INACTIVE - ALL ITEMS SUPERSEDED OR OBSOLETE

Schedule Number: NC1-104-80-01

All items in this schedule are inactive. Items are either obsolete or have been
superseded by newer NARA approved records schedules.

Description:

According to the agency, this schedule is inactive.

Date Reported: 4/7/2020

INACTIVE - ALL ITEMS SUPERSEDED OR OBSOLETE
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LEAVE BLANK

REQUEST FOR AUTHORITY Py EEr——
’ "TO DISPOSE OF RECORDS

(See Instructions on Reverse)

3-26-80

TO GENERAL SERVICES ADMINISTRATION
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408

0B NO

NC1-10L-80-1

NOTIFICATION TO AGENCY

1. FROM (AGENCY OR ESTABLISHMENT)
Department of the Treasury

2. MAJOR SUBDIVISION items that may be st

Bureau of the Mint

In accordance with the provisions of 44 US C 3303a the dis
posal request, including

IS appl d except for
d *‘disposal not approved” or ‘“‘with

drawn’’ in column 10

3. MINOR SUBDIVISION
01d Mint, San Francisco

4. NAME OF PERSON WITH WHOM TO CONFER 5. TEL EXT
Lois OAMara 376-0617 | 5-/4-8/
6. CERTIFICATE OF AGENCY REPRESENTATIVE (Date)

)(rch:wst of !he United Sétes

| hereby certify that | am authorized to act for this agency :n matters pertaining to the disposal of the agency's records, that the records proposed for disposal in this Request of

page(s) are not now needed for the business of this agency or will not be needed after the retention periods specified

%/9"5/2’0 M c‘C/QL,QJQ Director of the Mint

'pate

Signature of Agen\éy Representative)

(Title)

7.
ITEM NO

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

9.
10
SAMPLE OR
JOB NO ACTION TAKEN

The following record series is gn addition to the Bureau

of the Mint Records Control Schedule for all field officesh—wetwwe—

NC 1-104-79-1 approved by the Archivist of the United -
States, December 21, 1978;

Numismatic Order Process Records
Ordey Cards

Computer cards, filed in the sequence receivyed,
containing customer number, name and addpessp Mint
mailing address, ' change of address" boxpncustomer
signature line gand 1ines for the number of sets
ordered, amount of remittance and remittance number.
Batched in batches of a hundred, blocks of a thousand
for microfilming and processing by computer. Assigned
order numbers according to the sequence in which they
are fed into the computer controlled by the Batch
Control Cards.

A .
Destroy ;g%er microfilming and computer processing (1 to
5 day period)

Checks/Money Orders

Remittances payable to the Bureau of the Mint for
orders of coin sets and medals. Filed as receivyed by
date of remittance. Batched in batches of a hundred,
blocks of a thousand for microfilming, reviewing,

18 itoma

115-106

hy TNCS | pqpncy, Sk, ¥ WUF - Sy
th’i{bd'. Zo.&’

J. L

STANDARD FORM 115

Revised January 1973

Prescribed by General Services
Administration

FPMR (41 CFR) 101-114


https://Archivi.st

~
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REOUEST FOR  RECORDS DISPOSITION AUTHOPITY-CONTINUATION 2
9 10
7 8. DESCRIPTICN OF ITEM : .
: . : . . Samnle Action
ITEM NO (With Inclusive Dates on Retention Periods) or Taken
Job No.
encoding/endorsina by SCMD. Customers are
instructed to put their Customer Number on
their remittance so it can be matched with
: order card in case of a mix-up. Remittances
are deposited in the Federal Reserve Bank. N
Deposit in the Federal Reserve Bank after
microfilmina, reviewing, encodina and endorsing.
(1 to 3 day period)
3. a. Microfilm of Checks/Money Orders NCI- (04
7,
Remittances are filmed by date of At
remittance after reviewina and automatic A
endorsina by SCMD. These remittances
are in payment for orders of coin sets
and medals.
Retain i i¥'end of the order >
accept months )/ Transfer e, Lyl
to CSf1. 5 years after dgte of \Hdi;ﬁ;:j@;Laiji;L
re . ot /
wse,  Gemeral Records Schedule b/'O\ 3.“"{'”";; oPT e’
b. Microfilm of Order Cards ar ,;eM“ﬂMuMd
Pher il
Order Cards are filmed in the seauence H/'

received. This is a separate microfilm
from checks but is filmed in same order
as checks so that order and remittance
may be matched by customer number and

name.

usg Gemeral Records Schedide &f]
c. Microloa

Computer printouts of the order numbers

of Batch Control Cards, the Microloa is
filled in by the microfilmers as cards

are microfilmed. Contains block number,
number of sets, roll number, filmer and
date, reviewer and date and a snace for
remarks. With the customer's order number,
researcher can locate from the Microloa
the roll of microfilm containina the
record.
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7. . 8. DESCRIPTION OF ITEM q i A t.'
ITEM NO (With Inclusive Nates on Retention Periods) ag: € Tgk;ﬁn
Job Mo.

Retain in

acceptan cyc1e (2 Mmonths). Aransfer
to CSD,” Destroy %years aft r filmina
date #ntered on printouts the micro-

ik use Gerernl Records Sohedule (a/la,e

Microfilms are used for research to answer
inquiries while orders are beina precessed.

Batch Control Cards

Computer cards, filed by order number,
with "start" and "end" numbers as Tow and
high number aquides. Cards are used to precede
and control each group of order cards' entry
into computer. Order cards are assianed
order numbers within these gquide numbers as
they are fed into the computer. Instructs
computer to enter cards accordina to coin
program, numbey of sets prdered, deposit
date, type of payment, deposit value
and order number. Used repeatedly to
process orders for the lenath of coin
program.

Retain8§gp/fghgth of cain progrgm/fﬁg;;11y
2 yégp , then destroy.

use Gewaral Pecods Schedule. &/la,
Listing Containing Registry Numbers and
Shipment Dates

Computer printout entitled "NUCODS Report
No. R3077, filed by registry number and order
number, contains customer name and address,
number of sets, date shipped and date of
computer printout. Printout is generated by
Data Center upon release of Tabels. Referred
to when researchina customer 1nquiries.

Destroy 2-fears angp/ﬂEEé of priptalt.
use Geneval Kecords Sd,aal.«le é/lm
Customer History File

Disc, tape, filed by customer number and
name, comprised of information from the order
cards, batch control cards and reagistry
numbers. Contains customer number, proarame
(indicating types of proarams on record),

N
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JOR NO, T

! PAGErNF
REOUEST FNR RECORDS DISPOSITION AUTHNPITY-CONTINUATION
Q. 1n.
7. 8. DESCRIPTION OF ITEM .
ITEM NO (With Inclusive Nates on Retention Periods) Samnle Action
or Taken
Job No.

customer name, address, entry date, status,
order number, program (delineates each
customer's file by proaram), number of sets
ordered, payment code, status, shipment date,
registry number. File is on disc, duplicated
on tape. Tape is held in another area in

case somethina should hanpen to the disc.

CRT access from disC. Tape can be utilized for
CRT information retrieval, if necessary.

De;;;gy/5/§éars gjzé?/last qpxr§/on gigt/ar

tape? use Cenerd Qecor&s Sehelute "/‘5\—

COM - Microfilm or Microfiche

Computer output microfilm or microfiche
files includes:

a. Post Office Registry Number File -
customer shipments and their registry
number, filed by coin program and baaq
number. Also contains bag zip, number
of sets, order number and order zip.
Used for researchina shipments that are
lost or missing.

Destroy atzmgj;er’éﬁa’of/}be/yéar/ef(’
the n proaran,
wse Gemera) Records Schadule (flaf

b. Refund Reconciliation File - filed by
coin proaram and order number. Docu-
ments the amount refunded or rebated
to each customer. Contains the coin
program, customer name and address,
customer number, number of sets
refunded, refund check number and refund
amount.

De;ﬁr%y/5/2§iﬁ§/aff5? end ef thevéar of the
coi roar

use Geuweorwl Records Schedvle (a//a\,

c. Purged List - filed alphabetically by
last name of the customer. Lists all
customers and their orders aoing back
further than two years (and not on
current Customer History File). Contains
order number, number of sets, reaistry
number, ODF, shipment date, cost,
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7.
ITEM NO

8. DESCRIPTION NF ITEM
(With Inclusive Dates on Retention Periods)

Q,
Samnle
or
Job MNo.

10.
Action
Taken

L Refunds by 01d Mint to customers.

customer number, name address., and tvne .
of coin program and year of coin program.

DesE;gﬁﬁ§/yeﬁ?§;if;gp/éﬁazgi/;¢£f§gar
the proar s€. G@mem‘n kECvats Sokotulg G/IOV

d. Purged List - filed numerically by order
number. Lists all customers and their
orders goina back further than two years
(and not on current Customer History File)|
Contains order number, number of sets,
reqgistry number, ODF, shipment date, cost,
customer number, name and address, type
of coin proaram and vear of proaram.

DCD turns over COM microfilm or micro-
fiche to CSD after proaram aoes "off
1ine" on the computer.

Dest;gz,S/yéhr after-end of ;be/y/gv’//’
the edin prog

use e/b\QJ"v\\ Q&QomQQ Sc&coﬂu (;/lc\_,

Correspondence, 4n—ha¥d—eepy—+orm—4ﬁe;udesn_
Rar&. C(}fﬂ

a. <Lurrent—Tites

(W79 V' =
Srocoud .

Destroy 2 years after date of reply.

b. General Data Files, wee. (not

Destroy 90 days after date of correspondence.
@& Vouchers of Paid or Pendina Claims
Filed

alphabetically by last name of customer
with annual file breaks.

Xewerol WJM%(M TAMMA'::-‘/ e Z )

+MM0‘=WW W “o W%WW
‘6_‘&,,, Yo ol2ae e WWW@, ol

MM,&/M Aame ))
mirarttacnedds ol oz mentle 0{30, 6o, « 90 06:47@,

¥

L. 47
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7. 8. DESCRIPTION NF ITEM ] m:'i ) lr.’-
ITEM NO (Mith Inclusive Nates on Retention Periods) | M '€ ctien
or Taken
Job No.

b

1 (W

/0.

e
e i

e

W \9°K%Hf/ attempt to locate customer's coin sets.
WL”"\ (w"

ﬂw‘t‘/

Destrqyzﬁ’igars aftet/paiﬁgﬁt to ggg;zmé?.

Tracer Fides
ad. Tracer-Fides Reg_ues‘f:f

Claims sent to the Postal Service in an

Filed alphabetically by last name of
customer with annual file breaks.

Desttg¥/jbyéﬁ;; aftercTaim is =ENt to_the”
fice.

Post

Results of tracers. Letter and sianature
postal receipts sianed by customer. Filed
alphabetically by last name of the
customer with annual file breaks.

Dest;zz/szyéEFg”éfteg,paffaa;r's siomatire

of rec@ipt. .
use Gemera | Records Schedrle ()
cd. Claims Paid File

Claims paid by the Post Office to the
customer or to the 01d Mint as a result
of tracers. Filed alphabetically by
last name of the customer with annual
file breaks.

Destroy 2 y€ars after pdyment is e to
the customer or to _the 01d Mint?

wse Gﬂ/\/«zra\ @CCO"'{.Q& S(‘/&\ﬂ&dje {a/!()\,

use Gemerl Records Schudule (%/k»

(wrc/,é @. Sets Received File

use. G@m,m\ f\)f,CorA.s Soﬂmh))e {,/ f \

/o






