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REQUEST FOR RECORD~ _·.......OSITION AUTHORITY
 

(See Instructions on reverse) 

TO GENERAL SERVICES ADMINISTRATION 'I:ED _ ~J 
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408 

I FROM (Agency or establishment) NO~ATION TO AGENCY 

National Archives and Records Admin1stration (NARA) In accordance with the or ovrsrons of 44 usc 3303a 
2 MAJOR SUBDIVISION the disposal request, including amendments, ISapproved 

except for Items that may be marked "drsposmon not~~0~f~f~i~c~e~o~f~M~a~n~a~e~m~e=n~t~a~n~d~A:d~m=1=·n~i:s~t~r~a~t~1~o~n~~~~~~~~~~approwd" m "wl~d~wn" In column 10 Ifnoffico~s 
3 MINOR SUBDIVISION are proposed for disposal, the Signature of the Archivist IS 

not requiredPro ram Polic and Evaluation Division 
4 NAME OF PERSON WITH WHOM TO CONFER 5 TELEPHONE EXT 

Gil/I!.. ~e"t/~
~11 l, e!'8 :88 523-3214 

6 CERTIFICATE OF AGENCY REPRESENTATIVE 

I hereby certify that I am authorized to act for this agency In matters pertaining to the disposal of the agency's records, 
that the records proposed for disposal In this Request of 20' paqets) are not now needed for the business of this 
agency or will not be needed after the retention periods specified, and that written concurrence from the General 
Accounting Office, If required under the provrsrons of Title 8 of the GAO Manual for GUidance of Federal Agencies, IS 
attached 

A GAO concurrence 0 ISattached, or [XJ ISunnecessary 

B DATE C SIGNATURE OF AGENCY REPRESENTATIVE D TI».,~ 

Di~cfor, Program Policy
and Evaluation Division 

9 GRS OR 10 ACTION7 8 DESCRIPTION OF ITEM SUPERSEDED TAKENITEM (With InclusIVe Dates or Retenhon Periods) JOB (NARSUSENO CITATION ONLY) 

NARA's Comprehensive Record Schedule 

The proposed record schedule has been divided into 18
 
functional areas for inclusion into the NARA Files
 
Maintenance and Disposition i:1anual(FILES 203).
 

thlS schedule. 

/S--~/g
Date 

D!tr~ 

STANDARD FORM 115 (REV 8-83) 
Prescribed by GSA 
FPMR (41 CFR) IOI-II 4



- I 

FILES 203 

APPENDIX 1 

MISSION AND ORGANIZATION 

These records rElate to the overal l mssron, pol icies, orocecures, organ12atlon, oiarlYllYlQ, ann 
publ rcat ion act ivit ies of the National ArClllVeSand Records AdmlYilstt'at1on (NARAl. 

ITEM CROSS-OVER 
~1J~~~B§ FROH GSA HB 

POLICIES AND PROCEDURES 

Orgam.. (mal cnarts ami reorgamzat lOY'! studies. 
GraOtllC 111us Ions w~lch proVloe a detallec 
descrrct ion of t~e a 'oement and adnumstratlve 

ts of !IIA~A. 
+0 desIgn an 

effiCient orQanlzatlonal framework most 5 - to 
carry 1ng out NA RA's programs arid 1nclucie mater 1a. 
such as final recommendations, proposa.s, and staff 
evai uat Ions. T:'ese f i les also may contain 
adnanlstratlve maps that snow reglConal iJOUndarles 
and tne locat 101'\ Pt'eslder,halof t-.,}!RA Llbrarles, 
Federal Recoros Centers, arid National Archl yes Field 
Branches. Annual acc.: less than 1 cu. ft. 

Case flies COYlta1mriga copy of proposed Ot' flnai 
regulatIonsj matenals submltted for lTlClUSIOnHI 

the Federal Register: InterFial NARA, other agency 
and publ ic comments; CODYof published regulatIon, 
and relateo records. 

PERMA"JEI~T.Offer to NqRAIn 5-year 
blocks wheYI20 years aid. (GRS 15, 
Item !3al 

ADD.i-1 



r
 

102-1	 Offlclai case hIe maIntaIned by tvAA. Arranged by 
regulation. ArlYlualacc.: less than 1 cu. ft. 
Current vol.: 1 cu. ft. 

102-2	 Unofficlal case flies maintalned by other offlces. 

103 

Documents t'eflectlng the Ot'epat'atlon, reVlew, 
clearance, ana	 puhl icat icn of external drrect ives, 
such as recorcs managemerlthanooooks arid I\:ARA 
Bulletlfls. Included are comments on the dlrectlVe, 
rcemorandUlllsreconCiling or eXOIalnlYlQcO'liraer,ts, the 
orlQlnal arid a c0!lY of the orlnted direct ive, arid 
all records Which Document lItlportarlt aspects of the 
develooment of the dlrectlve. 

103-1	 Offlcul case f i les malT,taHeo by orIginating 
office. Arranged by mrect ive number. ArlYlualacc.: 
less tnan 1 cu. ft. Current vol.: 1 cu. ft. 

103-2	 Unofflclal case files maIntained by otner offices. 

104 

Dlrectives reflecting the preparatIon, revIew. 
clearance. and publ icat ion of internal NARAorogram 
and aomlnlstratlve Directives. Included are 
comments ort the d1recti ve, memorandumsreconci hng 
or explaIning comments, the orlglnal and a copy of 
tne printed directIve, and ail records WhiCh 
document Imoortant aspects of the developmerlt of the 
directive. 

Anp. 1-2 

FILES 203 

PERMANENT.COFFwhen suoerseoed or 
canceled, hold 5 years arid retire to 
FRC. Offer to NRRA IF, lill-year hlocxs 
Wilen20 years old. 

Destroy when suosrsedec, obsolete, or 
no longer needed for refererlce. 

PER~H\ENT. COFFw~en suoerseoed or 
canceleo, nold 5 years and l'etit'e to 
FRC. Offer to NA~AHI 10-year blocks 
wher. 20 years 010. 

Destroy wtler, suoer ..eoeo, obsolete, or 
ne longer reeded for reference. 

11 B2 Sq..... 

9C2 

llB2Sa..-

9C2 



104-1	 OffICIal case flIes maIntaIned by NAA. Arranged by 

dirsct ive number. ArlYlual acc.: 1 cu. ft. Current 
VOl.: 5 cu. ft. 

104-2	 Unofflcial case flies rnamtained by other off ices, 

105 

lrlterlrn dIrectIves, ore pared HI memo format by 

Cel'ltrai Offlce orogram and staff off ices, contall'llng 
mfornat ion that 1'1111 be mcoroorated into an 
ll'lternal directlve. These lnterim dlrectlves are 
icent i flea by an icent i flcahon number follOWIrlg the 
subject and the words" INTERIMGUIDANCE. TheseII 

numbered memos ..all be incorporated Into the 
aOOrOJrIate Internal direct ive wlthlTl 6 moy,ths after 
Issuance. 

105-1	 NAA cooy. 

105-2	 OrlginatIYI£ offlce cony ana reiated !lackQrourld 
matenals. 

105-3	 Other copies. 

10b	 ~~mQgr~q_~~~Q_:_~QI!~~§ 

eJ fJi7lt.-e.- tJctcJher 
15~(/

Numbered notlcesj\preoared In memo format oy Central 
OffIce orogram	 and staff off icss arid fIeld umrs, 
contalnlng admrnstratlve ami program Information of 
a tranSItory nature. These notrees are 1Cier,h fled 
by the word "NOTICE" followlYIg the rr.emoYlumber. 

Aop. 1-3 

FILES 203 

PERMANEII'T.COFF ~Ihen superseded or 
canceled, nolo 5 years and retIre to 
FRC. Offer to IIlARA In 11iJ-year nlocks 
When 20 years oid. 

Destroy when supersedeo. obSOlete, or 
no IOl'lger Yleeded for referer,ce. 

Place HI off icra) direct ivss case f i le, 
See 104-1 for dlsoosltlon of case f i le. 

Destroy when supersecec, obsolete, Ot' 

no longer needed fo~' reference. 

Destroy wheYIsupevseced, Obsolete, or 
no Ionqer needed for reference. 

IlB25c:z.. 

ge2 

New 

New 



(For case flIes resulhng from a NumberedMemo-
NOTICE,see the aODroorlate Drogram f i le for 
OlSOosltlon Instruct1ons.) 

106-1	 Orlglnatlng off1ce cooy and related backgrouna 
materIals. 

105-2	 Other comes. 

107 

CODles of documents establlShlri!) uol icy or 
orecedents pertInent to future ana contInuIng 
act ions, Normally, oollcy and orecedent reference 
fues corlslst of extra comes of ooeratl n~ 
procedures, statements of ocl icy or erocecure, and 
other documents cluollcateo lYI off icial f i les, 
OrIginal or record COOles WIll not be olaced 1n thIS 
f i ie. ThIS hie consists of nonrecm'd comes 
malntalned only for convenience or refel'ence. 

PROGRAM DIRECTION 

108	 8rch!Vl~~_~n£_Q~Qy£Y_8r£h!Y!2!_~rQgr~m_~n~eQl!£Y 
B~QrQ§' 

Corresool'ldence, memoranda, reoorts! forms, ano other 
records accumulated by the Archlvlst and Deputy 
Arc:nlVlSt wnlch pertam to the acmrustrat icn arid 
ooel'atlon of tiARAprograms. They document 
ool1cymaklng deci sions or Sl qm flcarlt oro gram 
managemerlt functions. Arranged by subject. Ann. 
acc.: 3 cu. ft. Current vol. :14 cu. ft. 

Apo. 1-4 

FILES 2@3
 

COrr annual ly, Destroy when 1 year old 
or wheYIno 10nQer Yleeded. 

Destroy when no iOYI~erneeded for 
refereYlCe. 

Destroy W:lendocuments oecome obsolete 9C4 
or are no longer neeoeo for operatln~ 
or reference purooses. 

PER~ANENT. COFFannually. Offer to 9Dl 
NARAIn 5-year blocks when 15 years 
old. 



FILES 203 

10'3 

Corresoondence, memoranda, reports, forms, and other 
records accumulated by NARA off icrala In ll'anagll'lQ 
and carryIng out assl~ned functIons. They docw~ent 
pol1cymaklng eecisions or slgmflcaYlt llrogram 
mana~ement functlons. Excluded are fIles 
soeclflcally deserrbed elsewhere In trus maYlual. 

10':1-1	 Records accumulated by Offlce Heads, Staff 
DIrectors, anD the ExecutIve DIrector, NatIonal 
Histor-ical Puoilcat Ions anCl Records COmTnlSSlOYI. 
Arranged by subject. AnYI. acc.: 10 cu. ft. 
Current vol.: 20 cu. ft. 

109-ll..	 Records accumulated by DlvlSlon DIrectors In the 
WasnlnQton, DC, area arid DIrectors of flelo office 
act ivrt ies. FL, ~e'Clrr/~ rel.ltd,,::,4 CD t /
~u"jtd.7/t:"ve l'yt)rlYJ.~j '?Jar;- 'Pltu ea. 
at ,J /II(/,/'ty It vel. 

110	 BQ~i!n~_erQ~r~~J8Qm!n!§tr~i!Qn_E!l~ 

CorresoOl'ldence, memoranda, reoorts, forms, and other 
recorns relatI\'lgto the £eneral aOOlll'llstratIonof a 
orogram, but rot soecif ic f i les descrrbed elsewhere 
In thrs nanual. When ar.y of the Documents In this 
fIle results In the inItIatIon of, or affects a 
speCIfIC proQram orocess! proJect, dIrectIve, or 
case, the record copy must be flIed In the offICIal 
file relatIng to that particular act ivrty or actIOYI. 

111 

COPIes of the NARA Strate~lc Plan, correspondence, 
memoranda, WOrkI\'lgpapers, and other reCOt'DS 
oertall'llng to dsveloomq, Imolementulg, and 
mOrntorlng the NARA StrategIC Plan WhICh contaIns 
major NARA goals, obJectives, strate~les, al'lOtasks. 

Apo. 1-5 

PER~ANENT. COFF annually, hold 3 9Dl
 
years, and retIre to FRC. Offer to
 
NARA 11'1 5-year blocks wheYI 15 years

old.
 

~ O"theY	 yec.crd7, 
COFF annually, hold 3 years. arid retire 9D5
 
to FRC. Destroy when 7 years Old.
 

f761f~/lfftA/r. c'(}rF ~,.,,,vd/)'. Trtl,,'> fer 
a., t r-'fL. whe,., :7 ye,)y.} (J/t/, TYciH7j(>yc: c/Je "#'Jt~(/#,,,/ /lnl" ~"'..7 I ~71 ~ Yed Y 

vloclrs whe~ 1'7 yC'tlY.7 dl«, 

COFF annual ly, Destroy when 2 years 9DIO 
om. 

New 



111-1	 RecCot'dcopy of the NARA StrategIc Plan ma1ntalned by
NRA. Annual acc.r less tharl 1 cu. ft. 

111-2	 Background materiais maintalned by NAA. 

111-3	 RecordS maIntaIned by other offIces. 

112 

CoOles of orogram reVIew documents used to formally
brIef the ArchIvIst on major prOQram actIvItIes. 

112-1	 Record set of ~rogram reVIew documents maIntaIned by
NRA. Arranged chronologIcally. Rnn. acc.: 1 cu. 
ft. 

112-2	 Othet' comes, 

113 

Quarterly reports of program act ivit ies sent by
Ofhce Heaos arid Staff Directors to the ArchIvIst. 
and those preoarea by dIvISIon and branches. 

113-1	 Record co~y sent to ArchIvIst ano maIntaIned by NAA. 
Arranged chronologIcally. Ann. acc.: less tnan 1 

cu. ft. Current vol.: 1.5 cu. ft. 

113-2	 Other comes. 

Ape. 1-6 

rILES 203 

PERMANi::NT. COFr: after a new olarl IS 

Issued. Offer to NRRA wnen 10 years 
010. 

COFF after new elan IS Issued. Destroy
wnen 5 years old. 

COFF after ne~l olan 1S issuen. Destroy 
wnen 2 years old. 

New 

PERfI1ANENT. COFF anrlua!ly, nold 5 years
anD retIre to a FRC. Offer to NARA In 
10-year blocks when 10 years oid. 

COFF armual Iy. Destt·oy when 2 years
ole; 

New 

PERMA~ENT. COFF annuallY. 
NARR HI 10-year blocks when 
old. 

Offer to 
20 years 

COFF 
010. 

annually. Destroy wnen 2 years 



113-3 Quarterly reoorts {feeoer t'eoortsl preo 
areo 

d1'1/1S1011SaTldbraftCneS fot' Offlce Heads. 

a. Reoorts pre oared by NN and NL. 

by 

See item 1402-1a for OlSOOSltiOn 

Instruct 10ns. 

b. Reports preoared DY other offices. 

COF;: 

old. 
anY\llaily. DestNY when 3 years 

COMl'llTTEES 

114 

114-1 

Documents accumulateo lTl eKerclslng control over the 
est aol1 snment, use, aTtOcllssolutlon of COlllll11ttees. 
Inciuded are pY'OllOsals,aporovals, and dlsaoprovals 
to estaollsn, contlTlUe, or dIssolve commlttees; 
COoles of Olrectlves autnOrlZlng the establlshll1eYlt 
of committees, COl\1~lltteeInventory data; and related 
papers. These flies are maiYltalV'Iedby NAA. (See 
lteat 115 for documents retaHted by commIttees.) 

lfltet'agency, adVisory, or If,ternatlona1 commlttees. 
COFF on clsaporoval or olssolutiOl'l of 
ttle COfMll"tee. Hold 1 year and retlre 
;;0 FRC. Destroy ~jheYt10 years oirl. 
'.~ __ c r ... ~M~~-' ... 

12AS 

114 Eo 
interpal COMMittees. 

nem tiaiei) 

COFF after terlltiTlatlOl'l of commlttee. 
Destroy wnerl 2 years old. {GRS ib, 

Apo. 1-7 



115 

Recoros created by conmnttees. 

115-1	 Agenda, mInutes, fInal reports, and related records 
documenhng the membershIp, pel icy, and 
accompli shments of off icral boards and COfl1rOIttees. 

a. ~ecords of the sponsor or SecretarIat. Arranged 
by commIttee. Ann. acc.: 3 cu. ft. 

h. Ali othel' conies, 

115-2	 Ali other commlttee recoros. 

lHi 

Documents accumulated by NDXHI serVlTlg as l iarson 
betweerl the ArChIvIst and various mtemal and 
external commIttees. IriCluded are prooosed agenda 
tOPlCS, agreements, correspondence, t'eoorts, ana 
related documents. 

SPECIAL STUDIES 

117 

Recoros accumulated as a result of a specIal stuay 
or oroJect conducted by an IndIVIdual offIce, task 
force, or workIng ~roup. 

ADD. 1-8 

FILES 203
 

PERMANENT. Offer to NArtAafter 
terfl1lnation of Commttee. -(OilS is,.. 

9C6a 

ih:.ft leo (1) (ali -

Destroy when 3 years aid or wheYIYlO 9C6b 
longer needed for reference, w:llchever 
1S sooner. (GRS 16. item 12b(~)(b») 

Destroy when :3 years old or when no 9C6b 
longer needed for refererlce, wHehever 
IS sooner. mRS lb, Item 12b(2» 

(Jt~",/J Id..N r,-
COFFafter terml nat ion of corpOOlttee. 
'GljhM!~ SF 2S8. 1yclhjfe r tcJ the.... 

/YJ t'd""'/ /J YCh) Viij ,'71 '7/erl y' 

hlo~lr!7 whe~ 10 YeclY5 die/, 

New 



~J 

FILES 203 

f'tR./YJ,If/o/'f HI 
117-1 Flnal Reoort. COFF at eno of stucy or nroject , ..0/ t J 

~I:!S.ill~ 5.- Eatr. /ycJI/<jfeY' 'to tile. /TJ '"~''' 
I1YcJII'Vf'j ,11 f7Y('JJ< h/cck;, whel't 
10 )'0 Y 7 Q II, 

117-2 WorkIng Paoel's.	 GOFF at end of stuoy or proJect, nolo 3 
years and retIre to FRC. Destrov 1~~eTi 
15 years old. 

RESEARCH AND EVALUATION 

118 

c.aFF 
Program documents~ schedules, correspondence, and PERMAt>:ENT. srre. te NAflA wileYIno New 
related records relahng to the general olarmlng and loYloer needed for current ooel'at lOYIS. 
supervIsIon of the programs. Arranged by suoJect. 48,~S 19, .ief.. rrl"'~I/>f~" t;CJ "the.. 
Ann. Ace.: 1 cu. ft. Current ve,l.: 4 cu. ft. /VcJtrd?1JI/Jrc.J'IVI'j ,"7 10 ),eJY

/J /0 (.../r; when ;1() ye,z-Y5 ()/r/, 

119 

Tschrucal reports or UYlpubllshed manuscrIpt of New 

report ore pared In connection with a proJect, f mal 
narratIve reports, statIstIcal and graohlc 
coapi lat ions, summarlZations, arid analyses. 

119-1	 Record cooy mall'ltained oy NSZ. Al'ranged by project . PER(r1A~JENT. COFF a'; ccmlet ion of 
Arln. Ace.: less than 1 cu. ft. Current vol.: 2 cu. proJect. Offer to ~ARA ln 10-year 
ft •• blocks wnen 20 years old. i~~ l~i 

.}"Efli 7)-

119-2 Other conies.	 Destroy ~lhen roo longer rleeded for 
reference. ~ilS 19, };E.,' 1'J 

120 

Records accwnulated reflectInQ comolete hlstory of COFF at coaolet ion of project, 06tJ!..ui- New 
each oroJect from Initlatlon through research, 8: 2eQ.., 

«, frOJ 'C~t~ h J V/71! fOll. 1-9	 flt/(Af-1/vCA/T. -r"cI"Sfer LcJ fife.. 
/V"a.-t("",J/ ~r:;' l'v~j ,,,, ~ J'etlv i?/a;f5511""ftCJ~t: /?)f1'3t.r d7J /y/JIf/t


II) Itc.-/e j J'1d Ih-1"1'rlJ?l7, ~lJ e71 ,. yC'J Y} dll,
 

--? O-thc r fr!iec fJ (	 w /, e 11 Io 1("q r 7 il'1/.. 



FILES 203 

oeveloorrerlt, desl gn, and testlnQ, to comPlet Ion. 
Incluced are procurement f i les, project 
autnor-izat ron documents, tscnmcal charactenst 1CS, 
test ana trlal resuits, orawlngs, soec1flcatlons, 
ohoto~raohs, tecnYllcai ar,o orC<Qressreports! 
corresoonoence, and related oroJect mater1als. 

PUBlICATIONS 

121 

Documents accumulated HI complilrlg IvARA'sAnnual 
Report to Congress. lr~luded are coples of tne 
report, feeder reports on NARAactlvltles and 
achlevements, and related records. 

121-1 Record copy of report. PERMANENT.COFFannuaily. Offer to 
NARAIn 5-year bloCKS when 5 years oie. 

20A40 

121-2 COFF annuany. 
010. 

Destroy when 2 years 20A40 

122 

Documents accumulated In edlting, prIntIng, and 
PlJbllshlYl~ IVARApublrcat ions, mclucmq bOOKS, 
mcrof r 1m pubficatrons, gUIdes, soecial l ists, 
;,ar,ooooKs, booklets, and ser-ial puollcanoFls sucn as 
ProloQue. (Malntenance and disooart ion mstruct ions 
for regulat ions, 01recti ves, soeeches, ariD news 
releases are descrlbed elsew~ere In tnls manual.) 

122-1 Recorri cooy of each oubl icat ion malYltall'led by NE. 
Arrarlged by type of nubl ieat ion, AYn'lual 
ace.: 1 cu. ft. Currerlt voL: 1.5 cu. ft. 

PE~MANENT.COrF annuaLly. Offer to 
NARAfe,' eeeesslEl"Ii'Ft§ It:lte ~G 6, HI 5-
year blocks wheYI5 years old. 

72Bl a 

Aop. 1-10 



122-2	 COPY of each nubl icat ion mall'ltalneo for reference 
use. 

122-3	 Pnnters' Qalreys, Qt'aOhlCS,workln~ oapers, conies 
of oubl icat Ions, arid related records. 

122-4	 Photograohs~ negatives and orlnts used In 
publlcat Ions. 

123 

Documerlts relatlrl~ to freelance eOltot'lal veYldor 
servIces. 

123-1 'InvoIces, log of current budQetary balance, mailIng 
lists, and related records. 

123-2	 Resumes, examples of work, arid evaluat lOYIS. 

124 

Documents accumulated In edltlnQ, publlshlng, anti 
dlstrloutlnQ NARA emoloyee newsletters. Included 
are record copies of each oubl icat ion, notes, 
edrtor i al materials. and related records. 

124-1	 Rece.rd conies of each newsletter malntalned by the 
office originating the pubilcatlon. Arranged by 
name of putn icat ior, arid chroYlCtioQlcallythereunoer. 
Annual acc.: 6 Inches. Current vol.: less than 1 
cu. ft. 

Aoo. 1-11 

FILES 21/13
 

Immeolately after num icat ion, . New 
originating office must sen~ cooX~f 
the Duollcatlon to NNIL (Library). 

Place In mact ive hie afte)' 72Blb 
oubl rcat ion nas been onnted. COFF 
mact ive fue annually. Destroy when 2 
years old. 

Destroy wh~n suoerseded or oosoiete. New 

New 

COFF annual) y. Destroy wner, 2 years 
old. 

Destroy when superseded or oosolete. 

PER~ANENT.COFF ennuaf ry, Offer to 20A35a 
NARA In 5-year blocks wnen 20 years 
010. 



rILES 2tJ CDrlft) 

12H	 ....... 111:11"111 ..
 
:~=~:.~ 
'~;
~~ 

... "--..! 

125	 ~M Hi.tori" 

rtlM histories and selected biCkgrourld uterials. 
Nil"l"lhvw agtrCy histories Including oral hIStory 
p!"OJEts prf!lJ<1J'8d by agency personnel or by private 
hutorlallS urId.,. contract to NAill. 

125-1	 Narratlv. hlHOI"ies, oral hlHOI"ies, tran!Cl"lbed 
Intervl ..... lth past and present personnel, COPlfS 

of tapes and tl'lftSC:I"lptS, and deed. of gift. Annul 
iCC. : lesl than 1 cu. ft. 

125-2	 Backgrourld uterials, Including electrostatic COpies 
of agency doclllllll'lts lade for convenient reference. 

UIDVIstaS 

126	 Still Photographv 

It .. offll"ld for peruneM retention lUst Include 
the fo11olung record elf!llfttsl 

a. 81iCk-and~it. arid color negahve photography: 
th. original negative, a captioned print, arid, for 
color negative photography, a duplicat. negatlv' If 
orw .ults; 

II. Color trlfllCliNftCY and slid. photography: t~1 
oriliNI IIId 1 duphcatel and 

App. 1-12 

CtFF after publiclhon of t'iCIt 
....... lrit.,.. Destroy WI"" 1 year old. 

PERIiIANefT. Offer to NARAIn S-year 
blocks when 2t years old. (GRS 16, It .. 
13c) 

CrF. at end of proJ.ct. Dntroy INft 
10 years old. 

..204j ~ 

C-If!} 

/6/("jc 



FILES 213 <Draft) 

Ilk fit fil_trlps and ICCOMPI"ylng audlO
 

fit terlptll 2 copi ...
 

."....-vdr-r-
PE~. COFFanflually. ~to 

126-t Photographs "'len dlpu:t SlgYIificant evwnts, NARA 1ft 5-year blocks IIIhen1~ years prrsonalltle5, and other sUbJects rel.tlng to tne old.M1SSlOftand actlvlt1es of NARA 11'1partll:ular and 
AlltrlC:an lustery 11'1~eneral. Included are 
photOQrapfts of dedication cerelOnle5 and offlc1al
 
eventl 11'1the Rotunda, Presldent1al Libraries, and
 
other facll1t1es, VISits froa off1Clals and
 
significant citizens; and .aJor progra. activities. 
EIIC:luded are photographs flled 11'1the Exhlb1t Case
 
Fila, Itt. lEill. Arranged by subject. AM. Ace.:
 
1nl thin 1 ell. ft. 

Destroy when old1 year at "'1ft no
Ilbatngrapb, of routine a..ard terIIIOftlH, 5OC1il
 
eventl, and actiVIties not related to the .tfiidfl or
 
tn. ageftCY. 

PERMANE'ff.~RA ."'1'1 no 
126-3	 Officl.l portraits of the ArchiVist, Deputy longer needed for current opet".tiOMo
ArchiVist, and other senior NARA officials.
 

Arranged by person's T\ilIII. Annual Ace.: less than
 

1 Cll. ft. 

Destroy WI'" 5 years old at' ""en no 

18 " 

Destroy 1 year after ~plehoft of (fit oS ),10 
lei I	 lattr"') pPCIQDDIland adtllnlstratiVl training traihinY pi 01' ., (ias 2', ,+. ])
 

fl1~rlps and slides of progr .. that do not reflect
 
HAM' I Ii 511on. 

Destroy Mhen no longer needed. (6RS ~~j).1/ 'I 
( lei , 2l. t'" U 

App. 1-13 



1e? 

It_ offlr'ld far P!"anent ret.nt1on nst Include 
th. follOMlng record ele.ents: 

a. NARA-<1poMO!'ed the origInal negative orfibs: 
color orIginAl plus separate sound track, an 
InteY'llechate master poslt'lve or dupllcate negative 
DIu! oDtlcal sound track, and a sound projection 
prInt or a video recordlngj 

b. AcqUired hIllS: ho proJectIon orlnts or one 
projection prInt and a Video recordIng; 

c. Ul'llchted f90hge: the originAl negahve or 
color orIgInal, IIIOrkprint, and an lntrraedute 
laster DOSltiYl or duplIcate negatIve If one eXIsts, 
approprIately arranged, labeled, and deserl bed. 

1e?-1	 NARA-sponsortdfl111S Intended for oubllc 
dIstrIbutIon. (These Include lnfortnatlonal and 
educahonil fillS.) 

, 
127-2 NARA-sJ)Onsored traInIng fIllS that explain agency 

funchons or actIVltIes Intended for Internal or 
external distrIbutIon. 

127-3	 Stock footage, outtakes, and trllS created durIng the 
COID"W of a NAAA-sponsored production. 

outside SOUI'Cft for ~l 

~ILES 28J (Draft) 

~ 
ff:"~"'""6"( .(6.. tl /ft'A~1'J-
.1I~1I1' if 115	 • (IIRQ 21, 1tiM eet 

~ht!. 1" J!til'J ole/, ~ 

(/&<,.."";0/1;,..,,, .~ #A/f,ll
Sub"'l' SF 115, (6"9 el, It!...!3! .. 

Whf" 7)'eJ ~~ tI/1, 

Offer ImmedIately for deposIt In the ~1t.s;.0
stock fl1. collection, Special ArchIVes 
DIVISion, NARA. (GRS 21, ltell 27) ~ / 
()~jt,,~1' _It." ~~ 16"p'~Y .,.,t''/~

I." ~t·,h f,"I.." ~./ft.~r/~".
 
Destroy ont year after COIIpletIon of 



128 

It_ offlrld for p!r'AJ8I'It retention lUst Inc:lud. 
tlw origll'lIl 01" earhest generahon of recol"chng, 
and a dubtllllq If one elUst So 

128-1 NARA-soonsol"edvideo Droductlons Intended fol" Dubhc 
distribution. (These Inc!ude Informational and 
educat IONl product IOns.) 

128-2 NARA-sponsoredtraining 
functions or actiVitIes 
In It. 129-) Intended 
distribution. 

progra.s t~at explain agency 
(other than those IdentIfied 
for Internal or external 

128-3 Recordings of public I!!tlngs or soeeches, NARA-
sDOnsol"lClconfel"l!nces, guest saeaker'S, and test 1I10ny 

of agency offiCials before the Congress and at other 
hearings. 

nnel and adMinistrative training 
crogl"allS that co not l"I!fleet the .ISSlon 0 

agency. (These Include groll-lIlay· sessums, 
lllanagement and SUpervISOry Instl"uchon, etc.) 

iii 7 "'ph,.,'. dubblDPSand pr!"1IlX ell!lltl'lh. 

App. 1-15 

FILES 213 (Draft) 

f"lfJlf,IJ,.,6NT, ~6
 

all.it i' '15 'BPS 2' lta. ;t'"
 

/V/},f1J wA<-" dJ~5""ye .."J 

~R')./j. 
Destroy 1 year after t'OIIIpletlon of ~If ~ ').// 

1 It" 31> 

Destroy Nhen no longer needed. (GRS GIf' ;.;jJ 

Destroy Nhen no longer needed. (SRS
 
!1, iLew as)
 



129 
~ ~ 

. ..'-P D!I:wrt'hon 

~ .~'4' , 
,r~~, ' 

~. n .. 

11111for lC'enhfu~ItIOft, I"ItrllVll, Of' 

1JiIY ineludt 1 Xe, , 

books, Clptlon !hilts, sltothsts, cominulhes, 
etc:., and lIlY be I" text, card, .Icrofortl, or 
machine-readable fOrllt.) 

use. 

FILES 2t3 CDr.ft) 

DIspose of aa:oY'chng to InstY'uchons (T1f7 ;.t~
covering the related audiovisual ~b. 

<leg a PrqtUShon fll" or 51_lIar flIes 
origin, developlllTlt, adiUtSlttoft,-
<*I"el"ShlP. (May Incl ude scrl ats, 
transcripts, releases, etc.) 

that document 
li5er--4rlIL 
contracts, 

Disoose of accoY'Chngto Instructions 
covering the related audiOVisual 
recores. 18"9el, It. RL 

~1I5' 0 

1';0 



':IL~5 2l)3 

APPENDIX 2 

GENERAL ADMINISTRATION 

These recoros r-elate to the general admlYl1str-ahve act ivit ies of NARA. Items 201 throu~h 212
 
osscrrbe r-ecords that gerlerally ser-ve faci l rtat ive or mforaat ional DUOOseS commonto most offlces.
 
Items 213 throu~h 2GJJ descrIbe records reiahng to em:Hoyee tralmn~ orograms, studies anc reoorts of
 
arch iva I and raanagemer,t llrograrns, mfornat ion management act ivi t ies, and emergency planmng.
 

OFFICE ADMINISTRATION CROSS-OVER 
FROM GSA HB 201 

Files Plan (Nil Form 2003) shol'nng r-ecords malntamed
 
by an offlce.
 

201-1	 ~ecord copy of Fi les Plan maHltalned oy tne off ice CO':-F wltn related f i Ies, Destrov wneYf 9Al 
resoonslble for the recorDS. (Place Flies DIan In all related flies ar-e destroyeo or-
fIrst folder of flle drawer or, In tne case of retireo. 
nonstanoard flllY'g eculoment, oost the alan HI a 
conSOICUOIlSlocation, See ch, 2-15.) 

201-2 Coples maIntained Dy NAA, Recoros Llalson OffIcers, COt-t- annual ly, Destroy on r-eceHlt of a 11 C5 
and AdmInistratIve Officers. revised olan or Discontinuance of t~e 

plan. 

202 

Conies of ollt~olng commumcahons wnlcn are
 
malntalned for review by staff members.
 

202-1 ReadmQ flIes of the Archl VI st arid Deouty ArCI1lvi st. PERMA'IIEiliT. COFF In b-mom;n blocks, 9Dl 
AnYI.ace.: less than 1 cu. ft. Offer to NARAIn 5-year olocks when 10 

years old. 

ADD. 2 - 1
 



FILES 203 

202-2	 Reaolng files of OffIce ~ads and Staff Directors. 

202-3	 All other reaolng flles. 

arranged HI cnronolomcal order as a l'erRlnoer 
arl ~ on 15 reouired on a Qlven date or that a 

t'eply IS expe 1f not recelveo, should De 
tracea 

203-1 

203-2	 The flle cony, or an extra copy of an out~o1ng 
comaumcat icn, flleo oy the date on wn1ch a reoly 15 
expecteo. 

, aopoHltmeYltnooks, schedules, logs, 
dlarles, and 0, ~ records DocumentIng meetlYlgs, 
aOOOlTltments, tele!)hoYle" ""5, trios, VISitS, arid 
other actlvltles of il!ARAemplo (~~l§!!Q.~§!.
~£~ggYlg§L_~!!Q_§!m!l~r_QQ£Ymgn~§_m~!!!!~~ on 
£Qmgy!gr§_~Y§!_Q§_Qr!ntgQ_QYi_Q~!l~_~nQ_rgI~i!!§_
Q~Qgr:.) 

204-1	 Records COYltalFllngsubstant ive Information relatlYlQ 
to the offlclal actlvltles of the Archlvlst, Deputy 
ArCl'llVlst, OffIce Heads, Staff Directors, and 

A!)o. 2 - 2 

COFF In 5-momn blocks. Destroy when 3 9B30 
years old. 

CO;;F m 5-mol'lth blocks. Destroy wheTIb 9B30 
moYithsold. WR5 e:, •ce.n 1, \ 

Destroy after actlOI'l 15 taken. (eRS
23: 1tern 3a) 

15 received. 
If susoens Day IS an extra cooy, 
oestroy If.'I1I1eOlat~"' If the susnense 

ccoy IS tne file cooy, 1. 
Into the offlclal files. 
lte:n 30) 

COF~ UOC')"I ttle ITldlVIClU: i~avlng the 
oosrt ion, Submt SF 258. If ffer 
IS not acceoteD, oestroy tne records 



cia! ASslstants to the ArchlV1St and Deputy 
Arcll t, the substance of Wh1Chhas not beerl 
lncorporat' to memoranda, reports, 
corresoondence, 0 ther records 1r~luded 1n the 
ofhc1al flIes. 

204-2	 Records of other NARAemoloyees contalnln~ 
substant ive Informatlorl relahng to off icial 
actlvltles, tne substance of WillChhas not been 
Incorporate Intel off icral f i les. 

204-3	 All other matenals 

Records accumulated by individual offices that 
relate to the	 Internal admln1strat1on or 
housekeeplrlQ actrvit ies of the off ice ratner tnan 
the funct ions for wInch the off ice exists, Excluded 
are records soeclflcally descrlbed 1n Aopendlxes 1 

through 12. 

206 

Automated trackmg systems sstacl i sned to momtor 
the current status, progress, or 10cat1on of 
oroject.s or admlnlstratlve documents. 

Job control records, status cards, lOS, 

work processing sheets, cort~soondence control 
forms, recelots for recoros chargeout. and other 
slnlllar records used solely to control ~jork flow and 

ADD. 2 - 3 

FILES 203 

when they are b years old. (GRS 
23, Item 2al 

COFF annual ly. Destroy w"erl 2 years 
010. IGRS23,	 1tem 2b) 

Destroy wnen no 
23, ltem 2cl 

COFF annual ly. Destroy when 2 years 9Bl 
old. 

Trarlsfer status t'eoort wIth relevant New 
proJect case flle or oestroy when 
superseded or cancelled. 

Removefror" reLated records and destroy 
~-~.elL_\'i;ork 15 COhiO!Etedor when no 

longer neede a tlng
IGRS23. item 5) 



utlne 
taKen. 

208 

208-1	 Corresoonderlce, 
certal n employees 
attendance caras, 
reouisltlonsj to 
personal prooerty; 

and merely facilItatIve actlons 

memoranda, and forms deslgnanng 
the author» ty to slgn tIme ana 
prooerty passes. prlntIng 

certlfy InVOlCeSj to control 
and other dutIes and responSl-

b1l1tles as assIgned. 

209 

ReVIews by Offlce Heads or Staff Dlrectors of 
oubl icat ions authored by ~ARAemployees. Incluosd 
are requests for reVle~IS, responses, and copies of 
the nubucet ions. 

210 

Corresporlderlcce, meroorartda, and other records 
accumulated by NARAoff ices reiatlYlQ to employee 
oartlcloatlon 11'1Natlonal Archlves Assembly 
act ivit ies. 

211 

Copres of NARAinternal and/or external direct ives] 
NARApublIcatiOns, and publlcations Issued by other 
Governmer,t agencies and norl-Governmental 
orqamzst ions malYltained for reference wIthlYl an 
offlce. These flIes are normally kept In blnders 
and fIled In bookcase umts. 

Aop. 2 - 4 

~IU::S 2@3 

COFF wnen slloersedeci 
Destroy 2 years after 

or oasole.e. 
COFF. 

9Bl, 19A1 

COFF annual ly. 
(,10. 

Destroy ~j,en 2 years New 

Destroy when suoerseded. oosolete, 
no lOYlger needed for refel'ence. 

or New 

Destroy wnen superseded, obsolete, 
no 10nQel' needed for refel'ence 
olll'ooses. 

or 9B31 



212 

Fi las not descr-ibed HI thIS manual wnich document 
the performance of a spec I f ic function, nrocess, or 
transactIon, and for WhIChno dlSOosltlon has been 
apDroved. 

TRAINING 

213 

FlIes accwnulated In develoolng tralnlnQ programs 
for NARA &np!oyees. Included are flIes pertalnlng 
to the Career Intern Development System (CIDS) 
program and other emoloyee traInIng soonsored by the 
Personnel ServIces DIVISIon (NAP) and/or other NARA 
off ices. Program recorcs reiatlrlg to NARA-soonsored 
tralnlrlg for employees of othet' agenCIes arid/or the 
general Dubhc are descrIbed In otner aO!Jendlxes to 
trns manual: I.e., ltern 1305, Records Managemerlt 
Worksl1oo, CCl!'1fet'erlce,and TraIning Course Fi les, 

213-1	 NARA Tralnll'1Q AIds. Orle copy of eacn rnanual, 
syllabus, textbook, ana other traHllng aid develooed 
oy NARA. 

Otner TraInIng AIds. Tralning aIDS frorn other 
Inst it ut ions. 

213-3 
CorresporlOence, memoranda, agr
 
author-rzat rons, reoorts. reQUIrement rev .~ olans,
 
and objectives relatlng to the establlshmerlt arlO
 
ooeratioY'l of tralnlng, courses, and ccnfersnces.
 

213-4	 Background al'1Oworkpapet's. 

FILES 203 

Subrm SF 115.	 9C5 

Destroy Wilensuperseded or oosolete. lOA35 
(ijj5 1, itgm 39a(1~ 

Destroy wien oDsolete or superseDeD. 
(GRS 1, Item 30a(2)) 

COFF aYlriually after comoletlon of a 
sDeclflc orogram. Destroy when 5 years 
old. (G~S 1, Itern 30b (l) ) 

COFF annual iy, Destroy wherl ~ 
old. (GRS1, Item 30b(2»). 

ADP. 2 - 5
 



External tralnlYlg. Corresoonderlce, memoranda, 
reoorts and other records relatlng to tne 
d ,. bUlty of tt'alfllYI!;I and emOloyee partlclpatlon 
in tralYll Qrarns soonsorec by other government 

••• Tit mst itut ions. 

Destroy when 5 years old or when 
superseded or oosolete, WhIchever 
sooner. (GRS 1, Item 30c) 

IS 

213-6 Course announcement flIes. 
pampfJlets, notices, catalogs, ano other 
WhlCh provIde InformatIon on courses or 
offered by QovernlPent or YIOn-~overnnlent 
orgamzatlOl'ls. 

reccros 
programs 

Destroy 
S 1. 

When suoerseded 
Item 300) 

or obsolete. 

PR06RAM CONTROL 

214 

Corresuondence, memoranda, studies, 
paoers, and other records re!atlnQ 
NARA fee schedule. 

reoorts, worfung 
to preparIng the 

New 

214-1 Case hIe namtamed by NAA. COFF upon Issuance of tne fee schedule, 
holo 7 years, and t'etlre to FRC. 
Destroy wi)er. 15 years old. 

214-2 Copies 
offlces. 

of the fee schedule malntained by all Destroy when suaersedeo 0)' oosolete. 

214-3 other records malYltalned by otnar off ices, Destroy wneYIno 
reference. 

lOl'lQer need eo for 

215 

Cost analyses, 
to establIshlng 
orojeets, 

correspondence, and reports 
fees for scecral reproduct 

relatIng 
ion 

COFF IlOOYIcornolen 
project. Destroy 

OYIor termlYlatloYI 
wheYI10 years ole. 

of New 

App. 2 - 6 



216 

CO)')'espondence, memoranda, and other rscorcs 
relatlf,g to pol icies and procedures for acqulrlng 
con~erclal or IndustrIal type orooucts anD serVIces 
needed by NARA. 

216-1	 Correspondence, memoranda, eno other records 
reiat tr,g to NARAool icies arid orocedures for 
Imolementlng OMBCircular- A-iG. Fi les are 
maly,talY,ed by NAA. 

216-2	 Inventory SUOmlSSIOnSto OMB. lYwemory notrees for 
the Federal Reglster, anD related materIal. 

216-3	 COPIes of OMB ClrI:ular A-IE., lfnolementIng 
mstruct ions, ano related materlals issuec outsrce 

of NARA. 

217 

Correspondence memoranda, workIng papers, 
tabulatlons, and other recoros relating to 
mdivrcual reVIews of NARA commerlcal or H,dustrlal 
tyoe actlvitles and to productlVlty reVIews reoulred 
under OMB Circular' A-7G. Procure:nent files related 
to A-76 solicita~s are filea under Appendlx 5 or 
11'1 the des I gnated program proeuremeYit f i Ie, 

217-1	 Case flles malntalY,ed by off ice concuct lYIg the 
study. 

217-2	 Records malYltiHned by NSA as oal't of lYJoeoenoent 
reVlew process. 

ADJ. 2 - 7 

FIL;::S2~3 

New 

CBFF whe~ suoerseded or o~solete. 
Destre,y 1 yea)' after COFF. 

DOFF annually. Destroy when 2 years 
ole. 

Destroy w~el'lsuoerseded , Obsolete, or 
no lOYlgernee>oed fOI' reference. 

New 

COFF UOCoYl ion of stuoy, 1coaolet hoid 
year, and retlre to FRC. Destroy when 
7 years old. 

COFF !JOOY,comnletlOY. of study, '101d 1 
year! and retlre to FRC. Destroy Wilerl 
6 years 010. 



217-3 

218 

218-1 

219 

21'3-1 

220 

220-1 

220-2 

FILES 203 

Recoros re~lntalned by NAA. COt=Fuoon conaiet ion of the study. 
Destroy \<,'iier,7 years old. 

Corresoonoence. memorarlda, and other records Oestt'oy wher, supersedeo, obsolete, or New 
relating to Internal control policies and procedures no lorlger needed for t'eference. 
under O~B Clt'cular A-123, Internal Contt'ol 
GUidelines. 

Corresoondence, memot'arlda, reoorts, studies, and COFf after assessmerlt report. Destroy New 
other recoros t'elat ing to assesslFlg the 3 years after COFF. 
susceotlbillty of NARAand Its proqrams to loss or 
unauthcr-izec use of resources, errors HI reoDt'ts and 
Inforsat ion, Illegal or unettucal acts, and/or 
adverse or unfavorabre Dubhe ooimon. 

Correspondence, memoranda, reDorts, and SIMIlar New 
recoros relating to studIes or reVIews of Internal 
contrnls, 

Reeot'ds maIntained oy NAA. COFr:annually, hold 2 years and retu'e 
to FRC. Destroy I~herl 5 year's ole, 

Recoros malntalr,ed by other of+ices, COFF annualiy. Destroy when 1 year 
old. 

Apo. 2 - 8 



221 

221-1	 Arlnual report to Congress and tile PresldeTlt 
concermYlg agency Hllplementatlon of 1=\-1.23. Arrangec 
by year. ATln.acc.: less than 1 cu. ft. 

221-2	 DOCIJI1'.eYltS rn oreoartngaccumulated the annual 
reoort. 

222 

DocumeYltsaccumulated by NAA In conduct mg studies 
wnlch result In mrt i at ion of charlges In the manner 
or methoo of olanmYIQ, dlrectll'l~, controlilng, or 
dOIng work wlllch results HI Increased effectl veness, 
effIcIerlcy, am! economy. 

222-1	 Case f i les contalmYI~ studies, ci1arts, ccordmat ion 
papers, recommendat ions, stab st ical data, arid 
related records. Arranged by study. Ann. acc.: 2 
cu. ft. Currerlt vol.: 1 cu. ft. 

222-2	 Documents used as baCKgroundmaterIal In deve lonmq 
anc completlYlg management lmprovement studies. 
Included are analysrs, notes, drafts, Interuo 
reoorts, and data used but not lncluded In the 
offIc1al case flle. 

INFORMATION MANAGEMENT 

223 

Commentson directlves, plsns, and slrollar 
publIcatIons preoared by another offIce. 

APD. 2 - 9 

FILES 203 

PER~AIliENT. COFF annually. Offer to 
I\:ARA In 5-year blocks ~Ihen 10 years 
old. 

COFF armual ly, Destrc.y when year 
old. 

PERMANENT. COF>: annual Iy uoon 
conaret ion of study, hOld 5 years, ana 
retIre to F~C. Offer to NARAHI 10-
year blOCKSwnen 20 years Ole. 

COFFafter comolet Ion of the related 
StUDY. Dsstroy when 3 years Old. 

New 

New 

IUd (:1""' 

http:1=\-1.23


FILES 203 

223-i Ofhce t'eQuestlrl~ comments. Place cor~raents In apcropr:ate 
functIonal fIle; l.e., dIrectIves 
fIle. 

case 
11"82 5 

223-2 Office suonnttlnl;! commerlts. COFFannually. 
old. 

Destroy when 2 years 9Cle 

224 E~Q~r~!_B~~!~!~r_b!~!~Q~_Bg£QrQ§ 

224-1 Designatlon 
off icer, 

of l iaison officer arid certl fYlTll;! Destroy when superseoed. I1B15 

224-2 Other ccrresoondence WItn the Federal RegIster 
relatIng to llalson actlvitles, lYlCludIn~reouests 
for el!!ergerlcy puhlrcat ron of documents and 
correctIons to oreviously publIshed docuwents. 
(NOTE: Place publ i shed CODY of correction Document 
In case fIle of corrected regulatIon or notIce.) 

COFeannually. 
ole, 

Destroy wneTI1 year I1B15 

225 BQ~!!n~_E~Q~r~!_Bg9!?!~r_~Q!i£g? 

Federal RegIster notIceS of a routIne nature (l.e" 
closlYlg of search roomsi! not f i led elsewhet'e HI 
thIS aooendlK. 

225-1 FlIes maIntaIned by NAA. COFFannual ly, 
010. 

Destroy ~~herl3 years I1B25 

225-2 Fi les maIntaIned by other off ices, COFFannually. 
oid. 

Destroy wheYI1 yeer 9C2 

Apo. 2 - 10 



225	 ~!!lfl~~_8!!~!!Q~ 

226-1	 NARA re~ulatory agenda materlals develooed for 
pub neat ion In the Umfled AQenda of Federal 
Regulat IOns. 

227	 ~~ter!!~1-R!r~ctQr~_~QQ~t~§ 

Corresoondence, forms, and other records accumulated 
In oroVlIllnQ InformatIon on the NARA orgYlalZatlon, 
faci lrtres, and services for publ icat ion HI external 
documents such as the U.S. Govern&1ent Manual, the 
CoYlgresslonai Dlrectory, tne Catalog of Federal 
Domestic AssIstance, and sHular puhhcat iore. 

228	 g~~§!!Qnn~!r~_f!l~~ 

Correspondence, memoranda, and copies of 
ouest iorman-es	 relating to NARA-\'Ildeool icies, 
procedures, functIons, organIzatIon, and actIvItIes 
recelved and answered by NARA for archIval 
instItutIons, hIstorIcal organIzatIons, Federal 
entItles not ldentified elsewhere In the schedule, 
and sIrnillar organIzatIons and lnsh tUtIOTIS. 

228-1	 Records maIntaIned by NAA. 

228-2	 Records maIntaIned by other offIces. 

229 

Documents accumulated by NAA In controllIng Internal 
and external reports. 

ADD. 2 - 11 

FILES 203 

COFF annually. Destroy wnen 2 years IlB1S 
old. 

COFF annuai lv, Destroy wnen 1 year New 
Old. 

New 

COFF annually. Destroy when 4 years 
old. 

GOFF annual ly, Destroy when 1 year
old. 



230 

Case hles malYltalned for 
="""oII.II.leE.!'ncyreoort created or cronosed lrrcludlng 
publ ic use re luded are clearance forms, 
such as the Request for O~ ~ 83); co~les 
of pertlnent forms or descr iptaons of format; 1.....",.,..~ 

of author-rz mq dlrectIvesi preparahoTI lnstructloTls; 
and documents relatlng to the evaluatIon, 
cont muat ion, revision, and drscont muanee of 
reoortl nQ requ 1remerlts. 

22'3-2	 Interagency and Congresslonal Reports. FlIes 
malntalned by NAAfor purposes of tracklng reportlng 
requlrements placed on NARAby other agencIes, the 
Ofhce of Managementand Budget, and Congress. 

a. Case flIes contalnlng correspondencej coples of 
authorlZlYlg direct ives and regulatlons, mcludmg 
OMBClrculars; coples of pertInent forms or 
descn pt ions of format, preparet ion Instruct ions, 
and documents relatlng to contlnuatlon, reVlslon, 
and d1scont inuance of repOl't 1nQ requ 1rements. 

b. Worklng papers lncludlng notlces sent to offIces 
as a remlTloer that reports are due, coprss of 
reports. and genet'al correspondence. 

22'3-3	 Reglsters. Computer-generated reglsters and slmllar 
reg1sters used to track reports. 

Documents accumulated In the oreparatlon, rev1ew, 
pr int mq, and malnterlance of requIrements for fot'lRs. 
IYlCludedare requests for and changes to forms 
requH'ements, pr1ntmg rsqursrt ions, pnntouts of 
form llst ings,	 1nventory of forms reqUlrernents, and 
related records. 

App. 2 - 12 

FILES 203 

Place HI mact ive f i le after the report 
1S drscont muec, Destroy wheTI2 years 
old. (GRS Ie, 1tem 8) 

New 

Place In Inactlve 
1S dlscontlnued. 
old. 

flle after the reoort 
Destroy when 2 years 

COFF annually. 
old. 

Destroy wnen 2 years 

Destroy when suoerseded or obsolete. _New 

llA35 



230-1	 Pn ntouts. 

230-2	 Other records. 

231 

Registers used to record and control the numbers and 
other Idenh fYlng data assigned to each form. 

232 

Nurnerlcal case f i les conslstlrlg of the record cony 
of each NARA-orlglnated form !onth related 
mssruct ions and documentation ShOWll'lgmcent ion, 
scope, and purpose of the form. 

232-2	 Working papers, back~round materials, recuisit ions, 
specl f icat ions, and processmg data maintained by 
NAIl and NCP. 

232-3	 Fi les rnamtalfled by other offices. 

233 

Reports, correspondeTlce, memoranda, l rsts, prlntlnQ 
speclflcatlons, master eDDies of stationery, and 
other records pertalnlng to NARAstationery. 

Ap~. 2 - 13 

FILES 203 

COFFannually. Destroy when 1 year 
old. 

COFF annually. Destroy when 2 years 
old or wnen rio longer needed. 

Destroy when no longer needed. 11Al 

Destroy 5 years after related form IS 

dlscontinued, supersedeo, or cancelled. 
(GRS lb, ltem 4a) 

;m"..,wtl.em related form IS 

dlscontlnued, super cancelled. 
(GRS 16, item 4b) 

COFF annual ly. Destroy when 2 years llAS 
olD. 

Destroy when suoer-seded, obsolete, or New 

YIO lorlger needed for reference. 



FILES 203
 

234 

ReoUISltlons, and related backQrourrdmaterIal sent
 
to the Government ~'rlnhfl:l Ofhce, or to other
 
aJboved prIntIng sources. -

234-1 Records maintalned by NAA.	 Destroy 3 years after como1et ion or 17A35 
cancellatIon of reouIslt10n. 

234-2 Records r"aly.ta1ned by other offices,	 COFF monthly. Destroy when 6 months 9B40a 
old. 

EMERGENCY PlANNING 

~mgrg~n£Y_~!~nn!nQ_8~m!n!§~r~t!yg_~Qrr~§QQnQ~n£g
t!!~ 

ndence f i les relatll'lg to adrmllstratlO'fI and 
operatloy. the NARAemergency pLanYlly'gprogram, 
not covered else re In thIS schedule. 

236 

236-1	 Case f i les contalYllY,g a cooy of each Dian or 
d1rectlve lssued, W1th reiated back~round papers. 

237 

CopIes of directlves and plans IssueD by NARA, as 
weil as those	 lSSUed by the Feoeral Emergency 
ManagementA~ency (FEMA),other Federal agencles, 
State and local governments, and tne pr1vate sector. 

COFFannually. Destroy wnen 2 years 
010. (GRS 18,	 Item 27) 

Destroy 3 years after Issuance of a Y,ew 
clan or olrective. (GRS 18, 1tem 28b) 

Destroy wheT.oosolete or supe 

(GRS18, Item 29) 

Aop. 2 - 14 



Dorts of operatlons tests, conslstln~ of 
consollda r comprehenslve reports reflectln~ 
agency wlde resu of tests conducted under 
emerpency plans. Ann. : less than 1 cu. ft. 

239 

239-1 Flies accumulatIng from tests conducted under NARA 
emergency plans, such as mstruct ions to members 
parhcloahng In test, staffmg asslgrlments, 
rressages. test reoorts (exc!udlnp consol ioated arid 
comPI'ehenslve reoorts under 237. 

RECORDS IilANAGEMENT 

240 

.A"lfll/t
Documents relatIng t~surveys conducted to provlne 
advIce and asslstance on, or to evaluate tne 
effect! veness of, records marlagernentoperah ons and 
programs. Incl uded are not If 1cab ons of VIS1t s, 
reoorts of surveys, reports of correctIve actIon 
taken, and related documents. 

240-1 Records malntalrled by NAA, Records Liarson 
and Adr.nmstrahve Offlcers. 

OffIcers, 

240-2 Records malntained by other off ices. 

FILES E.0J 

PERMANENT. (OFF when related plan ot' 

dlrechve becomes obsolete or IS 
superseded. Offer to NARA when 15 
years old In 10-year blocks. (GRSis, 
Item 30) 

010. 

COFF annual ly, Destrc,y wheTI3 years 
old. 

COFF annually. Destroy wnen 2 yeal's 
old. 

llC35a 

llC35b 

Apn. 2 - 15 



241 

FILES 203 

Correspondence
documentatIon 
adnnnistrative 

arrd basrc rscoros uanagement
pertalnlYr~ to NARA's program and 
records, 

L.. • resooncence and memorarrda. Destroy W'1en no lOYlger neeoeo. (G1lS 

241-2 Correspondence and not ices concerning 
dIsposal of certaIn records serIes. 

freezes on the Place In Inactive file after 
oeen 11f~ed. COFF annually.
when 2 years old. 

freeze has 
Destroy 

New 

COPIes of SF 115, Reouest for Recoras DISPosItIon 
Au no! 1 d dccusenrat icn. (Note: 1lecord 
copy of anoroved SF 115 IS nam part
of the DIrectIves Case FIle, FILES 203). 

Destroy ~Jhen no iorlger needed for 
adni YIl st rat! ve or reference our Doses. 
(GRS 16, i~em 3b) 

SF's 135. Recoros ;ransMlttal and RecelPt, COPIes of 
aoprove 1'0 1 scrov Recorcis (NA
Form 13~H).and related documentahon. 

Destroy wheYI relatea recorcs 
destroyed, or transferred to 

ioncer needed for 
ad rfll YIl st rat Ive or rete 
!GRS 16, 3a) 

are 
NARA, or 

SF's 25B, Reouest to Transfer, Aporoval, and 
of I eco",-, hives of tne Umted 
States, and related oocumentatlon. 

ReceIpt Destroy when reiatea recoros 
destroyeo, or transferred to 
when no longer needed for 
adm YIlstra'C1 

(GRS 16, 3a) 

are 
~ARA, or 

Doses. 

StudIes conducted before the InstallatIon of any 
technology or eOlllpmerlt associstec wltn InformatlO'n 

Apo. 2 - 16 



maYlaQer~eYltsystems, exclutilng ADP and wot'd
ot'Ocesslng (See AooendlK Bl, sucn as ~llcrogra'Jnlcs
and comers. 

243 

Documents created In the records management revIew 
of reouests for flie eoulpment ana nonstanoaro 
supnl ies, Included are requests for eoUlOrileYltor 
supplIes: aporovals, Dlsaoprovals, and clearance 
actlons, and other oapers a~ut soeclflc Items of 
eoulpment or suoply. 

244 

COt'resoondence, mernorarlda, lnventorles, and other 
records reiatln~ to the NARA Vltal Records Program. 

245 

Corresponaence, memoranda, reports, and other 
records reiatlnQ to evaulatloYls of the NARA Vltal 
Recot'ds Program. 

245-1 Records maIntalned by NASS and NAA. 

245-2 Records malntalYled by other off ices. 

FILES 203 

COFF annuallY. Destroy wnen 2 years
old. 

Destroy wnen superseoeo, oJsolete, or 
no lOY,ger needed for reference. 

COFF annually. Destroy wheTI 3 years
old. 

COFF annually. Desh'oy wheY, 1 year
old. 

llC40 

New 

New 

Apo. 2 - 17 



FILES 203
 

MAIL AND MESSENGER 

246 

246-1 Documents accumulated In estabilsnlTlQ and 
rr.cnntalrdy,g autonat ic and speci f ic puroose malllYlQ 
l ists for dIstrlbutlon of documents sucn as the U.S. 
Goverm.e"t l't,aYlual,ConQt"esslonal Directory, Cooe of 
Federal Req'Jlatlons, Federal Register, etc. 

Destroy wner, suoerseded (1(' obsolete. 
no longer needed for reference. 

or New 

246-2 All other olstrlbutlon or malhnQ l ists. Destroy ~lhen supe-sedsd 0(' obsolete, 
no Ionqer needed for referer,ce. 

or New 

247-1 Records relatly,g to lYIcomlng0 

cert i fled, Insured, and soeclal dell 
IncludIng recelots and return recelots. 

COFFal'lYlllally. Destroy \linen 1 yea... 
old. (GRS12, Item 5) 

247-2 Ropllcatlon 
of dec lal'ed 
surcharge. 

f(lr ~ostal registratIon 
val ue of matter subject 

and certIfIcates 
to postal 

247-3 Reoort of loss, rIflIng, 
other lmoroper treatment 

delay, wrong delIvery. 
of mall. 

or COFFanrlualiy. Destroy 
old. (GRS12, Item 5) 

when 

App. 2 - 18 



248-2 

248-3 

248-4 

248-5 

248-6 

248-7 

General files, lncludlng correspondence, w~~oranda. 
direct ives, and gUIdes relatlng to tne 
drnln1strailon of mall room operahons. 

Dorts ana oat a reiatlng to handilnQ of 

Statlsttcal reoot'ts 0 . ostaQe usee On outgolng mall 
and fees palO for prIvate eilverles (soeclal 
oellvery, forelQn, re~lstere certihed, and oarcel 
oost or packages over 4 pounds), 

ReOUlslbon for stamos (exclUSIve of co ss usee as 
supoortlnQ docurr.erlts to oayrr.ent vouchers). 

Records relatIng to cheCKS, cash, stamos, money 
orders, or any other vauluabres re;nnted to the 
aQer,cy by mall. 

RecOl'ds of recelot and rouhng of incomIng arid 
outgolng mall arid Items handled by onvate dell very 
companIes such as UnIted Parcel SerVIce, excludlng 
those used as Indexes to correspondenc~ fIles. 

Locator cards, directorIes, indexes, ano other 
recores relating to mail oellvery to individuals, 

flpo. 2 - 19 

FILES 203 

CUFF annually. Destroy when 1 year old
 
or when superseoed or obsolete.
 
whIchever 1S apol1cable. (GRS 12, ltem
 
6)
 

COFF annually. Destroy when 1 year
 
old. (GilS 12, 1tern 6)
 

Destroy wheYI6 months old (GRS 12.
 
Itern &i
 

Destroy wMen& morlt:,; old. (GRS 12,
 
Item E,l
 

COFF annually. Destroy when 1 yeal'
 
ole. (GRS 12, item Ell
 

Destroy wnen 1 year 
Itern E,l 

Destl'OY5 nontns after s_ arat ion or 
trarlsfer of mdivicual or w 1'1 

oosolete, wnlcnever 
(GRS 12, Item E,) 



FILES 203 

penalty mall reporss and ail related	 [OFF annually. Destroy wnen 6 years 
old. (GRS 12, item 7) 

250 

."1emoranda. correspondence, t'eoorts other recoros COFF annually after comuietion of
 
relahng to lrregulanhes In the handl _ of mali, Investl~atlon. Destroy when 3 years
 
such as loss or shortage of postal stamps or ey old. (GR5 12, 1tern 8)
 
orders, or loss or oestruchon of mall.
 

251 

Dally logs, asslgnraent records ana mstruct ions, Destroy wneTl2 mont"s u'
 

drsoatch records. cell ve~'y receHlts, route ltem 1)

schedules. arid related records.
 

CLASSIFIED INFORMRTION ACCOUNTING RND CONTROL 

~!~~~!f~~g_QQ£~~~nt~_8~m!~!~tr~1!~~_~Qrrg~QQnQgn£g
E!!~ 

Correspondel flIes pertaIning to the COFF annual l v. Destroy wier, 2 years
 
aarw'Ilstration of Ity classi f icat ion, control, old. IGRS 18, Item 2)

and accountmQ for classi •
 
elsewhere if I this manual.
 

253 

Records docurnentHlg tne receIpt arid ISSUaYlCeor COFF annua 11y. 
classifIed documents. oi.d. (GRS 18, 

Anp. 2 - 20 



CertlfIcates t'elatlng to the destruction of 
classr fled docum~mts. 

255 

Forms, ledget • or registers used to St10Wldentlty, 
internal rouhns and f mal msposit ion made of 
classlfled cocume, . Not lncluded are classifled 
oocumer,t rscerpts a destruct ion cert i flcates and 
documents t'elatlr,~ to materlal covered 

256 

Re~lsters mnntalned at control pomts to • Olcate 
accountabillty over Too Secret documents, re tln~ 
t~e recelot, drspatcn, or destr'Jctlon of the 
occueents, 

257 

Forms accomoaTlymQDocuments to ensurlng conhnUlng 
control, showlng names of persons handlIng the 
documents, mn-a-off'rce rouhng, and comoaraole 
data. 

258 

Requests anO authorlzatlons for Indlvlduals to have 
access to ClaSSltled adrnlnistrahve hles. 

App. 2 - 21 

FIL~S 2f~3 

COFFannual ly, Destroy when 2 years 
old. (GRSlB, Item 4) 

COFF annually. Destroy ~leYl 2 years 
old. (GHS18, ltem 5) 

Destrc.y 5 years after documents SiiOWTI 
or, forms are dOl'mgraoed, transfet'red, 
or destroyed. (GRS18, Hem ba) 

Destt'oy ~en relateo cocumem 1S 
downgraded, +ransferreo, or destroyeo. 
(GRS 18, Ite'1l 'J) 

Destroy 2 years after autnorlzat n 
exmrss. (GRSis, ltem 7) 



5;'I'I!""@Qr4QJJlE.tatlons, 
names of mmviduals knOl'nng conbmat rons, ano 

cooparable oat a that are used to corMOl access Into 
classified docuwent Contalners. 

260 

Forms ~laced on safes, cabinets, or vaults 
contalnlYlQ secu-ity claSSlhed cocuaents that record 
entrIes into the containers. 

261-299 

App. 2 - 22 

FILES ,:03 

Destroy when suoerseded by a new form 
or llst,
(GRS 

Destroy 3 montns followlnq the last 9B35g 

erltry on the form, e}(ceiJtforms 
mvolvsc In mvest ipat ions wnlcn will 
be retalned until completlon of the 
Invest i gabon. 

mailto:5;'I'I!""@Qr4QJJlE.tatlons


301-1 

FILES 2~3 

APPENDIX 3 

PERSONNEL 

These rscorcs relate to the suoervisron arid manapement of Nf:lRA employees. Included are flles 
pertalYrlng to	 the overall NARA personnel management program as weU as persoYinel records commonto 
all offlces.	 Excluoed are fdes pertatrllYlg to emoloyee tt'alnlYlQ oroQrams WhlChare ccncamed lYl 

AopendIX 2, General Adrntnlstratlon. 

ITEM 

~~~~B§ 

PERSONNEL INFORMATION 

o ersonnel actlons pertalYUTlgto an employee's 
statu	 no serVice. The Feoeral Personnel ~anual
 

docuaents renurred for mclusron In
 

a.	 Transferred employees. See FeC1eral Personrlel Manual for 
mstrucc ions relat lrl~ to folders of 
emoloyees transferred to another 
aQency. (GRS1, lteM lh(!» 

b. Sepat'ated employees. 
Records ,·er (CC'R), St. LOUiS, /1'0 
63118\ 30 cays fter separat 10Yr. NPiiC 
wlll oestrov 75 ye ' after Qlrtn oate 
of erepioyee (60 years er tne date of 
tne earllest document In t, 
the oate of blrtn cannot oe 

Ap;:l. 3 - 1 



301-2 Teraoot'ary 
left sIde 

lYlOIVIOUal emo!oyee 
of folder. 

recorcs flied on tne 

Documents created and maIntaIned outsIde the OPF 
WhICh provide an off ici al summary of employment 

tory for each employee ano alSo orovioe summary 
dat n each posItIon occupIed. 

302-1 

;:'02-2 Posltlon (SF 7D or eQulvalent) 

3182-3 Employee recora 
?urooses outsIde 

cares used 
personnel 

for 

303 Q~Q!!£~~~_QQ£~~~~~2t!Qn_2~g_e~raQnn~!_Ei!~§
~~!n~§!n~Q_Q~t§!Q~_e~r~Qnng!_Qff!£~§ 

303-1 SuoerVIsor's oersonnel fIles. 

Corresoomience, memorarlCla, forms, ana other records 
relating to POSit Ions, auehor izet ions, perllHn~ 
actIons; CODles of posltlon descrIptIons; reouests 
for personnel act ion, and rscorcs on mdivrdual 
eraoloyees dupllcate!! 11'1 or not aoproorlate for tne 
OPF. These f i les may be arranged m arlY ma"lner that 

Aop. .3 - 2 

FILES 203 

ascertaIned) or 5 years after latest 
saoaret ion, wnlcnever IS later. (GRS 
1, ltern lb(2» 

Destroy uoon seoaration or transfer of 
employee. (GRS 1, lter., 10) 

Destroy 3 years after seoaration or 
trarlsfer of ernoloyee. <GRS 1, 1tera 20) 

Destt'oy when cosrt ion IS carlceled or 
YEW strIP IS preoared. (GRS 1, Item 
11) 

Destroy on separatlon or transfer or 
emoloyee. (GRS 1, Item 6) 

ReVIew annual ly a destroy superseoed 
or eobsolete cocunent , or oestroy all 
Documents relatlng to an ndrvrdual 
en'oloyee 1 year after seoar lorl or 
transfer. However, performance lIes 
arid statemems of employment and 



OPF. 
SUltS 

These hles may ~e arranged In arlY marmer that 
the refel'ence requll'ements of the office; 
chronoLogical, alphabetlcal by subject or 

ana statemerlts of ewoioyment anc 
fUlarlclal lrlterest (See Item 1103-2) of 
former e!'iployees who transfer wlthm 
tne agency must be transre"'red to tle 
new sucervrsor. (GRS 1, Item 18a) 

303-2 

Other copies 
provided for 

of 0 umerlts dupllcated in OPF's not 
elsewn e In this appendix. 

COFFIn 6-montn blocks. Desti'oy W'1ert€. 
months Old. (GRS 1, Item l8b) 

304 

StandarD Form 50 doclll'flentu1g 11'llt employment, 
Pt'o:notions, dst ai ls, tl'ansfers In or ut, 
sepa-at ions, and all other lYIG1V1Gilal 
act ions, exclusive of those rn OPF. 

304-1 COPies f i led 1TIC'1l'Drlologlcal journal arid 
record for inspect ions, wOi'k measurement statistlc 
reference, oreoarat 101'1 of reports, and other 
purooses. 

~\ 
" 

COFFannual l v. Destroy Wilen2 years 
old. (GRS 1, item 14a) 

3214-2 All other conies namtamed HI oersonnel offices. 
010. 

"mua11y. Destrov 
( S 1, ltem 140) 

w:1en1 year 

305 

Docurnerlts maintained as the off icral record of a 
rtOn-SESemoloyee's performance. These records are 
subject to ~overnmentwide regulatlons govermrlQ 
Employee Performance File System RecordS! 5 CFR2'33, 
Subpart D. Included are annual performance ratings 
WIth their aSSOCiated performarlce clans, critical 
elements, performance stanoards, anD related 
documents. They mav be f i led In individual f i le 

App. 3 - 3 



foidet's or If stereo in the OPF, they must be f i iec 
1n a seoarate envelooe. However, wnen an employee 
s arates or transfers to another agency, the 
rsc 'as must be t'emoved ano retained under 305-3 
below. 

305-1 
Gemotlon or removai 1S lssued out 

305-2 
adffilnlstratlye,
procedure. 

305-3	 Performance-related records pertainlng
employee. 

305-4	 All other summary oerformance aooraisal records,
includIng performarlce aeorarsals and JOO elements 
ar.d standarcs upon WhlCh they are based. 

305-5	 SupoortlnQ cocumer,!;s. 

305 

Documents malntained as the off icral record of an 
S::S employee's performance. These records are 
SUbject to governn~errhncie regulat ions r;Jovermng 
Emoloyee PerfOt'mance Fi le System Recorcis, 5 CFR 293, 
Subpart D. Irreiuded are oerformance nlans: 

Apo. 3 - 4 

FILES 203
 

Destroy after tne emolovee comoletes 1 
year of acce!ltabie performance from the 
oate of tne written aovar~e notice of 
proposeo removal or reouction in graDe 
Y'lOtlce. (GRS 1, Hern 23a(1» 

Destroy upon supersesslon. (GRS 1, 
1tern 23a(2» 

Olace HI mact ive f i le wnen employee
leaves the a~ency. Destroy when 3 
years 010 or wnen no lonQer neeaeo, 
whichever 1S sooner. (GRS 1, ltem 
23a(3l) 

Destroy 3 years after oate of 
Jpralsal. IGRS 1, Item 23a(4) 

Destroy ears after date of aopralsal w 

or when no oTI~er neecec, I'<hlchever 1s 
sooner. (GR ,1 tern 23a 15) ) 



FILES 203 

fOI'maYICeratln~s anll related supoortlng 
docum t:s. They may be nlec In mdividual flle 
folders 0 ,f stored In the OPF, they must be flled 

der. 

306-1 Performance records suoerse 
adrnlnlstratlve, JUll1clal, or 
orocellure. 

tnrollgn an 
oua -lud1c1al 

Destrov uoon suoersession. 
1t em 230 ( 1) ) 

(GRS 1, 

306-2 Performance-I'elated 
SES ancomtes. 

recorcs oertalnlY'Q to a former (GRS 1, item 

306-3 All other oerformance aJpralsals, alon~ wltn JOo 
elements al'ld standards (Job expectatlons) UPOY,wh1ch 
tney are based. 

aocrarsai, exci _ ve of ar,y lYlterlm 
service as a Preside al a o::JOlT,tee. 
(GRS 1, 1tern 230 (3» 

307 

Documents accumulated In the develooment and 
ImplerneYltatlon of personnel ay,d manoower mfcraat ion 
systems on a local, agenCYW1Ge,CorQovernmeYlhnde 
baSIS. Included are correspondence, instructions, 
and other documents on the PersoY,nel iy,format ion 
Resources System (PIRS). Soeclflc reoorts Qenerateo 
oy the syste:n are f i led In the aoproor-iate subject 
f i le, 

Hold unti l terr:nnatlon of stuoy, 
supersess 1OYI,or until oocumer,t5 are no 
longer neelled for reference ourooses, 
then aestroy. 

18E90 

PERSONNEL AD~INISTRATION 

Ooeratln~ personnel otTI 
mdividual emoloyees not rnalYitalne 1 ..:~.i:"1 
Drovlded for elsewhere In thls apoel'ldlx. 

Aop. 3 - 5 



CorresooYIdence and forms relatlYlg 'Co penolrlQ 
oersonYlel act ions. 

308-2 

a. 

b. ~eglsters from W~lcn no reductlon-l 
actlons have been taken. 

308-3 All other correSQonoence anD forms. 

309 

Statlstlcal 
offlce ana 

reports in 
suborcmate 

tne ooera.1Tlg persoYIYlel 
unrts relahng to oersonnel. 

310 

Documents created to orovrde assrscenca HI 
lnterprehYlg and lmplemerlhng pay admmstret ion 
programs. Incl uded are Day plans, pay flxlng rules, 
authm'lzatlOYls, reconslderat ions, and reiateD 
records. 

Correspondence, memOraYIOa,and other recot'ds 
t'e!atiYlg to codes of ethlcs and standaros of 
conduct. 

ADO. 3 - 6 

FILES 2133 

Destroy when act ion 1S comoletec;. (GRS 
1, ltem Hal 

Destrov W.1en2 yeal's old. (GrtS 1, 1tern 
17b(1)j 

Destroy WleY!superseded or oosolete. 
tGRS I, ltem 17b(2») 

In E.-montn blocxs. Deswoy Wilent. 
(GRS r, 1tem 17cl 

COFF aYlYlually. Des,roy w~en 2 ye 
old. (BRS 1~ 1tern lEi) 

COFF armuai ly, hold 1 year, and retlre 
to FRC. Destt'Oy wheYI5 years old. 

: n oosolete or superseaed. 
(GRS 1, 1tem 28l 

18B40
 



FiL::S 203 

PERSONNEL SECURITY 

Persorlnel secur-ity 
Indexes maIntained 
'VISIon (NAP). 

cleararlce case f i Ies ana relateo 
by the Personnel ServIces 

312-1 Case hIe docurner,tlng tne processing or 
Invesbgatlo on Federal employees or apni icants 
for Federal emp ment, whether or not a security 
cleararlce IS grant and other persons, such as 
tnose oerforMlng worl{for NARA under cOYltract. who 
require an approval befo haVing access to 
Government faci lrt ies or to ensit ive elata. These 
flIes InCluoe Questlonnaires, mmarles of reports 
preoared by the lnvestlgatlng age. y, and other 
records reflecting the Drocessln~ 0 he 

anee, 
eXClUSIve of copies of InvestlQatlve reoo 
furnished by the lYwestlgahrlg agerlcv. 

Destroy UJOYIYIOtlhcat IOYIof death or 
not later than 5 years after separatIon 
or trarlsfer of emoloyee or YIOlater 
than 5 years after contract 
relahoYISnlO expIres, w'llchever IS 
apnl icehle, (GRS 18, Item 23a) 

312-2 InveshgatIve reports arid reiateo pacers furmsheo 
to NARA by invest igat ive orgamzatloYls for use In 
making securlty/suitabliity oeteNalnatlons. 

312-3 Index to the oersol'lYIelsecur rty case f i les, (GRS 

313 

LIsts or rosters 
clearance status 

s~owlnQ the current 
of IndiViduals. 

security Des,NY wnerlsuoerseded 
(GRS 18, Item 24) 

or coso ... te. 

ADO. 3 - 7 



315 

Case flies reiatlYIQ to lYIVestlgat,OYISof alleQed 
vlolatlons of ExecutIve Orders, laws, or NARA 
eQulatlons for the safegltarOln9 of national 

314-1 Flies rei rlng to alleged violatrons or a 
suff icient i ssrrous nature that they are referred 
to the Deoartrn Its of Just ice or DefeYlsefor 
orosecuti ve deter. mat ion, exclusr ve of f i Ies held 
by Department elf Ju + Ice or Defense offices 

314-2 All other files, e)(cluslve 
official personnel folders. 

0 

rIl'::5 203 

Destroy 5 years after close of case. 
(GRS 18, ltem 25a) 

Destroy 2 years aftet' connlst ion of 
final action or when no longer neecec, 
whichever IS SOOYler. (GRS IB, Item 
250) 

~1~§§~f~~g_Qr_~!~§§~f~~91~_!nfQrm~~!Qn_~ng!_
BQ~~m~n!2 

COPies of Mndlsclosure agreements sucn as SF 189,
Classi fled Informat lon Noml1sclosure A~reement, 
slgned by employees loath access to lnformahoYI wnlch 
lS claSSified or claSSifiable unoer standards out 
forth by Executive Order 12356. Tnese forms are 
mamtalned by the Safety and Security Staff (NASS). 

Destroy w~en 50 years old. (GRS lB, 
;tem 26) 

CLASSIFICATION AND STAfFING 

316 

316-1	 Standards and ~uldellnes Issued or reviewed by the 
Office of Personnel Managemer,tWPM) and used to 
ciasslfy and evaluate Dosltlons Within the aQency. 

Aoo. 3 - B 

Destroy when suoerseded or oosol 
(GRS 1, liern 7a(l)) 



Case f i ies contalmnQ rnernorarlcia, corresponderlce, 
and other records re Iat mg tel tne deve looment of 
standards for classlflcatlon of DOsltlons pecullar 
to the agem:y and OPManoroval 0)' disacoroval, 

315-3 mamtall'led as the reVlew file. 

317 

Flies of officlal posltlon des IDtlons lncluolng 
lnformatloY) on t it le, senes, grat,; • dut ies, and 
respons1bliltles. Arrangeo by or~aY) tlOy). 

317-1 Record cooy malYftalned by ro!AP. 

317-2 All other caples. 

318 

Case flIes relatIng to claSSlflcatlon aopeals. 

FILES 203 

COFFannually after nosrt ion IS 
accl isned or cescr-iot ion 15 siloerseded. 
hold 1 year, and retlre to FRC. 
Destroy wnen 5 years old. (fiRS 1. ltem 
7a(2) (al) 

COFF annually. Destroy when 2 years 
old. (GRS 1. ltem 7a (2) (b» 

Destroy 5 years after oosrt ion 15 
abollSheo or oescrlOtlOn IS suoerseoeo. 
(GRS 1, nem 7all») 

Dest ~v when posrt ion 15 abollsneo 0)' 

descr ip on IS superseded, (fiRS 1, 
Item 7b(2) I 

CO~F wnen posltion 15 aoollsne 
Destroy when 3 years 010. (GRS
7d) 

ADD. 3 - 9 



Survey reoorts on varIOUS posItIons prepared by 
c lassr flcatl on specrel isbs, Inclu(!lYlg perIodIc 
reports. 

319-2	 Insaectron, dlt and survey f i les, Corresponoence, 
memoranda. reo ts, and other rscorcs relatlng tel 
Inspectlons, surv 5, desk aUDIts and evaluatIons. 

320 

Wagesurvey reoorts and data, worK 0 paoers arid 
related corresoondence oertaining to ~a wages pald 
for each ernoloyee class; backgrounn oaoe 
estabilshlng neeo, authOrlZatlOYl, D1rectlon, and 
analysIs of wage surveys; and request for and 
author1zat1on of spec1fIC rates (lYlcluo1ng 
authorIzed wage schedules and wage survey 
recap1tulat1on sheets). 

321 

321-1	 Documents accunulatsc rn aOmll'HsterlYlgand COFF 

evaluating the II.'ARA promotlon Plan, exduolng aYIY 
records that duollcate mfornat ion HI toe promotion 
plan, OPF's, or 1n other personnel records. 
Inc! uded are temoorary recorDS of each oronot icn 
maoe under the alan, such as pos1tlon 
1dent 1f icat iens vacancy anYlouneemems, eva 1uat Ions 
of candIdates, IIst1ngs of candIdates as they 
aopeared In the f mal rank lYlQ, certl flCat ions 
sI'J0l'arl9referrals and select lons, and other 
documents requIred to allow reconstruct ion of tile 
proaot ion act ion, 

Awo. 3 - 10 

FIL~S 203 

COfFat enc of year followIng 
comoletlon of suoseouent survey. 
Destt'oy wnen 3 years oio or 2 years 
after regular 1nsoectIon, wh1chever 1S 
sooner. (6RS I, ltem 7c(1)) 

Destroy when obsolete or suoerseoeo. 
(GilS 1. 1tern 7c(2)) 

Destroy after comoletlon of secoy~ 
sllcce€Olng wa~e survey. (GRS 2, ltem 
24) 

act icn has been alJo."ed by OPM. 
whlchever lS sooner. ',RS 1, ltem 33) 



Genet'al reference fi i.es. 

322 

322-1 ~ctl aopllcatl0ns 
oual1fl atlon ratlng 
registers, acpl icant 

for Feoeral emoloyn~nt, 
sheets. control logs, 
referrals, arid related records. 

322-2 Inact rve anpl icat ion hI 
IS made that aeol icent IS n ,;. ouallfled or \,1111 not 
be selected for aDpolntment fo other reasons. 
Included are aopl icat rcns for Fe 
related records. 

323 

Copies obtamed frC'ffi OPM of cert i f icates 
eilglbles vntn related t'eouests, forms. 
ccrresoomsnca, arid statement of reasons 
over a oreference ellglble anti selecting 
oreference eligible. 

of 

for oaSSI ng 
a non-

324 

Corresoondence, 
to lntel'vlews 

reoorts, and other 
~/lth emoioyees. 

rscords relating 

FILES 203 

Destroy wnen no !on~er neecec for 
current Ojeratlons. 

Hold until aooilcant 15 selecteo. 
Transfer the selected apPllcarlt' s 
aopl rcac ion to tne OPF. Transfer t1e 
remainder of apnl icat ions and relateri 
documents to the mact ion acpl icat rons 
f i le (322-21 for dISPOSltIOI'I. 

COFF annuai ly, hold 2 years or until 
t'ecel~t of QOM reoort of mscect ion, 
l~hH:never IS earlier, nrovided the 
requlreiilerlts of tne Federal Personnel 
r.anual Chaater 333, Sectlon A-~, are 
observed, ann then destroy. (GRS 1, 
Item 15) 

CJJFF armual ly. Destt'oy wnen 2 years 
(G~S 1, 1te:n 5) 

Place In mact ive file a'- er traTlsrer 
or ssoarat ion of emoloyee. est roy 
wheTI6 months old. mRS 1, 1, m B) 

Apo. 3 - 11 



Corresponcence, 
aopolntrnents to 

lettet's, 
poterlhal 

and telegrams 
employees. 

offering 

325-1 

325-2 

a. Whenname IS re 
ehgibles. 

b. 

c. All otners. 

326 

Reoorts pertalnlng 
Awarcs Pro~ram. 

to tne onerat ion of tne Incent ive 

327-1 GeYi!?ralawaros records. 

a. Case f i les InC!UoIYlgrecorllr.Jendatlons, anoroved 

nom nat ions, memoranoa, correspondence, reoorts ami 
related handbooks oertalYung to agerlcy-sooflsored 

Ap!l. 3 - 12 

FILES 203 

Destroy Immeolately. !GRS 1, Item 4al 

rteturn to ODMwitn reoly anD 
apPl icatron, !BRS 1, 1tern 4b! 1) ) 

rIle InSIde aoollcatlon (See Item 322-
2). !GRS 1, Itern 4b(2) 1 

Destt'oy Immeolate!y. (6RS 1, Item 
4!l(3) ) 

GOFF a. ually. Destroy wneri 3 years 
010. (6 ~ I, Item 13) 

or DIsapproval. Cut off Inactive ·lles 
at the end of tne fIscal year. Dest y 



n and non-cash awares such as lncentlve awaros. 
wltn -grade merit increases, suqqest ions, and 
outstancl.~ performance. 

b. 

orQam zat ions, 

321-2 
RecorDs IncilJlllrlQ corresponcence, rremoranda, 
renorts, comoutatlons of servIce and slck leave, 
lIst of a~Jardees. 

321-3	 Letters of commerldatlOnarid acorecrat icn, COPles of 
letters recognizlng length of servlce and ret1rement 
aM letters of aopreclation and commendation for 
performance, EXCLUDiil.G comes filed 11'1the OPF. 

321-4	 LIsts or Indexes to Agency Awardi'JOTnlrlatlons. LIsts 
of noamees and WInners and Indexes of noamat ions, 

321-5	 Agency-level a\~ards flies. Documents created lTI 
gt'arltln~ awaros for olstu,gulsheo, rnentm'lous anc 
excent rcnal service, EC:O lmoact, arid casn awards 
($l,000-slngLe and $3.~00grouo). Included are 
suggeshoYls, recommendations, acknowledgments, 
evaluations, nor ices of adopt ion or re:ectlOYI, 
letters of refusal or return of awards, and related 
records. 

328-1 Documents created In 1(lfor[ ':I 

ass1stln~ employees ano cialmants t'egardHI. 
Insurance, and retIrement programs. 

Apt). 3 - 13 

FILES 203 

when 2. years old. (GRS 1, Item 1213.(1» 

CQi=f annual ly. Destroy \'lfJer,2 years 
010. lGRS 1, ltem 1213.(2» 

COFF annually. Destroy wner. 1 year 
Old. (GRS II ltern 12bl 

Destroy wnen 2 years 
oie. 

Destroy wnen superseded or 00501 

15RS I, Item 12d) 

COF= annual ly,	 Destroy wheY,.3 years J8D16 
010. t-SF1S 29 lterg ~2e+-

Place In mact ive f i les after ter~llna-
'CIon of counsal mp. COFr: mact ive 

Destroy w~en 3 years 
) 



Documents createo In counsellYlg eMPloyees on 
sand actmg as llalson betweerl 

flnancial mst rtut ions, ano Incluced areII' 

coaalamts against credit umons and other ---_.!L:ld.
 
crstn tors, en"ergency fUTld acpl icet Ions, notes,
 
aoorovals, arid related records.
 

328-3	 Corresoornsnce, merr.oraYICla,annui ty est Hoates, and 
other records used to assist retInnQ emoioyees, 
seoarahng ernoloyees, or survivors claim msurance 
or retIrement benefIts. 

Records created In olariTIlYlg, cocrdlMtlng ami 
dlrectlng an alcohol arid orug abuse ;lrogram. 

329 

329-1	 Records orlgl I HIt;! In the reVIe~1 of grIevance and 
apoealS raised by ~ ncy emoloyees, except EEO 
ccnnlamts. These cas i les Include sta.ements of 
Witnesses, reoorts of lnte ews and hearln~s, 
examiner's flndulQs and reCOML1. at ions, a cony of 
tne orlQlrlal decrsron, related corr ~oondence and 
exhibits, and records relating to a rec . slderatlon 
reouest. 

329-2	 Case f i les and related records created IYl reVleWlTlg 
an acverse action (dlSClpllYlary or non-discml mary 
removal, susoeTiSlon, reduchon-ln-forceJ against an 
empioyee. The fIle mcludss a cony of the oronoseo 
adverse action With supoortlr,g pacers; stater.lents of 
witnesses; emoioyees reoly; hearIng notIces, reoorts 
and deciSIOTISj reversal of act ion; and aQoeal 
recoros, ExCLUDI~G letters of reprlmano. 

HDp. 3 - 14 

FILES 203 

Place In msct ive f i les after termlna-
t ion of counsel mg, [OFF mact ive 
f i ies annually. Destroy wheYI3 years 

(GRS 1, ltems 27ai 

COFF annually. Destroy when 1 yeaY' l8CS 
010. 

COFF annually. Destroy wnen ,3 years 
0:'0. (GRS 1, Item 27b) 

Remove arid place In msct rve f i les 
arter' case IS closec, Cut off inact ive 
f i les annual ly, Destroy wner, 3 years 
010. (GilS I, Item	 31a) 

C'lace In mact ive fde after case IS 
cl c. Cut off inact ivs flies 
annual.	 artd retIre to F~C. Destroy 

lGRS 1, Item 31b) 



330-1 les contalnlng correspontience~ memoranoa, 
reports a I' ther recorcs relatIng to tne 
reiationshlp be maYiagement and employee unions 

or other qroups which . malntalneo by toe off ice 
negotlailYlg the agreement. 

330-2	 Documents malntalned bv other off ices, 

3.30-3	 Case f i les contaullrlg ccrresconoence, forms, ana 
bac4ground papers relating to laoor arbitratlon 
cases. 

330-4	 COOles of precedentlai oeClSlons. 

331 

331-1	 Savlngs Dond campalgn. Cooles of oos:ers, flyers, 
ana related recoros createo In oeveloolng ana 
dlssernlnatlYlg materlal ano otnerl'llSepromotlng and 
reoortlnQ on partlclaatlon In toe u.S. Savlngs Bond 
Program. Excluded are bacKgrouno paoers to NARA 
dlrectlves pertalnlng to such program. 

331-2	 CharItable contr-ibution caeoaipns. Documents 
accumulated in managlng and coordInating 
contrlbutlon drlves suco as the Comblneo Feoeral 
CampalQn and others. Included are CODles of notices 
of campalgns, coaaurucat ions concemmq the 
campalgns, arid related records. 

AOD. 3 - 15 

F!L::S 203
 

COFF annuallY after oeClSlon on 
wlt~orawal or oenial of recognltlon. 
Destroy when 5 years oid. (GRS 1. ltem 
29a(1j I 

Destroy wnen slloet'serledor ocsolete, 
(GRS 1, item 29a(2» 

COFF annually a flnal resolutlon of 
case. Destroy wnen :. (GRS 

1, ltem 29b) 

Destroy wnen slJoerseded or oosolete. 

COFF annually. Destroy wnen year 
010. 

COFF annuanv. Destroy wnen 2 years 
010. 

18C40 
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FILES 203
 

EQUAL EfJIPLOYJeNT OPPORTUNITY 

.332-1 Offlcial discriminatIon comoialYlt case fl~es. 
Agency f i le contalnlng connlai nts I'llttl related 

rrespoMence, reoorts, exhIbIts, wIthdrawal 
no es, copies of decrsions, records of hearlTlgs 
and n~ t.lngs, and other recorcs as descrlbed ln ~3 
CfR 1613. -"2. Cases resolveo Wlt~lYl the agency, by 

U. S. Court. 

Remove and piace In inactive files 
after resolution of case. Cut off 
inact ; ve fues annual ry and retIre tel 
FRC. Destroy wnen 4 years old. (GRS
1, Item 26a) 

332-2 
flies or documents 
In OffiCIal 
Files. 

oert 
Duolicate 

YIlYIQto case flles 
case 

retaIned 
Remove and place in mact ive flIes 
after resolution of case. Cut off 
mact ive flIes annual ly, Destroy wnen 
1 year 011:'. (GRS 1, Item 26b) 

332-3 Background 
the Ofhclal 

flIes. BackgrounD records 
DIscrlmlnatlon Comolalnt Ca_ Fi les, 

Remove arlO prace IYI Inactive f i Ies 
after resolutIon of case. Cut off 
Inactlve flIes annually. Destroy when 2 
years 010. (GRS 1. Item 26c) 

332-4 Compilance records. 

a. Comol1ance reVIew flIes. RevIews, backgrouno 
oapers ano correspondence relatlng to cOYltractor 
emoloyment practIces. 

old. 
~ rlualiy. Destrov 

(" 1, Itern26d(ll) 
when 7 years 

b. E~O comollance reoorts. COFF annually. 
old. (GRS 1, Item 

IY wnerl 3 years 
26d \ -, ) 

332-5 Employee houslng reouests. Fot'lIls requeshYlg 
assrstarce HI houslnQ matters, such as reYltal 
purchase. 

agency 
or 

COFF 
ole, 

annually. 
(GRS 1, 

Destroy 
ltern 26e) 

when 1 

ADO. 3 - 16 



Employrr.ent st at rst ics flles. 
reiatiT,g to race and sex. 

Er.101oyr'1errtstat ist ics COFr= aTlYluallY. Destroy 
old. (GRS 1, Item 26fl 

when 5 years 

332-7 EEO general flies. Gemeral corresoondeT,ce ano 
COOles of regulatlons With related records 
, rtalYlly.g to the CIVIl RI~hts Act of 1%4, the EEO 
Ac of 1'372, and any perhYrey,t later leglslahorlj 
ana a_ ncy EEO Comffilttee meetlT.g records lncludln~ 
mInutes nd reports. 

Destroy whe~ 3 years 010, or when 
superseded or obsolete, whIchever IS 

aoul icable, mRS 1, Item 25Ql 

332-8 

COF!= 
oio. 

annua:ly. 
(GRS 1, 

Destroy w1en 5 years 
1tem 25h (1)) 

b. Agency COFF annually. Destl'oy wheYI5 year-s 
old or when admlYilstratlve purooses 
have been set'veo, whichever 15 soonsr. 
(GRS 1, Iteifi 25rd2» 

c. Report 
Progt'arns. 

COFF 
aid. 

armuauy, Destt'oy when 5 years 
(6RS 1, item 26h(31l 

d. Agency copy of annusr reoot't 
Action accomollshments. 

of Affm.latlve ~OFF annually. Destrc.y ~jhen 5 years 
(GRS 1, Ite~ 25h(4l) 

HEPA..TH RECORDS 

333 

Forms, corresaondence ana other records relahng to 
en employee's medlcal hIstory, occueat ional mjur ies 
or DIseases. pnysrcal examnat ions, and all 
treatment I~celved In the Health UnIt, §1~~~IN§ 
pt'eemoloyment phYSIcal exar,llnatlons snc dlsabiLlty 

COFF after last entry, n 0 1 year, and 
ret Ire to FRC. Destt'oy wh 5 years 
old. !DlsJosal suthor-rcy sus" TIdedoer 
GSAFPMR Bu!letirl B-112, Au~ust 
19811. mRS 1, item 211 

Aoo. J - 17 



rehY"en;ent and fItness for omy exarnlYlatlOYlSwnlch 
"'e flIed In tile ODFuoon separatlon of employee 

(R • FPrr;S 293-31). Those records not requa'ed for 
fl hYI lYJ the OPF, may be transferred to tile FRC. 
~migL!L C!.r:£!!f!l§!.!!!!£~§ si10uld these flies be sent to 

Personnel Recoros Cerlter (CPR). 

334 

emoloyee's VISIt, 

335 

Forms,
 
lnvestl~atory records relatlYlQ to on-tne-Job
 
mjur ias, wnetner or nc<t a claIm for coapensst 10.
 

was maoe, EXCLuD!~BcOOles flleo In the OPFana
 
comes subrrutted to the Departmerlt of Labor.
 

336 

Lo~s or registers reflectlYlQ dallY number of VISltS 
to drsuensarres, flrst au:! rooms and nealth unrts. 

a. If mfomat ion IS summarlZeri on statistical 
report. 

o, if 1nfcrsat icn Is not summarlzeo. 

Apo. 3 - 18 

FILES 2~3 

COFFafter oate of last entry. Destroy 
wheYlE. years 010. IGRS 1, Itern 19) 

COFFannual ly, Destroy wnen 5 yeal's 
old. DIsposal authorIty suspended per 
SSA FPMR BulletIn B-136, March 21, 1984. 
(GRS 1, ltem 32) 

momhs old. 

COFFafter last entry. 
years old. (GRS 1. Item 20b) 



FILES 203 

COFF annual l v. Destl"'oywner, :: years 
related paper'S oertalYllng to emp old. (GRS1, 1tern 22) 
are raalYltalnea by tne reoorhng unrt , 

338-399
 

Aoo. 3 - 19
 



FILES 2:03 

APPENDIX4 

BUDGET, ACCOUNTING,ANDFINANCIALMHNHG~~ENT 

These records relate to the fot'mulatlon ariD execut ion of tne NARA budget 
flnanclal policles and procedures. 

Includlng aoemistrst ion of 

IT5'1 

~~~@~ 

CROSS-OVER 
FROM GSA HB 

BUDGET FORMULATION 

401 

Corresoondence arid subject f i les accumulated HI il:AB 
whlch document agency pel icy and procedures goverYllng 
budget admlnlstratlon and reflectIng DollCY 
decrsions affechr,g exoerldltures for agency programs. 
Arranged by subject. Ann. acc.: less than 1 cu. 
ft. 

PERMANENT. COFF at the end of the 
target oudget year. Retlre to FRC when 
10 years old. Offer to NARAIn 10-year 
blocks when 2:0 years old, f6RS 5, XCbn 

-rr-

402 

Corresoondence flIes pertalnlng to routlne bud~et 
admlYllstratIon, agencywloe budget orocedures, 
lnternal orocedures, and other routIne matters not 
descrlbed elsewhere In thls aopendlX. 

COFF armual ly, Destroy 
old. (GRS 5, 1tem 3) 

rlnerl 5 years 

4133 

403-1 Comes of budget eshmates and just i frcat ions 
prepared or consolldated In NAB. Included are 
acpropr-rat ion language sneets, narrative statements, 
transcrlots of heal'lngs, backup just i f icat ions for 
hearings, and related records. (All polrcy and 
proceoure documents should be f i lsd In Item 401.) 

COfF at the end of the tarQet budget 
year. Destroy when 5 years old. ~ 
5, ItElrl ea) 

Aop. 4 - 1 



oers, cost statements, rough data, and 
duplIcates of papers descrt 

404 

404-1	 Ol'lglr,atlng ofhce cony of budget estlmates 
subant ted to NAB. 

404-2	 Budget workIng papers, cost estlmates, and rough 
data accumulated by orlQlnatlng offIces In precarIng 
annual budget est iaates. (See ltem 403 for 
documents amed NAB consol idataamt by In mq 
estImates. ) 

OPERATING BUDGET 

405 

Documents WhlCh prOVIde acproorlatlons or whlch 
crevice lnterH,l flnancty'Q authorlty when 
aoproorlahons have not beer, made by the begll'mlng 
of the new fIscal year. Included are coples of 
COYlgresslor,al heart nqs, Conqrsssronal resol ut ions, 
ireasury warrar,ts, and related recorcs. 

epport tonaents from Oil1Band lssulng allotments to 
the ArchlVlst. Included are aoporhonment and 
reapportIonment schedules, allotments, oroposed 

A!lp. 4 - 2 

FILES 203 

COFF after the close of the flscal year
covered by the budget. Destroy w~en 1 
year old. 

COFF after tne close of the flscal year 9Cljcovered Dy the budget. Destroy when 3 
years old. 

COFF after the close of the flscai year 9Clj
covered by tne budget. Destroy wneYl 1 
year old. 

COFF annually. Destroy when 2 years 14A20 
ole. 

COFF annual ly, Destroy wner, 2 years
(GRS 5, 1tem 6) 



FIL~S 203 

ouartedy obll~atlons uYlder each authorized 
approprlatlon, and related records. 

407 

407-1 Documents ct'eateo Ot' accumulated by NAB 11'1 Issuing 
calls for ooeratlng budget plans whlch provlde the 
basrs for allocation of resources. IndudlnQ off ice 
reouests for ooeratlng budgets, stafflng patterns, 
and other backup materlals, analysrs of fundly,g 
requests, and allowance and ooeratiYlg budget 
documents. 

COFF annually. 
old. 

Destr(,y when 2 years New 

407-2 DocllmeTlts created or accumulated by IndiVIdual NAilA 
off ices ITI prepanTlg arid submlttll'lg 01ann lYlQ , 

DrogramlRlng, stafflng, budgeting, program review and 
analysrs data In support of thelr program 
act ivrt res, 

COFF annually. 
010. 

Destroy wnel'l 2 years 9Clj 

408 

Documents accumulated ITI controlllr'g the expenditure 

of funds wlthln the l1mltatlOYiS orescrlbed by the 
Congress and O~B. Included are correspondence 
proVldlng llrnltation on er~oloyment or Full-TIme 
Equivalent (FTElj end-of-year strengthj travel; 
personnel expenditures; reports of budget statusj 
FTE, O1'l-board employment and fundlng proJechons, 
restr-ict ions and Iinrtat ion documentsj and related 
records, 

budget execution rsoort. COFF annually. 
old. (GRS 5, 

Destroy 
1tern 5al 

wnen 5 years 

408-2 Interlm budget executlon reoorts. 

Apo. 4 - 3 



FIL£S 2133 

41l.a-3 Corresoondence and workln~ paners. COFF annually. 
old. 

Destroy wh,?Y!2 years New 

ACC01..tJTI NS 

(Note: Under various reImbursable agreements, tne General SerVIces Administratlon (GSA) 
orovides accountIng and fInanCIal serVIces to NARA. All NA~AfInanCIal and accountIng 
records accumulated by GSA as a result of these agreements are namt amed arid drsnosed of 
In accordance WIth the HB, GSA Records Malntenarlce and DIspOSItIon System (DADP 1820.2). 

409 

COPIes of monthly accountIng rsports from tne 
Natlonal ElectronIc AccountIng ReportIng (NEAR)
system for all funds shOWIng status of obl iqat ions 
and allotments under each authorl zed apDt'Oprlat ion. 

Comas maIntaIned by II!AB. COFF aMually aftet' tne close of be 
fIscal year Involve!!. Destroy when 6 

40'3-2 COPIes maIntaIned by other offIces. Destroy when no longer 
rerererlce. 

needed for New 

410 

Corresponderlce related to space arid payments to tne 
PublIC BUI!dInQS SerVIce's Federal BUIldIngs Fund, 
snace charges, bllllTlgs, budget est Irnates, payment 
of operat ion and maintenarice costs of NARAbUIldlY1Q 
and PreSIdentIal Lrbrar res, and recurring 

COFF annually. 
010. 

Destroy when 3 years New 

Apo. 4 - 4 



411 

413 

413-1 

413-2 

t'eHllbursahle services above SLUe charges. Includes 
conson d1stntmtable 1tems such as worker's 
conoensat ion, unemoloyrllent oostage, LlPS, and health 
rooms. 

Copres of agreements w1th other aqencres or I'Hth1n 
iIIARA,reoor'ts 
correspondence 
Also 1ncluded 
act! Vl t ies, 
infornat icn 

of tn l l lYlQSof other agencles, and 
with Fmance to transfer ocl igat ions. 

are procedural memos for held 
re1mbursable workload data, arid 
on bi l imq other agencles. (GSA 

Flnanclal Offlce wa1ntalY6 NARA's record copy of 
each agreemerlt.) 

COP1es of hi l l mg documents to other agenC".~I-i!'RQ.._ 
related backup for services t'endered by NARA. 

Buidance from OMB, GAO, and Treasury on effective 
cash management, lnciudlY!g the Flnancial t'f.anaQers 
F1nancial InteQrlty Act (FMFIA) as 1molemented In 
m~B ClrCUlar A-127. 

Cash marlageraent reoorts on late Dayment charges and 
interest paid out, unpaid mvorces and oroblems, and 
reVlews of f mancial manaQement systems. 

Apo. 4 - 5 

FILES 203 

of J!yn ..?o1Q/1T,
teY'I1/112 f (()7J 1I 

~n 
COFF i1'<!~"al1~ Destroy wnen 3 years New 
old. 

COFF aftel' the perlod covered by the 
ac_ troy wheYI3 years old. 
(GRS 6, ltem lb) 

Destroy wnen supersede!:! or oosolete. New 

COFF annual ly. Destroy wi1en" years New 
~ ~,,4 11 ","o",tl,s die!, 



414 

FILES 2~3
 

Correspondence with GSAconcerning the NEARSystem, 
I\EARcod !FIg manual s, the PersOYlYie1 IYttm'mat10YI 
Resources System {PIRSI, oayroll block numhers. and 
Infor'matlon on other ageYlcy accouYltlrlQ systems and 
payroll systems. 

COFF annually. 
Old. 

Destroy when 5 years New 

415 

CoOles of 
obligation 

docuesnts sent 
arid oaymerlt. 

to GSAFinance for CuFF annually. 
ole. 

Destroy w~en 5 years New 

416 

Documents accumulated by mdrvidual offlces In 
mOYlltonng aOO accot.nhng for appropr-iated arid 
revol vlng funds USed to f mance program operat ions, 
Included are cost reports and statemerlts, 
tabulat ions, arid related records. Excluded are 
flIes accumulated by offices responsIble for budget 
and fmanci al pro~rarns and f i les of Hnprest fund 
cashiers. 

COFF annually. 
old. 

Destroy w~en 2 yeal's 9Clb 

417 

Docul1'ents accumulated by Indl Vidual offices 
cOYlcernlYlg the exoenolture of funcs Incloer,tal to 
the performance of program funct ions of the office. 
Included are travel cost estiMates, not rticat ions 
of availabilIty of funds, recelDts, and other 
documents regarolng the distr-ibution of checks anD 
savings bonds, and related records. 

COFF annually. 
010. 

Destroy when 1 year 9BIO 

Pop. 4 - 6 



418 

These f i les are accumulated by hme and atteYloance 
clerks arid consrst of: (1) GSAForm 873, Arrrlual 
Attendance Record; Nfl Fot'm 304, Internnttent 
Emoloyees Attendance Records: Qt' comoarable 
documents used for venfYlYlg payrorl orlntouts and 
in managIng employee leavej (2) retained comes of 
overtlme reoortsj (3) Star,oard Form 71, Appllcatlon 
for Leave, or equivalent and supoort mg records j and 
(4) t'elated records. 

Leave aopllcatlon flIes des~rlbed In (3) above. 

a. 
employee. 

b. If the tImecard has not been imt raled by the 
employee. 

418-2 All other records. 

IMPREST FUND 

419 

Documents concernmq the deSIgnation of individuals 
as unprest fund cashiers arid ccl lect ion off rcer-s, 

Apo. 4 - 7 

", 

FILES 203 

Destroy at the end of the apollcable 
pay per-iod, (GnS 2, Item Sa) 

COFFannually. Destroy when:J years 9B25i(2)
old. 

COFF at the end "f the f iscai year 16Gl 
followIng can~llatlon. Destroy when 2 
years 010. 



421 

Docu" loS namtamed by desl grlated col lect ion COFF arlflually. Destroy wnen 3 years 
offlcers to _ VIde a record of the receIpt and old. (GRS 6, Item Ib)
drsnosit ron of t'e nees, Included are receipts 
for cash tsubvouchers), _ s of remIttance 
regIster sheets, arid sHflllar re 

Documents reflectln~ tne recelpt of, and account mg COFF annuaily. ~ troy wnen 3 years 
for, petty cash, traveler's checks, or lip-prest funds old. (GRS 6, Item Ib 
used In conrect ion I'Hth travel and small purchases. 
IYIC:luded are rsceipts for funcs, l'elf,lburserrent 
vouchers, slmllar documents, arid related records. 

422-49'3 

Aap. 4 - 8 



501-1 

FILES 2~3
 

APPENDIX 5 

PROPERTY AND PROCUREMENT 

These records relate to proQt'amsengaged In the acouisit icn anti disposal of real and oersonal 
proaerty, and suonly matters whlcn are a part ot dally procurement ooerat ions, Documents relatIng to 
the aCQUIsltlon of facIlItIes for PreSIdentIal LIbrarIes are contalned In Apoendlx 14. 

ITEM CROSS-OVER 
N~~~~B§ FROH GSA HB 

REAL PROPERTY 

TItle papers documentIng the acquIsItIon of real
 
pro ty (by purcnase, condemnatIon, donat IOYI,
 
e)(chang , or othet'\'llse), e)(cludlng papers relatIng
 
to the aCQUI tion of facilitles for Presldentlal
 

Papers for property accun-ed 0 .	 Place In lnactlve tlle followIng 
certlflcate of tItle.	 aCQUIsitlon. COFF InactIve fIle 

annually, hold 2 years and transfer to 
FRC. Destroy 10 years after 
uncondit ional sale or release by the 
Governfl1erltof COYldItIOYIS,restnctIOYIS, 

tgages or other l iens, mRS 3. Item 
2b) 

5~1-2 Abstract or certIfIcate of tItle. 
1 ase by the 

Government of cond1t ions, r n ct iOYIS, 
mortgages, or other hens. (GRS 

2c) 

PP!J. 5 - 1 



FILES 203
 

503 

504 

Case flIes on disposal of surplus real 
personal property. 

F 115. 

GENERAL SERVICE AND SUPPLY 

Documents relating to acquIsition, maintenance,
utilization, and control of office equipment;
SUpplies, utilities and space; and documents 
relating to telecommunications, transportation,
printing, publication, custodial, and other 
services. Included are reqUIsitions for equipment, 
supplies and services; communications about the 
requISitions or services; and related records. 
Excluded are official purchase order and contract 
flIes described In other categories of thiS 
spperdrx, 

PERSONAL PROPERTY 

NA Form 5004, Summary Annual Plan for Administrative 
EqUipment; NA Form 5004A, Detailed Annual Plan for 
Administrative EqUipment; and related records 
accumulated In developing, controlling, and 
approving annual and supplemental plans for 
administrative equipment. 

COFF annually.
old. 

COFF annually.
old. 

(GRS4, 

Destroy 

Destroy 

Item 2) 

when 1 year 

when 3 years 

9B40a 

19A25 

App. 5 - 2 



505 

FILES 203
 

506 

COPies of Federal Supply Schedules, brochures,
catalogs, and other Information receIved from 
sellers, dlstrlbutors, and manufacturers for 
reference purposes. 

Destroy when s~perseded, obsolete, or 
when no longer needed for reference. 

New 

507 

Registers of source documents, master flIes of 
purhase orders, FEDSTRIP requISItIons, reports of 
property for survey, and sImIlar records used for 
controillng personal property. 

COFF 
old. 

annually. Destroy when 3 years 19A5b 

507-1 

FlIes maIntained by the NARA Property Management 
Officer (PMOl and the Accountable OffIcers (AOl,
within theIr area of Jurlsdlctlon, whlch reflect 
addItiOns to, changes In, and status of personal 
property accounts. Included are copIes of source 
documents such as GSA Form 300, Purchase Order; GSA 
Form 49, Requlsltlon for EquIpment, Supplies, or 
Services; GSA Form 525, Property Transfer 
Authorization; GSA Form 526, Report of Property for 
Survey; GSA Form 528, PhYSIcal Inventory Report; GSA 
Forms 2479 and 2479A, ADP Coding/Property Transfer 
Document; SF 120, Report of Excess Personal 
Property; SF 122, Transfer Order EKcess Personal 
Property; property listIngs, and SImIlar records. 

Suspense file of source documents on WhlCh action 
has not been completed. 

Trarrsfer documents to PMO/RO case file,
Item 50~2, after actIon 1S completed, 
and lnformat ion has been added to and 
verIfIed on the property lIstIng. 

19AI0a 

App. 5 - 3 



FILES 203 

507-2 PMO/AO case flIes contaInIng source 
WhICh actIon has been completed. 

documents on COFF 
old. 

annually. Destroy when 5 years 19AI0b 

507-3 Property lIstIngs showlng Items of personal property 
on NRRR Inventory by class, value, serIal number,
and accountable offIcer account. 

Place In InactIve fIle after actIons 
dIrected In Item 50~1 have been 
verIfIed on lIstIng. COFF Inact i ve 
f i le annually. Destroy when 5 years
old. 

19AI0b 

508 Ofhce~9.!!.!Qffi~ntControl FI1~ 

Documents 
equIpment 

maIntaIned by offICes for controllIng 
used WIthIn theIr area of accountabIlIty. 

508-1 GSR Form 1025, ReceIpt for Property, hand receIpts, 
or comparable documents. 

Destroy when property has 
or transferred to someone 
custody. 

been returned 
else's 

9B40b 

508-2 Property lIstIngs. Destroy after verIfIcatIon 
of next lIstIng. 

and receIpt 19A15 

509 Ofhce EguIQmenLJ!1alnte!!~~'£!les 

509-1 Guarantees and warrantIes (IncludIng records 
relatlng to them) obtaIned WIth, and applIcable 
offIce materlals and eqUIpment. 

to 
Destroy on eXpIratIon of guaranty 
warranty. 

or 44C40 

509-2 Cards used to record a hIstory of the malntenance 
and repaIr of selected Items of eqUIpment. 

Transfer 
on fInal 

wlth the eqUIpment or destroy
dISpOSItIon of the eqUIpment. 44C45 

App. 5 - 4 



510 

Documents accumulated In screenIng reports of excess 
personal and real property for possible use. 
Included are reports of excess and related records. 

SF 120, Report of Excess Personal Prope~rt"YY1i~H~ __ 
Transfer Order Excess Personal Property. 

PROCUREIENT 

512 

Correspondence and related InstructIons prOViding
guidance and direction for all aspects of the 
procurement activity withIn NARA. 

513 

Records relating to contractIng offIcers concernIng
traIning, regulations, 11mltahons on procurement
authorIty, status reports, and related matters. 

514 

AppoIntment JustIfIcatIons, copies of training 
certlflcates, appoIntment letters, lndlvidual 
limItations on procurement authority, and related 
records pertaInlng to the deslgnation of contractIng 
offIcers. 

App. 5 - 5 

FILES 203
 

Destroy when no longer needed for 
reference. 

COFF annually. Destroy when 3 years
:Wr:-ffiRS-.A-.!ll tern 5) 

Destroy when no longer needed for 
reference. 

Destroy when superseded or obsolete. 

COFF when desIgnatIon lS cancelled. 
Destroy when 2 years old. 

19A20 

New 

New 

New 



FILES 203 

516 

concernIng Internal operatIon and admInIstratIon 
matters not covered elsewhere In this schedule. 

Documents used In recordIng and controillng the 
aSSIgnment of numbers to purchase case tIles and to 
contracts, Invltations to bld, and slmllar 
documents. Included are regIsters, logs, and 
simllar control records. 

COFF annually. Destroy
3 ltem 3) 

COFF annually. Destroy
old. 

when 2 years 

when 2 years New 

Initiatlon and development of transactIons that 
devlate from establlshed precedents WIth respect 
general agency procurement programs. 

to 

(GRS 3, Item 1) 

Llsts or card flIes of acceptable bldders. Destroy wheT. superseded 
IbKb ..s, 

or obsolete. 

Contract, req n, purchase order, lease, and 
bond and surety records, dIng correspondence 
and related papers pertalnlng to 
admlnlstratlon, receIpt, InspectIon and pay 
(other than those covered In unIque procurement 
flIes, real property flIes, or grant flIes). For 
speclflC gUIdance on documents to be Included In 

App. 5 - 6 



519-1 

519-2 

these flIes, see Ch. 7, NARA Admlnlstratlve 
Procedures lIIanual(ADMIN 201 I. 

urement or purchase organlzatlon copy, and 
rela papers. 

ObllQatlon copy. 

ns of more than $10,000 and all 
tracts exceedlng $2,000. 

b. Transactlons of $10,000 
contracts under $2,000. 

FILES 203 

Place In lnactlve flIes on flnal 
payment. COFF lnactlve flIes annually
and transfer to FRC 2 years thereafter. 
Destroy b years and 3 months after 
final payment. <BRS 3, ltem 4a(1l1 

Place In lnactlve flIes on flnal 
payment. COFF lnactlve flIes annually.
Destroy when 3 years old. (FlIes on 
whlch actlons are pendlng shall be 
brought forward to the next flscal 
year's flIes for destructlon 
therewl tho ) <GRS 3, 1tem 4a (2) I 

Destroy when funds are obllgated. !GRS 
3, ltem 4bl 

519-3 

520 

Other coPles of records descrlbed 
component elements of procurement 
admlnlstratlve purposes. 

above used 
office for 

by troy upon 
(GR ,ltem 

termlnatlon 
4c) 

or completlon. 

520-1 Successful blds and proposals. Destroy
fi les, 

wlth 
(See 

related ontract case 
ltem 517. r;,RS 1, ~ (Pa.-) 

520-2 Sollclted 
prooosals. 

and unsollclted unsuccessful blds and 

App. 5 - 7 



When flIed separately from contract case flIes. 

520-3 Cancelled solICItatiOns flIes 

a. Formal solicItatIons of offers to provld
products or serVICes (e.g., InVItations for BIds, 
Requests for Proposals, Requests for QuotatIons) 
which were cancelled pr-ior to award of a contract. 
The flIes Include presollcltatlon ~ocumentatlon on 
the reqUIrement, any offers which were opened prIor 
to cancellatIon, documentatIon on any government 
actIon up to the time of cancellatIon, and eVidence 
of the cancellatIon. 

b. Unopened bids. 

521 

Correspondence, reports, and other flIes of the 
deSIgnated NARA CompetItIon Advocate for procurement 
matters challenging barrIers to and promotIng full 
and open competItIon In the acqUISItion of supplIes 
and services, 

521-1 Annual reports. 

521-2 Other records. 

App. 5 - 8 

FILES 203 

Destroy when related contract IS ,\
completed. (GI2S ~/.dHn ~~(,)/ 

Destroy WIth related contract case 
fi les, (See Item 517, above.)
(t',R~ ~,.d:hn (p~ (.2») 

Destroy 5 years after date of 
cancellatIon. (GRS 3, Item &C(l» 

Return to bidder. 

New 

COFF annually. Destroy when 3 years
old. 

COFF annually. Destroy when 2 years
old. 



FILES 203
 

522 

Correspondence, reports, and other documents 
relatlng to goals developed under the Procurement 
Preference Program. 

523 

SF 279, FPDS-Indlvldual Contract Actlon Report over 
$10,000j SF 281, FPDS-Summary of Contract Actlons of 
$10,000 or Lessj and related correspondence. 

Contract appeals case flIes conslstlng of notlces of 
a al and acknowledgements thereofj correspondence 
bet" artlesj COples of contracts, plans,
speclfica ns, exhlblts, change orders, and 
amendementsj nscrlpts of hearlngSj documents 
recelved from par concerned j flnal declslonsj
and all other related 

525 

Contractors' payroll (constructlon contracts) 
submltted In accordance wlth Labor Department
regulatlons, wlth related certlflcatlons,
antlklckback affIdavIts, and other related papers. 

526 

Standard Form 119, Contractor's Statement of 
ContIngent or Other Fees, or statement In lIeu of 
the form, flIed separately from the contract 

App. 5 - 9 

DOFF annually. Destroy when 3 years New 
old. 

DOFF annually. Destroy when 3 years New 
old. 

Place 1n InactIve fIle follOWIng fInal 
actIon, DOFF annually and retIre to FRC 
2 years later. Destroy 10 years after 
f1nal act10n or decISIon. (GRS 3, Item 
19) 

Destroy 3 years after date of 
completlon of cOTltract unless COTltract 
performance 1S subject of enforcement 

Ion on such date. (GRS 3, Item 12) 

Destroy when superseded,
no longer needed,
(6RS 3, Item 20) 



527-599 

FILES 203 

enforcement case fIle and maIntaIned for enforcement 
or report purposes. 

App. 5 - 10 



FILES 203 

APPENDIX 6 

FACILITIES 

Thsse recorns relate to aOflllnlstrabve serVIC"S involving space, t"ieconmlUYilCatlons, ohvsrcal
 
secun ty, and bulldmQs rnanaQement.
 

ITEM CROSS-OVER 
~~~~~B§ FROM GSA HB 

FACILITIES MANAGEMENT 

501 

Data books comoosed of docueents prescrl bed by GSA's Destroy wnen suoerseaed or oosole,e. 44AS 
HB. Operation and MalYltenance of Real Property (PBS 
P 5800. 18Al• These documents are used as refererlce 
fues. 

ds relatIng to toe allocation, utlLlzatIon, anc
 
release .. space under a~ency control, aria related
 
reoorts to tn neral SerVlces AdmlYllstratlon.
 

&02-1	 BUIlding plarr f i les am; relat Destroy 2 years after termlYlatlOYIof 
ut i l rzed In soace planYlm~, asslQmnerlt, or ~lhen l"ase 1S cancel lee, , 
adjustnent , or when urans are superseded 0)' 

oosolete. !GRS11, ltem 2al 

602-2	 Corresporroence and reoorts relating to aQerrcyspace 
noldlngs ana reouirements. 

a. Agency reports to the General ServIces COFFannually.
 
AOIHYllstratiOYIre~aroHlg space cccumec In ole. (GRS 11,
 

flop. 6 - 1 



"M tropolltaf, WashulgtOYI" am! "outsrce the Dlstnct 
~I"'-'o",_",._,";_"",e=la.tedcaosrs, 

o. COPies m sucorcmate reoorhr,g 
related work papers. 

603 

Documerrts relatlYlQ to, anc useo lYl controt l mg tne 
1ssue of. ucenses, peron ts, easements, and sim lsr 
Instrumerrts. Tnls fIle cateQory IS Ilm:ted to 
Irrstrun'er,ts that 00 YIOt relate to, and whlcn 
corrsequerrtly connot be flleo wltn, soecIflc case 
flies described elsewhel'e lrr trns sect ron, 

603-1	 FlIes relatlng to oocumerrts issued by NA, or other 
sefllCtr off icrals, 

603-2	 FlIes relating to documents issued by the bUlldlngs 
manager. 

604 

Docurr.er,ts I'elated to ooshng or olsolayu,g of 
pr; rrt eo , ~raphlc! or other matenal or, DUllD lrrg 
oremlses, and bulletIn boaras. 

605 

Documents createo In aoprovlng, controlllYlQ, and 
errSllrlYlg I'ernoval of community exruoi ts, al'o 
aovertlsements	 m Governmer,t-m'lYfed and -occumee 
bUliolY'gs, but	 not docunents relahng to Feoeraliy 
recogrnzed cnantaole camoalQns. 

Aop. 6 - 2 

FILES 203 

year 

COFF annual iy. 
ole. 

Destroy ~,men 2 yeal's 44A70b 

GOFI='annaal ly follmolll'1g demal, 
revocat ion or exolratlOl'1, oestroy 
3 years old. 

when 
44A70a 

COFF annual ly, 
old. 

Destroy wheY, 1 year 44A85 

COFF annually. 
old. 

Destroy when 1 yeal' 44A80 



606 

Documents relatlng to the estabilshlilertt and 
ooeratlon of healtn units. Included are occucant 
reouests for establlsh'llents, InterageYlcy agreements, 
just ihcat Ions, communlcahons regarcll ng ooeret ion, 
anci t'elatec records. 

606-1	 Agreements. 

Other records. 

607 

Reports COmaln1n~ quan'tl'cahve data recervso by 
buitomps martaQer's off ices, These reports are usee 
to oeterMlne current program performance and 
nrstor rcat trenos. 

&08 
I 

Documents from off ices reflechng reQUIrements for, 
and Informatlon aoout. services, part iculer ry those 
of a contInUIng or nonstanoaro nature. 

609 

609-1	 IYtcomnQreC;UISIt Ions. Documentsaccount ln~ for all 
reqUIsItIons receIved Oy NA5~. IncludIng oate 
recelveo, oate cOMoleted, act ron taken, mspsct ion 
reports, faci h t ies staff project aSSIgnments, and 

Apt!. 6 - 3 

FILES 203
 

Destroy when superseded or oosolete. 

COFF anYillally. Destroy when 2 years 
old. -: 
COFF annually. Destroy w~en 2 years 
ole. 

Destroy w~en superseded or oosolete. 

COFF armually. Destroy when 2 years 
old. 

44A75a 

44A75b 

44A100 

44A35 

New 



rILES 203 

the 
for 

onglflal CODY of the GSAForm 49, 
EquIP~ent, Supolies and ServIces. 

ileOulsltlon 

&09-2 ~ASF mi t iateo reouisitlons. Documerlts accountln~ 
for all requIsItIons for supolies and serVIces, 
Inciuding cost nata sent to NASP, a copy of the 
orIgInal GSA Form 49, RequISltlOrl for EqUloment, 
SUPP!lES and SerVIces, arid the oate of coMPiet 101'1. 

COF~ annU~!ly. 
old. 

Destroy when 2 years New 

BUILDING DESIGN AND CONSTRUCTION 

-.~.linmar y arid presentahon drawlngs and mooels 
Fede structures and eYlglneerlng orojects. 

of 

510-1 Fi lss selected 
tea1nologlcal 

for . hltectural, 
slgnlflcan 

hrstor icsr, and 

a. DrawlYlgs. PERMA~ENT. Offer to NARA wltnin 5 
years after conalet icn of oroJect. 
(GRS 22, 1te!:1 la (!) ) 

b. Models. Submlt ;::-115. Reouest 
thorlty. 

tor Recore s 
(GRS 22, Itern 

&10-2 Ail other f i les, Drseose of when no IOflger need eo -;)1' 

adrl1lmstratlve pur noses. (G~S 22, It 

lbl 
' 

ADD. & - 4 



intermedlate and orehnai. f mal wor!uYlQ,"as 
bui lt ," snoe, reeair and aiteratlOYl, contract, and 
standard dral'llngSj project speer f icat ions, wlth 

cuments relatlng to thelr preJaratlOYlj and soace 

611-1 FlIes sele 

cu. ft. 

ed for arcnltectual, hlstorlcal, and 
Ann. acc.: less than 

611-2 

612 

OrlQlnal r~anuscrlpt and dupl ieate orawln£s 
to NARAby orlvate flrms or otner Federal 
for olanrllf,g arid research ourposes. 

ubmtted 

612-1 Dral'Hngs Interflled wltn l'elated materlals. 

612-2 DraWlYlFSflled separately from l'elated recorcs. 

DraWlTlgsproducec by such agel'lc :> Hlstorlc
 
Amerlcarl BUllolngs Survey and HistoriC Amet'lCan
 

Aop. 6 - 5 

FILES 203 

PERMA~cNT. Offer to NARA wnen file 1S 
lnactlve. (GRS 22, ltem 2b) 

D1soose of w~en 1'10 longer needed for 
adnnmstrat1ve ourncses, mRS 22. lteCl 
2bl 

Dlsoase of ln accoroance Wlt~ t~e 
ooroved cisposrt ion mstruct ions 

lcaole to tne records of w~1ch they 
(6!lS 22, Item h) 

for Records 
(6::<5 22, 1teM 



614 

Indexes and other flndlng alaS for deslgn ano 
constructlon flLes. 

BUILDING SERVICES 

615 

Documents accumulated m coorolnatlng t'1e o'leratlon, 
malntenance, ana ImproveMentof Qrounos, slC!ewalks. 
onstreet oarkmg areas, anproacnes, aM roads I'll tn 
local offlclals, CIVIC grouDs, and cOMmunIty 
orgamzahons. Trus ille category IS illnlted to 
documents that are not lcentl flab!e with a spaci ftc 
reoair and Hlproverr.ent proJet:t. 

616 

Documents created to cent 1nuously olan and schecule 
lnterlor anti exterlor oalnhng, lderlh fYlrll;l palntlng 
reoulI'ements, and report progress. Included are 
oalnhng program aocumerlts, cooed drawlngs, card 
flles ident i fying palYltable units, wor~ 
accomollst'lmem schedules, approvals, progress 
reoorts, and related records. 

516-1 Progress reoorts. 

flpo. 6 - 6 

i=IlcS 203 

another deposltory 1S soeclflEd oy law. 
(GRB 22, 1tem 41 

Disoose or •. roance Wltn 
lnstructlons COVerIYl_. 
design and construct ion recor 
22, Item 51 

COFF annually. Destrov wner, 2 years 
010. 

cm:-= annual 1y. Destroy when 2 years 
old. 

44BIO 

44CllOa 



" 

FILES 2!l!3 

616-2 Other records. Destroy when superseced or obsolete. 44CllOb 

617 

Documents accumulated 1n preparlng snOi'l removal 
mans, asslgY'ln~ employees to snow removal teams, 
and coy,trolllYlg and reportlnQ on snow removal 
ooeratlons. Included are commUYtlCatlons I'uth local 
road off icials, snol'l removal olans. asslgr,rr.er,; 
letters, operat lOY! reports, weather reoot'ts, and 
related records. 

617-1 Plans and related records. Destroy W1en supersedeo or oosolete. 44B20a 

617-2 Otner records. COFF annual iy. 
old. 

Destroy \~hen 1 year 44B20b 

618 

&18-1 Routufe records relatlrlQ to 
exclusive of flies descnbed 
sect lOTI. 

cleanmq am! samt 
eisewhet'e In trns 

at ion, COFF annual lv, 
ole. 

Destroy wner, 2 years 44BlSa 

618-2 Surveys. Caples of coded f!oor olans, CleanlYlQ 
survey summary slJeets, completed bUlIQlYfg cLeamng 
survey forms, anc! related records accumulated IYl 
surveYIng of bUlldlnQ space to leentlfy cleanlng 
categorIes, the frecuem:y of cleanm:.1 for eac'1 
category, and for determlYling manpower and fund 
reQUIrements. 

Destroy wnen superseced or oQsolete. 44BlSb 

618-3 Cleamng staff orqamzat io«, Charts arid related 
records eepict mg the or~aYllZatlon, functions, and 
resoonslDllltles of t~e cleanlng force. 

Destroy when sllpet'seoed or coso late. 44BlSc 

ApJ. 6 - 7 



FILES 203 

61B-4 

618-5 

619 

619-1 

61'3-2 

SC:hedules. Scheaules, layouts. arid reiateri records 
snoWlr'Q areas and nems to be ciear.ed arid t1e dates 
thereof, 

qSS1Qnment, reoort, arid msoect ion f i les, 
Asslgnment and work accor.lpllshrferlt forms. varIOUS 
mspact ion rsnorts, comolall'ri;s, notrees of cieamng 
work reClulred, and relatea rscores usee to aSS1Qrl 
cleaners, report work acconol isned, and verlfy arid 
evaluate worK accompilshment. 

a. Permanent worl( asslgmnents. 

o. Pel'iodlC w.)rk assl~nments and mspect ions. 

c. Other recorcs, 

Docunents cl'eated tQ plan and schsculs caroet 
cleaYllYlg and replacement. lncludec are caroet 
progt'am documents, code drawlnQs. work 
accornol1shmeYlt reoorts, aporovals, progress reoorts, 
and reolacemerlt and cieaYlly,g schedules. 

Progress reoorts. 

Other recerds, 

Destroy when superseded or e,bsolete. 44B1Sd 

44BlSe 

Destroy wnen superseoeo or oJsolete. 44BlSe(l) 

GOFF armual ly, Destroy when 1 year 44BlSe(2)
old. 

CO~F every 2 months. Destroy when 2 44BlSe(3)
rrnmths old. 

COrF annual ly. Destroy W1en 2 years New 
oro, 

Destroy when suoerseded or obsolete. New 

Iho. 6 - 8 
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520 

Documents estabhshed to make sure tnat requests are 
submltted wnen employee urufora allowances al'e aue. 
Tnls flle category does not aoply to Standard Form 
78, Employee Records, when It 1S used as a un1form 
allowal'lCe control In addltion to ltS prescrloed use. 

621 

Documents relatlng to the general adarm strat ion of 
storerooms. warehouses, arlo sUflllar suunly 
actrvit ies, 

622 

Parklrlg soace controls. Corresnondsnce, cards, anc 
other ooucsent s related to asslgnlFlg ana control rmp 
mdividual parklYlg scaces, 

623 

&23-1	 Documerlts relatlnQ to the establlshmerlt, ooeration, 
mOdlflcatlon, or Dlscontlnuance of conceSSlons. 
mcludlng vemhng machmes arid nay teleohorle 
stations. lYlcluded are recuests fOt' concessronst 
conies of contracts. agreemerlts, licenses, and other 
sutnor izet icn Documents, lnduclng mOl hcatlOYIS 
tnereto; conceSSlon records cards; floor olansj 
inspect ion reoortsj space asslgYlrnerltSj photograohsi 
consumcet icns snout sale ltems or servicesj utlllty 
surveys: t'eports: agreemeYltsj enc t"elateo recoros. 

Rop. 6 - 9 

i=ILES ':~b3 

Trans~er wlth emoioyee W1en ne/s~e 
traYlsfers to another off ice, Destrov 
en trarlsrer of employee to a Job i'Htnin 
I\!ARA that does not rscurre a umforlll, 
seoaratlon of emolovee fr~a NARA, or 
when the record lS suoerssceo or 
obsolete. 

COFF annual l v, Destroy t~"eYJ3 YE.'ars 
Old. 

COFF armual ly, Destroy wnen 3 years 
old. 

Place In lnactIve fIle on explrat.Ion or
 
termlYlation of the contract, ncense,
 
agreement, or autnorlzatlO1"1 aOClJmeTlts,
 
or on d rsaporoval of estabilstlment:
 
COFF the lnactIve flle annually.
 
DE.'strc'y when 1 year old.
 

44D65 

44D15 

44B5c 

44E5 



623-3 

625 

&23-2	 COYICeSSlc<noperahon fues. Documents accuaurateo 
In evaluauYlg concession services, surveYlTIg 
eXlstlYlg concessron facllltles, monltorlYlg arid 
cc<orOInatlYlQ InterIor decoratlons, arranglflg for 
procul"'ement of furmsrunps and 
aUtnorlZlng socral functlons, 
act ivrt ies not mrsct ry related 
arlmlYllstratlon. included are 

equlpmer,t, 
and srmi lar- concessron 

to contract 
survey reports, 

service requests, copies of WOt'kOl'del'S, 
questIonnaIres, correspoy~ence, and related recorcs. 

Concessron oneratron reports. Documents accumulated 
In l'ecordlYlg arid reporhng fees -Bl"- paid to tne 
Government as a result of conceSSIon operatlons, 
ver,olng mac:llne conmssions, and relateo 
activitles. Included are GSA Form 2817: 
4-wee~) PrOfIt/loss Proformance OperatIng 
ana related rsce-ns. 

623-4	 COYICeSSlOTteQUIomer,t cards. Data cards 
control the lY,stallation arid removal of 
E!OUlOft1er,t,such as Vey,dIng aacnmes. 

col lect ion 
Mon~h!y (or 
Statement. 

used to 
concession 

COFF aftrlUally. Desh'oy wheY, 3 yesrs 44EIO 
old, exceot toe servlce Duestlonnalres 
may be Destroyed when ,hey have served 
tnelr puroose. 

COFF annually. Destl'oy when 3 years 44E15 
old. 

Destroy wnen supet'sedeli or oosolete, or 44E20 
2 years after rercoval of we l'elateo 
Item of eQUlpmerlt. 

MECHANICAL OPERATION AND MAINTENANCE
 

GSA Form 283, Nohce of Io.'ork RequIr~e;rrri,~m::-~~ __ 
documents reouestlng bUlidlnJ;l and eaulpment 
maHltenance services, excludlng flscal cooies. 

GSA Form 1897\	 Jlialr,tenartCe Authol'lzatlons: and other 
documents used	 to record calls for Ylonrelro<lursa!lle 
services ann to author-ize ano report eonalet 10\'\ of 
wor\{ thereCIYI. 

HOp. 6 - 10 

COFF after wOI'k oerforrned or 
n:c~~U!!lnL...!c~ancelled. Destroy wheT!3 

(G C; 



Suspense CODles. 

625-2 

626 

626-1 Orders. Documents used to autnorlze, control, and 
account for work reoulred In manaQlng buildIngs. 
Included are reouests, just if icattons, aoprovals, 
Job orders, work orders, and related records, 

626-2 Regl sters. Re~!lste('s used to recol'd mfornet lOY"!on 
the receIpt of, work called for by, number assIgned 
to, and other data aoout, job and work orders. 

626-3 Coy,tl'ois. Forms, normally maly,talned oy shoo 
supervisor-s, SnOWlYlgJob order est Imates by snon and 
labor and materIal exper~ed to oate. 

627 

PreventIve maIntenance control cards used to notIfy 
SUpel'VlSOI'S when orevent ive maIntenance 15 due on a 
Dartlcular Item and to record date of, and staff-
hours Devoted to, accomplishment of preventIve 
maIntenance. 

FiLES 203 

Destroy on returrl of or\QlYlal 
reflectlng comoletlon of wor~. 

Place iY, macc ive fue at end of each 
month. CuFF annual ly. Destroy wnen 1 
year old. 

COFr annual Iv. Destroy I'mer, 2 years 
ole, 

Destroy 2 years after regIster sneet or 
book IS fAIled. 

Desb'oy on conal et lor, of job, 

Destroy when card IS fIlled and 
ldentlfYlng Informatlor. 15 brought 
forward to new card or or, d1SOOSItIOYI 
of the Item or bui ldmq. 

44C30a 

44C30b 

44C35a 

44C35b 

44C35c 

44C20 
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€.28 

628-1 

628-2 

628-3 

629 

629-1 

629-2 

630 

630-1 

Guaranty arid warranty f i les, Guarar,tees and 
wart'antles (IncllJoHig records relatlTlg to them) 
obtained wIth, and aopllcable to matet'lals and 
equIpment. 

BUIldIng EquIpment hIstory cards. Car~s used to 
record a history of the maIntenance an~ repair of 
selected Items of equipaent, 

Mechamcal euui prnent data forms. Documents that 
provide IdentI hcahon data OTIbUllcilng rnechamcal 
equIpment arid WhICh are used as aTIaid In 
Inspect ion, 

Documerlts used to record maIntenance HISJect Ion of 
storage batterIes. 

Other t'ecords. Documents created In reoortlng and 
certIfYIng inspect ion of mechanical eoulrJmey,tother 
than elevators and stOl'age batterIes. Included are 
boi ler and unf ired vessel mspect ion reports, 
cheaical IYlsoecbon reoorts on borlers, mssect ion 
cert iflcates, reoorts on shutdowns, lubrlcat iOYI 
schedules arid lns~ectlor, records, s:;Jrlflkler test 
t'eports, fIre ext InQulsher test reports, and related 
records. 

Cards used by shop employees to ident i fy, account 
for, and control equIpment received for raparr, 

FILES 203 

Destroy on expirat ion of toe guaranty 
or warranty. 

Transfer wItn the eouloment or destroy 
on hnal drspcait ion of the eoulomeT,t. 

Destroy wner, superseded or obsolete. 

CDFFannually. Destroy w'1erl3 years 
old. 

CO~Fannually. Destroy Wiler,3 years 
old. 

Destt'oy on cickun or return of 
eouIomey,t. 

44C40 

44C45 

44C50 

44C60 

44C55 

44C65 



530-2	 TaQs used as notIfIcatIon of the conduct of 
malYltern:arlcearid repair ooerat ions, such as 
completed danger tags, open valve tags and followup 
forms, arid comoaraole documents. 

531 

531-1	 Craft reOUlrement books, Documerltsaccur'lulatecl in 
ceveloplYlg and submIttlng workforce account staff-
hour reqUlrernents for tour and watch assignment, 
maintenance and operat ion, preventlve malnterlancE, 
reoair and Imorovement, and service calls. These 
documents are malntamed in looseleaf notebooks. 

531-2	 Tour arId watch assignments. Documents reflectlng 
tours of duty and watch assignments for craft 
personnel, along wlth descrlphons of tile work 
reqUIred and the time it IS to be done. 

531-3	 Craft product ive staff-hour summaries. Dally, 
monthy, or other per-iodic summaries of product! ve 
staff-hours programed and exoended. 

532 

Documents usee	 to record dally operatlng data 
raiat ive to heatlnQ! alr condltiol'llYlg and 
refrldgeration	 systems, such as Hydrothermlc Data 
Sheets. 

FILES 203 

Destroy on completion of we.rl<. 44C70 

Destr-oy when suoerseded or oosolste. 44C5 

Destroy wnert supersec!ed or obsolete. 44C 10 

COFFannual lv, Destroy when 2 years 44C15 
old. 

COFFannually. Destroy wnen 1 year 44C85 
010. Selected reference conies may be 
retained for as long as fleeaea to 
erovrde a record of operatlrlg 
cone it ions. 

ADD. 5 - 13 



FILES 203 

633 

Logs used to record eaUlpment o\1eratlof'l 
cone it lOY', act ion takerl, ami occurrences 
ShIft. 

and 
durIng the 

Destroy 5 years aitel' log book 0"" sneet 
1S fl iieD, or 01', dISPOSItion of the 
eqUlornent. 

44C75 

634 

Schedules and other records relatlng 
heatlng and air-cordi tlo1'llng olarlts. 

to ooerat ing Destroy w~en suoerseded or oJsolete. 44C80 

535 

Documents accumillated In arraYlglnq for or conductlYIQ 
tests and treatment of water used for boilers and 
other rnec:1al'llcal ecuipnent , exclusrve of off icral 
contract fi res created as a result of the commerclal 
procureaant of such services. Included are 
quest ronnarre forms, testln~ .nstructlorlS, test 
resul ts arid records, and related records. 

635-1 Testlrlg Instruct Ions. Destroy when supel'sedeo or obsolete. 44Cl15a 

635-2 Other records. GOFF 
oid. 

annually. Destroy wner, 5 years 44Cl15b 

636 

Documey,ts related to the ooeratIon 
escalators. and durnowBHel'S. 

of elevators, 

636-1 Author1zat1ons to ooerate elevators. Destroy wnen superseaer or oosolete. 44Bla 

Apo. b - 14 



535-2	 Trafflc survey aata, scheduies, and reiated recorGS 
created In [JevelOOlYl~j,lI'alYltalTlHIY,and l'eVlSIYlg 
scheoules for the operatlon of elevatol~ and 
escalators. 

a. Schedules. 

b. Other t'ecot'ds. 

a. CertIfIcates of lnsoectlon. 

b. AclmowleoQrrentof mspsct ion, 

c. Scheoules,	 reports! and other recorcs. 

535-4	 Data cards used to record iC::entrficatlon, Iocat ion, 
oner-at ion, repalr, and alteratlon data pel'tlYlerlt to 
each elevator. 

537 

Reports of 11ghh ng surveys that did not result l71 
preparat ion of	 an order for, or 1nstailatloTI of, new 
or altered l1ghhngj logs recordIng burnouts and 
replacements; arrd related records. 

E.3B 

F~L~S 203 

Destroy wnen superseoed or obsolete. 

COFF snnual l y. Destt'oy when 2 years 
old. 

Des~roy w'len scaces thereoTI are fllled 
or when a new form IS reouired due to 
wear. 

Destrc,y on recelot of next msosct ion 
acknowledgmen'C. 

GOFF anuaLy. Destroy when 2 years 
old. 

Destroy on replacement or removal of 
the elevator. 

COF~annually. Des,roy w~en year 
old. 

44Blb(l) 

44Blb(2) 

44Blc(l) 

44Blc(2) 

44Blc(3) 

44Bld 

44C95 

fbo. 6 - 15 



;;ILES 203 

Docunsnts acculJluiateti HI recorchn~, anaiynrl9, 
certifying m l Is for, and otherWIse taking act ion 01') 

matters concerned wlt~, the co~umotlon of utIlIty 
servIces. Inc:uded are CODles of bllis and 
cert rf rcat ions] records of utlllty cOllsumptlon; 
submetel" readm~si demand arid cos. figures; 
cOfl~murlicatlons about comSU~;:ItlOrl, service, and 
meters; ant: related recorcis~ but not oayment comes 

of bllls. 

CO/:"Fannual ly, 
old. 

Destroy lihen 3 years 44CIOO 

Issued. 

639-1 For areas unoe~' ma){lmUmsecurlty. DestNY 3 years after 
I::R5 18, Iter.1 17a) 

tum-in of key. 

539-2 For other areas. Destroy 6 months after 
(5;(5 18, 1tern 17b) 

tUt'rI- •.. 

COI'IMUNICAT IONS 

Corresoo l' ,., e, forms, 
the conm iatl on 0 

and other records 
11st 1ngs. 

t'elatlrl~ ;;0 COFF after issuance of llstlng. 
Destroy when 2 montns 010. \GRS 1i, 
item 3) 

641 QQmm~nl£~~lQn_~~rgaQQnQgn£gL-BgQQr!aL_~nQ_Bgfgrgn__ 
~!lea 

541-1 Corresoondem:e and related rscorcs 
InterYlal adMlFllstratiOYl and onerat 

pertalmng to 
ion, 

ADO. 6 - 16 

COFF annually. 
010. (G~S 12, 



Telecornmunlcatlons ~eneral flles ll'lcludlYlg uians, 
reports, and other records '.)ertall'llng to equlpment 
requests, teleol'ione service, ana uke matters. 

641-3	 "elecommuYllcatlons sratrst ica, rsoores IT,eludlng 
co_ ano volume data. 

641-4 

a. f vouchers. bl! Is. mvorces, 
and related records. 

b.	 cnange. 

641-5	 Copies of agreements with background oata and ~ 
records relat lYlQ to agreemerlts for 
telecommul'llcat IOns services. 

642 

642-1	 Message registers, logs. performance reoorts, dally 
loao reoorts, and sim iar records. 

64':-2	 Conies of Ineornlng and orlglnal copies of outgoIng 
messages, Includln~ SF 14, Te!egraohlc Message. 

642-3	 ~ac~lne copIes (~arc cooles), olses, and taaes of 
outgOlrlQ rr.essages. 

HOp. 6 - 17 

FILES 2i?J3 

COFF annual ly, Destroy when 3 year 
old. (GRS 12,	 1tern 20) 

COFF annual iy, Destroy I~nen 1 year 
ole. (GRS 12, Item 2c) 

CUFF annual iy. Destroy when year 
ole. (GrtS 121 ltem 2d(1)) 

Destroy 1 year after audit or when 3 

years old. wnlchever 15 sooner. (GRS 
12, Item 20 (2) I 

Destroy 2 years after eXpiration or 
cancei Iat ion of agreement. (GRS 12 
ltem 2e) 

Destroy w:JenE. 

COFF every 2 months. 
months oid. IGRS 12, 

Destroy after traTISrJI1SSlon. 
Item 3c) 



fILES 203 

643 

I 1rnarles of lon~ C:llstance teleohone 
InOlcate authorized us 
as to audit expense voucners. 

reoort used to DestNY after tile close 
year HI Winch aUDlted. 

of tne f isca! 
(GRS 12, Item 

643-2 Teleohorle call oat a naint amed by mmvicual 
to documEnt crlor aJroval for official 10l'1Q 

telenhorle calls. 

offlces 
distance 

Destroy 
aoproved 

after ver if icat 
or made. 

ion of calls 9B4Qc 

SECURITY AND PROTECTIVE SERVICES 

'" ~£~r!ty_§ng_~rQ~~~!y~_§~[y!£g~_8~m!~!~~[~i!yg
~ ~ , nce_t!i~ 

Corresoorlderlce f i les relat mg to admlYlistrat Ion and 
opel'atiol"t of the facillhes secur rty and orotective 
services programs riot covered elsewnere In tnls 
sect Ion. 

010. 

., 11 ~' 

(GRS 18, 
Destroy 

1te:a 9 
wne~12 years 

645 

545-1 Documents accunulatad as a result of conductlYtF or 
partiCipating HI contests or other Incentive-type 
act ivit ies deSigned to promote accident and fire 
nrevent ion programs. Included are not icest activity 
reports; award notices and reoorts; and related 
records. 

CUfF annual 
ole!. 

ly, Destl'oy w:Jer, 2 years 44G25 

645-1 Reaot' '.:> ~ >'V vs arid 
mspect ions of Government-owned facrl rt ies ccnoucrec 
to ensure adequacy of orotectlve and preventive 
measures taker, apalnst hazares of flre, expi.c1SIOYI. 

or 
Destl'oy I~ien 3 years 

UDOYId Iscent muance of 

1100. 6 - 18 



and accIdents, and to safeguaro InformatIon and 
faci l rtres agal1'lst sabotage ar,d unautncr-rzec entry. 

646-2 faCIlItIes. Reoorts of surveys anD 
mscecnions of pr teiy OWT,e(] facll1t res assIgned 
securIty cognIzance by 
related capers. 

647 

Investlgatlve f i Ies accurnulatlY'Q from lYlVestlgatlons 
of fIres, explosrons, ana accIdents, consIsting of 
retaIned copies of reoorts and I'elated paoers wnen 
the Qt'lQlnal reports are submtteo for t'evlew ana 
fillng In ot"er agencIes or orgamzatlOr,al elements, 
ami reports and related oapers concerl'llng 
occurrences of such a ninor Ylature tnat they are 
settled locally WIthout referral to other 
organIzatIonal elements. 

648 

DocUfmmts develooed or received pet'taImng to 
tanglole nhysrcal cevices In use, olanr,eo or 
nrooosed for tne prc,tectror, of Feoeral real and 
personal orooerty. EXCLUDED are oocumerlts relatlng 
to soecial storage systems for InlOortant accessloroea 
and rustorrcal	 records. (See Item 1442-1.) 

Q 

649-1	 Iderltl f rcat ion credentials InciudlYl9 cares, -s= 
ohotographs. and orooerty, VISItors passes, arid 
other Identlflcatlon credentlals. 

ApQ. b - 1'3 

FILES 20;j 

COrF annual ly, Destt'Oy ~jhen 4 years 
old or Wiler, secur-i tv copmzance IS 
terr.nr,ateo, whIchever IS sooner. (GRS 

18, Iter·] 11) 

DE!stroy when 2 years 
Item 12) 

Destroy >'Ii'Jens'loerseC:2d or oosoleee, New 

Des';roy credentIals 3 nontns after 
returr, offlce. (GRS 11, 
!tem 4a) 



rILES 2~3 

ReCIHpts, indices, 
records. 

ilstlngs, ann accountable Destroy after 
are accounted 

all ilsted creoerltlais 
for. (GRS 11, 1tern 40) 

650 

ters or logs useo to record names of out Sloe 
comr ~tors, service personnel, vrsrtors, ernoloyees 
admltte to areas, and reoorts on automoblles and 

f,5~1-1 For areas Dest)'oy 5 years after f mal entry 
years after date of document, as 
aOprOJrlate. (GRS 18, ltem IBa) 

0)' 5 

650-2: For other areas. Destroy 2. years after flnal entry 
years after oate of cocument, as 
aoorolJrlate. (GRS 18, Item 180) 

or 2. 

651 

Prooerty pass 
or matertlals. 

f i les, aut,10rlZlng removal Destroy 3 m!lrIns after 
(6il5 IB, 

e)(Olratlon 
Item 13) 

or 

652 

FlIes reIatlng to exerclslnq of pollce functlons. 

652.-1 Leager recorcs of arrest. 
pollce contacts. 

cars tlcketeo, ant outsrce Destroy 3 years aft 
(GRS 18, ltem 15al 

entt'Y· 

652.-2. Reoorts, state;nents of Wl tnesses, warmng not ices, 
ant other case oaoers relatlrlQ to a)'rest, 
cO~:Til1tments,and traff ic violat ions. 

COfF 
010. 

annually. 
(GRS 18, 

Aop. 6 - 20 



653 

Reoorts on contact 
occunants, 

of outSlae poilce wIth bUlld1ng 

653-1 

orooerty lost 

Ledge)' fr les, 

or stolen. 

b53-2 

&54 

655 

Reports, loss statemerlts. receipcs and other oaoers 
relatIng to lost and founa artIcles. 

GUARD SERVICE 

Docurr.ents created HI lsSUHlg snecral mstruct ions 
and gUIdance govermng guard act icn. Included are 
soecial orders! standIng OQeratlng procedures, and 
related papers. 

CoOles of drawlngs, layouts, and sIMIlar documents 
deolctlng SWItches, valves, or oOlnts that reQUlre
attentIon 1n case of, anD other documents 
prescrIbIng or controillng act ion to be taken In 
emerg;!YICles, 

Aop. 6 - 21 

FILES 203 

CCiFF srmuai iv. DeStroy ~men year
Old. (fiRS 18, Itero 15c) 

Destroy 3 years after f inal erMy. 
'~RS lB, item 16al 

COFF annually. year
old. (GRS is, 

Destroy when suoerseded c.r oosolete. 44FS 

Destroy when suoerseoed, oosolete, or 44F20 
no longer neeoed. 



FILC:S 2'213 

Fues relatlrl~	 to guare assIgnments and strenQth. 

656-1 

555-2	 Requests, a -lyses! reports, ch,mge not ices, arid 
other oapers r ahng to post asslgrlments and 
strerlgth requir " nts. 

&57 

657-1	 Control center key or code reco S, 

cards, bUlld Hlg records, arid empio 
cards. 

657-2	 Roundreoorts, serVice reoor.s on lnterruotl 
testsl and punch clock {hal sheets. 

657-3	 Automatic mac'une patrol charts and regIsters or 
oatrol arid alarm services, 

657-4	 Armsdlstrlbutlon sheets, cnarge records I and 
receipts. 

658 

Guards lOQsand regIsters not covered elsewhere HI 

this schedule. 

658-1	 Central guare office roaster logs. 

ApD. 5 - 22 

Destroy 3 years after f mal entry. 
(GRS 18, 1telll 14a) 

GOFF annual ly, Destroy when 2 years 
old. (GRS 18, 1tern 140) 

Destroy wnen suoerseoed or oQsolete. 
(GRS 16, Item 20a) 

[OfF annual l y. Destroy wnerl 1 year 
old. (GRS 18, item 20b) 

Destroy ~lhen 1 year 
IS, ltem 20c) 

Des:;ro. ~ montns afte)' return of arms. 
IGRS 18! • em 200) 

Destroy 2 years after fmal 
(GRS 18, Item 21a) 



fILES 203 

IndlVldual guaro cost logs of occurrences entered ln Destroy 1 year after final entry. (GRS 
master logs. 18, Hem 210) 

659 

checks. 

659-1	 Data sheets, door SllD summarles, cneck sneets, Destroy wnen 1 year
guarc reports on securlty violatlons (except coples item 19a) 
HI flIes of agency securlty ofhces. 

659-2 Reoorts of routlne after-hours securlty checKS wnlch 
do not reflect securlty vlolatlorls or for wnich toe 
mfornat ion contalned thereIn is Documented In the 

Destroy when 
Item 19b) 

1 IGilS is, 

f'i les In Item 314 of thls schedule. 

660-699 

AnD. 6 - 23 



701 

702 

fILES 203 

APPENDIX 7 

TRAva AND TRANSPORTATION 

These records relate to the movement of poocs and persons unoer Goverrlmerlt orcers, at1d to the 
mal'lagem!!YJt, malYli;enarlce, and ooeratron of motor vehicles used tly l\:ARA. 

ITEM	 CROSS-OVER 
FROM GSA HB ~Y~~~B§ 

TRAVEL 

701-1 Correspondence and related recoras maIntaIned oy NAB WFF annual iy, Destroy wnel'l 5 years New 
pertalmng to agency travel arlo transeort at icn oid. 
funct ions, Includes agencylollde col icy and quidance 
concerl'lnir,g travel, relocatioTl, passoorts, Clticoro 
DIners Club Program, Government Travel Reouests 
(GTR' s), Governmer,t Travel System (GTS), travel 
clans, and travel reports. 

Documents namtamed by mdtvidua] ofhces COFF annuallv. Destroy wnerl 2 years 
conce I . of emoioyees but riot paoers 010. (GRS 23, Item 1) 

concerYllng arrangemerlts, res ..t • tna1: are 
normally fIled Irl the suspense hle. EstablIsh case 
hies for travelers If volume warrarlts. 

Docurr.ents accumulated by tile offlcially oesignated 
custooran HI otrtammq ann controllIng off icral 
oassoorts and VIsas for NARAemoloyees. Included 
are reouests for passports, receIpts, master 
regIster, and related records. 

Aop. 7 -



FIL~S 203 

70C!-1 

702.-2 

~aster register. 

Other Documents. 

COFF ar,rlually. Destroy ~men 10 years 

010. 

Destroy wnen related oassport 1S 
retUl'Yled to tne Department or State. 

19D15a 

19D15b 

703 

7~3 

Memorandum conies of SF 1113A, Publlc Voucher' for 
Transportation Cnarges, me~orandum COPies of SF 
1169, U.S. Government Transportation Request
Memorarlduro, travel alJtl10rlZations, transoortatlon 
request reg1sters, and all support1ng capers. 

liell'"!)? j'lfflcerr.emorardurncopy. 
COFF annually. Destroy w~en 3 years 

703-2 Obl1Qat1on copy. 
See Item 415, Obllgatlon Flles, 
dlS~OSl t ion lTls~ructlons. 

ror New 

llnJlseQ t ickst reoemotion forms, such as SF 1170. 
Destroy wnen no longer neeoed for 

704 

1M i 

Records relating to relmburs1ng IndivIDuals, such as 
travel orders, per diem vouchers, transportation
requests, hotel reservations, and all suoportlng 
oaoers document In!! offiCial travel oy offices. 
employees, dependents, or otners authorizeo oy law 

to travel. 

-:-(Cyol ~drl"n'5trabye office f i les, 

ApD. 7 - 2 

COFF anflllal!v, Destrov wnen 3 years 



704-2 

SHIPPING 

Records relatlrlg to frelght COflSlsbng of eKoort; 
ertlflcates, translt cerbflcates, demurra~e care 

re rD bOOKS, shlPPlng dccunents pertinerlt to 
frelQ class; hcat ion, merlloraTlOumcopies of 
Governn~ or commerlcal bllls of ladlng, snortage 
and demurrag reoorts, aYld all sUlJportlrlg Documents: 
and lncludlng r rds relatlnQ to the snlo~ent of 
nousehoid 

705-1 Issulng office memoranduM cop 
identl fled lYI 705-4 

705-2 Ali other COOles. 

705-3 Reglstet'S and control 
1deYltl fled HI 705-4 

rscords other thsn tnose 

705-4 Recot'Os, lrIC11J{hYl~t'egisters 
lnternatlor~l shloments of 
freIght forwaroers. 

and contrcl recorcis, on 
household gOOdS moved by 

705-5 Lost or dama~ed shloments flIes that lYlclude 
scheoules of valuables shIpoee, correspondeYlce, 
rnernorarlda, reoorts, and other records reiatuig 
the aOMlnlstrahon of the Govet'Ylment Losses In 
8M Ioment Act. 

to 

Aop. 7 - 3 

FIL~S 203
 

See item 415: Oollganon Fi ias, for New 
msooait ion mstruct ions, 

Destroy 3 years after t~e period of tne 
account. (5RS 9, Item 1al 

COF,=annual ly, Destroy whert year 
010. (5RS g. 1tern ~bl 

OFF annual ly. Destroy when 3 years 
01 ' (5RS 9. 1te:,1 Ic) 

Destroy 6 ye s after the oerlod of the 
account. (fiRS ltem 1d) 

COFF annually. Destroy when 
ole. (6RS 9, ltem 2) 



MOTOR VEHICLE 

Corres!y.mdence in the ooeratiTlg umt resoonsible 
millntEmance and ooerat1 OYI of motor vehicles not 

herWlse covered 11'1 th1S aQOendlx. 

for 

707 

707-1 Ooeratlng recoro 
and 011 consuillotl 

InC!UOlYlg those 
on, di soatchu19, 

t'eLatlng to pas 
and schedulcnq, 

707-2 MaIntenance 
service and 

recoros, 
reoarr, 

708 

Motor verucle ledger 
and ex Dense data. 

arid wor/{ sneets provldln~ 

709 

Reoorts on rootor vehIcles 
operatlY1g and malnterlance 

(otner than 
renorts), 

accicent, 

710 

Records relatlng to motor vehlcle aCCIdents, 
rnalYltaLYleo by transport at ion offices. 

1400. 7 - 4 

FILES 2:03 

COFF annually. Destroy ~nen 2 years 
oid. (GRS 10. ltem 1) 

COFF every 3 months. Destroy when 3 
months old. (GRS 10, ltem 2a) 

CO~F annually. Destroy when 1 year 
old. (GRS 10, 1tem 2~) 

Destroy .3 years after dIscontinuance Cof 
ieoger Cor oate of woy"k sheet. mRS 
10, ltern 3) 

Place In Inact!Ve flle after c 
ciosec, COFF inacr ive flies annu i ly. 
Destroy wnen 6 years old. (oRS 10, 
ltem 5) 



FILES 203 

elatlrlg 
exchanQe of 

to transfer, sale, conat ion or Destroy 4 years 
ageYlcycustody. 

after vehlcle leaves 
(5RS 113, 1tern 5) 

712 

Records ~latlnQ to IMlvloual employee ooeranons 
of GovernmeTlt-o..med vehicles, lriC1UOlTIQdrlVet' 
tests, autnor-arat ion to use, safe drlVlng awat'ds, 
anti t'elated correspondence. 

T:estroy 3 years after separat IOYIof 
empl s or 3 years after rsciaron of 
authorlzatl 0 ooerate Government-

713-799 

ADO. 7 - 5 
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APPENDIX 800 

ADP AND WORD PROCESSING 

These flIes relate to the study, select lon, use, and management control of automated oata
 
processlng (ADP) and offlce automation (OA) systems, equipment and operations, Including flIes
 
relating to the management and control of computer faCility operations.
 

Excluded from Appendix 800 are documentation, source documents, processing flIes, and output

products (I.e., reports, printouts, microforms, and Similar hard copy output) for automated

systems. These records are described with the related functional flIes. For eKample, the
 
NARS-5 System IS descrlbed In AppendiX 1300.
 

CROSS~OVER 
FRON GSA HB 

All items are 
801 new. 

Correspondence and memoranda relating to the routine COFF annually. Destroy when 2 years
admlnistratlon of AIlP and/or OA actiVities. old. 

802	 ege-I~EQBMATI~_MA~S;~~I-§Y§I~_~8§l~lblIY§I!mIE§ 

Records accumulated as a result of studies conducted 
to determine the feaSibility of Installing ADP and 
word process 1ng technology or equi pment associated
wlth Information management systems. Included are 
prelullnary studres, cost and beneht analysls, and
efflclency projections of the proposed system. 

802-1 When study results In an acquISition.	 COFF upon completlon of study and
maintain with related acqulsltlon file,
Item 804. 

App. 800 - 1 



802-2	 When study does not result In an aCQuIsition. 

803 

Documents relatlng to the development of Dlans,
pollcles, and procedures for agency and offlce
automated data processlng systems (ADPS) and offlce 
automatlon systems (CAS) and progams; converslon to 
ADPS/OASj and supervisron thereof. Included are 
strateglc'plans (e.g. 5 year ADP/QA Plan),
feaslbillty studles, requlrement analyses, cost and
benefit stUdies, coordlnatlng documents, approvals,
disapprovals, charts, diagrams, and slmllar
documents. 

803-1	 Files malntalned by Program PoliCY and Evaluatlon
Dlvlslon (NAA). Arranged by subject. Ann. acc.: 
cu. ft. Current vol.: less than 1 cu. ft. 

803-2	 Records maintained by other offices. 

a. 5-year plan submlsslon. 

b. other records relatlng to studles. 

Documents related to the lnltlal planning,
selection, evaluation, procurement, and lnstallation
of ADP/OA equlpment, and other necessary equipment. 
Included are feaslbility StUdies, requirement 
analyses, lntitlal system designs, speclflcatlons 

App. 800 - 2 

FILES 203 

Place In inactive hIe upon completion 
of the study. COFF lnactlve flIes 
annually. Destroy when 5 years old. 

PERMANENT. COFF annually. Offer to 
NARA In 5-year blocks when 5 years old. 

COFF annually. Destroy when 2 years
old. 

COFF at end of study. Destroy when 2 
years old. 



and reviews of system, vendor's proposals and
evaluations, Implementation reviews and performance
evaluations, benchmark outputs and related papers. 

flIes maintained by NAil for transactions of 
more than S , 

flIes maintained by NAA for transactions of 
$10,000 or less. 

804-3	 COPies of requIsitions and supporting documentation
maintained by other offiCes. 

805 

Documents relating to testlng ADP equipment! data
processing methods and procedures, and trial
application of current or proposed data processing 
systems. Included are test requests, approval or 
d1sapprovals, test reports, and test related 
corarounlcations, 

805-1	 Records accumulated by fInal approving office. 

805-2	 Other offices. 

App. 800 - 3 

FILES 203 

COFF annually follow1ng final payment,
hold 1 year, and retire to FRC.

ears and 3 months after 
(GR 

COFF annually after flnal payment.
Destroy 3 years after final payment. 

COFF annually. Destroy when 2 years
old. 

CDFF annually. Destroy when 3 years
old. 

COFF annually. Destroy when 2 years
old. 



FILES 203
 

806 ADP MANAGEMENT REPORTING FILES 

Documents contalnlng management data costs,
equipment, stafflng, workload capacltles, ADP 
efflclency rates, and documents used to evaluate 
rental, purchases, operatlon, and malntenance costs. 
Included are reports, brlefs, and related 
mfcraat ron, 

806-1 FInal report malntained by NAA. 

806-2 Feeder reports malntalned by NAA. 

806-3 Documents malntalned by other offIces. 

807 

Documents accumulated as a result of the acquIsitIon 
of ADP software for non-busIness types of 
applIcations whlch are maintained by NARA as a 
reference source. Included are copIes of 
feaslbility and appllcatlons studles, system 
speclflcatIons, procurement proposals, and 
related lnformatlon. 

808 

Reports or lnventory llstings of NARA's ADP and 
offlce automation eqUIpment. 

App. 800 - 4 

COFF annually, hold 5 years, and retlre 
to FRC. Destroy when 10 years old. 

COFF annually. Destroy when 2 years
old. 

DOFF annually. Destroy when 2 years
old. 

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

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



. ..
 
FILES 203 

809 

Documents relating to the Identification and 
assessments of risks, prOVISion for contingencies 
and surVivability, and certification of senSitive 
Information systems. Included are correspondence,
reports, memoranda and other related documents. 

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

810 

Documents used to record approved Jobs, lncludlng 
Job numbers, requesting office, Job descrlptlon, 
date received, and date due. Also Included are 
documerlts that Indicate available machine and 
personnel time, Job requirements, priorities, and 
time-phaSing InforR~tlon on IndiVidual approved
JObs. Irlcluded are registers, schedules, and 
directly related documents. 

DOFF after comoletlon of related 
Destroy one year after COFF. 

Job. 

811 

Documents created In the coordination and 
developn~nt of training programs in ADP subject 
areas. Included are training texts, tralnlng 
agreements with other Federal ager~les, and related 
records, excluding flIes relating to the development
of films. 

Destroy wnen superseded, cancelled, or 
when no longer needed for reference. 

AllP. 800 - 5 
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APPENDIX 9 

LEGISLATIVE AND CONGRESSIONAL RELATIONS 

These records reLate to deveioolYlg and presentlnQ NARA'sleglslahve program \;0 Corl~t'eSs, screemTIQ 
and researching m l ls of lYIterest to NARA,and oral and wn Herl connumcet rons wan Memners0" 

cOTlgress ana congresslonal commttees. 

ITEM 
~~~~@§ 

CROSS-OVER 
FROM GSA HB 

LEGISLATION 

901 

Docun:ents created In suOrtlltt InQ to t~e Office of 
<; -~~~!'~_,:~e~~an~~, NARA'5 oroposed leQiSlat 1ve 

urogram. These files are mairltalned by tile off ice 
responsIble for tt'ac!(lng NARA'sleglslatlve program. 
Fi les are arranQed coronoloqical ly, AnTlualacc.: 
less thaTI 1 ell. ft. 

PERMANEIH. COFt="arlflually, hold 4 
years, and retire to FRC. Offer to 
NARA In 5-year blocks w~en 15 years 
010. 

20C15 I 

Case flIes created In tile preoaratlon, processlng, 
arid tracking of leglslatiorl proeosec by or of 
interest to NARA. Included are drafts of 01115, 
corresoondence wnh OPlBand the relevant commIttees. 
testimony, commttee reoorts, trar,scrlpts of 
hearlngs, mater-iars relatlYl~ to the preoaration (of 
nearlngs, and periodic sta.us reoorts. T~ese flIes 
are malntalrled by the office rasnonsi bre for 
tracking NARA'slegislatIve orogram. 

902-1 Case files 
Fi les are 

reiatlYlQ to leglS!atlon 
arraYl~ec alpnaoehcally 

Droposed oy NARA. 
tly subject arid 

PER~ANENT.CUrF at t~e 
COflgress, hold 4 years, 

end of each 
arid ret Ire tv 

20C5 

Apo. 9 - 1 



905 

QLES 223 

thereunder numerlcal iy by m l l numoer. Annual 
accMl.: less tnan 1 cu. ft. 

902-2	 Case f i les relatlng to leglslatloYI prooossd by otner 
agencles. 

903 

Tracklng sheets ay~ reoorts on the content and 
status of proposed ieglslatlon. Documents are 
arrarlged oy bi l l nllMJer; 1.e., Senate Bt l l, House 
B111, Draft a.u, 

Flies accumulated by mcrvrdual offlces HI draftlng 
or commentuig on proposed leglslatlon. 

Cnronologlcal 
congressIonal 
act ivrt ies, 
heat'lngs. 

CONGRESSIONAL COMMUNICATIONS 

file of testlmomes before 
commIttees relatlng to overslQnt 

mvest i gahoYls, and contirnat ion 
Includeo are testllCOYlleS, trsnscr-rots, 

and naoer-s on tile selection of l'Iltnesses to testify 
before congress10nal committees. (Excluoed are 
tsst iaomes relating to soecif ic Ieqistat ron w~llch 
are flIed unDer Item 904-1.) These f i Ies are 
mal1'ltalYled by the off ice resoonsible for momtorlrlg 
NARA's congressronal act iV1 t ies, Fi les are arran~ed 
by date of testimony. HnYlllalacc.j less t~arl 1 cu. 
ft. 

Aop. 9 - 2 

FRC. Offer to NARAw~en 15 years 010 
In ,-year blocks. 

CO=Fat the end of each c.orIQress. 
Destroy wheYI2 years o.d. 

COFFat imd of eacil sessron, Destroy 
when 1 yeat' 010. 

COFFat the end of each Congress. 
Destroy when 2 years ole. 

PERMANENT.COFFat the end of each 
Cor:gress, nOLO 4 years. and ret 1re to 
rRC. Offet' to NA~A m uj-year clocks 
wheYI15 years ole. 

./ 

20CIOa 

New 

9Clh 

New 



905-1 
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'305 

905-2 

905-3 

927 

908-999 

Couies of lYlcomlYlgenc outgomg coflgresslonal PERNANENT. COFF annual ly, Offel' to 9Dl 
corresponoeYlce of a sunstent ive natut'e. Inqurrres NARAIn f-year mocks when 15 years 
are or-rqmated by MeTi10ersof ConQress and per+am to old. 5 
substarmve pol icy issues anti pr-o~ram furdlonsj 
I.e., clans, obJectlves, or responslbllltles. These 
flles at'e aamtamed oy the off ice I'llth nr iaary 
resoonsrbt l rty for controillng thls tyoe of 
connressronai cOt'resoonderlce. Files arE! arranQed 
cnroncloqicel ly, Annual acc.: less than 1 cu, 
ft. 

Conies of lYlco14irlg snd outgolng conqress ional COF;=aTmually, Destroy when 2 Y2ars New 
correspondence of a routlne nature. Inoun-res are old. 
orlQInated by congressmerl or constrtuems concernmp 
reouests fOI' refererlce services, Qeneral Informahon 
aoout NARAexhIblts, etc. T~ese flIes are 
mamtalned by the off ice IIHth orlmary responsltll:lty 
for coy,trolllYlg this type of conqressional 
corresuoncence. '\ 

o~\ 

I
Record copy of iTlCOmlng and oUtgOlllQ corresponder,c~ Fi le Wl tn related fUYlctloT,al f i ls, 
ano related backcround materlals namtamec by the 
offlce rssoonsr ble for oreoarIng and coordinat lYlg 
the resoonse. 

Reports and memoranda Documenhng conversat ions vB th COFF annual ly, Destroy Wlerl 3 years New 
Members of Congress arid tnelr staffs. 010. 

Aoo. '3 - 3 



~IlES 203 

APPENDIX 10 

PUBLIC INFORMATION 

These records relate to aevelopmg, coorcllnatlng, aYidOlSSeMlnatly,g mforaat ion to the media 
and tne publ ic	 about NARAorograms and policies, Also Included are records relatlng to the 
adffllnlstratlol'l	 of the Freedom of Iy,formahoYI Act (FOIA) arid the Privacy Act. Inst ruct iOTIS 
for malntalnlng FOIA reauests for ad~llYllstrahve records are contained In trns aDoentilx. 
Reouests relatlYlg to accessioned records are malYltalnea accordmg to mstruct ions contained 
In Aoaendlx 14. 

CROSS-OVERITElI! FROM GSA HB NUjl1B~B§ 

PUBLIC RELATIONS 

1001 

Soeeches, addresses, and comments. Remarks made
 
at formal ceremomes and dUrIng lYltervlews by the
 
ArChlVlSt and Deputy Arc~lvlst, or by persons
 
offlclaliy deslgnated to reoresent them, concermnQ
 
NARA orograms. The SOeeC1E'Sand addresses may be
 
oresented to executives of other Federal a~encles,
 
reoreserltatlves of State am; local ~overnments! or
 
private grouos, such as col!e~e and univerSIty
 
students, bUSIness aSSOciations, and cultural news
 
media commeYltators. The format selected may be
 
paper, audio or video taoe, or motlon Picture f i ln,
 

1001-1	 Record copy malntalned by the Office of the For CISOosltlon Instructlons, see 20A10 
Archivlst. Item iss, 

1001-2 Other copies,	 Destroy wi en no lon~er needed for New 

t-eference. 

Apo. 10-1 
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1002 

Recot'ds created by the releasIng offrces 
coorlilnahr:g I-uth and IllssemnatlFlg ITlformahon to 
arlY publ rc cosaumcat ions medIa. Included are 
dra~ts, clearance act ions, copies of the fOt'mal 
news,eleases 01" radio soots, arid related records, 

1002-1 Recot'd comes of news releases or radio spots. 

1002-2 

a. Textual records at'ranged chronolcqical ly by date 
of event. ATlrl.acc.: 1 cu. ft. Curt'ent vol.: 4 
cu. ft. 

b. Audlovlsual records. J J,b r o (-
aY;j;''11l.-( Q."1rd ~",e all Il7p . 
es aVo/t() tl/e vSecl ford ,(a41() oy 

..,- fJ () u csOther cODles. I 

PERMANENT.COFFarmual ly, Hold 5 
years and retlre to FRC. Offer to NARA 
In 5-year blocks when 20 years old. 
"(\iQa 1.4, 113) 

t6~~D/.VeAVT; r;l"~f~Y
.Sllb,iiI t SF 115. (See oRS 2iJ . 

t'u t;-IJe /Vi.. t /VY1 i/ /lnh/ v"')-
whe '1'1 ~.Y ('P; old. 
Destroy wnen no lonQer needed for 
t'efereYlce purposes. 

20Ala (1) 

2,QAhl (1) 

New 

1002-3 Other records, COFF annuat 
old. 

Iy. Destroy when 3 years 20Ala(2) 

1003 

Press cllppln~s from magazInes and newsoaoers 
oertalnlng to the ArchIves and ItS holdln~s. 
Included are copIes and orlglnals of press cllpolngs 
and related records. ArraTlged chronolomcat ly. 
Ann. acc.: less tnan 1 cu. ft. 

PERMANENT.COFFannually. Hold 2 
years and retIre to FRC. Offer to NARA 
In 5-year blocks when 20 years old. 

72C30 

ADD. 10-2 



1004 

BIographIcal sketches, photograQhs, and related 
documents concermng leaDIng NARApersonahhes and 
YlOn-NARAaersonal it ies of srqnif icance to NARA. 

1004-1 Record 
r,ame. 

set maintalned 
CurreY',t vol.: 

by NSr. Arranged by person's 
less tnan 1 cu. ft. 

101M-2 All other coples. 

INFO~ATIO~ SERVICES 

Informahon service 
formal iy desl~nated 

project 
mforsat 

case ft les malntaln 
ion off ices, 

coeplamt, cr ihCIsra and slj~QestloYl, and reo 
thereto, excluding those on tne baSIS of WhICh 
Investigations WEt'e maoe or adlnlYllstratlve act ron 
taker, and those lncoroorated mto individual 
oersonnel records. 

Reouests 
thereto, 

for lY',formahoYi and copies of repiles 
mvol vlYlg no ad:rnmstratl ve actions. YIO 

Aop. 10-3 

FILES 203 

PERMANENT. Piace In mact ive fue wheY, 
suoerseded or oosolete. Offer to NARA 
ln 5-year blocks when 20 years old. 

Destroy I"hen no lonQer y,eeded. 

Place In InactIve flle ucon conalet ion 
of project, ai 1. Destroy 
when 1 year old. (GRS 14, Item 

Destt'oy when 3 
Item 7) 

3 mor,ths old or wr'len no 
lon~et' needec, h~lcheve 1 



- .
 

ollcy OE'C1SIOnS, arid rio special coaprlet ions or (GRS 14, Item 3) 
Id requests for and transIDI ttal s of 

_ alJhs, ariD other InformahoYlal 

FILES 203 

100B 

Acknowledgement and transmittals of InOUlrIeS and 
renuasts that have been referred elsewhere for 
reply. 

FREEDOM OF INFORMATION 

Fi les created In reoonsejto reouests for InforraatlOY, 
r the Freedom of Iy,format Ion Act (FOIf:ll 

ng of the original reQuest, a copy of the 
reoly, an 11 related support mq f i Ies which may 
Include offiCI 1 file copy of re~uested record or 
copy thereof. Fa OIA requests for aceessroned 

records see Itern 1422, 0114 arid Mandatory ReView 
Request Fi les, 

1009-1	 Corresoondence and sUDoortlng documen 
the off icral f i le copy of the records req 
f i led herein). 

a. Granting access to all toe requested records. 

b. ilespornhng to reo'lests for nonexistent records: 
to requestors who provrde madenuate descr-iot ions] 
and to those who fall to pay aQerlcy reoroduchon 
fees. 

Aop. 10-4 

Destroy 3 months after acknol'lle _ 
and referral. (GRS 14, ltem 4) 

ACT (FOIA) 

nostroy 2 years after date of reply. 
(GR 14, Item 16a(1)) 



(11 

(2) 

ReQuest nQ~appealed. 

ReQuest apnealen, 

ss to all or part of the records 

FIl:::S 203 

Destroy 2 years after oate of reDly. 
(GRS 14\ Item 16a(2) (a» 

Destroy as author-ized under Itera 1010\ 
FOIA ADpeals FlIes. GRS 14\ ltem 
16a (2) (b) 

1009-2 

1010 

(1) 

(2) ReQuest appealed. 

OffICIal flle copy of requested records. 

Fi les created In t'espondlng to acninistrat ive 
appeals under the FOUl for release of mfornat ion 
denIed by the agency, conslstlnQ of the aopellant's 
letter, a copy of the reply thereto, and related 
supportIng documents, WhICh may InC!utie the offIcIal 
fIle copy of records under appeal or copy t~ereof. 

Destroy 5 years after date of reply. 
mRS 14\ Item 16a(3) (a» 

Destt'oy as author-ized Item 1034\ FOUl 
A[)oeals Fi les. (G:tS 14, Item 
1&.1(3)(b» 

Dlsoose of In accordance wIth aporoved
dIS[)OSlt ion mstruct ion for the related 
records, or wIth the related FOrA 
request, wnlchever IS later. (GRS 14,
Item 16b) 

App. 10-5 



CC<t'resoorldenceand sunoort inp documents (g!!£ll,!~lr!!2 
the f i le cooy of the recorcs undet' appeal If f i Isd 
hereIn). 

FILES 203 

Destroy 4 years after f mal 
determ1nahon by a~erlcy or 3 years
after f1nal adJudlcat10n by courts 
wh1chever 1S later. (GRS 14, Item 17al 

1010-2 f i ls CODY of records urlCierappeal. DIspose of lYI accordance \>11thaporoveO 
dlSoosltlon InstructIons for the 
related record, or wIth the related 
FOIA reouests, whIchever 15 later. 
(GIlS 14, Item 17bl 

1011 

purooses In respondlng 
to requests, lncluDlng reg1s. rs and slmllar records 
llstlng date, nature, and Duroo of reouest and 
name and address of requestor. 

1011-1 Regl sters or 11st mq. COFF 
oate 

annually. Destroy 5 years after 
of last entry. (GRS 14, Item laal 

1011-2 Other f i les, Destroy 5 years after fInal actIon by
tle agency or after flYial adjudIcatIon 
by courts, whIchever IS later. !GRS 

lte'll18bl 

1012 

Recurrll'lg repor-ts and oYle-tlme informatioY'1 
requlrements relatlng to the agency Implementatlon
of the Freedom of Infornat ion Act (FOIA), InciudlflQ 
annual reoorts to toe Congress. 

1012-1 NARA's annual report. 

App. 10-6 

PERMANENT. 
NARA when 
1Sal 

DOFF annually. Of 
15 years old. (GRS 14, 



Feeder and other rspor-ts, 

1013 

relat 
A, 

correspond 

mg to the general NARA ImpleJlentat lOTI 

Includll'lg notices, memoranda, rout me 
e, and related records. 

PRIVACY ACT 

1014 

IndIVIduals to gaIn access to theIr ecords or to 
aYIYmfornat ion HI the records pertalYl Ig to them, 
as provIded for under 5 U.S.C. 552a(d) (1 

contain orlQlrlai reQuest, copy of reply the to, and 
all related suoport mq documents, WhIChmay I lude 
the off icial f i le copy of the records requested 
cooy thereof. 

1014-1 Correspondence and supoorhng 
the offICIal fIle copy of the 
hIed hereIn). 

documents (s~CL~~I~§
records requested If 

a. GrantIng access to all the requested records. 

b. RespondIng to reouests for Y'IOnexlster,t records; 
to requestors who provide Inadequate descrlphorlsj 
and to those who fall to pay agency reproduct ion 
fees. 

App. 10-7 

FILES 203 

Dest roy vlhen 2 yeers old or sooner 1f 
r~ longer needed for admInIstratIve 
use. (GRS 14, Item 19b) 

COFFannually. Destroy wner, 2 years 
oid or sooner If no longer needed for 
adrnlYllstratlve use. (GRS 14, Item 20) 



,.,
 

FILES 203 

1014-2 

1015 

(1) Requests nQt appealeo. 

~) Requests a~peaied. 

c. Der1Ylng ac
requested. 

(2) Reouests apoealed. 

Off1c1al f1le copy of requested records. 

COFF annually. Destroy when 2 years 
old. (GQS 14, Itern 25a (2) (a» 

Destroy as authorIzed under Item 1015,
Pnvacy Act Amendment Case Fr les. (GRS 

14, Item 25a(2) (0» 

GOFF annually. Destr·oy when 5 years 
old. (G~S 14, Item 25(3) (a» 

Destt'oy as author-ized under Item 1015,
~~lvacy Act Amendment Case FlIes. (GRS
14, Item 25(3)(b» 

D1SPOse of 1n accordance w1th aporoved
drscosrt ion mstruct icns for the 
related records, or w1th the related 
PrIvacy Act reQuest, whIchever 1S 
later'. (fiRS 14, ltem 25b) 

Flies relatln~ to an 1nd1vldual's request to amend a 
record pertalnln~ to the mdividual as provgJed for 
under 5 U.S.C. 552a(d) (2); to the Ind1vlcual's 
request for a reVlew of an agency's refusal of the 
InDlVldual's request to amend a record as provIded
for under 552a (d) (3); and to a'flYCIVll act ion 
brought by the individual a~al1'lstthe refllsIn~ 
a~ency as provIded under 5 U.S.C. 552a(gl. 

App. 10-8 



FILES 203 

Requests to amend agreed to by a~ency. Includes 
Indlvlcual's reouests to amend and/or reVle~J refusal 
to amend copies of agerlcy's rep! res thereto, anD 
related materlals. 

Dlspose of In accordance wlth the 
aooroved drsposrt ion rnstruct ions for 
the related subject ll'lCIVldual's record 
or 4 years after agency's agreement to 
amend, whlchever IS latet'. (GRS 14, 
Item 25a) 

1015-2 Rea sts to afileYldrefused by agency. Includes 
mdrv ual ' s requests to amend arid to reVle~J refusal 
to arne . copies of agency's rep! res thet'eto, 
statement f dlsagreemerlt, agency just if rcat ion for 
refusal to a. nd a recorc, aYld related materlals. 

Dlspose of In accordance wlth the 
aoproved dlS00S1 hOYI mstr-uct icns for 
the related subject IndIvldual's 
record, 4 years after fInal 
determlnatlon by agency, or 3 years 
after flnal adJudlcatlon oy courts, 
whlchever IS later. (GRS 14, 1tem 25b) 

1015-3 Appealed requests to am Includes all flies 
created In reS!)OYldIdng to opeais under the Prl vacy 
Act for refusal by any agen. to anlend a record. 

DISPOse of In accordance WIth the 
aoproved dlS00S1 hOTI mstr-uct ions for 
reiated subject InDIVidual's record or 
3 years arter fInal adJudlcatlon by 
courts, whichever IS later. (GRS 14, 
Item 2E.c) 

1016 

Fi Ies namtamad under the provisions of 5 U.S. 
552a(c) for an accurate accountmg of the date, 
nature, and ourpose of each dlsclosure of a record 
to aYIYperson or another agency, includmg forms for 
showlYlg the subject Indlvldual's name, requestor's 
name and address, puroose and date of dlsclosure, 
and proof of subJect Indlvldual's consent when 
ancl rcac le, 

DIspose of In acccroancs WIth the 
aoproved dlSOoSltlOl'l ll'lstructlons for 
the related subject lndlvlDual's 
records, or 5 years after the 
dlsclosure for which the accountabllity 

whlchever 15 later. (GRS 14, 

1017 

Fi les malntained for control purposes IY, respondIng 
to requests, Includlng regIsters and sunllar records 

Apo. 10-9 



:=ILE5 203 

llsbr.Q 
address 

date, natut'e 
of reouestor. 

of reauest, ar.d nat1e and 

1017-1 COFF annually. 
old. <GRS 14, 

Destroy wher. 5 years 
Item 28al 

1017-2 Destroy 5 years after' f mal 
the agency or f inal adJudlcat 
courts, whIchever IS later. 
Item 280l 

act ron by 
Ion by 
(GRS 14, 

HU8 

l"equlrement relat lYI~ to agency Hapleme ,+atlor., 
IncluQlng annual reports to the ConQress f the 
Umted States, the OffIce of Management and udget, 
and the Report on New Systems. 

1018-1 NARA's annual report. PERMANENT. CO~F armual Iy, Offer 
NARAwhen 15 years old. IGRS 14, 
-'gal 

to 
Item 

1018-2 Other I"eoorts. 
old. 

Destt'oy when 2 years 
IteM 2'3b) 

1019 

Records t'elat my to the gerlet'al agency 
IMolementatlon of the PrIvacy Act, IncludlYlQ 
notices, fPoEfLOraTlda,rout Ine correspondence, arid 
related records. 

COFF annually. 
old or sooner 
admlYllstratlve 

Destroy hen 2 years 
If no lonQer eeded for 
use. IGRS 14, tem 3~l 

1020-1099 

Aop. 10-10 



FILES 203 

APPENDIX 11 

LEGAL 

These records 
rl'atters affsct 

relate to advice, assrstence, and reoreserlt ati 01'1 

i ng NARA's [olSS10rl and proQram t'eS!lOrlSlDIll t ies, 
nrovided by the legal staff orl legaL 

ITEM 
~~~~~E§ 

CROSS-OVER 
FRO}! GSA HB 

LEGALSERVICES 

1101 

Corresporiderlce, mellloramla, and documents 
by NSL relatIng to Qeneral legai serlvices 
othet'Wlse covered In trus a:loench)(, 

maultal11ed 
not 

COFF anYlilally, nolo 3 years, arlO retlre 
to FRC. Destroy when 6 years 010. 

21Al 

1102 

Docuaents accumulated In renderIng legal assrstence 
to NARA offICIals on oersonnel actIons, adVISInQ 
erilployees seeiung redress of gnevances or aopeallng 
alleged adverse DeI'Sonnel actions, representuig ~RA 
in nearIrlgs on cOTltested personnel act ions, and 
srm Iar matters. Excluded are documents reiatirlg to 
legal proceedIngs In courts of law wnIch are flIed 
WIth item 1105. Llh~atlon Fi les, 

COFF 
clu, 

armuai ly. Destroy wner, 5 years 21A70 

1103-1 Reoorts arid related documents SUOmlHE~ __ 

indivrdual s as reqUIred under the EthICS In 
Govern~ent Act of 1978 (P.L. 95-521) 

Apo. 11 - 1 



a. Records IncluGlTlg IYlformatlorl Si1eet-FlnaYIClai 
closure Reoort (SF 278Al, for IndIviduals fIlIng 

acco nQ to Section 2016 of the Act, arid riot 
subsequ .tly corifirmed by the U.S. Senate. 

b. Ali other recorDS 1 DISC10SIJre 
Reoort (SF 278), 

1103-2	 All other statements of employmerlt and flnancl \ 
lYlterests arid related recorc!s, IncludlYlg 
contident ral statements flIed under Execut ivs Order 
11222. 

a. Offlcial record COPy. 

b. Copy mamtalned by the supeevisor. (~ihen aYI 
employee tranfel's to a new postt ion ~jlt~1Y1 NARA, the 
statement!s) will be transferred to the new 
supervisor. ) 

1104 

DocumeYlts accumulated In prOVIdIng legal advice arid 
assrstance on u~piel~erltatlng the "rreedom of 
Information Act" (FOIA) , 5 U.S.C. 552. Included are 
reouests for lYlformatlon, lnteroretations, comes of 
letters denvlng access to requesteG lnformatlon, and 
simllar lYlforrnatlon. Excluded are documents 
relatIng to court actIons flIed to galn access to 

App. 11 - 2 

i=lLES 2~3 

Destt'oy 1 year after nommes ceases to 
be under conslderatlon for a!lOOlntmemj 
EXCEPTthat documents needed IYI an on-
gOlng lnvestlgatlon will be retalned 
until no longer needed In the 
Investlgatwtl. (GRS 1, ltem 25a(1» 

Destroy when 6 years 010 j EXCEPTtnat 
documents Yleedeo In an ongoll'lg 
Investlgatlon wlil be retalned untIl no 
longer Yleeded in the 1nvestl gatlon. 
(GRS 1, Item 25a(2» 

Destt'oy heT! I) years 010: EXCEPTtfJat 
documents oeo In an OYlgOlng 
mvest r ~atlo1"l ll be retalYleo urlt I i rio 
ionger needed HI he lnvestl~ahon. 
(GRS 1, Itern 25bl 

doc1lnlents rteeded In an on~olTlQ 
mvest igat ion WIll be retalned until 
longer needed In tne Investigation.
(GRS 1, item 25b) 

COFF annually, nold 3 years, and retlre 21A45 
to FRC. Destroy when 6 years 010. 



I'(ARA lnformatlon; tnese are flled I'llth ltem 1105, 
LItigation ~lles. 

11~5 

t;"tv Y1S 
Documerltsrelating to l1tlgatloTI b'l or agalYlst tne..........C/UO . 
Governmer,tresut tlng fror6aies, cl ains, tOt'ts, a I..d;j,o r It-,Y 
contracts, foreclosures, actions a~alnst NARA ...,..",d-t-t e Y~ 

off icrats (oersonal Judgememts), CrlTfllnal actions, 
htles to real prooerty, and sllflilar matters. 
Included at'e statements of claias, documentary 
eVIdence, copies of comdeoonatlonor foreclosure 
proceedlYlQsarid decrsrons, l ists of wItnesses, 
supoort mg cocurants, correspondence, arid related 
records. 

FILeS 203 

con« t'YT)jn$ 7' e to ToI.5 f t:!,-e,A}'c!"v/St" /71 
0 

U~5-1 SignIfIcant Iltlgatlon cases selected by the 
DIrector of legal ServIces because the cases 
establlshed legal precedent, received wldesOt'ead 
atterltlon from the news medIa, Congress, the White 
House, 0)' oertaln to slgmhcant events or prOhlHlent 
lndlvlduals. Ann. acc.: iess than 1 CIJ. ft. 

PERNANE,IlT. COFF annually followlT'Q 
close of case. Offer to r.:ARA m 5-
years blocks wnen 20 years 010. 

21A55a 

1105-2 Other case flIes. COFF armually folloWlYlQclose of 
Ho.d 5 years and t'et!re to FRC. 
Destroy wnen 10 yeat's old. 

case. 21A55b 

1106 

Documer,ts re!anrlg to bIdder and COT,traC'tororotests 
to the Comotroller General Dr! soi icitat rons issued 

or contracts entered into by NARA. Included are GAD 
requests for reoorts or, tne orotests, adn1lYllstratlVe 
reports, and related records, 

1106-1 lltlgahor, penDIng. Place In mact ive f i le wne1'll1hgatloYi 
lS termlnated. COFF annual ly, hOH!3 

21A36a 

Apo. 11 - 3 



1i0S-2 

1107 

~odel cOPies of contracts, leases, easements, 
letters of lYltent, contract clauses, mortgages,
deedsj beckqround material ana cltat ions noted In 
preparation of such oocuments, and similar recoros 
accumulated for rerererlce purooses, 

1108-1199 

FILES 203 

years and retire to FRC. Destroy when 
& years ~ oJ 1111 ~ -'?J'1"t? t-h~ (//&1, 

COFF annually. Hold 3 years and retire 21A36b 
to FRC. Destroy wnerl 8 year's 010. 

Destroy wnen no longer neeDed for 21A30 
refererlce ourooses, 

AIlD. 11 - 4 



':iLES 203 

APPENDIX 12 

AUDITS AND INVESTIGATIONS 

These records relate to audIts of NARA orograms ana contractors, progress reports of actlons taken to 
resolve audrt flncilngs, and mvest iqat ions of oossrcle unlasful actlvlty. 

ITEM 

~~~gB§ 

AUDIT ADMINISTRATION 

1201 

Documents relatlng to the routine oeerat icn and Destroy wnen suoerseded or oosolete.
 
admInIstratIon of the audIt functIon, but not
 
routine oro~ram admlnstrahon f i les descr-ibed IYIaop.
 
1. Included are pertinent laws, comes of ccntracts
 
or otner authoritive documents relatIng to soecific
 
aucit functional areas, orgamzational charts and
 
functIonal statements, surveys of procedures and
 
controls, statIstlcal tabulatIons, contractor's
 
f'mancral statemerlts, analyses of cost trends, and
 
slQYllilcarlt fl1'lthn~sof prIor audIts In each
 
functIonal area.
 

1202 

Documents created In preoarlng, clearlng, and Destroy wnen suoersecec, careel eo, or
 
IssuIng specral mstruct ions arid gUIDes for lise by d ISCoy,tlnued,
 
auditors IYI NARA Internal and contract audrts,
 
Included are record CODIes of audIt gUIdes and
 
InstructIons, clearance actIons, and related
 
records.
 

Aop. 12 - 1 

CROSS-OVER
 
FROM GSA HB
 

22A45 

22Al 



FIL::5 2~3 

1203 

SChedules of audits arid background materIals 
accumulated In the orocess of IderltlfYIYlg areas 
audIt. 

for 
COFF annually. 
old. 

Destroy when 5 years 22A15 

1204 

Records accumulated for reference arid referral to 
contract audIts, Internal aUdIts, ciearances, and 
ralated HlformatIOl'l. Included are conies of f mal 
contract and Internai audit reoorts. 

COFF annually. 
ola, 

Destroy wnen 5 years 22A20 

1205 

iJerioolc aUdIt dIgest and summarIes, reoorts of 
achons taken as a result of the summaries, aM 
related records creatso HI preDarIn~ and circutst ing 
summarIzed lTlformahoTIon the status of eudit 
actIvItIes, selected audIt fIndings and 
recommenaations, and other audIt matters. 

COFF annually. 
old. 

Destroy when 3 years 22A10 

AUDITS AND INVESTIGATIONS 

orograms, operat IOYIS ano procedures, a 
conoucted on contractors. Records conSIst of audit 
reoorts ann suoporhng wot'k papers. FIles are 
maIntaIned oy NSf:!. 

COFF annual ly aftEt' corselet Ion of f iral 
t'eoot't. Liol!i3 years and retlre to 

Destroy w~en 8 years old. (GRS
25, Item ) 

App. 12 - 2 



1207 

Case flles used for tradnng orogress 01'. Iy.ternal 
audits, audrts on contractors. and GAOaudit s. 
Included at'e notices of intent to audir, comes of 
documents furmshed to auditors, copies of teTltatlve 
flndIngs and recommendatIons, advance notIce of 
major flndlngs, reports of major flndlngs, COPIes of 
draft and flnal reoorts, follow up Drogress reports, 
COrll'llerlts, and related documents. 

1207-1	 Fi les malfltalned oy NARA AudIt Resolut1CtYI OffIcIal. 

1207-2	 Fi les malrltalned by deslgYlatea central DOIYlt of 
contact for a major off ice, 

1207-3	 FlIes maIntaIned by IYldlVldual offlces for trackln~ 
purposes. 

Case develooed durIng lnvestlgatlons of kr~I«1 
or allegeo fra 
violatlons of laws an 
agency persoYlnel and programs a I t'at Ions 
admInIstered or financed by the a~ency, 1 DIng 
contractors and others haVIng a relatlOYlshlO WIt I 

the a~eYlcy. Thls IYlcludes lnvestlgative flIes 
relatlng to emoloyee and hot l ma connlamts, and 

App. 12 - 3 

New 

COFF at tne end of tne f rscal year 11'1 

~Jnlch followup act 101'15 on t'eport 
recom:r.endatlons are completec. Hold 3 
years and retIre "to F~C. Destroy wheYI 
8 years old. 

COFF at the eYld of the flscal year In 
wnlch followuo act ions 01'1 re!lor~ 
recommendatlorls are connleted. Destroy 
wnen 3 years old. 

COFF annual ly. Destroy ~;heYl2 years 
old. 



1209 

•
 

1208-1 

12(bB-2 

1210-1':''99 

other mscel lansous comolalnt f i ~es. Flles consist 
.~ invest rqat ive repOt'ts am:!related documents, such 

.' espcncence, notes! attachnlents, ant! workiYrg 

are of an lYwestlgatl v v,atut'e out 00 not relate to 
a soeclflc Investlgation. 7hey 1nclude anonymousor 
vague allegations riot warrant1 ~ an mvest igat ron, 
matters refert'ed to const i tuents . other a~encles 
fOt' harl!lllnQ, arid support f i ies pt'OVI 
Information wnlch may prove useful In 
conducted by the ~ARAEthics Counsei. 

Ail other 1nvestlgatlve case flies. 

Indexes and registers used as refererrces to 
1nveshgahve ano audit case f nes, 

FIL~S 203 

COFF annua 11 v, Destroy w~,er,5 years 
old. (GRS 25, item 3a) 

Place 1n Inactive flle	 when case IS 

c.	 sed. Cut o~f Inactive file 
10 years o!d. 

Destroy ~mel'lsUpet'seoed. 
5) 

Aoo. 12 - 4 
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APPENDIX 13 

FEDERAL AGENCIES AND RECORDS 

These records relate to NARA programs engaged 1n oromot1ng effICIent management of agency records
 
adm1nistrat10n programsj appra1s1ng and schedul1ng for d1Sposlt1on records of Federal agencIesj and
 
transferr1ng, stor1ng, and serv1clng agency records stored 1n Federal Records Centers (FRe's).
 

CROSS-OVERITEM FROH GSA HB ~~BEB§ 

AGENCY RECORDS	 MANAGEMENT 

1301 New item 

~rogi ~rrespondence and related records
 
documentIng polICIes, procedures, and standards
 
(!E~a. 6111g adequacy of documentatlon, agency program
 
evaluatIons, audIovisual records, electronIC
 
records, flIes maintenance, records disposItIon, and
 
VItal records. Arranged by subject.
 

1301-1	 Records ma1nta1ned by the Agency Serv1ces Dlv1s1on PERMANENT. COFF annually. Offer to 
and Records AppraIsal and DIsposItion D1vlslon. NARA 1n 5-year blocks when 10 years
Ann. acc.: 2 cu. ft. Currerlt vol.: 1 cu. ft. old. 

<13~1 2 ether pr oy. am 5\1b3ect fl J PS,	 'eeFF d,i1,ttdlly, hol0 2 yearS, and r ELl, e- WIth" yiJ,W1'/.. 
.to FRS. Best, oJ WilE" 1~ yea. 5 ole.-

1301-3 Records mairltained by other offlces.	 Destroy when no longer needed for 
current operat10ns. 

App. 13 - 1 



1302 

Correspondence, recorts, agency act ion plans, and 
other records relatIng to NARA evaluatIons, or 
InspectIons, of Federal records manageMent programs. 

1302-1	 FInal draft reports, agency comments, fInal reports, 
agency actIon plans, and fInal correspondence on 
ImplementatIon of NARA recomnendations. MaintaIned 
by the offIce of Records AdmInIstratIon. Arranged
alphabetically by name of agency. Current vol.: 3 
cu. ft. Annual accum.: 3 inches 

1302-2	 other recorDS maIntaIned by the OffIce of Records 
AdmInistration. 

1302-3	 Records maIntaIned by the OffIce of Federal Records 
Centers. 

1302-4	 Records maIntaIned by records centers. 

1303 

Correspondence, memoranda, reports, and other 
records pertaInIng to records centers operated by or 
f.or a Federal agency. 

1304 

Correspondence, memoranda, and other records sent to 
and receIved from Federal agencIes IncludIng 
defICIency letters (DefIcIencIes In Records Transfer 
Paperwork, NA Form 13057, and DefICIencIes In Record 
ShIpments, NA Form 13028) and other routIne 

App. 13 - 2 

i, 

FILES 203 

PERMANENT. COFF at the end of the 76A16 C£-
fIscal year In WhIch case fIle IS 
closed. Offer to NARA In 5-year blocks 
when 10 years old. 

Destroy when related records are 76A16jr--
offered to NARA or when no 10T,ger
needed, whIchever IS sooner. 

Destroy when 5 years old. New item 

Destroy when 3 years old.	 New item 

New item 

COFF when the record center IS no 
longer In operatIon and place In 
InactIve fIle. Destroy when 3 years 
old. 

New item 

COFF annually. Place documents of 
contInUIng value In the next year's
fIle. Destroy when 3 years old. 
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correspondence relatlng to Federal Records Center
 
programs.
 

1305	 Bg£orQ§_~~~ggmg~i_HQr~§nQQL_~Qnfgrgn£gL_2ng
Ir2!n!ng_~Qyrsg_E!!es 

1305-1	 Correspondence, mernoranda, notlceS, appllcatlons, COFF annually. Destroy when 3 years 76A35 
attendance records, and admlnlstratlve forms old. 
pertalnlng to records management workshops, 
conferences, and tralnlng courses. (See ltem 424 
for bi l11ng documents.) 

1305-2	 Tralnlng materlals, lncludlng course outlines, Destroy when superseded or obsolete. 76A40handouts, vugraphs, and reference flIes. 

~w itsem; 

Records malntalned by the AQency SerV:vli2c~ih-l'ioIi.l.QXl....._
 

to rnomtor the status of archlval record ser ies not ~-:::~~t~h~e1r~e~co~r~d~s:e:r~le:s~ls~~
 
yet accessloned by the Offlce of the Natlonal accessloned by the he
 
Archlves. Arranged alphabetlcally by name of agency Natlonal Archlves.
 
and thereunder by record serles. Annual acc.: 2
 
cu. ft. Current vol.: 2 cu. ft.
 

APPRAISAL AND DISPOSITION 

1307 
New it~nt 

Reglsters malntalned by the Aopralsal and PERMANENT. COFF annually. Offer to 
Dlsposltlon Dlvlslon to record and ldentlfy requests NARA In 10-year blocks wheY, 10 years
for lnternal and external dlSposltlon authorltles old. 
and offers of unscheduled records. Each entry 
includes the name of the agency, the Job number, 
number of ltems, date received, date SIgned by the 
ArchlvlSt, and date closed. Arranged by record 
grouo number. Ann. acc.: 3 In. Current vol.: 2 
cu. ft. 

App. 13 - 3 



1308 

Flexible magnetic disks contalnlng lnformatlon used 
In tracklng tne status of records dlsoosltlon reauests 
(SF 115) and offers of records to NARA (SF 258) from 
date of reglstration to date of completion of the Job. 
FlIes mclude date of reglstrahoYI, Job number, number 
of ltems, appralser's name, date of last actlon, actlon 
code, NARA unlts sent for act lon, and controlllng Branch 
(Clvlllan or ~llltary). FlIes are updated monthly and 
data on closed	 Jobs are transferred to an annual hlstory
f i le, 

1308-1	 Forms used to furnlsh lnput data. 

1308-2	 Annual hlstory flle. 

1309 

Requests for Records Dlsposltlon Authorlty (SF 115) 
appralsal reports, endorsement sheets, publlc 
comments, and other records relatlng to Internal and 
external dlsposltlons. 

1309-1	 External dlsposltlon records malntalned In Records 
Appralsal and Dlsposltlon Dlvlslon (NIR). Arranged
by record group number. Ann. acc.: 4 cu. ft. 
Current vol.: 14 cu. ft. 

1309-2	 Internal dlSDosltlon records malntalned In NIR. 
Arranged by record group number. Ann. acc.: less 
than 1 cu. ft. 

App. 13 - 4 

FILES 203 

New item 

COFF monthly.	 Destroy after 
verl f icat ion of IT,put data. 

COFF annually. Destroy when 2 years
old or sooner If no longer needed 
for reference. 

PER~ANENT. COFF when 2 years ol~~ 
""Eli vOIUiD! "8"la811\5 and bilel Uflliui 
SHe, to NARAa Flet hIe I! oet J fIed;.- - f.'/ " fl 
-r'1'J."7f~r 'Cu F/fG. a Ftey '7?J1C.I'd ,~ "?7?/.I?()
T-Vd-¥I j fey' t"cJ i"h e, /8 c«I.rl1tt! Ave h J "'- E. 5 
1If/~'" /OY~'V7 dl4 /71 ')... ),eJY b/o(..Ir..5, 

PER~ANENT. COFF every 5 years. Offer 7.6AlS 
to NARA In 5-year blocks when 5 years 
old. 

http:b/o(..Ir
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1309-3	 Other copies, Including those In custodial units and 
FRC's. 

1310 

1310-1	 Requests to Transfer Records to the National 
ArchiVes (SF 258), appraisal reports, endorsement 
sheets, and related correspondence accumulated by
the Records Aopralsal and DisDosltlon Dlvlslon In 
the process of rejecting offers of Federal records 
to the OffIce of the National Archives or canceled 
offers of records. Arranged by year and thereunder 
by record group number. Ann. acc.: 2 In. Currerlt 
vol.: 2 cu. ft. 

1310-2	 FlIes maIntained by the Federal Records Centers. 

1311	 E~deral-B~g!§i~~!§QQ5ltIQn_QQ£um~ni2ilon_~~§~
E!l~ 

Correspondence, memoranda, COpies of notice, COpies 
of SF IlS, and other records accumulated In 
publIshIng notICes of records dISpOSitions In tne 
Federal Register. 

Reports cOl'ltammg tune soent on divrsion ac 
that Include type of actlvlty, hours worked on 
activity and name of IndIVIduals. 

App. 13 - :) 

Destroy when no longer needed for 
reference. 

PERMANENT. COFF annually. Offer to 
NARA In 10-year blocks when 10 years 
old. 

COFF annually. Destroy when 5 years
old. 

COFF after commentIng perIod stated In 
the Federal RegIster. Destroy when 1 
year old. 

COFF annually. Destroy when 2 years 
old or er needed, whichever 
IS sooner. 

New item 

New item 

New item 
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ADMINISTRATION OF FEDERAL RECORDS CENTERS 

1313 75Al 

1314 

1314-1 

1314-2 

1315 

Correspondence, memoranda, reports, and other 
related records maIntaIned by the OffIce of Federal 
Records Centers relatlng to the poliCIes,
procedures, and ~eneral admlnlstratlon of the 
Federal Records Centers program. Arranged
alphabetIcally by subject. 

Corresoondence, memoranda comes of agreements, and 
related records pertalnlng to reimbursable and 1'101'1-

relmbursable agreements between NARA and Federal 
agencles. Included are agreements for early 
retIrement of records and/or spec1al reference 
servIces, agreements relat1ng to M1lltary and 
clvIl1an personnel, and health records and s1Mllar 
agreements. 

Documents relat !rIg to nat ronal agreements. 

Documents relat1ng to FRC negot1ated agreements. 

Major actIVItIes and accompl1shment reports, monthly 
narrat1ve reports, unscheduled records project
reports, performance analysIs reports, statlstlcal 
summarles, space and eqUIpment reports, SImIlar 
reports and related correspondence. (See 1terns 
1316, 1317, and 1326 for automated output reports.) 

App. 13 - 6 

COFF annually. Place documents of 
cont1nulng value 11'1 the next year's
f1le. Destroy when 10 years old. 

New item 

COFF after agreement 1S term1nated. 
Destroy when 3 years old. 

COFF after agreement IS term1nated. 
Destroy when 3 years old. 
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1315-1 

1315-2 

Reports mamtaIrled 
Centers. 

Reports maintained 

by the Ofhce of Federal 

by records centers. 

Records Destroy when 7 years old, or when no 
longer needed whIchever IS sooner. 

Destroy when 3 years old, or when no 
longer needed, whIchever IS sooner. 

75Al 

75Bl 

1315-3 Reports pertaInIng to precious metals. COFF 
old. 

armual ly, Destroy when 3 years New item 

1316 New item 

1316-1 

Automated data base and related records created for 
admInIstratIve purposes to show IndIVIdual, unIt,
and center productIvIty measurements. The TASK 
system also serves as a feeder system to the 
Automated StatIstIcal Summary. (See Item 1317.) 

Inout forms. 

a. Short-term: Organization Master EntrIes, Master 
Transaction EntrIes, Batch Cards, and Employee 
Master TransactIon Entry.
b. Long-term: ProductIvIty Record and Batch Card 
and TASK Dally Work Log. 

Destroy after InformatIon has been 
keyed onto dISk fIle and verIfication 
IS comolete. 
Destory when 6 mOflths old or wherl no 
longer needed for admInistratIve 
purposes whIchever IS shorter. 

1316-2 Output reports. 

a. Employee performance measurements IncludIng
General Performance AppraIsal System (SPAS) reports 
supportIng employee performance aopralsal flIes; and 
indiVIdual monthly and yearly reports. (See also 
Item 3__ .) 

Destroy 3 years after the date of 
appraisal or when no longer needed. 

b. InchVldual Weekly Summary Report. 

App. 13 - 7 

Destroy when Individual Monthly Summary 
Report has been verified. 



1316-3 

c. Feeder reports used to prepare summary reports 
Including MIcrofilm Job Summary, WeeKly Summary, 
Monthly Summary, and Center StatIstIcal Summary. 

d. Weekly ProductIVIty ReconCIlIatIon ValIdation 
EdIt Report. 

Automated flIes. 
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Destroy when no longer needed to 
preoare the summary reoort, or 3 months 
after close of fIscal year. 

Destroy after correctIons have been 
made to the transactIon fIle. 

a. Program and documentahon flIes contalmng
machIne InstructIons designed to add or retrIeve 
Information to or from specIfic data systems and 
related wrItten documentatIon files. 

(1) FlIes maIntaIned at records centers. 

(2) FlIes maIntaIned by NCC. 

e In ut-output flIes conSIstIng of 
IS manIpulated, $Or , e 

computer run to a subsequent run and IS used In the 
process of updatIng a master fIle. 

c. TASK system master fIle. 

(1) FlIes maIntaIned at records centers. 

(2) FlIes maIntaIned at NCC. 

OverwrIte when modIfIed or destroy when 
system IS no longer IS use. 

Destroy when modIfIed or 5 years after 
program 15 no longer In use. 

Destroy after verI hcatloy. of master 
f i le, (See GRS 20, Part II, Item 11.) 

Destory when system 15 modIfIed or no 
longer In use. 

Destroy 2 years after close of fIscal 
year. 

App. 13 - 8 



1317 

1317-1 

1317-2 

1317-3 

Automated management lnformation system WhICh 
provIdes statIstIcs on a monthly basIs on maJor 
functIonal areas, staff tIme expended, and workload. 
InformatIon IS used for budgetIng and plannIng 
purposes. 

Input keyed by the IndIvIdual records centers. 

StatIstIcal Summary Report 

a. Record copy maIntaIned in OffIce of Federal 
Records Centers. Arranged chronologlcally. Ann. 
acc.: 1 In. Current vol.: 1 cu. ft. 

b. COPIes In records centers. 

Automated f i les 

a. Program and documentatIon flIes conSIstIng of 
machlne Instructlons deSIgned to add or retrIeve 
InformatIon to or from specIfIC data systems and 
attendant wrItten documentation f i les, 

(1) FlIes malntalned at records centers. 

(2) FlIes malntalned by NCC. 

App. 13 - 9 
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New item 

Destroy after InfoNoatlon has been 
keyed onto dISk flle ar~ verIflcatlon 
IS complete. 

CorP J71Y1vlJ/)(")..o 
PERMANENT./\ Offer to NARA when 7!years
old,." ",Yedy' h/(}(.,ItJ 

Destroy when no longer needed for 
admInlstratlve purposes. 

OverwrIte when modIfIed or destroy when 
system IS no longer In use. 

Destroy when modIfIed or 5 years after 
Drogram IS no longer In use. 
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edlate Input-output flIes containing 
IS manlpulat , from one 

computer run to a subsequent run and 
process of updating a master file. 

data Destroy after verification of master 
file. (See 6RS 20, Part II, Item 11.) 

c. Jliasterf rles 

(1)
Employee 

FlIes maintained 
Master File. 

at records centers: Destroy when system 
no longer In use. 

IS modified or 

(2) FlIes maintained at NeC. Destroy 13 months after 
year In which they were 

close of fiscal 
created. 

1318 New item 

Correspondence, memoranda, reports and other records 
relating to Office of Federal Records 
Centers'lnspectlon of Federal Records Centers. 

1318-1 Records maintained 
Centers. 

by the Office of Federal Records COFF 
old. 

annually. Destroy when 10 years 

1318-2 Records maintained by records centers. COFF 
old. 

annually. Destroy when 5 years 

1319 New item 

Memoranda, reports, statistical summaries, charts,
working papers, and other records documenting
quality control In Federal Records Centers. (See
Item 3__ for IndiVidual performance documentation 
f i les, ) 

COFF 
old. 

annually. Destroy when 3 years 

Aop. 13 - 10 
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ACCESSIONINS IN FEDERAL RECORDS CENTERS 

1320 75B55 

1320-1 Standard Forms (SF) 135, 135A, and related records 
for holdl ngs transferred to the Natlonal Archl ves 
for permanent retentlon. 

Transfer orlglnal to the OffIce of the 
NatIonal ArchIves wlth related 
holdIngs. Place copy In InactIve fIle 
after records are transferred. COFF 
InactIve fIle annually. Destroy when 
10 years old. 

1320-2 Standard Forms (SF) 135, 135A, and related 
for holdlngs that are not permanent. 

records 

a. Those SF 135's and related records 
after the lmplementatlon of the NARS-5 

recelved 
system. 

Place In lnactlve fIle after records 
have been destroyed, COFF annually.
Destroy when 10 years old. 

b. Those SF 
prlor to the 

135's and related records recelved 
Implementatlon of the NARS-5 system. 

Place In InactIve fIle after records 
have been destroyed. COFF annually.
Destroy when 10 years old, unless 
requlred for contInuIng reference 
purposes. 

1321 

Documents prepared by Federal Records Centers to log
lncoming shlpments of records retlred by Federal 
agencles contalnlng the followlng entrIes: 
accesSIon number, agency, agency address, date 
accesSIon number aSSIgned, date records receIved 
(pendIng), date records shelved and Records 
TransmIttal and Recelpt (SF 135) SIgned and returned 
(completed), antlclpated volume, actual volume 
receIved, and records center locatIon. 

COFF annually. Destroy when 5 years 
old proVIded necessary Informatlon has 
been converted to NARS-5 system. 

75B50 

App. 13 - 11 
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New item 

1322-1 

Documents perta1n1ng to the authorIzation and 
1mplementatlon of exceptIOns to normal access1on1ng
and d1sposlt1on practIces In the FRCls. 

Offlce of Federal Records Centers Case Fi les 

a. Freeze flIes (arranged alphabetIcally by freeze 
code). 

b. ContIngent AppraIsal Pend1ng (CAP) flIes and 
Cont1ngent ReappraIsal Pend1ng (CCRP) flIes. 

c. Other contIngent exceptIons. 

Destroy 10 years after freeze has been 
lIfted. 

Destroy 2 years after the exceptIon IS 
lifted, 

Destroy 10 years after except10n has 
been 11fted. 

1322-2 

d. Unscheduled exceptions. 

e. fill tJtheY' e.)(C.¥t/t/117t 

Federal Records Centers act10n flIes. 

Destroy 1 year after the exceptIon IS 
termInated. 
/}e5trtl/ I 'ye~r a~tey t:he.... 
eXec."t/u.., (5 tey'~/nlte/, 

a. Freeze 
code). 

flIes (arranged alphabet1cally by freeze Destroy 2 years
termInated. 

after exceptIon 1S 

b. All other exceohons. Destroy 1 year
termInated. 

after except10n 1S 

1323 New item 

FlIes created to track 
schedulIng unscheduled 
Records Centers. 

progress on apprals1ng
records in the Federal 

and Destroy
needed. 

when InformatIon IS no longer 

App. 13 - 12 



1324 

1325 

1326 

1326-1 

1326-2 

Report monitoring the status of unscheduled and 
permanent records 11'1the Federal Records Centers. 

Correspondence, memoranda, pr1ntouts, and other 
records pertaln1ng to pend1ng 1mplementat1on of 
agency records schedules. 

Autom~ated a~cess1on ~ontrol system used for 
administrat1ve track1ng and control of a~esslons 
1nto, movement w1thln, and d1sposal or transfer of 
records from a Federal Records Center. The system 
also provides stahstlcal 1nformahon and "space
available" 1nformahon through the "Space
Information System" (SIS) subsystem (See Item 1326, 
2(d) r, 

Reports and forms document1ng input a~t1ons to 
NARS-S such as the FRC Holdings Control Input (NA
Form 13116) i the Mass Data Change Worksheet (NA Form 
13117); the D1sposal AccomplIshed Report (Report 
88); and, the D1SOOsal Change Report (Reoort 89). 

NARS-S output reports. 

a. Feeder reports used to prepare sUlflllaryreports 
1nclud1ng One Time/Special Inqu1ry Reports: Reports
0'+, 05, 08, 09, 10, is, 16, 17, 18, 35, 36, 44, and 
4S. 

App. 13 - 13 
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itemCOFF annually. Destroy when 2 years New 

old. 

New item 

Destroy 1 year after Imolementat1on of 
the schedule or when no longer needed 
for reference, wh1chever 1S later. 

New item 

COFF annually. Destroy when 1 year old 
or when no longer needed for 
admln1strat1ve purposes, wh1chever 15 
sooner. 

Destroy when no longer needed to 
prepare the summary report, or 3 months 
after close of f1scal year. 



b. EdIt reports of Input errors IncludIng
TransactIon ValIdIty Error Report (Report 19), 
TransactIon LogIcal Error Report (Report 20), and 
SIS Error Cycles 2 and 3 reports. 

c. NARS-5 perIodIc reports. 

(1) Monthly reports: AccessIon Number Master 
LISt (Report 01)j Record Group ProfIle (Summary)
LIstIng (Report 02) j Federal Record Center ProfIle 
(Summary) LIstIng (Report 03). 

(2) semIannual and annual (FY) reports: Record 
Group ProfIle (Summary) LIstIng (Report 02)j Federal 
Record Center ProfIle (Summary) LIstIng (Report 03); 
Stack Sequence Report (Report 06); LocatIon Report
(Report 07); Annual Report of HoldIngs and DIsposals 
by Record Group (Report 24); RetentIon Report
(Report 37); AudItors Report (report 43). 

(3) NARS-5 hIstory reports: WIthdrawal Report
(Report 11); WIthdrawal Report 2 (Report 21). 

(4) NARS-5 edIt flIes: IVF Update Report 
(Report 28) and DIsposal AuthorIty Master LISt. 

(5) DIsposal pull lISt: Copy of DIsposal
Approved Report (Report 22) annotated WIth SIgned
certIfIcatIon IndicatIng that dISposal records were 
removed from the shelves and, where requIred, that 
the destructIon of the records was WItnessed;
DIsposal Concurt'ence Report (Report 23). 

(d) Space InformatIon System (SIS): Reserve Master 
LIstIngs, AvaIlable Space by LocatIon Report, and 
AvaIlable Space by Volume Report. 

ADD. 13 - 14 
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Destroy after correctIOns have been 
made to the transactIon fIle. 

Destroy when superseded. 

COFF annually and destroy when 1 year 
old or when no longer needed for 
admInIstratIve purposes, whIchever IS 
longer. 

Destroy when no longer needed for 
reference purposes. 

Destroy when superseded. 

COFF at the end of fIscal year In WhICh 
the dISposal IS accomplIshed. Destroy
when 10 years old. 

Destroy when superseded. 
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1326-3 Automated hIes 

a. Program and documentat1on flIes consisting of 
machlne mstruct ions designed to add or retrieve 
lnformat1on to or from specifiC data systems and 
related wrltten documentatlon flIes. 

1327 

(1) Fi les maintained at records centers. 

(2) FlIes maintalned by the St. LOU1S Data 
Systems Center (NeC). 

late lnput-output flIes conslstlng of 
data that lS mampu a , ed from one 
computer run to a subsequent run and lS used 
process of updatlng a master flle. 

c. Master FlIes malntalned at NCe: Report 21 and 
Wlthdrawal Report 2. 

REFERENCE IN FEDERAl... RECORDS CENTERS 

Overwr1te when modlfled or destroy when 
no longer ln use. 

Destroy when modlfled or 5 years after 
program 1S no longer In use. 

Destroy after verlflcatlon of master 
f'i le, (See 6RS 20, Part II, Item 11.) 

Destroy when 25 years old. 

New item 

Optlonal Form 11, Reference Request - Federal 
Records Centers, used to document the loan or 
permanent wlthdrawal of records from a Federal 
Records Center. 

1327-1 Optlonal Forms 11 (chargeout copy) 
the loan of records. 

used to document Destroy when flle(s) are returned. 

1327-2 Optlonal Forms 11 (chargeout copy) 
the permanent wlthdrawal of entlre 

use to document 
boxes. 

App. 13 - 15 

Place 
after 

In file With corresponding SF 135 
NARS-5 has been updated and the 



1328 

1329 

1330 

Documents created In fllllng requests for 
Informatlon and reproductIons of Federal Records 
Center holdlngs or authenticatlon of reproductIons. 
Included are correspondence requestIng reproduction 
or authentIcatIon servlce, prlce Quotations, 
reproduction or authentlcation servlce orders, and 
related records. (Documentatlon for reproductlon or 
authentIcatIon lnvolvlng a Prlvacy Act system of 
records should be retaIned In accordance WIth 
applIcable agency procedures.) 

Documents accumulated In authorlzlng prIvate
CItIzens and Federal employees access to records In 
the custody of the center. Included are 
applicatIons, letters authorIzIng or denYIng access,
documents deraonstrah ng the securl ty clearance of 
personnel Involved In the DeclaSSIfIcatIon program,
and related correspondence. (Documentation for 
access to a PrIvacy Act system of records should be 
retaIned In accordance WIth appllcable agency
procedures.) a. !fe.>eayc..hey 11;'1'/tl..ltuiY1 

C a yell. 

Forms, logs, and related records recordIng date of 
VISlt and name of vIsltor. 

App. 13 - 16 
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SF 135 annotated. DISPOse of In 
accordance wlth tne dIsposItIon
InstructIons for the related SF 135. 
(See Item 1320.) 

RetaIn for 90 days or untll no longer 75B5 
needed, whIchever IS sooner. 

k. t) the y 7' e ca YlIS, 
COFF annually, brIngIng forward 
docusents sh II In effect. Destroy
remaInIng fIle when 3 years old. 

75BIO 

''YJII5f~Y /;cJ FIfL-wlJe" 
COFF annually. a"iI~1d!!slil"sy uReA 6 yiliill"S 7 5B20 

...mt:-' / YfjJl- did. /JeJtruy ",~fl-? 

).. '7 yeJV> die(, 
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DISPOSITII:W AT FEDERAL RECORDS CENTERS 

1331 

Record Center documentatIon IncludIng Place In mact ive fIle after permanent 75B80 

correspondence, memoranda, NARS-5 prIntouts, and records have been transferred to the 
other records used In faCIlItatIng the transfer of Dff rce of the NatIonal ArCnt ves. COFF 
permanent records from Federal Records Centers to Inactive fIle annually. Destroy when 
the OffIce of the NatIonal ArchIves. 10 years old. 

1332 

Returned NotIces of Intent to Destroy Records INA 
Form 130011 and related correspondence requestIng
that an accesSIon or part of an acceSSIon not be 
destroyed. 

1332-1 Documents relatIng to requests WhICh were approved Place In f'i le WIth correspondmq SF 135 75B55 

by the FRC. after NARS-5 has been updated and the 
SF 135 annotated. DIspose of In 
accordance WIth dISPOSItIon 
InstructIons for the related SF 135. 
(See Item 132:0.1 

1332-2 Documents relatIng to requests WhICh were not Place HI hie WIth correspondIng SF 135 75B55 

approved by the FRC. after the records have been destroyed
or returned to the agency, NARS-5 
updated, and the SF 135 annotated. 
DIspose of In accordance WIth 
dISPOSItIon InstructIons for the 
related SF 135. (See Item 1320.1 

1333 

Returned NotICes of ContIngent DIsposal INA Form
 
130001, and related correspondence.
 

App. 13 - 17 



1333-1 Notices lndlcatlng
destroyed. 

that a complete accession can be 

1333-2 Notices lnDlcatlng that an accession 
accesslon cannot be destroyed. 

or part of an 

1334 

Correspondence received from agencies, which was 
part of the regular quarterly disposal cycle,
authorlzlng the dlsposal of records. 

not 

1335 

PROJECTS IN FEDERAL RECORDS CENTERS 

Correspondence, memoranda, and other records 
relatlng to proJects undertaken Dy the Office of 
Federal Records Centers and lndlvldual records 
centers. (See Item 1336 for Mlcrograohlc proJect 
f i las, ) 

Aop. 13 - 18 
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Place In hie wlth corresponding SF 135 
after NARS-5 has been uodated and the 
SF 135 annotateD. Dispose of In 
accordance wlth the dlSoositlon 
lnstructlons for the related SF 135. 
(See ltem 1320.) 

Place In flle with cOl"resDOYKhng SF 135 
after NARS-5 has been uodated and the 
SF 135 annotated. DISpose of In 
accordance wlth the dlsoosltlon 
Instructions for the related SF 135. 
(See Item 1320.) 

Place in hIe wlth cOl"respondlng SF 135 
after all necessal"y actlon has been 
taken. DlsDose of In accordance wlth 
the dlSPosltlon lnstructlons for the 
related SF 135. (see ltem 1315) 

COFF followlng completion of tne 
oroJect. Destroy when 2 years old. 

75B55
 

75B55 

7 5B60 

75Bll5 



1335 

1335-1 

1335-2 

1337 

1337-1 

1337-2 

1337-3 

Agency Job flIes. Documentatlon for small, short-
term JObs lncludlng Mlcrofllm PrOject Reports (NA 
Form 13090) agreements and/or coples of Durchaslng
documents flIed by agency or agency sUbdIVlSlon. 

Offlclal project flIes lncludlng pre-project 
negotlatl0n flIes and worklng proJect flIes, formal 
agreements and/or COPles of purchasIng documents. 

Mlcrographlcs equlpment inventorles, equlpment
productIon rate records, hlstorles of repalrs, and 
related records. 

Flscal year work program flIes. 

Micrographics reference flIes. 

Aop. 13 - 19 

• 

FILES 

DOFF after proJect 15 completed.
Destroy when 3 years old. 

203 

New item 

DOFF after project IS completed. 
Destroy when 3 years old. 

Destroy 1 year
eOulpment. 

after Dlsposal of 

New item 

COFF annually. Destroy
old. 

Destroy when superseded 

wnen 3 years 

or obsolete. 



FILES 203 

APPENDIX 14 

ARCHIVES, PRESIDENTIIi. RECORDS, AND DONATED MATERIII.S 

These records relate to the acqulsltlon, accesslon, arrangement, descrlptlon, preservatlon,

declasslflcatlon, and reference of archlval records and hlstorclal materlals donated to the Office
 
of Natlonal Archlves and the Offlce of Presldentlal Llbrarles.
 

CROSS-OVERITEM 
NIJIIIBsB FROM GSA MANUAL 

ARCHIVAl. REPORTING FILES 

1401 New item 

Statlstlcal summarles of archival programs.

Included are Statlstlcal Summary - Archival Programs

(NA Form 14037), and related documents.
 

1401-1	 Indlvldual and unit summary Tlme and Productlon COFF annually. Destroy when 1 year
Reports created and Malntalned In the custodlal old. 
umts. 

f,-o 71?;)J~te.ll
1401-2	 Feeder reports recelved monthly~t~ COFF annually. Destroy when 10 years

Admlnlstratlve Staff (NN-B) a~the Office of old. 
Presldentlal Llbrarles (NL). Included are copies
of GSA forms 3154 and 3406 and speclal llsts. 

1401-3	 Consolldated FY Report malntalned by NN-B. Arranged PERMANENT. COFF annually. Offer to 
by year. Ann. Acc.: less than 1 cu. ft. Current NARA In 10-year blocks when 10 years
Vol.: less than 1 cu. ft. old. 

App. 14 - 1 



1401-4 

1402 

1402-1 

1402-2 

1402-3 

·ffiI2-4 • 

Statlstlcal data base malntalned by NNPA. 

Quarterly narratlve reports summarlzlng project
work, reference service, tralnlng and professlonal
actIvItIes, admInlstratlve and personnel matters,
and other actIvItIes. 

~ / b v I3rtJ/fC~t.5 ilJ?d,,~rt5 1'7~l'lY@ / 
a. Efoptes mal"hl"ei! UI NN or NL. Ann. Ace.: 2 
cu. ft. (NN); less than 1 cu. ft. (NL). Current 
vol.: 4 cu. ft. (NN). 

b. CopIes maIntaIned by custodIal unIts and

PresIdentIal lIbrarIes.
 

Perlodic analytIcal surveys or studIes maIntaIned In 
NN or NL on reference serVIces and reference use,
includIng reports on reference InqUIrIes and
responses, reproduction orders, and other use of 
holdings. Arranged chronologlcally. Ann. Acc.: 
less than 1 cu. ft. (NN) Current vol.: 5 cu. ft. 
(NN; 1940's to present). 

Project analyses, progress reports, and related
records and forms. These f'i les may include the 
ArchIval Project Control Sheet (NA Form 14049) and 
the ArchIval Project Summary (NA Form 14038). 

-1IIs. Iatl y! 1'E!~et"tssllllilllaJ'Ull'lg >ii!ielaSslfu:8hol'l
.aeh. it les. • 

App. 14 - 2 
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COFF annually. Destroy when 3 years
old. 

#/1'/)/1'''';-

PERMANENT. COFF annually. Offer to 
NARA In 10-year blocks when 10 years 
old. 

DOFF annually. Destroy when 3 years
old. 

PERMANENT. DOFF as of 9/30/80. Offer 
to NARA In 1991. Thereafter COFF every 
10 years. Offer to NARA in 10 year-
blocks when 10 years old. 

COFF annually. Destroy when 3 years
old. 

teFF slhillall,. lles.,'oy Nil!" 3 yeaJ''''
-otd;-

New item 



FILES 203 

1403 Work Plan Files New item 

1403-1 

1403-2 

1403-3 

Annual work plans and related documents concernIng
reference service, archival projects, preservatIon,
and declassIfIcatIon. 

Annual work plan Instructlons (callI formulated by 
tfl. 

a. CoPles malntalned In NN. Arranged by flscal 
year. Ann. acc.: less than 1 lnch. Current vol.: 
1 cu. ft. 

b. CopIes In custodi~ unlts. 

~ 7" k I' It} ,,-3 
&8~le!submltted to NN. 

CopIes maIntaIned by custodial unlts. 

APPRAISAl. AND ACCESSIONING FILES 

PERPtANENT. COFF every 10 years. Offer 
to NARA in 10-year blocks when 10 years
old. 

Ilestroy when no longer needed for 
current operations. 

COFF annually. Destroy when 10 years 
old. 

Destroy when no longer needed for 
current operatIons. 

1404-1 

Case flIes relating to the establIshment and 
allocatIon of record groups. 

Record set maIntaIned by NN. Arranged by record 
group number. Ann. Acc.: 1 cu. ft. Current vol.: 
3 cu. ft. 

PERJIIANENT. Offer to NARA when no 
longer needed for current operatlons. 

73C30 

App. 14 - 3 



FILES 203
 

1404-2 

1405 

1405-1 

1405-2 

1406 

1406-1 

Other records. Destroy 
current 

when no longer
ooeratlons. 

needed for New item 

Documents accumulated 
records Into NARA. 

In accesslomng permanent 

Accession case flIes ordlnarlly malntalned In the 
unlt of physlcal custody, tYPlcally conslstlng of a 
SF 258 or equIvalent wlth or wlthout addltlonal 
descrlptlve lists and documents (e.g., SF 135),
appraisal reports wlth descrlptlve documents for 
dlrect offers, correspondence and other documents 
relatlng to the physlcal transfer of records, and a 
copy of the change of holdings report on the 
accession. (See 1308 for records relatIng to 
Internal dlsposals.) Rrranged by record group.
Ann. Rcc.: 1 cu. ft. Current vol.: 50 cu. ft. 

PERMANENT. Offer to NARA 
longer needed for current 

when no 
operatlons. 

73C5 

Worklng papers and copies In other ofhces. Destroy when 
reference. 

no longer needed for New item 

Documents created to record changes in the volume 
and custody of accessloned records holdIngs, as well 
as descrlptlve lnformatlon on records serles. 

Change of status reports at the record group level 
whlch lnclude the Change of Status Record (NA Form 
14044, formerly 6SR 6710), and related records 
maintained in the RDP Branch (NNPA). 

ADp. 14 - 4 



a. Record set held in NN-E. Arranged numerically 
by record group. Ann. Acc.: less than 1 ft. 
Current vol.: 36 cu. ft. 

b. Copies In custodial units and PreSidential
hbrarles. 

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

a. SUbm1tted for NARS A-1 input. 

b. CoPies 1n custodial un1ts and President1al 
hbrarles. 

1406-3	 Reg1sters of change of status such as the Register
of Changes In Holdings (GSA Form 6740). Arranged
chronologically, malnta1ned either at the dlvls10n
or branch level depending on organlzat10n of work In 
the d1vlsion. Ann. Acc.: less than 1 cu. ft. 
Current vol.: 5 cu. ft. (1940's to present) 

1406-4	 PeriodiC statistical or narrative reports or
summaries of change of status or holdings. 

a. NN-B copy. Arranged chronologically. Ann. Ace.: 
less than 1 cu. ft. Current vol.: less than 5 cu. 
ft. (1940's to present) 

b. Other offices. 

App. 14 - 5 
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PERJIIANENT. Offer to NARA when no 
longer needed for current operations. 

Destroy when no longer needed for
current operat IOns. 

Destroy three years after complete
verification of 1nput into NARS A-1. 

Destroy when no longer needed for 
reference. 

Destroy when no longer needed for
current operat10ns. 

PERMANENT. COFF as of 9/30/80. Offer 
to NARA in 2001. Thereafter, COFF 
every 10 years. Offer to NARA 1n 10-
year blocks when 20 years old. 

COFF annually. Destroy when 2 years
old. 

73C20,74CS 

New item 

New item 

New item 

New item 

73C20,74CS 

New item 



FILES 203 

1406-5	 NARS Arl System containing the automated Change of 
Status - below Record Group Level and other machine-
readable descriptions of NARA holdings. • 

. elltr<>d dOc.o"'f'~tlfttJYJ,
with r 

a. Master fll~1l Arranged by record group and PERMANENT. Offer to NARA ..hen no 
subgroup. Ann. Ace.: less than 1 reel. Current longer needed for current operations.
vol.: 2 reels. 

b. Microfiche	 of A-l. Destroy when superseded. 

1406-6	 Record Group Stahshcs and AnalYSIS (NARS A-l 1/2 
or A-a-C Lists). Statistics and other analyses of 
holdings by record group, custodial unit, and type
of record. 

jIt/;tIJ -re. fa., t,.j clo c. (J ??!(-';Jtl t/u'7.. 
a. Master fll~1\ Arranged by record group and PERMANENT. Offer to NARA .. hen no
 
subgroup, custodial umt, or type of record. Ann. longer needed for current operatlons

Ace.: less than 1 reel. Current vol. :1 reel.
 

b. FY End Report. Arranged by record group and PERJIlANENT. Offer to NARA In 10 year-

subgroup, custodial unit, or type of record. Ann. blocks lIhen 10 years old.
 
Ace.: less than 1 cu. ft.
 

e. Quarterly	 Report. Destroy lIhen superseded.
 

Reference flIes used for research Into funchons and Destroy When superseded or obsolete. 
recordkeeping practices of Federal agencies or 
offices whose records are accessloned by NARA. 
Included are records management surveys, copies of 
SF 1155, manuals, directiVes and other Issuances 
relating to the management and filing of agency 
records, COPies of agency directories, and related 
records. 

App. 14 - 6 

73C20 

New item 

73C20 

73C20 

New item 

73C35 
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QJISITI~ ANDDISPOSIT~ IF IDATED MATERIALS 

1408	 Presidential Acqu1s1t1on and Facil1ty Files 

1408-1 BaS1C acqu1s1t1on documents for Pres1dentlal papers
and fac1llt1es Ma1nta1ned In the Office of 
Presidential Libraries - Central Office. Included 
are correspondence, letters of Intent, deeds of
glft, and other legal documents, Including or1glnal
legal documents concern1ng Pres1dentlal papers and
fac1lltles. Arranged by President and thereunder

'chronologically. Current vol.: 15 Inches (Hoover 
to Reagan). 

1408-2	 Background papers including correspondence With the
White House, Congress, and other interested
agencies, persons, and foundatlonsj building
drawlngSj blueprlntSj and related records. Frles 
are maintained In the Office of Presidential 
Libraries - Central Office. Arranged by President. 
Estimated accumulation: 2 cubiC feet per PreSident. 

Documents accumulated In soliCiting and acquiring
donated h1storical material and oral h1story
1nterv1ews by PreSidential libraries and the Office 
of Nat10nal ArchiVes. 

1409-1	 Acqu1s1t1on case file ma1ntalned In un1t of custody. 
Included are deeds of glft, donor Information,
correspondence, and related records. Arranged
alphabehcally by last name of donor or by record 
group. Ann. Ace.: varies by library. Currrent 
vel. : 150 cu. ft. 

App. 14 - 7 

Corro" (dm;,h t/~, 
PERMANENT..Il8ffEl' te NAAA _hen 'lie- 74 C 1
 

~gel2 fIaIMIsd tel" ellrl'E'ftfiepel'Sholi9. /J "
 
T~J'1>f~r tcJ t~e. /f/c:Jtn)>1d;/ YG/)/1/1'5 

I" 7 yeiv b/oc."kY {.#A~n ;Jot; 

)'ClY5 o/~ 

CoFF 
PERMANENT• .Qffl!'l fie NARR when no 74Cl 
longer needed for current operations. • 

IrrlI15f<-Y' td A'tlr/nll /lyc."hIV'l>"> 
1A/A eY/ -,0 year 5 die( 

PERI'1ANENT. Offer to NARA when no 74Cl 
longer needed for current operations. 
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1409-2 

1409-3 

1410 

1411 

1411-1 

141H! 

Working papers and copies In other offices. 

AcqUlsltlon logs or registers. 

Documents accumulated In acqulrlng, describing,

malntalnlng, serviclng, document lng, and preservlng

museum objects. Included are correspondence,

exhlblt reports, condltlon reports, photographs, and

related records. Arranged by accession number.
 
Ann. Ace.: less than 1 cu. ft. per library.
 
Current vol.: varies by library.
 

Documents created In the disposal of donated (or

purchased) materials In the holdings of presidential

libraries and museums. Included are requests for

disposal authorlty, endorsement sheets, forms used,

and related records.
 

Record COPies maintained In the Presldentlal
 
Llbrarles. Arranged alphabetlcally by last name.
 
Ann. Acc.: less than 1 cu. ft. Current acc.: less
 
than 1 cu. ft.
 

other COPies.
 

App. 14 - 8 

New itemDestroy tlhenno longer needed. 

PERMANENT. Offer to NARA tlhenno 74Cl
 
longer needed for current operatlo~ L •
 

a r wAe 71 'pO yed Y <; (j/a; UN) 1c-4 e VPy' 

17 70c'Yley, 

Ne1el ; tem".PERMANENT. Offer to NARA "hen no 
longer needed for current operatlo~ 

a r k/J,en 70 Ye<l rJ ()/cI; 
W-/"[,,,f, e «e « 17 .5"tJne ~ 

PERMANENT. COFF annually. Offer to 74Cl
 
NARA In 10-year blocks "hen 10 years
 
old.
 

New itemCOFF annually. Destroy tlhenno longer
needed for current reference and 
operatlons. 



ARRANGEMENT, DESCRIPTION, AND PUBlICATION 

1412 

Documents accumulated In the overall admInIstratIon 
of proJect work, Including memoranda, InstructIons,
procedures, POlICY statements, gUIdelInes, general
program plans, reference materials, and related
records. 

1413 

FlIes created to document IndiVIdual archIval or 
museum proJects of arrangement, description, access,
automat lon, and publlcatIon. Included are proJect
descriptIOns, plans, authorlzatlons, background and
reference materIals, any completed publlcatlon or 
other flnal product, as well as SF 135's,
registratlon and restriction materials used to make 
the varIOUS statements, and other records related to 
that record group. 

1413-1	 Record copy of unpublIshed proJect product. (For
pUblished products, see , Publlcatlon File.>
Arranged numerically by record group number. Ann. 
Acc.: less than 1 cu. ft. Current vol.: 15 cu. 
ft. (1940's to present). 

1413-2	 Other records. 

1414 

Documents created wlthln a custodIal unit for 
admlnlstratlve	 control of archival and museum 

ADp. 14 - 9 
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PROJECT FILES 

New itemDestroy when superseded or obsolete or
 
no longer needed for current

operatIOns.
 

PERMANENT. -8ubmtt NeqltEst h I~aFl!3f!r "" 73Bl, 74Bl 
~J!l"e ...al, al'ls Rel!!lpt of RecOid!l kI-
~heiial fhllJoes ISf 258). ~oFF 0'7 L' 

C-D1AjJ/ptU)71 .of /n;le&t; TrcJ.#1jFt'r'
tcJ t:ne Atl'llnt!/ /lrc;'J'(/p~~ I ~ ,. .relY 
blocJr; W/f,e~ Ie) yerlr ~ db, 

COFF followlng comoletlon of proJect. 73Bt" 74Bl 
Destroy when 2 years old If no longer
needed for reference or currer,t
operat Ions. 

COFF follOWing completion of proJect. 73B5
 
Destroy when 2 years old.
 



project assIgnments and work. Included are work 
assIgnment regIsters, project control sheets, and
related forms and records. 

RECORDS RESTRICTION FILES 

1415 

1415-1	 Documents accumulated In establIshIng lImItatIons on 
access to records accessioned by NARA. Included are 
general InformatIon, regulatIOns, dIrectIVes, and
statements on access restrIctIons, case flIes, and 
related records. Arranged by record group number. 
Ann. Ace.: less than 1 cu. ft. Current vol.: 13 
cu. ft. (1940's to present). 

1415-2	 Documents accumulated In InterpretIng deeds of gIft,
restrlction statements, and other llmltatlons on 
access to materIals donated to or acquIred by
PresIdentIal LibrarIes. Included are general 
InformatIon on restrIctIons, access precedent flIes, 
and related records. Arranged alphabet ically, Ann. 
Acc.: less than 1 cu. ft. 

1415-3	 Other records. 

See CJtttlt.!rmp¥1t---n@Kt ?hee"t-: 

1416 

Documents created In granting restrIcted aceess to 
the NIXon papers, WhICh are neIther accessloned 
records nor donated hIstorIcal materIals as 
descrIbed In thIS appendIX. Access IS lImIted to 
the former preSIdent, hIS desIgnated agents, and
government agenCIes if needed for ongOIng govermnent
bUSiness. Access IS also obtaIned when NARA becomes 
a third party In lItIgatIon InvolVIng these
materIals. OtherwIse, there IS no publIC access to 
the papers. 

App. 14 - 10 
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PERMANENT. Offer to NARA when no 73C25
 

longer needed for current operatIOns,

OY wh e., ~cJ /f':I)' s I1ld

./ 
VV~/C h e r r r: I~ 50d7lf>Y, 

PERMA~NT. COFF follOWIng explratlon 74A15 
or removal of restrIctIons. Offer to 
NARA when no longer needed for current
operatlons.:?"Y tA/ he>? :JcJ ye tl y.5
,dd/ WhlcAf>I/PY I~ ..$OdYlP< 

Destroy when no longer needed for New item 
reference. 

mailto:CJtttlt.!rmp�1t---n@Kt


1415-4. Interagency Agreement on Access. Documents 
accumulated in establishing and interpreting the 
"Interagency Agreement on Access for Official Agency
Historians." Included are signed acceptances of agreement,
correspondence with agencles interested in acced1ng to the 
agreement, general information, instructions to NARA staff 
on lmplementation, requests for access under the agreement,
case files, and related records. Arranged chronologically.
Annual Acc: less than 1 cu. ft. 

PERMANENT. Cutoff when superseded. Transfer to the 
National Archives in 5 year blocks when 5 years old. 



1416-1	 Special Access Case FlIes. Included are requests 
for legal consIderatIons or requIrements, 
correspondence and subpoenas or court orders. 
Arranged by assIgned number. Annual acc.: less 
than 1 cu. ft. 

1416-2	 Other copres and workIng papers. 

1416-3	 Completed PresIdentIal HIstorIcal MaterIals
ReceIpts. 

REFEREt«:E AND REPRODUCTI~ SERVICE 

1417	 R~ference and ReproductIon Rdministration F!!~§ 

Documents accumulated In the general operatIon of
reference and reproductIon servIces, IncludIng
procedures, InstructIons, guidelInes, policy
statements, form letter responses to inquIrIes,
reference materlals, prlce lIStS, reproductIon and
authentlfication InformatIon, InformatIon on offIce
copyIng, duplIcatIon and photo labs, and related 
records. 

1418 

Documents accwnulated in ISSUIng researcher 
IdentIfIcatIon cards, acquaIntIng researchers wIth 
research room regulatlons, and in authorlzlng access 
to restrIcted or securlty-classlfled materIals. 
Included are researcher applIcatIons, letters of 
IntroductIon, access requests, offICIal documents 
authorlzlng or denYIng lndlvldual access to 

Rpp. 14 - 11 
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PERMANENT. COFF annually. Offer to
 
NRRR when no longer needed for legal

conSIderatIons, or reqUIrements, or for
 
current operatIons.
 

Destroy when 10 years old or when no
 
longer needed for legal reqUIrements or
 
current reference.
 

Place in InactIve flle after material
 
IS returned. DOff annually. Destroy

when 10 years old or when no longer

needed for legal reqUIrements or
 
current reference.
 

FILES 

Destroy when superseded or obsolete. 73A25 



restrlcted materIal, researcher-slgned research room 
regulatIons, related forms such as the Researcher
ApplIcation (NA Form 14003) and Research 
ApplIcatIon - PresIdentIal Llbrarles (NA Form 
14003A) and other related records. 

1418-1	 Researcher applIcatIon forms. 

a. IssuIng offIce. 

b. other ofhces. 

1418-2	 Other records related to researcher applIcatIOns. 

a. CustodIal unIt research room regulat10ns sIgned
and acknowledged by researchers. 

b. Correspondence and other records. 

1418-3	 Appllcatlon for access to classif1ed and restricted 
materIals, Including documentatIon of the
researcher's clearance for such access, and related
records. 

1418-4	 Records relating to requests for access to donor-
restricted materIals. 

1419 

Documents created In recordIng researcher use of 
central, custod1al unIt, and lIbrary research rooms. 

App. 14 - 12 
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-r: f tcJ rsc /Yhe" / r»: (lid,,:ylll} ev COFF annually" I'roid 1 yelP, 8ftd I etxl eo- 73A5, 74AS 
h FRe. Destroy when ;I years old.;.r 
COFF annually. Destroy when 1 year 73AS 

old. 

New itemCOFF annually. Destroy "hen 1 year
old. 

COFF annually. Destroy when 2 years New item 
old. 

Destroy 2 years after declaSSIfIcatIon 74A5 
of requested mater1als. 

Destroy 2 years after open1ng of 74AS 
requested materials. 



1419-1 

1419-2 

Included are research room registers such as 
Register of Researchers (NA ForI! 14004), Control 
Reference Staff (NR Form 14004R), Register of
JIIicrohlrnResearchers (NR ForI! 140048), and related 
records. 

Research roollluse for wtnch researcher 
Identification cards are needed. 

Research room use for which no research card IS 
needed. 

Documents created in prOViding records to 
researchers in central, custodial, and library 
research ~s. Included are Reference Service 
Slips (NR Form 14001) and other forms that Identify
the records being used by a researcher, and related
records. 

1420-1 

1420-2 

1420-3 

Copies of reference service slips that record dates 
and tlMeS of researcher use, and what materlals were 
furnished. (pink copy) (Note: Reference servIce 
slip for records serViced only In separate custodial
unit research rooms also fall under thiS section.) 

Dupllcate coples of reference service slips retalned 
in custodial units, for materlals sent to a central 
research room. (whlte copy) 

Other records. 

Rpp. 14 - 13 

FILES 203 

11'cl'7Srr-o{ to F/IC &.tI/'t'7r ) Y-r. u/d, 
COFF annuallYlf'\he!d1 ~iWi and ¥,8h~ 7 3Al 0, 74Al 0 

1Ioe-Ffte: Destroy whend-xears old. 

COFF annually. Destroy when 2 years New item 
old. 

TY'/'7f>hY" 1:" FAt.- IoY.AI''' / Yv: pi/, 
COFF annuallYN'eld 1 yell', 81'1dl"eh1"e 73AlS, 74A20 
to FRe.- Destroy when >I years old.

).~ 

COFF annually. Destroy when 2 years New item 
old. 

COFF annually. Destroy when 2 years 73AlS, 74A20 
old. 

http:FAt.-IoY.AI


1421 

FILES 203 

Documents created or accumulated in provlding
referel'lCeservice to Mall, telephone, or 
electronIcally	 transmItted 1nqU1r1es from Federal 
agenc1es, researchers, the general publ1C, and NARA 
off1ceS, for general and spec1fic requests for
lnformatlon on or copIes from NARA holdIngs. 
Il'lCludedare orlg1nal incom1ng correspondence or 
records of non-wr1tten InqUIrIes, COPIes of rephes,
and related supportIng materIals. The files may
include copIes of reproductIon servIce forms. (See 

Item 1423, ReproductIon serVIce FlIes.) 

1421-1	 CommunIcatIOns control flIes, whICh Include 
regIsters and logs (ll'lCludlngautomated logs), that
list IncomIng reference requests and replIes, WIth
related informatIon. 

1421-2	 RoutIne 1nqulrles and rspl ies, and related records. 

1421-3	 Correspondence and supportIng documents, maIntaIned 
at the branch or lIbrary level, relatIng to
SIgnIfIcant persons, subJects or events, noted 
researchers or research projects, or replIes 
InvolVIng repetitIve, dIffIcult or compleK research. 

1421-4	 ReadIng flIes of reference correspondence, IncludIng
eKtra copies of outgoIng letters. 

1422 

FlIes created m response to Freedom of InformatIon 
Act (FOIA) and mandatory rev1ew requests for
InformatIon from accessloned records In the custody 
of NARA. Il'lCludedare orIgInal requests, copies of 

App. 14 - 14 

COFF annually. Destroy when 2 years 
old. 

COFF annually. Destroy when 2 years 
old. 

Destroy when no longer needed for 
current operatIOns. 

Destroy when no longer needed for 
reference. 

73Al, 74Al 

New item 

73Al, 74Al 

New item 

New items 



FILES 203
 

1422-1 

replies, and related supporting materials. (For 
other types of FOIA requests flIes, see 1033.) 

Commumcations control flIes, which include
registers and logs (Including automated logs), that
list Incoming requests and replies, and related
Infort'latIon. 

a. Log maintained 
(NN) 

In Off1ce of Nat10nal Arch1Ves COFF annually. Destroy when no longer
needed for reference. 

1422-2 

b. Other flIes maintained at the branch level. 

Documents maintained at the branch level relat1ng to 
those records where or1ginat1ng agency authority 1S 
needed or NN has dented access to all or part of the 
requested records. Included In these author1ty case 
flIes are the orlglnal request, a copy of the reply, 
agency authorlzatlon or denlal, and support1ng 
materlals. Arranged by FOIA number. Ann. acc.: 
less than 1 cu. ft. 

COFF annually. Destroy when 2 years
old. 

(.()FF ann "'i///: 
PERMANENT ••'l Offer to NARA In 10-year
blocks when 10 years old. 

1422-3 Routine FOIA lnqulrles and repl1es, and related
records, granting complete access to all the 
requested records or respondlng to requests for 
nonexistent records. 

COFF annually. 
old. 

Destroy when 2 years 

1422-4 FOIA Inquiries and rephes, and related records, 
denYing access to all or part of the requested 
records maintained In NN. 

COFF annually. 
old. 

Destroy when 4 years 

1422-5 FlIes created In respondlng to appeals under the
FOIA for release of lnformahon deYlled by NARA, 
consisting of the original letter, a copy of the
reply, and related supporting documents. 

App. 14 - 15 



a. FlIes created prlor to Aprll 1, 1985, and
maintalned by the Offlce of the Natlonal Archlves
(NN-B). Arranged chronologlcally. 

b. FlIes created after Aprll 1, 1985, and
malntalned by the Deputy Archivlst (ND). Arranged 
chronologlcally. Ann. Ace.: less than 1 cu. ft. 

c. FlIes malntained In other offlces. 

1423 

Documents created In flillng requests for
photographlc, photostatlc, electrostatlc,
electronlc, printed, recorded, or other 
reproduchons of accessloned records and donated 
materlals; requests for authentlcatlon of such
reproductlons;	 and requests for authorlzatlon to 
reproduce restrlcted materlal; and related records. 
Included are correspondence requestlng reproductlon 
or authentlcatlon servlces, prlce quotatlons, 
reproduction or authentlcatlon servlce orders, forms 
used such as the Order for Reproductlon Servlces
(NATF Form 72). (Note: COPles of extenslve 
reproductlon servlce order that relate to 
signiflcant use of NARA holdlngs, such as for a 
book, exhiblt, fllm, or relatlng to a slgnlflcant
researcher or research topic, should be retalned In 
the custodial	 unlt flndlng aIds.) 

1423-1	 Reglster or log of reproductlon requests and servlce 
orders. 

1423-2	 Reproduction requests, reuests for authentlcatIon, 
related correspondence, service orders, invoIces 
from contractors, and related records. 

App. 14 - lEi 

FILES 203
 

PERMANENT. Offer to NARA In 1995. 

PERMANENT. GOFF annually. Offer to 
NARA in 10-year blocks when 10 years
old. 

COfF annually. Destroy when 4 years 
old. 

COfF annually. Destroy when 2 years 73A25, 74A30 
old. 

GOFF annually. Destroy when 2 years 73A25, 74A30 
old. 



FILES 203
 

1423-3	 Documents authorlzing or not authorizing the 
reproductlon of agency or donor restrlcted, or 
copyrlghted materlals. Included are requests for 
authorization, replies, letters from copyrlght and 
proprietary rlghts owners grantlng or denYlng
peralsslon for NARA to furnlsh reproductlons,
letters of lndemnlflcatlon, and related records. 

1424 

1424-1	 Documents created in making accessloned records 
available to the orlglnatlng federal agency for 
temporary loan. Included are requests for loans,
external loan recelptS, loan registers, forms such 
as the Loan Recelpt for the Natlonal Archlves (NA 

Form 14014), and related records. 

1424-2	 Documents relating to unrecoverable loans and 
permanent wlthdraws. 

1424-3	 Reglsters or logs of agency loansj external loan 
receipts, and related records. 

1425 

Documents accumulated to assist researchers and NARA 
staff In accesslng and finding accessloned records 
and donated materlals. These documents are usually
created by NARA or by the orlglnatlng agency or 
lndlvldual. Included are COpies of published and 
unpublished flndlng aids, lists, reference reports,
COpies of reference replies, Indexes, lnventorles, 
serles descriptiOns, descrlptlons of NARA holdings,
copies of published artlcles, books, pamohlets, and 
other publlcatlons. 

App. 14 - 17 

COFF annually. Destroy when 5 years
old. 

COFF annually follOWing return and 
lnspectlon of loaned ltems. Destroy
when 1 year old. 

COFF annually followlng return and 
lnspechon of loaned ltE!l'llS.Destroy
when 1 year old. 

Retain for current reference. Destroy
when superseded or obsolete. 

73A26
 

73A20
 

New item 

73A30 



1426 

1426-1 

1426-2 

1427 

1427-1 

DEa..ASSIFICATIIt4 FILES 

DeclasSlficatlon PollCY Files 

Documents created or accumulated ln request lng,
establlshlng, 1nterpret1ng, 1mplementlng,
authorlzlng, and provid1ng gUldance 1n the use of 
declass1flcatlon lnstructlons and pollcles. 
Included are correspondence, memoranda,
authorlzat1ons, dlrectlves, rev1slons, corrections,
1nterpretations, and related records. Arranged
alphabetlcally. Ann. Acc.: 1 cu. ft. Current 
vol.: 3 cu. ft. 

Documents created ln obtainlng author1zatlon and
guidance for declasslfYlng securlty-classlf1ed
lnformation or materlal or1glnated by the U.S. 
Government or organizatlons concerned, or withln 
thelr area of securlty lnterest. 

Documents created in obta1nlng authorlzatlon and 
gUldance for declasslfYlng security-classlfled
lnformatlon or materlal orlglnated by foreign 
governments or 1nternatlonal organlzatlons 
concerned, or wlthln their area of securlty 
Interest. 

Documents created In provldlng general lnformahon
to the publ ic and to members of Congress about NARA
declasslfication program. Included are requests for 
InformatIon, replIes, and related records. 

Rouhne lnquirles, rep iles, and related records. 

App. 14 - 18 

FILES 203
 

PERMANENT~.iff!. ts NARA NAiR ~Q 73Dl, 73D5 
lePlge. heeded ~" c:u¥,J'8~t "e~e"e"ee anLi-
8!1ershsl'ls.- "ITd~> fey' t;-cJ the-

/V a..,C ((/..., t / /-J J" ,J,/'V~'> I?J ~)(!J v 
b/ol-Ir:7 when s: yerJY5 elle/, 

CtJFr when .5C1/f'Y.Jl>~/, 
PERMANENT".,-Qffel" tQ DlARA w~el'tPl8 73D30
 
18P\§e\ \Ieede!! ~81'elill !flt \ efe. Ene! anti
 
9IMM"at18f1S. ffJ,II S Ie Y' t:~ -c-h e.
 

,/Y'J,t(;'7IJ-/ /Jl"chIV(1~ (71 '7YrJV' 
1/0G- f-5 lV6e~ 7/c-;V5 die/, 

COFF annually. Destroy when 2 years 73D35 
old. 



FILES 203
 

1427-2 

1428 

1428-1 

1428-2 

1428-3 

1429 

ReplIes InvolvIng unusually dIffIcult or complex 
research, noted researchers or research proJects, or 
SIgnIfIcant persons, events, or subjects lIkely to 
have further Ir~ulrles. 

DeclaSSIfIcatIon reVIew case flies created In 
conductIng FOIA, mandatory, specIal, and systematIc
reviews of securIty-classIfIed materials In Federal 
and non-Federal repOSItorIes, PresIdential 
LIbrarIes, and NARA custodial units. 

Record copy of fInal declassIfIcatIon report for
each project. Arranged by type of revIelland
thereunder by project number. Ann. Accum.: 2 cu. 
ft. Current vol.: 30 cu. ft. 

Researcher and agency requests for FOIA, mandatory
reVIews, reposItory and custodIal unIt requests for
systematIC reviews; agency coordInatIon
correspondence; Deciassl hcahon ReVlew Worksheets 
(GSA Form 7130) shOWIng Items wlthdralffl,worksheets
shOWIng agency reVIew determInatIons; COPIes of 
ClaSSIfIed AccountabIlIty Records (GSA Form 1237}j
Loan ReceIpts for the NatIonal ArchIVes (NA Form
14014); other loan records; recommendatIons for bulk 
declassIfIcatIon; and related records. 

TransmIttal memoranda and declassIfIcatIon 
worksheets WhIch do not reflect Items WIthdrawn or 
agency determInatIons. 

Automated Inventory contaInIng the project number,
date, claSSIfIcatIon level, agency, re-revIew date, 

App. 14 - 19 

Destroy when no longer needed for 
current operatIOns. 

PERMANENT. COFF annually. Offer to 
NARA In 5-year blocks when 15 years 
old. 

COFF annually on completIon of proJect. 
Destroy when 15 years old or when no 
longer needed for current operatIOns. 

COFF annually on completIon of proJect. 
Destroy when 1 year old. 

73D35
 

73DSO 

73D45 

New item 

New items 



reason for withdrawal, and location for each
document wlthdrawn durlng declasslflcatlon revlew. 

1429-1	 Master flle. Arranged by record group and project 
number. Ann. Acc.: less than 1 reel. Current 
Vol.:less than 1 reel. 

1429-2	 Top Secret lnventory. 

1429-3	 Project report. 

1429-4	 Statlstlcal Report of Items Wlthdrawn. 

1429-5	 Speclal reports. 

1430	 Decl~sslf!catlon Log System 

Automated log contalnlng statlstlcs and brlef 
narratlve lnformatlon on the status of 
declasslflcation projects lncludlng begln and end
dates, and proJect statlstlcs. 

1431 

Documents accumulated from revlew project work and
used for plannlng, and replYlng to lnquirles f~o
custodlal unlts. Included are coples of reports,
lnventorles and flndlng aIds, and project summarles. 

App. 14 - 20 

FILES 203 

//e,?traY
PISJillfilllllll'. flrr!, to NA. Mhen no 
longer needed for current operatlons. 

Destroy when superseded or cancelled. 

Flle wlth record copy of flnal
declasslflcatlon report. (See 1428-1
for dlSposltlon lnstructlons.) 

DOFF annually. Destroy when no longer
needed for current ooeratlons. 

Destroy when superseded or cancelled or 
when no longer needed for current
operations. 

Destroy when superseded or obsolete. New item 

Destroy when no longer needed for 73DIO 
current reference and operatlons. 



1432 

FILES 203 

Documents created in prepar1ng the annual report to 
the Informatlon Secur1ty Overs1ght Off1ce (15001,
and ltS predecessor, the Interagency Classlflcatlon
ReVleN Commlttee (ICReI, on NARA declasslflcatlon
programs, and any speclal reports for the
Informatlon Securlty Overslght Off1ce (15001. 

1432-1	 Record copy of annual and special reports. 

1432-2	 Other records and non-record material, such as 
worklng papers and extra COPles of reports. 

1433 

Documents accumulated ln ascertaln1ng the securlty 
clearance of mliltary or other non-NARA personnel
involved ln the NARA declasslf1catlon program.
Included are requests for securlty clearance, COPles 
of replles, and related records. 

PRESERVATI~ FILES 

1434 

Documents accumulated in the general operahon of 
preservatlon actlv1t1es, lncludlng technlcal data
and stUdles, reference materlals, plans,
lnstruct1ons, procedures, gUldellnes, poilCY,
spec1flcat1ons, and related records. Included are 
subject flIes of general informat1on on preservation
methods, mater1als, COndltlOns, controls, problems,
solutlons, treatments, and types of records. 

App. 14 - 21 

COFF annually and destroy when no 
longer needed for reference. 

Destroy 1 year after report 1S 
subm1tted and approved. 

DOFF annually. Destroy 2 years after
clearance has been approved. 

Destroy when superseded or obsolete. 

73D40 

73D40 

New item 



FILES 203 

1435 79AS 

Documents accumulated in record1ng the activit1es of 
NARA preservahon labs. Included are preservahon
logs, schedules, laboratory work books, ass1gnment 
reg1sters, program plans, proposals, and related 
records. 

1435-1 Preservat10n Master Log. COFF annually. M1crof1lm when 2 years
old. Destroy after m1crofilm 1S 
ver1f1ed. 

1435-2 Preservat10n Master 
chronolog1cally. 

Log - M1crof11m Copy. Arranged PERMANENT. Offer to NARA after fi 1m 1S 
ver1f1ed. Th1S cert1f1es that the 
records descr1bed on thlS form w111 be 
m1crof11med 1n accordance w1th the 
standards set forth 1n 41 CFR 
101.11.506. 

1435-3 Logs and Reg1sters. GOFF follow1ng complet1on or other 
term1nat1on of work. Destroy when 2 
years old. 

1435-4 Other records. GOFF follow1ng completion or other 
term1nat10n of work. Destroy when 3 
years old. 

1436 

Case flIes that document preservatIon proJects
undertaken for 1nd1V1duai 1tems, selected group1ngs, 
or whole collect10ns of accessioned records or 
donated mater1als. Included are preservat10n or 
conservat10n proposals and plans, conservators' 
cond1t10n reports, treatment reports, photographs, 
forms used to document work completed, contracts,
and related records. Forms used mclude Request for 

App. 14 - 22 



Conservation Treatment {NATF Form 72-H)j Film
Insoectlon Record (NA Form 14043)i and Document 
Preservation History (SSA Form 7276). 

1436-1	 Case files relating to preservation projects for
Individual Items, selected groups of records, or 
whole collections. Arranged by record group number. 
Ann. Ace.: less than 1 cubiC foot. Current Vol.: 
2 cubiC feet, NNP. 

1436-2	 Other records In custodial units. 

1436-3	 Other offlces. 

1436-4	 Documents relating to preservatIon of museum
holdIngs (If kept separate from 1410, "useum Item
Case Files). Arranged by project htle. Ann. Ace.: 
less than 1 cu. ft. Current Vol.: varIes for 
hbrarles. 

1437 

Documents created by NARA Research and TestIng
Laboratory In researching the causes of records 
deterioratIon, methods and materials for arrestIng 
deterioratIon, and for rehabIlItatIng, reproducing,
and preservIng records and other archival materials;
and In teshng of archival and conservatIon 
materials. 

1437-1	 Research Case FlIes. Case flIes on research 
relahng to paper, paper chemIstry, non-paper
materIals, and related subjects; and watermark
flIes. Included are test results, test reports, and 

App. 14 - 23 

FILES 203
 

PERIllANENT. COFF annually. Offer to 73BIO 
NARA when no longer needed for 
reference. 

New itemCOFF after completion of work, hold for
5 years, and retlre to FRC. Destroy
when 10 years old. 

New itemCOFF after completIon of work. Destroy
when 2 years old. 

PE~NENT. COFF annually, hold for 5 74BS 
years, and ret Ire to FRC. Offer to 
NARA In 5-year blocks when 10 years
old. 

PERMANENT. Offer to NARA when no New ;ltem
longer needed for reference or current 
operat IOns. 



1437-2 

logs. Arranged by subject, Ann. Ace.: 6 lnches. 
Current Vol.: 8 cublc feet. 

Testlng flIes. Records concernlng speclflC ongolng 
qualIty assurance testlng of archlval and 
conservatlon SUpplIes. Included are resIdual 
thIosulfate tests of processed mlcrofIlm, tests of 
other paper and non-paper materIals, and related 
records. 

1438-1 

1438-2 

Documents created to monItor envIronmental 
condltIons In NARA records holding areas. (See Item 
689 for EnvIronmental Condltlon Operating Records. I 

a. Weekly summary reports maIntained by Chemlstry 
Laboratory. 

b. other COPIes. 

Weekly hydrothermograph charts, and other records. 

1439-1 

Narratlve and statlstlcal report on preservatlon
actIvItIes submItted monthly to the Archlvlst by the 
Preservatlon Offlcer. 

tJff/,,nJ
/1 Copy malntalned by Preservatlon OffIcer. Arranged

chronologIcally. Ann. Ace.: less than 1 cubic foot. 

App. 14 - 24 

FILES 203 

Destroy when superseded or obsolete. 

COFF annually. Destroy when 15 years 
old. 

Destroy when 2 years old. 

COFF annually. Destroy when 2 years
old. 

PER~NENT. COFF annually. Offer to 
NARA In 10-year blocks when 10 years 
old. 

73B15 

New items 

New item 



FILES 203
 

1439-2	 Other cOPles. 

Records concernlng perlodlc preservatlon surveys
completed to monitor the condltl0n of NARA records,
lncludlng textual records, m1crofllm holdlngs,
motl0n P1Ctures, photographs, and magnetlc tapes. 

1440-1	 Correspondence, survey fol"lJlS,survey reports, and 
supportlng statlstlcal data malnta1ned by
Preservatl0n OffIcer. Arranged by survey. Ann. 
Acc.: 2 cu. ft. Current Vol.: 4 cu. ft. 

1440-2	 Working papel"S and other copres. 

1441	 Precious I'Ietal~rt 

Annual report and background materlals on NARA 
actlvltles regarding precious metals recovery. 

RECORDS STORAGE FILES 

1442-1	 Documents accumulated ln creatlng and malntainlng
speclal storage systems for 1mportant accessloned
records and hlstorlcal materlals ln NARA. Included 
are records relatlng to the dlsplay systems for the 
Chartel"S of Freedom in the National Arch1Ves 
bU1ldlng and the Halon protectlon system. Arranged
by name of case f1le. Ann. Ace.: less than 1 cu. 
ft. Current vol.: less than 1 cu. ft. 

App. 14 - 25 

Destroy when no longer needed for New item 

reference. 

New items 

c.~FF 
PERfIIANENT.A-6ffet'to NAAA f year! after 
completion o~ survey. TyJ») fer tlJ 

-t11e /Yi t/?o >14/ /ire-Ai",,,) /7) 
g-yr; i?/oc.Jr..s vv/Jen ;0 /,J'5. o/oi, 

Destroy after completion of survey. 

COFF annually. Destroy when 3 years New item 
old. 

PERMANENT. Offer to NARA when no 79AlS 
longer needed for current operat1ons. 

http:i?/oc.Jr
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1442-2	 Documents created In controillng the physlcal
locatIon of aceessloned records and donated 
materlals In NARA. Included are shelf lIsts,
locatIon reglsters, and related forms and records. 

1442-3	 Automated Mlcrofllm Locatlon Reglsters. 

a. Reglster of NARA MlcrofIlm held as record copy
by fIeld archlves branches. 

(1) Master Flle. Arranged by record group and 
subgroup. Ann. Ace.: less than 1 reel. Current 
vol.: 1 reel. 

(2) Publlshed Inventory of any descrlptlve 
materIal (lf produced). Arranged by record group.
Ann. Acc.: less than 1 cu. ft. 

(3) Periodlc mlcrofIche or paper copies of 
1nformat Ion. 

b. Register of accessrened and NARA created 
mlcrofllm stored In off-slte locatIon. 

(1) Master flle. Arranged by record group.
Ann. Ace.: less than 1 reel. Cur. Vol.: 1 reel. 

(2) PerIodlc mlcroflche or paper COples of 
lnformatIon. 

App. 14 - 26 

Destroy when superseded or obsolete. 73BlS, 74BIO 

New items 

rnRI~IENT, ~;?e~~"~ no.men
 
longer needed for current operatlons.
 

PERMANENT. Offer record copy to NARA
 
when publIshed.
 

Destroy when superseded. 

Pe;,-t)'d;Y
.4iffiIlAi4£i4i. 51 i2i to1lAAA when no 

longer needed for current operatIOns. 

Destroy when superseded. 



REFEREt«:E LIBRARY FILES 

1443 

LIbrary admInIstrative flIes relatIng to the
development, maIntenance, and use of lIbrary 
collechons. FlIes are maIntained In the Ofhce of 
NatIonal Archives and the PresIdentIal lIbrarIes. 
Included are records of ecqursrt icns of books, 
serIals, and other lIbrary materIals by accession,
gIft, exchange, purchase or loan; reference
requests; InterlIbrary loans; and also shelf lIsts,
catalog cards, and other fIndIng aIds,
bIblIographIes, reports, book reVIews, and related
records. 

1443-1	 ACQUIsItIon records of lIbrary materIals for the
lIbrary collectIons or for other NARA unIts. 

a. Exchange agreements. 

b. Records of purchased materials. 

c. 61ft records. 

1443-2	 Loan Records. 

a. Inter-library loan records. 

b. CIrculahon Records. 

App. 14 - 27 

FILES 203 

New items 

Destroy wnen superseded or obsolete. 

COFF annually. Destroy when 3 years
old. 

COFF annually. Destroy when 5 years
old. 

Place In InactIve fIle after return of 
loaned materIals. COFF annually. 
Destroy when 2 years old. 

Destroy when superseded or obsolete. 



FILES 203
 

1443-3	 Shelf lIsts, catalog cards, and other fIndIng aIds. 

1443-4	 Records relatIng to bIblIographIc or reference 
reports prepared by staff. 

a. BIblIographIc or reference reports prepared by 
staff. 

b. Other records. 

App. 14 - 28 

Destroy when superseded, obsolete, or 
when Item has been deaccessloned. 

ofiubmtt Rellwest te T~iJKit9J', AllfI¥'9'/a.l, 
..,11 RecEIpt of ftecOid!l to NahetlM 

, APellives ef 'lie I:jflltied Si:ateS=#F 258h 
()e'jtrey "Vhf'" -?70 /tJ"tff'Y
meed.;t! poor -reft>ye.nc.e: 
DOFF annually. Destroy when 2 years
 
old.
 



.-.
 

1450	 Field Branch Inspection Files 

Correspondence, memoranda, reports and other 
records relating to the lnspectlon of NARA 
fleld branches. 

1450-1	 Records maintained by the Field Archives 
Divlsion. 

COFF annually. Destroy when 10 years old. 

1450-2	 Records malntained by fleld branches. 

COFF annually. Destroy when 5 years old. 



FIlI::S 203 

APPENDIX1500 

FEDERALREGISTER 

These records relate to publIshing the Federal Register, Code of Federal RegulatIons, Weekly
 
CompilatIon of President ial Documents, Publ rc Papers of the Preslderlts of tl'le Um ted States.
 
U.S. Government Manual, U.S. Statutes at Lar~e, slip laws enacted oy Congress, and other
 
oubllcatlons of tne Office of the Federal Reglster. There are also records concernIng
 
COTlstJtutlonal a~lendments. the Electoral College, and Interstate agreements. included are
 
flIes pertammg to adfnlnlstratlon, oubl icat iors, staff surveys and studies, Federal rules
 
ana regulations, leglslatloYl, and electlons.
 

CATEGORY CROSS-OVER 
~UMBEB FROM GSA HB 

1501 

Documents relatlrlg to the Adrnll'llstrative ComrRlttee
 
of the Federal Register, established by the Federal
 
Register Act (44 U.S.C. 1506).
 

1501-1	 Recoros created or accumulated by the Comnnttee 
WhICh doeumerlt rr.emllershlO, ochcy, and 
acccnpl ishaents of the COfflmttee. Included are 
agenda, mmutss, final reports, arid related records. 

(a) Records of the Secretary. ArraYlged PER~lANi::NT. COFF In 5-year blocks. 77A5(a) 
cnronotoqical ly by meetlrlg date. Arm. Ace.: 1 in, Offer to NARA in 5-year b10cl\s wnerl 10 
Current vol.: 2 cu. ft. years old. (GRS 16, Item 12(b) (1) (all 

(b) Comrnents received from tne public on proposed PERMANENT. COFF In 5-year blocks. NEW 
rulemakmg. Arran~eo chroYlologlcally by year. Offer to NARA 1 n 5-yeat' bloks wheYI10 
Ann. Acc.: 1 1n, Current vol.: 1 cu. ft. years old. 

(c)	 All other coples. COFF armual ly; oestroy when 2 years 77A5(b) 
old. (GRS 16, Item 12(b) (1) (oll 

App. 1500 - 1 
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1501-2 Ai I other cY'eated by the COrntolrecords ttee. 

1502 

Papers Y'eiating to legIslatIon affectIng 
oubl icet ions of the Offlce of the Federal RegIster.
Included are copies of InteY'pretive documents and 
related records. 

1503 

Documents cY'eated In surveYIng and studYIng OffIce 
of the Federal Re~lster administratlve technIques,
editonal and publ icat ion pol icies, and related 
subjects, Included aY'e completed staff surveys OY' 
studIes, sUpOOY'tlng papers, and related records. 

1503-1	 Record copy of each surveyor stuoy. Arranged by 
surveyor study. Arm. Acc.: less thaTI 1 cu. 
ft. CurY'ent vol.: 1 cu. ft. 

1503-2	 WorkIng or background papers. 

1504 

1504-1	 Correspondence fY'om Federal aqencies regarduig the 
Drlntlng and DubllsnlnQ of regulatIons by the OffIce 
of the Federal Register. 

1504-2	 Corresooridence deslgrlating Federal Register
Liaisons. 

!=lop.1500 - 2 

Destroy wherl 3 years old or when no NEW 
longeY' needed for refeY'ence, whicnever 
15 soorer. (GRS 16, Item 12(bl (2» 

Destroy Wilerlsupersedeo or obsolete. 77AIO 

PERMANENT. COFF annuallY. Offer to 77A20 (a) 
NARA 11'1 5-yeaY' blocks w'leTi10 years 
010. 

COFF after comnletlon of proJect. 77A20(b) 
Destroy when 2 years old. 

COFF annual ly. Destroy wnen 1 yeaY' 77BS 
010. 

Destroy when superseoed or oDsolete. NEW 



'-

1505 

Documents accumulated from the Executive and 
Leglslative Branches of the govermnent wnlch are 
recurred by iaw 01' author rzsd to be publlshed. 

1505-1	 Presldential Proclamations, Execut ive Orders, and 
other PreslIlenhal documE'YIts, transcr-rpts, and 
enrolled publlC laws and resolutlons, and related 
papers. Arranged by type of record and thet'eunder 
numerlcally. Ann. Acc.: 1 cu. ft. Current vol.: 
2 In. 

1505-2	 Legal documents of Federal agencles publlshed ln tne 
Federal Reglster, and related materlals. Ali 
documents filed prlor to January 1, 1979. 

1505-3	 Legal docunents of Feoeral agencles published m the 
Federal Register, and related materials filed after 
December 31. 1978. 

(al Rules. Eacn document in thlS ciasslflcation 
wu} have "Rule" stardped on the flrst page. 

(bl Proposea rules. Each oocur"ent HI tlus 
clsssi frcat ion wi 11 have "Prooosed Rule" stamped on 
the top of each page. 

(c) Notices. Each document HI trns classi f icet icn 
lillll have "Not ice" stamped on the top of each page. 

Aop. 1500 - 3 
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PERMANENT. Offer to NARA when 
admlnlstratlve need ceases. (~ARA wlll 
accesslon these documents under RG 11,
General Records of the Umted States 
Government.) 

77BIO (a) 

Destroy ~en 15 years old. 77BIO(b) (1) 

COFF every 6 months, nold 6 aonths, and 
retlre to FRC. Destroy when 15 years
old. 

COFF every 6 months, hold 6 months, ana 
retlre to FRC. Destroy when 5 years 
old. 

COFF monthly. Destroy wnen 1 year oid. 

77BIO(b) 

77BIO(b) 

77BIO(b) 

(2) 

(2) 

(2) 

(a) 

(b) 

(c) 



150& 

1506-1	 Record copy of each Issue and publ icat ion of the 
OffIce of Federal Reglster. Excluded are mIcrofIche 
coples of the Feaeral Reglster and the Coue of 
Federal Regulatlons publlshed after Decemoer 31,
1386 (See 1506-2). Arranged by type of record and 
tnereunder nuaber ical ly, Arm. Acc. orior to 1987: 
582 volumes. Ann. ace, be~lln1'llng HI 1987: 122 
volumes. 

1506-2	 MIcrofIche copy of Federal Reglster and Code of 
Federal Regulatlons ptlbhslJ!D aFte. DecShiJe. 31, 
~. Th1S certIfIes tnat tne records descrlbed on 
ttus ~orm wIll be nllcrofl1med m accordance Wlth the 
standards set forth In 36 CFR 1230.14. Storage 
concit ions shal l adhere to the starldarCiS of 3& CFR 
1230.20 iRi;! 12:?lL?4. ....qe fll's~ l"lsi3f!eheF, 5hall 
tahe 13:1aee 11', 1989 11\ seE", clam:e ~lltM JEICFR 
1~30.~!.'L1spt:'o·hOI1S I'YIus+- b~ c:lO/1~ I/) 

().CC()rdtvlCL.	 y.,)J fh 3{' CF~ 12--30.;!';t,. 

1507 

Feoeral RegIster DocuIFer,t Control Log (NA Form 
1500), ar,d related records accumulated In recordlng 
the oubl icat ion of documents In the Federal 
RegIster. 

1507-1	 Record cooy. 

1507-2	 Publ1C Inspectlon copy. 

App. 1500 - 4 
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PE~MANENT. COfF annually anD retIre to 77A15 

FRC. Offer to NARAHI 5-year blocks 
when 5-years old. 

PER~A~ENT. COFF annually. Offer to 77A15 
NARA when 1 year OLD. 

COF;: at the end of t;,e calendar year, 
hold 1 year, arid retIre to FRC. 
Destroy w~en 15 years 010. 

77Bll (a) 

Destroy after document 1S referencec 
toe Federal Reg1ster Index 1SSUed 
monthly. 

Hi 77Bll (b) 
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1507-3 DoCU01erltf i le copy. Destt'oy wt1en no longer 
refereoce. 

needed for 77Bll (c) 

1508 ~gIl~_QE_BBIIEI~8IIQ~§_QE_~Q~§I!I~I!QN8k_8~~~~~~I§
E8Q-~_§I8I~§ 

Documents accumulated as recurred by law In 
conflmatlon of orooosed amenomerlts to the 
Ccnst itut ion from the 50 states. IrlCluded are 
transMIttals ano certIficates of ratIfIcation and 
related records, arid tne on~lnal Signed certlflcao;;e 
by the ArchiVIst of the UnIted States proclaImIng 
the amendment as Dart of the ConstItutIon. Arranged 
alphabetlcally by state. Currerlt vol.: 1 cu. ft. 

PERMANENT.Offer to M4RA after 
rah heat ron or oetermI nat ion that 
oroJosed amerlomer,t 1'1111 not be 
ratIfled. 

77B15 

1509 

Documents accumulated as a result of the SUbMIssIon 
by the States of const i tut ional agreemerlts between 
the States. Included are duplicates of origInals or 
authentIcated coples of a~reements, comoacts, and 
related records. Arrarlged alpha:lehcaily by state. 
Ann. Acc.: less than 1 In. Current vol. 2 In. 
<1971-1975) • 

PERCI!ANENT.Offer to NARA 
blocks wheYI5 years old. 

In 5-year 77B20 

1510 

Documerlts accumulated as a result of the votes cast 
by the pec'ple and the electors of the 50 states and 
the DIstrict of ColumbIa. included are ballots, 
state cerhflcahon of those chosen as electors, 
and related records. Arran~ed alohabetlcally by 
state. Ace.: 2 cu. ft. every 4 years. Current 
vol.: 2 cu. ft. 

PER~ANENT. Offer 
after the election. 

to NARA one year 77B25 

1511-1599 Reserved. 

App. 1500 - 5 
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APPENDIX 16 

PUBLIC PROGRAMS AND EXHIBITS 

These recorcs relate to progratls engaged In promotIng and oubllr:lzlng lIIARA arid Its educat ional 
and cultural services. 

ITEM 
~d~~gB§ 

CROSS-OVER 
FROM GSA HB 

PUBlIC PROSRAJIIS 

1601 

Documents pertaInIng to admlYllstratlve supoort 
act ivit ies for conferences, Included are lists 
guests arid sceakers, clans for hosorrah ty and 
lOgIstICS, and relateo rer:ords. 

of 
COFF armual ly, nold 2: years, aM retIre 
to FRC. Destroy When 7 years 010. 

72CIO 

1602 

Documents accumulated In preoarlYlg Interoretlve 
programs at the Nahonal Archlves. Inr:luded are 
plans for orogram arrangements, program outlnes, 
lOglstlC support plans, attendance and speaker 
l ists, copies of preserltatlons, and related records. 

1602-1 Fi les created In preparing for ceremomes such as 
the Fourth of july, Constltutlon Day, and other 
spec ra 1 event s, 

COFF annually, ho!d 2 years, and retIre 
to FRC. Destroy wnen 7 years old. 

72C20 

1602-2 FlIes created 
oerformances, 
events. 

In preoarlng for fIlm serIes, theater 
lectures, demonstrahons, and SIMIlar 

COFF annual Iv. 
old. 

Destroy w~en 3 years 72C20 

Aoo. lei- 1 
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1&103 

Documerlts accumulated HI arranging tours for 
college groups, orofesslonal organizations, and 
other Interested groups. Included are lIsts of 
these groups, pro~ram out l mes, anti related records. 

COFF annually. 
old. 

Destroy wherl 5 years 72C25 

1&04 

Documents accumulated pertalrilng to the arraTlgement 
of tours, speCial educat ion am! eoucat ion 
Internships for forelQn vlsltors. includeo are 
i ists of forel~n vrsrtors, tralTllng materials, and 
related records. 

COFF anTfually. 
old. 

Destroy wnen 5 years New 

1605 

Documerlts ct'eated In developing and adnnY'llstenrlg 
the volunteer and tour programs for the National 
Archives. Included are oapers on the development 
arId admll'llstratlon of the Volunteer Assoclahc'n, 
tour proQran~, communlty and schooi reiatlons, and 
related records. 

1&1215-1 Development papers, brochures, and olarls fe'r proqrarn 
proaot ion and membership act ivit ies. Arranged by 
subject. Ann. Acc.: less than 1 cu. ft. Cut'rent 
vol.: 4 cu. ft. 

C'ER~A~ENT. COFFevery 5 years, hold 
years, and retire to FRC. Offer to 
NARAHI Ie-year blocks ..men 1121 years 
old. 

2 71A20a 

1&05-2 Corres:lol"ldence, 
relating to the 

mer~oranda, aM 
admlnlstrahorl 

other rsccrcs 
of these proQrams. 

COFF annual lv, 
old. 

Destroy w'1erl 3 years 7lA20b 

AilP. 15 - 2 
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WORKSHOP, TRAININ6, AND EDUCATIONAL ACTIVITIES 
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1505 

1505-1 Correspondence, memoranda, nohces, mallHlg 
and other recoros reiating to archIval and 
geneoiogical works~ops. 

lists. COFF annually. 
old. 

Destroy when 3 years 72A15 

1505-2 Trairu ng materlal s lid uDlng workshc.p out l mes, 
handouts, and audiovisual matenals. 

Destroy wnen superseded or oosolete. 72A20 

1507 

1507-1 Corresoondence, memoranda, notIces, maillng 
and other records relating to workshoos for 
teachers. 

lIsts, GOFFannually. 
ole!. 

Destroy wnen 3 years New 

1507-2 TraImng 
handouts, 

materIals lYlCludlng workshop 
and audiovisual materIals. 

out l mes, Destroy wnen superseded or o:lsolete. New 

1608 

16~8-1 Correspondence, memoranda, 
and other records relatIng 

not icss, maillng lrsts, 
to school programs. 

COFF annual ly, 
old. 

Destroy wnen :3 years New 

15~8-2 Trall'llrlg 
handouts, 

materIals mcludmp workshop 
and audiovisual materIals. 

out l mss, Destroy wnen superseded or obsolete. New 

1609 

Documerlts accumulated to oresent arch I val theory, 
archIval prinCIples, anti techl'llQues of archlves 
admlYilstratlon for carsons holdlng or preoanng for 

App. 16 - :3 

New 



1511 

FILES 203 

cosrt ions of responsrbr lrty in the f ielcs of 
arch 1ves, manuscr i Dts, records management, and t,e 
rrar,a~ementof saecral coli sct iens. 

15~9-1	 Schedules, class 
whl te photograohs.
Acc.: less than 

j (I) IJ7fI fn -t i7lJ
(Jevc r 

llsts, brochures,~and black and 
Prranged chronologically. Anr,. 

1 C'J. ft. Current vol.: 2 cu. ft. 

1509-2 Grade sheets, admlnIstratlve 
corresiJOndence. 

forms, and generai 

Hi~-3 ~andouts, reference flIes, and related records. 

EXHIBITS 

1510 

PERMANENT. COFe annually. Offer to 
NARA In 10-year blocks when 10 years
old. 

CDFF annually. Destroy wherl 2 years
oid. 

Destrc-y when superseded or obsolete. 

72AlDocuments related to exhIbIts pre oared In the d,PERMA:-JENT. CClFF unon t?rmlnahon of 
Natlonal Ardllves BUIlcilnQ, Federai Recorcs Cer,ters,
NatIonal Archlves Fleld Branches, Pre3loentlal 
Librar-res and Museun:s arid other Archlves fsci lit ies, 
Included are lls~s of exhlbited Items, cept ions for 
exhIblt cases, photographS, background materIals, 
correspondence relatlng to ltems borrowed 
exhIblt, loan a~reeil1ents, contracts, news 
and related records. Arl'anged by exhibi] 
Arm. Acc.: 2 cu. ft. Current vc-l.: 24 
NE. 

for 
cl iopmgs, 
t it le, 

cu. ft. m 

151H	 ExhIbIt-related graohlcs. Documents accumulated In COFF upon termlnatlon of e~hIblt. New 
the productIon of exhlblts. Included are Destroy when 10 years old. 
blueor mts, tyoeset proofsheets of text, 
speclflcations for fabrlcatlon and samples of 
exhIblts as lnstalled. 

Aoo. 15 - 4 



FILC:S 203 

1611-2 All other ~raph ICS. Documents accumul ated HI the 
preoaratlorl of graohlcs for Natlonal ArchIves 
programs and events. Included are oroduction boards 
for NARA oubllcatlons, type and soeclflcatlons for 
NARA sIgns, record copy of matet'lals such as 
graohlcs, posters, etc., and educational oroQram 
posters and brochures. 

COFF after uroject IS comoleteo. 
Destroy w1erl 1~ years old. 

New 

1&12 

Documents 
documents 

accumulated as securIty COOles 
exhIbIted or loaned. Included 

of orIgInal 
are black 

New 

and whIte or color negatIves, prInts, 
transparencIes, and photographs. 

1&12-1 Facsmi les accuraulated by ExhIbltS Branch (NE~X). Offer to the custodIal 
lonQer needed. 

unIt wnen no 

1612-2 Facsren Ies accueul ated by custodier umts. Desh'oy when sueersedeo or obsolete. 

1613 

Documents accumulated HI the adrntYilstrahon of loans -:T'.TE JT. Place In mact ive f i les 72A5 
for exhibitlon by Federal a~encIes, rnuseums, 
rustor ical societ ies, and educat ional mst itut ions. 
Included are corresponoence, lists of borrowet'S arid 

after terminatlon of 
InactIve flIes every
k~"il w ::;yea. aisel,,; 

loan. COFF 
5 years. Sf?!1 
I~ben '0 yeal"'3' 

~ 

Items loanec, loan agreements, Insurance polICIes,
conditlon reports, news clIppIngs, and related 
records. Arrarlged by assIgned Tlumber. Arm. Acc.: 
cu. ft. Current vol.: 8 cu. ft. 

~ tJ~:itro/ whe7'} /0 YeJr.5 

Aop. 1f. - 5 



PROMOTION AND SALES 

1614 

Documents accumulated for the purpose of developlrlQ 
purchasmg history lncluolrlg copies of ourchase 
orders/agreements, samoles of products, and vendor 
f i les lt1CludlnQ oroducts ordereO, data, quant rty, 
prIce, te~ns, frequency, etc. Also accuMulated are 
records relatIng to sales hIstory, sales promotlons, 
and product development s~eclf1catlons. 

1614-1 Documents used to post hlstory hle. 

1514-2 History fr le, 

1615 

Documents accumulated relatlrlg to broad marketing 
plans, speclhc marketing campaIgns for oroducts 
(cooles of soace ads, dIrect mall p1eces, etc.), 
mall llstS and record of sources, and analyt1cal 
reDorts. 

1615 

Documents accumulated 11'1arranglng rec1Drocal 
agreements \filth histor-ical socret ies, educational 
mst rtut ions, and o1;her orgamzat10ns HI prlntIng 
advertlsemerlts. included are copies of 
advertisements, contr-acts, and related records. 

App. 16 - 6 
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New 

COFF annual ly. Destroy when 3 years 
old. 

Destroy when obsolete. 

COFF after 11fe cycle of cancai gn. New 
Destroy when 4 years old. 

COFF annually. Destroy Wilerl4 years New 
old. Earller disposal author-ized, 1f 
YIO lorlger needed. 
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1&17 

Documents accumulated HI the precaret ion arid COFF armual l y. Destroy wnen 4 years New 
1scheduling of conference exhibits, Incluolng flIes 0.0.'
 

ccntammq conference names! purpose for attendar.ce,
 
arran~ements for booth and shipment of materials,
 
and Lists or samples of materIals disulayed.
 

NATIONAl RUDIOVISURL CENTER 

1&18 

Docurnents accumulated In sE!Cunng authorlZatlor. to
 
loan, rent, or sell audiovisual material produced by
 

Federal aQencles. Included are copies of
 
agreements, amendments to agreements, data base
 
output f i les, and related records,
 

1618-1	 ReCot'd COllYof each agreemerlt, amer.dmeTltto COFF after coaclet lOTI of agreement, 70A70
 
agreements, and related back~round napers maintaIned ho!d 3 years, and retire to FRC.
 
by the Product ACqUlSlt ion ay.d Marketing Brarlch Destroy when 12 years oid.
 
(l\'EAl'Y1l.
 

" agreerne	 camtamed ~c~o~rr~-~a~f:t~er~-~c~orinO~1~eit~lo~n~I~O~fJa~g~r:e:em~e~r~lt:!~to.... ~R~e~c~o~rd~C~O~py~o:f~e;a~C~h~ag~r~e!e~me~n~t~!~a~m~e~n~dr~ne~n:t~t~o~::~~, background papers hold 3 years, ar.d rehre FRC. 70A70
 
by the Finance Staff (:-.lEAFl. Destroy when 6 years and 3 rnorMls old.
 

1
 

1E.18-3	 Other records. Destroy when suoerseded or obsolete. New 

1&19 

Documt!Yitsaccumulated to record status of Destt'oy wher. supersered or oosolete. 70A20
 
audiovisual projects, Included are backprouno data,
 
montnly progress reoorts, and related t'ecoy-ds.
 

Rpo. 1& - 7 
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1520 

Documentscreated to control Issuance of htle 
numbers for audiovisual manuals. Included are title 
number l ists, data base out out f i les, arId related 
records. 

1621 

Documentscreated In mdexmq federally-oroduced 
f i las, f i lm str ms, or slIdes. Included are 
backgrourld mformatlon sheets! data base mvsntory 
f i les, and related records. 

1622 

Documentscreated In IndexlYlQhlms! f i ln str-ros, 
and slides by tOOICand thereunder by title. 
Included are cards! llshrlgs! oata base Inverltory 
f i les, and related rscords, 

1623 

Docume"fltscreated HI verifYIng audiovisual holdIngs 
of NEA. Included are the output of the Product 
Master FIle and related records. 

1624 

Documents created 11'1 maiung available to Federal 
agencies arid the public, Information regardlrlg 
audiovrsual Items! services of NEA,and the f i le 
Industry. Included are brochures, catalogs, 
confet'ence announceme·l'lts,maillng Lists, and related 
records. 

ADo. 16 - 8 
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Destroy w,en suoerseded o·r cosolese, 

Destroy wheT!suoerseded or oosolete. 
Uodate system data base as necessary. 

Destroy wher,suoersedeo or obsolete. 
Update system data base as necessary. 

Destroy w1en suoerseded or oosolete. 
Update data base as necessary. 

Destroy when suoerseded or obsolete. 

70AIO
 

70A25 

70A30 

70A90 

70A35 
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1625 

Documents 
m lImqs, 
rental of 

createo to control customer orders,
and oaymeflts related to the purc'iase 

euciovisual materIals. 
or 

1625-1 Order Ackl'lowledgrnerltFIle. 

Documents accumulated 11'1 acknowledglng recelpt of 
orders from customers. IYlCluded are orlglnal
orders, processed recelpts, the Orders In Process 
data base flIes, and related records. 

InVOIce Flles. 

Place m inact rve f i le after order lS 
completed. COFF system oata base 
annually arid copy to taoe. Destroy
when 1 year old. 

70A40 

uments created HI ver ifYlYlg the blllll'lQ of a 
Included are copies of bi lls, orders, 

lnvolces, t ales Order Hlstory data base fIle,
and related recor 

a. Record 
$10,000. 

COF" at end or f iscal yeat' of f mal 
payment, hold 3 years, and retIre to 
FRC. Destt'oy wnen 6 years and 3 months 

(GRS 3, Item 4a(1)) 

70A4S 

b. Record cony of transact ions of $10,000 or less. fIscal year of fInal 
payment. Destro hen 3 years old. 
(GRS 3, Itern 4a (2» 

1625-3 Accounts ReceIvable. 

DoclJmerlts relatlrlg to the services order f mencral 
records and stores transactIons affectIng customer 
accounts, InVOIces, payments, and balances. 

App. 16 - 9 

New 



a. 0 copy of tr<msact Ions of more thanI 

$10,000. 

h. Record copy of trensect ion of $10,000 or less. 

1625-4 Customer Master FIle. 

Documents accumulated from a data base that records 
ail stat ic customer Informatlon such as name,
address, credIt data, and constants used In sales 
analysIs. Also retains data IdentIfYIng
adjustments, refunds, and credlt memos. 

1625-5 Customer Summary File. 

Docuraer,tsaccumulated from a data base that IS 
updated dally and generated as needed for 
mfcrnat icnal pur noses. Included are summanes of 
invoices, summarIes of transactions, and related 
records. 

Accounts ReceIvable TransactIons. 

Illated from a data base that records 
Included are batch f i les, the 

related records. 

a. Record copy of transactIons of more than 
$10!~0. 

Apo. 16 - 10 
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COFF at end of f rscal year of frnal 
oayment, hold 3 years, and retIre to 
FRC. Destroy when 6 years and 3 months 
old. (GRS 3, Items 4a(1)) 

rscal year of fInal 
payment. Destroy whe ~ ars old. 
(GRS 3, Item 4a(2)) 

Destroy when suoerseded or obsolete. New 
Uodate cata base as necessary. 

Destroy when suoerseded or obsolete. New 
Uodate oata base as Y,ecessary. 

oaymen! 1 • 3 years, and retlre to 
FEC. Destroy w _ ears and 3 mOYlths 
old, (GRS 3, rtsns 4a(1 
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less. COFF at end of fIscal year of 
paymeYlt. Destroy wnen 3 years 
(GRS 3, Item 4a(2» 

fInal 
old, 

PrepaId Accounts. 
Ne::-

Docume accumulated from a data base that records 
all preoaid t actIor~ and records all serVIce 
order data elements. 

a. Record 
$10,000. 

copy of transact ions of mo!'e COFF at the end of fIscal year of fInal 
payment, hold 3 years, ana retIre to 

RC. Destroy w!'iel'lb years and 3 mOYlths 
RS 3, Item 4a(1» 

b. Recot'd copy of transactions of $10,000 or iess. 
oaymerlt. Destroy wheYI3 years 
(GRS 3, 1tern 4a (2) ) 

or 

Docm s accumulated In recordmg renuests for 
audiovisua reduct IOns to be orocessed by photo 
labs. Included a rder logs, purchase orders, 
vendor lIstIngs, and re !'ecords. 

162b-i Record copy of transactIons of more than COFF at the end of fiscal yea!' of f mai 
oayment, hold 3 years, and retIre to 
Re. Destroy when b years and 3 months 

GRS 3, Item 4a(1» 

78168 .... 

1626-2 Record copy of transact lOYISof $10,000 or less. ear 
oayment. Destrc.y when 3 yea 
(GRS 3, Item 4a(2ll 

of flnal 
ld, 

Popp. 16 - 11 



1627 

FILES 203
 

Documents accurnulated to record rocat ion of 
audiovisual materIals such as f i las, him str-ips, 
and shdes durIng reproduc:tlc,n process. Included 
are InformahoYl cards, rncroforms, and related 
records. 

Destroy wnen suoerseded or oDsolete. 70A15 

Documents 
ana receIPt 

umulated 
of 0 

HI ven fYlng the 
from photo labs. 

coeplet ion 
Included are 

1628-1 Record coPy of transactions of more than $10,000. COFF annually, hold 3 years, and retlre 
Re. Destroy when 6 years and 3 

months: (GRS 3, Item 4a (2) ) 

1628-2 Record copy of transact ions of $10, 01313or l ess. COFF annual Iy, Destroy ~jheYl 
old. (G~S 3, Item 4a(2i) 

ulated to record preoald 
audiovisual repro u. stock Items. 
copIes of order logs, custom ders, 
receipts, acknowledgment of t'eCeIot, 
records. 

sale of 
Included are 

1629-1 Record coPY of transactIons of more than $10,000. 1 year, 
years, arid retire to FR • 
6 years and 3 months old. 
4a(1) ) 

hold 3 
troy when 

(GRS , ~ II 

781\55 

AOD. 16 - 12 



FIL£S 203 

Record copy of transactIons of $10,000 or less. COFFat enD of fIscal year. 
when 3 years old. (GRS 3. 

Destroy 
Item 4a(2)) 

Hi30 

Docurr.<!ntscreated to record the pickuo 
of aucrovisuar and related materlals. 
conies of prckua arid dell very t'ecelpts, 
records. 

arid dell very 
Included are 
and related 

Destroy 
Item 1) 

when 2- +9A185 

1631-16'39 

Aop. 16 - 13 



RECORDS 203 

APPEND IX 1788 

~TIIJR HISTORlal. PUBLICATIONS AND RECORDS COMMISSION 

These records relate to Nahonal HIstorIcal Pubhcahons and Records Coalsslon (NHPRC)
 
progralS to proaote, encourage, and support prIvate and publIC sector documentary prOjects

and prograMS to preserve and lake avaIlable for use hIstorIcal records. Included are flIes
 
pertalnlng to CoMMISSIon meetIngs, grant case flIes, fIndIng aIds, trainIng materIals, fInal
 
products, and NHPRC publIcatIons.
 

CATEGORY CROSSOVER 
~R DESCRIPTION OF RECORDS FROM GSA 

MANUAL 

1701	 CQll!MISSION MEMBERSHIP FI~~ 

Documents accumulated In recordIng aopointments to PERMANENT. COFF In S-year blocks. 78Al 
NHPRC and other offICIal actIOns affectIng Offer to NARA In 10-year blocks when 10 
eo.lSSlon Mellberstllp. Included are correspondence, years old. 
apPOIntment orders, letters of resIgnatIon, other 
offICIal actions, and related records. Fi les are 
arranged alphabehcally by meMber. Ann. Acc.: less 
than 1 cu. ft. Current vol.: .75 cu. ft. 

1702	 COMJIIISSION MEETING ElLES 

78AS1702-1	 Doculents created In recordIng NHPRC proceedIngs. PERMANENT. Offer to NARA when no 
Included are agenda, mInutes, pol icy papers, longer needed for current operatIons.
COlllllltteereports, typed transcrIpts, and tape 
recordings of meetIng proceedIngs, and related 
records. Arranged by subject. Ann. Ace.: less 
than 1 cu. ft. Current vol.: 1.5 cu. ft. <1935-
present) 

1702-2	 CIrcular letters, contaInIng routIne InformatIon COFF annually. Destroy When 3 years New 
(I.e., COPIes of agenda, mInutes, etc.), sent frol old. 
the Executlve DIrector to CommISSIon members. 

Apo. 1700 - 1 



1703 

1703-1 

1703-2 

17M 

17M-1 

NHPRC ANNUli. REPORT 

Documents accUliulated In CORIPlllng NHPRC Annual 
Report to Congress. Included are copies of the 
report, sUMmary data on NHPRC activities and 
achlevE!lllents,and related records. 

Record copy of reports tted or ior tosubftll 1985. 
(The record copy of annual reoorts submitted In 1985 

and thereafter are Included In the overall ~'ARA 
Annual Report to Congress, Itetl __ l Arranged
chronologically. Current vol.: 2 Inches. 

Background materials. 

Correspondence and/or subject f i les Including
III£!l!IOranda, forms, recordsreoorts, and other 
relahng to the legal estabhshllent of the NHPRC 
grant programs, Its poliCies and baSIC procedures,
and the managelent and evaluation of the grants.
Arranged by subject. Ann. Ace.: 112 lncll. Current 
vol. : 1 cu. ft. 

Corresoondence and/or subject files relahng to 
routine operations and dally activities In 

nmI-nwu:rat Ion of the NHPRC grant programs. 

b. PublicatiOns Program Corresoondence. 

App. 1700 - 2 

RECORDS 203
 

PERMANENT. Offer complete set to NEW 
NARA HI 1990. 

DOFF annually. Destroy when 3 years NEW 
old. 

PERMANENT. DOFF annually. Offer to NEW 
NARA In 10 year-blocks when 20 years
old. # ;({~, ;:eibr .q1$ '7.) 

COFF annually. Destroy when 2 years
old. (615 3, It£!ll 17 (bl ) 

COfF annually. troy when 2 years
old. (6RS 3, Item 17( 



17e5	 GRANT ADMINISTRATION STUDY FILES 

Documents accululated by the staff 1n studY1ng 
spec1al problems relatIng to the adm1nstrat1on of 
grants. Included are studIes and related background
records. 

1705-1	 Record copy of study. Arranged alpnabet1cally by
subject. Ann. Ace.: 1 1nch. Current vol.: 10 

Inches. 

1705-2	 Other lIIater1als. 

1706	 GIFT FLIND FILES 

Documents accumulated as a result of NHPRC 
actIv1tles to raIse prIvate funds to support NHPRC-
sponsored projects. Included are correspondence,
reports of and disbursel!lent, and related ll'lCOlle

records.
 

Indexes, registers, logs, or rds relatIng 
to control of ass1gning numbers or 1dentifYI 
proJects, applIcatIons, and grants. 

1708 

Documents accumulated In acceotlng, decllnlng, and 
adminIstering annual fellowshlOS. Included are 
aoplications, background materials, and listings of 

ApD. 1700 - 3 

RtCORDS 203 

PERMANENT. Place In 1nactlve file uoon 
completIon of study. COFF lnact1ve 
flIes every S-year blocks. Offer to 
NARA In S-year blocks when 10 years
old. 

DOFF annually upon completlon of study. 
Destroy wnen 3 years old. 

COFF annually, hold 5 years, and ret1re 
to FRC. Destroy when 20 years old. 

Destroy wnen superseded or Obsolete. 
(8RS 3, ltem 16) 

78A30(a) 

78A30(b) 

NEW 



1708-1 

1708-2 

proposed projects and prospective candidates, 
correspondence .nth candldates, and related records. 

Accepted appllcatlons. 

a. Apphcahons relahng to the Records Program. 

b. Appllcatlons relatlng to the Publications 
Program. 

Unsuccessful (rejected or wIthdrawn) applIcatIons. 

RECORDS 203 

Uoon aoproval, transfer documents to 
1710, Recorcs Program Grant Case Files. 

Upon approval, transfer documents to 
1711, PublIcatIons Program Grant FlIes. 

COFF annually. Destroy when 5 years
old. 

78A40 

78A40 

78A40 

17~ GRANTAPPLlCATI~.flLE~ 

Appllcat lOns, IIIeIIOranda,correspondence, and other 
records relating to the declslon to acceot or reject
grant proposals; l.e., staff, revIewer, and panelIst
comments, and correspondence betMeen the staff and 
appllcant. Files are arranged by type of ~rant 
(Records Progral grant or Publications Program
grant). Records Program files are arranged
alphabetIcally by state, and wIthIn state by
proposal number. Publlcatlons Program flIes are 
arranged alphabetlcally by tltle of project. 

1709-1 Accepted appllcatlons. 

a. ApplicatIons relatIng 

b. Appllcatlons relatlng
Prograrp. 

to the Recoros Program. 

to the PublicatIons 

Upon aJproval, transfer Oocuments to 
17~0, ~ecords Program Grant Case FlIes. 

lIDOn apuroval , transfer documents to 
1711, Publlca~lorls Program Grant Fi les, 

78AIO 

78AIO 

qpo. 1700 - 4 



R€CORDS c~3 

1709-2 Unsuccessful (reJected or wlthdrawn) appllcatlons. 

1718 RECORDS PROGRAM GRANT ~ FILES 

Case flIes conslstlng of the grant or fellowship
appilcahon, correspondence concermng program and 
fiscal matters, grant Instrument, oayment vouchers, 
approved budget wlth any amendments, lnterlm and 
final narrative and expenditure reoorts, evaluatlon 
materlals from revlewers and panellsts, newspaper 
cilpP1ngs, and related records. Fi les are arranged
alphabet1cally by state, and wlthln state by grant 
nWlber. (Estimated Ann. Ace. of permanent records: 
.5 cu. ft.) 

-Hol. 1 1que grant case flIes selected annually by t~e 
rds Program Dlrector because they meet one or 

more f the followlng crlterla: 

a. the gra establlshed a precedent for changlng 
Coll1llSSl0nPO cy or procedures; 

wldespread attention from tMe 
news mecha; 

c. the grant was wldely reco 1Zed for ltS 
excellence by historians, arch I sts, recores 
managers, or others active 1n the eldj 

d. the grant was reViewed at length In e 
narrative port10ns of the Commlsslon's annu 
report; or 

AOD. 1700 - 5 

COFF annually. Dest~)y when 5 years 78A15
 
old.
 

ff;1f -"11J/Y'C/V'/. CoFF CJ7!nvJJ/y
fa/Io I-t/;ng ~o;"jJle t/d7J 0 f- 1'yo,) -e~t: 
/vr}.J1Sf(>y Co Fife whe,., '7 yerJr> p/c( 

f-rJ.I?) f('Y' -Cd f;"A e /YJ tl;",J/ /I vch/;~.7 
,11 /0 }'eclY p/ou/(.s ~fie>7 /O,Yel)',f 

old, (riJCtltdf/ve., reu;r"'/.; ~o~f'yeo{ 
e!;e whel"e. I Yf f/J/7 tch ed",le- vvl,1 Pe. 
e:/ecj'ct'Clyec/ I'r1or to tr'JJI}fer rd tAe... 
/Yt-tN11,t/ /lrc.-I,/vf'>,» 

78AIO 

•
 



e grant MaS the subject of extenslve 
htlgatlo , 

nil 2	 All other Records Program grant case flIes. 

1711 

Case flIes conslstIng of the grant or fellowstllp
apphcatlon, correspondence concermng prograe and 
flscal aatters, grant Instrument, payment vouchers, 
approved budget WIth any amendments, InterIm and 
flnal narratlve and expendIture reoorts, evaluatlon 
materlals froll revIewers and panelIsts, reference 
reports, neMSpaper chpplngs, and related records. 
Although a separate Project Correspondence FIle IS 
maIntalned for	 Informal correspondence between the 
project dlrector and the PublIcatIons Program Staff, 
these flIes are consolldated WIth the grant case 
flle Nnen the grant IS completed. Documentary
edltlng grant flIes are arranged alphabetIcally by
project tltle. SubventIon grant flIes are arranged
alphabetlcally by name of press. Ann. Acc.: .5 cu. 
ft. Current vol.: 3 cu. ft. 

1712 

PubllShed reports, books, StUdles, audIOVIsual 
materIals, or any other fInal grant products and 
related records rn textual or machIne-readable form. 

1712-1	 Fmal products sub'lIlttedon or before September 30,
1985. Arranged numerIcally by project. Ann. Acc. 
ln Records Program: 1 cu. ft. Current vol. 15 cu. 
ft. Ann. Ace. In Publlcatlons Program: 4 c~. ft. 

Apo. 1700 - 6 

RECORDS 293
 

PERMANENT. COFF annually follOlnng 
comoletlon of prOJect, hold 5 years,
and retIre to Fqc. Offer to NARA In 
1e-year blocks w~en 10 years old. 

ually follOWIng co~oletlon of "i:iA15 
project, ho ars, and retlre to 
FRC. Destroy when 1 old. 

PERIIIANENT. COFF on cOlllplehon of tile h oJ, 7 SAl 0 
grant. ConsolIdate IIi GJRt CjI"~ 5C e. vie 
ee"e!~e,Ja aa Flle wlth Grant Case 
FIle 11,. ,""sihlli SHE.21 lt, 
.to NARA IiI § yea~ alaehs wAe" lei tea, 9 ,

"'c.7te~17/0)t 

PEl~ff,ANENT. Offer to NARP. wtlen no NEW
 
longer needed for referencec:1 II' wAe >7
 

?JO /'(,lY5	 {)Id wh't..'/'trer 1.5 
/ 

SOd 71 er"., 



Current vol.z	 115 cu. ft. (Includes 6,000 reels of 
IIlcrofllM) 

1712-2	 F1nal products SUbmItted after September 31, 1985. 

a. Record copy. Arranged nUllE!rlcally by proJect. 
Ann. Acc. In Records Program: 1 cu. ft. Current 
vol. 1n PublicatiOns Program: 4 cu. ft. 

b. Reference copy of final product. 

1713 

LIsts of docullE!nts at NARA,the l1brary of Congress, 
and other reposItorIes relahng to NHPRCproJects. 
Lists are complIed by NP staff. Arranged 
alphabetically by project name. Ann. Ace.: less 
than 1 Inch. Current vol.: 31 lInear ft. 

1714 

Documents created In preparIng, organIzIng, and 
admIn1sterlng traInIng seSSIOns In tne fIeld of 
documentary edItIng. 

1714-1	 Schedules, class lIsts, correspondence, and related 
records. 

1714-2	 Handouts, reference flIes, and slllllar documents. 

App. 17N - 7 

RECORDS203
 

PERJIIIANENT.	 NEWUpon COIIIpletlonof the 
proJect, place fInal product In 
Inact1ve fIle. DOFF InactIve flIes In 
S-year blocks. Offer fInal products to 
NARA1n S-year blocks when 20 years 
old. 

Destroy Iilhenno longer needed. NEW 

PERMANENT.Offer to NARANllen no NEW 
longer needed for current operahon.o v 

wAcn ~ j'C'.;n cJ/~ Whlt-hfl/i'Y 

1:7 50ep1t'y' , 

COFFannually, hold 2 years, and retIre NEW 
to FRC. Destroy when 7 years old. 

Destroy H~en superseded or Obsolete. NEW 

,
 



1715 PUBLICATIONS CATALOG 

RECORDS 203 

1715-1 

Record copy of Publlcat IOns catalog and background
materIals used to compIle Ilst1ng of NHPRC
Publlcat10ns Program projects. 

Record copy. Current vol.: 1 catalog. PERMANENT. 
old. 

Offer to NARA when 10 years NEW 

1715-2 Background mater1als. Destroy 2 years after publIcatIon. NEW 

1716 NEWSLETTER UANNOTA!!~~ 

1716-1 

Record copy of each NHPRC newsletter
"ANNOTATION,"and background materIals used to
comp1le the newsletter. 

Record set of newsletters. Arranged
chronologIcally. Arm. Ace.: 2 Inches. Current 
vol.: 2 cu. ft. 

PERfIIANENT. Place 1n 1nact! ve f11e uoon 
publIcation. COFF InactIve flIes In 5-
year blocks. Offer to NARA In 5-year 
blocks when 10 years old. 

NEW 

1716-2 Background mater1als. Destroy 2 years after publIcatIon. NEW 

1717 NHPRC DIRECTORY FILg§ 

Documents created 1n the preoaratlon of the
DIRECTORY OF ARCHIVES AND MANUSCRIPT REPOSITORIES IN 
THE ~ITED STATES. Included are survey
quest1onna1res (ReposItory InformatIon Forms),
IIilctllne-readabledata base, record cOOy of 
Directory, and related POlICY papers concerning the
overall development of the DIrectory. 



RECORDS203 

1717-1 Record copy of DIrectory and related poilCY papers. 
Arranged by sUbJect. Ann. Ace.: 2 cu. ft. every 5 
years. 

PERII1ANENT.Offer 
old. 

to NARAwhen 10 years NEW 

1717-2 Survey questIonnaires and other records. Destroy when superseded or obsolete. NEW 

1718-1799 

App. 1700 - 9 



APPENDIX 18 

NATIONAL ARCHIVES TRUST FUND 

These records relate to the 
ltS admlnlstratlon of trust 

Natlonal Archlves Trust Fund Board,
funds whlch support various archlval 

TRUST FUND BOARD 

1801 

1801-1	 Documents created by the Trust Fund to record 
amendments, repeals, reVISIOns, and deletions to the 
bylaws. Included are approved copies of the bylaws,
amendments, background papers, and related recorDS. 
Ann. Acc.: less than 1 cu. ft. 

1802 

Documents created and accumulated by the Trust Fund 
Board In recording Board meetings, proceedlngs, and 
deCISions. Included are agenda, Mlnutes, 
resolutions, correspondence, memorandums, arid comes 
of representational budgets. 

1802-1	 Records malntalred by the Secretary of tne Trust 
Fund. Arranged chronolo~lcally. Ann. acc.: less 
than 1 cu. ft. Current vol.: 6 Inches (1982-1986) 

1802-2	 Other copies. 

App. 1800 - 1 

FILES 203 

ltS meetlngs and bylaws, and to 
programs. 

CROSS-OVER 
FROM GSA HB 

PERMANENT. COFF when superseded or no 7lAIO 
longer needed, hold 5 years, and offer 
to NARA. 

PERMANENT. COFF annually. Offer to 7lAl/71A5 

NARA In 10-year blocks when 10 years 
old. 

New item Destroy when no longer needed for 
reference. 



1803 

Documents accumulated In comolilng the Trust Fund's 
Annual Report. Included are coples of the reoort, 
summary data on Trust Fund expendltures, and related 
records. 

1803-1	 Record copy of reports malntalned by the Secretary 
of the Trust Fund. Arranged chronologlcally. Ann. 
acc.: 1/4 lnch. Current vol.: less tnan 1 cu. ft. 

1803-2	 Background o~terlals and other coples. 

FINANCIAL RECORDS 

1804	 §!ELEMND_EIL~ 

1804-1	 Documents created by the Trust Fund to record the 
programs of the 81ft Fur,d: the grant program 
admlnlstered by NHPRC, cultural and archlval 
programs sponsored by the Offlce of the Natlonal 
Archives, and the Office of Presldentlal Llbrarles. 
Included are grant appllcatlons, correspondence,
coples of the representatlonal budget, publlcatlons, 
plans of programs, llst of speakers, receipts, and 
related records. 

1805 

Documents accumulated to record Data on the 
collectlon of payments, recognltlon of revenue and 
llabilitles, and the administratlon of the NatIonal 
Archlves Trust Fund, especlally as It relates to the 
publlcatlon and reproductlve service programs. 

Aop. 1800 - 2 

FILES 203
 

New item 

PERMANENT. COFF In 5-year blocks.
 
Offer to NARA In 10-year blocks when 10
 
years old.
 

COFF annually. Destroy when 3 years

old.
 

PERMANENT. COFF aft er como 1etl on of New item
 
orogram or grant. Offer to NARA when
 
10 years old. 1?7 ~ yet/y "/0t..,1-.5,
 



1805-2 

1805-3 

1805-4 

1805-5 

Included are recelots, bllls, vouchers, codlng 
documents, purchase orders, batch sheets, deposlt 
tlckets, lnvolces, and related records. 

Summary records used as source documents for entry 
to the NEAR Accountlng System, and related records. 

Detall records lncludlng cash recelPts Journ 
transactlon registers, and related records. 

Records used to record accounts recelvable, purchase
orders, and related records. 

Records used to record deposlt accounts, museum 
store reconei liat ions, small recelpts, and related 
records. 

Docurne accumulated by the Trust Fund In procuring 
supplles and ces. Included are rejected blds, 
malllng llsts, lnvlta s for blds, abstracts of 
blos and tabulatlons, reco receIpts for blds 
and responses, notlCes of award, con ts and 
amendments, contract summarIes, purchase or 
procurement source documents, laboratory test 
records, purchase case progress records, purchase 
f'i le trans/Dlttals, correspondence, and related 
records. 

App. 1800 - 3 

FILES 203 

COFF annual ly, hold 3 years, and
 
destroy. (GRS 6, ltem 1(b))
 

COFF annually, hold 3 years, and
 
destroy. (GRS 6, ltem l(b»
 

COFF annually, hold 3 years, and
 
destroy. (GRS 6, ltem lib»
 

COFF after comp n of order.
 
Destroy when 3 years 0 ltem
 
ltb» 

Destroy when superseded or obsolete. New item 



1806-2 Record copy of transactlons of $10.000 or less. 

1807-1 

ments accumulated by the Trust Fund to record 
NARA, er government agency and PU011C requests
for reprodu n or publlcatlon of records and other 
hIstorIcal docum Included are serVlce orders, 

Record copy of trsnsact ions of more th 

1807-2 

1807-3 

Recot'd copy of 

Other records. 

transact ions of $5.00 or less. 

1808-1 Documents created by the 
collechon of checks, money orders, or c.....".-...:Ir 
publlcatlons or reoroductlons of documents and the 
transmittal of the funds to the GSA flnance offlce. 
Included are cash recelPts Journal forms, and 
related records. 

Aep. 1800 - 4 

FILES 203 

COFF after flnal payment. Destroy when 
6 years and 3 months old. (GRS 3. ltem 
4a(1l ) 

~w ltettt 

COFF after comoletlon of order.
 
Destroy when 1 year old. (SRS 23, ltem
 
5)
 

ompletlon of order, hold 4 
months. and d oy. (GRS 23, item 5) 

Destroy when suoerseded or ob 
SRS 23, Item 5) 

DOFF annually. Destroy when 3 years
old. (SRS 6, ltem 1 (b»). 




