educes the
volume of material in the files and makes files more
serviceable, 1If, however, nonreccord material is
filed, it should be kept separately from official
records.
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ITEM
NUMBER

DESCRIPTION OF RECORDS

.DISPOSAL INSTRUCTIONS

101-01
GRs teésa-
ok

101-02

101-03

The following standards cover nonrecord material
normally created or accumulated as a result of respon-
sibilities and activities common to all offices.

NOTE: NO MATERIAL IN THIS SECTION SHOULD EVER BE
SENT TO THE FEDERAL ARCHIVES AND RECORDS CENTER.

Files Maintenance and Disposition Plans. Documents
which reflect fille categories, disposal instructions,
and other information about the files accumulated at
an individual file station.

Reading or Chronological Files. Extra copies of cor~
respondence prepared and maintained by the originating
office used solely as a reading or reference file for
the convenlence of personnel.

EXCEPTION: THE HCRS DIRECTOR'S CHRONOLOGICAL FILE OF
OUTGOING CORRESPONDENCE IS COVERED BY SCHEDULE NO.
201-03 AND IS DESIGNATED AS PERMANENT,

Suspense Filles., Papers arranged in chronological
order as a reminder that am action is required on a
given datej a reply to action is expected and if not
received, should be traced on a glven date; or a
transitory paper being held for reference which may
be destroyed on a given date. FExamples of papers in
suspense files are:

a., A note or other reminder to submit a report or t
take some other action. :

b. The file copy, or an extra copy of an outgoing
communication, filed by the date on which a reply
is expected.

Destroy upon receipt of a revised
plan or discontinuance of the plan,

Cut off at close of fiscal year.
Destroy 1 year after cutoff or after
reference value has been exhausted,
whichever is sooner.

Destroy after action is taken.

Withdraw papers when reply is
received., If suspense copy 1s an
extra copy, destroy it; 1if 1t is the

file copy, lncorporate it with other
papers for file.
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NUMBER DESCRIPTION OF RECORDS DISPOSAL INSTRUCTIONS
c. Papers which may be destroyed in 30 days or less Destroy on date under which sus-

as being without further value, pended.

101-04 Policy and Precedent Reference Files. Copies of docu-~} Destroy when organizational unit
ments establishing policy or precedents pertinent to is discontinued or when documents
future and continuing actions. Normally, policy and become obsoclete or are no longer
precedent files are maintained at operating levels needed for operating or reference
and consist of extra copies of operating procedures, purposes.
statements of policy or procedure, examples of typical
cases, and other documents duplicated in official
files. Original or official record copies will NOT
be placed in this file. This file consists of non-
record copies maintained only for convenience of
reference.

101-05 Transitory Files. Papers of short-term interest Cut off monthly. Destroy 3

which have no documentary or evidential value and
normally need not be kept more than 90 days.
Examples of transitory correspondence are shown below:

a. Requests for Information or Publications. Routine
requests for information or publications and
copies of replies which require no administrative
action, no policy decision, and no special com-
pilation or research for reply, such as requests
for publications or other printed material.

b. Letters of Transmittal., Letters of transmittal
that do not add any information to that contained
in the transmitted material.

¢. Quasi-0Official Notices. Memoranda and other
papers that do not serve as the basis of official
actions, such as notices of holidays or charity
and welfare fund appeals, bond campaigns, and
similar papers.

months after cutoff,
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ITEM
NUMBER

DESCRIPTION OF RECORDS

DISPOSAL INSTRUCTIONS

101-06

101-07

101~08

Recordkeepers shall combine the types of temporary mate~
rial shown above into one transitory file arranged

chronologically, If the volume warrants using more than
one folder, four folders labeled as follows may be used:

Transitory (JAN - MAY
Transitory (FEB ~ JUN
Transitory (MAR - JUL
Transitory (APR - AUG

SEP)
0CT)
NOV)
DEC)

!

|

A folder is used for each month. At the beginning of
each month, the folder used the previous month is
placed behind the other three, until all four folders
have been used. At the bepinning of the fifth month,
the contents of the folder containing the oldest mate-
rial are destroyed and the folder reused for the cur-
rent month,

Routine Countrol Files. Papers used to facilitate or
control work in progress, such as job control records,
status cards, routing slips, work processing sheets,
and records which control work flow and record action
taken or serve as recelpts for records chargeout.

Agency Directives and Publications - Reference Copies.
Extra copies of local intermal and external regula-
tions, directives, and publications; Heritage Conser-
vation and Recreation Service and Department of Interioq
manual releases, bulletins, circulars, pamphlets, and
public relations material. Arranged as prescribed.

Publications of Other Government Agencies, Copies of
Congressional decuments, OMB Circulars, Code of

Federal Regulations, Federal Register, GSA publications,
etc,

Destroy when work is completed or
when no longer needed for operating
purposes.

Keep copies at minimum necessary for
official reference use. Destroy when
superseded, obsolete, or no longer
needed for reference.

Destrov when superseded, obsolete, or
in the case of bound volumes, when
not needed for library purposes,
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NUMRER DESCRIPTION OF RECORDS DISPOSAL INSTRUCTIONS

€Tt

10109 Non-Government Publicatiouns. TPublications of commer- Destroy when superseded or obso-
cial firms, private institutions, and vendors, includ- lete,

ing catalogs, brochures, price lists, and similar
publications. Arrangement as appropriate. This mate-
rial should not be kept in the office files.

101-10 Library Materials. Excess copies of hooks, pamphlets, Destroy when superseded, obsolete,
journals, and similar materials. Arrangement as appro-§ or no longer needed for reference.
priate. This material should not be kept in the officéd
files.

101-11 Technical Reference Material. Copies of reports, Review at least annually. Destroy
studies, special compilation of data, drawings, peri- material of no further reference
odicals, clippings, etc., which are needed for refer- value,

ence and information purposes but are not made a part
of official files. Prepared internally and externally,
Arrangement as appropriate. '

SECTION 2. GENERAL CORRESPONDENCE (SUBJECT) FILES

The records described below consist of originals or
copies of correpsondence, reports, forms, and other
materlials of a general nature on a wide variety of
‘'subjects. These materials are arranged according to
the Subject Classification System contalned in
Appendix 1 of this handbook.

102-01 ""ission'" Correspondence Files, Mission correspond-
ence files document the functions and responsibilities
for which an office 1s primarily responsible,

a. Program Mission Correspondence Files directly re-
late to the primary functions of the Service; i.e.,
cultural and recreational resource planning,
acquisition, development, and preservation; grants-
in-aid; coordination of cultural and recreational
resource planning of Federal agencies; and technical
assistance to states, federal agencies, and others.
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NUMBER .DESCRIPTION OF RECORDS DISPOSAL INSTRUCTIONS

(1) Propgram Mission Files accumulated and main- Permanent. Cut off annually at the
tained at the division level or above in the close of the fiscal year. 1Hold 3
Headquarters Office and by Regional Directors {years or until volume warrants and
in the field. Are, by subject according & retire to FARC. Offer to NARS 20
SV—bS@C’*“KVM%'\CR‘ clacs{ﬁud‘?m Cov?e. !Ouﬂ'l\,r years after cutoff,

(2) Program Mission Files maintained in offices Cut off annually at close of fiscal
below the division level in the Headquarters year. Hold 3 years or until volume
Office and below the Regional Director in the Jwarrants and retire to FARC. Destroy
field. 20 years after cutoff,.

b. Administrative Mission Correspondence Files relate

to administrative support activities such as per-

sonnel, procurement, property, transportation,

travel, communications, and similar internal

administrative management functions.,

(1) Administrative Mission Files accumulated and Cut off annually at the close of the
maintained at the division level in the Office } fiscal year. MHold 3 years or until
of the Deputy Director for Programming (Head- | volume warrants and retire to FARC,
quarters 0Office). Destroy 20 years after cutoff.

(2) Administrative Mission Files maintained at Cut off annually at the close of the
‘other levels of HCRS, fiscal year. Hold 3 years or until

volume warrants and retire to FARC,
Destroy B years after cutoff.
102-02 "Non-Mission" Correspondence Files, Non-mission corres-f Cut off at close of fiscal year,

pondence files include correspondence, reports, forms,
and other papers which are accumulated in an office but
do not directly relate to the function or mission for
which the office exists. They generally include:

(1) copies of papers relating to program subjects for
which another office is responsible for documentation,
and (2) papers relating to routine internal management

Destroy 2 years after cutoff.
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DESCRIPTION OF RECORDS

DISPOSAL INSTRUCTIONS

or general administration (i.e., "housekeeping") func-
tions of the office. The office housekeeping papers
will consist of general correspondence regarding faci-
lities, supplies, equipment, office financial matters,
travel, property, and personnel management.
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DESCRIPTION OF RECORDS

DISPOSAL INSTRUCTIONS

201-01

201-02

(GRS /5//94./
® wfiab

CHAPTER 2., PLANNING AND MANAGEMENT RECORDS

The records described in this chapter relate to the
management, planning, organization, and direction of
the lHeritage Conservation and Recreatiom Service.
They are created in the course of developing plans,
policies, and programs; in conducting management sur-
veys, management improvement projects, and program
evaluations; .and in managing paperwork activities.

SECTION 1. EXECUTIVE MANAGCEMENT FILES

Committee Management Files. Documents created in
Headquarters Office for the establishment, review,
coordination, continuance, or dissolution of joint,
interagency, intra-agency, and extra-governmental
committees, including task forces, councils, boards,
commissions, panels, and comparable groups, The
coordination and review are to prevent overlap and
duplication, preclude committee establishment when
normal staff action will suffice, and to apply other
management practices to committees, Included are
committee establishment proposals, approvals, papers
reflecting changes in committee membership, committee
charters, reports on establishment and composition,
and related papers. Arranged alphabetically by com-
mittees name. Maintained by coordinating office,

Committee Operations Files., TFiles may include, but

are not limited to an igsuance or charter establish-
ing the committee, a resume of major points of inter-
est concerning committee meetings and general opera-
tions, a terminating issuance, and a final committee
report and findings. They may also include copies of
minutes of meetings, the agenda, and other papers

Cut off upon discontinuance of
committee or disapproval of
establishment of committee. Hold
3 years or until volume warrants
and retire to FARC, Destroy 20
years after -cutoff, Destroy
duplicate copies when no longer
needed for reference.
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DESCRIPTION OF RECORDS

DISPOSAL INSTRUCTIONS

(cazs /é//aAJQ

201-03

202-01

relating to the establishment, revision, or termination
of individual studies and/or projects., Arranged

Jalphabetically by conmittee.

a. Committee chairman, secretarial, or recorders files
which are designated as "official records."

b. Members records and duplicate copies.

Director's Chronological Files. Chronological file

consisting of extra copies of outgoing correspondence
signed by the Director of the HCRS and extra copies of
significant letters dispatched at lower levels but

forwarded to the Director for personal information.%amﬁjﬂmmxw—
q v

SECTION 2. PROGRAM PLANNING AND MANAGEMENT

Management Objectives Files. Documents created and

maintained in the process of establishing short-, mid-,
and long-~range management objectives for the Heritage
Conservation and Recreation Service., Included are
documents reflecting the establishment of schedules to
accomplish objectives, the formulation of new concepts
and requirements for planning purposes, and the evalu-
ation of progress and accomplishments in meeting the
cbjectives established by the plan.

Permanent.

Cut off upon completion of committee
action or termination of committee,
as appropriate. Hold 3 years and
retire to FARC., Destroy 20 years
after cutoff.

Destroy when purpose has been served
or after 1 year, whichever is sooner,
except that informational copies of
minutes which relate to another
official file series will be dis-
posed of with the records to which
they pertain.

Cut off at close of
fiscal year. Retire to FARC after 3
years or when volume warrants,

Offer to NARS 20 years after xatire-
Cutef L



mailto:Hl@Rl;.w
https://official�records.11

6TT

ITEM
NUMBER

DESCRIPTION OF RECORDS

DISPOSAL INSTRUCTIONS

202-02

a. HCRS office responsible for preparation of the plan.

b. Contributing, coordinating, or commenting office.

Management Survey Case Files. Consist of staff

studies or management improvement projects regarding
analyses of administrative policies and procedures,
manpower surveys, organization and methods studies,
papervork studies, work simplification and standard-
ization studies, workload and work distribution
analyses, and similar studies. Includes papers
authorizing the project and describing its scope,
purpose, and objectives; intermediate progress reports
and correspondence; final survey report and documen—
tation of actions taken as a direct result of the
SUrvey.

a. Office conducting the survey or office sponsoring
a contract to perform survey services.

be Offices surveyed.

Cut off at close of fiscal year
in which plan is superseded.

Hold 3 vears or until volume war-
rants and retire to FARC. Destroy
20 years after cutoff, '

Cut off at close of the fiscal
year in which plan is superseded.
Destroy 2 years after cutoff or
when no longer needed for refer-
ence, whichever is sooner.

Cut off at close of fiscal year
in which action is completed on
survey., Destroy 10 years after
cutoff.

Destroy on completion of next com-
parable survey or when no longer
needed for reference.
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~ DESCRIPTION OF RECORDS

DISPOSAL INSTRUCTIONS

202-03

202-04
FN-1o23,
I‘H’,m L|L0

202-05
(CRS (6/3a
)

N 169-2,
e |8

Management Survey Background Files. Papers accumulated

in the collection of data for or during a management
survey or staff study. Includes notes, statistical
data, feeder reports, working papers, copies of direc-
tives and local operating procedures, -charts, personnel
data, and similar material collected for fact-finding
or back-up purposes.

Program Evaluation Project Files. Documents accumu-
lated in evaluating HCRS program efforts to determine
if goals are achileved, to assess the effectiveness of
the program, and to identify successful and unsuccessful
projects. Included are copies of reports, question-
nalres, and other data; evaluation of guidelines and
procedural documents; progress reports and other papers
reflecting status of project; working papers; back-
ground material and similar papers; and copy of the
final evaluation report., An official copy of the

final published project shall be preserved permanently
by the office of origin, as required by schedule item
703-01, Arrangement by project title.

Organization Planning Files. Documents relating to the

establishment of policy and changes in organizationm,
functions, and relationships of the HCRS when such
actions affect, or may affect, the management and
operation of the agency. Included are staff studies,
organizational and functional charts, reports of work-
ing groups, minutes of committee or task force meetings
and staff conferences, documents relating to overall
functions and mission, copies of published issuances
implementing establishment or change, and related or
similar documents. A LS su.b_')ec{',%emmoﬂcr chrwoinj‘
@

ca. i per e

Cut off at close of fiscal year in
which survey 1s completed. Destroy
when—po—tonfer—rreeded—for—reference
e¥ 3 years after cutoff, -whiehewer

4e—eeartiery or when audited by
&R0 whiehevey 18 Seceney.

Cut off at close of fiscal year in
which the evaluation project is com-
pleted. Hold 3 years and retire to
FARC. Destroy 10 years after cutoff.

Permanent. Cut off at close of fis~
cal year in which case 1is completed.
Hold 3 years or until volume warrants
and retire to FARC, Offer to NARS 20
cutoff
years after xetdifement, Destroy
duplicate copies when no longer

needed for reference.

adly

v/20(;
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NUMBER DESCRIPTION OF RECORDS DISPOSAL INSTRUCTIONS
202-06 Organization Planning Working Files, Background est r oy —b-tretrthromfaer—fimad-
materials, drafts, interim and copies of progress iK!&éﬂ-sm-pmojﬁeé—ﬁeﬁﬂvtaﬁf 3
reports, and related papers accumulated in organiza- years after completion of repor:
tion planning projects and surveys. Arranged as ~iefprap Rt R et ©F
appropriate,. when qudﬁcc\ by GAO
whicheyer (S sooner.
SECTION 3. PAPERWORK MANAGEMENT
203-01 Records Management Liaison Officer Designation. Docu- Destroy when superseded by a new
ments reflecting name and information about individuals designation or when obsolete.
‘designated to perform records management duties in
organizational entities of the Heritage Conservation
and Recreation Service. Includes designations for
directives management officers, records liaison
officers, forms liaison officers, and similar represen-
tatives. Maintained by the HCRS Records Management
Officer.
203-02 Directives Records Set., Consists of the official file Permanent, Place in inactive file
(GRS/@AAI copy of each formal policy and procedure issuance when cancelled or superseded.
A ) published by the Heritage Conservation and Recreation Transfer to FARC when no longer
iis-ok) Service. This schedule applies to the master set needed for reference, Offer to
maintained by the Division of Personnel and Management.] NARS 20 years after retdsement.
See schedule 101-07 for reference sets'of directives ¢ whoff.
maintained by other offices. RArr hum«eﬁw\\b, 1“/ Yo
203-03 Directives Case History Files, Documents relating to Place in inactive file when the
the preparation, review, clearance, publication, and directive is rescinded, super-
(GRS ”?49 distribution of HCRS issuances., Tncludes material on seded, or obhsolete. Cut off
”%ﬁg;g the clearance and concurrence of draft issuances and inactive file at close of fiscal

other coordinated actions, revisions, -and cancella-
tions, and a signed copy ol the final issuance.
Maintained by the HCRS Records Management Officer.
Arranged by 1ssuance identification number.

year, Hold 3 years or until
volume warrants and retire to
FARC. Destroy 20 years after
cutoff,

(& 7R
“fz0[ 79
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- DESCRIPTION OF RECORDS

DISPOSAL INSTRUCTIONS

203-04
GRS

( i8fs -
Some--ok)

203-05
GRS r8/3

5&%6*0@)

203-06

C@RS/g/i>

Sdme - ok,

203-07
(RS 16f

)

20308

(éﬁS’u@/

Sme-ch)

Classified Document Inventory Files., Files consisting
of forms, ledgers, or registers used to show identity,
internal routing, and final disposition made of classi-
fied documents, but exclusive of classified document
receipts and destruction certificates and documents
relating to Top Secret material covered below. Arranged
chronologically.

Classified Document Recelipt Files. Papers relating
to the receipt, transfer, and issuance of classified
documents maintained by other than control points.

Classified Document Destruction Certificates. Papers
relating to the destruction of classified documents.
Arvanged chronologicall s,

Records Retirement Filesy., Papers maintained by the

HCRS Records Management Officer in the Headquarters
and by Regional Records . Management Officers in the
field. Files document the retirement of files to the
Federal Archives and Records Centers or similar stor-
age areas. Includes Standard Forms 135 oxr similar
lists, correspondence, and related papers. Arranged
as appropriate,

Files Maintenance and Disposition Plans, Consists of

coples of the TFTiles Maintenance and Disposition Plans
which show file categories, disposal instructions,
and other information about the file series accumu-
lated in individual file stations. Maintained by the
Records Liaison Officers as file directories for the
stations under their responsibility. Individual
office file copies of the Files Maintenance and Dis-
position Plans are waintained under Item 101-01.

Cut off
Destroy

at close of fiscal year,
2 vears after cutoff.

Cut off at close of fiscal year.
Destroy 2 years after cutoff,

Cut off
Destyoy

Destroy
thereon
when no

Destroy
plan or

at close of fiscal year.
2 years after cutoff,

after all records listed
have been destroyed or
longer needed for reference.

upon receipt of a revised
discontinuance of the plan.



https://chronologic.il
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ITEM
NUMBER

DESCRIPTION OF RECORDS

DISPOSAL INSTRUCTIONS

203-09

Same P

203-10

203-~11

Keports Control Case Files. Case files maintained for
cach report created, cancelled, or superseded. Docu~-
ments reflect actions taken in evaluating the require-
ments for approving and controlling specific reports.
Tncluded are applications for approval of reports;
coptes of pertinent report forms or formats; copies

of the requirement directive; preparation instructions;
requests for OMB approval of Public Use Reports and
necessary justifications; documents relating to con-
tinuance, revision, and other changes to reports;

and other correspondence, evaluations, and similar
papers relating to reports. Case files are maintained
by the HCRS Records Management Officer. Arranged

by report identification.

Repurts Controul Records Cards. Card files showing

pertinent information about the report such as dates
initiared, approved, discontinued; frequency; office
of primary interest; preparing element; specific
recipients; OMB clearance 1f appropriate; and similar
data. Maintained by HCRS Records Management Officer.
Arranged by reports identification,

Reporting Reguirements Registers. Documents used to

control assignment of reports identification and to
maintain a perpetual inventory of reports issued
under the HCRS Reports System. Includes cards,
register sheets, catalogs, or similar documents.
Arranged numerically,

Place in inactive folder when
report is discentinued, super-
seded, or obsolete. Cut off
inactive reports at the close of
the fiscal year. Destroy 2
vears after cutoff.

Cut off when report is discon~
tinued, superseded, or obsolete.
Destroy 1 year after cutoff.

Place in inactive file on discon-
tinuance of the reporting require-
ment or on revision of reports
identification symbol, Cut off
inactive file at the close of the
fiscal year, Destroy when no
longer needed for reference,
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NUMBER DESCRIPTION OF RECORDS DISPOSAL INSTRUCTIONS
203~12 Forms Functional ¥ile. A collection of forms used to Destroy when form is superseded
(EH?S AQ/ “assist in taking forms management actions such as or discontinued,
“ - determining whether new forms should be developed and
suﬂ;i%) approved and whether existing forms should be con-
solidated or replaced by other forms. Arranged by
function name, thereunder by form number and name.
Maintained by IICRS Records Management Officer.
203-13 Forms Numerical File. Case history files containing Place in inactive file when form
(chS 16/% copies of each form and revision request for approval is rescinded, superseded, or obso-
2

Submr
Ifb’-’c-/.)

203~14

and justification, copies of prescribing issuance,

clearance reprint authority, and related correspond-
ence. Maintained by HCRS Records Management Officer.
Arranged numerically.

Form Registers. A reglster or card system used to

record and control the assignment of form numbers.
Arranged as appropriate.

lete. Cut off inactive file at
the cluse of the fiscal year.
Hold 8 years or until volume
warrants and retire to FARC.
Destroy 20 years after cutoff,

Destroy individual register
sheets when all forms entered
thereon are cancelled, superseded,
or transferred to a new sheet or
when no longer needed.



https://n~visi.on
https://reprj.nt
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ITEM
NUMBER

DESCRIPTION OF RECORDS

DISPOSAL INSTRUCTIONS

e -

301-01

301G

Swbmpt (LS

(Gﬁs.zéa

NN-164-3 |
Hem 47

301-03

( GRS Q%)

Soume - ok

301-04

(s T

CHAPTER 3., TFINANCIAL MANAGEMENT RECORDS

SECTION 1. BUDGET AND FISCAL ACCOUNTING FILES

Budget Administrative Filegs. Documents accumulated in

offices of operating officials which serve as manage-
ment tools in the preparation of budget estimates and
in coordination and execution of approved budgets.
Includes workpapers, cost estimates, and rough data.

Budget Estimates. Budget estimates prepared or con-

solidated by the HCRS Division of Budget and Finance
comprising appropriation language sheets, narrative
statements, and related schedules and data. Arranged
chronologically.

a. Final consolidated submission maintained by the
HCRS Division of Budget and Finance.

b. Other offices.

Budpet Working Files, Work papers, cost estimates,

and other data accumulated in preparation of pro-
jected fiscal programs and annual budget estimates
and for budget review purposes, including duplicates
of papers included in file copies of budget estimates,
Arranged by fiscal year.

Apportionment and Reapportionment Schedule Files.

Consists of schedules, such as Standard Forms 132 and
related documents, which propose and apportion the

Cut off at close of fiscal vyear.
Destroy 2 years after cutoff.

“Permmrent,. Cut off at close of
fiscal year, Hold 3 years or
until volume warrants and retire
to FARC. —-Offer—roAR5—26 years
after -retirement. >°5toy 10

cud»:;ff’
Retain until obsolete, super-
seded, or no longer needed for
reference,

Cut off at close of fiscal year,
Destroy 1 year after cutoff,

Cut off at the close of the
fiscal year. Destroy 2 years

after cutoff.

5
4Jal

o
#go/"?
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ITEM

NUMBER . DESCRIPTION OF RECORDS DISPOGSAL INSTRUCTIONS
the quarterly obligation of funds under each authorized
appropriation. Arranged chronologically by appropria-
tion or fund.
301-05 Budget Execution Report Files. Consists of budget
reports, such as Standard Forms 133 and related docu-
ments and correspondence, which show the budget
resources for the appropriation, the status of obliga-
tions, and the relation of obligations to disbursements
for each appropriation or fund. Arranged chronologi-
cally by appropriation or fund. Maintained by Division
of Budget and Finance.
(GRS.S/§4 a. Annual report at end of fiscal year. Cut off at the close of the fiscal
sama <ok ) year. Destroy 5 years after cutoff.
(CRS 5/5 b. All other reports. Cut off at close of the fiscal year.
Sume - of Destroy 3 years after cutoff,.
301-06 Report on Obligation Files. Consists of documents, such

ame -

(M’Ss 5/sa )

(cks s/sb
Same ok,

361-07

as Standard Forms 225, which report total transactions
and transactions within the Federal Government by
object class; a summary of advances, reimbursements,
and income; net obligations incurred; expired accounts
(adjustments); and net unpaid obligations for each
appropriation. Arranged chronologically by appropria-
tion. Maintained by Division of Budget and Finance.

a. Annual report at end of fiscal year.

b. All cther reports.

FMS Status Reports Files. Computer printouts produced
by the Financial Managemement System which show the

Cut off at close of fiscal year.
Destroy 5 years after cutoff.

Cut off at close of fiscal year.
Destroy 3 years after cutoff,
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ITEM

NUMBER DESCRIPTION OF RECORDS DISPOSAL INSTRUCTIONS
status of apﬁropriations and allotments; report costs
and obligations by program and project; and provide
analysis of fund usage. Arranged chronologically by
report title.
(GRS 573& a. Division of Budget and Finance Copy. Cut off at close of fiscal year.
Smw&mé) Destroy 5 years after cutoff.

Séwme -

(GRS s{%)

302-01
(GRS 9/%@

same-

302-02

(GRs "l/3a~
&Mme-ok)

302-03

(GRS ﬁﬁa-
same—uﬁ)

b. All other copies.

SECTION 2. ACCOUNTING AND DISBURSEMENT FILES

Passanger Transportation (Individual) Records. Docu-

ments reflecting payments to individuals consisting
of travel vouchers, requests, authorizations, vendor
invoices, and other payments relating to official
travel of HCRS employees, dependents, and others
authorized to travel. Arranged by traveler's name.
NOTE: This schedule applies to records maintained in
the Accounting Office only. See schedule 406-02

for travel files maintained in other offices for
administrative purposes.

Passenger Transportation (Carrier) Records. Docu-

ments reflecting payments to carriers consisting of
memorandum copies of vouchers (SF-1113a), memorandum
copies of transportation requests (SF-1169a), and all
supporting documents., Arranged as appropriate,

Freight Records (Carrier). Consists of memorandum

copies of vouchers (SF-1113a), memorandum coples of
bills of lading (SF-1103a) or their equivalent, and
related supporting papers. Arranged chronologically.

Cut off at close of fiscal year.
Destroy 3 years after cutoff.

Cut off file at the close of the
fiscal year. Destroy 3 years
after cutoff,

Cut off at close of fiscal year.
Destroy 3 years after cutoff.

Cut off at the close of fiscal
year. Destroy 3 years after
cutoff.
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ITEM
NUMBER

DESCRIPTION OF RECORDS

DISPOSAL INSTRUCTIONS

302-04

GRS bflw
cm)

33§£%ST£3

qamé-

302-06

302~07
RS'I

Samu_— a#.

302-08
(GRS é/i%)

S ame -

302-09
GRS /3
( szc'z’

Paid Voucher Files, Consists of copies of purchase

orders; original invoices; a copy of the paid voucher;
and supporting documents. Includes imprest fund
vouchers and schedules and documents such as GSA 789's.,

Allotment Ledgers. Documents, including computer

files, showing the status of allotments and obligations
under each authorized appropriation.

General Ledger Files. Computer printout listing all

transactions affecting the accounts for the period,
showing accounting entries, and expenditures.

Subsidiary Ledger Files, Records used as posting and

control media but subsidiary to the general and allot-
ment ledgers, Includes coding sheets, batch control
sheets, statements of accrued expenditures, work order
ledgers, cash disbursements ledgers, and cost distri-
bution ledgers. Arranged as appropriate.

Notice of GAO Exception Files, Consists of General

Accounting Office notices of exception, both formal and
informal, and related correspondence. Arranged chrono-
logically.

Certificates of Settlement Files. Documents reflecting

the settlement of accounts of accountable officers,
statements of difference, and related papers.

a. Certificates covering closed account settlements
and final balance papers.

Cut off at close of fiscal year.
Hold 3 vears and retire to FARC,
(FARC will destroy according to
GAO instructions, s mdicded in Generad
QMMs%hmM¢-Z/M
Cut off at close of fiscal year.
Hold 3 vyears or until volume war-
rants and retire to FARC. Destroy
10 years after cutoff.

Cat off at close of fiscal year.
Hold 3 vyears or until volume war-
rants and retire to FARC., Destroy
10 vears after cutoff.

Cut off at close of fiscal year.
Destroy A vears after cutoff.
3 .

Place in inactive file after excep-
tion is cleared by General Account-
ing Office. Cut off inactive file
at close of fiscal year. Destroy

after-1 year afler cuto PR

Place in inactive file when settle-
ment is made and certificate has
cleared. Cut off inactive file at



https://entri.es

ITEM
NUMBER

DESCRIPTION OF RECORDS

DISPOSAL INSTRUCTIONS

Stme-oh

(aﬂs (0/3)5

302-10

( GRS (p/
-IL’«(I_)+ Q)

ok)

302-11

(CrS &
MCO/(?)
ot

302-12

GRg é»/
fac)+(2

")

b. Certificates showing periodic settlement.

¢. Schedules of certificates of settlement of claims
settled by the General Accounting Office.

Schedule of Cancelled Checks Files., Consists of

SF~1098 listing checks for cancellation by Treasury,
Identifies department; bureau; location; and Disburs-
ing Office symbol, number, and location., Tor each
check, shows date of issue, check number, payee,
applicable voucher number, amount, and appropriation
symbol to be credited. May alsc include supporting
caorrespondence relating to the reason for cancella-
tion., Arranged by schedule numher.

Voucher and Schedule of Payments. Accounting and

accomplished copies of Voucher and Schedule of Pay-
ments (SF 1166) and other documents showing the dis-
bursement of agency funds and used by the General

Accounting Office to audit agency financial procedures.

Statement of Transaction Files, Consists of State-

ments of Transaction, Standard Forms 224, which show
the classification of disbursements and collections by
appropriation and account, total disbursements and
collections, and the status of collections. Arranged
numerically.

close of fiscal year.
2 years after cutoff,

Desiroy

Destroy when subsequent certifi-
cate of settlement is received.

Place in inactive file when claim
is settled. Cut off inactive file
at close of fiscal year. Destroy
2 years after cutoff.

Cut off at close of fiscal year.
Hold 3 years or until volume

warrants and retire to FARC.

FARC will destroy according to

G40 instructions, ds

indiceded Ty Gemeral Recerds
Scheduwle (o /lal) « bflala)

Cut off file at close of fiscal
year. Hold 3 years or until vol-
ume warrants and retire to FARC,
FARC will destroy in accordance
with GAO instructions;ds wdwcaded s
Gomernl Receds Schedule 6/ 130) v €] 1ala)
Cut off at close of fiscal year.
Hold 3 years or until volume war-
rants and retire to FARC. FARC
will destroy according to GAD
1nstructions}os?ndmakaﬁ ua

Gemera| Recorls Schedule
GHac) « ¢ftat)
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ITEM

NUMBER DESCRIPTION OF RECORDS DISPOSAL INSTRUCTIONS
SECTION 3. GENERAL FINANCIAL FILES

303-~-01 Remittance Recelpt and Deposit Files. Consists of Cut off at close of fiscal year.
records relating to the receipt and deposit of cash Destroy 3 years after cutoff.
and checks with the U.S., Treasury. Maintained by
office with responsibility for deposit of receipts.

Arranged chronologically.

303-02 Accountable Offjcer Designation Files. Records Place in inactive file when designa-
relating to the designation and revocation of tion is revoked and account is
accountable officers, cleared by GAO., Cut off inactive

file at close of fiscal year.
Destroy 4 years after cutoff,

303-03 Federal Personnel Surety Bond Files., Copies of Federal
personnel surety bonds and attached powers of attorney.

(6RS @@A& a, Official copy. Destroy 15 years after end of bond
samu,o§> premium period.
CeRs Q/bi b. All other copies. Destroy when bond becomes inactive

SGMQ;;.)

304-01
(GRS 3/i8

swhinrf fis-

)

SECTION 4. GRANT ACCOUNTING FILES

Grant Accounting Files. Consists of grant award,

agreements, amendments, computations, journal vouchers,
certificates of deposit, and correspondence on funding
of grants. Arranged by grant number,

or at the end of the bond premium
period.

Place in inactive file when grant
funds are expended or grant is termi-
nated. Cut off inactive file at
close of fiscal year. Hold 2 years
or until volume warrants and retire
to FARC. Destroy 6 years after cut-
off.
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ITEM

NUMBER DESCRIPTION OF RECORDS DISPOSAL INSTRUCTIONS
304-02 Letter of Credit Files, Consists of letters of credit,] Cut off at close of fiscal year,
(RS Qﬂh signature cards, requests for payment and copies of Hold 3 years and retire to FARC.
5“““”9 Statements of Transaction, such as Standard Forms 224 FARC will destroy in accordance
or equivalent forms. Arranged by state. with GAQ instructions,as indicated in
Gemera! fecords Schedide QJWQ,0)+-0/1&QQ>
304-03 Grant Voucher File. Consists of coples of billing Cut off at close of fiscal year.
( 6% Qﬂw forms, paid vouchers, document face sheets, outlay Hold 3 years or until volume war-
Sumae - of reports, and related correspondence. Arranged chrono- rants and retire to FARC. FARC
logically by grant number. will destroy in accordance with
. GAO instructions,asin&ruthLk
Gemornl  Kecsrds  Schedube
SECTION 5. PAYROLL FILES Gflac) ~ 6f lal®)
305-01 Time and Attendance Report Files.

Some -

(6KS a/%ﬁ

(ifs %@3

o - o

305-02

(6rs iz
Sm—mé)

305-03

Copies of attend-
ance and leave records used to process payroll and
maintain official leave records.

a. Copy used to prepare and process payroll,

b. All other copies.

Payroll Distribution Report Files. Computer printouts

from the payroll office showing pay information in
detail by block and cost reports. Arranged by payroll
block.

Payroll Differential Approval and Authorization Files,

Coples of approved requests for overtime, compensatory
time, holiday, and premium pay with similar and
related documents.

Cut off at close of fiscal year,
Destroy after GAO audit or 3
years after cutoff, whichever is
sgoner,

Cut off at end of pay period
Destroy 6 months after cutoff.

Cut off at close of fiscal year.
Destroy 2 years after cutoff.

Cut off at close of fiscal year,
Destroy 1 year after cutoff,
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ITEM

NUMRER DESCRIPTION OF RECORDS DISPOSAL INSTRUCTIONS
30504 Personnel Action Notification Files, Consists of copiesfCut off at close of fiscal year.
(GRS ;/h of Standard Forms 50, Notification of Personnel Actlon, |Destroy after GAO audit or 3 years
same-0t Jfused to prepare and process payroll system, Arranged after cutoff, whichever is sooner.
as appropriate.

305-05 Payroll Deduction Files. Consists of coples of docu-~ Cut off upon separation of
ments used to input employee deductions to the payroll employee or supersession,
system, Includes deductions for insurance, retirement, Destroy 3 years after cutoff,.
bonds, and savings allotments; and certificates for
withholding of Federal, State, and city taxes. Arranged
by type of deduction.

305-06 Tax Report Files. Consists of reports, such as IRS Cut off at close of fiscal year.

(GRS %/ Form W-3 and similar forms, which show the amounts Destroy 4 years after cutoff,

/ge é) withheld for Federal, State, and city income tax and
semi-%/Ysocial security. Includes related correspondence.
Arranged chronologically by tax.
305-07 Income Tax Return Files. Consists of documentation on JCut off at close of fiscal year,
(GRS Q/, returns on income taxes such as IRS W-21 Forms and Destroy 4 years after cutoff.
/8 b similar forms. Arranged chronologically by tax with-
St held.

305-08 Retirement Report Files. Consists of copies of such Cut off at close of fiscal year.
documents as Standard Form 2806, Individual Retirement Destroy 3 years after cutoff,

(GRS Record, showing service history and fiscal records of

5y3/¢ employees. Also includes Standard Form 2807 copies

used to transmit SF 2806 to the Civil Service Commis~
sion in the case of separated employees., Maintained
by payroll office. Arranged alphabetically.
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ITEM

NUMBER DESCRIPTION OF RECORDS DISPOSAL INSTRUCTIONS
CHAPTER 4. GENERAL ADMINISTRATIVE SUPPORT RECORDS
SECTION 1. EMERGENCY PREPAREDNESS FILES
401-01 Emerpency Preparedness Files. Case files consisting
of emergency operating plans which provide for con-
tinuity of agency operations and other background
papers such as changes to plan, coordinated actions,
and other documents.
‘ RTB
(GRS i%/2 a, Case files maintained by office responsible for Pormanents Cut off when super- f9/79
submit 1) i d £ 1ud seded or obsolet Hold 3 7
h preparation and issuance of plan, which includes e. 0 years
record copy of plan. or until volume warrants and ﬁ??
X 7/z0[77
retirgp to FARC. Destroy [0 yrs. aFer
w -
b, Copies of plans other than those maintained in D%sf?oy when superseded or
the office of record. obsolete.
401-02 Emergency Test and Exercise Files.
( GRS /'S%ZLO a. Consolidated or comprehensive reports reflecting Permanentt Cut off at close of tmg
Swﬁﬁde agency-wide results of tests conducted under fiscal year in which test is ifze 1?“
emergency plans, completed. Hold 2 years and ﬂ‘bé;q
retire to FARC. Desﬁ'ﬁﬂ fo yrs dPec feudo .
GRS ig/ b. Other papers accumulated from emergency operations{ Cut off at close of fiscal year
ﬁLu¢£> tests such as instructions to participants, staff in which test is completed.
assignments, messages, tests of communications and | Destroy after 3 yearsafler cutoff.
facilities, and copies of reports.
SECTION 2, COMMUNICATIONS FILES .
402-01 Telephone Directory Files.

Correspondence, forms, and

other records relating to the compilation of telephone
listings and directories, (NOTE: Retain one copy of
each published directory in accordance with item
703-01.)

Destroy 3 months after issuance
of directory.
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ITEM

")

403-01

403-02
(G;Qs B/
ba

Same-ob

403-03
(cRS 72/
sé&tak)

403-04

(ees 2

403-05

GRS 13
¢ Sa /

‘W‘;k)

receipt, and other administrative purposes. Includes
documents produced on teletype or other hard copy
transmission equipment, Arranged chronologically.
SECTION 3. MAIL, MESSENGER, AND DISTRIBUTION FILES
Postal Cost Records. Files consisting of reports of
mail samples taken to estimate cost of HCRS mailings.

Includes correspondence relating to sampling instruc-
tions, sample periods, and cost estimating techniques.

Postal Receipt Records. Fille consists of Post 0ffice

forms and supporting papers such as receipts for
registered and certified mail, insured mail, and
speclal delivery receipts and forms, reports of loss,
etc. Arranged chronologically and thereunder by type
of recelpt, if volume warrants,

Mail Control Files. File consists of statistical

reports on volume of mail handled, production reports,
and related papers. Arranged chronologically,

Messenger Service Files. File consists of daily logs,

assignment records and instructions, route schedules,
and similar papers. Arranged chronologically,

Malling Lists and Related Materials., Arranged as

appropriate.

a, Correspondence, request forms, and other records
relating to changes in mailing lists.

NUMBER "DESCRIPTION OF RECORDS DISPOSAL INSTRUCTIONS
402-02 |Original Message (Facsimile) Files. Copies of incoming jCut off monthly. Destroy i—year-
(GRS | / and original authenticated messages maintained for aftemeutoffr—i hew L meacths
3b ¢ 2 locator purposes, transmission checks, evidence of ol .
AL ~

B
R1/9/7?

Cut off at close of fiscal year.
Destroy 6 years after cutoff.

Cut off at close of fiscal year.
Destroy 1 year after cutoff.

Cut off quarterly.
after cutoff.

Destroy 1 year

Lut—offquarteriy. Destroy l—yeax
after—eutoff, witew L mewtths
Oiol.
P13 '7/%17?

Destroy after appropriate revision
of mailing list or after 3 months,
whichever is earlier.
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NUMBER

DESCRIPTION OF RECORDS

DISPOSAL INSTRUCTIONS

(GRS Q/j

(e 2/

404-01
404-02

404-03

404-0
(Ges 7%5
404-05

GRo 14K
ol

b. Cards,

c. Plate or stencil mailing lists.

SECTION 4. PROPERTY AND SPACE MANAGEMENT

Equipment Technical Manuals and Operating Instructions.

Includes parts lists, installation and maintenance
instructions. Arranged by vendor name.

Employee Property Issue Files. Card files, such as

DI-100's, documenting property and equipment charged
out to personnel including employee receipts.

Management Property Report Files. Consists of computer

printouts and physical inventory documents pertaining
to controlled personal property. Includes master
inventory printout with property number, property code,
purchase voucher number, cost, location, and purchase
date.

Excess Personal Property Files. Reports of excess

personal property such as Standard Forms 120 and
related papers,

Board of Survey and Loss or Theft Files., Reports and

other documents relating to the damage, loss, or
theft of personal property.

a. Reports involving pecuniary liability.

Destroy individual cards when
cancelled or revised.

Dispose of plates or stencils
when cancelled or revised.

Destroy when superseded, obsolete,
or no longer needed for reference.

Destroy on return, transfer, or
disposition of item provided item
has been returned.

Cut off when updated listing is
received or after next complete
physical inventory is taken,
whichever is sconer. Destroy 1
year after cutoff.

Cut off at close of fiscal year.
Destroy 3 years after cutoff,

Place in inactive file at comple~
tion of final action. Cut off
inactive file at close of fiscal
year, Hold 3 years or until
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NUMBER DESCRIPTION OF RECORDS DISPOSAL INSTRUCTIONS
volume warrants and retire to FARC,
Destroy 10 years after cutoff.

b. All other reports. Place in inactive file at completion
of final action. Cut off inactive
file at close of fiscal year.
Destroy 3 years after cutoff.

404-06 Space Allocation and Utillization Files. Documents Cut off at close of fiscal year in
( GRS M/ created or maintained by offices responsible for the which assignment is terminated, lease
-7y allocation, use, and release of building space. cancelled, or when plans are super-
Stant - Included are requests for space, records of assignments,] seded or obsolete. Destroy 2 years
reports, surveys, records used for internal space after cutoff,
planning, requests for adjustments, space layouts and
floor plans, and related papers. Arranged by location.
40407 Space Reporting Files. Documents relating to reporting
agency space requirements and holdings. Arranged by
report type and thereunder chronologically by location.
(G&S/Vi$0 a. Reports submitted to General Services Administra- Cut off at close of fiscal year.
Shoma. - oA tion. Destroy 2 years after cutoff,
(ors “/ag(g b. Other reports and related papers. Cut off at close of fiscal year.
St - ok Destroy 1 year after cutoff.
40408 Work Requests for Building Maintenance. Request forms ] Cut off after work 1s performed or
(GRS %A; or work orders for building maintenance work., Arranged | requisition cancelled. Destroy 3
Soomz- by work order number. ' months after cutoff,
404-09 Parking Assignment Files. Consists of records relating } Destroy when revised parking assign-

to the assignment of official parking spaces. Includes
register of assigned spaces, parking applications, car
pool information, pending applications, and related
correspondence.

ment is prepared or when obsolete,
whichever is sooner.




LET

ITEM

*)

405-01
(GRS 10f7

Smu'mh>
40502

405-03

(GRS 10/,
St~ g,

405-04
(GRS Jofa

Strar- pb

SOml-

(cks m{éf

NUMDER DESCRIPTION OF RECORDS DISPOSAL INSTRUCTIONS
404-10 Key Control Files. Documents relating to the accounta-} Cut off after turn-in of key. For
(¢Rs 1g/ bility for keys issued. Arranged as appropriate. areas under maximum security,
~f destroy 3 years after cutoff, For
SM“‘0#>* other areas, destroy 6 months
after cutoff.
404-11 Visitor Control Files. Registers or logs used to Cut off at close of fiscal vear
(GﬂSfZ/ record names of visitors, such as outside contractors, or after fipnal entry in register,
(9 coma service personnel, vendor's representatives, and as appropriate. Destroy 2 years

visitors.
SECTION 5, MOTOR VEHICLE FILES

Motor Vehicle Operator Files. Documents relating to

individual employee operation of Government-owned
vehicle, including driver tests, authorization to use,
safe driving awards, violations, and related corres-
pondence.

Motor Vehicle Assignment Files. Copies of GSA 1152,

Motor Vehicle Assignment Receipt, requests to GSA for
assigned vehicles, and related papers and correspond-
ence.

Motor Vehicle Accident Reports. Records relating to

motor vehicle accidents.

Motor Vehicle Operating and Maintenance Files.

a, Operating records including those relating to oil
and gas consumption, dispatch, and scheduling.

b. Maintenance records, including those related to

service and repair.

after cutoff.

Cut off at close of fiscal year in
which operator 1s separated, -
transferred, or upon rescission of
authorization to operate Govern-
ment vehicle. Destroy afte¥ 3

years dmmes, i cckofF,

Cut off at close of fiscal year in
which vehicle is returned to GSA,
Destrov 1 year after cutoff.

Cut off at close of fiscal year inﬂ
which case 1s closed. Destroy 6
years after cutoff.

Cut off monthly. Destroy 3 monthsl
after cutoff,.

Cut off at close of fiscal year.
Destroy 1 year after cutoff.
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SECTION 6. TRAVEL AND TRANSPORTATION

Travel Authorization Controls, Registers, Log Sheets,

or similar documents created to control and record the
assignment of document numbers to employee travel
authorizations.

Employee Travel TFiles. Documents concerning official
travel of individual employees. Includes copies of
employee requests for travel; travel authorizations;
training authorizations involving travel; requests for
advance of funds; and similar papers. Arranged alpha-
betically by employee, These files are maintained

for administrative purposes by unit responsible for
providing travel services. See item 302-01

for employee travel files maintained for accounting
purposes. Employee travel authorizations in other
offices should be maintained in the non-mission sub~
ject files and destroyed in accordance with item

Passport Files. Requests for passport actions, notifi-

cation of passport services, receipts, clearances,
action control cards, correspondence, and related
papers generated in obtaining passports for employees
performing official foreign travel. Files are main-
tained by the office responsible for securing passports
and visas. Arranged alphabetically by name of emplovee,

Transportation Request Accountability Records. Records

documenting the issue or receipt of Government Trans-
portation Requests,

Bill of Lading Register Files, Registers used to

account for Government Bills of Lading.

Cut off at close of fiscal year
after entry of final document
number. Destroy 3 years after
cutoff.

Cut off at close of fiscal year,
Destroy 3 years after cutoff.

Destroy when employee is separated,
when passport has expired without
request for renewal, or when revcked,
whichever is earlier.

Destrov 1 year after all entries on
the records are cleared.

Destroy 3 years after final entry on
the register,
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Bill of Lading Files. Government and commercial bills
of lading and supporting papers. Maintained for admin-
istrative purposes. (For bills of lading maintained
for accounting purposes, see item 302-03)

a. Issuing office copy.

b. All other offices.

Freight Claims Files. Over, short, and damaged

reports or similar records and supporting documents.

Cut off at close of fiscal year.
Destroy 3 years after cutoff.

Cut off at close of fiscal year.
Destroy 1 year after cutoff

Cut off at close of fiscal year in
which the case is closed. Destroy
3 years after cutoff.
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HUMBER DESCRIPTION OF RECORDS DISPOSAL INSTRUCTIONS
CHAPTER 5. PROCUREMENT AND CONTRACTING RECORDS

500-01 Vendor Reference Materials. Documents listing sup- Destroy when superseded, obsolete,
plies and services offered by vendors. Includes cata- or no longer needed for reference.
logs, brochures, pamphlets, mailing lists, and similar
material. Arranged by vendor name.

500-02 Procurement Registers. Registers maintained to recordf Cut off at close of fiscal year in
and control the assignment of numbers to contracts, which final entries are made on
purchase orders, invitations to bid, interagency all procurement action entered
agreements, requisitions, and similar type documents for that year. Destr