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3 Minor subcwisron Items that may be marked "disposition not 
Regional Records Facilities approved" or "withdrawn" In column 10 
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I ' .' 
1. Program Direction 

A. Region-Wide (Regional Adnurnstrator)
 
B Operational urnt
 
C Transitory records
 
D Non-record matenals
 

II. Adrmmstratrve 

A. Records of all admuustratrve functions with the exception of those hsted below 
B Records of admmistratrve functions concerrnng the collection and expenditure of funds 
C. Records tracking workload used as a source of billmg data for the Federal Records Centers 
D. Personnel records created and maintained by NR field urnts
 
E Transitory records
 
F Non-record matenals
 

ill PROGRAM OPERA nON 

A. Regional Outreach
 
B Records Management Services
 
C. Records Center Services 

1. Transfer 
2. Reference/Records Services/Internal Operations
 
3 DIspOSItIOn
 

D Archives Services
 
1 Accessiomng
 
2 Processing/Preservation
 
3 Reference
 
4 Appraisal/Internal DIsposal
 

E Transitory records
 
F .Non-record matenals
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I. PROGRAM DIRECTION
 

Planmng, managing, and evaluatmg all activities at NARA Regional Records Facilities.
 

1 A. Region-Wide (Regional Administrator) 

Directs and coordinates the performance of all 
NARA programs and actrvrties assigned to 
regional records services facilities. Sets overall 
goals and objectives in each region, assigning 
specific tasks and activities to operational 
umts Evaluates program-wide actrvmes to 
determme whether goals and objectives have 
been met. 

2	 B. Operational unit 

Records related to plannmg, managing and 
evaluating actrvities and programs that are 
created In operational umts 

3	 E. TransitoFY Feeonls 

4	 D. Non Feeonl mateFial 

II.ADMINISTRATIVE 

Disposition: PERMANENT. Cut off at the close of the
 
fiscal year. Transfer to the National Arcluves In 5-year
 
blocks when the newest records are 5 years old
 

Disposition: TEMPORARY. Cut off at the end of the
 
fiscal year In WhIChthe project/actrvrty/transaction was
 
completed or superseded. Destroy 5 years after cut off.
 

Disposition: TEMPORARY. Destroy ween no longer
 
needed, no later than ween 180 days old.
 
(GR823/7)
 

Disposition: TEMPOR,\RY. Destroy '.veen no longer
 
needed.
 

The adrmrustrative functions Include accounting and financial management, adrmmstratrve support, personnel, and 
property and facilities management. 

5 A. Records of all administrative functions 
with the exception of those listed below. 

B. Records	 of administrative functions 
concerning the collection and 
expenditure of funds 

6 Records that document the collection and 
expenditure of funds. Examples Include 
Property Management Officer/Accountable 
Officers' History FIles, Time & Attendance, 
pre-1995 procurement transactions exceeding 
$25,000 that used other than small purchase 
procedures, post-1995 procurement actions 
exceeding the simphfied acquisitron threshold, 
construction projects exceeding $2000, and 
Travel. 

Disposition: TEMPORARY Cut off at the end of the 
fiscal year m WhIChthe project/activity/transacnon was 
completed or superseded Destroy when 3 years old 

Disposition: TEMPORARY. Cut off at the end of the 
fiscal year In which the project/activrty/transaction was 
completed or superseded. Destroy 7 years after cut off 
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9 

10 

11 

12 

,, 
2 Building records. m..positi?n: TEMPORARY. Retam for hfe of asset. 
Records documentmg facilities, such as Transfer to purchaser or dispose 10 years after 
acquisition, major mamtenance/renovation/ unconditional sale or release by the Government of 
Improvements, quahty of environment. (For all conditions, restnctions, mortgages, or other hens 
other Issues use II.A.) 
C. ~eoFds	 tnelang wOFldoad used as a 

SOUFeeof billing data faF the FedeFal 
ReeoFds CenteFs 

Reeards }Belude eustamer seP,'Iee requests and Disposition: TEMPORARY. Cut affat the end afthe
 
}Bternal "t-rARAgenefated apefatlanal data fiseal yeM. Deskay when 3 yeMs ald.
 
used ta pmeess RCP sefVlee requests, kaek (Nl 64 0509)
 
'Nark aeeamphshed, and suppart bl11mg
 
mf91mat19n eHtfy by the CeHters mta the Web
 
Tally partlan afRCpgS.
 

HMdeapy suppartmg 'Nafk daeumeHtatlan
 
me1udes, but ISnat hlHlted ta: Oj3tlaaal PaflH
 
11's, Trust Pund Requests, IRS bateh sheets,
 
TASK Dady WadE Lags, and eampleted
 
hMdeapy Web Tally data entry sheets.
 
Eleekame data saUfees melude exkaets fram
 
",anaus aperat19nal saUfees, meludmg but nat
 
hlHlted ta: Center speelfie databases and
 
bafeade reader systems, CIPS request
 
sumrnanes, the NARS 534 Repart and Dady
 
Tfansaetlans, 'Neb Tally
 

D. Personnel	 records created and 
maintained by NR field units. 

1. Emplayee :Name PIles. Disposition: TEMPORARY. ReVIew amlUally and 
Carrespandenee, fafH1S,and ather reeards deskay superseded ar absalete daeUfHents, and deskay 
relatmg ta mdlvldual e1Ilf>layeesdupheated m remammg file relatmg ta an emplayee wlthm 1 yeM after 
ar nat appmpnate far the OPP. Alsa kaa'i'/i'l as separat1an ar kansfer. (GRSlII8) 
the UPI' ar supefVIsar's files Arranged 
alphabeneally by name af e1Ilf>layee "t-lOTE:Par emplayees reaSSIgned ta anather "t-lARAumt, 

perfarmanee related files and statements af e1Ilf>laymeHt 
and finan61al mterest BlUStbe kansferred ta the new 
"t-lARAsupefVIsar. 

2. All other records, mc1udmg labor relations	 Disposition: TEMPORARY. Cut off at the end of the 
and occupational	 mjunes. fiscal year m which the project/activity/ transaction was 

completed or superseded. 
Destroy when 4 years old. 

Note' This Item mc1udes GRS Items that are 
adrmmstrative in function to NR for which a exception IS 
bemg requested. 

E. TFansitoFY FeeOFlls Disposition: TEMPORARY. Destroy when no longer 
needed, no later than ,,,,hen 180 days old 
(GRS23/7) 

F Non FeeoFlI mateFial Disposition: TEMPORA!'/.Y Desti'o), ""fleH HOIOHger needed. 
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III. PROGRAM OPERATION 

Functions that directly fulfill NARA's rmSSIOn 

13 A. Regional Outreach 

Includes promoting NARA and Its programs to 
the government, researcher and educational 
commumties, and the general public, wrthm 
the region; development activities: public 
programs and exhibits. Compnses records that 
document outreach activities of the Office of 
the Regional Adrmmstrator, Records 
Management, Records Center, and Archives 
Programs Examples Include workshop 
presentations and records management trammg 
to Federal employees, workshops and 
educational matenals for teachers and/or 
students, marketing matenals, event plannmg 
and documentation matenals, newsletters, SIgn 
In sheets, evaluations, customer surveys and 
similar information collections 

14 B. Records Management Services 

The Records Management Services function IS 
responsible for appraising records to detennme 
their long term evidentiary and mformanonal 
value, providing guidance on records 
management regulations and their 
implementation; reviewmg and developmg 
schedules for the retention and drsposition of 
Federal records, and, evaluating the 
effectiveness of records management programs 
In place In Federal agencies. Also Included are. 
conducting Targeted and techmcal assistance 
projects; commenting on policy guidance and 
professional matters; and participation or 
leadership In National Project Teams Please 
note that training, agency and professional 
outreach activities are covered under A. 
Regional Outreach. 

C. Records Center Services 

( 

(------~I--------------------------------------------

Disposition: TEMPORARY. Cut off at the end of the 
fiscal year In WhIChthe project/acnvity/transaction was 
completed or superseded. Destroy 5 years after cut off. 

Disposition: TEMPORARY. Cut off at the end of the 
fiscal year In WhIChthe project/activity/transaction was 
completed or superseded Destroy 5 years after cut off. 
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.
 
The Records Center Services function IS 

responsible for mamtammg and operatmg 
records centers; stonng, processmg, and 
servicing records in records centers; and 
negonatmg local memoranda of agreement 
WIth Federal agencies for special 
services/projects. Please note that training, 
agency and professional outreach activities 
are covered under A. Regional Outreach. 
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15 1. Transfer 
Records that document the process of 
transfernng agency records to a Federal 
records center Examples include tracking data, 
data mput forms, deficiency and other 
correspondence Does NOT include SF 135s 
for specific transfers or associated 
documentation related directly to a specific 
transfer such as e-mails, memoranda and box 
hsts 

Dispositi~n: TEMPORARY. Cut off at the end of the 
fiscal year 10 WhIChthe project/activity/transacnon was 
completed or superseded Destroy when 3 years old. 

16 2. Reference/Records ServiceslInternal 
Operations 
Records that document providmg access to 
records, (also referred to as "reference,") and 
other records services provided by the RCP. 
Examples of records mclude OF 11's, tracking 
databases, and correspondence; examples of 
services mclude data entry, document 
drgmzation, "FastPack," access authorization, 
records pick-up and dehvery etc. ThIS 
disposmon does not cover records 
documentmg the handhng of security classified 
records. 

Disposition: TEMPORARY Cut off at the end of the 
fiscal year 10 which the project/activity/transaction was 
completed or superseded. Destroy when 3 years old 

NOTE: Any records required for billing audit should be 
rmgrated to II.C at the close of the fiscal year 

3. Disposition 
Records that document the disposrtion 
records in the Federal records center. 

of 

a All records of the Disposition function with 
the exception of those hsted 10 b. below. 
Included are disposal notices and related SF 
135s. 

17 1. Records related to permanent transfers Disposition: Forward to custodial unit assummg 
physical and legal custody of records. 

18 2 Records related to all other transfers Disposition: TEMPORARY. Cut off at the end of the 
fiscal year 10 WhIChthe project/activity/transaction was 
completed or superseded. Destroy when 75 years old 

19 b SF115 
Reference copies of agency schedules used by 
Records Center staff to venfy the disposinon 
authonty on records. 

Disposition: TEMPORARY. 
superseded/obsolete 

Destroy when 

D. Archives Services 
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. 

The Archives Services function IS responsible 
for accessiomng those records of Federal 
agencies deterrmned by the Arclnvist to have 
sufficient histoncal value to warrant thetr 
continued preservation and makmg them 
available for reference. Actrvities mclude 
accessionmg records from agencies and other 
sources; prepanng and pubhshmg findmg aids, 
providmg reference service; recommendmg to 
the ArChIVIst the disposal of records m the 
custody ofNR, and providing assistance to 
agencies for prepanng exhibits and displays. 
Please note that training, agency and 
professional outreach activities are covered 
under A. Regional Outreach. 

1. Accessioning 
Records that document the accessionmg of 
agency records to the National Archives, 
Examples mclude SF 258s, trackmg databases, 
correspondence etc. 

21	 a. All records of the Accessionmg function 
WIth the exception of those hsted m b. below. 

22	 b Location Register 
Records that document the location of archival 
records held at the National Archives. 

2. Processing/Preservation 
Records that document the processmg and 
preservation of permanent records held at the 
National Archives Examples mclude 
correspondence etc. 

23	 a. All records of the Processing/Preservation 
function with the exception of those hsted m b 
below 

24	 b. Surveys of Records Needmg Treatment 
Records that document the survey of records 
needmg treatment. 

3. Reference 
Records that document the reference process 
for the National Archives, Examples mclude 
trackmg databases, and correspondence etc. 

25	 a All records of the Reference function WIth 
the exception of those hsted below. 

~YVM~M_ comme~t~' 8=-O-,7=.D-=O=C-----===-",=,---=~=---=~=--p-=a~g~e_7.-J'....

. 

Disposition: TEMPORARY. Retam for hfe of asset. 
Transfer along WIth asset when de-accessioned OR 
destroy 5 years after related asset IS destroyed. 

Disposition: TEMPORARY Destroy when superseded 

Disposition: TEMPORARY. Retam for hfe of asset. 
Transfer along WIth asset when de-accessioned OR 
destroy when related asset ISdestroyed. 

Disposition: TEMPORARY. Destroy when superseded. 

Disposition: TEMPORARY Destroy when 5 years old. 
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26 b. Agency Reference FIles 

Reference files used for research into functions 
and recordkeepmg practices of Federal 
agencies or offices whose records are 
accessioned by NARA. Included are records 
management surveys, copies of SF 115s, 
manuals, directives, and other Issuances 
relating to the management and filmg of 
agency records, copies of agency directones, 
and related records. 

27 c User Registration/Retneval Documentation 
Records accumulated m issumg researcher 
idennficanon cards, acquamtmg researchers 
with research room regulations, authonzmg 
access to restncted or secunty-classified 
matenals, and trackmg movement of 
researchers, records pull slips, and 
documentation on loans to agencies or other 
entities, 

28 d. Special Access Issues FIles 
Records created and/or accumulated by the 
FOIA request process and the mandatory 
review request process for accessioned records. 

29 4. AppraisallInternal Disposal 
Records that document appraisals and 
disposals performed by Archives staff after 
accessiomng agency records mto the National 
Archives. 

30 Eo TFansitoFY Feeonls 

31 F. Non FeeoFd mateFial 

J,>isposition: TEMPORARY. Destroy when no longer 
needed. 

Disposition: TEMPORARY. Destroy when 25 years old. 

Disposition: TEMPORARY. Cut off files relatmg to an 
mdividual request when the request IS fully resolved. 
Destroy 6 years after cut off. 

Disposition: TEMPORARY. Destroy when lO years old. 

Disposition: TEMPORARY. DesHs), when RS lSRger 
Reeded, RS later thaR w,heR 1gO da)'s sId 
(GR823/7) 

Disposition: TEMPOR,ARY. DesHs), w,heRRS lSRger 
Reeded. 
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Regional Records Services Function Records Schedule
 

DRAFT -Crosswalk Attachment
 

NEW FUNCTION CITATION 

I. PROGRAM DIRECTION 

A. Office of the Regional Administrator 

Disposition: PERMANENT. Cut off at the 
close of the fiscal year. Transfer to the National 
Archives m 5-year blocks when the newest 
records are 5 years old. 

FORMER NARA SCHEDULE 
CITATION 

106-1 Numbered Memos at the Office, Staff, 
and FIeld Umt Level-Ongmatmg office record 
copy and background matenals. 

109-2 Program Subject FIles-Records 
accumulated by dIVISIOndirectors m the 
Washmgton, DC, area and Heads of Field 
Umts. Generally arranged by subject. 
EXCLUDED are umque program-related files 
specifically descnbed elsewhere m this manual. 

a. Records relatmg to substantrve programs not 
duplicated at a higher level. 

111-2 NARA Strategic Plan Developmental 
FlIes. 

b. FIles mamtamed by other offices. 

111-3 NARA Annual Performance Plan 
Developmental FIles. 

b. FIleS mamtamed by other offices. 

111-4 NARA Annual Performance and 
Accountabihty Report Developmental FIles. 

b. FIles mamtamed by other offices for 
SUbmISSIOnSfor Annual Performance Reports 
covenng FYs 1999 through 2003. 

112-2 Program Review FIles-Program reviews 
to bnef other NARA semor officials, [need to 
add 112-1 as well as currently wntten kept by 
NPOL] 

113-2 Offices' Performance Reports-Other 
copies, 

115-1 Committee, Task Force, Board, and 
Workmg Group FIles-NARA-sponsored 

NR Field crosswalk LAMc 1_23_ 06.doc 1 
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I. PROGRAM DIRECTION 

A. Office of the Regional Administrator 

Disposition: PERMANENT. Cut off at the 
close of the fiscal year. Transfer to the National 
Archrves m 5-year blocks when the newest 
records are 5 years old. 

•
 
comnuttees on substantive 
pohcy/programmatic Issues. 

NOTE: Official files are those of the Secretary, 
or m mstances where the Chair serves the dual 
function of recordmg secretary or designated 
recordkeeper, the Chair, The files of other 
members are considered duplicates of official 
records. (See file no. 115-Ie). 

a. Official comnuttee records. 

115-3 Comnuttee, Task Force, Board, and 
Workmg Group Flles-Non-NARA-sponsored 
comnuttees whose actrvmes have a 
substantive impact on NARA: Records of 
NARA staff members of comnuttees whose 
mandates and actrvrties cause NARA to revise 
ItS pohcies/prograrns, 

115-4 Comnuttee, Task Force, Board, and 
Workmg Group Files-Non-NzvRa-sponsored 
comnuttees whose actrvities have no 
substantive impact on NARA: Records of 
NARA staff members of comnuttees whose 
mandates and actrvrnes do not cause NARA to 
revise ItS policies/programs. 

121-2 Annual Report to Congress-Background 
records (all offices). 

125-1 NARA Histones-Narratrve histones, oral 
histones, transcnbed interviews WIth past and 
present personnel, copies of tapes and 
transcnpts, and deeds of gift. 

132-1 Customer Feedback Files-Customer 
Survey Questionnaire, Focus Group, and 
Interview Files, 

c. Files related to reportmg on final results of 
survey questionnarres, focus groups, and 
telephone/m-person interviews, 

(2) Copy of final report mamtamed by the 
office responsible for conductmg survey 
questionnaires, focus groups, and telephone/in-
person interviews. 

(3) Report developmental files maintained by 
the office responsible for conducting survey 

NR Field crosswalk LAMc 1 23 06.doc 2 
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I. PROGRAM	 DIRECTION questionnaires, focus groups, and telephone/m-

person interviews. 
A. Office of the Regional Administrator 

140 Special Studies and Project Records 

Disposition: PERMANENT. Cut off at the 
close of the fiscal year. Transfer to the National 145 Research and Evaluation Program Files 
Archives m 5-year blocks when the newest 
records are 5 years old.	 146-1 Research and Evaluation Technical 

Report Files-Record copy mamtamed by office 
conductmg the evaluation, 

202-2 Reading files mamtamed by office 
heads, staff directors, or equrvalent. 

204-1 Schedules of Dally Activities-Records 
contammg substantive information relating to 
the official activities of the ArChIVIst, Deputy 
ArChIVIst, office heads, staff directors, and 
special assistants to the ArChIVIStand Deputy 
ArChIVISt,the substance of which has not been 
mcorporated mto reports. 

218 Management Control Policies and 
Procedures FIles 

219 RIsk Assessment Files 

220-2 Management Control Evaluation FIles-
Records mamtamed by other offices. 

220-3 Management Control Evaluation FIles-
Tracking files. 

221-2 Federal Managers' Financial Integnty 
Act (FMFIA) Annual Report-Documents 
accumulated in prepanng the annual report, 
mcludmg assurance statements. 

222-1 Management Improvement Study FIles-
Case Files. 

a. Case files on substantive studies. 

226-1 Umfied Agenda and Regulatory Plan-
Agenda matenals maintained by all offices. 

262 Information Secunty Policy FIle 

407-2 Allowances and Operatmg Budget Plans-
Documents created or accumulated by 
mdividual NARA offices in prepanng and 

NR Field crosswalk LAMc 1 23 06.doc 3 
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I. PROGRAM DIRECTION 

A. Office of the Regional Administrator 

Disposition: PERMANENT. Cut off at the 
close of the fiscal year. Transfer to the National 
Archives In 5-year blocks when the newest 
records are 5 years old. 

NR Field crosswalk LAMc 1 23 06.doc 
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submitting planmng, programming, staffing, 
budgetmg, and program review and analysis 
data m support of their program actrvtties. 

602-2 Agency Space Files-Correspondence and 
reports relatmg to agency space holdmgs and 
requirements. 

b. Copies m subordmate reportmg umts and 
related work papers. 

803-2 Plannmg and System Development 
Files-Records mamtamed by other offices. 

b. Other records relatmg to studies, 

907 Congressional Contact Files 

1002-1 News Releases-Record copies of news 
releases or radio spots. 

a. Textual records arranged chronologically by 
date of event. 

b. Audiovisual records. 

1003 Press Chppmgs 

1027-1 Still Photography-Photographs which 
depict sigrnficant events, personalities, and 
other subjects relatmg to the mISSIOnand 
activities ofNARA m particular and Amencan 
history m general. 

1028-1 Motion pictures, Sound Recordmgs, 
VIdeotapes, and other Audiovisual Records-
Official record set. 

1029-1 Related Documentation for Audiovisual 
Records-Permanent records-related 
documentation, 

a~Fmdmg aids, 

b. Production case files or similar files that 
mclude copies of production contracts, scnpts, 
transcnpts, and appropriate documentation 
beanng on the ongm, acquismon, release, and 
ownershtp of the production. 

1030 Posters 

4 
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I.PROGRAM DIRECTION 

A. Office of the Regional Administrator 

Disposition: PERMANENT. Cut off at the 
close of the fiscal year. Transfer to the National 
Archives m 5-year blocks when the newest 
records are 5 years old. 

•
 
1207-2 Audit Resolution Case Files-Files 
mamtamed by designated central pomt of 
contact for a maj or office, and the audited urut, 

1318-2 Records Center Inspection FIles-
Records mamtamed by records centers. 

1402-1 Narrative Program Report FIles-
Quarterly narrative reports summanzmg 
project work, reference service, trammg and 
professional activities, admmistratrve and 
personnel matters, and other activities. 

b. Copies mamtamed by NR program directors, 
heads ofNR and NL field umts, and their 
subordmate units. [See 113-3b above] 

1439-2 Preservation Monthly Report to 
Archivist-Other Copies 

1441 PrecIOUSMetals Report 

1601-2 Professional and Scholarly Conferences 
and Symposia Files-Published and unpubhshed 
program proceedmgs and related records. 

a. Textual and electromc records and 
supportmg nontextual items pertammg to 
program proceedmgs. 

b. VIdeo and audio recordmgs ofproceedmgs, 
reception speeches, and mterviews, copynght 
releases and authonzations, and any other 
related documentation. 

(1) VIdeo and audio recordmgs and related 
documentation that significantly enhance 
knowledge and understandmg of the 
proceedmgs and other related information. 

1602-1 Ceremornes and Events Files-Unique 
ceremorues, events and associated receptions, 
and those that occur annually, periodically, or 
frequently and are considered to be histoncally 
significant. 

b. Textual and electromc records and 
supportmg nontextual rtems mamtamed for 
historical documentation, 

NR Field crosswalk LAMc 1_23_ 06.doc 5 
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I. PROGRAM DIRECTION 

B. All other administrative levels 

Disposition: TEMPORARY. Cut off at the 
close ofthe fiscal year m which the 
project/activity was completed or superseded. 
Destroy 5 years after cut off. 

NR Field crosswalk LAMc 1_23_06.doc 
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101-3 Organizational FIles-Records mamtamed 
by other offices. 

102-3 NARA Regulations Case Flles-
Unofficial case files mamtamed by other 
offices. 

103-3 External DIrectives Case FIles-
Unofficial case files mamtamed by other 
offices. 

104-1 NARA DIrectives Case FlIes-POLICY 
DIRECTIVES 

b. Unofficial case files mamtamed by other 
offices. 

C. Case files on directives that were developed 
but not Issued. 

104-2 NARA DIrectives Case FIles-INTERIM 
GUIDANCE. 

b. Ongmatmg office record copy and related 
background matenals. 

c. Other copies. 

104-3 NARA Drrectrves Case FIles-
SUPPLEMENTS. 

c. Other copies, 

104-4 Internal Operatmg Procedures. 

105-2 NARA Notice Files-Other copies. 

106-2 Numbered Memos at the Office, Staff, 
and FIeld Umt Level-Other copies (mcludmg 
signed record copies on letterhead). 

109-2 Program Subject Files-Records 
accumulated by dIV1sIOndirectors in the 
Washington, DC, area and Heads of FIeld 
Units. Generally arranged by subject. 
EXCLUDED are umque program-related files 
specifically descnbed elsewhere m this manual. 

b. Other records. 
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110 Routme Program Adnumstration Files 
NOTE: When any of the documents m this file 
result m the initiation of, or affect a specific 
program process, project, directive, or case, the 
record copy must be filed m the official file 
relatmg to that particular activity or action, 

111-1 NARA Strategic Plannmg and 
Government Performance and Results Act 
(GPRA) FIles-NARA Strategic Plans, Annual 
Performance Plans, and Annual Performance 
and Accountability Reports (formerly Annual 
Performance Reports). 

b. Copies mamtamed by other offices. 

111-2 NARA Strategic Plan Developmental 
FlIes. 

b. FIles mamtamed by other offices. 

111-3 NARA Annual Performance Plan 
Developmental Flies. 

b. FIles mamtamed by other offices. 

111-4 NARA Annual Performance and 
Accountability Report Developmental Files, 

b. Flies mamtamed by other offices for 
subnussions for Annual Performance Reports 
covermg FYs 1999 through 2003. 

112-3 Program Review FIles-Other copies, 

113-3 Offices' Performance Reports-Feeder 
reports, which may be prepared quarterly, for 
office heads by heads of field units and 
directors of programs, dIVISIOns,staffs, and 
their subordmate umts. 

b. Other copies, mcludmg copies mamtamed by 
subordmate uruts. 

115-1 Committee, Task Force, Board, and 
Workmg Group FIles-NARA-sponsored 
committees on substantive 
policy/programmatic Issues. 

NOTE: Official files are those of the Secretary, 
or m mstances where the Chair serves the dual 
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function of recordmg secretary or designated 
recordkeeper, the Chair, The files of other 
members are considered duphcates of official 
records. (See file no. 11S-lc). 

b. Routme admmistratrve records created m 
support of committee functions such as mailmg 
or distribution, meetmg room reservations, and 
similar routme adrmmstrative records. 

c. Agendas, mmutes, final reports, and related 
records documentmg the accomplishments of 
official committees, EXCLUDING those 
mamtamed by the Secretary or recordkeeper. 

115-2 Committee, Task Force, Board, and 
Working Group FIles-NARA-sponsored 
committees on mtemal 
admuustrati ve/facihta trve matters. 

a. Official comrmttee records. 

b. Routme adrnimstrative records created in 
support of committee functions such as maihng 
or distnbution, meetmg room reservations, and 
similar routme adrrumstratrve records. 

c. Agendas, minutes, final reports, and related 
records documenting the accomplishments of 
official committees, EXCLUDING those 
mamtamed by the Secretary or recordkeeper. 

115-4 Committee, Task Force, Board, and 
Workmg Group FIles-Non-NARA-sponsored 
committees whose actrvrties have no 
substantive impact on NARA: Records of 
NARA staff members of committees whose 
mandates and activities do not cause NARA to 
revise ItS pohcres/prograrns. 

121-2 Annual Report to Congress-Background 
records (all offices). 

127-2 Agency-Authonzed Staffing Plan-Paper 
copies mamtamed by NAB, NPOL, and 
program offices. 

128-1 Vacancy Allocation FIles-Vacancy 
Allocation Form (VAF) Files, 

a. Records mamtamed by NAB, NPOL, and 
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I. PROGRAM DIRECTION 

B. All other administrative levels 

Disposition: TEMPORARY. Cut off at the 
close of the fiscal year m which the 
project/activity was completed or superseded. 
Destroy 5 years after cut off. 
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program offices. 

128-3 Vacancy Allocation FIles-Paper copies 
of V AF Trackmg Report. 

b. Copies mamtamed by other offices. 

131-1 NARA Customer Service Program FIles-
NARA Customer Service Plans and Customer 
Service Reports. 

b. Copies mamtamed by other offices. 

131-2 NARA Customer Service Program FIles-
NARA Customer Service Plan Developmental 
files. 

b. Developmental files mamtamed by other 
offices. 

131-3 NARA Customer Service Program FIles-
NARA Customer Service Report 
Developmental Files, 

b. Developmental files mamtamed by other 
offices. 

140 Special Studies and Project Records 

146-2 Research and Evaluation Techmcal 
Report FIles-Other copies, 

242 Feasibihty Studies 

252 Classified Documents Adrmrustratrve 
Correspondence Files 

261-1 Top Secret Inventory Requirements 
Files-Annual mventory reports ongmated by 
custodial umts and sent to NARA Information 
Secunty Manager. 

a. Reports mamtamed by custodial umts. 

261-2 Waiver ofmventory report files, 
mcludmg applications and responses. 
262 Information Secunty Policy FIle 

407-2 Allowances and Operatmg Budget Plans-
Documents created or accumulated by 
individual NARA offices In prepanng and 
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submitting plannmg, programmmg, staffing, 
budgetmg, and program review and analysis 
data m support of their program activities. 

602-2 Agency Space Files-Correspondence and 
reports relatmg to agency space holdmgs and 
requirements. 

b. Copies m subordmate reportmg umts and
 
related work papers.
 

1012-2 FOIA Reports FIles-Feeder and other 
reports. 

1315-2 Records Center Reports and 
Correspondence-Reports mamtamed by records 
centers. 

1315-3 Reports pertammg to precious metals . 
• 

1318-2 Records Center Inspection FIles-
Records mamtamed by records centers. 

1401-1 Statistical Program Report Files-
Individual and unit summary TIme and 
Production Reports created and mamtamed m 
the custodial units. 

1403-1 Work Plan FIles-Annual work plan 
mstructions (call) formulated by NW or NR. 

b. Copies m custodial umts. 

1403-3 Work Plan Files-Subrmssions retamed 
by custodial units. 

1412 Project Adrrurustration 

1415-1 Records Restriction FIles-Documents 
accumulated m estabhshmg hrrutations on 
access to records accessioned by NARA. 

1415-3 Records Restriction Files-Other 
Records. 

1439-2 Preservation Monthly Report to 
Archivist-Other Copies 

1441 PrecIOUSMetals Report 

1450-2 Regional Archrves Inspection FIles-
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I. PROGRAM DIRECTION 

B. All other administrative levels 

Disposition: TEMPORARY. Cut off at the 
close of the fiscal year m which the 
project/activity was completed or superseded. 
Destroy 5 years after cut off. 

c. Transitory records 

Disposition: TEMPORARY. Destroy when 
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D. Non-record material 

Disposition: TEMPORARY. Destroy when 
no longer needed. 

II. ADMINISTRATIVE 

A. Records of all administrative functions 
with the exception of those listed below. 

Disposition: TEMPORARY. Cut off at the end 
of the fiscal year m which the project/activity 
was completed or superseded. Destroy when 3 
years old. 
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Records mamtamed by regional archives. 

1605-2 Volunteer and Tour Program FIles-
Correspondence, memoranda, and other 
records relatmg to the adrmmstration of these 
programs. 

114-1 Performance Measurement and 
Reportmg System (PMRS)-Data Collection 
Sources and Supporting Records. 

a. Textual records, pnnt-outs of e-mail, and 
GPRA databases contammg statistical data for 
PMRS metncs. Supportmg textual records 
mclude pnnt-outs of e-mail and other 
documents created and mamtamed to venfy 
data accuracy and make corrections after minal 
quarterly reporting of data to PMRS. 

b. Operational databases specifically created to 
support program functions. Databases supply 
statistical data to PMRS. 

201-1 FIles Plan-Record copy of files plan 
mamtamed by the office responsible for the 
records. 

201-2 FIles Plan-Copies mamtamed by NARA 
Records Officer, records liaison officers, and 
adrmmstratrve officers. 

202-3 Reading Files-All other readmg files. 

203-1 Suspense FIles-A note or other reminder 
to take action. 
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203-2 Suspense FIles-The file copy, or an extra 
of an outgomg communication, filed by the 
date on wluch a reply IS expected. 

204-2 Schedules of Dally Actrvities-Records of 
other NARA employees contammg substantive 
mformation relatmg to official activities, the 
substance of which has not been mcorporated 
mto the official files. 

204-3 Schedules of Dally Activities-Records 
documentmg routme actrvities contammg no 
substantive information and records contammg 
substantive mformation, the substance of which 
has been mcorporated mto official files. 

205 Office Admmistration Files 

206 Adrmmstratrve Trackmg and Control FIles 

208 Designations 

209 Employee Publication Review Files 

211 Reference Publication FIles 

213-1 Trammg Program FIles-NARA Trammg 
AIds 

213-2 Trammg Program FIles-NARA-
sponsored Trammg 

213-3 Trammg Program FIles-Background and 
working files. 

213-4 Trammg Program Files-Routme 
operational records relatmg to support of 
trammg, such as room reservations and class 
hsts. 

216-2 Federal Activities Inventory Reform 
(FAIR) Act Files-Records related to 
management reviews conducted pursuant to the 
FAIR Act. 

216-3 Federal Activities Inventory Reform 
(FAIR) Act Files-Copies ofOMB CIrcular A-
76, nnplementmg instructions and related 
matenals Issued outside ofNARA. 

217 -3 A-76, Performance of Commercial 
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Activities Files-Records mamtamed by other 
offices, mcludmg information copies and 
background matenal. 

228-2 External Questionnaires and Surveys-
Records mamtamed by other offices. 

229-3 Reports Control-Registers, 

231-1 Forms Management Adrmmstration 
Files-Forms registers used to record and 
control the numbers and other identifying data 
assigned to each form. 

232-3 Forms Case Files-Files mamtamed by 
other offices. 

233 Stationery FlIes 

235 Emergency Plannmg Admmistrative 
Correspondence FIles 

236 Emergency Plannmg Case FIles 

237 Emergency Directives Reference Files 

238 Emergency Plannmg Reports 

239 Emergency Operations Test FIles 

240-1 Records Management Survey and 
Evaluation Files-Records mamtamed by the 
NARA Records Officer, records liaison 
officers, and adrrnmstratrve officers. 

240-2 Records Management Survey and 
Evaluation FIles-Records mamtamed by other 
offices. 

244 VItal Records Pohcy and Procedures Files 

246 Distribution LIStS 

247-1 Postal and Pnvate Mall Service Records-
Records relatmg to mcommg or outgomg 
registered mall pouches; and registered, 
certified, msured, overrught, express, and 
special delivery mall, mcludmg receipts and 
return receipts, 

247-2 Postal and Pnvate Mall Service Records-
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Application for registration and certification of 
declared value mail. 

247-3 Postal and Pnvate Mall Service Records-
Report ofloss, nfhng, delayed or late delivery, 
wrong dehvery, or other Improper treatment of 
mall. 

247-4 Postal and Pnvate Mall Service Records-
Postal Irregulanties FIles. 

248-1 Mall and Delivery Service Control FIles-
General files, mcludmg correspondence, 
memoranda, directives, and guides relating to 
the adrrumstration of mall room operations. 

248-2 Mall and Delivery Service Control FIles-
Statistical reports and data related to handhng 
of mail and volume of work performed. 

248-3 Mall and Delivery Service Control FIles-
Statistical reports of postage used on outgomg 
mall and fees paid for private delrvenes 
(special delrvery, foreign, registered, certified, 
and parcel post or packages over 4 pounds). 

248-4 Mall and Delivery Service Control FIles-
Requisitions for stamps (exclusive of copies 
used as supportmg documents to payment 
vouchers). 

248-5 Mall and Delivery Service Control FIles-
Records relatmg to checks, cash, stamps, 
money orders, or any valuables rermtted to the 
agency by mall. 

248-6 Mall and Delivery Service Control FIles-
Records of receipt and routing of mcommg and 
outgoing mall and Items handled by pnvate 
dehvery companies such as Umted Parcel 
Service, EXCLUDING those records covered 
by file nos. 247-1, 247-2, and 247-3, and those 
used as mdexes to correspondence files. 

248-7 Mall and Delivery Service Control FIles-
Locator cards, directories, indexes, and other 
records relatmg to mall delivery to mdrviduals, 

249 Metered Mall FlIes 

250 Mall Service Program Management Files 
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307 Human Resources Information System 

310-1 Pay and Leave Adrrumstration Files-Pay 
Adrrnmstration FlIes. 

311 Standards of Conduct Files 

321-1 Ment Promotion Case FIles-Records 
relatmg to recruitments for specific vacancies. 

321-2 Ment Promotion Case FIles-General 
Reference FIles. 

323 Certificate of Eligibles Files 

324 Interview Records 

330-2 Labor-Management Relations Records-
Documents mamtamed by other offices. 

331-1 Campaigns-Savings Bond Campaign. 

331-2 Campaigns-Charitable Contribution 
Campaigns.
 

332-8 Equal Employment Opportunity
 
Records-EEO Affirmative Action Plans (AAP).
 

b. Agency feeder plans to consohdated AAPs. 

335 Occupational Injury and lllness FIles 

338 Health Summanes 

345-3 Flexiplace Program Records-Forms and 
other records generated by NARA or the 
participatmg employee m evaluatmg the 
flexiplace program. 

418-1 TIme and Attendance Records-OPM 
Form 71 (leave slips) FIleS. 

418-2 TIme and Attendance Records-All other 
time and attendance records (paper and 
electromc) upon which leave input data IS 
based, such as time or sign-in sheets; flexinme 
records; leave applications for Jury and rmhtary 
duty; and authonzed premium payor overtime. 

503 Office General Services and Supply FIles 
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505 Supply Catalogs 

520-1 Solicited and Unsolicrted BIds and 
Proposals Files-Solicited and unsolicited 
unsuccessful bids and proposals. 

a. Relatmg to small purchases as defined in the 
FAR, 48 CFR Part 13. 

b. Relatmg to transactions above the small 
purchase hmitations m 48 CFR Part 13. 

(1) When filed separately from contract case 
files. 

(2) When filed WIth contract case files. 

520-2 Solicited and Unsolicited BIds and 
Proposals Files-Canceled soh citations files. 

a. Formal solicitations of offers to provide 
products or services (e.g. Invitations for BIds, 
Requests for Proposals, Requests for 
Quotations) which were canceled pnor to 
award of a contract. 

b. Unopened bids, 

524 Contract Appeals Case FIles 

601 Data books 

604 Postmg FIle 

605 Commumty Activities FIles 

611-2 Federal Structures Construction Files-
Space assignment plans. 

612 -1 Other Architectural and Engmeenng 
Files-Drawings mterfiled WIth related 
matenals. 

612-2 Other Architectural and Engmeenng 
Files-Drawings filed separately from related 
records. 

612-3 Other Architectural and Engmeenng 
Files-Contract Negotiation Drawmgs. 

614 Fmdmg Aids 
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instructions. 

635-2 Water Treatment FIles-Other records. 

636-1 Vertical Transportation FIles-
Authonzations to operate elevators. 

636-2 Vertical Transportation FIles-Traffic 
survey data, schedules, and related records 
created In developing, mamtammg, and 
revismg schedules for the operation of 
elevators and escalators. 

a. Schedules. 

b. Other records. 

636-3 Vertical Transportation Files-Inspection 
and mamtenance Files, 

a. Certificates of inspection. 

b. Acknowledgement of Inspection. 

c. Schedules, reports, and other records. 

636-4 Vertical Transportation Files-Data cards 
used to record identification, Iocation, 
operation, repair, and alteration data pertment 
to each elevator. 

637 Lighting FlIes 

638 UtIhty Consumption Files 

639-1 Key Accountability Files-For areas 
under maximum security. 

639-2 Key Accountability Files-For other 
areas. 

641-1 Commumcation Correspondence, 
Reports, and Reference Files-Correspondence 
and related records pertammg to Internal 
admmistration ad operation. 

641-2 Communication Correspondence, 
Reports; and Reference FIles-
Telecommumcations general files, mcludmg 
plans, reports, and other records pertammg to 
equrpment requests, telephone service, and like 
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II. ADMINISTRATIVE 

615 Grounds Improvement Project Files 
A. Records of all administrative functions
 
with the exception of those listed below. 616-1 Pamtmg Program FIles-Progress reports.
 

Disposition: TEMPORARY. Cut off at the end 616-2 Pamtmg Program FIles-Other records.
 
of the fiscal year m which the project/activity
 
was completed or superseded. Destroy when 3 617-1 Snow Removal Records-Plans and
 
years old. related records.
 

617-2 Snow Removal Records-Other records. 

618-1 Cleaning and Sanitation Files-Routme 
records relatmg to cleamng and sanitation, 
exclusive of files descnbed elsewhere m this 
section. 

619-1 Carpet Program Files-Progress reports. 

619-2 Carpet Program FIles-Other records. 

622 Parking Controls 

623-1 Concession Files-Documents relating to 
the estabhshment, operation, modification, or 
discontmuance of concessions, mcludmg 
vending machmes and pay telephone stations. 

623-2 Concession Files-Concession operation
fild. 

624 Building and Equipment Service FIles 

625-1 Service Call Work Authorizations-
Suspense copies. 

625-2 Service Call Work Authonzations-
Ongmals,
 

626-1 Work Authorization FIles-Orders.
 

626-2 Work Authonzation Files-Registers.
 

627 Preventive Mamtenance Control Cards
 

629-2 Operating Equipment Inspection FIles-

Other records.
 

634 Heating and AIr Condrtionmg Schedules
 

635-1 Water Treatment Files-Testing
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II. ADMINISTRATIVE 

A. Records of all administrative functions 
with the exception of those listed below. 

Disposition: TEMPORARY. Cut off at the end 
of the fiscal year in which the project/actrvity 
was completed or superseded. Destroy when 3 
years old. 

matters. 

641- 3 Communication Correspondence, 
Reports, and Reference FIles-
Telecommumcations statistical reports, 
mcludmg cost and volume data. 

641-4 Communication Correspondence, 
Reports, and Reference FIles-
Telecommumcations reference voucher files. 

a. Reference copies of vouchers, bills, mvoices, 
and related records. 

b. Records relatmg to installation, change, 
removal, and servicing of equipment, 

643-1 Telephone Use (Call DetaIl) Records-
Imtial reports of use of telephone lmes (e.g., 
telephone calls, facsimile transmissions, and 
electrornc mall) dunng a specified penod, as 
well as records generated from mitral reports 
from admnustratrve, techmcal, or mvestigatrve 
follow-up. Included IS such information as the 
ongmatmg number, destination number, 
destmation CIty and state, date and time of use, 
duration of the use, and the estimated or actual 
cost of the use. EXCLUDED are records 
accumulated m connection WIth substantive 
mvestigations, audits, or Accountable Officers' 
Accounts Records. 

643-2 Telephone Use (Call Detail) Records-
Telephone call data mamtamed by mdrvidual 
offices to document pnor approval for official 
long distance telephone calls. 

644 Secunty and Protectrve Services 
Adrmrustratrve Correspondence FIles. 

646-1 Survey and Inspection FIles-
Government-owned facihties. 

646-2 Survey and Inspection Files-Privately 
owned facihties. 

647 Investigative Files 

648 Physical Secunty Devices FIles 

649-1 Credentials Files-Identification 
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credentials, mcludmg cards, badges, 
photographs, and property, VIsitors passes, and 
other identification credentials. 

649-2 Credentials Files-Receipts, indices, 
hstmgs, and accountable records. 

650-1 Visitor Control FIles-For areas under 
maximum secunty. 

650-2 VISItor Control FIles-For other areas. 

651 Property Pass Files 

652-1 Pohce Functions Files-Ledger records of 
arrest, cars ticketed, and outside police 
contacts. 

652-2 Pohce Functions FIles-Reports, 
statement of WItnesses, warnmg notices, and 
other documents relatmg to arrests, 
commitments, and traffic vrolations. 

652-3 Pohce Functions FIles-Reports of contact 
WIth outside pohce WIth building occupants, 

653-1 Lost and Found Files-Ledger files. 

653-2 Lost and Found FIles-Reports, loss 
statements, receipts, and other documents 
relatmg to lost and found articles. 

654 Special Orders 

655 Emergency Action FIles 

656-1 Guard ASSIgnment FIles-Ledger records. 

656-2 Guard ASSIgnment FIles-Requests, 
analyses, reports, change notices, and other 
papers relatmg to post assignments and 
strength requirements. 

657-1 Guard Service Control FIles-Control 
center key or code records, emergency call 
cards, and building records and employee 
identification cards. 

658-1 Guard Logs and Registers-Central guard 
office master logs. 

..
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658-2 Guard Logs and Registers-Indrvidual 
guard post logs of occurrences entered m 
master logs. 

659-1 Facihties Checks FIles-Data sheets, door 
slip summanes, check sheets, and guard reports 
on secunty violations (except copies m files of 
agency secunty offices covered by file no. 314 
of this schedule). 

659-2 Facilities Checks FIles- Reports of 
routme after-hours secunty checks that either 
do not reflect secunty violations of for WhICh 
the information contained therem IS 
documented m the files defined m file no. 314 
of this schedule. 

701-2 General Travel and Transportatton FIles-
Documents mamtamed by mdrvidual offices 
concernmg travel of employees. 

703-1 Commercial Passenger Transportation 
Files-Issumg Office copy. 

703-2 Commercial Passenger Transportation 
Files-Obligation copy of commercial passenger 
transportation vouchers. 

703-3 Commercial Passenger Transportation 
FIles-Unused ticket redemption forms, such as 
SF 1170. 

704-2 Noncommercial Reimbursable Travel 
Files-Obhgation copies. 

705-1 Freight Files-Issumg office copies, other 
than those identified m file no. 705-4, of 
Government or commercial bills of lading. 

705-2 Freight FIles-All other copies, mcludmg 
copies for WhIChgoods were received. 

705-5 Freight FIles-Lost or Damaged 
Shipments FlIes. 

706 Motor VehIcle Correspondence FlIes 

707 -1 Motor Vehicle Operatmg and 
Maintenance Files-Operating records mcludmg 
those relatmg to gas and 011 consumption, 
dispatchmg, and scheduling. 
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707-2 Motor Vehicle Operatmg and 
Mamtenance Files-Mamtenance records, 
mcludmg those relatmg to service and repair, 

708 Motor Vehicle Cost Files 

709 Motor Vehicle Report FIles 

710 Motor Vehicle Accidents Files 

711 Motor Vehicle Release Files 

712 Motor Vehicle Operation FIles 

713 Public Transit Subsidy Program (PTSP) 
Records 

801 IT General Correspondence 

1006-1 Freelance Editorial Vendors FIle-
Invoices, log of current budgetary balance, 
mailing lists, and related records. 

1006-2 Freelance Editonal Vendors FIle-
Resumes, examples of work, and evaluations, 

1007-1 Employee Newsletters-Record copies 
of each newsletter mamtamed by the office 
ongmatmg the publication. 

1009-1 FOIA Requests Files-Correspondence 
and supportmg documents (EXCLUDING the 
official file copy of the records requested If 
filed herem). 

a. Grantmg access to all the requested records. 

b. Respondmg to requests for nonexistent 
records; to requestors who provide madequate 
descriptions; and to those who fall to pay 
agency reproduction fees. 

c. Denymg access to all or part of the records 
requested. 

1009-2 FOIA Requests Files-Official file copy 
of requested records. 

1010-1 FOIA Appeals Files-Correspondence 
and supportmg documents (EXCLUDING the 
file copy of the records under appeal If files 
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with the exception of those listed below. 

Disposition: TEMPORARY. Cut off at the end 
of the fiscal year m which the project/activity 
was completed or superseded. Destroy when 3 
years old. 

NR Field crosswalk LAMc 1_23_06.doc 
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herem). 

1010-2 FOIA Appeals Files-Official file copy 
of records under appeal. 

1011-1 FOIA Control Files-Registers or listing. 

1011-2 FOIA Control FIles-Other FIleS. 

1013-1 FOIA Admirustratrve FIles-Records 
relating to the general NARA implementatton 
of the FOIA, including notices, memoranda, 
routme correspondence, and related records. 

r013-2 FOIA Adrmrustratrve Files-NARA 
FOIA Indexes and Check LIStS. 

1014-1 Pnvacy Act Requests Files 
1022 Information Request Files 

1023 Acknowledgement FIle 

1027-2 Still Photography-Photographs of 
routme award ceremornes, SOCIalevents (e.g., 
retirement parties), and actrvities not related to 
the mission ofthe agency. 

1027-4 Sttll Photography-Passport 
photographs. 

1027-5 Still Photography-Internal personnel 
and adrmmstrative trammg filmstnps and slides 
of programs that do not reflect NARA's 
mISSIon. 

1027-6 sun Photography-Duplicate 
photographs and negatives, 

1028-2 Motion PIctures, Sound Recordmgs,
" VIdeotapes, and other Audiovisual Records-All 

other copies. 

1028-3 Motion PIctures, Sound Recordmgs, 
VIdeotapes, and other Audiovisual Records-
Items acquired from outside sources for 
personnel and management trammg. 

1028-4 Motion PIctures, Sound Recordings, 
Videotapes, and other Audiovisual Records-
Internal personnel and admmistratrve trammg 
programs that do not reflect the mission of the 
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II. ADMINISTRATIVE 

A. Records of all administrative functions 
with the exception of those listed below. 

Disposition: TEMPORARY. Cut off at the end 
of the fiscal year in which the project/activity 
was completed or superseded. Destroy when 3 
years old. 

•
 
agency. 

1028-5 Motion Pictures, Sound Recordmgs, 
VIdeotapes, and other Audiovisual Records-
Recordings that document routine meetings and 
award presentations. 

1028-6 Motion PIctures, Sound Recordings, 
VIdeotapes, and other Audiovisual Records-
Duplicate dubbmgs and pre-nux elements. 

1029-2 Related Documentation for Audiovisual 
Records-Temporary records-related 
documentation. 

a. Fmdmg aids for identification, retneval, or 
use of temporary audiovisual records. 

b. Production files or snrular files that 
document ongm, development, acquisition, 
use, and ownership of temporary audiovisual 
records. 

1805-1 Fmancial Transactions FIle- Summary 
records (used as source documents for entry 
into the accounting system of records) and 
related records. 

1805-2 Fmancial Transactions FIle-Records 
used to record the refund of momes to Trust 
Fund customers and related records. 

1805-3 Financial Transactions Ftle-Detail 
records mcludmg cash recerpts Journal, 
transaction registers, and related records. 

1807-1 Service Order FIle-Record copy of 
service order transactions of more than the 
rmrnmum mall order fee. 

1807-2 Service Order FIle-Record copy of 
NATF Forms 80, 81, 82, and 83 transactions 
and service order transactions of the rmrnmum 
mall order fee or less. 

1807-3 Service Order FIle-Other records. 
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II. ADMINISTRATIVE 

B. Records of administrative functions 
concerning the collection and expenditure of 
funds 

1. Records that document the collection and 
expenditure of funds. 

Disposition: TEMPORARY. Cut off at the end 
of the fiscal year in which the project/actrvity 
was completed or superseded. Destroy 6 years 
3 months after cut off. 

507-2 Property Management 
Officer/Accountable Officers' (PMO/AO) 
History FIles-PMO/ AO case files contammg 
source documents on which action has been 
completed. 

507 -3 Property Management 
Officer/Accountable Officers' (PMO/AO) 
History FIles-Property hstmgs showmg Items 
of personal property on NARA inventory by 
class, value, senal number, and accountable 
officer account. 

508-1 Office Equipment Control FlIes-GSA 
Form 1025, Receipt for Property, hand receipts, 
or comparable documents. 

508-2 Office Equipment Control Files-Property 
hstmgs, 

509-1 Office Equipment Mamtenance FIles-
Guarantees, warranties and related records 
obtamed WIth, and apphcable, to office 
matenals and equipment. 

509-2 Office Equipment Mamtenance Files-
Cards used to record a history of the 
mamtenance and reparr of selected Items of 
equipment, 

510 Excess Property Screenmg Files 

511 Excess Personal Property Reports 

519-1 General Procurement Files-Procurement 
or purchase orgamzation copy, and related 
papers. 

a. Transactions dated on or after July 3, 1995 
(the effectrve date of the FAR rule definmg 
"simplified acquisition threshold"). 

(1) Commercial and non-commercial 
transactions that exceed the simphfied 
acquisition threshold ($100,000) and all 
construction contracts exceedmg $2,000. 

(2) Commercial and non-commercial 
transactions at or below the simplified 
acquisition threshold ($100,000) and all 
construction contracts at or below $2,000. 

NR Field crosswalk LAMc 1_23_ 06.doc 26 



·e e
 

II. ADMINISTRATIVE 

B. Records of administrative functions 
concerning the collection and expenditure of 
funds 

1. Records that document the collection and 
expenditure of funds. 

Disposition: TEMPORARY. Cut off at the end 
of the fiscal year m wluch the project/activity 
was completed or superseded. Destroy 6 years 
3 months after cut off. 

NR Field crosswalk LAMc 1 23 06.doc 

234-Pnntmg Requisition FIles 

326 Incentrve Awards Program Reports 

409-2 PegasyslNEAR Accountmg Reports-
Copies mamtamed by other offices. 

411 Reimbursable Agreements 

412 Reimbursable BIlhng 

413-1 Cash Management-GUIdance from 
OMB, General Accountmg Office (GAO), and 
Department of Treasury on effective cash 
management, mc1udmg the Financial Managers 
Financial Integrity Act (FMFIA) as 
Implemented m OMB CIrcular A-127. 

413-2 Cash Management-Cash management 
reports on late payment charges and mterest 
paid out, unpaid mvoices and problems, and 
reviews of financial management systems. 

414 Accounting System GUIdance Files 

415 Obligation FIles 

416 Office Accountmg Files 

417 Office Financial FIles 

419 Cashier and Collection Officer 
Designations 

420 Collection Receipts 

421 Imprest Fund FIles 

507 -1 Property Management 
Officer! Accountable Officers' (PMOI AO) 
History Files-Suspense file of source 
documents on which action has not been 
completed. 
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II. ADMINISTRATIVE 

B. Records of administrative functions 
concerning the collection and expenditure of 
funds 

1. Records that document the collection and 
expendtture of funds. 

Disposition: TEMPORARY. Cut off at the end 
of the fiscal year m which the project/activity 
was completed or superseded. Destroy 6 years 
3 months after cut off. 

b. Transactions dated earher than July 3, 1995. 

(1) Transactions exceedmg $25,000 that 
utihzed other than small purchase procedures 
and all construction contracts exceedmg 
$2,000. 

(2) Transactions less than or equal to $25,000 
that utilized small purchase procedures and all 
construction contracts under $2,000. 

519-2 General Procurement Files-Obhgation 
copy. 

704 Noncommercial Reimbursable Travel Files 

705-3 Freight Files-Ongmal vouchers and 
support documents covenng commercial 
freight charges of settled fiscal accounts, 
mcludmg registers and other control 
documents, but EXCLUDING those covered 
by file no. 705-4. 

705-4 Freight FIles-Records covermg payment 
for commercial freight charges for services for 
which: (1) notice of overcharge has been or IS 
expected to be Issued, or If a rail freight 
overpayment ISmvolved; (2) deduction or 
collection action has been taken; (3) the 
voucher contams mbound transit shipmenus); 
(4) parent voucher has pnnt of paid 
supplemental bill associated; (5) the voucher 
has become mvolved m htigation; or (6) any 
other condition arises, such as detection of 
overcharge, that prevents the settlmg of the 
account, requmng the voucher to be retamed 
beyond the 6-year retention penod covered by 
file no. 705-3. 

804-2 IT Hardware and Software Acquisition 
Case Files-Copies of requisitions and 
supportmg documentation mamtamed by other 
offices. 

1806-2 Purchase and Contract Case Files-
Copies mamtamed by other offices. 

Note: ThIS Item mcludes GRS Items that are 
admimstratrve m function to NR for which a 
deviation ISbemg requested. 
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II. ADMINISTRATIVE 

B. Records of administrative functions 
concerning expenditure of funds 

2. Building records. 

Disposition: TEMPORARY. Retain for life of 
asset. Transfer to purchaser or dispose 10 years 
after unconditional sale or release by the 
Government of conditions, restnctions, 
mortgages, or other hens 

C. Records tracking workload used as a 
source of billing data for the Federal 
Records Centers 

Disposition: TEMPORARY. Cut off at the end 
of the fiscal year. Destroy when 3 years old. 

NR Field crosswalk LAMc 1 23 06.doc 

611-1 Federal Structures Construction FIles-
Intermediate and pre-final, final working, as-
built, shop, repair and alteration, contract and 
standard drawings; project specifications, with 
documents relating to their preparation; and 
engmeenng projects, 

612-4 Other Architectural and Engmeenng 
Files-Drawmgs of Electncal, Plumbing, 
Heating, or AIr Conditionmg Systems. 

612-5 Other Architectural and Engmeenng 
Files-Architectural Drawings of Temporary 
Structures and Buildings or of Buildmgs Not 
Cntical to the MISSlOnof the Agency. 

613 Pamt Plans and Samples 

628-1 Building Equipment History FIles-
Guaranty and warranty files. 

628-2 Building Equipment History FIles-
Building equipment history cards. 

628-3 Building Equipment History FIles-
Mechanical Equipment data forms. 

632 Environmental Condition Operating 
Records 

251 Messenger Service Files 

705-1 Freight Files-Issuing office copies, other 
than those identified m file no. 705-4, of 
Government or commercial bills of lading. 

1316 TASK System 

1326 NARS-5 System 

1327-3 Reference Request Files-Centers 
Information Processing Syste~ CCIPS) 

a. Reference Request History FIle 

1328 Reference Service Correspondence FIle 
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II. ADMINISTRATIVE 

C. Records tracking workload used as a 
source of billing data for the Federal 
Records Centers 

Disposition: TEMPORARY. Cut off at the end 
of the fiscal year. Destroy when 3 years old. 

D. Personnel records created and 
maintained by NR field units. 

1. Employee Name Files. 

Disposition: TEMPORARY. Review annually 
and destroy superseded or obsolete documents, 
and destroy file relatmg to an employee within 
1 year after separation or transfer. 

NOTE: For employees reassigned to another 
NARA umt, performance-related files and 
statements of employment and financial 
mterest must be transferred to the new NARA 
supervisor, 

0 

2. All other records, mcludmg labor relations 
and occupational mjunes. 

Disposition: TEMPORARY. Cut off at the end 
of the fiscal year. Destroy when 4 years old. 

Note: ThIS Item mcludes GRS Items that are 
adrmmstratrve m function to NR for which a 
deviatton ISbemg requested. 

NR Field crosswalk LAMc 1_23_06.doc 
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1807 -1 Service Order FIle-Record copy of 
service order transactions of more than the 
mmimum mall order fee. 

1807-2 Service Order FIle-Record copy of 
NATF Forms 80, 81, 82, and 83 transactions 
and service order transactions of the mmimum 
mall order fee or less. 

1807-3 Service Order FIle-Other records. 

, 

212-1 Office Trammg Files-Indrvidual 
Trammg FlIes 

303-1 Supervisor's Personnel FIles-Employee 
Name Files, 

303-2 Supervisor's Personnel Files-Personnel 
Subject Files. 

310-2 Pay and Leave Adrmmstration Files-
Voluntary Leave Transfer Program (VLTP) 
FlIes. 

310-3 Pay and Leave Adrmmstration FIles-
Family and Medical Leave Act (FMLA) Files. 

313 Personnel Secunty Clearance Status FIles 

314-1 Secunty Violations FIles- Files relatmg 
to alleged violations of a sufficiently senous 
nature that they are referred to the Departments 
of Justice or Defense for prosecutive 
determmation, exclusive of files held by 
Departments of Justice or Defense offices 
responsible for makmg such deterrnmations. 

314-2 Secunty VIOlations Files-All other files, 
exclusrve of documents placed III official 
personnel folders. 
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D. ADMINISTRATIVE 

D. Personnel records created and 
maintained by NR field units 

2. All other records, mcludmg labor relations 
and occupational mjunes. 

Disposition: TEMPORARY. Cut off at the end 
of the fiscal year. Destroy when 4 years old. 

Note: ThIS Item mcludes GRS Items that are 
administrative m function to NR for which a 
deviation ISbemg requested. 

NR Field crosswalk LAMc 1 23 06.doc 

327-1 Employee Awards Files-General Awards 
Records. 

a. Case files mcludmg recommendations, 
approved nommations, correspondence, and 
reports pertammg to agency-sponsored cash 
and noncash awards such as mcentrve awards, 
withm-grade ment Increases, suggestions, and 
outstanding performance. 

b. Correspondence pertauung to awards from 
other Federal agenctes or non-Federal 
orgamzations. 

327-2 Employee Awards Files-Length of 
Service and SIck Leave Awards FIles. 

327-3 Employee Awards Files-Letters of 
Commendation and Appreciation. 

329-1 Gnevance, Disciplmary, and Adverse 
Actions Files-Admmistratrve Gnevance Files 
(5 CFR 771). 

329-2 Gnevance, Disciplinary, and Adverse 
Actions Files-Adverse Actions (5 CFR 752) 
and Performance-Based Actions (5 CFR 432) 
FlIes. 

a. Case files and other related textual records. 

b. DISCIplIneLog. 

329-3 Gnevance, Disciplinary, and Adverse 
Actions Files-Ment System Protection Board 
(MSPB) Appeal Case FIles. 

336 Personal Injury FlIes 

345-1 Flexiplace Program Records-Approved 
requests or applications to participate m the 
flexiplace program; agreements between 
NARA and the employee; and records relatmg 
to the safety of the worksite; the installation 
and use of equipment, hardware and software; 
and the use of secure, classified mformation or 
data subject to the Pnvacy Act. 

345-2 Flexiplace Program Records-
Unapproved requests. 
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II. ADMINISTRATIVE 

D. Personnel records created and 
maintained by NR field units 

2. All other records, mcludmg labor relations 
and occupational mjunes, 

Disposition: TEMPORARY. Cut off at the end 
of the fiscal year. Destroy when 4 years old. 

Note: ThIS Item mcludes GRS Items that are 
adrmmstrative m function to NR for which a 
deviation ISbemg requested. 

E. Transitory records 

Disposition: TEMPORARY. Destroy when 
no longer needed or not longer than 120 days. 

F. Non-record material 

Disposition: TEMPORARY. Destroy when 
no longer needed 
III. PROGRAM OPERATION 

A. Regional Outreach 

Disposition: TEMPORARY. Cut off at the 
end of the fiscal year m WhIChthe 
project/activity was completed or superseded. 
Destroy 5 years after cut off. 

.'
 

125-2 NARA Histones-Background matenals, 
mcludmg electrostatic copies of agency 
documents made for convenient reference. 

l32-1 Customer Feedback FIles-Customer 
Survey Questionnaire, Focus Group, and 
Interview FlIes. 

a. Case files related to developing, 
adrmrnstenng, and evaluating the effectiveness 
of customer survey questionnaires, focus 
groups, and telephone/m-person interviews. 

(1) Files mamtamed by the office responsible 
for conductmg survey questionnaires, focus 
groups, and te1ephone/m-person interviews. 

(3) Documents related to working WIth an 
outside organization or contractor to develop 
and/or adrmrnster survey questionnaires, focus 
groups; and telephone/m-person interviews. 

(a) Memorandums of Agreement (or 
Understandmg) and statements of work. 
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ill. PROGRAM OPERATION 

A. Regional Outreach 

Disposition: TEMPORARY. Cut off at the 
end of the fiscal year in which the 
project/activity was completed or superseded. 
Destroy 5 years after cut off. 

(b) Purchase orders and other contractual 
paperwork. 

b. FIles related to evaluatmg feedback from 
customers completmg customer satisfaction 
information collections. 

c. FIles related to reportmg on final results of 
survey questionnaires, focus groups, and 
telephone/m-person interviews. [maybe have 
this only appear m PA-A?] 

(2) Copy of final report mamtamed by the 
office responsible for conductmg survey 
questionnaires, focus groups, and telephone/m-
person interviews. 

(3) Report developmental files mamtamed by 
the office responsible for conductmg survey 
questionnaires, focus groups, and telephone/in-
person interviews. 

132-2 Customer Feedback Files-Comment and 
Complaint FIles. 

213-5 Trammg Program Files-Extemal 
trammg. 

213-6 Trammg Program Files-Course 
announcement files. 

840-1 NARA Web Function-Includes, but not 
hrruted to, files related to designing, 
populatmg, testing, implementing, and 
mamtammgNARA's web sites (mcludmg 
Presidential LIbrary web sites.) 

b. As performed by offices proposing and 
prepanng content for posting. 

1002-2 News Releases-Other Copies 

1002-3 News Releases-Other records. 

1004-2 Biographies-All other copies. 

1005-1 NARA Publications-Record copy of 
each publication. 

1005-2 NARA Publications-Copy of each 
pubhcation mamtained for reference use. 
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nr. PROGRAM OPERATION 

A. Regional Outreach 

Disposition: TEMPORARY. Cut off at the 
end of the fiscal year m WhIChthe 
project/activity was completed or superseded. 
Destroy 5 years after cut off. 
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1005-3 NARA Pubhcations-Pnnters' galleys, 
graphics, working papers, copies of 
publications, and related records. 

1005-4 NARA Publications-Photographs, 
negatives, and pnnts used m publications, 
EXCLUDING original photography m file no. 
1027. 

1007-2 Employee Newsletters-Background 
matenals. 

1305-1 Records Management Workshop, 
Conference, and Trammg Course FIles-
Correspondence, notices, applications, 
attendance records, and adrmrnstratrve forms 
pertammg to records management workshops, 
conferences, and training courses. 

1305-2 Records Management Workshop, 
Conference, and Trammg Course FIles-
Training matenals, mcludmg course outlmes, 
handouts, VIew graphs, and reference files. 

1601-1 Professional and Scholarly Conferences 
and Symposia Files-Adrmmstrative records 
associated WIth the lOgIStICSof plannmg, 
schedulmg, and managmg conferences, 
symposia, and associated receptions, 

1601-2 Professional and Scholarly Conferences 
and Symposia Files-Published and unpubhshed 
program proceedmgs and related records. 

b. VIdeo and audio recordings of proceedmgs, 
reception speeches, and interviews, copynght 
releases and authorizations, and any other 
related documentation, 

(2) VIdeo and audio recordmgs and related 
documentation that do not significantly 
enhance knowledge and understanding of the 
proceedings and other related information. 

1602-1 Ceremomes and Events Files-Unique 
ceremomes, events and associated receptions, 
and those that occur annually, penodically, or 
frequently and are considered to be lustoncally 
significant. 

a. Administrative records associated WIth the 

33 



• • , I 

Ill. PROGRAM OPERATION 

A. Regional Outreach 

Disposition: TEMPORARY. Cut off at the 
end of the fiscal year in which the 
project/activity was completed or superseded. 
Destroy 5 years after cut off. 
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10gISttCSof planning, scheduhng, and managmg 
ceremomes, events, and receptions. 

1602-2 Ceremomes and Events Files-
Ceremomes, events, and associated receptions 
that occur routmely and are not considered to 
be histoncally significant, milestone, or gala. 

1603 Study Tour FlIes 

1604 International VISItors FIle 

1605-1 Volunteer and Tour Program Files-
Development papers, brochures, and plans for 
program promotion and membership actrvines. 

1605-3 Volunteer and Tour Program Files-
Individual volunteer files. 

1606-1 Education Workshop Trammg Files-
Correspondence, memoranda, notices, mailmg 
hsts, and other records relatmg to archival and 
genealogical workshops. 

1606-2 Education Workshop Trammg FIles-
Trammg matenals, mcludmg workshop 
outlmes, handouts, and audiovisual matenals. 

1607-1 Teacher Workshop Files-
Correspondence, memoranda, notices, mailmg 
hsts, and other records relatmg to workshops 
for teachers. 

1607-2 Teacher Workshop Files-Trammg 
matenals, mcludmg workshop outhnes, 
handouts, and audiovisual matenals. 

1608-1 School Program Trammg Matenals 
Files-Correspondence, memoranda, notices, 
mailing hsts, and other records relatmg to 
school programs. 

1608-2 School Program Trammg Matenals 
Files-Trammg materials, mcludmg workshop 
outlmes, handouts, and audiovisual materials. 

1609-3 Modem Archives Institute Files-Files 
mamtamed by NARA Staff members who 
serve as mstructors for Institute sessions. 

1610-1 Exhibit Case Files-Documents related 
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III. PROGRAM OPERATION 

A. Regional Outreach 

Disposition: TEMPORARY. Cut off at the 
end of the fiscal year m which the 
project/actrvrty was completed or superseded. 
Destroy 5 years after cut off. 

B. Records Management Services 

Disposition: TEMPORARY. Cut off at the end 
of the fiscal year m WhIChthe project/activity 
was completed or superseded. Destroy 5 years 
after cut off. 

C. Records Center Services 

1. Transfer 

Disposition: TEMPORARY. Cut off at the end 
of the fiscal year m WhIChthe project/activity 
was c-ompleted or superseded Destroy when 3 
years old. 

•
 
to the plannmg and preparation of exhibits, 
mcludmg photographs, correspondence, and 
lists of exhibit Items. 

1610-2 Exhibit Case Files-Records of an 
admmistratrve nature, such as copies of 
contracts and agreements, and records covered 
elsewhere m this schedule. 

1611-1 Graphic Record Files-Exhibrt-related 
graphics. 

1611-2 Graphic Record Files-All other 
graphics. 

r 

1005-1 NARA Pubhcations-Record copy of 
each publication. 

1301-1c. Records Adnumstration Program 
Subject Files-Targeted assistance project files. 

1301-2 Records Adrmrustration Program 
Subject FIles-Records mamtamed by other 
offices. 

1302-4 Agency Evaluation Files-Records 
mamtamed by records centers. 

1005-1 NARA Publications-Record copy of 
each publication. 

1304 Agency Correspondence Files 

1321 Accession Register 

1324 Records Center Unscheduled and 
Permanent Records Report 

1325 Pendmg Schedules Implementation Files 

NR Field crosswalk LAMc 1_23_ 06.doc 35 



e·
 
III. PROGRAM OPERATION 

C. Records Center Services 

2. ReferencelRecords Services 

Disposition: TEMPORARY. Cut off at the end 
of the fiscal year in which the project/activity 
was completed or superseded. Destroy when 3 
years old. 

NOTE: Any records required for bilhng audit 
should be rmgrated to II.C at the close of the 
fiscal year. 

•
 
214-1 NARA Fee Schedule Files-Case file 
mamtamed by office responsible for 
coordmatmg or developmg the fee schedule. 

214-2 NARA Fee Schedule Files-Copies of the 
fee schedule maintamed by all offices. 

214-3 NARA Fee Schedule Files-Other records 
mamtamed by other offices. 

215 Special Fee Projects 

251 Messenger Service Files 

253 Classified Document Receipt Files 

254 Classified Documents Destruction 
Certificates FIles 

255 Classified Documents Inventory Files 

256 Top Secret Document Accounting Files 

257 Top Secret Document Control Files 

258 Classified Documents Access Request 
FlIes 

259-1 Classified Document Container Secunty 
Files-Forms or hsts used to record safe and 
padlock combinations, names of individuals 
knowmg combinations, and comparable data 
used to control access mto classified document 
containers. 

259-2 Classified Document Contamer Secunty 
Files-Forms placed on safes, cabmets, or vaults 
contammg secunty classified documents that 
record openmg, closing, and routine checking 
of the secunty of the container, such as locking 
doors and windows, and actrvatmg alarms. 

263-2 Information Secunty Inspection and 
Survey Files-Documents mamtamed by the 
assistant mform~tIOn secunty managers. 

263-3 Information Secunty Inspection and 
Survey Files-Vault Certifications. 
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ID. PROGRAM OPERATION 

C. Records Center Services 

2. Reference/Records Services 

Disposition: TEMPORARY. Cut off at the end 
of the fiscal year m which the project/activity 
was completed or superseded. Destroy when 3 
years old. 

NOTE: Any records required for billmg audit 
should be nugrated to II.C at the close of the 
fiscal year. 

1005-1 NARA Publications-Record copy of 
each publication. 

1303 Agency Records Center Case FIles 

1314-1 Agency/Records Center Agreement 
Files-Documents relatmg to national 
agreements. 

1314-2 Agency/Records Center Agreement 
FIles-Documents relatmg to Records Center-
negotiated agreements. 

1319 Records Center Quahty Control Files 

1327-1 Reference Request Files-Optional 
Forms (OF) 11 (charge out copy) used to 
document the loan of records. 

1327-2 Reference Request FlIes-OF l l s 
(charge out copy) used to document the 
permanent withdrawal of entire boxes. 

1327-3 Reference Request Files-Centers 
Information Processmg System (CIPS) 

a. Reference Request History FIle 

b. CIPS User Database 

1328 Reference Service Correspondence FIle 

1329-1 Research Application and 
Authorization Files-Researcher Application 
Forms.
 

1329-2 Research Application and
 
Authorization Files-Other Records.
 

1330 Register of Visitors 

1335 NRlRecords Center Project Control Files 

1336-1 Micrographic Project/ Agreement FIles-
Agency Job FlIes. 

1336-2 Micrographic Project/ Agreement Files-
Official project files. 

1337-1 Micrographics Program Files-
Micrographics equipment mventones, 
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m. PROGRAM OPERATION 

C. Records Center Services 

2. ReferencelRecords Services 

Disposition: TEMPORARY. Cut off at the end 
of the fiscal year m which the project/activity 
was completed or superseded. Destroy when 3 
years old. 

3. Disposition 

a. All records of the Disposition
 
function with the exception of those listed In b.
 
below.
 

1. Records related to disposable accessions
 

Disposition: TEMPORARY. Cut off at the end 
of the fiscal year m which the project/activity 
was completed or superseded. Destroy when 10 
years old. 

equipment production rate records, histones of 
repairs, and related records. 

1337-2 Micrographics Program FlIes-FIscal 
year work program files. 

1337-3 Micrographics Program Files-
Micrographics reference files. 

1340-1 Case Management and Reporting 
System-Customer Requests ("Scanned Paper") 

1340-3 Case Management and Reportmg 
System-Registry FIle 

1340-4 Case Management and Reportmg 
System- All other documentation generated as 
part of the fulfillment process. 

1005-1 NARA Publications-Record copy of 
each publication. 

1320-2 Records Transmittal and Receipt (SF 
135) FIle-SF 135s, SF 135As, and related 
records for holdings that are not permanent. 

a. Those SF 135s and related records received 
after the implementation of the NARS-5 
system. 

b. Those SF 135s and related records received 
pnor to the implementation of the NARS-5 
system. 

1322-2 AcceSSIOn and DIsposal Exceptton 
Files-Records centers action files. 

a. Freeze files (arranged alphabetically by 
freeze code). 

b. All other exceptions. 

1326 NARS-5 System 

1332-1 Notices of Ehgibihty for DIsposal 
Files-Documents relatmg to requests which 
were approved by the records center. 

1332-2 Notices of Eligibility for DIsposal 
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m. PROGRAM OPERATION 

C. Records Center Services 

3. Disposition 

a. All records of the Disposition
 
function with the exception of those listed m b.
 
below.
 

1. Records related to disposable accessions
 

Disposition: TEMPORARY. Cut off at the end 
of the fiscal year m which the project/activity 
was completed or superseded. Destroy when 10 
years old. 

2. Records related to permanent accessions 

Disposition: Forward to custodial unit 
assummg physical and legal custody of records. 

b. SFl15 

Disposition: TEMPORARY. Destroy when 
superseded! obsolete. 

•
 
FIles-Documents relatmg to requests which 
were not approved by the records center. 

1333-1 Agency Review for Contingent 
DIsposal FIles-Notices Indicating that a 
complete accession can be destroyed. 

1333-2 Agency Review for Contingent 
DIsposal FIles-Notices Indicating that an 
accession or part of an accession can not be 
destroyed. 

1334-1 Records DIsposal Authonzation 
Correspondence-Correspondence received 
from agencies, wlnch was not part of the 
regular quarterly disposal cycle, authonzmg the 
disposal of records. 

1334-2 Records DIsposal Authonzation 
Correspondence-Correspondence regarding 
disposal of courtesy-stored records of Members 
of Congress. 

1005-1 NARA Pubhcations-Record copy of 
each publication. 

1310-2 Rejected or Canceled Offers of 
Records-Files mamtamed by records centers. 
1320-1 Records Transrmttal and Receipt (SF 
135) FIle-SF 135s, SF 135As, and related 
records for holdings transferred to the National 
Archives for permanent retention. 

1331 Permanent Records Transfer FIles 

1005-1 NARA Pubhcations-Record copy of 
each publication. 

1309-3 Records Disposition Case FIles-Other 
copies, mcludmg those In custodial umts and 
records centers. 
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III. PROGRAM OPERATION 

D. Archives Services 

1. Accessioning 

a. All records of the Accessionmg function 
with the exception of those hsted m b. below. 

Disposition: TEMPORARY. Retam for life of 
asset. Transfer along with asset when de-
accessioned OR destroy 5 years after related 
asset IS destroyed. 

NR Field crosswalk LAMc 1 23 06.doc 
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1005-1 NARA Publications-Record copy of 
each publication. 

1306-2 Case Files on Archival Records in 
Agency Custody-Records Maintained by the 
custodial umts. 

1310-3 ReJected or Canceled Offers of 
Records-Files mamtamed by custodial umts. 

1405-1 Records Accession Files-Accession 
dossiers, 

1405-2 Records Accession Files-Accession 
dossiers relating to the destruction, loss, or 
removal of records. 

1405-3 Records Accession Files-Workmg 
Papers and copies m other offices. 

1406-1 Change of Status FIles-Change of • 
Status Reports at the record group level which 
mclude the NA Form 14044, Change of Status 
Record (formerly GSA Form 6710), and related 
records mamtained by the Holdings 
Management Staff (NWCM). 

b. Copies m custodial units and Presidential 
hbranes. 

1406-2 Change of Status FIles-Change of 
Status Record below the record group level 
(NA Form 14044, formerly GSA Form 
6710A). 

b. Copies m custodial umts and Presidential 
hbranes. 

1406-3 Change of Status Files-Registers of 
Change of Status, such as the GSA Form 6740, 
Register of Changes m Holdings. 

1406-4 Change of Status Files-Periodic 
Statistical or narrative reports or summanes of 
change of status or holdings. 

b. Other offices. 
1406-5 Change of Status FIles-NARS A-I 
System contaimng the automated Change of 
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lIT. PROGRAM OPERATION	 Status-below Record Group Level and other 
machme-readable descriptions ofNARA 

D. Archives Services	 holdmgs. 

1. Accessioning	 b. MIcrofiche ofNARS A-I. 

a. All records of the Accesstonmg function 1406-6 Change of Status Files-Change of 
WIth the exception of hose hsted m b. below. Holdmgs Trackmg System formerly titled 

"Record Group Statistics and Analysis (NARS 
Disposition: TEMPe; :ARY. Retam for hfe of A-I Y2 or A-B-C LIStS»)." 
asset. Transfer along 1th asset when de-
accessioned OR desn v 5 years after related 1409-1 Acqutsitron Case Files-Acquisition case 
asset IS destroyed. file mamtamed in umt of custody. 

1409-2 Acquisition Case Files-Workmg papers 
and copies in other offices. 

1409-3 Acqursinon Case Files-Acquisition 
Logs or registers. 

1415-3 Records Restriction FIles-Other 
Records. 

b. Location Register	 1005-1 NARA Pubhcations-Record copy of 
each publication. 

Disposition: TEMP( ARY. Destroy when 
superseded. 1442-2 Records Storage and Secunty FIles-

Documents created in controllmg the physical 
location of accessioned records and donated 
matenals m NARA. Included are shelf lists, 
Iocation registers, and related forms and 
records. 

1442-4 Automated MIcrofilm Location 
Registers 

a. Register ofNARA rmcrofilm held as record 
copy by regional archives. 

(1) Master FIle. 

(2) Publtshed mventory of any descnptive 
matenal 

b. Register of accessioned and NARA-created 
nncrofilm stored m off-SIte location. 

(1) Master file. 
(2) Penodic nncrofiche or paper copies of 
mformation. 
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III. PROGRAM OPERATION 

D. Archives Services 

2. Processing/Preservation 

a. All records of the Processmg/Preservation 
function with the exception of those hsted m b. 
below. 

Disposition: TEMPORARY. Retain for life of 
asset. Transfer along with asset when de-
accessioned OR destroy when related asset IS 
destroyed. 

b. Surveys of Records Needing Treatment 

Disposition: TEMPORARY. Destroy when 
superseded. 

1005-1 NARA Pubhcations-Record copy of 
each publication. 

1413-1 Project Case FIles-Record copy of 
unpubhshed project product. (For pubhshed 
products, see file no. 122, NARA Publications. 

1413-2 Project Case FIles-Other Records. 

1414 Project Control and ASSIgnment FIles 

1425 Fmdmg AId Files 

1436-1 Preservation Project Case Files-Case 
files relating to preservation projects for 
mdrvidual rtems, selected groups of records, or 
whole collections, 

1436-2 Preservation Project Case Files-Other 
records m custodial units. 

1436-3 Preservation Project Case Files-Other 
offices. 

1438-2 Environmental Condition Reports-
Weekly hygrometnc charts and other records. 

1439-2 Preservation Monthly Report to 
Archrvist-Other Copies 

1441 PreCIOUSMetals Report 

1005-1 NARA Publications-Record copy of 
each pubhcation. 

1414 Project Control and ASSIgnment Files 

1440-2 Preservation Survey Files-Working 
papers and other copies. [really need 1440-1 
here but as currently scheduled makes this HQ] 
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III. PROGRAM OPERATION 

D. Archives Services 

3. Reference 

a. All records of the Reference function WIth 
the exception of those hsted below. 

Disposition: TEMPORARY. Destroy when 5 
years old. 

NR Field crosswalk LAMc 1_23_06.doc 
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253 Classified Document Receipt FIles 

254 Classified Documents Destruction 
Certificates FlIes 

255 Classified Documents Inventory Files 

256 Top Secret Document Accountmg FlIes 

257 Top Secret Document Control FlIes 

258 Classified Documents Access Request 
FlIes 

259-1 Classified Document Contamer Secunty 
FIles-Forms or hsts used to record safe and 
padlock combmations, names of individuals 
knowmg combmations, and comparable data 
used to control access mto classified document 
containers. 

259-2 Classified Document Contamer Secunty 
FIles-Forms placed on safes, cabmets, or vaults 
contammg security classified documents that 
record openmg, closmg, and routme checkmg 
ofthe secunty of the contamer, such as lockmg 
doors and wmdows, and actrvatmg alarms. 

263-2 Information Secunty Inspection and 
Survey Files-Documents mamtamed by the 
assistant mformation secunty managers. 

263-3 Information Secunty Inspection and 
Survey FIles-Vault Certifications. 

1005-1 NARA Publications-Record copy of 
each pubhcation. 

1340-1 Case Management and Reportmg 
System-Customer Requests ("Scanned Paper") 

1402-2 Penodic analytical surveys or studies 
mamtamed In NW, NR, or NL on reference 
services and reference use, mcludmg reports on 
reference mqutries and responses, reproduction 
orders and other use ofholdmgs. 

1402-3 Project analyses, progress reports, and 
related records and forms. 
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m. PROGRAM OPERATION 

D. Archives Services 

3. Reference 

a. All records of the Reference function with 
the exception of those listed below. 

Disposition: TEMPORARY. Destroy when 5 
years old. 

1417 Reference and Reproduction 
Adrmrustration FIles 

1420-1 Research Room Reference Service 
Files-Copies of reference service shps that 
record dates and tunes of researcher use, and 
what matenals were furmshed. 

1420-2 Research Room Reference Service 
Files-Duplicate copies of reference service 
shps retamed m custodial units for matenals 
sent to a central research room. (white copy) 

1420-3 Research Room Reference Service 
FIles-Other records. 

1421-1 Reference Service Communication 
Files-Commumcations control files, which 
mclude registers and logs (mcludmg automated 
logs) that list mcommg reference requests and 
replies, WIth related information. 

1421-2 Reference Service Cornmumcation 
Files-Routme mqumes and rephes and related 
records. 

1421-3 Reference Service Communication 
Files-Correspondence and supporting 
documents, maintained at the branch or hbrary 
level, relating to: Sigmficant persons, subjects, 
or events; noted researchers or research 
projects; or rephes mvolvmg repetitive, 
difficult, or complex research. 

1421-4 Reference Service Commumcation 
Files-Reading files of reference 
correspondence, mcludmg extra copies of 
outgoing letters. 

1421-5 Reference Service Commurucation 
Files-Routine requests for information and 
copies of forms and publications, m both paper 
and electromc formats, which require no 
research for reply. Also mcludes copies of 
rephes that may be created. 

1422-1 Freedom of Information Act (FOIA) 
and Mandatory Review Requests Files-
Commumcations control files, which mclude 
registers and logs (includmg automated logs) 
that list mcoming requests and rephes, and 
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III. PROGRAM OPERATION 

D. Archives Services 

3. Reference 

a. All records of the Reference function WIth 
the exception of those listed below. 

Disposition: TEMPORARY. Destroy when 5 
years old. 

b. Agency Reference Files 

Disposition: TEMPORARY. Destroy when no 
longer needed. . 

•
 
related mformation, 

b. Other files mamtamed at the branch level. 

1422-2 Freedom of Information Act (FOIA) 
and Mandatory Review Requests Files-
Documents mamtamed at the branch level 
relatmg to those records where ongmatmg 
agency authonty ISneeded or NW or NR has 
dented access to all or part of the requested 
records. Included m these authonty case files 
are the ongmal request, a copy of the reply, 
agency authorization or dental, and supportmg 
matenals. 

1422-3 Freedom of Information Act (FOIA) 
and Mandatory Review Requests Files-Routine 
FOIA mqumes and rephes and related records, 
grantmg complete access to all the requested 
records or respondmg to requests for non-
existent records. 

1422-4 Freedom of Information Act (FOIA) 
and Mandatory Review Requests Flles-FOIA 
mqumes and replies and related records, 
denymg access to all or part of the requested 
records mamtamed m NW and NR. 

1422-5 Freedom of Information Act (FOIA) 
and Mandatory Review Requests Files-Files 
created m respondmg to appeals under the 
FOIA for release of information dented by 
NARA, consisting of the ongmalletter, a copy 
of the reply, and related supportmg documents. 

c. Files mamtamed m other offices. 

1425 Fmdmg AId Files 

1407 Agency Background Files 
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III. PROGRAM OPERATION 

D. Archives Services 

c. User Registration/Retrieval Documentation 
Disposition: TEMPORARY. Destroy when 25 
years old. 
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1005-1 NARA Pubhcations-Record copy of 
each publication, 

261-3 Top Secret Inventory Requirements 
Files-Top Secret Inventory LIsts and Registers 

a. LIsts of Top Secret documents disclosed to 
researchers. [not sure If gettmg back to who 
used the document ISwhat's Important here] 

1418-1 Researcher Apphcanon and 
Authorization Files 

a. Issumg office. 

b. Other offices. 

c. (2) LIve data mamtamed on servers. 

1418-2 Researcher Application and 
Authonzation Files-Other records related to 
researcher applications. 

a. Custodial unit research room regulations 
SIgned and acknowledged by researchers. 

b. Correspondence and other records. 

1418-3 Researcher Application and 
Authorization Files-Apphcations for access to 
classified and restricted matenals, mcludmg 
documentation of the researcher's clearance for 
such access, and related records. 

1418-4 Researcher Application and 
Authonzation Files-Records relatmg to 
requests for access to donor-restncted 
matenals. 

1418-5 Researcher Application and 
Authonzation Files-Electronic database of 
researcher applications used as a findmg aid 
and to prepare statistical reports and mailing 
hsts. 

1419-1 Research Room Use Files-Research 
room use for WhIChresearcher identification 
cards are needed. 
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III. PROGRAM OPERATION 

3. Reference 

c. User Regtstration/Retneval Documentation 

Disposition: TEMPORARY. Destroy when 25 
years old. 

1419-2 Research Room Use Flies-Research 
room use for which no research card ISneeded. 

1419-3 Research Room Use FlIes-Pubhc-Use 
personal computer (PC) user logs and system 
audit data used to record public access on 
research room pes and to detect mappropnate 
use. 

a. Log sheets signed by researchers registenng 
to use pubhc-use pes. 

b. Audrt data recording Internet use activity on 
pubhc-use pes. 

1423-1 Reproduction Service Files-Register or 
log of reproduction requests and service orders. 

1423-2 Reproduction Service Files-
Reproduction requests, requests for 
authenticatron, related correspondence, service 
orders, invoices from contractors and related 
records. 

1423-3 Reproduction Service Files-Documents 
authorizing or not authonzmg the reproduction 
of agency or donor-restncted, or copynghted 
matenals. Included are: requests for 
authonzation; replies; letters from copyright 
and propnetary nghts' owners grantmg or 
denying permission for NARA to furmsh 
reproductions; letters of mdemrufication; and 
related records. 

1424-1 Agency Loan Flies-Documents created 
m making accessioned records available to the 
ongmatmg Federal agency for temporary loan. 
Included are: requests for loans; external loan 
receipts; loan registers; forms, such as the NA 
Form 14014, National Archives and Records 
Adrmnistration Loan Receipt; and related 
records. 

1424-2 Agency Loan Flies-Documents relating 
to unrecoverable loans and permanent 
WIthdrawals. 

1424-3 Agency Loan Files-Registers or logs of 
agency loans, external loan receipts, and 
related records. 
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ID. PROGRAM OPERATION 

D. Archives Services 

3. Reference 

c. User Registration/Retneval Documentation 

Disposition: TEMPORARY. Destroy when 25 
years old. 

4. Appraisal/Internal Disposal 

Disposition: TEMPORARY. Destroy when 5 
years old. 

E. Transitory records 

Disposition: TEMPORARY. Destroy when 
no longer needed or not longer than 120 days. 

F. Non-record material 

Disposition: TEMPORARY. Destroy when 
no longer needed. 

1612-2 Photographic Secunty Copies-
Facsmules accumulated by custodial umts. 

1613-1 Exhibit Loan FIle-Documents relatmg 
to the preparation and adrrumstranon of loans 
(whether approved or demed), including 
correspondence, hsts of borrowers and Items 
loaned, loan agreements, msurance pohcies, 
condition reports, news chppmgs, and related 
records. 

1613-2 Exhibit Loan File- Documents relating 
to withdrawn loan requests. 

1613-3 Exhibit Loan FIle-Records of an 
adrmmstratrve nature, such as copres of 
agreements and records covered elsewhere in 

this schedule. 

1615 Marketing FlIes 

1616 Reciprocal Advertising FIle 

1617 Conference Exhibrtions [not sure If these 
are meant for museum shops, see also 1615-
1616] 

1005-1 NARA Publications-Record copy of 
each publication, 

1309-3 Records Disposrtion Case Files-Other 
copies, mcludmg those m custodial umts and 
records centers. [see 1405-1] 

1310-3 Rejected or Canceled Offers of 
Records-FIles mamtamed by custodial umts. 
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